Creating a User Defined Document

Quick Reference Guide

1. Go to the logon page and enter your user name and 2. From the Home page click on the subject property.
password then click Logon.
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3. To Add a Document, click on the “Add” link in the 4. Select User Defined from the Document Name
Documents section. drop-down window. You will be taken to the Document

Settings area to set permissions.
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Flease select a document name from the list.
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5. Enter the document name, select a document type from 6. You can now Upload your document, create a fax

the drop down list and set View, Upload, and Own document coversheet or create a Document placeholder to upload or
permissions. Finally, select any applicable document options fax the document at a later time.

and click Save Changes. Add a Document

Document Settings

Document Settings

Mame: Listing Addendum

® Select an upload methed for this document and chick Next to continue.
&) upload now

To incate the decument o
mnd ¢

uter, click the Browse butten.
hek Dpen. Largs doc P —

ile (Browse_ ]
Comment:
mma s ) print 3 coversheet and Fax the documant into the systam

C Create a placeholder for the document and upload it later

e ey o 5

Documant Options
e e e e G e ey
T i e e
= Ny
T o e
Carcel Saw Orargen

froansactions

4

To contact MarketLinx please call 866-904-0640 or email at Support@tm.marketlinx.com



