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How to Create a Custom Grid/Column Report 

 
In Tempo5, when you do a search, the search results are displayed in a grid or column report 
format.  The grids can also be used as the basis to download or export data from Tempo5.  The 
grids are created and maintained in the Column Manager. 
 
The Column Manager is accessed from any Search Results screen.  On the left just above the 
header row of the search results is Columns and a drop-down box.  The box displays which grid is 
selected to display the search results.  The default is the Default Results Grid.   
 

 
 
The drop down contains a list of all available grids or column reports.  The columns reports you 
create are property category specific.  If you did a residential search and clicked on the column 
manager icon with those search results on the screen, the column report you create will only be 
available on residential searches.  Each property category including Cross Property, has a specific 
Default Results Grid. 
 

 
 
To create a new custom grid, next to that drop down box is an icon representing lines and 
columns.  If you mouse over the icon, the words Column Manager appear.  Click on that icon. 
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The Column Manager dialog box opens.   

 

 
 

There are two types of grids or column reports ς system and personal.  A system grid is created by 

Marketlinx ŀƴŘ  ŀǾŀƛƭŀōƭŜ ǘƻ ŜǾŜǊȅƻƴŜ ōǳǘ ƛǎ άǊŜŀŘ-ƻƴƭȅέ and cannot be changed.   Personal grids 

are only available to the person who created them.   

 

The Default Results Grid is a system grid.  When it is selected many of the options in the center of 

the screen are grayed out, indicating that it cannot be edited or deleted.   The 1004MC is also a 

system grid.  It was created by Marketlinx for appraisers. 

 

To create a new grid or column report, click on the first option  in the center of the screen, Create 

new column report. 
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At the top of the screen, enter a name for this new grid. 
 

 
 
On the left is a list of Available items that you can select to be the column headings.  You can scroll 
the list to locate the field you want or you can use the Search for field box above the Available 
items list.   
 
In this box type any part of the field name you want to search for and the list narrows to only the 
fields that contain those characters in that order.   
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Double click on a single field name to move it to the Selected items box.  You can also click once 
on the field name to highlight it and then click on the right arrow to move it to the Selected items 
list. 
 

 
 
To select multiple items, hold down the Ctrl key and click on each item that you want to use as a 
column header on the column report you are creating.  Click on the right arrow to move all 
selected items to the Selected items box.  
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The selected items can be rearranged by selecting a field and clicking on the up or down arrows at 
the bottom of the list. 
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To delete an item from the Selected items list, click on it and click on the left arrow to put it back 
in the Available items list.   
 
When the items have been selected and arranged in the order you want them to appear as 
column headers for the search results, click the Save button. 
 

 
 
The grid or column report you just created now shows on the list of Available Column Reports and 
will show in the Column drop-down on a search results screen.  Click on Done.   
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The search results are now automatically displayed in the grid format you just created.  The 
columns of information displayed here are different than those on the Default Results Grid.  The 
column headers are those that were selected in the Column Manager and saved. 
 

 
 

From this point on the new grid will show on the Columns drop down on any Residential Search 
Results screen.   
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When selected the search results are displayed in that column format.  This grid can be used for 
any Residential search. 
 

 
 
On the Column Manager, if you like a system report such as the Default Results Grid but you want 

to make changes to it, ŜǾŜƴ ǘƘƻǳƎƘ ȅƻǳ ŎŀƴΩǘ ŜŘƛǘ ƛǘΣ you can copy it.    
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Give it a new name, make changes to it such as rearranging the fields, adding or deleting fields, 
and save it as a new personal grid. 
 

 
 
On the Column Manager in the center of the screen there are several additional options available 
to you for the grids you copy or create.  When you have one of your Column Reports selected, 
there are three additional items available:  Add or remove fields, Change field sort order and 
Change field format. 
 

 
 
When you click on Add or remove fields, the Edit screen is displayed listing the items selected for 
that Report.   You can make any changes by moving fields between the Available items and 
Selected items lists using the left and right arrows between the columns.  You can rearrange the 
fields using the up and down arrows.  After making changes, click on Save. 
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The second option is Change field sort order.  How do you want the columns of data sorted on the 
screen? 
 

 
 
You can sort up to three columns either in ascending or descending order.   
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Click on the drop-down arrow in the Sort by: field.  The column headers are displayed.  When you 
do a search and display the results using this grid, you could set it to always sort the price first 
with the lowest price at the top.  To do this, select Listing Price.   
 
Select Ascending to show the lowest price at the top of the list.  If you want a second or third sort 
level, repeat the steps to make those selections.  When done, click on Save. 
 
 

 
  
 


