After entering the search criteria, reviewing the search results and selecting listings, you can

TeMPO °°

How to Email and Print Listings

email and/or print the listings.

Email Listings

You can email listings either from the Search Results screen,
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MLS#: 795586 St: ACT
4347 Round Hill DR
Colorado Springs, CO 809226201

Area: PW Subarea: High Meadows

IstRgt:  RES-Single Family

Paso

Top:4777  Side:2566

Zone Entity: COS
SD: 49-Falcon Grd:Springs Ranch
Mid: Skyview Hi: Sand Creek
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Garag
Gar Typ: Attached
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The Email icon is always at the bottom of both the Search Results and Details screens, along
with the Print icon.

When the email screen opens, you have options. Regardless of whether you have selected
listings or checked all listings, you can change your mind when you get to the email screen. You

can select a single listing from the list of all properties found on the search. Click on the drop
down and select a listing.
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\ X Email Options

1. Select the properties you wish to email:

@ Single Record
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You can email the selected Records. The number selected is indicated.
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il Email Options I

1. Select the properties you wish to email:
Single Record
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@ Selected Records (7,
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2. Select how to send the properties:

. © Sendlinkto selected property report(s)
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You can email all Visible Records, or all listings found on the search. The total number is
indicated.
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o Email Options

1. Select the properiies you wish to email:

Single Record
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2, Select how to send the properties:

@ Send link to selected property report(s)
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The default report to email is the Customer — Full.

You may email any Report that is in Tempo5. However, “confidential” information that is
intended only for member viewing, is removed when you email the report. As an example, if
you email the Long/All Remarks report to your customer, the confidential field information such
as Show/Agent Remarks, Showing Instructions, compensation, etc. are removed. The recipient
of the email will see the field name but no data.

The original Marketlinx reports to email and print in Tempo5 are what is called fixed format.
This means that each field has a fixed position on the report and enough space is allocated to
display the maximum number of characters or choices allowed for that field. For example, the
Property Description field has a limit of 528 characters, so on the report there is a fixed space to
print all 528 characters whether the remarks are actually that long or not. If a field has 10
options and all 10 can be selected, there is enough space on the report to list all 10 choices for
that field, whether all 10 are selected or not. Because of this fixed format, you'll see a lot of
“white” space on the reports.

Everyone has different needs and preferences, so RSC has designed two different “styles” of
reports, Dynamic/Wrap and Column beginning with the reports in the Residential category.
The Dynamic/Wrap reports have larger fonts, the text is condensed and allowed to wrap within
a section to eliminate the appearance of wasted space in that section. The Column reports
combine field labels with wrapping of field choices in a five-column format.

If an RSC report has the same name as the original fixed format report, to distinguish between
the original reports and the RSC reports, either the word “Label” or the letters “Lbl” have been
added to the original report. For example, RES-Customer Full Report is the RSC programmed
report and RES-Customer Full Report/Lbl is the original Tempo5 report.

After selecting the report to email, click OK to open the email screen.
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| @  Send Email

A separate email will be sent to each Contact listed in the To field. You cannot send carbon copies (CC) or blind carbon
copies (BCC) of this message when there is more than one Contact in the To field.

-
Ll To: To select clients or
members to send

IE !@! e io,

Cec:

Bce:

From: Peggy Ferron [T] send me a copy of this email
Subject: Property for you

[l Message:  ponts v sze v |A. w. B 7 UEIE= L BB T
Click the Hyperlink below to link to and view property listing(s) of interest.
RES - Customer Full Report

I Sincerely,

|| ™ Back to Email Options > Send f cancel

If you type in the email address or addresses, there is no restriction on how many email
addresses you can send using the To, CC and BCC fields. You may also select names from your
list of contacts. To the right of the address boxes, click on the words “click here”.

From the list of your contacts, select a name and then click on the To, CC or BCC button. The
contact’s name and email address appear in that box. Click the OK button when finished.

o Send E-Mail > Select Recipients

Search for:
Clients -

Type name or select client from list

Select recipients from this list
Brian Anderson (jabbott@comcast.net)
Diane and Chad Anderson (peggy. ferron@ppar.net) Jon and Janey Abbott (JAbboti@comeast.net)
lan Jennings (jabbott@comcast nety
ennifer Forbes (jforbes@ppar.org)
essica Coltrain (jabbott@comcast.net)
ohn Yates (peggy. ferron@ppar.net)
on Abbott (j @comcast.

Ron Kelly (peggy. ferron@ppar.nety

Samantha Eddings

Sean and Samantha Cox (peggy.ferron@ppar.net)
Suzanne Golden (jiabbott@comcast.net)

% [ Addnewcient || Edtcient |

‘/ DKZ\“\ Cancel

Note the information at the top of the email screen. If you use the list of contacts to select the
addressees, you cannot use the CC or BCC fields if you entered more than one contact in the To
field. You will get a message that the email can’t be sent.



There is no sent folder but you can send a copy of the email to yourself by checking that box on
the email screen.

The body of the email shows the text as it will be sent.
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#  Send Email

A separate email will be sent to each Contact listed in the To field. You cannot send carbon copies (CC) or blind carbon
copies (BCC) of this message when there is more than one Contact in the To field.

jjabbott@comcast.net -
| To: To select clients or
- members to send
. this message to,
Ce: click here
Bee:
From: Peggy Ferron [ send me a copy of this email
Subject: Property for you
Message:  ponts v sz v |A. v B 7 UIEEE Y BB T

Click the Hyperlink below to link to and view property listing(s) of interest.

RES - Customer Full Report

Sincerely,

(& Back to Email Options . Send e Cancel
v

You may personalize this email by typing in the client’s names or any other information you
want, just make sure that you do not delete the instructions and the underlined link to the
report. Click the Send button.
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#  Send Email

A separate email will be sent to each Contact listed in the To field. You cannot send carbon copies (CC) or blind carbon
copies (BCC) of this message when there is more than one Contact in the To field.

jjabbott@comecastnet -
i To: To select clients or

o members to send

. this message to,
Ce:

click here
Bece:
From: Peggy Ferron Send me a copy of this email

Subject: Property for you
Message:  Fonts v Size v |A- - B 7 USIEE Y B0 T
Hi Jon and Janey,
Click the Hyperlink below to link to and view property listing(s) of interest.
fl RES - Customer Full Report

Sincerely,

™ Back to Email Options Send N Cancel
v

When you get the confirmation page that the email has been sent, the list of MLS#’s included
are clickable. You can view the actual email by clicking on the View email button.



r — e =

& Send E-Mail -- Webpage Dialeg - > il ﬂ

Your email has been sent.
| Acopy of the email was sent to you
Email Confirmation |
Subject: Property for you

I | Date Sent: 2025/2011 i
I To: Jon Abbott <jjabbott@comcastnet=
| Listings Sent: 46579, 663307, 653544 546939 673345, 547151
[ |
I
I
L
l

L

Il N

LN Close
I -
— Print _|- -

N

If you didn’t send a copy of the email to yourself, make sure you print the confirmation page for
your records.

Print Reports
To print property reports, click on the Print button on either the bottom of the Search Results

screen,
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Property Search: My Last RES Search
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or the Details screen.



N Peagy Ferron
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Search Criteria Search Results | | Details -
6418 Crystal Mountain RD - Display: Show selected v [ Listing 1 of 6 o Select View: RES - Long/All Remarks
= Quick Link Button Bar Long/All Remarks RES - Single Family
MLS# 646579 st ACT LP: 5260,000
@ Images(16) 6418 Crystal Mountain RD, Colorado Springs, CO
i A : PR - Powers. Zip: 80923 4440
<€) Virtual Tour / Links Schedule # 5318112010 County: EIPaso
@ Map BSA: SubArea: Ridgeview At Stetson Hils
& Directions Top: 4677 Side: 2555
B History Legal Description: LOT 131 RDGEVIEW AT STETSON HILLS FIL NO 33 (PER COUNTY RECORDS)
il Attachments
Calculat
g Edm'; °'§ Zone: FUD Zone Entity: COS
EEL Sch Dist: 49-Falcon rade:
4l Charts Middle: High:
¥ Associate to Client
A ssociate fo Clien Aoom Sizes Bedrooms Sauars Feet Bathrooms
D p o Living: 12X 161 Beds: £ Total SqFt: 3,358 Baths: 3 Rough In:
% Realist.com Tax Dining: 3 X 16 M MBR: 16X 121 Finished SqFt: 2,770 Upper-5pc: 0 Lower-5pc: 0
n Kitchen: 19311 M 2BR: 11X 10M Above Grade SqFt: 1,679 Upper-Full: 0 Lower-Full: 0
Supra Keybox Family: 15X 14 11 3BR: 10X 10N Upper: 0 Upper-3i4: 0 Lawer-3i: 0
PatiolDeck: 16X13  4BR: 15X 158 Main: 1,579 Upper-Half: 0 Lower-Half; 0
Other1: 16 X138 BBR: 0X ower: 0 Upper Total: 0 Lower Total: 0
Other2: 25X 158 % Lower Finished: 0 Main-5pe: 1 Bsmnt-5pc: 0
Other 3: 23X 148 Basement: 1679 Main-Full: 1 Bsmnt-Full:
Office: Year Built: 2004 % Basement Finished: &3 Main-3/4: 0 Bsmnt-34: 0
SaFt Source: AssessorRecords  Main-Half: 0 Bsmnt-Half; 0
Main Total: 2 Bsmnt Total: 1
Other Rooms Descriptions
Other Room 1 Deseription: RECROOMAMORK OUT ECT
Other Room 2 Description: 1 PART OF UNFINL' SHAPE BASEMENT 7~ \\
@ Back to Lt > Ema(\"é print }

To print reports, just like with the email screen, you have choices when you see the print
screen. You can print a single property and select which property.

Poggy Ferron

‘\9 Print Options

@ Single Property
Search Crkerla Search R 6418 Crystal Mountain RD

7366 Buftalo Praiie CT
Cotumns; Defout Resubs Gid ouy 7383 E Manistique DR
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You can print the selected properties.
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£ Tempo Print -- Webpage Dia!h |

Print the Search Results Grid

@ Print report(s)
Print labels (Labels can not be printed for current results)

|
i Grid Print Options
I Letter

Paper: Portrait

Legal Layout:

Landscape

[ [Z] Print search criteria and statistics

N
2 cancel * Preview

You can print all the properties.



\‘f( Print Options

(@ Single Property
6418 Crystal Mountain RD

f—hﬁﬂnfs (0}
@ All Properties (65)

@ Print the Search Results Grid

() Print report(s)

Print labels (Labels can not be printed for current results)

Grid Print Options
Faper: @ Letter @ Legal Layout: ) Portrait @ Landscape

[7] Print search criteria and statistics

{2 cancel * Preview (’(« Print

You can print the Search Results Grid, which is the way the search results appear on the screen.
For the grid option you can select the size of paper, letter or legal, and the orientation, portrait
or landscape, to print.

&f( Print Options

(@ Single Property
6416 Crystal Mountain RD
Selected Properties (0)

@ All Pmeenies (65)

Print the Search Results Grid

(© Print report(s)

W,‘ o T— *M\
Grid Print Options
Paper: @ Lletter ) Legal Layout: (' Portrait @ Landscaj

[”] Print search criteria and statistics

Q‘\ Cancel Q Praview (’(« Print

You can also select any report or more than one report to print

,

I &"( Print Options |

@ Single Property
6418 Crystal MountanRD =
Selected Properties (0)

(@ All Properties (65)

() Print the Search Results Grid
@ Print report(s)

Print labels (Labels can not be printed for current results)

Report Printing Selections
RES - Customer Full Report - Hold down
RES - Long/All Remarks. L"E C";
RES - Photo Gallery Report =y ey an
- Y clickto
RES - Short | okt
RES - Showing Report B smi:ip‘g
ALL - Long/All Remarks - reports. I
[T] Property History:  History Report -

[”] Print search criteria and statistics

9\ Cancel * Preview lﬁ Save as PDF \"( Print

At the same time you can print either of the two Property History Reports. If you have one

listing selected and you check the Property History box below the list of reports, the selected
8



History report for that one property will print. However, if you have multiple properties
selected, or didn’t select any properties, the History Report will be a combined chronological
list of the history on all selected properties or all properties.

, ‘

I \"( Print Options |

@ Single Property
6418 Crystal MountainRD =
Selected Properties (0)

i| O All Properties (B5)

@ Print the Search Results Grid
@ Print report(s)

Print labels (Labels can not be printed for current results)

—

| RES - Customer Full Report Hold down l)
| =% - Long/All Remarks the Irl

o
L click to

. |E | select
- Showing Report b muttiple
ALL - Long/All Remarks =2 reports. I

Property History-  History Report

Q\ Cancel * Preview ﬁ Save as PDF & Print

You can check the box to print the search criteria and statistics with the report

-
£ Tempo Print - Webpage Dialog A |

\V( Print Options

) Single Property

6418 Crystal Mountsin RD
@ Selected Properties (6)
@ All Properties (61)

| () Print the Search Results Grid
@ Print report(s)

| Print labels (Labels can not be printed for current results)
Report Printing Selections
! Select a report(s) to print:
RES - Book Report B Held down
RES - Customer Brief Report the Ctrl
[ RES - Customer Full Report AN o, ey and
L click to
RES - Long/All Remarks |E | select
RES - Short L4 multiple
Flyer Report 2 reports.
| [C] Property History:  History Report -

b=
<! Print search criteria and statistics

Note the action buttons at the bottom of the print screen. You can preview a report, save it to
your computer as a .pdf file or print it.

This tutorial covered the basics of emailing and printing listings. How to do a Basic Search and
How to Use Search Results and Property Details, are separate tutorials.

If you have questions, please call RSC at 719 635-5040, Monday-Friday, 8am-5pm.



