@ flexmis

Custom Reports
Table of Contents

(Y] o To ] A Y 0T SO 2
LSISST T = W =] oo ] AP T RPN 2
=] 0o ] PRSP 3
2 TUT] o [T o TN =] (o o &S 3
JLIC=T 001 1= LR UUUPPPPRPRRRR 3
S LEE R OF: T (o [P 3
(@] g (=5 1 0 1<] (TP 3
[ CTo T Loy VA R =] 010 ] o SO PPRT 3

BIC ST = W =T o] AV 1 (= PP 3

(OLU LS (o] o 0T =T o Yo ] al Lo [ o ] SRR 5
Bt T a0 e 5
ST AT (ST = U 10 6
Tag SeleCiON PANEL ... e e e e e e e e e e e eanaaa 6
LTA"e] (o I = o Yot 23S [ g To TR e To | o > T USSP 7
(@ 0] 1 0] 1 1S 1= o F PRSP 8
Adding FIEldS 10 @ REPOM ........iiii et e e e et e e e e e e e e ee st e e e e eeeeeeesannnns 8
6NV o 1H [ A o] 1[0 1= PR SURPPPPPRTRR 10

Lo T T Lo FAVA T LU= I L= o Lo £ 10

Legacy Custom Report Designer - General..........ccoooiiiiiiiiii i 11

Legacy Custom Report Designer - Listing Layout and Content............ccccoovvvvvviiiiieee e, 12
CONLAINET PIOPEITIES ...ttt e e ettt e e e e e e e e e e aaata e e e e e e e e e eeessaan e e e eeeeees 13
(00101 2= 1] g T G Of0] 01 (=] o | A ETTETTT TP 14

Legacy Custom Report Designer - Headers and FOOLErs ........ccccovviiiiiiiiiiiiec e, 14

Legacy Custom Report Designer - Listing/Selling Agent INfo..........ccccooviiiiiiiiiiiiciieeeeee 15

Legacy Custom Report Designer - AdVanCed.........oooevviiiiiieiiiiiii e 17
AdVANCEA PrOPEITIES .....couiiiiiiiii i 18
FONT PICKET ... 18
SIYIE PICKET .. 19
CO0lOr PICKEI ... 19



2 Custom Reports

CUSTOM REPORTS

The Flexmls® Custom Reports module allows the user to format listing reports in a wide
variety of ways, including choosing what data to display and where. Under Preferences, My
Reports, these reports have the capability for extensive detail and functionality.

The Custom Report selection page contains a list of all previously saved custom reports.
You may create, edit, and remove reports from this page. As the report name is selected from
the box on the left, a description you have entered about that report will appear on the right.

Custom Reports

Available Report Definitions Description

Reporfs ”~ =
K.endra Photo Report P I

MEL This repartis inheritable

Denloling Hocks
Steve R. block
Test block
Templafes
Kendra's Template
k4 att H
Businezs Cards
MEB's Test

Legqacy Reporfs
2Per page
Book Listings
Hot Sheet

b

To access your old reports, click here.

T New L Edit L Rename X Remove = Give 1o SOMeONE g ecaas your ald report attachments, click here.

REPORT TYPES

The Custom Report selection screen offers several different types of reports to help you
personalize the layout and content of your reports. You may create, edit, and remove reports
from this screen. To create a new item using the Custom Report Designer, click New. You
will then be given the option to create a new

|i1_ll Please make a selection from the following items. Tessera Report: Report, BU”dlng BIOCk:
B Template, Business Card, One-Liner, or
essera Report .
| Create a new Tessera report Legacy Report, as described below.
. Report
= E;:auttni:*fual ;:;‘;WSP;WG (What You See s What You Get) detailed report or a YOU may a|SO edlt any Saved report, by
. Building Block clicking on the report title and clicking Edit.
mm=  (Create a report building block that can be reusable within all reports. Just modify
' the building bleck and your reports update automatically. To permanently remove any saved report,
. Template _ click on the report title and click Remove.
EE Create a layout template that you can share with others. Follow these templates to
— easily create beautiful reports.
Business Card Tessera Report
&b Create a business card that you can include in your reports. Create multiple cards p i i
=n=| with dif_ferent styles and infurm_atiun. then when you run a report you can choose The Tessera Report Wr|ter prov|des
the business card you want to include. . R
. One-Liner report templates that are easy to edit in
i Create a one-liner report, which is tabular data with each row representing a single Order tO Create reports SpeCifiC tO your
— listing. )
(. Legaoy Repor needs. Any field may be added to the
% | Create a new legacy report. Now you have two ways of creating reports. reports and mu|t|p|e color themes are
@ cancel available.
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Custom Reports 3

Report

Click on Report to continue to the Custom Report Designer. This option will give you the
largest number of fields to select from, as well as page and report headers and footers, and
many tools to help you fine tune the appearance of your custom report.

Building Blocks

Building Blocks are reusable blocks of information that may be inserted in various reports.
Like Reports, Building Blocks may include a wide variety of listing information, including photos
and listing fields. Unlike Reports, Building Blocks do not include page or report headers and
footers. Building Blocks may be used in multiple reports, allowing changes made once to the
Building Block to automatically translate to all reports which use that Building Block.

Template

Templates allow you to set up a basic layout for use in multiple reports. You may then give
this Template to other users for a consistent and professional appearance in your reports.

Business Card

Business Cards are a type of Building Block that include only Profile information. You may
save multiple business cards (for use in your Commercial and Residential practices, for
example) for use throughout the Flexmls system.

One-Liners

One-Liners are a type of report where listings are displayed on individual rows, similar to
listing results on the Search Results page.

Legacy Report

If you prefer to use the previous version of the Custom Report Designer to create a new
report, click to Create a New Legacy Report. The Legacy Custom Report Designer section of
this chapter describes these functions in detail.

TESSERA REPORT WRITER

The Tessera Reports writer is easy to use and allows you to create professional, clean-
looking reports in Flexmls. To get to the Tessera Reports, click on My Reports under
Preferences on the menu. If you are editing a previously created Tessera Report, click Edit at
the bottom of the screen. If you are creating a new Tessera Report, click New and select

Tessera Report' Select a report Detail V1 Theme Private 766135 Residential v| ®Prevew B print

template by clicking on it
Different templates have
different layouts for listing
information, listing photos, and
branding information. Once you
have chosen a report template,
you can modify the report's
appearance, edit the fields in
each container, and save the
report.

Edit This Container. /- - Edit This Container
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Modify the Appearance of the Report
=»Choose a color scheme — Click on the Theme button at the top of the report to select
from a variety of available color schemes.

= Select a version — Choose whether you view the Private, Public, VOW or IDX version of
the report by clicking on the Private button at the top of the screen and selecting the
appropriate version. Private data will not display in the public, VOW or IDX versions of
the report.

»Select an MLS # - You can enter in a specific MLS number or click the drop-down arrow
to choose a random listing so you can see what the report will look like as you build it.

= Select the property type — Click the drop-down arrow next to the property type and
select the property type that you would like to view in the report. Different property types
will have different fields available when selecting container contents.

= Select the viewing mode — You can toggle between the edit and preview modes by
clicking the Edit/Preview button at the top of the screen. By default, you'll enter the report
in Edit mode so that you can customize the content of the containers. Click Preview to see
how the finished report will look.

=*Print Preview — When you are creating the report, the contents of the screen will
automatically resize to fit on your screen. If you would like to see exactly what the report
will look like when you print it, you can click the Print button and the report will display on
the screen as it would appear as a printed document.

Edit the Fields in a Container

To edit or change the fields that appear in a container, make
sure you are in the Edit mode and click on any container that says
“Edit This Container.” This will bring you to the Edit Container
screen. Long Text Containers can include any data field and detail
group. Short Text Containers can only include individual fields; entire detail groups cannot be
added.

Neighborhood Info

Elem‘::lf'ﬁ:; ol Pamal
=ait This C'ijaf
Middle _ﬁ‘dan:zana Vista

High School Valencia High

= Edit the Container’s Title — To change the container’s title, click in the Title (optional)
box and you can enter the container’s title as you would like it to appear in the report. You
can also set the number of columns of information that will display in the container.

Edit Short Text Container
» Add fields — To add an additional field
to the container, click in the left hand
column that says “Click Here to Add
Fields.” You can scroll through the
available fields or type a field name in the
lookup bar at the top of the column. Click
on a field to add it to the container, and it
will then appear in the column at the right.

»Reorder fields — To rearrange the
order of the fields, click and hold on the
blue field name box. Drag and drop the
field name box to move it up or down on
the list.

) cance =Remove fields — To remove fields
from the container, click on the x to the

Title (optional}: | Details Columns: | 2 ¥

€y || B R (10 || BB
S0 = e ) |
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right of the field that you want to remove.

= Edit labels — You can edit a field’s label once it has been
added to the container by clicking on the name of the field
and entering in your desired text. Once you have changed | Froperty Sub-Type
the label, click the blue Done link.

When you are done editing the fields in the container, click the green Update button at the
bottom of the screen and you will return to the main Tessera report screen.

Builder Mame Daone

If the fields that you've selecting for the container do not fit in the allotted container space,
you will receive a Container Overflow warning and the container will show as red on the report
editing screen. The Tessera reports have been designed to fit on one page, so the size of the
container cannot be changed. To fix the overflow, you will want to remove one or more fields
from the container or change the number of columns in the container.

Save
Be sure to save the changes you’'ve made to your report. To save 1
=}

the changes to an existing report, click Save Report and choose Save,
or to save the changes to a new version of a report and give it a new
name, click Save As

If a Tessera Report is created at the MLS, Company, Office, or
Broker-level login, the report will automatically be inheritable. To create a Tessera Report that
is not inheritable, click Save As. The checkbox next to Inheritable will be checked by default.
Uncheck that box to ensure the report is not inherited. You may also change the Report Name.
This is helpful, as upon saving, Flexmls will save your uninheritable report and an inheritable
copy. If you would like to delete the inheritable copy of your report, go back to the My Reports
screen. Select the name of the inheritable Tessera Report, and click the red Remove button at
the bottom of the screen.

CUSTOM REPORT EDITOR

The Custom Report Editor screen gives you the ability to extensively customize the look
and content of your report. The Custom Report Editor is divided into two tabs - Edit and
Options.

‘ [ Edit H ,f Options | Report: No Name Entered You are editing: Residential - =L Preview (=] Save
File ~ Edit - Insert ~ View ~ Format ~ Table = Tools ~ P TEMPLATES
— — — — P BUILDING BLOCKS
B 7 Y A~ A~ FontFamly ~ FontSizes ~ | E E = =
P DATA FIELDS
i=~ =~ = = MyPhotos | List Photos

B PHOTOS AND MAFS
® PROFILE

» OTHER

Edit Tab

The Edit tab includes all tools necessary to create a professional looking report. The
screen includes basic word processing functions and the ability to include a wide range of data
in a variety of formats. When you begin your document, the main editing pane will be blank.

®



6 Custom Reports

You may begin designing your report by clicking within that pane and then adding elements to
your report using the tools and by adding fields from the options in the Tag Selection Panel.
The drop-down list at the top of the screen will indicate the property type for the report you are
currently editing. You may set up a different layout for each property type within one report.

Click Preview to open a window that generates a report populated with sample data from a
random listing, or from an MLS number which you specify. You may set the Preview to refresh
automatically, and it will reflect changes that you make to the included fields and layout as you
edit the report.

Save Button

You may save a Report at any time, provided you have entered a name for the report. The
Save button includes three options:

= Quick Save - Saves the report in its current form without

leaving the report editor v | D Preview =) Save
=Save and Return to My Reports - Saves the report and ||Quick Save

brings you back to your full list of available reports Save and return to "My Reports”
= Change to Building Block - Saves the current report as ||change ta Building Elock

a Building Block and removes it from your report list

Clicking on the Save button without choosing an option will automatically Quick Save your
report.

Tag Selection Panel

The right column, or Tag Selection Panel, is comprised of a list of available information
fields that you may insert into your report. As you enter fields from the right-hand column, you
will see coded placeholders within the editing pane. To preview your report with data
populated from an example listing, click the Preview button at any time. The preview will open
in a separate window. You may choose to have your preview screen automatically refresh as
you make changes to your report.

Click on Templates to display the list of saved templates

P TEMPLATES )
available for your use.

P BUILDING ELOCKS
Click on Building Blocks to display the list of saved blocks or
business cards.

¥ DaTA FIELDS
M ain Fields

Lretails

Click on Data Fields to display the types of fields that you may
generate for the type of report that you are working on. For
example, when working on a report for Commercial listings, the

Fooms by Type

Raooms by Lewel

q"_ _ options will differ from those available when working on Residential
ADC Mo isoetiansousn | listings. Click on the desired field type to access the Data Field
Adr (Utilities) Generation screen, where you may customize the appearance and
Approved by MLS »|| content of your block of fields.

P PHOTOS AND MAPS Click on Photos and Maps to access the list of photo and map
P PROFILE fields that you may insert into your report. To create consistently

sized photos and maps on your report, after inserting the
placeholder, click on the lower right corner of the placeholder and
move to resize the placeholder to your desired image size. If your

®

® OTHER
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report has multiple listings horizontally, this will ensure that the photos and information will line
up neatly.

Click on Profile to insert names, images, and contact information from your Profile. Click
on a heading to display the available fields.

Click on Other to add additional information, such as a Supplement, Open House, or a
Listing Counter. For example, using text in conjunction with the Listing Counter and Listing
Total fields, you may create a counter such as “Listing 1 of 10” to organize multiple listings in a
report. You may also add content that appears only under certain circumstances. For
example, click Private Report Section to enter a section that appears only on Private versions
of a report.

Word Processing Toolbar

The Word Processing Toolbar allows you to manipulate the formatting of your report text.
Hover your mouse over any icon to see a description of its function. Brief descriptions of the
available functions follow:

File -~ Edit~= Inset~ \View~ Fomat~- Table~  Tools -

\a) B / U A~ A~ FontFamily ~ FontSizes v

= | MyPhotos | List Photos

- — T —
e W FL .
3

-
liil
-

= File - presents a drop-down list to either create a new document or print

= Edit - presents a drop-down list with options to undo, redo, cut, copy, paste, paste as text,
select all, or find and replace.

= |Insert - presents a drop-down list of the following options:
Insert Image - presents the insert/edit image options.
Insert Link - presents a pop-up window where you may enter a web address.
Special Character - presents a pop-up window of special characters to insert.
Horizontal Line - inserts a horizontal dividing line
Page Break - inserts a page break
=View - presents a drop-down list to show blocks, visual aids, or preview your report.
= Format - presents a drop-down list of options for formatting text.
= Table - presents a drop-down list of options when inserting a table. Options include:
Insert Table - presents a grid where you can define the size of a table

Table Properties - where you may define the width and height of a table, adjust cell
spacing, cell padding, alignment, and borders. Select Advanced to define style, select a
border color, and/or a background color

Delete Table - provides the ability to delete a selected table
Cell - presents a drop-down list to edit cell properties, merge cells, and split cells
Row - presents a drop-down list to insert, delete, or adjust row properties
Column — presents a drop-down list to insert or delete columns

= Tools - displays the html source code for editing by advanced users

®



8 Custom Reports

=Undo - reverses the most recent action

» Redo - reinstates an action which has been undone

=Bold, Italics, and Underline - perform the corresponding actions to the selected text
= Text Color - presents a color selection block for the selected text

= Background Color - presents a color selection block for the background of the selected
area

= Font Family - presents a drop-down list of available fonts
= Font Sizes - presents a drop-down list of font sizes ranging from 8pt to 36pt

»Left, Center, Right, and Full Justification - apply the corresponding paragraph
justification to the selected paragraph

= Bullets - creates a bulleted list for the selected text
= Numbering - creates a numbered list for the selected text

= Qutdent - decreases the indentation level of the selected textindent - increases the
indentation level of the selected textMy Photos — allows you to select a photo previously
entered into the My Logos and Photos section of your Profile.

= List Photos — provides a pop-up window to enter a MLS number and then select photos
from that specific listing to insert into the report.

Options Tab

The Options tab contains the most basic report options. Under the Options tab, you may
add comments. The Options tab is also where you determine how many listings you would like
to display per page. Use the drop-down lists to choose from the available number of listings to
display horizontally and vertically. Under the Options tab you may also indicate whether you
would like the Report to be inheritable, if applicable. If you choose to make your report
inheritable, logins at levels below yours will have the ability to use the report.

Check boxes include the default settings to Bold Labels Upon Insert and Border Images
Upon Insert. Remove the checks from these boxes if you wish to disable those features.

As you are making changes to your report, DO NOT close your browser or go to another
part of Flexmls without clicking on the Save button. The system will prompt you to save the
report if you attempt to navigate away with unsaved changes.

Adding Fields to a Report

To begin adding information to a blank report, click in the editing pane to indicate where to
place the first item. If you click on an object without indicating where it should be placed, you
will receive the following error message:

C:' Before this can be added to the report, please click where you would like to place this item.
If the repart is blank please click to the left of the arrow.

@ Close

Next, choose the type of item you would like to add to your report. Typically, when
beginning a report a Template or a table will be the first item added, as Templates and tables
offer a framework in which to place listing information. If you begin by adding a Template, your
editing pane may look something like this:

®
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You will see information
within double sets of curly
brackets. That information,

called a “tag,” is a placeholder
for listing information, similar to a
mail merge. The preexisting
templates will contain tags for

data common to all property
types, such as photos, or
address information. The blank

areas of the template are places
where you may insert the data
fields of your choice.

ik Short Address:88};

{{photo:1}}

A .

e
[Insert othet Data Fields here)

I —
[Insett cther Data Fields here]

[Insert key Data Fields here ]

[Insert othier Data Fields here] T

To insert listing information fields, click on Data Fields, then select the type of information

you would like to insert. The Field selection window will appear.

Main Fields the Main List Field selection window, as shown below, will appear.

Sort by: Zialpha O Type O Group
Insert Label Tag: @ ¥es O No

Q,

Available Fields

# of Baths/Unit (Linit 1
# of Baths/Unit (Unit 2)
# of Baths/Unit (Unit 3)
# of Baths/Unit (Unit 4)
# of Baths/Unit (Unit 5)
# of Baths/Unit (Linit 6)

(

Address
Address #
BdrrmfUnit (Unit 1)
BdrmyUnit {Unit 2)
BdrrmfUnit (Unit 3)
Brm/Unit {Unit 4)
BdrmyUnit {Unit 5)
BdrrmfUnit (Unit 5)
Begin Date
Bonus

Book Message 2
Buyer Agent
Cancel Date

City

Layout: @ List O Left/Right

Blank Value Label: @ Show O Hide

# of hours B4 NAGS (Showing Restrictions)

|=2| Please select fram options below to generate a block of main list fields.

Selected Fields

Add &

<33 Remove

b

';';:' Insert Fields @ cancel

Num of Columns: |1+

Labhel Separator: | Colon b

|= Save Settings

Tip: The field generation
screens will vary slightly
according to your MLS fields
and the type of fields you are
generating (Main, Detail). For
context specific help on any
field generation screen, click the
Help button in the upper right-
hand corner. Help is available
throughout the Custom Report
Designer screens.

For example, if you select

From here, you may choose which fields you would like to include and how you would like
the information formatted. Select fields from the left-hand column (ordered Alphabetically, By
Type, or By Group according to your selection in the Sort By radio buttons) and click Add to
include the fields in your report. Fields will appear in the order shown in the right-hand column.
To change the order of the fields, select a field and use the up and down arrows to move the

field up or down in the list.
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Layout Options

=Layout - You may choose whether you would like the information presented in a List or
Left/Right format by clicking on the appropriate radio button. List format includes the label
and field value separated by a space, while Left/Right aligns the field values, as in a table.

* Number of Columns - Choose the number of columns you would like to display using the

drop-down field provided.

=|Insert Label Tag - You may choose whether you would like to include the Label Tag by
clicking the radio button next to your choice. For example, when entering List Price as a
field, this selection will determine whether the report entry is displayed as List Price:
$325,000 if "Yes" is selected, or simply as $325,000 if you have chosen "No."

»Blank Value Label - Choose whether you would like the Labels to appear when the field
value is blank. For example, if you have selected the field Fireplace and the listing has no
entry for that field, you are choosing whether you would like the label Fireplace to appear

or if you would like it to be hidden.

=L abel Separator - Choose what you would like to separate the label from the field value.
The default separator is a colon, or you may choose a line break or no separator if you

prefer.

To save your layout settings for future use, click Save Settings. To remove a field from the
Selected Fields, select the field and click Remove. When you are satisfied with the fields and
their order and are ready to return that information to your report, click Insert Fields. To return

to the report without inserting any fields, click Cancel.

EDIT INDIVIDUAL REPORTS

You may edit individual reports populated with listing data. This
feature allows you to fully customize any report on a listing by listing
basis, rather than having to make formatting changes to the report.

From any Search Results screen, select one or more listings
and click Print. Select the report from the drop-down list of
available reports and click Preview, then click Edit.

A separate window will open with your report. You may then
edit, add, or delete text as desired. You may delete photos and
make adjustments to the report as needed according to the
information included for each listing.

From this screen, you may e-mail, print, or save your edited
report. Click Save to keep a copy of your edited report in My
Documents. You may then access the edited report by clicking on
Preferences, My Profile, My Documents.

Listings to Print or E-mail
0 Current Listing (1)
© Selected (2)
O All Results (1990) *

* For 200+ listings, only List and Compare may be printad

Version: Public v
O List
Detail
Full Report v |+

[ Prirt both public and private reports
L] Histary
[ Tax Info
O Supplement
[ Documents
Office Remarks
Tour of Homes
[ Open Houses
O Mortgage Calculator
[ Photes
[ map
O Compare
O Messages
Headers

] Preview and Print in a new window
Save / Reset Selections

59 E-Mail S Print

an estimate of 2 pages

= Preview

Report contair
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Legacy Custom Report Designer
LEGACY CUSTOM REPORT DESIGNER - GENERAL
The General Tab is where the [ cystom Report Designer
baSIC . Inforr_natlon abOUt the | 1. General || 2. Layout || 3. Headers/Footers || 4. Member Info || 5. Advanced =) Save
report is defined. Each part of | guciaireport options
the General Tab is described | reotname | Default Data Label Font
This is the default font for data labels.
beIOW Murmber of listings across page | 1 v Individual selections on data labels will
e 6 RS ey e I ovettide this defaul.
q ! 1 e
" Report Name - Type the ;erz:rarl:pm by wigw |Un0rdered L
name of the report in this
f. |d Th . I D Expand report to fit page
Ie * . IS name IS On y Dizplay "Please Walt" box while loading report
used to identify the report | reporcomments
from a selection box and | |
does not actua”y appear In Default Font and Style Selections
the report itself. A name | 77" | [ctear )
must be entered before | HesderFort [ clear )
. . Lakel Fort Clear
moving to another tab in the |~ —
DeSIgner Information iz deemed to be reliable, but is not guaranteed. See copyright notice.
- N um b er Of L | Stl n g S Prepared by Demo User on Tuesday, January 03, 2008 10:22 AM

Across Page - Choose from

the drop-down menu the number of listings to go across the page. This option will allow
you to define how many listings will fit horizontally across a page before moving down to
the next row of listings (more efficient use of space if a compact report format is desired).
If creating a full listing report, do not choose more than one for this option.

*Number of Listings per Page, Vertically - Choose from the drop-down menu the
number of listings that should fit vertically on each page. This will determine how

frequently page breaks will occur in the report.

For example, if two listings per page are selected, a page break will be automatically
inserted every two listings. If there should be no page breaks, select “No Page Breaks”
from the top of the drop-down menu. A reasonable number must be selected to ensure

that the listings will fit on a page.

= Order Report by View - This drop-down menu contains a list of all available Views and
allows the sort order of the listings to be controlled. The column order in the selected
view will determine the order of the listings in the case of a report with more than one
listing. If MLS number is chosen, the report will be ordered according to the MLS

numbers of the listings selected for the report.

For information on how to customize Views, see the Preferences section of the

manual.

Please note, as you move through the Legacy Custom |[Help
Report Designer, help tips are available within each part of
the Designer. Simply click on a section and a help tip will

display on the right side of the screen.

Help is availahble for tems on this
zoreen. Click on & particular tem for
wehich you swish to receive help.
Available help will appear here.

=»Expand Report to Fit Page - If this option is selected, the report will be expanded to fit
the page, based on the number of listings per page that are selected.

®



12 Custom Reports

If the report designed contains a great deal of information, or fonts or pictures that are too
large, the report may not actually fit on one page. Note also that this item does not shrink
the contents of the report to fit a page; that is the responsibility of the report designer.

= Display “Please Wait” box - Check this box to have a “Please Wait” message display
while the report is being generated. This window will disappear after the report is fully
loaded.

»Inheritable - Check this box to make the report inheritable to users below you. If using
the MLS login, the report will be available to all members of the MLS. If creating the
report with an Office login, the report will be accessible to all members in the office.

= Report Comments - The Report Comments section will allow an additional description to
appear beside the report name to assist in selecting a report. Type this description in the
text box for Report Comments. This will appear only in the selection stage, and will not
appear in the report itself. This can be very helpful if there are a large number of custom
reports from which to choose; if the report is inheritable, the comments can be very useful
to others who want to use the report.

LEGACY CUSTOM REPORT DESIGNER - LISTING LAYOUT AND CONTENT

Within this tab the layout of

Custom Report Designer: Residential Report each listing is defined. The
‘ 1. General H 2. Layout H 3. Headers/Footers H 4. Member Info H 5. Advanced ‘ =] Savwe SeCthnS are. Compolsed of
Report Container Seftings containers, which are defined from
Step 1. Choose Property Type Step 2. Choose Section H—e'_:El_ ey th|S tab SpaC|ng and appearance
&lp I3 avalable . .
[ Residential =l [ [<]| for tems on this of the containers are defined here.
. . Click age . .

Step 3. Report Secton 1 Layout anartentor | AlSO, the specific listing content that
menyeuwsie | is desired for the containers is

Available help wil 1 H H
et here. d.efllned. After clicking on the
No layout defined for this section. |_|St|ng Layout and Content Tab, a
Please choose an option. “Please Wait” message will appear,
- the message will go away and the

_ i page will be displayed.
First, define the layout of each

of the sections of the report.
Choose the property type to be worked with from the drop-down menu. Choose the name of
the corresponding section that was defined for that property type (the sections are defined
under the Advanced tab).

Click on the Use Template button to create the section according to a pre-defined template
or click on the Design Custom button to customize a section layout.

If a pre-defined template is chosen for the [Please choose a template.
layout of the section, a new window will open
with six template formats. Click the radio button
next to the option to be used and click the
Select button. If you do not wish to use any of
the templates, click the Cancel button to return
to the prior screen.

Select Cancel

®
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If custom design is selected, the screen will appear with the first container. The layout is
further customized by using buttons below.

A container is selected by clicking on the label directly within the container. Add in the
appropriate containers to complete the customization of the layout. To add in a new container,
select the container next to where it should be placed and click the Insert Container button.
This will add a new container to the layout. If a container should be removed, click the label in
the container to select it and click the Delete Container button.

The containers may be moved around in the layout by using the Row and Column controls
within each container. Each container has a drop-down menu for both the row and the column
that the container will be placed in. To move a container, choose the new row or column from
the appropriate menu and the container will be moved accordingly. For each container
selected, this layout process will need to be repeated.

Step 3. Report Section 1 Layout

Container 1: &I main lizt fields Container 2 Detail groupis)
RDWI 1 Cn:nlumnl 1 |»

Container 3 Main list phatol =)
RDWI 2 ¥ Cu:ulumnl 1 »

Container 4: Map Container 5: Personal contact information
RDWI 3 Cu:ulumnl 1 |» Rl:uwl 3 ™ Cl:ulumnl 2™

Container Content | Container Properties:|

Fowy pan | % Column span | w
Container width | W  Container height | e
Hotizartal alignment | Left w  etical alignment | Top w
Background color | Clear Sample:

Fort |

Style |

Below the layout controls, there are two tabs that will allow the Properties of the container
and the Content of the container to be customized. This process can be repeated for each
container that is defined. (The Advanced tab allows you to set custom fonts, and styles for
complete sections of a report, so that each container within a section does not need to be set
individually.)

Container Properties

Choose the Container Properties tab to customize the properties of items within the
container. On all choices, choose the blank option at the top of the list if there should be no
customization.

= Row Span - Choose the number of rows that the selected container should span in the
section.

= Column Span - Choose the number of columns that the selected container should span
in the section.

= Container Width - Choose the percentage of the report that the width of the container
should occupy.
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= Container Height - Choose the percentage of the report that the height of the selected
container should occupy.

= Horizontal Alignment - Choose the page alignment, horizontally, that the section should
have (Left, Center, Right.)

=Vertical Alignment - Choose the page alignment, vertically, that the section should have
(Top, Middle, Bottom.)

=»Background Color- Click in the selection box to open the Color Picker window so that
the background color may be customized.

= Font - Click in the selection box to open the Font Picker window so that the font may be
customized.

= Style - Click in the selection box to open the Style Picker window so that the style may be
customized.

Container Content

Choose the Container Content tab to select what listing content will be included in each
container. From this tab, you may choose individual fields of information to include on your
custom report. For each type of data, you will have options to customize the appearance.
Formatting options may differ according to MLS settings.

Options for customization will appear at the bottom of the container content tab.
Throughout the data types you will be given the option add and remove content using the Add
and Remove buttons, reorder the selected content using the Up and Down buttons, and
customize the font, color, and style using the Font Picker, Color Picker, and Style Picker.

Container Content | Container Properties |

Cortert: | Main list field(s) b
Selected main list fields and field order
Available fields Selected fields
approved by MLS Y List Murmber ~
Area Add == List Price Move Lp
Begin Date House Murmber
Book Msg 2 == Remave Street Direction Pfx Morve Dowen
Bool Section Street Mame
Carrier Route el Street Direction Sfx b
Options Selected Field Options
Field Separator
Field Isbel fort [11pt Arial bold
Data fort [12pt Arial

LEGACY CUSTOM REPORT DESIGNER - HEADERS AND FOOTERS

This tab defines what will appear in the headers and footers for the report. You may enter
text, a pre-defined attachment, or have no header or footer at all.

You have the option to choose headers and footers at the Report level or Page level. The
Report Header and Footer will contain information at the top and bottom of just the first page of
the report. The Page Header and Footer will contain information that will appear at the top and
bottom of all pages of the report. Typically, either Report or Page Headers and Footers would
be chosen, not both. Items like page titles, company slogans, company logos, and contact
information make good headers and footers.

®
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Custom Report Designer: Residential Report
| 1. General || 2. Layout || 3. HeadersiFooters H 4. Member Info H 5. Advanced =] savwe

General Report Options

. Enter Text
Report Title: '@ Enter Text ' Select Attachment ' Mone [P e e e e R
Text or footer, select this option. This will

* allow you to freely type the header or
Font | footer text that you wish. To edit the font
Style | or style of this text, click in the Font or

1 Style text boxes.

Report Footer: '_' Enter Text "' Select Attachment @' None

Page Header: '_' Enter Text '_' Select Attachment '@ None

Page Footer: '_' Enter Text '_' Select Attachment '@ None

For all headers and footers, you may choose text, report attachment, or none. To enter in
text for a one of those options, check the radio button next to Enter Text for the section
desired. Type the information in the field labeled Text. Click in the Font selection box to
customize the font and click in the Style selection box to customize the style.

To enter in an attachment, click the radio button next to the Select Attachment option.
From the drop-down menu, you may select one of the attachments that are pre-defined from
the Report Attachments section of the program. If no header or footer is desired, click the
radio button next to the option for None in the appropriate section.

LEGACY CUSTOM REPORT DESIGNER - LISTING/SELLING AGENT INFO

This tab defines what information about the Listing/Selling members will be disclosed. Any

combination of names and contact information may be put here in any font/style that is
specified.

Custom Report Designer: Residential Report

1. General || 2. Layout || 3. Headers/Footers || 4. Member Info || 5. Advanced [=] =save
Report Contact Information Settings
Step 1. Choose field Step 2. Set properties for Listing Office Ficlds
Field Select the main list
IEI0E

Selected Contact Info field vou wish to

|Li5ting Member Pl Primary Phone for Office i edit. Then, add, edit,
Listing Office Up or remove individual

Co-Listing Member Diawn contact info items in
Selling Member Step 2.
Selling Office -

Co-Selling Member

Co-Selling Office Add Remove

Co-Listing Office Selected liem Properties

_ | Label Uze default value El
Label font

Step 3. Select Default Contact Info Setti

ep elect Default Contact Info ings Phone fonk
Label font I Text before
Info tem font I Text before fl:lntl
tem separator Text after
[7] Dizplay contact info type Text after font |

|:| Dizplay contact info description

®
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Choose the type of member that [,_. contact information properties
the information will be customized for
by first selecting the name from the Cominct o Frpe= S —— =]
Fields list. Click the Add button For: | Listing Office B3
beneath the Set properties heading to Type: [ Primary contact information only [ =
open up a separate window for the
contact information properties. L LITEE

This window will allow for the specific customization of the fields of contact information that
should appear in the report. First, choose from the drop-down menu labeled Contact Info Type
the type of contact information that will be customized. Items such as phone numbers and e-
mail addresses are available to be selected here. Once you have chosen the type of contact
information, choose from the menu labeled “For.” Choose from the name of the member, the
name of the Member’s office (branch office), the name of the Member’'s company, or MLS.
Finally, in the drop-down menu labeled Type, select if just the Primary contact information will
appear, or all of the contact information. Click OK to save the changes. To exit without
saving, click the Cancel button.

The Custom Contact Information option may be selected from the menu labeled Contact
Info Type. There will be a text field for the Contact Information Label, as well as a text field for
the Custom Contact Information.

This step must be repeated for all of the contact information that is necessary for the report.
If only the phone number for the Listing Member and Listing Office are desired, then this step
must be completed twice.

Also in Step 2, in the drop-down menu titled Label, choose the label for the information
field. If you would like to leave it with the defaulted value, choose Use Default Value from the
menu. Next, customize the font for the label and the data by clicking in the font selection box
to open up the Font Selection window for each of these. If any text appearing before or after
this contact information is desired, please type it into the appropriate fields, then customize the
font for those items by clicking in the font selection box to open up the Font Selection window.

The default font settings for the contact information are determined under Step 3. First,
customize the font for the labels and for the information by clicking in the font selection boxes
for these items to open up the Font Selection Window. Next, type in the symbol that should
appear as the item separator in this text field (for example: ; : , - / \ ). Check the boxes for
display contact info type (the item chosen in Step two) or contact info description (the item
customized below Step 2) if either of these should appear in the report.
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LEGACY CUSTOM REPORT DESIGNER - ADVANCED

Custom Report Designer: Residential Report

Report Section Settings

1. General || 2. Layout || 3. Headers/Footers || 4, Member Info || 5. Advanced

Step 1. Choose Property Type

All/Other -

Step 2. Add, Edit, Remowve or Reorder Sections
Sections
1

=] Save

Property Type
Once the property

tvpe is selected, the
report sections may

Lots/Acreage be defined in Step 2.
Commercial E Choosze the
Farm/Ranch/Crchard AlliOther property

Residential Income -
Business Op
Rental -

type to define the
zame sections for all
property types. Click
the Add button to
add a new section,
Edit to modify an
exizting selection, or
Remove to erase an
existing section.

Add Copy

This tab allows for a high amount of customization of the appearance of each section in the
report. Items such as color, font, style, and spacing may all be defined in this tab. Creating
multiple sections for a report will allow for greater control over appearance. Typically, the
same sections are defined for all property types, although they may be different according to
each property type. The settings defined in this tab must be customized for each individual
section of each property type.

Choose the property type for which the section that is going to be created from the column
on the left. Typically, the sections are defined to allow for listings from all property types. This
makes the customization much easier, as it is less detailed. However, sections may be
defined for each individual property type if desired.

Once a property type is selected from the list in Step 1,
click the Add button below Step 2. You will be asked to type Enter the name ofthe new section to add.
in the name of the section. Type the name of the section and |
click OK. Click Cancel to leave the window without saving
the changes.

[ oK

]| Cancel |

Typing the name of the section into the window will enter e -
the name of the new section into the list under Step 2. To edlt one of the sectlon names,
choose it from the list and click on the Edit button. To remove any of the sections from the
report, choose the name of the report and click the Remove button below the list.

The sections may be reordered by using the Up and Down controls to the right of the list
containing the section names. Choose the section by selecting it from the list and click on the
Up or Down button until the section names are in the proper order. Once a section hame is
selected from the list in Step 2, the options for Step 3 will appear.

This step allows for the customization of the properties related to the section specified in
Step 2. Click in the Font and Style selection boxes to open the Font and Style Selection
windows so they may be customized for this section of the report.

®
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Choose from the drop-down menu labeled Width of Page the percentage of the page that
the specified section should occupy. The Alignment drop-down menu contains three values
that determine where in the report the selected section will be aligned. Click in the selection
box for Background Color to open the Color Picker window. Once these items are customized,
further advanced properties of the section may be defined by clicking on Advanced
Properties.

Advanced Properties

The Advanced Properties link will allow for further customization for both the appearance of
this section and the way it will appear in relation to other sections. Though not necessary, the
Advanced Properties will allow for a more customized appearance.

There are several items that may be customized. The first three deal with issues relating to
the actual layout of the section and to measurements in pixels. A pixel is a unit of measure
dealing with digital images.

Advanced Properties...

Contsiner spacing I 0 pixels b
Caontainer padding EE pixels i
Border width | 1 pixel »
Barder color Il:ulal:k Clear Sample:-

Frame I.ﬂ.ll borders are shown hd
Rules IDispIay all rules within the section w

= Container Spacing - Choose from the drop-down menu the number of pixels that will
appear as ‘blank space’ between the containers customized for this section.

= Container Padding - Choose from the drop-down menu the number of pixels that will
appear as blank space between the border of each container in the section and the
contents of that container.

= Border Width - Choose from the drop-down menu the width of the border for this section
in pixels.

=»Border Color - Click inside the selection box for Border Color to open up the color
selection window. This will determine the color of the borders for this section.

= Frame - Choose the settings for the Frame. This determines which of the four outside
edges of the section’s border will appear.
Frame can be set to show all borders, two |Fent Picker

edges at a time, or individual edges. 1 -
naale wono

"Rules - Choose the settings for the |[Font: |antiqueOiive

Rules. This determines which borders Aral -
Book Antigua -

inside of the section will appear. Rules

can be set to show all inside borders, no |57 ™o¢ -

inside borders, horizontal borders, or Bold Italic Underline

vertical borders. SMALL CAPS Tverine Strikathrough
Font Picker Capitalize UPPERCASE lowercase

Click in the text box next to Font to display [Advanced: Custom Style Sheet Tags
the font selection window. In every part of the
Custom Report Designer where fonts may be
selected, this process will be the same.

0K Cancel
Font Preview

6 The quick brown fox jumped over the lazy dog.
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There are several customizations related to font that may be selected from here. The Font
Preview section at the bottom will display your current selections.

= Font - Choose the name of the font that should be used.

= Sjze - Choose the size of the font.

= Style - Choose additional style customizations for the font by checking the box next to the

option to be used.

Advanced - Custom Style Sheet Tags. Advanced customizations can be made for the
font by clicking on the selection button to the right of the field for Advanced. This will open
up the Style Picker window. This function will allow the user to select pre-defined HTML

style tags to be applied to the font.

Style Picker

By clicking in the box next to Style, the Style
Picker window will open. In every part of the
Custom Report Designer where style may be
selected, this process will be the same.

Choose the style attribute from the list in step 1.
Once a style attribute is chosen in step 1, a
description window will appear. This window will
show the HTML syntax for the specified attribute.
An explanation is found for the selected attribute as
well as an example.

Type the details of the selected style attribute in
the text box. If a style attribute that specifies color
is selected, the option to click on the Color Picker
button will appear. Click the Apply Style button to
save this style.

Step 1. Choose a style attribute.  Description

background » BACKGROUND-ATTACHMENT

: i Syntax -
background-attachment: scroil |
fixed | inherit

backaround-color
background-image
background-position

m

Explanation

This controls the scrolling of the
background image specified by
the background-image tag.

background-repeat
border
border-bottom
border-bottom-color
border-bottom-style

border-bottom-width - scrofl X

Step 2. Choose details of the style attribute, then click Apply Style.
Select option:

[ |
fixed

scroll
inherit

Apply Style
Selected Style Attribute String: Click Save when finished.

Save Cancel

The selected style attribute string will now appear in the window at the bottom. If this is the
style that should be in the report, click the Save button. This will close the window. The style

sheet tags will now appear in the text box.

Click the OK button to close the Font Picker

window. To clear all selections and start over, the Clear Font button may be used.

Color Picker

By clicking in the selection box, for example in the
Background Color option in the Advanced tab, the
In every part of the
may be

Color Picker window will open.
Custom Report Designer where color
selected, this process will be the same.

Color Selection Methot: §Fi

Available Colors

om
3 Enter Custo
Autumn Crange Pick Fram Colar Bars
Avacodo Green

Azure

From the drop-down menu at the top of the window, choose the Color Selection Method

that you would like to use to choose the color.

= Pick from Color List - With this method, a color will be chosen from the pre-defined list

on the left side of the window labeled Available Colors.

Once a color is chosen, the

Color Preview window on the right side will reflect the selected color. Click OK to save
the changes. Click Cancel to exit without saving the changes.

®
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= Enter Custom Color - With this method, an HTML color name must be typed into the
field in the upper left corner of the window. Once the color name is typed into the field,
click the Preview button and the Color Preview box on the right side of the window will
reflect the color chosen. Click OK to save the changes. Click Cancel to exit without
saving the changes.

= Pick from Color Bars - With this method, the color is chosen by using the Red, Green,
and Blue color bars. Select a color by clicking on the red, green, and blue color bars on
the left side of the window, or by entering values in the text boxes. The selected red,
green, and blue values will be mixed to produce the color in the preview box. Click OK to
save or Cancel to exit without saving.



