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.

10/03/2017 10:55

Omlswis Q Enter an Address, City, ZIP, MLS #, or Contact... Help ~ AW-M as AW-M ~
= Menu Full Search  Contact Mgmt  Saved Search  Map Search  Quick Search ~ MLS Number My Sent E-Mails ~ More ~ Reorder...
HOME ~ CUSTOMIZE ~
My Listings i My Sent E-mails H
My Active Listings 0 Type to filter e-mails Manual v | Last 30 days M
My Pending Listings 0
o Sent At « Contact Views

My Delayed Listings

[ P El Ceaan

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 menu bar displays the name
of your current Dashboard - click to expand the list and select a different dashboard from here.
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Classic Dashboard

The Classic Dashboard is a fixed layout dashboard and is the default for members created before
2014. The Classic Dashboard displays all the same information as you are accustomed to seeing

when you log in to FlexMLS.

NOTE: Only member accounts created before 2014 will have this dashboard.
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Multiple Listing Service, Inc.

CUSTOMIZE

PLEASE READ - AT&T is blocking a small percentage of ShowingTime SMS messages. Refer to the ShowingTime Notice
for more information.

Uploading Listing Contracts as a Private
Document

Benefits include: Immediately verify from the documents tab that the Listing
Contract was successfully uploaded. View the history of the listing to assure you
have uploaded the Listing Contract within the required timeframe. Listing contracts
are Private to the listing agent,listing office and Metro MLS staff only.

Follow the link for uploading Listing Contracts for more details:

Uploading Listing Contracts as a Private Document

Any questions, please call the Help Desk at 414.778.5450 or e-mail
support@metromls.com
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Home Dashboard

The Home Dashboard is the default dashboard for members created 2015 to current. The Home
Dashboard displays gadgets of information used most often in daily functions.
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MLS Dashboard

The MLS Dashboard is also a fixed layout dashboard and the gadgets included are controlled by your
MILS.
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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 you want to add gadgets. The drop-down menu in the blue menu bar
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.
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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

Dashboard.

Add Gadgets to [ Home | ¥ |

| Return to Dashboard |

Add/Change
Contacts
Daily
Forums
Listings
News
Search
Statistics
Third-Party
Tracking

All

NOTE: Gadgets can be added to the Recommended Dashboards or any user created Dashboard.
The MLS and Classic Dashboards cannot be modified.

[##| Absorption Rate

A chart representing the absorption rate in months

[ Add Gadget |

E‘ CNN Money: Real Estate

Real Estate News - Home Prices, Mortgages, and Calculators from
CNNMoney.com

[ Add Gadget |

£ contacts

One-box search of contact name and email with recent activity for
portal accounts. Sorted by default with most recent activity first

# Contacts is already on this dashboard

[ Add Another |

‘ﬁ’ Display Listings

Display listings from a saved search or your listings in a grid or photo
format

\: Add Gadget J

g FBS Blog

Michael Wurzer, President and CEO of FBS, and others from FBS
provide insights on the MLS industry and more

| Add Gadget |

E‘ flexmls Forums: Announcements

Stay informed on upcoming flexmls changes and new features

| Add Gadgst |

‘



Custom Dashboards

You can create and customize Dashboards using a dashboard template or one you build from
scratch. To create a Custom Dashboard, click the Customize button from the FlexMLS home
screen; under Dashboards, click Add.

| Customize «

Home

Add Gadgets...

Change Layout...
Rename...

Recommend Dashboard...
Remove...

Dashboards

Add.

Reorder...

My Recommendations. .

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 | Retum to Dashboard |
Blank Contacts
Create empty dashboard and select your own gadgets A set of contacts gadgets
Gadgets: Contacts, Listing Carts, My Sent E-mails, and Messages
Tech Center Preferred
| Create Dashboard | | Add Dashboard |
\o /
Home Market Stats
A great first dashboard A set of statistical gadgets
Gadgets: Contacts, Hot Sheet, My Listings, New Search, Saved Searches, and Display Listings Gadgets: Absorption Rate, Prices, [nventory, Sale to Original List Price Ratio, Sold DOM, and Volume
| Add Dashboard | | 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 Dashboard template 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 Return to Dashboard

Blank

Create empty dashboard and select your own gadgets

Name of Dashboard m

Classic Home
classic

Gadgets: Confacts, Hot Sheet, My Listings, New Search, Saved Searches, and
Display Listings

Add Dashboard

Contacts

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

Add Dashboard

Home
A great first dashboard

Gadgets: Confacts, 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

RSS Feeds

Assorted articles of interest
Gadgels: RSS Feed, RSS Feed, RSS Feed, RSS Feed, RSS Feed, and RSS Feed

Add Dashboard

Searches

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

Add Dashboard

Tracking

IMember Tracking Report Gadgets (MLS Only)

Gadgets: Gumshoe Detective, Real Time: ISP Information, Real Time: Web Hits vs
Unique Users, Real Time: Red Flags and Failed Passwords, Real Time. Blocked
Multiple Logins, and Real Time: Hits per User

Add Dashboard




Customizing Gadgets

Each gadget panel has settings and options that are exclusive to that gadget. To access the options

for a gadget, click the 3 dots icon in the upper right corner of the gadget panel.

a gadget using this menu.
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You can also remove

v

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.

TECH CENTER PREFERRED v

O o i o i o S o

Inventory :

10,000

8,000 w
6,000

4,000 — ]
2,000
0

© o ° & o & - & S & & -

o < 9 3 « N € X b 3 < ]

| #® pActive Listings ® New Listings ‘® Sold Listings |

Title bar

CUSTOMIZE

s

Saved Searches

Type to filter searches

Name
53207

new | edit =

53207 exp withdrawn new | edit
bitterberg duplex cma search new | edit
Delayed Hotsheet new | edit
Lake Properties new | edit
Sale to Original List Price Ratio H
101%
99%,
97%,
95%,
93%,
919
S o S - &> S S > &> o~ &> I
o ¥ g ¥ o« ¥ ¥ ¥ ¥ 35 <& 4

@ Sale to Original List Price Ratio

~



Customize Menu Options

The name of the dashboard you currently have displayed is in bold type.

CUSTOMIZE ~

Home l L

Add Gadgets...

Change Layout...
Rename...

Recommend Dashboard...
Remove...

Dashboards

Add...

Reorder...

My Recommendations...

Add Gadgets — use to add gadgets to your currently displayed Dashboard.

Add Gadgets to [ Tech Center Preferred | v ]

p
| Add/Change
S

Contacts
Daily
Forums
Listings
News
Search
Statistics
Third-Party
Tracking

All

& My Listings

Counts of your active, about to expire, pending and sold
listings, with one-click access to view them.

Add Gadget




Change Layout — choose a layout template for your dashboard gadgets.

TECH CENTER PREFERRED ~ CUSTOMIZE ~

Change Dashboard Layout %

| Cancel |

Rename — give your custom Dashboard a new name.

TECH CENTER PREFERRED ~

Rename Dashboard

Dashboard Name: | IE e R0z 1 B st [ Save ‘ ‘ Cancel 1

Recommend Dashboard — office FlexMLS accounts may add a Dashboard to all of the office
members’ Recommended Dashboards templates screen. You can enter a description of your
Recommended Dashboard, and set additional options for others who do not have any custom
Dashboards saved in their FlexMLS accounts.

TECH CENTER PREFERRED

Recommend 'Tech Center Preferred'
Dashboard Name:

Tech Center Preferred

Description:

Useful daily Eadgets

For users who have not customized any dashboard:
L/ Add this dashboard to the user's dashboard list
L Show this dashboard by default

Create Dashboard H Cancel ]




Make Default — makes the currently displayed Dashboard your default dashboard every time you log

into FlexMLS.

Remove — deletes the currently displayed Dashboard.

Customize > Dashboard Menu Options

Add — allows you to create a new Dashboard using a Dashboard template you can configure or build

one from scratch using a blank Dashboard.

Recommended Dashboards

| Return to Dashboard |

Blank

Create empty dashboard and select your own gadgets

Name of Dashboard | Greate Dashboard |

Classic Home

classic

Gadgets: Contacts, Hot Sheet My Listings, New Search, Saved Searches, and
Display Listings

[ Add Dashboard |

Contacts

A set of contacts gadgets
Gadgets: Contacts, Listing Collections, 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: Absarption Rate, Prices, inventory Sale to Original List Price Ratio, Sold
DOM, and Volume

[ Add Dashboard |

RSS Feeds

Assorted articles of interest
Gadgets: RSS Feed RSS Feed, RSS Feed, RSS Feed, RSS Feed, and RSS Feed

[ Add Dashboard |

Searches

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

| Add Dashboard |

Tracking

Member Tracking Report Gadgets (MLS Only)

Gadgets: Gumshoe Defective, Real Time: ISP information, Real Time: Web Hits vs
Unique Users, Real Time: Red Flags and Failed Passwords, Real Time: Blocked
Muttiple Logins, and Real Time: Hits per User

| Add Dashboard |




Reorder — allows you to change the order of the list, using drag and drop, for your saved

Dashboards.

HOME ~

Drag to reorder your dashboards
-
(5 MLS

Home

Classic

Tech Center Preferred

|D0ne‘

My Recommendations — shows Dashboards recommended by you or someone in your office.

My Recommendations

[ Recommend Dashboard ][ Return to Dashboard

MLS

The dashboard created by your MLS

Make Default

Classic Home

classic

# Default dashboard for new users

RSS Feeds

Assorted articles of interest
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