@ SWMLS Uploading Member Change Form - Transaction Desk

In Transaction Desk,

Click on ‘Start Signing’
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Create
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Email

Email

@ Documents

Enter the ‘Signing Name’
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Click on ‘Add a Document or Form’

Let's get started! Drag and drop your file here or click to upload

Add a Document or Form

Click to upload your document

Add a Document or Form

Upload / Import My Files

You can upload up to 20 files at once.

Drag and drop documents here or click to upload

Add Document From ...

2/5



Select the Document from your files and click ‘Open’

Add a Document or Form X

s > Downloads

Organize v New folder B~

> & Pictures B Name Date modified

> [ Recordings Today
MCF for ScreenShots

Member Change Form final fillable pdf (1)
W Desktop

Member Change Form final fillable pdf

- Downloads X
B Camino de la Sierra bathroom

W Documents Bl Camino de la Sierra yard
& Pictures 3017 Frontier 565k levy
® Music Earlier this week

: RV >

File name: | MCF for ScreenShots v| | Custom files

Upload from mobile \ Open ‘v Cancel

Close

From the ‘Signers’ tab, select “Add Participants”

Member Change Form - Broker First Name Last Name ®» & & B
a
112 Signers X
Set signing order (what's This?) ) LE
Docs
5 WM L 5 You will be emailed a finalized version of the document =
when the signing is complete Tools
le Association of REALTORS®
Add Participants v =
er Change Form - =
. Layouts
rms to membership@gaar.com
-ansfer fee must be paid to complete transfers. Payment can Options

g the Membership Department.

iing after all required items are received. Feedback

st Name Office NAME: Office Name
wctions B and C must be filled out for complete requests if applicable.

Office MLS ID: officeid
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From the ‘Tools’ tab, select and place the signing actions such as ‘Initials’ or ‘Sign Here’ in
the appropriate fields

100% v o+ Member Change Form - Broker First Name Last Name ® & & 8
+ A $48 NMAR Transfer fee and $25 SWMLS Transfer fee must be paid to complete transfers. Payment can . . . °
be made through the Member Portal or by calling the Membership Department. S|gn|ng Tools X -

* Reinstatement fees may apply. Signers
* Please allow up to 2 business days for processing after all required items are received. a
First Name Last Name Office NAME: Office Name JT  Jessica Tafoya M =)
Broker/Team NAME jote: Sections B and C must be filled out for complete requests if applicable. ll,j(s
Broker/Team MLS LOGIN ID  aba. m|sid Office MLS ID: officeid \
SECTION A2 - REQUIRED DETAILS AND AUTHORIZATIONS Signer Actions (wnats i) —
Members may update their personal information in the Member Portal (email, phone, website, and physical 5 . {lock)
= Sign Here I Initials
address). <—
Current name:
Text Line [ Checkbox
l:l Name Change New legal name: T . s
h h NMR i .
Namf change must match NMREC license. I—. Inital Pages  Initial Choice
Receiving office: New Office Name Here Options
Office Transfer Receiving office address: New Office Address Here (@ Radio Choice © Dropdown
*Transfer is not complete until license transfer, fees, and processing are complete. (2]
IDX feeds must be updated immediately. (see Section A3 for IDX) Feedback
" . o @) Attachments
« The Designated Broker must return the license to NMREC within 48 hours.
D Delete Member « Any Lockboxes and Key services must be returned and cancelled at time of
inactivation.

Signer Fields (wnsts e
Office information to be updated: g What's This?)

D Office Info Update "
Office information must match NMREC Full Name Email Address

Additional Comments

SECTION A3 - PLEASE INITIAL FOR IDX ACKNOWLEDGEMENT

Auto Date Auto Time

DX Tr: inati PLEASE INITIAL MarkuP (What's This?)
| acknowledge that if I, or my Team, currently has an active IDX website, A Text Box /' Highlight
| am responsible for contacting idx@swmls.com to either terminate the current IDX agreement or - v
A. SuperUser access will be removed automatically when the transfer is complete. 4 o
P 2
B. Submit a new SuperUser Request Form for any access that should continue. Slgmng Tools Signers
C. SuperUser Request Form will be needed for all new SuperUser Requests a
JT  Jessica Tafoya v =]
SECTION C - LISTING TRANSFER DETAIL \ poss
Signer Actions (wnats i) y =
Action MLS # Listing Address Tools
@Trans'er with Broker 15345678 B, Sign Here I initials
O Retain with Brokerage 123 Main Street, Albuquerque, NM 87111
T TextLine Checkbox s
OTrans(er with Broker 23456789 .
o 1234 Side Street, Albuquerque, NM 87111
Retain with Brokerage - . "
@ [ mitial Pages / Initial Choice o
OTransfer with Broker Options
ORe!ain with Brokerage @ Radio Choice © oropdown
(O ranster with Broker (]
ORelain with Brokerage @ Attachments. Feedback
OTrans'er with Broker
(ORetain with Brokerage Signer Fields wnats i)
If any transferred listing is co-listed or co-sold with a member at a different office, both Designated
Brokers ige shared ibility for that listing. Full Name Email Address
Date Receiving Brokerage DB Signature Date
MM/dd/yy Auto Date Auto Time
Releasing Co-Brokerage DB Signature Date ing C DB Date
Markup (wnats i)
GAAR.COM 1635 University Bivd NE ~ Albuguerque, NM 87102 (505) 842-1433 A TextBox /' Highlight @

e Ifyou are transferring brokerages, your previous Designated Broker and New

Designated Broker will need to sign. The Designated Broker is the Broker in charge

of the office and may not be the same as your Supervising Qualifying Broker.

e Ifyou are transferring alisting that is co-listed, the Designated Broker for that co-

listing broker will also need to sign this form.
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Once all required signatures are placed, click ‘Next’

o & «ayjii=yy

_— o
==
Signing Tools X s
JT Jessica Tafoya v =
Docs

Signer Actions (wnsts i)

=) Sign Here I Initials

Select the expiration date and the frequency of reminders for your signing the click ‘Send’

Finalize Signing Setup

You're almost done! To further customize your signing invitation, use the options below.

Expiration and Reminders

=P Expires on 7/25/2026 B at11:50 PM

=——Jp Send reminder every 1 ~ daysat 8 ¥ AM~

CANCEL CUSTOMIZE INVITES m

Email the form to membership@gaar.com once all required signatures are obtained.

5/5



