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2  Click Search.
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3 Select the class you want to modify.
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4  Click "Fields"
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5 Fields that are already on your search input screen are in the right column. Fields
that can be added to the search input screen are in the left column. Select the
field(s) you want to add or remove.
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6 Then click Add or Remove as needed.
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7  To change where the new field displays, scroll down in the right column...

salUEM AL » | Fnmary Lntena bl TOAVE VUV
== I Ei Apply/save - Save changes to an existing
Sel Fields default or saved search for future use.
o (] |Bedrooms - Apply/Save As - Save a new default or
1 IFu“ or 3/4 Baths saved search for future search.
' [ Apply - Apply to the current search
ADD =+ U !HZ Biths temporarily. Changes are not saved for
| lﬁpprmc Lot Size future use.
+ REMOVE
O |style
I+ REMOVE ALL & |Apprmc ey
1 MOVE UP J |Agent Remarks
- Total Fin Are
1 MOVE DOWN O !ﬂ'pwﬂx ikl it ‘
Il |5aiejl'Lease ‘
|:| iInpul Date ‘
(] | Status Date ‘
v O |Basement Fin Area | v

Made with Scribe - https://scribehow.com



8 Select the field...

Bedroom 2 Level

Bedroom 2 Size

Bedroom 3 Level

Bedroom 3 Size

Bedroom 4 Level

Bedroom 4 Size

Bedroom 5 Level

Bedroom 5 Size

1 EN OO ] B B

Bedroom & Level

Approx Lot Size

+ REMOVE

Style

I+ REMOVE ALL

Approx Age

T MOVE UP

Agent Remarks

4 MOVE DOWN

Approx Total Fin Area

SalefLease

Input Date

0] 0|0|0|0(0|0|0

Status Date
Easement Ain Area

4

future use.

9 Click move up (or move down) to rearrange the order in which the fields are

displayed on your search input screen.
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Click "Apply/Save"
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Uncheck "save criteria values" unless you want the specific criteria in the search
fields to also save with the search.

11

YOURSELF CONTACT

SEARCH NAME

RESIDEMNTIAL

Save criteria values

DEFAULT OPTIONS
[] Setasthe MLS Defined RESIDENTIAL search.
[] Setas My Default RESIDENTIAL search.
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12 Check this box if you want the new field setup to always appear when you search
in this class.
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[] save criteria values

DEFAULT OPTIONS
[] Setasthe MLS Defined RESIDENTIAL search.
[ Setas My Default RESIDENTIAL search.

13 Click "Save"
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DEFAULT OPTIONS

[] Set as the MLS Defined RESIDENTIAL search.
Set as My Default RESIDENTIAL search.
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