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Click Quick Search: In your favorites bar located at the top, select the
“Quick Search” tab on the left.

Tip: To add Quick Search to your favorites bar, click the menu button

and add a star!

Select a Quick Search Template: This drop-down menu provides a
list of Quick Search templates. Which are based on a property type.

Tip: Original Property Type

Original Property Type | Flexmls Property Type | refers to the labels used in
Ees:t‘_jinﬁ”’_"y :"::::::: = Paragon, and the Flexmls
tti-Fami (< me N .
To——— Taea f’roperty Type is the equivalent
Commercial Commercial Sale in Flexmls,
Lease Only Commercial Lease Tip: Want to search for
Rentals Residential Lease multiple property types? Use
E?::}if‘;"m —— ;a"_" & Rz;“:h : the All Property Types
5| ppormunicy usiness Opportunity template.

Search Fields: Based on the Quick Search template chosen above,
specific search fields appear. Click on any field and make selections
to add criteria and narrow down the search results.

Tip: Can't find a field? Click Add a Field in the lower left corner to
search for a field that doesn’t appear on the list.

View Results:

List: Spreadsheet view.,

Detail: Displays listing reports.

Photos: Displays listing photos and virtual tours.
Map: Find listings by map.

Stats: Search property statistics.

Take Action: Use the tabs on the top right to text, email, print, save
your search criteria, and run a CMA report.

Edit Search: Change search criteria.
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Click Add Listing: In the top menu bar, select the “Add Listing”
tab on the left,

Select a Property Type: For the applicable listing fields to be
loaded on the input screen, select a property type.

Listing Input Form: Scroll through the input form and enter your
listing's details.

Navigation Bar: You can use the left side menu to jump to a
specific section of the listing input form.

Add Photos and More! While you are entering listing data,
media can be added also.

Tip: Listing data must be entered and saved first before adding
media for this listing.

Save Button: Lower right corner. Stores the listing data
entered but will not exit the page. If you do leave this page,
the saved listing data can be accessed from the My
Incomplete page.

Publish Listing Button: Upper right corner. If any required
fields are not completed, a message appears to identify the
fields to fix before the listing can be activated.
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Share Listings 101:

Find Listings: To display listings you can start with a Quick Search, via
your favorites bar, or from a saved search.

Tip: To add Quick Search to your favorites bar, click the menu button
and add a star!

Select Listings: Highlight the listing or select the boxes on the top left
corner of multiple listings.
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Share Listings with Your Clients: Use the action bar in the
upper right corner.

Share: share via text

Email: share via email

Save: save listings for later viewing

Print: Create a physical copy of the listing details.
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Create CMA Report: Run a CMA report to share or print.




Share Listings 101:

@ﬂ_oxg_m Q Enter an Address, Clty, 2000 5, o cemact, suided Help Help ~ GTU3
PR
== Menu Quick Ssarch  Add Comp _._unaﬁ ._ ..s.__ —.__mw HotSheet  Contact Managemaent My Mesag Market Y  Subseriptions Reor
Bl
.

1 - Residenti

Change u«uﬁrdiaiﬂ&- o

Draft last saved; 4/18/2025, 11:20:23 AM

Work on behalf of ... Share

Email Save

Prink (<73

Resutts: 3466 Selected:0 & 0D

o ‘Price | Staws | wMLS 5 Beds Tocal Baths Total Living Area Listing Membar
C £749,000 s 3 2,772 Fallboek Agers
AV 2936 Fox Trall Drive Fallbacx Office
mpw:mw.@‘ N 89512 1 3 540 uxwwuhw M“u_.wsaa
20 (7 SF B9509 3 2 1,892 MeKenns Berg
R Kalier Williams Grawp Ona Inc.
Snguns Me bk
TRAArE WAl an
_
By n ~ |
Emuail Save Print CMA .
|
|
_
Edit Search  List Detail Photos Ma ts "
=i -9 + Sortwv View [1-Residential *] v Q|
isvimcn hilmrmbhor Falna ¥4

- Find Listings:
5 Via new quick search
or saved search

° Select Listings (&) Print

Click Share to

Text or Email Create CMA

Report




| o @
Subscriptions 101:
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Select Subscriptions: Click Menu and then Subscriptions
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Click Add New Subscription: When you add a new Subscription, the
contact you associate with the property search will receive an email to opt
in to messaging before being sent emails.

Subscription Name: We recommend using the name of the client, a
description of the search, or both.

Select Notifications: The notification options determine who receives an
email.

Contacts: Assigh contacts you want associated with this search.

Tip: Multiple contacts? You can add another contact to the subscription by
clicking in this box OR by clicking the Add New Contact link.

Notification Schedule: Select the days of the week or month the
subscription email is sent. Choosing ASAP will send notifications within
minutes of when listings match the client search.

Email Content: Add a subject body for the automated email that your
contact will receive for listing matches. Your email signature will be
automatically included in the email.

Tip: Use generic language in your email, as this message will be sent to the
contact for each new listing alert. Optional: Save the message as a Template
for future use.
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