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Adding / Editing Listings

The input tab allows users to add and edit listings.

L5 ntrels
— AL

Home Search Stats My Matrix [CJRealist Tax Links Finance

= Input
Listings

Add new or Edit existing Listings

Quick Modify:
Select a Listing v | ortype -MLS®#-- | Edit

Roster

Add new or Edit existing Agent Roster
Add new or Edit existing Office Roster

d

Your source for

service!

Find us online at DFWRealEstate.com

Market Reports

Help

Adding a New Listing
After selecting Add New:

¢ Input
Listings

Add new or Edit existing Listings

The listing type must be selected (i.e. Residential, Multi-Family, etc.). Then a listing can be created in

one of three ways:

<+ Add a New Listing

Fill from Existing Listing — If a listing agent previously listed this property, the old listing can be copied.

Fill from Realist Tax — (Also called “Autopopulating”) If the property is in the Realist Tax database, some

basic information may be able to be copied from the tax records to the listing.

Start with a blank Listing — If the listing cannot be copied or populated from Realist, it will have to be

entered manually in its entirety.
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Listing Data Entry

Once the listing has been started, the listing’s information can be entered on the different tabs of the
Data Entry screen.

The first tab is General. Basic information about the property is entered here.

\ # Resldential
m Rosms  Fastures  LebARERy/Envirenmest  Finaecial information  Showing Infn  Remarks | Optiensl-Condo/Farm Banch  Satus
 Listing Information
Property Type Housing Style of House List Price
) RES-Singls Famiy v 0 I Apatmant 0 |1 cortemparary Modern * L 1]
Likthng L Atemdeed o 172 Dupbes 4 :;ﬂmarnrlr Liist Date
i L CondalTownhams 1] an Y
© [Extuns R Sebleass © | Desigrated Historical Heme [ Engish
Transaction Type  Doubbmids Hobils wLaed Frerch Expire: Date
€ For Sdle L - Farm/Rardt Houtd | Geo/Deme LEREETEL
L Garden/Tare Lot Lina B Ll Year Bullt
Lease MLGS &
) - Hi Ri | Hsditerarean 1955
- Historical Canservation Di, ¥ Mid-Contury Hodem S
- Iekerval Cramarahip | orietal ) 113
L/ Lake House 5]
- Lo Cain Construstion Status Saft Founce
| Hasstactornd {cortificats exch) 6 [ Prsowasd i @ Tax r
- Rurvert Progarty
Construction Parcel 10
0 Taght Dt ackiad E‘ 10415114
- Sirglewide Mobie wiland
! Umalergroned ol Hulti Paroed 10
- Ywtation Heoma - Leg | 6 No v
L Hanal Kcoessory Lindt
L b = AT
Wil Subdivide Accessory Linkt Type
€ Ho b ) "
Location Information
Strest (Box Number Streat Direction Strest Hame Strest Type Street Directional Suffls  Unit =
122 8w - i) Hain 0 Stres » @ . L 1]
County city zip Zipsa slate
i} Duilxs v i Dol " i 75555 (1] i T
Lot Bk Subaivision Lake Nanwe
TR F P i} DALLAS MAIN PHASE 1 ¥
hrea Hanmed Development I, | !
6 14 - DALLAS NORTH OAK CLIFF n @ ! . : 1
Suls Area Additional Legal
€ OAKCLUFF () * ) ORIEING DALLAS MAINLOT 12 8
Schial Trlormation
School Disteict Tntermediate School
@ Dallas 150 . L7 .
Primary School Jumlor High School
. .
Elementary School itigh Sqhessd
£ Bianion v B Madeon .
Latibde £ Lenghude i) Vsdale Ham
Middle Scheol senbor pigh School T oL O
& Gaston b L1 X Cheose Gaggle Stoeet Wi

NOTE: The highlight indicates required fields.
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The next tab is Rooms.

Selecting More after entering a room’s measurements creates a line for the next room.

< Residential l

Casaral m Faatures  LotfLItEty fEn vingnment Financial lnformation Showing Info Ramarks Dptional :CondoyFarm Ranch Sty

| ROOM DETAILS
& Bedrooms # Full Baths = Hall Baths = Stories
@3 @2 oo @1
® Living Areas # Dining Areas
ﬂ.! [ F |

Ry Lvl Length Width Features

© | Master Bedroom + & 1 v 15 ) B [ Codar Closet .

) Becroom r By B e 0 [ putt-in Cabinets .

© cove v I
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The next tab is Features.

4+ Residential l

General Rooms Lot/Utility/Environment Financial Infermation Showing Info Remarks Optional:Condo/Farm Ranch Status

Features
Interior Features Pool on Property # Carport Spaces Parking Features
(2 Bay Windows o & Yes v B2 7 Fenced Open Lot -
¥/ Built-in Wine Cooler Pool Features # Garage Spaces [Fais
Cahle‘lr\n' Available e Above Ground - o2 ¥ Garage
Central Vac Garage Conversion
Decorative Lighting Attached Spa Garage Length #| Garage Door Opener
#| Dry Bar cabana @15 Garage Under Building
. Cleaning System
Electric Shades Custom Cover Garage Width Golf Clart IGarage
Elevator Diving © 20 Has Sink in Garage
#!| Flat Screen Wiring A Individual Carport
“| High Speed Internet Available Heated ‘ Total Covered Parking None
. - In Ground Fiberglass © 4 e -
Alarm/Security Y/N Handicap Y/N # Fireplaces
© Yes v & No ~ o1
Alarm/Security Type Handicap Amenities Fireplaces Features Common Features
(2] Burglar - (2] Elevator -~ @ Blower Fan ~ & Boat Ramp -
Carbon Monoxide Detector Hand Rails Brick Campground
Exterior Security Light(s) Lower Fixtures Decorative Club House
Fire Sprinkler System Meets ADA Requiremen! ¥| Gas Starter Comm. Sprinkler System
! Fire/Smoke Other Insert Common Elevator
Firewall(s) Ramp Masonry Box Community Dock
Leased Wheelchair Access Metal Box Community Pool
Menitored Wide Doorways Other #| Gated Entrance
Other ¥ See Through Fireplace Golf
Owned Stone Greenbelt
Pre-Wired - - Wood Burning - #| Guarded Entrance <
Roof Flooring Foundation Specialrl':lﬂ:‘ﬁ?:
FE I - R
Right of First Refusal
Concrete ¥ Ceramic Tile Other Section 8 Qualified
Fiber Cement Concrete Pier & Beam ¥ Senior/Adult Living Community
Metal Laminate Piered Beam Slab Special Assessments
Other Marble Pilings Special Contracts/Provisions
Overlay Other “ Slab Survey Available
Shake Metal Parguet Utility Easement
Tar/Gravel Slate Verify Flood Insurance
Tile/Slate - SHIE - - Verify Rollback Tax -
Kitchen Equipment
€ Mone -
Other
Oven-Electric
¥ Oven-Gas
¥ Plumbed For Gas in Kitchen
Range/Oven-Electric
Range/Oven-Gas
Refrigerator
#| Vent Mechanism
Warmer Oven Drawer A

NOTE: In fields with check boxes, select all that apply.
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The next tab is Lot/Utility/Environment.

< Residential
General Rooms Features Lot/Utility/Environment Financial Information Showing Info Remarks Optional:Condo/Farm Ranch Status
Lot Information
Acres Lot Description Exterior Features Restrictions
& 0.33 & | L) Leasehold o @ o Lighting System - €| agricultural -
Lot Dimensions :_: Ir:Ir:éaB::kya;dGGrass =/ Mosquite Mist System :*: A“i:F'S |
£ 70 x150 5 wyard brass "1 Dutdeor Fireplace/Pit - Ar‘? |ltectura
. ~ Park View ¥ outdoor Living Center " Building
Lot Size/Acreage ! partially Cultivated ¥ Dar ) peed
£ Less Than .5 Acre (not Zero) + [ pasture © Patio Covered ]
- [) patio Open — Development
") River Front [ private Hangar - Easement(s)
:’: z:::;::: ") private Landing Strip :_: Hlea!th Department
. ") Roof Top Deck/Patio ~ HiLine
L Tank/ Pond [ Rv/ Boat Parking ! Inland-Wetland Restr.
U Taxi-way [ satellite Dish ! Lease While on Market
= Undivided [ separate Entry Quarters =) Mobile Home
¥ water/Lake View 9 || Grort moert h L Mo Divide -
Easements Type of Fence Soil
€| Access - © | Nene - £ [ plack
I Drainage L Other L Clay
) Electric ) partially Fenced O Fill
) Natural Gas - pipe I/ Limestone
I None - Rail |-/ other
= other -/ Reck/stone " Rocky/Shale
[ pipe Line 1 slick/Smooth Wire [ sandy Loam
| Telephone vinyl L Unknown
[ utilities ¥ wood -
I Water Lines
Utility Information
Street /Utilities Heating/Cooling MUD District
€ | perobic Septic -~ € | additional Water Heater(s) * © No v
| All Weather Road ¥/ Central Air-Elec
L Alley LI Central Air-Gas
LI Asphalt | Central Heat-Elec
¥ City Sewer ¥ Central Heat-Gas
¥ City Water || Electrostatic Air Filter
I Co-op Membership Included | Evaporation
I Co-op Water | Gas Jets
|| Community Mailbox L) Geotherm
I Concrete | Heat Pump
L Curbs i | Humidifier hd
Environment Information
Green Features Green Certification Energy Efficiency
£ | ¥ Drought Tolerant Plants = &) | # Energy Star certified - £ | 12 inch+ Attic Insulation -
"/ Energy Recovery Ventilator "/ Green Built N. TX ) 13-15 SEER AC
"/ Enhanced Air Filtration "/ HERS 0-85 ) 16+ SEER AC
"/ ET Irrigation Control "/HERS 101+ "1 90% Efficient Furnace
1/ Geo-thermal HVAC "/ HERS 86-100 ) Attic Fan
) Low Flow Commode ) HERS Rated ¥/ Ceiling Fans
" Low Flow Fixtures "/ LEED Certified " Dehumidifier
"/ Mechanical Fresh ir " LEED Gold ¥ Double Pane Windows
) Rain / Freeze Sensors ) LEED Platinum | Electric Water Heater
"/ Rain Water Catchment " LEED Silver = ¥l Energy Star Appliances
 Recirculating Hot Water ™ L NGBP-National Green h | Foam Insulation h
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The next tab is Financial Information.

ke d
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< Residential

General Rooms Features Lot/Utility/Environment Financial Information Showing Info Remarks Optional:Condo/Farm Ranch

Status

Financial Information
Proposed Financing

| assumable Loan

[ Bond Money

¥l cash

O Centact Agent

¥/ Conventional

[J conventional Assumable
[ Escalating

[ Federal Land Bank

¥ FHa

(N -TEY bl

»

HOA
£ Mandatory

HOA Billing Freq
& Annual

HOA Dues
£ 500.00

HOA Management Co
& Smith Services

HOA Includes

0100 Al utilities
[-) Back Yard Maintenance

) Blanket Insurance

=) Electric
I-) Exterior Maintenance

¥/ Front Yard Maintenance
¥/ Full Use of Facilities

Possession

© [ 30-60 Days
|| 60-90 Days
[« Closing/Funding
[ Lease Outstanding
] Megotiable
) other
LI Specific Date
O Subject to Lease
O Upon Completion

Possible Short Sale
€ No v

Unexempt Taxes
& 3250

Complex Approved For

©

HOA Managemt Co Phone
#) 555-555-5555

Loan Type
' Treat As Clear

Payment Type

Payment

(7]

Balance

L?)

Preferred Title Company
e

Title Co Phone

L?)

Title Company Location

L?)

Mortgage Interest Rate
(2}

Orig Mtg Date

©

2nd Mortgage
& No v

Lender
e

Appraiser's Name

L?)

©2015 MetroTex Association of REALTORS®
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The next tab is Showing Info.

ke d
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4 Residential

General Rooms Features Lot/Utility/Environment Financial Information Showing Info Remarks Optional:CondofFarm Ranch Status

Agent & Office Information

Find an Agent
List Agent MLS ID
& 75417 Refresh

Agent Information

Gail Padwick
(214) 540-2755

gailp@dfwre.com

(555) 555-5554

Find an Agent
List Agent 2 MLS ID
e Refresh

Agent Information

oOffice Supervisor
& Cathy Faulkner

Compensation and Showing Information

Variable Fee Seller Type

& No ~ & Individual(s) *
Buyers Agency Commission Oowner Name

i 3% & Smith, John
SubAgency Commission Oowner Home Phone
6 0% €

CBS Code Owner Alt Phone
L?) e

Keybox Type Show Instr

& BlueiBox ¥ . One hour notice required for showings.

Keybox #
& 55443322

Characters Remaining: 112
Shackle Code Check Spelling
Lz Secured Showing Instr
Keybox Combination Code ()
©

Characters Remaining: 50
Check Spelling

Office Information

MetroTex Assoc. of REALTORS
STAFFD

8201 North Stemmons Freeway
Dallas

TX

75247

(214) 637-6660

Office Information

Occupancy Owner Permission to Video
& Owner ~ (2] v

Occupant Call for Appt

2] & css v

Occupant Home Phone Appt Phone

(] (7]

Occupant Alt Phone Appt Phone Ext

© 2]

Showing Instructions Type

¢ Appointment (Appt Svconly) .
Appeintment Service ]
Call-Key Box
Centralized Showing Service ~

©2015 MetroTex Association of REALTORS®  Revised: 07.17.15 gp

Page 9




Your source for technical support and service!
Find us online at DFWRealEstate.com

Metrolex
MF REALTORS®

The next tab is Remarks.

4 Residential
General Rooms Features Lot/Utility/Environment Financial Information Showing Info Optional:Condo/Farm Ranch Status

Remarks
Listings will Appear on Allow Address Display Allow Comments/Reviews
€ ¥ zillow © Yes v € Yes v

7 .

; Members IDX Websites Allow AVM Allow Internet Display

Realtors Property Resource € Yes v £ Yes v

¥ NTREIS Translator
¥/ REALTOR.com

¥ syndicate Listing

¥/ TexasRealEstate.com

Public Driving Directions

£ From 35E, exit Commerce. Go Right on Mockingbird, Left on Allison and the house is on the NE corner of Allisen and
Main.

Characters Remaining: 29
Check Spelling

Property Description
& Beautiful 3 Bed, 2 bath in the heart of the city. Hardwood floors and crewn molding make this house a must seel

Characters Remaining: 336
Check Spelling

Excludes
& Planters and contents of planters in the entryway

Characters Remaining: 61
Check Spelling

Private Remarks
) Some large furniture may be negetiable -- please see agent fer details.

Characters Remaining: 229
Check Spelling

Intra Cffice Remarks
£ \Listing Internal File # 2233-SW entered by LS

Characters Remaining: 180
Check Spelling

NOTE: The Private Remarks do not appear in the Customer Report or on external websites.

©2015 MetroTex Association of REALTORS®  Revised: 07.17.15 gp Page 10
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" FesoouTonc

The next tab is Optional: Condo / Farm Ranch.

Your source for technical support and customer service!
Find us online at DFWRealEstate.com

General

< Residential

Rooms

Features

Lot/Utility/Environment

Financial Information

Showing Info Remarks jonal:Condo/Farm Ranch Status

Test

Condo Information

o h

14

B

t\

t\

t\

2]

t)

# Residences
3

# Barns

i_\

# of wells

7]

Stalls in Barn 1

Stalls in Barn 2

Stalls in Barn 3

Bottom Land Acres
2

Cultivated Acres
2

Irrigated Acres
3

Pasture Acres

‘_\

Other Utilities

Building Stories

(\

Farm & Ranch Information

# of Stock Tanks
2)
# Ponds

t\
# Lakes

6

Barn 1 Length

©

Barn 2 Length

©

Barn 3 Length

©

Crop Retire Program
2] v

Land Leased

2) v

Aerial Photo Available
2) v

AG Exemption
?) v

U Butane Gas

- Cable Available

[ City Electric

" Co-op Electric

- Electric

- Electric Avail. Off Site
- Electric Avail. On Site

Complex Name

()

Topography

& eottom  *
Y Brush D
U Cedar

I Cleared

I Flood Plain _

Barn 1 Width
©

Barn 2 Width
©

Barn 3 Width
©

Road Frontage
2]

Road Frontage Desc

——oTe
€ - private -
") Road Easement
- Sidewalk

) state

) storm Sewer D

- U.5. Highway ~

Surface Rights

&0

L Easement

U Exist

) Mineral Easement
- Other

FHA/VA Approved Complex #

t.‘\

Present Use

Floor Location

t)

Proposed Use

& | Agriculture - |0 pianned unit Development
L Cattle ) poultry
- Commercial |: | Residential Multi-Family
Y pairy "/ Residential Single
 Equine ) Resort
) Exotics "/ Sheep/Goats |:
" Feed Lot ! swine
! Fish Farm - " Truck Farm -
Barn Information Crop/Grasses
£ | Barn(s) & | Bluestem

! Breeding Barn
! Electric to Barn
L/ Equipment Barn
! Farrowing Barn
! Feeder Pig Barn

[

- Buffalo Grass

- Coastal Bermuda

) Commen Bermuda
" Emmedo Love Grass
' Hardwood Timber

.

Ranch Type
7] v

Ranch Name

(7]

Exterior Buildings

& | L Boiler Operation ~
- Bunk House
- Mobile
“ None -

Miscellaneous

t)

" Holding Pen

' Hot walker

1 Kennels

" Loading Chute

- Other

= Qutdoor Arena

I Perm. Squeeze Chutes
= Walker

L Windmill

NOTE: These fields only apply if the property is a Condo or a Farm/Ranch.

©2015 MetroTex Association of REALTORS®
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Saving a Listing
The last tab is Status.

A listing can either be saved as Active or Incoming.

If the data entry is complete and the listing is ready to be added to the MLS, the listing can be saved as
Active.

If the listing is not complete and/or ready to be added to the MLS, the listing can be saved as Incoming.

From the Status tab, Incoming and Submit Listing saves the listing.

< Residential

General Rooms Features Lot/Utility/Environment Financial Information Showing Info Remarks Optional:Condo/Farm Ranch m

Status Information /

When creating a new listing it can be submitted as Active, or as an Incoming. An Active

listing has to comply with all input rules and after being submitted is available for everybody

in the system. An incoming listing will get a MLS Number, but will not be available for everybody
to see.

Photos, supplements, etc. can be added to incoming listings and reports can be run for incoming
listings as well.

Once an incoming listing has been completely filled out and the status is changed to Active the
listing becomes available for everybody.
An Active listing can only be submitted if it passes all the input rules.

Status
£ Active -
Incoming ~

A

@ Cancel Input m

©2015 MetroTex Association of REALTORS®  Revised: 07.17.15 gp Page 12
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Checking the Mapping

When entering a listing, some properties will not map correctly.
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+ Resldential
Ceenersd Risamin Fastures Lot USEe wEnvironmani Fingeial [nfommation Sramrg Info RAgrmaris Jetiongofondn/Fare Fanch Eaus
Property Type Hinusing Typse GEyle of House List Price
) RES-Single Famiy . © L Apatesant 8 (2 comgempararyModem = L1
Lot L Al wBad oF 102 Duples Umm Lisk Date
- ComdaTownbame Earty dmerican B
£ Exrusive Right io Selllexse + | Dasizeated Histericd Hame English
Tramsaction Type L Doublemide Hobie m/Laed Frovch Expire Date
€ ForSale . - FarmRuseh Hitd Gas/Dama [ERE RN
L Gardan/Tere Lat Lins Lt Tear Bullt
Leass MLSS g
P | ¥ Risw - Metiterr g 6 1933
! Histarical/Con servation Dt ¥ Hid-Camtury Modem g
- lenirval Qe Cirfertal © un
| Lake House b
' Lug Cakin Conatruction Status gt Sounce
© Matachured {conificats exch) O  Precwred = & Tox T
- Rirtea® Propaty i
roel 10
# Single Detatued Construstion L
| = e [ ¥ Pl el by
L Unebargroued s Hultl Paroed 10
L azathon Home g e R
- Hetal Krcesanry Unit
Ot & Mo T
Wil Sulsdivide
9 [Fio = Acopssory Unit Typs .
Location Infermation
Shreet /Box Mum ber Streat Direction Bl s Strest Type Strest Directional Suflix  Unit &
01 gw £ Han 0 Sireet » B . L1
Comnty chy zip Zipsa Slate
© Dails v Dais . & 75358 o o
Lot Block Subalivision Lake Manse
8z PR 5 DMLLAT MATN PHASE 1 7]
Area Planned Developmsent & T o
14 . DALLAS NORTH DWi CLIFF = 8 b L %
& E i
Sl Area Additional Legal g R
6 DAKCLFF (D ¥ i) ORIGINAL DALLAS MAINLOT 12 EL ] Sy
¥ ¥
g
v
Schoal Information o m 'mu.
School District Intermediate School e
& Dalas iS50 v [+ - ;J 1
Prinery Schiol Junbor High School & perct i e
1] . [¥] " L LY e
= e L s y L :____. L
Edemantary School High Schel f-'r.-'h . G %
i Blanion v B Madson -
Latituds {3 LengRude i3 Medals Mao
Hiddle Schast Sanbor High Schesd gt Lakt ey Tercm Warlen LTS a0R Tl
6 Gaston Y LY 1 Chisse Govgl Sireet view
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In that situation, selecting Get Lat/Long from address will generally refresh the map to the appropriate

location.
w o
(=] fpd
e E Ly
= 2 2
= a E
g L]
=z 2 = I|
] " ﬂ. -I.
College St P i |
| e B
i B
o T ALl
i ﬂpﬁf,_ﬂmniﬁiﬁ_ ~ Jefferson 5t I
W=
] =l
b 4 il
LiE] w ﬁ |
& a &
L
, @ 2015 Microsoft Corpeoration
bhing__ - 1 © 2015 Nokia
Latitude @) 32.74517 Longitude &) -97.0045 Update Map
Get Lat/long from address Set Lat/l ong manually
ﬂchonse Gooagle Street View

Set Lat/Long manually allows the agent to choose where the map pin is placed.

Automatic it & Jump to

Locate Address

Street Address
City State Zip
L
(o
5
SE —4, Locate
i 2= ——
T T Reset

=Edefferson
o = Place new pin

Selection Tips:

You can drag the blue pin to fine-tune its
position. To replace the pin, click or tap
'Place new pin', then click or tap the
map.

Senior High School
Al

©2015 MetroTex Association of REALTORS®  Revised: 07.17.15 gp Page 14
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Modifying a Listing

Once a listing has been saved (Active or Incoming status), the data on the listing can be edited, the
listing status can be changed and the photos and documents can be added from the Modify Listing
menu. From the Input Tab, select the down arrow in the Quick Modify box, and then select the listing.

é Afreis
i — :

Home Search Stats My Matrix [ClRealist Tax Links Finance Market Reports

< Input
Listings
Add new or Edit existing Listings

Quick Modify:

A RES 11614666 5544 First Street v | or type —-MLS@#-- | Edit
Select a Listing

A RES 11614666 5544 First Street

| RES 13139875 123 Main Street

Add new or Edit existing Agent Roster
Add new or Edit existing Office Roster

This brings up the Modify Listing menu.

| Modify Listing

i 123 Main ST Dallas
0t MLS=: 13120993  Status: Incoming LivAreas: 1 LP:
: Foh T Area: Bedrooms 3 Dining Areas: 1 Lst§/SqFt:
PR i Subdv Full Baths: 2 Stories: 1 Acrest 0.330
" T ,‘ County: Dallas Half Baths: o ¥r Built: 2000 /
a-i e Lt Category: Residential SoFt: 1,500 f HOA:
Bild sl Apulinly  Tree: Lake Name: Will Subdiv:
e — .JJ}} Parcel 10: Plan Dvipmnt: Hdep Am:
Select Form
Raesidential
Change to Active
han Ackiv ntingan

Change to Active Opkien Contract

Change to Active Kick Out

Change to Pending

Change to Sold

Change to Cancelled

Changs to Temp OFf Market
g Wikhdrgwn

Virkual TousURLS

Price Changs

Open Houses

Delete Incoming Status Listing

Broker Office C?—.ame
Other Options

Manage Photos

Manage Supplamants

Show Inpuyt Audit

Bogument Manager Create a File
Proparty Pangrama
ShowingCSSManage

Announce My Listing

ARDBUREE My Névia

I i’
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Closing a Listing as Sold

| Modify Listing

123 W Main ST Dallas

' MLS#: 13197619
[} T b Area: 14/2
_"EJ g _!"' e : K Subdv: DALLAS MAIN PHASE 1
| ik 1, i County: Dallas

CUe Hlerage svpglbyils Category:  Residential
Type: RES-Single Family
Parcel ID: 123451234512345

Select Form

Residential

Change to Active

Change to Active Contingent
Change to Active Option Contract
Change to Active Kick Qut

Change to Pending

Change to Sold

Under Select Form, Change to Sold is used to close the listing.

4+ Change to Sold

Listing Information
123 W Main Street, Dallas TX 75555

MLS#: 13197619
Status: Sold

Status Date: 07/17/2015
List Date: 01/01/2015
List Price: $500,000

Change to Sold

Sold Price Seller Contribution Appraiser's Name Sqft

£ 489000 £ 1000 £ Jane Smith £ 2133
Sold Date Contract Date Third Party Assistance Program Sqft Source

& 07/17/2015 &) 06/10/2015 £ No ~ ® | Tax v
1st Financing 1st Term In Years 1st Loan Amount 1st Interest Rate

© [FHA v @ 30 £ 480000 © 3.25

2nd Financing 2nd Term In Years 2nd Loan Amount 2nd Interest Rate
€ v e 7] e

Mortgage Company Closing Title Company

& Smith Mortgage &) Jones Title - North Dalla

Find an Agent

Selling Agent ID Selling Agent Selling Office

4 AAD1850 Refresh
€ REresh) Agent Name: Cathy Faulkner Rce Office Name: MetroTex Assoc. of REALTORS

All of the required fields are highlighted. Any property listed in the MLS must be closed with all the
required information when it sells/leases.
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Adding Photos
Other Options

Manage Photos

Manage Supplements

Under Other Options, Manage Photos opens the photo dialog box. The file is selected from the user’s

hard drive and uploaded. When all files have been uploaded, select Save. The system will accept up to
25 photos with a recommended size of at least 1024 x 768.

] Add / Edit Photos for MLS#13130993

To upload, click Browse. To uplead Multiple photos at once, hold the Ctrl (Option) key down when clicking on
the filenames. Te Order your photes ence uploaded, drag by the grey title bar. Click on any image to view
itz Details. Users may upload an agent photo by using the Input tab=Edit Existing Agent Roster>Manage
Photos. Please note you can have only one photo selected as the Primary. For maximum quality, upload
photos at least 1024 x 768 pixels in size. Click here to impert photos from another listing.

51-‘- Browise...
Click Browse to select photo(s) to upload (25 max).

ﬁ Cancel M |-J

Adding Documents / Supplements
Other Options

Manage Photos

ﬂ Manage Supplements

Under Other Options, Manage Supplements opens the documents dialog box. The system will accept up
to 5 *.pdf documents with a maximum size of 10MB each. The file is selected from the user’s hard drive,
renamed (if necessary) and uploaded. When all files have been uploaded, select Save.

1 Manage Supplements for 13130993

Add Supplement (10MB max)

Supplement Descripticn

Select File Choose File | Mo file chosen Upload
6 Cancel % I-J
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Open House / MLS Tours

Once a listing is active in the Matrix, it can be placed on MLS Tour and Open House dates can be added.
From the Modify Listings menu, Open Houses opens the dialog box.

< Open Houses

Add Open House
123 Main Street
MLS Number 13139875

Open House Type: Date: Start Time: End Time:
o v © & 9:00 AM @ pm O & 5:00 aM O opm ®
- Broker Open House Refreshments: Description:
& L Drinks 2] Delete
Active: = Lunch
e [ v | L/ None
1 Snacks Characters Remaining: 120

Check Spelling

-
No More

Open House Type is either Broker or Public. Broker is the MLS Tour available to brokers and agents only.
Public is an open house open to the general public.

The Date, Start Time and End Time must be entered.
The Open House / MLS Tour must be Active to be seen in the MLS.

Submit Listing saves this entry.
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Listing Internet Display

When entering a listing, the internet display options are under the Remarks tab. Each listing destination
can be selected or de-selected on a per-listing basis, but the broker’s dashboard settings pre-empt the
per-listing settings.

% Residential
General Rooms Features Lot/Utility/Environment Financial Information Showing Info % Optional:Condo/Farm Ranch Status

Remarks MLS Number: 13197619
Listings will Appear on Allow Address Display Allow Comments/Reviews
& ¥ Zillow £ Yes v £ Yes v
7 .
Members DX Websites Allow AVM Allow Internet Display
#| Realtors Property Resource 0 Yes v ©ves v

#! NTREIS Translator

¥ REALTOR.com

¥| Syndicate Listing

¥ TexasRealEstate.com

Zillow
This sends the listing to Zillow.com.
Members IDX Websites

This sends the listing to the websites of NTREIS MLS members (for example, the website of a buyer’s
agent who is a MLS member).

REALTORS® Property Resource

This sends the listing to RPR, a property analysis site provided to REALTORS® by the National Association
of REALTORS®.

NTREIS Translator
This sends the listing to MLS member multi-language websites created by Immobel.
REALTOR.com

This sends the listing to REALTOR.com.
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Syndicate Listing

NTREIS can submit listings to ListHub for syndication.

[ MLS LISTHUB DASHBOARDS PUBLISHERS
N~ RRGKER BASREIARD U @ UNDER LISTHUB AGREEMENT
N, o/ CHOOSE PUBLISHERS ===~ OO Ré] Estaze Book
.. S ¢al Estate
T FILTER & RATE PUBLISHERS ) ,»@ i
4 LEADMANAGEMENT .=~ i /” ~J Homes.com
il ViEWREPORTS 47 ‘ S
‘@) rearorco D
P MANY
' . MORE!
AGENT DASHBOARD EHomeFinder
/ REVIEW PUBLISHERS ,," [ RealtyTrac
B4 SETUP SELLER EMAIL UPDATES |, ‘
. LandWatch
il VIEWREPORTS <----7

' Realtor.com generally doesn't receive listings via ListHub
but does participate in the network as a metrics provider

Source: http.//www.listhubnews.com/mlisguide/wp-content/uploads/2014/01/HowListHubWorks-BrokersAgents-NoZillow.png

If the broker has not opted-out of syndication for the brokerage, selecting this box sends the listings to
ListHub. ListHub then forwards the listings to the sites that both the broker and the agent have
approved. (NOTE: The default setting is all sites approved — all ListHub participating websites are
approved until an agent or broker changes the status to blocked.)

An agent must have an active listing in order to register with ListHub and see his/her agent dashboard.

More information on ListHub is available on the Metrotex website: www.MyMetroTex.com/mls-

support
TexasRealEstate.com

This sends the listing to TexasRealEstate.com, the public-facing website for the Texas Association of
REALTORS®.
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Allow Address Display

Selecting “no” hides the address (street number and name) of the property on websites receiving data
feeds from NTREIS MLS.

Allow Comments/Reviews

Selecting “no” prevents the website from collecting or displaying comments or reviews of the listing.
(NOTE: If a website publishes comments, it may decide not to display this listing in order comply.)

Allow AVM

Selecting “no,” prohibits the display of an AVM of the listing adjacent to the listing display. (NOTE: If a
website displays AVMs, it may decide not to display this listing in order to comply.)

Allow Internet Display

Selecting “no” marks the listing for “no display” in NTREIS MLS data feeds to internet websites that
display property listing data.

©2015 MetroTex Association of REALTORS® Revised: 07.17.15 gp Page 21
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Hit Counter
The Hit Counter displays statistics about the exposure of a listing. It can be found under the My Matrix
tab / My Listings. The Show down arrow brings up the option of My Hit Counters.

é L Afrels
——) :

Home Search Stats QIVEIEuR@ [C1Realist Tax Links Finance Input Market Reports Admin Help

9 )  summary 4
@& My Listings (1) & | Contacts
Show My Hit Counters v % My Listings
Previous - Next - 1 of 1 - Checked O - All - None G My Information Display My Hit Counters v at 10 ¥ per page L:_J gie
y . Client Client Client Client Auto  Prev 14  Agent Agent
[
o ML = SHD ThD2 St Ja saved Searches Hlr=s City  Beds Baths  Sdftpo il Views FavoritesPossibilities Emails Day Views Published Rejected
o | 11614666 RES-Single Famil A
@ g Y & Auto Emails «dams Drive Dallas i 2134 123 144 7 4 112 97 9 3
- 4  Sent Email
@ -3 = [1] - Previous - Next - Top
= cmas
‘b | Settings
@  Portal Greeting

The statistics on the right of the screen detail the views of the listing from Matrix.

Client Client Client Client Auto Prev 14  Agent Agent
Portals Views FavoritesPossibilities Emails Day Views Published Rejected

123 144 7 4 112 a7 9 3

Client Portals is the number of clients to whom the listing has been emailed (either directly or via an
auto email).

Client Client Client Client  Auto Prev 14  Agent Agent
Portals Views FavoritesPossibilities Emails Day Views Published Rejected

123 144 7 4 M2 97 9 3

Client Views is the number of times the emailed clients viewed the listing details.

Client Client Client Client Auto Prev 14  Agent Agent
Portals Views FavoritesPossibilities Emails Day Views Published Rejected

123 144 7 4 112 a7 9 3
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Client Favorites is the number of times a client designated the listing as a favorite.

Your source for tech

Client Client Client Client  Auto Prev 14  Agent Agent

123 144 7 4 112 a7 9 3

Portals Views FavoritesPossibilities Emails Day Views Published Rejected

Client Possibilities is the number of times a client designated the listing as a possibility.

Client Client Client Client Auto Prev 14  Agent Agent

123 144 7 4 112 a7 9 3

Portals Views FavoritesPossibilities Emails Day Views Published Rejected

Auto Emails is the number of clients to whom the listing has been sent via an auto email.

Client Client Client Client Auto Prev 14  Agent Agent
Portals Views FavoritesPossibilities Emails Day Views Published Rejected

123 144 7 4 112 97 9 3

Client Client Client Client Auto Prev 14  Agent Agent
Portals Views FavoritesPossibilities Emails Day Views Published Rejected

123 144 7 4 112 97 9 3

Agent Published is the number of times an agent approved sending this listing to their client (via

concierge mode).

Client Client Client Client  Auto Prev 14  Agent Agent
Portals Views FavoritesPossibilities Emails Day Views Published Rejected

123 144 7 4 112 a7 9 3

service!

Find us online at DFWRealEstate.com

Prev 14 Day Views is the number of times the listing has been viewed via a portal in the past 14 days.

Agent Rejected is the number of times an agent rejected sending this listing to their client (via concierge

mode).

Client Client Client Client Auto Prev 14  Agent Agent
Portals Views FavoritesPossibilities Emails Day Views Published Rejected

123 144 7 4 112 a7 9 3
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The Reverse Prospect system displays information about buyer’s agents who use the Matrix Auto-Email
system. (NOTE: The system only shows agents who have opted-in to participating in Reverse

Prospecting.)

The contact information for a specific buyer’s agent is displayed to the listing agent whose listing that
buyer’s agent has sent to their clients. For example, if John Jones sent one of Susan Smith’s listings to a
client, Susan Smith would be able to see that John Jones sent the listing to a client, but Susan Smith
would not be able to see the name or any contact information for the client.

Reverse Prospecting can be found under the My Matrix tab / My Listings. The Show down arrow brings
up the option of My Hit Counters. Once there, a listing is checked and Reverse Prospect selected.

£5 ntreis

neatrix Home Search  Stats UMAIEWE

Summary

@ My Listings (1)

Show | My Hit Counters v My Listings

E
£ Contacts
@

Previous - Next - 1 of 1 - Checked 0 - All - None [ | My Information

S ML # Sub Type St Jg saved searches
4] =] 11614666 RES-Single Famil A
@ 9 ¥ [ Auto Emails
(4  sent Email

@ & Reverse Prospect UE'J Print
ﬂ = cmas
¢ | Settings

» Portal Greeting

ddress

dams Drive

City

Dallas 3

[CIRealist Tax Links Finance Input Market Reports Admin

Beds Baths  Sqft

Client Client Client
Portals Views Favorites|

2134 123

Help

144 7

This screen displays agents who have emailed this listing to a client from Matrix.

| Reverse Prospect Results for 11614666

Count is the total number of listings each contact has been sent.

2232 Addams DR Dallas

{2 Return to My Listings

These agents each have a contact who has received this listing. Click the agent name to email them about
your listing. They can identify the contact via the Reference # by looking it up on their Centacts page.

MLS#: 11614666 Status: Active LP: $399,900
Area: 101/7 Bedrooms: 3 Lst § / SqFt: $124.62
Subdv: VILLA PLAZA Full Baths: 3 Acres: 0.179
Ccounty: Denton Half Baths: o Yr Built:
Category: Residential SqFt: 3,209 / Appraiser
Type: RES-Single Family Lake Name:
Parcel ID: 12345678 Plan Dvlpmnt:
Agent Ref # Pre-approved? [%4] Count Date Sent (=i Email Office Name
Bob Smith 75241 22 04/12/2015 . Bob_Smith@gmail.com Bob Smith Realty
Jane Jones 96898 30 04/15/2015 & Jane_Jones@yahoo.com Jane Jones Real Estate
Deb Case 08137 82 03/27/2015 ‘0" Deb_Case@gmail.com Deb Case Realty
Bob Reynolds 06343 132 04/08/2015 . Bob_Reynolds@yahoo.com Bob Reynolds Real Estate
Jane Nguyen 68799 45 03/19/2015 ' Jane_Nguyen@gmail.com Jane Nguyen Realty
Deb Williams 29096 106  04/16/2015 ' Deb_Williams@yahoo.com  Deb Williams Real Estate
Bob Ramos 52376 115  03/20/2015 ;' Bob_ Ramos@gmail.com Bob Ramos Realty
Jane Thomas 26465 185  04/08/2015 ' Jane_Thomas@yahoo.com  Jane Tnomas Real Estate
Deb Adams 95613 204 03/29/2015 ' Deb_Adams@gmail.com Deb Adams Realty
Bob Jefferson 32701 1 03/19/2015 Bob_lefferson@yahoo.com Bob Jefferson Realty
Jane Reynolds 47507 1 Tuesday Jane_Reynolds@gmail.com  Jane Reynolds Real Estate

2005 / Preowned

Phone

(555) 555-5555

(555) 555-4001
(555) 555-2447
(555) 555-0893
(555) 554-9339
(555) 554-7785
(555) 554-6231
(555) 554-4677
(555) 554-3123
(555) 554-1569
(555) 554-1569

©2015 MetroTex Association of REALTORS®

Revised: 07.17.15 gp

Page 24



Your source for technical support and service!
Find us online at DFWRealEstate.com

Metrolex
MF REALTORS®

NOTE: This is not all of the agents who have emailed this listing; only agents who have opted in to
Reverse Prospecting will be displayed.

The Agent is the agent who emailed the listing. Selecting the agent’s name opens a dialog box to email

the agent.
Agent Ref # Pre-approved? [24 Count Date Sent [ Email
Bob Smith 75241 22 04/12/2015 " Bob_Smith@gmail.com

The Ref # is an internal number the system uses to track the client.

Agent Ref # Pre-approved? [54 Count Date Sent || Email
Bob Smith 75241 22 04/12/2015 . Bob_Smith@gmail.com

Pre-Approved will indicate if the agent selected the Pre-Approved option with the client was entered.

Agent Ref # Pre-approved? [54 Count Date Sent [ Email
Bob Smith 75241 ﬂ 22 04/12/2015 " Bob Smith@gmail.com

£ 4

An envelope in the Contacted field indicates the agent has been emailed from Matrix.

Agent Ref # Pre-approved? [4 Count Date Sent || Email
Bob Smith 75241 ﬂ 22 04/12/2015 " Bob_Smith@gmail.com

The Count is the number of listings sent to this client in this search or direct email.

Agent Ref # Pre-approved? [54 Count Date Sent || Email
Bob Smith 75241 22 04/12/2015 " Bob_Smith@gmail.com

The Date Sent is the date the agent emailed the client the listing.

Agent Ref # Pre-approved? [54 Count Date Sent [ Email
Bob Smith 75241 22 04/12/2015 " Bob Smith@gmail.com

The Prospect Interest Indicator shows if the customer designated the listing a favorite or a possibility.

Agent Ref # Pre-approved? [4 Count Date Sent || Email
Bob Smith 75241 22 04/12/2015 " Bob_Smith@gmail.com
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Property Panorama

Once a listing is active in the Matrix, Property Panorama virtual tour can be created. From the Modify
Listings menu, Property Panorama opens the dialog box.
Members Area = My Tours = Tour Information

Step | ' =1
Information ; >

Input the details of your listing. Address
information allows your vistors to see maps,
satelite views, school information, and much

igned
Agent

MLS# 11614666 “Bedrooms 3 ¥

| Unassigned

“Price 400000 “Bathrooms | 2

“Basement none
“Listing i e Family
ingle Famil
type 19 Y

“Offering Sale v
Terms

Square feet 2014

Status Active ¥ |

a8 -
(Please, do not use abbreviations in your description!) (IE: Washer & Dryer, Fridge, etc.)

Iééaﬁtifﬁl C'oﬁr-itry Home with 5tunni'n'g views. Mature [ - Commercial Grade Apbliahces
landscaping is just one of the many features of this - Private Putting Green
home....

[ Proceed to Step 2 »]
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Once the details of the home, the property description and the property features have been verified,
photos can be uploaded.

N Step 2 Step 5 ,_dp -
/ Select Photos

Step 2: Select Tour Photos
Locate and select All photos for this
listing.

Click here to disable panoramas for this upload
Click here for assistance in installing the Photo Uploader

You must use your ORIGINAL PHOTOS from your digital cameral
(minimum photo dimensions of 480 wide by 384 height pixels)

Folders i Prop Panorama | Search Prop Panoram... X
= M Desktop,
- M Computer i

@ Metwork
- R Lab2-08
B -] Libraries

m

-

] Files selected to upload: 6 (clear all) ‘ e

IMG_1061.JPG IMG_1062. PG IMG_1063.1PG

m

The photo location is determined, the photos are selected and the photos are uploaded.
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Property Panorama will stitch together photos taken with 45 seconds of each other with at least 30%
overlap. (This may take a few minutes.) The scenes (photos) can be named, described and put in order.

Members Area = My Tours > Edit Your Photos

Stcep | Step 2 Step 3 Step 4
Information Select Photos Manage Photos Options

4;5/ Step 3: Manage Tour Photos
(

Use this page to manage and edit all of your
Scenes{images). You have the ability to move, rotate,

and edit descriptions of your photos as well as, delete
DR ;
: and upload more. For help or suggestions, please

R
TalkThru |

¥ ON
contact a customer service representative. L A

Scene Name : (Maximum characters: 23) Scene

Oramatic Curb Appeal | . — |
rama ic Curb Appea .

Stunning Entryway

%
Mod Kitch
DeseTnsscene) M| (Y Nl
ﬂ!: Decadent Bath
& Beatiful Office

Malke Primary Scene [

Scene Description: (Maximum characters: 90)

;I\_flature landscaping makes this home a charmerl

e

4
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The color scheme for the virtual tour is selected.

Stcep | Step 2 Step 3 Step 4H

Information Select Photos Manage Photos Options

.
(7R Step 4: Manage Tour Options

This step allows you to select any extra ™~
@ options you wish to add to your tour. M‘

G )

tl/lrtual Tour Eackgruund—

Please choose your Virtual Tour Framing

Default: Mo Skin

Blue [ |
Brown

Green

Red

Red. Blue Gran_ge hd

Select the text colors you wish to apply to your tour.
[Default values are already filled in. ]

Titebar- [ 000000 |

Property Info: -|UUUUE][] |
Agent Info; -|UUUUUU |

©2015 MetroTex Association of REALTORS®  Revised: 07.17.15 gp Page 29



Your source for technical support and service!
Find us online at DFWRealEstate.com

MetroTex |
m\m REALTORS® _3-‘-

Background music can be selected (optional).
w

"~ Virtual Tour Music —

Choose the background music that will play during your tour,
ﬂ Track Name (DURATION)

- N0 mMusic - a B
Elephant Ride 1 (0:32) '_" Music Preview ad "f:f'lriiikelt?s mr'_:ﬂDe_fault
Elephant Ride 2 (0:32) rual Tour kusic
Elephant Ride 3 (0:32) > ]
Elevator Bliss 1(0:13) |

Online Advertising

Flease select the advertising options you wish this tour to be submitted. (optional)

X

REALTOR.com Link

For members who have REALTOR.com Showcase Listing Enhancements or if your office subscribes to REALT OR.com Company
Showcase the Featured Tour placement fee is waived. If you utilize only the Basic "free” listing, there wil be a placement fee
charged to post your tour on REALTOR.com. That additional fee is 524,985,

Listing 11614666 cannot be found on
Submit Tour to your REALTOR.com Listing REALTOR.com. Please verify listing on

REALTOR.com and check Zip/Postal Code.

Online Video Tours  (Cannot create video. Minimum 3 scene requirement not met)

Vobile Media

Podcast, CD/DVD and MobileMedia TurboText
These are now generated automatically when the tours are complete and should appearin
the linking page within 36 hours.

All versions of the tour will be generated regardless of
YouTube syndication.

1

| Finaize Tour )

Advertising options can be selected (optional) and then the tour is finalized.
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Announce My Listing

Once a listing is active in the Matrix, an Announce My Listing online ad can be created. From the
Modify Listings menu, Announce My Listing opens the dialog box.

B=)) Y B&!’]
! : 19

. ﬂO nce m gll Stlng Let's connect!

Home My Account Support Reports AnnounceMyNews
ﬁ__ Welcome, Jane Smith! -
Mntreis Your account number is: 25555 —
% announcemynews
123 Main Street
ML#: 13005555 Log In to My Account | Learn More
Agent's Version Seller's Version Tons of great announcements for May!

See what's HOTI

‘:7 Edit & Announcelt!

555 First Street

ML#: 13005556

Agent's Version Seller's Version
Edit & Announcelt!
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Selecting Edit & Announcelt! starts the process. On the first page, the announcement can be named

(Optional). Selecting next brings up the next step.

Welcome

Template Options

Price & Title Lines

Property Comments

Client Version

Agent Version

Distribution Summary

Preview Client Version

Preview Agent Version

‘Welcome to the Create Announcement Wizard!

Drive traffic to your listing while connecting to
buyers' and sellers' social network!

To help you, we have a video tutorial on the top of each page. ‘
This program is designed to help YOU and your SELLER share Listing
Announcements across a variety of social mediums.,
post on Facebook, LinkedIn, Twitter & Google+
embed in blogs and websites
distribute via high guality HTML email

buyers connect with vou via email and social media

AAAAS

listing data automatically syncs with MLS record

It's fun and easy to do. Navigate through the Wizard using the NEXT or BACK
buttens. Your work will be saved as you move from step-to-step in this
questionnaire.

‘ Preview your announcement at any time by clicking here.

Nickname this Announcement {optional)
You can name this announcement to help find it later.

123 Main Street| ]

When you are ready to get started, click next.

S

=

Click NEXT or BACK to save any changes.

Announc

Video Tutorial

Get the most out of your
account!

Join us for beginner
or advanced training.

Training Schedule
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The next step is selecting a banner.

Template Options

Choose your banner type.

JUST LISTED

* Just Listed

FOR RENT

For Rent
OPEN HOUSE

Open House

IZ_':I.J.'-'}'I'{'_m-'l_ TEXT!

Custom Banner
(max 30 characters)

FOR SALE

FOR LEASE

For Lease

PRICE REDUCED

New Price
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Selecting the background color is next.

Choose your template color.

1L

Click NEXT or BACK to save any changes.
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The agent can then choose to show or hide the price, add a title (optional) and add a virtual tour link

(optional).

Price, Title Lines, Virtual Tour, and Other Links

Do you want to display the price on this announcement?

Offered at: $550,000 ®* Show Price Hide

/Price

Title Lines (Optional):
Title Lines are a great way to market the property and draw attention to
the listing. Type in any Title Line you want in the boxes below. Examples:

Beautiful Tudor Home Fantastic Neighborhood!

MILS# 1234244 Call for Appointment
Title Line 1: |Completely Remodeled in a Max 25 characters
Title Line 2: IIG-reat School Districtl | Max 25 characters

Virtual Tour URL: www VirtualTourLinkGoesHere_ com

/I

Housing Trends eNewsletter

back next

\ /

Click NEXT or BACK to save any changes.
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The property description from the MLS can be edited at this point.

Property Comments

Video Tutorial Embed YouTube videos or Maps

AnnouncebMyl isting

Click here for full size viewing

Choose to display or hide property comments. '® Show Comments Hide Comments
You can edit the Property Comments below and save your changes when you click NEXT,

To reset the original MLS Property Remarks, click herg.

MOTE: This will erase any changes you made ko the text

BT e x, 2 | @ || i= &= E»w |lE & £ o0 B F

| | Mormal - - - k- A-IEH &5 @ 0O =
Completely remodeled home on a huge lot - this home is a dream come truel With mature landscaping in a huge
backyard, this caisis includes a pool and 10-person hot tub!

Ever detail has been carefully considered - the kitchen is amazing! It has commericial-grade appliances and even a trash
compact and a pot fillery

< »

Click NEXT or BACK to save any changes.
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This step creates an email clients can send to their contacts.

Thank youl

back

-

Client Version (Step 1 of 2)

Write Client Letter

Connect to Your Client's Contacts

Drive traffic to your listing while introducing YOU as the Agent of Choice.

This version of the Announcement is forwarded by your client to their friends
and family via email and on social networking sites like Facebook.

If you want to skip this step and NOT send a Client Version click here.

Client Letter to Their Friends
This is the section of the Announcement where your client can write their own
personal letter to their friends and family. This letter will appear ONLY on the
"Client Version" which your clients will send.

We pre-filled a default letter for you, but you can edit it below.

&] Source @ R B o | [ .
B I U = Xx, X2 @ iz = | W EE ==
Styles - Format - F - Size = v A~
Hi Everyonel!

We're moving! If you know anyone who may be interested in buying our home, please have them contact my Agent, Barb
Bach at 214.534.2846. Feel free to pass this announcement on to anyone you think may be interested. Please see the
property comments below and the pictures for more details.

Let my client edit this letter 2

Click NEXT or BACK to save any changes.

Lock the text

Your source for technical support and customer service!
Find us online at DFWRealEstate.com

ext

»
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When the client’s email address is entered, the system will generate an email to the client to walk
him/her through emailing the listing to contacts and posting the listing to social media.

Client Version (Step 2 of 2)

Send to My Client

Congratulations!
Your announcement is complete and ready to send to your client,

You must enter a client email address below if you want your client to
email their announcement to their contacts.

Client's email address: |UserManual@dfwre com

Do you want this e-mail address to appear on the announcement?
Show email address ® Hide email address

Additional client's email
address:

Do you want this e-mail address to appear on the announcement?
Show email address ® Hide email address

THIS IS FOR WEBMAIL USERS ONLY
If you use web-based email systems like Gmail, Yahoo, AOL
or Qutlook Web
Then please click here,

If you use an email program like OQutlook, then please click
the NEXT button.

You will send the email to your client when you click NEXT.

back next

\ /
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The next step creates an agent version of the letter.

Agent Version

Your source for technical support and customer service!
Find us online at DFWRealEstate.com

Connect to Your Past Clients, Prospects, and Social Contacts
Drive traffic to your listing while reconnecting with your sphere.

This version is designed to help you promote your listing to your contacts.
Send this version from YOU to your past clients, prospects, and peers in the
industry.

If you want to skip this step and NOT send an Agent Version click
here.

Your Comments on the Announcement
The text below will appear on your version of the Announcement!

E] Source (N - 88 &b | [ | A A
B I U X x2 @ == E Y w EE==e v B P
Styles = | | Normal =| N Font = 814 B+ = A~ B = @ O N
This one will go quickly — compeletely remodeled and priced to sell!l Ering your buyers because this
one shows beautifully!
]
{ y
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From here, the agent can preview the announcement and share it on social media, create embeddable

versions and share the announcement via HTML email.

Distribute the Agent Version

Share on Social Media

share this! 3 |
Preview the announcement. Then click the tisd button.

Embed in blogs, websites, and Contact Management Systems
You can embed the announcement in any website or program that allows
embeadded HTML code.

STEP 2: Copy this code and paste it into the

STEP 1: Choose width destination site. /

*' 1000 pixels <div align="center"><a
Actual size of the href="http://www.announcemymove . com/annou
announcement ncement.php?id=19802143&code=s014zn1KB"
target="_blank"><img
500 pixels src="http://www.announcemymove . com/announ
Hailf size of the cementThumbnail . php?
announcement

id=190082143&code=s0ldznlKB&src=embed”
width="1800" border="0" [»></a»</div>
200 pixels

\ Thumbnail size P
Share via HTML Email

We will send the HTML email version of the announcement to your inbox for
distribution. From your inbox, you can forward the announcement to your
contacts using your own contact management system or email program.

This is what the email will look like (image is reduced in size).

© 20000 5 A i LLC | omered by, Amnebl ] g o

The announcement email will be sent to your inbox when you click
NEXT.

ext
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Here is a sample of a resulting announcement

JUST LISTED s

Completely Remodeled in a

Great School District!
NTREIS TEST ONLY, TX 75228

f (i) &R

Click picture to view full size image
~11]2]13/4|5|6]7|8|9|10|11|12
[13]14]15]16 17|18 19|20 ~
pause shdeshow

Hi Everyone!

We're moving! If you know anyone who may be interested m buying our home, please have them contact my
Agent. Barb Bach Feel free to pass this announcement on to anyone you think may be interested.

Please see the property comments below and the pictures for more details.

Thank you!

Completely remodeled home on a huge lot - this home is a dream come true! With mature landscaping in a huge
backyard, this oaisis ncludes a pool and 10-person hot tub!

Ever detail has been carefully considered - the katchen 1s amazmng! It has commericial-grade appliances and
even a trash compact and a pot filler!
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Keyboxes on Listings

On the bottom right of the Agent Full Report, an agent can assign a keybox on his/her own listing.

Owner Name: TESTINA TEST
Seller Type: Individual(s)
Occupancy: Owner

+Hi=i 0

Clicking the plus sign brings up a dialog window.

SupraWEB
supra Management Website

A UTE Flos & Saesurty Cerrgurny

Assign Supra KeyBox

Listing Details

MLS#: 11614666 KeyBox Serial#: Log on to SupraWEB
Address: 5544 First Street Print Page

KeyBox Serial Number: |555443322

Shackle Code:

Once a keybox is assigned to a listing, other agents will be able to click on the View Supra Keybox
Settings icon and see the hours of operation for the keybox.

Owner Name: TESTINA TEST
Seller Type: Individual(s)
Gccpancy: Oowner

&
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The hours of operation for the keybox:

Listing Details

MLS#: 13005555 KeyBox Serial#: 55443322 Log on to SupraWEB
Address: 123 Main Print Page
Dallas, TX 75555

KeyBox Settings

KeyBox Access Hours

KeyBox Type: iBox
CBS Code Required: No Mon - Fri: 7:00 AM - 9:00 PM
Feedback: No Sat: 7:00 AM - 9:00 PM
Timed Access: Yes Sun: 7:00 AM - 9:00 PM

The listing agent will have more options.

Owner Name: TESTINA TEST
Seller Type: Individual(s)
QOcocupancy: Owner

=i =il

In addition to seeing the keybox hours, the listing agent can also see a list of agents who have opened
the box.

SupraWEB
sup7ra Management Website

A UTG Fiss & Sacurty Corpeery

Supra Showing Activity Report

Listing Details

MLS#: 13005555 KeyBox Serial#: 55443322 Log on to SupraWEB
Address: 123 Main Print Page
Dallas, TX 75555

Date Key Serial Keyholder Keyholder Phone Office Office Phone
5/27/2015 2:06:00 PM 12505 Grace Smith (972) 555-5555 Sunshine Real Estate (972) 444-5555
£/24/2015 1:37-00 PM 16111 Tom Jones (214) 555-5655 Lake Vista Properties (214) 4445555

Total Transactions: 9 A Back to Top
* The information in this repert shows the past 90 days of showing activity for keys that have performed an eSync with the Supra system.
For a complete history of keybox activity you may also read a keybox with your key.

Contact Supra Support Toll-Free at 877-693-6787 between 5:00 AM and 7:00 PM, Pacific Time
© 2011 UTC Fire & Security. All rights reserved
Privacy Policy - Website Terms & Conditions
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Additional Resources

Matrix Help

Throughout the system, the question mark icon (2] indicates available help screens.

Total Bedrooms

Street Name Street Type Unit # &

" B Matrix - Google Chrome

[3 matrix.ntreis.net/Matrix/Public/HelpErrorPopup.asp» @

 Beashelp

FS ..
Enter @ minimum amount, or a range.

|:I Do not include commas in your criteria.

Examples:

Entar 3 for 2 and more than 3.
* || Enter 2-5 for the range.

Use 2- for 2 and less than 3.

MetroTex Online Support

Find a wealth of information at the MetroTex Matrix Support page.

www.MyMetroTex.com/mls-support

The site includes:

The NTREIS Matrix User Manual
0 Download the latest version of the User Manual anytime.

Video Instruction
0 Designed to be brief and informative for busy agents, these training videos include
concise overviews of different parts of the system and MetroTex Matrix Minute clips for
one-minute explanations of frequently used functions.

MLS Product Support
0 Find information about all the products MetroTex supports including user manuals,

tutorials and helpdesk contact information.

NTREIS After-Hours Support

Answerlink (Matrix) National Helpdesk: 888-440-3687
Monday - Friday | 7:00 AM - 12:00 AM
Saturday - Sunday | 10:00 AM - 10:00 PM
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