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Expor�ng and Impor�ng Contacts Guide 
May 2023 

In this Guide:  

• Expor�ng Contacts from the ITSO MLS® System     Pages 1 – 2 
• Impor�ng Contacts to the Toronto MLS® System’s Matrix™ Front-End  Pages 2 – 3  
• Impor�ng Contacts to the Toronto MLS® System’s REALM™ Front-End  Pages 3 – 6  

 

EXPORTING CONTACTS FROM THE ITSO MLS® SYSTEM 

Step 1: Login to the ITSO MLS® System  

Login with your BDAR creden�als at itsorealestate.ca  and select Matrix™ from your BDAR Dashboard 

  

 

Step 2: Navigate to Your Contacts Page 

Select ‘MY MATRIX’ > ‘CONTACTS’ 

 

 

 

 

 

 

 

https://iam.itsorealestate.ca/idp/login
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Step 3: Select the Contacts You Wish to Export 

Select the check box beside each contact you wish to export, or select the top check box to select all contacts.  

  

Step 4: Export Your Contacts 

Select ‘Ac�ons’ > ‘Export’ to generate and automa�c .csv file download.  
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IMPORTING CONTACTS TO THE TORONTO MLS® SYSTEM’S MATRIX™ FRONT-END 

Step 1: Login to the Toronto MLS® System  

Login with your TRREB ID, PIN, and authen�cator at torontomls.net 

 

 

Step 2: Open the Matrix™ Front-End Pla�orm  

Select ‘Search Proper�es’ > ‘Matrix’ 

   

 

Step 3: Navigate to Your Contacts Page 

Select ‘MY MATRIX’ > ‘CONTACTS’ 

 

https://treb.clareityiam.net/idp/login
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Step 4: Import Your Contacts 

Select ‘Import’ on the right-hand side.  

 

From here, you can select ‘Choose File’ and select the exact file just exported from the ITSO MLS® System. Then 
select ‘Import’ in the top right corner.  

  

 

You also have the ability to download the .csv template to format your contact informa�on if you are impor�ng 
contacts from an alterna�ve database.  

 

IMPORTING CONTACTS TO THE TORONTO MLS® SYSTEM’S REALM™ FRONT-END 

Step 1: Modify Your .csv File  

The .csv file that was exported from the ITSO MLS® System is not automa�cally compa�ble with REALM™ and 
you will have to modify the column names within the file.  

Compa�ble column names in REALM™ include: 

FullName 

FirstName 

MiddleName 

LastName 

Saluta�on 

SuffixName 

Gender 

BirthDate 

Email 

EmailType 

OtherEmail 

OtherEmailType 

MobilePhone 

WorkPhone 

HomePhone 

Address1Type 

Address1StreetNumberAndName 

Address1UnitOrSuiteOrApartment 

Address1City 

Address1StateOrProvince 

Address1PostalCode 

Address1Country 

Address2Type 

Address2StreetNumberAndName 

Address2UnitOrSuiteOrApartment 

Address2City 

Address2StateOrProvince 

Address2PostalCode 

Address2Country 

Organiza�onName 

Url1Type 

Url1 

Url2Type 

Url2 

Url3Type 

Url3 

RelatedPersonFullName 

RelatedPersonType 

Source 

SourceDescrip�on 

Title 
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You will only need to modify the column names that have informa�on in them that you would like to import. 
Each contact must have an email or phone number to import. If you have an exis�ng contact in REALM™ with the 
same email address, you will not be able to import them.  

Once completed, ensure you save your .csv file to your computer.  

 

Step 2: Login to the Toronto MLS® System  

Login with your TRREB ID, PIN, and authen�cator at torontomls.net 

 

 

Step 3: Open the REALM™ Front-End Pla�orm  

   

 

Step 4: Navigate to Your Contacts Page 

 

 

 

https://treb.clareityiam.net/idp/login
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Step 5: Import Your Contacts 

Upload your .csv file that you modified in step 1 to REALM™ by selec�ng the arrow in the top right and then 
‘Import Clients…’ 

 

From here, select ‘Browse files’, select your revised .csv file and then select ‘Upload’.  

 

 

Review the contacts that have been uploaded and then select ‘Import’ to finish.  

 


