Performing a Simple Task is Quick & Easy using the Homepage

Here are some Basic Tips to help assist you with the most common features in MLXchange.

MLXchange Home Page
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e From the homepage you can search for listings by ML# or Address.

e The message of the day section automatically appears with new messages and can be updated by Brokers
and/ or Office Mangers for their agents.

e The ability to add a new listing or modify an existing listing is accessible from the homepage.

e Large, descriptive menu buttons will help to decrease your learning curve.

Use the homepage shortcuts to reduce the amount of time it takes to perform common tasks. Additional
tasks are just one click away.
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For even more helpful MLX tips please visit: http://www.mlxhelp.com




Basic Tips cont.
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Search Criteria Screen
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MLXchange Tips “Searching”

Required Fields - Before a search from the criteria screen can be conducted, one of the criteria in red on

the screen must have a value (ONLY ONE).

Wild Cards - MLXchange does not require users to use the * or % signs to utilize wildcard search options.

On the Homepage of MLXchange the “Find a Listing” search uses an automatic wild card at the
end of the address field. You only need to enter the first letters of the street name.

In listing search, operators are used instead of wild cards to allow for greater flexibility in the
search criteria being entered. Simply select how the value you entered should be searched by
clicking on an operator from the pull down menu immediately to the right of the criteria label.

Example: For a numeric value (e.g. Price) the options are:

List Price Between % and
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For text (e.g. Street Name) the options are:

Equals
—» Minimum
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»
»
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The most common MLS task needed to service your Buyers, Sellers, and Renters can be performed

using the options available from the Criteria and Results screens.

For even more helpful MLX tips please visit: http://www.mlxhelp.com



Basic Tips cont.

Search Results Screen
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MLXchange Tips “"Working with your Results”

Rolling your mouse over the @ Symbol , from the results screen, displays an icon box that allows you to view/print:
detail listing data, tax info*, maps, etc.

Click here to
View a detailed
listing report

Click to view
Listing History or
Property Archives

Click to view
Virtual Tours

Click to view tax data
(where available)

View all available
listing images

Open the
listing for edit

View the
listing’s map
location

Print a
detailed
listing report

Flag the
listing for
follow-up

Access financial
functions

Email this
listing

Graph this
listing data

selected.

The options below appear at the bottom of the results screen. The action buttons apply to all of the listings you have
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Basic How To’s

How to Search for Listings

Stepl Click the menu option labeled Search.
Step2 Select the property type you wish to search from. ——  eroperty Type: [FEEEEISTEEMN v

. [ SRR
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Step3 Enter your criteria in the appropriate search criteria boxes. > {\ @ @ I
< Results Detfails

Step4 Select Results for a one-line summary or go straight to the listing Details.
Note: You also have an option to view all of the matching listings on a map.

How to Save a Search ) save search|

Stepl Enter your desired Search Criteria.

Q';“é‘ Map Results |

Step2 From the Results or Criteria screen Click the Save Search button.
Step3 Name the Search; optionally, you can type a description of the search and designate a client for the search.
Step4 Click Save (Note: If you want to be automatically notified of listings matching this saved search and/or your

client to be notified, select yes in the field labeled “Activate this search” BEFORE clicking Save.

How to Email and Print Listings # Emai | \O, prnt |

To email a listing report
Stepl Select the listing(s) you wish to email by clicking in the empty check box to the left of the listing data.

Step2 Click the email button located on the bottom right corner of the screen (this option is also available from the
detail report screen).

Step3 Select which listings are to be emailed, the report style, and the format the listings will display in, click OK.
Step4 Enter the recipient’s e-mail or pick from list of previously saved contacts email addresses using the click
here option then click Send

OR

Step1 Hover your mouse over the @ symbol then select the E icon of the listing you wish to email.

To print a listing report

Stepl Select the listing(s) you wish to print by clicking in the empty check box to the left of the listing data.

Step2 Click the Details button at the bottom of the result screen.

Step3 Click Print located at the bottom right of the detail listing screen and select which report you want to print.
Step4 Click OK

OR

Stepl Select the listing(s) you wish to print by clicking in the empty check box to the left of the listing data.

Step2 Click the Print button located at the bottom right corner of the result screen.

Step3 Select which print options you wish to use (for detail reports make sure the Print report(s) option is selected)
then click OK

OR

Step1 Hover your mouse over the @ symbol then select the g icon of the listing you wish to Print.

Step2 Select which print options you wish to use (for detail reports make sure the Print report(s) option is selected)
then click OK.

¢

Pagination - With MLXchange all detail reports are automatically configured to fit to page.




Basic How To’s Cont.

How to Create a CMA

CMA Manager (aka CMA History) contains your saved CMAs. It allows you to create new CMAs or to edit or copy existing
ones. CMA Manager also contains the option to create custom CMA presentations with the CMA Presentation Library.

The CMA Wizard can be started from a listing search OR from an option on the main menu (CMA > New CMA). The CMA
wizard gives you an opportunity to add/modify information in the following areas.

Step 1. Getting Started
Type of CMA (Seller/Buyer) / Property Type (selected already if you start from a search) / Contacts (choose, create or
edit an existing contact) / CMA Name (pre populate, edit if needed).

Step 2. Subject Property
Subject property details can be Imported from an MLS Search , Public Records (where available) or
Manually Entered.

Step 3. Comparables
The Search Form window opens by default allowing the search of MLS data for comparable properties. NOTE: To save
time, you may want to create a saved search that includes only the CMA fields that you want to use.

The following options also allow you to add additional comps via: Import comparable properties from a different MLS Search.
(Tip: Use the Search Map feature.). Import comparable properties from Public Records (if available). Manual Entry - Fill in the
blanks, upload a photo, and plot on the map.

Reorder or remove comparables as needed. Note: Statistics option opens a printable page.

Step 4. Adjustments
Adjust any comparable property as needed. Enter a free form field description.

Step 5. Pricing
The default Selling Price calculation for the Subject Property is based on the average selling price of the sold listings within

your CMA. Use the drop down list to select other options or manually enter a price and range.

Step 6. Netsheet
Create a New Charge - Enter the description, a fixed dollar amount or use a percentage.

Modify an existing charge — Highlight the line and then Modify.
Delete a charge — Highlight the line and then Delete.
Note: You may also create a set of default charges and apply as needed.

Step 7. Select Pages
Select the pages/reports that will make up your CMA presentation. Select the order of the reports by using the arrows at
the bottom. NOTE: If you created your own custom presentations using the CMA Presentation Library apply it at this point.

New Report — Opens the Report Manager, allowing you to design from scratch.
Edit Report - Opens the Report Manager, allowing you to edit an existing report.
Copy Report - Opens the Report Manager, allowing you to copy an existing report.
Preview Report — Displays the report.

Step 8. View Report

The final CMA Report is displayed and can be printed (all pages or the current page), saved as a PDF, or emailed.

Individual reports/pages may also be edited in this step or may be removed from this presentation.
The completed CMA can be found in the CMA Manager.




Tips & Tricks

Email a Listing Report within a Personal Private Client Webpage
Here is How:

» Conduct a listing search and locate the listings to be emailed on the results screen.

* Place a check mark next to the specific listings and select the “Send email” option from the bottom left
action item list; (or point to the “Information” icon and select the “Email” option).

* When the email dialog box opens, select the radio button labeled “"Within Agent Web Pages” at the bottom.
* Select the report style to be emailed click OK.

* Enter the required information on the next screen and send.

Benefits:

* This option gives your client some form of two-way interaction with you.

* The client/prospect only needs to keep track of one link/URL to view ALL of the listings you have sent.
* You are able to monitor which listings your client considers to be a favorite, possibility or not in the running.
* You are able to keep track of all emails (of this type) in the client detail record under the History tab.

* You can deactivate the client web site, thereby blocking access to all listing data you previously provided.

¢ Remembering these 4 rules will help to ease your transition to ML Xchange and enable you to teach your-

self many of the new features and functions within the application.

RULE #1 DON’T USE YOUR INTERNET EXPLORER CONTROLS

Do not use the back, forward, stop, print, and email options within I.E. MLXchange contains those options..

RULE #2 READ THE SCREEN

Because we all have some experience using computer programs there is a tendency to scan the screen for what we feel should be there.
This is a new application to you. There are many option, all clearly labeled make sure to read all of the options on a given screen.

RULE #3 WHEN UNSURE LOOK TO THE BOTTOM OF THE SCREEN

Unlike some other application you may use most of the action buttons in MLXchange are positioned along the bottom of
the screen.

RULE #4 KNOW THE DIFFERENCE BETWEEN A REPORT & A PRESENTATION

In MLXchange you are given the opportunity to easily modify a report or a presentation. The steps are simple and buttons are
clearly labeled to assist you provided you know the difference. A report is a single page or printout containing listing, tax, or CMA
data. A presentation is a compilation of reports combined into a packet, for distribution . Presentations are normally created when

preparing a CMA.

MarketLinx
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For even more helpful MLXchange tips please visit: http://www.mlxhelp.com




Basic How To’s (Extras)
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ARE THERE VIDEOS TO HELP ME ALONG THE WAY? YES

Just click on “Help” at the top right corner of any screen.

HOW TO GET TO MLXCHANGE TO TRY IT OUT:
GRAR MLS Participants will be able to access MLXchange during the week of Nov. 10". The URL is:

http://nys.mlIxchange.com

To log into MLXchange, you will need to enter your User ID (GRAR Member Number). Then enter your
Password, which for most users is their Grar.org password*.

* Note: As we are going to a ‘token-less’ security service for MLXchange, so you will not need to use your
SafeMLS token to log into MLXchange. However, you will continue to use the token to log into the Tempo
System until January 12th. [f you are not sure of your password, contact GRAR Member Services at
GRARHelpDesk@grar.net, 585-292-5000 or 800-292-7101.

Remember: You will need to continue to add and edit listings in Tempo through January |l. When taking
new listings between now and then, you may want to take up to 16 photos of the new listings as well as cap-
ture data (ex. room dimensions) for the new additional fields that will be available on MLXchange. The new

profile sheets will be needed for listings added on or after January 2.

Mark Your Calendar: Please mark your calendar now and plan to spend a day or two days updating your
listings when MLXchange is made our primary system on January 2.

Contacts: There will be a one-time only process to copy your contacts/prospects, agent photo and broker-
age logo into MLXchange from Tempo. Please watch for details. After that date, there will be no updates
from Tempo to MLXchange with regard to contact info, agent photos or logos from that point forward. At
that time you would need to add/edit contacts in both systems or start using the MLXchange contact as the
source of your contact data. As stated before, the actual saved search criteria for each contact will need to

be recreated in MLXchange and you will have until January 12 to get that completed.

NEED MORE INFO?
Please visit http://lIwww.Grar.org for updated information regarding this conversion. After logging in, click

on Publications. We will continually update this page with details as they are available including:

- Expanded Area, School District and Bodies of Water in all of NY State

- Link to interactive & printable maps of the City of Rochester neighborhoods.
- New profile sheets

- New MLS Rules

- Major field changes including a list of required fields.

- Info about use of smart phones to access MLXchange data

Questions? Contact GRAR Member Services at GRARHelpDesk@grar.net, 585-292-5000 or 800-292-7101.

MarketLinx
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For even more helpful MLXchange tips please visit: http://www.mlxhelp.com



http://www.cnyrealtor.com/files/CNYIS%20Bodies%20of%20Water.pdf
http://www.cnyrealtor.com/files/Field%20Changes.pdf
http://www.cnyrealtor.com/files/NYS%20Bodies%20of%20Water.pdf
http://www.cnyrealtor.com/files/NYS%20Draft%20Profile%2014.pdf
http://www.cnyrealtor.com/files/CNYIS%20Area%20List.pdf
http://www.cnyrealtor.com/files/NYS%20AREA%20List%20by%20County%208.28.09.pdf
http://www.cnyrealtor.com/files/CNYIS%20MLS%20Rules%208.27.09.pdf
http://www.cnyrealtor.com/files/Notable%20MLS%20Rules.pdf
http://www.cnyrealtor.com/files/Specific%20Changes%20in%20new%20System.pdf
http://www.cnyrealtor.com/files/What%20to%20do%20Parallel%20Period%209.9.09.doc
http://www.cnyrealtor.com/files/NYS%20Required%20Fields.pdf
http://www.cnyrealtor.com/files/Highlighted%20CNYIS%20Rules%20&%20Regs.pdf
http://www.cnyrealtor.com/files/MLSConversion%20Training%20Sept%20-%20Oct%202009.pdf
http://www.cnyrealtor.com/files/MLSConversion%20Training%20Sept%20-%20Oct%202009.pdf
http://www.cnyrealtor.com/files/Status%20and%20Purge%20for%20NYS%20MLXCHANGE%20COM%209.30.09.doc
http://www.cnyrealtor.com/files/Status%20and%20Purge%20for%20NYS%20MLXCHANGE%20COM%209.30.09.doc
http://www.cnyrealtor.com/files/PrintableNeighborhoodMap.pdf
http://www.cnyrealtor.com/files/DRAFT%20Residential%20Profile.pdf

