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Navigation&Preferences

1 Navigation&Preferences

Navigating from one feature to anctheris very simple in Tempo.

MY TOoL= ADD / EDIT ZEARCH REFORTZE FROSFECTES FIMAMCIAL MEMEER IMNFO

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

e My Tools: This icon provides access to My Page along with administrative functions and
reports located under Head Broker Tools or Office Broker Tools.

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

e 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 within the Realist application.

Financial: Financial allows you to create financial worksheets.

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

information.

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

¢ Envelope Icon: Allows the user to email technical support.

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

e Light Switch Icon: The log-off button.

To adjust/setup your system preferences, hover on My Tools, then click My Page.
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4 Change Your Password
4 BEdit Media
4 EBEdit Open Houses

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

4 Order Pictures view CMA’s that you have created via the

& Assion Supra Kevbox CMA Wizard and view information on

4 MyHar violations assessed to you or reported by
you.

4 CMA History

4 Preferences Click on Preferences to add your personal

4 Change Your Default MLS Region photo. The photo appears on the cover of a
4 Sidebar and Home Page Preferences CMA Report created in CMA Wizard.

4 My Violations

. Then, select Email Preferences from the left
4 Violations Reported By Me

to configure your signature, which will be used
when emailing properties from within
Tempo.

2 Tempo Sidebar

The Sidebar is available from anywhere within Tempo and contains helpful content to make your
job easier. Itis 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.

- POV Y

Welcome Nathan Goble “Preferences
HARMLS News HARMLS Tech Support A A
Iffsl.’mk—% MLS TECHNICAL SUPPORT:
e e —— 1-877-805-7301
Realist Introductory Guide December Tempo Updates pra opm, Sat/Sun 9: <00pm)
MUD Bond Information _ _ SUPRA TECHNICAL SUPPORT:
Houston GIMS Portal Effective, Tuesday, December 1, the following items will be published to the TEMPO MLS System 1-877-699-6787
Houston Home Price Survey - (M-5 7am-9pm)
2015 « New Loan Amount, Amortized Years and Terms are no lenger required fields ENEIGHBORHOODS/WYLDFYRE
MLS Area Ma _ SUPPORT: 1-800-240-4813
MLS Listing Sgatus Definitions + Tax IDs with R in the value are no longer causing an error in the Tax link from a detail page (M-F 8:00am-6:00pm)
TEXAS REAL ESTATE COMMISSION:
e e indows - Lot Detail Pages now show bath the Lot Size/SF and Acres/SF bttt
32-bit (M-F 8:00am-5:00pm)
. o LEGAL SUPPORT HOTLINE:
\:;a;‘e'-rml)msmct Nofices - Clea « Corrected Custom Report Error with Listing Agent ID and Listing Office ID 1-800-873-9155
ETJ and City Limits Map . . | ;
Mud And Annexation Notice Broker License Number is now displayed along with Office Manager's name on the Office Roster detail page. M T
Walkthrough _ ._Buhlished undated schanl Erench and Tavola adred 1 list We will ha nuhlishi MLS Area bap
PDF Print Driver % Sea Inventory Watch TN Preferencs
Metric Conversions
Flood Plain Determination My Active Listings o
Registered Civic Association: Enter up to 99 MLS numbers separated by commas. My Pending Listings 0
for Houston My Expireds in Last 6 Mos. a
HAR.com
Image Resizer for Windows
64-bit Choose the report that you would like to display.
TREC Website
|Datatnputshess Available Reports:
single-Family Agent Full Report v
Townhouse/Condo
Lots 4 Display Report
Multi-Family
Country Homes/Acreage
Mid/Hi-Rise Condo
Rentals
MLS Rules v
MLS Rules and Requlations
Prospect Watch
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MLS Links |
¢ Refresh “iwPreferences

MLS Links
Realist Introductory Guide

ML f;iﬁ;‘;‘”ma”"" MLS Links are links to useful resources provided by the MLS. The

MLS Listing Status Definitions H H

gl zo e user cannot configure this area of the Sidebar.

Image Resizer for Windows

32-bit . . . . .

Image Resizer for Windows My Links are links that the user can place in the Sidebar as their

64-bit s H H

outtying County Tax Data own favorites. To configure My Links, use the Preferences option.

Water District Motices - Clear

as MuUD

ETJ and City Limits Map

Mud And Annexation Motices

Walkthrough

PDF Print Driver

Metric Conversions

Flood Plain Determination

Registered Civic Associations

for Houston

Ei;rri: for MAC Inventory Watch allows the user to view their inventory.
.Com . . .

TREC Website The type of inventory viewed can be configured with the

Data Input Sheets -

—me A Preferences option.

Townhouse/Condo

Lots

Multi-Family

Country Homes/Acreage

Mid/Hi-Rise Condo

Rentals

MLS Rules

MLS Rules and Regulations

Top MLS Rules to Remember

3 Add/ EditFunctions

The Add/Edit sectionis where listings are entered, edited and viewed. If there is noicon for Add/
Edit, the user does not have permission (access) to this section.

Prospect Watch allows the userto view prospect listing matches
from searches and prospects they have already configured within
Tempo. The listing matches can be viewed as eithera Prospect
Web Site ora Report.

4 & MY SIDEBAR = =

There are three sections within Add/Edit: View Menu, Property List and New Listing. 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 fromthe View Menu.
e New Listing - Users will be able toadd new listings or edit existing ones from this page.

3.1 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 assignedto 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.
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Note: Brokers have the option to view property information foranyone in their Brokerage. Office Assistantscan only
view listings for members to whom they have been assigned. Users will only seetheir listings if they

have Add/Edit permissions.

The View by MLS Number(s) section allows the userto 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 fomthe Show Listings by MILS Number willonly appear if the logged-in userhas editing
pemissions forthe agents who own thoselistings.

3.2  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 userto complete certain tasks. Eachtask is
described below.

3.3 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 onthe right side of the
browser window to view additional fields.

To change or input information, do one of the following:
e clickin a field and type
e selecta value froma drop down list, or
e clicka 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 eror message may appear while you are entering data. (This will occurif the type of
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information that you are entering is incorrect for that particular field.) If so, click OK in
the waming 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 ClickSaveto save all of your new data without changing the listing’s status. For
example, an active listing will remain active and anincomplete listing will remain

incomplete.

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

e |[fthelistingis in an incomplete status, selecting Save as Active will update the property

to active status and assign it an MLS Number. Note: TheSave as Activeoption appearsonly when
entering or editing an incomplete listing.

3.4 Change Status/Price/Listing Agent
|

This feature allows the userto 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 curent status of the listing determines the future status to which the listing can be changed.

3.5 Media Manager
|

The media manager enables you to add and edit media for your listings. The Images, Documents,
and Links tabs give you access to each type of media that you can add to a listing.

Images

Uploading Images

Before uploading images, check the format and file size requirements, as well as the number of
empty image slots remaining. This information appears on the media manager’s Images tab.

To upload an image for a listing:

1. From the media manager Images tab, click the Upload button [ ] to open a select file dialog.

2. Locate and select the files you want to upload. To upload multiple images, hold down the CTRL
key while selecting the files.

3. Click Open to upload the images to the media manager.

You can enter descriptions for the new images, and perform basic editing, such as rotating and
cropping; however, it is highly recommended to makes these edits prior to uploading the images
to the MLS.

Please note that at this point, the new images have not been uploaded to the system. They will
not actually be added to the listing until you click the Save button at the bottom of the media
manager. After clicking Save, you will no longer be able to crop or rotate the images, or adjust the
brightness and contrast. You will still be able to edit image descriptions.
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Reordering Images

The order in which media appears in the media manager is the same order in which media
appears on listing detail pages and reports.

To reorder images:

1. From the images list, place your cursor over the image you want to move.

2. Hold down the left mouse button.

3. Drag the image to its new location.

4. Release the mouse button.

5. Your changes will take effect when you click the Save button at the bottom of the media
manager.

Setting the Primary Image
In cases where only one listing image can be displayed, it is the primary image that appears.
To set an image as the primary image:

By dragging:
Drag the image to the top-left position in the images list. It will automatically become the listing’s
primary image.

From the Details tab:

1. Click an item in the images list to open its Details tab.

2. From the Details tab, click the Set as Primary button.

Editing an Image’s Description

To edit an image’s description:

1. Click an item in the images list to open its Details tab.

2. From the Details tab, edit the text in the Description box.

3. Your changes will take effect when you click the Save button at the bottom of the media
manager.

Deleting an Image

To delete an image:

1. Click anitem in the images list to open its Details tab.

2. Click the Delete Image button.

3. Your changes will take effect when you click the Save button at the bottom of the media
manager.

Before clicking Save, you can cancel the deletion by clicking the Restore button that appears over
the image you selected to delete.

Documents

Uploading Documents

Before uploading documents, check the format and file size requirements, as well as the number
of empty document slots remaining. This information appears on the media manager's
Documents tab.

To upload documents:
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1. From the media manager’s Documents tab, click the Upload Document button to open an add
document dialog. Required fields are marked with an asterisk (*).
2. Select a document type from the Type list.

3. Click the Browse button to open a select file dialog.
4. From the select file dialog, locate and select the document you want to upload.

5. Click Open to return to the add document dialog.
6. Enter a description for the document in the Description box.
7. Click the OK button to add the document to the media manager.

8. Click the Save button at the bottom of the media manager to upload the document to the
system.

Faxing In Documents

The document fax feature creates a cover sheet for you to use to fax documents into the system.
Before faxing in documents, check number of empty document slots remaining. This information
appears on the media manager's Documents tab.

To fax in a document:

1. From the media manager’s Documents tab, click the Fax Document button to open an add fax
dialog. Required fields are marked with an asterisk (*).

2. Select a document type from the Type list.
3. Type a document description in the Description box.

4. Click the Create Fax Cover Sheet button to generate a cover sheet, which will openinanew
browser window.

5. Print the cover sheet and follow the directions to fax a document into the system.

Generating a cover sheet adds a new item to the media manager’s document list. This item is

marked as pending until you fax in the document and the system successfully processes it.

Links

Adding Links

Before adding links, check number of empty link slots remaining. This information appears on the
media manager's Links tab.

To add a link:

1. From the media manager’s Links tab, click the Add Link button to open an add link dialog.

2. Select alink type from the Type list.

3. Type the link URL in the URL box. Do not include http:// or empty spaces at the end of the web
address.

4. If desired, type a description for the link in the Description box.
5. Click the OK button to add the link to the media manager.

6. Your changes will take effect when you click the Save button at the bottom of the media
manager.

Editing a Link’s Description
To edit a link’s description:
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1. Click anitem in the links list to open its Details tab.

2. From the Details tab, edit the text in the Description box.

3. Your changes will take effect when you click the Save button at the bottom of the media
manager.

Editing a Link’s URL

To edit a link’s URL:

1. Click anitem in the links list to open its Details tab.

2. From the Details tab, edit the text in the URL box. Do notinclude ? http://.

3. Your changes will take effect when you click the Save button at the bottom of the media
manager.

3.6 Add/Edit Open House

To edit open house information from the Property List screen, complete thes e steps:

Step 1: Select a listing.
Step 2: Click the Add/Edit Open House button.
Step 3: Add or edit the information as necessary.

3.7 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.
3.8 Copy

There may be times when you will lista 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: YourMLS 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.
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3.9 Delete Incomplete
|

Follow these steps to delete anincomplete listing (i.e., a listing that has not been assignedan 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.

NOTE: Incomplete listings will automatically be deleted by the system 30 days after they
have been created.

3.10 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.

3.11 New Listing
|

Follow these steps to add a new
listing: Step 1: Click the Add/Edit
icon. Step 2: Clickthe 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 anincomplete listing.

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 enterthe 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 |f you choose the Save and Continue option, the entire listing input form will
appear. Youmay use this form to add more information and save the listing as
incomplete or to finish the form and save itas Active.

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

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

3.12 Auto-Population

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
clickthe Auto-pop from Tax 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 Tax
ID. 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-.) You can continue to add your listing without getting a violation notice if the
information is comrect. If the propertyis a new parcel or has been recently subdivided, you canuse
zeros for the Tax ID. (Example: 000-000-000-0000.)

4 Quick Search

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.

®or O And O Not ® or O and O Not

To run a Quick Search,
Step 1: Hover your cursor over the Search icon.
Step 2:

Tempo Overview
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Region:| Houston v Search New || Statisties || Download || Map || Search By Map | | Save as Custom || Clear Form
Location Property Information
I MLS# | [ Area ] [ Zip l [ KEY MAP @ 2005 I Status |
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Enter MLS number (s) separated by commas. Range! Active
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1 Bedroom Up Cleared . == 3 =
2 Bedrooms Down Comer - Na L Yes o
2 Master Bedrooms - Cul-De-Sac - Construction
®0r © And O Not ®0r O and O Not :muﬂd:\m @ NA O Yes ONo
- e Only
[ Interior Features | [ Waterfront Features 2 T -

Click Quick Search in the drop-down menu. The Quick Search screen will appear.
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Step 3: Click a property type tab at the top of the screen. Note that you can use the All tab
to searchacross all property types.
Step 4: Fill in the fields that are applicable to the search and leave the remaining fields

blank. If the fieldis a text box, type your entries and separate each witha 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.

4.1 Geo Market Area

To nammow your quick search to a specific area or areas, type the value in the Area textbox. If
you don’t know the value for the geo market area(s), click the Select Geo Market Area link,
which will open a window that lists both the name of each geo marketarea. You canthen select

one or more areas fromthis list. Click OK to apply the selected values.
Note: Geo MarketArea is a required field and is system generated based on the map location of the property.

Geo Market Area Select

View Market Area Map |AL| EF

4.2  Property Information

The Property Information section down the right hand side of the Quick Search screen contains various
criteria that can be searched (e.g., List Price, Beds, Full Baths, etc.). Youmay searchby any or all of
these fields.
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Property Information

I Status |

AL Status

B You can narrow your Quick Search according to the status of the
Contingent ® XA Ve Ns property. (Status refers to a listing as being Active, Option
sy Pending, Sold, etc.) To narrow the search criteria even more, you
fitiy can enter other information such as a Sold Price, Closed Date, and
Ustpree  CNESRE o e Pending Date.
e
B Range Fields
You can use range fields to narrow your Quick Search results.
g e The boxes inthe left-hand column of the
. Property Information section are for
= minimumvalues. This column is labeled
Des ?izi h_ed Garage ¥ Begln Ra,m.
I e The boxes inthe right-hand column of the
" Property Information section are for
T R o maximum values. This column is labeled
End Range.
wl e Place the mouse pointer in the appropriate
N box, click once and thentype in a number.
et Numbers can be enteredin eitherthe
Desorpton |10 B Bull/Under Construction Begin Range or End Range column, both
e OV columns, or left blank.
o e e The more criteria you enter, the more
focused the search results will be......the

B e fewer results you will get.

Sold Price
Pending Date
SPISF
Closed Date

4.3 Wild Cards

Many common names/words may be spelled differently, making them difficult to findina 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. Onthe other hand, if the useris notsure if they are looking for Perry Street or Ferry Street,
they must type in the % sign at the beginning of the word. Type %eny and the system will find
Perry, Ferry, Berry, Kerry, and Jerry Streets.
Tempo also allows a user to place an "=" sign aftera 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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4.4 Negative Search
|

Tempo can performa negative searchto exclude certainlistings. Forexample, if a client does notwant
to look at propertiesin zip code 77532, he or she could enter -77532 in the Zip Code field. Multiple
items may be exduded by typingthem into the box with a minus(-) sign in front of each, separated by
commas.

4.5 Entering Dates, Numbers, and Dollar Amounts
|

e  When enteringa date, separate the month, day,and year with the slash (/) thatis
located beneaththe questionmark (?) on the keyboard.
e Do notput spacesor commasin numbers.
e Remember to use the number zero (0) and not the letter O.
e When enteringdollaramounts, enter all zeros but no dollar signs, decimals points, or commas.

4.6 Search Now
|

The Search Now button on the Quick Search screenwill display upto 250 listings ina line item
report. Tempo will sort the results by status first, then by list price (lowestto highest).
Search Results Page

4.7 Viewing Listings from Quick Search
|

Toview the results of a Quick Search, dick the Search Now button.
Quick Search resultsare listed in a one-line format. Click on the colored, underlined MLS numberto

view the Agent Property Report for that listing. All listings can then be viewed by usingthe toolbarat
the top of thatscreen.
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e

MYTOOLS  ROD/EDIT  SEARSH  REPORTS  PROSPECTS Thx FINANGIAL  MEMEER INFO

i
single Family | Townhouse/Condo | Lots | Multi-Family | Country Homes/Acreage | Mid/Hi-Rise Condo | Rentals | All |

Search Functions

‘ Revise Search || Statistics H Printer Friendly |E|

Total number of properties found: 14
Click on MLS No. link to view one property
Number of properties displayed: 14 out of 250 maximum_

Fri, Feb 5, 2016 11:03 AM

RES mﬁc ST | TAX| PAR [AR| Office Address VE e o Lot Size SF List Price LPISF | KM _[YB|BR] Bth | Sale Price | DOM
1 W7 ssssros 24 | A | ¥ | ¥ |17 | cKkPID1  |3224 University [ West Univers 11250 | 6360 52,850,000 s445 | 5328 fo1|s | 3
2 W avrseazs g |a | ¥ | v |17| TRNRO1  |pd28 vanderit [ West Univers 20000 | 6085 53,100,000 ss09 | saF [es |5 |an 7%
3 W sis3s405 31| a [ v | ¥ |17 mvcrot 6330 vandemin [~-] Vst Univers. 20000 | 5388 $3,348,000% 3621 36 |5 |6n 217
4 W ssosssio 2 | A | ¥ | x |47 | TRNRO1 6535 Bufislo Sp [~ West Univers 20000 | 832 53,385,000 sas | sar [ae |5 |an Lt
5 W1 32408837 22| A | x | x |17 | peTve1  |[1658 Horh Blvd @ Edgemont Add 19342 | 6208 53,975,000° se40 | 4saz [3s |4 |sn a0z
6 M1 37see0e 2 | A [ x | x |47 | TRNRO1 1506 North Boul @ Broadatres 42625 | 4817 54,100,000 ses1 | 4saz [3s |4 |an 517
M| 7 IO s 13| a [ v [ ¥ [17]| TRNRo1T |18 Amherstst @ West Univers. 15000 | 6805 54,195,000 se3s | 5328 [18 |5 |se 85
| 8 |0 s27ies 2a | a [ ¥ | ¥ |17| wrexor  |i60s Worth Blva [-=:] EDGEMONT 15000 | ses1 $4,200,000 sags | 4oz [a25 |4 |en 3sg
E s W so70e2e2 s | A | ¥ | ¥ |17 | xwemot  [p115 Wroxdon Rd [ Southhampton 12000 | 7ega $4,500,000 sss4 | san os |5 |2 59
2 10 W 50300408 oa | A | ¥ 17 | peTver 1323 NORTH BOUL [ BROADACRES are0 | 5784 §4,950,000% ssss | 4ozw [27 [ 3 |an 198
[ | 11 IO sroories 2| A | ¥ | ¥ |17 | BHRED1 |[1324 South Boul -] Broadatres ar60 | 7095 $5,500,000 seat | 4eaw [25 [ 4 |an &7
12 W] gaseses 24 | A | ¥ | x |47 | TRNRO1 |[1412 North Boul [-:] Broadatres 40460 | 7306 56,750,000 s923 | a2z (37 |5 |s2 109
13 W1 73801248 2| A [ v | ¥ |47 | socoot [Lonfellow [ Shadyside 75000 | 12808 | 318,000,000 51,405 215 |53 229
14 W1 36810014 26 |op | ¥ | ¥ |17 | DGTYD1 |17 ShadowLaw [ Shadowlawn 22385 | 6222 53,995,000 sed2 | s33a [28 |5 |4 12
T el
Results List Functions Report Functions

|__checkailListings | [ save Custom Searcn | Agent Full Report Map
Agent Short Report ~
| Narrow Listing(s) | ‘ Printer Friendly ‘ Agent Full Photo Report Revise Search
i = By Ful oot
I E-mail Listing(s) I } Statistics ‘ Buyer Full Report with RatePlug v Custom Reports

CMA Wizard Download | Buyer Full Photo Report View Search Criteria

Send to Prospect
Text Listings

Single Family | Townhouse/Condo | Lots | Multi-Family | Country Homes/Acreage | Mid/Hi-Rise Condo | Rentals | All |

To List << Prev 5 of 14 Next »> [ ] Select [Agent Full V][ print |

E— — S—
Single-Family ML # 33426637 Status: A LP:$3,875,000° LRISF: $640.20

County: Harris Tax Acc # 053-035-000-0001 Priced at Lot \alue Only: No Also For Lease: No
Area: 17 - Southwest Location: 41 - Houston Mkt Area: Rice/Museum District KM: 4922

A 1659 North Blud & City: Houston Zip: 77006 - 6329

Sub: Edgemont Add sec#0 State: Texas. Country: United States
Master Planned Commurity: Nof Legal: LT 1 & TR 2A BLK 3 EDGEMONT DOM: 302

SqFt: 6209/Appraisal District Lot Size: 19942/Appraisal District ‘ear Built: 1935/Appraisal District PAR Y

SchDist: 27 - Houston Elem: POE ELEMENTARY SCHO Middle: LANIER MIDDLE SCHOO High: LAMAR HIGH SCHOOL (

" » F SCHOOL INFO 18 COMPUTER GEMERATED AND MAY NOT BE CURRENT. BUYER MUST ¥ VERIFY LMENT.
€32 /Docs Photo Gallery (R AT

Office Information
ing Broker: DGTY01/John Daugherty, REALTORS Office #: (713)626-3930 Ext6899 Request an Appoi @FJ

» isting Agent: wetmore/Kathleen Wetmore Fax # (713)963-9588 Appt & (713)561-6700/0ffice ]
» Addr: 520 Post Oak Bivd FI 6, Houston TX 77027 Office Web: http:/www.johndsugherty.com FM# ﬁ
o Email: kathyw@johndaugherty.com Agent Web: http://wwew.har.comikathywetmore Cell Phone: =
s Licensed Supervisor Alternate # (713)626-3930 /Assistant
& Description and Room Dimensions
2 Style: Traditional # Stories: 3 New Construction: No/ Builder Name: # Bedrooms: 4/
X Type: Free Standing ApproxComplete: Access #FBIHB: 51
= LoiDim Acres: 1114 Up to 112 Acre Family Rm Utility R Garage: 3Detached Garage
» Living: 24x16 Dining: 17x16 1st Bed: 24x12 4th Bed: 14x12 Camport: /
* Den: 20x16 Kitzhn: 19x12 2nd Bed: 14x13 5th Bed FimiDoorFaces: North

Game Rm: Brifst 3rd Bed: 18x12 GariCar: Auto Garage Door Opener

Study: 14x10 ExtraRm Media: Show: Accompany, Appointment Required

Agent Remarks: Classic Hiram Salisbury English Tudor situsted on large corner lot. Renovated & expanded by current owners in 2002, Many beautiful reclaimed features. Addition of spacious family room and elegant master suite.
Study down with full bath. Large size kitchen. 3rd floor with full bath. Hardwoods featured in full quarters. Basement for wine storage.
Dir: $E comer of Dunlavy and North Bivd.
Physical Property Destription - Public: Classic Hiram Salisbury English Tudor situated on large corner lot. Renovated & expanded by current owners in 2002. Many beautiful reclaimed features. Addition of spacious family room and
clegant master suite. Study down with full bath. Family size kitchen with breakfast area. 3rd floor with full bath. Hardwoods featured in full quarters. Basement for wine storage.
Interior, Exterior, Utilities and Additional Information
S

Microwave: Yes Dishwasher: Yes Cmpctr: No Dispsl: Yes eplcehikr Yes Oven: Double Oven, Electric Oven Range: Gas Range
Fireplace: 2Wood Burning Fireplace UtilRm: Utility Room 2nd Floor
Gonnect: Electric Dryer Ci Gas Dryer C: ions, Washer C i Bedrooms: All Bedrooms Up, Master Bed - 2nd Floor

Energy: Attic Vents, Digital Program Thermostat, Insulated/Low-E windows, Insulation - Batt, North/South Exposure EDD‘:H':) D;L'am_'i'g‘::'"‘"g‘ Formal Living, Garage Apartment, Kitchen/Dining
Green/Energy Cerfiications
Interior: Alarm System - Owned, Drapes/Curtains/Window Cover, Dryer Included, Fire/Smoke Alarm, High Ceiling, Island Kitchen, Refrigerator

Inciudeod, Washer nchuded, Wet Bar Flooring: Carpet, Marble Floors, Tile, Wood  Countertops: Granite

Master Bath: Double Sinks, Master Bath + Separate Shower Prvt Pool: Nof AreaPool: No

Escter Constr: Brick & Wood Roof: Composition

Exir: Back Yard, Back Yard Fenced, Detached Gar. Apt./Quarters, Fully Fenced, Patio/Deck, Sprinkler System Foundation: Pier & Beam, Slab

Lot Desc: Corner, Subdivision Lot St Surf: Asphalt, Curbs Utility Dist: No

Waterfront Features.

Golf Course Name. Heat. Central Gas, Zoned Gool: Central Electric, Zoned WiriSwr Public Sewer, Public Water
Deed Historic Defects: No Known Defects, Seller's Disclosure Attached, Treated

Ricclneiras. Sallare Nierlnarra Evelisinne: Saa

The toolbar contains common activities for the page: To List, Prev (previous), Next, and Select.
e The Next and Prev buttons allow quick navigation through the list of search results
without going back to the search results page.
e Clickthe 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.
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e The To List button will retum you to the previous screen and displays the search results
again.

e To printa report, click the To List button to go back to the line item results page and a
check will appearin 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 inthe Report Functions box. (Report Functionsis 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.

5 Available Reports

Alist 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 onthe screen.

e Toview 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 printa 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 reportis a complete detail with a photo. It contains agent-centric or
confidential information and should not be given the clients.

Agent Short Report - This reportis 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 reportis 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 thatis seen on the Search Results Page, but allows
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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 reportis 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.

5.1 Linksin Reports

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

5.2 Link to Agent Information
|

Whenever you see an agent’s link in a listing report, you can clickit 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.

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

5.4  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 resullts.

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

5.5 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 "l 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 inthe View
Prospect list.

5.6 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

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

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

5.7 Statistics
|

Valuable statistical informationis available fromthe Quick Search screen as well as the Results
Grid. Once you have entered your search criteria/obtained your results, dick the Statistics buttonto view
statistical data for the matchinglistings.

& F - ; f; . = 5
wnhi moim  sey b ;i‘:’;ﬂ T e, s EON Y
nily [ E‘uur‘n‘t‘rv Hum:‘a‘s/ AI‘:I‘E;QE : I: .Mid/' Hi-Rise l;um:l‘u [ Rentals [ AII“"|
Search Now]| Download J‘ Map Search By Map | [ Save as Custom || Clear Form
Property Information
I Area J I Zip | [ KEY MAP © 2005 J I Status |
Selact Claar Min Max -~ ALL - s
Range! Active
(Quick Search view)
[ L 15U 1 U g | w | wresLUmvErs | 2w e | 2o | 0=
| N | IF | DGTYO1 3103 Albens Rd | @ | Monticello A 6875 | 4887 | 51,848,500 | 5378 | 532
Results List Functi Report Functions - =
| Check Al Listings | | Save Gustom Search | |Agent Full Report Map |
r | e Agent Short Report |
L Narrow Listing(s) | . Agent Full Photo Report Revise Search |
| E-mail Listingis) | | Statistics Buyer Full Report Custom Reports |
r Buyer Full Report with RatePlu |
| cwawzas Buyer Ful Ph;o sl 9 _| [[ViewSearen Criteria |
| Send to Prospect
(Results Grid View)
Statistics
A - 33 Properties Found
ISqFt|(Beds | FB | HB ||List Price |LP/SqFt |Sale Price|SP/SqFt |Adj. Sale Price|Adj. SP/SqFt |SP/LP % |DOM |[CDOM Year Built
Min |[2272( 3 2 || 0 |l 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% (101.15191.42 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
ISqFt|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% 12 12 1976
Max (5005 4 | 4| 1] 1675000  430.37 0 0 0 0 0% 14 14 2006
Median|4604| 4 || 3 | 1 || 1665000 | 358.38 0 0 0 0 0% 12 12 1986

PS - 5 Properties Found
ISqFt|Beds FB [HB|[List Price LP/SqFt |Sale Price |SP/SqFt Adj. Sale Price||Adj. SP/SqFt|SP/LP %/|[DOM)||CDOM|Year Built
1
1
1
1

Min (3711)| 4 || 3 1399000 || 340.8 0 0 0 0 0% 6 6 1999
1564300 || 3795
1849500 || 418.54
1499000 || 378 45

0 0 0 0% 458 | 458 2009
0 0 0 0% 96 96 2015
0 [¢] 0 0% 33 33 2011

Avg |[4122]] 4 |36
Max [[4887] 4 |[4
Median|[1002] 4 |[4

[=JIE=3IE=]

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

e (lick View Requested Listings to view a list of upto 250 listings.

o  (lick Revise and search againto either narrow or expandyour search.
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5.8 Downloading

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

The total number of properties that can be downloaded per downloadis 1500. A usermay 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, ememberwhere you save it soyou can
retrieve it later.

6 Other Search Options

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

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

MLS # Search |

Enter MLS number (s) separated by commas. Do not enter a space after the comma
Al property types will be searched.
231358, 2584889, 589]35‘

4

You may snter & mamum of 89 proparies separated by commas.
Click on the type of Available Report that you wish to display

___Available Reports:
Agent Full Repert =

Map Agent Shert Report
Agent Full Phote Report
Email Listing(s) Buyer Full Report Download
Buyer Full Report with RatePlug | .
Buyer Full Photo Report - Clear Form

TEMPCT Softwars Copyright © Marketlin, Inc. 1097-2015 ALl Rights Raserved 13.0
Copyright: MLS Data Copyright € 2003-2015 Housten Realtors Infomuation Servica nc. All Rights Resarved
Sugeestions Eil HAR, Support:Emal Halp Desk
'DATA NOT VERIFIED GUARANTEED B MLS - Obtain signed FAR. Basker Notice o Buyar for

6.1  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.

6.2 Archive Search

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

Property Type

Street Mo.
Single-Family R
Townhouse/Conde Street
Lots Unit#
Multi-Family
Country Homes/Acreage ~ Subd
City
Mis Number(s) Zip
Activity
" Date:

Search Now

TEMPCT Software Copyright & Marketlink, Inc. 1907-2015 All Rights Feserved V3.0
Copyright: MLS Data Copyright & 2003-2015 Houston Fesltors Information Service Inc. All Rights Fesen
Suggestions:Email HAP. Support:Email Halp Deck
DATA NOT VERIFIED'GUAF ANTEED BY MLS - Obtain signed HAFR. Broker Notice to Buyer form

Tempo Overview

You can research a property’s history by
searching by MLS number or by street
number and address. If you search MLS
number, you will receive only the history of
that specific MLS number. However, if you
search street number and address, you will
geta complete history for that property
over the past 15

years. Youmay also conducta Tax ID
search from the Archive Search screen.
Afteryou enter the information, click
Search Now for results.
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Archive Report Prnt | | Close |
Created on: Tuesday, March 3, 2015

6401 BROMPTON Cumulative Days On Market (CDOM): 663
Single Family Current Listing Days On Market (DOM): 154
ML S 50443514

0id Value New Value

TEMRO1 BAERL | ListStatus act 52,825,000 10/01/2014 1

ML 5% 17440728

Office Agent Field Oid Value New Value Price Date oM
TRMRO1 baerl ListStatus pend term 52,599,000 05/24/2014 74
KiMAS01* JEFFJ* | ListStatus op pend 52,595,000 0EMe/2014 are
KMASDT* JEFFJ* | ListStatus act op 52,595,000 05M16/2014 aTe
TEMRO1 baerl ListPrice 2525000 2595000 52,595,000 10/01/2013 151
TRMRO1 baerl ListStatus act 52,525,000 05/03/2013 1

ML 5% 38637540

Office Agent Field Oid Value  New Value Price Date DOM
nonmis* | nonmis* | ListStatus | psho closd 5925000 |o4nsizois |11
nonmis* | ponmis® | ListStatus | act psho 5050000 | 04042013 (47
TRNRO1 | baerl ListStatus act $950,000 | 03/20/2013 (1

ML 5# 51082544

Office  Agent Field Oid Value  New Value Price Date DOM
KWSGO1 | justini | ListStastus | with term 51,150,000  |03M8/2013 |87
KWSGD1 | justint | ListStatus | act with $1,150,000 |0318/2013 (87
KWSGOD1 | justinl | ListPrice 1250000 1150000 £1150,000 |0221/2013  |e2
KWSGD1 | justinl | ListStatus act $1250,000 |12212012 (1

*denotes the seliing agent and office

TEMPC Software Copyright € Marketliny, Inc. 1887-2015 All Rights Reserved V3.0
Copyright: MLS Data Copyright 8 2003-2015 Houston Realtors Information Service,Inc. All Rights Reserved
Suggesfions:Email HAR  Support:Email Help Desk
DATA MOT VERIFIED/GUARANTEED BY MLS - Obtain signed HAR Broker Motice to Buyer form

| Pt | [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 (183 days) or longer, all the days itwas available in MLS are countedin the
CDOM. Any time a property is notin the Active status, it pauses the DOM counter until the listing
retums to the Active status.

6.3 Open House Search
|

To search for open house information,
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Other

Search Options

Step 1: Go to Reports > Open House.

Step 2: Input your search criteria making sure to specify Broker, Public or No Preference

! [@ HARMembers Only % ’ [@ Tempo *x (@ HARelp x( # Workspace Login x‘l Client Experience Ratir x‘-‘ Houston Real estate, |- x‘l] Delete a header or foo. "M
€« C N | [3 chrome-extension://hel 71jbfgie;mjfkfjpbkbammjbde radd/nhchtm#uri= http://www.harmls.com/default.aspx?showStartPage=true w a6 @ =
2 Apps [ Pinlt |G] Marilyn Maxwell - ... [ hardotcom’s Chann... 4 Professional Develo.. (@ Closet [ Sign in to Office 365 B Microsoft Safety Sca.. [ Imported [ 2-18-15 (7 DocuSign [ Other bookmarks

|@] Address: [itipAwww.harmi asp ge= r RiEe =]
S

Open House Search =
Search Criteria Search Results
Current Criteria Search Form Search Map
I‘;E:[”"“’“SEDEE"‘NWHW Property Type: | Single Family Open House [] Search: | Defaut Single Famiy Gpen House
Open House Date . o &l [+ | Quick Pick
- - e =
[ WMarch 2015 o 'i«!vﬁg Yy !E.ﬂ
Open House Type - ———
Ares = A
e ne . -] s 3 10 11 12 13 14
List Price From:
18| 18] [a7][ 18| [ 18][ 20/ 21
Location 3} 22 23 24| 25 20 27 8
/25 2 &
Subdivision e th
KeyMap Starts with
Bedroom Nurmber From: To:
Bathroom Humber From: To:
Listing Office ID Starts with
Refreshments E2]
Count
[T e i Add Fields &) Remove Fields i Move Field Up 4 Move Field Down % Clear Form
~ o
-y Search b Map Results Save Search
» o

Note: Theplus and minus optionsallow you to expand and collapse sections.

You may enter date ranges by using the calendar (click the calendaricon) or Quick Pick menu.
Step 3: Click the Search button in the lower left of the screen to run the search.

Search results will be displayed ina one-line format that can be expanded (click the plus sign)
into a short description view. Click on the MLS number, camera, address, or office name to view

that specific information.

Select from the results by placing a check mark to the left of the MLS number(s). The user may
then email (icon upper right) or print a specific report fromthe list of reports (lower right).

To revise your search criteria, click the Search Criteria tab in the upper left.

7 Map Search

Tempo Overview

Use the Search by Map solely, or in conjunction with non-mapping criteria, to find properties
in a specific geographic area. You can apply the mapping first or complete the other criteria
first, but both will work simultaneously when searching. Therefore, itis important to be
mindful that your mapping and other criteria do not cancel each other out. Forinstance,
drawing a shape on the map thatis inside Loop 610, but also including area 24 on the
other criteria will produce zero results as they are two different geographic parts of town -
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no property can existin both places.

In the Quick Search screen, click the Search by Map button to open the map in a new window.

ol

single Family | Townhouse/Condo | Lots ] Multi-Family | Country Homes/Acreage | Mid/HiRise Condo | Rentals | All |

MY TOOLS ~ ADDZEGIT  SEARCH REFORTS  PROSFECTS TRx FINANGIRL  MEMBER INFO

View MLS Region Map

Region: Houston v | Search Now || Statistics || Download | || Clear Form |
MLS# | Area ‘ | Zip ‘ ‘ KEY MAP © 2005 | | Status ‘
Select Clear Min Max —ALL-- =]
Enter I4LS number () separated by commas Range Active
Do not enter & space afier the comma. " Area Map sl Option Pending

Pending Continue to Show ~ |

Enter & Range or comma separated List
Contingent @ N/A L Yes */No
on Sale of

Street Direction
Reain Ranne Fnd Ranae Al — Sireat Name:

Once the map opens, you will need to zoomin to the appropriate geographic area. You can

double-click the map to zoom where you are clicking, use the +/- tools in the upper left
comer or use the scrolling wheel on your mouse, depending on hardware compatibility, to
zoom in and out on the map.

Once zoomed in, you will then utilize the available tools listed below to enhance your
viewas well as designate the search area.

| Marketlinx Mapping - Google Chrome =
3 pRing - Goog|
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{'S; & Nomasnon P 3 =] é§ S ® \‘ 2 MMGW or Usavesite Qs {30} a,,,(_
B sharpstawn 357 2 PuOm | CuNNINGHAM 3 7 ; Locat s |
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3
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The following tools are available in Search by Map, but only the Rectangle, circle and
polygon shapes will be applied as criteria. The other tools are available to enhance
your map view and aid in your drawing of the shapes/search area. Consumers are not
able to view what you have overlaid or drawn on the map.
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1. Overlay: layers that can be laid over/added on to the map to enhance your search
Locator: allows a specific address, zip code or business name to be 'pinned' onthe
map as a reference point relevant to your search.
Map Pan: simply moves or pans the map in any direction
4, Draw Rect: allows youtodraw a rectangle as searchcriteria. Clickand
hold down your mouse button while moving the mouse in any direction to
create your rectangle/square on the map. Release the mouse button to
complete the shape.
5. Draw Circle: allows you to draw a radius around a point of interestas
search criteria. Clickand hold down your mouse button while moving the
mouse in any direction to create your circle on the map. The radius from
center will appear as you draw. Release the mouse button to complete the
shape.
6. Draw Polygon: allows you to draw an iregular shape upto 10 pts. as
search criteria. Click and letgo of the mouse button to make a new point/
changes of direction

7. Best Fit: adjusts the map to automatically fit all results (not usedin Search by Map)

w

Once you have drawn the shape of your choice, click the Apply to Search Criteria button to
proceed. Click the Cancel button at any time to redraw your shape until you are satisfied.
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Once you apply the map, you are automatically retumed to the Quick Search screen. Note that a
Map dear button is now present. This indicates that Tempo has saved your mapping criteria and
is utilizing itin this cument search. There is no way to view your mapping criteria again.
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7.1

You can, however, click Search by Map at any time to draw on the map again to correct or use
different mapping criteria.

A& T f | <
%0 /) - N DK

Single Family | TMnuseIDondn | Lots | Multi-Family | Country Homes/Acreage | Mid/Hi-Rise Condo | Rentals | All |

View MLS Region Map
Region: | Houston v | Search || Statistics || Download || Map || Search By Map | Map Clear Il Save as Custom || Clear Form |

Property Information

MLS# | | [ Zip | [ KEYMAP©2005 | I Status |
L Min Max |- ALL - -
Enter MLS number {s) separated by commas. Range Active
Do not enter & space after the comma. Pt Option Pending

Pending Continue fo Show ~
Enter & Range or comma separated List x
Contingent  '® N/A Yes No

Be sure to complete any other criteria you choose to incorporate (i.e. Status, list price, bedrooms,
baths, sq. ft., stories, year built, etc.) before clicking on the Search buttoninthe upper left (or the
Search Now button in the lower left) portion of the Quick Search screen. Again, the search will
now use your map and these other pieces of criteria in its search for properties.

Once you have gotten results by any means (meaning, via Search by Map or via only non-
mapping criteria), you can use the Map button to view the results on a map. You can then also
choose to use the Driving Directions function.

Rsd)

Single Family 5'"inum|7 ouse/Condo | Lots | Multi-Family | Rentals | Al |

Search Functions —————
Total aumber of properties found: 16 Revise Search Statistics |__Printer Friendly | |L-¥
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Results List Functions. Report Functions

e
Check All Listings Save Custom Search ﬁge"‘ 2:" R:poﬂ . J

e e g e \gent Short Report >
Narrow Listing(s) Printer Friendly Agent Full Photo Report

E-mail Listing(s) Statistics Buyer Full Report Custom Reports

et e Buyer Full Report with RatePlug
Buyer Full Photo Report -

View Search Criteria
~ Send to Prospect

Text Listings

Driving Directions

Once the mapis open, select/check the properties you wish to create driving directions for. Click
the Driving Directions icon in the upper right.
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Once the directions window opens, you can make adjustments first, or click Get Directions to
produce printable driving directions. Optional additional functions include:

. Flan Route - Webpage Dislog . e

—er— ,5. i |

ng directions will be calculated from the first kocation to the second, the second ta third and
on

aF]

Te B

[Gelect a location and wse the “howe Up™ and “Move Dewn™ butions an the nght to move that
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I|:I: click the "Enter Address™ button to enter a new address, The “Add My Office™ button will
iId-d your ofice address from your member record
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Enter Address: will all you to enterabusiness oraddress toinclude in the route.
Add My Office: add your office address

Edit Address: allows you to edit any address in your route.

Move Up: many any address up.

Move Down: move any address down.

Remove Location: remove 1from route.

ClearList: remove all from route

Make this around trip: route back tofirst location after last.

Display Directions as:

O NOUAWNRE

a. Textw/Point-To-Point Maps =large map of route +small maps
from each destination to the next.
b. Textw/Overview Map =large map of route and no other
maps
c.  Instruction Text Only =no maps
10. Route Options: Shortest distance, shortest time w/traffic, avoid highways, avoid tolls.
11. Dlstanoe In: miles or kilometers.

r N
=] Driving Directions - Webpage Dialog - =5
Plan Route | Reverse Direction | Print. Close | ~
Display Directions as: ITe)dw,'Pmnt—Tn—PmntMapsiv Route Options: |Shortest Time |~ |Distance In: ® Miles () Kilometers
[Driving Directions
[Total Distance: 2.67 mi.  Estimated time: 00:12:17
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2. Turn right onto McClendon St (.30 mi. ) ay Addison Rd-2 &
3. Turn right onto Montclair Dr, and then immediately bear left onto Watts Rd o "’
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(| 4. Arrive at MacArthur Dr on the right (.00 mi. ) o
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8 Custom Searches and Reports

To starta customsearch:
1. hover yourcursor over the Search icon
2. select Custom Search/Reports in the dropdown list, then
3. selectthe desired property type.

The Saved Searches section lists all of the custom searches previously created for that property
type. Click on the Create Custom Search button to begin creating a Custom Search.
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Once you click the Create Custom Search button, the following screen will open:
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The Custom Search design screenis made up of several components:
e Saved Search list: This list contains names of previously saved searches, with the
New Search option highlighted at the top. The user can create a new customsearch or
select a previously created search from this list.

¢ Available Fields/ Search for Field box: To include property criteria in the search,
look for the fieldin the Available Fields box by scrolling up and down. Select each
field as needed by clicking the name once. The name of the property criteria field
will then appear in the Selected Fields box in the order selected.

You may also type characters or words inthe Search for Field box. This narrows the list of options
inthe Available Fields box tofields containing specific letters or words.
e Selected Fields box: This area contains all of the fields chosen for the search. Status is
automatically selected. Use the Up or Down buttons to change the order of the
selected fields. Delete will remove the name of the field fromthe list.

e Search Name: Enter a name for the custom search (required), then click the Save Search
button. The search will then appear the Saved Search list. To delete the saved search,
go to the Create Custom Search screen, select the search and then click
the Delete Search button.

Note: Always save the custom search with the client’s aiteria, name or something that is easy to remember.

8.1  Using a Custom Search
|

After you save a Custom Search, a screen will appear that will allow you to enter specific search
criteria for the client. The screen will look similarto this:

Tempo Overview © 2016 Houston Association of Realtors®



Custom Searches and Reports
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Step1l: Make selections or type values forthe listed items. The easiest wayto searcha free-
form field, such as Remarks, is to use the % wild card. For example, to find a property with
mother-in-law quarters, type %mother in the Remarks field. Typing mother would cause the
system to only find remarks that had mother as the first word. Typing the % sign before the word
tells the systemto find that word even if other words are in front of it. Thereis an invisible %
sign behind anything that is typed, sotyping -in-lawis not required inthis example. Step 2:
Click Save to save your entries. This eliminates the need to re-enter the information
eachtime. If you do not click Save, you will need to re-enter the search each time.
Step3: Clickthe Search button. A list of properties will display on a search results page. The
top of the page will indicate the total number of properties that match the search criteria.
Step4: Select properties that best match the client's interest, and then scroll to the bottom
of the list. Clickthe Narrow Listings button to see only the selected listings, then select a
report from the available reports area or email the listings.

Itis important to remember that each time the customsearchis generated, TEMPO executes a
new search of the entire database.

8.2  Changing a Custom Search

To change an existing custom search,

Step1l: Go to Search and select Custom Search/Reports.

Step2: Selectthe appropriate property-type tab (e.g., Single Family).

Step3: Clickthe saved search name in the Saved Searches list.

Step4: Clickthe Revise Search button. The Custom Search design screen will open.
Step5:  Make any desired changes, then click the Save Search button.
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8.3  Auto-Notification and the Client Gateway
|

The Client Gateway is a prospecting module that will save the agent a great deal of time. It will
also allow properties to be displayed to the prospectina personalized Web site.

Note that agents can still send property reports as they have in the past. The personalized Web
site, or Prospect Gateway, is simply an option. Prospects utilizing auto-notificationand receiving
property reports will not lose this capability upon adding the Prospect Gateway functionality. If an
agent wants to convert a prospect to the Gateway, he or she will needto modify the prospect
record to allow this.

The Client Gateway includes the following:
e The agent's photo and contact information on the top of the Client Gateway webpage
e The description of the search (custom created by the agent)
e Alink to properties found in the search (The link is the same as the search name
created by the agent)

MARILYN M. MAXWELL

HOUSTON ASSN OF REALTORS

Direct: (713) 629-1900 x 288

View My Website Email Me Bookmark My Web Site www.har.com/MarilynMaxwell

EMAIL ME 3693 Southwest Fwy, Houston, TX 77027  Phone: {713) 629-1 Fax: (713) 961-42869

Personalized Property Information for Daffy Duck

$350K-$450K in Bellaire

{description}

Home | Map These Properties

L8 'Y Updated Listings First =|

1 4700 HOLT $375,000

City: BELLAIRE Subdivision: BELLAIRE OAKS LPISF. 20347

Style: Ranch Squsre Feet 1,843 Lot Size: 10,400

Bedrooms: 3 FiH Baths: 210 HL#: B3620448

“vear Built: 1950 Garage: 2 Listing Firm: Martha Turner Properties
2 4808 VALERIE ST $449,000

City: BELLAIRE Subdivision: BELLAIRE OAKS SEC 1 LPISF. 213.81

Style: Traditional Square Feet: 2,100 Lot Size: 8,450

Bedrooms: 3 FiH Baths: 2/0 ML#: 19136971

“Year Built: 1950 Garage: 1 Listing Firm: Lisa Barnes Properties
3 6511 Clarewood Oak Estates $399,900

City: Houston Subdivision: Bellaire Oak Estates LP/SF: 125.36

Style: French Square Feet: 3,190 Lot Size:

Bedrooms: 4 FiH Baths: 311 ML#: 80021408

“vear Built: 2011 Garage: 2 Listing Firm: Lovett Realty, Inc
4 6519 Clarewood Oak Estates $359,900

City: Houston Subdivision: Bellaire Oak Estates LP/SF: 135.66

Style: French Square Feet: 2,653 Lot Size:

Bedrooms: 4 FiH Baths: 31 ML#: 53835131

‘Year Built: 2010 Garage 2 Listing Firm: Lovett Realty, Inc
3 4812 BELLAIRE $379,995

City: BELLAIRE Subdivision: BELLAIRE LP/SF: 148.67

Style: Traditional Square Feet: 2,556 Lot Size: 13,125

Bedrooms: 4 FiH Baths: 2/0 ML#: 30030808

Save or Make Notes  Year Buit 1920 Garage: 2 Listing Firm: ZipRealty, Inc
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8.4  Setting Up Your HAR Website
|

The header portion of your HAR Member Website frames the Client Gateway page. Therefore,
itis important to setup and/or preview what your HAR Member Website looks like prior to
creating Client Gateway pages.

Members Only Portal Q e

Search For "Website' Found 14 Results

e Manage our Website

Website and Blog HAR Member Website Builder Manage Your Broker Website
R o We have developed a more enhanced HAR Member Web site template to help you showcas Real Estate Videos for your Website/Blog
Manage Your Website Jistings_and some of HAR's best tools for the consumer. Click here to leam more. Real Estate Videos for your Website/Blog
L URL for your HAR Member Web site: L
Manage Your Blog http:/iweb. har com/kimberlyharding click to preview Manage Your Office Profile
) Ianage Your Profile/Bio
Marketlng Tools Manage Your Profile
HomeSite
Manage Your Client Experience Manage Your Profile Create beautiful and engaging listing websites in minutes
R Highlight your services as a REALTOR®.
ating
- 10X Tools for ¥Your Website

Upload Your Photo " . B

Manage Social Media and External Upload your personal photo to your HAR Member Web site. 1DX Tool For Agent Website

Links Upload Your Video
Engage your customers in a new way with an online video. m Widgets for Your Website

Real Estate Community Display Your REALTOR® Designations . -
Pick and choose what teols to make available on your web site.

Digital Signatures — REALTOR® How Promote Your Mutlilingual and Multicultural Skills

To's Select the language(s) that you speak and culture(s) that you specialize in

Create/Manage Your Newsletter (Lead Manage Your Web Site

Gen)

VOW (Virtual Online Website)
Social Media Plug-in for MLS Let your client see view premium data such as DOM. property history, nearby sold prices to users and more
Setup Your Web Site Navigation Menu
My Neighborhoods Pick and choose which consumer tools to offer your clients

Manage Your Web Site Preferences & Colors/iHeader Settings @
Tools For Your Non-HAR Site Designate how you would like your name displayed on your web sit€"and contrel your external web site settings
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1. Logintothe Members area of www.HAR.com and enter the keyword ‘Website’ in the
search for tools area.

2. Clickthe "Manage Your Website" option, which should appear first.

3. Clickthe "Clickto Preview" link to see what your page currently looks like.
(You will need to close your website preview in order to continue to the next step).

4. Click the "Manage Your Webs ite Preferences & Colors/Header Settings" to
customize the look of your HAR Member Website. Changes made are live
immediately upon you clicking the Save or Submit button. You may edityour HAR
Member Website at any time.

8.5 Setting Your Prospect Defaults
|

The Client Gateway requires that certain defaults be setin the system.
(Thisis aone-time process.)

Step1l: Go to Prospects > Prospect Defaults.

Note: When setting prospect defaults, you should ask, "What do | want to do for most of my
Prospects? How do | want to search? Do | want to send a link to Property Reports ora personalized
Web site ? What default messages would | like to include in my e-mails sothat| don’t have to
type a new message for each new prospect?"

Step2: Type the default welcome message that will appear at the top of the prospect's
personalized web site (Client Gateway).

Dafaul Clisnt Gaveway Gieeling: Beloome pa pour persopalised Cliese Cateway.
Tres 3 18 e ol T s ST e Fedeten page 0
i CBand Gy

Note: You can change the information for any prospect when you add their individual prospect
record, However, this information should be what you want for MIOST of your prospects.

Step3: Type ina default Subjectand Message for your prospects, stating that you have set up
a new personalized Web site for them. Click the Yes or No button as to whether you want your

e-mail signature to appear on this e-mail.
Initial Matificaticn Defaults

Tores FoBCre) 63 O el DE 1 It el 0 Mol ‘e s Il Sl i 8 P Dt OF K A oo BEATCRS 10 ) EOXSEN] Praspet e
W v 5 bt o provspact Enoew wou will e smaling Brem property updates or fodel Fae aboul B Chert Gty wou hars created for
ik

Subject Fropeny lslo ns Fguatied

Message: Eased On the oritecis you provided, I have pet -
u=p A prepecty ssarch for you. I will emmil you
WhEREVEE HEW PECPEEL1ES Chat fit your CEILEELA »

Inclmde Signanme: Even T Ha

Step4: Click the appropriate selection indicating whether you will use auto-notification for
your Prospects.

Listing Update Defaults
Thia fellowing b youwi delault e fog the small senl s nadily praspact of new Bitimgs thas Ty thais critaia,

Use Ao Manillcaden: e S Ha

Step5: Type ina Subject and Message for e-mails that notify prospects of new listings. These
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emails will include a link either to property reports or to the Client Gateway. You mustalso
indicate if you want your e-mail signature to be included.

Step6:  Select whether you will send a link to Property Reports or to the Client Gateway. If

you choose to send property reports, you must also select which report(s) you want to send.

Imclwide the follovlng linkish in the
LTSN T

(& Cllant Gatwway (nchsses both rire end pravicasly malching lstrgs)
) Puoperty Reperts (noises only nevw matchg kstngs)
Serd Listings in h foliawing foimalis]

ClBuyer 14 Page

[#] Buyer Ful Page

LM Page

Step7: Type inthe Subjectand Message that youwanttoincludein e-mails when
you manually search and choose properties. These properties will be designated as
"agent recommendations" when they are sent to prospects.
Agent Recommendation Defaults

The following is your default tout for the small sent 1o motty prospecis of mew iecommendatons made by
you,

Swwhjack Bl bkrird vou et b mliratted B

Mawmage: I come ASEoSS @ Eaw GrOpecfies yeu might be A
intecested im asd have posted Chem Lo your

perscnal home search website. They are listed om &

Step 8: If you would like a "Tickler Message" sentto your Prospect or Contact, select which
message tosend andits frequency. You may copy yourself by selecting the My E-mail check

box.

Other Default Notification Options
Tickler Message: Massaqe Fiequency:
Tris mersage it serd weekly, biweekly, or monttdy, 3 __ e £
Dbt o s Irsgpanicy yiud 1pecy, regandess of E s C)'Weakly OBy Two Weeks U Monlhly
wehetres Sars are resw birge that St the prospects  assage Template:
trierm

Dwelen® ™ = Bt {hos Tomplate < Dalate ki Templile
Send Tickler Message To:

[ Cliern's Email

=] Wy Email

Note: You can design your own messages by editing the default message. To do so, click the Edit
this Template link.

Step 9: Select the My Email check box if you want to be notified seven days before a prospect
expires. (You defined the number of days that a prospect could remain active when you created

that prospect.)
Expiration Message: Send Expiration Message To:
This messaoe alerls you of Prospects thal ars sbout i
I [ My Email

Step 10: Click the Save button.

8.6  Using the Client Gateway
|

In this example, we will perform a Quick Search, save it, and then attach it toa new prospect.
Either this altemate method OR the Custom Search method previously discussed can be used.

Tempo Overview © 2016 Houston Association of Realtors®



Custom Searches and Reports

Stepl: Performa Quick Search.

Step2: Saveas a customsearch by clicking Save as Custom on the floating Menu Barin the Quick
Search.

[ Searchitiow. | [ Seststcs | [ Downlond | [Map| [ SearchByMap Cleas Fom_| |

OR click the Save Custom Search button on the property results page.

Resultz List Functions Report Functions
[ Check Al Listings ] Tempo Report Editor Agent Full Report » [ Map ]
= Agent Short Report =1 ;
[ Namow Listingls) _| Agent Full Photo Report [ Revise Search |
[  Emai Listings) | Prirtter Friendly Buyer Full Report | Custom Reports |
— Buyer Full Photo Report —

[ CMA Wizard ] [ Statistics ] BugerShOr’[ Report P [ View Search Criteria ]
[ Send to Prospect ] [ Download ]

Step3: Type a name forthe customsearch.

Save as Custom Search [ Prospect Search

Search Mame: :Wayne Search

Note: When naming your search,remember that your dient will seethe name of your search, so use good judgment
when naming.

Step4: Fornew prospects, click the Save and Attach to New Prospect button. For existing

Prospects, click the Save and Attach to Existing Prospect button. To save the search and without
attaching it to a prospect at all, click Save as Custom Search only.

In this example, you will attach the search to a new prospect. Then, click the Save button.

(O Save as Custom Search anly
Options:  ( Save and Aftach to Existing Prospect
() Save and Aftach 1o New Prospect

Step5: Click the OK button on the "Search Values have been Saved" pop-up.

=
Microsofl Interne! Explorer E

!"_n., Sanech vahass huyen bt Saved

Step6: Enter the followinginformation:
e Type your contact's information into the prospectinput screen.
¢ Indicate the numberof days before the prospect's auto-notification will expire.

Tempo Overview © 2016 Houston Association of Realtors®



Custom Searches and Reports

Step7: Click the “Save and Continue Prospect”setup button. Please note thatthe "expiration” is
only forthe auto-notification process. The prospect'srecordand the property searchwill still be
available after the expiration date.

Contact Info

e G Last Name: Wayne First Name: Bruce

Updates Home Phone: Office Phone:

Notifications Cell Phone: Fax Number:
Send Listings Business Name:
Sy e Address Line 1:
Address Line 2:

City: State:
Zip Code:

EMail: brucewayne@charter net

Separate muliple addresses wih commals)

Prospect Expires in: 30 || Days

30 ospect exprres i no longer receives automatic kstng updates and can no ionger
50 +Cient Gatewsy
T
| Save Contactinfo O30 Save and Confinue Prospect Set-Up |

Step8:  Typeinthe descriptionfor thissearch and dick the Continue button.

7 hsting(s) curmently match this search

Search Home;  Wayne Seaech
Description;

Tris: 2 Farw yOur prospect will 2oe this Seerch descritesd

¢ Fenree Search Confinug »»

Step9: Choose whetheryou want to use auto-notify ormanual search. If you choose manual
search, you will need to select whether you want Active listings, Off Market or All Changed listings.

Speacify how you wish to nobify this prospect of properties that fit their search catena

Send motification of

btk O Auto-Matily - e send daily 1o prospect i pie letings s availabile
new Hstings:

(& Manizal Notify - personally run 1he prospect search and select which
listings to sand as cfenfsaldom as you wish

Allow e 1o sedec] fram |-S1I"!35 that mael the P"ﬂi{l?tt Soarch crlans
and have changad since the last Temestamp 1o

& Actwe

O Of harket

Al changed Listings

Step10: Choose whetheryouwantto senda linkto the personalized Client Gateway or to individual
Property Listing reports, and then click the Continue button.

Semd listings by @& A personsbzed Client Gatewsy ~ 8 wob sile created exclissely for
emailing a link e ke prospect 1o wiew ard orgareze listngs that fit their crilena

) Propeny Listing irdamatasn only

Contnue »>

Step 11: Accept or change the default New Listing Notification Message. Select Include
Signature, if desired.
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Speacify the messags text (o use when nolifng this prospect of newdy availables istings

Mew Listings Motification Message
Emadl to: Contact [ bnstewinmedx harbés net
Mo =) ikt com
e
BCL

Subject: Property seanch updede - new od changead listngs!

Message: cne or more propecties chat £it four @

eritecin hevve beepn listed o updated.

Click on the link below to view

these propectiea. Please let me know

if you are incerssced in visiving

any of them, w~

= nsiude Signatune

Step 12: Clickthe Yes button to save these emails in Prospect E-mail History in the Prospect
Record.

Prospect Email History - Display Automatic emails: & Yes O No

Step 13: Choose whetherto use a Tickler Message for this Prospect.

Tickler Message

This mesengs iz sent weslly, b-weskly, of monthiy, bazed on the tTegUency you spacily, regandiass of
whather thers are new kstings that il the prospacl’s criteris

Message Frequency: & mever O Weekty O Every TwoWeeks O Mordhly

Message Template: | Dafault >« gdir mis Tampiat

Send Tickler To: [&] Client's Emall <brucewsyneg@enarer nets
[#] wy Eman =sit@markatire com=

Step 14: Click the Continue button in the lower right of the screen.

Step 15: If desired, choose how many days back you want to search for new or changed
listings. You must also choose whether to add all of the listings to the Client Gateway now. If
you select Add None, you cansstill do a manual search and choose which properties to add.
T Nistingist cummently match this search.

Refresh the counl 1o desplay ondy listings 1hat have bean listed'madified within the last |15 % daysio
the Clenl Gateway

De you want 1o (= Add all of thess listings 1 the Client Gatewsy

2 Add mene of ihese lgtings 1o the Client Gatewsy

Note: If you do not select a numberof days back and click the Refresh the Countlink, Client Gateway will not factor in
alistdaterangeatall.

Step 16: Add a new greeting if you do not want to use the default. Click the Continue button.

Client Gateway Home
Page Greeting:

Uglcome To your Pecsomalired Web Sice

Step 17: Accept or change the initial Gateway message. If you want to receive a copy of the
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email, select the Send a copy to my email check box. You may also select the Use my email
signature check box.

When you are finished, click one of the following buttons:
¢ Save Prospect without Sending Email

* Send Email Now
. § T Eroporty Bssngs wong acdded 10 this prospeds Pors
Saarch Cilteils  Ta: Brutisny s charia net e
. k i e, .
Updates Fumm: .nrc-& bl Com B
=] Sandl 3 copy i rrw meved B e Rl ]
s tifi aviery -
Subjeck  Fiopesy ko as Fe quesed
Sand Listiings Parad om che coicecis you provided, [ hawve Wt up & JToPecty mEacch
for Tou. I will semil fou siacsvac nav propectiss tiamt fit your
Hatiby Prosgect criterin bacoms svmilakle.
Mymage: 10U RS View curcently svallsbis pEopsEtles That EIT Fout cElteflia
DY ClECELAg oo Lhe LinkE B=elow

Lk Ak 0 o C ok Oatweri mll B 0 L0 0 P e ae
Slgnatui: (5] (i my emad gignati e =
Aarketl i 501wl i ons
(BAS) EEE-FETE
.

S

L Save Prosped sihout Serang Emal ) [ GendEmsdriow |

Step 18: An e-mail confirmation will display. You may:
¢ Add ancther search to this prospect.
¢ ClickI'm Done button and be taken to the View Prospect screen.
e Click View Client Gateway.

8.7 What Does the Client See?
|

What will the Client see when they open their e-mail and click the link to the Client Gateway?
Stepl: Prospect opens e-mail.

Step2:  Prospect clicks on the link provided inthe e-mail.
The Prospect Gateway will then display something similar to this:
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MARILYN M. MAXWELL Direct: (713) 629-1900 x 288

HOUSTON ASSN OF REALTORS View My Website Email Me Bookmark My Web Site www.har.com/MarilynMaxwell

EMAIL ME 3@93 Southwest Fwy, Houston, TX 77027 (71 : (713) 9614869
HOME  MYBLOG HOME  CONSUMER RE ; R REALESTA

Personalized Property Information for Bruce Wayne

Welcome to your Client Gateway! Click on a search name below to view listings that fit your criteria.

Property Searches | Favorites | Possibilities | Not Interested

Click on a search name below to view properties that currently match your criteria.

ek Memorial Area/Subdivision

GHANGED:
UisTiHGS!

Step3: To view properties, prospect clicks on the search name.

MARILYN M. MAXWELL Direct: (713) 629-1900 x 288

HOUSTOM ASSN OF REALTORS View My Website Email Me Bookmark My Web Site www.har.com/MarilynMaxwell

Personalized Property Information for Bruce Wayne

Memorial ArealSubdivision

Home | Map These Properties

1 -7 of 7 Properties|

1 12310 KIMBERLEY LN $699,000
City: HOUSTON Subdivision: MEMORIAL HOLLOW 1 LPISF: 280.39
Style: Traditional Square Feet: 2,493 Lot Size: 8,800
Bedrooms: 4 FiH Baths: 21 ML# 29984433
ear Buit: 1961 Garage: 2 Listing Firm: Greenwood King Properties
2 11735 WOODSAGE DR $620,000
City: HEDWIG VILLAGE Subdivision: MEMORIAL VLG EST LP/SF: 245.93
Style: Traditional Square Feet: 2,521 Lot Size: 15,000
Bedrooms: 4 F/H Baths: 211 ML#: 92860238
Save or Make Notes “ear Buil: 1966 Garage: 2 Listing Firm: Greenwood King Properties

To map all properties, the prospect can click the Map These Properties button.
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Step 4:
property.

View all 17 photes
Listing Firm: Greenwood King Properties
Lot Size: 8600/Appraisal District
SchDist: Spring Branch
Middle: Memorial
Description and Room Dimensions

Show: Appointment Required, Lockbox Front, Supra Keybox

Property Desc - Public: o updated*

Road  Aerial  Bird's eye Overlay Locator " ,E, 5 Mol ; o gl % Ef( - R
Ve a - | H i HpEROn HemRon RESTORL FRINT
[Sp—r Wy g 8§ |G |ywser  gmney g
Houston 1 = ifa 5 g:? % i 0 e Lo
g S ¥ 2l N 15 B £ tn ﬂm% Centec
£ ) i warssrafial-§ § & £ .| Tlistings: 0@ not mapped
E i : 3 i f
Comtrion O i e, & ot 2 H .
F o s, 3 Pacos v, | H
Hazamurtt yrstge R % 8, Olethe 5t 3
3 ;L \ e L 2 | B
VIR T i L man 2 | A QA e - B
)l 2§ cesmons z i S i ‘'@
o b i s i Loy i | 5
= E Westviaw Ox 5 Westiow D 5 o™ g mE”'"w“ 48 é 6]
3 §U 1 i P #*° Long B Lo . Ll e
é g g 2 F) %7 Hidsia 5 Valloy ﬂ
= L& i
o 2
w e
= o 4 L oy, — 0 TR
Memorial ity Village o
> Shopping Sayd Or 1 Gaypord
3 Center H
2 s 3 z £ | Kegaride L o O s v
oory L 2 & Town & g NlLou O
o] [ A% g R : 3 =
e 9% j ﬁ 2 Village. i W ? = & ; 4
1 £ 3 Kinoagwy L 11 bty 1 i ]
| R ST g s ] I -
d N Toyloraront R § ovebel A £
z s L Y * 1 9 b4 2 g
z i | § H 15 P
H 2 al 3 & 7 Tosomor) -3 2 -3 § & &
a4} e RS 01 € s i I L1 b sranonos £
20 S\ Y 5|4 e = Foi o | z i i
& r.myn.,...., N 6 Boneme o1 £ Wood 1n o
Boema O \\a Bosumgard Or uymary R
Hormiage L A

The prospect may also click on each property address to view a detailed report of that

Pmperty 10f 7T >

Single-Family $699,000

se |Like this one, save
12310 KIMBERLEY LN Active = itto my favorites
City: HOUSTON Zip: 77024 AR B bil

ossibility
County: Harris ML#: 29994433 -
Tax #: 092-245-000-0035-001 For Lease: No an ldon'tlike this one,
LPISF: 280,39 SPISF: 0.00 ko
Area: Memorial Location: Houston Edit Notes for this
property

KM: 490 Sec# 1

Sub: MEMORIAL HOLLOW 1

Mkt Area: Memaorial

SqFt 2493(Appraisal

Legal LT 35 BLK 2 MEMORIAL HOLLOW SEC 1
“ear Buil: 1961/Appraisal District

Elem: Bunker Hill

High: Memaorial

Style: Traditional # Stories: 1 New/Recent: No

Builder Name: # Bedrooms: 44 #FB/HB: 211

Type: Free Standing Approx Complete: Acres: 0 Up To 14 Acre

Lot Dim: Media Rm: Utlity Rern; ‘Garage: 2/Attached/Detached Garage
Living Dining: 17x14 1st Bed: 12x12 2nd Bed: 15x12

3rd Bed: 13x12 4th Bed: 18x12 Sth Bed: Den: 20x18

Kitchen: 20x11 ‘Game Rm: Brkfst. Study: 12x11

Carport: / FrntDoorFaces:

Gar/Car. Extra Rm: Access:

Dir: From Memoarial, north on Frostwood to Kimberley. House is on the left.

home. Every
stainless appliances in the kitchen.

has been paid to detail. Custom* cabinets, granite counters and

shutters

Interior, Exterior, Utilities and Additional Information
Microwave: Yes Dishwasher. Yes

SeplcelMkr: No Oven: Electric Oven, Gas Oven
Fireplace: 1/Gas Connections, Wood Burning Fireplace
Connect: Electric Dryer Connections

Energy:

Interior: Breakfast Bar

Countertops: Granite

Prvt Pool: No/

Exter Const: Brick & Wood

Extr: Back Yard, Fully Fenced, Sprinkler System

Lot Desc: Cul-De-Sac, Subdivision Lot

Golf Course Name:

Heal: Central Gas

Wir/Swr: Public Sewer, Public Water

Defects: Ho Known Defects

floors, updated* bathrooms, recent® landscaping. Located in

the middle of the cul-de-sac and zoned to award winning SB[SD s[:lmols *=per Seller

Cmpctr: No

Range: Electric Range

UtilRm: Utility Rm in House
Bedrooms: All Bedrooms Down
Rooms: Breakfast Room, Den, Formal Dining, Studyi/Library
Flooring: Tile, Wood

Master Bath: Double Sinks, Master Bath Shower Only
ArgaPool Yes

Utility Dist: No

Roof: Composition

Foundation: Slab

St Surf: Concrete

Cool Central Electric

Resfrictions: Deed Restrictions

Dispst Yes

Images: 17 Addr On Web: Yes Disclosures: Exclusions, Sellers Disclosure
Exclusions: See Listing Agent Management: Memorial Hollow
QpEndDate: Annual Maint: $200/Mandatory Tax wio Exmpt/vr: $10,001i2010

& H

Map this property

Property 1 of 7 Next >

The media page may also be viewed from the detail report by clicking the View photos link below
the picture. If a Virtual Tour or Public Display PDF is available, there will be a link for it as well.
Your prospect may also choose map an individual property from this screen.

Step5: The Prospect may choose to file each property into an "I Like This One", "Possibility"
or "I Do Not Like This One" category by clicking the appropriate link on the right side of the
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ze |Like this one, save
= ttomy favorites

=
"0 possibility

wx Ldon't like this one,
remove it from my list

Step6: The prospect may optionally write a message to the agent when filing the property in
a category.

12310 KIMBERLEY LN ... $699,000

Save this listing to...

@ Favorites
) Possibilities
) Mot Interested

My Notes... -

Step7: When the prospectis finished, he or she will click the Submit button.
Your prospect may edit the notes at any time by clicking the same link(s).

8.8  What Does the Agent See?

You will access the Prospect's personalized Website from Tempo's View Prospect screen.
To access this screen, go to Prospects -> View Prospect List.

SN

WY TOOLS  AODD/EDIT SERRCH REFORT. FROSFECTS TR FINAMGIAL  MEMEER INFO

View Prospect List
Add New Prospect i
:3s, or ID# [E ; Prospect Defaults ‘_|

[ Show only prospects with searches

Prospect Hame -
D Expiration Date Notify Type Search Last Run Last Listing Email Sent Last Client Gateway

["] check AN Searches Access

Columnson the View Prospect screen provide useful prospect information.

J SearchlastRun: This columnindicates the last date and time thata
searchran (whetherby Auto-notification or by manual search).

. Last Listing E-mail Sent: This columnindicates the date and time that
the last e-mail was sent to the prospect.

J Last Client Gateway Access: This columnindicates the last date

and time that the prospect accessedthe Gateway.

Tempo Overview © 2016 Houston Association of Realtors®



Custom Searches and Reports

[ Show only prospects with searches

# E’;phzk":::ums D Expiration Date Hotify Type Search Last Run Last Listing Email Sent et cﬂf:tm
1 & Cheryl, Marilyn 575859 Expired Saved Listines
I:‘ Sprine Branch 1SD. non-foreclosure 1120841 Asto-Notify Sep 5 2009 03:38AM Sep 3 2009 03:39AM Auvg 26 2009 12:12PM
2 Andretti, Mario 754832 Sep 27, 2011 New Saved Listings
[T Fort Bend (smally 1455612 Auto-Notify Apr 42011 04:33AM Apr 3 2011 02:20AM Mar 31 2011 02:44PM
o If youdick the square Client Gateway icon = | you will be taken to the Client Gateway.
o A Saved Listings link indicates that there are no new properties and
that you have already viewedthe last Gateway update.
J If the prospecthas accessed the Gateway and putsome listings in

folders,the New Saved Listings indicatorwill be highlightedin
yellow. Whenyou click New Saved Listings, you can dickto access
any of the dient category folders (Favorites, Possibilities or Not
Interested) as well as the listingsthey have placedin each of those
categories. It will also displayany commentsthat were written by
the prospect and/or by you.

2 6223 ELI HEIGHTS LANE $371,000
[ City: HOUSTON Subdivision: ELM HEIGHT S LPISF: 146.93
Sguare Feet: 2,525 Lot Size: 2,423 Maint Fee: Yesi$150/Monthly
Bedrooms: 3 F/H Baths: 211 ML#: 53645943
“f'ear Buil: 2005 Garage: 2 Listing Firm: Martha Turner Properties

Client's Hotes...\Wow! Let's go take a look at this one...Ill call you to discuss an appointment time.
My Notes...This is a great price for this square footage in this neighborhood.

. Ifyouclickthe Save or Make Notes link, youcan
save the listingas an Agent Recommendation or
add notesfor the prospect.

o If youclickthe View AgentReport link, you will see a Full Agent
Report forthe property. This reportis notvisible tothe prospect.

8.9  Manual Search and Agent Recommendations

Complete these stepsto perform a manual search and make recommendations to a prospect:
Step1: Go toProspects >View Prospect List.

| v
MY TOOLE  ADD/EDIT SEARCH REFORT FROSFECTS TAX FINAMGIAL  MEMEER IMFO

SN

View Prospect List
Add New Prospect

153, or ID# [E ; Prospect Defaults |_‘

Step2: Selecta search by selectingthe check box beside the search name.
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Show only prospects with searches

¥ E’;’:k:':mMS D Expiration Date Notify Type Search Last Run Last Listing Email Sent Laat Clﬂnzv:f:tewy
1 & Cheryl, Marilyn 575859 Expired Saved Listings
[T sorine Branch 15D, non-forsclosurs 1120941 Auto-Notify Sep 5 2009 03:55AM Sep 5 2009 03:59AM Aug 26 2009 12:12PM
2 Andretti, Mario 754832 Sep 27,2011 New Saved Listings
D Fort Bend (small) 1455612 Austo-Notify Apr 6 2011 04:30AM Apr 6 2011 04:30AM Mar 31 2011 02:44PM
3 Bush, George 754727 Sep 27,2011 New Saved Listings
D Fort Bend Area 1450936 Auto-Notify Apr 62011 04:25AM Apr 6 2011 04:25AM Mar 31 2011 10:34AM
4 Carson, Johnny 751560 Sep 17,2011 New Saved Listinzs
D HBU Area 1445443 Austo-Notify Apr 6 2011 04:23AM Mar 26 2011 04:32AM Mar 21 2011 02:22PM
[C] Meverland for Mr. Carson 1449518 Auto-Notify Apr 6 2011 04:23AM Mar 28 2011 04:29AM Mar 21 2011 02:58PM
5 Drew. Dean 573691 Expired Saved Listings
This search was delsted Auto-Notify Sep 5 2009 03:54AM Sep 5 2009 03:54AM May 20 2009 10:44AM
D Woodlands Area TH 1118722 Auto-Notify Sap 5 2009 03:38AM Sep 52009 03:38AM May 20 2009 11:28AM
Duck, Daffy fo ] 746348 Aug 30, 2011 Saved Listings
£ $450K in Bellaire 1439670 Auto-Notify Apr 62011 04:13AM Mar 3 2011 01:58PM Mar 92011 10:21AM
.$450K TH in Bellaire 14359724 Auto-Notify Apr 6 2011 04:14AM Apr 5 2011 04:15AM Apr 4 2011 04:11PM

Step3: Click the Run Selected Searches button at the bottom of the screen.

I [ Run Selected Searches ] I

Import

Step4: Selectthe check box nextto each listingthat youwant to sendto the Client Gateway (or
"Check All").

Singn Famiy . ew Lntrga

£ ™ Lni S sckiress e [T 73
KAl

1 act 7 5 1845000

2 act w § 1285000

3 set AGAT LAUEEL ST " $ 1575008

i we S1ATLkden % PRTrey

irch Crbira (RIS 0 (8T} 85 {Buddhviion e Telart™’ | B0 (MO0« 0000 80d BSaCe<=000000] 85 (B =4 ) and (bathifulee]) and pobrvate=y
DatelTrme Range: Dwc: § T010 0132AM - Ape § 3011 19:3AM

Available Reports:
Check Al Listings s Agent Full Repon -
Agant Shon Repod L
—— . AgentFull Phata Report
Masraw Listing(s} | Buyer Full Regan

Buyer Full Photo Report
Briryar Shae Repod b
Al Cubtom Reports w'e Svalsbie

Send Liaings i Prospacks)

Time Stamp Apré 2011 11:38AM

Step5:  Click the Send Listings to Prospect(s) button.

Step6: Click Yes when the following dialog box appears.

3 htep:factris marketline com - Time Sta. [ | [

Would you like to sel the Time/Date for your selected
Prospect Seanches?

s Mo

Step7: Clickthe E-Mail Listing Update button.
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Send Listing Updates
Prospect Nume Search Name Listings

[ Pahirn ioListngs

Step8: View or edit the email or prospect information, then click the Send Email button.

To:f% [ duckman@disney.com
cC:d |
BCC:Ed) |

| From Name: lManIyn Maxwell

‘ From Email: har@marilynmaxwell com

Send a copy to my email

Separate multiple addresses with commas

Subjecl:iF‘mperly search update - new or changed listings for Daffy Duck
SRR L NV T - A—
updated. Click on the link below to view these

Message: |arial 'ié‘ﬁ'? A-&-|B I U

One or more properties that fit your criteria have been
properties. Please let me know if you are interested in visiting any of them

Si ¢ [Vl include My Email Signature at the bottom of message

Links: A link to the Prospect Gateway will be included in the message.

Q\Cancel @4 Send Email

A confirmation screen will display.
The selected properties will now appear on the Client Gateway as agent recommendations.

© 2016 Houston Association of Realtors®
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MARILYN M. MAXWELL Direct: (713) 629-1900 x 288

HOUSTON ASSMN OF REALTORS View My Website Email Me Bookmark My Web Site www.har.com/MarilynMaxwell

EMAIL ME 3693 Southwest Fwy, Houston, TX 77027 Phone: (713) 629-1900

Personalized Property Information for Daffy Duck

Welcome to your Client Gateway! Click on a search name below to view listings that fit your criteria.

Property Searches | Favorites | Possibilities | Not Interested

Click on a search name below to view properties that currently match your criteria.

AR, $350K-$450K TH in Bellaire mostly in 77401

LISTINGS!

$350K-$450K in Bellaire

LISTINGS!

Agent Recommendations
Properties I selected that may interest you...
[ 6223 ELM HEIGHTS LANE ELM HEIGHTS 53645843 $371.000 Edit] [Remove

Client’s Notes...Wow! Let's go take 3 ook at this one.... |1 call you to discuss an appointment time.
My Notes...This is = great price for this squars footage in this neighborhood.

View Selected Proparties |  Select All

8.10 Building and Using Custom Reports
|

To builda custom report,

Step1l: Go to Search and select Custom Search/Reports.

Step2: Selectthe appropriate property-type tab (e.g., Single Family).
Step4: Click Create Custom Report.

Step4: Complete the steps outlined below.

Similarto creating a Custom Search, fields can be added or deleted to customize a report. Add
fields by clicking in the Available Fields list. Delete fields by selecting them from the Selected
Fields box, then clicking the Delete button.

To prioritize the order of items in the report, highlight a field in the Selected Fields list and click
the "Up" or "Down" button until a particularitem is satisfactorily located on the list.

Step5: When you are finished, click the Save Report button.

Custom Report Exercise
Use the following fields to builda Custom Report.
e Area
e Subdivision
o Street Number
e StreetName
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e Lot Size

e ListPrice

e Original List Price

e Days On Market

¢ Building Square Feet

e Year Built

¢ Selling Broker Code

o Selling Agent Public ID
e Listing Broker

e Listing Agent Name

e Listing Agent Public ID
e Appointment Desk Phone

9 Hot Sheets & Statistic Reports

The Hot Sheet report identifies new listings and listings that have changed in status or price since
the last time stamp.

To access Hot Sheets, goto Reports > Hot Sheets, then click the Hot Sheets tab.

To generate a Hot Sheet report, complete these steps:

Step1l: Select one or more Areas, Locations, Categories, and Report Details. \WWhenyouare
finished, click the Current button to view the listings that have been added/changed since the

last time a Hot Sheet ran. The date of the last Hot Sheet report is listed to the right of the
Current button.

Categores Repor Details
1 B & L -ALL

T irimbangs o Caaradss Puga Charges
Anulaar Alrein Lt Exwad
Souh Sasa e Wil amay Penging
Bamrosa oty W by = Adrege = Oyl ety

Mmpmsd ey e $om e of (b b stk
TEE T Topy B BEeRE Wl B e

et IH-IMHH T g 30 i 17 Bl

| Provoe | o e o e ot g 7 13 i

1 Sire Cormsl G Tomw & Exd Siiars |

The Hotsheet results will look similar to the following graphic.
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Note: Youcan email or maplistings by selectingthem & clickingtheappropriate button atthe bottom of the list.

Step2: Clickthe Save Current Date/Time & Exit Session button to update the Hot Sheet so
that the same results are not repeated in future sessions. You can also time stamp witha button
atthe bottom of the one-line report that is produced.

Once you complete this step, listings will only reappear is if there is a price or status

change. Also, the date range that had been Current will now be accessible fromthe Previous
button. Both the Current and Previous buttons indicate the date and time range of the search.

9.1 Other Hot Sheets
|

Today's Activity
To generate a Today's Activity report, go to Reports > Hot Sheets, then click the Today’s
Activity tab.

The Today’s Activity hot sheet report identifies new listings and listings that have changed in
status or price since 12:00a.m.

Days Back
To generate a Days Back report, go to Reports > Hot Sheets, then click the Days Back tab.

The Days Back hot sheet report finds listings that match areas, property types, and report details
within a date range that you choose.

Custom Hot Sheets
To use Custom Hot Sheets, go to Reports > Hot Sheets, then click the Custom Hot Sheets tab.

Complete these steps to generate a Custom Hot Sheet:
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Dupmenisng ne e e o sbe e el
e L PR T R

Step 1: Select a Category.

Step 2: Select the Custom Search whose activity you wish to view fromthe Custom
Search box. Only one Custom Search may be viewed at a time.

Step 3: Select the Report Detail(s) desired. To select more than one report detail, press
and hold the CTRL key while selecting other types.

Step 4: Select a date or date range and press the Calculate button to view your results.

9.2  Statistics
|

To generate a statistics report, go to Reports -> Statistics. This report lists activity for selected
areas and property types.

Its data includes:
how many listings were new, pending and closed in each area.
the average prices and days on market for each area.
the percentage of sales price to list price foreach area.

Activity can be viewed for a selected month and year or for the year-to-date, beginning in
January of the current year.

nlatinkin Mnth ol Ieernibory

Property Type MoenthfYeaar

Claar | akw Area

Vewbicah || YewioDus |

Step 1: Select Area(s) and a Property Type.
Step 2: Clickin the Month box and enter a number for the month to be displayed.
Step 3: Clickin the Year box and enter the year. All four digits of the year are required.

Two months cannot be compared within the same report. Each month's report must be
calculated separately.

To print the report, right click in the report window and choose Print from the pop up box.
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9.3  Months of Inventory

To generate a Months of Inventory report, goto Reports > Statistics, then click the Months of
Inventory tab. This report allows the viewing of inventory within user-selected geographic
criteria. One property type must be selected, followed by the geographic criteria and list price
range, whichis optional. To view the results, click Run Report.

Cepgraphic Critmmas L'“" - F:T"r""
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9.4 Agent Reports

Agent Inventory

To generate an Agent Inventory report, go to Reports -> Agent Reports, then click on the Agent
Inventory tab. This report is customized for each user so they can view all of their listings,
organized by status.

Agent Productivity
To generate an Agent Productivity report, go to Reports > Agent Reports, then click onthe
Agent Productivity tab. This reportdisplays all of an agent's sales activity. Forexample, if

an agent receives partial credit for a sale that he or she had participated in, that would be
reflected here.

10 FinancialWorksheets

The Financial section lists a variety of financial reports and calculators.
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10.1 Seller’s Net Sheet

The Seller'sNet Sheet calculates estimated net proceeds by subtracting the seller’s equity from
the closing costs. To generatea “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 comer to retum to the previous page.

Clickthe Reset button to reset the form to its default entries. Click the "x" in the top, right-
hand comer to retum to the previous page.

10.2 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 comer to retum to the previous page.

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

10.3 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 signhs 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
retum to the previous page.

104 Rentvs. 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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