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How to Add a Listing 

 

Before you access the Add/Edit function for the first time, you must accept the Realist End User License 

Agreement for Tempo5.  To do this, click on the Public Records icon at the top of the screen. 

 

 
 

The End User License Agreement is displayed. 
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After reading the License Agreement, select the I Accept option and click on Submit.  You only have to 

do this once but it must be done before adding your first listing.  The AutoPop function will not work and 

you will not be able to submit a new listing until this Agreement is accepted. 

 

 
 

There are two places to access the add new listing screen. 

1. From the Home Page, on the left in the Find a Listing section, click on Modify or add new listings. 

2. From the icons at the top of the screen, click on Add/Edit Listings. 

 

 
 

To add a new listing, click on the Enter a new Listing button.    
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The Select Property Type dialog box loads.  The Residential property type is the default.   

 

  
 

All property types are on the drop-down list.   

 

 
 

Select the Property Type.  Click OK. 
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The Add new Listing screen loads for the property category you selected.  The Tax Autopop screen 

automatically appears.   

 

At the recommendation of the RSC Board of Directors, in Tempo5 the data in up to 12 fields is auto-

populated from Realist: 

 Street Number 

 Street Direction 

 Unit Number 

 City 

 Zip Code and Zip+4 

 School District 

 Acres 

 Legal Description 

 Tax Amount and Tax Year 

 Year Built 

 

If this information is in Realist for the property you are listing, the data for those fields is automatically 

entered. 

 

On this screen, first select the County.  El Paso County is the default.  If you need a different county, 

select it from the drop-down list. 

 

 
 

Next, select by clicking in the appropriate circle, either to Search by Address/Owner or Search by Tax ID.  

Enter the information and click OK. 
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If a screen appears indicating the fields that will be auto-populated to the listing, select the correct 

property by clicking in the checkbox, even if there is only one listing.  Click the Populate button on the 

bottom of the screen. 

 
 

In Tempo5 there is only one screen to add a listing.  Each field is on a separate line with the options for 

that field in drop-down lists. 

 

In addition to the Realist auto-populated fields, the fields pertaining to the agent who is logged in and 

the office are also auto-populated from PPAR Membership records. 
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When an office or company broker load assistant is adding a listing, the agent and office information 

fields are blank.  In that situation, to select an agent, click on the magnifying glass to the right of the 

ListingPublicID field. 

 

 
 

hƴ ǘƘƛǎ ƴŜȄǘ ǎŎǊŜŜƴΣ ŜƴǘŜǊ ǘƘŜ ŀƎŜƴǘΩǎ ƴŀƳŜ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ CƛƴŘ ōǳǘǘƻƴΦ 
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Click on the name of the agent on the list.  Click OK.  The fields pertaining to that agent are then auto-

populated.  If the assistant clicks on the name of an agent who is not in their office, an Invalid Agent 

error message appears. 

 

The unlicensed assistant who works for an individual agent, does not have access to the add/edit 

function under their own login in Tempo5.  Adding a listing for that agent is handled through identity 

sharing.  All individual agents who have an assistant who has their own login, have been notified by 

email how to set up identity sharing for their assistant.  If you need the instructions for identity sharing, 

please contact RSC at 635-5040. 

 

The fields from the current MLS have been incorporated into Tempo5.  The options in the fields are 

ōŀǎƛŎŀƭƭȅ ǘƘŜ ǎŀƳŜΦ  ²ŜΩǾŜ ŀŘŘŜŘ ŀ ŦŜǿ ƴŜǿ ŦƛŜƭŘǎ ǎǳŎƘ ŀǎ !ŘƧŀŎŜƴǘ tŀǊŎŜƭ ŦƻǊ {ŀƭŜ Χ 

 

 
 

Χ ŀƴŘ {ŜƭƭŜǊ bŀƳŜΦ 
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At the recommendation of the U.S. Green Building Council and at the request of the Colorado 

DƻǾŜǊƴƻǊΩǎ ƻŦŦƛŎŜΣ tta[{Σ aŜǘǊƻƭƛǎǘ ŀƴŘ Lw9{ ƘŀǾŜ ŀƭƭ ŀŘŘŜŘ ƴŜǿ ŦƛŜƭŘǎ ǇŜǊǘŀƛƴƛƴƎ ǘƻ ōǳƛƭŘƛƴƎ ƎǊŜŜƴ 

homes. 

 

 
 

The following are some basics to remember when adding a listing: 

¶ Always use the tab key to go from one field to the next.  Do not use the Internet Explorer back 

ŀƴŘ ŦƻǊǿŀǊŘ ŀǊǊƻǿǎ ōŜŎŀǳǎŜ ȅƻǳΩƭƭ Ǝƻ ŘƛǊŜŎǘƭȅ ǘƻ ǘƘŜ IƻƳŜ tŀƎŜΗ 

¶ 9ŀŎƘ ŦƛŜƭŘ ƛǎ ƻƴ ŀ ǎŜǇŀǊŀǘŜ ƭƛƴŜΦ  LǘΩǎ ƭƛƪŜ ŦƛƭƭƛƴƎ ƛƴ ŀ ŦƻǊƳΦ  {ƻƳŜ ŦƛŜƭŘǎ ƘŀǾŜ ŀ ŘǊƻǇ Řƻǿƴ ǘƻ ƳŀƪŜ 

selections, some you type in the information, others you make a selection such as Yes or No. 

¶ Required fields are indicated by an R in a red circle on the left such as Listing Price, Listing Date, 

etc.  The field name text is also red. 

 

 
 

¶ When data is entered in a Required field, the field name changes to black text and the R is now 

ƛƴ ŀ ƎǊŜŜƴ ŎƛǊŎƭŜΦ  ¸ƻǳ ŎŀƴΩǘ ƘŀǾŜ ŀƴȅ ǊŜŘ ŎƛǊŎƭŜǎ ǿƘŜƴ ȅƻǳ ǎǳōƳƛǘ ŀ ƭƛǎǘƛƴƎΦ 

 

 
 

¶ On the bottom right of the screen is information on the total number of input fields, the number 

of required fields and the remaining # of Required fields to be completed. 
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¶ To the left of some fields is a locked padlock.  This indicates that the field is locked and you 

cannot enter information in that field.  These are the fields where the information is auto-

populated either from Realist or PPAR membership records. 

 

 
 

 

¶ Fields with multiple options have a drop-down list.  When you click in a field, the top line will 

indicate how many options have been selected as well as the maximum number allowed. 

 

 
 

¶ The question mark in a blue circle before the field box indicates that a help screen is available 

for that field.  Click on the question mark to display the help screen. 

 

 
 

¶ A calendar icon appears by the date fields.  
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¶ Click on the calendar, then click on a date to enter it in the field and click OK to close the 

calendar.  You can also enter the date manually, with the slash marks- your choice. 

 

 
 

¶ Some fields have a magnifying glass to the right.  This opens an Advanced Search screen to help 

in easily selecting data for that field. 

 

For example, to enter a street name or subarea, there are 3 ways to do it.  First, if you type in 

the name of the street or subarea exactly as it is on the list, it is accepted and you tab to the 

next field. 

 

 

 
 

If it is misspelled or not on the list, you get an error screen that the street or subarea, as you 

spelled it, was not found. 
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Second, you can click on the drop down arrow and scroll through the list and click on the correct 

street or subarea name. 

 

 
 

Third, you can click on the magnifying glass icon on the right of the field which opens the 

Advanced Search options screen.   

 

 
 

In the Search for Value box, type any part of the subarea or street that you are looking for.  As 

you type, the Available items list is narrowed to only those items containing the characters you 

typed in that same order. 

 

Double click on an item and it moves to the Selected items box.  You can also click once to 

highlight the item and click the right arrow between the boxes to move it to the selected items 

box. 

 

To remove an item from the Selected items box, click to highlight it.  Click the left arrow to move 

it back to the Available items box.   
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Click OK to close the Advanced Search screen.  The selected item is entered in the field. 

 

 
 

Next are instructions for entering some specific fields: 

 

¶ In the status field, even though all status codes are listed, you can only add a listing as active per 

the Business Rules.  This is an example of the uniformity of Tempo5.  Every status field, whether 

ƛǘ ƛǎ ƛƴ !ŘŘ ƻǊ ƛƴ {ŜŀǊŎƘΣ ƛǎ ǘƘŜ ǎŀƳŜ ƭƛǎǘ ƻŦ ŎƻŘŜǎΦ  ¢ƘŜ ƭƛǎǘ ŘƻŜǎƴΩǘ ŎƘŀƴƎŜ ōŀǎŜŘ ƻƴ ǘƘŜ ŦǳƴŎǘƛƻƴ 

you are in. 

 

 
 

¶ When the County and Schedule Number are entered and you tab to go to the next field, the MLS 

area, the top and side map coordinates are auto populated just as they were in the prior version 

of the MLS. 
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¶ When you open a drop-down list, the top line indicates how many items are selected and the 

maximum number that can be selected.  Click on each item to select it.  There is no need to hold 

down the Ctrl key to make multiple selections.  In Tempo5 you just click on each item you want.  

Click on the item a second time to deselect that item. 

 

 
 

The list contains both a description and a code for each item.  24 Hour Notice is the description 

and 24H is the code.  You can choose to display either the Code or the Description in the field.  

On the right of the Showing Instructions field in the above example, note the Code option.  

Clicking on Code changes the display to the code rather than the description.  Code is then 

replaced by Desc to change to the Description. 

 

¶ To select a Yes or No type answer, click in the circle by your selection and a blue dot appears 

there. 
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¶ The way you enter bathrooms is new and different.  There are fields for the bathrooms of each 

type on each floor.  You enter numbers in the fields.  For example, if there are two full 

bathrooms and one 5-piece bathroom on the upper floor, in the field Upper Full Bath, you enter 

the number 2 and in the Upper 5pc Bath field you enter the number 1.  In the Upper ¾ Bath and 

Upper Half Bath fields, you enter a Zero as these are required fields.  The Total Bath field for 

each floor and Total Baths field are auto-populated. 

 

 
 

¶ When you click in a free-type field such as Show/Agent Remarks, the first line indicates how 

many characters are allowed 
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¶ As you type the remaining character count is displayed.  HTML is not available in Tempo5. 

 

 
 

¶ To the right of any free type fields allowing 75 characters or more, is an icon for spell checker to 

check the spelling in that field. 

 

¶ When you tab off a free type field, the Remarks Scrubber checks the field for prohibited text. 

 

The Remarks Scrubber works differently in Tempo5 than it did in the previous version.  There is 

a list of 200 prohibited words that stop a listing from being saved as incomplete or submitted.  

There is an additional list of warning words that although prohibited will allow a listing to be 

saved as incomplete or submitted.  However, a secondary review of these additional prohibited 

words will be done daily by the Violations Dept. and they will then be removed from your listing. 

 

If a free-type field such as remarks, extras, exclusions or directions contains any of the 200 

prohibited words, when you tab or click off that field, the field is outlined in red and a message 

appears indicating which words will stop the listing from been saved as incomplete or 

submitted.  You must remove the listed text. 
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If the text contains only warning words, the box is highlighted in yellow. 

 

 
 

¶ A new addition to adding a listing in Tempo5 is that you can add up to two Virtual Tours when 

adding the listing rather than adding them as media.  A Virtual Tour must have a web address 

and be for the subject property only. 
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When all fields are complete, the action buttons are on the bottom of the screen.   

 

The first is a Tax Autopop button.  If for some reason you clicked Cancel on the auto-pop screen when 

first adding a listing, the only way those fields will be populated is to click here to open the auto-pop 

screen again.  You must use the Tax Autopop in order to be able to submit your listing. 

 

 
 

In Tempo5 each time you complete a field and go to the next field, the listing is auto-saved.   You can 

also click on the Save as Incomplete button and save the listing as incomplete, but doing that does close 

the input screen.   

 

 
 

The Cancel button is used to cancel the listing before it is saved as incomplete or to cancel the changes 

you are making to an existing listing before saving it.  Once you have saved a listing as Incomplete and 

retrieved it, the Cancel button is replaced by a Delete button.  Delete is used to delete the incomplete 

listing if it is not going to be completed.  Once a listing is saved as Active in the MLS, it cannot be 

deleted. 

 

 
 

The Print button on the bottom can be used to print or preview the listing before it is submitted as 

Active.   
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Currently, you can only preview the first page of the listing.  To see the entire listing before submitting 

it, you can either print the listing on paper or click Save To PDF. 

 
 

Enter a File Name and click OK on the bottom. 

 

 
 

Then, just open it to preview before submitting it.   

 


