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Introduction

This manual is designed to help you use the FlexMLS system. If you have questions about how the
system works, you can Contact the MLS staff during normal office hours. If you call outside of our
normal office hours, we will contact you the next business day.

For assistance with using FlexMLS, call 414.778.5450 or fax 414.778.6143. You can also send
e-mail to support@metromls.com.

Alddresses and Phone Numbers

Street and Mailing Multiple Listing Service, Inc.

address: 11430 West North Avenue
Wauwatosa, Wisconsin 53226

Office hours: 8:00 a.m. to 5:00 p.m., Monday through Friday

Phone numbers: Administrative and General Information 414.778.5400
Computer Support and Training 414.778.5450
Fax Line 414.778.6143

E-mail addresses: Administrative E-Mail admin@metromls.com
Support E-mail support@metromls.com
Training E-mail training@metromls.com

Main List Photo Submission photos@metromls.com

Feedback inmyopinion@metromls.com
Company Website: www.metromls.com
FlexMLS Website: www.met.flexmls.com
WIR Edata Website: www.wiredata.com
Public Search Websites: www.wihomes.com

www.realtor.com
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Options available from the FlexMLS menu

Dashboard ALLOWS YOU TO VIEW AND SELECT FROM AVAILABLE DASHBOARDS
Add/Change ADD & EDIT LISTING FUNCTIONS

Add Listing Enables you to add your listings.

Change Listing Functions include adding to or changing any item for an existing listing, such as open houses.
Incomplete Stores incomplete listings until you complete them.

My Unmapped Listings |Shows your listings that were not mapped.

Copy Handy tool to re-list your own expired properties or add similar lots or condos.

Transfer (Office
accounts only)

Used to transfer ownership of listings from one agent to another in the same office.

Search SEARCH FUNCTIONS

Full Search Search for listings, using all available features and keywords.

Saved Search View, edit, update or create your Saved Searches. Also home for your Custom Hotsheets.
Quick Search Use Quick Searches you have created, or templates created by MLS.

Map Search Search for listings beginning with a desired geographical area.

Address Search by the address or range of addresses for a property.

Multiple Address Search for more than one address at a time.

MLS Number Search by MLS/listing numbet(s).

Listing Collection

Create, edit, and view your saved Listing Carts.

History Search property history by address, range of addresses, or by MLS number.
My Listings View your listing inventory.
Office Listings View your office's listing inventory.

Company Listings (if
applicable)

View your company’s listing inventory.

Office/Member Search for an office or member.

CMA Create 2 CMA report with statistics, using a Saved Seatch, Full Search or MLS#.
Contact CONTACT FUNCTIONS

Contact Mgmt Add, edit, view and delete your Contacts.

Opt-In Status

See subscription statuses for all of your Contacts in one clean, real-time, easy-to-read report.

Contact Summary

View Contact matches and activity.

Multiple Update

Manually update searches for up to 15 Contacts at a time.

My Sent E-mails

View live links for sent e-mails for up to 30 days from the date sent, by you or by FlexMLS.

Reverse Prospecting

Match your Active or Active w/Offer listings with other MLS agents’ Contacts.

Subscriptions Create, view, and manage your Contacts’ Events from one screen.

Messages BULLETIN BOARD AND OPEN HOUSES/TOURS

My Messages Create, view, and manage messages sent to you in FlexMLS.

Tour/Open Houses Search for Open Houses or Tour of Homes.

ShowingTime Web based showing management tool.

Statistics STATISTICAL REPORTS, OFFICE ROSTERS, YOUR EXPIRING LISTINGS

My Production

The reports under My Production track your user-specific listing and sales statistics.

Market Summary

See graphs and tables describing the state of your market for a set time petiod.

Inventory Reports

Includes inventory and production reports.

Statistical Reports

Includes statistical summaries, market comparisons, and market penetration reports.

Rosters

Membership by Office Roster and Membership Roster.
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My Market MY MARKET FUNCTIONS

Hot Sheet Run a Standard or Custom 24-Hour Hot Sheet.

My Market Graphed reports that can be customized using the Search function.
Market Areas Create, edit, view, or delete Market Areas.

Market Summary View summary of your Market Area activity.

Maps/Financial MAPS AND FINANCIAL CALCULATORS

Financial Calculators  |Amortization Schedule, FHA and VA Loan Qualification calculators, and Closing Cost Estimator.

Flexmls Maps Use to locate an address or addresses (anywhere in the country) and map them.

Tax Info TAX/PUBLIC RECORDS (INCLUDING ASSESSOR DATA, IF AVAILABLE)

Tax Information Search public tax records - view tax and assessment information for properties.

Preferences YOUR FlexMLS PREFERENCES, PROFILE, QUICK SEARCHES OR VIEWS

My Profile Change your profile (e-mail address, phone numbers, address, web site, etc.).

My Views Set up or edit your FlexMLS system preferences: affects Search Results screen column headings.

My Saved Sorts Create and save customized sorts for listings.

My Quick Searches Create, edit, delete or share your Quick Search templates.

My Map Overlays Create and manage Map Overlays.

My Exports Design your own data export templates in a .CSV file.

General Preferences Personal settings affecting Search Results, Office Listings, and My Office Listings.

Portal Preferences Set up your global Portal preferences that will be the default Portal preferences for your
Contacts.

Default Map Set your default map area you use most often.

Broker Data Sharing  |Enable or disable Broker Data Sharing.
(Office Accounts only)

Member Profiles Change agent profiles within your office (administrative assistant would be able to upload agent
(Office Accounts only) |photos, change e-mail addresses, phone numbers, address, website, etc.).

Syndication (office Settings for Zillow syndication.
accounts only)

PROFILE SHEETS, GREEN DOCUMENTS, & EXCLUSIONS REPORT -

Lftgrings CLICK TO VIEW OR PRINT
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FlexMLS Dashboard

The FlexMLS Dashboard is the first screen you see after you log in. Using the menu and your FlexMLS
dashboards, you can access every function of FlexMLS Web. To return to your default dashboard from
anywhere in the system, click on the mlswis.com logo in the upper left corner of the screen.

Omlswis Q, Enter an Address, City, ZIP, MLS #, or Contact... Help v AW-M as AW-M ~
= Menu FullSearch  Contact Mgmt  Saved Search  HotSheet  Map Search ~ MLS Number My Sent E-Mails ~ More v Reorder...
HOME ~ CUSTOMIZE ~
My Listings H Contacts H
My Active Listings 0 Type to filter contacts Any Group v
My Pending Listings 0
My Delayed Listings 0 Name E-mail Phone Last Active ~ Portal ﬁch
My Listings to Expire 0 11712
My Sold Listings 0 Barkley @ gya11a111 11/06/2017 ON o,
H 11:12:4
L . 8 AM
Listing Maintenance
L Portal
Add Listing v - — o <
Saved Searches : My Sent E-mails :

Dashboards

There are several standard Dashboards that have already been created for you which are the Classic,
Home and MLS. The standard Dashboards display MLS Information and information specific to your
login. If you choose, you can create additional Dashboards or customize your home Dashboard to show
the information you prefer. The drop-down menu in the blue button displays the name of your current
Dashboard - click to expand the list and select a different dashboard from here.

Omlswis Q, Enter an Address, City, ZIP, MLS #, or Contact... Help ~ AW-M as AW-M v

= Menu Full Search  Contact Mgmt  Saved Search  HotSheet  Map Search ~ MLS Number My Sent E-Mails  More v Reorder...

CUSTOMIZE ~

MLS

Home . .
] : Contacts :
Classic :
Stats 0 Type to filter contacts Any Group v
ALL GADGETS - g Last
: 0 Name E-mail Phone Last Active w Portal =
Match
My Listings to Expire 0 11712
My Sold Listi 0
Y G LIStngs Barkley @ 4141111111 11/06/2017 ON s
5 11:12:4
Listing Maintenance T itk
Add Listing = ,-?ﬁi, = 1anr AT AL M
Saved Searches H My Sent E-mails :

Type to filter searches
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NOTE: Agent accounts that were created approximately after June 2012 will not have the Classic

dashboard.

Home Dashboard

The Home Dashboard is a fixed layout dashboard and is the default for most users of FlexMLS. The

Home Dashboard displays 6 of the most commonly used gadgets: My Listings, Contacts, Saved

Searches, New Search, Hot Sheet, and Display Listings. You may arrange them in any order and
configure the settings in each gadget.

Contacts

Type to filter contacts

Name E-mail Phone

Barkleys =

Portal
Contact

T

Hot Sheet
New Listing
With Offer
Cancelled
Closed
Expired

Pending

My Listings

My Active Listings
My Pending Listings
My Delayed Listings
My Listings to Expire
My Sold Listings

Listing Maintenance
Add Listing

4411111

119
104

104
50
45

Last Active » Portal

11/06/2017 ON

11/06/2017 ON

Withdrawn
Extension

Back on Market
Price Change

New Delayed Listing

11/7/2017
,12:11:55
PM

108
12

c O o o O

Saved Searches

Type to filter searches

Name a

53207

Delayed Hotsheet

MY SEARCH

Riverwest SF/2f/Condo Hotsheet

Washington Heights - DO NOT DELETE

LP

Activity EXp a

No results for your criteria

Display Listings
MLS # Address
New Search

Street Address or MLS #

Full Search
01 Single Family
02 Two-Family

Run Search

03 Vacant Land
04 Multi-Family
06 Condominium

CUSTOMIZE

new | edit
new | edit
new | edit
new | edit

new | edit

DOM
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Dashboard Gadgets

Gadgets are available for many of the main functions of FlexMLS. To add gadgets to a Dashboard, first
select the Dashboard to which you would like to add gadgets. The drop-down menu in the blue
Dashboard button displays the name of your current Dashboard - click to expand the list and select a
different dashboard from here. Next, click Customize > Add Gadgets to add any gadget to your
selected Dashboard.

HOME v CUSTOMIZE

Home
. Add Gadgets...
Contacts : Saved Searches
g Change Layout...
Type to filter contacts Type to filter searches Renaric
Recommend Dashboard...
Name E-mail Phone Last Active » Portal = e
Match 53207 Remove...
phlfe Delayed Hotsheet Dashboards
Barkle 017, Nid
5 B 4141111111 11/06/2017 ON L MY SEARCH
55 PM Riverwest SF/2f/Condo Hotsheet Reorder...
Portal Washington Heights - DO NOT My Recommendations...
Cnnta = 11/NAAFNTT OM E e
Hot Sheet : Display Listings H
New Listi 119  Withd 5
il SR MLS # Address Lp Expa
With Offer 104 Extension 45 R
No results for your criteria
Cancelled 0 Back on Market 18
Closed 104  Price Change 108
Expired 50 New Delayed Listing 12
Pending 45
My Listings : New Search :
My Active Listings on Street Address or MLS # Run Search
My Pending Listings g Full Search 03 Vacant Land
My Delayed Listings g 01 Single Family 04 Multi-Family
By st s o Expire g 02 Two-Family 06 Condominium
My Sold Listings 0
Listing Maintenance
Add Listing -
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This action will take you to the ‘Add Gadgets to’ screen. The left side of the screen displays the gadget

categories. Clicking All will display all available gadgets in one screen. Each gadget panel includes a

description of that gadget. Click the Add Gadget button of the gadget you would like to add to your

Dashboatrd.

Add Gadgets to \ Home v"

NOTE: Gadgets can be added to the Recommended Dashboards or any user created Dashboard. The

Return to Dashboard

Add/Change
Contacts [#4| Absorption Rate Ea CNN Money: Real Estate
Daily A chart representing the absorption rate in months Real Estate News - Home Prices, Morigages, and Calculators
from CNNMoney.com
Forums
Listings
| Add Gadget | | Add Gadget |
News L B
Search
Statistics &~ Contacts Display Listings
Third-Party One-box search of contact name and email with recent Display listings from a saved search or your listings in a grid
activity for portal accounts. Sorted by default with most recent or photo format
Tracking activity first #’Display Listings is already on this dashboard
Al 4 Contacts is already on this dashboard
| Add Another | Add Another

MLS and Classic Dashboards cannot be modified.

Custom Dashboards

You can create and customize Dashboards using a system recommended dashboard or one you build
from scratch. System recommended Dashboards can be used by clicking the Customize button from
the FlexMLS home screen. Under Dashboards, click Add.

HOME ~

Contacts

Type to filter contacts

Name

Barkle
ys

Portal

Cnnta

E-mail Phone

=B 4141111111

Type to filter searches

Saved Searches

CUSTOMIZE

Home
Add Gadgets...
Change Layout...

Rename...
Recommend Dashboard...
Last Active = Portal - a5t Mame «
Match 53207 Remove...
% .
n/z Delayed Hotsheet Dashboards
11/06/2017 ON ?;i’] y MY SEARCH Add...
55 PM Riverwest SF/2f/Condo Hotsheet Reorder...
Washington Heights - DO NOT \lVly Recommendations. .
11/0A/2017 ON = > nreTe

4
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From the Recommended Dashboards screen, you have two choices; the first is to create a Dashboard
from scratch, using the empty dashboard labeled Blank. Enter a name for your Dashboard, and then

click the Create Dashboard button.

Recommended Dashboards

[ Return to Dashboard ]

Blank

Create empty dashboard and select your own gadgets

Tech Center Preferred
[ Create Dashboard ]

Contacts

A set of contacts gadgets
Gadgefs: Confacts, Listing Carts, My Sent E-mails, and Messages

[ Add Dashboard |

Home

A great first dashboard
Gadgets: Contacts, Hot Sheet, My Listings, New Search, Saved Searches, and Display Listings

[ Add Dashboard |

Market Stats

A set of statistical gadgets
Gadgets: Absorption Rate, Prices, Inventory, Sale to Original List Price Ratio, Sold DOM, and Volume

[ Add Dashboard |

Searches

A set of searching gadgets
Gadgets: New Search, My Listings, Saved Searches, and Listing Carts

[ Add Dashboard |

Your second choice is to use a system created Dashboard from the Recommended Dashboards screen.
Click the Add Dashboard button from one of the Dashboard panel choices. A description of gadgets
included in that Dashboard is listed in each panel.

Recommended Dashboards [ Retur to Dashboard |

Blank

Create empty dashboard and select your own gadgets

Tech Center Preferred
[ Create Dashboard ]

Contacts

A set of contacts gadgets
Gadgets: Contacts, Listing Carts, My Sent E-mails, and Messages

[ Add Dashboard |

Home

A great first dashboard
Gadgets. Contacts, Hot Sheet, My Listings, New Search, Saved Searches, and Display Listings

[ Add Dashboard |

Market Stats

A set of statistical gadgets
Gadgefs: Absorption Rate, Prices, Inventory, Sale to Original List Price Ratio, Soid DOM, and Volume

[ Add Dashboard |

Searches

A set of searching gadgets
Gadgets. Mew Search, My Listings, Saved Searches, and Listing Carts

[ Add Dashboard |
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Customizing Gadgets

Each gadget panel has settings and options that are exclusive to that gadget. To access the options for a
gadget, click the down-pointing arrow in the upper right corner of the gadget panel. You can also
remove a gadget using this menu.

Tech Center Preferred n
Sale to Original List Price Ratio Hot Sheet ‘ w7
57% Settings. . Mew Listing 0 Withdrawn 0
95% Refresh Cancelled 0 Extension 0
Closed 0 Back on Market 0
5% Maximize . :
o1 Expired 0 Price Change 0
b\‘—_4\'—\‘\«/// Remas Pending 0 Text Change 0
59%
57%
@ ) @ @ ) o & o o o o
e R T A A
Saved Searches hd
Type to filter searches
Name +
53207 new | edit =
Brown Deer SF new | edit
East Side Condo new | edit |7/ |
Fiebrantz CMA new | edit
MNorth Shore Hotsheet new | edit
SF Wau Hotsheat new | adit 7
Inventory ‘ =
12,000 =
15233'4’—\\__\.,/.—’"/‘—‘/
11,400
7,600
O e e
—— e
0
T O R R A

You can change the order of your gadget panels in any dashboard. Simply single left-click + hold the
title bar of your gadget and drag it to your desired location within the Dashboard.

_ Title Bar
| | Tech Center Preferred n /
I J 1 7 J -
1 # | Hot Sheet ‘ [~
New Listing 0 Withdrawn (1]
Cancelled 0 Extension 0
Closed 0 Back on Market 0
Expired 0 Price Change (1]
Pending 0 Text Change 0
[Saved Searches ‘ hd l
‘ Type to filter searches |

10 Copyright © 2018, Multiple Listing Setvice, Inc.



Help Menu

At the top right of any screen throughout FlexMLS there is a Help icon where you can find additional
information. The help button provides access to help text specific to the page you are on, as well as
access to the FlexMLS written manuals and video tutorials. The User Guides button in the help
window will present the FlexMLS manuals section, where you can access PDF files of written help, and
the FlexMLS video tutorials. Contact information for support is available when you click Contact

Support.

Help

FLEXMLS MENU USER GUIDES CONTACT SUPPORT

Flexmls Dashboard
Introduction

The Flexmls Web Dashboard is the first screen you see when you access the

system. Using the Menu and your Flexmls dashboards, you can access every
function of Flexmls Web. To return to your default dashboard from anywhere in
the system, click on the Flexmls logo in the upper left comer of the screen.

New Flexmls Menu - Now Available in Some Markets, Coming Soon
Everywhere.

When you first enter the Flexmls system, recommended one-click menu items
will be placed horizontally across the top of your screen. Using the Menu button
on the left will allow you to customize your options or see all possible menu
items.

Click on Menu to see the fully expanded menu. Click a menu item to go to that
feature. For example, click Quick Search to start a new search. Type into the
search box to easily find a menu item. For example, if you type "sav" in the
search box, the menu will bring the Saved Searches link to you. Click the link to
go to Saved Searches_ It's faster than looking through the whole menu. To exit
the full menu, click Menu again.

Favorites give you one-click access to features you use the most. You can easily
add, remove and rearrange Favorites to match how you work. To mark a menu

Open in New Tab & m
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Advanced Contact Features

Contact Mgmt — Contact Groups

Contact Groups is a tool that allows you to organize your Contacts according to groups that you create
yourself. For example, if we were back on the “paper system,” you may have had file folders labeled
according to the way you organized your clients. You may have grouped them according to property
type they were interested in, the municipalities/counties in which they wanted to purchase property, or
by their price range. Contact Groups allows you to do this same task, but in an electronic format. Listed
below, are the steps to create Contact Groups:

Creating Contact Groups from the Contact Management screen

1. In the Contact Management screen, click the Group link. The Available Groups box will appear.
Click the Add New button.

& Contact Management

i g st ame: NN == e I = I ™ 7o - A4

%Add Contact 2 Print 7] Advanced

Search: |3 Group: JAll Contacts v
_E-mail Phone Portal Saved Unread LastActive Date Created
Barkleys awmmlm@gmail.com 414 111,111 ON 20 0 11/06/2017 at 12:22 PM 12/17/2007
New Contact newcontact@email.com 414.111.1234 OFF 0 0 never 10/31/2017
Portal Contact B LR L L ON 0 0 11062017t 1141 AM  09/20/2017
Test Contact awm050501@yahoo.com ON 0 0] 10/26/2017 at 12:10 PM 10/12/2017

2. Give your group a name of your choosing. Click the Save button. To add another group, click
the Add New button. When you have completed adding your group(s), click the Return to
Contact Management button.

Available Groups

% Add New % Remaove

Add New Group

Name

|Cond0 Buyers| E‘EJ
ave

“A Return to Contact Management
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To add Contacts to your new group, in the Contact Management screen, select the Contact you want to
add to a group, and then click the Edit Contact link at the bottom of this window. Click the Add
button located next to Groups. Use the drop-down field that appears to select your desired group. If
you would like to add your Contact to multiple groups, click the Add button each time you would like
to add them to a new group. Click Save Changes button when done.

Edit Contact - New Contact

§, Name: New Contact A croups: % @ Add
. ik
Name: [ Edit Group List

Additional Contact:
Organization:

E-Mail: newcontact@email.com
&b Add
| (3= | Primary: 4141111234 Mobile: 4141111234 #°% Home: [134 Sesame st
~ Home: 414.111.1234 Other: o
Office: 262.111.1417 Pager: PBSVille HWI ||53052 |
Fax: Office: |123 Fantasy Island Dr
Nowhere g |[s3252 \

¥ Reverse Prospecting

No Additional Info s Add

If you would like to create another group at this point, click Edit Group List.

NOTE: You may add a Contact to as many groups as you wish.

Using the Edit Contact screen

e Contact Details — In this screen, you can enter or edit basic personal information about your
Contact, such as names, e-mail addresses, mailing addresses, and Contact numbers. In addition,
you can create and manage Groups and enable or disable Reverse Prospecting. You may also
enter pre-set Additional Info types, such as marital status, birthdays, anniversaries, children’s
names, etc. In the Additional Info section, click the Add button. Using the drop-down field that
appears, select the type of information you would like to add by clicking the drop-down arrow
located at the end of that field. In the following blank field, enter in your desired information.
Click the Add button again to add a new information type. To save, click the Save Changes
button.

e Notes tab - This tab allows you to log any Contact or communication you have with your
client. To add an entry, click the Add New button. Enter your comments into the log field. To
save, click Save Note. Date and time may be edited, if needed. To print your log of notes for a
Contact, click the Print button. The most recent note will be at the top.
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e Links tab — This tab keeps a list of all manually sent e-mails for that Contact. The links will
remain for 30 days from the date sent. On this tab, you can view the content of the sent e-mails,
view the description (what was in the Subject line when the e-mail was sent), the View included
on the List tab, how many times the e-mailed link was viewed (Hit Count), and the last time the
e-mailed link was viewed. You can also delete sent links from this tab by clicking the red X’ that
corresponds to the link you would like to delete. Deleting any manually sent e-mails from this
screen will remove them from the Searches and Reports section of the Contact’s Portal
dashboard. Deletions from this screen do not affect the My Sent E-mails screen.

NOTE: Please refer to the Portal manual for information regarding the Portal, Messages, and Listing
Notes tab, as those are functions of the Portal.

Contact Momt — Advanced

The following functions are available under Advanced on the Contact Management home screen.

=] Contact Management fpAdd Contact & Prin
Quick Add: First Name: [ L=st vere: [ = - I © Forto' - Add

Contact Summary

Search:
Ck Export Contacts

_E-mail Phone Portal Saved Unread LastA (iozie Portal Accounts

Barkleys awmmim@gmail.com 414 111.1111 ON 20 0 11/06/1  Create Portal Accounts with Invite
New Contact newcontact@email.com 4141111234 OFF 0 0 never

— p
Portal Contact bulteScaichbabyibe @gm il ON 0 0 11/06/]
-com Show/Hide Quick Add
Test Contact awm050501@yahoo.com ON 0 0 10/26/

Customize Gontact List

e Contact Summary — Clicking this link routes you to the Contact Summary screen. You can also
access Contact Summary under the Contacts menu.

e Export Contacts — This feature takes all of your Contacts and converts their information into a
CSV format. This file can be opened by any program that will accommodate a CSV file, such as
Microsoft Excel. Information exported are the fields of Display Name, E-mail Address, Last
Modified Date & Time, Home Address City, State & Zip Code, Office Address City, State &
Zip Code, all fields in the Additional Info option, First, Middle, and Last Name, Spouse’s First,
Middle, and Last Name, and all phone numbers.

e Create Portal Accounts — This feature will immediately create Portal accounts for all of your
Contacts at one time, generating a system created username and password for each.

e Create Portal Accounts with Invite — This feature will immediately create Portal accounts for
all of your Contacts at one time and e-mail out a notification to each of the Contacts containing
their system generated username and password.

e Show/Hide Quick Add — This feature shows or hides the Quick Add option. This allows you
to quickly add a Contact by entering just first name, last name, and e-mail address. To access this
option, click on the Advanced button > Show/Hide Quick Add link. The Quick Add section,
shaded in blue, will appear.

e Customize Contact List — This feature allows you to include additional columns of
information on the Contact Management screen. This information can include if the Contact has
an active Portal account, date/time of last login to their Portal, listings you have recommended,
and their chosen Favorites, Possibilities, and Rejects.
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Contact Mgmt — Print

The following functions are available under Print on the Contact Management home screen.

) Contact Management o Add Contactl] & Print 7 Advanced
uickc Ad: st Nome: NN == ver: N < I ™ 7o - A

Print Mailing Labels

search: @ e donads v
_E-mail Phone Portal Saved Unread Last Active Date Created

Barkleys awmmlm@gmail.com 414111111 ON 20 0 11/06/2017 at 12:22 PM 12/17/2007

New Contact newcontact@email.com 414.111.1234 OFF 0 o] never 10/31/2017

Portal Contact LIS SRR ON 0 0 110612017 al 11:41AM  09/29/2017

Test Contact awm050501@yahoo.com ON 0 0] 10/26/2017 at 12:10 PM 10/12/2017

e Print Contacts — This feature allows you to print a copy of your Contacts’ profile information.
This includes their general information (names, e-mail and physical addresses, contact numbers),
Portal information, attached searches, groups, and notes. You can print all Contacts at once or
one at a time.

e Print Mailing Labels - This feature allows you to print mailing labels using your Contacts
information. You can print labels using a .csv file or having the labels open in your browser.

Opt-In Status

The Subscription Opt-In Status Report will allow you to see subscription statuses for all of your
Contacts in one clean, real-time, easy-to-read report: the Opt-In Status Report. The report can be run
directly from FlexMLS Web and allows you to:

e Sce Contacts with a Pending status and provide a link to resend the opt-in email request.

e See email addresses flagged as Undeliverable and jump to a contact's record in order to edit their
email address and ensure their opt-in email can get through.

e Sce when Confirmed email addresses will lapse.
e See who has Opted-Out of receiving emails in order to follow up with them personally,

and more!

Copyright © 2018, Multiple Listing Service
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To access the Opt-In Status Report, click your Menu button. Under the Contacts sections, click Opt-In
Status.

Opt-In Status Report

SUMMARY PENDING OPT-IN UNDELIVERABLE CONFIRMED OPTED OUT INACTIVE

Contacts Receiving Subscription Emails

8 Contacts are confirmed (opted in)
(0 Contacts in the last 7 days)

0 Contacts' opt-in statuses will become inactive in the next 7 days

Contacts Not Receiving Subscription Emails

7 Contacts' emails are undeliverable

3 Contacts' opt-ins have been pending more than 7 days

0 Contacts' opt-in statuses have become inactive in the last 7 days

0 Contacts have opted out in the last 7 days

The report has six tabs to help you manage your subscriptions:

Summary
Pending Opt-In
Undeliverable
Confirmed
Opted Out
Inactive

Following, each tab is explained in detail. Each tab displays up to 25 Contacts at once. If you have more
than 25 Contacts within a particular status, click on the page number found in the report's right corner
to view more Contacts.
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Summary Tab

When you access the Opt-In Status Report, it will open on the Summary tab.

Opt-In Status Report

SUMMARY PENDING OPT-IN UNDELWERABLE CONFIRMED OPTED OUT INACTIVE

Contacts Receiving Subscription Emails

3 Contacts are confimmed (opted in)
(0 Contacts in the last 7 days)

0 Contacts’ opt-in statuses will become inactive in the next 7 days 9

Contacts Not Receiving Subscription Emails

1 Contacts’ emails are undeliverable (g

14 Contacts’ opt-ins have been pending more than 7 days a

0 Contacts' opt-in statuses have become inactive in the last 7 days e

1 Contact has opted out in the last 7 days @

The ‘Contacts Receiving Subscription Emails’ section contains the number of contacts who have
opted in and are receiving emails, the number of contacts who have opted in during the last seven days,

and the number of contacts whose Confirmed opt-in status will become Inactive in the next seven days.

Clicking on a link will take you to the corresponding tab on the report.

The ‘Contacts Not Receiving Subscription Emails’ section shows the number of contacts whose
emails can't be delivered (bounced or returned to sender), the number of contacts who haven't opted in
(Pending) for more than seven days, the number of contacts that have become Inactive within the past
seven days, and the number of contacts who have opted out of receiving subscription emails in the past
seven days. Clicking on a link will take you to the corresponding tab on the report.

Pending Opt-In

The Pending Opt-In tab shows contacts who have been sent an opt-in request. The opt-in request
includes a link to confirm their email address and to indicate that they want listing update emails. Until
the contact clicks the link, listing updates will not be sent. The Pending status indicates that, although
they have received the opt-in request email, they have not yet clicked to confirm their email address.

Copyright © 2018, Multiple Listing Service
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Opt-In Status Report

PENDMNG OPT-IN UNDELIVERABLE CONFIRMED
Contact Name Email
Jeff Branson jeffery@yahoo.com
Lian Jones anjenesti@icloud. com
Pat & Annette Gear patrickandnet@acl.com

Address” request email

OPTED OUT

Days
Pending ~

83
83

83

Tip: Ask your contact to click the blue button in the "Confirn Email

INACTIVE

Status

Pending
Pending

Pending

Last Click in
Subscription Email

Resend request
Resend request
Resend request

{ >

Page 1 of 4

The ‘Days Pending’ column indicates how many days have gone by since the opt-in email request was
sent to them. If you would like to manually resend the opt-in email, click the Resend Request link.

Note: As always, you can only resend the link once, so it would be appropriate to contact the user
personally before clicking the Resend Request option. Click on a contact's name to view their full
contact information including all phone numbers and email addresses you have associated with the

contact in FlexMLS.

Undeliverable

The Undeliverable tab shows contacts with email addresses that have been flagged as undeliverable.
Contacts shown on this tab are unable to receive opt-in requests or listing updates via email. The ‘Days
Undeliverable’ column shows how long the email address has been marked as undeliverable, and the
‘Reason’ column indicates the reason why email is not being sent to the address.

Opt-In Status Report

Tip: Check for comect email address, spelling, etc.

OPTED QUT

PENDING OPT-IN UNDELIVERABLE CONFIRMED
Contact Name Email

erry Landry tlandry@roadrunner.com 116
Erik Evanson earache@yahoo.com 97
Bill Walters bilandnancy@agmail.com B85

Days
Undeliverable -

INACTIVE

Status

Address doesn't exist (7)
Considered spam (?)

Address doesn't exist (7)

Last Click in
Subscription Email

09-08-2015 7:33 PM

09-25-2015 12:05 PM

18
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A contact's email address may be flagged as undeliverable in the following situations:

e The address doesn't exist - The email address, as listed, may be incorrect. The suggested
course of action is to contact the individual personally and verify their email address.

e Considered spam - Either the contact or their email provider has marked your message as
spam. The suggested course of action is for the contact to search their spam folder, find the
email, and mark the sender as Not Spam. Once they have done so, you can resend the opt-in
email.

e Unknown technical error - This indicates that contact's email provider had a technical issue
with the delivery.

e Recipient mailbox full - The contact's mailbox is full and cannot accept incoming email. The
suggested course of action is to contact the individual and allow them to clear out their Inbox so
they can receive incoming email. Once they have done so, you can resend the opt-in email.

Confirmed

The Confirmed tab shows all of your contacts who have confirmed that they have a valid email address
and would like to receive listing updates via email. The ‘Days Until Lapsed’ column indicates how many
days must pass with no activity before the contact's email address lapses and it is marked as Inactive. A
contact's email address status will stay Confirmed, and they will receive listing updates indefinitely, as
long as they click any listing link in their subscription email at least once every 13 months.

Opt-In Status Report

PENDING OPT-IN UNDELWVERABLE CONFIRMED OPTED QUT INACTIVE
Days UI"IE” Last Click in
Contact Name Email Lapsed Status Subscription Email
Ginger Holder ginger@outiook.com 336 Confimed 10-24-2015 1:08 PM
Kathy Harrison kathy1977@yahoo.com 338 Confimed 10-26-2015 5:57 PM
Bill Reynokds bilw jresqi@yandex. com 338 Confirmed 10-27-2015 8:36 AM

Tip: Opt-in status lapses when contact dees noet click a link in a o ; e ¢S
subscription email for 13 months age of 4
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Clicking on a Contact's name will bring up an overlay with basic contact information, along with all of
their email addresses. For each email address, you can see the opt-in status, last click in a subscription
email, and you can send or resend an opt-in request (if applicable). There's no need to leave the page to
get more information. You can close the overlay or, if you like, you can go to the contact's record by
clicking the “‘View in Contact Management’ link. To open Contact Management in a new window,
right-click the link.

Opt-In Status Report

SUMMARY PENDING OPT-IN UNDELIVERABLE CONFIRMED OPTED QUT INACTIVE

T [P CE

Martha Gorder

5 Last Click in
Exmas} Hhay S Subscription Email
martha_gorderflexmis@mailinater. com 395 days until lapsed Confirmed
reckygoerden@mailinator.com Mo subscriptions ( Send request ’

Phone
Primary: (555) 555-1234
Maobile: (555) 5555555

Address
1000 West Court Street
Fargo, ND 58103

‘ VIEW IN CONTACT MANAGEMENT h

The ‘Last Click in Subscription Email” column indicates the last time the contact clicked a link to view
listings from their subscription email.

If you remove a contact from FlexMLS, their name will not appear anywhere in the Opt-In Status
report. However, even though you have removed the contact from FlexMLS, the status associated with
the contact's email address is still stored in FlexMLS. Since you have already removed the contact, they
are no longer relevant and are not displayed in the report other than the note that there were contacts
that have been removed.

Opt-In Status Report

EUMMARY PENDMNG OPT-IN UNDELIWVERABLE CONFIRMED OPTED OUT INACTIVE

) Days Last Click in
Contact Name Email Until Lapsed * Stafus Subscription Email
Martha Gorder martha_gorderflexmis@mailinator com 395 Confimed
Crystal Nordling crystalni@mailinatorcom 395 Confimed

1T Removed contact is hidden e

p: Corfirned opt-in stetus lapses when contact does not click & link in & 1

subscription email for 12 months. Page af 1
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Click in the ‘Search Contacts’ field to bring up a list of your contacts or type in the name of a specific
contact to search for them. This searches all of your contacts, not just the contacts on the current

screen. Selecting a contact opens the contact information overlay.

Opt-In Status Report *
Josh Hemandez
SUMMARY PENDING OPT-IN UNDELIVERABLE CONFIRMED OPTED OUT INACTIVE Lara Brown
Martha Goerder
Megan Phillips
. Days |
Contact Name Email Until Lapsed * Status| e Fowler “
Mike Fowler mike_flexmisexample@yahoo.com 291 Confimed Nick Test
Ryan Patterson
Megan Philips megan1@mailinatorcom 341 Confimed

On the Confirmed tab, you may see a new status called Active; this indicates that they were receiving
subscription emails before FlexMLS required contacts to complete the confirmation email process
(before 9-29-2015). Subscription emails are sent even though the contact has not confirmed yet that they
want to receive the emails. Since they are not yet Confirmed, they are considered Active. All Active
contacts will eventually change to a different status by the end of October, 2016. They'll automatically
become Confirmed if they click any link in any subscription email; Inactive if they never click a link in a
subscription email; and Opted Out if they click an opt-out link in a subscription email.

Opt-In Status Report

SUMMARY PENDING OFT-IN UNDELIVERABLE L'UN‘leMED OPTED QOUT

Days

Contact Nam -
ontact Name Until Lapsed

Email

INACTIVE

Last Click in
Subscription Emaill

Status
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Opted Out

The Opted Out tab shows contacts who have clicked the Unsubscribe link at the bottom of a listing
updates email and opted out. These contacts have manually clicked to opt out of receiving listing
updates via email. The ‘Days Opted Out’ column shows how many days have passed since each contact
opted out of receiving subscription emails.

Opt-In Status Report

PENDING OPT-IN UNDELIVERABLE CONFIRMED OPTED QUT INACTIVE
Days . Last Click in
Contact Name Email Opted Out Status Subscription Email
Ryan Pearson ryanp2234@gmail. com 21 Opted Out 12-01-2015 8:57 PM
Chuck and Cynthia Jones chuckjones@outlook.com 43 Opted Out
Jim & Caryn Engstrom jimmyengsto@gmail. com 56 Opted Out 10-28-2015 8:11 PM

Tip: Contact has clicked "Opt Out™ in a subscription email

The ‘Last Click in Subscription Email” column indicates the last time the contact clicked a link to view
listings from their subscription email.

If you would like to manually resend the opt-in email request, click the Resend Request link (if
available).

Remember - the contact has already manually opted out of receiving listing updates via email, so you
should only resend the opt-in request if they have contacted you and indicated that they would like to
start receiving listing updates again. If you believe they have opted out by mistake, please contact them
before resending the opt-in email. Click on a contact's name to view their full contact information
including all phone numbers and email addresses you have associated with the contact in FlexMLS.
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Inactive

The Inactive tab shows all contacts who have been marked as Inactive due to the contact not clicking a
link in their subscription email for 13 months. No listing updates are sent to inactive email addresses. If
you would like to invite the contact to subscribe to listing updates, you can manually resend the opt-in
email by clicking the Resend Request link.

Opt-In Status Report
PENDHNG OPT-IN UNDELIVERABLE CONFIRMED OPTED OUT INACTIVE
Days Last Click in
Contact Name Email Inactive * Status  Subscription Email
John Davids johdavids@email.com 63 Inactive Resend request
Lisa Brunswick lisa@midrivers.net 64 Inactive Resend request
Kevin McCalister allbymyselfi@usm.edu 64 Inactive Resend request

Note: As always, you can only resend the link once, so it would be appropriate to contact the user
personally before clicking on the Resend Request option. Click on a contact's name to view their full
contact information including all phone numbers and email addresses you have associated with the
contact in FlexMLS.
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Contact Summary

Use the Contact Summary Report screen to keep updated on your Contacts. To access this screen,

open the FlexMIL.S Contact menu, and then click Contact Summary.

Contact Summary Report

Click Update for
the Contact

Select your Contact groups
Y group search you want Print

here.
to update.
Prepared 10/31/2017 4:53 PM
Show Contact Group: | - All Contacts - -
Sent E-mail Matches'
Viewed Manual
Display Name Name E-mail Subscriptions Manual Viewed Saved Search New Matches Between  Mew All Update
Alex; Timamber Al Thrambes Niramibésr, e Sgmiil.com o [ O Mex Timsilér 12/16/2016 01:23 PM and 0 -2 Update
12/16f/2016 01:23 PH
Ann Marle Wick Ann Marie Widk ammwidcmall Svaheo. com a a 0 ann Marie Wick 0 -Q Update
Brandon and Alisen  Brandon and Alson  bhenakSomai.com o ] 0 Brandon and Allison 07/15/2016 03:48 P and o -8 Update
Herak Henak 07/15/2015 03:48 PH
Dan Glampetrond Dan Glampetrond daniel.giamgpetroni Skohler.com o 1] 0 Dan Glamgpetroni 041472015 09:33 AM and 0 -Q Update
04/ 2472015 0%:33 AM
Doug Sprague Doug Sprague Dougdfireflyrealestate. net ] (1] 0 tosa O03/237201% 10:00 AM and 1] -8 LUipdate
03/23/2015 04:00 PH
Emily and Joha Emiily and John emily.carrcll S edu o [ O Ernily and Jon Hackbarth OL/1272016 05:05 PH and 0 -9 Update
Hackbarth Hackbarth 0171272016 03:05 PH
Eric and Sarah Rehl  Eric and Sarab Rehl  eric.rehl Bgmall.com a a @ Erfc and Sarah 0800/ 2016 12216 PH and 0 -9 Update

The following table shows what information is available from the Contact Summary Report screen:

In this column:

The report shows you:

Display Name Name given to Contact. You can click the Display Name to go to the Edit
Contact screen.

Name The Contact’s name. This is what you enter in the First, Middle, and Last
Name fields.

E-mail The e-mail address(es) saved to your Contact’s file. The primary e-mail
address in the first one listed.

Sent E-mail Viewed Subscription — the number of subscription e-mails viewed by the
Contact.
Manual Viewed — the number of manual e-mails viewed by the Contact.

Saved Search The Saved Search tied to the Contact. You can click the Saved Search to go

to the Search Results screen to view all results of that search.

New Matches Between

Shows the last time new matches were updated for the Contact.

Matches

New — Shows how many new matches were found for the Contact between
the last update times listed.

All — Shows the total number of matches that currently meet the search criteria.

You can click the number in New or All to display the matches in the
Search Results screen.

Magnifying glass

Click the magnifying glass to view new Matches for the Contact from the
last update. This is a “soft update” and will not affect your auto e-mail
schedule.

Manual Update

Click on the Update link to update the Contact and go to the Search
Results.

24
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Multiple Update

The Multiple Update function will allow you to manually update up to 15 Contacts at a time (regardless
of how many searches you have attached to those Contact IDs), to see listings that may have come into
their search. In this screen, select the Contacts you would like to update by placing a check in the Select
box to the left of the Contact’s ID, then click on the Run Selected Contacts button.

Multiple Contact Update

Prepared Monday, February 04, 2013 3:59 PK

Show Contact Group: — All Contacts — -
Select ID Name E-mail Saved Search A/M  New Matches Between New Matches
Angelz Washington-Marshall, Angela angela@metromls.com My Douglas County A 05/01/2011 01:00 AM and 06/01/2011 01:00 AM 0
Tosa M 07/21/2009 04:43 PM and 12/04/2009 04:00 PM 22
[ beta_portal_on beta_portal_on chuck@metramlz.com Milw_port A 11/05/2005 08:00 AM and 11/05/2009 12:00 PM 3
B betatest batatest chuck@metromls.com gregg rest M 08/15/2012 11:36 AM and 08/15/2012 11:36 AM 0
milw A 04/22/2012 01:00 AM and 04/29/2012 01:00 AM 510
D Chuck Chuck chuck@metromls.com Douglas County M 11/07/2011 01:08 PM and 11/07/2011 01:10 PM o
Erown Deer 5F A 01/29/2012 01:00 AM and 02/05/2012 01:00 AM 0
[ Matt Support Support, Matt matt@fbsdata.com Matt Support FBS M 06/22/2011 01:00 AM and 09/21/2011 11:22 AM 581
[ Metra MLS MLS, Metro deb@metromlz.com Eutler SF A 01/29/2012 01:00 AM and 02/05/2012 01:00 AM 3
0 Moz Def Def, Mas I Class Sh M 02/10/2012 10:31 AM and 02/10/2012 10:33 AM 0
Butler1 SF M 02/10/2012 10:33 AM and 02/10/2012 10:35 AM 0
] paul paul jean@metromls.com nancy M 11/07/2011 01:08 PM and 11/07/2011 01:10 PM 0
D test test jean@metromls.com met.nancy M 11/07/2011 01:08 PM and 11/07/2011 01:10 PM o
delafield M 11/07/2011 01:08 PM and 11/07/2011 01:10 PM 0

@ Show photos
Open in new window
Run Selected Contacts

The update results will open in a separate window. The Contact’s name appears first. Next you will see
the saved search for the Contact, listing the parameters of that search (if you have multiple searches
saved to a Contact, it will list them in this format individually). Next are the events you have selected to
have FlexMILS track for this Contact (this was done in the Save Search screen), then shown is the New
matches between date and time.

The Multiple Update will go back to the last time the search was run. You can select specific properties
by putting a check in the Select box left of the Status, or select all properties by clicking on the word
Select in blue at the top of the select box column.

After you have selected your desired properties, you may click on See Selected Listings On Search
Results button to load the properties in the Search Results page (yellow button located at the bottom of
this screen).

Prospect: Angela: Washington-Marshall, Angela

[Search: My Douglas County
Property types Single-Family, Two-Family, Vacant Land, Multi-Family, Bus Opportunity, Condominium, Comm/Industrial County of 'Douglas’; Status of 'Active’.
Events: New Listings, Back on Market, Price Change, Reversal

New matches from 06/01/2011 at 01:00 AM to 02/04/2013 at 03:59 PM: 2

Select Stat MLS# Mun Address Rms Beds Baths StatDt Price
I:‘ Active Superior 102 Donal Duck Ave oo 111872013 g0
D Active Superior 102 Donal Duck Ave o/0 1/24/2013 s0

See Selected Listings On Search Resulis

[Search: Tosa
Property type Single-Family; Bedrooms between 3 and 99; County of 'Milwaukee'; Garage Spaces between 2.5 and 9999999599999%; Municipality of 'Wauwatosa'; Status of 'Active’; Total Bathrooms between 2.5 and
9999,
Events: New Listings, Back on Market, Price Change, Reversal

New matches from 12/04/2009 at 04:00 PM to 02/04/2013 at 03:59 PM: 19

Select Stat Mun Address Rms Beds Baths StatDt Price
I:‘ Active wiOffer Wauwatosa 3243 N Knoll Terr 9 4 2 1042612012 £ 134,900
I:‘ Active Wauwatosa 11809 W Meinecke Ave 9 4 zi 613201 5 148,900
O Active Wauwatosa 237 N 1M8th St T 3 zi 814/2012 § 178,600
[ Active Wauwatosa 741 M 113th St T 4 zin N2N2Z § 168,800
[C  Active Wauwatosa 2631 N 85th St 7 3 2 8112012 § 224,500
[T Active Wauwatosa 10101 W Ruby Ave 9 5 zi 8/22/2012 § 245,900
O Active Wauwatosa 2728 N 118th 5t T 4 zi 10M7i2012 § 274,900
M1 active Walwatnsa 718 Ravanswnnd Cir 7 4 2i1 P12 S 280 DO
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Selected Listings work on behalf of a contact

< »
Results: 8 Selected: 0 4 .7 BN

Postal
|| Price | Status | MLS # Municipality

$69,900 5 (v, Milwaukee
1633 E =la

. Saveland Ave

Milwaukee, WI 53207-

by 4022

Active / 1557519 =

.. 585,900 &0 7, Milwaukee
29818 =Yls

4l Chase Ave
Milwaukee, W1 53207-

y 6408
Active / 1556926 v

$99,000 =5 (v, Milwaukee
4153 S =iy

Logan Ave

Milwaukee, WI 53207-

5125
Active / 1555120 =

1 $109,000 5 7y, Milwaukee
31718 Brust — L

Ave
¥ d Milwaukee, W1 53207-
2821
Active [ 1557867 +

New Listing

$114,000 5 v, Milwaukee
828 EHolt — L

Ave

Milwaukee, W1 53207-

3412
Active / 1554975

List

Price Bedrooms

69,900

85,900

99,000

109,000

114,000

63

Full
Baths

1

L__] Save

List  Detail

Half

1

E-Mail & Print [#]CMA & Export [ ShowingCart

Photos Map Compare Messagss

= - 10 + Sot~ View |[Address & MLS Number "] ¥ |

G Garage Est. Total Sq. Property Est

Baths Spaces Type Ft. Type Acreage

2D 1,609 Single- 0.06
Family

0N 748 Single- 0.07
Family

15D 756 Single- 0.02
Family

25D 704 Single- 0.14
Family

275D 672 Single- 0.01
Family

This is the Search Results screen that appears after choosing to show your results. At this time, you may
use any of the tab functions in the MLS tool bar to accomplish your tasks.

NOTE: Search results may open in the tab previous (to the left) of the Update screen.

You may go back to the update results screen to do the same for your other Contacts you have chosen.
You can do that in several different ways, depending on the browser you are using. Whichever way you

normally switch between browser windows will work.

NOTE: If you choose to manually update a Contact on automatic e-mail, the listings that come up will
not go out in the auto e-mail. You must manually e-mail those listings if you want your Contact to

receive them.

26
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Printing Reports for Contacts withont E-mail Accounts

If a Contact does not have an e-mail account to which you can send new matches, you can still create

new matches reports for them. Instead of e-mailing them, however, you’ll have to print them out.

There are three methods for updating Contacts. One method takes you through the Contact Summary
Report screen; the second uses the Edit Contact screen, and the last uses Multiple Update under the

Contacts menu.

Using the Contact Summary Report Screen

To print reports for Contacts through the Contact Summary Report screen:

Contact Summary Report

Name
Alex Timmler

Display Name
Alex Timmler

Ann Marie Wick Ann Marie Wick
Brandon and Allison  Branden and Allison
Henak Henak

Dan Giampetroni Dan Giampetroni

Doug Sprague Doug Sprague

Emily and John
Hackbarth

Eric and Sarah Rehl

Emily and John
Hackbarth

Eric and Sarah Rehl
Erin Salm Erin Salm
Jason Isaacs Jason Isaacs

John and Carrig
Richter

John and Carrie
Richter

Julius and Kristine  Julius and Kristine
Kim Kim

Katie and John Katie and John
Reinhart Reinhart

Mark and Jessica Mark and Jessica
Beller Beller

Matt and Elaine Matt and Elaine
Buckley Buckley

Melissa and Tim Melissa and Tim
Weiss Weiss

Nick Weber Nick Weber

E-mail
timmler.alex@gmail .com

amwickmail@yahoo.com
bhenak@gmail.com

daniel.giampetroni@kohler.com
Doug@fireflyrealestate.net
emily.carroll@mu.edu
eric.rehl@gmail.com
esalmi4@yahoo.com
JjisaacsS@gmail.com
ajdrichter@gmail.com
jkim@kimandlavoy.com
Jjohn@bearcommercial.com
katiekrebs@hotmail.com
markbelleri2@amail.com
mattbuckley1@gmail.com
melissacantarero@gmail.com

nicholaswe@pcom.edu

Prepared 10/31/2017 4:53 PM
— All Contacts -- v

Show Contact Group

Sent E-mail

Viewed

Subscriptions Manual Viewed Saved Search

0

0
0

0

0

0
0

0

0 Alex Timmler

0 Ann Marie Wick
0 Brandon and Allison

0 Dan Giampetroni

0 tosa

0 Emily and Jon Hackbarth
0 Eric and Sarah

0 Erin Salm

0 Jason Isaacs

0 John and Kerry Richter
0 Julius and Kris Kim

0 reinhart

0 Mark and Jessica

0 Matt Buckley

0 melissa and tim weiss

0 Nick Weber

Click Update for the

update.

New Matches Between

12/16/2016 01:23 PM and
12/16/2016 01:23 PM

07/15/2016 03:48 PM and
07/15/2016 03:48 PM
04/14/2015 09:33 AM and
04/14/2015 09:33 AM
03/23/2015 10:00 AM and
03/23/2015 04:00 PM
01/12/2016 05:05 PM and
01/12/2016 05:05 PM
08/09/2016 12:16 PM and
08/09/2016 12:16 PM
03/07/2016 12:47 PM and
03/07/2016 12:47 PM
03/21/2016 11:42 AM and
03/21/2016 11:42 AM
01/05/2017 12:44 PM and
01/05/2017 12:44 PM
04/12/2017 07:49 PM and
04/12/2017 07:49 PM
03/23/2015 04:00 PM and
03/23/2015 04:00 PM
05/23/2017 03:59 PM and
05/23/2017 03:59 PM
04/18/2015 12:29 PM and
04/18/2015 12:29 PM
04/03/2015 04:07 PM and
04/03/2015 04:07 PM

01/21/2016 09:45 AM and
01/21/2016 N19:45 AM

Matches'

L PP PO L LLLLL L L PLH

Contact search you want to

[Pt

Manual
Update

Update

Update
Update

Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update

Update

1. From the FlexMLS Contact menu, click Contact Summary. The system displays the Contact
Summary Report screen.

2. Under the Manual Update column, click the Update link for the Contact search you would
like to update. This will take you to the Search Results screen. If there are any new matches for
your Contact, they will show on this screen. From here, you can use any functions available on
the Search Results screen. If there are no matches for your Contact, you will get a No Listings

Found message on the Search Results screen.

Copyright © 2018, Multiple Listing Service, Inc.

27



Printing Reports from the Contact

To print reports for Contacts through the Edit Contact screen:

1. From the FlexMLS menu, under the Contact section, click Contact Mgmt. The system
displays the Contact Management screen.

2. Select the Contact that you want to print reports for; in the Contact’s box, click the
Searches/Subscriptions link.

3. If you have multiple searches for the Contact, in the Searches box, select the search you want
to run for the Contact.

4. In the Results section of the screen, click View Totals to update the Contact matches.

5. Click Reset time and view new since link. The system displays the Search Results screen
with the new matches. Select the listings you want to print, and then run reports for those
listings.

Barkleys

CONTACT DETAILS ACTIVITY SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES NOTES LISTING NOTES MORE ~

C‘%; Searches Results q, View Totals
N [53207 View all -
D‘?'ai’ed Test " View new in the last 24 hours -
Milwaukee Communities
open house View new since 03/19/2018 04:46 PM -
Reset time and view new since 03/19/2018 04:46 PM )
Tosa SF 150-225
Wirex test

Subscriptions
|z Subscription Barkleys 2
| - Greated April 19, 2018, Updated April 19, 2018 P4
awmmim@gmail.com

gp Add  [G Rename [33 Edit $€ Remove

View

Search Parameters

Metro MLS, WIREX - except Metro MLS Property type Single Family; Bedrooms between 3
and 4: County of 'Milwaukee': Garage Spaces between 2.50 and 999999999999; Municipality
of 'Wauwatosa'; Status of 'Active’; Total Bathrooms between 1.50 and 9999.; New results
include new listings, back on market, price changes, status changes, and open house.
Created Oclober 31, 2017, Updated April 19, 2018

EDIT CONTACT REMOVE DEACTIVATE TRANSFER CLOSE

Listing Activity Report
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My Sent E-Mails

To view the e-mails you’ve sent through the FlexMLS system, open the FlexMI.S Contact menu, and
then click My Sent E-Mails. The system displays the View My Sent E-Mails screen.

The Sent At field shows when the
system (or you) sent the e-mail.

This column shows the e-mail
address the e-mail was sent to.

Click View to view the
e-mail that was sent.

that e-mail.

Click Send to resend

View M ent E-mails E-mail Type: ® Mapfual Subscription Type to filter e-mai \@E\
Sent Al w Contact Name E-mail Last Viewed At Hit Coun Content Reaend/
10/30/2017 01:.05 PM Barkleys awmmlm@gmail.com 10/30/2017 01:19 PM 4 \ View Send
10/30/2017 12:51 PM Barkleys awmmim@gmail.com 10/30/2017 01:01 PM 6 View Send
10/30/2017 11.54 AM angela@metromls.com angela@metromls.com 10/30/2017 12:.07 PM 5 View Send
10/26/2017 12:10 PM angela@metromls.com angela@metromls.com 10/26/2017 12:13 PM 4 View Send
10/26/2017 12:08 PM Test Contact awm050501 @yahoo.com 10/26/2017 12:10 PM 2 View Send
10/25/2017 10:13 AM angela@metromls.com angela@metromls.com 10/25/2017 10:15 AM 8 View Send
10/24/2017 04:.07 PM Portal Contact butterscotchbabytbe@gmail.com 10/26/2017 12:08 PM 4 View Send
10/24/2017 03:21 PM Portal Contact butterscotchbabytbe@gmail.com 10/24/2017 04:02 PM 4 View Send
10/24/2017 03:18 PM Portal Contact butterscotchbabytbe@gmail.com 10/24/2017 03:22 PM 6 View Send
10/18/2017 11:26 AM Barkleys awmmlm@gmail.com 10/18/2017 11:38 AM 3 View Send
10/12/2017 11:03 AM Test Contact awm050501@yahoo.com 0 Portal

10/11/2017 09:50 AM Test Contact awm050501@yahoo.com 10/11/2017 09:50 AM 1 View Send
10/03/2017 10:55 AM Barkleys awmmim@gmail.com 10/03/2017 10:58 AM 3 View Send
10/03/2017 09:33 Al Portal Contact butterscotchbabytbe@gmail. com 0 Portal

If the e-mail was sent to a
contact, the contact’s Display
Name appears in this column.

This column shows when
the links in the e-mail
were last viewed.

The Hit Count column shows
how many times the links in
the e-mail were viewed.

The E-mail Type option located at the top of the screen allows you to view manual and Subscription e-
mails separately. The Filter search field allows you to search for sent e-mails by Contact using the first
few characters of the Contact’s Display Name. The drop-down menu allows you to see e-mail activity
for the time period chosen. Any filter that is chosen that includes e-mails older than 30 days will show

only the Sent At date and time, the Contact name, e-mail address sent to, Last Viewed At date and time,

and the Hit Count. View and Send are not available.

E-mail Type: '® Manual Subscription

E-mail

Type to filter e-mails

last30davs | =

Last Viewed At

awmmim@agmail.com
awmmim@agmail.com

m angela@metromls.com

m angela@metromls.com
awm050501@yahoo.com

m angela@metromls.com

butterscotchbabytbe@gmail.com
butterscotchbabytbe@gmail.com
butterscotchbabytbe@amail com

10/30/2017 01:19 PM
10/30/2017 01:01 PM
10/30/2017 12:07 PM
10/26/2017 12:13 PM
10/26/2017 12:10 PM
10/25/2017 10:15 AM
10/26/2017 12:08 PM
10/24/2017 04:02 PM

All active e-mails
Last 10 days
Last 30 days
Last 60 days
Last 90 days
Last 120 days
Last 180 days
Last 365 days

10/24/2017 03:22 PM 6

View Send

The e-mail records for All Active Links are retained for thirty days from the date sent.
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Reverse Prospecting

The Reverse Prospecting module is designed to match agents' potential buyers with your listings. The
function takes the selected listing(s) and looks through all saved Contact searches in the MLS to see if
any of the searches match the listing(s). Once a match is found, only the name(s) of the MLS agent(s)
that set up the search(es) and their Contact information will be returned in the results, not the names of
the Contacts themselves. Fields that are matched are the basic fields, such as area, price, bedrooms, etc.

NOTE: The Reverse Prospecting function will only look through Contact searches in where Reverse
Prospecting was enabled on that Contact’s file. This is done by each user on a per Contact basis. If you
wish to have your Contact searches available for Reverse Prospecting by the rest of the MLS, be sure
that you have checked the Reverse Prospecting box for each Contact's file in Contact Management.

To run a Reverse Prospecting search, click on the Reverse Prospecting link under the Contacts section
in the Menu button. All active listings under your control will appear. Check which listings you would
like to have the system search for matching Contacts and click the Run Reverse Prospecting button to
return matches.

The following screen illustrates where you enable Reverse Prospecting on a Contact.

Add Contact

) Name: & Groups: None gk Add
Cm [
[ Edit Group List
Name:
Additional
Contact:

Organization:

E-Mail:
b Add
Q:J:‘ Primary: Mobile: ﬁ Home:
Home: Other:
Office: Pager:
Fax:

Office:

= ¥ Reverse Prospecting

No Additional Info g Add

£ Create a Portal Account for this Contact

An e-mail with the portal login name and password will automatically be sent

CANCEL ADD CONTACT

30 Copyright © 2018, Multiple Listing Service, Inc.



The following screen illustrates where you run your listings for Reverse Prospecting.

Reverse Prospecting

Please choose one or more of your listings below to reverse pros|

Select
1

Address
Active 101 MAIN ST Superior WI

| Run reverse prospecting

The informafion contained herein is provided for general information purposes only. If any of the

f

1 0 above information is material or being ufilized fo determine whether to purchase the property. the buyer should personally verify same or have it confirmed by a
ga\s\tl'l’\‘ed gxpgrr‘iﬂr"(‘ne”\glfiglmahon to independently verify and confirm includes but is not limited to total square footage formula, total square footage / acreage figures, land. building or room dimensicns and all other measurernents of any sort or type. Equal
Qopyngm? OWLDﬂJImnpfe Listing Service, Inc. Sge copyright mofice.  __ __._ . .. ..

The following screen illustrates how matches for Reverse Prospecting will appear; select members and
click E-Mail Selected button.

Reverse Prospecting Matches

Phillip Hansen
Tera L Greenland
Julian F Laufer
Karen L Maynard
Daniel J Guerndt
Sara A Dricken
Marcus F Auerbach
Robert F Denniston
Nick Cain

James Atkinson

Kashyap Malkan

D 1

E-Mail Selected

Keller Williams Realty-Milwaukee Southwest
Keller Williams Realty-Milwaukee North Shore
Exit Realty XL

T3 Realty, LLC

Exit Realty XL

Coldwell Banker Residential Brokerage

Keller Williams Realty-Milwaukee North Shore
First Weber Inc - Delafield

RE/MAX Realty Plus

PAST

Realty Executives - Integrity

Keller Williams Realty-Milwaukee North Shore

phansen@kw.com
tgreenland@kw.com
scooter@exitrealtyxl.com
upcycledproperties@gmail.com
danielg@exitrealtyxl.com
sara.dricken(@cbexchange.com
m.auerbach@kw.com
rdenniston@firstweber.com
nickcain@remax . net
Jim@PASTrealestate com
kash@realtyexecutives.com

brianschweppe@kw.com

414-467-4316
414-699-8372
262-224-6752
262-442-8361
262-365-8544
262-689-7965
262-671-6868
262-951-0381
920-980-8081
414-640-2953
262-394-6868
414-305-0516

| Print |

The e-mail dialogue window for the reverse prospected listing(s) will appear with a canned message for
your convenience (you may edit this message simply by clicking your mouse in the dialogue box and

making your changes). The highlighted portion will contain the matching Contact(s) name on the
receiving agents’ end. Clicking the Send button will send this e-mail to your selected recipients.

| E-Mail selected about listing 1 ~—

| Recipients: Phillip Hansen, Tera L Graenland

Subject: | 101 MAIN ST, Supsrior, W1 54380-2760 (MLS # 1)

Flle = Edit = Insen - View - Format - Table -

B I YU A = A - FotFamily - FonlSzes = 5

[The reverse prospecting function in Flexmis indicates the following listing may meet the needs of one of your contacts listed

below. Please contact me if you'd like more information,

{agent_matching_contacts}

iZ = £ » = = | MyPhotos  List Phatos

Angela Washington-Marshall, The Metro MLS Sales Stafl, FcoBiroker, GREEN, e PRO

Metra MLS staff
Multipie Listing Service
B[ 11220 W Morth Ave.

Wauwatosa, WI 53226

414-778-5450

Canesl I Sand I
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Subscription Preview Mode

Preview Mode send the Subscription e-mail to you, but not to your Contact; this allows you to review
and select listings from that Subscription search to approve and send onto your Contact.

To enable Preview Mode on a Subscription, in General Subscription Options, select Enable Preview
Mode checkbox.

Edit Subscription

General Subscription Options

Subscription name |Subscriptiun Barkleys

Send notification of new listings to You (sender) ¥ Selected contacts
¥ Send me an email when a contact clicks the link
[ Enable Preview Mode 9 ]

When the Preview Subscription email is sent to you — the agent — it will look similar to the following
screen:

[u]]
=

Preview: Subscription New Search Inbox

Angela Washington-Marshall via flexmls listingupdates@flexmail flexmls com via dynect net 1:01 AM (12 hours ago) -
tome |~

Preview Email Only - ne listings were sent to Home Buyer.

To send the listings, click this link, select listings, and email. print, or recommend them to Home Buyer.

New Search

Please contact me with any questionsfinquiries

@7

72,500

8024 W Marion St

$144,000

2356 N 58th St

There will always be a notification box at the top stating it is a Preview e-mail only, and no listings have
been sent to the Contact. At this point, to approve any listings to send to your Contact, select click this
link located in the Preview E-mail Only box located at the top of the property list.
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On the Results screen, review and select the listings you would like to send your Contact; to approve
single listings, you may click the Approve button located in the thumbnail area of the listing. To
approve multiple listings at one time, select the listings and then click the Approve button located at the

upper right of the screen.

News Feed for Barkleys [E]@ B save EIEMail & Print [ CMA % Export [ ShowingCart
q |I| 1] List Detail Photos Map Compare Messages
Results: 6| Selected: 0 & [ B8 =iE| - 12 + Sotw View [[Business Opportunity *] v |

Price | Status | MLS # Postal Municipality List Price Property Type

= ” $184,900 22 @)y West Allis 184,900 Single-Family
2 2150 S 87th St - '

West Allis, WI 53227-1720
Active / 1537711 =

[

Approve

b

$107,500
426 N High St

Fort Atkinson, WI| 53538-1943

Active / 1544704 «

(/) Fort Atkinson 107,500 Single-Family

Approve

. $57,900 {'7E3 )y Delavan 57,900 Single-Family
4 W8799 Hickory Rd )

@ Richmond, W1 53115

sz Active / 1526562 ~

wl]

Approve
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Contact Portal

The Contact Portal is a new feature to help consolidate your communications with your Contacts. If you
choose, your Contacts will now have access to their own dashboard which will contain information you
send to them. You’ll have the ability to give your Contacts a login name and password to the Portal so
that they can save listings to their own carts, and send you messages regarding listings. The Contact
Portal is set up from the Contact Management screen. Before creating Contact Portals, you must
configure your (the agent’s) Portal settings in FlexMLS.

Portal Preferences for the Agent

Portal Preferences allows you to set up the name for your Portal, default e-mail greeting, and default
Portal Preferences. To access this screen, go to Preferences > Portal Preferences in the main menu tree.

Portal Name - Set up a name for your Portal. The name of the Portal is displayed in the web address
that your Contacts will use to access the Portal. This name is used by all Contacts who log into your
Portal, so choose your name accordingly. Each Contact will then log in using their username and
password to enter their personalized site.

E-mail Greeting - Set up your standard e-mail greeting that will be used for Portal e-mails. A default
greeting is provided, or you may customize your greeting. You may also customize each greeting
individually before it is sent. You can also choose to have the initial greeting e-mail automatically sent or
withheld upon account creation.

Portal

=
awmmetromls <= Suggest

Name:

g in to your Portal

Status:
Email Greeting

¥/ When Creating New Accounts, Automatically Send Email Greeting

Templates: You currently have no e-mail templates

Subject: A "Portal” for listing information

Message:
File = Edit ~ Insert ~ View - Format ~ Table - Tools ~
B 7 U A ~ A ~ FontFamily » FoniSizes ~ &= = = = = v = v = =  MyPhotos
List Photos

I've set up a customized website called a Portal for you. Using this site, you can keep track of listings,
send me messages, and keep track of listings you like and dislike. Follow the link below and enter your
login information to begin using your Portal. Once you are on the website, be sure to save the address as a
Favorite so you can easily visit again. In the lower right panel of the Home Screen, you will be able to
change your password to whatever you like,

Bus;ness Generic Card v

Card: Angela Washington-Marshall, EcoBroker, e-PRO
Metro MLS Staff

Muttiple Listing Service

B 11430 W. Morth Ave.

‘Wauwatosa, Wi 53226

414-778-5450

awmmim@gmail com

hitp:/Nonew. metromis com
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Default Subscription Settings — The settings in this section determine what events will trigger a

Subscription to send listings to your Contacts.

Default Subscription Settings
Event Add to News Feed by Default
New v

Price Change v

Sold v
Open House
Pending v
Back On Market
Extension

Status Change ¢

Use inherited defaults

Portal Preferences - The settings in this section determine what statuses will be retained in your
searches, how to display listings from Subscription links, the Start Position the listings to where the
listings will open, The List View and Sort that will be used, and select which tabs of the Search Results
screen you would like to make visible by default on all Contact Portals.

Portal Preferences

Exclude these listing statuses from
appearing in the news feed unless the |~ AAIlows you to control what happens to

status is included in the search: listings that were previously sent to a

Active Contact via Subscription after the status
Pending no longer matches the Contact search.
Closed

Expired

Coming Soon
Listing links from email show:
MLS Default (Show News Feed)
News Feed
Emailed Listings
* Saved Search
Start Position: | Default v

— .
Controls how your Contacts view

listings in Subscription emails.

Choose what tab you would like the

List view 0 _ng i
Business Opportunity 7 ¥ listings email link to open.
* Use view agsociated with search/link

List sort
® Sort listings by New or Recently Changed first
Use the sort associated with the view
¥ Detail
* Report  Full Report Addtl Photos v+
¥ Mortgage Calculator
Photos Choose which tabs of information
Video(s) you would like displayed using the

Virtual Tour check box options.
Map

Messages /
Branding
Card Orientation: | Top v
—
I:l Accent Background Color

Choose a view to display on the List
tab and how to sort those listings.

LURRL RN VAN VAR WAL R

Save and View =l Save
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The options in the ‘Listing links from email show’ are defined as follows:

e MLS Default (Show News Feed) — opens to show listings in the News Feed. This is the
default for all Subscriptions.

e News Feed — Same as MLS Default.
¢ Emailed Listings — opens to show only the listings sent in that particular email.
e Saved Search - opens to show the listings currently in the search saved to the Contact.

NOTE: The default Detail report listed in this screen is the 1-Line Report; make sure you change this
to the data sheet you would like your Contacts to view.

Contact Management Screen

Under the Advanced menu, you have settings that allow you to create Portal accounts with or without
notification and affect the way you view your Contact List on the Contact Management screen.

) Contact Management daAdd Contact & P"MIE
Search: G

Export Contacts

Barkleys awmmim@gmail.com 414111111 ON
Home Buyer awm050501 @yahoo.com OFF Create Portal Accounts
Portal Contact butterscotchbabytbe@gmail.com OFF  Create Portal Accounts with Invite

Show/Hide Quick Add

Customize Contact List

You may create a Portal account for all Contacts at one time using one of the ‘Create Portal’ choices
from the Advanced menu. Clicking on either Create Portal Accounts or Create Portal Accounts
with Notification will accomplish this. The difference between the two is ‘Create Portal Accounts with
Notification’ will immediately send an e-mail to all Contacts alerting them a Portal has been created for
them; a system generated username based on their Display Name, and password will also be included in
the e-mail. This can be changed at any time, by either the Contact or you. The agent can change both
the username and password at any time; the Contact can only change their password.

NOTE: Creating a single Contact Portal for the first time is recommended.
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The Customized Contact List feature in Contact Management allows you to include additional
columns to show you whether the Contact has a Portal account, the date/time of their last login, listings
you have recommended, listings you have hidden from their search, and their chosen saved and hidden
listings. Clicking Advanced > Customize Contact List link brings you to the following screen:

E Return to Contact Management

Customize Contact List

Click labels below to add and remove columns

S Display Name

23 Portal

# Saved

S@ Phone

# Recommend # Hidden by Consumer

S@ Last Login % E-mail Activity (M/V) # Unread Messages

% Subscription Last Match % Subscription Listings to Approve

Reorder or remove existing columns

Name E-mail $2Phone 32 Portal

X X @ @ @ @

Adding too many columns may make your contact list difficult fo read.
=] save Changes @ Cancel

S@ Last Login

S@ E-mail
% Hidden by Me
% Subscription Listings

In this screen, you can click on the green plus (+) sign of an item to add it to your Contact List view. To
remove an item, click the red X for that item. You may also order the columns in any format you desire.

After making your selections, click the Save Changes button.

Your Contact Management screen results will look similar to the following screen.

£ Contact Management

gpAdd Contact L Print [/ Advanced

Search: Q Group: All Contacts v |
_E-mail Phone Portal Saved Recommend  Unread
Barkleys awmmim@agmail.com 414111111 ON 18 8 10
Home Buyer awm050501@yahoo.com OFF 0 0 1
Portal Contact butterscotchbabytbe@gmail.com OFF 0 0 0
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Portal link

The Portal link is only accessible from the Contact within Contact Management. As stated before, you
may create multiple Portals at one time using the options under the Advanced menu in Contact

Management. You may also create Portals one at a time for each Contact.

One way to create a Portal for a Contact is to start at Contact Management. Under the Display Name
column, click the Contact you would like to create the Portal for. The information window for that
Contact will display. Click the Portal link; the option for creating the Portal will display. Enable the

Portal by clicking the ‘Create Portal Account’ button.

A email notification will be sent to the Contact’s primary email address. Included is a brief description of

Portal Contact

CONTACT DETAILS SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES NOTES LISTING NOTES LINKS

%) No listings automatically sent to this contact

Most Recent Unsaved Search

No unsaved searches

¥ Send Invite

Create Portal Account

EDITCONTACT REMOVE DEACTIVATE TRANSFER CLOSE

the Portal. At this point, they will click the ‘Sign Up’ button to begin access to their Portal.

38

@ Angela Washington-Marshall, Angela Washington-Marshall via flexmls < notify@flexmail flexmls.com:> = Oct3at 233 AM
To: butterscotchbabytbe@gmail.com

Angela Washington-Marshall, Angela Washington-Marshall has invited
you to sign up.

I've set up a customized website called a Portal for you. Using this site, you can keep track of listings, send
me messages, and keep track of listings yvou like and dislike. Follow the link below and enter your login
information to begin using your Portal. Once you are on the website, be sure to save the address as a
Favorite so you can easily visit again. In the lower right panel of the Home Screen, you will be able to
change your password to whatever you like.
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Your Contact will be routed to the sign up screen for thie Portal. In this screen, their primary email
address will already be lited; this will be their user name to log into their Portal. They will enter their first

and last names, create a password 4-8 characters in length and then click Sign Up. At this point, they
will be logged into their Portal.

SIGN UP LOGIN

Your own portal account

o Confirm your information
allows you to save listings,

N From now on, you'll use your email to log in.
get updates automatically, d : =
and much more.

fcupihibiru@throwam.com
First name* Last name*
Password®

Confirm Password*®

* required field

Brought to you by

Angela Washington-Marshall
Metro MLS Staff Flexmls® Web

Copyright @ 2016 FBS.
All rights reserved.

The options on the Portal link will appear. This includes options to view the agent version of the
Contact’s Portal (View Portal link), manually e-mail the Portal link using Reset Account (agent’s Portal
URL), access to the default listing collections that come standard with all Contact Portals, a notification

setting for log in activity for that Contact, and settings to change that individual Contact’s Portal options
(Change Settings link).

Copyright © 2018, Multiple Listing Setvice, Inc. 39



You can also disable and re-enable the Portal (On and Off radio buttons), view Contact activity, such as
last login, and listings marked as Saved and Hidden. You can view listings you (the agent) have marked
as Recommended and Hidden by Agent. Your Contact can save listings to Collections they create; the
contents of these can also be viewed by you.

Portal Contact

CONTACTDETAILS SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES NOTES LISTING NOTES LINKS

=] ClientPortal: ® ON © OFF [ View Portal
e

Your portal url: http://portal flexmis.com/awmmetromis

No listings automatically sent to this contact

Portal Listing Collections No Listing Activity Available
W Saved 0 Clear

W Recommended 0 Clear

W Hidden 0 Clear

W Hidden by Agent 0 Clear

Portal Activity

Last Active 10/03/2017 09:46 AM

4
Send a message to me when Portal Contact logs into the portal on a
computer

Most Recent Unsaved Search
No unsaved searches

Portal Account

Username: butterscotchbabytbe@gmail.com
Reset Account

Change Settings...

EDITCONTACT REMOVE DEACTIVATE TRANSFER CLOSE

NOTE: If you had a Contact that had a Portal created before January 26™, 2016, you may have Portal
Listing Collections preceded by the word ‘Archived’.

Portal Listing Collections

W Saved 0 Clear
W Recommended 0 Clear
W Hidden 0 Clear
W Hidden by Agent 0 Clear
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The Change Settings link allows you edit settings

for the way that particular Contact views their

Portal, such as the Start Position (which screen appears when they first click the link to open the sent e-
mail), the view used to list properties in the List tab, how to sort listings on the List tab, and other tabs
of information to include, such as report type, documents, photos, virtual tours and maps. Once you

have made your selections, click Save Settings.

Portal Contact

CONTACT DETAILS SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES NOTES LISTING NOTES LINKS
,r‘—,—‘ Client Portal: ® ON © OFF [ View Portal
Your portal url: http://portal flexmis.com/awmmetromis
No listings automatically sent to this contact )
Portal Settings

Portal Listing Collections Exclude these listing statuses from
W Saved appearing in the news feed unless the
W Recommended status is included in the search:
W Hidden Active
W Hidden by Agent ¥ Pending
Portal Activity ¥ Closed
Last Active ¥ Expired

Coming Soon
@ Listing links from email show:
Send a message to me when Portal ® Agent Default (Show News Feed)
computer News Feed
Most Recent Unsaved Search Emailed Listings
No unsaved searches Saved Search

Preview mode subscriptions are unaffected by this setting and
Portal Account will always link to the news feed
Username: butterscotchbabytt Start Position: Default v
List view

- [Business Opportunity *] v

® Use view associated with search/link
Change Settings... List sort

B Cart lictinaen har Aaas ar Daannbhs Shoancnd fiend -

(] Save Settings @ Cancel
EDIT CONTACT REMOVE DEACTIVAIE  TRANSFER

For an agent to mark listings as Recommended and/or Hidden by Agent, they will need to go to the
Contact’s Searches/Subscriptions link, highlight the appropriate search in the Searches box, and then

click the View All link in the Results box.

Barkleys
| SEARCHES/SUBSCRIPTIONS
C_Q Searches Results q, View Totals
bl 53207 — View all -
Milwaukee Communities View new in the last 24 hours
open house
Tosa SF View new since 03/19/2018 04.49 PM
Wirex test Reset time and view new since 03/19/2018 0449 PM
Subscriptions b Add a Subscription
:2; Add Q Rename =2 Edit S@ Remove Search Parameters
Property type Single-Family; Status of 'Active’; Zip Code like 53207 ; New results include new
View listings, price changes, and status changes.
Single Family

Listing Activity Report

EDIT CONTACT

Copyright © 2018, Multiple Listing Service, Inc.

Created September 12, 2016, Updated Apri 19, 2018

REMOVE DEACTIVATE

TRANSFER CLOSE
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This will route the agent to the Search Results screen showing all properties for that search. On the List
tab, next to the address of the listing, you will see four icons. To add a listing to the Contact’s
Recommended collection, click the ‘suitcase’ icon; to hide a listing from the Contact’s search, click the
universal ‘no’ icon. This will place that listing in the Hidden by Agent collection.

EI Return to Contact Management

H

Angela Washington-Marshall,
Angela Washington-Marshall,

EcoBroker, GREEN, e-PRO

-

News Feed

Searches
(,‘: elm grove sf
@& met NOT quick

€& Milwaukee Comm

-
(L5 open house
% Tosa Condos

More

Listings

[ Hidden

1.7 Saved

(/) Hidden by Agent
£33 Recommended

[ ] Created 3-1-17

] Super Hot House

elm grove sf

(1 1»e

Results: 25| Selected: 0 alja

for Barkleys E@® (=] save JE-Mail & Print [ cMA &, Export ShowingCart
Edit Search  List Detail Photos  Map Compare Messages
== - 12 + Sortw View |[Single Family *] "
Recommended Est. -
Dstal Full Half GGarage  Total
Price | Status | MLS# Municipality List Price Bedrooms Baths Baths Spaces Type Sq. Ft.
$289,000 - & O Elm Grove 289,000 3 2 0 2A 1,634
12655 e
Meadow Dr
Elm Grove, WI 53122-
2623
"Active / 1542754 ~
$325,000 5 ;'.:;D Elm Grove 325,000 3 2 0 2A 1,890
125630 e
| Gremoor Dr
~ Elm Grove, W1 53122-
1805
Active / 1550523 «
$359,900 . = QD Elm Grove 359,900 3 1 1 275 A 1,816
1740 *

Westmoor Ter

_ Elm Grove, WI 53122-
1059

Active / 1545498 ~

Hidden by Agent

NOTE: Your Contacts will not receive an automatic update notice of new search result updates
through their Portal; this is only done through having your Contact set up on a subscription.

42
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Messages link

Barkleys

CONTACT DETAILS ACTIVITY SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES

4 Contact Messages:
i

NOTES

The Messages link archives all message communications between you and that Contact, along with date
and time stamp of message sent. Here, you can create, read, reply to, and delete messages. You may also
expand all and collapse all messages using the Expand all messages and the Collapse all messages

links at the top of the Contact Messages window.

LISTING NOTES LINKS

)
[J Send a message to me when Barkleys logs into the portal

Expand all messages  Collapse all messages

lWrite a message to Gnarls E Barkley
Search m s

Displaying messages 1 through 50 of 76 << Prev1 2 MNext ==

Note added to 16735 Mary CIiff Ct, Brookfield, WI 53005 (MLS# 1580656)
[1570807] Contact request, 8035 N Spruce Rd., River Hills, Wl 53217-1523
[1517397] Contact request, 16895 Vanderbilt ST, Brookfield, W 53005-2777

Re: Note added to 3526 N Frederick Ave, Shorewood, W1 53211-2509 (MLS# 1560396)
[1559830] 4520 N 100th ST, Wauwatosa, W| 53225-4706 (MLS #1550830)
Note added to 655 Meadow Ln, EIm Grove, Wl 53122-2451 (MLS# 1552509)

Note added to 555 Hawks Ridge Rd, Brookfield, W1 53045-6322 (MLS# 15451935)

From: Gnarls E Barkley 05/10/2018
From: Gnarls E Barkley 03/13/2018
From: Gnarls E Barkley 02/14/2018
To: Gnarls E Barkley 12/20/2017
From: Gnarls E Barkley 12/20/2017
From: Gnarls E Barkley 10/03/2017
From: Gnarls E Barkley 10/03/2017 ™

EDIT CONTACT REMOVE

Barkleys

CONTACT DETAILS ACTIVITY SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES NOTES

% Contact Messages:

DEACTIVATE

TRANSFER

CLOSE

You may also search messages with that Contact using the Search messages link. This tool allows you
to search Contact messages using message type, Contact name, and date range.

LISTING NOTES LINKS

=

Select type(s) of messages: Contacts:
All contacts

All messages and notes
Contact requests
Showing requests
Showing feedback

MLS numbers:

All MLS numbers [l
1393084

1411703 v

Gnarls E Barkley

Open house feedback
Messages

Private notes

Map Recommendations and

1DX Approval Request l:r—nl

<< Prev 1 2 Next ==

Dates between:

Displaying messages 1 through 50 of 76

Note added to 16735 Mary CIiff Ct, Brookfield, Wl 53005 (MLS# 1580656)

[ Send a message to me when Barkleys logs into the portal Meifaanessage to Gnarls E Barkley
Expand all messages Collapse all messages

 Update list | "= Clear (Z)Cancel

From: Gnarls E Barkley

~

05/10/2018

EDIT CONTACT REMOVE DEACTIVATE
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Notes link

On the Notes link, the agent can keep track of any notes in regards to the Contact they would like.

Barkleys

CONTACT DETAILS ACTIVITY SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES NOTES LISTING NOTES LINKS

%, Contact Notes:
(4 Contact transferred from Scott Lang

2/06/2014 516 PM

Contact transferred from Angela Washington-Marshall
| 2/05/2014 9:22 AM

added user 5/1/2008
2 5/01/2008 11:10 AM

op Add New & Print

EDIT CONTACT REMOVE DEACTIVATE TRANSFER CLOSE

Listing Notes link

On the Listing Notes link, you can view notes a Contact has made on any of their listings using the
Listing Notes function. Listing Notes are specific to the Contact and Listing in question.

Barkleys

CONTACT DETAILS ACTIVITY SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES NOTES LISTING NOTES LINKS

Listing Notes: Sort by
1580656  [Z
May 10, 2018

1561590 =
Feb 14, 2018

1560396 [
Dec 14, 2017

stikwero;tidopitkdoperktpwoer;tk;riktgdo;fl
i want

really like want to see
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A Contact can make a note on any listing in their Portal by clicking on the Actions button located on
the thumbnail photo of the listing on the List tab; this will present options, including a button for
Listing Notes.

LAVES | I TATES | e L S TT. ML BRI PR SR IITL R L LOT LIFLAM ed SSRGS ed AT ek S TE \Hg-

$935,000
655 Meadow Ln
Elm Grove, WI 53122-2451
Active / 1552509

=] Contact 5 Print E Share || B2 Messages

@ Listing Notes

NOTE: If you click View All on a search in Seatches/Subscriptions and see the ‘notepad’ icon on a
listing is yellow, that means the Contact has made a private note on that listing; you can click the icon to

read the note.
. \2)
$94,000 A @ Listing Notes for 1469353
W === |

4127 N 92ND ST
Wauwatosa, Wl 53222-1615 i don't like being on the corner

Active / 1469353 =

o T

-

0 @ . $139,000
— 4218'N 93rd St

Wauwatosa, W 53222-1509 he
Active [ 1479678 =

Save | Cancel

VA
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Links link

The Links link keeps a list of all manually sent e-mails for that Contact. The links will remain for 30 days
from the date sent. On this tab, you can view the content of the sent e-mails, view the description (what
was in the Subject line when the e-mail was sent), the View included on the List tab, how many times
the e-mailed link was viewed (Hit Count), and the last time the e-mailed link was viewed. You can also
delete sent links from this tab by clicking the red X’ that corresponds to the link you would like to
delete. Deleting any manually sent e-mails from this screen will remove them from the Searches and
Reports section of the Contact’s Portal dashboard. Deletions from this screen do not affect the My Sent
E-mails screen.

Barkleys

CONTACT DETAILS ACTIVITY SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES NOTES LISTING NOTES LINKS

J.‘)) Contact Links:

- Description View Hit Count Last Viewed At Sent At
& Search Results [ Listings Single Family 0 05/23/2018 at 11;&: %
& Search Results [ Bayside Listings S 1 05/10/2018 at 09:“?1 05/10/2018 at 09’:1&11 %
& Other |: Comparable Market Analysis none 0 JELi s ngh?ll b4
& Search Results [ Listings Single Family 0 05/01/2018 at 03|230h:| %

EDITCONTACT REMOVE DEACTIVATE TRANSFER CLOSE
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Saved Searches / Custom Hotsheets

You can track your saved searches, or create personal Hot Sheets in FlexMLS using the Saved Search
function. From the menu tree, start with Search > Saved Search. To begin a new search, click the New
button. This will take you to the Full Search mode. Begin by defining the parameters you would like to
include in your saved search. After completion of your search, click on the Save link in the upper right
cornet.

This will bring you to the Save Search screen. Give your search a name that identifies its purpose. For
example, if your search subject is condominiums in Brewers’ Hill, call it “Brewers’ Hill Condos.” If you
wish to define the events for this search, and time range to update new listings, click on Additional
Search Options, leaving None chosen for the Contact. Select your desired events and choose the time
range to be considered for new listings. Then click on Finish. The search will save and bring you to
the Show My Saved Searches screen. The Show My Saved Searches screen lists all searches you have
saved that are 7ot saved to a Contact. From this screen, you can create new saved searches, edit existing
searches, or remove searches you no longer want. You can also view and access the following:

o View all — stores history of everything found for the selected search since the day it was
created and still valid for the search parameters.

e  View new in the last (time frame) — updates your selected search using this segmented time
frame.
o View new since (date and time) — updates your selected search using the shown date and

time as a starting point.

o Reset the time and view new since (date and time) — resets the date and time to current
when you click the link, thus setting a starting point for the next time you come in to update
the selected search.

e Favorites - Any Saved Search that you have marked as a Favorite
e Recent Searches - A combination of your 5 most recent Saved Searches and/or Draft Searches
e Saved Searches - All of your Saved Searches

e Draft Searches - As you enter search criteria, FlexMLS will automatically save your search. If,
for any reason, you navigate away from the search screen before completing or saving a search,
you will still have access to the draft. You will find your 3 most recent draft searches on this
screen. They will be labeled with when they were last automatically saved.
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.| Show My Saved Searches

Saved Searches

Favorites
Recent Searches
53207
Draft Full Search
Draft Multiple Address Search Results Search
Draft Full Search
Saved Searches
53207
Delayed Hotsheet
Washington Heights - DO NOT DELETE
Draft Searches
Draft Full Search — 6 months ago
Draft Multiple Address Search Resulis Search — 6 months ago
Draft Full Search — 12 months ago

Description

W Favorite (click to unmark)
Created October 27, 2017, Updated October 27, 2017

Search parameters

Metro MLS, WIREX - except Metro MLS;Property types Single Family, Condominium, Two-Family;
Inside a map search polygon; County of 'Milwaukee'; Status of 'Active’, 'Sold'

Search description

Results S, View Totals

% New L& Edt |2 Rename

View all —
View new in the last 24 hours —
View new since 10/27/2017 12:10 PM —
Reset the time and view new since 10/27/2017 12:10 PM —

New matches include new listings, back on markets, price changes, status changes and open houses

If you have searches that you use more often and would like them to appear at the top of the Saved
Searches list, you may mark them as a Favorite by selecting the search and then clicking the Not a
favorite (click to add) link.

NOTE: When you define a new search in this screen, for the Reset the time and view new since
<date & time> link, it will automatically default to a month back. Clicking this link will timestamp it
for the current date and time.

48
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Quick Search

If there is a search that you find yourself doing a lot, for example, waterfront property, you may find it
easier to create a search that has just the criteria you need to search for instead of using the Full Search.
In that case, Quick Searches are for you!

Creating Quick Searches

1. To create a Quick Search, under the Preferences menu, click My Quick Searches. This will bring
you to the My Quick Searches Preferences screen.

My Quick Searches Preferences
Available Quick Search Templates Description
Search template:

02 Two-Family [iﬂher‘t_e‘j] 01 Residential - Single Family
03 Vacant Land [inherited]

04 Multi-Family [inherited]

05 Business Opportunity [inherited] Applicable to the following property type: Single-Family
06 Condominium [inherited] . -
. - - This b |ats heritable.
07 Commercial/Industrial [inherited] : DE;::;::;,E“:E":";' wmewm
03 All Categories [inherited] + Uses view Residential
09 Residential Rental [inherited] o

Report Generation [inherited]

Scott QS [inherited]

Sources Number of groups: 0
Test For Matt H. Support [inherited] Number of fields: 13

New Edit Remove Give to someone

2. You will see the quick searches that already exist in the system, created for the FlexMLS. To begin
creation of your own, click the New button. This will take you to the New Quick Search Template
screen. Start by giving your Quick Search a name (i.e., Water Frontage Lots). Next, choose the

property type(s) you would like for this quick search. Choose the view you would like to associate
with this quick search.

1. Type the name for your New Quick Search Template
Quick Search.
Quick te Properties
Quick search name ingle Famiy Waterfront
Two-Family
Vacant Land
2. Select the property types ulFamy
. : P Ypes 8us Opportun
you want to include in your Bus Opporurty
. ondominium
QUle Search. Commvindustrial
Residential Rental i
Business Opportunity M
- CHA I |
Default View Comm/industrial
o Condominium 2
3' SeIeCt the defaUIt view fOf Note that if you remove the selected view, this template wil also be removed.
your Quick Search. TS
4. Click Next.
3. Now, choose the fields you would like this search to run every time you run it; for example, county,

price, lot size, # of rooms, etc. You do this by selecting the fields you would like to search from

Copyright © 2018, Multiple Listing Service, Inc. 49



the left side column and adding them to the right side by clicking the Add button. If you are
finished, click Next to save your newly created Quick Search template.

NOTE: If you hold down your CTRL key continuously while selecting your choices, you can then click
Add to add them all at the same time, instead of one at a time. To select a group in an alphabetical list, click
the top one, hold down CTRL, then click the bottom one. This will select the whole group at one time.
These keyboard commands will be referred to throughout the manual.

Available Fields

1. Select a fields
to add to your
Quick Search.

Choose Fields for Quick Search Template

[TypETreegeg Comae |
Type: Farm i
Type: Hobby Farm
Type: New Construction
Type: Separate Quarters
Type: Single Family
Type: Subdivision
Type: To Be Buit
Type: View of Water
Type: Water Access/Rights o
Type: Waterfrontage on Lot ‘_|

Type: Wooded Lot
Tane:

Lot Li

2. Click Add. ——— Add=

Section Header

Lake Access

Add ==

Prevent Deletion of Quick Search (Superusers only)

[ Protect this Quick Search from deletion.

Group and Field Setup
Template Layout

Quick search name: Single Family Waterfront

/

If you want to add a
section header, type
the name for the
header here, and then
click the Add button.

County P
Municipality

List Price

Bedrooms

Garage Spaces

Garage Type

Body of Water
Lake Access

Type: Waterfrontage on Lot
Type: Water Access/Rights

. 4.

Mext ==

Fields are added to
this list. If you want
to move a field up or
down in the list, click
the field you want to
move, and then click
Move Up or Move
Down.

Move Up
Wove Down

Remove

Click Next.

This will take you back to the My Quick Search Preferences screen. Now, you will see your created Quick Search.
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Available Quick Search Templates

My Quick Searches Preferences

01 Residential - Single Family [inherited]
02 Two-Family [inherited]

03 Vacant Land [inherited]

04 Multi-Family [inherited]

05 Business Oppartunity [inherited]
06 Condominium [inherited]

07 Commercial/Industrial [inherited]
08 All Categories [inherited]

09 Residentizl Rental [inherited]
Report Generation [inherited]

5 [inherited

Single Family Waterfront
Sources
Test For Matt H. Support [inherited)

New

Give to someane

4 Search template:
Single Family Waterfront

Description

Applicable to the following property type: Singlz-Family

# Detail group headings will print.
 Uses view Full Listing View.

Number of groups: 1
Numnber of fields: 3
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There are a few more features on this screen that you should be aware of:

o Edit is used to edit or change your Quick Searches. If you want to edit a Quick Search, select
it, then click Edit.

. Remove is used to delete your Quick Searches. To remove a Quick Search, select it, then
click Remove.

o Give to Someone is used if you want to share the Quick Search that you created with any
current member in the MLS.

Using Quick Searches

To use Quick Searches, under the Search menu, click the Quick Search link. This displays the Available
Quick Searches screen. You'll notice that there are some searches that have Metro MLS to the side.
Those are searches that the MLS has created for you to use.

Begin by entering your data. You have your choice of immediately seeing the results (See Results or
View), seeing what number of matches you have based on what data you provided (Update), using all
results and going directly to create a CMA (CMA), or saving the parameters as a search, either for a
Contact, or a personal hotsheet (Save).

Available Quick Searches

Available Quick Searches Description
(1 Residential - Single Famil 01 Residential - Single Family
L2 Twa-Family (Metro MLS) Single-Family
- ’ 03 Vacant Land (Metro MLS) Status
This is a list of the/ 04 Multi-Family (Metro MLS) County
available quick 05 Business Opportunity (Metro MLS) Municipality
06 Condominium (Metro MLS) List Price (VR)
searches. The ones 07 Commercialflndustrial (Metro MLS) Sold Price
that have “(Metro 08 All Categories (Metro MLS) _Bretd:oBoThs
" 09 Residential Rental (Metro MLS) otal Bathrooms
MLS) .aftel’ them are Report Generation (Metro MLS) Garage Spaces
predefined for you. Scott QS (Nancy Realtors) Garage Type
Single Family Waterfront Body of Water
g [more fields]
ources
TestFor MattH. Support (Nancy Realtors)

/ Use

To use a Quick Search, select a . .
search. and then click Use. This side of the screen contains a

list of the fields available for the
chosen (highlighted) Quick Search.

Using your mouse, select the search you want to use, and then click the Use button. The next screen
will display the available search fields for the quick search. Begin by entering your data. If you need to
include additional details to search, click your mouse in the Add a field to the search box. The Add a
Field screen will appear in the right side window. You can add a singular detail by clicking your desired
choice, or add all the details in that section by clicking anywhere within the header. Your choices are to
view your listings immediately (View Results), see the number of matches you have based on what data
you provided (Update Count), view results on the map, use all results and go directly to create a CMA

Copyright © 2018, Multiple Listing Service, Inc. 51



(CMA), export data in a .CSV format (Export), e-mail (E-Mail), print (Print), or save the parameters as
a search; either for a Contact, or for a personal Hotsheet (Save).

Add a Field
pop-up

n Print ﬂ_} CMA & Export ShowingCart

01 Single Family work on behalf of a contact =] save E-Mail

Detail

« 1@ Edit Search  List

View Results: 25,034

Photos Map Compare Messages

Quick Search= Map Search Full Search

>

Property Type of Single Family

Browse » 4
Add A Field
¥ Sstatus of Active i T
= i == Accessibility
Listing Date x
w2 ‘ Bedroom on Main Level Laundry on Main Level
List Pri
isthnce Full Bath on Main Level Open Floor Plan
i X
Sold Price Ramped or Level Entrance Ramped or Level from Garage
Bedrooms = Roll in Shower Grab Bars in Bath
Total Bathrooms X Level Drive Elevator/Chair Lift
Garage Spaces X Addl Accessibility Features
Garage Type X Activities
Body of Water EC Tour of Homes Date Open House Date
o i b4
Subdivision Add a Field to Any Bedroom on Main Level
School District the search box  «
Any Bedroom on Main Level
Street Name = "
== Appliances Included
Start Showing Date =
Oven/Range Disposal
+ Dishwasher Microwave
o ) Washer Dryer
- Additional Search Options
Water Softener-owned Water Softener-rented
A Window A/C Freezer
Videos Other None
Documents Refrigerator
Virtual Tours == Architecture
Open House Date Log Home Farm House
Tour of Homes Date Manufactured A-Frame
within Listing Cellection Prairie/Craftsman Raised Ranch
Other Ranch
Bungalow Contemporary
Colonial Cape Cod
Tudor/Provincial Victorian/Federal
== Basement
Full Shower
Full Size Windows Stubbed for Bathroom -
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Search by Map

Using Map Search utilizes the Quick Search templates for your parameters while giving you access to
add a defined geographical area on the map in the same screen. To use, click on Map Search; choose
your desired property type search and then click the Use button.

01 Single Family work on behalf of a contact [ save E-Mail & Print [#i] CMA & Export [ ShowingCart

| |:|\> (7] Edit Search  List Detail = Photos Map Compare Messages

View Results: 28 4 Quick Search |Map Searchw Full Search

Property Type of Single Family . liw's: R ACRES
A a

s or MLS # Browse »

= [l Polygon
¥ status of Active 4 =

Listing Date X 3]

List Price
g3

Sold Price # \

Bedrooms |

Total Bathrooms 38)

Garage Spaces £ | %

Garage Type e

Body of Water

Subdivision

School District

Street Name

Start Showing Date ot 1 =
3 i ] Bay View |
== Add a field to the search '- P

= Additional Search Options

Pictures
Videos @
Documents & TIPPECANOE e U B

any aseyn s

Virtual Tours 5148 E Howard Ave e E Howard

Open House Date

Tour of Homes Date

View Results: 28 Clear

The left side of the screen is where you select the parameters you would like to use, such as Location
Search, status, price, county, municipality, etc. The right side of the screen is the map. To define a
geographic area for your search, left-click the shape on the bottom toolbar you would like to use (shown
is the polygon) and then left-click on the area of the map where you would like to begin to define your
shape. Double-click to complete defining your area.

NOTE: For more information on using maps, please refer to the Map Tab Options under the Search
Results Tab section or Map Server in User Guides > FlexMLS Manuals section of FlexMLS.
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Search by Address

In the Address search function, you can search for a specific address or range of addresses. You would
search for a range of addresses, for instance, if a customer tells you he or she saw a property for sale, but
can’t remember the exact address.

1.

Address Search

54

To start a search by address, open Menu; under the Search section, click Address. The system
displays the Address Search screen.

If you want an exact address number, type it in the From field.

Most often, you’ll want to leave the Street Direction blank. What if the listing agent didn’t enter
the street direction? In that case, you wouldn’t find the address if you enter the street direction.
Of course, you can enter it if you like, to narrow down your results.

House #

11430

Street Dir

Street Name

Begins with

Unit#/AddIAddr

County

Milwaukee x

State

Select

To
Enter the street
v North name here.
Use the Unit #/Addl Addr
field for addresses that
have unit numbers, such
as condos.
Municipality
Kelect
Bayside
Brown Deer
Cudahy
SHOW FILTI
Fox Point
Franklin =
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4. Enter the street name in the Street Name field. This field is a “begins with” field. If you type
“MAIN” in the Street Name field, the system finds “Main,” “Main St,” “Main Street,” or any
street that begins with the letters “MAIN.” (Don’t enter “Street,” “Road,” “Avenue,”
“Parkway,” etc. If the listing agent didn’t put in that information, you won’t find the listing.)

5. You can also enter the county, municipality, state, and ZIP code where the property is located.
If you’re not sure, you don’t have to enter anything for those fields.

6. The Unit # Addl Address field is used for additional address information for multi-family
properties and condominium unit numbers. Again, you don’t have to search on this field. We
recommend that you do not use this field.

NOTE: The less data you enter, the more property results you will get.

Additionally, you have search options for the following filters:

HIDE FILTERS ~

Status Property Type

Select [ Single Family x | | Multi Family x

‘ Vacant Land x ‘ Commercial x ‘

[ Farm x } [ Rental x } [ Condominium x } v

Status Change Date

From To

Included Listings

All listings v

Here, you can narrow down results by status, property type, a status change date, or by all listings in
FlexMLS, your office’s listings, or your own listings.
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Search by Multiple Addresses

The system allows you to search for multiple addresses at the same time. There are a variety of reasons
why you might want to do this. For example, you may be given a list of expired listings — the fastest way
to search for all of those listings is to perform this type of search. A customer may approach you with a
set of addresses for properties that interest them — again, this search is the fastest way to get to those
listings.

1. To start a search for multiple addresses, open the FlexML.S Search menu and click Multiple
Address. The system displays the Multiple Address Search screen.

2. Type an address number you want to search for in the Street Number field.

3. Most often, you’ll want to leave the Street Direction blank. What if the listing agent didn’t

enter the street direction? In that case, you wouldn’t find the address if you enter the street
direction. Of course, you can enter it if you like.

4. Enter the street name in the Street Name field. This field is a “begins with” field. If you
type “MAIN” in the Street Name field, the system finds “Main,” “Main St,” “Main Street,”
or any street that begins with the letters “MAIN.” (Don’t enter “Street,” “Road,”
“Avenue,” “Parkway,” etc. If the listing agent didn’t put in that information, you won’t find
the listing.)

We recommend you leave the
Street Direction blank —

h - Multiple Address Search
exception would be using a
Enter Search Information
numbered street name. Street Number 1 Direction Streut Name Ui A S

| \
Enter the street names.

Enter the address
numbers you want to

find.
Choose status to search O — e Choose your property
Vacan Land type search option
Choose whether you want o
all the available listings that o Click Next to go to the Search
meet the rest of your search bl Results screen.
criteria, only your office’s Vil
listings, or only your own ST R
I|St| ngs Includa anky YOUR Extings —

5. By default, the system will show you all the listings that match your search criteria. You can
narrow down the search to show listings from only your office (click Include only YOUR
OFFICE’s listings) or only your own listings (click Include only YOUR listings).

6. Click Next. The system searches for the listings of the addresses you entered and takes you

to the Search Results screen.
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Search by MLS Number

The fastest way to find listings in MLS is by using multiple MLS numbers.

1. To start a search by MLS number, under the FlexMLS Search menu, click MLS Number.
The system displays the Search for Multiple MLLS Numbers screen.

2. Type the MLS numbers into the MLS Number fields.

3. Click Next. The system will search for the listings corresponding to the MLS numbers you
have entered and displays the Search Results screen.

Search for Multiple MLS Numbers

MLS Number MLS Number
1581214 1574142

" T

Enter the MLS numbers for the
listings you want to find in the MLS
Number fields.

Select the MLS you would like
to search MLS:

Click Next. The system takes you WIREX - except Metro MLS
to the Search Results screen. \

Mext ==
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Search by History

History is the record of a property. History records show all the listings that have been made for a
property, all the status changes to those listings, and when those status changes were made. History
searches are good to do when:

o You’re going on a listing appointment. Before you meet your seller, run a history search on
the property to see what other listing activity has taken place. You may be able to get clues
about how you can go about selling the property.

o If you want to try to sell a previously expired listing, run a history search to find out what
previous activity has taken place for the property.

You can run a history by MLS number, but that will return information only for that MLLS number — not
for every time the property has been listed. You’ll get more results by running a history for the address
rather than the MLS number.

If you can’t find history information for a given property, or if you want to see history information for a group
of properties around the property you’re listing, you can search for a range of address numbers on a street.

1. To start a search by address, on the FlexMLS Search menu, click History. The system displays
the History Search screen.

2. If you want an exact address number, type it in the From field.

3. Most often, youll want to leave the Street Direction blank. What if the listing agent didn’t
enter the street direction? In that case, you won’t find the address if you enter the street
direction. Of course, you can enter it if you like to narrow down your results.

Enter the address number or range of
address numbers you want to search for.

If you want to search for a specific address,
enter the address number in the From field.

Enter the street
name here.

History Search
Enter Search Information

Street # Street Direction Pfx

Street Name

From G818
To

clovernook

Marathon -

[Glendale N
Marinette Greendale
County: Marquette Municipality: | Greenfield
MCHE‘W}’ Hales Corners
Menominee

Wv

Status Date

Milwaukee -

MLS #:

to

MNext ==

If you want to find the history
of a single MLS number, enter
the MLS number here.

58

Click Next to go to the Search
Results screen.

If you want to limit your history
search to records that were created
in a given date range, enter the
dates in the Status Date fields.
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4. Enter the street name in the Street Name field. This field is a “begins with” field. If you type
“MAIN” in the Street Name field, the system finds “Main,” “Main St,” “Main Street,” or any
street that begins with the letters “MAIN.” (Don’t enter “Street,” “Road,” “Avenue,”
“Parkway,” etc. If the listing agent didn’t put in that information, you won’t find the listing.)

5. You can also enter the county and municipality where the property is located. If you’re not sure,
you don’t have to enter anything for those fields.

NOTE: Remember, the less data you enter, the more search results you will get.

6. The MLS # field allows you to search for a single MLS number. Remember, if you search for a

single MLS number, you will not find other listings for the property.

7. The Status Date fields allow you to narrow the history search down to only those records
created between the dates you enter. For example, if you are interested in only those records
from the past seven years, you can enter the appropriate dates in the Status Date fields and the

system will return records from within that date range.

8. Click Next. The system searches for the listings that meet the criteria you entered and takes you
to the History Search Results screen.

Using the History Results Screen

The History Results screen shows you the known listing history for the address(es) you entered in the

History Search screen.

The Status code shows you the
status of the property.

=< Back

History Search Results

Matches: &

Listings 1 through & of &

Status

Click the white “i” in the blue e
square to see the listing history. [EEEE

ACT*
PND*

If a listing has been purged, the /.sea

MLS #
450910
296353
124716
124716
124716
124716

Address

3640 W CENTRAL AVE
G640 W CENTRAL AVE
3640 W CENTRAL AVE
3640 W CENTRAL AVE
3640 W CEMTRAL AVE
3640 W CEMTRAL AVE

Mun

Franklin
Franklin
Franklin
Franklin
Franklin
Franklin

Status Date
6/15/1999
9/26/1996
6/26/1991
7/12/1991

9/4/1991
1/11/1994

List Price
134,900
129,000
111,900
111,900

111,900

Sold Price
134,900
125,000

110,500

listing history is displayed directly e

on this screen. A red asterisk (*)
indicates a purged listing.

There are two ways the History Search Results screen shows history entries.

o Normally, you will see the last status for a listing. In this case, the listing history is available to

you by clicking the blue square that contains the white

(13424
1

next to the listing status code.

o Listings shown with a red asterisk (¥) next to the status code have been “purged.” This means
that information associated with the listing’s MLS number has been removed from the system
to save space. This has happened with listings that were sold earlier than the last quarter of
1995, or listings that expired earlier than the last quarter of 1997. You can, however, see the
changes in status associated with purged listings (as shown in the above illustration).

NOTE: The Street # field matches up to the first 5 characters. Unit numbers are not matched.
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The status codes shown on this screen are:

This status code: Means this listing was/is:
ACT Active

PND Pending

EXP Expired

SLD Sold

PRG Purged

WTH Withdrawn

PCH Price Changed

BOM Back On Market

EXT Extended

(13424
1

When you click a white “1” in the blue square, the system displays the listing history for the listing.

== Back

Listing History for Listing 722361

6818 W Clovernook, Milwaukee, Wl 53223-5754
Lizting member: BLIA M CHA (inactive) of Vameng Realty (vameng)
Entry Date: 09/28/2004 Status: Scld Sold for 3125 000

Qriginal Lizt Price: § 135,000 Original Lizting Dats: 08/28/2004

Date Time Who Changed It What VWas Changed 0ld Value Newr Value
S/28/2004 08:25 AM Central Blia M Cha new new lizting new lizting
S/28/2004 12:05 PM Central Blia M Cha text text change  text change
S/28/2004 12:05 PM Central Blia M Cha Public Remarks WILL FOLLOWY Large =ingle family with drive
9/25/2004 10:23 AM Central Blia M Cha picture Main List #1
S/25/2004 10:23 AM Central Blia M Cha picture
S/25/2004 10:23 AM Central Blia M Cha picture
S/25/2004 10:24 AM Central Blia M Cha picture
11/1/2004  03:1% PM Central Blia M Cha Lizt Price 135000.00 135000.00
11/1/2004  03:20 PM Central Blia M Cha Lizt Price 135000.00 125500.00
11/24/2004 11:35 AM Central Blia M Cha Status Active Pending
11/24/2004 11:35 AM Central Blia M Cha Pending Date 1141042004
AMTI2005 10:11 AM Central Metro MLS Status Pending Clozed
AMTI2005 10:11 AN Central Metro MLS Selling Member Angela Hunt
Shorewest Realtors, Inc.

AMT2005  10:11 AN Central Metre MLS Sold Date 121152004
1172005 10:11 AN Central Metro MLS Sold Price 129000.00
11772005 10:11 AM Central Metro MLS Termz of Sale FHAZD

== Back
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Search by Office/Member

The FlexMILS system allows you to search for contact information about offices and MLS members.
This is a good way to look up office and agent codes for agents who sell your listings.

To start a search for an office or member, open the FlexMI.S Search menu and click Office/Member.
The system displays the Office/Member Seatch screen.

You can either type in the Name, Member/Office Code, E-mail address, Primary Phone, Fax, or Zip
Code to search for contact information or you can click the Pick From a List tab to pick offices and
members from a list.

You may enter your search criteria or you can
choose the Pick From a List option. Click Options button for
additional search options.

ffice/Member Search

% [£] Pick From a List

Name, Member/Office Code, E-mail, Primary Phone, Fax, or Zip Code: || Find Q: Options

Include members not in list
Include inactive members ¥ Metro MLS
WIREX - except Metro MLS

Languages

The following is an example of searching for a member by typing in a name or a member code.

Office/Member Search

Q [& Pick From a List 1. Enter the member’s name or

member code here, and then
Name, Member/Office Code, E-mail, Primary Phone, Fax, or Zip Code: Find %@ Options click Find

Offices
Mo offices found.

3. Click on the name of the
member you want from this
list.

Rose A, Realtor _ — The membt_er’s mfor_matuon appears
Nancy Reators here. The information that appears
~ Home Fax - (414)775-6143 . . R

cell - (414)778-9311 here is whatever information the

Office Phone - (414)778-5400 ext. 150 member has provided to Metro MLS.
11430 W. North Avenue

Wauwatosa W 53226

Office Code: nancy

Member Code: rosie

rosie@meiromls.com

angela@metromis.com

hitp:/fenw miswis.com

hitp:/fenw. metromis.com.
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NOTE: You can search members included in WIREX MLS’s using the Options button.

Using Edit Search Options

From the Search Results screen, you may edit your existing search criteria by clicking the Edit Search
tab. You have three options in editing your search; Quick Search, Map Search, and Full Search.

Quick Search

When you edit a search using the Quick Search link, you will get the following screen:

Search Results work on behalf of a contact

(1 1»e

View Results: 17

County ( of
= Milwaukee

Municipality ( of
% Wauwatosa
Property Type of Single Family
¥ status of Active (2

¥ Bedrooms between 3 and 4

¥ Total Bathrooms between 2.5+

¥ Garage Spaces between 2+

== Add a field to the search

Browse »

= Additional Search Options

Pictures

Videos

Documents

Virtual Tours

Open House Date
Tour of Homes Date

within Listing Collection

(=] save E-Mail & Print # CMA L Export B ShowingCart

Edit Search  List  Detail Photos  Map Compare Messages

Quick Searchw | Map Search Full Search

7

listings matched your search

View results in a list
Show listing details
See photos, videos, and virtual tours
Map the listings
Compare listings
Send Messages about listings
Save, E-mail or Print your listings
Create a CMA or Export

In the left side pane, your current search parameters will be shown. The right side pane will display the
number of listings using your current search parameters, along with various function links. Notice, in the
left side Edit Search pane, you will see that the parameters of the features you have chosen are
hyperlinked. For example, clicking on the link Active for the parameter of Status will allow you to make
a change to a different status. Also, notice in the parameter of Status, the word ‘of” in also hyperlinked.
This allows you the inclusive/exclusive options. The X’ at the end of each parameter allow you to

delete that parameter from your search.

Clicking ‘of” will change it to the excluding
7 . option of ‘not of'. What that means in this
Architecture not of Ranch

"anch

62

example is, it will give you all architecture
except Ranch; thus excluding ranch style
homes from your search.
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Other inclusive/exclusive choices include:

View Resulis: 15

County ( of
* Milwaukee

Municipality ( of )
®x Wauwatosa

Property Type of Single Family

¥ Status of Active

¥ Bedrooms between 3 and 4

¥ Total Bathrooms between 2 5+
¥ (Garage Spaces between 2+

¥ Architecture not of Ranch

¥ not Ranch

== Add a field to the search

Browse »

County allows you to include or exclude
your selection using the ‘Of button
located to the right of the heading. To
edit this selection, use the Location
Search box.

Municipality allows you to include or
exclude your selection using the ‘Of
button located to the right of the heading.
To edit this selection, use the Location
Search box.

Property Type allows you to edit the
property types to be searched.

Status allows you to edit the status(es)
searched.

The links for Bedrooms can be edited to
read between, not between, and in
ranges of; Clicking on either number for
bedrooms will open a text field to allow
you to change the number. The same is
for Bathrooms, Total Bathrooms, Garage
Spaces.

The small %’ in the upper right corner of
the option, or to the left of your selection,
will allow you to delete that parameter
from the search.

You may add additional parameters to your search other than what is shown in the Edit Search pane. To
add a specific field you had not previously selected, click your mouse in the Add a field to the search
box. To browse available fields, click your mouse in this field; this will bring up the Add A Field screen
in the right side pane. Locate and select your options by, one at a time, clicking the desired field. The
tield will be added to the left side edit pane in the same format as the other search parameters. Once you
have completed editing your search, you may click the View Results link to immediately view the new

matches.

+ Add a field to the search
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In the example shown, we wanted to add a list price; the word ‘list” was typed into the box. On the right
side pane, you have your choice of fields to search starting with the word ‘list’. Click on the List Price
link under Price to add that parameter to your search.

Search Results work on behalf of a contact [ save E-Mail & Print fCMA % Export [ ShowingCart
4 PO Edit Search  List Detail Photos Map Compare Messages
View Results: 17 Quick Searchw | Map Search Full Search

‘ Browse » o
County (of Add A Field

* Milwaukee
Municipality ( of == Documents on File

x Wauwatosa

‘ Listing Contract ‘

Property Type of Single Family

¥ Status of Active % . .
Listing Information

“ Bedrooms between 3 and 4

= Sub Agent Commission Sub Agent Commission Type
o A +
Total Bathrooms befween 2.5+ Bonus to Broker Broker Owned
¥ Garage Spaces between 2+ % Buyer Agent Commission Buyer Agent Commission Type
+ i ﬂ Electronic Consent Excl. Agency Contrct
s
| Limited/Unserviced List Price (VR)
- Additional Seﬂtmans Named Prospects Owner
i Property PIN Var. Comm
Pictures
Videos Member
Documents Listing/Selling Member Listing/Selling Office
. isting/Selling Company isting/Selling Association
Type your search | .. . . Listin/Selling Associati
Virtual Tours
parameter to add
Open House Date here rbrimrors Click the search
——
Tour of Homes Date List Price parameter to add

County ( of

% Milwaukee

Municipality ( of
x Wauwatosa

Property Type of Single Famil The List Price parameter now appears in the
left side parameter pane. Click on the

number representing the minimum or
maximum list price to open those fields to
x enter your price range.

¥ Status of Active X

Bedrooms between 3 and 4

¥ Total Bathrooms between 2.5+
¥ Garage Spaces between 2+ X
¥ List Price between 185000 and 240000 =

185000 to|240000) |
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The Additional Search Options section lets you further narrow your results to include or not include
listings with pictures, videos, documents, virtual tours, and open house / tour of homes dates. You may
also determine the number of each of these items in minimum and maximum.

The Pictures option allows you to search
listings with a specific number of photos loaded
¥ Pictures of 6+ to a listing.

= Additional Search Options

6 to |max
The Videos option allows you to search listings

with a specific number of photos loaded to a
Documents listing.

Videos

Virtual Tours .
The Documents option allows you to search

listings with a specific number of photos loaded
Tour of Homes Date to a listing.

Open House Date

within Listing Collection X . .
The link for Virtual Tours can be edited to read

Has or Does Not Have.

The links for Pictures, Videos, and Documents can be edited to read between and not between;
Clicking on either number field will open a text field to allow you to change the number.

There are 2 options available for both Open House Date and Tour of Home Date search options.
Links can be edited to read in the next, between, and not between.

When you enter a number of days, you will have access to the date range boxes.

¥ Open House Date in the next 10 days

in the next |10 days

Options can be edited to open a text field to enter a specific number of days, or a date range calendar
box.

¥ Open House Date between 11/9/2017 and 11/19/2017
11/9/2017 to | 11/19/2017 i55t
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The Listing Collection search option allows you to include or exclude list numbers of properties saved
in a listing collection. Putting a check in the Listing Collection search box opens a drop-down menu
with your saved listing carts. The link can be edited to read within or not within.

¥ within Listing Collection tosa cma (6)

tosa cma (6) v

Map Search

The Map Search link allows you to edit your search to include or exclude a defined geographical area on
the map.

For more information on using maps, refer to section Using FlexMLS Maps.

Search Results work on behalf of a contact ] save E-Mail & Print [ CMA &, Export ShowingCart

4 \} (7] Edit Search | List Detail Photos Map @ Compare Messages
Full Search

View Results: 12 4 Quick Search || Map Searchw

‘_': ation, address or MLS # Browse »

County ( of
% Milwaukee
Municipality ( of )

175)
@
* Wauwatosa i

190,

z

Az, 5 ES
=7
ot

Shape | within | n
x Il Polygon ‘ i

|

Property Type of Single Family ‘ i

# Status of Active X T "f.,'

1S 4109 N

s N Eurl
b ﬁ’v T
7 «

by, aﬁ’s
"4,

* Total Bathrooms between 2+ | o N

= [T1_J

z 0,
Add a field to the search = ¢ W Meinecke : = Y0,
+ h Ave = ‘ ~ W North A b W North Ave

+ Bedrooms between 3 and 4

15 Y192 N

W Center St

=)}
o

¥ Garage Spaces between 2+ \U(.‘]

b,
&
®
0
0
=

- Additional Search Options

Pictures

Videos

Documents
Milwaukee Regional
Virtual Tours 1 Medical Center =

Full Search
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The Full Search link allows you to edit your search using the Full Search tabs.

Search Results work on behalf of & contact [ save EdEMail & Print @ CMA & Export ShowingCart

Edit Search List  Detail Photos MaE Compare  Messages
R R

> O

View Results: 12

Quick Search Map Search

Main Exterior Dates Interior/Rooms Taxes Address/School Other Office/Member Summary
¥ Status Active N ¥ County Marinstts N [#! Municipality River Hills -
Delayed Marquette Shorewood
Pending McHenry South Milwaukee
Sold Menominee St. Francis
Expired - Milwaukee - Wauwatosa -

See All and Select Date Ranges See All

[} Contingent With Offer [ List Price o () Sold Price _ to
999999999999 999999999999

[ Exclude See Al

I“El v Total 2 to [9599 ¥ Garage Spaces Iu
- 999999999999

) Subdivision

¥ Bedrooms

[} Body of Water

|

) GarageType  [Anached -
Detached
None -

See All

) state

- [} Street Name

() School District 21st Century Preparatory School
Abbotsford
Adams-Friendship Area -

See All

See All
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Custom Sort

You may sort “on-the-fly” on the Search Results screen by clicking the column header you want to sort
by. You will then have the option to choose whether to sort the results in ascending or descending

order.

(1 ]re
Results: 6 Selected: 0 & [E 2

] Price | Status | MLS # List Price
$82,000 82,900
O 4608 N 127th St
F Butler, Wl 53007-1802
Active / 1349941~ C
$133,812 133,812

5021 N 127th St '
Butler, WI 530071201

Price Reduced Active /1346900«

w0

Edit Search

List

Detail Photos Map Compare  Messages

Bedrooms Total Bathrooms
2 1
3 15

= - 10 + Sotw Wiew |[Single Family *]

G Spaces Garage Type

=]

Est. Toffl Sq. Ft. Properny Type

2D .« Sort Ascending
 Sort Descending
25D 1,383 Single-Family

You can also choose to set up a customized sort using any columns of information by clicking the Sort
link to access several preset sorts, such as Highest Price First, Lowest Price First, or New or
Recently Changed First. Click Edit Sort to access the Change Saved Sort screen.

Search Results work on behalf of a contact

< > o
Results: 12 Selected: 0 &[22 B8

Postal

= Price | Status | MLS # Municipality

Active / 1554764+ C

$248,900
2553 N 62nd
St

D Wauwatosa

| Wauwatosa, Wi 53213
£ 1513

Active / 1538255 =

$269,900

7902 W

' Livingston

& Wauwatosa, WI 53213-
11128

Active / 1552939« C

ar g $279,900

2 1367 N 64th
# Wauwatosa,
W WI 53213-2973
= Active /1552493 = C

o

7 D Wauwatosa

o

D Wauwatosa
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[:j Save

| E-Mail g Print @ CMA ,_‘_’_,, Export ShowingCart

Detail Photos Map Compare Messages

Sort link
Edit Sea
Full
List Price Bedrooms Baths
249 900 4 2
269,900 4 2
279,900 4 2

Half
Baths

&

& MLS Number *] v

ew or Recently Changed First
Price - Highest First Est. Acreage
Price - Lowest First
Status
Coordinates B 011
Municipality

Days On Market
Bedrooms

Total Bathrooms
My Saved Sorts

Status then Price

Top 3 ‘

\~ hntehest d
3 ingle-

Family

0.14
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In the ‘Change Saved Sort’ screen, to add sort fields, select your desired fields by selecting them under
the ‘Available Fields’ column. Once you have selected your desired fields, you can use the arrow buttons
in ‘Selected Fields’ to move a selected field up or down the list - your sort will follow the order of fields

as displayed.
Change Saved Sort

Available Fields for single-Family

Q, Search

Selected Fields ciear List

t Status
t List Price

Bonus to Broker
Broker Owned
Named Prospects
Electronic Consent
Excl. Agency Contrct
Var. Comm.
Limited/Unserviced
Owner

Property PIN

List Price (VR)
Property Information
Property Type

# of Rooms
Bedrooms

Tntal Rathrnnme

t Address
t Bedrooms
t Total Bathrooms

[ Cancel H Save As H Save ][ Apply ]

-

® Ascending () Descending ®
® Ascending Descending &€
® Ascending Descending 3¢
® Ascending () Descending P4
@ Ascending © Descending 3¢

You also have the option to manually sort listings on the Selected link by clicking any place on the
whitespace of the listing, and then either using the double and single up and down arrows located at the
bottom left of the screen, or dragging each listing into your desired order.

Selected link

Search Results work on behalf of a contact [l save EIEMail & pPrint fCMA & Export ShowingCart

4 [ T] Edit Search  List Detail Photos Map Compare Messages
Results: 35 Selected 35 4 .2 B == - 10 + Sotw View |[Address & MLS Number "] v |
Postal List Full Half G Garage Est. Total Sq. Property Est *
] Price | Status | MLS # Municipality Price Bedrooms Baths Baths Spaces Type Ft. Type Acreage
i
1“ $121,000 Wauwatosa 121,000 4 2 0 2D 1,666 Single- 018
5 4225 N 95th St Family
Wauwatosa, W
53222-1522
Active / 1557421 »
$159,900 =5 7 =, Wauwatosa 159,900 3 2 0 25D 1,026 Single- 0.17
4154 N 98TH ST = %4 E( Family
Wauwatosa, W
53222-1423
Wl Active / 1555051 »
$174,900 ==, , Wauwatosa 174,900 4 2 0 2 A 1,564 Single- 025
4222 N 96th St =% E( Family
Wauwatosa, W
53222-1531
Active / 1548576+ C
$175,900 ===V » Wauwatosa 175,900 4 2 0 25 A 2,298 Single- 0.15
9525 W Grantosa — © Ef Family
Dr
Wauwatosa, Wl 53222-1502
Active / 1555755 =
$179,800 5 72y =, Wauwatosa 179,800 4 2 0 25D 1,863 Single- 014
4079 N 98th St = E( Family
Wauwatosa, W
53222-1463
Active / 1536184 =
$179,900 =5 7 =, Wauwatosa 179,900 3 2 0 25 A 1,500 Single- 01
303 N 111th St = E( Family
i Wauwatosa, W <

Sort arrows
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Create a CMA

A Comparable Market Analysis (CMA) is a comparison between properties that are like a property
you’re trying to sell. A CMA is used in pricing a property — you compare the property you’re trying to
sell to properties that are like it (the same area, same style, etc.).

There are two ways to run a CMA:

o Run a search. (We recommend you use a Full Search or one of your saved searches.) You can
choose to go directly to the Create CMA from the tabbed full search screen by clicking CMA
in the upper right corner. You can also view your results on the Search Results screen, select
your comparable properties and then click on the CMA link to create your CMA.

o On the FlexMIL.S Search menu, click CMA. From the CMA screen you may select the search
method that you want to use to begin the CMA. (Again, we recommend you run a Full Search
or one of your saved searches.) You can click on CMA in the upper right corner of the Full
Search screen, or, when you get the results of your search, select your properties then click the

CMA link.

When you click the CMA link from the Search Results screen, the system displays the Create CMA
screen, which shows you options for creating your CMA. There are three CMA types to choose

from: Full, Quick, and Statistical.

and a recommendation.

and other statistics

Select Statistical Type

Create CMA Step 1
Select CMA Type
There are 50 selected listings.
Camparabia Harksk Analysis far 11 Statistical Mi
vl ot vara] I
High| 259.600| 20900
m i |
* Full CMA Quick CMA Statistical CMA
The Full CMA is useful for sellers and includes options The Quick CMA is useful when comparing a set of The Statistical CMA is useful for buyers and provides a
for a cover page, subject property information, listings without a subject property. This option creates a table of information broken down by listing status or
comparable properties, value adjustments, a summary side-by-side comparison, a price analysis summary, another field of your choice.

Statistical Average Field: | Est. Total Sq. Ft.

v

Used to calculate "price per this field" in the Overall Statistical Analysis section of the CMA

Next Step ==

The Statistical Average Field applies to the Statistical CMA; select the Statistical Average Field you wish
to have calculated for the CMA from the drop-down list of available fields. For example, you may wish
to base your comparison calculations on Est. Acreage if you are creating a CMA for Vacant Land.
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Full CMA

Full CMA will allow you to produce a full report which may include a cover page, information regarding
your subject property, a map of your subject and comparable properties, and a summary statistics report.

Cover Page Tab

Once you are in Create CMA, the system allows you to enter cover page information. You can type in
the name of the Contact you are creating the CMA for and also type in any other information in the
comments field.

Your signature will automatically be added to the cover page. The selected option shown below will just
include your name and office as currently shown. The Generic Card option will list your full profile
signature; this includes your name with saved designations, the address, your main contact number, e-
mail address, and web address listed in the Quick Profile Maintenance section of your profile

If you have uploaded an agent photo to your profile, this will automatically be added to the cover page
as well. Once you have personalized the cover page, you can then click on the Next Step button to take
you to the subject tab.

= Return to search results

Create CMA Step 2

Cover Pase Subject ‘ ‘

Cover Page Information

Title: |Comparable Market Analysis

For: |Hume Selled
As of: (8 [Tuesday, January 5, 2016 Always Use Current Date

By: Rose A. Realtor of Mancy Realtors
| e v

Comments:

( 0 of 3000 character max )

Next Step >>
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Subject Tab

The Subject tab allows you to either auto-populate the fields from an existing listing using the MLS
number, or manually enter the information for the property you are creating the CMA for.

You can add, change or remove fields. You may also create templates containing personally chosen
fields to use and reuse. Click on the magnifying glass next to the field you want to change, click the
drop down arrow and select the new field. To add a field, click on New Item and then click the drop-
down arrow and select the new field. To remove a field, click the red x on the right side.

To move the order of the fields, click on the double arrow, this will then give you an up and a down
arrow to click on to move the field to the place that you want it. When finished, click on the double
arrow again.

You can save the template by clicking on the Save/Replace Template button on the bottom of page.
In the pop-up window, you will have the option to save it as a new or existing template, name it, and
make it the default template for the Subject tab.

Click Map Location
to manually map
your subject property
on the Comparables

Click Auto-Populate from
Existing Listing to type in a
previous list number to auto
populate the subject information
\ for the CMA.

Create CMA \ Step 3

Cover Page MEA Comps L | ‘
Subject P;o;e;ty_ndd” : Information = Su;ject Photo b ) N

AddNess 1: [9058 North 60th Street
AddreXs 2: | No photo
v: |Brown Deer

Statey |WI Zip: [53223 Upload photo
Show Map Location | Auto-Populate Fields from existing Listing | Remiove/photo
Subject Property Additional Information
Template: | [None - custom fields] |»| Delete/Rename Template
flexmis field name Field name i.e. Lot Acres Description i.e. 3 acres Action
Type A |Type | X3
County Q, [County | x @
% of Rooms |2 of Rooms | x$
New llem | Remove Al items | _Save/Replace Template | /
<< Previous Step / Mext Step »>

Click the red X to
Click on the magnifying glass remove a field.

next to the field you want to Click Nevx_/ Item
to add a field.
change.
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You can upload a photo for the subject property on this tab too. Click on Upload Photo, this will open
the Image Uploader dialog box. Click on the Choose File button, this will open the browse files
window. Select the photo, click Open, this will pull the file name into the ‘Choose File’ field for you.

NOTE: The suggested photo file size for any one photo is 5 MB.

Select photo to

upload and click | < open N,
Open to upload <« - 4t » ThisPC » Public(¥:) » angela » Houses v O Search Houses P
Organize = Mew folder = » [ o
~
era Uploads * Name Date modified Type Size ™
Music [& 11430 W North Ave Main Front 5/6/201311:35 AM PG File
Photos room 2 5/6/201311:39 AM PG File
. Public condo 5/21/2013 %27 AM JPG File
conde2 5/21/20139:28 AM PG File
J@a OneDrive
[& condo3 5/21/2013 3:28 AM PG File
[0 This PC & condod 5/21/2013 %:28 AM  JPG File
[ Desktop condo3 3/21/2013 %29 AM  JPG File
Documents condob 5/21/2013%:29 AM PG File
& condo? 5/21/2013 3:29 AM PG File
* Downloads
& condos 5/21/20133:30 AM  JPG File
D Music & condos 5/21/20139:30AM  JPG File
[=] Pictures condol0 5/21/20139:31 AM PG File
Camera Roll condell 5/21/2013 9:31 AM JPG File
Saved Pictures @ Dining 5/6/201311:37T AM  JPG File v
B Videns . *
File name: | 11430 W North Ave Main Front | LAl Files v

Click Choose File to
upload photo.

[3 met.flexmls.com/cgi-bin/mainmenu.cgi?emd=url+ph

Image Uploader
Enter the filenam®of the image you wish to upload.

File: Choose File | House.jpg

Caption: |I"|.-'1aj|:-r curb appeal||

Send Image

Supported image types: JPEG, GIF, EMP. Cther file formats may work, but they are

not guaranteed to do so.

Click the Send Image button. To remove the photo, click the Remove Photo link on the Subject tab.

If you do not have the information or are not interested in using a subject property in your CMA, you
can simply scroll down to the bottom of the page and click on Next Step.
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Comps Tab

The Comps tab allows you to confirm your choice of comparable properties. All of your comparables
are selected by default. If you do not wish to use all of them for the summary price recommendation,
you can manually deselect the comparables you do not want to use. However, all comparables (selected
or not) are used to calculate the Unadjusted Overall Market Analysis.

Create CMA

Step 4 =l save

Cover Page

Subject | CM Adjustments
!

Please Select Comparable Listings

Select List Number Status Address Price Action
1319371 Active 2621 N Wauwatosa Ave Wauwatosa WI 53213-1136 $1559,000 }( @_} @
1314227 Active 2629 N 83rd St Wauwatosa WI 53213-1028 £$239,000 b @ @
1311384 Active w/Offer 2616 N 86th St Wauwatosa  WI 53226-1924 £274,900 P
1316586 Active 8427 Jackson Park Blvd Wauwatosa WI 53226-2802 $275,500 X @ @
1301854 Active 2517 N 91st St Wauwatosa WI 53226-1834 £309,300 X @ @
1307583 Active 2135 N 93rd 5T Wauwatosa WI 53226-2607 400,000 }( @ @
1320432 Active w/Offer 2530 Pasadena Blvd Wauwatosa WI 53226-1948 £425,000 X @ @

Q‘ Add Comparables 2@ Show Only Selected Comparables
== Previous Step Mext Step ==

Click Add Comparables to add both

MLS and Non-MLS comparables to

your CMA

Click Show Only Selected

Comparables to delete the listings

that you didn’t select

Use the arrows to rearrange the
order of the comparable properties

Use Globe to report an unmapped

listing or map your own

You may remove a comparable by
clicking the red ‘X’ next to it

There are five ways to add comparables to your CMA. All five ways start by clicking on the Add
Comparables button, which is located at the bottom of your current list of comparables. From there,
you can enter comparables using any one of the following methods:

74

Search for comparable properties within a specific geographical area by using Mapping

Use a search by clicking the Full Search button

Use the drop down arrow to select the Listing Cart that contains the comparables that you
want to include and click on Add Comps.

Enter the MLS number you want to include in your CMA in the List Number field and click

Add Comps.

Click on the Non-MLS Comparables tab and then on Create New Comparable. This will
bring you to a screen where you can enter in the information about the non-MLS comparable.
Once you have completed the necessary information, click on Save This Comparable. Your

comparable can now be found listed under Available Non-MLS Comparables, select it and
click Add to CMA. You can edit and save non-MLS comparables for use in future CMAs.

Copyright © 2018, Multiple Listing Service, Inc.




Click Non-MLS Comparables tab to
select or enter new non-MLS comparables.

|t [HomiiLs J MLS C Non-MLS Comparables |
& Mapping :
Enber a search radius (in miles) that you wish io begin with Aalla bl Non-M S Com arabl es
bz rrilels) 9, Find Comps gle Family (123 Main Street. Milwaukes, W
S, Full Search -
Click the Find Corps bufton 10 the right o begin your full sexch
%, Quick Search & Eond o
Find Cormps _
Select s Quick Search below, ond click the Find Gormps btion fo begin Addto CMA | Edit G Delete C | Create New Comparable

01 Residential - Single Family »

Name: Single Family
" Listing Collection
Selert & ksting collection you wish from
Garler cma (8 hstings) 5 % Add Comps The following is some information associated with this comparable:
Address: 123 Main Street

5 MLS Number Milwaukee, Wi 53223
Enter MLS numbers separatid by commas (Exampde: 2157 5036) List Price: $150,000

W% Ax Camps Sold Price $142,500
MLS: Metro MLS v

A Returm o GA

“A Return to CMA.

Once you have selected your comparables, you can click the Next Step button on the comparables tab.

Adjustments Tab

The Adjustments tab allows you to make market value adjustments to your comparables. For
example, if your subject property has a full finished basement and your comparables don’t, you can
adjust the market value of the comparable properties to a market value based on properties that do
have finished basements.

NOTE: For Market Values, see your broker, tax assessor or appraiser.

To make an adjustment, select a field from the left and enter the adjustment for each comparable
property on the right. To add a new adjustment not on the list, select the property you want from the
Adjustments For Comparable list and click on the New Adjustment button. Then enter a description
and an adjustment value.

Select a field to make an Click the address to display a full report for Enter the adjustment for
adjustment. the comparable. each comparable here.

|

/ s s [dswe
5 R S vT— Summary .
e arimis - Auto-Adjust Comparables
P Lisking Dwts

- : - e 1 will add adjustments based
.| Crmzarutls |Badrzzm syt & -
| m/ [ # on your rules and the
| 'i_l!l_ rndy Brook T _'!:l:l:l f
30900 —

— ety wren e differences between your
alidie ! | o — subject property and

Y EY Ty

E240 W Cwa= Rd - Sy R
| = comparables. This process
=] ] i . .
/ will only add adjustments
LB Apno-Adje Compandies L Fanova A Saramaiic and not modlfy any Of your
gl ATjiEmER] STy - .
Aujustmests For Comparable (5572 4 rardyaroge T1 =] existing adjustments.
Degrripd i a4k vhue B §155,40)
Bednaome 4 | B x £254,502

Add a new custom
T fon st | el S et Lt _ / adjustment field or edit

~| existing adjustments.

Comments may be added
to describe adjustments.

You can also create a list of standard adjustments. This will allow you to use the same adjustment
without having to enter the description and value each time you create a CMA.
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Click on the Edit Adjustment List button; this will bring up the Adjustments window. You can create
new adjustments and edit previously saved adjustments. To create a new adjustment, click on the Add
New button; enter the description and value in the appropriate fields and then click on the Save button.
Your adjustment is now added to the Available Adjustments list and will be available each time you
create a CMA. Click on the Return to CMA button to return to your CMA.

Automatic Adjustments || Manual Adjustments

Available Manual Adjustments
Full Bath {+2500) -

"%' Add Mew % Remove

Add New Adjustment
Description +- Value

= 0 Save

<A Return to CMA

To expedite the process of adjusting prices, set up auto adjustments based on values for your area. You
determine the value per unit and save your values for future use. For example, if in your market one
square foot of residential space is worth approximately $75, you may set that value in your auto
adjustments, and then with one click, adjust all property values in your CMA.

Automatic Adjustments | Manual Adjustments |

Available Auto Adjustments
Single-Family-# of Rooms [+3000/unit)

‘%‘ Add Hewr 23 Remove

“A Retumn to CMA
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Summary Tab

The Summary tab gives you all the statistical information for your comparables. The information
provided includes:

. Summary of listings by statuses.
° Low, average, median, and high comparisons.

. Overall market analysis (Unadjusted), which includes average square footage, average price per
square foot, and average days on market for all comparables, selected or not.

After you have viewed the statistical information, you can click on the Next Step button to continue.

Create CMA Step 6 Save

Cover Page | Subject ‘ Comps | Adjustments ﬁ Recommendation | Finish

Price Analysis

1200363 4548 N Parkside Ct, Wauwatosa WI $150,480 $120,500 $129,500
1316726 4130 N 93rd St, Wauwatosa WI 155,000 $155,000 £155,000
1319026 4570 N 101st St, Wauwatosa WI 156,900 $156,500 £156,900
1319371 2621 N Wauwatosa Ave, Wauwatosa WI $159,000 $150,000 $159,000

1264655 11121 W Potter Rd, WI £102,350 $160,500 $169,900

1304135 2531 N 70th St, Wauwatosa WI £239,000 $235,000 §235,000
1295528 2628 N 93rd St, Wauwatosa WI £279,900 $25%,900 5265,500
1314407 3321 N Menomonee River Pkwy, Wauwatosa WI $275,000 $275,000 $275,000
1320702 2652 N 82nd 5t, Wauwatosa W1 $289,800 $289,800 5285,800
1315042 4744 N 103rd 5t, Wauwatosa WI $125,000 $125,000 $125,000
1319158 7517 Milwaukee, Wauwatosa W1 $174,900 $174,500 5174,300

1270252 2935 N 122nd St, wI $189,900 $185,900 5185,500

1293767 4131 N 93rd St, Wauwatosa WI $157,600 07/12/2013 $157,500 - $157,500
1283745 4758 N 108th 5t, Wauwatosa WI $159,900 201 201 06/28/2013 $147,000 - $147,000
1297326 2431 N 69th St, Wauwatosa WI $189,900 93 33 06/21/2013 $185,000 - $185,000
1301961 2253 N 71st St, Wauwatosa WI $225,000 107 107 07/12/2013 $223,000 - $223,000
1277644 10410 W Burleigh 5t, Wauwatosa WI $229,900 196 136 06/12/2013 $215,000 - $215,000
1308166 2374 N 101st 5T, W1 $289,900 5 5 06/25/2013 $295,000 - $295,000

£129,500 $129,000
$154,060 $223,929
$156,900 $239,000
$169,900 $289,800

Active 5 770,300 154,060 0 0 . 0.00 117
Pending 7 1,567,500 223,929 1] o 0.00 1,628 136.91 0.00 75 143
Sold 6 1,252,400 208,733 1,222,500 203,750 0.00 2,070 110.23 107.87 118 118

| == Previous Step Mext Step == |
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Recommendation Tab

The Recommendation tab allows you to choose three different ways to calculate the recommended price
for your subject property.

° Choose Calculate High/Low Price using High/Low Price from comparables to have
your Subject Property Listing Price Recommendation based on the High, Low and Average
price of your comparables. This recommendation can be changed by adding or removing
comparables or by making adjustments to the comparables.

o Choose Calculate High/Low Price wusing a percentage above/below the
Recommended Price, enter a percentage and click recalculate to have your Subject Property
Listing Price Recommendation calculated based on a percentage below and above the
recommended price.

o Change any of the fields by clicking in the field and typing in a new value.

To advance to the next tab, simply click on the Next Step button.

Make adjustments to these numbers
as needed.

4 Retumn to Search Results

Create CMA \ Step 7 (= Save

Cover Page Subject T\ Comps | Adjustments Summary Recommendation | Finish
1 L 1

Subject Property Listing Price Recommendation

Low: § [lL61,000
High: $ |200,000
Recommended: § I182,833

Listing Price Recommendation Options

@ Calculate High/Low Price using High/Low Price from comparables

(7) Calculate High/Low Price using a percentage above/below the Recommended Frice

/ Recalculate

<< Previous Step / Next Step ==

/

Select which method you would like
used to calculate the low and high
price recommendation.

NOTE: The values on the Recommended tab only uses the sold comparables if you have that status
included; if you don’t, it will use values from all statuses.
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Finish Tab

The Finish tab is the last step in creating your CMA. This is where you tell the system exactly what
information you would like displayed in your CMA.

There are many items that can be included in your CMA.

Copyright © 2017, Multiple Listing Service, Inc.

Cover page contains information about the property owner and your contact information.

Map of subject and comparable properties is a map with the subject property and/or
comparable properties on it. You can choose the map rendering or a satellite map.

Subject property description gives the details about the subject property.

Side-by-side comparison of all listings displays three comparables with the subject property
on the left side.

Sort side-by-side comparison by status allows you to group your comparable listings by
status for this view.

Search parameters display the search parameters used for the CMA.

Statistical summary gives the statistical details about the comparable properties. There are
options to display a chart that represents the data and include listing price recommendation.

Display Listing Price Recommendation shows the recommended price for the subject
property.

CMA Color Scheme will change the color scheme of your CMA.

Individual adjustment summary for each listing displays the adjustments for each comparable.
Include listing detail using this report allows you to select the format for the reports.

Print all listings will print all of the listings in your search.

Print only listings marked as comparable will only print the listings that were selected as
comparables.

3-up comparison is a three-up CMA format that does not include the subject property on the
left side or any adjustments.
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E-mailing and Printing a CMA

Once you have selected the items to display, you can either e-mail, save, view, or print your CMA using
the options from the Finish tab. It is always a good idea to view the CMA first just to make sure the

format is correct.

e E-mail: Click to e-mail the CMA to a previously saved or new Contact.

e Save: Save what you have entered to complete or use at a future time.

e View: Use to preview what your CMA will look like; if you would like to make changes, close
the CMA report and select your desired tab(s) to make changes. You can also print the open
CMA using CTRL + P. After you have viewed your CMA, you can close out of the report. You
will still be in the Create CMA program. From there you can then e-mail the CMA or save it for

future reference.

¢ Download: Use Download to convert your CMA report into a PDF file.

Create CMA

Step 8

Cover Page Subject Comps Adjustments

Summary Recommendation Finish

Comparable Market Analysis Display Options

LY

A AR A E

Cover page
Map of subject and comparable properties
®! Street map

Satellite map
Subject property description
Side-by-side comparison of all listings
Sort side-by-side comparison by Status
Search parameters
Statistical summary
¥ Display Charts
¥ Display Listing Price Recommendation
CMA Color Scheme:
Default White

Listing Detail Options

L

Individual adjustment summary for each listing

Include listing detail using this report:
Full Report Addtl Photos
Print all listings

Print only listings marked as comparable

DA tamaasson

¥ || Public Report v

159 E-mail ] save 15 View

2 Download
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Saving a CMA

After you have viewed your CMA, you can close out of the report. You will still be in the Create CMA
program. From there you can then e-mail the CMA or save it for future reference.

To view a saved CMA, click on CMA under the Search section in Menu. This will bring up the Saved
CMAs screen. Select the CMA you want to view and click on the View button. To remove a CMA,
select it on the Saved CMA screen and click on Remove button. Other button functions are described

below.
Click Remove to
- delete a Saved CMA
¥ Saved CMAs
Saved CMAs Description
Saved CMAs Overview /
Draft CMAS CMA Name: CVH July 17 2017

Draft CMA - 8 days ago
Draft of CMA July 17 2017 - 8 days ago
Draft of CMA July 17 2017 - 8 days ago
Draft CMA - 8 days ago
Draft CMA - 8 days ago

Title: Comparghle Market Analysis

Last Medijfied: 7/17/2017

Corfments

/P(s is what | am typing in this box to see how it prints out on the cma

P New Xview [ZEdt [2 Rename\ 3 Remove

N

Clicking the New button allows you to begin
creating a new CMA

Clicking the View button will open the CMA
report in its completed form
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Edit allows you to make changes to a previously
saved CMA.

Rename lets you give your saved CMA a different
name
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Quick CMA

Quick CMA will take you directly to the Finish tab, which will allow you to choose what options you
would like to include in your CMA. You may still make adjustments under each tab when using the

Quick CMA.

Create CMA Step 8

Cover Page Subject Comps Adjustments Summary Recommendation | Finish

Comparable Market Analysis Display Options

Cover page
Map of subject and comparable properties
Street map
Satellite map
Subject property description
Side-by-side comparison of all listings
Sort side-by-side comparison by Status
¥ Search parameters
| Statistical summary
L4 Display Charts
Display Listing Price Recommendation
CMA Color Scheme:
Default White r
Listing Detail Options

Individual adjustment summary for each listing

# Include listing detail using this report:
Full Report Addtl Photes ¥ || Public Report v

® Print all listings
Print only listings marked as comparable

# 3-up comparison

I E-mail =] save L) view 2 Download
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Statistical CMA

Statistical CMA will allow you to produce a Statistical Market Analysis report of a particular area based
on your comparable listings.

NOTE: If you have more than 80 properties selected, you will only have the option to do a Statistical CMA.

Create Statistical CMA

Statistical CMA

¥/ Total Statistics

#| Include total row at bottom of statistics analysis

Remove Est. Total Sg. Ft. Statistics
Individual Listing Information

Print listing information on separate page(s
fiew: | [Single Family *] v

Fannie Mae 1004MC

0aroy2015 "o Effective Date (end date of the 1 year pericd, must be less than or egual to
today's date)
mm/dd/yyyy

Checking this option will include statistics to assist you in filling out the Fannie Mae 1004MC appraisal
report.

Median Calculation

Checking this cption can result in slower report generations.

Group this Statistical CMA by: | Status v

Mote: Please be patient when including listing infermation for large numbers of listings.

== Back E-mail CM& View CMA FOF

Include total row at bottom of statistics analysis — this is the last row of the statistical analysis chart;
it displays data for the total number of comparables.

Remove Est. Total Sq. Ft. Statistics — this option removes the Est. Total Sq. Ft. column.

Individual Listing Information — this option will display a list of all comparables used in the List tab
format from the Search Results screen. The “View’ drop-down menu lets you choose the view used to
display the listings.

Copyright © 2017, Multiple Listing Service, Inc. 83



Print listing information on separate page(s) — this option will print the individual listing
information comparables on pages separate for the other CMA data.

Fannie Mae 1004MC — this option generates a report that is required for appraisers’ reports on one to
four unit properties; statistics are broken out into specific timeframes.

Median Calculation — this option provides a median calculation for your chosen sort.

The following screen shows the sort using Status:

Statistical Market Analysis

# List Sold Sold Sale/List Sq. List Price Per Sold Price Per Days On Cumulative Days On
Status J Listings Volume Volume Price Price S5q. Ft. Sq. Ft. Market
Active 178( 66,073 454 0| Low 0 0.00 0.00
Avg 0 0.00
High 0 0.00
Pending 14 4,186,599 0| Low 0 0.00( 1,107 31 M
Avg 0 0.00( 1,328 318 318
High 0 0.00( 1,650 a7 4“7
Sold 71| 20,406950( 19,599,239 Low 140,000 1.04( 1,028 9 0
Avg 276,045 0.96( 1,603 140 0
High 680,000 0.80( 3,345 430 0
Owerall 263| 90,667,003 19,699,239 | Low 995 66.06 9 28
Avg 1,645 213.61 234 268
High 3,346 449.12 669 663

Selection Criteria for Comparable Properties

Search Parameters: Property type Condominium; Status of ‘Active’. 'Pending
between 2 and 99: Total Bathrooms between 1.5 and 9999: Sold Date between 10/30/2007 and "10/30/2018" Inside a map search polygon

Sold’; County of Milwaukee”, Municipality of Milwaukee’, Bedrooms

Infermation is supplie

ght 2008 by I

The following screen shows the sort using Municipality:

Statistical Market Analysis

Selection Criteria for Comparable Properties

# List Sold List Sale/List S, List Price Per| Sold Price Per Days On Cumulative Days On
Funicipality § Listings Price Price 5q. Ft. 5q. Ft. Market
Milwaukes 263 Low 14 1.40 65.06 9
Avg 2 0.80 213.61 2
High 8 0.78 44512 669
St. Franciz 12 3,704,000 935,900 [ Low 2 1.12 121.42 36
Avg 3 1.09 188.50 121
High 4 0.93 276.02 470
Overall 276| 94,371,003 20,535,139 | Low 99,999 66.06 9 28
Avg| 341,924 2121 223 260
High| 893,000 44912 669 669
—

Specified listings from the following search: Property type Condominium; Status of "Active’, 'Pending’, "Sold”, County of Milwaukee
Milwaukee', "St. Francis’; Bedrooms between 2 and 99 Total Bathrooms between 1.5 and 9999; Sold Date between "10/30/2007" and "10/30/2018
Inside a map search polygon: Inside a map search polygon

Municipality of

84
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The following screen

shows the sort using # of Rooms:

Statistical Market Analysis

# of
Rooms

#
Listings

List
Volume

Sold
Volume

List
Price

Sale/List
Price

Sq.
Ft.

List Price Per

Sold Price Per

Cumulative Days On
Market

[

on

en

w

10

1

=]
@

=
=1

(%]

215,000

211,000

2,080,500

=

Low
Avg
High
Lowr
Avg
High
Lowr
Avg
High
Lowr
Avg
High
Lowr
Avg
High
Lowr
Avg
High
Lowr
Avg
High
Low
Avg
High

475,000

218,250
360,312

530,000

1,350
1,350

Overall

263

90,667,003

19,599,239

Lowr
Avg
High

99,999
344,744
893,000

995
1,645
3,346

 S—

Selection Criteria for Comparable Properties

Search Parameters: Property type Condominium; Status of ‘Active’, Pending’. ‘Sold”, County of Milwaukee: Municipality of Milwaukee: Bedrooms
between 2 and 99: Total Bathrooms between 1.5 and 9999; Sold Date between "10/30/2007" and "10/30/2018", Inside a map search polygon

Information is 5

right 200
ight 200

The following screen shows the sort using Bedrooms:

Statistical Market Analysis

# List Sold List Sold SalelList 5q List Price Per Sold Price Per Cumulative Days On
Bedrooms J Listings Volume Volume Price Price Price Ft. Sq. Ft. Market
z 211| 68,233,845 14,927 489 | Low 170,000 1.70 995 28
Avg 0.80| 1,550 288
High 0.59| 2,820 665
3 45( 19,814,658 3,851,750 | Low 1.08| 1,255 19 3
Avg 0.76| 1,998 185 182
High 0.59| 3,220 578 578
4 3 1,618,500 530,000 | Low a8 a8
Avg 133 150
High 212 212
Overall 263 90,667,003 19,599,239 Low 99,999 66,06 = 28
Avg| 344,74 213.61 234 263
High| 893,000 44912 669 669
S
Selection Criteria for Comparable Properties
Search Parameters: Froperty type Condominium; Status of "Active’, 'Pending’, 'Sold’; County of Milwaukee”, Municipality of Milwaukee', Bedrooms
between 2 and 99; Total Bathrooms between 1.5 and 9999; Sold Date between "10/30/2007" and "10/30/2018", Inside a map search polygon
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The following screen shows the sort using Total Bathrooms:

Statistical Market Analysis

Total # List Sold List Sold Sale/List 5q.| List Price Per| Sold Price Per Days On| Cumulative Days On
Bathrooms Listings Volume Volume Price Price: Price Ft. S5q. Ft. S5q. Ft. Market Market
1.50 20 4 757,199 915,250 | Low 180,000 1.80( 1,026 F2.37 52 52
Avg 229,812 0.97 | 1,376 190.13 189 174
High 282,000 0.59( 1,933 388.45 422
2.00 165| 55,697,504 Low 140,000 28
Avg 1, 315
High 2, 619
2.50 63| 21,092200 7,073,850 |Low | 189,500( 170,000 0.90( 1 38
Avg| 334787| 2323854 0.85( 1 189
High| 893,000 475000 0.53( 2 669
3.00 1 758,000 580,000 | Low 0.90( 3, 0
Avg 0.90( 3, 0
High 0.90( 3, 0
3.50 12 7,422 600 743,500 | Low 0.97( 2, 33 115
Avg 0.60( 2, 181 163
High 0.52( 3, 274 274
4.50 2 938,500 0| Low n.00f 2 57 57
Avg 0.00( 2 113 113
High 0.00( 2 170 170
Overall 263| 90,667,003| 19,599,238 |Low| 99,999 ! 9 28
Avg| 344,741 1,645 ! 234 263
High| 893,000 3,346 : 669 669

Selection Criteria for Comparable Properties

Search Parameters: Property type Condominium; Status of "Active’, 'Pending’, 'Sold’; County of Milwaukee”, Municipality of Milwaukee’, Bedrooms
between 2 and 99: Total Bathrooms between 1.5 and 9999; Sold Date between "10/30/2007 and "10/30/2018", Inside a map search polygon

ified.

ight 2 3 FBS cop tice

is suppli

Informati
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My Listings/Office Listings

The My Listings and My Office Listings functions are very simple.

My Listings shows your current listings with a status of Active, Active With Offer, or Pending.

Office Listings shows all the listings from your office with a status of Active, Active With
Offer, or Pending.

Company Listings shows all listings for that company with a status of Active, Active With
Offer, or Pending. This option is available only under the met.comp accounts.

To perform any of these searches, open the main FlexMLS Search menu and click My Listings or
Office Listings. The system displays the My Listings or My Office Listings screen. These screens
work exactly like the regular Search Results screen.

My Market

The My Market Area has special kinds of saved searches you can use to keep track of what’s going on in
your markets.

There are several different options under the My Market function:

Hotsheet gives you two options; the first is the Standard 24 Hour Hotsheet, which shows all
the activity in the MLS over the past 24 hours. The second is the Custom Hotsheet, which
allows you to select specific statuses and categories, or to use one of your saved searches to run a
hotsheet.

Markets Areas, which saves up to five hotsheets for areas of interest to you.

Market Summary lists your Market Areas with the latest updates for your saved specified
events.

My Market is a graph and text inventory report that you can customize to your specifications by
using a Full Search or a Saved Search.
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Standard 24 Hour Hotsheet

When you choose this option, you can select county only. You have no opportunity to enter specific
categories or statuses. Once you have selected your desired county(ies) and clicked the Run 24-Hour
Hotsheet button, you will automatically go to the Search Results screen with the matches for everything
that has happened in MLS over the past 24 hours, which covers all of the activity for all categories and
statuses in the counties you have selected.

Hot Sheet

24-Hour Hot Sheet

Please select between 1 and 6 counties.

Select

RUN 24-HOUR HOT SHEET

Custom Hot Sheet

Show activity since 11/07/2017 at 03:43 PM Central.

CUSTOM HOT SHEET SETTINGS RUN CUSTOM HOT SHEET

Custom Hotsheet — Saved Search Hotsheet

With this Hotsheet option, you are running previously a saved search.

1.

AR

88

To create and run a saved search hotsheet, simply click on Full Search on the FlexMILS menu
and enter your search criteria. Click on the Save link in the upper right corner of the screen to
save the Hotsheet search. Enter a name for the Hotsheet in the Search Name Area and then
click on Finish.

Click on My Market on the FlexMIL.S menu and then Hot Sheet.
Click on the Custom Hotsheet Settings link to use your Saved Search for your Hotsheet.
Select the History Events on the left side to be applied to your Search.

Enter begin and end dates and times that you want for your Hotsheet.
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6. Select the saved search you just created and saved on the right under Saved Search; click on the
Run Saved Search Hotsheet button. Your matches will be displayed in Search Results.

Hot Sheet Inquiry

Quick Search Hot Sheet last run on 11/07/2017 at 03:43 PM Central

History Event

New Listing

Price Change

With Offer

Sold

Pending

Expired

Extension

Back on market

Withdrawn

Cancelled

Text Change i

Select All
Hold the Ctrl key and click

to select more than
one item in the list.

Time Period (45 day maximum)

Start Date: = 1172672017 i Sty wlaav[PMr
End Date: 1112812017 [ TEH": 1w [59 v [PM ¥
Choose how you wish to run the hot sheet:
Quick Search Saved Search
Single-Family
Two-Family
Property Types: Vacant Land
Multi-Family
‘Condominium -
S0 5 Offices
Price Range: to
5/999999999 Delayed Hotsheet
Gail Gintner Search
Lake
Langlade o my new search
Li | MY SEARCH
incomn Riverwest SF/2f/Condo Hotsheet
Manitowoc " .
Marathon Slngle. Family Tf)sa
County: S —— VWashington Heights - DO NOT DELETE
Marquette
McHenry
Menominee
Milwaukee
MLS- Metro MLS

WIREX - except Metro MLS

Run Quick Search Hot Sheet

Run Saved Search Hot Sheet

Custom Hotsheet — Quick Search Hotsheet
With this Hotsheet option, you can select property type, price range, county, and MLS.

1. Click on My Market on the FlexMILS menu and then Hot Sheet.

Click on the Custom Hotsheet Settings link.

Select the History Events on the left side to be applied to your Search.

2
3
4. Enter begin and end dates and times that you want for your Hotsheet.
5

Select the property type(s), price range and county (if wanted), and MLS to search; click on the
Run Quick Search Hotsheet button. Your matches will be displayed in Search Results.
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Hot Sheet Inquiry

Quick Search Hot Sheet last run on 11/07/2017 at 03:43 PM Central

History Event Time Period (45 day maximum)
. p G Start . .
Start Date: 2= (112512017 i oty v |av[PMr
End Date: 1112812017 [ TE"d Mol (58 v | [PmY
ime:
Choose how you wish to run the hot sheet:
Quick Search Saved Search
New Listing i\:::]?;:;: &y
Rﬂﬁ‘eg;:}nge Property Types: Vacant Land
Sold Multi-Family
. ‘Condominium -
Pending
Expired 50 [5 Offices
Extension Price Range: to 53207
BﬁCK on market 5999999999 Delayed Hotsheet
Withdran T N Gail Gintner Search
Cancelled z el 1 my new search
Text Change - LamgEe OR MY SEARCH
Select All me‘.)ln Riverwest SF/2f/Condo Hotsheet
Manitowoc " .
Hold the Ctrl key and click Marathon Single Family Tosa
fashi i -
(i el s (e County: S —— VWashington Heights - DO NOT DELETE
one item in the list. Marquette

McHenry

Menominee

Milwaukee A

Metro MLS
s WIREX - except Metro MLS
Run Quick Search Hot Sheet Run Saved Search Hot Sheet

Market Areas

Market Areas allows you to define a specific set of criteria to use for running a Hotsheet. FlexMILS
saves this information (you can have up to five market areas saved) and it automatically updates the
information for you. Less work for you to do!

Here’s how you set up a Market Area.

1.
2.

90

From the FlexMIL.S menu, open the My Market menu, and then click Market Areas.

The system displays the My Market Areas screen. Click the New button. The system
displays the Market Areas Definition screen.

Type a name for the market area in the Market Area Name field. Use a name that will help
you identify what is included in this Market Area.

From the History Event section of the screen, choose the statuses that you want to include
in your Market Area. For example, if you want to see which listings have expired, check the
Expired box. You'll also need to check New and Extended so you can make sure that the
listings that have expired haven’t been re-listed as New, or that the sellers haven’t signed an
amendment to extend the contract.

Choose the Property Type (or types) you want FlexMLS to check for this Market Area.
Remember, if you want more than one category, use the Control+click method to highlight
more than one.

Set the Time Range to the number of hours (24 hours, 48 hours or 72 hours) that you want
FlexML.S to go back in time to check matches for this Market Area.

From View for Matches, choose the view that you want to use for this Market Area.

Click Next. The system displays the Define Market Area screen. Does this screen look
familiar? It’s basically identical to the Full Search screen. You’re able to search anything you
want to include for your Market Area. Set up your search criteria for those property features
and keywords that are important for this Market Area.

After you set up your search criteria, click Save Market Area. The system takes you back to
the My Market Areas screen.
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Now you see the results of your Market Area. On the right, it shows the name of the Market Area along
with the statuses, or history events, that the system will be searching for within the time frame you

specified.

If you need to edit a Market Area, highlight the one you want to change, and click Edit. You can make

changes to any of the items you entered previously, including the name of the Market Area.

To remove or delete a Market Area, highlight the Market Area you want to delete and click Remove.

This will permanently delete the Market Area, so be sure you choose the correct one to delete!

Market Summary

The way to check all of your Market Areas at once is to choose Market Summary from the menu
on the left side of the screen. This will show you all of the matches for all of your Market Areas ...
each history event you chose for each Market Area will have a number. If the number is O (zero),
this means you’ve selected that history event to be checked, but there are no matches. If there is a
number, for example, “3 New” under N (new listings), then there are 3 new listings for that Market
Area. A dash (-) under a history event indicates that you did not choose that event for that
particular Market Area. To see the matches for an event, click on the number for the event you’re

interested in. You’ll see the matches on the Search Results screen.

Market Area Summary

Market Area H 5 P Exp Ext

Concdos in Southervest 1 new 10 new 0 1 new 26 new 26 new

Southwwest: Frankling Greendale, Greenfield 3 new - - 2Znew Snew

Waukesha: Mew Berlin, Elm Grove, Brookfigld 2new 9new 1new
N = New Listings Exp = Expired BOM = Back On Market
S = Sold Listings Ext = Extended W = Withdrawn
P = Pending $ = Price Change T = Text Change
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My Market

The My Market reports show a variety of information about the current and recent state of MLS’s
market. A graph and corresponding numeric table display statistics for each of five reports: Inventory
Report, Sold DOM vs. Sold Price, Sold DOM vs. Units, Volume & Average Price, and Hotsheet Price
Change Trends for up to the past 24 months.

Search Options

To choose a report, use the left report drop-down pictured below. Click on your choice. Reports can be
run to show entire MLS results (default), or can be customized. To customize your results, click on
Customize to open the three menu options available: Full Search, Saved Search, and Previous Full
Searches.

My Market Report for 11/1/2016 - 10/31/2017 | inventore | + | Customize v | E-Mail H Print || Advanced ~

Inventory
Sold DOM vs. Sold Price

My Market Report for 11/1/2016 - §
Search parameters: Metro MLS, Sold DOM vs. Units . |between 499000 and 800000; 'County' of
"Waukesha'; and not undefined of | Volume and Average Price

Hot Sheet Price Change Trends

T e e ST T wrahee Lo Iy

Next, choose a search version from the right side.

e Full Search will take you to the regular Full Search function you are probably familiar with,
where you can create a complete search and apply it in My Market. Notice that WIREX is now
available in Full Search. Choosing a status will produce results only for the chosen status(es).

e Saved Search affords access to all existing Saved Searches that you created in the past in

FlexMLS.
e Previous Full Searches provides a list of the last 10 Full searches you have created in My
Market.
Working with Reports

For all reports, hovering your cursor over any line point or any bar for any month will show exact
numeric values for that month. Below the graph, you may look at the accompanying table giving
numeric representation of the data. The vertical legends on each side of a report name the values
represented there, and give numeric levels for those values. The bars correspond to the left legend, the
lines to the right legend.
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Inventory Report

The Inventory report displays trends in Inventory for the past two years. Using the bars and the green,
blue, and aqua lines, you may track the inventory at rate of sale, and the number of active, new, and sold
listings. The bars represent the months of inventory at the current rate of sales. The vertical legend at
the left side of the graph shows the measurement units, or you may hover over any grey bar to see the
exact measurement for that month. The green, blue, and aqua lines correspond to the vertical legend at
the right side of the graph. The green line tracks by month the number of active listings, blue the

number of sold listings, and aqua the number of new listings. (See Appendix at end of this document for

explanation of inventory at current rate of sales, also known as absorption rate.)

My Market Report for 01/1/2016 - 12/31/2016 | inventory | + |

My Market Report for 01/1/2016 - 12/31/2016

Search parameters: Property type Single-Family; 'Zip Code' like 53207~

Active, Sold and New Listings; and Inventory
for Metro MLS on 11/28/2017 at 12:05 PM

Inventory at Rate of Sales (columns)

—\
—a

<

Customize » H E-Mail H Print H Advanced v

7

*—r—eo
0
© © © © © © © © © © © ©
¥ « = < & ¥ = ks o o S 9
I Months of Inventory # Active Listings ® New Listings ® Sold Listings |
Active Listings New Listings Socld Listings Months Inventory
Dec - 2016 98 21 31 3.16
Nov - 2016 113 35 40 283
Oct - 2016 115 51 37 3n
Sep - 2016 119 51 32 372
Aug - 2016 103 63 53 1.94
Jul - 2016 107 54 38 2.82
Jun - 2016 104 61 72 1.44
May - 2016 110 69 48 229
Apr - 2016 105 62 46 2.28
Mar - 2016 101 41 29 3.48
Feb - 2016 11 41 25 4.44
Jan - 2016 104 4 25 4.16

In table format, you may easily compare new, active and sold listings and inventory month-by-month

120

98

6

54

32

isauy) sbunsiy o #

over the past two years. All numbers in the table correspond to the graph, supplying its data numerically.
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Sold DOM vs. Sold Price

The Sold DOM vs. Sold Price report displays a comparison between the Average Days on Market (the
number of days between begin date and pended date) for Sold listings and Average Sold Price. The
Average Days on Market are represented by bars, and the Average Sold Price by a blue line. Data is
presented for the past two years.

My Market Report for 01/1/2016 - 12/31/2016 | Sold DOM vs. Sold Price | - ]

My Market Report for 01/1/2016 - 12/31/2016

Search parameters: Property type Single-Family; 'Zip Code’ like 53207*.

Average Days on Market {columns)

120 days

100 days

&0 days

60 days

40 days

20 days

s

Sold DOM vs. Seold Price
for Metro MLS on 11/28/2017 at 12:05 PM

Customize » H E-Mail ][ Advanced «

$180.000
+ $168,000
¥
g
— 5156,000 &
]
]
-3
=
)
o
5144000 2
B
o
$132,000
’ 120,000
@ @ © = = & = @ ©
L . S d & 4
1= Days on Market ils Cumulative Days on Market ® Average Sold Price I

Dec -
Nov -
Oct -
Sep -
Aug -

Jul -
Jun -
May -
Apr -
Mar -
Feb -
Jan -

2016
2016
2016
2016
2016
2016
2016
2016
2016
2016
2016
2016

Sold Volume Avg Sale Price Sold DOM Sold CDOM

$5,330,200
$5,903.000
$5,807,923
$5,388,250
$8,171.100
$6,109,335
$12,661,723
$8,128,412
$7,437.409
$4,425 650
$3,616.664
$3,324.350

$171,942
$147 575
$156,971
$168.383
$154.172
$160.772
$174.468
$169,342
$161.683
$152,609
$144.667
$132.974

63
54
43
44
34
59
39
57
75
73
73
70

70
64
62
44
35
95
47

102

13

118
93
89

NOTE: Numeric table provides non-graphed information about Sold Volume for entire MLS for each

month.

94
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Sold Days on Market vs. Units

The Sold DOM vs. Units graph displays Average Days on Market (the number of days between begin
date and pended date) and Sold Units. The columns represent the DOM, and the blue line represents
the number of Sold Units. Below the graph, you may look at the numeric table representation of the
data.

My Market Report for 01/1/2016 - 12/31/2016 Customize + ][ E-Mail ][ Advanced v

My Market Report for 01/1/2016 - 12/31/2016
Search parameters: Property type Single-Family; 'Zip Code’ like 53207*.

Sold DOM vs. Units
for Metro ML S on 11/28/2017 at 12:05 PM

120 days

100 days

80 days

(@un) suun plos

60 days

Average Days on Market (columns)

40 days

20 days,
B = = = = @2 = = @ 0 b 2
3 « = < = = = ks 4 o & <
il Days on Market s Cumulative Days on Market ® Sold Units I

Active Listings New Listings Sold Listings Sold DOM Sold CDOM

Dec - 2016 98 21 31 63 70
Nov - 2016 113 35 40 54 64
QOct-2016 115 51 37 43 62
Sep - 2016 119 51 32 44 44
Aug - 2016 103 63 53 34 35
Jul - 2016 107 54 38 59 95

Jun - 2016 104 61 72 39 47
May - 2016 110 69 48 57 102
Apr-2016 105 62 46 75 113
Mar - 2016 101 41 29 73 118
Feb-2016 11 41 25 73 93
Jan - 2016 104 41 25 70 89

NOTE: Numeric table provides non-graphed information about New and Active Units totals for the
entire Metro MLS for each month.
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Volume & Average Price

The Volume & Average Price Report displays the relationship between each month’s Sold Volume of
properties and trends for Average Prices in those months.

My Market Report for 01/1/2016 - 12/31/2016 | Volume and Average Price | ~ | | Customize v || E-Mail || Print || Advanced »

My Market Report for 01/1/2016 - 12/31/2016
Search parameters: Property type Single-Family; 'Zip Code' like 532077,

Volumes and Average Prices
for Metro ML S on 11/28/2017 at 12:05 PM
S$13M $180,000

510.8M — 168,000
H / b3
£ saem / ! v 156,000 &
z i
s 2
o el
H
f 56.4M 1 — 5144000 B
: § £
54.2M ‘ ‘ $132,000
S2M ’ $120,000
© © ° © © © ° @ ° L ° @
b « & v & h ] < 4 ad = d
» Sold Volume (Sale Price) #® Average List Price (Sold Listings)

® Average Sold Price

Active Volume New Volume Sold Volume (List) Sold Volume (Sale) Active Avg List New Avg List Sold Avg List Sold Avg Sale SP/LP Ratio

Dec - 2016 $15954 108  $3 579,200 $5,440 549 $5,330,200 $162,797 $170,438 $175 502 $171,942 978
Nov - 2016 $18,895,558 $5,683,000 $6,143,700 $5,903,000 $167,217 $162,371 $153,593 $147 575 95.0
Oct - 2018 $18,559 407 $8,818,949 $5,888,200 $5,807,923 $161,386 $172,921 $159,141 $156,971 990
Sep - 2016 $19540 657  $8324 049 $5,421,200 $5,388,250 $164,207 $163,217 $169,413 $168,383 994
Aug - 2016 $16,569.658  $10,301,699 $8,239,400 $8,171,100 $160,870 $163,519 $155,480 $154,172 98.7
Jul - 2016 $17.160,399 $8,429 960 $6,171,299 $6,109,335 $160,378 $156,110 $162 403 $160,772 988

Jun - 2016 $16,254,399  $10,359,498 $12 551,399 $12 561 723 $156,292 $169,828 $174 325 $174 458 996
May - 2016 $18,677,087  $11,303,050 $8,168,900 $8,128,412 $169,792 $163,812 $170,185 $169,342 99.1
Apr-2016 $17,887.236  §$11,494,899 $7,550,499 $7.437.409 $170.355 $185.402 $164,141 $161.683 98.1
WMar - 2016 $16,352.337  $6638,100 $4 516,009 $4,425 650 $161,904 $161,905 $155728 $152 609 978
Feb - 2016 $17,943335  $6,522,899 $3,712,700 $3,616,664 $161,652 $159,095 $148,508 $144,667 97.3
Jan - 2016 $15,973.937 $7,276,999 $3,426,100 $3,324,350 $153,696 $177.488 $137,044 $132.974 96.8

NOTE: Numeric table provides non-graphed information about New Volume, Active Volume, Sold
Volume (list price), New Ave List, Active Ave List, and SP/LP Ratio.
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Hotsheet Price Change T'rends

The Hot Sheet Price Change Trends graph charts the Average Price Change percentage in comparison
to the Average Price Change in dollars. This graph is based only on those listings where the list price
was changed.

My Market Report for 01/1/2016 - 12/31/2016 | Hot Sheet Price Change Trends | ~ | Customize + ][ E-Mail ][ Print ][ Advanced =

My Market Report for 01/1/2016 - 12/31/2016
Search parameters: Property type Single-Family; "Zip Code' like 53207,

Hot Sheet Price Change Trends
for Metro MLS on 11/28/2017 at 12:05 PM

7% [ D e I 513,000
§-14,000
£ z
A H
g /’ 515000 3
= g
@ (o]
g £
8 g
2 516,000 &
< H
o H
<
l $-17.000
0% y 518,000
& & e £ 2 2 £ £ & o & %
S I I A

' Average Price Change Percent (of Active Listings with Price Changes)
® Average Price Change (of Active Listings with Price Changes)

Avg Active Price Change Avg Active Price Change Pct

Dec - 2016 $-14,885 -9.09
Nov - 2016 $-15,648 -5.98
Oct - 2016 $-17 212 938
Sep - 2016 $-17,146 -9.47
Aug - 2016 $-158611 912
Jul - 2016 $-16,088 -9.51

Jun - 2016 $-15,122 952
May - 2016 $-13,856 -7.43
Apr - 2016 $-14,196 -7.99
Mar - 2016 $-14,065 -793
Feb-2016 $-13,771 -7.67
Jan - 2016 $-15,927 -9.59

Copyright © 2017, Multiple Listing Setvice, Inc.



Printing Y our Results

Click Print to open the statistical report in a separate window and generate a print dialog box.

My Market Report for 01/1/2016 - 12/31/2016 | inventory | ~ | Customize ~ || E-Mail || Print |JAdvanced ~

Using Advanced Options

Under Advanced, click Export Table Data if you would like to export the table information into a CSV
(Comma Separated Values) file, which will open in your spreadsheet program. Here you may also
detach the information into a separate window for easy printing. You may keep this separate window
open while you refine your search and regenerate the graphs.

My Market Report for 01/1/2016 - 12/31/2016 | inventory | ~ | custoffiize v |[ E-Mail || Print || Advanced + )

Detach window

Export data displayed on page
My Market Report for 01/1/2016 - 12/31/2016

Search parameters: Property type Single-Family; 'Zip Code' like 53207*. Export all downloaded dala

S

Appendix to Inventory Report

Understanding Absorption Rate and the Inventory Report

Just as # of Listings appears to the right of the Inventory Report graph found on page 2 of this
document, numbers rise at identical intervals on the left side of the chart. The title for these numbers,
which are expressed in decimals, is “Inventory at Rate of Sales.” This title can be interchanged with the
real estate term “Absorption Rate,” a theoretical determination of how many months it would take to
sell off all properties on the market at that point in time based on the rate at which properties are both
selling and coming on the market that month and in previous months.

An internet atticle from Outer Banks Real Estate Sales [accessed 6/2008] puts it this way: ““...if 100
homes are sold every month and there are 1200 homes for sale, then it will take 12 months to sell all of
those homes. If there are 2400 homes for sale then the absorption rate will be 24 months or 2 years.”

Looking at this from a listing/selling viewpoint, the article further states that, “If you would like to sell
in 12 months, then you need to take the absorption rate into account. In the above scenario with 2400
homes for sale, we know that only half of them will sell in the next 12 months.” This would indicate to
sellers that “To price a property correctly it would have to be in the lower 50% of the price range for
similar properties in order for it to sell in the next 12 months. To sell in the next 6 months it would have
to be priced in the lower 25% of the competition.”

To reiterate, “Inventory at Rate of Sales” means an estimated time properties might take to sell. The
time it takes to sell is higher when the inventory is higher, and correspondingly, dips down when
inventory is lower--a pretty logical arrangement in most business markets.
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Listing Collection

Listing Collection allows you to store individual listings for your reference. You could run a search for a
buyer, select the listings that you think will interest them and then take them out to see those properties.
When you’ve finished showing the houses, you can edit your Listing Collection and remove properties
they are not interested in.

Another reason to use a Listing Collection is if you need to run searches that have more than one
property type. For example, let’s say you have a buyer looking for single-family properties in a specific
price range or vacant land to build on. Rather than sending two e-mails out, you can save the results of
your searches in a Listing Collection under the buyer’s name, then e-mail the listings that are stored in
the Cart. Your buyer receives one e-mail instead of twol

To save a Listing Collection, perform any search for listings. On the Search Results screen, select the
listings you want to save in the Listing Collection; click the Save button, and then Save Selected As.

X
Save Selected -
Enter a name for the |

listing collection you wish Collection Name
tocreate. ————  |Darien CMA|

¥ Save to My Listing Collections

Click Save.

Save Cancel |

To see the contents of a listing cart, open the FlexMLS Search menu and click Listing Collections.

2. Click the View contents of
1. Select the listing cart this cart link to see the Search
that you want to use. Results screen, where you can
print or e-mail the matches from
the listing cart.
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Listing Collections

Dlarien CMA (1 lisings) .

Show My Listing Collections

Description
The collection Darien CMA contains 1 Esting

I uses the view Address & MLS Number.

Created Movembar 28. 2017, Updated Novamber 28, 2017

View contenis of this collec

Hename

To create a new lsting collection. parform a search and view the resulis. On the Search Results screen. select the listings you would ke to Include in your collection, and ciick “Save ™ On the save screen. select “Save

Collection

My Views

Whenever you are viewing properties on any Search Results screen, you have a choice of views. These
views are different ways of seeing the listing information. There are a number of predefined views for
you to use. You can select a view from the list in the upper right corner of the Search Results screen.

Creating Your Own 1 iews

You can define your own views for search results. The views you define are available to you from any
search results screen. For example, you can create a view that includes the property’s subdivision name.

Let’s walk through that process.

To start creating a view, open the FlexMILS Preferences menu, and then click Views.

displays the My Views screen.

The system

This screen shows the views that you can currently access. Views marked [inherited] are predefined for
you. You can highlight a view on the left to see its description in the pane on the right.

Click a view...

My Views

Available Views

Address & MLS Number [inherited]
Appraisal/CMA

Business Opportunity [inherited]
CMA [inherited]
Commy/Industrial [inherited]
Condominium [inherited]
Delayed Listings

General View [inherited]

Histery [inherited]

Hot Sheet [inheritad]

Multi Family [inherited]

My Custom View

My Residential View

Mo Photo [inherited]

One-Line 8pt [inherited]
Residential [inherited]
Residential Rentals [inherited]
Single Family [inherited]

. | Garage Type

Please note that editing a view marked with [inherited] will not edit the view, but instead will make a copy of the view and give it

the same name

ca

New Copy Give to someone

_—

Click New to create
a new view.

100
Click Copy to duplicate any
existing view

Click Edit to edit any existing view

...to see its description

Description
Report title:
address & mls number

This view is inheritable.

The following columns are included in this view:
Listing photo

Status

Postal Municipality

List Price, Rental Price

Address

Bedrooms, U1 Bedrooms

Full Baths, U1 Full Baths

Half Baths, U1 Half Baths

Garage Spaces

Click Give to someone to give
the view to another user or office.

Click Remove to

delete an existing view
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Click New. The system displays the Create View screen. The options are divided into a 3-tab format.

The General tab is where you create a name and description for your view. You may also choose to
show photos on the Search Results screen, select if you would like to make it inheritable (this allows you
to share your view with any active member of your MLS), and if you would like to make it the default
view for any, several, or all property types whenever performing a Full Search. You can also choose for
what property types, and if you would like it to be the default view for My Listings, My Office Listings,
and/or Address and List Number Searches. Select only what you desire.

Create View

General [|Fields | Sort

| Cancel || Save

ion:
Report Description:

Show Photo:

Default for Full Search of:

Default for:

Seller CMA
CMA Research

®Yes O No

Single-Family () Two-Family (1 VacantLand () Multi-Family () Condominium () CommvIndustrial [ Residential Rental

| Multiple Property Types

My Listings [ My Office Listings ) Address and MLS Number Searches

The Fields tab is where you can add your desired fields to the view you are creating. In the Available
Fields list, select your desired fields, one at a time, to add to your view. You may reorder the fields
according to your preference simply by clicking the field name under Selected Fields and then using the
up or down arrow buttons located to the right of your selected fields.

Create View

Generai Fields ”m
e

Add fields by
selecting each
one at a time

‘ Cancel || Save |

Available Fields for Single-Fafhily v Selected Fields ciearvist
Q, | Searc Price
Status
Excl. Agency Contrct - -
Var. Comm. / MLS #
Limited/Unservice t Location %
Owner Address (Address)
Property PIN : Property Informatiol %
List Price (VR) Bedrooms (Bedrooms)
Property Information Property Informatio %
Property Type ¥ Total Bathrooms (Total Bathrooms)
# of Rooms
B .
Tc Nrooms
Full Baths
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The Sort tab is where you set the sort order for your created view. You may sort by column order (the
way you arrange them on the Fields tab), a Saved Sort (arranging the columns in a desired order and
saving that sort order with a name to reuse in the future), or a Custom sort (arranging the columns in a
desired order and saving that sort order in either ascending or descending fashion).

Create View | cancel || save |

General || Fiel Sort )

®
Sort by: Column Order @ Custom Sort

Select a Saved Sort or create a new sort

v

When you’re done putting together your view, click the Save button in the upper right corner of the
screen. The system takes you back to the My Views screen. You’ll see the view you just created listed

there.

My Views

Available Views Description
Report title:

3

Multi Family [inherited]

My Custom View CMA Research
My Residential View

No Phota [inherited]
One-Line 8pt [inherited]
Residential [inheritaed]
Residential Rentals [inherited]

The following columns are included in this view.
Listing photo

Postal Municipality

List Price, Rental Price

Single Family [inherited] Original List Price

Single Family Plus Rented Price. Sold Price

Single Familyerer Rented Date. Sold Date

Sold Listings [inherited] Days On Market

Sold Listings TERMS Terms of Sale

Sold ListingsSM Concessions

Iake;hDF;) \E,‘Iehw [!?h;]nted] Bedrooms, U1 Bedrooms
‘wo-Family [inherite: . . . .
Vacant Land [inherited] Here’s the view we just defined. e Baitwonn U Fotel Beitiosres

# of Rooms, U1 # of Rooms

Vacant Land Lake Properties

Please note that editing a view marked with [inherited] will not edit the view. but instead will make a copy of the view and give it
the same name.

New Copy Edit Give to someone
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When you choose a view for the Search Results screen, the view you created will be available. Here’s an example.

The column headers are the same keywords you
were able to select when you created the view.

Search Results work on behalf of a contact

Results: 28| Selected: 0 & [

Postal

= Price | Status | MLS#  Municipality

§186,000 =
510N 111TH =

D Wauwatosa

ST
Wauwatosa, WI 53226-
4117

Sold / 1539858

D Wauwatosa

Wauwatosa, WI 53225~
4442

Sold / 1519441«

$226,000 =
4435 N

D Wauwatosa

106th St
Wauwatosa, WI 53225-
516

Sold / 1530379

$200,000 g

Wauwatosa
4542 N 101st = D

St
Wauwatosa, WI 53225-
4613

Sold / 1541216 =

$228,000 g
1025 N 121st =
ST

D Wauwatosa

Wauwatosa, WI 53226-
3309

Sold / 1508436 =

$249,900 &5 o Wauwatosa
3300 N

i Mayfair Rd

Wauwatosa, WI 53222-

3206

Active / 15585392

Wauwatosa

Park Ridge

Ave

Wauwatosa, WI 53222-
2341

Sold / 1549163

List Original List Sold
Price Price Price Sold Date
188,000 219,900 186,000 10/27/2017

199,900

199,900

204,900

239,900

249,900

259,000
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199,900 199,000 05/08/2017

198,900 226,000 07/05/2017

204,900 200,000 09/29/2017

249,900 228,000 04/14/2017

249,900

259,000 259,000 10/17/2017

Here is the view we defined.

[:] Save [ E-Ma)

Edit Search List | Detail

Photos

Map

Compare

Print CMA % Export (g ShowingCart

Messages

- 10 + Sortw Vlewl‘[SeIIerCMA]

Days On Terms of Total #of Est
Market Sale Concessions Bedrooms Bathrooms Rooms Acreage
106 CONV30 No 4 25 6 0.19

8 CONV30 Yes 3 25 7 0.38

5 CONV30 No 3 25 0.34

23 CONV30 Yes 4 25 7 03

62 CONV30 No 3 25 7 023

15 3 25 0.28

5 CONV30 No 4 25 10 023

Est. Total School
Sq. Ft. District

1,714 Wauwatosa

1,825 Wauwatosa

1,706 Wauwatosa

1,408 Wauwatosa

2,430 Wauwatosa

2,021 Wauwatosa

2,299 Wauwatosa
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Using the FlexMLS Maps

The following sections review the features of each of the maps available in FlexML.S.

FlexcM1.S Map Features

Pan Arrows and

Locate
Zoom |ndicator
Address
U Mappi
_A I Clarke St ’
v
«» %,
Bk © Locate Address Tt
\ 4 ot AL W Clarke St
=~ = (45
L) : =
= o
2 i %
LT 2 :
3 i
g 1 &
N .= 5
= W.Meinecke Ave
2 Z 11430 W North Ave e E
= Wauwatosa, Wl 53226 |
o B
/ .: Street View | Bird's Eve | Remove Pin o
~_ -
™
o
w NorArea Mi tosa W Narth Ave = ~
P= hool T z & x> =z ke
Indléat(?i:éc’ DisticUipi i iz 2 - oK
= = = 9 g
; =3 = = %) 1 k2
& o R ) d [ <3
L = W Garfield Ave W Garfield Ave
n. >
- s
WA x =
Rd Vo % 7
( : 1 %
5 W Gilbert Ave
.'i'_)

= ] s uwvzL N
(= {=]
&

ISISIZLN

| {yandiand BAE

Print\

& Print
ays ¥ 1
<
w

W Garfield Ave

gl

The Left and Right
Arrow icons and See
All Points on Map
(middle icon)

104

The Pan Map icon (gloved
hand), Zoom In icon, Parcel
Info tool, and Measure tool

Show/Hide /

Property List icon
and Locate
Address pin
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This map is the result of clicking on FlexML.S maps in Maps/Financial in the FlexMLS menu.

The Locate Address pin and the Address field allows you to manually add addresses to the
map.

The Zoom Bar allows you to maintain the current map center but adjust the magnification, use
the Zoom Bar in the upper left corner of the mapping screen. Click the + or - buttons to move
the zoom level up or down.

The Pan Arrows moves the map in the direction of your choice.

The Left and Right Arrows allow you to move back and forth through previously viewed
screens.

The See All Point on Map returns you to the original map coming into the Map tab.
The Pan Map icon allows you to reposition map.

The Zoom In icon lets you zoom down to a specific area by single clicking your left mouse
button on the area to zoom. Each click brings you in closer.

The Measure tool measures the distance between points on the map.

The Parcel Info feature allows you to click on any point on the map to bring up property
information. The parcel dimensions link to the tax record, and a mini listing history, where
available, will appear. This icon, which is a small blue circle with a white 4’ in the center, can be
found in the toolbar of the map. This feature is located in FlexMLS Maps in Maps/Financial, the
Map tab inside the Full Search, the Map tab on the Search Results screen, and in the Edit Search
> Map Search tab.
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106

Mapping & print
2= 2 . xora — n—
— = =
A =t = w
<> 2 - 7 =
N 5 = “H s @
v @ ) @
\ - 1 2
) @
.
: 44
-—
| £ 2 e s 2 7 * z
| : o =
(8 z 2
e = @
| 2 = - 5 7,
\ 2 11430 W Norih Ave e T
| b-’ > Wauwatosa, W1 53226-2238 =
‘ Tax Key Number: 123456789 [}
é. Tax Lookup
=, - - ! z
— Listing Activity: -
= 1403002 03/27/2015 Expired $1 ] o
» = 1385032 09/03/2014 Expired $ 99,000 =
2 %
pry Street View  Bird's Eye | Zoom Here 80t o
S smsve mmseczeniee  EIN
11¢ o T ——, 41 11404 1133211
@ T152 120t
2 8 =7
W North Ave W North Ave W North Ave W North Ave
W North Ave =]
) Ok Park Place
o =z .
: : * 191160 X 15251152111515 =N -
e 1637 Mayfair Aninval Hospital aa i
&£ _Milwaukee Advanced.. -4 22
—— &
OBED 7

The Show/Hide Property List icon will show or hide the property list when viewing listings
on the map. To use, click the arrow button in the lower right corner of the map. When the
arrow is pointing up, the list is hidden and clicking will display the list. When the arrow is
pointing down, the list is displayed, and clicking it will hide the list. You may remove listings
from the list by clicking the red X’ next to the address. This icon will only show if you have
more than one address loaded into the map.

The Area Mileage indicator gives you an approximation of the mileage of the area you are
viewing on the map.

The Print icon will print the current map.
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Ful] Search Map Tab Features
The Search
Areas box and
Radius Search
by Address link

Main Exterior Dates InteriorﬁRoy’(’ Taxes Address/School Other Office/Member Map Summary
1 — (a5} B
. . > L il
A 5 ] 2
'\s ;‘ 'u[ ;Ei C_'g 5
\' % i Search Areas <] iy (2 .
L
| " )., (1)
= 5 - W Meinecke Ave
| ¢ 11430 jV North Ave @ | 4
| Wauwptosa, WI 53226 2
Radius Search | Sireet View | Bird's Eve | Remove Pin j.'f
i e — H
U ~d
- —
) (175}
W North Ave Wauwatosa W North Ave = ™ WH
= School District =z = 5 - =z =
- — - fm o i o
83 o % < = o 2
& ¥ % 2 z %
3 : 5 Define Search
W — W Garfield Ave W Garfield Ave q o
/[t = WS Areas icon and¥
1 z Radius Search
ey, o ¥ by Address pin
yburn Rd ) Ko " 9 2
o
000 ft - = W Gilbert Ave

This map is the result of clicking on the Map tab in the Full Search screen.

The Radius Search tool is located in this map only. You activate the Radius Search by entering address
in the Address field, and then clicking the Find button. Once the location is plotted on the map with
the red pin, the Info Bubble will appear with the option to perform a Radius Search. By clicking Radius
Search, you will be prompted with a pop-up box asking you how many miles from this point would you
like to search. You may enter whole numbers, or numbers in quarter increments (i.e., one half mile = .5,
one quarter mile = .25). A mile is considered approximately 12 blocks.

The Search Areas box allows you to define areas of the map where you would like to search for listings.
From the Map Search screen, click the New Search Area button to begin your search. The Search
Areas box will then present several search options. You may search using the visible map by clicking
Use Visible Map, or you may use your mouse to create rectangles, circles, or irregular polygons to limit
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your search. You have the option to search multiple areas at the same time, if you wish. You may adjust
the magnification of the map using the Zoom bar located on the left side of map.

To create a rectangular search area, click on the rectangle in your Search Areas box, then click on the
map to define one corner of your rectangle. Move your mouse until the rectangle is the desired size, and
double-click to complete the shape.

To create a circular search area, click on the circle in your Search Areas box, then click on the map to
set the center of your search. Move your mouse to increase the radius of the search from that center
point, click again to complete the circle. This is an excellent alternative to using the Radius Search link if
you do not have an exact address, but know what the general area is where you would like to search in
radius of. Double-click to complete your radius shape.

To create an irregular-shaped search area, click on the polygon in the Search Areas box, and then
click on the map to define the first corner of your polygon. Click to define the remaining search
boundaries. Your polygon can have as many points as needed to define your search area. Double-click
to complete your polygon.
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Search Results Map Tab Features

Color Legend Listing Info

Bubble Overlays

Search Results work on behalf of a contac | E-Mail & Print [ CMA & Export ShowingGart

Edit Search List\ Detail Photos Map Compare Messages

L+ 10O

Results: 81| Selected: 0 2] & | 2 B8 Actions for Selected Listing -

Driving Directiong

e Price | Status | MLS # o o
. 1 —r Color Legend

Price Reduced

$172,900 e Ihgess W Burleigh St
1832 N 119th St S (]
Wauwatosa, WI 53226-2934 = e
Active / 1555850 € 3 g 7th St
2 Wauwatoda, WI 53226-2328 g
5 L. & Tax Key Number 340014500 s
i x More Info  Move Listing o
4| $189,900 = =l o o )
™ 2006 N 107th St =Wd Listing Activity:

and

Wauwatosa, WI 53226-2328 [ 1539839 11/10/2017 Active $ 189,900 Select
Active / 1539839« C = g 1121790 06/11/2010 Sold $195,000 Select
P ! 898468 06/18/2007 Sold $189.000 Select
i ==z 634782  04/15/2003 Sold $169,400 Select

Radius Search | Street View | Bird's Eye | Zoom Here

Status Change

$199,900

2365 N 120th St
Wauwatosa, WI 53226-10687
Active / 1558175« €

1]

Featured
Listing

1 $200,000
¥ 2108 N 106th St
¥ Wauwatosa, WI 53226-2302

2 Active / 1558420 =

(i

Listing Pin Locate Address, and
Show/Hide Color Legend

This map is the result of clicking the Map tab on the Search Results screen.

The Listing Pin shows the location of the coordinating address listed in the Summary Panel at the left
of the screen. Clicking a Listing Pin will show the Info Bubble of the listing. This includes a
thumbnail photo, along with the address, property type, current status, parcel link for the tax record,
current price of the listing, and a mini listing history if available. You may also access the data sheet of
the listing by clicking on the More Info link, provided in the bubble.

The Color Legend is a reference tool which will color code the listings according to status, MLS, price
range, and price by square foot.

Show/Hide Color Legend will show or hide the Color Legend tool.

The Featured Listing is always the yellow highlighted listing in the Summary Panel and the starred
listing on the map. To view another listing, simply click anywhere in the white listing information area.

The Overlays button gives you a choice of viewing the map with or without the listing icons, imagery
patcels, zip code areas, actes, and/or with or without any search area shapes you may have drawn.

Copyright © 2018, Multiple Listing Setvice, Inc. 109



To view the map with selected listings, select your desired listings and then click the Selected link. This
will allow you to view only the listings in your cart. You can still view all listing results simply by
switching back to the Results tab.

The following features are available under the Actions for Selected Listings menu:

Search Results work on behalf of a contact & save E-Mail & Print [#]CVMA & Export [ ShowingCart
4 4 p @LlSclect AL Edit Search  List Detail Photos Map Compare Messages
= &2 ﬁtmns for Selected L\stinga Driving Directions
= Show More Information ] INDUSTRIAL PARK i7 m[ H
A- Add to Selected Listings : i 5 ; ] 2L L
<> Show Street View 5 211 \ 7
w BWEian Show Bird's Eye Map W Burleigh Rd
Q‘ A Zoom to Listing it = .
3 " = (=)
I8 Radius Search from Listing P g > Wio 1 a3 Mt Mary
ool e 8 o 0 z S University
| ove this Listing ; .

- Wainwatnea Waet

Show More Information will display the highlighted listing in the single listing view in the summary
pane.

Add to Selected Listings will add the highlighted listing to the Selected tab.
Show Street View will route you to Google Maps and display a street level view of the property.

Show Bird’s Eye Map will route you to Bing maps and display an aerial satellite map view of the
property.

Zoom to Listing will zoom you in to lot level view on the Flex map displayed.

Radius Search from Listing allows you to create a radius search of any number of miles from the
highlighted listing.

Move this Listing allows you to send a Map Recommendation to the listing agent regarding map
placement of the highlighted property. If it is your listing, you can edit and save the location.

Map Search link in Edit Search

This map is the result of going into the Edit Search mode in the Map tab on the Search Results screen.

Clicking the Edit Search tab > Map Search link allows you to edit your search by drawing one or more
shapes on the map, defining a geographical area. You can also enter the edit mode by clicking on a
previously drawn shape on the map.

When first clicking on the Map Search link, the properties from your original search will appear. If, for
example, a Contact has decided to look north of the area originally stipulated, you could draw a shape
on the map to find properties in that new area. These properties will now appear in the List and other
tabs in Search Results. You can also edit your current search parameters in the left side panel, if desired.
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NOTE: When editing the map in this tab, the mapped area overrides other location information in your
original search and will show properties ONLY in the newly mapped area. Previous listings that were on
the map will disappear, and only listings in the newly mapped area will appear on the map and in
updated results.

To remove a defined search area, click the
‘X’ next to the shape to remove
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If you have multiple shape areas defined and need to remove one, hover over a shape name in the left
side parameters panel. This will turn that particular defined shape area yellow on the map. This way,

there is no guess work involved as to what shape you are deleting.
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You can edit previously drawn shapes, also. For example, your Contact decided they would like to
expand their defined area a bit. Instead of deleting the shape and defining a new one, you can edit the
existing shape. On the Map tab, single left-click anywhere within your defined shape. An Edit bubble
will appear for your shape. Click the Edit link for that shape.
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At this point, you can edit the name of your shape, such as the area it defines, and change the color. To
adjust the defined area itself, click the Edit Shape link.
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Notice the handles on the corners of the shape. To edit the shape, left-click + drag on a handle in the
direction you would like to edit. If you would like to ‘pick up and move’ the entire shape, left-click +
hold the handle in the center of the shape. The View Results link will recalculate your total number of
listings. If satisfactory, click the Leave Edit Shape Mode link, and then the View Results link.
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Map Overlays

A Map Overlay is a collection of user defined saved shapes — you can create multiple overlays, each
containing relevant shapes for your market. For example, you may create shapes defining
neighborhoods in your market, houses surrounding golf courses, or school districts. These shapes are
then available to you when performing searches, or when using the statistical gadgets of the dashboard.

Creating Map Overlays

To create a map overlay, go to Preferences > My Map Overlays. If you have no saved ovetlays, you will
receive a welcome screen each time you enter. Clicking the Let’s Begin button will provide prompts to
help you create your overlay.

My Map Overlays

Welcome to the Map Overlays editor

From the Map Overlay editor, you can create your own custom map overlays for use on your
maps, within your searches, within statistical reports and everywhere else Location Searching
is available. You can even include these inside your portals and your IDX websites.

Once you've drawn some polygons, you can click on them to edit their attributes. You can give
them names and pick colors for them. Also, you'll be able to edit your shapes after you've
drawn them in order to get everything exactly like you want. Once you have your masterpiece
completed, make sure to save and you're ready to use your new shapes in searches, reports,
the dashboard, etc.

To begin, simply click the Let's Begin button below. We'll start you with an empty map of your
area. From there, just start drawing the shapes you'd like in your map overlay and give them
the proper labels.

Let's Begin
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To create your overlay, adjust the map to get the area you would like to start with your first overlay
shape in view. You can adjust the map using your mouse or the controls on the left side of the map. In
the toolbar located at the bottom of the map, single left-click the blue polygon. Next, single left-click
your starting point on the map and begin drawing your neighborhood shape. Once you have your
desired area shaded, double left-click to end your neighborhood shape. After the completion of drawing
your shape, you will see the name of the shape in the right side pane. To edit, single left-click the
Polygon link.
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Within the shape, the Edit balloon will appear; click the edit link to edit shape name and color. If you
wish to edit the shape, click the Edit Shape link.
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M Polygon edit» o
771N

Street View | Bird's Eye | Zoom Here
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Clicking the Edit Shape link will add ‘handles’ to the borders of your shape. Left-click + hold your left
mouse button and drag the handle in your desired direction. When you have completed editing your
shape, click the Leave Edit Shape Mode link located at the bottom of the map.

Untitled Overlay | save || Edit Another Overlay |

Satellite Overlays v « Shapes

x [l Bay View

©

S

20

CHATTTEY
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If you would like to add another neighborhood area shape to your overlay, repeat the prevoius steps.
After you have completed your neighborhhod shape areas, save your overlay by clicking the Save
button.
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You will be prompted to give your overlay a name. Type the name in the Name field of the Save
Overlay box, and then click the Save button. Your overlay name will appear in the upper left corner of
the map.

If you would like to immediately create a new overlay, click the Edit Another Overlay button.

]
Save Overlay

® New Existing
Name:

‘ Area Southeast of 194| ‘

Save Cancel

Using Map Overlays

You can use your saved overlays with Map Search from the Search menu and in the Edit Search mode
from the Search Results screen. To use an overlay in a search, begin your search; plug in your desired
parameters and then click See Results. On the Search Results Screen, click the Edit Search tab, and
then the Map Search link. In the upper right corner of the map, click the Overlays button. In the
menu that appears, under My Map Overlays, click your desired overlay. Overlay shapes will appear dark
gray on the map.

NOTE: Deselecting MLS Field Shapes in the Overlays menu will remove both county and
municipality shading. This may make it easier to view overlay shapes.
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Using the scroll wheel on your mouse, push it forward to zoom down on the map to easily view your
overlay shape(s). To view listings only in your defined shape area(s), single left-click the shape; an info
bubble will appear with the name of your shape. Click the ‘add to search’ link to edit your search to
include that area only. If you have additional shape areas in your overlay you wish to add, follow the

same SthS.
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After adding your overlay shape area(s), the left side edit panel will appear. Your added neighborhood
shape(s) will be listed. Next, click the Update Count link to update your search with only those listings.

Click the View Results link to view those listings.
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Location Search

The Location Search is a text box for searching location fields, street addresses, MLS numbers and
custom Map Overlays. By default, State, County, Municipality, and Zip Code are included in the
Location Search box. Any fields that are included in the Location Search option will not appear in the
searchable fields using the Add a field to this search box. For example, if you search the field
“Municipality,” that field will no longer be available, as Municipality is accessible using the Location
Search. This field can be accessed in Quick Search and Map Search. The example that follows uses the
Map Search, but you can manually switch between search options using the links in the upper right

cornet, if you wish.

To use the Location Search, you have three options:

1. Clicking the Browse link will present you with a box listing your primary location choices. This
includes municipality, county, state, and your saved Map Overlays. Clicking any of these links

will display your choices for those primary locations.

View Results: 23,013

Property Type of Single Family

Quick Search | Ma

| | M}___(Municipality

¥ Status of Active
Listing Date
List Price
Sold Price
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X
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Alden
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Allamakee
Allouez
Alma
Alma Center
Show All (1,146)

°)

¥

2. Clicking within the Location field will present you with a box displaying your most often
searched county as a top hit and it associated municipalities. Your saved Map Overlays will also
be displayed. Double-click on your desired choice. If the county you would like to search is not
displayed, simply type in its first few letters. It will then display in the Location list box.
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View Results: 23,013
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3. You may also click in the Location field and simply type your location, such as zip code. If you
would like to search on multiple areas, after searching and selecting your first, enter the second

and then select it.
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Advanced Search Results Options
There are two tabs on the Search Results screen that are covered in greater detail within this section.
History link

You can access the history on a listing address using the History link within the Detail tab. For every
MLS list number an address has, you can click on the plus sign to the left of that list number to view its
history. Full Address history can be printed at one time; one way is printing on the fly by detaching the
history window. This will print whatever is currently showing in the window.

Current Price
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9525 W Grantosa Dr — [
Wauwatosa, W1 532221502 +MLS# Status  Prcé % Change Date DOM CDOM Address Begin Date Original List |
Active/ 1555755« C
10410 W
— 1552254 Active $175,000 -25.2% 09/26/2017 66 66 Melvina 09/26/2017 $225,000
St
$175000 =17\ Time Changed B What Changed OId Value New Value
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‘ Active / 1552254 » e .
Price Reduced 10/23/2017 at 3:20 PM  Julianne A Douglas List Price 200000.00 184900.00
10/23/2017 at 3:12 PM  Julianne A Douglas List Price 225000.00 200000.00
$179.800 = 75 e 10/03/2017 at 1:35 PM  Julianne A Douglas picture Main List #1
4079 N 96th St T 00/26/2017 at 12:28 PM REMMAX Lakeside-Capitol document Seller Condition add
Wauwatosa, WI 53222-1463 : . g P
Active / 1536184 = 08/26/2017 at 12:28 PM RE/MAX Lakeside-Capitol document Seller Condition LeadPaint Disclos
09/26/2017 at 12:28 PM RE/MAX Lakeside-Capitol document Seller Condition add
09/26/2017 at 12:27 PM RE/MAX Lakeside-Capitol document Listing Contract add
. igj?ﬁND?DBth st =17 | 09/26/2017 at 11:56 AM  Julianne A Douglas new new listing new listing
WV: tosa, Wi 53225-4522
Active | 184372 < TR
+ 798540 Sold $234,000 03/31/2006 113 113 Melvina 11/23/2005 $224,900

St

Previous Price

% Change - The percentage of price change is calculated using the following formula:

Take the current listing price and subtract it from the previous listing's price (from Price Column). Then
take that difference and divide it by the previous listing's price.

EXAMPLE:

Current Price = $175,000.00

Previous Price = $234,000.00

Difference = $59,000.00

Divide (Difference) $59,000.00 by (Previous Price) $234,000.00 = -25.2 % (% Change)

DOM — Represents Days on Market for the current listing. It is calculated from the contract date.

CDOM - The CDOM stands for Cumulative Days on Market. This is total market time accumulated on
an address within 90 days from withdrawn or expired status.

Begin Date — The date the listing was physically entered into FlexMLS.
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Compare tab

The Compare tab is a graphed statistical report you can use to show how selected listings compare to
each other in your Search Results screen. Below the table of data, a bar chart displays the information
visually. Use the Chart Legend as your guide for what colors correspond with what information. As you
select different listings from the summary panel, the graphs will adjust to display the Current Listing in
comparison to the other listings in your search. There are 2 reports available: Comparison Statistics and
Search Statistics. In Comparison Statistics, each column is calculated independent of each other except
for the price change and percentage of price change columns; those go together. The CDOM stands for
Cumulative Days on Market. This is total market time accumulated on an address within 90 days from
expired or withdrawn status.
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6601 N Shawmoars Dr =S LZ| | mHigh $3,000,000 $3,200,000 $3,000,000 237 $200,000 667%
| Chenequa, W1 53029-9033 MNumber of listings* 4 w/Orig. Pr. 4 4 sold 4 1 changed price
Sold / 993645 =
Orig. List List Price Sale Price coomM Price Chg Pr Chg Pct
Price
) $3,000,000 =17, Legend
o [SESSSSS———\\|306N5194 Shore Acres RD  — o et
Merton, WI 53029-9224 E%\‘:g;;‘e"s""g
Sold / 1507726 = EMedian
MELow
mEHigh
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Each column is calculated independent of each other except for the price change and percentage of
price change columns, those go together. I suggest you determine each column’s information separately.
Example: first compare all Original List Prices, and then compare all Listing Prices, etc...

You may want to have a view for this that has Original List Price and Days on Market to make it easier.

To get the high amount in each column you will need to look at each listing and determine which listing
has the highest amount by putting your listings in order from highest to lowest for the data in the
column you are working in.

To get the low amount in each column you will need to look at each listing and determine which listing
has the lowest amount by putting your listings in order from highest to lowest for the data in the

column you are working in.

To get the average you will need to add all of the data in each column together separately, and then
divide by the number of listings that are being compared.
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In order to get the median you must put your listings in order from highest to lowest for the data in the
column you are working in. Then you will have to look at the number that is right in the center. If you
have an odd amount of listings, you will have one number to look at. If you have an even number of
listings, you will need to add to 2 middle numbers together and then divide by 2.

The Search Statistics report displays statistics for a number of fields such as bedrooms, bathrooms,
square footage, list price and sold price. It also includes some calculated statistics such as the Sold Price
to List Price Ratio. The bottom row in the table shows the number of listings that have relevant data for
that column.
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Messages Tab

The Messages tab allows you to write messages to your Contacts on listings. The Messages function
works only with Contacts that have a Portal enabled. To send a message, click the listing to highlight it,
and then click the Messages tab. Click the “Write a message to a client about the highlighted listing” link;
in the “T'o’ field, type in a minimum of the first three letters of the Display Name of the Contact. Flex
will start searching on the string and display your choices. Click your selection in the list. Type your
subject and message; when complete, click the ‘Send Message’ link. Messages will be delivered to both
the Contact’s Portal account and to the primary e-mail address listed in their Contact file. A copy of the
sent message will be assessable in both the Messages tab in the Contact’s file in Contact Management
and in Messages on the FlexMLS Message Board (home screen).

Search Results work on behalf of a contact ) save EdE-mail & Print #i CMA & Export ShowingCart
4 > & Edit Search  List Detail  Photos Map Compare Messages
Results: 25 Selected: 0 « &aB

B Price | Status | MLS #

$167,900
9525 W Grantosa Dr
Wauwatosa, WI 53222-1502

Active / 1555755« C

Write a message to a client about the highlighted listing

[

There are no messages related to listing number 1555755

Send Message

Send message about
b 9525 W Grantosa Dr, Wauwatosa, W1 53222-1502  (#1555755)

To: |
Subject :Message‘ 9525 W Grantosa Dr, Wauwatosa, Wl 53222-1502

Message

$200,00
2661 N |
Wauwat

Active / | cancel | | send Message |
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Financial Calculators

The FlexML.S system has many financial functions available for you to help your customers or clients
make choices about loans, or more importantly, for you to show them how they’ll save money by
purchasing a first home or perhaps “buying up.”

To access the financial calculators, open Maps/Financial in the FlexMILS menu, and then click
Financial Calculators. The system displays the “flex calculator” screen, which has a list of calculators
you can use. Select the report you want to use and click on Generate Selected Report.

Report

Calculation Reports

Click a report name to run the report

Description

Amortization Schedule

FHA Loan Qualification

VA Loan Qualification

Closing Cost Estimator

Amortization Schedule
L=NMiew Sample

This calculator displays the breakdown of principal and interest in mortgage payments.
&= View Sample

=View Sample

||=Miew Sample

The following shows an example of the Amortization Schedule calculator. This calculator is designed
to calculate Payment amount and create an amortization schedule.

126

Payment/Amortization Calculator

Required entries Enter values into

| these fields.
1150000.00 |

Number of Payments, perYear O 1 O 2 O4 O6 ®12 O 24|:|Other
010 015 020 O 25 @ 30 | other

Principal Loan Balance

Annual Interest Rate (%)

Loan Term, in Years

Date of First Payment
Calculated Payment

Payment

Balloon Payment Number

Balloon Payment Amount

Full Report
Annual Totals Only
Payment Report Only

Title of Report

673.57
673.57 |
Balloon Payment Options

—

Reporting Options
®
O
O

|Payment/Am0rt'|zati0n Schedule

View Report Print Report

Click View Report or
Print Report to see
report.
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General Preferences

If you would like to configure settings affecting your FlexMILS account, use the General Preferences

screen. To display this screen in the menu, click Preferences and then click General Preferences.

The following table describes the settings available on this screen.

This setting:

Does this:

Default font size

By default, the font size for the Search Results screen is set at
10 points. You can increase or decrease this default. If your
Search Results view has more than 8 columns, you may want
to decrease your font size to allow all the columns to be seen
without having to scroll.

Public version/Private
version is default for
full listing reports

Choose a default listing
report

Sets the report version you would like as the default for the
listing report on the Search Results screen. Public reports do
not contain listing agent information, showing instructions,
days on market, and commissions — private reports do.

Allows you to select which report format the system will use
when you use Subscriptions, the list number link or Details
tab on Search Results.

Automatically choose
which tab to select.

Quick Search is my
default tab when
editing a search.

Map Search is my
default tab when
editing a search.

Full Search is my
default tab when
editing a search.

Expand all fields for
Quick Searches

Opens the edit search mode corresponding to the type of
search you started with. Example: If you began your search
using Quick Search, clicking the Edit Search tab will default
to the Quick Search edit screen.

Opens to Quick Search summary panel when the Edit Search
tab on the Search Results page is clicked, allowing you to edit
your search using the Quick Search mode.

Opens to Map Search summary panel when the Edit Search
tab on the Search Results page is clicked, allowing you to edit
your search using the Map Search mode.

Opens to Full Search tabs when the Edit Search tab on the
Search Results page is clicked, allowing you to edit your
search using the Full Search mode.

Opens all fields in Quick Search by default.
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This setting:

Does this:

flexmls E-Mail and
Print: Please choose a
default configuration.

Choose public or private as the default setting for the E-mail
and Print links on the Search Results screen.

‘Prompt me to choose Interactive or Printer Friendly version
when e-mailing’ will offer you the option to choose between
the two versions each time you click the E-mail button.

E-Mail: Please choose
the default e-mail type.

Default e-mail
signature to checked

Choose HTML or Text as the default for e-mail; this setting

affects the format of all manually sent e-mails from
FlexMLS.

The option to include your signature in all outgoing e-mails.

E-Mail: Please choose
default e-mail

Affects settings in the Subscriptions. You may choose a
default set of attachments to automatically be included when

attachments Subscriptions are sent. (This option is currently disabled)
flexmls Dashboard: Show listings that will expire in X’ days under Listings to
Listings to Expite / Expire affects the forecast of your listings to expire in a
Sold Listings Range specified number of days. The default is 7.

Show listings that were sold in the past X’ days under Sold
Listings affect your sold listings shown in a specified
timeframe. The default is 30.

My Listings: Which
statuses should be
included?

Choose which listing statuses you would like to include when
displaying the My Listings screen in your account.

Off-Market listings
older than this many
days will not appear on
the My Listings screen:

This setting applies to the age of your listings that are
statuses other than Active and Pending, and how long you
wish to view them in My Listings after they have gone off
the market.

Expiring Listing
Notification

This setting allows you to set a reminder for yourself to e-
mail you when any of your listings will be expiring in your
chosen number of days.

Messaging: Enable e-
mail notifications for:

Choose to receive message notifications from messages sent
by clients, your office, company, board association, and the
Metro MLS.
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This setting: Does this:

Messaging Notifications ~ Suspends all Contact Portal login notice messages.

Bulk E-mail Options This setting allows you to opt out of bulk e-mails sent from
your office’s administrative FlexMLS account.

Contact Management:  Default for Enable Reverse Prospecting checkbox on Add
Contact: determines if Reverse Prospecting is enabled by
default when you create a Contact.
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Default Map

The Default Map preference, located under Preferences in the menu, lets you set the map area that
will display on maps when searching for listings. For example, this default area is what would appear
when beginning a Map Search, the Map tab in Full Search, or viewing the map under Maps/Financial
on the menu.

To set your default map area, move the map to the zoom level and location that you would like to use
as your default, and then click to select the rectangle tool at the bottom of the screen. When the
rectangle tool is selected, click once to define a corner of the rectangle, move the mouse (without
holding the mouse button down) to highlight the area you’d like to use as your default and click once
to complete your rectangle. If you make a mistake, you can click on the rectangle tool to draw a new
rectangle, or click on the Reset button at the upper right to set the map back to the MLS default.
When you are satisfied with the highlichted map area, click the Save button to save your map
preference.

@ Default Map: Everything within the rectangle below will be shown by default “. Reset M Save
=
A ol £ | wap |
IChWOoO T &
\10 ?and Hubertus Thiensville
7 i Mequon
\ 4 () Ashippun
M @ Watertown i
‘Vater@ 1G] enémsonee
o Brown Deer
Ixorjia
Ebenezer Sussel a5 Glendale
la] Oconomowoc Whitefish Bay
v Milford A B 175,
Lake Mills 494 - Shorewood
T ht Delfield Pewaukee 47
; s Milwaukee
| West Allis
ridge Jeffersan Suljyan Wales Waukesha
e N 5 eme New Berlin i |
=
Fort Atkinson Hebion Nerth Prairie
South
6 Muskego @ Milwaukee
) Cold Spring . Eranklin
Palmyra Eagle o Big Bend Creek
ukwonago
g &)
Whitewater (67) > .
i | @ Potter, Lake e
Tichiggn Caledonia
Raymond
. East Troy Wind Polnt
Milton
. @ Waterford
i aricuilie Mt Pleasant Rac)
acine
@ Richmond @
Johnst ——
s N @ Erowns Lake Union Grove LA @
sville Elkhorn Burlington @
@ D @)
D Delavan
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CT D Lake Geneva
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Sample Flyer

To create a flyer for your listing, select a listing from the Search Results screen. Click on the Print link.
Choose your flyer type from the report list. You must choose the Private version of the report, as the
Public version will not show your agent Contact information and Flyer Headline.

To add a Flyer Headline, you must either include when initially entering your listing or by editing your
listing. Enter headline text under the Main Fields tab and Flyer Headline.

The FlexMLS system will include your photo, and your logo (if you have these things stored in your
FlexMLS profile).

Use the drop-down menu
in Details to choose your

/ desired flyer
All Results (1)

* For 200+ listings, only List and Co re may be printed
Version: Private ¥

4 Return to Search Results

Listings to Print or E-mail

®' Current Listing (1)
Selected (0)

Flyer 3 - agent pic right

Flvar 4 W )=
—

Print both public and private reports
History
Mortgage Info
Documents

Tour of Homes
Open Houses
Mortgage Calculator

101 MAIN ST
Superior, Wisconsin 54880-2769

Taxed by Town of Superior

Photos

$260,000
Map
Compare MLS #: 1 Room Dimensions:
Property Type: Single-Family Master Bedroom 10x10
Messages Bedrooms: 3 Bedroom 2 10 x 11
FulliHalf Baths: 21 Bedroom 3 15x14
ESE' zotaléq..‘tFt: 15575; Bedroom 4 13xM
st. Year Built: o
Taxes: 52,101/ 2001 ;'V'",‘f"i'eat Room 2 X 3‘;
Exterior: Asbestos/Asphalt; Log f‘m'y oom x
Lot Description: 38 ACRES Kitchen 12x12
Est. Acreage: 1 Dining Room Mxn
Garage: 3/ Attached Den/Office Sx8
Basement: Partial; Other
Heating/Cooling: Forced Air / Propane Gas
Water/Waste: Private Well; Septic System
Schoel District: Superior

NOT AVALID LISTING. FOR TESTING PURPOSES ONLY.
Directions:GO NORTH, VERY FAR NORTH, ALL THE WAY TO SUPERIOR! TEST LISTING - INSERTED BY

THE MLSI
Rose A. Realtor, G.O.A.T. = | 1]
Nancy Realtors E
Preview and Print in a new window Pho_ne: 414-778-5400 150 =
Save / Reset Selections Cell: 414-778-9311 rn—_l LISTING
Fax: 414-778-6143 Rt N

Email: angela@metromls.com
Web: http-//www metromls com

X Preview LA Edit | 2 E-Mail

S Pt PoF
Report contains an estimate of 1 pages.

NOTE: For flyers to print propetly all of your margins must be set as follows:
IE - 257
Firefox — 07

We also recommend deleting your browser headers and footers.
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Document Loader

The purpose of Document Loader is that it allows you to attach listing specific documents; such as the
Sellers’ Condition Report and the Lead Paint Disclosure, to your listing. You can accomplish this in one
of two ways; via faxing the document along with the system-created cover page to a fax line dedicated to
this purpose, or uploading the file in PDF format through FlexMLS directly to your listing. The
following pages will aid you with step-by-step instructions on how to do both.

NOTE: Uploading a document in the PDF format gives you more document type choices versus the
basic fax which allows just two.

Basics of Document Loader

There are some basics to know about the Document Loader before beginning listed below:

132

All documents that you upload MUST be in PDF format. NO OTHER FORMAT IS
ACCEPTED. There are several ways to convert your document into PDF format. One way is
through your scanner. Most scanners have an option in its software setting to convert your
scanned documents into PDF format. Scan your document at lowest resolution possible. You
must check your equipment’s user manual to find out how on both. Another way is to download
freeware called CutePDF Writer. You can download this software at no cost, by accessing the
website www.cutepdf.com.

If you decide to fax in your document for automatic uploading, the ONLY reports being
accepted at this time are the Sellers’ Condition report, and the Lead Paint Disclosure. If you
choose the manual upload (the self-serve option), you can upload any of the documents listed in
the Documents menu. If the document you are uploading is not in the list choose the Other
option for your document name.

If you decide to fax in your document, you MUST print out the provided fax cover sheet and
fax it in along with your document. Your document WILL NOT be uploaded without it.
Recommended file size for uploaded documents is 10 MB or less per file. This pertains to
the size of the document after converting to PDF. To verify the size, simply single right click on
the file name of the PDF document, single left click on Properties in the menu that will pop up,
and take note of the size.

To create a smaller PDF file, adjustments can be made to your scanner to create a smaller size,
such as lowering the resolution (dpi) to its lowest setting, scanning as text as opposed to image,
and scanning in black and white as opposed to color. You may also compress your created PDF
file using a free compression tool available at www.docupub.com/pdfcompress.

When faxing your documents, you can fax only ONE DOCUMENT AT A TIME! This means
1 document (1 document + its system generated fax cover sheet) per fax transmittal.

Listing Contract and Exclusive Right to Lease are private documents; this means they can only
be seen by the listing agent and the listing office’s administrative FlexMLS account.
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Adding a Document to Y our 1 .isting

To add a document to your listing, click on the Menu button. Under the Add/Change section click the
Change Listing link. Enter or select your listing’s MLS number and click the Next button. This will bring
you to the Change menu for that listing, as shown below.

Change Single-Family Listing 1

FULL LISTING REPORT PHOTO TOUR DOCUMENT VIEWER HISTORY ACTIVITY CHANGE ANOTHER LISTING

101 MAIN ST, Superior, WI 54880

Listing Member: Rose A. Realtor (angela@metromls.com) of Nancy Realtors (nancy) Entry Date: 10/30/2002 Status: Active List Price:$1

General Price
Listing Information > Change List Price >
Map Location >
Listing/Selling Members > Media
Photos (1) >
Status Documents (2) >
Edit Current Status (Active) > Videos >
Extend or Expire Listing > Virtual Tour >
Pend Listing (Under Contract) >
Close Listing 5 Scheduled Marketing Activities
Withdraw Listing (Temporary) > Open House >
Expire Listing > Tour of Homes >

B8 Enable/Disable ShowingTime >

Under the Media section, click the Documents link. This will bring you to the Documents menu for
that listing, as shown below.
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Documents In Single-Family Listing 1

101 MAIN ST
Superior, W1 54880-2769

Listing member: Rose A. Realtor (angela@metromls.com) of Nancy Realtors (nancy)
Entry Date: 10/30/2002 Status: Active Listed for $260,000

Add Document

Document Fill: Choose File '\Io file chosen

Description: | Seller Condition v

| New Document

[e
g

In the Description field, click the drop-down arrow and select the type of document you want to
upload. Then click the Choose File or Browse button. This will bring up the Open or Choose File
window that allows you to browse your file locations. Point this box to the location of the file you
would like to upload, as shown below.

Documents In Single-Family Listing 1081506

‘126 Cabernet Ct, TBV, W1 53959
Listing member: Rose A. Realtor (angela@metromis.com) of Nancy Realtors (nancy)
Entry Date: 05/27/2009 Status: Active Listed for 31

|New Document | Add Document

New folder = O @

QOrganize »

-

¥ Favorites — Documents library
Bl Desktop Includes: 2 locations

& Downloads

Arrange by:  Folder » er Sheet

. ment for auto loading by the MLS.
Name Date modified Type

%7 Dropbox @ My Music 9/16/2011 3:50 PM File folder

c Cloud Drive

.
1= Recent Places

- Libraries
@ Documents
Jﬁ Music
[E5 Pictures
. Podcasts

My Pictures
My Videos

. EXE Files
Ity Music
My Pictures
My Videos
desktop

% Default

9/16/2011 3:50 PM
9/16/2011 3:50 PM
6/10/2010 4:07 PM
7/14/2009 12:08 AM
7/14/2009 12:08 AM
7/14/2009 12:08 AM
6,/14/2013 8:02 AM
5/9/2013 4:56 PM

File folder

File folder

File folder

File folder

File folder

File folder =
Configuration)
Remote Deskt

B videos | Purge_Admins List_20130207154635
|Th 12772242 10/2/20127:13AM  Adobe Acrob:
1M Computer | Purge_Metro Minus Contract Boards_20120830110427 8/30/2012 11:04 AM  Text Documner

& Local Disk (C)  + « | m |

2/7/2013 3:46 PM Text Documer

File name: 1277224 ~ [ Files

[ Open |vl [ Cancel

Highlight your file of choice and click the Open button. This will pull the file into the Browse box.
Now click the Add button. After successful addition of your document, your screen should look like the
example shown below.
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Documents In Single-Family Listing 1

101 MAIN ST
Superior, W1 54880-2769

Listing member: Rose A. Realtor (angela@metromls.com) of Nancy Realtors (nancy)
Entry Date: 10/30/2002 Status: Active Listed for $260,000

| Seller Condition [ vl POF] | Preview of Seller Condition

| View Seller Condition

This document Is saved in PDF format. Click the document icon above to view it

‘;“'AddDocument '@ Edit/ Replace 2@ Remove

Editing/ Replacing an Excisting Document

You have the ability to edit/replace existing documents you have loaded in the Documents feature. If
you need to replace an existing document with a more current or corrected version, in the Documents
menu, click the document to be replaced in the list of documents on the left side of the screen. Then
click the Edit/Replace button. This will bring up a screen showing an icon of the selected document.
Place a check in the Replace Document option. The Browse or Choose File button will appear. An
example of the screen is shown below.

Documents In Single-Family Listing 1081506

126 Cabernet Ct, TBV, WI 99559
Listing member: Rose A, Realtor (angela@ metromls.com) of Nancy Realters (nancy)
Entry Date: 05/27/2009 Status: Active Listed for 31

Saller Condition i POF] | Preview of Seller Condition
|_|_ View Seller Condition
Description: Seller Condition -

J|Replace Document| Browse_ | No file selected.

(] save Changes @ cancel

Click it to browse for your new document, select the document name, and click the Open button to pull
it into the Browse field. Now click the Save Changes button to save your new document.
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How to Access Documents on a Listing

To view documents on a listing, on the Search Results screen, click on the Detail tab, and then the
Documents link. Documents attached to a listing can be viewed by either clicking the individual report
name link or selecting the documents by placing a check in the box to the left of the document name,
and then clicking on the View/Print Selected Documents link.

Search Results work on behalf of a contact [ZJ Save B E-Mail g Print @ CMA :_, Export ShowingCart

4 » G Edit Search  List I Detail l Photos Map Compare Messages

Results: 47 Selected: 0 4 @ & M Report » | History TaxInfo Mortgage Infol Dncumentsl more «

(Address: 7412 N Longacre RD Fox Point, Wisconsin 53217-3504 Taxed by: Fox Point MLS #: 1535900

= Price | Status | MLS # =
L W fay e Property Type: Single-Family List Price: $242,000

AuuYE s Tguz LY

Status: Active With Offer Taxes: §5,280
Status Change Start Showing Date: 07/06/2017 Tax Year: 2016
Tax Key: 0960041000 Est. Acreage: 0.2
County: Milwaukee
$242,000 5 A=,
7412 N Longacre RD = D Bedrooms: 3 Rooms: 6
Fox Point, Wl 53217-3504 Total Full/Half Baths: 1/ 1 Est. Total Sq. Ft.: 1,490
Active / 1536000 v C F/H Baths Main: 1/1 Est. Year Built: 1947
F/H Baths Upper: Zoning: RES
F/H Baths Lower:
Garage Spaces: 1
Garage Type: Attached
$249,900 ==V
=

7614 N Seneca Rd
Fox Paint, Wl 53217-3142
Active / 1541412 C

Flood Plain: No Days On Market: 97

Status Change Directions: Calumet to Bell, South to Lombardy, Turn left to property OR Lake drive to Bell to Lombardy, north to property
School District: Fax Point J2 Name Dim Level Name Dim Level
! $259.000 o ﬂ'.ﬂ'&.?s"é‘rf’.lu'f'ﬁ‘l'i; N Master Bedroom 15 14 Main Living/GreatRoom  19x15  Main
8214 N Regent RD SO | Elem. School: Stormonth Bedroom 2 13x10 Main Kitchan 14x10 Main
B Fox Paint, WI 53217-2734 Bedroom 3 10x9 Main Family Room 18x13 Main
i Active / 1547274« C Rec Room 32x10 Lower
.. Terms/Misc: Home Warranty
Lot Description:  Fenced Yard Documents: Seller Conditio‘rc‘ Tax Bill: Prior Title Policy; LeadPaint
Style: 1 Story Disclosure; Other: Listing Contract; Seller Updates
$259,500 =5 A3 Architecture: Ranch Appliances Incl.:  Oven/Range; Refrigerator; Disposal; Dishwasher;
7418 N Boyd Way = E( Garage: Electric Door Opener Microwave; Washer: Dryer
Fox Point, WI 53217-3650 Driveway: Paved Misc. Exterior: Dack
Active / 1546717 = Exterior: Aluminum/Steel Misc. Interior: Natural Fireplace
< - Basement: Full; Block; Sump Pump; Partial Finished Water/Waste: Municipal Water, Municipal Sewer
= Heating Fuel: Natural Gas Municipality: Village
my $269.500 - HIC Type: Forced Air; Central Air
= - A = FAr intion: -
. m 217 E Spooner Rd = E( Bath Description: gﬁmf:lg?;mce%ﬂ;er Tub; At least one
— B Erv Print W1 52917 2745

NOTE: The Documents link will only appear if documents are loaded onto a listing. If the listing does
not have a document attached, this link will not be available. Listing Contracts and Exclusive Right to
Lease are private documents and cannot be seen by anyone other than the listing agent and the listing
office’s accounts.
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Statistics

o My Production tracks your user-specific listing and sales statistics. This section includes two
reports — the Quick View and Member YTD Report. Click on the drop-down list next to My
Production to choose which report you would like to view.

o Market Summary can be used to see graphs and tables describing the state of your defined
market for a set time period. The first half of the report are six tables that illustrate trends in
the Number of Listings, Listing Prices, Absorption rate, Sold to List Ratio, Days on Market,
and Price Volume. The second half of the report offers detailed data supporting the graphs.

o Inventory Reports are a set of six reports that relate to inventory and production for agents
and offices.

o Statistical Reports are a collection of reports that relates to sales and listing activity.

° Rosters links to the office and agent rosters.

The Inventory Reports and Statistical reports menus provide both a description of the content and
sample of the output for each type of report.

Inventory Reports

o Broker Inventory Report tracks both agent and office listing activity, as well as sales volume
based on a date range. The report provides both listing details and summary statistics,
including transaction sides, cooperative sales, and volumes. The report will list your activity by
listing address.

o MLS Listings to Expire allows you to forecast which of your listings will expire in a specified
time period.

o New Listing Report lists details for individual listings new during the time period specified
and indicates whether the listings were extended or not.

o Sales Activity by Property Type Report presents sales summary statistics (totals, volumes,
averages) for both a specified period and year to date, so you can see current activity and
compare that activity to another time period.

o Agent Listing and Sales Summary: This report provides summary statistics using sides,
volume and agent’s percentage of MLLS Board total sales for listings and sales by agent during
the time period specified.

o Productions Report: This report lists all sold listings by address and list number for the
specified period, using any combination of or all property types. Each property type will show
list member volume, sold member volume, and its totals. MLS Board stats for the same info
are given.
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Inventory and Production Reports

Click a report name to run the report

Report Description
Broker Inventory [Elview Sample | Broker Invento
. . Ehiow S | This repart tracks agent and office listing activity and sales volume. The report provides bath listing details and summary
My Listings to Expire faView sample | giatistics including transaction sides. cooperative sales, and volumes
Mew Listing l[E|View Sample
Sales Activity by Property Type ENigw Sample

Agent Listing and Sales Summary  [[2Niew Sample

Moving your mouse over the report name

Production Report l[EView Sample

/ displays the report’s details.

To see a sample of what a particular report
looks like, click the View Sample link for the
desired report.

Statistical Reports
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Statistical Summaries provides summary statistics for sales, including breakdowns for co-
listings and list/sale, in addition to stats for new, expired, and other statuses duting the time
specified.

Terms breaks down sales by the terms of sale in a date range. This report can be run for
Company, Office, Agent, and the entire MLS.

Market Penetration allows agents to view their listing and sales activity compared to their
office or compared to the MLS as a whole. When the report is run for an Agent, the report
can compare the Agent to the Office, Company, or the entire MLS. When the report is run for
an Office, the report can compare the Office to the Company or to the entire MLS. When the
report is run for a Company, the report can compare the Company to the entire MLS. This
can also be filtered by things like Municipality, County, Price Range, and others. If you
select Market Share, the report will rank Company, Office, Agent/s, based on Listings, Sales,
Listings and Sales, or Listings or Sales. You can choose how many Company, Office, and/or
Agents you would like the report to contain.

Market Comparison allows agents to compare their productivity from year to year, and can
also be run for the MLS as a whole.

Days on Market summarizes days on market statistics for your sales, and can also be run for
the MLS as a whole.

Price Range Statistics summarizes your sales by price range, and can also be run for the
MLS as a whole.

Managerial Statistics summarizes the agents’ or offices’ sales and listing activity and provides
market share data.
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Inventory and Production Reports

Click a report name to run the report

Report Description
Statistical Summaries lIE=Niew Sample Statistical Summaries
= . This report provides summary statistics for sales. including breakdowns for co-listings and list/sale, in addition to stats for new

Terms (ENView Sample expired and other statuses during the time period specified
Iarket Penetration I=View Sample

Iarket Comparison lEView Sample

Days On Market [EView Sample

Price Range Statistics lIE=Niew Sample

Ilanagerial Statistics lE=View Sample
5
Rosters

The Office and Membership by Office Roster and the Membership Roster are available in PDF
document format. The rosters are typically updated on the first Monday of each month.
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Searching for Tax information

Tax information is provided to the MLS by WIREdata. WIREdata collects the tax information,
assessment data, and legal descriptions that are stored in the tax system.

Following are some of the reasons you’ll find tax information helpful to you in your business:

When you are going on a listing appointment, you can get the tax information either by
searching for address or owner name.

When you are calling owners whose listings have expired, you can search for the tax information
before you call so that you have some information about their property.

You can get tax information before Contacting a FSBO (for sale by owner) to see if they are
interested in listing their property with you.

You can use the ID Walk in tax information to find properties around the subject property —
either for a CMA or just to gain information about surrounding properties when going on a
listing appointment.

You can search by subdivision name or condominium name (if provided) in the legal description
to find all of the properties in a particular subdivision or condominium complex.

You can print labels for selected properties. You could either use a search by address range or
subdivision name in the legal field (again, if it is provided) to print labels. You could use this to
print labels for properties in your market area, or perhaps labels for properties around your
listing.

Some of the features of the tax system that will make your work quicker and easier are:

140

If you normally search in only a few counties, you can set up default counties to eliminate a step
when you’re setting up searches.

You can save searches for later use.
You can create quick searches that have just the criteria you’re interested in searching for.

Parcel carts hold the matches from your searches — you can then recall those matches later.
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Getting to Tax Information
To get to the tax system, open the FlexMI.S Tax menu and click Tax Information. This takes you to

the WIREdata Main Page. This page opens in a separate browser window so you can access FlexMLS at
the same time.

The WIREdata Menu
Along the left side of the WIREdata screen, is the WIREdata menu.

Welcome to PropertyLinks™, you are logged in as: amarshall

WIREAI

CORPORATION

[ Choose Counties UPDATE INFORMATION

=l search
] Address
[5] Address Range
BloRne NS Please refer to the Update Information section located below for counties and municipalities indicating when the data was last
& Taxkey updated.
[l Assessment
A NEW label will display next to the date for information that has been updated within the last two weeks.
] Quick Searches
[*] saved Searches
[ Parcel Carts
Setup
[5] Update Information

Assessor Source

When assessor data is unavailable on a tax record please reference the assessor source list.

LA Questions can be directed to WIREdata staff @ 414-778-6154.
[*] Assessor Source List

Your current counties are :

Community AI?::;ES::IS Assessor Sales
Adams County 12-13-2016 02-28-2017
Ashland County 12-14-2016 02-28-2017
Barron County 12-15-2016 02-28-2017
Bayfield County 12-15-2016 02-28-2017
Brown County 12-22-2016 02-28-2017
Buffalo County 01-19-2017 02-28-2017
Burnett County 12-20-2016 02-28-2017
Calumet County 12-21-2016 02-28-2017

Appleton, City Of 01-08-2016

Menasha, City Of 12-20-2016
Chippewa County 12-19-2016 02-28-2017
Columbia County 04-19-2017 02-28-2017
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The menu has the following choices:

Choose Counties Set your defaults for counties

Search Searching functions

Address Search for property tax information by address (up to 10 at a time)

Address Range Search for tax information using a range of addresses on a street (up to 10)
Owner Name Search for property tax information by owner name (up to 10, last name first)
Taxkey Search by Zax key number (up to 10, searches with a “begins with”)
Assessment Search for property tax information by assessment information

All Fields Search by any field (parcel information, tax information, assessor data, etc.)
Quick Searches Search using a Quick Search you created under Setup

Saved Searches Search using a Saved Search you created under the Browse View

Parcel Carts View, delete or edit Parcel Carts

Setup Setup preferences, views, quick searches and saved searches
Preferences Set your defaults for your preferences, change counties

Browse Views Create, edit, delete or use your own Views

Quick Searches Create, edit, delete or use Quick Searches

Saved Searches Use or delete your Saved Searches

Update Information |Indicates the date in which information has been updated

Archived Parcels Displays ONLY parcels that have NO current assessments or taxes
Assessor Source List|Opens to a PDF file listing tax website links for Wisconsin counties/municipalities

NOTE: When searching tax records, it is very important to know and remember that not ALL
municipalities/counties provide assessor data (squate footage, year built, number of units, etc.).
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Searching by Address Range

Searching for tax information by address range is useful if you want to locate a series of properties for a
CMA or to print labels for mailings.

1. To start a search by address range, open the WIREdata Search menu and click Address Range.

2. If this is your first search in the tax system, the next screen allows you to select counties to
search. (Otherwise, go to step 3.)

The tax system stores up to four counties you select as default until you close the tax system
window. Each search you perform will include information from those counties. (You can
clear the defaults through the WIREdata Preferences menu under Setup or Choose
Counties.)

You can also save the counties you select as defaults for every time you use the tax system —
if you always want to search for tax information in a particular set of counties, saving default
counties is a good idea. That way, you won’t have to select counties each time you start
searching the tax system. (If you need to search in a county that isn’t included in your
defaults, you can uncheck the counties through the WIREdata Preferences menu.)

Once you have selected your counties, Select the counties you want to search.
click Address Range Search to You can search up to four at a time.
proceed.

Select the desired counties, cheZk up to 4

Click Save Counties to

[T Adams [ Columbia [ Crawford ‘e th locted
[ Dane [ Dodge [ Fond Du Lac n;a I’let-eSe Ze re(aeefa It
unt u uit.
" Grant [ Green [ Green Lake y
[ lowa [ Jackson [ Jefferson
[ Juneau [ Kenosha [ La Crosse
[ Lafayette [ Langlade [ Lincoln
[~ Manitowoc [~ Marathon [~ Marquette Click Rest C . N
[ Milwaukee [~ Monroe [ Oneida Ic R Lounties to
) reload your saved default
[T Ozaukee [ Portage [ Racipe : .
- - - counties (if you have not
Qichlang b S saved default counties, this
[ Shebhoygan [ Taylor Y Trempealeau button has no effect).
" Vemon [ Vilas [~ Walworth
" Washington [ Waukesha [~ Waupaca
[~ Wood

Addresz Range Search Savz Counties Restore Counties

The counties chosen here will be uzsed for your searches until you leave the tax system or choose different
counties. If you want to use these counties the next time you use the tax system, click the Save Counties
batton, and your checleed counties will be automatically used for your searches.

WWhen you occasionally need to search in other counties, click the Choose Counties menu ttem and pick
the counties desired for your searches. If vou don't save these new counties, they will only be uzsed until
vou leave the tax system. The next time you use the tax system, the last set of counties that you saved will
ke your default counties.
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Select the county or counties you want to search, and then click Address Range Search.

From the Municipalities in (County name) list, choose the municipalities you want to search. If you
want to search through an entire county, check Search Entire County.

3. Enter the street number ranges and street names you want to find. The Street Name field
is a “begins with” field. If you type “MAIN” in the Street Name field, the system finds
“Main,” “Main St,” “Main Street,” or any street that begins with the letters “MAIN.”

1. Select the municipalities you want to search. When you select
a municipality, it appears in the list below.

If you want to search the entire county (or counties) you selected,
check Search entire county.

3. Click Search.

\m Clear Search

Sort Resytfs By: © Taxkey @ Address © Owner

Municipalities in Mil unicipalities in Ozaukee
= H
" Search entire county " Search entire county
Mitwaukee, City Of
2. Enter the T | Unsolect |
address range(s) Address Type [ Property [~ Owner
you want to search Llrsriapied
in these f|e|dS Street# to  Street# Dir Street Name Street Type Address Searching Tips
IZ?DU IZSDU l— I?B I j o Select Address Type to search either Propery or
|1DD |3DD l— Il::enler I ﬂ Cwiner address, or bath.
| | . | e e e
| | 1 I |
| | 1 I |
| | [ | H
| | 1 [ =]
| | 1 [ =]
| | 1 [ =]
| | 1 I -

| seaich | Clear Search
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4.

Click Search. The system displays the Browse Results screen. This screen displays the
matches for your search. To see the details for a property, check the Select check box for
the property, and then click Details.

Clicking the plus (+) will toggle the display

To show the details for a property, check the
Select checkbox for the property, and then
click Details.

of 1 pages

Diotte Peter C & Mary F
Lee Michael C & Tara &

Luebke William A Leonardi Anne L
Bell Joan ¥ Young Abbey D
Loomis William F & Denita M Trust
Crittenden Rose Ann

Savignac Thomas A
Mevinski Andrew D
Lahmann Gerald J
Fauteck Clarence W
Brueske William J%& & Ardele R

‘erhach David S

Crowley William J

Martens William E

Anderson Bradley S & Suzanne B
Reddy Peter J

Toubl Jerry F

Lemke Marilyn B

Karbash Donald W

Eckblad Christopher B Eckblad Christine M
Spahr Mary J

De Seve Marna J

+

I &1 Trust Comp Trustee % Bruno Mordberg

IMayfair Manor Apartments LLC % Bieck Management LLC
IMayfair Manor Apatments LLC % Bieck Management Inc
Smith Thomas J & Tiffany J

Singh Hakam

Pozayt Lorraine L

Boothroyd Living Trust

+ Daniel F Trust

+ Noerenberg Viernon Joint Revocable Tru

Holman Beverly S

Gill James D & Carol A

Hart Peter M & Judy R

Schwertfeger Frederick C Schwerifeger Caroline E
Hurley Antonio J

Browse only tagged matches

Full Report

M.iling Labels

Property Address

11119 W Clarke ST
11120 W Clarke ST
11130 W Clarke ST
11145 W Clarke ST
11327 W Clarke ST
11328 W Clarke ST
11407 W Clarke ST
11424 W Clarke ST
11506 W Clarke ST
11600 W Clarke ST
11607 W Clarke ST
11619 W Clarke ST
11622 W Clarke ST
11637 W Clarke ST
11640 W Clarke ST
11716 W Clarke ST
11725 W Clarke ST
11744 W Clarke ST
11822 W Clarke ST
11823 W Clarke ST
11830 W Clarke ST
10009 W Meinecke AVE
10010 W Meinecke AVE
10030 W Meinecke AVE
10108 W Meinecke AVE
11001 W Meinecke AVE
11040 W Meinecke AVE
11170 W Meinecke AVE
11305 W Meinecke AVE
11306 W Meinecke AVE
11407 W Meinecke AVE
11716 W Meinecke AVE
11730 W Meinecke AVE
11809 W Meinecke AVE
11911 W Meinecke AVE
11916 W Meinecke AVE
11933 W Meinecke AVE
12011 W Meinecke AVE

Wauwatosa, City Of
Wauwatosa, City Of
Wauwatosa, City Of
Wauwatosa, City Of
Wauwatosa, City Of
Wauwatosa, City Of
‘Wauwatosa, City Of
VWauwatosa, City Of
‘Wauwatosa, City Of
VWauwatosa, City Of
VWauwatosa, City Of
Wauwatasa, City Of
VWauwatosa, City Of
Wauwatasa, City Of
‘Wauwatosa, City Of
VWauwatosa, City Of
‘Wauwatosa, City Of
Wauwatasa, City Of
VWauwatosa, City Of
Wauwatasa, City Of
VWauwatasa, City Of
Wauwatosa, City Of
Wauwatosa, City Of
Wauwatosa, City Of
Wauwatosa, City Of
Wauwatosa, City Of
Wauwatosa, City Of
Wauwatosa, City Of
‘Wauwatosa, City Of
VWauwatosa, City Of
‘Wauwatosa, City Of
Wauwatosa, City Of
Wauwatosa, City Of
Wauwatasa, City Of
VWauwatosa, City Of
Wauwatosa, City Of
Wauwatosa, City Of
Wauwatosa, City Of

View fields : Standard

between one owner name and all owner
names for the parcel if there are multiple
names.

Number currently selected : 0

Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee
Milwaukee

336003301
336002401
336002602
336003900
336013000
336008300
336023000
336021800
336036000
337001400
3370712002
337012200
337001200
337011400
337001000
337002000
337074000
337001900
337002801
337015400
337002802
335001600
335001300
335001201
335001101
336005800
336005100
336998300
3360713100
336011200
336025801
337013100
337013000
337008800
337006800
337014700
337004900
3370043200

-

.

m
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The following table describes the functions of the buttons and fields on the Browse Results screen.

Depending
on the
Browse
view you've
selected,
these fields
may or may
not be
present.

146

This button or field: Does this:

Details Shows the details for the properties you select.

Modify Allows you to modify your search parameters.

One Line Report Generates a list of search results parcels using columns in view
displayed.

Full Report Displays a full report for the selected properties.

Mailing Labels Allows you to generate mailing labels for the selected
properties (we'll talk more about this in Search by Al Fields).

Data Export Export data from tax records into a .CSV file.

Save Search

Allows you to save your search criteria for reuse.

Parcel Carts

Lets you save the selected properties in a “parcel cart,” which
is a way you can save and organize properties from different
searches into one easy-to-retrieve place.

Page (number) of (number)

Indicates which page of properties you are currently viewing.
You can type a number into the field to go directly to that

page.

Previous Page

Takes you to the previous page of properties.

Next Page

Takes you to the next page of properties.

View Fields

Allows you to change your view of the data on the screen.

Number currently selected

Shows you how many properties you have selected on the
screen.

Select (button)

Selects all of the listings in the search results (on all pages).
When you click the Select button, all the select checkboxes
will check.

Select (checkboxes)

Check the select boxes to select the tax records you want to
use.

Magnitying glass

Click the magnifying glass icon next to a tax record to see the
full report for that record (if you want to see more than one
full report at a time, select the records, then click the Full
Report button).

Owner Name 1

Sorts the search results by the tax record’s “Owner Name 17
field. Remember, a property may have more than one Owner
Name field — only the Owner Name 1 field shows up on this
screen.

Property Address Sorts the search results by property address.

Municipality Sorts the search results by municipality, then by county.

County Sorts the search results by county, then by municipality.
\_ Taxkey Sorts the search results by tax key number.
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Searching by Address

You can search the tax system directly for a property address. To do this:

1.
2.

Open the WIREdata Search menu, then click Address.

If this is your first search in the tax system, the next screen allows you to select counties to
search. (Otherwise, go to step 3.)

The tax system stores the counties you select as a default until you close the tax system
window. Each search you perform will include information from those counties. (You can
clear the defaults through the WIREdata Preferences menu.)

You can also save the counties you select as defaults for every time you use the tax system —
if you always want to search for tax information in a particular set of counties, saving default
counties is a good idea. That way, you won’t have to select counties each time you start
searching the tax system. (If you need to search in a county that isn’t included in your
defaults, you can uncheck the counties through the WIREdata Preferences menu.)

After you select the counties, click Address Search.

Choose the municipality or municipalities you want to search. If you want to search the
entire county, check the Search entire county checkbox.

Choose the municipality or municipalities you
want to search, or you can search the entire
county.

| Scarch | Clear Scarch (3913

Municipalities in Milwaukee

Gultg By: O Taxkey © Address 0 Owner

Mun/cipalities in Ozaukee

H | i

¥ Search entire county

Bayside, Village Of
Erown Deer. Village Of
Cudahy, City Of

Fox Foint, Village Of
Franklin, City Of |

Glendale, City Of m
Greendale, Village Of [~ Owner
Greenfield, City Of

Hales Caomers, Yillage Of cupled
Milwaukee, City Of >
Street # Dir Street Name Street Type Address Searching Tips

I I—I I j e Select Address Type to search either Property or
I I—I I j Owner address, or both

| -] | W g, St s el e St ot e
I 1 | =

I [ | =

| [ | E

I 1 | [

| [ | El

| [ | E

I . | [
| Soorch ] Clear Soaroh |

Enter the address(es) for which you want tax information, and click Search. The Street
Name field is a “begins with” field. If you type “MAIN” in the Street Name field, the system
finds “Main,” “Main St,” “Main Street,” or any street that begins with the letters “MAIN.”
You never know how a county or municipality enters addresses in their tax records!
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B TR Sort Results By: ¢ Taxkey © address C Ownar

Municipalities in Milwaukee

Municipalities in Ozaukee

: 5l
¥ Search entire county " Search entire county
Choose to search by property |
address or owner address. You [FUnsclect | [Flnselect |
may also search for Owner "
. R ddress Type ¥ Property [~ Owner
Occupied properties here. Fiiiknsr Gesipiad
Street # Dir Street Name Stieet Type Address Searching Tips
Type the street address(es) into/lnm [ | Bl . 5cioctuisions e tiseareh sittier Froperar
) | I_ I | j Owner address, or both
these fields.
| i_ | | j = Enteronly the street name in the Street Mame field
Street type may be selected ta limit search results
I | I El
| | | El
I | I [
| | | El
I | I El
| | | El
I | I El

h./ Clear Search

The system locates the property and displays its tax record. The default view of the tax record is the
Assessor View. You can configure the tax system to display in whatever default view you want. See
Preferences on page 158 for more information.

If you have more than one match, the system displays the Browse Results screen. If you have a single
match, the system displays the tax record for that match, as shown below.

Search Results returns

Search Criteria will
display a screen
showing the criteria you
searched for.

Click Print Report to
print a report of all
available information for
this parcel.

Full Report

WIREGAL

CORFPORKATION

View:| Assessor View Al

Taxed by: City Of Wauwatosa

Owner: Taxkey # 336027301
Multiple Listing Senvice Owner Occupied: Yes
11430 W North AVE Property Address:
Wauwatosa, Wl 53226-2238 11430 W Morth AVE

Wauwatosa, Wl 53226-2238

Building Square Feet: Year Built :
Bedrooms : Year Remodeled :
Full Baths : Effective Year Built :
Half Baths : Air Conditioning :
Total Rooms : Fireplace :
Number of Stories : Number of Units :
Building Type :
Exterior Wall :

Exterior Condition :
Land Use : 260 Commercial
Zoning : AA PROF Aa Professional

you to the Search Results
screen where you can select
or deselect matches<{o view.

Property Lozation : 11430 W Nonth AVE

Click Modify Search to
change your search
criteria.

Search Results]] Modify Search

| 1D Walk Up_|
Map with:
llapQuest Record 1 of 1 selected records
Google Maps
Township :
Range :
Section :
Guarter :
Pool :
Attic :
Basement :
Heat :
Garage :

School District : 6244 Wauwatosa
Historic Designation :

148
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The next illustration shows how to change the view of a tax record. To change to a different view,
select it from the View list.

Select the Full Report View from the list. You can choose
any of the views (Assessments, Assessor, Full Report, Legals,
Sales or Taxes) from this list.

UTRF&?[ZZ Full Report

.(:o.of.:-:ur'.- TION Property Location : 11430 W North AVE
Assessments View Taxed by: City Of Wauwatosa
OWNE accassor View Taxkey # 336027301
Multi : Owner Occupied: Yes _ m
1143 Property Add‘:ess: Map with: 10 Walk bown
Wauw | egals View 11430 W North AVE IlapQuest Record 1 of 1 selected records
Wauwatosa, W1 53226-2238  Google Maps
Sales View
Taxes View it: Year Built : Township :
~ Bedrooms: Year Remodeled : Range :
Full Baths : Effective Year Built : Section :
Half Baths : Air Conditioning : Quarter :
Total Rooms : Fireplace : Pool :
Number of Stories : Number of Units : Attic :
Building Type : Basement :
Exterior Wall : Heat :
Exterior Condition : Garage :
Land Use : 260 Commercial School District : 6244 Wauwatosa
Zoning : AAPROF Aa Professional Historic Designation :
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The next illustration shows the Full Report View.

Notice that the owner, ID Walk Down will Click Quit ID Walk 1D Walk Up will
This is the Full ~ property, and tax key take you to the next to return to your take you to the
Report View. information carry over to tax key number original property next tax key

each view. down. match. number up.

Full Report
Property Location : 11430 W North AVE

Print Report || Search Criteria search Results| Modify Search
Taxed by: City Of Wauwatosa
Owner: Taxkey # 336027301
Multiple Listing Service Owner Occupied: Yes 1D Walk Down] 1D Walk Up
11430 W North AVE Property Address: Map with: Quit 1D Walk
Wauwatosa, Wl 53226-2238 11430 W North AVE MapQuest
Wauwatosa, Wl 53226-2238 Google Maps
Assessment Property Land Improvement Total Percent
Year Class A t A t Assessment Of Change Acres Ratio
2016 Commercial 192,000 $431,000 $ 623,000 0.000- 0.969651787
2015 Commercial 192,000 $ 431,000 $ 623,000 0.000- 0.220 (0.966896785
2014 Commercial $ 192,000 $ 431,000 $ 623,000 0.000- 0.986202868
2013 Commercial $192,000 $431,000 $ 623,000 -11.4814% 1.063975427
2012 Commercial $ 211,200 $492 600 $703,800 0.000- 1.102697543
201 Commercial $211,200 $492 600 $703,800 0.000- 1.042293218
2010 Commercial 211,200 $ 492,600 $ 703,800 0.000- 1.015739223
2009 Commercial 211,200 $ 492,600 $ 703,800 0.000- 0.990160277
2008 Commercial $ 211,200 $ 492 600 $ 703,800 0.000- 0.979120669
First Lottery Special Special Special Full Pay
Tax Year Total Tax Dollar Credit Net Tax Taxes Assessment Charges Amount
2016 $14,761.02 $57.83 $14,703.19 $62.50 $14,765.69
2015 $14,533.31 $54.00 $14,479.31 $62.50 $14,541.81
2014 $14,573.09 $54.71 $14,518.38 $62.50 $14,580.88
2013 $14,787.53 $59.95 $14,727.58 $62.50 $14,790.08
2012 $15,979.27 $63.49 $15,915.78 $62.50 $15,978.28
201 $15,420.43 $58.02 $15,362.41 $62.50 $15,424.91
2010 $15,372.66 $58.13 $15,314.53 $62.50 $15,377.03
2009 $14,883.22 $56.24 $14,826.98 5$140.60 $14,967.58
2008 $14,301.53 $20.05 B67.04 $14,205.44 $50.00 $14,255.44
Building Square Feet: Year Built : Township :
Bedrooms : Year Remodeled : Range :
Full Baths : Effective Year Built : Section :
Half Baths : Air Conditioning : Quarter :
Total Rooms : Fireplace: Pool :
Number of Stories : Number of Units : Attic :
Building Type : Basement:
Exterior Wall : Heat:
Exterior Condition : Garage :
Land Use: 260 Commercial School District: 6244 Wauwatosa
Zoning : AA PROF Aa Professional Historic Designation :
Lots 19 & 20 BLK 9 Washington Gardens Mo 2 Se 1/4 Sec 18
Conveyance Date : 10/7/2016 Date Recorded : 101 0/2016 Value/Sale Price : § 17 800.00
Grantor Name : Multiple Listing Service Inc. Transfer Fee :
Grantee Name :Wisconsin Department Of Transportation Document# : 10611031
Conveyance Instrument : Warranty / Condo Deed Conveyance Type : Sale Or Land Contract

Using ID Walk

The ID Walk function lets you “walk up” or “walk down” through Zax &ey numbers. 1D Walk is helpful
when you need to see the properties near the property you searched for.
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Search by Owner Name

You can locate tax records by owner name. To do this:

Enter the owner name(s)
you want to find in the Last — ooy
Name and/or First Name

field(s).

To start a search by owner name, open the WIREdata Search menu and click Owner Name.

5.

If this is your first search in the tax system, the next screen allows you to select counties to
search. (Otherwise, go to step 3.)

The tax system stores the counties you select as a default until you close the tax system
window. Each search you perform will include information from those counties. (You can
clear the defaults through the WIREdata Preferences menu.)

You can also save the counties you select as defaults every time you use the tax system — if
you always want to search for tax information in a particular set of counties, saving default
counties is a good idea. That way, you won’t have to select counties each time you start
searching the tax system. (If you need to search in a county that isn’t included in your
defaults, you can uncheck the counties through the WIREdata Preferences menu.)

After you select the counties, click Owner Name Search.

From the Municipalities in (County name) list, choose the municipalities you want to
search. If you want to search through an entire county, check Search Entire County.

Enter the name(s) you want to search for in the Owner Name field(s). Enter the last name first.
Use the first initial or part of the first name only if the last name is common (like Smith).

m EETELEEN Sort Results By: © Taxkey © Address & Owner

Municipalities in Mil L Municipalities in Ozaukee

H =
¥ Search entire county " Search entire county
Last Name First Name Owner Name Searching Tips

» ForBusiness names, use onlythe last name
seatch feld

o Forpeoples names, enter a last name. The first
narme can be used to limit results

| Scaich | Clear Scarch
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8. If there is more than one match, the system displays the Browse Results screen (shown below).
If there is a single match, the system displays the details screen — that’s shown in the next step.

If there is more than one match, the system
displays the Browse Results screen.

One Line Repo Full Report Mailing Labels | Data Export Parcel Carts

Pagenfﬂ pages View fields : | Standard ~

Parcels 1to 8 of 8 total parcels Number currently selected :
Owner Name Property Address Municipaity

Oa Ratarasarn Somchintana & Manu 11404 W Morth AVE Wauwatosa, City Of Milwaukee 336026900

Oea Coakley Jacquelyne P Trustee 11408 W North AVE Wauwatosa, City Of Milwaukee 336027000

Oa F &F Associates LLC 11411 W North A/E Wauwatosa, City Of Milwaukee 339002201

Oe + Moertl Thomas P & Deborah J 11418 W North AVE Wauwatosa, City Of Milwaukee 336027101

Oa + Michael John 11421 W North AVE Wauwatosa, City Of Milwaukee 339002400

Q, Multiple Listing Senvice 11430 W North AVE Wauwatosa, City Of Milwaukee 336027301

Oa Stein Gerard E & Ann M 11431 W Morth AVE Wauwatosa, City Of Milwaukee 339002500

Oa SGLLC 11500 W MNorth AVE Wauwatosa, City Of Milwaukee 336030001

Search Criterial] Browse only tagged matches

Searching by Tax/key Numiber

The system allows you to search directly for the tax record by a tax key number. You can also search
for all tax key numbers that start with the same numbers.

To perform a tax key search:
1. Open the WIREdata Search menu and click Taxkey.

2. If this is your first search in the tax system, the next screen allows you to select counties to
search. (If you already have counties selected, go to step 3.)

The tax system stores the counties you select as the default until you close the tax system
window. Each search you perform will include information from those counties. (You can
clear the defaults through the WIREdata Preferences menu.)

You can also save the counties you select as defaults for every time you use the tax system —
if you always want to search for tax information in a particular set of counties, saving default
counties is a good idea. That way, you won’t have to select counties each time you start
searching the tax system. (If you need to search in a county that isn’t included in your
defaults, you can uncheck the counties through the WIREdata Preferences menu.)

After you select the counties, click Taxkey Search.

3. From the Municipalities in (County name) list, choose the municipalities you want to
search. If you want to search through an entire county, check Search Entire County.

4. Enter the Taxkey number(s) you want to find in the Taxkey field(s). You can enter an entire
Taxkey number, or the beginning part of a number. Click Search.
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Type the Taxkey
numbers you want to
find in these fields.
You can either enter a
complete Taxkey
number, or you can
enter the beginning of
a Taxkey number.

N TS Sort Results By: © Taxkey © Address © Owner
Municipalities in Milwaukee Municipalities in Ozaukee

[" Search entire county [ Search entire county

Milwaukee, City Of

Taxkey
|pas0154

10007138
|4332217000

m Clear Search

Search by Assessment Data

An assessment data search is useful if you are trying to locate properties in a particular property class

(Residential, Agricultural, Commercial, etc.) or a range of assessment information.

assessment data:

1. Open the WIREdata Search menu and click Assessment.

To search by

2. If this is your first search in the tax system, the next screen allows you to select counties to
search. (Otherwise, go to step 3.)

The tax system stores the counties you select as a default until you close the tax system
window. Each search you perform will include information from those counties. (You can
clear the defaults through the WIREdata Preferences menu.)

You can also save the counties you select as defaults every time you use the tax system — if
you always want to search for tax information in a particular set of counties, saving default
counties is a good idea. That way, you won’t have to select counties each time you start
searching the tax system. (If you need to search in a county that isn’t included in your

defaults, you can uncheck the counties through the WIREdata Preferences menu.)

After you select the counties, click Assessment Search.
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Select the Property
Class(es) you want to
search.

Type value ranges in
these fields.

154

From the Municipalities in (County name) list, choose the municipalities you want to
search. If you want to search through an entire county, check Search Entire County.

Select the property class(es) you want to search from the Property Class list. Enter the
range of values in the Land Total, Improvement Total, Assessment Total, or Acres
Total fields.

m (LIRS B Sort Results By: © Taxkey @ address O Owner
Municipalities in Milwaukee Municipalities in Ozaukee

[ Search entire county ¥ Search entire county

Milwaukee, City Of ’

Bedevelopment -

Property Class Separate Schools

Sewer Disposal —

Sewer System =l
Land Total | Min | Mai
Improvement Total | Win | Wax
Assessment Total ~ [100000 mn  |125000) M
Acres Total | Min | Mai

m Clear S5earch
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Search by All Fields

You can search tax information by all available fields in the tax system. To do this:

1.
2.

Open the WIREdata Search menu and click All Fields.

If this is your first search in the tax system, the next screen allows you to select counties to
search. (Otherwise, go to step 3.)

The tax system stores the counties you select as a default until you close the tax system
window. Each search you perform will include information from those counties. (You can
clear the defaults through the WIREdata Preferences menu.)

You can also save the counties you select as defaults for every time you use the tax system —
if you always want to search for tax information in a particular set of counties, saving default
counties is a good idea. That way, you won’t have to select counties each time you start
searching the tax system. (If you need to search in a county that isn’t included in your
defaults, you can uncheck the counties through the WIREdata Preferences menu.)

After you select the counties, click Full Search.

From the Municipalities in (County name) list, choose the municipalities you want to
search. If you want to search through an entire county, check Search Entire County.

The screen shows you all of the available fields. Enter your search parameters into the fields
you want to search, then click Search.

In the illustration below, we’ve opened the Site Info portion of the screen. Here, we can search using
Legal Description, which often contains subdivision or condominium names. In our case, we are
searching for Concord Place Condominiums in Mequon.

All of these sections will be open when
you initially open this screen.

= BT Soit Results By: ¢ Taxkey © address © Owner

Municipalities in Milwaukee Municipalities in Ozaukee

[ [

[~ Search entire county " Search entire county
’ tequon, City Of

A plus (+) sign next to a section header m m
indicates there is information under the + Parcel Infa
heading. Click the heading to open the + Azsessment Info

+ Taxes Info

section. + Taxes Info
X . +Agsess0rnfo
A minus (-) sign next to a header, - Site Info

indicates that the section is open. Click
the section heading to close it.

Historic Designation

Ll Ll

School District

If a section contains search criteria and
you close it, a message saying “Has

|

|

[ ol
Criteria” appears next to the section Range |_0r|_

[ ol

[ ol

Township

name. Section

Quarter

Legal Description |cuncard place|

+ Sales Info

Clear Search
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These are the matches for Concord Place — we’re going to print labels for these properties. To do this,
we click the Select button on the left side of the screen to select all of the properties. Then, we click
Mailing Labels.

Click Select to choose all of Click Mailing Labels to print labels
the properties. for those properties.

‘Modify

Ful Roport| Mating Lboi] Dota Export | SavSoarch | Porosi Cars |

Page 1 of 1 pages Viewfields © Standard =
/1 to 14 of 14 total parcels Number currently selected © 0
Ounar Narme T TR T
Ba Diotte Peter C & Mary F 11119 W Clarke ST Wauwatosa, City Of Milwaukee 336003301
Ba Lee Michael C & Tara S 11120 W Clarke ST Wauwatosa, City Of Milwaukee 336002401
Ba Luebke William A Leonardi Anne L 11130 W Clarke ST Wauwatosa, City Of Milwaukee 336002602
(g% Bell JoanY Young Abbey D 11145 W Clarke ST Wauwatosa, City Of Mitwaukee 336003900
(=K% Loomis William F & Denita M Trust 11327 W Clarke ST Wauwatosa, City Of Mitwaukee 336013000
Ba Crittenden Rose Ann 11328 W Clarke ST Wauwatosa, City Of Milwaukee 336008300
Ba Savignac Thomas A 11407 W Clarke ST Wauwatosa, City Of Milwaukee 336023000
ba Nevinski Andrew D 11424 W Clarke ST Wauwatosa, City Of Milwaukee 336021800
[=E-% Lahmann Gerald J 11506 W Clarke ST Wauwatosa, City Of Mitwaukee 336036000
(g% Fauteck Clarence W 11600 W Clarke ST Wauwatosa, City Of Mitwaukee 337001400
B ea Brueske William D A & Ardele R 11607 W Clarke ST Wauwatesa, City Of Milwaukee 337012002
Ba Haight Victor A 11619 W Clarke ST Wauwatosa, City Of Milwaukee 337012200
Ba Kirchen Revocable Trust 11622 W Clarke ST Wauwatosa, City Of Milwaukee 337001200
Ba + Perhach David S 11637 W Clarke ST Wauwatasa, Gity OF Milwaukee 337011400

Browse only tagged matches | Browse all search malches

This screen lets us format the mailing labels, setting how names appear, which address is used, and the
order in which the labels will print.

If you want “Or Current Resident” to appear

Choose how you want the on your labels, check this box. (If you Select whether you want the
names to appear on your check this box, only the owner name in the owner address or property
labels. “Owner Name 1” field of the tax record will address on the labels.

appear on the label with “Or Current
Resident.”

\ Generate mailiwme properties you have selected

Choose your desirée label formatting options

Name(s) appear as: @ First Name First ) L ame First ) Resident

Also include line: [1"Or Current Resident” Choose Wh_eth_er you want your
Address used: @ Owner Address ) Property Address  / labels to print in order of Zip
Print order: @ Owner Name ) Zip Code ) Browse Order Code, Owner Name or by the
*** Note - labels are currently formatted for Avery 5160 label sheets *=* Order they appear on the
Browse Results screen.

Instructions\for printing labels from Adobe Acrobat Reader:
When selecting\print from either the File menu, or from the print button, a print options window will pop up

. e
[
5
3
5
H
y
3
El
s
5
=
g
E
o
a
2
]
o,
b=
B
5
H
3

Orientathon: choose Portrait

Acrobat Reader 7, 8 {r 9 users:
Be sure that in thq Page Handling section, the sefting are as follows:
#® Page Scalifg : None
® Auto rotate and center is NOT checked
#® Choose papbr source by PDF size is NOT checked

T

Mailing labels are generated\as a POF file, which you can print from Adobe Acrobat Reader. If you don't have Adobe Acrobat Reader installed on your computer. you can download it for free.
Download Adobe Acrobat Reader

/

Click Generate PDF label file If_you do not have Adobe Acrobat Reader,
click the Download Adobe Acrobat
Reader link to download it.

to create the label file.
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Mailing labels are created in Adobe Acrobat format. You will need the latest version of Adobe Acrobat
Reader to use these files. If you do not have the latest Adobe Acrobat Reader version, click the
Download Adobe Acrobat Reader link at the bottom of the screen. After you select Print, Select

‘Actual size’ option.

Print

— -

Pantes [ Brother HL-4070CDW

v” Properties H Advanced |

Copies: |1 =
Pages to Print
@ All

Current page

Pages |1
F More Options

Page Sizing & Handling (i)

[ Print in grayscale (black and white)

Comments & Forms

lDocument and Markups

| Summarize Comments I

Document: 8.5 x11.0in

85x11 Inches

[ Size ] I EbD Poster \ [ Multiple ‘ [ E Booklet l T P

~) Fit
@ Actual size
() Shrink oversized pages

") Customn Scale: (100 %
[7] Choose paper source by PDF page size
[7] Print on both sides of paper

Orientation:
() Auto portrait/landscape
@ Portrait

) Landscape

Page Setup...

i

g 1

i
:
i

Hal

gl i
i

1]

<]

Pagelofl

Print

| (cenea]

If the labels are not printing correctly, click the Advanced Options button on the mailing labels page
and adjust the vertical and horizontal alignment.

Click the Advanced Options button
on the mailing labels page if you
have trouble with label alignment.

Advanced Ophlions

[fyaur lahels are misaligned verically, yo

Click here to adjust labels vertically.

Aed to change the verical shift here.

Adjust my labels: | Maone (Defaulf) j

[fyour lahels are misaligned harizontally, yvou may need to change the harizantal shift here.

Adjust my labels: | Nane (Defaul)
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Click here to adjust labels
horizontally.
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Tax Information Setup

Preferences

1.

To set your default preferences to customize the tax system for your use, open the
WIREdata Setup menu, and click Preferences. The tax system displays the Set up your
personal preferences screen.

2. To select up to four counties as your default counties, check the checkboxes for the counties
y >
you want to be your defaults.

3. The default Number of matches per browse screen is set at 12. If you would like to
change the number of matches that display on the browse screen, click in the box and enter
the number of matches per screen for your default. You can set this value up to 99.

4. For the display, the box next to When displaying details for a parcel, start with: is set to
default at Assessor View. If you wish to have a different view when you are displaying
details, click on the arrow in the drop-down box next to Assessor View and highlight the
view you want to set as your default.

5. By default, When browsing parcels, use this view is set at Standard. You will only be
able to select other browsing views if you create them (see Browse [ 7ews below).

Select the counties you Choose your default view for
want to search by displaying details for a parcel.
default in your tax
searches.
Set up your personal preferences
\ /
Select the desired counties, check up to 4
[~ Adams ™ Columbia [~ grawford
" Dane " Dodge [/Fond Du Lac
[~ Grant ™ Green Green Lake
T lowa " Jackson [ Jefferson
[~ Juneau ™ Kenosha " La Crosse
[ Lafayette " Langlade "' Lincoln
Set the humber of [~ Manitowoc ™ Marathon ™ Marquette
matches you want to " Milwaukee " Monroe " Oneida
see on each bro e [~ Ozaukee I” Portage [~ Racine
screen. " Richland " Rock " Sauk
Sheboygan I Taylor [~ Trempealeau
I Vilas " Walworth
n ™ Waukesha [~ Waupaca
Select the view you I~ Wood
\[;\,ant t_o use Whlen Have chosen counties pre-%n new searches? M /
rowsing parcels.
(The Standard view is MNumber of matches per browse screen I 2 /

the Only one you can W\s for a parcel, start with : [Assessor View 'I
use until you define
When browsing parcals, use this view Igtandard 'I

your own views.)
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Report Printing Options:

¥ All Tax Info Advanced Options

¥ Sales View
(Sales will print on a separate page)

Save These Settings Restore Defaults

Click Save These Settings Click Restore Defaults to
to save your preferences. restore your preferences to

the default settings.
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Browse Views

1. To create your own views that you can choose on the browse screen, open the WIREdata
Setup menu, and click Browse Views. The system displays the Create, edit, or use your
custom browse views setup screen.

2. To create a new browse screen, click New. The system displays the Create a new custom
parcel browse screen.

Create, edit, or use your custom browse views

Your existing browse views Fields displayed

Mo custom browse views defined

Click New to create a new
custom browse view.

3. Type the name for the browse view in the Name this browse view field.

4. To add fields to your browse screen, click a field you want to add (you can also double-click
the field), then click the Add button. (If you like, you can use Control+click to select more
than one field at a time.) The field will appear in the list to the right.

5. When you have finished selecting the fields for your browse screen, you can choose to move
them up or down in the list as necessary. You can also delete fields from the browse view.
When you are finished making changes, click Save View.

1. Type a name for your custom
browse screen here.

Create a new custom parcel browse screen

Name this browse view :

Select the information to display in this view:

2. Click the field you want to
add to the custom browse
screen. (You can use
Control+click to select more
than one field at a time.)

3. Click Add.

Copyright © 2017, Multiple Listing Service, Inc.

School District

Saold Price

Special Assessment
Special Charges
Special Taxes

Tax Before Lattery Credit
Total Rooms
Year Built
Year Remod
Zip Code

[

Agsessment Total
T After Lottery C
Froperty Address

Taxkey
Move Down

Delete
Delete All

j/m
4. To move a field up or

down in the list, click Move
Up or Move Down.

5. When you're done adding
fields to your Quick Search, click
Save Search.
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Quick Searches

You can create your own Quick Searches for tax information. A Quick Search is a custom search that
contains selected tax fields you want to use in a search. After you create Quick Searches, you can access
them by opening the WIREdata Search menu and clicking Quick Search. (You can also access your

Quick Searches by opening the WIREdata Setup menu and clicking Quick Searches.) To create a
Quick Search:

1.

Click New to create a new

Quick

1. Type a name for
your Quick Search

Open the WIREdata Setup menu, then click Quick Searches. The system displays the
Create, edit, or use your Quick Searches screen.

Click New. The system displays the Create a new quick search screen.

Create, edit, or use your quick searches

Your existing quick searches Fields searched

Mo quick searches defined

Search. \
I o+ | U:-

Type a name for your Quick Search in the Name this custom search screen field.

From the list on the left, select a field you want in your Quick Search screen. Click Add.
The field appears in the list on the right.

If you want to move fields up and down in the list, select the field you want to move, and
then click Move Up or Move Down. You can also delete fields from the Quick Search.
When you are finished making changes, click Save Search.

Create a new quick search screen

i . .
Name this custom search screen : |L20al Description or Assessment

here.
Select the fields for your custom search screen:
Alr Canditioning =] Legal Descriptian
2. Select a field to Aftic J Aszsessment Total
add to your Quick ———Basement
Search.y Q Bedrooms Hoyoll
Building Square Feet Move Down
Building Type m Delete
Co 2 Date
Delete All
. __— [Conveyance Instrument s
3. Click Add. Conveyance Type
Coardinates hd!
5. When you're done adding 4. TO_ move a f‘e'P' up or
fields to your Quick Search down in the list, highlight the
click Save Search ' item, and then click Move Up
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or Move Down.
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The following is an example of a Quick Search screen (the one created through the example screens
shown above).

| | Sort Results By: © Taxkey © Address O Owner

Municipalities in Milwaukee

[ Search entire county

| Unsclect |

Legal Description |

Assessment Total | Min Max

Saved Searches

You can save tax information searches for later reuse. A saved search saves the search criteria (it is not
connected with any Contact); you can then re-run the search at any time without having to re-enter the
search criteria. To save a tax search:

1. After running a search you would like to save, click the Save Search button. The tax system
displays the Save your current search screen.

2. On this screen, type a name for the saved search in the Name your search field, then click
Save Search Criteria.

1. Type a name for your 2. Click Save Search
Quick Search here. Criteria.

Save your current search

Enter a new name to save your search as

Name your search : |CDHCDrd place condos

Save Search Criteria
Cancel Save Search Critena return to browsing

3. The tax system returns you to the browse screen.

To run saved searches, open the WIREdata Search menu and click Saved Searches. Select the search
you want to run, and then click Run.

To modify or delete saved searches, open the WIREdata Setup menu and click Saved Searches. (You
can run saved searches from here as well.)
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Parcel Carts

A Parcel Cart allows you to save tax records for later use. When you locate a parcel you would like to
save, you select the parcel and add it to a cart. You can then open the parcel cart to see the parcels

you’ve saved.

To create a Parcel Cart:

1. After you have searched for tax records, select the records you want to save to a Parcel Cart.

Click Parcel Carts.

1. Select the tax records you
want to add to a cart.

Page 1 of 1 pages
Parcels 1 to 14 of 14 total parge

Select | Poperyddress | Municpaiy | Couny |
e 11119 W Clarke ST Wauwatosa, City Of Milwaukee 336003301
Q 11120 W Clarke ST Wauwatosa, City Of Milwaukee 336002401
Q uebke William A Leonardi Anne L 11130 W Clarke ST Wauwatosa, City Of Milwaukee 336002602
Q Bell Joan Y Young Abbey D 11145 W Clarke ST Wauwatosa, City Of Milwaukee 336003900
e Loomis William F & Denita M Trust 11327 W Clarke ST Wauwatosa, City Of Milwaukee 336013000
1 e Crittenden Rose Ann 11328 W Clarke ST Wauwatosa, City Of Milwaukee 336008300
e Savignac Thomas A 11407 W Clarke ST Wauwatosa, City Of Milwaukee 336023000
1 e Nevinski Andrew D 11424 W Clarke ST Wauwatosa, City Of Milwaukee 336021800
[ e Lahmann Gerald J 11506 W Clarke ST Wauwatosa, City Of Milwaukee 336036000
2. The tax system displays the Add parcels to a new or existing cart screen. Type the name for
your Parcel Cart in the Cart Name field. You can also type a description of the cart in the
Cart Description field. Click Save Parcels.
3.
Type the name for the Parcel Type a description for the
Cart here. Parcel Cart here.

2. Click Parcel Carts.

Add parcels to a newy/existing cart

Full Report ] Matiing Labeis] Data Export ] Save Search | Parcel Cars |

View fields : Standard

Number currently selected : 3

The parcels whick vou have selected will be saved i the cart of yo
enter a new cart naxpe. If you select an exsting cart, the parcels y)
already saved there.

Cart Name : [Concord Place Condaos

Condos in Concord Place ;I
Cart Description :

Your existing carts Cart Information

Facine Mailing
wellauer heights

Save Parcels m

Click Save Parcels.

To see what you’ve stored in a Parcel Cart, open the WIREdata Setup menu and click Parcel Carts.

Select the cart you want to view, and then click View Parcels.
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If you want to delete a Parcel Cart, click the cart, and then click Delete Cart. If you want to edit a
Parcel Cart, click the cart, and then click Edit Cart. The tax system shows you the parcels in the cart.
Select the parcels you want to delete, and then click Delete From Cart.

Sample Tax Report

This is a printout with tax and assessment information. This municipality provides assessor data, which
is also included. The last section contains the legal description of the property. If sales data is provided,
that will be included at the bottom of the report.

T Full Report
I! Md’}f{i Property Location - 1 143‘:!.) W North AVE

CORPORATION

View: | Full ReportView |+ Report Options Search Results
Taxed by: City Of Wauwatosa

Owner: Taxkey # 336027201

Multiple Listing Service Owner Occupied: Yes m

11430 W North AVE Property Address :

Wauwalosa, Wl 53226-2238 11430 W North AVE M Y1 Record 1 of 1 selected records

Wauwatosa, Wl 53226-2238

Assessment Property Land Improvement Total Percent
Year Class Assessment Assessment Assessment Of Change Acres Ratio
2007 Commercial $211,200 $ 492,600 §$703.800 0.000- 0.964234403
2008 Commercial $211,200 492,600 $703,800 323431 0.998233601
2005 Commercial $ 115,200 416,600 $531,800 0.000-
2004 Commercial $115.200 $ 416,600 $531.800 0.000- 0.879102939
2003 Commercial $115,200 416,600 $531,800 15851 0.920183891
2002 Commercial $ 115,200 5408300 §523,500 336821 1.002456647
2001 Commercial $81600 $310,000 §391,600 0.000- 0.768329574
2000 Commercial 581800 $ 310,000 § 391,800 0.000- 0.816136783
1989 Commercial 581600 §310,000 § 391,800 0.000- 0.562546980
Tax Before Lottery Tax After Special Special Special Full Pay
Tax Year Lottery Credit Credit Lottery Credit Taxes Assessment Charges Amount
2007 $14,006.89 869.42 $14,027.47 $14,062.47
2008 $13,569.32 §77.52 513,491.80 $13526.80
2005 $13,867.81 $63.87 $13,503.94 $132,838.94
2004 $13,337.40 574.41 $13,262.99 $1329799
2003 $13,104.23 $68.78 $13,035.45 $13,07045
2002 $12,295.48 $61.35
2001 $12,32093 $63.65
2000 $11,935.87 $57.58
1989 511,482.00 514284
Building Square Feet: Year Built: Township:
Bedrooms : Year Remodeled : Range:
Full Baths : Effective Year Built : Section:
Half Baths : Air Conditioning : Quarter:
Total Rooms : Fireplace : Pool:
Humber of Stories : Number of Units : Attic:
Building Type : Basement :
Exterior Wall : Heat:
Exterior Condition : Garage :
Land Use : 260 Commercial School District: 5244 Wauwatosa School District
Zoning : AA PROF Aa Professional Historic Designation :

Lots 19 & 20 BLK 9 Washington Gardens No 2 Se 1/4 Sec 18

Information is supplied by third parties and has not been verified

NOTE: When viewing the information on the screen, the information has shading to make it easier to
read online. When you print the report, the shading will not appear
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