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OPENING DESIGNER TOOL

Designer Tool allows you to create or edit your own flyer templates to be
used in Passport. Once you create and save a flyer template in Designer
Tool, it can be used as often as you would like from Passport.

TO OPEN DESIGNER TOOL.:

1. LOGIN TO PASSPORT (Designer Tool can be opened from within Passport).

2. Click TOOLS (from the menu bar in Passport).

- MLS Passport
File “iew Function

o= ¢

e
/

MNotepad schedule
Add-in Toaols..

User Options...

Fersonal DB Options

Calculator
o _
Dialup Settings...

e < ~

[ - &

¥ % Q-

contact search

taxsearch hotsheet oma

3. Click DESIGNER TOOL.

Wait for the Designer Tool window to open.

Designer Tool

" Create a New Report

¥ Dpen an Existing Report Infarmnation; I Al LI Style: IA" LI
Infarmatiarn Fiead Only Style -~
Commercial Yes Flyer
Commercial Yes Tabular

COM - Chd - Comp Sum &l Commercial Yes Tabular

COM - Chdd, - Comp Sum Expired Cammercial Yes Tabular

COM - ChA - Comp Sum Sold Commercial Yes Tabular

COM - Chd, - Cover Letter Cammercial Yes Flyer

COM - CMA, - Pricing Analysis Commercial Yes Multiple Colurmn

COM - CMA - Side-by-Side Commercial Yes tultiple Colurnn

COM - CMA, - Subj Prap Mo Phata Commercial Yes Flyer

COM - Ch - Title Page Commercial Yes Flyer

COM - Detail Repart Cammercial Yes Multiple Row

COM - Email View Commercial Yes Multiple Fiow

COM - Factsheet Report Cammercial Yes Flyer

COM - Full Listing Repart Commercial Yes Flyer

COM - Gallery Report Commercial Yes tultiple Fiow

COM - Grid Commercial es T abular 2

LCancel
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COPYING A PASSPORT FLYER TEMPLATE

Once Designer Tool is open, you can choose to either create a new flyer or edit an
existing flyer template. In most cases, it is much faster and easier to edit an
existing flyer template rather than create a new flyer from scratch.

This class will focus on editing an existing flyer template. To do this, you will

need to locate the flyer you wish to edit and make a copy of it. This process is
explained in detail below.

TO COPY A PASSPORT FLYER TEMPLATE:

1. OPEN Designer Tool (if necessary).

2. Make sure OPEN AN EXISTING REPORT is selected.

Designer Tool |

Notice ALL of the flyers

" Creatyfa New Report

[ — S e [ and reports in Passport
Tnformation ResdOry  Stie are Iisted
Commercial Yes Flyer -
Commercial es Tabular
- CMA - Camnp Sum Al Commercial Tes Tabular
- CM&, - Camp Sum Expired Commercial Tes Tabular -
- CMA - Comp Sum Sold Commercial Yes Tabular YOU can narrow th IS
- CM - Cover Letter Commercial Yes Flyer .. .
- CM& - Pricing Analysis Commercial Yes Multipls Cal
- CM& - Side-by-Side Commercial Tes Multiple Col I’St’ng do Wn to JUSt flyers
- CMA - Subj Prop No Photo Commercial es Flyer H
D Tl Fane o Yo n. | to make locating the flyer
- Detail Report Commercial Yes Multiple Fiel . .
-Emai Visw Commercisl es winend  YOU WIS h to cop y easier.
- Factsheet Report Commercial es Flyer
- Full Listing Riepart Commercial es Flyer
- Gallety Report Commercial Yes Multipls Fow
- Grid Commercial Tes Tabular 2

Cancel |
3. Click DROP-DOWN ARROW next to STYLE.

Designer Tool

£ Create a New Report

* Open an Existing Report Information: [ &)

Name Infarmation

COM - Agent Listing Synopsis Cammercial

COM - CM4 - Comp Sum Active Commercial

COM - CM4 - Comp Sum All Commercial

COM - ChA - Comp Sum Expired Commercial

COM - Ch4 - Comp Sum Sold Commercial

COM - CMA - Cowver Letter Coammercial

COM - CMA - Pricing Analysis Cammercial Yes Multiple Column
COM - CMA - Side-bu-Side Cammercial Yes Multiple Column
COM - Cha - Subj Prop Mo Phaota Commercial Tes Flyer

COM - CM4 - Title Page Tes Flyer

COM - Detail Report Yes Multiple R ow
COM - Email View Yes Multiple Row
COM - Factshest Report Commercial Yes Flyer

COM - Full Listing Report Cammercial Yes Flyer

COM - Gallery Repart Cammercial Yes Multiple B ow
COM - Grid Commercial Yes T abular &

7

/ LCancel

4. Click FLYER .
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Now only the flyers will be displayed.

Designer Tool

" [Create a New Fepart

You can also narrow

% [Open an Existing Report

Inomation ﬁﬁv/lm Residential flyers or

this list down to

Information Fiead Only Style

Cormmercial Yes Flyer Other property types

Cormmercial Yes Flyer H H
COM - Cha - Subj Prop Mo Phato Caormmercial es Flyer by CI’Cklng the drop-
COM - CMA - Title Page Cormmercial Yes Flyer
COM - Factsheet Repaort Cormmercial Yes Flyer down arrow neXt to
COM - Full Listing Report Caormmercial Tes Flyer the Information box
COM- Custarner Listing Synopsis Cormmercial Yes Flyer .
Crozs-Prop - Full Phota CrozsProperty Yes Flyer and select’ng the
Crogs-Prap - Multi-Photo CrogssProperty Yes Flyer .
custarmer listing synopsis phot Residential Mo Flyer deslred property type.
LMD - Agent Listing Synopsis Land Yes Flyer
LMD - Cha - Cover Letter Land Yes Flyer
LMD - ChiA - Subj Prap Mo Phato Land Yes Flyer
LMD - Chids - Title Page Land Yes Flyer
LMD - Customer Synopsiz Land ez Flyer
LMD - Factsheet Repart Land Yes Flyer b

Lancel |

. LOCATE THE FLYER you wish to copy (don't forget to scroll down).

" Create a New Report
" Open an Existing Report Infarmation: | 4 LI Style: |F|5J8f Notice that the
Mame Information Read Only Style ﬂyers from
RES - Agent Listing Synopsis Rezidential Yes \ Flyer Passport are
RES - Al Phota Yiew Fiesidential Tes <—Flper—
RES - Cha - Cover Letter Residential Tes Flwer READ ON LY
RES - CM& - Est Met Proceeds Residential Yes Flyer This means you
RES - Cha - Subj Prop Mo Photo Fiesidential Tes Flyer
RES - Cha - Title Page Rezsidential ez Flyer can nOt make or
RES - Customer Syhopsis Fesidential Yes Flyer save any Changes
FRES - heet Report Fiesidential Tes Flyer to them To save
q Residential Yes Flyer '
TP g Feport Fiesidential ez Flyer ChangeS, you
RES - Muli-Photo Residential Yes Flyer
RES - Tour - Cower Letter Rezsidential e Flwer must mai_(e a Copy
RES - Tour - Est Clozing Costs Fiesidential ez Flyer of them first.
RES - Tour - Title Page Residential Yes ) Flyer
UEER - Full Mermber Yes Flyer
—T I
OE) Cancel I
~

6. CLICK ONCE on the flyer and click OK.
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The flyer template will open.

U1 -Tooks Hel )
1 15 oy = |0 A LS

It L. 2 L _|s L II_ i 1 L 3 i iZ, L 18
i || Address , City Zip Code 3000¢ 300X 0000 000 30000 |
i || 30006 000X JO0KK J0OK XK JOOKK OO JOOKK JOO0K XK |
I JO00C XO0C I KKK JOKK IO JHK JKIXH KHHK
i
]
)
& CIDH: ML # wexx List Price:  ListPrie x
3 MLS Area: Area o Prop. Class: Property ;
& 1 #Beds: Bedr Baths: Ful, Par Year Buil:. Year Age woc |
ot o Tob L Aoas SR LiinnA v Aacemant SE_ Racament ol
[Tl FTe [ Thmpent s, PRS- Pl ] P iy | oot Frovaat: Pyt | I

7. Click FILE menu.

Fd1.esigner Tool

Ealits Wiew  [nser Align Feld Tools  Help
MNew Repott.. Ctrl+N J|Arial == = B | i I U |£I
Open Feport.. S T T
Close Report b option of the "File" meru.]

S ~.~ |Zip Code X000 X000K X300 Y000K YOKK
RSRE Y2 OO YOO YOO XO00( YOO YOO YOO
ChengefDate Souree. YOO XO00C XOOX XOOK YOO XK+
1 BREZ{Flash

2 test

3 COM f ChA - Comp Sum Expired
4 RES q{Customer Synopsis
5 custoer listing synopsis phot

Datians
Exit

E

8. Click SAVE REPORT AS.
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9. Type a NAME for this flyer (whatever makes sense to you).

Save Report As %

’F!_iért 1 arne:
I

Dlescription:

Infarmation Type:

Property Records
Froperty Recaords
Froperty Recards
Property Recaords
Froperty Records

-Land

- Multi-F arnily

- Cammercial

- CrogzProperty

Cancel |

10. CLICK ONCE on the category you would like this flyer SAVED IN.

Save Report As [ x |

Feport Mame:
IMy Flash Report

escrption:

In Passport, this flyer will
now be displayed with the
other Residential flyers.

Bimation Type:

eritial

Reapedy Fecods - | 5
Property Records - Mulbi-Family
Property Records - Commercial

Property Records - CrozsProperty

LCancel |
11.Click SAVE.
Save Report As |
R eport Name\.\

IM_I,I Flazh Fepyrt
D ezcription;

Information Type:

Property Records -
Froperty Records -
Property Records
Property Records




The flyer has now been copied and is ready for editing.

Ei Designer Tool

File Edit Yiew Insent Align Field Tools Help

o) [ = = e A SN L = o 2 o e =+ =]

Slafe z|ofx]

L

S - S 1< Y [

P T | S - P (U

PRI L P

Page Margm [SIZE may be adjusted by uzing the "Page Setup” option of the "File" manu.]

Dtal

o £ Ly o
] S O i ] IS NN

=]

Address , City Zip Code 000 3000¢ X000¢ X000 XXX
XOOOK XO00K XO00K 000K JOO0K XO00K XO0K XOOK 000K XXX
000 XO00( X000 X000 YOO XO0GK X0 XOOK YO

Ttk |ne Aras CF: | hrina A b 5

Drag & Drop Fields

Select a data type:

IF'mparty [Residential)

|

# Fireplace

st FIr MBR
Acceptance Date
Acies

Address

Age Fange
Agent Mame

Air Conditioning
Air Conditioning(2]
Air Conditioning(3]
Air Conditioning(4)
Arnenities
Amenities(2)
Arnenities] 3]
Amenllles 4]

Arnenitiesd]
Arnenities(10]

Area

Bazement Description
Baszement Description(2]
Basement Description]3]
Bazement Description4]
Baszement Fin Sq Foot
Beds

Beds Level 1

Beds Level 2

Beds Level 3

Beds Level 4

Beds Lower Level
Builder

Buyer Mame

City

|
[
[
{
Amenities(5]
[
|
[
{

I™ Include Label

«

-

Site: [0

TIP:

Report Mame: My Flash Report | Fieport Format: Fler |Eunent Section: Detail | Current Dbject: Picture

If you are not sure which flyer you are working with, look

for its name on the status bar at the bottom of the screen.

Page 6



WORKING WITH OBJECTS

In order to edit templates, you must know how to work with objects. The
flyer itself is considered an object, but so is everything on the flyer. The
background, borders, text fields, photos, etc. are all considered objects.

FLYER OBJECT EXAMPLES

|Fage targin [Size may be adjusted by uzing the "Page Setup” option of the "File" men.]

Address , City Zip Code 000 X000¢ X000 X000 XXX

Data Field Object

000 X000¢ X000¢ X000 X000 X000 X000 X000¢ X000 YO0

Frame Obiject

l Data Objects

Text Objects (labels)

DATA OBJECTS are essentially placeholders for the information that will
be displayed from T-lll. For example, the Data Object at the top of this flyer
will display the address, city, and zip code for the property once you are in
Passport and choose this flyer for your property.

TEXT OBJECTS are primarily used as labels for data objects. For example,
the ID# text object is the label that will appear next to the property's MLS
number. ID# 134523 - ID# is the text object (label) and 134523 is the data
object that will be brought in from T-lll. You can also use text objects if you
want to type text on a flyer.

PICTURE OBJECTS will display the property photo if the property has a
photo in T-lIl.

FRAME OBJECTS are usually borders that will display on the flyer.
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SELECTING OBJECTS

To work with an object, you must select it first. Once it is selected, you can

move it, resize it, or delete it.

TO SELECT AN OBJECT:

1. CLICK ONCE on TOP of the object you want to select.

El Designer Tool
File  Edit “iew Insert\ Align Field Tools Help

st (=51 =1 =11 N Lo = o 2l e =l =] & B|z|u|X]

_p.;g.;M'a,'gin'[s'iz.;m.lybea'diu'sl.;d'b\y\{n'gt'he'--F!agesaup'?'w;iogo'nge'--Fale-'-“mew] brmnnaasRassnandhon
{ Ot ail \
e R R R R B R L -
1 | li[Address , Gjty Zip Code 300K 3000¢ 000K 00K YooK |
. S OOOC0XX OO0 YO0 X000( 3000 X000 X000¢ X00KK |
2_? T 30000 X000K Y000 XO00K X000 J00X YO0 X000K 00K |8
3]
4
5
B

o«

Site: 10/ | Report Name: My Flash Report | Report Format: Flver | Curent S ection: Detail | Current Object, DataFisldfs AddressIPROPERT'] & CityPROPERT

In this example, we
will select the data
object for the
address, city and zip
code.

Make sure that a black border with squares now appears around the

outside of the object.

20000 X000 30000 X000 20000 X000 X300( X000( X000

Address , City Zip Code 000 X000¢ 3000( X000 X000K| |
OO0 XOOK XK XK XK JOOK XOOOK XOOK XOOKK XXX
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MOVING OBJECTS

Once an object is selected it can be moved to another position on the flyer.
To move an object you will need to select it first and then click and drag it
to its new location.

TO MOVE AN OBJECT:

1. SELECT THE OBJECT you want to move.

2. Place pointer ON TOP OF THE OBJECT (your pointer should change to a
Cross).

In this example, we
1 will move the ID# text
object further to the
left.

:1# Beds: :Bedr::Baths: Ful, Par::Year Built: Year Age xxxx:

Tot. Liv. Area SF: Living A x' 3asement SF:  Basement x

3. CLICK AND DRAG the object to the desired position and LET GO .

Notice the object has
been moved.

It would be a good
idea to move the data
object (ML # xxx)
closer toit. You can
List Price: do this by clicking and
: Prop. Class: Property dragging as well.

List Pric x
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RESIZING OBJECTS

Most objects can be made smaller or larger by resizing. To resize an
object, you must select it first and then point to one of its resizing handles.
You will want to use a resizing handle that is located in the corner of the
object to avoid distorting it.

TO RESIZE AN OBJECT:

1. SELECT THE OBJECT you want to resize.

2. Place POINTER ON TOP of a CORNER RESIZING HANDLE (your pointer
should change to a double-headed arrow).

Resizing handles are

In this example, we
will make the photo
B Iarger.

the small black squares
that appear on the
outside of the object in
the corners and

midpoints when the
object is selected.

ID#: ML # xxxx List Price: ' List Pric x

| You should see an

: : | outline of the object as
RS youaredragging. Let
go once the outline is

| the desired size.

S lDE MU E o T
MLS Area: Area xxx Prop. Class: Property

Page 10
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DELETING OBJECTS

You can delete most objects on a flyer by selecting them and pressing the
delete key on your keyboard.

TO DELETE AN OBJECT:

1. SELECT THE OBJECT you want to delete.

- Femarks 1 Remarks 1(2) %000 0002 K000 000 XHR% %00 10000 00 1000 KREH 000 X000 00 1000 S |n thIS example,
SO BOKG0R SO0 30000 K00 30000 30000 30000 00 K00 0000 3000 30000 X000 K000 0000 3000 30000 30000 KWKY .
SO BOKG0R SO0 30000 K00 30000 30000 30000 00 K00 0000 3000 30000 X000 K000 0000 3000 30000 30000 KWKY We WI || d elete
PO SO0 OO0 SO0 OO 000 300K 30000 300K KO0 10000 000K 30000 30000 K000 10000 3000 30000 300 KKK
SO BOKG0R SO0 30000 K00 30000 30000 30000 00 K00 0000 3000 30000 X000 K000 0000 3000 30000 30000 KWKY the Rema rkS
o section
- 1.0

00K XXX XXXX

2. PRESS DELETE on your keyboard.

Notice the remarks have been removed, but the frame around the remarks
is still there. Working with frames is covered on the following page.
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WORKING WITH FRAME OBJECTS

Frames are borders that appear on many of the flyers in Passport that you
will be working with. You can add frames, format them, or delete them.

You need to select the frame before you can work with it. Some frames are
easier to select than others. If you have a frame inside of a frame, it can
get tricky.

Outside |
Frame P | e
/v 1658 Frames
Inside /__" S for More Information =i i RS
Frames | Condact - Fistame LastName oo |
L Contact’s Company: Office Name 0000 0006 30000 0000 000¢ XX00
1 Office Phone: |1\ iVoiceMall # | AgtPh: |Home Phone x L1l

Lo s ve

For example, if you have a frame inside of a frame and you want to remove
the outside frame, just select it and press delete. However, if you want to
keep the outside frame, but remove the inside frame, the program may not
let you select the inside frame while you still have an outside frame. In this
situation, you can select the outside frame and CUT it. Then you will be
able to select the inside frame and delete it. Once the inside frame is
deleted, you can PASTE the outside frame back to the flyer.

TO SELECT AN OUTSIDE FRAME:

1. CLICK ONCE on the frame.

The frame should now appear black with resizing handles meaning it is
selected_ Tot. Liv, Area SF: Living A x_ Jase

S

tSF: Bassment x

First Mame Last Name 000 X000 60 000

S Cormprary: OMce Name KX KX5% XXEX XXKE XXKX EAX
VokeMail & At A Home Phone x
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TO SELECT AN INSIDE FRAME:

If you need to select a frame that is inside of a frame, try clicking on it to
select it. If you are unable to select it, you will need to try the steps below.

IF YOU ARE UNABLE TO SELECT AN INSIDE FRAME:

1. CLICK ONCE on the OUTSIDE frame (to select it).

More Information

Firsk Mame Last RAme X oo oo oo
5 Company: OMice Name K00 KO0 000 K000 KX XEK
Volce Mail # gl e

Horme Phone x

2. Click the EDIT menu and click CUT.

s = & Bf7 o]
L.|;2...|...|3.._.|..,|4...|...|5...|...|B... 17,
= Cirl+C w uzing the "Fage Setup” option of the "File' menu. )
b Easte (i |-
Delete S S s 1
. SelectAll Cirl+A ZZZZZZZZZ.ZZZZZZZZ-ZIZZZZZZZZZZZZZZZZZZIZZZZZZZZZZZZZZZZZZIZZZZZZZZZZ??ZZ
Address , City Zip Code 000 X000¢ X000¢ X000 Y000 |-
] XOOKX XOOKK XXX KKK XOOKK XXX KKK KKK KKK XKKX |1

FOO0OC XOOEK 200K X000 XK 00K 20000 X000 XO0KK

The outside frame should disappear (it will actually be on the clipboard).

3. CLICK ONCE on the frame you want to work with to select it.

Before the outside frame was
cut, it was not possible to
select this frame. Now that
there is no outside frame, we

For More Information

are able to select it.

First Name Last Name 0000 10000 XXXX XXXX

Frdnrd i P OV irn Rlamn wene s s s s oo
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Now that this frame is selected, you can work with it. Once you are
finished, you will need to paste the outside frame back to the flyer.

T e E [FI Y L R LI 1] PR LI T P AAAA

Tot. Liv. Area SF: Living A x' 3asement SF: ' Basement x

Cantact: First Name Last Name xxxx xxxx Xxxx Xxxx

Frndartie Camanann s W ea Rlaman s s sewne s e e

4. Click EDIT then click PASTE (to bring back the outside frame).

ElDesicner Tool
A0n Field Tools Help

|5 || 1] | 2 it = = & B|z|o|x]
3
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TO REMOVE A FRAME:

1. SELECT THE FRAME you wish to remove / delete.

T e E [FI Y L R LI 1] PR LI T P AAAA

Tot. Liv. Area SF: Living A x' 3asement SF: ' Basement x

Cantact: First Name Last Name xxxx xxxx Xxxx Xxxx

Frndartie Camanann s W ea Rlaman s s sewne s e e

2. PRESS DELETE on your keyboard.

The frame should disappear.

NOTE: If you are having problems selecting a frame, go to page 13.
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FORMATTING FRAMES

You can change the frame color by going to its properties. You must select
the frame before you can make any changes.

TO CHANGE THE FRAME COLOR:

1. SELECT the frame.

e 0K X0 XXXK XXX

Voice Mail # *Agt Ph: Home Phone x BT

Bimer Syl
- .
Bachgous e
g e Wi
Frune Tygw i A=
7 S it 125 4

™ Contare

4. Click OK.
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5. Click OUTSIDE THE FRAME to deselect it.

El Designer Tool

File  Edit “iew Insert Nalign Feld Tools Help

D|@ ﬂ|é|l§._"_A =t ) A = == = & Blz|o]x]|

I T B T B (B T L

@

o
ey

=]

You should now see the frame in the new color.

El Designer Tool

File  Edit Mew Inset Align Field Tools Help

D|@ ﬂ|§|&|_ﬂ_1& e = ml P = | =l = & Blz|u|x]

PN T O 4O = Y[ . O (T | PN [N T

@

o
I

Bformation is delieved fo e avcurate but shosld nof de relied iyon without verjfication.

{ =
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ADDING FRAMES

You can add a frame around a photo or text.

TO ADD A FRAME:

1. Click the INSERT FRAME button.

El Designer Tool

Ficture:
Property

In this example,
we will draw a
frame around
the fields
shown here.

Insert Frame
Border Style
c I
Frame Type: Border width E:‘-ckground Patt?:n:
& Simple Frame |T 2 3 4 e
= Container Background Colar.
Barder Color | |
Help | Cancel |
3. Click OK.
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4. PLACE_POINTER in the UPPER LEFT CORNER for the frame.

s_: # Beds: [ # Bedi Year Built: - Year Age xxxx
_: Tot. Liv. Area SF: 1 Living A x Basement SF: | Basement x

5. CLICK AND DRAG to LOWER RIGHT CORNER.

6. LET GO of your mouse.

The frame should now appear.

# BEds: |- m Bedr ..........
Tot. Liv. Area SF: [ Living A x
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WORKING WITH FIELDS

In Designer Tool, there are data fields and text fields. Data Fields are
placeholders for information that is being imported from T-lll. Text Fields
are either labels for that information or used to add text to a flyer.

TO ADD DATA FIELDS:

1. Click the INSERT DATA FIELD button.

El Designer Tool
File  Edit Yiew [nsert Alig Field Tools Help

Dladszl =y aAlFplol ) = = Afs z]u]X]
P T (T T L TR It i 3 4

“lsl B |

ID#: ML # xxxx

MLS Area:’  Area xxx Prop. Class: Property

& Beds: | # Bedi. In this example, the

school district field is
going to be added.

Insert Data Field

Data Field | Font Huperlink, I
Selected D ata Fields: Awailab) a Fields:
I v Breld s I ewe Freld Dawrm I Sale Commizsian

Prefis: Suffis:
Dizplay Format: eling Agent |01

= b Selling Agent 1D 2
I I L ston Dzzerision Selling Agent ID 3
Avrithrnetic:

Avrithrnetic Formula:

Sample: /
Arial /
Help | / Cancel |

/
3. DOUBLE-CLICK the field.
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The field will be inserted into the selected data fields box and will preview

below.

Insert Data Field
DataField | Font

Selected Data Fields:
5 ol District [Property]

/e el

| Border

e e

Prefis:

Suffix

Display Format:

<MNone> ~| W Show Description

Aiithmetic:

Hyperlink |

Avaiable Dats Fields
Property [Fesidential)

Reserved Items
FRoof

Roof(2)

Roof(3)

Sale Commission
Sale Includes
Sale Price
School District

e |
|

Sell Disclose

Selling Agent 1D 1
Seling Agent ID 2
Selling Agent ID 3

|<Nnr\e>

Aiithmetic Fomula:

Sample:

School District

‘ Help

- Cancel

4. Click the

Data Field

Selected Data Fields:
School District (Property

e

Insert Data Fi.:Id

Border

Sl ]

Prefiz:

Suffis:

Display Format

<Nonex ~| W Show Description

FONT TAB (if you need to change the font style, size, or color).

Hyperink |

Available Data Fields:

Property [Residentisl) =

Freserved ltems
Fiool

Fiuo(2)

Roof(3)

Sl Commission
Sals Includes
Sale Piice

5 chool District
Sel Disclase
Seling Agent ID 1
Seling Agent ID 2
Seling Agent ID 3

x|
2

B

5. Make FONT CHANGES (if necessary).

Insert Data Field

Press the CTRL + Enter keys to insert 4 line break into the label text

| Hyperink |

Data Field [Fant 1 Bordes
Font: Font Style:
] ¥ Bold
™ ltalic
-
Avial Black - ™ Urderline
Aial Marow
Aurara Cn BT

BauerBodn BT

Sample:

LI ™ ‘whap Test

Sizer Alignment

|g_ i+ Leit & Tap
© Certer ¢ Middle
" Right " Bottom

School District

‘ Help

/'C

6. Click OK when finished.
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7. CLICK AND DRAG to create a box where you want the field to be positioned.

El Designer Tool
File  Edit “iew [Insert Align Feld Tools\ Help
wlfE =] e PN e = =l PR = B

e I 12 3

e = A8 z|u]x]
B, , |

5

JID#: ML # xxx
MLS Area: Area xxx
“# Beds: ¥ Bedr:

You will probably
find it necessary
to reformat and

resize the field to

SF::Basement x il make it match the
oy 2T 55 others.

sar Built:  Year Age xxxx

TO MAKE THIS DATA FIELD MATCH THE OTHERS:

1. SELECT A DATA FIELD that looks the way you want (ex. Basement).

El Designer Tool

MLS Area: Area xyx

“Living A

2. Click OBJECT PROPERTIES Button.
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3. Click FONT TAB.

Edit Data Fiele

Data Field

Selected D ata Fields:

Border I Hyperlink.

Available Data Fields:

B.asement Fin &g Foot (Property] Praperty [Residential] hd
<<
_—I Reserved ltems ;I
v Roof
= Roof(2]
FRoof(3]
Maye Feld I Meve Feld Dawn | Sale Commission
Sale Includes
Prefiz: Suffis Sale Price
School District
I I Sell Disclose .l
Display Farmat: Seling &gent [D 1
i Seling Agent D 2
|u,nnu,nnn LI = | Show Desarintion Zoling Agent ID 3 ;I
Aithmetic:
|<Nnne> LI
Arithmetic Formula:
Sampls:
I Basement Fin Sq Foot
‘ Help LCancel

4. WRITE DOWN THE INFORMATION so you can reformat your new field the

same.

Edit Data Field

Data Field “Fonl | Border | Hyperiink |
Font; Font Style:; Size: Alignment;
T aharma I~ Eold i Left i+ Taop
Cooe Cia
k
™ Underline e s
™ “wiap Test
Sample:
Basement Fin Sq Foot
——

In this example, the
Font is TAHOMA,
there is no Font Style
selected, the Size is
14, the Alignment is
Left, and the color is
BLACK.

You will want to
reformat the new field
just like this.

‘ Help |

5. Click CANCEL ‘when you are finished.
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6. SELECT the NEW FIELD.

El Designer Tool

F = alszlulx]

By,

MLS Area:’ Area x

=
Cla

7. Click OBJECT PROPERTIES Button.

8. Click FONT TAB.

Edit Data Fiela

Data Field | Border Huperlink

’ﬁ Font Style: Size: Alignment:
[Tahema ¥ Bold [14 @ Left & Tap
_ I ltalic =  Ceanter  Middle
T abitha E I Underire 7 " Right ¢ Bottom
g

Tekkon

Teletype J
Tempuz Sanz ITC I~ whap Text :IHD
12
13
Sampl

School Dis —

| B

/

9. MAKE NECESSARY CHANGES based on the information you wrote down.
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10.Click OK when finished.

Data Field Fant Border Hyperlink
Font: : Size, Alignment;
ITahoma ¥ Bold 14 o Left & Top
I lialic £~ Center  Middle
T shitha - -  Both
I~ Undeine i e
Tekton
Teletype —
Tempus Sans ITC =T wepTen
Sample:
School District \
TN
‘ Help I Lancel
N—"

The data field should now match the others.

El Designer Tool
Eile

Edit Miew Insert Align Feld Tools Help
Dl@ Elél@l i"TA Elﬁ Dl/llTahom
| | TS TR T [ L

T AER AER

: ==l A Blz]u]x]
Ll Ll

I

PRI [N A i |

Baths: : Ful , Par
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ADDING TEXT FIELDS (LABELS)

In the School District example, the Data Field for School District has been
added, but now we need to add a Text Field or label for this field.
Otherwise when this flyer is used in Passport, all that will display is the

name of the school district with no label next to it.

TO ADD A TEXT FIELD (LABEL) FOR A DATA FIELD:

1. Click the INSERT TEXT Button.

EDesigner Tool

File Edit Yiew Inzen lign  Field Tools Help

5

DlalEi sl < (A)E|@| 0] /&) =lfe =] &
]| T T 3

£

=
P N

Text | Border Hypeilink.

Press the CTRL + Enter keys to ingert a line break. inta the label text,

You can make your
formatting changes
now, or come back to
this screen later.

Bl
Bl
Font Style: Size: Alignment:
I~ Bold i+ Left & Top
" Center £ Middl
I~ ltalic
=i ™ Underline Lo Cle
LI T whrap Test #ﬁ
Sampls:
=chool District
o
Help | OK I LCancel
] By = e
—
3. Click OK.
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YOUR POINTER WILL HAVE A CAPITAL LETTER 'A' NEXT TO IT.

4. CLICK AND DRAG A BOX representing where you want the label to appear.

El Designer Tool
File Edit ¥iew |nser Align Field

5. LET GO of the mouse button and the label should appear.

File Edit Yiew |nsert Align Field Tools Help

D|@|H|§|@|_"_A|I_|E|D|/|_||Ana| Es =1 & B|z|u| x|

e 12 4 5 A T

t: List Price: :: List Pric x

To change the

..................ZZZZZZZZZIZZZ formatting,just

E : double-click on
?_3 the text you want

to format.

You can now resize and format the new label accordingly.

El Designer Tool

File Edit “iew Insert Align Field Tools Help

D|@|H|§|@|_II_A|I_|E|D|/|_||Tahoma Ele = A B|z|u|X|

PRI (ST - 4 5 By v v P B
5__ 2a o

Tot. Liv. Area SF: ' Living A x:
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INSERTING GRAPHICS

You can insert additional photos on your flyers. In the following examples,
we will insert additional property photos that were included with the listing
as well as a photo of yourself that was taken from the company Internet
site.

TO INSERT ADDITIONAL PROPERTY PHOTOS:

1.

Click the INSERT PICTURE Button.

El Designer Tool

File Edit “iew Insert Align eld Tools Help

Dlald| sl o) AlR(Eho] /| I3 Blz]
PR S | S [N |

=
|

5

. SELECT THE NUMBER of the photo you wish to insert.

Insert Picture X
Pisturs | Border | Hyhetlink |
x You may need to
el research ahead of time
& Standard Property Image elect Shat Number:

to find out what number

= MLS Passport Special Image .
£ Other flocal] Image the photo is that you

" Named Property Image Want tO |nsert If yOu gO

£ Submitted MLS Image to Passport and view all
€ Submitted Office Image the phOtOS fOI’ a I|St|ng,
" Submitted Agent Image the fIrSt one |S #1, the

second is #2. etc.

Help |

Click OK.
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A camera icon will appear next to your pointer.

4. CLICK AND DRAG a box representing where you want the photo to go.

- List Pric -
Prop. Class: Property

List Price:

Tot. Liv. Area SF: ' Living A Basement SF: - Basement x

School District: - chool D i3
You will not see an actual =
| photo, just a placeholder. 2
4—1 You are creating a template,
5 not the actual flyer.

6. REPEAT this process for additional photos.
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INSERTING YOUR OWN PHOTO FILES

You can insert any photo file that you have available. In this example, we
will insert the agent's photo. Since most agent's photos are on the
company web site, we will locate and save the file to be used from there
first.

TO SAVE A PHOTO FROM THE INTERNET:

1. LOCATE the photo you wish to save.

You can find your

Cigzee WY
ealty-co photo by going to

HOME = BUYING SELLING [RELOCATING (MORTGAGE| ABOUTUS yOUf' agent proﬁle

e

oot 8 D Hoimas Avea Gy page on the

Qi MieLaobiants : company web site.
| |

Search Virtual Tours

Search Open Houses

Search Signature Homes
o Mike Capobianco

m: lowa Realty Co., Inc.

2. RIGHT-CLICK ON TOP of your photo.

Oer ik
0 e el B S el

e
Mike Ca s el ) =

lowaRas  HnGlErGED
. T T
Em_a"' ) Sawe Picture As...
mikecapobiang 4
s allnaee
Office Address:

1516 35th &5t
West Des Moim
Office Phone:

L
Copy

(E15453-6014 i ol
Mobile Phone: e e
{51 61961-681 =
Home Phone: Ade to Favorites...

A1 &A1

3. LEFT-CLICK Save Picture As...
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4. SAVE this photo wherever you want (we will save to Desktop).

Save Picture

Save ir: | (7] Desktop =l ﬁl
EM}; Camputer L IHame
25 My Documents L Ikanual T-3
{9 Metwork Meighborhood L 1Palm Stuff
| 1A=400 L IFictures
| 1Class Sign up Forms -l comvjpg
| 1Downloads
e
File name:

Save as type:

Save I
LI Cancel |

Z

\

5. Give this photo a NAME.

6. CHANGE THE TYPE to BITMAP (*.bmp).

Save Picture

Save in: I :\Zj Desktop / ;I

@ ol [

To change the file type
to bitmap, click the
down arrow and click
Bitmap.

Only .bmp files are
compatible with
Designer Tool.

Sy Computer Home
ﬁhﬂy Documents __Ikdanual T-3
{9 Metwork Neighborhood [ L Palm Stuff
| 1A=400 L |Fictures
|1 Class Sign up Farms

|1 Downloads

File name: |my phata ‘ ( Save ]

T

Save a3 L&-'DE@ap [*_I:@ LI Carcel |

&

7. Click SAVE.
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TO INSERT A PHOTO FILE:

1. Click the INSERT PICTURE Button.

E] Designer Tool
File Edit “iew |nsert Alyg

gld Tools Help
l)| | =i S =1lA 8|

.................... Sinser Picture

feu
|

2. Click OTHER LOCAL IMAGE Button.

Insert Picture

Ficture | Border I Hypedink I

~Image Tppe

~ fStandard Property Image Erter File Mame:

LS Paszport Special Image

Browse ..
= e [local) Image

= Mamed Property Image
= Submitted MLS Image

£~ Submitted Office Image
£~ Submitted Agent Image

| /
3. Click BROWSE ...

4. LOCATE the file you want to insert.

iew Builder - User Image

Look in: | (] 0 : = @I @I gl

EMy Computer
5 My Docurments
S Network Meighborhood N

C1Ag400 i

[1Class Sign up Forms Ty photo bmp

[ 1Downloads

File name: |"_bmp / Open I

Files of type:  [Image file fbmp) = Cancel |
I~ Opgh as read-only

]

5. DOUBLE-CLICK the file.
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6. Click OK.

Insert Picture [ x|
Picture | Bord® I Hyperlink |

Image Type
" Standard Property Image Enter File Name:
i MLS Passport Special Image

|C: NwdINDOWSHD esktophmy photo. | EiGWEETS

i+ Other (local] Image

i Mamed Property Image
" Submitted MLS Image

" Submitted Office Image

i Submitted Agent Image

s | (o)) o

A camera icon will appear next to your pointer.

7. CLICK AND DRAG a box where you want to photo to go.

8.

:Voice Mail # . Home Phone x 232%

Office e P Agt Ph:

TIP: To remove the border around a photo, double-click the photo. Click
the Border tab, and click None next to Border.

Page 33




SAVING CHANGES TO YOUR FLYERS

It is recommended that you save your work every few minutes or so to
prevent losing your work should you experience computer problems. Once
you are finished editing your flyer, you will need to save it so that you can
export it to Passport and Net.MLS.

TO SAVE CHANGES:

1. Click the SAVE Button.

E Designar Tool
P Yiew Insert Align Field Tools Help

Bz x Alr|a|0] | [ranom = =] A B|7|u|X]|
A 1 I R - 3 =

4 3
R ____________DHHNES
4| IDFML# e on ListPrice: ListPric x
U MLS Area: Area xxx [ . Prop.Class: Property
6 | #Beds #Bedr i Year Built - Year Age
1 || Totliv.AeaSF LivingA x .. BasementSF: Basement x
- Baths: i Ful  Pari: i1t School District: fichool D
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EXPORTING YOUR FLYER TO PASSPORT & NET.MLS

Once you have finished editing your flyer, you will need to save it and close
Designer Tool. You will then logout of Passport and synchronize. You will
need to log back into Passport and synchronize again. Once you have
done this, your flyer will be available for you to use in both Passport and
Net.MLS.

EXPORTING A FLYER

1. SAVE CHANGES to the flyer.

[E] Des gner Tool
File Edit “iew Insert Align Field Tools Help

(ads(al - [~ Al e[ =l A 8| z|u[x]
~ 5

sl 120 3 4 L A N |
& FEEREEEEE R R — . SR Drag & Drop Fields K

1 || m# ML# wox | . LstPrice: | ListPric x " ..

- o . | . . | roperty (Residential] hd
] CUUMLS Area:llArea xxx ... Prop. Class: Prope

B [ #Beds: #Bedi o Year BuibTear Age xuxd o

1 | Tot. Liv. Area SF: i Living A x.: . _BafEment SF: Basement x 1.l

] 2| i Baths:: Ful , Pari::ii "1 School District: : ichool D

2. CLOSE Designer Tool.

3. LOGOUT of Passport.

[T Dion't show this warming in the future.
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5. Click SYNCHRONIZE NOW.

Data Synchronization [ x|

Do pou want to synchronize now or skip synchronization?

{ Synchronize Mow) )| Skip Synchionization

88 seconds \/

If vou do ot respond before the time-out, spnchronization will be performed.

6. LOGIN to Passport.

7. Click SYNCRONIZE NOW.

USING YOUR TEMPLATES IN PASSPORT:

8. FIND THE LISTING (S) you wish to print using your new flyer.

- MLS Passport - Search 'RES Simple Search' for 'Systermn Default Searches'
File  Edit “iew Function Tools Help

T 4o -E T ol8lm

home contact hotshest oma witweh sohedule Show All j
P

EI £ | Dl “l m Criteria HEW“Q F'review' ) |

ED System Default Searches
¢ E-[Eg MLS
@4 Master RES Search I
Quick Search (il
FES ML No. Search (i
RES Simple Search (il

~

~

134TH ST ]
] ! | ! i \LAKESHORE DR POLK
Al 8CT  CLIVE 850,000 0B/30/2001 13441 LAKESHORE DR POLK
3759 &4CT  CLIVE (850,000 1002502001 (13338 LAKESHORE DR POLK
fige AcT  iCLIVE 1,550,000 MODG2001 1736 120THST e POLK

RES Sold Search

LND ML No. Search
LMD Simple Search
MUL ML No. Search

9. Click PREVIEW TAB.

10.Click DROP-DOWN ARROW f{o view flyer templates.

ES Simple Search' for "System Default Searches'
tion  Tools Help

- & 7 €
cma wwweh schedule RES - Custormer Synopsis{ =

Criteria | Resuks Preview I \
.

Page:
Date: 12194
Property Type: Residential Listing Synopsis Time: 14:2
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11.Click NAME OF YOUR FLYER (may need to scroll up).

ES Simple Search' for 'System Default Searches'
tion  Toals Help

-6

wwweb schedule

Ik ljial

RES - Custamer Synopsis j

Eritelial Results  Preview | \

curtis -
custarner listing swnopsis ph

Property Type: Residential Listing Synopsis

The flyer will preview below.

ES Simple Search' for 'System Default Searches' [_[=]x]
tion Tools Help

L& | %l @
\-c‘mlal- x sch?ﬁ My Flash Report =

Ciiteria | Results  Preview |

|

ID#: 182755 List Price: $ 595,000

MLS Area:  Clive Prop. Class: Residential

# Beds: 5 Year Built: 1994

Tot. Liv. Area SF: 3,509 Basement SF: 1,500

Baths: 3,1,1 School District: West Des Moines

1 5

my test

RES - Agent Listing Synopsi

RES - All Photo View

RES - CMA - Price Analysis- = |
Time: 14:2

e |l- Next Photo |\/ Select |i§200m I HEcmbine F{p‘\lifﬂE—mail néprint |
o | Page 1 of& I 0 Records Selected K u e 2:2

12.Click PRINT.
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