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TransactionDesk 

Summary 

Describes how to create a transaction in TransactionDesk using the MLS number to pull in the listing information 
from the MLS listing, and a template to pull in the forms and documents required for the transaction. 

Context 

You can use a transaction to represent any interaction with a client, from a new listing to the completion of a 
sale. 

You can add a transaction manually, where you manually provide all of the transaction information. You can also 
use an MLS listing or the tax data record to automatically populate many of the fields in the transaction, 
decreasing the time it takes to add a transaction in TransactionDesk. 

Steps 

1. Navigate to transactions . 
The list of transactions appears. 

2. Click Add. 

 
 

3. In the Name field, enter a name for the transaction. Typically, this is the street address of the property. 
4. Use the Template dropdown to select the appropriate template to automatically add a checklist, forms, 

and documents. If you have not yet created any templates, the option is not available. Consider creating 
a template first. 
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5. Use the Import Data dropdown to select the MLS listing as a source of information for the transaction. 
Additional fields appear.  

 
6. Do the following: 

a. Use the dropdown to select the type of property. 
b. In the MLS Number field, specify the MLS number of the listing. 

7. Use the Add me as the dropdown to select your role in the transaction. Choose from Listing Agent, 
Selling Agent, Neither, or Both. 

8. Click Create. The Wizard appears. 

 
 
Much of the listing information is populated automatically from the MLS listing. 

9. In the Property Information area, enter as much information as you can.  
Note: The brokerWOLF number applies to integrations with brokerWOLF, and is not available until after 
the transaction is sent to brokerWOLF. 
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10. Scroll down to the Listing Information area, and enter as any additional information you can. 

 
 

11. If this transaction includes sale information, in the Purchase Information area, enter as much 
information as you can. 

 
12. To continue and add dates, contacts, documents, and forms to the transaction, click Next. 

Note: At any time, you can scroll down and click Save and exit. 
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13. In the Transaction Dates area, enter as much information as you can. 

 
 

14. If applicable, in the Mortgage Dates area, enter as much information as you can. 

 
15. Click Next. The Contacts page appears. This page lists all of the contacts associated with the transaction.  

Note: If you added yourself to the transaction, your name appears. Other contacts are populated from 
the MLS listing. 
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16. To add a contact to the transaction, click Add, and do one of the following: 
• Select Create new transaction contact to create a new contact in the transaction. Add the 

contact information, ensuring you provide the required information. To add the contact to your 
list of contacts, ensure Add to address book is checked. Click Save. 

• Select Add existing contact to add a contact to the transaction from your existing list of 
contacts. Check one or more contacts from the list that appears, and click Add. Add any 
additional information required, and click Save. 

• Select Add yourself to add yourself to the transaction. Add any additional information required, 
and click Save. 

• Select Add contact from Google to add one or more contacts from your Gmail list of contacts to 
the transaction and to the existing list of contacts in TransactionDesk. Check the contact to add, 
and click Select. Add any additional information required, and click Save. 

17. Click Next. The Forms page appears. Any forms associated with the transaction through the template 
are listed here. 
 

 
 

18. To add more forms to the transaction, click Add. 
The Add forms to transaction page appears. 
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19. Navigate through the folder structure and locate the form you want to add, or search for the form by 
name in the Search box. 

20. When you locate a form you want to include, use the selection box to the right of the form name to 
select the form for inclusion in the transaction, and click Add. 

 
 
You can see how many forms are selected in the shopping basket in the top right corner of the page. 
 

 
21. Click Next. The Documents page appears. This is the list of documents associated with the transaction. 

Any documents that you want to keep as part of the transaction file can be uploaded here, such as 
property disclosures, maps, or any other documents. 
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22. To attach a document to the transaction, click Add. The Create New page appears. 

 
23. Do one or more of the following: 

• To upload a document from your computer, click (selected by default when you first see 
the page). Then drag and drop files from your computer to the Drag & Drop files here area, or 
click the blue bar to browse for the document(s) you want to upload. 

• To copy documents from your DocBox, click . Navigate to and select the appropriate 
document, and click Save. 

• To import a document from Dropbox, Google Drive, or another third-party document storage 

system, click . Select the appropriate third-party document storage system, locate the 
document, and click Add. 

• To upload a document from your email account, click . The Email Upload Information 
page appears. Click Open in Email Client. Locate the document, and click Add.  

• To download a contact card for the transaction, so that you can email documents directly to the 

transaction, click . This adds an email contact to your email. In future, you can email 
documents directly to this contact, and the documents are attached automatically to the 
transaction. 

24. Click Done. The transaction is added to the list of transactions in the system. 
 


