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Under the My RCO Tab
My RCO
2

Your Contacts

System sent emails

Emails you manually approve and send

Your listings

Your saved searches (saved criteria)

Emails sent out of RCO3®

CMA (COVERED IN CMA CLASS)

Agent settings



Adding a Contact

To add a contact, follow these steps below:

-
1. Click onthe ““9% button at the bottom of the screen

2. Fill out the information in the Personal Information pop up box. All yellow fields are
mandatory fields and must be filled out in order to save the contact.

& Personal Information

Title: Mr.
First Name: Bob Last Name: Jones

Email Address: bob@jonesfamily.com

Phone: Cell:

ds €D cancel D

To add a second email address, such as emailing both a husband and wife at the
same time, place a comma after the first email address and add the second one.

£ personal Information

Title: Category: ﬂ
First Name: Bob Last Name: Jones
Email Address: bob@j family.com, mary@ji Family.com| x
Phone: Cell:

== Show All Fields @ Cancel [ )

. . 5 Show All Fields . .
3. Ifdesired, click on the ¢ "= button to fill out more information on that
client.

& Home Information

treet Address

Phane 2

& Business Information
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Auto Emails

Auto Email — What is it?

Auto email allows you to set up a saved search to automatically email new listings and listings
that have changed in status or price to a contact. RCO3® will send them out as soon as they are
entered into MLS, if desired. As a result, your contact will receive up-to-date listings based on
the email schedule that has been set up.

Note: There is a limit of 250 listings that can be sent per email.

Setting up an Auto Email
To set up a new auto email, follow the steps below.

1. Click on the “Search” Tab

2. Click on the Residential Quick link (If setting up Commercial or Vacant land click
on the corresponding Quick link)

3. Enter in all criteria for which your client is looking. (Example: Active,
Birmingham and Royal Oak areas, $300-500, 4+ beds and 2.1+ baths)

, Criteria Map | Results

@ Quick ser]
Status - Date or Range **Both Listing Type and Level Of Service are required fields** Price
B . y—
€ IV active Listing Type Level Of Service £ 300-500 v (000s)
I™ Contingent - cCS '2]] Exclusive Right to Sell - "2 Full Service -
— Exclusive Agency (= Limited Service | p
Expired Unknown (Data Share Listing) |8 MLS Entry Only B | Sreadionype
I Pending Unknown / Data Share Listinjig Fanoa =
! Sold **We do not receive Listing Type *=*We do not receive Level of Service Exchange =
™ Cond Withdrawn mformatxon‘for 50"5 data share informatlonrfor son;i data share
G J Withd listings. listings.
ncon I rawn # Bedrooms € 3+
St# Dir Pfx St Name St Sfx Dir Sfx Unit # Zip £
Property Type # Tot Baths . 2.1+
£ Residential -
Condominium - More | # Full Baths
© or " Not # Half Baths €
County Area City
= g
£ OAK E &/ 02192,02251 L— € E Acreage ¢
MOT - Montcalm County  » 02245 - Bingham Farms Vig +  Subdivision Year Built €

MNT - Montmorency Counf 02246 - Southfield Twp € =] ¢
MUS - Muskegon County 02251 - Royal Oak 3 Yr Remodel &
NEW - Newaygo Coun 02252 - Madison Heights
OAK - Oakland Cou

02253 - Berkley
@ or C Not @ or C Not

4« m
aon

Sq Ft Above

Sq Ft Lower

4. Click on the Results button located to the bottom of the search criteria screen.

5. At this point it is very important NOT to narrow your search results. By
narrowing your search results RCO3® believes that you only want to send
updates on those listings. If your search returns too many listings to send to
client at once you can either revise your search by clicking on the Criteria button
located at the bottom of the search screen, or you can select the listings that you
do not want to send to your client and “Discard” them. Discarding will not affect
your auto email the way Narrowing will.



6. Once you have all of the listings results that you would like to send to your client
click on the “Save As” button located at the bottom of the search screen. By
clicking on this button a pop up box will appear. At this point you can choose to
Save As “ New Auto Email”

NOTE: There is a max limit of 250 listings allowed to be sent in an email.
This option will be disabled if this limit is exceeded.

, Criteria 3] Map | Results

+ Next - 1-10 of 29 Checked 0 Al - -Page  Thumbnail display Display Single Line [*]at 10 [+] per page
| MLS# Stat Ty Address City County Area Price  DOM Bds Bths Ttl Sgft
| B @ E 212108460 ACTV RS 4256 Sheridan Royal Oak Oakland 02251 $300,000 N/4/4 4 22 2188 O
™ [ [ 212042202 ACTV RS 602 S Vermont Avenue Royal Oak Oakland 02251 $320,000 N/183/183 3 2.1 2,061 O @
I (& [ 212080533 ACTV RS 1014 Edgeworth Avenue Royal Oak Oakland 02251 $335,000 N/84/84 4 21 2300 &
B @ E‘ 212087138 ACTV RS 1010 Edgeworth Royal Oak Oakland 02251 $335,000 N/66/66 3 21 2300 &)
| B @ [Zl 212072842 ACTV RS 4304 Tonawanda Avenue Royal Oak Oakland 02251 $347,900 N/102/102 4 2.1 2,500 &J
™ [ [ 212102705 ACTV RS 737 Gardenia Avenue Royal Oak Oakland 02251 $349,999 N/25/25 3 21 2100 &
™ [® [ 212102411 ACTV RS 1222 Longfellow Avenue Royal Oak Oakland 02251 $350,000 N/22/22 3 21 1986 &
I (& [ 2121072906 ACTV RS 210 N Vermont Avenue Royal Oak 0Oakland 02251 $354,900 Y/60/60 3 21 2250 &)
| B @ El 212078906 ACTV RS 3230 Garden Avenue Royal Oak Oakland 02251 $365,000 N/87/87 3 21 203 O
@ D 212089872 ACTV RS 1427 Butternut Avenue Royal Oak Oakland 02251 $365,000 N/58/58 3 21 2370 &)

Actions  Refine [S0] Carts 123 - + Next

7. This will bring up the “Save a New Auto Email” page.

1 Save a New Auto Email

£\ Recipients

Contact: B Create a New Contact

To:

I BCC me a copy of all emails
Subject:

Message: -

Check Spelling English

8. Begin by selecting a contact by selecting the ¥ dropdown arrow next to
Contact. A list of all your contacts will appear. Select the contact to whom you
wish to send the auto email. If you have not yet set up a contact for your client,
click on the link “Create a New Contact” next to the Contact field. This will
open a pop-up box where you can add in your client’s information. First Name,
Last Name, and Email Address are all required to add a contact. You
can add up to 5 email addresses in the Email Address field, separating



each with a comma. Once you have added your contact’s information, click on
the “Save” button.

& Personal Information ¥ Enable Reverse Prospecting
Title: Category: v
First Name: Last Name:
Email Address: Enter one or more email addresses separated by a comma (,)
Salutation: Dear , v
Phone: Cell:
g” Show All Fields @ Cancel

9. You can now choose to “BCC me on all emails”. By checking the “BCC” box, you
will receive a copy of all emails that are sent to your client.

10. Subject line: The Subject line is the title or subject of the email.

11. Message: There are two email message fields:: Welcome Email and Recurring
Email.

a. Welcome Email: This message prefills with general information about
the client portal. You can edit this message to add additional
instructions/information for your client. This message only goes out on the
first auto email.

b. Recurring Email: This message prefills with text stating that there are
one or more new/updated listing(s) that match the search criteria. You can
edit this recurring text to personalize it. This message goes out on ALL auto
email updates.

12. Make available for Reverse Prospect: Allows this search to be included in
the Reverse Prospecting process.

13. Settings:

a. Enable Concierge Mode: Will NOT automatically email listings to your
client but will let you know when there are new matches so can manually
approve the ones you want your client to receive.

b. Enable as a Favorite Search on the Home Tab: Makes the search easily
accessible on the home page of RCO3®. You can have up to 20 favorite
searches.



14. Criteria: The next section is brief explanation of the criteria that you have
chosen for your client’s search. If this information is incorrect go back to the
search results page and click on the Criteria button to revise the criteria.

| Criteria:

Status is 'Active’

Listing Agreement is one of 'Exclusive Right to Sell', 'Exclusive
Agency’, 'Unknown (Data Share Listing)'

Listing Service is one of "Full Service', 'Limited Service', 'MLS
Entry Only’, 'Unknown / Data Share Listings'

Current Price is 300000 to 500000

Beds Total is 3+

Baths Total is 2.1+

County is 'OAK - Oakland County'

MLS Area Major is one of '‘Birmingham’, 'Royal Oak'

.2 Settings

Concierge: [ Epable concierge mode

[ Enable as a Favorite Search on Home tab {10 maximum)

+#| Schedule

T ASAP: Emails are sent as soon as possible.

D

Daily: Emails with new matches are sent on the days you choose.

Sun Mon Tue Wed Thu Fri Sat
Valam Vam Vam Vam Vam Vam v aMm v am

Tanem T pm/ T pm T pm T pM T M T pM [T PM

” Clear

T Monthly: Emails are sent on the first of the month at midnight.

@ Cancel “_Elr “i )

15. Schedule: The schedule is when you would like your client to receive the emails.
You can choose:

ASAP: when the listing becomes available on RCO3®, your client will receive an
email. When choosing ASAP, you want to be careful on what criteria you have
selected. If you have set up a very broad search then your client may receive
multiple emails a day.

Daily: Choose which days and either AM or PM. Whichever days and times you
select is when your client will receive an email. Your client will only receive an
email if there are new/updated listings, so they may not receive an email every
day.



Monthly: All listings for the month are compiled and emails are sent on the first
of the month at midnight.

16. Click Save when finished.



Concierge Mode
When creating a new auto-email, you will also have the option of running it in concierge mode.
The differences between a regular auto email and a concierge mode auto email:

e Aregular auto-email will automatically update and email your contact based on your
scheduler settings.

e A Concierge auto email will first notify you of the updates (alert email optional) and then
allow you to determine which listings to approve and reject for your client.

NOTE: Your clients will not notice any difference in the Client Portal between a regular auto
email and concierge modes.

Turning on Concierge Mode

Under the Settings section in the auto email setup, simply click the “Enable concierge mode”
checkbox.

NOTE: Selecting Concierge mode will automatically turn off/disable the Schedule settings.
Updates to your client are now reliant on approvals from you. You also have the option of
determining how you want to be notified about future updates to this auto email. By default,
you will always receive new notifications each time you log in to RCO3® (from the home page).
Click the “Also send me the alert notifications by email” checkbox to be notified of new listing
updates via email.

(This is strongly recommended if you won'’t be checking direct RCO3®
notifications as often — you need to login to see these)

.7 Settings

¥ Enable concierge mode

Matrix alerts vou on the Home Fage automatically a= new matches are found.
¥ Alzo zend me the alert notifications by email.

| Enable as a Favorite Search on Home tab (10 maximum)

@ Cancel [= - !

1. To initialize this auto-email in concierge, simply click “Save; Go to
Approvals”.




2. You will be taken to the Approvals page for the first time. This will display (in
client mode) all prior listings you included when you first setup this auto-email.
You have the option to uncheck all listings and select which listings you still want
to include in the concierge auto-email.

3. Ifyou are still satisfied, make sure all listings are selected and press the
“Approve Selected” button at the bottom. You can omit any listings by
ensuring they are not selected before pressing the “Approve” button.

Concierge Approvals Page: Laird Hamilton (29)
"7 These 29 listings found by 'testing concierge' need your approval. They are not yet visible.
+ Next - 1-10 of 29 + Checked 5 - All + None + Page Display Single Line []at/ 10 [=] per page
™ [ Emailed MLS# Stat Ty Address City County Area Price DOM Bds Bths Tt Sqft
2 [3 [ 212053730 AcTv RS 123 Mason Court Royal Oak akland 02251 $499,900 N/155/155 3 21 2,500 &
r [® [ 212062202 AcTv RS 602'S Vermont Avenue Royal Oak akland 02251 $320,000 N/133/183 3 21 2,061 © W
2 [® [ 212053154 actv Rs 11213 Mile Royal Oak akland 02251 384,999 N/156/156 4 3.1 2,638 &
7 [# [&] 211105845 actv RS 1123 Etowah Avenue ©Oakland 02351 390,000 N/386/386 4 21 2,700 &)
r [ & 212102411 acTv Rs Oakland 02351 $350,000 N/22/22 3 21 1,886 &
r [ [ 212079889 acTv Rrs Oakland 02351 $399,000 N/164/243 4 21 2,400 &
2 [ [ 212102705 actv rs Oakland 02351 $349,899 N/25/25 3 21 2,100 ©
r [ 212103137 actv RS Oskland 02192 §440,000 Y/85/176 3 21 2,100 &
i [# 212070313 acv RS akland 02192 $459,500 N/109/103 4 21 2,727 ©
r [# 212078906 AcTv Rs 3230 G Oakland 02251 $365,000 N/87/87 3 21 2,039 &
EE carts
a = e D mzs-  Next - Top

Continue Watching Concierge for Newly Matched Listings

The concierge will become activated once the client has successfully received your email. You
will also see a yellow alert on your RCO3® home page:

Alert! You have 1 Auto Email in Concierge made (27 listings in total) awaiting your approval.

Click the link to open the concierge mode summary, and then click the Contact Name to pull up
a list of properties to approve/reject.

Check the desired listings to email to your contact; then click the “Approve Selected” button.
You can alternatively click the Reject button to permanently omit desired listings from this
auto email in the future.

*NOTE?* Rejected listings will not ever be included in this particular concierge mode auto email
and cannot be retrieved once rejected

A temporary yellow alert will display at the top left:

Approved 3 listings; sent to Shay VanZwoll.



Managing Your Concierge Mode Auto Emails

1. Click on the My RCO Tab
2. Click on “Concierge”
3. You will see each concierge you have currently setup:
e Contact: Name of contact
e Auto Email: Name of auto-email
e Unsent: Number of unsent listings
e Rejected: Number of rejected listings

e Newest Match: Time of latest matches

Click on the desired Contact Name
This will display any and all as-of-yet unapproved or rejected listings

o p

NOTE: You can send multiple different searches to the same contact. They will all be linked
together under the same contact.

My Matrix = My Matrix

Sample: Different searches sent to same contact

Concierge Menu
Contact / Auto Email Unsent  Rejected Newsst Match

Smith, John (0 Bethlehem searches for John Smith 1} 1} 5:17 PM
Smith, John (0} Bethlehem searches for John Smith o 2 5:16 PM

<2 Back )

Why am I not receiving any updates?

In order to set up the portal for a concierge mode auto email, you must approve and send at
least one listing. If you reject all of the listings, then you will not receive any further updates.
Instead of rejecting them, approve at least one listing, even if you previously emailed it to your
client through a manual email, and then your client can move them to the “discard” tab of the
portal.

Look at the status on the far right of the auto email under the My RCO, Contacts page.

@ a green circle with a checkmark: Your auto email is active, meaning that RCO3® is
searching for listings and will alert you when new properties are available to approve/reject.

' A white circle with a green outline: The auto email has not been activated. Either your
client has not clicked on the link in the first email to view the listings, or you rejected all of the
listings. RCO3® is not searching for listing updates at this time.



@ A red circle: The auto email has been disabled. Hover your mouse of the red circle to
determine the reason:

Your client has “opted out” of receiving emails from you.

2. Your auto email search has gone over the maximum number of listings allowed (250).
Please revise your search criteria and add additional criteria to limit your results. You
can create more than one auto email per client if necessary.

3. Your client has not viewed the listings for an extended length of time, causing the auto
email to time out.

4. The auto email was manually disabled by the agent.



RCO3® allows you to easily email listings to your clients. Before you go to the email page, you

Emailing listings

must select the listings that you would like to email from your Search Results page.

1. Click the check box next to each listing to make your selections. Note: The Email

button will be “grayed out” until you select at least one listing.

Refine Save Carts

2. Once you have made your selections, click on Email E button to go to the Email

page.

To:

CC:

Display:

Subject:

Email Body:

@ Cancel

From:

=1 Email 3 Listings

"Tami Cummings" <tcummings@corp.realcomp.com=

client@email.com;

Create a New Contact

[~ Becmea copy of this message.

All customer displays are automatically available to your contact.

Listings I think you'll love!

Tami Cummings
Realcomp IT Ltd
tcummings@corp.realcomp.com
(866) 553-3430

Characters Remaining: 3525
Check Spelling Enalish

- Pre.‘.riev“ @

At the top of the email page is the number of listings that you have selected to email

from RCO3®.

You can choose to preview the listings before you send them. The Preview button is located at
the bottom of the screen. Next you will see the “Send” and the “Cancel” buttons which are also
located at the bottom of the screen. If you decide you don’t want to send an email at this time

you can click on “Cancel” to return to the previous page.




To create a new contact, select the “Create a New Contact” link. This allows you to add a contact
directly into your address book.

To assign an existing contact to your email, simply clickonthe ' or <% buttons. All of
the contacts you have saved in RCo3® will be visible in this box. You can also start typing the
name of the contact to which you wish to send the email. All contacts that start with those letters

will appear.

3. To select a contact: Click on the contact’s name. To select more than one contact hold
down the CTRL key while clicking on the additional contact names. Note: The
contact’s name is associated with their email address.

Select Contacts

Type Mame or Select from list:

Davis, Samantha (sdavis@samplemail.com)

Doe, Jane (jane.doe@realtor.com)

Jones, Bob (bob@jonesfamily_com)

Landon, Paul (paul landen@northeastrealtors.net)
Mcintosh, David (dmcintoshi@example.com)
Smith, John (jsmith@sample.com)

Create a New Contact

Recipients:
To: |
-

BCC:

" Becme a copy of this mes=zage.

" OK  Cancel

If you are emailing listings to individuals that are not on the contact list, type their email
addresses in the To or CC field.

From: "Tami Cummings" <tcummings@corp.realcomp.com:=

To: client@email.com;

CC:

Create a New Contact

[ Beccmea copy of this message.

The fields shown above work the same in RCO3® as they do in your regular email program. Here
is a brief explanation of what each of these fields is for:

To: Enter the email address of the person you are sending the message to.
CC: (Carbon Copy) — The addresses in the CC: box will receive a copy of the email



Note: Multiple addresses can be entered by separating them with a comma or semi-colon.

4.

7.

You have the option to select “BCC me a copy of this message”. This feature will also
send you a copy. A more efficient way to see what has been sent to your clients is to
use the Email History under the My RCO tab.

Type in the Subject: box the topic of the email.

Subject:

Your client will have the option to choose from a drop down list which display they
wish to view the listings in.

Type in your message. Use the “Check Spelling (English)” link to verify your spelling.

Email Body:

Tami Cummings
Realcomp II Ltd
tcummings@corp.realcomp.com
(866) 553-2430

Characters Remaining: 3325
Check Spelling Enalish

8.

See Chapter 2 - Settings in the full RCO3® manual to setup your signature for future

emails. If you have not previously saved an email signature, you can enter what you
like here.

Click the Send button to send the email. After the email is sent you will be taken back
to your original search results, highlighted by a confirmation message in the right-
hand corner.

Keep in mind that this message indicates that the message was sent, not that it was
received. Note: If you have emailed to an invalid email address, a notification will be
sent to your public email account.




((Rearcomr

Saving a Search

The Save button allows you to save your current search.

To save a search in RCO3®:

1. Enter criteria and run the desired search.

On the search results page click on the Save button located on the Button Bar to view
the saving options. Three save features will come up.
3. Click on “New Saved Search”. This will bring up the “Save a New Saved Search”

screen.

Actions Refine l-_] Carts

4. Fill out the Search Name field.

5. You can also choose to add a contact to the saved search. Note: Adding a contact to
your saved search does NOT automatically email your saved search to that contact.

6. You have the option to enable this as a favorite search. Doing so will add a quick link
to the homepage in the My Favorite Searches widget.

7. Click Save when finished.

/o Save a New Saved Search

Search Name: Farmington Hills , $200-250, 3+ beds, 2+ baths|
Contact: lz‘ Create a New Contact

[ Enable as Favorite Search on Home tab (10 maximum)
|= Criteria:

Status is "Active’

Listing Agreement is one of 'Exclusive Right to Sell', 'Exclusive
Agency', 'Unknown (Data Share Listing)'

Listing Service is one of 'Full Service', 'Limited Service', 'MLS
Entry Only’, 'Unknown / Data Share Listings'

Current Price is 200000 to 250000

Beds Total is 3+

Baths Total is 2+

MLS Area Major is 'Farmington Hills'

7 listings have been discarded.

@ Cancel @

¢ My Favorite Searches

Farmington Hills , $200-250, 3+ beds, 2+... Manage
Grosse Pointes under £125K Manage

Update all
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Email History

RCO3® keeps track of all emails you send through the system for 9o days. You can view your
email history two separate ways. To view your email history, click on the My RCO tab and then
the Sent Email link.

& Sent Email (51) Search: € Show Emails sent ... choose a filter [« |
Sent Recipients Type Subject Contents Viewed
8:01 AM VanZwoll, Shay Auto Email Testing Farmington/Farmington Hills 3 New, 1 Updated never
yesterday VanZwoll, Shay Auto Email Mew Listings in your area 0 New, 1 Updated never
yesterday rob@cummingsonline.com, tcummings@corp... Direct Email Wow! 1 listing
yesterday Hamilten, Laird Publish emails Initial email yesterday
yesterday VanZwoll, Shay Auto Email Testing Farmington/Farmington Hills 4 New, 0 Updated never
Wednesday VanZwoll, Shay Direct Email Testing test test 1 listing never

You can also view the Email History under My RCO — Contacts:

& Active Contacts (2) & search: Filter Contacts: ... choose a filter =]
- Name Ema Category 1 ¢ My Last Use Last Portal Visit g @ v ﬂ
I Jones Sally sjones@mailinator.com 4:04 PM never

Sent Email (1)

Sent Type Subject Contents Viewed

4:04 PM Direct Email Sample selected Iistingsl 3 listings never

Edit Contact Delete Contact Start CMA Open Portal Open Cart

- Smith Sam ssmith@mailinator.com never never

&3 Add 5 4 Import Export All

Viewing email history through Contacts:

Click on the My RCO tab
Click on the Contacts link
Alist of all contacts will appear

Next to each contact thereisa * dropdown arrow

Oop

By clicking on the * dropdown arrow a list of all items that you have set up for that
client will appear. From here you can view things like CMAs, Sent Emails, and Auto
Emails that you have attached to that client.



Custom Speed Bar Shortcuts

If you have some frequently used searches; you can create and save Speed Bar Shortcuts, and
use these either alone or in combination with other Speed Bar entries.

From any search, click Save. In the screen shot below, a search is being saved for active lakefront

properties in the Grosse Pointes. Once the criteria have been entered, click Save and select New
Speed Bar Shortcut.

= = = NAUTICAL MILE = i N>
5 5 3 >
2 2 2 H Eastpointe ¢ g it rd U U v
a FrEnaL £9 Mile Rd % Bziancess
le Hazel Park S 2 “Garoen %‘e\ \_{* =
i = z H & EDWARD ROSE
3 ) rys
» 5 £ 3? 02 Kk ]
RITEY i 8 MileRdE 8 Mile RA E |oz|
LB BMileRdE (102 = E8Mile:Rd, 1
STATE FAR B GREENSBRIAR 5
GROUNDS. 4 v Cinigy. Grosse
/ T 2 g {
- il {8 3 Pointe
7 Mile Rd € 23 z sBres
5" GRIXDALE | LR 2
2 | § 9 o
MER PARK), @ o gs L
2 “3\" t ) Mt
oo® { 5 Coleman A Young (5]
Irofest 7 Interpational p
%% ‘gu-.m A B Fr E
Cemet .
% Freen Grosse Poil rms
- 4 S——
Hamtramck 2

(o} Grosse
) % 2 2
% % Pointe Park@
% S 4\ e % (T
3 LASALLE .3' el e & @
GARDENS S
S

%"\/‘*f

2

%\&

% BELLE IsLE

RiveS Sid"a 2

WEsT VILLAGE
EAYERF\ MARKET
'911,‘, AN

@
\ke o @ \° gBelle
Q’, Isle.
REDCI EEN
n-Ave.—( - MH\:M&M Vo
@ T Riverside Dr £ Riversioe -
T 5 gy
gl = % 5
i s f B 3 7z i "ﬁ“g = u"‘?dg
X-Detro]p z " —— o :
v s % > e RAE [ £ air Beac!
A ’ N A L Tecumseh £  StClairBeach
e o7 \ o5 % e = = Scum,
w \ o, 2 = -‘ehk
€ % B (21 o
/ Q@ A © % (22 g 1
par Gfda. SANDWICH e mumsz““d 2E (2]
51 %usm[ss :\ 07 Z f’c;m 4 V s 1 miles 1 km
& DIRICE N N\ % SOUTH WALKERVILLE \ Essex 2 ( —_—
ﬁ'éh_d ) / W | Plant /, © 2012 Microsoft Corporation  © 2012 Nokia

Actions  Refin

A shortcut has the “/” slash as its first character. Enter a meaningful but short name, click
“Save” when you're done. If you have other saved shortcuts, those will be listed below.

Save a New Speed Bar Shortcut

Speed Bar Shortcut:
Description {optional):

Criteria:

@ Cancel

[aplake

Lakefront properties in the Grosse Pointes

Status is 'Active’

Listing Agreement is one of 'Exclusive Right to Sell’
'Unknown (Data Share Listing)'

Listing Service is one of 'Full Service', 'Limited Service', 'MLS Entry
Only', 'Unknown / Data Share Listings’

Latitude, Longitude is around 42.41, -82.50

, 'Exclusive Agency’,




Once the shortcut is saved, it can be used in the Speed Bar and additional criteria can be
added. For example to search this saved area for a listings that is over $400,000 and has
4 or more bedrooms, I can simply enter:

& /gplake $400+ 4+ beds '

Managing Custom Speed Bar Shortcuts

You can find all your Shortcuts under My RCO > Settings >Speed Bar Shortcuts.

Home Search QEFAssM Roster Tax Finance Admin Help

o ]

£ Manage Speed Bar Shortcuts

Use this page to modify or delete speed bar shortcuts. To create a new speed bar shortcut, run a search
and 'Save’ the criteria as a speed bar shortcut.

Shortcut Description and Criteria

- faplake Lakefrt}_ntlpro_perties in the Grosse Pointes
Status 1s "Active
Listing Agreement is one of 'Exclusive Right to Sell', 'Exclusive Agency', "Unknown (Data Share Listing)’
Listing Service is one of 'Full Service', 'Limited Service', '"MLS Entry Only', 'Unknown / Data Share Listings’
Latitude, Longitude is around 42.41, -82.90

¢~ Back to Settings 3

Click the shortcut name to edit. It will take you to the criteria page. Make any desired
changes and click “Save”. This will update the existing shortcut.

To delete a shortcut, click the checkbox to the left of the shortcut name and click the
“Delete” button at the bottom.
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Managing Team Settings in RCO3®

You can use team settings to give another agent, or an assistant that has their own login, access
to your RCO3® account without giving them your ID and password. When you add a team

member, they will have access to all of your information, including the My RCO tab.

To start setting up a team, go to My RCO and select Settings. On the Settings page, select Team
Settings. To being adding team members, click “Click here to create a team”.

' Team Settings

¥ou can use this page to create and manage a formal team, and/or to simply enable the ability for other
Realcomp Online users to occasionally work as vou.

¥ou have not created a team. Click here to create a team.

Enter the agent ID of the agent to which you wish to give access to your RCO3® account and
click Find.

g4 Team Settings

You can use this page to create and manage a formal team, and/or to simply enable the ability for other
Realcomp Online users to occasionally work as yvou.

Add Team Member:

Please enter new team member's User ID:

Find Cancel

If the correct agent is found, click Add.
Add Team Member:
JANENE GARDNER

Add Cancel

Continue adding agents until all agents and assistants in your team have been added.
You can also give the team a name, if desired.
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[

Last First Mode Email Office Name Phone
[] sMITH SARAH  Works on Behalf of Me ssmith@corp.realcomp.com Realcomp II Lid (866) 553-3003
[] GARDMER JAMENE Works on Behalf of Me Jaardner@corp.realcomp.com Realcomp II Ltd (866) 553-3003
[] MADZIA NANCY Works on Behalf of Me nmadzia@corp.realcomp.com Realcomp II Lid (866) 553-3003

Add

Set a Formal Team Name

When setting up a team name, you have the option to allow your team members to impersonate
you (send correspondence as the team), or work on behalf of the team so their name is clearly
identified.

My team name (optional):

(O} Impersonate this Team 01 work on Behalf of this Team

DAIIDW Team Members the option of switching between their own names and the Team Mame when printing and emailing te Team Contacts,

Save

To remove any team members, place a check in the box to the left of their name and click the
Delete button.

In order for you to have access to the accounts of your team members, they will need to
authorize your access by going through these same steps to set up their team.

To log in as a team member, go to the top of the RCO3® home page and click the link that has
your name on the right side of the blue menu bar. Click the link and select the person as whom
you would like to log in.

= #l# Addroonal Data V4 2lp q d d i Qo

Recent -
Switch to JANENE GARDMER

When someone is logged in as you, they will be able to send emails and make changes as though
they were you. They also have any listing load and office access rights that you have been given.

If you have any additional questions, please contact Customer Care at (866) 553-3430.



Hot Sheets

The RCO3® Hot Sheets are a powerful and flexible way to get an overview of today’s significant
listing events. Examples: New listings, Back on Markets, Withdraws, etc.

% Hot Sheets

Residential
Commercial
Multi-Family
Wacant Land
Cross Property

SO0 00

Hot Sheet
On the home page of RCO3® click on the property type link under the “Hot Sheets” section to
retrieve the current Hot Sheet.

You may also choose to click on the “Customize” link to customize the Hot Sheet by specifying
your choice(s) of Change Type, Area, City, County, Days Back, etc.

Customizing your Hot Sheet
You can customize your Hot Sheet to view listings by Status (Change Type), County, Area, etc, by
clicking on the corresponding fields the same way you would define a Search.

Example: If you are looking for Residential within Farmington Hills within 30 days back,
highlight Residential under “Property Type”, “Farmington Hills” in Area, enter 30 in the Days
Back field and hit the “Save” button.

{2 Hot Sheet
Property Type Map Search: No Map Selected Change Type
¢ - © New -
Commercial - within |0.25 [ ] miles of Back On Market
* orC Mot Price Decrease
St# Dir Pix St Name St 5fx Dir Sfx Unit # Zip Price Increase
Contingent - Continue to Sh _
Listing Agent ID Conditional Withdrawn 1
@ More. Expired
N N Pending
Listing Office ID Sold
P County City - .
@ |l & E. Unconditional Withdrawn ~ ~
Selling Agent ID ALC - Alcona County = & or " Mot
L ALG - Alger County =
it ALL - Allegan County Days Back
selling Office ID
P g Ofhee ALP - Alpena County @ 30
ANT - Antrim County 2 Leaving this field blank will allow the
@ or C Not Hot Sheet to track the changes since
it was last viewed.
Area . ‘
@ xamples:
el 2y Use 0 for Today
02231 - Farmington Hills - Use 0-1 for Yesterday and Today
02232 - Farmington Use 0-3 for Last 3 Days
02241 - Franklin Vig i Use 0-7 for Last Days
02242 - Beverly Hills Vlg gl
02243 - Lathrup Vig =
® or € not
-\
%> Clear ) cancel )
£l additional Fields Add

By hitting the “Save” button RCO3® will auto save this criteria as your “Customized Hot Sheet”.
Meaning each time you log into RCO3®, you can click on the link desired property type in the
Hot Sheets widget on the Home Page of RCO3® to retrieve the listings based on this criteria. At
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any point you can choose to reset your Hot Sheet back to the general Hot Sheet by clicking on
the “Reset” link. NOTE: You may only have one Customized Hot Sheet at a time for any given

Property Type.
2. Once you have your results you can treat the results the same as any other Search result.

3. Note the Days Back feature:

Change Type
INew s
Back On Market
Price Decrease
Price Increase
Contingent - Continue to Sh|_
Conditional Withdrawn
Expired
Pending
Sold
Unconditional Withdrawn  ~

® or " Mot
Days Back /

Leaving this field blank will allow the
Hot Sheet to track the changes since
it was last viewed.

Examples:

Use 0 for Today

Use 0-1 for Yesterday and Today
Use 0-3 for Last 3 Days

Use 0-7 for Last Days

What this means is that if you leave Days Back blank, you will see each hotsheet listing
only once per session. After you log out, all hotsheet entries will be cleared and on your
next login, you will get only new entries that have been added since your last viewing.

If on the other hand, you want to always see the last 2 days of activity, enter 2 in Days
Back and this “disappearing act” will not happen. In this case you will always have the
previous 2 days of activity, even on subsequent logins.
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Creating a Custom Display (Report)

If you want to have fields displayed on a one-line report that are not currently in the default
reports, you can make a custom display.

1. Select Settings from the My RCO menu. On the Settings page, select Custom Displays.

i custom Displays

Number of Custom Displays: 11

7 Custom Exports

Number of Custom Exports: 3

» IDX Configuration

Number of IDX pages: 0 active, 0 inactive

2. From this page you can edit a custom display that you made previously or click the Add
button on the right to add a new report. Be sure to select the desired property type from the
dropdown at the top so get are given the correct list of available fields.

-] Manage Custom Displays

Residential ﬂ

water

Tami custom report
Testing

Copy of Grid Single Line
Residential Grid Display
Copy of Grid Single Line Add
exp date

Move Up

Move Down

Edit

Copy

Delete

3. Give your new report a name and move the desired fields from the left column to the right
column to add them to your report. Highlight the field name once it’s moved to the right side
and use the Up and Down buttons to put it in your desired order.
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4+ Build Custom Display

Display Name My perfect report] x Print Layout (® Single Line

O Wrapped

Available Residential Columns Selected Columns

PILIAI AU :

Off Market Date o Kldfrg? Major

Open House . Baths.Lavs

Open House Upcoming =

Original List Price

Other Features Beds Total

OQut Buildings Add-> up
Ownership

Parcel Number <-Remove
Parking

Pending Date

Percent Tiled

Percent Tillable

Down

Percent Wooded

Photo Count

Photo Viewer 4

Pool YN Custom Column Properties

Porch Type X

Pussess‘i{l?n Label: Alignment:
Price O Left

Price Pixel Width: ® right

Private Remarks 30

Property History

O center
o ry o Mote: Default width is recommended.

Search: Cwrap Line

4. Click “Save” at the bottom when finished to save
your new display.

5. This report will now be available for display using the Display drop-down list at the upper
right of your search results. All custom report names will start with “my:”.

4, Criteria Map  [=] Results
¥ Display at 100 per page [] &




Creating a Custom Export in RCO3®

In RCO3® you can create a custom export allowing you to export the specific fields that interest
you. This export will open in a spreadsheet once the search results are exported in your new
format.

1. To begin setting up your custom export, select Settings from the My RCO menu. On the
Setting screen, select Custom Exports.

| JEML:l«s] PRD [CIRealist T

2 | summary

£ | Contacts
lc £ | Auto Emails id

- Concierge

& | My Listings T

£ | Seved Searsen ~a Custom Exports

3 | Sent Email

1=/ 1y cmas Mumber of Custom Exports: 2
I -.-3 Settings I

@ | Portal Greeting

2. At the top of the page, in the drop-down box, select the type of export you wish to
create.

.2 Manage Custom Exports

Commercial
VacantLand
Multi-Family
Cross Property
PRD
Tax Address
Tax Deeds
Tax Property Values
Tax Taxes
Agent
AgentMatrix
flice
Open House

Move Up

Move Down

Edit Export

Copy Export

Delete Export

3. Once you have selected the type of export click Add Export on the right side.

4. Next, give the export a name and select the desired fields to be included in the export.
You can add fields by double-clicking the field name or clicking the field name once to
highlight it and clicking the Add button that is located between the boxes. You can also
reorder the fields in the Export Fields box by clicking on a field to highlight it and
clicking the Up or Down buttons.



. Set Export Definition

Residential

Export Name: My Residential Export

Available Fields

Export Fields
Cooling MLS Number
County ~ Address
Current Price Beds Total

Directions
Directions From East West
Directions From East West Detail

Directions From North South Add-> up
Directions From North South Detail e Down
DOM

Down Payment Resource YN

Expiration Date v

Exterior Features

Search:

Include Column Names: none ® Label O Name O
Separator: Comma ® Tab ()

Export Description:

(= © cancel

5. When you have completed adding and re-ordering your desired fields, click Save at the
bottom.

Editing an Existing Export

To edit an existing export, repeat steps 1 and 2, but click Edit Export instead of Add Export.
Make any desired changes and save the export.

Using a Custom Export
Once you have created a custom export, you can use it to export your search results.
1. Run your search using the Quick Search, Map Search or any other desired method.

2. Using the checkboxes to the left of each listing, select the listings that you wish to include

in your export. Once you have selected the desired listings, click the Export button at the
bottom of the search results.
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EECIGGl Stats My RCO PRD D Re ance Input Market Reports Admin  Help XX Working as Tami Cumminag:
@ ACTV 02231 $200-225 % ' + [ other criteria Recent Searches «
4, Criteria -] Results
Previous - Next - 1-24 of 24 Checked 8 All - None - Page Display Grid Single Line at 100 per page [ 4%
O MLS Stat Ty Area  Address City County Price DOM Beds Bths AbvGrSc
[][# @ 212004395 ACTV RS 02231 24697 WESTMORELAND Drive  Farmington Hills Oakland $200,000 N/12/12 3 11 1,851
[ [ @ 214085683 ACTV RS 02231 32211 BONNET HILL Road Farmington Hills Oakland $209,900 N/35/35 3 11 1,448
@ 214068814 ACTV CO 02231 24474 MARTEL Bldg#13 Unit#46 Farmington Hills Oakland $210,000 N/7S/75 2 2.0 1,714
[ @ 214004056 ACTV RS 02231 32374 FARMERSVILLE Road Farmington Hills Oakland $210,900  Y/24/24 4 11 1,942
| @ 214074423 ACTV RS 02231 35173 BUNKER HILL Drive Farmington Hills Oakland $214,900  N/63/63 3 11 1,566
0 214085860 ACTV RS 02231 34999 PENNINGTON Drive Farmington Hills Oakland $214,900 N/35/35 3 21 1,785
0 214050078 ACTV RS 02231 29830 OLD BEDFORD Street Farmington Hills Oakland $214,500 Y/30/30 3 2.0 1,750
@ 214080222 ACTV RS 02231 34045 Northwick Street Farmington Hills Oakland $217,500  Y/75/75 4 21 2938
@ 214030007 ACTV RS 02231 29088 FOREST HILL Drive Farmington Hills Dakland $219,900 N/165/165 3 1.1 1,686
[ [ @ 214031620 ACTV RS 02231 34840 BUNKER HILL Drive Farmington Hills 0Oakland $219,900 Nf131/131 4 21 1,934
] @ 214086931 ACTV RS 02231 28434 WILDWOOD Trail Farmington Hills 0Oakland $219,900 N/33/33 3 2.0 2201
@ 214095063 ACTV RS 02231 29650 FARMINGTON Road Farmington Hills Oakland $219,900  N/7/7 3 1.0 1,768
0 214095932 ACTV RS 02231 35917 W FOURTEEM MILE Road Farmington Hills Oakland $219,999  Y/23/146 3 21 1,742
@ 214073313 ACTV RS 02231 29806 W ELEVEN MILE Road Farmington Hills Oakland $224,900 N/66/66 4 21 2,370
@ 214002840 ACTV RS 02231 26190 WESTMEATH Street Farmington Hills Oakland $224,900 N/20/20 4 21 2,460
0 214093150 ACTV RS 02231 27352 Arden Park Circle Farmington Hills Oakland 224,500 N/15/15 4 11 1,772
[ 3 @ 212008163 ACTV RS 02231 23509 SCOTT Drive Farmington Hills 0Oakland $224,900  N/3/3 3 21 1,926
[ |3 @ 214042370 ACTV RS 02231 28220 BRANDYWINE Road Farmington Hills Oakland $225,000 Nf137/137 4 2.0 1,883
D 0 214042805 ACTV RS 02231 30146 WOODBROOK Court Farmington Hills Oakland $225,000 N/136/136 5 21 2,434
I:l 0 214064514 ACTVY RS 02231 29089 KENDALLWOOD Drive Farmington Hills Oakland $225,000 N/69/69 4 2.1 2,185
1[5 @ 212085075 ACTV RS 02231 26610 Westmeath Farmington Hills Oakland $225,000  Y/53/53 4 21 2316 CEEMMAOO 2
[ 56 @ 214093161 ACTV RS 02231 29483 Omenwood Avenue Farmington Hills Oakland $225,000  N/15/15 : oz 1000 CEEOO 2
[ [3 @ 212093231 ACTV RS 02231 30158 BRIARTON Street Farmington Hills Oakland $225,000 N/14/14 3 21 2,176
[ |3 @ 214097994 ACTV RS 02231 26300 HOLLY HILL Drive Farmington Hills 0Oakland $225,000  N/4/4 4 20 1,641
L] Refine Save Carts [1] - Previous - Next
s izl
3. Select your desired export format and click Export on the right side.
Export 8 Records
List agent/sale agent
Export file format: JVRREEGEIEINS LT Export Edit Custom Export
3rd Party Export - Residential
3rd Party Export - Residential_w/Photos
MLS Number
{2 Back to Result!

4. Depending on your operating system and the browser you are using, you will receive an
option to save or open your export. Follow the instructions to save or open as desired.

=claimed. © Realcomp II Ltd. All rights reserved.

— Do you want to open or save My Residential Export.csv from matrix.realcomponline.com? Open Save | ¥ Cancel H

If you have further questions about setting up or using a custom export, please contact
Customer Care at (866) 553-3430, seven days a week.



