
Masters Club/Top Achievers Report InstrucƟons (MUST BE LOGGED INTO METROLIST) 
1. In Metrolist click on Searches, and select Standard Search

2. Select the property types you are searching for

3. In the Statuses uncheck all acƟve and check CLOSED 
with a status date of 1/1/22 ‐12/31/22
(Sold Status should be the only one checked)

4. Scroll down to the LisƟng Agent ID and the Selling agent ID.
Make sure the “OR” Bubble is checked.   
The “AND” buƩon is UNCHECKED  Click the search buƩon.

5. The next screen all your lisƟngs should come up and you will need to check the box above all the lisƟngs and select all lisƟngs

6. Then Click on the Reports BuƩon. Once the reports come up you
will choose the Masters Club/Top Achievers Report. Select Run report

NOTE: IF YOU HAVE LISTINGS THAT ARE 
NOT ON THE MLS  YOU MAY SUBMIT A 
“FINAL” CLOSING STAEMENT ALONG 


