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Schedule a Training Class from the Realcomp Dashboard

Register for Realcomp’s hands-on classes and labs through the Realcomp Dashboard or
the RCO3® system.

Registration through the RCO3® Dashboard: Click the following options...

e The “Class Scheduler” logo (shown below);
e The “Course Offerings” drop-down option and the course of your choice;
e The “Class” drop-down option and the date of your choice.

Class
Scheduler

Registration through the RCO3® System: Click the following menu options...

e External Links;

e “Schedule a Class”;

e The “Registration” tab;

e The “Course” drop-down option and the course of your choice;
e The “Class” drop-down option and the date of your choice.

As long as a class is still accepting registrations, complete the form with your information and
click “Register Student”.

A wait-list option is also available for classes. This requires someone to cancel their current
reservation for names on the wait-list to advance you towards obtaining a seat in that class.

* There are a few advanced-level classes that require you to attend prerequisite classes first
before registering. These are noted in our online class scheduler program. To make the most out
of your learning experience, please view our Progression of Classes tip sheet.



http://realcomp.moveinmichigan.com/Portals/0/FreeTrainingDocuments/ProgressionOfClasses.pdf
http://realcomp.moveinmichigan.com/Portals/0/FreeTrainingDocuments/ProgressionOfClasses.pdf
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REALCOMP PROGRESSION OF CLASSES

1. BASICS (SEARCHES/SAVE/EMAIL/PRINT/ENTER
LISTING/PHOTOS/DISCLOSURES)
*If more help with Search Functions is desired: My RCO3® Lab is available.

2. Managing My RCO3® Contact and Searches (Fine tune and manage all your contacts,
Auto Emails, & Saved Searches and learn to create Custom Result Displays for searching
and CMAs)

*PREREQUISITE — New Subscriber’s Class (Basics for RCO3®)

3. PRD/CMA (ASSESSING PUBLIC RECORDS/REALIST/MAILING LABELS/CMA)

4. Electronic Forms & Signatures (Focus is to work paperless with clients by the
following: Starting a transactions, making Transaction Templates, completing individual
forms, prefilling forms from the MLS or Transaction Data)

*If more help with Forms is desired: TransactionDesk E-Forms Signature
Lab is available.

5. Authentisign Lab (Refresher for Tips and Tricks) Review how to electronically
send/receive documents to clients.

*PREREQUISITE - Electronic Forms & Signatures

CLASSES THAT CAN BE TAKEN ANYTIME AFTER BASICS (AND NOT IN ANY
SPECIFIC ORDER):

e Social Media Tips & Tricks for Agent
e Applying Cloud Product in RCO3®
e RCO3® Learning Lab

*NOTE: PLEASE LEAVE TIME IN BETWEEN CLASSES TO THOROUGHLY
PRACTICE NEWLY ACQUIRED SKILLS.
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Training Videos for RCO3®

The Training Videos for RCO3® can be found under the HELP tab in RCO3®:

Ll .

Click the “Help” tab to be taken to the Help Index page.

Click the “Training Videos & Recorded Webinars” link at the bottom lower left corner.
Click the “Training Videos & Webinar” link.

The menu of available recorded webinars is located in the middle on of the page to the right of
the help index, along with a link to view additional training videos.

Training Videos for RCO3

RCO3 online training videos are available here.

Recorded Webinars

New Subscriber Webinar

How to Search and Create New Auto-Emails (for Prospects) (Webinar Video - 00:25:44) - for MLS Subscribers
learning how to search and auto-email on the new system.

Managing Auto Emails

Managing Saved Searches

How to Perform a Man Search (Weblnar Video - 01 05: 00)

Map Search & Speed Bar). (Webinar Video - 00:59:54)
How to Create a Quick CMA Using Map Search

How to Create and Save Your Favorite Appraisal Search
How to Enter Listings in RCO3

Searching PRD, Realist and Creating Mailing Labels in RCO3

Speedbar Tips and Tricks

Creating Quick Start Groups in Transaction Desk
Online Forms/Electronic Signings Using Authentisign

Tips for Office Assistants

If you have any trouble playing the webinar videos, you may need to download the GoToMeeting plugin/codec. It can
be found at https://citrix.sharefile.com/d/s8abb5aa64164114a.
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RULES & REGULATIONS

Realcomp’s Rules & Regulations and Policy Handbook can be found in the Services & Support section
on Realcomp’s Corporate Website at http://realcomp.moveinmichigan.com and can also be accessed
through the Realcomp Links section in RCO3®

@ Realcomp Links

Realcomp Mews & Events

RCO3 TRAINING VIDEO

PAY MY BILL - My Realcomp Account
Realcomp - Update My Information
Realcomp Class Scheduler
MovelnMichigan.com

Y Realcomp.com

Realcomp Facebook

Realcomp Contact Us
|Realcomp Palicies, Rules & Regs |
Realcomp PRD Update Status Report
RealcompCALC - Maortgaage Calculator

S Cloud CMA
E CloudMLX

= Cloud Streams

L Down Payment Resource
" RE Technalogy
& RealcompMLS - Android MLS App Download
& RealcompMLS - i0S MLS App Download
ShowingTime MarketStats
ShowinaTime Agent Configuration

ShowingTime Product Training


http://realcomp.moveinmichigan.com/
http://realcomp.moveinmichigan.com/
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REALCOMP 1I LTD. MLS

1. Office Fee
2. Usage Fees

Additional Office Assistants

Agent Assistants w/ own login
Photo Upload Fee

Transaction Management
Charges/Fines

Listings entered by Realcomp staff
Listing changes sent to staff

10 Late Fee

11. Reinstatement Fee

DN U AL

FEE SCHEDULE

$25.00 per month per Realcomp II Participating Office billed
quarterly

$42.00 per month per participating licensee billed quarterly
(Revised 2018)

$45.00 per month billed quarterly (Added 2013) See section 4H
$10.00 per month billed quarterly (Revised 2016)

$10.00 per photo

$6.00 per month per member billed quarterly

$10.00 - $10,000.00 (See Summary of MLS Charges)

$10.00 per listing (Added 2014)

$5.00 per change (Added 2014).

$25.00 plus %% per month late fee

$50.00

Attachment-B



SPLIT-LEVEL HOMES DEFINITIONS

Bi-Level: A bi-level includes two short sets of stairs and two levels. The entry is
between floors. The front door opens to a landing. One short flight of
stairs leads up to the top floor; another short flight of stairs leads down.

Tri-Level: A split-level home (also called a tri-level home) is a style of house in
which the floor levels are staggered. There are typically two short sets of
stairs, one running upward to a bedroom level, and one going downward
toward a basement area.

Quad: This means that there are four (quatro) distinct living areas. The easiest
way to explain a Quad - It's a Tri-level with an extra basement under the
main level. Generally speaking, you walk in the front door onto a main
ground level floor.

Raised Ranch: Most raised ranches enjoy an attached garage and some finished rooms
on the first floor. The roof usually comes in a low-pitched gable and the
exterior appears asymmetrical with large windows. The rear of raised
ranch homes can be accessed commonly through sliding glass doors.
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Personal Information in Listings, Photos & Virtual Tours are Prohibited

Personal Information (i.e. phone numbers, e-mail addresses, names, web URLs, etc.) is
prohibited in the content of listings, photos, and/or Virtual tours published in the MLS.

Examples of prohibited personal information include, but are not limited to the following:

Model information including dates, times, & hours

Open house and tour information including dates, times & hours
URL:s including Virtual Tour URLS

E-mail addresses

Contact phone numbers of any kind including 800 numbers

Fax numbers

Agent and office names

Logos and Slogans

Virtual tour URLS/websites/phone numbers/names/non-Realcomp watermarks on
photos

e Auction information, including auction dates and/or times or location

Fines for personal information in listing remarks, photos, or virtual tours are:

e 1%toccurrence: $50
e 2" occurrence: $100
e 3" occurrence: $250 and suspension of broker load privileges

In you have any questions about this, please contact our Customer Care Department at
(866) 553-3430.



REALCOMP

Dolu-drlvul, Results-focused MLS

f :

What does the typical ‘life’ of a Single Family property listing look like in Realcomp?
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HOW SHOULD MLS SUBSCRIBERS INTERPRET REALCOMP'S ENHANCED
DAYS ON MARKET FIELD?
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Bedrooms: 4 Counky: oakland
Baths/lovs: 270 Township: Milford Twp
¥r Blt/Remod: 1987 / Mailing City: Milford
Acres/Frmt Ft:  2.45 / 360 MLS Area: 02161 - Milford Twp

Lot Dimen: 360x344x180x268
School Dist:  Huron Valley

Cross Streets:  § of Commerce / W of Burns
Directions: N. OF WIXOM RD. (TRAIL) W. OF BURNS/S, OF
COMMERCE, TURN SIGN

rans lype: Sale List Date: 12/08/2013

Listing |ype: ERTS sualaf o ES
short Sale: No DaysonMkt: N/7L1/71 Fossession: 60 NEGD Orlg Price: $234,900
LC Dwe: ' 2 LC Mehly Pay: LC Term:

Access: Appointment/LockBox Exclusions:
Terms Offered: Cash, Conventional, FHA, VA

Realcomp’s enhanced Days on Market (DOM) field displays as a three (3) part field.

Examples:

N/71/140

Y/71/140

What do these three numbers represent?

Y=Yes, the listing was relisted be the same office or N=No, the listing is not a relist of a previous listing.
71=The number of days the listing has been listed by the current office.

140=The cumulative number of days that the property has been on the market, even if listed under more
than one MLS number, regardless of the listing agent or listing office within 30 days of one another.

Days on Market (DOM) is calculated from the List Date to the time it reaches an off-market status (i.e.
Pending, Unconditionally Withdrawn or Expired).

The exception to these rules is when a property is sold. If the property is relisted, the days on market will
always restart if the previous listing ended as a Sold status (new owner reselling the property).
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1. Whatis the difference between Status and Change Type

e Status indicates that the listing is currently Active, CCS or in one of the Off Market Statuses seen below.
o Listings that are on the market are placed into the Active status. The exceptions to this rule are CCS
listings which are placed into the CCS status.
e Last Change Type is separate from Status and is a reflection of the last change made to the listing.

In RCO3, the following changes are considered a status

In RCO3, the following indicates the Last Change Types
Status - Date or Range

£ 7 Active New
D . Back On Market
Contingent - CCS Price Decrease
I™ Expired Last Change Type Price Increase
I” pending Contingent - Continue to Show
™ sold Conditional Withdrawn
Expired
I cond Withdrawn Pending
I™ uncond Withdrawn Sold

Unconditional Withdrawn

2. Recent Change described:

[T 2245 W Nalone, Wixom 48393-1336 w: $
MLS#: 212049032 Area: 02172 - Wixom Short Sale: Yes OLP: $
P Type: Residential DOM: N/256/256 Trans Type: Sale
Status: Active ERTS/FS
Location [nformation Parking Lot Information
County: Oakland Garage: No Acreage: 0.34
City: Wixom Gra 5z: No Garage Lot Dim: 70X210
Mailing City:  Wixom Grg Dim: Front Feet:
Map: H-23 Grg Feat:
School D: Walled Lake
Location: N, Loon Lake W, Benstein
Finished Floor Area Layout Contact Information
Saft Above: 1,817 Beds: 4 Name: Office
Sqft Lower: Baths: 1.1 Phone: (734) 405-6610
Sqft Comb: 1,817 Style: Cape Cod
Sqft Source:  Prd Arch: 1 1/2 Story
Waterfront Information General Information
werfrnt Name: Year Built: 1924
wrrfrmt Desc: Year Remod:
= - wtrfrt Feat: Homestead: Yes
1/25 b= T 3 Addl Docs:  Yes
Foa@om =
Stacta Transaction This line indicates the most recent change was made on 01/10/13:
IRecent CH: 01/10/2013 : Back On Market : CCS->ACTV '—> It had a Change Type revision of Back on Market:
It had a Status Change from CCS to ACTV
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Section 1: Speed Bar Syntax

statuses:

Field Name Svntax Example Result
MLS Number Any g digit MLS number 212053180 The listing with MLS number 212053180
212053180 212053185 | The listings for MLS numbers 212053180
and 21205318
Status Use the following abbreviations for the

number and the “sgft”.

1000-2000 sgft

a or actv = active a Returns all active listings
ces = contingient cont to show ces Returns all CCS listings
uwth = uncond withdrawn uwth Returns all UWTH listings
ewth = conditionally withdrawn cwth Returns all CWTH listings
expd = expired expd Returns all EXPD listings
pend = pending pend Returns all PEND listings
sold = sold sold Returns all SOLD listings
Status with Adding a number to a status will give
Date Range you the listings in that status for the a30 Active listings in the last 30 days
given davs back.
Address Any of the following combinations: 123 Main Returns all listings with the address 123
-Street # Street Name Main
-Street
*Note: do not include
“Street/Road/etc” in speed
bar search.
List Price Any 2-5 digit number starting witha 5 | S100 + List price is exactly $100,000
sign. +/- can be used to specify price S100+ + List price is equal to or greater than
ranges. Prices are in the thousands. $100,000
$100- o List price is equal to or less than
$100,000
$100-200 o List price is between 100,000 and
£200,000
Bedrooms Any 1 digit number. +/- canbe usedto | 2 Number of bedrooms is 2
indicate more or less. A range canalso | 2+ Number of bedrooms is 2 or more
be used. 2- Number of bedrooms is 2 or fewer
2-4 Number of bedrooms is 2 to 4
Baths Must follow bedrooms. Any 1 digit 2.1 Number of baths is 2 with 1 lav
number. +/- can be used to indicate 2.1+ Number of baths is 2.1 or more
more or less. A range can also be used. | 2.1- Number of baths is 2.1 or fewer
2.1-4 Number of baths is 2.1 to 4
Beds and Baths | Any 1 digit followed by a space then 2be 1ba + Returns listings with 2 beds and 1 bath
another digit. +/- can be used to specify | 2be 1+ ba + Returns listings with 2 beds and 1 or
ranges. maore baths
2- be 3.5- ba * Returns listings with 2 or less beds and
3.5 or fewer baths
2-4 beds 1-3 baths * Returns listings with 2 to 4 Beds and 1
to 3 Baths
Square Feet Any 2-5 digit number starting witha 5 | 1000 sgft Has exactly 1000 sqgft
sign. +/- can be used to specify price 1000+ sqft Has 1000 sqft or more
ranges. There is a space between the 1000- sqft Has 1000 sqft or less

Has 1000 to 2000 sqft
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Section 2: Advanced Speed Bar Examples

In this section we will go over some examples of more advanced Speed Bar syntax to
demonstrate how a few simple speed bar commands can be combined to do complex searches.

Listings

1. Show me all active RS and CO listings with a list price between $400,000 and $600,000
a 5400-600

2. Show me all active RS and CO listings with a list price between $400,000 and $600,000 in
area 02231
a 5400-600 02231

3. Show me all active RS and CO listings with a list price between $400,000 and $600,000, in
area 02231 with 5 or more bedrooms and 4000 or more square feet
a $400-600 02231 5+ 4000+ sqft

4. Show me the listing with MLS number 212053180
212053180

Agents

1. Show me all agents with the last name Smith
ag smith

2. Show me all agents with the name John Smith
ag john smith

3. Show me all agents with the first initial J and the last name Smith
ag j* smith

Open Houses

1. Show me open houses for today
oho

2. Show me open houses for the last two days
oh o-2

3. Show me all open houses on 10/18/2012
oh 10/18/2012

4. Show me all open houses from 10/18/2012 to 10/21 /2012
oh 10/18/2012-10/21/2012
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HOW TO SAVE A SEARCH STEP-BY-STEP

Saving Searches

You may easily save any search you run on RCO3®. At any time after saving a
search, you may run the full search, or revise the criteria. You may also assign the
search to one of your Contacts.

l.

After running your search, scroll to the bottom of your search results, click
the “Save” button, then click “New Saved Search” from the blue bar.

Type in a name for your search.

. If you want to assign this search to one of your Contacts, click the drop

down box “Contact” and select one of your Contacts. If this drop down box
is empty, you do not have any contacts an need to click “Create a New
Contact”.

. You can also click the check box to enable it as a Favorite Search to display

on the homepage. (limit of 20).

. To complete the save, click the “Save” button.

Accessing Your Saved Search

l.

To access your saved search, click the “My RCO” tab, then click “Saved
Searches”

. On this page, you will find all your saved searches. The display for each

search includes the name, any description you entered, the contact name it’s
assigned to (if any), and the date and time you last ran the search.

. Click the “Subject” line of the search to access more options for the Saved

Search.

. Settings:  Click the “Settings” button to change the settings for the search

(search name, contact, enable as favorite).

. Criteria: Click the “Criteria” button to revise the search criteria.
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6. Results: Click the “Results” button to return the search and retrieve all
matching listings.

7. Date Since: Click the “Date Since” button to see all new or changed listings
that match your criteria since the last time you ran the search. This will
update the time stamp to the date and time that you clicked “Date Since.”

8. Market Update:Click the “Market Update” button to see either the updated
listings since the last run or by specifying a specific date range.

9. Delete Search: To delete one or more searches, either click the “Delete”
button on the gray bar, or click the select check box next to the search(es)
and then click the “Delete” button on the bottom left of the page.

Narrow and Discard Your Results

At the bottom of your search results screen, click the “Refine” button. You will
find “Narrow” and “Discard” buttons in the blue bar. You can use these to help
refine your search results.

Narrow: As you go through your search results, there may be only certain ones
you want to keep. Click the check box next to each listing you want to keep.
Click the “Narrow” button. This will remove all listings from your search
results that you did not check, so that you can more easily focus on the Istings
that interest you. In other words, you “narrowed” your search results.

Discard: This works the opposite of “Narrow.” Click the select any listings
that you want to remoce from your search results. Click the “Discard” button.
The listings you selected will be dropped from your search. After using the
“Discard” button, a new button will appear labeled “Un-Discard.” You may
click this button to return your discarded listings to your results.
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How to Search by Address or Street Name

1. One way to quickly search by address is to use the Speed Bar (noted below).
Simply enter the address, the first part of the street name, and an * into the speed
bar field (i.e. 28334 Ridge*). Then click the magnifying glass.

&« C' | ® matrix.realcomponline.com/Matrix/Home Q

( RCC—

ChatfFesdback)  RCO3 Mabile
[ZIRETechnology Admin  Help  Hello, |

& additional Data

PRD [CIRealist Tax Finance Input ExtemalLinks Market Reports

. News & Alerts ¥ Hot Sheets @ Realcomp Links
Nov 8 - Realcomp: RCO Offline Time ... Resid o itia] Realcomp News & Events
Commerdal RCO3 TRAINING VIDEQ
Nov 2 - REALCOMP: WONDERING HOW .. ;“‘CI?”(FLE'T'F PAY MY BILL - My Realcomp Account
e ) Realcomp - Update My Information

Cross Propert
By Realcomp Class Scheduler

MoveInMichigan.com

Nov 2 - REALCOMP: IMPORTANT ...

Nov 1 - Realcomp: Offline Time Planned ... Customize This Session
Realcomp.com

Nov 1 - Realcomp: RCO3 Enhancements ... Realcomp Facebook

The asterisk is a wild card and allows you to perform a “begins with” search. You
can also use it to perform “ends with” (i.e. 28334 *Ridge) and “contains” (i.e.
28334*Ridge*) searches based on where you include the asterisk character.

Additional Notes:

“Ends With”—You can also use the asterisk to perform an “ends with” search.
To do this, you would enter “28334 *ridge”. This search will find all listings
with an address of 28334, where the street name also ends with the word
“ridge” (i.e. Forestridge).

“Contains”—You can also use two (2) asterisks to perform a “contains”
search. To do this, you would enter “28334 *ridge*”. This search will find all
listings with an address of 28334, where the street name contains/includes
the word “ridge”.



To search by Street Name:

1. You can also use the Speed Bar to search by street name alone or the first
part of the street name along with an asterisk to perform a “begins with”
search (as shown previously).

2. Alternatively, you can use the Street Name field in the Cross Property
Search, which appears with the other Address Search fields under the Listing
Type & Level of Service search boxes.

Chal | Feedback
Home RIS Stats My RCO PR D Realist Tax  Fnance  [nput  ExTemal Links  Marker Reports  Addimional Data  Admin - HEp  Hello, Fran - Logout

. Crifena U Map Results
£t Quick

Status - Date or Range £ Map Search: No Map Selected Price
& ¥ actve & so+ | ooos)
Contingent - CCS withan | (.25 |L mies of My Location

Expired Transaction Type
Pending Enter an MLS# or sddress or click the "My Location” link to sat the center point O

of yaur radigs mMap search, Mepee nolts, the "My Location” link is mosT sccurate
Sold an GRS-enabled devices like smaiTphands and Some [ahiers. Leasa
Cond Withdrawn EChange

 Uncond Withdrawn **Both Listing Type and Level Of Service are required flelds™*

Listing Type Level Of Service # Bedrooms

i
] r - = -

l:r Type - Eﬁmmﬁl g . # Baths.iLavs |

Condominium - Unknown (Diata Share Listing i # Full Baths
LinknorwmiTata istinde

i

& 0or O Nt
*®=we dn not receive Level of Senvica | Wit Kk
informatian for some data share

IStings. ¥

**We do not receive Listing Type information for
some data share |.‘i'.|l\g.‘-.‘ .

Acreage £

l Address Search Year Built i
| Street®  Dir Pix Street Name sts5fx  Dir st Unite  Bldos Zip

¥r Remodel  §

=] mapler & M B

Mare | Square Footage

Finished Above Grade:
]

County Area City Finished Below Grade:
i

& T & 02181,02191 £

- school Districe Total Below Grade:
02182 - Keego Harbor . o | k
= 02184 - Orohand Lake E Almont - Total Finished SqFt:
ONT - Onionagan Couny .
QSE - Oscaola County 02192 - Birmingham L

Avandale t

Berkley

¥ Clear 2 matches

When entering a partial name for a street, be sure to include the asterisk (*)
character (as explained above).

¥ Our Advice to You When Searching by the Full Address or Just the
Street Name: Refrain from entering the street suffix information in any of the
search fields (i.e. street name, street suffix).
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< Important Listing Data Entry Tip Pertaining to Street: When initially
loading your listing into the MLS, be sure to auto-fill as many fields as possible
from the public record database (PRD). You can do this by using the correct
PIN for the property. This will allow you to auto-fill the proper street
name, proper street suffix, etc. and adhere to Realcomp’s MLS data entry
standards for each and every listing you input.
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How to do a Map Search CMA in RCO3®

. After logging Into RCO3®, hover over Search.

2. Choose the DETAIL search.

N

10.

. Locate the MAP SEARCH option in the top center of the criteria

page. TYPE IN THE STREET NUMBER AND STREET NAME AND
FULL CITY NAME OR ZIP CODE (no commas needed) of the
subject property.

. Choose the RADIUS around subject property.

(Look for “MAP AREA SELECTED” IN RED. If it still says “No Map

Selected” in black, it did not locate the address and you must

refresh your screen and start again.) CLICK THE MAP TAB IN THE

UPPER RIGHT CORNER TO MAKE SURE YOU ARE IN THE

RIGHTAREA. CLICK THE CRITERIA TAB TO GO BACK TO ADDING

IN MORE CRITERIA FOR THE CMA OR TO CHANGE THE RADIUS.

Choose STATUS(s) and time frames (ex. SOLD 0-180).

Choose RESIDENTIAL or CONDO.

In THIRD column, select SALE or LEASE.

Fill in Beds and Baths.Lavs (don’t forget + sign for more). At this

point, it’s recommended to check the bottom left for the number

of matches you currently have.

If you wish to narrow your search further, select Square Footage

or Architecture Style. Check bottom left again for results.

Be sure to select YES or NO for Garage & Basement

Double check results at this time. If you have too many, refine

criteria with additional features of the subject property. If you do

not have enough results, try a few of these suggestions:

1. Expand the radius.

2. Adjust the numbers of Bedrooms or Bath.Lavs or Square
Footage.

Click Results and choose the best properties that compare to
your subject.



11. Change your DISPLAY to Summary to view all the properties
and review the FULL LARGE w/MAP & ROLLOUTS for additional
information.

12. PRINT Or EMAIL the results for the customer.

13. Choose ANY flyer that states “CLIENT” when printing (it
removes the list agent’s name). Choose the MULTI-MAP flyer and
add the CMA 1-LINE (Portrait or Landscape) for the Average
Figures.

14. Select Properties to customize CMA or go to Cloud CMA to
Create the CMA Report for your customer.



Editing Your Grid Single Line Report

The Grid Single Line report allows you to set up your one-line report to show the exact information that
YOU want to see when you get your search results.

You can edit the columns that you see, the width of those columns, the order of the columns and
change the name of the column. Once you have set up the report exactly how you want it, you can save
it and even set it as your default report for that property type.

1. Tostart, run a search in the desired property type, such as a residential/condo search and view
the results.
2. Be sure that you are viewing the Grid Single Line display.

, Criteria Map [-] Results

Display Grid Single Line |i at 250 s | per page L,.JI e

3. Point your mouse to the blank space in any column heading box, but not at the column title
itself, so you get the “crosshairs” icon for your mouse pointer. Clicking in the heading area will
bring up a box that will allow you to edit the title, remove that column, add another column,
and more. When you have made the changes to this column, click Apply.

), Criteria Map —| Results

Display Gnd Single Line L] at 250 i] per page |:_J e

County Price DoM Beds Bths TH Sqgft
Oakland Pixel Width: Alignment:
Oakland 75 Auto-fit I:;_':I Left
e ® Right
Oakland Remove Column () Center

= |
Oakland Insert Column O Wrap Line
Oakland

Oakland Cance D

Dakland A




4. Holding down the left mouse button will allow you to drag the column to the left or right to
reorder the columns also.

1 Criteria | @ Map ] Hesults

display Dusplay my:Residental Grid || at 100 ﬂ per page [ 0
Price DoMm Ba&dE Bths

ngtan Hills §200,000  Nf90/90 & 2,204 o UEEEmE EE
ngtan Hills f200,000  WET paan o1 CIDMEE B
naten Hills $200,000 /1313 g 1580 | 11 By .
naten Hills $205,800 N/106/106 & 2,708 g t’manu l__ The Tt Sﬁlﬂ column is
ngtan Hills $209,000 NfeR/es & 1870 | L1 @ 5 .
rgton Hills $209,300  V/87/87 $ 198 | 21 u%:: Ej bE‘.IHg moved to the left.
ngtan Hills f209,800 vair/ir o o2 230 | 30 SNOEE B
ngtan Hills $210,000 M/1381/1381 § 1,502 1 wmEm
ngtan Hills §210,000 N7 & 2,520 u yR@aglE E
ngtan Hills $214,700  Nf54/54 & 2,285 ERVIRG - | o 1 ]
ngtan Hills $219,000  NfzZ0f20 4 2,076 ERRR G -uf= ] o] 1 ] B
naton Hills $219,500 N/azfaz pias | oo CINEVEIE B
nagton Hills s224.800  Waoaoo @ iew | 11 SEREEE B
ngton Hills $224900 N7 feel | L CEOAOEBDE B
ngton Hills $225,000 V2121 peess | CERMAMES

5. Choose the number of listings you’d like to see on a page using the drop-down list to the right of
the display field. See below.

6. To save these changes, click Manage Display (the paper and pencil icon to the right of the
number of results per page). See below.

Display Grid Single Line 250 per page [:J' e
i ¥

Number of results per page Manage Display

7. Clicking Manage Display will allow you to name your custom report and save it.

B~ == =F 5= R
by Grid Single ime ol e (nen [l mae anas 5 82
dispescbizne . Give your display a name
Price O |Residential Grid Display ‘
200,000 N/ EEVE:S a Cfp‘é’ - | — 1 | Save your custom display
200’000 N eve unsaved changes
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8. Once you have saved your display, it will always be available in your list of report displays.

my:Copy of Gnd Single Line
my:Residential Grid Display
Single Line
Grid Single Line
Single Line 2

| Thumbnail

1 Summary

ADMIN Full

1 Full

|| Full w/photos

4Full Large w/Map




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  [5 Results
£ Quick &
Status - Date or Range **Both Listing Type and Level Of Service are required fields™= Price
& active Listing Type Level Of Service £ 300-500 ¥ (000s)
I contingent - ccs 7] Exclusive Right o Sell - i GIEEES -
) Exclusive Agency (=1 Limited Service E -
- £
Expired Unknown (Data Share Listing) g MLS Entry Only | | T;“";:;:'D" Type =
I pending Unknown / Data Share Listinjig Lease k=
[ sold **We do not receive Listing Type **We do not receive Level of Service Exchange Jr
™ cond withdrawn information for some data share information for some data share
- 4 withd listings.** listings.**
Uncond Withdrawn # Bedrooms 63+
St# Dir Pflx StName 5t Sfx Dir Sfx Unit # Zip _
Property Type # Tot Baths & 2.1+
¢ Residential - z
Condominium - More # Full Baths £
® or T not # Half Baths €
County Area City :
£ oak [ € p2192,02251 E E Acreage 4
MOT - Montcalm County  « 02245 - Bingham Farms Vig +  Subdivision Year Built €
MMNT - Montmorency Couni 02246 - Southfield Twp € = YrRemodel €
MUS - Muskegon County __ 02251 - Royal Oak L rRemade
NEW - Newaygo County 02252 - Madison Heights =
AK— Oakland Coun v [LZ253 - Berkley S Sq Ft Above
® orC Nt ® or© Not i
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.

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 Map  [E Results

7.

- Next - 1-10 of 29 Checked 0 All - .Page  Thumbnail display Display | Single Line [*]at 10 [+] per page i
- MLS# Stat Ty Address City County Area Price DOM Bds Bths Ttl Sqft
[~ [ [ 212108450 ACTV RS 4256 Sheridan Royal Oak Oakland 02251 $300,000 N/4/4 4 22 2188 §
™ [B [ 212042292 ACTV RS 602 S Vermont Avenue Royal Oak Oakland 02251 $320,000 N/183/183 3 21 2,061 (I F
I [ [ 212080533 ACTV RS 1014 Edgeworth Avenue Royal Oak 0Oakland 02251 $335,000 N/84/84 a4 21 2300 &
I [& [ 212087138 ACTV RS 1010 Edgeworth Royal Oak Oakland 02251 $335,000 N/66/66 3 21 2300 &
[~ [& [ 212072842 ACTV RS 4304 Tonawanda Avenue Royal Oak Oakland 02251 $347,900 N/102/102 4 2.1 2,500 5
I~ [E [ 212102705 ACTV RS 737 Gardenia Avenue Royal Oak 0Oakland 02251 $349,999 N/25/25 3 21 2100 &
™ [ [ 212102311 ACTV RS 1222 Longfellow Avenue Royal Oak 0Oakland 02251 $350,000 N/22/22 3 21 198
r [ [ 212107296 ACTV RS 210N Vermont Avenue Royal Oak Oakland 02251 $354,900 Y/60/60 3 21 2250
I [& [ 212078508 ACTV RS 3230 Garden Avenue Royal Oak Oakland 02251 $365,000 N/B7/B7 3 21 208 &
[ [& [ 212089872 ACTV RS 1427 Butternut Avenue Royal Oak Oakland 02251 $365,000 N/S8/58 3 21 2370 &
Actions  Refine [0 Carts izz - - Next
é I i I N
Message: =

Check Spelling Enalish

8. Begin by selecting a Contact. By clicking on the '™ drop down arrow next to the

“Contact” field a list of all your contacts will appear. Select the contact to whom
you wish to send the auto email. If your contact is not in this * drop down list
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. NOTE: All yellow
fields found in Realcomp Online® 3 are mandatory fields and MUST be filled out
in order to proceed. Once you have added all information, click on the “Save”
button.
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& Personal Information

Title: Category: E|
First Name: John Last Name: Smith

Email Address: JehnS@email.com

Phone: Cell:

— B
=k Show All Fields @ Cancel |F=]| |

9. You can now choose to “CC” (Carbon Copy) or “BCC me on all emails”. By
checking off the “BCC me on all emails” 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 e-mail

11. Message: The Message field is the Body of the email. This will only go
out on the first email to your client.

12. Display: Your client will have the option to choose from a drop down list which
display they wish to view the listings in. Only buyer formats are available.

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

14. Settings:

¢ “Enable concierge mode”: Will NOT automatically email listings to your client
but will let you know when there are new matches so you can send only the
ones that you want to go to your client.

e “Enable as a Favorite Search on the Home Tab” makes the search easily
accessible on the home page of RCO3®.

15. 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 "0AK - QOakland County'

MLS Area Major is one of 'Birmingham', 'Rovyal Oak’

¢ Settings

Concierge: Enable concierge mode

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

|| Schedule

" ASAP: Emails are sent as soon as possible.

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

Sun Mon Tue Wed Thu Fri Sat
MoalaM M aM v am e am v am v am v aM | v AM
Catew ' pm T pm T pm 'L T pm T pM T PM

%xhj;' Clear

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

€3 cancel E \J

16. 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.
Monthly: All listings for the month are compiled and emails are sent on the first
of the month at midnight.

17. Click Save when finished.



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 the MyRCO, Contacts link.

& Active Contacts (2) & search: Filter Contacts: ... choose a filter =]
- Name Ema Category £ ¢E My Last Use Last Portal Visit g @ g n
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 & A Import Export All

Viewing email history through Contacts:

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

Next to each contact thereisa * drop down arrow

LA S

By clicking on the * drop down 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.



& Contacts (12) i Search v
F e . B
[© « Amodeo Synd cyndiagc never never
I . Davis Naging legan naver naver
[« pavis Jessica jessicads never never
™« Hendersen Kanen memberss never never
™+ Jshnston Samanths sdmingo never e
™ = McNally Kaytes kayten_Su
[T« McNally Kayiee kaytend heamail.<..

M & MoNally_2 saytes kayteag

T . Morgan slany mpportd Adver
. Murata Roy Fmuratal never
™« Ramsay-Brown Valene prigomdr never never
T+ Spander Marta mgsrde Aver ngver

6. Each item will have another * drop down arrow. To view the email history click on the
* drop down arrow next to “Sent Email”

r Cummings Tam tami@cummingsonline.com 2 2 Tuesday Tuesday 3 6 3 1

Portal Activity (20)

Auto Emails (2)

Saved Searches (2)

CMas (3)

« Sent Email (15)

I Type I I Subject I I Contentsl I Viewed I
Tuesday Directions Birmingham open house driving directions 5 listings Tuesday
10/19/2012 Auto Email Farmington Hills Search 1 New, 0 Updated Tuesday
10/19/2012 Auto Email Grosse Pointes under $150K 1 Mew, 0 Updated Tuesday
10/18/2012 Auto Email Farmington Hills Search 1 New, 0 Updated Tuesday
10/17/2012 Auto Email Grosse Pointes under $150K 0 New, 1 Updated 10/17/2012
10/17/2012 Auto Email Farmington Hills Search 1 New, 0 Updated 10/17/2012
10/17/2012 CMA CMA
10/16/2012 Auto Email Grosse Pointes under $150K 0 New, 1 Updated 10/16/2012
10/15/2012 Auto Email Grosse Pointes under $150K 5 New, 0 Updated 10/16/2012
10/15/2012 Auto Email Farmington Hills Search 2 New, 0 Updated 10/15/2012

View all 15 Sent Emails

Edit Contact Delete Contact Start CMA Open Portal Open Cart

7. By clicking on the * drop down arrow a list of all emails that have been sent to your
client will appear. Below is an explanation of what each heading means

o Sent — Date the email was sent

o Type — What type of email you sent. This can be Direct Email, Auto Email, or
Directions.

o Subject — The subject text you typed when sending the email

o Contents — How many listings were in that email Note: By clicking on the link
underneath the Contents header you can view the listings that you sent to that
client in that email.

o Viewed — Last time the client viewed the email

You can also filter your results. To set the filter, click the “Filter Contents:” drop down box.
Example: By clicking on “with active auto emails” RCO3® will automatically give you a list of
only contacts that have active auto emails.



Filter Contacts:

choose a filter hd
choose a filter |
with active auto emails

with inactive aute emailz

who have vigited their portal

who have not vizited their portal

I haven't worked with

who have saved searches

who have no saved ssarches

with no aute smailz

You can also Search for a contact using the “Search” field. In this field you can enter in any
combination of letters to bring up clients.

Search:

Searching email history in Sent Emails

1. Click on the My RCO tab> Sent Emails.
This will bring up a list of all emails that you have sent through RCO3®.

By clicking on the * drop down arrow next to a sent email the details of that email
will appear. From here you can also click on the “Open in Portal” link this will open
up the “Portal” window, showing you all of the listings that you have sent to your
client. You can also see the listings that your client has put in the separate folders.
For more information on the folders please see Chapter 10: Auto Emails.

4. There are 6 different headings on the Sent Email screen. Below is an explanation of
what each heading means.

O
O
O

O

Date Sent — Date the email was sent.
Recipients — Who you sent the email to.
Type — What type of email you sent. This can be Direct Email, Auto Email, or
Directions.
Subject — What the email was about.
Contents — How many listings were included in the email.
* Note: By clicking on the link underneath the Contents header you can
view the listings that you sent to that client in that email.
Viewed — Last time the client viewed the email.

Open in Portal

& Sent Email (51) Search: L] Show Emails sent .. choose a fiter [ ]

Subject IContEnts I I Viewed I

8:01 AM VanZwoll, Shay Auto Email Testing Farmington/Farmington Hills 3 New, 1 Updated never

yesterday VanZwoll, Shay Auto Email MNew Listings in your area 0 New, 1 Updated never

yesterday rob@cummingsonline.com,tcummings@corp... Direct Email waow! 1 listing

yesterday Hamilton, 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

To: VanZwoll, Shay (evanzwoll@corp.realcomp.com)

Subject: Testing test test

When a sent email in your history section goes beyond 9o days old, RCO3® will automatically
drop it from your list.



Driving Directions

RCO3® offers a Driving Directions/ Mapping feature. Within this feature you have the ability to
view all selected listings on one map for easy viewing, map out directions from one listing to
another, and add Starting/Stopping locations. This feature is great for giving your clients easy
directions to open houses or listings that they wish to view. Follow the instructions below to
begin:

1. Run your listings search. Select the listings you want to submit to the Driving Directions.
To keep the tour manageable, don't submit more listings that you could reasonably
expect to reach in a morning or an afternoon, say 5-8 listings (the maximum in one tour
is 25).

2. Click on the button under the Actions section located at the bottom of the
search screen.

Refine Save Carts

Note: if a chosen listing has not been plotted properly in Realcomp Online® 3, you may
wish to return to your search and eliminate it from your selections. An improperly
plotted listing will affect the driving instructions and maps generated by the Driving
Tour module (keep this in mind when you enter your own listings).

This will open up a map with all selected listings on one map and produce the best route
to get to the selected listings. Below the map you will see turn by turn directions.

Automatic m- Re-center Layers g e ®// r)// e b SR
9
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Edit
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- 15551 Hanoy|

ixAven X 4 17031 En. gleu
¢ P p=271

18-
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Parcel Disclaimer 5 19257 Brody

00 et Hemy

Leaend {Rotary 22012 Mmmﬁu'm’z'mn BMi2Nakia |

@ soscn et [PEEEEIETED s s s i

Turn-by-Turn Directions
ITotal distance: 8.4 Miles

Start DunA napelis St toward Westlake St (0.5 Miles)
1 right onto usus/sTeleg -aph Rd (0.8 Miles)
Tak laft for T-04 E (1 5 mil

Begin here
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If you would like to change the order of the pins, hover over the address of the property
to the right hand side. Once the listing is highlighted in blue click on the up or down
arrows to change the order of the pin. You may also choose to Drag and Drop to move
the listings: In the listings table, simply drag each listing into its desired position in your
tour. Do this by left-clicking and holding a listing in the table, moving it up or down the
list as required, then letting go of the mouse button at the appropriate spot. Your listing
will take over the position you dropped it on and all listings will be automatically
repositioned and renumbered as required in both the listings table and on the Overview
Map. Note: don't try to drag a listing by grabbing a listing's photo - grab it in some other
portion of its cell. Once you have the listings in the order you would like to view them
click on the “Get Directions” button again.

-~

all L

1656 Hampton Road
e e MLS#: 212090332
% Status: ACTV

Price: %75,000

SqFt: 1,184

Beds: 2

Bath: 1.0

7 MLSE: 2121053

Status: ACTV
Price: $77,000
SqFt: 1,200
Beds: 3

. Bath: 1.1

By clicking on the “Get Directions” button, RCO3® will produce the map again along with
the best route to get to the selected listings in the order you have chosen. Below the map
the system will also generate new turn by turn directions.

You may remove any listings you wish by hovering over a listing in the listings table and
click its red X. This removes it from the Driving Directions entirely - from both the
listings table and the overview map. However it still remains in your RCO3® search
results.

At this point you may also add a “Starting Location” and a “Stopping Location”. To add a
“Starting Location” click on the “Add Start” button located at the bottom right hand side
of the screen. You can now enter in the Name and Address of Starting Location. Click on
the “Find Location” button.

RCO3® will again, produce the map with your “Starting Location” pin in purple along
with the best route to get to the selected listings in the order you have chosen starting at
your custom “Starting Location”. Below the map RCO3® will also generate new turn by
turn directions starting at your custom “Starting Location”.
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8. To add a “Stopping Location” click on the “Add Stop” button located at the bottom right
hand side of the screen. You can now enter in the Name and Address of your Stopping

10.

Location. Click on the “Find Location” button.

RCO3® will again, produce the map with your “Stopping Location” pin in purple along
with the best route to get to the selected listings in the order you have chosen stopping at
your custom “Stopping Location”. Below the map RCO3® will also generate new turn by
turn directions ending at your custom “Stopping Location”.

You can now choose to either “Email” or
“Print” your directions by clicking on the
“Email” or “Print” button located
underneath the Map. When Printing the
map directions, you also have the choice of
selecting which view mode.

This page is designed for Printing only. Use the drop down arrow beside "Displ]
selected, simply click on the "Print” link to begin printing.

Print g

I

Display Directions As: | Directions with Overview Map

Directions with Overview Map

Directions w/Point-To-Point and Overview Maps
Directions w/Point-To-Point Maps

Directions Only

&
2
g

4




RCO3° Photo Upload and Management

To access the photo upload and management system, click the Input tab.

[ClRealist Tax Finance Input External Links Market Reports

On the Input page, select your listing from the drop down list. If you do not see your listing in the list,
enter your MLS number manually in the “or type” box to the right of the drop-down list.

<= Input
Listings

Add new or Edit existing Listings

Quick Modify:
Select a Listing or type Edi

=

Roster

Add new or Edit existing Agent Roster

When the Edit options open, select Manage Photos.

Select Form

Residential/Condo Listing Form
Manage Open Houses

Manage Virtual Tours

Update Map

Change Permit Internet
Extend Listing

Change Price

Change to Contingent CCS
Change to Pending

Other Options

Manage Photos

Upload Documents
Configure ShowingAssist

The Photo Manager page will appear.

Uploading photos

From here you can upload new photos if you have recently taken them and have them saved on your
hard drive or camera. Please select only jpg/jpeg file types. Click the Browse button at the top of the
page to bring up the file explorer window to navigate to the location in which the photo is saved. Select
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the desired photo and click Open in the file explorer window. The photo will upload. Repeat for all
photos you wish to upload to this listing. Click Save when all desired photos have been uploaded.

Transferring photos from a previous listing

To transfer photos from a previous listing, click the link that says “Click here to import photos from
another listing” on the Manage Photos page.

] Add / Edit Photos for MLS#214019158

To upload, click Browse. To upload Multiple pheotos at once, hold the Ctrl (Option) key down when clicking
on the filemames. To Order your photos once uploaded, drag by the grey title bar. Click on any image to
view its Details. For maximum quality, upload photos at least 1024 x 768 pixels in size.

By uploading this photo (these photos), I grant Realcomp II Ltd. a perpetual, irrevocable, non-exclusive
license to use the photo(s) for any Realcomp II Ltd. business activity. Click here to import photos from
another listing.

L Browse...

Click Browse to select photo(s) to upload (99 max).

Enter the previous listing’s MLS number and click Import Photos.

~] Add / Edit Photos for MLS#214019158

To upload, click Browse. To upload Multiple photos at once, hold the Ctrl (Option) key down when clicking
on the filenames. To Order your photos once uploaded, drag by the grey title bar. Click on any image to
view its Details. For maximum quality, upload photos at least 1024 x 768 pixels in size.

By uploading this photo (these photos), I grant Realcomp II Ltd. a perpetual, irrevocable, non-exclusive
license to use the photo(s) for any Realcomp II Ltd. business activity. Click here to upload photos.

MLS#:§214010783 * | | Import Photos

If you were the listing agent on the previous listing you will see the interior and exterior photos from
that listing.

You can then delete any photos you don’t want to upload to this listing, rearrange the photo order, edit
the photo descriptions, etc. When the desired changes have been made, click Save at the bottom of the
page.

Rearrange/Delete photos

Access the Manage Photos page using the steps detailed in the upload instructions. To reorder the
photos on your listing, point the mouse pointer to the “title bar” of the photo that you want to move.
Click the left mouse button and drag the photo to the desired slot. Click the left mouse button again to
release the photo. You may also remove photos before and after you have uploaded them from the
Manage Photos screen by clicking the checkbox in the upper left corner of the photo to be deleted and
clicking the Delete Checked button at the bottom of the page. The photo that appears first on the top
line will be designated as the primary photo. This must be an exterior view of the property. Click Save at
the bottom of the thumbnail page when you have finished making your changes.



Adding /Changing the description of a photo

To edit the name of a photo, click on the photo icon in the upper right of the photo. This will open the
photo for editing. Click the “Enter description” link and the field will open for you to type the desired
description. Enter the description and click Done. Click Save when finished. When you have finished
making all changes to your photos, click Save at the bottom of the thumbnail page.

= * (]
[] Primary slot |

Sh

Primary slot

Primary slot

Remember:

e No personal information can
be included on any photo or
photo caption.

e No watermarks can be added
other than the Realcomp
watermark.

o No text or other pictures can
be added to the exterior
photo.

e No frames or other photo
effects can be added to the
exterior photo.




Adding Documents to a Listing on RCO3®

1. From the homepage, search the address of the listing in the speed bar, using the street number and
street name, and press Enter to search.

3 PRD [ClRealist Tax Finance [ClListing Load

&) 42569 five mile

2. When the search results appear, change the display to “Single Line” if that is not what is already
showing. You can make this your default display by clicking the gear icon to the right if desired.

o Criteria Map || Results
-1-30f3 Checked 0 All - - Page Grid Single Line display I Display Single Line ﬂkl 25 ﬂ per page
O MLS# Stat Ty Area Address City County Price DOM Bds Bths Tt Sqft
[ [=§] [ 28155492 SOLD RS 0501242569 Five Mile Road Plymouth Twp Wayne $128,500 N/9/9 3 11 1130 SEODOA
O = 213067265 UWTH RS 0501242568 Five Mile Plymouth Twp Wayne $185,500 N/23/23 3 11 1130 CEODEA
[ [ [ 213077073 ACTV RS 0501242569 Five Mile Road Plymouth Wayne $180,000 Y/24/24 3 111130 OEOEE

3. To the right of any listing that is yours, you will see links to View Documents, Upload Documents or
Fax Documents. Use the upload option if you have the document saved on your computer already. Use
the fax option to print a Fax Back Cover Sheet to fax a hard copy to be attached to your listing.

Map |5 Resulis

t 25 ﬂ per page 5
Bds Bths Ttl Sgft
3 v o130 OEEDO0
3 11 1230 LEOD0
3 v 1130 OEEEOO

4. Clicking either of these links will take you to the appropriate screen within TransactionDesk to either
upload the document or print the Fax Back Cover Sheet.
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RESIDENTIAL / CONDO LISTING FORM

*Required Fields

Diaba-driven, Bosults-focused MLS

HFAL IR

REALCOMP
&R~

[
AFFRETHMITT

SUPPORT@REALCOMP.COM » FAX: (248) 699-0331 « PHONE: (866) 553-3430 [ Ms#

*LIST AGENT ID 2

*AGENT PHONE

“LIST OFFICE ID #

PRICE & OWHERSHIP

PUELIC RE COFD AND ADCRESS

*COMTACT MAME +*CONTACT PHONE
CO-LISTER ID¥ CO-LISTER PHOME
*0 SINGLE FAMILY RESIDENTIAL O COMDOMINILM *OFOR SALE {Use the RS/Condo Leass form for leass istings)
*ACCESS *OWNERSHIP .

LIST PRICE
Maximum 1 cholce Naximum 1 cholce ¥
[ ARPOINTMENT (] BANK CWNED .

15 THIS A SHORT SALE? YES o
] ARPOINTMENTKEY [ CORPORATERELD. =
(] APPOINTMENTILOCKEOK (] FAMNNIE MAE/FREDDIE MAGC e R R Y [ETEET — =
CIxEY [ SOVERNMENT E—
[JLOCKBOX [ PRIVATE T
] SEE REMARKS
*COUNTY, *PROPERTY ID *AREA #
*ADDRESS

*5TREET # 5TDIR *STREET NAME STREETTYPE POSTDIR SIDE OF STREET

UMITISUITE (condo only]  BUILDING & {condo only)
ln -
O VILLAGE
I Tenaastne: *MUMICIPALITY HAME “MAILING CITY NAME *STATE  *ZIP CODE ZIP+4
*CINORTH *CEAST
O 50UTH *MORTHISOUTH CROSS STREET OWEST “EASTANEST CROSS STREET
*DIRECTIONS

*TAXES

*LEGAL DESCRIPTION

SUBDIVISION

*SUMMER TAXES

*WINTER TAXES SPECIAL ASSESSMENT AMOUNT AND REASON

*HFCHOOL DISTRICT,

*ARE TAXES HOMESTEAD?

YESE ——_NO

LOT AND LAND INFORMATION

*LOT DIMENSIONS ROADFRONTAGEFEET______  ACRES
FROMT X LEFT X BACK X RIGHT X OTHER  (residentlal only) {residental oniy) (resdential anly)
*ROAD “WATER WATER FACILITIES WATER FEATURES COMSTRUCTION FEAT. SITE DESCRIPTION
Mo maximum Maximum 2 cholces Maximum 3 cholces Mo masimum Mo maximum g maximum
[ cRavEL [J3RD PARTYY [ CAMAL FRONTAGE [JALL SPORTS LAKE [JCONSTRUCTICN T [J55+ COMMUNITY
[]RAVED UNKMOWN [ CREEK ] 50AT FACILITIES START UPCH SALE [] CERTIFIED WILDLIFE
[ PRIVATE ] coMMUNITY [ LAKE FRONTAGE ] DOGK FAGILITIES [JMODEL FOR SALE LAMDSCAPE
O rPusLIC [ MUNICIPAL WATER [ LAKE/RIVER PRIV, ] SEA WALL [JMODEL NOT FOR SALE [J CORNER LOT
SIDEWALEK [ WATER AT STREET DFoHD ] SWIM ASSOC. [ HEW CONSTRUCTION [JEASEMENT
[ WELL-EXISTING CRIVER FRONTAGE [ PERMIT READY [ FARM [res only)
] CTHER/NOHME [ PLATTED SUB [ GATED COMMUNITY
O agﬁg DELIVERY [ SOLF COMMUNITY
. [ GOLF FRONTAGE
e o chaicse St L g [ SITE CONDO{res aniy) [ HILLY-RAVINE
[J3RD PARTYS CRREGULAR
UNEMCWN [ LAKE VIEW
] COMMON SERTIC e FEEH [CJLEVEL
[l SEPTIC-EXISTING [ MOBILE HOME PARK
[ SEWER AT STREET [ MATIVE PLANTS
[ SEWER-SAMITARY [ MORTH WINDEREAKS
[ SOUTHWEST SHADING
[]SPLITS AVAILAELE
% WOODED % TILED [ VACATION HOME
[JVEGETATED SWALE
[ WETLAND/SWAMP
% TILLABLE SOIL TYPE CJwoooen
COFYRIGHTE 2017 by REALCOMP IILTD_  REV. D117 Fage ol

This comtract| 18 for usa by Realcomp Subscribers. Usa by any other party is illegal and woids the coatract. ||'|5T|:||1|3-T-




REALCOMP

Data-driven, Results-focused MLS

RESIDENTIAL / CONDO LISTING FORM CONTINUED
ADDRESS REQUIRED

*APPROX. ABOVE
*YEAR BUILT. YEAR REMODELED GRADE SQUAREFEET______________
o basement &g 1T
* ARCHITECTURE 5TYLE * ARCHITECTURE LEVEL *EXTERIOR
M maximuem Maximum 1 choica MO maximum
[]1/2 DUPLEX {condo only) (11 5TORY [ ALLMINUM
[ 1/2 DUPLEX WILAND {res only) []1-STORY GROUND (condoonly) [ ASBESTOS
] BUNGALOW [] 1 STORY UP {raised ranch and C]ASPHALT
[ClcAPE coD condo oniy} []BLOCK/CONCRETE! MASONRY
[ COLONIAL O w-uzsTORY C]sRICK
[ COMMON ENTRY BUILCING [2sToRY (] BRICK SIDING
{condo only) (3 sToRY CICEDAR
CCONTEMPGRARY C1BHEVEL (] COMPOSITION
[J END UNITcondo only) [ TRHLEVEL CILOGILOG FACED
[ FARMHOUSE {res aney) [ QUAD-LEVEL C)sToHE
[] FREE STANDING/DETACHED [ SPLIT-LEVEL C)STUCCOrEIFS
[canda oAy} CIvINYL
E HIGH RISE (condo ony) Cwoan
HISTORIC
OLoer (] OTHER
[ MANUFACTURED WITHOUT LAND
fres caly)
[ MANUFACTURED WITH LAND OUT BUILDINGS 125 only) *GARAGE SIZE
[res only) No maximum MaEXIMUIT 2 choicas
[ MODULAR HOME (125 only) [JARENA Ot car
[ RAISED RANCH [ BROGDER HOUSE Oz car
CJRAMCH [ DAIRY BARN C3car
[ STUDIO {conao aney) [ HAY BARN Dacan
[ TOWNHOUSE [ HORSE BARN 5 car
OTuooR [ KENMEL []6 OR MORE
E OvICTORIAN [ POLE BARN [JNO GARAGE
& OoTHER Dsten
g Oswo
g GARAGE DIMENSIONS X
!
ROOF MATERIAL PORCH TYPE GARAGE FEATURES
No maxdmum Mo masimum Mo madmum
CJasPHALT [ BALCONY []1 ASSIGNED SPACE
CBULT-UR [ BREEZEWAY ]2+ ASSIGNED SPACES
CcEparwoon [ DECK ] ATTACHED
(] COMROZATION [C]FATIO (] BASEMENT ACCESS
CIENERGY STAR® QUALIFIED SHINGLES [ noRes O] carpoRT
[]GREEN ROOF [ PORCH-COVERED ] DETACHED
CIMETAL [ PORCH-ENCLOSED ] DIRECT ACCESS
O ruBBER [ TERRACE [ DOOR OPENER
[ sLate (] ELECTRICITY
Ome []HEATED
C]WHITE ROCF CIuFT
CJoTHER [] SECOMND GARAGE
[] SIDE ENTRANCE
] TAMDEM
] WORKSHO®

*HOURCE BLDG 5@ FT.

EXTERIOR FEATURES
Mo madmaumi

[ AWNINGS/ OVERHAME{S)

[JEesa SRILL

O casana

[ CHIMMEY CAP{=}

[ cLus HousE

[ DISABLED ACCESS

[JENERGY STAR® QUALIFIED SKYLIGHTS

[ ENERGY STAR® QUALIFIED SOLAR LIGHT
TUBES

[C]FEMCED

[ GATE HOUSE

[ =AZEED

[l GRAY WATER SYSTEM

[ GROUNDS MAINTENANCE
[ GUTTER GUARD SYSTEM
[ OUTSIDE LIGHTING

[] PERMEABLE PAVING

[ POOL-ABOVE GROUND
[ POOL-COMMON

[ POOLANGROUND

[ PRIVATE ENTRY {conda aniy)
[ RAIN BARREL/CISTERN
[ SATELLITE DISH

[ SECURITY PATROL

] SPAHOT TUB

[ SPRIMKLER{S)

[ TENMIS COURT

[ USED WATER SENSE® IRRIGATION
PARTMER

[ WATER-SMART LANDSCAPING

[ WATERSEMSE® LABELED IRRIGATION
CONTROLLER

COPYRIGHT® 2017 by REALCOMP I LTD  REV. DIMT
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REALCOMP

Data-driven, Results-focused MLS

RESIDENTIAL / CONDO LISTING FORM CONTINUED

ADDRESS REQUIRED

NIEROR

COOLING
Maximu 4 cholces

[]ATTIC FAN

CICEILING FAN

[]CEILING FANS 2+

] CENTRAL AIR

[]CHILLER COOLING

CENERGY STAR® QUALIFIED A'C EGUIPMENT
[]ENERGY STAR® QUALIFIED CEILING FAN(S)

C]ENERGY STAR® ! ACCA, RSI QUALIFIED INSTALLATION

] EVAPORATIVE COOLING
C]HEAT PUMP

CIWALL UNIT

CIWALL UNITS 2#
C]WINDOW UNIT
C]WINDCW UNITS 2+

INTERIOR FEATURES
Mo maximum

] AIR CLEAMER

] CABLE AVAILABLE

(] CARBON MONOXIDE ALARMIS)

] CENTRAL VACUUM

(] DISABLED FAC.

] DUAL-FLUSH TOILET{S)

] ELEVATORILIFT

[]ENERGY STAR® QUALIFIED DOOR[S)
[]ENERGY STAR® QUALIFIED EXHAUST FAN[S)
[]ENERGY STAR® QUALIFIED LIGHT FIXTURE(S)
C]ENERGY STAR® QUALIFIED WINDCWIS)

] FURMIZHED

C]HIGH SPD INTERNET AWAIL.

[JHOME EMERGY MAMAGEMENT SYSTEM
CJHUMIDIFIER

[]INDOOR POOL

CJINTERCOM

[]JETTED TUB

] PETS ALLOWED

[ PROGRAMMABLE THERMOSTAT

[ SECURITY ALARM (OWNED)

[ SECURITY ALARM (RENTED)

[]S0UND SYSTEM

] SPAHOT TUB

C]SuUMP PUMP

CJUTILITY SMART METER

C]WATER SOFTENER (CWNED)

C]WATER SOFTENER {RENTED)

] WATERSENSE® LABELED BATHROOM FAUCET(Z)
(] WATERSENSE® LABELED SHOWERHEAD(S)
] WATERSENSE® LABELED TOILET(S)

CIWET BAR

[]OTHER

*HEATING
Maximum 4 choloes

[ BASEBOARD

[J EMERGY STAR* QUALIFIED FURNACE EQUIFMENT

[JEMERGY STAR® ACCA, RSI QUALIFIED INSTALLATION

[JFORCED AR

[ GRAVITY

[CJHEAT PUMP

[JHIGH EFFICIENCY SEALED CUMBLSTION
[CJHOT WATER

[ RADIANT

[]SPACE HEATER
[C]STEAM
[CIWALL/FLOOR FURMNACE
[JZONED

[JOTHER

WATER HEATER
Maximum 2 choloes

[] COMMON{condo only)

CJELECTRIC

[EMERGY STAR® QUALIFIED WATER HEATER
[] GEC-THERMAL

CJHEAT PUMP

[JHIGH-EFFICIENCY/SEALED WATER HEATER
O cas

CIMATURAL @AS

Oon

] PROPANE

OsocLar

] TANKLESS

APPLIANCES
Mo masdmiem

[]BAR FRIDGE

[ DISHWASHER

[IDisPosAL

CJDRYER

[JEMERGY STAR® QUALIFIED DISHWASHER
[JENERGY STAR® QUALIFIED FREEZER
[JEMERGY STAR® QUALIFIED REFRIGERATOR
[JFREEZER

[ MICROWANE

[REFRIGERATCR

[]sTovE

] TRASH COMPACTOR

[ WASHING MACHINE

[JOTHER

*HEATING FUEL TYPE
Maximum 2 chaoices
Ocos

[ ELECTRIC

[ GEC-THERMAL
[JHEAT FUMP
[P cas

[ NATURAL GAS
Oow

[] PROPANE
[soLer
[Owooo

FIREPLACE LOCATION
Mg maximumi

[ BASEMENT

[ DIMING ROOM

[ FAMILY ROCM

[ GREAT ROOM
[JLMING ROOM

[] MASTER BEDRCOM
[JOTHER

FIREPLACE FEATURES
o mazimum

[] ERP& CERTIFIED WOOD STOVE
[ EP& QUALIFIED FIREPLACE

[Ocas

[ MATURAL
[WooD STOVE
[oTHER

ARE THERE EXCLUSIONS 7

YES

HO

COPYRIGHT® 2017 by REALCOMP I LTD:  REW. DINT
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REALCOMP

Data-driven, Results-focused MLS

RESIDENTIAL / CONDO LISTING FORM CONTINUED
ADDRESS REQUIRED

*FOUNDATION MATERIAL *FOUNDATION EST. BASEMENT SQUARE FEET BASEMENT DESCRIPTION
Mo maximum Maximum 2 cholioces Required T basement Is Maximum 3 cholcas
BLOCK BASEMENT COMMON jcondo onl
%BRICK E CRAWL EST. FAINISHED BASEMENT 5@ FT % DF\YLIGH'I'I. "
FRequired T the basement Is finkshed
§ ] POURED [ MICHIGAN BASEMENT (126 only) Dre;';ma"}. finished O] FINISHED
CSTONE [ POST AND PIERS C]INTERIOR ACCESS ONLY
CwooD OsLae (] PARTIALLY FIMISHED
" OoTHER ] PRIVATE [condo only)
C] UMFINISHED
O] WALKOUT ACCESS
O] WALK-UP ACCESS
*TOTAL BEDROOMS *FULL BATHS *TOTAL LAVS *Total bedrooms, baths and lavs must match the

room dimensions and lavalks Delow.

LEVEL OPTIONS:  (EJENTRY, (U)URPER, [L]LOWER

FLOOR COVERINGS: (Maximum 1 cholce) Carpet, Ceramie, Concrete, Granite, Laminate, Linoleum, Marble, Slate, Vimyl, Wood, Other

["BEDROOMS

*BEDRM MASTER

*DIMENSIONS

*LEVEL PRIMARY FLOOR COVERING

BEDROOM

BEDROOM

BEDROOM

BEDROOM

BEDROOM

BEDROOM

BEDROOM

BEDROOM

BEDROOM

*DIMENSIONS

*LEVEL PRIMARY FLOOR COVERING

*BATHROOME

*BATHROOM FULL

BATH MASTER LAV

BATHRM MASTER

BATHROOM LAV

DUAL ENTRY FULL

DUAL ENTRY L&V

ROOMES

BATHROOM FULL

BATHROOM LAV

BATHROOM FULL

BATHROOM LAV

BATHROOM FULL

BATHROOM Lav

BATHROOM FULL

BATHROOM LAV

*KITCHEN

BUTLER'S PANTRY

DINING ROOM

MUD ROOM

BREAKFAST

LIBRARY

ROOMINOOK

LIVING ROOM

LOFT

GREAT ROOM

IH-LAW QUARTERS

FAMILY ROOM

2HD KITCHEN

LAUNDRY

HOME THEATER

AREAIROOM

FLORIDA ROOM

REC ROOM

OTHER

COPYRIGHT & 2017 by REALCOMP | LTD:  REWV. D117
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REALCOMP
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RESIDENTIAL / CONDO LISTING FORM CONTINUED

ADDRESS REQUIRED

*ASHOCIATION FEE? —__YES —__NO

ASSOCIATION FEE $

* AS50CIATION FEE PERIOD
Maximum 1 choice (required If assoclation Tee s entered)

ASSOCITION

A580C. CONTACT/WEBSITE

A5S0C. PHOME &/EMAIL

WORKING CAPITAL $
] AMNUAL [ QUARTERLY
CIMONTHLY [ SEMI-ANNUAL e s -
C]oPTICHAL
*LIST DATE ! ¥’ *EXPIRATION DATE Fi f +*PROTECTION PERIOD
*SUB AGENCY *BUYER AGENCY *TRANSACTION COORDINATOR COMPENS ATION ARRANGEMENT
CIveS Oves Oves Maximum 3 chalces
Cinwo ~ AMOUNT (3%]  []NO ~— AMOUNT [37%] N0~ EMOUNT &g C]EONus
[JouaL
[]EXCLUDED PARTIES
[ VARIABLE
§-us11ma TYPE *LEVEL OF SERVICE *$ERVICES OFFERED
=| Maximum 1 choice Maximum 1 choice It Limiled Service, check at least one
Bl 7] EXCLUSIVE RIGHT TO SELL [ FULL SERVICE ] ARRANGE APPOINTMENTS
E ] EXCLUSIVE AGEMCY [CJLIMITED SERVICE [JACCEFT/PRESENT OFFERS
[IMLS ENTRY ONLY []ADVISE ON OFFERS
g [C]ASSIST WiCOUNTERDFFERS
[]MEGOTIATE FOR SELLER
“TERMS OFFERED LAND CONTRACT
Mo maxdmumn
(] ASSUMP-LENDER APF. [] FHA 203K DO'WH PAYMENT  §
CJAUCTION []LAND CONTRACT
[]casH [] PUR. MONEY MORTSAGE INTEREST 5%
[] cO-OPERATIVE ] @WIT CLAIM DEED
[zondo onily) ] RURAL DEVELOPMENT
MONTHLY PAYMENT
(] CONV BLEND RT ] SIMPLE ASSUMPTION s
] CONVENTIONAL [] TRADEEXCHANGE
[] COVEMANT DEED Owa TERM {# of monins)
CFHA ] WARRANTY DEED

PUBLIC REMARKS:

AGENT OMLY REMARKE:

REMAFRK S

“THE PROFILE SHEET I5 AN INTEGRAL PART OF A LEGAL CONTRACLT. BY SIGNING BELOW, | CERTIFY THAT &4 CONTRACT HAS BEEM EXECUTED ON THE
SUBJECT PROPERTY AUTHORIEZING DISSEMINATION TO AUTHORIZED MLS PARTICIPANTS."

[ *SIGNATURES OH FILE

LISTING OFFICE HAME

"OWHNER'S SIGNATURE

W,

i

.

"AGENTS SIGNATURE

DATE

CWHER"S SIGNATURE

COPYRIGHTE 2017 by REALCOMP IILTD REVO1/17  EMAIL: SUPPORT@REALCOMF.COM -
This coatract is for wse by REealcomp Subscribars. Use by any other party is illegal and wvolds the comtract.

PHOMNE: 866-353-3430 -

FAX:243-699-0331

Instanetr



MLS PHONE: (866) 553-3430

EMAIL: SUPPORT@REALCOMP.COM
MLS FAX: (248) 698-0331

- .
e ALCOM
. KEI\: drrv-mLI!-wil-f'ocuM MLS P 'If !
*Listing #: T - -
Prop. Type: _
. STATUS CHANGE SHEET
List Office 1D #: MF CM
*Property Address: City:
CHANGE PRICE: icHGP) NEW PRICE
REQUIRES SELLER'S AND REALTOR'S® SIGNATURE LI
EXTEND: {XTND} MEW EXPIRE DATE
REGLIRES SELLER'S AND REALTOR'S® SIGNATURE RN
CONDITIONAL WITHDRAW: (CWTH) OFF MARKET DATE
REGQUIRES ALL 3 [SELLER'S, REALTOR'S® AND BROKER'S) BIGNATURES Lo o f
UNCONDITIONAL WITHDRAW: (uwTH) OFF MARKET DATE
REGQUIRES ALL 3 {SELLER'S, REALTOR'S® AND BROKER'S) BIGNATURES Ll
CONTINGENCY DATE
CONTINGENT: (ccs) DEFENDENT ON SALE OF BUYER'S HOME L1 "I | ‘,l | |
BACK ON MARKET: BACK ON MARKET DATE MEW EXPIRE DATE MEW LIST PRICE DID NOT CLOSE
(BMK) REQUIRES SELLER'S ; / ; / PLEASE EXPIRE
SIGNATURE T A A . - Y I A [l
COMNTRACT PENDING DATE
PENDING: (PEND)
[ A I
CLOSED DATE SALE PRICE FINAMCE CODE
1.CASH 4 CONV 7. OTHER
L | |;| | |"r| [ | $| I A I T Y | ZCTEM SLC B LEASE
3. WA E.FHA 0. FHA 203K
SOLD: 10. RURAL DEVELOPMENT
SALE OFFICE ID # SALE AGENT ID # SALE AGENT 21D #
Y Y A ) Y A A
SALE WAS SUBJECTTO
SELLER'S COMCESSIONS CONCESSION TYPE COMCESSION AMOUNT THIRD PARTY AFPROVAL
O ves O no O Fvancing [ oTHER . I Oves Owo
This section is required ¥ e sale agent or saie offce A endered above is PODORD for 3 non-mamber oMce ar agenf.
SALE OFFICE MAME SALE OFFICE CITY
SALE AGENT FIRST NAME SALE AGENT LAST NAME
REMARKS/MISC. CHANGES/FEATURE CHANGES
X ! f X { /
SELLER'S SIGNATURE SIGNED DATE SELLER'S SIGNATURE SIGNED DATE
X f f X / i
REALTOR'S® SIGNATURE SIGNED DATE EROKER'S SIGNATURE SIGNED DATE
@P‘:ﬂ;fg&y%% E'!T:: uss PII m:q Bubsoribare. Ues by sy other party is illagal snd volde the oconmtrmot. Instanet
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QUICK TIPS

How to start a Listing using TransactionDesk
1) Click “PUBLIC RECORDS” tab and select “PRD COUNTY SEARCH”.
2) Choose county and typ in address & street name of property you are listing.
3) Select “RESULTS” (if you have a record).

4) Click the “PROPERTY I.D. NUMBER? (this will open in the full record of
the property) OR choose the icon for the TransactionDesk on the left (or
START A LISTING in the full detail).

5) Find & CLICK the link “START A LISTING INPUT FORM”.
6) The screen will open to a confirmation page with the address.

7) Click the down arrow for “SELECT PROPERTY TYPE” and choose the
correct profile form.

8) Click the blue “START” button in lower right corner.

The screen will open to a Profile Form with property information pre-filled
on the form from public records.

9) DECISION TIME: Continue to fill out the profile form and send it to the
customer OR add additional forms to your transaction and send the package
later (see bottom of page for steps).

10) To input the listing to REALCOMP for and MLS# & entry click
“UPLOAD LISTING” in the upper right corner. (To see this option you may
need to Zoom the view to 90% on your computer).

11) If you choose to input the listing now...all required information is
entered the screen will refresh and provide an MLS number on the form. It
is now listed. If information is missing a pop-up screen will appear with the
missing fields. Continue to fill out and choose “UPLOAD LISTING” again
until an MLS number is provided.

12) CHOOSE FILES SAVE AND EXIT.



({(ReaLcomp

To Add Additional Forms to any EXISTING Transaction

*Note* To view all of your Transactions, click on the TransactionDesk
(house) icon on the left side of the screen. m

1) To add forms to a Transaction, select the Transaction you need, then select
the word “Forms” from the menu on the right side of the screen. Click
“Add” at the top to get the available folders to select your form(s).

Add Forms
-

2) Once you have selected your desired form(s) and click “Add” in the upper
right corner, you will be taken back to the list of forms on your

Transaction. m

To Add Forms by applying your template (previously known as
Quick Start Group)

1) Access the desired transaction.
2) Click Forms in the menu in the right side column of the page.

o
O

3) Click the © (Menu) icon in the upper right corner then select “Apply
Template”.
4) Select your template then click Apply.
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