
Offer Runway User Manual

1



Offer Runway User Manual Glossary

Front Page …………………………………………… 1
Glossary …………………………………………… 2
Make Offer …………………………………………… 3 - 5 
Add a Property …………………………………………… 6 – 10

Manually entering a property ……………. 7
Fill from MLS server using RETS feed       …… 8 
Import an MLS Export CSV or TSV file      ….. 9 - 10

My Properties Page       …………………………………….. 11 – 13
Managing Offers (Properties detail page)      ……. 14
Tools Tab …………………………………………… 15 - 17
User Profile …………………………………………… 18 – 21
Broker Admin Account ………………………..……………. 20
Post to Social Media (coming soon)   …..……………. 21
Advanced Features: 3rd Party Site API’s  ……………. 22

2



Making an Offer

Two simple ways to 
locate the property

1.  Click the state on the map
A.  Enter House#
B.  Click SEARCH

2.  Below the map select a 
state and enter a house#

OR

Click the Make Offer button2

1

3

4
Fill in the required fields marked by an *. If you are logged in as a user, 
these fields will auto-populate and password field will not show.
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Making an Offer

6

5 Fill in the buyer required fields marked by an *. This data will be 
included when sending offer details through email to a third party

Fill in the offer required fields marked by an *. All fields above 
description require a number or ‘0’ to be entered.
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Making an Offer

8

7

9

Click BROWSE to locate the offer document to upload

Optional
Check  
box to 
build a 
fax cover 
sheet

Optional:

10 A confirmation email will be sent to your email and to the 
buyer’s email if their email was added in the buyer’s section. 
Additionally you may receive another email with offer 
instructions and/or higher offer notification
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Adding a Property

2

1

3

Go to the My Properties page

Locate and click:

Click on the 
‘ADD PROPERTY FROM MLS’ 
if you have a RETS feed setup*

OR

There are four ways a property may be entered on our site:

MANUAL: Manually entering the property details

If you have a *RETS feed, transfer data 
from MLS by entering an MLS#

1

2

3

4

CSV allows multiple properties to be 
entered by importing an MLS export file

*RETS (Real Estate Transaction System) is an exchange system that allows the MLS to feed data 
directly into a software’s assigned fields

3rd party websites that have the Make Offer 
button will transfer data into Offer Runway. 
This does not require the listing agent to enter 
any data. Once buyer makes an offer, the 
listing agent will be notified the property and 
offer is now available on the OR site.
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Adding a Property

3
• Click on ‘Add a Property’ in the green title menu bar
• Add property details manually and choose the ‘Status’
• Mark your settings as follows:

MANUAL: Manually entering the property details1

Check this box to send selected documents from the My Documents library and 
the added text to the Buyer’s agent or buyer

Macro copies offer details to asset platform. Select proper asset platform

Check this box and enter the seller’s email to have offer sent to seller the 
moment the buyer’s agent submits the offer

Check this box to allow Premarket properties to be searchable and viewed

Check this box to allow Auction properties to be searchable and viewed

Check this box to show the number of offers made on a property seen on the 
property list page
Check this box to set a buyer compete status so lower offers are sent email 
about the existence of higher offers

Check this box and enter the vendor’s email to have the buying agent’s contact 
information sent to the vendor the moment the buyer’s agent submits the offer

1
2 3
4 5
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Adding a Property

3

Click on ‘ADD PROPERTY 
FROM MLS’ in the green 
title menu bar

If you have a *RETS feed, transfer data 
from MLS by entering up to twelve MLS #’s

2

*RETS (Real Estate Transaction System) is an exchange system that allows the MLS to feed data 
directly into a software’s assigned fields

Select a 
property class

Select an 
MLS

Add 1-12 
MLS #’s

Click 
Import

See                      for Settings instructions3 1

1 2

3

4

5
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Adding a Property

3 3
CSV allows multiple properties to be 
entered by importing an MLS export file

*For instructions on how to export property details into a CSV or TSV file from your MLS, please 
contact your local MLS provider

Check the box and enter a name into the field name box and click NEXT STEP. This 
will save a match Field Name to use for the next time a file import is done

In Step 2, the right column of drop down menus is required to be matched with the 
data to the left. Once all drop down fields are matched (some may not match like 
Property Type). Scroll down to Save Field Name Group and complete the next step

*Export properties from your MLS into a CSV or TSV formatted file to a file folder

From Offer Runway, Click on ‘Add a Property’ in the green title menu bar

Click on ‘IMPORT FOM CSV FILE’

Click on file and locate the file. Then click upload

1
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Adding a Property

3 3
CSV allows multiple properties to be 
entered by importing an MLS export file

STEP 3 appears and a spread sheet of all the data for each property. Click on a cell 
to edit the data. You may also change the entire column by clicking on the title 
field and clicking OK or on a YES/NO button. Any cell that says ‘False’ must be 
edited or that property will not be added.

Click

Enter text here 
and click OK to 
change for 
entire column

Click YES to 
change for 
entire 
column

7
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My Properties

11

1

2

3

4

5

1 Advanced search options allow to search by city, zip code, agent 
name, listing number and minimum & maximum price
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My Properties

12

2

Check box to 
show mapped 
search results

Click header 
text to sort

1 2 3 4 5 6 7

1 Click to proceed to make offer page

2 Click to proceed to Property detail page

3 Click to edit List Price or List date

4 Number of offers show when setting is 
set to show number of offers. See 
section Add a Property Page 7 à 4

6 Click to change status to Premarket, 
Active, Canceled or Taken Off Market
Verbally Accepted and pending are 
changed by the function on the 
Properties page. See page 14

7

Click listing 
agent’s name to 
open message 
window



My Properties
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3

4

5

Respond and 
address moves to 
Property Detail page

Click to 
send email

Click to add 
note to offer 
details

When offer is made, listing agent receives an email and then appears under ‘MY LISTING 
OFFERS’ section. Each offer must be responded from the Property Information page. 
This list is a task list of required offer responses.

When an offer is faxed and the fax has not been received, the offer will appear in this 
section. The buyer’s agent and listing agent will receive an email reminder 1 hour after 
offer is made and 24 hours after offer is made.

Click to send 
or open fax 
cover sheet

All offers made by the user as the buyer’s agent will appear in this section

All counter offers sent from Offer Runway responding to offers made by buyer’s agent 
will appear in this section. Use this as a task list for Buyer Agent expected responses
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Properties (managing offers)
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Offer 
documents 
located here

Add 
additional 
documents

Click to edit 
email 
addresses

Click to show 
Canceled 
and Declined

Accept = Sends offer acceptance confirmation 
and sends decline to all other offers with 
backup offer option
Counter = Allows to counter offer and send 
additional documents to buyer’s agent
Decline = Sends a Decline email with a Backup 
Offer option
Cancel = Cancels offer and does not send email
Verbal Acceptance = Sends V.A. confirmation 
and sends notification to all other offers with 
backup offer option
Email Offer Details = Opens an email window 
to send offer details and attachments to loan 
officer, title officer or any other 3rd party 
requiring documentation.

Check box and click RUN MACRO to 
transfer offer data to REO platform. 
Username and passwords must be 
entered on Client Macros page. 
Freddie Mac macro will transfer 10 
offers at a time



Tools Tab

1
- Add documents for sending to Buyer’s agent

Enter document 
name to show in 
drop down for 
property settings

Controls allow 
to Edit or 
Delete Docs

- Export offer details to an REO offer platform

- Edit multiple property settings from one screen

- Add your MLS to your profile for RETS feeds

Click to view 
document

Email documents 
by checking box 
and clicking the 
envelope

1

2

3

4

1

- Live chat icon to connect to representative
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Tools Tab

2

Click to request 
new client macro 
not shown

After entering 
UN & PW click
SAVE

Enter username 
and password 
for your client
platform

Enter text here 
and click OK to 
change for 
entire columnClick YES to 

change to No 
for non-editing 
of row 

Click individual 
cell to edit text

Select status 
group for editing

3
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Tools Tab

4
Click to add MLS 
for RETS feed

Select state 
and choose 
MLS

UN, PW and 
User Agent for 
individual broker 
RETS feed. This 
is NOT your MLS 
UN & PW
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User Profile
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User Profile

19



User Profile
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1

2

1 Upload company and managing broker licenses for approval to view all agents within your 
brokerage that is using Offer Runway

All agents listed under a broker must have the 
EXACT same brokerage name and Company ID in 
order to be seen by the broker

Company ID is 
provided once 
brokerage is 
approved

Broker Admin Accounts:

Apply for a broker account by clicking on the ‘REQUEST BROKER ADMIN ACCOUNT’ 
button under the user’s profile.



User Profile
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Coming Soon:



Advanced Features
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• O-frame – integrates into personal websites 
(go to: Tools/Outside code)
• Make Offer Button – on any site will feed to your 
platform on Offer Runway

Broker WebsitesList Service Websites


