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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. 

·  Illustrate 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. 

 

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

 

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. 
 

 
 
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. 
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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. 
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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.  

 
 

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 .  

 
1. Highlight a report in the Available Column Reports list.  
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. 

 

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 
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Change Field Sort Order 

To change the field sort order in a selected Column  report:  
Highlight a Personal Column report in the Available Column Reports list 
and click the Change field sort order link. 

 
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: 

 
 
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.
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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. 
 
 

 
 

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. 
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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  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. 
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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. 

 

 


