REFERRALS
On a Buyer Referral, we will not an address that the buyer is purchasing until it happens nor will we have the amount of the commission until the referral closes.
On a Seller Referral, we will have the Address, but not necessarily the list price etc. 
So these are done a little differently. We do have a checklist for Referral Transaction, (see screenshot) so once you set the file up, add the Referral Checklist therefore Referral Agreements, Commission Checks and  CDA’s will be uploaded into Brokermint.
 With a Referral whether it is a Buyer or Seller referral: 
1. Set a REFERRAL file up with the agents first name and REFERRAL after their last name, as the ADDRESS of the TRANSACTION and then insert $1.00 as the sale price.  (see screenshot)
1. Make sure that when you create the transaction that it is entered as a REFERRAL, and not a TRADITIONAL SALE.  I believe the default when you create a transaction is traditional sale, so you need to pay attention to that.  If you forget, and need to edit the transaction, just click on the transaction, hit edit and change the status from traditional sale to REFERRAL. (see screenshot)
1. The referral will show up on the transaction view as an ACTIVE transaction until commissions are received at which time the commission income needs to be entered, and which time, the status needs to be changed to Closed and commissions finalized.  

