Tutorial 3 — The Search Window
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Quick vs. Complete Search

If you open the Quick Search window, then you have only a limited number of Criteria
Categories to choose from. However, if you open the Complete Search window, then
your list contains all of the searchable categories for that search type.

Search Type

To begin entering a search, first choose the search type
from the pull down menu. Only one search type can be
searched at a time. ,

Select a Search Type:
1. Residentil |

. 2 b uilifarily
Note: The number of search types is based upon your |3 Fam/Ranchécreage
MLS. 4. Loty
8. Comnmercial
b. Lease
Criteria Catego ries Box ~Select Search Criteria:
Criteria Categories
s[R) &rea ﬂ
< An (R) next to the category means that it is a T
required field. >Campass Paint

=Conztruction of Dweling
=DAYS BACK [EMTRY)
»Foundation Desc

% An (X) next to the category means that it is the only || |sFul Batns

field you would use when searching. No other fields | [}t

are necessary. sList Price

i>Mumber of Bediooms

% The top of the list is designated by a ( >) symbol Move Categary ta Bottam |
next to each item.

+«+ The bottom of the list is alphabetized and contains all additional searchable categories
(Complete Search only).

¢+ You can reorganize the list to include the fields that you search by most often at the
top of the list.

+« To include a category in your search, click the item to include. In the example, Area
has been selected (See Below). Then you will define the Areas that you want to
include by making your selections in the Data Entry area (see Data Entry Area section
next in this tutorial).

Note: The number and type of Criteria Categories is based upon your MLS.
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Data Entry Area

The Data Entry Area is where you define the criteria and it will change with each criteria
category selection. In the example, when Area is chosen, all of the choices appear in the
data entry area. Make your selections of what to include by clicking your mouse button
on the appropriate items.

Area
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OR is the default that will allow you to select several different items. For
example, Area 3 OR 4 or 5.

AND will allow you to narrow your search. For example, air conditioning
AND -
AND ceiling fans.
NOT will allow you to omit (exclude) an item(s) from your search. Click your
Category to search, then click the NOT button BEFORE selecting your item(s).
For example, NOT a carport.

NOT

CLR | CLR will clear all of the selections made for that category.

ALl | ALL will select all of the choices available.

Up | Forthe Up/Down button, see Moving Criteria Categories section later in this

Down | document.
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Search Criteria Summary Box

The Search Criteria Summary Box is the complete summary of the items that you have
selected for a search. To change or delete an entry, click on the item and either change
the information or delete it by pressing the delete key on your keyboard.

~ Search Criteria Summary;
Area Z«<0R>6<0R>19
Full Baths 2+
List Price 120000-150000
Mumber of Bedrooms 4+
Statuz Achive

Buttons in the Search Window

LCancel

Help

Clear

Save/Recal

OK will begin the search process.

Cancel will allow you to cancel out of the Search window.

Help will give you access to all of the help topics.

Clear lets you clear the entire Search Criteria Summary Box.

Save/Recall allows you to save the contents of the Search Criteria
Summary Box (see Tutorial 5 — Saving, Recalling and Deleting Search
Criteria).
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Moving Criteria Categories

When using the Complete Search, your Criteria Categories can be moved either to the top
or back to the bottom of the list. Categories with an “R” or an “X” are always the first
items on the list and can’t be moved.

The items at the top of the list will have a ( >) symbol and contain the items that you
search most often. It will save you from scrolling through the list to find the item you’re
looking for.

The items at the bottom of the list are alphabetized starting just after the final item with
the (>) symbol.

To customize your list:

1. Click on the item to be moved. In our example to the right, we selected Price Per
Sqft.

2. The bar under the Criteria Categories will say “Move Category to Top”. Click the bar
to move the category.

r Select Search Criteria; —————————————— r Select Search Criteria:
Criteria Categories Criteria Categories
Pool Desc j »Construction of Dweling d
Pozzession Info »Day'S BACK, [ENTRY] O
Preferred Title Co »Foundation Desc
B Fiice Fer ot »Full Baths
Prop Addr an Intemet v »Half Baths
Property Canditian »List Date
Rand Mchally Grid Letter »List Price
Rand McM ally Grid Murmber »Mumber of Bedrooms
Range Pricing |ndicatar - > >Mumber of Living Foams
Remarks 1 iy Price Per

Repairs Amaunt »Roof Dezc
Restrictions [Y/N] - »Sale Price &1

— Ll tawe Categary ba Tap I Maowe Category ta Battarn |

3. Inthe example above, Price per Sqgft. was moved to the top and now has a (>)
symbol in front of it.

4. Once you move your category to the top, you can always move it back down at a later
time. The bar will say “Move Category to Bottom”. Click the bar to move the
category.

5. You can make several changes until the Criteria Categories list is customized.
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Moving Data Categories

Area If you search the same Area on an ongoing basis,
then you can move the Area(s) most searched to
2 | | the top of your list (by using the UP/DOWN

button) so that you don’t have to search for that
number each time.

For instance, if you search the Areas (NW) NW,
(WE) We and 10 on a regular basis, then you
would want to move those three Areas to the top
cLR| | of your list.

X
o [JTBRT KT || [arc |

Note: Your category may be called something different like City or District. If the
UP/DOWN button is visible, then you can customize your list.

3
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]
B
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10
" U |

Dawn

To customize your list:

1. Click on the Area to move. Area

2. Click on the Up button. Nw.10WE

The example to the right shows the three Areas
moved to the top of the list.

To remove an Area from your new list:

x o]

ano JFBRT Mot || Ay |

1. Click on the Area to move.

2. Click on the Down Button.



