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Using Designer Tool

Designer Tool is used to create templates for repmdessethroughMarketLinx suite of MLS
applications Designer Tool is a staraloneprogramthat must be first downloaded snPC with

internet access before it can be used.

In this workbook, you will learn:
ALogging In

ADesigner Tool Overview
ACreating New Reports
AEditing Existing Reports
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Logging In i

After downloading Designer tool double click th 7 iconon your desktopo loginor

click on Start-Programs-Designer Tool if you do not see the icdfou must have an internet
session running in the background. When logging in you will have the option to save your ID
and Password for future sessions.

To Start Designer Tool and Log In

1 Doubleclick theDesigner Toolicon to start. The Designer Tool
Login dialog box appears.

Designer Tool Login

Login:  |NATPRO | ok |
Click here to save your password. Password: | Cancel |
The next time you [>Psavepasswmd
need to enter it. :

Mode: |Dn|ine Ll Details >> |

2 Enter yourMLS Login ID andPassword
3 Click the OK button. Thefollowing Designer Tool dialog box appears.

" Create a New Report

f+ Dpen an Existing Report Informatior: | 4 Ll Style: I Al LI
MName Information Read Only Style -
Agent Awards Report Cross Property Yes Statistical I
Agent Mkt Share - By # Listed Cross Property Yes Statistical ]
Agent Mkt Share - By # Sold Cross Property Yes Statistical
Broker Synopsis Report [TPA) Yacant Land Yes Flyer
broker synopsis test Residential Yes Flyer
Client Detail Contact record Yes Flyer
Client Label Contact record Yes Labels
Client Report Special Residential Yes Flyer
Client Summary Contact record Yes Multiple Row
CMA - Advantages Residential Yes Flyer
CMA - Broker Cover Residential Yes Flyer
CMA - COM 1 Pricing Analysis Commercial Yes Multiple Column
ChA - COM 1 Subject Property Commercial Yes Flyer
CMA - COM 2 Pricing Analysis Commercial Yes Multiple Column
ChA - COM 2 Subject Property Commercial Yes Flyer
CMA - COM Comparative Summary Commercial Yes T abular -
Cancel |
4 Select anx@sting report or create a new one and click@é
button.

T For information on creating a new report, see pageb.
T For information on editing an existing report, see gdgel?.
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Designer Tool Overview

Types of Reports

Create your own report fmat based on one of the followingport types:

Multiple Row . One or more horizontal records per page. Includes Ipagger and footer.

Multiple Columns. One or more vertical records per page. Inclysbgge header and footer,
and row header.
Flyer. Singk record per page. This option also covers the usual, girgperty per page
listing format.
Tabular. One or more horizontal records per page. Includes rbpader, page head, page
footer, and report footer.

Labels. One or more horizontal and verticatords per page.

Marketing Booklet. One or more horizontal and vertical recordspzege. Includes page
header and footer.
Statistical. One or more horizontal and vertical records per pagkides report header, page
header, group headers, group fogtarglpage footer, and report footer.

Workspace

| t 6s

easy t

o add fields and

el ements in the

and drop the fields from the Drag and Drop Fields box. You can also
select an element, such aset & framesand drop thenmto theworkspace.

The Insert
menu
shows
elements
you can
insert in
your
report.

- )

Fie Edt View InsEt Algn Field Took Hep

—  DataField,.,
'.'I Pichure....

nga Teat...
el

Workspace is
where all your
information
goes.

i

Pt I

Select Data Typ€hoose the source
of the Data to be used in the report

/0| /| fess EEr Blz|ulX|

PO PP - NP P | 15 001y, |B

egin by selecting an item.from the list of Drag and Diop data felds. . -

B W WA B

Select 2 data lype:

| Fropetty ‘
2nd Bedroom [Appro | -
S Bedioom [Appeo |

4t Bedioom [Appro |

Sth Bedioom [Appeoic |
Additional Parcel YN
Additional Puble Remarks

| Aidditional Puible Remarks(Z]
Additional Pubkc Remarks(3)
| Additional Publc Remarks(4)
| Additional Publc Rlemarks(5)
| Additional Rooms —

o oo Drag and

gt it hooe Drop Fields
;ﬁmﬂﬁmpm List shows
e O 5 Data Fields
it Condieing?) available for

oponce ctd the specified
| Appliances Inchaded[3] Lo Data
I Inchide Label

-
Site: MFR | Name: Uriitied | Format: Flyer

‘ Source/Type

AddPage| Remave Page
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Creating New Reports

Before creating a report in Designer Tool, you may want to sketch it
out on paper to see how you want it to look and which elements you

want to use.

/—fr:melefement

textelement —  ™Ogen Hovse

picture elerment

[ ReportA Created using Designer Tool ]

phrase element
o greald Lied. T
wey office lovaidlon
o ate element
-
Draft of ReporiA

L Before Designer Tool

Immaculate

ListPrice:  ‘ListPric .
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To Create a New Report

In this section, you will lea how to insert and place different elements
in a onepage flyer. The method to create any report is the same.

1 Click theNew Reporticon (or click theFile menu and select
New). The New Report wizard appears.

ﬂll‘ew Report Wizard - Records Selection

Select a data type from the list.

[Property Records - Residential
Property Records - Commercial
Property Records - Income

Property Records - Vacant Land
Property Records - Rental

Property Records - Cross Property
Member Records

Office Records

Property History Records

Open House Recards

Contact record Records

tarket Penetration Statistics Records
Login Details Statistics Records
Login Summary Statistics Records
Agent Awards Statistics Records [v]

Cancel |

2 Select aData Type and cick theNext button. The Report Format

Selection screen appears.
3 SelectReport Type asFlyer.

Click Next

Designer Tool
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w: R Report Wizard - Report Format Selection
Click a button to select a report format.

w— | Multiple Row Tabular
== | One or more horizontal records per page. One or more horizontal records per page.
== | |ncludes: page header and page footer. Includes: report header, page header,
page footer and report footer.
Multiple Column —i—| Labels
One or more vertical records per page. jﬂ‘ One or more horizontal and vertical records
Includes: row header, page header, and | ==| per page.
page footer.
m— | Flyer — | Booklet
= | Single record per page. —=| One or more horizontal and vertical records
_— —— | perpage. Includes: page header, and
page footer.

Statistical

One or more horizontal records per page.
Includes: report header, page header,
group headers, group footers, page footer
and report footer.

Help | Cancel | < Back |@ _I

Select Flyer Click Next

4 Click theNext button. TheNew Report wizard screen appears.
I New Report Wizard - Finished! X))
The Data Form Wizard is finished collecting information.

— Data records selected for this report:
Property Records - Residential

— Report format selected for this repot:
Flyer

Press Finish to create the report template.

Help | Cancel |

Click Finish
5 Click theFinish button. The Designer Tool Workspace appears.
From here, you will insert new fields as shown on the following
pages.
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Page Margin [Size may be adjusted by uzing the “Page Setup” option of the “File" menu.]

Drag & Drop Fields
Select a data type:
[Design. your report here. Begin by selecting an item-from the list of Drag and Drop data fields. Property [Residertial) hd

3rd Bedroom [Approx. ]
4th Bedroom [Appro:. |
5th Bedroom [Appro:. |
Additional Parcel v/M
Additional Public Remarks
Additional Public Remarks(2)
Additional Public Remarks(3]
Additional Public Remarks(4]
Additional Public Remarks(5]
Additional Rooms —
Additional Rooms(2)
Additional Rooms(3]
Additional Rooms(4]
Additional Boorms(
Additional Rooms{5]

(.

(

(!

T~

Additional Rooms(7)
Additional Rooms(8)
Additional Rooms(9)
Address

ADOM

Agent Direct Phone
Agent E-mail

Agent Fax

Agent Home Page
Agent 1D

Agent Mame

Agent Office Ext.
Agent Pager/Cell

Air Conditioning

Air Conditioningl2]
Alternate Kep/Folio 8
Annual COD Fee
Appliances Included
Appliances Included(2)
Appliances Included(3) v

w0

=
SO O O

o

I Include Label

o
| VRN

al N
Site: MFR | Mame: Untitled | Famat: Flyer Add Page| Remaove Page

L?A ondét forget t o cons DésigneryToalStart feok the tophandaverk ypur way doswre t h e

Insert and Format a Frame

1 Click theEFrame icon (or click thelnsert menu and seledtrame).
The Insert Frame dialog box appears.
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(Treerr Frame

Frame

Frame Type:
@ Simple Frame
(" Container

Border Style

Border Width
[fii2 3 4

Border Color

Background Pattem:

€ Noe [

Background Color:

Help

[ ok | cancel |

2 Select the frame properties.
3 Click the OK button to insert the frame into the report. The

insertion cursor appears (arrow with square).

4 Drop the frame in the workspace.

To size a
selected
object, move
the cursor to
the corner

border until it
changes to an

arrow. Hold

the left mouse

button-down

and drag the
mouse to the
new size.

Designer Tool

Bl Designer Tool

File Edt view Insert Algn Field Tools Help

IDald sn v AlB@ 0] lfFkm= - - a

nr|ux]
16

I L 12

[El

1 15 L 17

s Y Ml

bl

I
1P 2ge Margin [Size

14
may be adjusted by using the "Page Setup'” oplion of the ' File'' menu ]

L 15 L |10

Drag & Drop Fields
Select a data type:

Datail

|Propenty (Residential) -

2nd Bedroom [&pprox |
3rdl Bedroom (Approz. )

4th Bedroom [Approz. )

Sth Bedtoom [Approz ) H
Additional Parcel Y/N

Addilional Public Remarks
Additianal Putlic Remarksi2)
Additional Public Remarks(3]
additianal Putlic Remarksid]
Additional Public Remarks(5)
Addilional Aaems —
Additianal Flaoms{2)
Additianal Raoms{3)
Additional Flooms{]
Additianal Fooms{5)
Additional Flooms{E]
Additianal Flaoms{7)
Additianal Raoms{g]
Additienal Flooms{3)

ADOM

Agent Direct Phane
Agent E-mail

Agent Fax

Agent Home Page
gent ID

gent Name

Agent Dffice Ext.
gent Pager/Cell

Air Conditioning

it Conditioning(2)
Alternate Key/Folio #
Annual COD Fe
Appliances Inchided
pplisnces Inchided(2)
ppiances Inchidedd [

I Include Label

— EET IR ‘.‘7 e _' ..‘*c-.-f.,"'.-“L.L,l;';)\.,,"*__“‘,M,\r\ —
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Insert and Format Text

1 Click the Q Text icon (or click thelnsert menu and seledext). The
Insert Text dialog box appears.

I

move the cursor
over the

object until it
changes to

a double arrow.
Drag the

object to its new
location.

To align objects,
hold down

the CTRL key
and click

each object.
Click the

Align menu and
select an

option.

.

rlnsert Text -‘
Text l Border Hyperlink. I
. Press the CTRL + Enter keys to insert a line break into the label text.
B
Open House
N
Text Box
V]
Font: Font Style: Alignment.
}Arial [~ Bold &+ Left & Top
e ™ Italic f_' C_enter " Middle
‘Arial Baltic & T Undeiine $EL wEEE
Arial Black
Anial CE ) [
Anal CYR ™ I~ ‘Wiap Text
Sample:
r Open House
Sample Box
I
Help | LCancel
2 Enter the text in the Text box. The text appears in the Sample box.
3 Select the texproperties.
i To enter a border around the text, click Berder tab.
T To make the text a hyperlink, click thyyperlink tab.
4 Click theOK button to insert the text into the report. The insertion
cursor appears (arrow with letter A).
5 Drop the textm the workspace.
ﬂ Designer Tool B
DlellSRl- ¥ APlsio/ s pds  [5s0ulx] ¢
Vs e o s e e S et ) & e
To move a T ] Sekcl adeiabge: D‘
selected object, 1 Fopey Pl =]

al Public Femaks{3)
Additonal Putlic Remaksd)

ddiional Public Femarks(5)
dditional Rooms
ddiion )
omsf4]
)
d 16)
ddiional Roams(7]
) 3‘
]
\n

Additional Riooms(3]
Additional Rooms(3)
Address

Agent Office Ext.
hgert Pagei/Cel
i Condioring
kit Condiioringl2)
Altemate Kep/Folio #
Linnual COD Fee
pplisnces Included
ppliances Included(2)
applances Inelded®)  [¥]

[ Includs Label
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Insert and Format a Picture

1 Click the imI Picture icon (or click thelnsert menu and select

Picture). The Insert Picture dialog box appears.

Standard Property Image i Used to
specify which of the numerically stored
multiple property images will be inserted
into the report

MLS Passport Special Image i Used to
specify which of the saved special images
such as subject property photo will be
used on the report

Other Local Image i Used to specify an
image that is stored on the PC that is
being used to print the report

Named Property Image i Used to specify
an image to be used on a report by the
image title and not the image numeric
position

Submitted MLS Image i Used to specify
previously stored (by MLS Staff) images
such as equal housing , Realtor, etc. to be
used in a report

Submitted Office Image i

Used to specify previously stored (by
Office Staff) images such as company logo
to be used in a report

Submitted Agent Image -

Used to specify previously stored (by the
logged in agent) images such as agent
photos to be used in a report

2 Select the image properties.

Insert Picture

Pichae Bordes

Image Type

+ Standard Property Image

(" MLS Passport Special Image
" Othes local] Image

" Named Propery Image

" Submitted MLS Image

" Submitted Office Image

(" Submitted Agenit Image

Hyperink

Select Shot Mumber:

=

1|  Cancel

T To enter a border around the image, clickBloeder tab.
T To make the image a hyperlink, click tHgperlink tab.
3 Click the OK button to insert the picture into the report. The

insertion cursor appears (arrow with camera).

4 Drop the picture in the workspace.

Note: The picture appears as a shaded square.

Designer Tool
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Insert a Map
1. Click thelnsert menu and seledflap.
2. Click and drag the area that the map will assume on your report. Let go of the left mouse
button the area tat map will assume is represented by a shaded square.
3. If needed further adjust the demsions of the map by clicking the edges drayging to
increase or reduce the objects overall size.

= Designer Tool

File Edit View BUSZgdl Align Field Tools Help

B|z[uX]|

NEEEREES [ﬁlD]/]_“hzu -l A

Data Field..
Y Picture. L. 13

Inline Frame

_Paga Mavam I‘I_Fe Page Setup” ophcr’\ ol tla Fue menu]

] Detai Chart.. e s
B e & 5

B Line...

i1 Phrase...

i 24 Date..

= Si1 Time...

S0 PageNumber...
|

List Price

o virtual Tour Link

Search Criteria...

~Location

Full Baths Ful

IFroperty (Residential/Single F Ll
Legal Subdvision Name A~
List Date =
List Date Received

List Price

Listing &gent Code

Listing Agent Name

Listing &gent Phone

Listing Office Code

Listing Office Name:

Listing Office Phone

Listing Type

Living Room Dimensions
Living/Dining/Ktchn Desc
Living/Dining/Ktchn Desc(2)
Living/Dining/Ktchn Desc(3)
Living/Dining/Ktchn Desc(4)
Living/Dining/Ktchn Desc(5)
Living/Dining/Ktchn Desc(B)
Living/Dining/Ktchn Desc(7)
Living/Dining/Ktchn Desc(8)
Living/Dining/Ktchn Desc(3) —
Living/Dining/Ktchn Desc(10)
Longitude

Lot#

Lot Description

Lot ipti
Lot D
Lot Deseripti
Lot Descripti
Lot Description(6)
Lot Description(7)
Lot Size

LP per Sold SF

LP Sqft

MAAR Subdivision
MAARdatat

[ Include Label

al
Site: MAR \Namei Untitled | Format: Flyer | Section: Detail \

.
Fiev| Newt oo | Add Page| Remove Page|

Designer Tool
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Insert a Phrase

1 Click thelnsert menu and sele®hrase The Insert Phrase dialog

box appears.

i

Insert Phrase

X]

3

Select a phraze from the izt below:

Uparaded Kitchen

Remodeled Kitchen

Mew Carpets

Mew Paint

Superior Landzcaping
Remodeled/Uparaded Bathz
Mew Floaring [other than carpetz)
Custom Window Coverings
Immaculate

Mew Appliances

Decorator Touches

Profeszional Landscaping
Automatic Sprinkler System
Redwood Deck

SpasHot Tub

Stupendous Scenem

Information obtained from sources deemed reliable & nat guare

LCancel |

You can only select one phrase at a time.

2 Sdect a phrase.

3 Click theOK button to insert the phrase into the report. The
insertion cursor appears (arrow with letter A).
4 Drop the phrase in the workspace.

ool

Fis Edt Vew [rgert Algn Field Took Help

Dlala|&R -y AlFs0| /J@pe e =] A
1 1 L 12, 1 [E] 1 1 15,

[8 zlu|x|
1§ L

al
Site: MFA | Name: Unitied | Fomat Piver | Sectior: Detal |

| Object: Teat

Designer Tool

Note: The following applies
to any field added containing
text.

The text will take on the
properties of the last text you
entered.

To change the properties of a
text field, double click the
phrase and use the options
provided in the Edit Text
dialog box that appears.
Simple modifications can
also be made using the font
edit options located on the
menu bar.

To delete an object, select it
and press the
Delete key.
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Insert and Format a Data Field

The Drag and Drop Fields box is an easy way to insestafeld in

the workspace.
Note: You can also click th®ata Field icon (or click the

/Insert option from themenu barand selecData Field).

1 Drag a data field from thBrag and Drop Fieldsbox and drop it in
the workspaceTo select more than one Ifie hold down the CTRL key and click the name of

each field. Hold the CTRL key as you drag. To select a range of fields, click the name of the first
field in the range. Hold down the SHIFT key and click the name of the last field. Hold the CTRL

key as youdrag.

m Designer Tool

Zhe =l A /s z|u|X]|

File Edt View Insert Align Fis Iz Help
] A IﬁlLlDl/llAna\
nnllnn 3

Drag & Drop Fielas

Select a data type:

Property [Fesidential]

Esterior Features(10)
Esterior Features(11]
Exterior Features(12)
Family Fioom [&pproz.]
Financing Available
Financing Available(2]
Financing &vailable[3]
Financing Available(4]
Financing Avwvailable[5)
Financing Available(E]
Financing & ailable[7]
Financing Awailable(3]
Financing Avwvailable[d]
Financing Awailable10)
Fireplace Drescription
Fireplace Description[2]
Fireplace Description(3]
Fireplace Description(4)
Fireplace Description(5)
Fireplace 'v'/M

Floor Cavering

Floar Cavering[2)

Floor Covering(3)

Floar Coveringl4)

Floar Cavering(5)

Floar Cavering(B)

Floars in Linit
Foundation
Foundation(2]
Foundation(3]

-

T e v

T EERull

Baths

I llem
arage Features
rage Features(2)
arage Features(3)

v |nclude Label

P
Site: MFR | Name: Untilled ‘Fnrmat' Flyer |Sectimn' Detail | |

Click here to include the accompanying label for the Data
Field before draadina the field to the workspace.

‘ << Prev ‘

.
it 3 | Add Page| Remove Page

(v

Designer Tool
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2 Doubleclick the data field to edit the properties. The Edit Data

Field dialog box appears.

Edit Data Field
/ ~ Data Field lFont Barder Hyperlink l
Note:
If you selected Selected Data Fields: Awvailable Data Fields:
more than one Address (Property] |F‘roperty (Residential] j
data field, they «

8 = 2nd Bedroom [Appras.) A
f'i\re considered B Jrd Bedroom [Approx.] Ca
interconnected. £ #th Bedraom [Approx. |
They all appear 3 Becioom (pprot]

lonal Farcel
here and the o p Additional Public Remarks
i refiu: Liffi; Additional Public Remarks(2]
Dgseftlleelg apply l— l— Additional Public Remarks(3)
P Additional Public Remarks(4]
to all of them. Display Fomat: Audditional Public Renarks[5)
K |<None> j r igg!t!onalﬁooms a2
tiohal Roomz{2) lud
Ayithmetic:
| [~
Arithmetic Formula:
|
Sample:
Address
Help | Cancel
3 Select the data field properties.
T To change the font, click tHeont tab.
T To enter a border around the data field, clickBloeder tab.
T To make the data field a hyperlink, click tHgperlink tab.
4 Click theOK button
Insert and Format a Statistical Field
1 Use the|5| Icon (from the Edit Data Field
menu bar) to insert the data fields 2#:f | Fn | Border | Hyperiek I
that will be used in your Selected Data Fsds: vaisble Dot Fskds
. . Pice Propey [Propery esdentisl =]
statistical calculation (e.g. to L Propeny e
calcuate price per square foot o | [SoAis .
you must insert the field for price | Samea ¥
. Sold Temrmns
and the field for square footage | fex Sulc SouFim
. B [ scid Price Ratio [% gpﬁsiqllrt_irin T
together for Sale Price Ratio you | oissyroms: ShocalTaw Dt oM (Tampa
. . |annwn Ll = S Ft Heated
must insert List and Sale price P SaasFoctSoucs =
|Pe|ccntage: List Price ﬂ
. R Avithenetic Formula:
2 Use theArithmetic pull down S0 Pices it Pice
. Sample:
menu to seleavhich _ | Sold Price Ratio 999999999999999%
mathematical calculation will be
Help | Cancel

Designer Tool
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applie to the values of the ddfialdsintheii Sel ect ed Data Fieldsodo box.
Note: The order of the selected data fields and which one is highlighted determines what
calculations are availabteat calculation ispplied.

3 Assign a Prefix or Suffix if necessa

4 Click OK

To display the average, median, max, min or summation of a stat:

Note: This is helpful when creating a report that will display multiple properties at once asrdating sCMA
report withstatistical data

1 Select a previously definedihmetic field from theDrag and
Drop Fields box.

2 Click thelnsert menu and select e W
Statistic. The Insert Statistic
dialog box appears. Staistical Operatior: Avaiable Arbmetic Data Fiekds:
3 Select the type of statistic to calculate W SadPrce’s it Pice '“
from the Statistical Mo
Operation column. -
4 Select the numerical data fiefldm
the Available Arithmetic Data
Fields column. The Arithmetic Formula | ! =
appears. colbioh e
5 Click the OK button to insert the :
Statistic into the report. The Arial
insertion cursor appears. '
6 Drop the statistic in the workspace. —
First, select type of statistic.

Second, select the data field that ¢gan be used to calculate statistic.

Third, view the arithmetic formula.

Designer Tool Pagel6



To Save a Report

1 Click the Saveicon ®or click File and selecBave Report
The Save Report dialog box appears.

Save Report

«
Type: (‘
(¢ Personal

Report Name:

[Upen House Flyer

| Save I Qance!‘

2 Enter theReport Name The Description is optional.

3 Click theSavebutton. The Report is now saved and availabkour MLS system under your
login.

Note: if you are loggedn as the broker or office admin and saved the report for the office, the entire office will
have access to that report.

To View a Report in Your MLS system
Login to the MLS and navigate to the detail screen of a listing the list of available peorts

select the newly created Designerol report

Note: While there is a preview option available within Designer Tool the best representation of what the report will
look like when printeds well asvhat needs to be corrected before printing is obtaiadtually navigating your

MLS to a listing and viewing it with live data.
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Editing Existing Reports

There are many system report types for you to choose from. If you find
one that suits your needs, you can use it as is or copy it to a new file
name andadit it. In this section, you will learn how to edit an existing
Flyer.

To Edit an Existing Report

1 Click theOpenicon (click theFile menu and sele®@pen). The
Open Report dialog box appears.

(Open Report
/You can sort \

by P Information:f :
. . [fal - Style: [ ay ~
information I8 | | =
(listing

Name Information Read Only Style -
type) o by Agent Awards Report Cross Property Yes Statistical j
Styl e Agent Mkt Share - By # Listed Cross Property Yes Statistical
(report type) or Agent Mkt She!re -By # Sold Cross Property Yes Statistical

Broker Synopsis Report [TPA] “acant Land Yes Flyer

\ bOth . broker synopsis test Residential Yes Flyer

Client Detail Contact record Yes Flyer

Client Label Contact record Yes Labels

Client Report Special Fesidential Yes Flyer

Client Surnmary Contact record Yes Multiple Row

Chd, - Advantages Fesidential Yes Flyer

CM& - Broker Cover Residential Yes Flyer

Cha - COM 1 Pricing Analysis Commercial Yes Multiple Colurmn

CM& - COM 1 Subject Property Commercial Yes Flyer

Cha - COM 2 Pricing Analysis Commercial Yes MMultiple Colurmn

CMa - COM 2 Subject Property Commercial Yes Flyer

Cha - COM Comparative Summarny Commercial Yes Tabular

CMa - COM Cover Letter Commercial Yes Flyer

CHa - COM Cover Letter 2 Commercial Yes Flyer

CMa - COM Est Net Proceeds Commercial Yes Flyer

Cha - COM Multiple-Column Commercial Yes PMultiple Colurnn

CMa - COM Pricing Analysis 2 Commercial Yes Multiple Colurnn  ~

| Open I _Eancel |

2 Select the file you want to view and click tBgen button. The
report appears in the workspace.
3 Click theFile menu and sele@ave Report As The Save Report

As dialog box appears.

__ I Save Report As

4 Enter theReport Name The Description is
optional.

5 Select thdnformation Type. The
selection here determines which

datafields you can select from. Mo v

D escription:

—
Type: —
* Perzonal

6 Click the Savebutton. The Report is saved
and you can edit it, as e s - Frasidantia

-~
Property Records - Commercial

ShOWn On the neXt page. FProperty Records - Income
FProperty Records - Vacant Land o’

Conce
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' Designer Tool =23

Dlal _J_J_JI_AIEImID]/I_]IﬁIE [ 2|u| %]

AP TP | P T kR P L AP L5 PRI (PRSI IR RPN (R (- R | 3
= - |. =
] A - . . . 20
1 A Property For -onsideration ... Presented by: - Neck Name Last Narme 3000 000 1000 0o 0
_' Sl l OifuNM!mo(mmmmmx fielacts s loped
]

Phane’ Office Phone eid. Dffice i | Fropetty [Residential) Ld
i
P e S

Home Phone %~

[IndBedoon Proce] 1A

& ; 1
2. Ciby 30000 3000000 T 06 000 3000 X000 X000 000 000K 10000 X $List Price x -

al
Site: MFR | Mame: Hews Flyer View | Foemat: Flyes | Section: Dietal | Modiied: 3/26/2006 11:05:15AM

7 Doubleclick on any object to edit it. The Edit dialog box appears.

Edit Data Field X
Data Field | Font | Border | Hyperink |
Selected Data Fields: Awailable Data Fields:
Public Remarks (Property) | |Pmper!y (Residential) |
Additional Public Remarks [Property) «
Additional Public Remarks(2) (Property) | 7nd Bedroom (pprox] L:
Additional Public Remarks(3) (Property) 3 Bedh !
Additional Public Remarks{4] (Property] » | 09 Bedoom ggm =
Additional Public Remarks(5) (Property) Sth Bedroom [Approx )
Move FieldUp | Move Field Down | Additional Parcel Y/N
; Additional Public Remarks
Prefis: Suffix Additional Public Remarks(2)
| I Additional Public Remarks(3)
= Additional Public Remarks(4
Display Format: Additional Public Remarks(5)
RO EorTerioT, Additional Rooms 1
| <None> =] = [ShowDescry Additional Rooms(2) [v]
Avithmetic:
[ehons =
Arithmetic Formula:
Sample:
Public Remarks Additional Public Remarks Additional Public Remarks(2) Additional Public Remarks(3) Additional Public Remarks(4)
|t | oo |

8 Update the properties as needed and clicikOiebutton.
9 When you are done editing the report, click 8aeicon (click the
File menu and sele@ave Repor.

Designer Tool Pagel9






