


 Log into MAX/Center using your remax.net username and password

 Navigate to the Agent Office Portal Tile within your Apps & Tools

 Once inside the Agent Office Portal, click 'Statistics' on the side navigation menu

 Click 'Transaction Detail View' to view the transactions that have previously been

uploaded — you can search for a specific transaction by using the search filters that

appear on the screen

 If there are multiple offices within your brokerage, use the office dropdown menu to

change which office statistics you are currently viewing and would like to add a

transaction to

 Click 'Add Transaction'
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Follow the steps outlined below to add an individual

transaction to your Agent Office Portal and easily track your

office's transactions
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Continue instructions on next page



  A pop-up window will appear; use the text boxes to input information about the

transaction including the Associate's Name and ID, the property status, commission

amount, and more

 After you have added all of the necessary transaction information, click 'Save' to save

your transaction

1.

1.





If you have any questions about adding transactions to the Agent
Office Portal, please reach out to product support
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