TeMPO °°

How to do a Basic Search

One of the most important things about searching is becoming familiar with the search page and all of

the features and options on that page.

There are three ways to access the search function:
1. Onthe Home Page, you can do a search by Address or MLS #.
2. Onthe Home Page you can click on the Search for listing link.
3. The Search icon at the top of the page.
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First, on the Home Page the Find a Listing section allows you to quickly search for a specific listing by
either Address or MLS number. Searching here allows you to do a Cross Property search to find a listing

in any property category.

Selecting to search by Address expands the screen to input the address.  You can enter a specific
address or a range of house numbers (1200-1299), or just the name of a street. Note the option below
the address fields for Show on Market listings only. After address information is entered, click on the

arrow to start the search.
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If the box was checked to Show On Market listings only, listings that are Active, Active 1* Right, Under
Contract, and the new status Under Contract Short Sale, would be displayed as they are all considered to
be On Market listings.
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If you uncheck the box and click the green arrow to start the search, then all listings that are in the
MLS for that address, regardless of status, would be displayed.
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If you selected to search by MLS number, and entered one or more MLS numbers and clicked on the

arrow to start the search, only listings with those MLS numbers will be displayed.
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The second way to do a search is also on the Home Page in the Find a Listing section. You can access the
full search screen by clicking on the link - Search for a listing. The search screen opens.

Find a Listing

Lockup by, () Address or @ ML#

Separate multiple MLE by commas

Search for a listing
i 1stings
Madify or add listing images

The third way to search is by clicking on the Search icon at the top of the page.
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Across the top just under the blue Property Search bar are three tabs — Search Criteria, Search Results,
and Details We'll call these the primary tabs. The primary tabs always show while in the Search
function. Tabs play an important part in Tempo5. On a row of tabs you can go back and forth between
the tabs at any time without closing one screen and opening another.

Just below the primary tabs on the left is a section for Current Criteria. As you enter criteria on the
search form, the criteria will show in this box. Note the Count option at the bottom.

Below the Current Criteria box is the Additional Fields box. This section is used to very easily and quickly
add a field to the current search screen.

The Current Criteria and Additional Fields sections together are called the Sidebar.

When the Search Criteria tab is selected, just below the primary tabs is a second row of tabs, Search Form
and Search Map (or search by map), which we’ll call the secondary tabs. On this row of tabs you can
switch back and forth between the search fields and the map.

Just below the Search Form tab are options showing the Property Type and Search, each with a drop-
down containing additional options.

The residential category is the default Property Type and the default Search is named Default System
Search. The Custom Searches transferred from the current MLS to Tempo5 will be listed on this Search
list under the headings of My Custom Searches and Prospect Searches.

Search: Default System Seanch -
Diefault System Search s
KIL® Seanch
+ My Custom Searches
Appraisar Fannie May Rapon

The Search Form fields are below the secondary tabs with a scroll bar to see additional fields.

Below the Search Form is the footer bar. The actions listed will be either visible indicating they are
available or grayed out indicating the function is currently not available. Clear Form is the only option
available until you click on a field which makes other options available. These functions will be used to
Remove or rearrange the fields in the Search Form.

i L ] * e Clear Form # acvanced Dotions | j

At the bottom of the screen are Action buttons used to perform an action after search criteria is entered.
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Everything you need to do a search of any type is on this screen. If you want to search in a different

property type, click on the Property Type drop down and click on the property type you want to search
in.
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For example, when Land is selected as the Property Type, both the Search form Fields and the Additional
Fields list change to reflect the fields for that property type.
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On the Search Form, each field is on a separate line. Each search field is a Boolean search, but going
beyond the Or, And and Not that we’ve had in the past. Each field has options called operators to create
exactly the search you want. The default is to show the most common search option for that field. Type
of Property and Status are defaulted to Equals, but fields such as Listing Price and Bedrooms are
defaulted to Between.
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If you want additional options for the fields, on the right side of the footer bar just below the Search
Form, there is an option for Advanced Options. Once you click on it you will see either Show Advanced

Options or Hide Advanced Options.
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When you click on Advanced Options or Show Advanced Options all options are displayed as a pick list

for each field.

Type of Property can now be either Equals or Not Equals.

Property Search: Default System Search
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Listing Price can now be Equals, Minimum, Maximum or Between.
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In the Price field the system automatically adds three 0’s to the number you type. If you type 265 the
system interprets that as 265,000. You have the option to uncheck that box and type the full number.
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To make a selection in a field, click on the drop down and then click on each option from that list that you
want. Clicking once selects that item, clicking on that item a second time, deselects it. The drop down

list displays both the short code and long description for each item.
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When items are selected on a list, they are displayed in the field as the long description.
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To the right of some of the fields is a Code option. Clicking on Code immediately changes the display to
the short code for the items selected in that field.

What was displayed as Condominium is now CND. Instead of Code, the option is now Desc so you can
switch back and forth.

Type of Property Ecusls = CNOPATSIF w 4 [Oe

Clicking on the pink eraser to the right of a field deletes all selections in that field.
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On the subarea field you see a magnifying glass icon.
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Clicking on the magnifying glass opens an Advanced Search box.
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This Advanced search is what is called a contains search. You can search for subareas containing a
specific string of characters occurring somewhere in the subarea name.



The list is narrowed as you type. For example, you are looking for a subarea that has Crest in the name.

In the Search for value box at the top of the screen, type a “C”. The list of available items narrows to

only the subareas that contain a “C” somewhere in the name.

Typing an “R” narrows the list to only those subareas containing “CR” in that order. The list is narrowed

each time you type another letter.

To select a subarea, either double click on the name or click once on the name, then click the right arrow

to move the selection to the Selected items list.
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To select another subarea, delete the text in the search for box and begin typing the letters for a different

subarea. What is on the Selected items list remains.

When all subareas desired are on the selected items list, click the OK button on the bottom. The

Advanced Search box closes.

Back on the Search Form, the selections are displayed in the subarea field.

Eousls = | Crashoew.Flintwocd Hills

w _4 M) Code

If you do not use the Advanced Search and just type in a subarea name, if it is spelled the same as it is on

our subarea list, everything is good. If the spelling does not match our subarea list, you get a message
box indicating that it was not found. You can either retype it or use the Advanced Search.
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I b Sub Area CREZT YIEWW was not found.




You will also see the magnifying glass icon on fields to do the same type of advanced search when adding
a listing. They work the same throughout Tempo5.

To enter a date, you can type it in or click on the calendar icon and just click on the date.
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If you have the advanced options showing for a date field, another way to select a date range is to click
on the operator drop down. In addition to between, equals, minimum and maximum, you have many
selections for time periods in the past or future. Clicking on one of these operators automatically enters
that date range in the field.
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It is very easy to add a field to the current search — you don’t even leave the screen! The Additional
Fields section, bottom left, contains a list of all available fields that can be added to this search.
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Click on the field to be added to the search.

= Additional Fields
Category

- ML - -
Search for fisld

——

Woster Bath Amerres
Witer Bed --
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il Add to Seanch

Then click on & Add to Search . That field appears at the bottom of the search screen ready for you to

enter criteria.
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As you add search criteria, those options are displayed in the Current Criteria box on the upper left of the

screen. You can click on Count at any time. The number of listings that will be found using the current
criteria is displayed.

Type of Property in CHO , PAT |, SF
275 000

E i6d O salwsan 2H 20
21 3T

Property Calegory n AES

(=]

Count 1

The second tab on the secondary tab row is Search Map or Search by Map.

‘ Search Form Search Map ‘

There are many options when searching by map so this is covered in a separate document.

To see the listings matching the criteria entered, you can either click on Search Action button on the
bottom of the screen, or click on the Search Results tab on the primary tab row.
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If you did not click on Count in the Current Criteria section, a window appears giving you the number of
results and asking if you want to execute the search. This gives you the option to change your search
criteria if the results are not enough listings or too many listings found.

Message from webpage HH

1 Your criteria retumed 260 recards.

Do you want o execute this search?

| [ ok || cance

While looking at the Search Results, you can easily go back to the search criteria at any time by clicking on
the Search Criteria tab. You can make changes, and then view the new search results.

This document covers the basics of doing a search in Tempo5. There are more search features available

but this covers the basics. Search Map, Search Results and Details/Reports, are covered in separate
documents.
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