MLXchange Advanced

Create a Search Template, using the Template Manager
located in the Action box in the Search screen

Rename the template, add additional fields: Agent Name
Community Features, Pool Type, etc

Organize the fields by moving up/down and click Finish.
Change the option to “contains” on Public Remarks and
Realtor Only Remarks, save the template by clicking the
green arrow.

lllustrate the Advanced Options, Equals Any, Equals All, not
Equal and Advanced.

Results grid and Column Manager. Copy the Res Sold Grid,
rename and remove/add fields.

Change Field Sort Order and Change Field Format

Favorite Reports select, show view, print and email lists.
Personal Defaults to set the opening page of MLXchange,
template, column, email defaults, etc.

Personalize Home Page Resource Link to illustrate how to
add the links and show on home page & in sidebar.
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Listing Search Templates

To access Template Manager from a listings search:
1. From the main menu, click Search and the Search Criteria page opens.

2. Select Template Manager from the Action menu, then, click the green
arrow button.

List Price®: |Eietwes
Property Style: |EE|LIEI|S

Property Description: Equals

| Erial

House Mumber:
Add Meore Search Criteria

@

P [ Tempiate ManagerJRd] )

Select the Search type-Residential, highlight an existing template, Res
Simple Search and click copy.

Select the search type

Residential *

After selecting the search type, choose an available template to edit and click Modify.

Available Search Templates

My Sales -

My Sold Listings

RES Address Search

RES General Search (=1
FEES ML Mo. Search

RES Simple Search i

New‘ ‘ Cupy(.‘ Dune‘
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1. Enter a Template Name . Select the access level option for this template:
Personal , Office , and Board

Note: Depending on your access privileges, you may only be able to create
Personal templates.

Template Name _ My Simple Template]|

Results Grid =Mone selected - use default grid= -

Select the access level for this template

@ Personal o Office ) Board

i) Select the fields you want to have in your criteria. Selected fields will appear in the Listing
Manager in the same order they appear in the selected fields box found below. Required
fields appear in red.

Click Finish to save the template.

Available items Selected items
- -
# Times per Year E Status
2nd Bedroom {(Approx.) Contract Status |
3rd Bedroom (Approx_} } County 3
4th Bedroom (Approx_} 7| City
5th Bedroom (Approx )} MLS Area - Zip
Additional Parcel Y/N ‘ Tampa Area
Additional Public Remarks | Subdivision/Community Name
Additional Rooms Special Sale Provision
Address Search List Price
ADOM Property Style
Affidawvit - Property Description -

2. Select the field(s) that you want to appear in the search template from
the Available items list and move them to the Selected items list by
clicking the right arrow button. To select multiple fields, hold down the
CTRL or SHIFT key while clicking.

3. To remove a search field, select the field from the Selected items list
and click the left arrow button.

4. Change the order of the Selected items by highlighting a field (one at a
time) and clicking the up or down arrows.

5. Click Finish . A message box appears telling you that your new template
has been saved. Click OK.

6. The new search template name appears in the list of available
templates. Click Done.
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Add more Search criteria fields

1. From the footer bar of the Search Criteria page, click Add More Search
Criteria . An area opens at the bottom of the template. Drop-down lists are
available to select a field.

Property Description: , Equals Any v 7 Desc
Street #: ! Equals - <
Add More Search Criteria 0 Remove Feld ﬁ viove Field lip l. IViove Field Down 3 Clear Fields .i-) Hide advanced options

Zip Code/County -

2. Click the first drop-down list and select the new search field you want to
add and click the click the Add button.

Click Add More Search Criteria a second time to hide the selection lists.
If you are working in a personal template and would like to save the newly

added field to your personal template and/or save criteria to a personal
template, click the green arrow by Save Template in the action box.

List Price™: Between -
Property Style: Equals -
Property Description: Equals Any  ~
Street #: Equals -
Street Name: Starts With =
Add More Search Criteria 0 Remove Field ‘i‘ Iviove el

Action: Save Template - ﬁ""‘
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Advanced Search Options

All search operators on the page revert to drop-down lists, enabling you to
change the search operators for the search you need to build. For
example, change Equals to Not Equal , etc If you do not see the drop
down arrows, click the Show advanced options link at the bottom of the

page.

Depending on the nature of the field, the list may contain operators such as
Equals, Not Equals, Equals Any, Equals All, Between, Minimum, Maximum,
Contains, Starts With, Not Starting with, and Advanced.

Select the search operator that corresponds to the type of search criteria
needed. For example, to create a search for properties with two or three
bedrooms, select the Between operator for the Beds field, then enter 2
and 3 in the adjacent data entry fields.

To combine And/or and Not arguments, within a single field, select the
Advanced option from the drop-down list.

Equals Any |» ]

Equals Any ) ) )

Equals Al The Advanced operator is not available for all fields.
Not
fAdv

The Advanced Search window opens.

Features Included

Available tems

GDOP (Garage Door Opener) ~
HRV (HeatRecov. Vent)

HTSPA  (Hot Tub Spa/Swirlpool) WNDST  (Windows - Storm)

?» OR (must have at least 1 of these items)
) AND (must have ALL selected items)

HUMID  (Humidifier) k WNDTH (Windows - Thermo)
HWDIS (HotWater Dispenser)
Use the arrows to | ;
move selected items COM: (erom) » 4
between IiStS LLgllgt =4 FTEPlaLe miseEl)
' JETUB (Jetted Bathtub)
™ (Microwave)
(Other - See Remarks)

( Must NOT have any of these items
RNTOP (Range)

SDISH (Satellite Dish)
SECRI (Security - RI)
SECSY (Securty System)
SMOKE (Smoke Alam)
SPRKF  (Sprinkler - Fire)
SPRKI  (Sprinkler - Inground) v

o] 06| _caren |

&
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Column Manager

There are two types of column reports that allow you to apply a different
Column report layout to your search results or list.

» System — System reports are pre-defined and cannot be modified
directly; you must first make a copy, then, rename and modify the copy.

* Personal — Personal reports are created by you and, therefore, can be
edited and deleted by you.

The Column Manager is available from any Search Result s page or
wherever there is a list; for example, Client, Hotsheet, Search or CMA.
From any Results page, click the icon adjacent to the Columns drop-down
list at the top of the page.

-

Columns: RES Sold Grid

# | &~ | i ™MLz | status
1 i) U7496554 ACT

2 i) U7487133 ACT

The Column Manager pop-up window opens. Click the Create new

column report link or highlight a column report and click the Copy a
Selected Column Report link

£ | Column Manager -- Webpage Dialog

x|

IEQ Column Manager

Columns Available for: Residential

The Column Manager allows you to manage different column reports for your search results. The list below
displays the available column reports. Select a column report then choose one of the options below.
Available Column Reports
RES Standard Grid
Tampa Grid

Photographer

RES Sold Grid NEW
fannie mae stuff

compare LP SP ratio
Fannie Mae Pilot

LADOM Grid

RES-Water

Create new column report
Copy selected column report

Personal Default Column:
RES Sold Grid

-

j,.: The list above is available directly from the search results, and allows you to switch your column report for the same

search results.
Cone
list.

1. Highlight a report in the Available Column Reports
2. Click the Copy selected column report  link.
3. Type a name for the new column report in the Grid Name field.

$
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4. Select the access level option: Personal — available only to you.

» Office — available to all agents in your office, as read-only and is created
by the office manager or broker, only.

m Column Manager > Edit

- _
& Calumn Manager — Webpage Dialog T8 8 8
— T T ————— — L —

==

Grid Name: My Custom Grid|

Add/Remove Fields for Property Type: Residential

Select the access level for this grid

@ Personal o Office © Board

Cancel Save

Search for field

Available items
Long Description (Short Label)

# Times per Year (#Times / Yr)

2nd Bedroom (Approx.) (2nd Bedroom)

3rd Bedroom (Approx.) (3rd Bedroom)

4th Bedroom (Approx.) (4th Bedroom)

5th Bedroom (Approx.) (5th Bedroom)
Additional Parcel Y/N {(Additional Parcel Y/N.
Additional Public Remarks (Additional Public
Additional Rooms {Additional Rooms)
ADOM (ADOM)

Affidavit (Affidavit)

Agent 2 Email (Agent 2 Email)

I # of Pets (# of Pets.

[ »

j/ Select the fields you would like to include in your search results. Selected fields will appear in the results grid in the same order they appear in the
selected fields box found below. Top to bottom is left to right. Use the up and down arrows to sort your results. Click Save to apply the grid.

Selected items
Long Description (Short Label)

Status (Status)

’ Address (Address) -
Sq Ft Heated (Sq Ft Heated)

. List Price (List Price)

‘: Private Pool Y/N (Private Pool Y/N)

Sold Price (Sold Price)

Beds (Beds)

Full Baths (Full Baths)

Half Baths (Half Baths)

> Year Built (Year Built) X

ML# (w/Board ID) (MLS # -

Zip Code (Zip Code) =

-~ v

5. Build the column layout by selecting the field(s) you want from the
Available items Long Description (Short Label) list.

* Highlight a field in the list, then, click the right arrow to add it to the
Selected items list. Hold down the CTRL or SHIFT key to select multiple
items.

» To remove a field, highlight it in the Selected items list, then, click the left
arrow to move it back to the Available items list.

» To change the order of the selected fields, highlight a field in the Selected
items list, then click the up or down arrow to move it to a new position.
Note: The items will display in the order top to bottom will display left to
right in the results grid screen. Click Save.

The new column report name appears in the Available Column Reports

list on the Column Manager pop-up window. Now, you may use the
Add/Remove fields, change field sort order and change field format links

L _

%
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Change Field Sort Order

To change the field sort order in a selected Column
Highlight a Personal Column report in the Available Column Reports

and click the Change field sort order link.

 —

& Column Manage: Dialog

===

report:
list

'E Column Sort Order

Grid Name: My Custom Grid

Cancel | Save

Sort Order

Sort by: List Price - @ Ascending ' Descending
Then by: Sqg Ft Heated - Ascending @ Descending
Then by: Beds - © Ascending © Descending

our search results s

sort the values further by specifying
ecify a

ec s, you ca
irst Then by box. If there are duplicate items in the second column, you can specify

results from lowest to highest or alphabetical order.
e results from highest to lowest or reverse alphabetical order.

creen by one, two or three columns. In the Sort by and Then by boxes, click the columns you want to

Gancel | Save

Select a field out of two or three of the drop down lists, select ascending or
descending order and click the save button. Example of sorting by price,

then, square feet heated is shown below:

5625 S 12th Ave 33707 852 ¥ 544 900
1834 S Shore Dr# 6 33707 575 ¥ 544 900
5131 6TH S AVE 33707 1,492 545,000
5625 NEWTOM S AVE 33707 TAS $45.000
374 S 64th St 33707 888 ¥ 545 500
1834 S Shore Dr # 2 33707 575 $45.500

To change the name of a column header, click on the change field format
link from the Column Manager screen. Highlight the field and change the

name in the column header box.
2 Column Managerr—wwpag__

===

EE Customize Columns

Grid Name: My Custom Grid

Cancel | Save

& Highlight the column in the Columns list on the left you want to customize, then change the column Settings. Click Save when done.

Columns (Column Header)

Column Header: ST
Beds (BE) ~
Full Baths (FB) Prefix:
Half Baths (HB)
Year Built (Built’ Suffix:

Property Style (Property Style) Alignment: Left
Taxes (Taxes)

LADOM (ADOM)

CDOM (CDOM)

Days to Contract (DTC)

Days to Closed (DTS)

Sold Terms (Sold Terms) Sl

Column Settings for: Subdivision/Community Name

FieldMask: | None
Display Format: | Short Code

Column Width*: 1 [¥] Best fit all columns
*Approximate character width

Change Column Order: -~ v

Cancel | Save

#
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Favorite Reports Selecting up to fifteen of your favorite, frequently used reports as
your favorite reports will add these to the top of all lists of reports, viewing, printing and
emailing. To add your favorite reports, perform a search and click on the details button.
Click on the yellow star icon by the drop down list where you can change the list of
reports.

in as: Cindy Rayfield, e-PRO

_Home Messages “Schedule Clients- Search Tax- Hotsheet cMA Reports Tools

m Reports:/ 1.Res Broker Synopsis -
T Hide o 02-Res Cusiomer Synopsis
@ Lisung —|0%-Res E-mail No Addrass
Imagos(4) 10-Res Presentation Report
mages(il} 11 Res Al Photo View
42170045 Res Side-by-side Active
@ Map 13-Res Side-by-side Solds. .
& Directions |14 pee Cusiomer with RatePlug |
& History  |17.RES Customer Brief Report
Attachmen|RES - Book Report
[ calculatorspg-Res Customer Gallery w Map

& Filter: Show all d

My Florida Regional MLS | Broker Synopsis Report / Not For Public Distribution
‘ €7023102 4510 ALTA VISTA DR, PUNTA GORDA

County: Crarions County  Zip Coder 235509327 Unit #:
Sub. Name: ALTA VISTA

Bods: 3 Baths: 200 SqFt Heated: 1434

Private Pool: N

Property: Single Family Home Special Sale: Nore
Total Acreage: 14 Aceto 112 AceTotal SqFt: 2083 Pets ¥/N: ADOM: 3
Construction Status: Proj. Comp. pate: coom: 3

[#@ Edit Record 0D Condo Flyer MAP EABOR Yeruta Coumty; @ Request a Showing
all Charts |00 Cust E-mail Report sized b with large, decached, 2 car garage, If property s not under conact before Ageil 15, propery wil be suctioned off Aprl 16 1o
* Associate {00 My Two Line Report MAR en sndued by B Foréa Auaien S atk Andison (AU3S69 MBI, mumonaar AL INSPECTIONS MUET 35
0D RES 8-Photo View Community 5 OFFER. There & 2 10% buye's pamium 3ddad t the scepred e, BLYER PAYS ALL CLOSING COSTS. Cash o L

Mapp T

€ apn Tax | 0 Proto View Map GTAR
& Report Dat:00 RES Condo Flyer View Map
00 RES Flyer View with Map

T Transactiol gy RS ui-Rw View Spet Sale
& Market Con000 - Office Level Test Report

Land, Sit= and Tax Information

" e OD-All Fields bdivision #: AVI Section #: \D{klnamal‘ F Front ure:
= Form Simpl gp-All Fields-02 Alt.Key/Folioz: Mdmm\ Dzrm\: N mill Rater 17.123100 Lot#: 1
" . 00-link test Year: 2010 Homestead:N  Other Exemptions: N Annual CDD Fee:
5 @ Supra Keytor e A BLKFLT 3 R978 18ird 71 1538 3158 a2 176 PRSI DCISS7S AC Ses7a 7saics ussiass el
F mplex/ Community Name: Book/Page: Floor #:
01-Res Broker Synopsis-test HH Make: Zoning: MHC  Furure Land Use: 0100 Zoning Comp.:
| 02-Res Customer Synopsis Lot Size(Acres): 035 Lot Size(SqFe): 12.000 Min Lease: Lease # Per Vear:
03-Res Broker Gallery Water Access: Water Name: i
04-Res Customer Gallery T — Waterfront Feet:
05-Res Broker Gallery with Map Faster Bra  17X1Z _ 5th Bedroom: Great Room: Study / Den:
06-Res Customer Galleyw Map | 2nd Bedroom: 11410 Studio: Air Conditioning:Cerzal
O7-Res E-mailw AgentPhoto = 3rd gedroom: Dinette: Heat@Fuel:  Cerval
vining Room: 4th Bedroom: Banus Raom: Floor Cavering: Cerzmic Tile, Ca
Fu’ep\am Balcony/Porch Sq FtSource:  Public records Secul‘\lv System:

utilities Data: H— Munigipal Wiases, Sepe

Interior Features: Sold Sfc Crrs Wshe/Dryr Hiup

Master Bath
Appliances Indl:  Refrigerstor Range, Oven Hot Wister Elscric

Kitchen: Additional Rooms:

[ Bmevmrhﬂurmalmn

Ext. Construction: Suaces Weod Frame Style: Fanch ool

Exterior Features: iy Shed

Garage/Carport: 2 Cor Garage Detached Dimensions: Roof: el

Community Tnformation
Community Festures: -

4510 ALTAVISTADR * B O setectea & e

Print  Email Results Criteria

Highlight a report in the Available reports list and use the right arrow to move it to the
Favorite Reports column. Using the up and down arrows allow you to move the report
to the top of the list. Click Finish.

Settings > Personal Defaults > Favorite Reports

Modify Settings for: @ Personal Cancel Finigh

Property Type: Residential -

Select up to 15 reports to appear as favorite quick links in the listing details screen for each property type. Click Finish when done.

Available reports Favorite reports

01-Res Broker Synopsis - 02-Res Customer Synopsis
01-Res Broker Synopsis-test 08-Res E-mail No Address
03-Res Broker Gallery 10-Res Presentation Report
04-Res Customer Gallery - 11-Res All Photo View
05-Res Broker Gallery with Map - & 12-Res Side-by-side Active

06-Res Customer Gallery w Map 13-Res Side-by-side Solds

07-Res E-mail w Agent Photo 14-Res Customer with RatePlug

08-Res E-mail Mo Agent Photo & 17-RES Customer Brief Report

15-Res Full Report
16-Res Broker Brief Report

18-RES Appointment Sheet

CMA - RES Subject Property(JW) 52

— e
Cancel Finish
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Selecting a Stationery Style  You can choose to a more attractive look by
applying a visual background image to the listings. The stationery appears on-screen,
in print, e-mail and PDF formats. From the Details page of Search, click the Select

Stationery icon Q to the right of the Gold star icon.

Click on the stationery style you want to use and click the Apply button at the bottom of
the screen.

(2T tronery Done W_ﬂa
Select your Stationery
0 Please select the stationery style you want to apply to this report. The design will appear on all printed and emailed report
 pages. If you navigate away from the Search menu, you will need to re-apply the stationery.
Mountains3 Lite Palms 1 Palms 1 Lite
i
{
Palms 2 Palms 2 Lite Purple Frame |
r7 -------- 1 ‘E‘
I | | ‘ L4
I
I
| r——
| E A I {
X | 4
N L= '
‘ Apply ‘ Cancel J o
i3
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Changing Personal Defaults

The Personal Defaults page lets you change a number of default settings.
Choose a start-up page other than Home to display when you log in.
Change the default search template, grid layout and view settings for each
search type. Set up a default search type for the Listing Manager.

To access the personal default settings: Click Settings > Personalize
> Personal Defaults .

Choosing a Start-Up Page

While most people prefer to begin at the Home page, you have the option
of going directly to one of several other pages when you log in to
MLXchange. For example, you may prefer to go to the main Search Criteria
page when you launch the program.

To change your start-up page:

1. In the Start Menu section of the Personal Defaults page, select the
menu option that you want to appear when you first log in to MLXchange.

2. Click Apply . You will now automatically go to the selected page every
time you log in.

Choosing an Image View You can select the type of image you want to
see by default, including Slideshow , and Photo Gallery .

To change the default image view:

In the Image View section of the Personal Defaults page, click the drop-

down list and choose an option and click Apply.
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Choosing a Listing Manager Search Type Default

You can designate one of the available search types to be the default
whenever you open Listing Manager. For example, you may want the
Residential grid to load when you open the Listing Manager.

To change the default search type for Listing Manag  er:

1. In the Search Default Settings section of the Personal Defaults page,

select a search group from the drop-down list.

Personalizing the Defaults Search Templates, Result s, and Email

MLXchange has a number of System grids and reports that are used to
display information whenever you perform a specific type of search.
However, you can design your own Personal search templates and use
them as the default grid views for each of the various search types.
Note: The names of the current System default reports applied to the
various search types are displayed in the System Default list.

To select Personal search templates for a Search Ty  pe:
1. In the Personal Selections section of the Personal Defaults page, click

the drop-down list of each search type you want to change
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Personalizing Home Page Resource Links

MLXchange lets you set up links on your Home page so you can quickly
access your favorite Web sites.

To add a new resource link to the Home page:

1. Click Settings > Personalize > Personalize Home Page Reso urce
Links . The Personalize Home Page Resource Links page opens.

2. To add a new category name to the list, select [New Category] .

[New Category] appears in the Category Name field.

3. Type over [New Category] with a new name, then click Apply .

The new name appears in the list.

4. Highlight the category to which you want to add links and type in a
description, the url, then, click the test link to verify it worked. Click Apply.

Click on the Sidebar to open the links and click on “My Links” at the bottom.
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These links are also available on the MLXchange Home Page in Personal
Resources. Click on the Edit link to add more links.
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