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Navigation & Preferences

Navigating from one feature to another is very simple in Tempo.

iitp. &L D

MY TOOL= ADD / EDIT ZEARCH REFORT= FROSFECTS TAx FIRAMCIAL MEMEER IMFO

The Main Menu contains the names and icons associated with the functions that are available
in the Tempo MLS system. The functions that are currently available are:

My Tools: This icon provides access to the My Page and Add/Edit functions along with
miscellaneous permission-based functions and reports.

Add/Edit: This icon provides access to the Add/Edit listing, media and open house
functions.

Search: Click the Search icon to perform and create searches.

Reports: This icon allows you access to Statistics, Hot Sheets, Agent Reports, Open
House and CMA History reports.

Prospects: Click Prospects to create or view prospecting information.

Tax: Click Tax to search and view tax information.

Financial: Financial allows you to create financial worksheets.

Member Info: This icon allows you to access the MLS member roster and other MLS
information.

Home Icon: Returns the user back to the Tempo home page.

Envelope Icon: Allows the user to email technical support.

Question Mark Icon: Access to the on-line help manual.

Light Switch Icon: The log-off button.

To adjust/setup your system preferences, hover on My Tools, then click My Page.

4 Change Your Password

4 BEdit Media

4 Preferences

4 Change Your Default MLS Region

From My Page, you can reset your password at
any time, assign a Supra to your listing(s), view

+ Edit Open Houses CMA'’s that you have created via the CMA Wizard
4 Order Pictures and view information on violations assessed to
4 Assion Supra Keybox you or reported by you.

4 MyHar

J CMA History Click on Preferences to add your personal photo

if you choose. The photo appears on the Client
Gateway websites as well as the cover of a CMA.

4 Sidebar and Home Page Preferences Then, select Email Preferences from the left to
4 My Violations configure your signature, which will be used
4 Violations Reported By Me when emailing properties from within Tempo.
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Sidebar

The Sidebar is available from anywhere within Tempo and contains helpful content to make
your job easier. It is collapsible to preserve space. To open the Sidebar, click My Sidebar on
the left side of the screen and it will slide open. To minimize it, simply click My Sidebar again.

) Refrash. “ 8 Preferences

Realist Introductory Guide
MUD Band Information

MLS Area Map

MLS Listing Status Definitions
School Zone Finder

Image Resizer for Windows
32-bit

Image Resizer for Window
64-bit

Outlying County Tax Data
Water District Notices - Cle}
a5 MUD

£T3 and City Limits Map
Mud And Annexation Noticd
Walkthrough

‘Welcome Marilyn Maxwell

HARMLS News

December Tempo Updates

Effective Wednesday, December 3. the following items will be published to the TEMPO MLS System:

« Add/Edit: RES,CND,ACR,MUL,LND,HIR: ‘Financing Available” 'USDA Loan’ added as a new value
- Add/Edit: RES: ‘Exterior Descriptions”: 'Not Fenced' and 'Rooftop Deck' added as new values

« Add/Edit: ACR: 'Land Use Description’: 'Hunting' added as a new value

« AddIEdit: RNT: 'Property Type': 'Manufactured' added as a new value

« 'MUD Bond Information’ added as a new link under the Tax Icon in the Top Navigation Menu that points to
MUD Bond Information for the Greater Houston Area.

- Resolved scrolling error in Chrome browser that was occurring in Quick Search and Add/Edit

g‘;wreﬂerwes '
HARMLS Tech Support

MLS TECHNICAL SUPPORT:
1-877-805-7301

(M-F 8:30am-5:30pm, Sat/Sun 0:00am-3:00pm )
SUPRA TECHNICAL SUPPORT:
1-877-699-6787

(M-S 7am-opm)
ENEIGHBORHOODS/WYLDFYRE
SUPPORT: 1-800-240-4813

(M-F 3:00am-6:00pm)

TEXAS REAL ESTATE COMMISSION:
1-512-936-3000

(M-F 8:00am-5:00pm)

LEGAL SUPPORT HOTLINE:
1-800-873-9155

Useful Links

MLS Area Map
MLS Listing Status Definitions
T Einci

PFDF Print Driver

Metric Conversions

2/26[2015 2:59 PN

Flood Plain Determination
Registered Civic Associatiol
for Houston
Citrix for MAC
HAR.com
TREC Website
Data Input Sheets

S
My Solds in Last 6 Mos. (1]

6

2

3

10

2

3/26]2015 2:59 PM

Single-Family =7 iled in
Townhouse/Condo No new emailed reports
Lots

Multi-Family

Country Homes/Acreage
Mid/Hi-Rise Condo

Rentals

MLS Rules

MLS Rules and Regulations

Top MLS Rules to Remember  ~

3

Prospect Watch

MLS Links
|

i Refresh “nPreferences
MLS Links

Realist Introductory Guide
MUD Bond Information

MLS Area Map

MLS Listing Status Definitions
School Zone Finder

Image Resizer for Windows
32-hit

Image Resizer for Windows
64-hit

Outlying County Tax Data
Water District Notices - Clear
as MuD

ETJ and City Limits Map
Mud And Annexaticn Notices
Walkthrough

PDF Print Driver

Metric Conversions

Flood Plain Determination
Registered Civic Associations
for Housten

Citrix for MAC

HAR.com

TREC Website

Data Input Sheets
Single-Family
Townhouse/Condo

Lots

Multi-Family

Country Homes/Acreage
Mid/Hi-Rise Condo

Rentals

MLS Rules

MLS Rules and Regulations

Top MLS Rules to Remember  «

& & MY SIDEBAR = &

MLS Links are links to useful resources provided by the
MLS. The user cannot configure this area of the Sidebar.

My Links are links that the user can place in the Sidebar as
their own favorites. To configure My Links, use
the Preferences option.

Prospect Watch allows the user to view prospect listing
matches from searches and prospects they have already
configured within Tempo. The listing matches can be
viewed as either a Prospect Web Site or a Report.

Inventory Watch allows the user to view their inventory.
The type of inventory viewed can be configured with
the Preferences option.
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Performing a Quick Search

L
Quick Search allows users to search for listings that match specific criteria, (i.e. location, price,
number of bedrooms). The resulting information can be viewed in various types of reports.

@ | > U A OO R
: o A2 \ pis
\wraos  mposem  seamow  mersars  Proseeors rax rwenomL  weneen wo

single Family Townhouse/Condo | Lots | MultiFamily | Country Homes/Acreage | Mid/Hi-Rise Condo | Rentals | All |
View MLS Region Map
Region:| Houston M Search Now || Statistics || Download || Map || Search By Map | | Save as Custom || Clear Form
Location Property Information
[ MLS# | [ Area | [ Zip | [ KEY MAP © 2005 | [ Status |
Select Clear Min Max - ALL -
Enter MLS number (s) separsted by commas. Range Active )

Do not enter a space after the comma. View MLS Area Map i Option Pending

Pending Continue to Show -
Enter s Range or comma separated List
Contingent  (® N/A Yes ./ No
Strest Direction

begin Range  Ena Rangs AL ot tome e
P—
East Property by
North - o
Section # Subdi T Begin Range End Range
Seeat cear seieat cew
School District Locati
Beds
ey Geo Market Area Select Llear Full Baths
View Market Area Map
Half Baths
city Legal Subdivision Z e Sq. Foot
Brazoria Lot size
County ZDETVS:"‘DE:‘ Master Planned Community = R
Harris & #or
Garages
. Featwes | CAILS
Style Desc Room Desc Garage | Attached Garage
TR ERIEE s Detached Garage -
Colonial 1 Living Area SRS
Contemporary/Modem Breakfast Room neresge |0 Up To 114 Acre
English Den 114 Upto 1/2 Acre ~
French v Family Room =
®or O And O Nt ®or O And O Not S
Bedroom Desc | [ Lot Desc el NN Y R T
~ALL- ~ALL - pom
1 Bedroom Down, Net Master BR Airpark coom
1 Bedroom Up Cleared N &
2 Bedrooms Down Comer " SN LAY
2 Master Bedrooms - Cul-De-Sac ~ Construct
R e e e PricedatLot ® N/A O Yes () No
[ Interior Features | [ Waterfront Features :‘:E = R o
To run a Quick Search,
Step 1: Hover your cursor over the Search icon.
. . . . .
Step 2: Click Quick Search in the drop-down menu. The Quick Search screen will appear.

Step 3: Click a property type tab at the top of the screen. Note that you can use the All tab
to search across all property types.

Step 4: Fill in the fields that are applicable to the search and leave the remaining fields
blank. If the field is a text box, type your entries and separate each with a comma. To select
multiple items in a list box (such as Status), click the first item, then press and hold the CTRL key
while clicking each additional item.

Area

To narrow your quick search to a specific area or areas, type the number or numbers in the
Area text box. If you don’t know the number for the area(s), click the Select Area link, which
will open a window that lists both the name and number of each area. You can then select one
or more areas from this list. Note: Area is not a required field.

MLS# Area i KEY MAP @ 2005
Select Clear Min Max
Enter MLS numbar (s) separated by commas. Range
Do not enter a space after the comma View MLS Area Map =

Enter a Rangs or comma separated List.
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Property Information

| p— | Property Information

- The Property Information section down the right hand side of the

R Quick Search screen contains various criteria that can be searched
s TR T (e.g., List Price, Beds, Full Baths, etc.). You may search by any or
S all of these fields.
—
List Price eI e
B Status
Full Baths You can narrow your Quick Search according to the status of the
:"’:"“‘ property. (Status refers to a listing as being Active, Option
o Pending, Sold, etc.) To narrow the search criteria even more, you
o can enter other information such as a Sold Price, Closed Date, and
S Pending Date.
Sarage | Attached Garage
Less Detached Garage - .
A Range Fields

Ll LAvLE) You can use range fields to narrow your Quick Search results.

et SR @72 O e The boxes in the left-hand column of the Property
oo Information section are for minimum values. This column
- o 5 is labeled Begin Range.
S e The boxes in the right-hand column of the Property
e Information section are for maximum values. This column
e o B ButUndsr Canstncton is labeled End Range.
o e Place the mouse pointer in the appropriate box, click once
oo [roostandng 8 and then type in a number. Numbers can be entered in

either the Begin Range or End Range column, both
columns, or left blank.

Bagin Range End Range
Sold Price

¢ The more criteria you enter, the more focused the search
Pending Date
results will be......the fewer results you will get.

Closed Date

Wild Cards

Many common names/words may be spelled differently, making them difficult to find in a
search. For example, Oakwood may be spelled Oak Wood, Oakwoode, or Oakwoods. To make
sure the user does not miss a listing, Tempo uses wild cards. The wildcard, a % sign, is
automatically added to the end of most text, although it isn’t displayed. For example, if a user
types Oak, the system will find Oakwood, Oak Wood, Oakwoode, and Oak Woods, as well as
Oakdale and Oak Hills. On the other hand, if the user is not sure if they are looking for Perry
Street or Ferry Street, they must type in the % sign at the beginning of the word. Type %erry
and the system will find Perry, Ferry, Berry, Kerry, and Jerry Streets.

Tempo also allows a user to place an “=" sign after a text field, thereby limiting the search to
the exact word typed in without utilizing the wild card. For example, typing “Memorial=" would
find just the subdivision “memorial” without displaying Memorial Pines, Memorial Trace, etc.
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Negative Search

Tempo can perform a negative search to exclude certain listings. For example, if a client does not want
to look at properties in zip code 77532, he or she could enter -77532 in the Zip Code field. Multiple
items may be excluded by typing them into the box with a minus (-) sign in front of each, separated by
commas.

Entering Dates, Numbers, and Dollar Amounts
¢ When entering a date, separate the month, day, and year with the slash (/) that is located
beneath the question mark (?) on the keyboard.
e Do not put spaces or commas in numbers.
e Remember to use the number zero (0) and not the letter O.
e When entering dollar amounts, enter all zeros but no dollar signs, decimals points, or commas.

Search Now

The Search Now button on the Quick Search screen will display up to 250 listings in a line item
report. Tempo will sort the results by status first, then by list price (lowest to highest).

Search Results Page

Viewing Listings from Quick Search
To view the results of a Quick Search, click the Search Now button.

Quick Search results are listed in a one-line format. Click on the colored, underlined MLS number to
view the Agent Property Report for that listing. All listings can then be viewed by using the toolbar at
the top of that screen.

| Townhouse/Condo | Lots | Multi-Famil Country Homes/Acreage | Mid/Hi-Rise Condo Rentals | Al |
A4 Y g
Search Function
& v
Total number of properties found: 19 ‘ | ReviseSearch || Statistics ||__Printer Friendly | | .=
Click on MLS No. link to view one property
Number of properties displayed: 19 out of 250 maximum.
Tue, Mar 3. 2015 04:42 PM
Single-Family
Pic [ ST | TAX | PAR | AR Office Address VE isi Lot Size SF List Price LPISF KM__| ¥B | BR | Bth Sale Price DOM
x| A X |l TRNRO1  [2030 Tangley Ro [22) West Univers 5250 3852 $1,195,000 sa7 | sa28 |es |4 |20 2
12| A & x |7 DGTYO1  [3110 SUNSET BLY [+ Mcntic el 8030 272 51,198,000 sieo | s258 |a7 |3 | 48
29 | a ¥ x |7 TRNRO1  [5116 Charlotte -] West Univers 6825 asa7 51,349,000 5207 | s32c |os |5 | s 54
B A ¥ ¥y |7 GKPIDT  [poD4 Rice -] Rice Court 7430 4178 §1,485,000 5350 | 5328 o1 |4 |3 4
% | A . ¥ |17 JLARDT  [2374 Bolsover [~ Southampton 4577 3814 §1,538,000 se5 | sa¢c Joa |3 |3 16
2| A i ¥y |7 GKPIO1 2830 Robinhood [ Menticello 5085 4083 §1,584,570 5300 | 5328 oo |4 |3 4
2] A i x| KWHMO1  [2718 Nottingham [ Quenby Court 6300 43r? §1,799,000 san sac |15 | 4 | an 180
& [ A i ¥y |7 GKPIOT 2103 AMHERST [22) RICE COURT 6250 4252 51,850,000 sase | sa28 |15 |5 | sA 337
6| A i y |7 GKPIOT 2820 Quenby [+ Mcntic el 6090 413 $1,950,000 se2 | saB |15 |4 | an 137
6 | a i ¥ |7 TREED!  [3118 Sunset Bl -] Montic el 73t0 4830 52,125,000 sa39 | 5328 f1a |5 | a4z 129
1| a v Y |7 KWHMD1  [2321 Dunstan Ro -] Southampton 7360 5545 $2,269,000 5414 | s:2¢ [45 | 4 | 52 3
2] A ¥ ¥ |7 TRNRO1  [3116 University -] Rice Court 9375 5073 52,600,000 5435 | sam |15 |5 | 4 77
8| A v Yy |7 GKPIOT 2804 University [=] Rice Court 8935 8430 $2,790,000 533 | 5328 14| 4 | 52 217
2w |op | ¥ ¥y |7 GKPIO1 2720 Albans [ Evanston 780 4504 $1,650,000 sase | sac Jos |4 |an 10
s |op | ¥ ¥ |7 GKPIOT 2210 Sunset [22) Southampton 9750 38e2 $1,675,000 sa0 | sac |as |4 |20 12
12 |es | x ¥ |7 GKPIOT 3018 Nottingham [ Montic el 5250 3905 51,399,000 5358 | 5328 oo |4 |3 33
a|ps | ¥ ¥ | NLRED!  [3016 Rice Biv -] Rice Court A 5300 3711 51,499,000 sa3 | 5328 |1a |4 | an 87
2 |ps | ¥ v | TRNRO1  [3018 Georgetown -] West Univers 5250 4002 §1,675,000 sais | 5328 |15 | 4 | 3 7
3 |ps | ¥ de | [ DGTYD1 3103 Albans Rd -] Monticelo A 6875 4887 §1,849,500 s378 | 5328 |os |4 | 4 6
Results List Report
L]
| CheckAllListings | | Save Custom Search | Agent Full Report [ Wap
- - Agent Short Report
| NarowListings) | | PrinterFriendly | gent Full Photo Report [ Revise Search
E-mail Listing(s) | Statistics Buyer Full Repert | Custom Reports
L I J ) P
[ cwAWzad | [ Downoad | Buyer Full Report with RatePlug | oy, search Criteria
Buyer Full Photo Report -
Send to Prospect
Text Listings
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single Family | Townhouse/Condo | Lots | Multi-Family | Country Homes/Acreage

| To List << Prev |

[ Mid/Hi-Rise Condo
27 of 41 | Next >> | Select

Rentals | Al |

Agent Full v Print

County: Hartis

Tax Ace # 030.340.000-0006 Friced at Lot Value Only: No Also For Lezse: No
Area: 17 - Southwest Location: 104 - West University Place Mkt Area: West University/Southside Area KM: 532F
T T City: WEST UNIVERSITY Zip: 77005 - 3901

Sub: WEST UNIVERSITY PLACE Sec #:1 State: Texas
Master Planned Community: No/ Legal W 92.5Lt 6 Blk 19

Country: United States

SqFt: 5645/Builder Lot Size: 9250/ Survey ‘Vear Buil: 2014/Builder PAR: ¥
SchDist: 27 - Houston Elem: HISD Middle: HISD High: HISD
el e e ey amogrear

Office Information

L Listing Eroker. TRNRO1/Martha Tumer Sotheby's International Realty Office #: (713}520-1981 Ext:3230 Request an Appointment
Listing Agent BAERLILisa Baer Fax # (713)520.8628 Appt & (713)558-3207/0ffice
o Agdr: 50 Briar Hollow Ln Ste TOOW , Houston TX 77027 Office Web: http:/iwww.marthaturner.com Pl #: (713)562-9944
= Email: Ibaer@marthaturner.com Agent Web: http:/'www.har.com/lisabaer Cell Phone: (713)562-9944
u Alternate # (743)562-2662 /Assistant
B Description and Room Dimensions
X Style: Traditional # Stories: 2 Hew C YesTo Be C ] Buikier Name: Classic American # Bedrooms: 415
= Type: Free Standing ApproxComplete: 3/15/2015 00:00:00 Access #FBIHB: 51
i LotSize: 9250/Survey LotDim: 100x92.5 Acres: /0 Up To 1/4 Acre Utiity Rm: 12x8 Garage: 2Attached Garage
e Living: 14x14 Dining: 17x13 1st Bed: 18x16 4th Bed: 14x12 Carport: /
Den: 20x16 Kitchn: 17x15 2nd Bed: 14x12 Sth Bed FrnDocrFaces: West
Game Rm: 18x14 Brkfst 17x13 3rd Bed: 14x12 Gar/Car: Auto Garage Door Opener
Study: 16x11 ExtraRm: 10x6 i

Show: Accompany, Appointment Required
Agent Remarks: Incredible finishes & open flowing floor plan perfect for entertaining & joyful family living on amazing wide comer lot /choice Brompton block in heart of WU! Gracious formals/gourmet kitchen/ fabulous appliancesiopen to
huge breakfast & family rm views lovely yard/covered porch:fireplace & summer kitchen! Stately study down. Lavish master suite/spa bath/huge closets! Back 2ndary staircase to wonderful gamerm. Spacious bedrooms / direct bath
access. Lovely hdwds. Few blocks to Rice Village
Dir: Kirby to west on University, south on Brompton. Near charming shops & restaurants of Rice Village, TX Med center, Greenway Plaza, Galleria & Downtown.
Physical Property Destription - Public: Incredible finishes & open flowing floor plan perfect for entertaining & joyful family living on amazing wide comer ot /ehoice Brompton block in heart of WU! Gracious formals/gourmet kitchen/
fabulous appliancesiopen to huge breakfast & family rm views lovely yard/covered porch:fireplace & summer kitchen! Stately study down. Lavish master suite/spa bath/huge closets! Back 2ndary staircase to wonderful gamerm. Spacious
bedrooms / direct bath access. Lovely hdwds. Few blocks to Rice Village

Interior, Exterior, Utilities and Additional Information
Mic rowave: Yes Dishwasher: Yes Cmpctr: No Dispsk Yes Seplceltkr: Yes Oven: Convection Oven, Double Oven
Fireplace: 3/Gaslog Fireplace UtiRm: Utility Room 2nd Floor
Connext Electric Dryer C Gas Dryer C Washer C: Bedrooms: All Bedrooms Up
Energy: Ceiling Fans, Digital Program Thermostat, High-Efficiency HVAC, HVAC>13 SEER, Insulated Doors, Insulated/Low-E windows Rocms: Breakfast Room, Den, Formal Dining, Formal Living, Gameroom Up, Study/Library
Green/Energy Certifications:
Interior: 2 Staircases, Alarm System - Owned, Breakfast Bar, Central Vacuum, Fire/Smoke Alarm, High Ceiling, Island Kitchen, Refrigerator Included Flooring: Carpet, Marble Floors, Stone, Tile, Wood
Master Bath: Double Sinks, Master Bath + Separate Shower, WhirlpoolTub Prvt Pool: No/ AreaPool Yes
Exter Constr: Stucco Roof: Composition
Extr: Back Yard, Back Yard Fenced, Covered Patio/Deck, Outdoor Fireplace, Outdoor Kitchen, Sprinkler Systm, Subdivision Tennis Court Foundation: Slab on Builders Pier
Lot Desc: Corner, Subdivision Lot

Range: Gas Range

Countertops: Granite:

StSurf. Curbs Utiity Dist: No

Waterfront Features

B Geumasiisns *'-at Central Gas, Zoned Cool: Central Electric, Zoned Wir/Swr Public Sewer, Public Water
javascript:ShowDetail (26) Defects: No Known Defects %

The toolbar contains common activities for the page: To List, Prev (previous), Next, and Select.
¢ The Next and Prev buttons allow quick navigation through the list of search results
without going back to the search results page.

e Click the Select checkbox to mark the listing as being of interest. This has the same
effect as checking the select box next to the MLS number on the search results page.

¢ The To List button will return you to the previous screen and displays the search results
again.

e To print a report, click the To List button to go back to the line item results page and a
check will appear in the box to indicate that the listing is selected.

e The Check/Uncheck button on the left side of the Available Reports box will select or
deselect all of the listings.

e To display multiple reports on a single screen, select the listings, then click a report
name in the Report Functions box. (Report Functions is at the bottom of the search
results screen.) A separate window will open and display the listings in a single,
scrollable screen. To print these reports, right click on the report page and
select Print in the pop up box.
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Statistics

Valuable statistical information is available from the Quick Search screen as well as the Results

Grid. Once you have entered your search criteria/obtained your results, click the Statistics button to
view statistical data for the matching listings.

o g [ ; 1 ! .
e P 2. S

MeTOOLS  ADOCEDIT  SEARCH REPORTS  PROSPECTS TAx FINANGIAL  MEMEEFR INFO

nily | Country Homes/Acreage | Mid/Hi-Rise Condo | Rentals | aAll |

Search N Statistics || Dinload || Map || Search By Map | | Save as Custom || Clear Form |

Location
[ Area | [ Zip | [ KEY MAP © 2005 | [ Status |
Select Clear Min Maix - ALL -
T Active

(Quick Search view)

Lo menu 12U 12 Lo | W | VRESLUNVENS | = | I | e | e
| A | 47 | DGTY01 2103 Albans Rd | @ | Monticello A | 6875 | 4887 | 51,845,500 | 5378 | 532
Results List Functions Report Functions:
- )
| check All Listings | | Save Gustom Search | Agent Full Report Map
m = Agent Short Report = =
arrow Listing(s) Agent Full Photo Report evise Searc
| E-mail Listing(s) Statistics Buyer Full Report Custom Reports
CMA Wizard Buyer Full Report with RatePlug View Search Criteria
Buyer Full Phote Report -
| SendtoProspect |
(Results Grid View)
Statistics

A - 33 Properties Found
SqFt |Beds|| FB || HB |List Price LP/SqFt Sale Price |SP/SqFt|Adj. Sale Price||Ad). SP/SqFt|SP/LP % | DOM |CDOM [Year Built

Min 2272 3 2 |[ 0 || 1100000 | 265.12 0 0 0 0 0% 1 1 1920
Avg [|5017)4.15]4.18|[1.12]| 2353192 || 469.04 0 0 0 0 0% ||101.15)191.42 1985
Max |[9144) 5 6 || 2 || 6900000 | 890.21 0 0 0 0 0% 715 || 1834 2015
Median|4515/ 4 || 4 |[ 1 || 1899000 | 431.59 0 0 0 0 0% 41 54 2000

|OP - 3 Properties Found
SqFt Beds||[FB HB|[List Price|[LP/SqFt |Sale Price |SP/SqFt |Adj. Sale Price||Adj. SP/SqFt [SP/LP % |[DOM ||CDOM)|[Year Built

Min |3892| 4 | 2| 1 | 1650000 | 332.67 0 0 0 0 0% 10 10 1935
Avg |4500] 4 |[3 || 1 |[ 1663333 | 369.63 0 0 0 0 0% il 13 1976
Max |[5005( 4 |[4 | 1 |[1675000 | 43037 0 0 0 0 0% 14 14 2006
Median|4604| 4 || 3 || 1 || 1665000 | 35838 0 0 0 0 0% 12 12 1986

IP'S - 5 Properties Found
SqFt|Beds||[FB HB||List Price| LP/SqFt |Sale Price |SP/SqFt |Ad). Sale Price |Adj. SP/SqFt [SP/LP % |[DOM||CDOM [Year Built

Min |3711] 4 |3 | 1 ) 1399000 ) 34038 0 0 0 0 0% 6 6 1999
Avg ||4122) 4 |[3.6) 1 || 1564300 | 3793 0 0 0 0 0% 458 || 458 2009
Max |[4887| 4 |[4 | I || 1849500 | 41854 0 0 0 0 0% 96 96 2015
(Median|4002| 4 || 4 | 1 || 1499000 || 378.45 0 0 0 0 0% 33 33 2011

The results show the total number of listings found for each status and the minimum, average, and
maximum values for certain fields that have been selected by HAR.

e Click View Requested Listings to view a list of up to 250 listings.

e Click Revise and search again to either narrow or expand your search.

Downloading

The Download function may be found in various areas of the system, such as Quick Search, Custom
Search and Custom Reports.

The total number of properties that can be downloaded per download session is 1500. A user may
download all available fields in a text file, capable of being imported into numerous software programs
(e.g., Microsoft Word®, Excel®, etc.). Once you download the file, remember where you save it so you
can retrieve it later.
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Other Search Methods

The MLS Number Search allows the user to view specific MLS numbers in various ways.

To conduct an MLS number search, pause your cursor over the Search icon, then click MLS #
Search |n the dropdown list. The MLS number search screen will appear

& s d
5 L b P N
sssssssssssssssssssssssssssss Tax FINANGIAL  HEMBER INFO

MLS # search
MLS Number(s)

Enter MLS number (s) separated by commas_ D not enter a space after the comma
All property types will be searched.
|231358, 2584889, 589133 ‘

4

Yeu may enter & maximum of 04 properties separated by commas,
Click on the type of Available Report that you wish to display.

Available Reports:
Agent Full Report

| Map Agent Short Report
Agent Full Photo Report
Email Listing(s) Buyer Full Report Download
| S——————. - ¥ | e |
Buyer Full Report with RatePlug
Buyer Full Photo Report -||  ClearForm |
MECT Sofrware Copytight € Mekerlin, Tne. 1997-2015 Al Rights Resarved V3.0
Commch L5 D Coppign 335 301 Houne Ko o sece . Al s et

s:Eil HAT, SupportEpusl Help Dk
DATA NOT VERIFIED GUAR ANTESD BT MLS - o el FLAR ok otica to Bvyar o

Executing an MLS # Search

Step 1: Enter a valid MLS number. Users may enter more than one MLS number
(Maximum 99) at a time, separating them with commas.
Step 2: Select a report format from the Available Reports box or click E-mail

Listings, Download or Map.

Archive Search
To view the history of a property, select Archive Search from the Search option on the
Navigation bar.

Archive Search

You can research a property’s history by
I Street No. searching by MLS number or by street number
T ondo Street and address. If you search MLS number, you
o il Units will receive only the history of that specific
Country Homes/Acreage | S4bd MLS number. However, if you search street

C_'W number and address, you will get a complete

" it history for that property over the past 5

Date:

years. You may also conduct a Tax ID search

-
ax Dis) from the Archive Search screen. After you

Clear Form Search Now enter the information, click Search Now for
results.

TeMPCT S oftware Copyright © Marketling, Inc. 1007-2015 All Rights Resarved V3.0
Copyright: MLS Data Copyright € 2003-2015 Houston Feesltors Information 5ervice Inc. All Fights Fasen
Suggestions:Email HAR Support:Email Help Deck
DATA NOT VERIFIED/GUAFR ANTEED BY MLS - Obtain signed HAF. Broker MNotica to Buyer form
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Archive Report | Print | [Close |
Created on: Tuesday, March 3, 2015

6401 EROMPTON Cumulative Days On Market (CDOM): 663
Single Family Current Listing Days On Market (DOM): 154
ML 52 50443514
Field 0Old Value New Value
TRHRO1 BAERL | ListStatus act $2,825,000 1/01/2014 1
ML S# 17440728
Office Agent Field 0Oid Value New Value Price Date DOM
TRHRO1 baerd ListStatus | pend term 52,599,000 0W24/2014 T4
KMASD1* | JEFFJ* | ListStatus |op pend 52,599,000 0sM162014 s
KMASD1* JEFFJ* ListStatus act op 52,555 000 05182014 378
TRNRO1 baerl ListPrice 2525000 2595000 52,599,000 1000142013 151
TRHRO baer ListStatus act 52,525,000 05032013 1
ML $# 39637540
Office Agent Field Old Value New Value Price Date DOomM
nonmis* | nonmis* | ListStatus | psho closd 5925000 | 04/25/2013 1
nonmis* nonmis* ListStatus act psho S550,000 04/04/2013 17
TRHRO baer ListStatus act 5850,000 032062013 1
ML 52 51082544
Office Agent Field 0Oid Value New Value Price Date DOomM
KWSGO justind ListStatus with term 51,150,000 03/18/2013 87
KWSGIH justini ListStatus act with 51,150,000 03/18/2013 87
KWSGIH justini | ListPrice 1250000 1150000 £1,150,000 D221/2013 62
KWSGIM justinl | ListStatus act 1,250,000 12212012 1

*denotes the selling agent and office

TEMPCT Software Copyright @ Marketiinx, Inc. 1887-2015 All Rights Reserved V3.0
Copyright: MLS Data Copyright & 2003-2015 Houston Realtors Information Service,Inc. All Rights Reserved
Suggestions:Email HAR Support:Email Help Desk
DATA MOT VERIFIED/IGUARANTEED BY MLS - Obtain signed HAR Broker Motice to Buyer form

| Print | | Close |

The Property Archive Report (PAR) shows the full, true history of a property in MLS including
price changes, status changes and agent changes. The Days on Market (DOM) indicates how
long a property has had its current MLS number. Cumulative Days on Market (CDOM) indicates
the total number of days the property has been available in MLS. If a property has not sold, but
has gone off the market and come back on the market (T or X) and the gap between those
dates is not 6 months or longer, all the days it was available in MLS are counted in the CDOM.
Any time a property is in the Withdrawn status, it pauses the counter until the listing is
returned to an available status (A, OP or PS).
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Available Reports

L
A list of available, printable report formats is located on all search results screens. Use the
scroll bar at the right of the Available Reports box to access the formats not visible on the
screen.

e To view listing(s) in a particular format, click the desired report name. (The names of
the available reports will be displayed in a scroll box toward the center or bottom of the
search results screen.)

e To print a report, click the report name as described above. When the report opens,
right click in the report window and select Print in the pop up box.

The Available Report Formats are:
Agent Full Report - This report is a complete detail with a photo. It may contain agent-centric
or confidential information and should not be given the clients.

Agent Short Report - This report is a shorter version of the above.

Buyer Full Report - This is a complete detail page with a photo. This report does not include
Agent Remarks or confidential information and may be given to clients.

Buyer Full Photo Report -This report is the buyer full report that includes all photos associated
with the listing on a separate page following the report

Buyer Short Report - This is a shorter version of the above.

Buyer Half Report - This report displays two properties per page.

CMA Report - This report compares properties selected according to certain criteria.
CMA Buyer Report - This report compares properties selected according to certain criteria.

Line Item Report - gives the same information that is seen on the Search Results Page, but
allows printing without all of the navigation buttons.

No Photo Full Report - This is the same as the Agent Full Report without a picture.
No Photo Short Report - This report is a shorter version of the No Photo Report.

Archive Report - gives a complete history of a property in MLS, including fields that were
changed, what information was changed and who made the change.

Full reports display one listing per page; Short reports display three listings per page. Half
reports are two listings per page.
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Links in Reports

Text that is colored and underlined in reports are links to additional information. Click on these
links for more details. For example, if you click on an underlined address in a report, Tempo will
display that address on a map.

Link to Agent Information

Whenever you see an agent’s link in a listing report, you can click it to pull up that individual’s
information. The information may include a cell phone number, a web page or e-mail address,
etc. To print the information, right click anywhere on the agent information screen, then select
Print in the pop up box.

Pictures

When viewing a listing, click the picture to open a separate media page. If a listing has only one
picture, clicking that picture will open it at a higher resolution. However, if the listing has more
than one picture, all pictures will be displayed and you can click each one to see the larger
picture.

To return to the listing, click the Back to Details button. There may also be links to additional
media, virtual tours, or websites.

Email Listing(s)
You can manually email listings directly to a client from any search result using these steps:

Step 1: Select the listings in the search results.

Step 2: Click the Email Listing(s) button at the bottom of the screen. You do not have to
select a report format at this point since this option appears on the email form.

Step 3: Complete the email form.

Step 4: Select the report(s) to send, then click the Send Email button.

Email Opt-Out

Clients now have an “opt-out” option included in emails that they receive from agents. To opt
out, clients may click the blue underlined opt out link at the bottom of the email. If they click
this link, they will see the following screen:

When the client fills out this form and clicks the “I wish to Opt Out” button, Tempo will send a
confirmation email to that client. The client will not be opted out until he or she clicks the link
in the confirmation email.

An email is also sent to the agent when a client confirms that he or she wishes to opt out. From
that point forward, the agent will see a red symbol over that client’s envelope icon in the View
Prospect list.
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Additional Report Buttons

Uncheck All Listings - Deselect listings that have been previously been selected
Narrow Listings -Remove unchecked listings from search result page.

Email Listing(s) — Manually email preselected listings to client

CMA Wizard - Create a CMA with pre-selected listings from search result page.
Map -Map selected listings in separate window plotting each property.

Revise Search -Return to previous search criteria.

Custom Reports - Allows users to sort results with specific fields. Displays 1-liner report with
field defined by the user.

Save As Custom - Save search criteria from a Quick Search into a custom search; .link the saved
search to prospect.

Printer Friendly - List search result in separate window without MLS# links to reports. (This
report does not have the email feature).

Download - Download MLS numbers into text format for uploading into other software
programs.

Statistics -Create statistical report with minimum, average, maximum, and median results.

Page 13 Tempo™ Basic Course Handout — Revised Feb 2015

MMM



Financial Worksheets

The Financial section lists a variety of financial reports and calculators.

Seller’s Net Sheet
The Seller’s Net Sheet calculates estimated net proceeds by subtracting the seller’s equity from
the closing costs. To generate a Seller’s Net Sheet, go to Financial > Seller’s Net Sheet.

Do not use commas or dollar signs when entering dollar amounts. Click the Calculate button to
calculate the Sellers Net Sheet for that particular transaction. Click the “x” in the top, right-
hand corner to return to the previous page.

Click the Reset button to reset the form to its default entries. Click the “x” in the top, right-
hand corner to return to the previous page.

Buyer’s Worksheets
The Buyer’s Worksheet calculates the estimated net funds required to close a property. To
generate a Buyer’s Worksheets, go to Financial > Buyer’s Worksheets.

Do not use commas or dollar signs when entering dollar amounts. Click the Calculate button to
calculate the buyer’s closing costs for that particular transaction. Click on the “x” in the top,
right-hand corner to return to the previous page.

Click the Reset button to reset the form to its default entries.

Amortization Schedule

The Amortization Schedule summarizes monthly payments based on purchase price, down
payment, interest rate, and loan period. To generate an amortization schedule, go to Financial
> Amortization.

Do not use commas or dollar signs when entering dollar amounts. Click the Details button to
create a monthly detail report on payments. This report will show payment, principal, interest,
and balance per month for the duration of the loan. Click on the “x” in the top, right-hand
corner to return to the previous page.

Rent vs. Buy
The user can produce a Rent vs. Buy report, which shows the cost advantages of buying over
renting. To access this report, go to Financial > Rent vs. Buy.

Do not use commas or dollar signs when entering dollar amounts.
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Add/Edit Functions

The Add/Edit section is where listings are entered, edited and viewed. If there is no icon for
Add/Edit, the user does not have permission (access) to this section.

There are three sections within Add/Edit: View Menu, Property List and New Listings. To view
these sections, single-click the Add/Edit icon.
¢ View Menu - In this section, the user can view specific properties, choosing to view
either Listings by Agent, or Listings by MLS #.
e Property List - This page will display the results from the View Menu.
e New Listing - Users will be able to add new listings or edit existing ones from this page.

View Menu
To access the View Menu, single-click the Add/Edit icon.

The View by Agent section allows the user to view his or her own listings (or the listings of
agents he or she has been assigned to see). To view listings, select the agent’s name, the
appropriate statuses and property type(s), then click the Show Listings by Agent button. A line
item property list will appear that matches the criteria entered.

Note: Brokers have the option to view property information for anyone in their Brokerage. Office Assistants can
only view listings for members to whom they have been assigned. Users will only see their listings if they
have Add/Edit permissions.

The View by MLS Number(s) section allows the user to find a listing by entering the MLS
number(s) and clicking on the Show Listings by MLS Number button. The Property List page will
then display the requested listings.

Note: Listing results from the Show Listings by MLS Number will only appear if the logged-in user has editing
permissions for the agents who own those listings.

Property List
To access the Property List screen, click the Add/Edit icon, then click the Property List tab.

This page displays the search results that you specified on the View Menu tab. In other words,
if you ran an MLS Number Search or a Show Listings by Agent Search on the View Menu, those
results would appear on the Property List tab.

Checking the radio button next to a listing selects that listing for further action. Incomplete
listings do not have an MLS number assigned to them. However, an MLS number will be
assigned to the listing as soon as it becomes Active.

The buttons below the property list allow the user to complete certain tasks. Each task is
described below.
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Edit

If a listing on the Property List screen needs to be edited, check the radio button next to the
desired listing, then click the Edit button. The full listing form will be displayed, allowing the
user to modify most of the values for the listing.

This screen (as shown above) is the same whether completing a new listing or editing an
existing one. All listing edits are made on one page. Simply use the scroll bar on the right side
of the browser window to view additional fields.

To change or input information, do one of the following:
o clickin afield and type
o select a value from a drop down list, or
¢ click a radio button.

The fields in blue require information to be entered or selected.

e To access dropdown menus, click the down arrow next to the field.

e To move from one field to the next, press the Tab key on the keyboard.

e An error message may appear while you are entering data. (This will occur if the type of
information that you are entering is incorrect for that particular field.) If so, click OK in
the warning box that pops up and re-enter the correct type of information.

e When you have entered all of the information, choose either Save or Cancel.

e Click Save to save all of your new data without changing the listing’s status. For
example, an active listing will remain active and an incomplete listing will remain
incomplete.

e Click Cancel to discard any changes that you made to the listing. You will then be
returned to the property list.

o If the listing is in an incomplete status, selecting Save as Active will update the property

to active status and assign it an MLS Number. Note: The Save as Active option appears only
when entering or editing an incomplete listing.

Change Status/Price/Listing Agent
This feature allows the user to change the status or price of the listing. To access this feature,

select a listing on the Property List screen, then click the Change Status/Price/Listing Agent
button.

Note: The current status of the listing determines the future status to which the listing can be changed.
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Add/Edit Media
The Add/Edit Media feature allows users to add and edit pictures and URLs for their listings.

To access the media feature, select a listing on the Property List screen, then click the Add/Edit
Media button. Once the media page has opened, the user has the choice to edit pre-existing
media or add new pictures or URLs.
e To edit the media for a listing, select the item to be edited in the Current Media
List. Use the Move Up or Move Down buttons to rearrange the display order.
e Click Edit Selected Media to add or change a caption.
o Click Delete Selected Media to delete an item
o Click View Selected Media to display the media
o Click Set as Primary Photo to make the selected picture the primary photo for the
listing. (The primary photo will always be displayed on the Property Full Detail page).

To add media,

Step 1: Select a listing on the Property List screen.

Step 2: Click the Add/Edit Media button.

Step 3: Scroll down to the Add New Media section and select a media type.

Step 4: Click the Add New Media button.

Step 5: Use the Browse button to locate the picture or file, then double-click the file

name. Type in any captions, then click Submit. The picture will now be associated with the
listing. (For URL’s, enter the address in the box provided.)

You can also order pictures on-line for a fee. Simply click the Order Pictures button on the
Property List page and follow the steps.

Fax-in Documents
This feature enables you to attach media (usually documents) to a listing by fax.

Step 1: Select a listing on the Property List Screen.

Step 2: Click the Add/Edit Media button.

Step 3: Scroll down to the bottom of the page.

Step 4: Select Agent Only or Public Display.

Step 5: Click the Add New Media button.

Step 6: Type a title and description.

Step 7: Click the Create Cover Sheet button.

Step 8: Print the fax cover sheet that appears and make it the first page of your fax-

in document. Fax these pages to the 800 telephone number printed on the fax cover sheet.
Your document will then be converted to a PDF and will be available through your listing.
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Edit Open House

To edit open house information from the Property List screen, complete these steps:
Step 1: Select a listing.

Step 2: Click the Edit Open House button.

Step 3: Add or edit the information as necessary.

Print Preview
This feature displays a listing from the Property List screen as a No Photo Full Detail report. To
preview a listing in this format, complete the following steps:

Step 1: Select a listing from the Property List screen.
Step 2: Click the Print Preview button.
Copy

There may be times when you will list a property that had already been listed in the past. In
such cases, you can simply copy the previous listing to save time. However, your copied listing

will initially have an incomplete status. Note: Your MLS determines what fields will be copied. Also, you
can only copy listings that you have permission to edit.

To copy a listing from the Property List screen,
Step 1: Select the listing that you want to copy.
Step 2: Click the Copy button.

Delete Incomplete
Follow these steps to delete an incomplete listing (i.e., a listing that has not been assigned an
MLS number):

Step 1: Go to Add/Edit > View Menu, then search for the incomplete listing. The results
will open on the Property List tab.

Step 2: Select the incomplete listing.

Step 3: Click Delete Incomplete.

Assign Supra Keybox

This option, which is available on the Property List screen, allows you to assign Supra
Keybox information to a listing. To do so,

Step 1: Select the listing from the Property List tab.

Step 2: Click Assign Supra Keybox, then follow the onscreen instructions.

New Listing
Follow these steps to add a new listing:

Step 1: Click the Add/Edit icon.
Step 2: Click the New Listing tab.
Step 3: The new listing screen will appear with a short input form. A minimum amount of

information is required (i.e., blue fields) to save an incomplete listing.
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Step 4: When you have entered all of the information on the short form, you have three
options: Save and Continue, Save as Incomplete or Cancel.

e If you choose the Save as Incomplete option, your listing information will be saved and
the input screen will close. Saving the listing as incomplete will allow you to enter the
rest of the information for the listing at your convenience. Incomplete status listings do
not have an MLS number assigned to them and they cannot be viewed outside of
the Add/Edit area.

e If you choose the Save and Continue option, the entire listing input form will
appear. You may use this form to add more information and save the listing as
incomplete or to finish the form and save it as Active.

¢ The Cancel button will exit the screen and cancel all changes made to the listing.

¢ Tempo will prompt you if you have not entered required information or if you have
entered data with an incorrect format. A listing cannot be given active status until this
information has been entered.

Note: You can auto-populate various fields on the listing form by clicking an Auto-pop from Tax button.

How do | auto-populate property information from the tax system?

On the initial Add/Edit short form, select the County and input the Street Number and Name.
(Don’t use St., Dr., Cr., etc. after the name). You can also input the Tax ID or Owner’s Name and
click the Get Tax Data button. Your property’s tax record should display. If it is does not, you
can use a wider search criteria.

Once your property is located in the tax system, click the List It button. Tempo will then auto-
populate the property information into the listing input form.

If a tax record does not exist or cannot be found to auto-populate, what should |

enter in the Tax ID field?

If you know the Property’s Tax ID, enter it into the Tax ID field separated with dashes. (Example:
123-456-789-0123-456.) You can continue to add your listing without getting a violation notice
if the information is correct. If the property is a new parcel or has been subdivided recently, you
can use zeros for the Tax ID. (Example: 000-000-000-0000-000.)
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