Using ZipForms’ MLS Connect in NTREIS Listings

1. From the Main Menu in NTREIS Listings, select “ZipForms” from Transactions:
A @ My Page | Search | Reports | Prospects | Tax | Transactions | Financial | Member Info

ntrels \elcome Sereen | E-hiail | Help | bz
[ Tarry Home j EEES—————

l

My Page

Search

Reports

Prospects Transactions
TaX ZipForm
Transactions

Financial

Member Info

¥ ¥ MY SIDEBAR ¥ ¥

CELECEER

2. Your NAR NRDS number is automatically passed to ZipForms. If you have
already registered through the Texas Association of REALTORS (TAR), when you
access the ZipForm link from NTREIS Listings, you’ll be automatically logged into
ZipForm and taken to the Transaction/Template list.

If you have not yet registered with TAR, when accessing the ZipForm link from NTREIS
Listings, you’ll be taken to the TAR website where you can login manually.

3. Once you’re logged in, click on the “Add/Create” button to begin a transaction:
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4. When the Form Viewer is opened, select at least one form from the list of

NTREIS forms (The Cover Sheet is a good one to pick):

Form Manager

Select the forms you would like to add to this transaction,

=| MTREIS - Morth Texas Real Estate Information Systermns

CBDIF - Cornmercial/Business Data Input Form - 02/09/2006

COVER - Morth Texas Real Estate Informmation Systerns Cover Sheet
CT - Condo./Townhouse - Rider to Resid. Data Input Form - &/21/2002
LALGIF - Lots & Acreage Data Input Formn - 0270972006

LMF - Listing Modification Forrn For All Property Types - 02/09/2006
MFDIF - Multi-Farnily Data Input Form - 02/09/2008

RDIF - Residential Data Irmput Forrn - 0270972006

RFRDIS - Residential and Farmy/Ranch Data Input Form - 02709/ 2006
RLPDIF - Residential Lease Property Data Input Form - 02/09/20068
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5. When the form has opened, click on the “File” menu from the top menu bar and
select “MLS Connect:”
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6. The following window will open where you will enter your MLS ID and

password then click on the “Connect” button:

ﬁhZ-il-Jf';:llrm-M-I;_'.s“;_fiﬁnnect".ﬁ g =
-Step 1:Choose MLS

MLS Mame: INTHEIS ;!

MLS Uaer ID: | Fagzwmord; | Connect I

- Step Z2: Find Property

Address: Ligting 1D:

City: Ligting Price;
State/Province: Listing Status:
Pastal Code: Drate:
Property Type: Agent |D:

-Step 3: Import Data

| ot Cancel |
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7. Once you’re logged in, you’ll receive the following pop-up message:
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8. Click “OK” and enter the MLS # of the property from which you wish to import
data:
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- Step 2: Find Property
MLS Listing |D: I'ID'I'I?BSB Find |
Address: Listing 1D
Clity: Ligting Price:
State/Province: Ligting Status:
Postal Code: Date:
Property Type: Agent |D:
[-Step 3: Import Data |
0. Click the “Find” button and you’ll get the following window showing you the

system is search for your MLS #:
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Running the request (NTREIS).
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10.  Verify that the data matches the MLS # you entered:
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~ Step 2: Find Property -

MLS Lizting I ]1 017633

Addresz: ntreis test Lizting ID: 10117698
City: ALEXANDER Ligting Price: 100
State/Province: TX Lizting Status:  ACT
Postal Code: 75000 Date:  2004-06-08
Property Type: ERR Agent |D:  F797398

— 5tep 3: Import Data

% |mpiort Cancel
ZipFormMLS-Connect

11. Click on the “Import” button at the bottom and you’ll receive the following pop-
up message:
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If wou reply 'no’, daka will be imported to blank figlds only.

Yes Mo Cancel |

12.  Ifthis is a new form you have never entered data into previously, click “Yes.”
You’ll then receive the following pop-up message:
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Drata Import was completed successfully,



13. Click “OK” and make your additional data entry on the form. You may wish to
print the form at this time (Just click the printer icon in the menu bar.) You may also
email the form by selecting “Send email” from the “File” drop down menu. Once you’ve
finished, be sure to save your form:
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14. The form is now associated with the file you originally opened and can be
accessed anytime you login to ZipForms.



