Turn on the New Menu

When the new menu is available, you will receive an invitation to turn it on, along with a informational video when
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you login to FlexMLS. If you do not wish to turn it on immediately, click the ‘Later’ link; to enable it, click the

Switch Now button.

Your Menu. Your Way.
One click to your favorite features.

SWITCH NOW

Don't have time now? No worries! You have 23 days until you are
automatically switched to the Customizable Menu.

When you turn the menu on, you'll answer a question about your role: are you an Agent, an Appraiser, etc. Your
response will determine the default items on your Favorites bar. Make your selection and click the Next button.

We'll get you started with a few
favorites for your Customizable
menu.

My primary role is:
® Agent
O Appraiser

O Broker
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Next, you will receive a welcome screen with options to view a short instructional video and to view a quick start

guide. To skip these and continue onto FlexMLS, click the Finish button.

Welcome to the
Customizable Menu.
Watch this short instructional video.
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VIEW QUICK START GUIDE

Once you are routed to the FlexMLS Dashboard, you will see the new menu. Click on Menu to see the fully
expanded menu. All the menu items are here in the same groups and in the same order as the old menu. Click a

menu item to go to that feature. For example, click Full Search to start a new search.

emlswis Q, Enter an Address, City, ZIP, MLS #, or Contact... Use the old menu
= Menu Quick Search  Hot Sheet  Contact Mgmt My Messages  Market Summary
Menu Favorites
X Menu Quick Search Hot Sheet Contact Mgmt My Messages Market Summary

Q Search the menu...

To add a menu item to your favorites, hover over any item and dlick the Y.7 icon.

Dashboard Add/Change Search
MLS Add Listing Full Search
Home Change Listing Saved Search

Classic Incomplete Quick Search

Help ~

AW-M as RAR v~

Reorder...

Dismiss



Type into the search box ("Search the menu...") to easily find a menu item. For example, if you type "tax" in the
search box, the menu will bring the Tax Information link to you. Click the link to go to Tax Information. It's
faster than looking through the whole menu.

X Menu Quick Search  Hot Sheet  Contact Mgmt My Messages  Market Summary
Q tax‘ X
To add a menu item to your favorites, hover over any item and click the icon. Dismiss
Tax Info

Tax information

To exit the full menu, click Menu again.

X Menu Quick Search  Hot Sheet

Q Ssearch the menu...



Add and Remove Favorites

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 item as a Favorite, open the Menu, hover your mouse over an item and a Favorite star will appear.
Click the star icon to create a one-click shortcut to it on the Favorites bar.

To add a menu item to your favorites, hover over any item and click the 1.7 icon.

Opt-In Status >Chedule/iviessage .
Contact Summary My Messages |
Multiple Update en Houses |
My Sent E-Mails ﬂ{ ShowingTime |
Reverse Prospecting |
Subscriptions Statistics |
My Production |
My Market Market Summary
Hot Sheet Inventory Reports
My Market Statistical Reports |
Market Areas Rosters |

When setup is complete, you'll see the Menu button and your selected Favorites.

emlswis Q, Enter an Address, City, ZIP, MLS #, or Contact... Use the old menu Help v AW-M asRAR v~

= Menu I Quick Search  Hot Sheet  Contact Mgmt My Messages  Market Summary Reorder...

If you want to remove an item from your Favorites, click on the star icon next to an existing Favorite. The item is
instantly removed from your Favorites and the star changes to an outline.

Add/Change Search
Add Listing Full Search
Change Listing ch
Incomplete Quick Search
My Unmapped Listings Map Search

Copy Address



If you have more menu items in your Favorites than can be displayed on your screen, there will be a More link in
your Favorites. Click More to access your remaining Favorites.

omlswis Q, Enter an Address, City, ZIP, MLS #, or Contact... Use the old menu Help ¥ AW-M as RA.R ¥
= Menu Quick Search  Hot Sheet  Contact Mgmt My Messages  Market Summary  Change Listing  Opt-In Status Reorder...
CLASSIC v~ My Sent E-Mails ISTOMIZE ~
Tax information
My Listings
Message Board Y g =]
Reorder and Remove Favorites
To rearrange the order of your Favorites or remove an item from your Favorites, click the Reorder link on the
menu bar,
emlswis Q, Enter an Address, City, ZIP, MLS #, or Contact... Use the old menu Help v AW-MasRAR v
= Menu Quick Search  Hot Sheet  Contact Mgmt My Messages  Market Summary Reorder...

In the pop-up menu listing your favorites, click + hold a menu item to drag and drop it into a new order.

Reorder Favorites

Drag items to rearrange your favorites

Quick Search Remove
Hot Sheet Remove
Contact Mgmt Remove
My Messages Remove
Market Summary Remove
Change Listing Remave
Opt-In Status Remove
My Sent E-Mails Remove

CANCEL SAVE

You can also remove an item from your Favorites by clicking Remove. Click Save when you are done managing
your Favorites.



If you decide to turn on the new menu at a later time, you will be able to click the Use the Customizable Menu

button to turn it on. You can also click the “‘What is this?’ link to access more information about the custom menu
before you decide to turn it on.
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