
1 

 

 
How to Edit a Listing, Add Photos and Attachments  

 
In Tempo5 the edit function is used to make every type of change to a listing, including changing 
information in fields, changing the status or expiration date, or adding photos and attachments.   
 
You edit a listing: 

¶ as the next automatic step after submitting a new listing.    

¶ to finish an incomplete listing.   

¶ to make changes to an existing listing.     
 
When you add a new listing and it is successfully submitted, the next screen that automatically appears is 
the edit screen.   
 
Editing a listing is where many processes are different than in the prior MLS, but this edit screen is the 
same regardless of the method you used to get to this screen.   I’ll show you the other ways to get to this 
edit screen a little later in this tutorial. 
 

 
 

The edit screen has 5 links listed on the left:  Summary Report, Open Houses, Images, Attachments and 
Prospector Activity.  To open a link, click on it.  Click on it a second time to close it. 
 
On the bottom right of the screen are action buttons:   
Edit, to make changes to an existing listing 
New, to add a new listing; 
Copy, to copy this listing; 
Delete, which is not available; 
Print, to print a report; and  
Close, to close the screen.   
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If a button is grayed out, it is not available to the person logged in.  Clicking on an action button will open 
that function. 
 
The Summary Report is used to preview the listing.  When you click on the link, the screen expands and the 
Long/All Remarks report displays.     
 

 
 
At the top of the report is a drop down containing a list or the reports that can be viewed. 
 

 
 
When previewing the listing, if you see something that needs to be changed, click on the Edit button.  
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Make the change and Submit the listing.  You’ll return to the Summary Report screen.  
 
Click on the Summary Report link to close it.   
 
The next link is Open Houses.  This link is used to add a new open house, or edit, delete or view details on 
an existing Open House.   
 

 
 
When you click on the link, the Open House screen opens.  If any open houses have ever been scheduled 
on this listing, they will be listed on the screen showing the current status of that open house. 
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To add a new open house, click on the Add an Open House button and the screen expands. 
 

 
 
Enter the Date and times for the open house and any other pertinent information.  Click on Submit on the 
bottom of the screen.  You can also Cancel adding this open house or Print an Open House Report using the 
action buttons on the bottom of the screen. 
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This open house now shows on the open house list as an active open house.  You add an open house for 
each day that the open house is being held as you cannot put in a range of dates.  If you are holding an 
open house on both Saturday and Sunday, you will enter two open houses for this listing. 
 
Click on the Open House link to close it.  The total number of open houses that have been ever been added 

to this listing, appears to the right of the link. 

 

 
 

To add photos to the listing, click on the Images link and the screen expands. 
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Adding photos is a very different process in Tempo5 than in the prior MLS.  The same business rules apply 
to Tempo5.  For example, the primary photo must be of the outside of the property.  For all Residential, 
Income and Rental listings, the primary photo must be uploaded within 7 days after the listing was added.   
 
You can upload up to 16 photos.   
 
Effective June 1, 2011, there are automatic fines for photo violations, so ensure that your photo is in 
compliance at the time you upload it. 
 
A welcome change in Tempo5 is that photos can be up to 6mb, or 6,144kb, in file size, up from 1mg in the 
prior MLS.  This will, in almost all cases, eliminate the need to resize photos.   
 
The screen contains 16 boxes – one for each photo.   The Primary photo must be in box #1 as indicated 
below that box.   Each box has an Add New Image link.    To add a photo to a box, click on that link. 
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Click on the Browse button on the bottom of the next screen to locate the photo on your computer and 
open it. 
 

 
 
The Photo appears in the box.  Another big addition in Tempo5 is that you can make some adjustments to 
the photo right on the screen.  You can zoom it in and out and you can re-position it. 
 

 
 
Using the slider bar below the photo on the right, as you click on either the + or -,  or just move the slider 
with the mouse, the photo zooms in or out.   
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After zooming the photo, you can reposition it.  When you place the cursor on the photo, it changes to a 4-
headed arrow indicating that you can move the photo in any direction.  Press and hold the left mouse 
button and move the mouse and the photo.   
 
When the position is correct, release the mouse button. 
 
The photo as you see it in this box is how it will appear on the listing.   
 

 
 
By default the Image Name for this photo is Exterior Front so for this first picture that is correct.  You can 
add comments for the photo.   When the photo, image name and comments are the way you want them, 
click on the Save button. 
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The photo appears in box #1.  When the photo appears here, it is already on the listing in the MLS.  
 
Choices to Edit or Delete are below the photo.  If you added comments they appear here as well.  Edit is 
used to change anything on the photo screen including the comments or image name. 
 
If you click on Delete, you are deleting the photo from the box and also deleting it from the listing in the 
MLS.  The changes you make to the photos are immediately seen in the MLS. 
 
For photos 2-16, click on the Add New Image link, and browse for the photo.  Select an image name for 
each photo from the drop down list.  If you don’t select a name, all the photos will show up as Exterior 
Front as that is the default!   The name you selected for the photo appears each time the photo is viewed 
on the listing.   
 

 
 
When you click Save, the photo is added to the listing and appears in the box. 
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Under the photo boxes is an option to reorder, or rearrange, the order in which the photos appear on the 
listing.   
 
When you click on a photo to reorder it, the box is outlined in blue.  Click either the left or right arrows until 
the photo is in the position you want.  Just make sure that the exterior photo remains in position #1!    
 

 
 
When all photos are reordered to your satisfaction, click the Apply new order button.    If you change your 
mind and want to return the photos to the original order, click the Undo ordering button instead. 
 
To exit the images screen, click on the Images link.  The number of photos on the listing is displayed. 
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To add attachments such as disclosures, click on the Attachments link.   
 
The screen expands.  On the bottom is an Action option.  The default action is to Add New Attachment.   
 

 
 
On the drop down are additional options to Edit Details or Delete Attachment.  With Add New Attachment 
showing in the box, click on the arrow in the green box. 
 
On the Add New Attachment screen, select whether you want to fax the document or upload it. 
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If you select Fax Document, the Create a Fax Cover Sheet dialog box opens.  Select the type of document, 
type a description if necessary and click on Print Cover Sheet. 
 

 
 
When the Fax Cover Sheet loads, click on the Print button at the top.  
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Place the cover sheet on top of the document and fax to the toll-free number on the sheet. 
 
To upload documents rather than fax them in, on the Add New Attachment screen, click on Upload 
Document.  On the Upload Document screen above the File Name box is a line indicating the Space used 
and the Space available.  There is a total of 5120kb or 5mg of space available for all attachments combined. 
 

 
 
Under the File name box is a list of the file types you can upload.  In Tempo5 you are not limited to .pdf 
attachments, but you can also upload Microsoft Office Word documents with a file extension of either .doc 
or .docx, .txt files, or pictures with file extensions of .jpg or .jpeg.   
 
Here’s something to think about when uploading Microsoft Office Word documents.  For Word files in 
versions through Office 2003, the file extension was .doc.  In Office 2007 and Office 2010, the file extension 
is .docx.  .docx files cannot be opened in Office 2003 or older versions.  If the PPMLS member clicking on a 
Word attachment with a .docx file extension, does not have Microsoft Office at all or has a version older 
than Office 2007, they will not be able to open that attachment without installing a separate program to 
open it.   
 
Consider only saving and uploading Microsoft Word files with a .doc extension, which you can do even in 
Word 2007 or 2010.  These files can be opened with NotePad.  Everyone should have NotePad on their 
computer as it is part of XP, Vista and Windows7.  
 
Browse for the file to be uploaded.   
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With the File name in the box, the next step is to select the type of document from the list.  There is a 
selection for Other if the type of document you are uploading is not listed.   
 

 
 
A description for that document can be entered, especially if the type of document is not on the list.   
 
Click on the Save button on the bottom of the screen.   
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The information on the document now appears on the Attachments list.  The filename is a clickable link to 
the document.  To add another attachment, with the Add New Attachment option showing in the box, click 
on the green arrow.   
 

 
 
Note that the Space used has increased and the Space available has decreased after adding the first 
attachment – it was 5120kb.  If this number is smaller than the file size of the document you are uploading, 
you will not be able to upload that document.  In Tempo5 there is no limit to the number of attachments 
you can upload, just a maximum combined file size of 5mb for all attachments.  The smaller the file sizes, 
the more attachments you can upload. 
 
Browse for the next attachment, select the Type, type a description if necessary and click Save.  Repeat the 
steps for each document to be uploaded.   Documents added to a listing are only viewable by PPMLS 
members, not by clients or the public.     
 
The attachments that have been uploaded are listed and are clickable links.   
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Click on the Attachments link to close the screen.  The number of attachments is shown. 
 

 
 
Clicking on Prospector Activity expands the screen and gives you information on the number of times this 
active listing matched a Prospect search, how often it was included in an email to a prospect, how often 
that email was read by the client and how often it was viewed during a search on the IDX websites that 
were created in Tempo5. 
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Click on the Prospector Activity link to close it. 
 
The Links drop-down is found on the bottom left of the screen.   
 
Links contains two choices – Realist.com Tax and Supra Lockbox.  Selecting Realist.com Tax opens the Public 
Records for this listing.   
 

 
 
To assign a lockbox to this listing, click on Supra Lockbox, then on the arrow in the green box.   
 
Assigning a Supra lockbox to a listing gives the agent access to view the showing report for that box 
anytime from either the Edit screen for that listing or when viewing a report on the listing.  Makes it very 
easy to know who opened that box and what day and time. 
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On the Supra Keybox dialog box, click on Assign Supra Keybox.   
 

 
 
On the Assign Supra Keybox screen, enter the serial number and shackle code of the box that is on this 
listing and click on Save. 
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On the Supra Keybox dialog box you have options to also view the settings for the keybox or view the 
Showing Report.  Click Close to exit this screen. 
 
The Supra Keybox options are also available to you when viewing your listing on a Search Results screen 
using the Information Bubble. 
 

 
 
It is also available on the Quick Link Button Bar on the Details screen.   
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Clicking on either link will open the Supra Keybox dialog box. 
   
If you choose not to add the photos right after submitting the listing, you can add them later.   Just 
remember that the primary photo of the outside of the property must be on the listing within 7 days after 
the listing was added for all Residential, Income and Rental listings.  
 
A quick and easy way to add photos to an existing listing is on the Home Page.  In the Find a Listing section 
on the left, click on the Modify or add listing images link.  
 

 
 
Enter the MLS# of the listing and click on the arrow. 
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The edit screen loads with the Images link open ready for you to add images. 
 

 
 
After adding the images, when you close that link, you have access to the other links for that listing as well. 
 
Now, let’s talk about the other reasons to access the Edit screen.   You started adding a listing and didn’t 
finish it but saved it as Incomplete.  How do you retrieve it?  There are two ways. 
 
The first is to click on the Add/Edit icon at the top of screen.  
  
The second is to click on Modify or add new listings in the Find a Listing section on the Home Page. 
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Regardless of which method you used, the Edit screen opens.  The incomplete listings are always displayed.   
 

 
 
An incomplete listing is deleted after 60 days with the purge date shown on the screen.  To open an 
incomplete listing, click anywhere on that line and the listing screen opens. 
 
In Tempo5, if you’re looking at your listing on a Search Results or Details screen and you see something that 
needs to be changed, you can quickly and easily access the edit screen for that listing by clicking on the Edit 
button in the information bubble on the Search Results screen. 
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On the Quick Link Button Bar, click on the Edit link.   
 

 
 
Either way the edit screen opens.  To make changes to this listing, click on the Edit action button.  
 
If you click on Edit on a listing where you are not the listing agent or the authorized unlicensed assistant, 
when the edit screen opens the Edit button is grayed out.  You don’t have permission to edit another 
broker’s listing! 
 
If you need to make a change to a listing but you don’t have the MLS number, how do you find the listing? 
 
The quickest way is to use the Inventory Watch section on the home page.  At the top of this section Show 
Personal Inventory is the default. 
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The links are listed on the left and the number of listings you have in each status or link is indicated on the 
right.  
 
When you click on a link such as Active Listings, all listings you currently have in that status are displayed on 
a Search Results screen.  
 

 
 
To edit a listing, click on the edit icon in the information bubble for that listing or on the Edit Record link on 
the Quick Link Button Bar on the Details screen.   
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Let me emphasize again that in Tempo5 you edit a listing to make every type of change to the listing:   
 To change the price, edit the listing 
 To change the status, edit the listing 
 To change the expiration date, edit the listing. 
 To add, delete or change photos, edit the listing 
 To add an open house, edit the listing. 
 To change the schedule number, edit the listing. 
 To correct a spelling mistake in a Remarks field, edit the listing. 
Etc., etc., etc. 
 
On the Edit screen, some changes are made using the links on the left and some changes are made by 
clicking on the Edit Action button, but all changes are done from the edit screen. 
 
This tutorial has covered the various ways to edit your listings and how to add photos and attachments to 
your listing in Tempo5. 
 
If you have questions, please call RSC at 719 635-5040, Monday-Friday, 8am-5pm. 
 


