Listing Search Templates

The Search Manager has a multitude of templates to accommodate the various types of property searches and the
number of fields available for entering criteria. Listing searches are likely your biggest and most used search area.

» (To access Template Manager from a listings search:

From the main menu, click Search and the Search Criteria page opens.
Click the Search type drop-down list and select the type of search you are working with, for example, “Open House”.
Click the Search template drop-down list and select a template.

The default template available is Res Simple Search, which you cannot modify. You must use the Template
Manager function to make a copy and rename it, before changing the search criteria fields.

4. Select Template Manager from the Action menu, then, click the arrow button.

List Price*: Betwee
Property Style: Equals

Property Description: rEquals
House Humber: Enaunal

Add More Search Criteria

Action: | IETINETYENERES

The search types and templates become available.
Select the search type

Residential v |

After selecting the search type, choose an available templa

Available Search Templates

[y Zimple Search ”~
[y Zold Listings

REZ Address Search

RES General Search

RES ML Mao. Search

RES Simple Search

Mew | | C-:u|:r'_.r| | Done |

5. Highlight a template in the list, then click: Copy — lets you copy and edit any type of template. Modify — lets you
edit a Personal template. Delete — lets you permanently delete a selected Personal template.
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Listing Search Templates

Template Name My New Tax Tamplate

Select tha access lauel for thi Q
( vel for this templat: Conca | ‘Fsh
@ Parsonal D Ofice > Board

iy Sala) the Helds pou want 10 have in your crtena. Sakeciad fislds will appear n 1he Tax
order they sppoar in the selected fields box found below

Raqui n
Chck Finish 10 save ths tamplate

Availabie in=ns Selected 1ems
~  |Curert Recording Dats ~
[0wner Nane ¢ ee MNa

Cancel | Fesh

Enter a Template Name.
Select the access level option for this template: Personal, Office, Board etc.
Note: Depending on your access privileges, you may only be able to create Personal
templates.

3. Select the field(s) that you want to appear in the search template from the Available items list and move them to the
Selected items list by clicking the right arrow [ » ] button.
» to select multiple fields, hold down the CTRL or SHIFT key while clicking.

4. Toremove a search field, select the unwanted field from the Selected items list and click the left arrow [ ¢ ] button.

5. Change the position of the Selected items by highlighting a field (one at a time) and clicking the up [“* ] or down [ ¥
] arrows. The order of the selected fields determines the order in which they will be displayed on the Search Criteria

page.
6. When you are satisfied with the list of selected fields, click Finish.

A message box appears telling you that your new template has been saved.

Click OK.

The new search template name appears in the list of available templates.

Click Done.
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