
NEW FEATURES & ENHANCEMENTS 

Prospect Auto Notifications & Community Report 
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The MLS®/CLAW has made several changes to improve the process in which Prospect Auto 
Notifications are created and sent out to your clients. 

Below is a quick tutorial on how to setup the Prospect Auto Notifications using the new 
enhancements: 

1. Run a search using the THEMLSPRO® Listing Search Module and click on the SAVE 
SEARCH button. 

 

2. Enter the name of the Save Search. 
3. Enter a Subject. 
4. You NOW have the option to use the autonotify @TheMLS.com address or your own 

email address to be displayed in the FROM field when your client receives your emails. 
5. Make sure to enter a valid client’s email address in the TO field. 
6. Make sure to enable the Auto Notify feature by selecting “Yes”.  

 Note:  Please make sure to regularly renew your active prospects.  If not renewed, they 
will automatically expire after 180 days.  

7. The “Send Me Agent Version” option will send you an agent version of the auto notify 
email. 

8. Select one of the two following email versions that you would like to send out: The HTML 
version which offers photos and more information or the Text email which is a plain text.  

9. With the new “Email Current Results” feature, you will no longer have to manually 
email the listings found prior to clicking on the SAVE SEARCH button.  
Note:   The maximum number of listings that can be emailed at one time via the auto 
notify module is 200 listings.  

10. Review the information entered.  If everything is correct click the green “Save” button at 
the top of the page. 

 



 

 

Enter the Subject that will 
be used for auto 
notifications email. 

You can select the Agent Email or 
the System Default Email to 
display in the “From” field of the 
auto notification emails that are 
sent to your clients.  

With the new “Email Current 
Results” feature, you will no 
longer have to manually email 
the listings found prior to clicking 
on the SAVE SEARCH button.  

The “Send Me Agent 
Version” option will send 
you an agent version of 
the auto notify email. 

Turn on Auto Notify by 
selecting “Yes”.  

 

Prospects Auto Notifies Expiration Time Frame- The “Expires In” column is automatically 
added to the System Default columns on the Prospects Page.  If you use custom columns for 
the Prospects Module and would like to see this “Expires In” column you can add it by modifying 
your columns. 

 

 

 

 

 

 



Expired Auto Notifications will display “Expired” in red 

 

To renew the auto notify prospect, please follow these steps. 
1. Select the prospects you wish to renew. 
2. Click on the drop down menu by the green GO button at the bottom of the window. 
3. Select “Renew Auto Notification”.
4. Click on the “GO” button. 

 

Addition of the following on the Auto Notify Emails:  
? Listing Agent Contact Information (only sent to Agent) 
? Client Unsubscribe Link (your clients now have the option to unsubscribe to your email 

auto notification). 
? New Fields 

Notification of Expired Listings – You will receive the following three separate notifications:  
? 7 days prior to expiration 
? 3 days prior to expiration  
? After your listing(s) have expired. 

New! Community Data (Data provided by Onboard Informatics) 
You now have the option to view detailed Community Information by clicking on the zip code or 
the “Community Data” button located near the Remarks Section of each listing. 



 

 



NEW FEATURE 
Search by Multiple MLS #’s 

 
 

• You can now search by multiple MLS #’s via the “Listing Searches” Portlet on TheMLS.com Homepage. 

 



LATEST FEATURES 
Email Module, Public & Private Remarks, & Satellite Images  

 
 

• E- Signature Option: You can now add your signature when emailing listings from THEMLSPRO® 

 

• Listing /Private Remarks:  The size of the Listing Remarks has increased from a maximum of 500 
characters to 1000.  The size of the Private Remarks has increased from a maximum of 500 characters 
to 600.

 
• Satellite Images: Enhanced Satellite Im

Virt l Office

ages

•  Allow Automated Valuation Models on Virtual Office Websites & Allow Comments on  ua  

 

Websites have now been added to Client Reports & Agent Reports in THEMLSPRO® 



 

 
 

• AVM ‐ Indicates whether or 
not the seller has given 
permission for AVMs on 
VOWs to evaluate this listing. 

• VOM ‐ Indicates whether or 
not the seller has given 
permission for comments 
about this listing to be posted 
on VOWs (BLOGS). 

 

 



Realist Maps 
 

 

Displaying a Realist Map 
A Realist Map can be produced from the Property Details page for properties with a complete address. 
Click the Realist Map button and the Realist Map screen displays.  The subject street address appears 
centered on the map, and its location is denoted by the red icon of a home. 
 
Certain features of Realist Maps may not be available in your area. Be sure to research the features 
available for your MLS.   
 



Navigating a Realist Map  
Navigational options appear on the upper left hand corner of the map. The map area initially displayed by 
Realist will default to an area roughly spanning the last county in which a user conducted a search. To 
manipulate the default map display, use the options described below: 
 

 

 

 

 

 

 

 

 

 

 

Navigation Controls on Upper Left of Map 
Zoom Click the plus (+) or minus (-) signs to zoom in or out.  

Alternatively, scroll the wheel of your mouse to zoom in or out. 
Pan Click any point on the compass to pan in any direction. 

Alternatively, click and drag the map in any direction. 
Street Map Click on Street Map to see a simple street map view.  

Aerial Click on Aerial to see an aerial overlaying a street map. 

Birds eye Click on Birds eye to see an oblique aerial view. Other features will 
be disabled while in the Birds eye view. 

Labels Click on Labels to remove names of streets, cities and other 
landmarks 

Mini-Map Click Mini-Map to load an inset map at a higher zoom level on the 
larger map that will indicate in a shaded area where the detail area 
is. 

Directions Click Directions to load a separate window that allows you to input 
“To” and “From” addresses either manually or by using the Identify 
Feature.  Realist will display turn-by-turn directions, time of travel 
and plot your route on the map. 

Minimize Click the << arrows to minimize the navigation menu. When 
minimized, clock >> to maximize the navigation menu. 

 



Birds Eye Images 
Birds Eye imagery is 
available for major 
metropolitan regions 
across the United States, 
and Microsoft® 
continues to add new 
coverage. These 
stunning, high resolution 
scenes display properties 
at an oblique angle, and 
provide a unique “birds 
eye” view of a property. 
Realist automatically 
detects when birds eye 
images are available. 
When they are not 
available, the option to 
open a bird’s eye image 
is not available. When 
available, these images 
offer two zoom levels 
and up to four views 
(north, south, east, and 
west).  
 
Use the plus (+) and (-) sign to toggle between the birds eye zoom levels, and click the N, S, E and W 
compass points to revolve through the various birds eye views. 

Realist Map Tools  
Realist Maps provide a selection of tools below the map. These tools are not available while viewing birds 
eye images, and in general, you must zoom in to a detailed map view to use the map tools. In fact, Realist 
will remind you when it is necessary to zoom in further before using any a tool. 
 
 

 
M
easure 

Measure enables you to trace any shape 
by clicking on the beginning and ending 
points of each side. Watch as measure 
collects data in the lower right corner of 
the map. As you click on each point, 
measure reports the length of the line, the 
total length of all lines, and ultimately the 
interior area of the shape. This tool is 
excellent for measuring irregular lots or 
calculating undeveloped land areas.  

 

 Labels 

Labels should not be confused with 
mailing labels. Rather, these labels are 



data overlays that you can elect to display on a Realist Map. In the example to the right, each 
building’s area is displayed on the map. Some labels, such as Realist sales and MLS listing statuses, 
display icons overlaying the map. 
 
The available labels are uniform throughout Realist. However, some data may not be available for 
select counties or properties.  
 
Some labels only apply to a limited number of properties, such as a label for properties that sold in the 
past 3 months. In such cases, zoom out to view more surrounding properties. 

Identify 

Click the Identify button to enable this 
feature. It enables you to click any 
property on the map to overlay thumbnail 
property information on the map – and 
then link to the detailed property report! 

Parcel  

Click the Parcel button to overlay the 
parcel lot lines on the map   

Boundary 
Click the Boundary button to overlay                                
boundaries for Zip codes, Cities or 
Counties 

  
 
 
Printing or Emailing a Map 
Click the printer or email icons at the top of the page to print or email the the current map image.  



 Realist Map Search 

Lesson Activities 
• Find on Map – setting an address or locale as the map’s center point 
• Finding properties using the polygon, radius and rectangle searches 
• Filter properties within the search area 
• Find properties 

Introducing the Map Search 
The Map Search is a visual search tool enabling you to retrieve properties within geographic boundaries 
you define. It is a popular method to define an area in which to export mailing labels or a list. To use the 
Map Search: 
 

1. Navigate to -- or Find  -- the general area of the map in which you wish to search 
 
2. Draw the polygon, radius, or rectangle within which you with to search for properties 

 
3. Add filters to narrow down the properties retrieved from the define map area 

 
4. Click Find Properties 

 
 

Notes:  
While maps can be displayed for any area in the United States, actual properties searches are limited to the 
counties to which your organization subscribes.  
 

Find on Map – Setting a City, Zip or Address as your Center Point 
 
The top of each map enables you to enter an address or, if you wish, simply a zip code. 
Entering a zip code provides a quick alternative to navigating the map and setting your center point.  
 
To quickly move to a specific zip code, simply 
enter the Zip and click “Find on Map.” 
 
To set a specific address as a center point, enter: 
 House Number  
 Pre-Directional  
 Street Name  
 City  
 State 
 Zip Code 

 
 
Note:  
If you enter the Zip, it is not necessary to enter the 
City and State. Conversely, if you enter the City 
and State, the Zip is not necessary. 

 
Unlike the Realist address and street searches, you 



can enter the street suffix directly after the street name. For example, a user can enter Woodstock, 
Woodstock St, or Woodstock Street. The system will find and map the first instance in the database of 
Woodstock. 
  
“Find on Map” returns the first instance of an address with a directional. For example, if there is an address 
such as 2510 North Broad Street or 2510 South Broad Street, Find on Map will return 2510 North Broad 
Street unless the user also enters the correct zip code. 

Finding Properties Using the Polygon, Radius and Rectangle Searches 
 
Once you have zoomed to the general area in 
which you wish to search, draw the polygon, 
radius or rectangle in which you wish to 
search.  
 
Once the area is drawn as you wish, you can 
click Find Properties to conduct the search. A 
sample polygon appears to the right. 
 
To draw a polygon, click on each point 
defining the perimeter of the area. 
 
To draw a rectangle, click on the upper left 
corner, then the lower right corner. 
 
To draw a radius, click on the center point, 
then any point on the outer perimeter. 
 
If the area you draw is mistaken, click the Clear icon to start again. 
 
You can display aerial imagery before or after you draw an area in which to search.  Viewing aerials can be 
very helpful, as you will be able to draw boundaries more or less incorporating specific property lines. 
 

Filtering Properties Retrieved by the Realist Map Search 
 
Once you have defined the area in which you wish to search for properties, you have the 
option of filtering using numerous criteria. Click Add Search Filters. 
 
 

 
Note:  
Search Filters appear below the map. Scroll down to edit the filters. 
 
 



The sequential steps to filter the search results are: 
 

 Left box – Click the field to filter in your search 
 Center box – Enter or select the search criteria  
 Right box – Review the selected search criteria 

 

 
 
To delete one or more selected criteria, click on each corresponding red “X” in the right hand box.  
 
To begin the search, click on Find Properties.  

Working with Search Results 
When Map Search is complete, it will present a list in a manner identical to all other Realist searches. You 
can use all the customary Realist functions such as Export, Comparables and Neighbors. 

 
 



The MLS Photo Upload Utility Module 
Latest Enhancements 

1. Go to the Listings tab and select from the drop down menu “Photos (Listing/Agent)”. 
2. Select your inventory from the following (3) display statuses.   

3. Find the listing that you would like to update/change 
4. Click on the MLS number link of your choice to display listing photos 

5. Once you have selected the listing, you can Add Photos, Delete Photos, Replace Photos 
and Sort Photos with the new photo sorting tools. 



How to Use the New Photo Sorting Tools  

1. Arrange photos by clicking and dragging individual photos in the order that you want 
them to appear.  

2. Or change the photo order by editing the number.      
 
 

 

 

 

 

 

 



1. Click on the “Reciprocal Listings” link under the Search Menu. 

 

2. Click on the Ventura/Simi/Conejo link.  Use the Agent ID and Password to 
login into their site. 

 



 
 

Private Client Website (PCW) 
 

The PCW (Private Client Website) allows you to create a personalized client website that gives your 
client the ability to search The MLS® database for listings that match his/her criteria and needs. 
 
A. New Features Available! 

• New PCW Management Page 
• Option to create an unlimited number of PCWs (Previously 50 Max.) 
• Addition of Horse Property Y/N, View Y/N, and Pool Y/N fields on the criteria screen 
• PCWs are no longer deleted upon expiration date  
• PCW Expiration date increased from 30 days to 90 days 
• Ability to renew multiple PCWs at any time 
• Increase in the number of areas that can be selected from 8 to 25 
• Ability to search for Area(s) instead of scrolling through a long pick list 
• Ability for The MLS member to view the an Agent Detail Report from the PCW Module 

  
B. PCW Management Page 

   
• Renew Button – Use this button to Renew the selected PCW(s) 
• Delete Button – Use this button to Delete the selected PCW(s) 
• New PCW Button – Use this button to Create a new PCW 
• Client Login Button – Use this button to view the PCW login page that your client will see 
• Sort Columns – Columns can be sorted by clicking the column headers 
• Edit Link – Edit the criteria for an existing PCW 
• Search Link – Simulate the search page the client will see after logging into their PCW 
• Reports Link – Keep track of Searches Ran, Properties Viewed, Saved Listings, and 

Scheduled Showings. 
 
 
 
 
 
 
 
 
 
 
 

  
 



C. To Create a Client Website using the PCW: 
1. Click on the green New PCW button.   

   
2. Fill in the form.  Click “Save.” 

D. Reports Page 
On this page you will be able to track Searches Ran, Properties Viewed, Saved Listings, and 
Scheduled Showings. 

  
 
 

• Search Ran – Displays the criteria conducted by your client from the PCW site. 
 

• Properties Viewed – Displays the listings your client viewed in detail. 
 

• Saved Listings – View homes that your client saved. 
 

• Schedule Showings - View a list of homes that your client wants to schedule showings for.  This 
will notify you via email of the date, time, etc. 

 
 

  
 



The MLS DocManager™ 

How to Upload Documents to your Listings? 

1. Go to the SLIMM Module 
2. Pull up your inventory and select the listing(s) in which you  would like to upload  document(s)  
3. Click on the “Create” link in the Doc(s) column.

 
4. Select the Phase and Deal Type.  Click the “Continue” button.                   

             
5. Click the “Yes” button.  This process will automatically pull up the listing information from The 

MLS database as well as the main listing photo. 

 



6. Click the “Add” link in the Documents section of the page.

 
7. Select the document name that you want to upload.  Click the “Next” button.

 
8. Upload your document.  The only way a CLAW member would be able to see an uploaded 

document is if you make it available by putting a check mark in “Make this document available 
to any member of your MLS”.    Click the “Next” button to complete the process. 

 



 

9.  Users will be able to view these documents by clicking on the document count link on the 
Listing Search Result Page or the Agent Detail Report.  

 

 

 



Fax Manager  Features & Settings 

1. From The MLS DocManager™ page click on the My Inbox link in the menu bar.

 
2. To view your coversheet, click the My Coversheet link.  The system will generate your unique 

 

coversheet the first time the link is clicked.

TM



3. The coversheet will be saved in the system and any time you click on this link, it will display.  We 
recommend you save the coversheet on your computer and print several copi

 

es.

4. Click the Settings link in the My Document Inbox screen to review your Inbox settings.  The 
default settings are set to notify you every time a document is added to your Inbox and to 
include a copy of the document with the notification.  These notifications will be sent to the 



primary email address saved in your Settings under the global Settings link.

 
5. You may also email documents directly into your Inbox by sending them to the email address 

listed at the top of your My Document Inbox screen.

 



  Inbox Settings 

1.  From The MLS DocManager™ page click on the My Inbox link in the menu bar.  To access the 
various functions within your Inbox Folder, hover over “Actions” and the options will display.

 

2. To add a document to your folder, click the Add Document to your Inbox link.  Select a name 

 
 a new inbox folder, click the Add Folder  Inbox link. Type in the name of your 

  

 

from the drop down list or use User Defined from the list to enter your own name.  Enter 
information in the “Comments” and “From” fields and upload your document.  Click Save.

3. To add  to your
folder.  Click Save. 

Fax Manager  TM



4.  To email multiple documents from your inbox, check the box to the left of the document(s) you 
want to send, then hover over “Actions” and select Email Selected Documents.  Enter the email 
address, choose from the other options and click Send.

 



5. To move multiple documents, check the box to the left of the document(s) you want to move, 
then hover over the “Actions” and click the Move Selected Documents link.  In the Move Inbox 
Document page choose where to move your documents. The documents can be moved to 
another personal inbox, an office inbox or a transaction/file.  Choose if you want the documents 
to be removed from your inbox or if you want a copy to remain in your inbox. Click the Next 
button. 

 

6.  To delete multiple documents, check the box to the left of the document(s) you want to delete 
then hover over “Actions” and click the Delete Documents link.  A window will display asking 
you to confirm. Click “Yes” and the document will be deleted.  Please note you cannot undo a 
document deletion! 

 



Document Features 

1. From The MLS DocManager™ page click on the My Inbox link in the menu bar.  

 
2. Each document contains its own set of options. To view the document, hover over the 

document you want to view and click the View Document link.

 
3. To email the document, hover over the document and select the Email Document link. The 

nd 

ment information, hover over the document and click the Edit Document 
he 

 are 

Email document page will display.  Enter the email address, choose from the other options a
click Send. 

4. To edit docu
Information link.  This allows you to edit the name of the document, comments, who t
document is from and also allows you to replace the document with a new one. When you
finished click Save. 



5. To move a document, hover over the document and click the Move Document link.  In the Move 
Inbox Document page select where you are moving the document. The document can be moved 
to another personal inbox, an office inbox or a transaction/file.  Select your option and choose if 
you want the document to be removed from your inbox or if you want a copy to remain in your 
inbox. Click the Next button. 

6. To delete a document, hover over the document and click the Delete Document link.  A window 
will display asking you to confirm. Click “Yes” and the document will be deleted. Please note you 
cannot undo a document deletion! 



For any questions, please call The MLS Help Desk at 310-358-1833 Business Hours Monday - Friday 8am - 7pm and Saturday 9am - 2pm

T H E  M L S  O F  C H O I C E TM

®

A great new feature has been added to THEMLSPRO® SLIMM Module, “Submit For Approval”.   This new feature 
allows CLAW members with Broker Load “NO” to input a listing and then submit it to their listing coordinator or 
broker for review and approval.   This will expedite the old process that required the agent to print out the input 
form, fill it out, and then give it to their listing coordinator to input into THEMLSPRO® SLIMM module.   

How will this Submit For Approval process work?
Click on the “NEW LISTING” button of the SLIMM Home Page. 

“A Request For Approval”  form will display

Enter the email address (s) of the person(s) who will 
review and approve the listing.

Then click “Continue” to start inputting the new listing.

Click the “Submit For Approval” button upon completion of 
the listing input.
A blue button on the SLIMM home page will indicate the 
number of listings waiting for approval. 
Click the blue button to view listings that need review and approval.

Click the Edit link next to the listing you would like to approve.  

Review the listing information entered by the agent

And click the “Save Complete Listing” button to upload the listing to TheMLS.com.

All participating parties will receive an email confirming the completion of the Approval process.
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SUBMIT FOR APPROVAL
THEMLSPRO® SLIMM Module Latest Feature

08/17/2009



 

New! The following New Features are Now Available on TheMLS.com!  

A. SLIMM Module 
• CLAW Members now have an option to “Show Most Commonly Used Fields Only” when 
inputting/editing a listing on SLIMM!  

 
 

B. Profile Page 
• Links to the CARETS Agent Detail and the CARETS Client Detail Reports have been 

added to the Profile Page. 

 
 
 
 
 
 
 
 
 
 
 



C. OPTIONS BUTTON 
You now have the option to go directly to the “CARETS Agent Detail” or “CARETS Client 
Detail” Reports when clicking on the MLS# link.  This setting can be set under the OPTIONS tab

 
 

 
 
 
 
 
 
 
 
 
 
 

located on the Listing Search Screen.



D. REPORT OPTIONS 
• The “Showing Agent Report” & “Showing Client Report” are now available on 

THEMLSPRO® under the REPORT OPTIONS tab.     

 

 
 

E. INCOME PROPERTIES 
• Addition of the “Scheduled or Actual”  Column as one of the available columns that 

can be displayed for Income Properties. 
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