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Hello!

This helpful guide was created just for you! It provides step-by-step
instructions on how to perform basic tasks in Bright. Use it to get started,
and keep it for tasks you might not take on every day.

Looking for more? Helpful information about Bright does not stop here!
Ask questions, get answers and learn more about the Bright system:

® Take one of our training classes

® Access information 24/7
in Online Support

® Callorchattotalk to one of our
knowledgeable Customer
Support Specialists
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BrightMLS.com

The Bright website is where you login to access the MLS system. Visit BrightMLS.com and click
Login in the top right corner.

bright

MLS

About Bright v WhatWeDo~ News~ Contact
—

Driving forward,
together

Bright is making markets more
efficient by delivering a single data
source and more meaningful
business solutions to every
subscriber.

THE DASHBOARD

After you login, you'll see the Bright MLS dashboard. Here you’ll have direct access to the most
used products and services, Hot Sheets and Market Watch reports, and alerts about listing
matches for your clients.

News and information will display on the dashboard based on your license and location. Your
association and offices will also be able to post news, making Bright your one-stop for information
about your business.

bright — ™" ™

Time Saver: Use Multiple Property Types Search to
find Residential Sale and Lease at the same time.
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The Navigation

The navigation menu makes access to the features and tools available in Bright easy by
grouping everything within recognizable categories including:

NEWS v  ABOUT v SUPPORT + Bright Agent v

bI‘igth

MLS Search v Clients v  Mylistings v Finance v Market Research v  Brokerage v  More ~

® Search: The Search menu offers options for you to find everything from listings to public records.

O MLS Listings lets you search for every Property Type as well as By Address, Office or Agent
(Inventory or Status Change), and Open Houses (Public or Broker). Do you have a custom
search you run often? Use the Create Your Own section to create a custom search form
using any category.

O Public Records, available under More Searches, is your source for deed and mortgage
information, tax information, assessor maps, foreclosure information, and more.

O More Searches also includes Saved Searches, and directory information for Agents and
Offices.

O Free Add Ons includes additional resources to enhance your business: like Homesnap Pro
and Foreclosures.

® C(Clients: The Clients menu gives you everything you need to collaborate with your clients in
the MLS:

O Emails provides access to your concierge matches, contacts, auto emails and sent email.
O Showings offers setup information and preferences for the online showing tool, ShowingTime.
O CMA makes it easy to manage existing CMAs or use the Cloud CMA tool.

® My Listings: Add, edit, and view your listings from the My Listings menu as well as access other
marketing resources.

®  Finance: Prepare your clients for their sale. Finance provides access to Buyer Closing Costs
and Seller Net Sheets calculators.
Market Research: Access or create monthly statistical reports.
More: More includes resources ranging from compliance information to policies.
Support: Learn how to get started using Bright, search help topics, look up training classes,
submit a support case, access the Rules & Regulation and contact us directly.

Need help? 1-844-55-BRIGHT 5



Account & Settings

Account & Settings is where you'll pay your bill, set up your payment methods, customize your
MLS branding and more!

bright | Account & Settir gs

Home  MyBrokerage | MySubscription = My Support Logout

6

Want to change your contact information or add, edit or remove a payment method? Need to pay a current invoice or
view your Statement of Account? Can't recall all of the products to which you're currently subscribed? You've come to
the right place!

Manage your MLS account by selecting from the options below.

>
| f, Contact Information Q Statement of Account @ Pay My Balances

Have your cont etails recently Curious about an invoice, payment or Time to pay your qu ees? Pay
changed? Update the contact credit? You can\ our MLS your fees and any o g balances.
nformation for your MLS Subscription. tatement of Account anytime.

E My Payment Methods Q Subscribed Products ﬁ License Associations MLS

on or do you have When are your subscriptions goin

To access this from the dashboard:

1. Click on the orange account dropdown (with your name) in the top right hand corner.
Click on Account & Settings.
3. From here, you can view and update the following items:

o O O O

Contact Information: Update your email, phone number and other contact information.
Statement of Account: Access your Bright invoice or view payments and credits.

Pay My Balances: Easily pay your fees or other outstanding balances.

My Payment Methods: Add payment methods. While you're there, set-up auto pay so you
never have to worry about a late fee.

Subscribed Products: View a list of all the products you are subscribed to and their renewal
information.

License/Associations MLS: Manage your license, associations, and designations.

Agent Transfer: Request to transfer broker offices.

MLS Settings: Customize your client portal, report headers, signature and other portal
branding. More details on how to do this are available on page 8.

Communication Preferences: Select the types of emails you want to receive from Bright.

Need help? 1-844-55-BRIGHT



ENABLE AUTO PAY

Managing your real estate business can be a lot of work. That’s why having your MLS balances
automatically paid can shorten your “to-do” list. A notification email is always sent to you before the
charge is placed, so you are never taken by surprise.

Log in to Bright and click on the account dropdown (with your name) in the top right corner.
Click on Account & Settings.

Select Pay My Balances.

Your currently due invoice will display, click Continue.

Select your method of payment.

nhroOdbDR

® Enter a new payment method, add a Credit/Debit Card
® Select Credit Card from the payment options.

® Select the Card Type and enter a valid Visa, MasterCard, American Express or Discover
Credit or Debit Card Number, Expiration Date, CVV, Cardholder Name and Billing
Postal Code.

® Check the box Save this payment method to save it for future use.

® To enable Auto Pay for future invoices, check the box next to Use this payment method to
automatically pay all future fees and charges accrued or associated with your MLS
subscription.

6. Click the orange Submit button.
7. Once the payment is successful, the Thank you for your payment! screen will appear.

Pay My Balances

er you will use a vent method already on file or add a new payment method to submit today’s payment, then follow the prompts to complete your transaction.

ting payment method l

caatype © Visa © @2 © B o f=g
Card Number
Expiration Date -SelectOne v |/| -SelectOne v
cw |
Cardholder Name

Postal Code

@ Savetnis payment method
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MLS SETTINGS (BRANDING OPTIONS)

This is the information that will display in your sent emails, at the top of the Client Portal and printed
reports, including CMAs. Before sending emails or printing from the search system, set up your
branding preferences:

1. Loginto Bright and click on the account dropdown (with your name) in the top right hand corner.
2. Click on Account & Settings.

3. Select MLS Settings.

4. Choose My Information.

Information

NEWS ~ ABOUT + SUPPORT ~ BrightMLS User. v

bright

MLS Search~ Clients~ Mylistings~ Finance v Market Research + More ~

@ Speed bar! Click ? for examples Recent Searches v

Information =~ Header & Footer ~ CMA Cover Sheet ~ Email Signature ~ Portal Profile

This page allows you to manage the personal information used by Matrix. For each of the fields below
you can either use the value from your roster entry, if there is one, or enter a value manually. It is
recommended that you use the roster value whenever one is available.

This is your basic information in the MLS including your name, email address, and phone number. It
will auto-populate into the Header & Footer, CMA Cover Sheet, Email Signature, and Portal Profile.
These details are pulled from the Contact Information section of your Account & Settings (on the
previous page).

Additional fields you can add to this section include, a Job Title, Tag Line (Slogan), Website, and other
social media links.

Header § Footer

Portal and Print Header:
A personalized header will be displayed at the top of the Client Portal and can also be displayed on
printed materials. You can customize this header through the available options.

® Banner Image: Click Select a different banner image/theme to choose a design template.
Choose the desired template and click Save. You can also upload a custom header by clicking
Upload Custom Banner Image.

® Photo: To add a headshot, select Use Custom Photo and click Upload Photo. You may add up
to three photos.

® Branding: Click the dropdown menus to select the contact information you would like
displayed on your header.

® Colors: You can change the branding background (the section behind the contact information),
text, link and background colors of the header by selecting Use custom colors.

Harvey -
Test Bright Account 001
Office Ph: (555) 666-7777

Ph: (555) 555-5555
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Print Footer:

1. Click Yes, | want a Print Footer.

2. Choose which branding details you want displayed.
3. Select a color theme.

4. Click Save.

. pin Footer:

481 Running Pump RD | Lancaster | PA | 17601

CMA Cover Sheet

NEWS ~ ABOUT + SUPPORT ~ BrightMLS User. v

bright

MLS Search ~ Clients ~ My Listings v Finance ~ Market Research ~ More v

Recent Searches v

Information ~ Header & Footer =~ CMA Cover Sheet ~ Email Signature  Portal Profile

The following fields are used on your CMA Cover Sheet. For each field you can either use the value
defined on the Information tab, or override it with a value which is specific to the CMA Cover Sheet.

When creating your CMA reports, you can add a custom branded cover sheet. To customize this sheet:

1. Click CMA Cover Sheet.

2. Add your photo by selecting Upload your photo.

3. Update the information you want to appear. If you want to change or remove something already
listed, select Override.

4. Click Save.

Email Signature

NEWS ~ ABOUT SUPPORT ~ BrightMLS User. v

bright

MLS Search v Clients ~ My Listings v Finance v Market Research v More v

@ Speed bar! Click ? f les 2 Recent Searche:

Information ~ Header & Footer ~ CMA Cover Sheet = Email Signature ~ Portal Profile

This page allows you to set your email signature, which is added to the bottom of emails you send from
Matrix.

An email signature is automatically included on every email you send from Bright. Customize this
signature to showcase you and your business with your photo, hyperlinks and more.

1. Click the Email Signature tab.

2. Addyour desired signature in the Email Signature box. Remember to make sure your signature
complies with State Law.

3. Usetherich text editor to add images, links, colors, etc.

4. Click Save.

Tip: To add the registered trademark symbol ® after the word REALTOR, place your cursor wherever
you would like it to appear, use the symbols icon, locate, and insert it into the signature.

Need help? 1-844-55-BRIGHT 9



Portal Profile

The Client Portal includes a customizable page to give your clients more information about you.
Take the opportunity to standout! You can turn each of the available sections on or off, edit the
content in them, and drag them into the order you want.

1. Select the Portal Profile tab.

2. Click on the Contact Information heading to access which contact details you want displayed in
the client portal. Use the dropdown boxes to select the information you want your clients to see.

3. Click Portal Greeting and input the desired Title and Text information.

If you would like to display a YouTube Video, give the video a title and add the YouTube URL.

5. Click the Photo heading to open this section and click Upload Photo. Click Browse to locate
your photo and then click Save. After one image is uploaded the link will say Change Photo.
The system will hold up to 3 images for you to choose from when working with branding.

»

Tip: Once you have completed selecting your contact information, and entering a greeting, photo,
or video, place a check to the right of those sections. Sections that are not checked will not be
visible to the client.

NEWS ~ ABOUT + SUPPORT ~ BrightMLS User. v

bright

MLS Search v  Clients v My Listings ~ Finance ~  Market Research ~  More ~

@ Speed bar! Click ? for examples -4 Recent Searches

Information ~ Header & Footer ~ CMA Cover Sheet ~ Email Signature  Portal Profile

Your Portal includes a customizable page named ‘My Agent’ which gives your contacts more
information about you. Take the opportunity to standout! You can turn each of the available sections
below on or off, edit the content in them, and drag them into the order you want.

£ Photo

£ Portal Greeting

£ Video

®)

£ Contact Information

I
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Residential Search

Residential search provides the important fields you need with the option to add more fields
based on the interests of your clients. The search page is broken up into 3 tabs, Criteria, Map
and Results. Quickly jump from section to section at the top or bottom of the page.

MLS Listings SedronBY.MLS NuRbes Q More Searches
BY PROPERTY TYPE CREATE YOUR OWN Address Search PUBLICRECORDS
Residential Sale My RES Search Form Public Records
OFFICE OR AGENT
Residential Lease My RESL Search Form My PR Search Form
Inventory
Multi Family My MUL Search Form
Admin Inventory SAVED SEARCHES
Land My LAND Search Form
By Status Change Saved Searches
Farm My FARM Search Form
Commercial Sale My COM Search Form OPENHOUSES DIRECTORY
Commercial Lease My COML Search Form Public Open Houses Agents
Business Opportunity My COMB Search Form Broker Tours Offices
Multiple Property Types My Multi-Property Search ‘Admin Directory

1. Click Search from your dashboard.

2. Under MLS Listings, click Residential. If you're looking for a rental property, use
Residential Lease.

3. Enter your search criteria.
O  Select multiple options from scrollable lists by holding the CTRL key as you click.

(Command for Apple users)

O  Click the CTRL key to deselect options as well

4. Asyou enter your criteria, you will see the number of matches available at the bottom of
the page.

5. Click onthe Results tab to view matching listings.

MLS Search Tips:

® Enter a Range (600-700) for price, beds, garage spaces, etc.

® Use the More (+ or >) or Less (- or <) symbols for dates, price, beds, baths, acres, etc.

® Use the asterisk (*) as a wildcard to replace missing or unknown information. Ex: Enter 199*
for zip code to get 19930, 19933, etc.

® Searching by MLS #: Use the Search by MLS Number box in the Search menu to show results
of asingle MLS number search. Use the Search Bar at the top of any Search screen for multiple
MLS number searches. Note: do not use commas or extra spaces in the Search Bar when
looking for multiple MLS numbers.
Use the CTRL key (or Command on Mac) for multi select.

®  Use the exclamation point (!) to exclude a certain value. Ex: !Main will exclude all listings
containing Main in the street name.

® Do notinclude commas or dollar signs in your criteria.
Quickly access up to 50 of your latest searches by selecting the Recent Searches dropdown.

Need help? 1-844-55-BRIGHT 11



CUSTOMIZE THE CRITERIA PAGE

Everyone searches differently for properties. In Bright, you can customize the criteria page to meet
your business needs. Bright offers more than 800 search fields. As you can imagine, all of these
fields can’t fit on the default search page, but you can add additional fields you want to search by.
Note that many of the market localization fields we've added will be available in this list.

Total Garage and Parking Spaces ‘Total Non-Garage Parking Spaces
2] e

Condo/Coop Association Sale Type Property Condition Lot Size Acres.
e - © Auction 2 ©  As-is condition z o
Bankruptey Property Average+ Year Built
Senior Community HUD Owned Average+Prop
e In Foreclosure Biding Winterized -
Notice of Defauit . Buildout Allowance i NG"’ Congiruction
HOA And ®0r © Not ) And ® or © Not
e -
In City Limits Waterfront Pool
Age Requirement o v e © NoPool
© Yes - Community
Yes - Personal .
And ©® Or U Not

Fnaes |19 | st

I£; Additional Fields Add/Remove

High School € =8
© Airport Heliport
Building Expansion Possible
Enclosed Storage
Fenced Storage/Yard
Highway Exposure
And ® Or © Not

Exterior Amenities

1. Scroll to the bottom of the page.

2. Click Add/Remove next to Additional Fields.

3. Onthe Frequently Used Fields page, find the fields that you want to add either by scrolling
through the Available Fields list or using the Search field.

4. Select the fields that you want to use. To make multiple selections hold down CTRL on your
keyboard and click each selection you want.

5. Click Add.

O You can change the order of the fields by selecting them and then using the Move Up
and Move Down buttons.

O You canremove fields by highlighting them in the Selected Fields list and then clicking on
the Remove button.

6. Click Back to return to your search and add the selected fields to your criteria page.

BRIGHTPREMIUM v NEWS~  ABOUT + SUPPORT ~ | DessieHarvey =

Search~ Clients~ Mylistings~  Finance v  MarketResearch ~ Brokerage~ More~  Other ~

Recent Searches v

i Frequently Used Fields

These are the frequently used search fields; you can add them to your search page to create
customized searches.

Available Fields Selected Fields
Above Grade Finished SqFt =
Above Grade Finished SQFT Source OC Cross Street
Above Grade Unfinished Area Dock Type And Features
Above Grade Unfinished Area Source Association Recreation Fee
Above Grade Unfinished Area Units ¥a:.IUA°:t\Te¥"RuI !
ceptable Financing = otal Actual Rent
Accessibility Features Add Sussex DE Quadrants Move Up
Addtional Parcels YN Remove < |Dock Slip Conveyance e
Address Repeater Dock Slip Conveyance Multi

Aricultural District
Search]

brlghf ©2018 BRIGHT ML, Inc.
MLS

Matrix v7.1. Copyright © 2018 CorelLogic. All rghts reserved.
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Public Records Search

Access to public records directly from within the MLS means you can research property data
without having to navigate the individual county or state websites. Bright’s Public Records go
beyond basic tax information with deed and mortgage information, assessor maps, as well as
foreclosure information.

1. Click Search.

2. Select Public Records Search.
3. Enter your search criteria.

4. Click Results.

T

- Clients~ MyListings ~  Finance - Market Research ~

& Herb Hologizt +ever)

Previous - Neat Checked0 Al None- Page page (3 &

nu:m_m i EEama

12EManseet P anisRealEstate 107 5164500 & @

& mgmngz RES ACT  16WWautStuest L gaute 076 sis0s0 @ @. &
§ 1002501030 RES ACT 1085 Colegestreet Mmm pwayHomesenvcesH 8159500 @/ -
& l0nssA RES ACT 715 Hamicon Staet painyes snnge GarsTar) | Sasnoon s @I -
@ 100841 RES ACT  731CemerDrve paimya banor County 0017 $169.500 4 @R -
o 10044500 RES ACT 144WeossdeCot  Amvile panor Couney (0017)  $165500 4 @/ R -
§ 100181292 RES ACT  6111Stsweet MeGretna a1 Estate (0076) $15950 & @ R &
@ 1002259374 RES ACT 116 SpruceCourt Amvite vy HomeservkesH | 5169500 & @/ M -
o loiasise RES ACT 014 Route72 Jonestonn Fasate 0010) s159500 & @R -
§ 1002408640 RES ACT 3535 16ThStreet Lebanon pwayHomeServiesH s155000 W -
& 1002770 RES ACT 161Hewtisoelme  Leowon - e sis000 R -
o 1000417664 RES ACT 37 Paside Drive o Lebanon, PA 27T ROW TN AT IS RETMAK otrdrstone 0092) s159500 ¢ @/ -
@ 1002115612 RES ACT 227 Springwood Drive Unit#1 Lebanon Lebanon, PA 3 21 RowTownhouse 07/27/18 RE/MAX Patriots (4004) s16520 WM -
1002115616 RES ACT 229 Springwood Drive Unit#1 Lebanon Lebanon.PA 3 1/1 Row/Townhouse  07/27/18  RE/MAX Patrots (4004) $165290 + /[ -

€ W 1001784706 RES ACT 505 BylerCicieUnis21 Lebanon LeomonPA 3 1/1 Row/Townnouse 06/05/18 RE/MAX Patrots (4004) siow0 @ ER -

@ l 1000099786 RES ACT 206 Biackford Bovlevard Unit Lebanon Lebanon, PA 3 U1 Row/Townhouse 01/02/18 RE/MAX Patriots (4004) 162500 4+ /(@MW -
W 1000400296 RES ACT 2135 Colebrook Road Lebanon Lebanon, PA 2 2 Detached 04/16/18 Iron Valley Rea Estate (108) s159000 wEm -
o 1001992650 RES ACT 2149 Longlane Lebanon lbononPA 3 2 Dethed 07/06/18._ Bering Real Estate . (120) 169500 3 @ W -
il 100016830 RES ACT 304E MaplesStreet Cleona LbmonPA & 20 Detached 02/19/18  Bershire Hathavay Homeservces H $153500 4 (@' [ -
@ 1002201156 RES ACT 556 W Walnut Street Cleona. Lebanon, PA. 4 2 Detached 08/10/18  Coldwell Banker Resitential Brokerag  $174500 1[I &
& 1002132369 RES ACT  106Storelane Lebanon Lebanon, PA 4 U1 Detached 07/31/18  RE/MAX Corerstone (0092) $170000 3 (W -
S 100595491 RES ACT 951 Maok Street Paimca Lenon?A 2 11 RowrTownhouse  08/07/18  Simole Choce Resky SIMPLE) s164500 2 B -

RN Refive Save Carts WBY - Previous - Next

[ o e 0 [0 s | |9 e |t |G |

Need a deeper view of the property? Switch from the one-line default view to the Agent 360
Report to see more information about a property.

2838 Harrisburg Pike, Lancaster, PA 17601

$400,000

E
s s
2E an f
g & “ate &
5 §
B 5 { &
1/6  Exterior Main ® > [Google) $ Map data ©2017. Gingle
Recent Change: 10/26/2017 : NEW Listing : New Listing->Active

®  Public Records: Shows a summary of the public records information for the property.

Tax History: Provides annual tax amounts and annual assessments for the property by year.
® Sale & Mortgage: Shows record dates, settle dates, sale amounts and owner information for

the property.
® Flood Report: Shows the flood zone code and other flood information for the property.
® Most Recent Listings: Shows Agent Full report of the most recent listing (MLS number)
associated with the selected property. Tip: If no MLS listing exists, this tab will be grayed out.

®  Property History: Combines Public Records and MLS data for a complete history report of the

property.
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Map Search

It's easy to search for listings and even view the results right from the map. Take advantage
of this powerful search!

BRIGHTPREMIUM~  NEWS~  ABOUT v

Search~  Clients v MyListings +  Finance ~

MarketResearch ~  Brokerage ~  More v Other ~

2 + [ other criteria Recent Searches ~

4 Criteria

lap | Results.
40201402  Checked 0

4 Memrial PR, "6
Map \

+
‘Theodore

Roosevelt
Island

@ oy ionod

2%

&

(5
COURT HO

o 0 | Ol

TON
HEIBHTS

arcel Disclaimer “w“‘“" BUCKINGHAM - V,‘; v
fUE'y ARD & 0 9%
0O R

=7
EEEEEE ARLINGTON
Refine Save Carts

o o e 1 0 0 Dt | 8 bt | s ion |_ o

FOXCROFT
Terms of

Use

From the Search menu, select the desired search category.
Enter search criteria.

Click on the Map Search link or the Map tab.

PR

If no geographic information had been added, enter a starting location by typing it into the
Jump to Address box; either an Address, Zip Code, or Landmark. You can also pan and zoom
within the map to find your desired location. From the map screen, you can:

O Search by Drive Times
O Search using shapes

O View listing information
O Select listings

O View map layers

O View parcel information
O And more...

5. View allist of the results by clicking on the Results tab.

SEARCH THE MAP WITH SHAPES

Using one, or a combination of all three shape tools, you can draw areas on the map.

{:} Radius: Click once to start your shape and once to close it.

{_] Rectangle: Click once to start your shape and once to close it.

£< Polygon: Click to create each point. To close the shape, connect the first and last points.

14 Need help? 1-844-55-BRIGHT



® INRIX Drive Time: Drive Time offers the average commuting time to get to a particular
location. Click to enter your location, choose the direction, and the length of time. Then
click Add. This will display the map shape automatically not by miles... but by minutes.

M Freehand Polygon: Create your own shape for a customized search area.
é Map Layers: Search by Parcel, Zip, County, Unified School District and more.

Creating a shape will automatically include any results that match your search criteria within
that shape. You can also select Include this Shape, Exclude this Shape, or Delete Shape by
hovering over the shape’s red dot.

Click b to clear all shapes on the map.

ACCESS PARCEL DETAILS

Parcel information is automatically available on the Map.

® Once zoomed in, click inside the parcel to launch the popup for that property.
® C(lick Lot Dimensions to view the perimeter measurements and total square footage.

BRIGHT PREMIUM + - ABOUT~ SUPPORT +

bright ™"

MLS Market Research ~  Brokerage -  More ~

[ Search run 2:32 PM 4 Criteria Map ] Res!
005000+  Checked O - None - Page - [ 7. Q@K % & 6610 Cambria Co v

Boundaries s

Parcel Characteristics ) I

Al © None = =
3

© Lot Area
APN
Bed/Bath
) Building Area
© Owner Name
© Address

Trends
E AcT 101217 =
5bd 3/1ba 022  $sosgo0  Pointsof Interest
3188sqft  26/26 CDOM/DOM
School Distr:Frederick County Public Schools
Clear All
Residential
Unit/Fat BedBath: 45
faxes: Sale Date:  06/02/2016
Lot Dim. Sale Price:
Owner: SHOOK Jason T & ENMAN Nicole

Additional parcel characteristics are available by clicking the Map Layers £% icon and selecting from

one of the following additional characteristics.

Lot Area: The total square feet of the property.

APN: Assessor property number; the unique identifier for the parcel.

Bed/Bath: Displays the number of bedrooms and bathrooms (when available).

Building Area: Places the total square footage for the building (improvement) on the lot.
Owner Name: Displays the first part of the first owners’ last name listed on the record.
Address: Shows the property street number.

Need help? 1-844-55-BRIGHT
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Customize Your One-Line Display

The Agent One-Line Display offers basic listing details, making it easy for you to scan through
listings and narrow down your results, before you view full listing details, photos, financials,

documents and additional information.

bright

MLS Search v Clients v  MylListings v  Finance v Market Research v More ~

Previous - Next - 1-9 of 9 Checked O All - None - Page Display | Agent One-Line v|at|25 v perpage [ 8
(TN~ | S T N T
0 13mi 1000000540  RES  Active Pixel Width: Alignment: Single Family Residence 08/21/17  Brightbranch Office2 (Sgbrn223)
O 23mi 1000000576  RES  Active o Autoft | ©Left Single Family Residence 08/28/17  (Tstbrt001)
O 09mi 1000000476 ~ RES ~ Active ) Right 08/28/17  (Mbrbr4)
) 1.3 mi 1000000370  RES  Active Remove Column ) Center 08/07/17  Brightbranch Office2 (Sgbrn223)
O 23mi 1000000304 RES  Active Single Family Residence 08/15/17  (Sgbrt111)
@ 2
) 09mi 1000000280 RES Active | Insert Column Wrap Ling 08/22/17  (Mbrbrd)
O 0.7 mi 1000000188  RES  Coming! Single Family Residence 09/08/17  (Mbrbor1)
Cancel |Apply
) 2.9 mi 1000000180  RES  Active Single Family Residence 08/13/17 (Mbrbr5)
O 23mi 1000000012 RES Active Tester Rockville 07/10/17  Bhhs Fox & Roach-Center City Walnu

NEWS ~ ABOUT ~ SUPPORT ~ BrightMLS User. v

8y + & other criteria Recent Searches v

|, Criteria Map [ ] Results

On the Results tab, select Agent One-Line from the display dropdown menu.

Sort by the results in a column by clicking the column heading. Click once for an ascending sort and
twice for a descending sort.

Customize this display to include the information that means the most to you and your clients.

Add a column

1.

2.
3.
4

Click on the blank space (not the header title) in any column heading.

Click Insert Column.

Select the columns that you want to add from the list. CTRL-click to add more than one column.
Click Apply.

Remove a column

1.
2.

Click on the blank space in any column heading.
Choose Remove Column.

Change the order of the columns

1.
2.
3.

Place your cursor over the heading of the column you want to move.
Hold down the left mouse button.
Drag the column to its new position.

Edit column properties

1.

2.
3.
4
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Click on the blank space in any column heading.

Rename the column by typing a new name.

Enter a Pixel Width, set the Alignment and/or Wrap Line.
Click Apply.
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Interacting with Listings

Quickly navigate listings to access information important to your clients.

., Criteria Map [ ] Results
Previous - Next - 1-12 of 12 CheckedO  All-None-Page  AgentOne-Linedisplay ~ Display my:Display with Squ v |at| 25 v | per page [ &
‘my:Photo and Bullding Name B"
Y S 0 S O S O -
my:Agent One-Line w/o agency
RES 2659 Everly Drive Unit#7-12 Frederick 2| my:Condo/Coop Display
Cl 1092221313 RES ACT 1602 Berry Rose Court Unit#: Frederick 0 21| [y Agent O;e-'-lnel
my: n
() 1002225180 RES ACT 611 Himes Avenue Unit#106 Frederick 1,074 B ot
(0 1005931971 RES ACT 1345 David Lane Frederick g a :ge"‘ :h::mhﬂall
ent Ful
() 1002081998 RES ACT 2125 Wainwright Court Unit# Frederick 1,000 2 2fagent One-Page
() 1002030910  RES ACT 1482 Heather Ridge Court  Frederick 3 1|Appraiser Report
Agent 360 Property Report
() 1001968884 RES ACT  15BentzStreetS Frederick 710 1 1 Client One-Line
(0 1001918634 RES ACT 165 Fairfield Drive Frederick sl 2 g::enl Ih::mbnﬂ"
lent Ful
() 1000475058 RES ACT 1650 Colonial Way Frederick 3 2fClient Full w/Mortgage Info
(0 1000157714 RES ACT 900 Walnut Street Frederick 5| o i_:lllent One-Page
er
() 1005466769 RES ACT 598 Cascade Way Frederick 2 Abnest
() 1004380521 RES ACT 4520 Mountville Road Frederick 3 1fOpen House -
Actions Save Carts [4] - Previous - Next

® Sort listing order in Ascending or Descending order by clicking the linked column title or
drag &drop listings in a custom order. Sort by multiple options when using the Sort button
under the Refine button bar menu.

® Change your view by selecting a new display from the Display dropdown list.
® Select/deselect multiple listings using the All, None, and Page links.
® Click Previous or Next to view additional listing results.

® Return to your original search results by clicking the, “[default name] display” link.

Setting Default Screens

You can save default starting views for (1) your search criteria, (2) your map view, and (3) your
preferred listing view. Click the Set/Clear Defaults gear icon located at the top right side of the
screen.

1. Criteria: Set currently selected search criteria as my starting default.

| Criteria Map | Results

£ Residential

Set currently selected search criteria as my starting default”
Reset to the system Search defaults

For range fields, you can enter a single number (Ex: 3), a minimum (Ex: 3+), or a range (Ex: 0-365)

2. Map: Set this map view as my starting default.

| Criteria [\/Map | | Resuits

00f5000+  Checked 0 Al - None - Page - [ 57! ORHRBRS oc, o 4
N e ] g y 2
| * Too many results.to map (max is 5000). Zoom in Qrnarrow criteria. Sefithis juagview s oy startiog defaty
Map - [ ( Restore system default map view ;

. Martinsburg

3. Results: Set current display, sort order and count per page as my Search starting default.

| Criteria [3] Map || Results

Previous + Next - 1-10 of 5000+ Checked 0 All - None - Page  Agent One-Line display, Display | my:Display with Squ v |at| 10 v |per page [ gl

- e Set current display, sort order and count per page as my Sear
IMLS # ype [Status [Address ity JAbove Grade Finished SQFT|Bed| starting default

() 1002275584 RES ACT 2554 Church Hill Road Centreville 1,682 4 [Reset to the system Search defaults

Need help? 1-844-55-BRIGHT
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Print Results

Standard printing and print to PDF options are available for all listing and public records results.

1.
2,
3.

On the Results tab, select the results you want to print, up to 2000.

Click Print at the bottom of the screen.

Select the PDF and/or HTML reports you want to print. Use the CTRL key to select more
than one report. When printing HTML reports, select one of the following additional options:

O Print Agent Header: Print your Agent Header on the first and last page or every page.
O Print all listing photos: Print all photos on Full or One-Page displays. These are usually
photos but may also be open house or listing history information.
O Print search criteria: Print your criteria along with your results.
O Ink saver: Exclude photos from printing. This will override the selection for printing
all photos.

Select one of the following options from the bottom of the page:

O Email PDF: Opens a new email window. Once you are finished filling out the email, hit Send.
The email will send a hyperlink to view a PDF of the results.

O Print to PDF: Click Print to open a new tab or window with a PDF of the results. Right-click
and save the PDF.

O Preview: Click Preview to see what the display will look like. Then click Close or Print.

O Print: Click Print to send to the printer.

Email Listings and Public Records

You can email properties from Listing and Public Records search results, My Searches or My Listings.

nmnhobdR

0 © N
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Select the listing(s) or public records you want to email.

Click the Email button at the bottom of the page.

Click the To: button and select the contact or Create a New Contact.

If you want to receive a copy, check the Bcc me a copy of this message.

All customer reports or displays are automatically available to your contact. Click Additional
for more display options.

To send a Consumer Notice to a client, click the checkbox for each applicable state.

Enter a Subject for your email.

Enter a message for your email in the Email Body field.

If needed, click to Edit Your Signature.

. Preview the message, or just click the Send button to deliver the email.
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Set up an Auto Email

An Auto Email is a listing search that automatically finds matching listings and emails those listings
to your clients. You can save an auto email with up to 250 listing matches.

NouhwdhR

10.
11.

12.

Run a search and view the results in either the Map or Results tab.

Click the Save button.

Click New Auto Email and the Save a New Auto Email screen will appear.

Select a saved contact, or Create a New Contact. (For more information, see page 22).
Enter a Subject for your email.

If you would like to edit your Salutation, click Edit.

You can view and edit two messages for each Auto Email. Use the tabs to switch between
the two.

O Welcome Email: The welcome email will be the initial email sent to your client.
O Recurring Email: This email is what your clients receive whenever a subsequent email is
sent to them.

Enter a message for your email in the Email Body field.

If needed, add or edit a Consumer Notice for the contact.

The search criteria created will display in the Criteria section.
There are additional options found within the Settings section.

(0]

Enable concierge mode. (For more information, see the Concierge section next).
Show this contact in Reverse Prospecting results. Reverse prospecting allows listing
agents to see that their listing has been matched to an auto search.

Enable as a Favorite Search on your Clients Dashboard (10 maximum).

Select a Schedule for the search to run and emails to be sent out.

(0]

O O

- ASAP: Listings will be sent immediately upon matching the saved search criteria.

- Daily: Emails will be sent daily, or, on the days you choose. Make your selections on the
schedule. AM will be sent at 6am and PM will be sent at 6pm. -

- Monthly: Emails will be sent on first of the month at midnight.

Tip: When concierge mode is enabled, no schedule is needed. Search will auto email you ASAP.

Click Save. [ Message

Subject: Auto Email Sample

Welcome Email ~ Recurring Email

Salutation: Dear Dessie Test, Edit

Message: | created a custom portal you can use to access all of the listings and
information I send you.

Here are some of the things you can do in this Portal:

You can access your saved
Auto Emails by clicking R —
. . - Click the MLS number to see full property details.
Clients then Auto Email »ﬁ;rt:'olret(sles astav:ite, Poslsrbm;';r:/; ;:cam, |

- Run and save your own searches with the Map/Search feature. N
from the menu. S @
Edit Your Signature
Language:
| Consumer Notice:

Dessie Test will not be prompted to acknowledge any consumer notices. Edit

| Critria
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CONCIERGE

Concierge mode gives you the chance to approve or reject listings before your clients ever see
them. To choose concierge mode, click Enable concierge mode in your Auto Email settings.

You'll receive a notification of your concierge results under the menu when you access Bright
Search. You can also receive an email when you select Also send me the alert notification by email
in your Auto Email settings. There are four additional ways to access your Concierge results:

An alert in your dashboard when you log into BrightMLS.com.

Clicking Concierge from the Clients menu.

In the Concierge widget from My Dashboard.

Right from the Contact. Expand the Auto Email and links for unsent, rejected, and sent listings
are available.

Listings that have not been emailed to this client display “Never” while listings that have been sent
will display the date on which they were sent. You can choose to view the Concierge results in any
display.

BRIGHT PREMIUM + NEWS + ABOUT v SUPPORT + SCPA1 Agent1 v

bright

MLS Searchv Clientsv MylListings» Finance v  MarketResearch v  More v

CONCIERGE X
OFFICENEWS ALL OFFICENEWS —
Hologizt, Herb 1
Phursail, Holms 2
B Adding New news as | am testing DR today.
TstMeg-Pe BRT — Adding new office news to test DR
HOT SHEETS o August 8: Release Notes
Quickclistig Seqron NJ Join us for a Bright Update with Customer
e = Success Champion....
it NoNe Joel878 — Be sure to attend our next office meeting so bright
Act &CS inYork City you can hear a live update, in our office, of what Bright has to August 8: Release Notes N
offer!
Residential Lease
MultiFamily Bright Summer Undate. ‘i

-, Criteria [[]Map || Results
Previous - Next - 1-12 of 12 Checked O All- None - Page  Agent One-Line display, Display | my:Display with Squ ¥ at| 25 v | per page [ &%

my:Photo and Building Name
I EC 2 2 N TN PP

my.Agent One-Line w/o agency

0 1002272438  RES 2659 Everly Drive Unit#7-12 Frederick 2| my:Condo/Coop Display al Estate
[J 1002227378 RES ACT 1602 Berry Rose Court Unit#Z Frederick 0 2 2| my:Agent One-Line1l vers (RX»
() 1002225180 RES ACT 611 Himes Avenue Unit#106 Frederick 1,074 2 2 ,’{‘J;,’,“tgn‘j_“ﬂ,yne vers (RXs
() 1005931971 RES ACT 1345 David Lane Frederick Sl i :gz:: Elt:mbnail Realty (C
() 1002081998 RES ACT 2125 Wainwright Court Unit# Frederick 1,000 2 2| pgent One-Page (FXRG1)
() 1002030910 RES ACT 1482 Heather Ridge Court  Frederick 3 1| Appraiser Report k Manag
- Agent 360 Property Report
() 1001968884 RES ACT  15BentzStreetS Frederick 710 1 1 Client One-Line MRSH1)
() 1001918634 RES ACT 165 Fairfield Drive Frederick g |2 g::::: ::I‘Ilmbnail (FXRG1)
() 1000475058 RES ACT 1650 Colonial Way Frederick 3 2| Client Full w/Mortgage Info ms, LLC(
() 1000157714 RES ACT 900 Walnut Street Frederick Sl i1 ;S:;ZT One-Page tate and
() 1005466769 RES ACT 598 Cascade Way Frederick 2 Y Hotsheet [Germants
() 1004380521 RES ACT 4520 Mountville Road Frederick 3 1] Open House ___~}rinnovat
Actions [[EME Save Carts [1] - Previous - Next
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To approve and send listings

1.
2.

3.

Select the listings that you want to send to your client.

Click Approve Selected at the bottom of the page. If listings are not selected, the “Approval”
link on the Button Bar will give the option of approving all.

The listings will now be emailed to your client.

To reject and remove listings from the results

1.
2.

Select the listings that you want to remove.
Click Reject at the bottom of the page.

Tip: Rejecting listings permanently removes them from your results. However, if something changes
with your client you can always approve previously rejected listings.

When you are finished, click Done at the bottom of the page.

Convert Saved Searches to Auto Emails

uhobdbe

Click the Search menu.

Select Saved Searches.

Click the arrow next to the Subject to expand details for that search.

Click Settings.

Choose the top link Turn this Saved Search into an Auto Email.

O Ifyour search has generated more than 250 listings you will need to modify the criteria.
O  Toresolve thisissue, click Turn this Auto Email into a Saved Search and select Cancel.
O Choose Criteria to be brought to the Search screen.

O From here you can edit your criteria to get the results under 250 and click Save.

Continue setting up the Auto Email from steps explained on page 19.

Convert Auto Emails to Saved Searches

uhobdbe

Click the Clients menu.

Select Auto Email.

Click the arrow to the left of the desired Auto Email.

Click Settings.

Choose the top link Turn this Auto Email into a Saved Search. (Optional: edit Search Name
and/or Contact.)

Click Save.
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Create a New Contact

Contacts are easy to create and come with many benefits for your clients, like access to the full
Client Portal, notes, advanced search options, and saved information. You can create a contact on
any page where you're emailing something to your client. From under the To and CC boxes:

1. Click Create a New Contact.
2. Enter your client’s first name, last name and email address.

O Enter multiple email addresses separated by acomma.

3. While not required, click Show All Fields to enter phone number, addresses, consumer notice
and additional notes to your contact.
4. Click Save.

ACCESS CONTACTS

1. Open the Clients menu.

Click Contacts.

3.  Youcanscroll, search, or filter to locate a contact. To the right of the contact, you will see
activities such as notes, favorites, possibilities, and discards.

4. Click to expand the contact and access assigned Auto Emails, CMAs, and other activity details.

5. Youcanclick Add New to add a contact from here as well.

N

Tip: Click Open Portal to access a read only view of your client’s portal.

View Client Portal Activity

The Client Portal is a website for communicating and interacting with your client. It is a
collaborative online space, where you and your clients can share MLS information and keep it
all organized.

From the portal, clients can:

View listings you share with them.

Search for new listings and save searches.

Tell you which listings they like, view as a possibility, and wish to discard.

Write notes on a particular listing.

View additional items like CMAs, Buyer Closing Costs and Seller Net Sheets, or anything else
that you have sent through email from the MLS.

Stay up-to-date on your client’s activity in My Dashboard or the Contact section.
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Access My Dashboard: . ~  BRIGHTPREMIUM~ NEWS~  ABOUT+
y basht bright
1. Open the Cllents menu. MLS Search~ Clients~  MylListings~  Finance ~  Market Researc

SUPPORT ~ | SCPAT Agentl'~

h -

2. ClICk My Dashboard. (T 2 auto emails, 8 listings

B News & Alerts -.» Market Watch T2 Hot Sheets

Salisbury. Md (6) Lancaster Historic Sales
Cart; Tribbiani, Joe (13) Median vs Average List Price

Cart: My Cross Property (5) o My Stats Adams County
Cart: APPRAISAL, 29070 Bryan Brooke Ln, Grasonville Elementary School (Queen A...

My Lancaster Market Manage

There are no active news postings. g Act & CSiin York City
Back On Market (594) =2 Residential Lease
= Recent Portal Visitors Price Decrease (1755) I MultiFamily
Price Increase (219) - Land
Tribbiani, Joe 922AM P28 || ActiveUnderContract (716) I Farm
Phursail, Holms 9ATAM @18 || Temporary Off Market (334) Commercial Sale
Hologizt, Herb 912AM 928 || pending (1290) —— Commercial Lease
i Business Opportunity
="
Multi-Property Type
e
Expired (166) u
8 Listings need your approval: Withcrawn (40)
Corriog Soon% ' Customize 3Day
Pl o ) R My Favorite Searches
Hologizt, Herb (2)
Residential bl 3Day v

1. Lebanon City Only (Concierge) Manage

= My Carts Customize 2. PA - Drive Time Search (only Auto Em... z.umge

4. Grasonville Elementary School (Queen...

Recent Searches v

Here you’ll see contacts who have recently visited the portal along with links to listings they’ve

favorited, marked as a possibility, and if they’ve left notes for you.

Market Watch

Market Watch automatically shows a detailed view of all changes in the Bright market. These
changes include new listings, expired listings, price decreases, and more. Click on the desired link to

view listings. For example, New Listings or Price Decrease.

You can also customize these to a local market of your choice:

1. Click Customize to update — Y
your search criteria.
2. Enteryour criteria. AR ) A
For example, the count
. P v . EE 752 New Listing
or zip code you are watching.
e | 292 Back On Market
Perhaps specific structure
|| i
types or MLS Area. 973 Price Decrease
3. Click Save. 1 120 Price Increase
- 335
ActiveUnderContract
| 209 Temporary Off
Market
B 594 Pending
EE 450 Closed
| 247 Cancelled
| 19 Expired
| 26 Withdrawn
1 62 Coming Soon
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Hot Sheets

Hot Sheets allow you to see change types in properties such as those that went from Active to
Pending or Pending to Closed. To set up a new Hot Sheet:

Select the Clients Menu.

Under My Dashboard, click Hot Sheets

Then click Customize under Hot Sheets

Select the type of type of Hot Sheet you want to add and Name the Hot Sheet
Then select Save

A wWN R

NEWS v ABOUT v SUPPORT v | DessieHarvey ~

bright

MLS Search ~ Clients ~ My Listings ~ Finance ~ Market Research ~ Brokerage ~ More ~ Other ~

1 auto emall, 6 listings ) [Speed bar! Click ? for examples
[2) Residential | Criteria Map 7] Results

Previous - Next - 1-25 of 93 Checked 0 All - None - Page Display  Hotsheet v|at 25 v perpage [} &
] S PR N P O P ] P ey

) New Listing 1002083799 Active 2114Th Minersville 3 1/0  BHHS Homesale Realty - Sc

) New Listing 1002083789 RES Active 802 Rustic 10000055749 32/1 Cummings & Co Realtors

[J New Listing 1002083785 RES Pending 28 Isle 240279057404 3 3/1  Integrity Real Estate

) New Listing 1000000894 RES Active 7220 Righters Mill Rockville 3 2/0

) New Listing 1002083765 RES Coming 2220 Fairfax Unit#PHOS 240278694110 11/1  Keller Williams Realty

) New Listing 1000001188 RES Active 1 Halifax Rockville 32/0

[J New Listing 1000001220 RES Active 813 Harrington Rockville

) New Listing 1000001222 RES Active 823 Harrington Rockville

() New Listing 1000001234 RES Active 402 Hull Rockville

[J New Listing 1002083693 RES Active 421 Rowland 240280161871 22/1  Integrity Real Estate

Tip: Click MLS Settings from the Account & Settings window to access full edit and add capabilities
for Hot Sheets.

TO EXPORT HOT SHEETS

From the bottom of any Map or Results tab:

Select desired listings. NOTE: Max 5,000

Select Export from the Actions button bar.

Choose the desired Export file format.

Click Export.

Select Back to Results to return to your search results.

uAWNR
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Create a CMA

Starting from a tax record allows you to access all the property information you need to research.

Create the best CMA possible by providing a list of the most applicable comparable properties from

both listings and Public Records searches.

B 2217 N Oak Ct, Arlington, VA 22209 1130 TaxID 16-004-126

Public Records ~ TaxHistory ~ Sale & Mortgage  Elood Report ~ Most Recent Listing  History.
E BS s$ M \/iewComparableProperﬁeskm
Y

- Branch
’ \{glley,Park» -

NORT )
HIGHLAND Gateway Park !
ROSSLYN
COLONIAL P
VILLAGE
R Y wx R
(Googlesy Map data ©2018 Google. | +/ 30 S

Sy oy Information

Search for your subject property and select the Agent 360 Property Report display.
Click View Comparable Properties.

View Selected Pages and if necessary, add or remove pages for your CMA.

Check any tax comparables you wish to remove and click Remove Selected.

To add MLS comparable listings, click Find more Comparables.

i WDNPR

Enter Criteria.

View Results.

Select matching Comps.
Click Add Comps.

O O O O

6. Click View Report to generate a PDF of your CMA report. Then Email to share.
7. You can also click Create CMA to launch the full 8 step CMA wizard and further customize
your CMA report.

£ Comparables Report () Summary

Subject Property: 2217 N Oak Ct 25 Comparables Low Median  Average High
Selected Pages: ~ Summary of Comparable Properties; CMA Map Comparable Price  $500.000 $1,050,000 $1422416 $5,000,000

4= Back to Results | ‘@ Create CMA A View Report

Previous - Next - 1-25 of 25 - Checked 2 - All - None

0.0mi 2217 Osk Ct Arlington 22209
O 02mi 16-014-013 1651 N Colonial Ter Arlington 22209 Nikolaos & Voul A Apo: Residential
U 03mi 16-022-212 1881 N Nash St Unit #2102 Arlington 22209 Clifford G & Christine } Residential
O 04mi 16-018-128 1111 19Th St Unit #2701 Arlington 22209 Benjamin L Buchanan £ Residential
¥ 0.5mi 17-003-220 1600 N Oak St Unit #1414 Arlington 22209 Jeremy Nice & Marsha Residential
O o5mi 1324//0045 1401 44Th St Washington 20007 1401 44TH STREET N Residential
U 0.6mi 1363//0061 4419 Macarthur Bivd ‘Washington 20007 Bibi Khan Residential
U 0.6mi 1354//0838 1427 Foxhall Rd Washington 20007 Mark C Markowski & M Residential
¥ 0.6mi 17-011-049 1831 16Th St Arlington 22209 Robert S Sohn & Grace Residential
0 o7mi 1187//2057 1081 Paper Mill Ct Unit #1081 Washington 20007 Anna L Reyes Ramos & Residential
O 0.7mi 1356//0960 4460 Macarthur Bivd Washington 20007 Qiwen Zhu Residential

Remove Selected | ® Find more Comparables
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Listing Management

Listing Management is the tool used to add or edit listings, upload photos and documents,
input showing instructions and virtual tours, and schedule open houses.

® Select My Listings
® Choose Add & Edit Listings

INITIAL LISTING SETUP

To input a new listing, select the New Listing button.

< New Listing

PROPERTY

What Type of property is it?
A3 Residential /55 Residential Lease 7 Mult-Family
~ g b Asingle family residence for sale which includes a dwelling of i Ei b Residential single-family dwellings of 1 unit for lease. [ =rin=| 2-4 unit residential properties for sale where all parts are part of
BT one unit 155 £ the transaction.

Farm Land

@ A property where agricultural and similar activities take place “V.’ Vacant land with no inhabitable improvement that is for sale.

that is for sale. Includes lots.

“ommercial Sale Commercial Lease Ty Business Opportunity
Residential dwellings of 5+ units and/or buildings that are zoned Residential dwellings of + units and/or buildings that are zoned Any business for sale that does not include real property but
- x

for commercial use that is for sale. for commercial use that is for lease. 2" does include a leasehold interest.

As you begin entering your listing, you'll be prompted to fill in some basic information. The full

listing edit form will adjust based on the information you provide so that you're only presented
with fields that could apply to your listing. In this initial listing setup, once you select Next, you

cannot go back and access the information on the previous screen, however, you will be able to
make edits in the full edit listing page.

Before you begin: If you are assisting an agent or a broker, you will be asked to enter the listing
agent ID of the subscriber for whom you are entering the listing before you can proceed.

1. Select the type of Property you're listing. Based on the property type you select, additional
fields, such as Property Sub Type and Ownership Interest may appear. Make the necessary
selections and click Next.

2. Ifyou’re entering a residential property, enter the full address or Tax ID and select Search.

O If that information is not available, use the Advanced Tax Record Search option to the
right and enter in more details such as owner name, subdivision, etc.

O If no tax record exists, select the Proceed without Tax Record option to the right and enter
the address, then select Next and Confirm the location of the property on the map.

O If the tax record exists, verify the map pin location and click Next.

26 Need help? 1-844-55-BRIGHT



For residential listings, select whether any of the following Attributes apply:

o For Comp Purposes (already closed and input for comparable value only)
o HOA (does the listing have a Homeowners Association)

o New Construction (never occupied)

o Water Oriented (is the property on or near water)

If one or more items apply, select all that apply and click Next. If none of them apply, simply
select the Next button. Depending on your selections, additional fields will be available in the
full edit form that apply to your listing.

In the Pricing window, complete the appropriate fields to enter the basic pricing and contract
details.
Click on the Next-Full Listing button to display your customized full edit form.

Need help? 1-844-55-BRIGHT
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FULL EDIT FORM

— 8377 DISCOVERY BLVD
PRICE: $595800 EXPIRES: Apr 20,2019 m CLOSED
LISTING AGREEMENT (7]
FEATURES & ROOMS
TRANSACTION PARTICIPANTS
LOGATION Levels & Room Details
ASSOCIATION/COMMUNITY
TAXES (1]
BUILDING & UTILITIES )
FEATURES & ROOMS Tevelsand Reoms
Levels & Room Details (2]
Interior Features [1] A
ADD UPPER LEVEL - s
Exterlor Features [1]
Green Features. MAIN LEVEL
LOT & PARKING @ e FullBaths  Half Baths
WATER / SHORE You must add at least 1 Total
PHOTOS & TOURS (1] Bedroom. Select ‘Add Upper
Level or‘Add Lower Level to
REMARKS & INTERNET SETTINGS + ADDROOM DETAILS add Bedrooms on other levels.
DOCUMENTS The number of bedrooms
AP located on the main or entry
SHOWING e //// level of the property.
OPEN HOUSES ADD LOWER LEVEL 7,

Bedrooms Count

Bathrooms Full

Bathrooms Half

Bathrooms Total Count

Now that your customized full edit form has been created, you can start entering all of the listing
information that will help you market your property. Here are some things to note:

® Asyou enter listing information, useful on-screen tips will display to the right of the field
you’re working on to help you understand any fields you may not know.

® |nany multi-select field, you can start typing the name of the item you want. As you type,
relevant results will start to display. Use the arrow keys to toggle through options. Hit Enter
to select these items quickly.

® There are 3 different types of Remarks: Office Private, Agent Private and Public. Total
characters for each type of remarks are shown at the top left of each entry field.

® The gray left navigation will show you where you are in the form as you scroll down. For quick
access to a specific section, simply click that section name.
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If you are having trouble finding a specific field or picklist item, use the Find a Field search

bar in the top right corner and begin typing in the name of the field or item you want. Once
what you're looking for displays, click on it to be taken to the field where it can be found.

Tip: Fields will stay highlighted in yellow on the form until you clear the Find a Field search bar.

P 1864 MAIN STREET EXT
NolistPrice NoExpirationDate 1 NoListingStatus

LISTING AGREEMENT [1:) =
BUILDING & UTILITIES Q style ®
TRANSACTION PARTICIPANTS
v
LOCATION (2]
ASSOCIATION/COMMUNITY @) *style
ES (4] [ /Rambler Alist describing the style of the
BUILDING &UTILITIES structure. For example, Victorian,
G T T o Mg and arked by Rorzontal Tes, | s Ranch, Craftsman, etc.
roofs are often low pitched with broad overhanging Hide Options Help
Manufactured/Mobile Home eaves and windows grouped in horizontal bands.
it o Raised Ranch/Rambler
Basement and Foundation o A long single story home with the main living space
Measurements and bedrooms on the main floor, raised above ground
level by a basement or crawlspace.
FEATURES & ROOMS ()
Ranch/Rambler
LOT & PARKING (2]
A one story home with a long, pitched roof, built-in
WATER / SHORE garage, sliding and picture windows, sliding doors
PHOTOS & TOURS o le;a:ing to patio and may be built on a crawlspace or
slab.
REMARKS & INTERNET SETTINGS 4
DOCUMENTS Flooring Type
SHOWING (5] o
OPEN HOUSES
R-Factor Ceilings
® Mandatory Fields: Any fields that are highlighted in red with an asterisk * are mandatory

fields and must have information entered. Once the information is entered, the red color will

be removed but the asterisk will still appear.

O When entering information for your listings, you'll notice circles with numbers in them on
the left side of your screen. These numbers indicate how many mandatory fields you have
tofill in for each section. Clicking on these circles will take you to fields that need to be
entered. Every time you fill in one of these fields, the number will go down or disappear.

O Use CTRL+ I (for Invalid) to quickly jump to the next mandatory field.

The system will automatically save your listing every minute.

Once you have completed all of the required and optional fields to market your listing, hit
Publish to immediately submit your listing to the MLS.

the property address.

Tip: There is no save button because Listing Management automatically saves after every change.

If you ever need to go back to your Manage Listings Dashboard, use the arrow to the left of

Need help? 1-844-55-BRIGHT
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Photo Upload

You can add up to 150 photos to a listing in JPEG format with the recommended photo size of
1024 x 768 pixels or larger.

Click on the Photos & Tours option in the left navigation menu.

Click Photos.

If not already selected, select Lister Will Upload All from the Photo Option dropdown.
Click Manage Photos under Photo Option.

Scroll to the bottom of the Terms of Use page and click | Agree.

There are three ways to upload photos:

I e

® Dragor drop photos onto the next screen
® (lick to upload from your device
® Download from Dropbox, Google Drive or OneDrive

618 BIGGS AVE
€ 4/ 150photos

Let's get started!
Drag and drop your listings photos here,
or import them using one of the following:

7. Click Save Photos.

8. Hover over the photo you want to choose as the main exterior photo and then click the
Exterior Main checkbox.

9. Type acategory description in the Tell buyers more about this photo field. Please note: there
is a 50 character limit.

10. Other editing functions includes sorting, cropping, rotating, and adjusting the brightness and
saturation levels. Always be sure to click Save before proceeding.

& ?864 MAINSTREETIEXT [ [Z] ADD PHOTOS \ [ JF SORT PHOTOS J
5/ 90 photos

Select an Exterior shot as your Main photo (required). i : o

. P s e VIEW TERMS OF USE
You can add captions for your listing photos, too (not required). . 4

B sclect 7 Edit eplace @ Main Photo B select 7 Edit Replace [} Main Photo B sclect 7/ Edit Replace [} Main Photo

Tell buyers more about this photo (optiona ell buyers more about this photo (optional

30 Need help? 1-844-55-BRIGHT



Document Upload

You can add up to 20 documents to a listing. Documents must be in the PDF format and 20 MB or less.
1. Select the applicable option from the Documents Available dropdown.

uhobd

Click Upload Documents.
Select the document type from the Add Document dropdown.
Accept the terms of use.

There are three ways to upload documents:

® Dragordrop photos onto the next screen
® Click to upload from your device
® Download from Dropbox, Google Drive or OneDrive

& 618BIGGS AVE
0/20 documents

Let's get started!
Drag and drop your documents here,
or import them using one of the following:

Computer Dropbox  Google Drive  OneDrive

Accepted file type pdf

Maximum file size is 20MB.

Enter a name for each document (50 character maximum).
Save, when finished.

Tip: You can change the view permission at any time making it available to agent only, or agents and

clients. Floor plans are always viewable by Agents and Clients.

& 329S8THST

3/20documents

ADD DOCUMENT

W

Use the dropdown to choose your document type.

AGENTS & CLIENTS
AGENTS ONLY

FLOOR PLAN

lew permission at any time.

View Terms of Use

ion_Report (1).pdf

| Entera description optional) for this document.

‘ MREC - Residential Property Disclosure and Disclaimer Statement (1015) (1) (1).pdf

l Enter a description (optional) for this document.

‘ RadonDisclosure.pdf

‘ Enter a description (optional) for this document.

‘ | Agents & Clients v

‘ | Agents Only v

‘ Agents Only v

Need help? 1-844-55-BRIGHT
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MANAGE LISTINGS DASHBOARD FEATURES

There’s alot you can do right from the Manage Listings Dashboard. Here’s what you need to know:

32

Manage Listings
4Listings Shown

Q_ Search for recent listings by Address, ML#, Agent Name or ID

3809 MAIN ST
‘GRASONVILLE, MD 21638

Farm - MLS 1000000844
Expires Sep 30, 2017

# EDIT (@ COPY i MORE

4107 MAIN ST
GRASONVILLE, MD 21638

B Residential - MLS 1000000836
Expires Dec 12,2017 ©@

O Eor ©copY i MORE
26018 PINETREE LN
GREENSBORO, MD 21639
Residential - MLS 1000000840

Expires Dec 12,2017

To make changes to an existing listing select the Edit button located on the listing.

To copy an existing listing, select the Copy button on the listing.

Select the More button to Delete, View History, or Print the listing. In addition, this displays
quick links to Photos, Documents, Showing details, Open Houses, and the Location of the

property.

Print Profile Sheet enables you to print a form that contains the fields located in Listing

Sort: v PRINT WORKSHEET ‘ @ NEWLISTING

MORE SEARCH OPTIONS

$1,900,000
= ACTIVE
Draft

© $798,000

© = AcTive

$540,000
W ACTIVE
Draft

Management so that you can gather all of the details to complete the full entry.

Tip: Any functionality that your Broker has not granted you access to will have a lock icon next to it.
Only your broker can grant this kind of access, so please contact him/her directly to discuss.

Need help? 1-844-55-BRIGHT



ShowingTime

ShowingTime is integrated throughout the Bright system, making it easy for a buyer’s agent to
schedule showings and provide feedback quickly and efficiently.

AGENT PREFERENCES

Confirm your ShowingTime preferences are set up correctly. This ensures a smooth showing
process on all ends.

1. Click My Showings under the My Clients menu.
2. Click Edit Profile from the left Home menu.
3. Click Save Changes if changes were made.

LISTING SHOWING PREFERENCES

Individual listings will require individual consideration. For example, one listing may be an
unoccupied dwelling where no appointments are necessary. Another might have occupants and
some very specific time restrictions. ShowingTime allows agents to configure settings on each of
their individual listings.

Click the Clients menu.

Under Showings, click My Showings.

Click on Listing Setup.

Select the listing you wish to review.

Choose Yes or No to allow showing agents to request appointments online.

LANEE S

O Set up your listing’s Appointment Type, showing restrictions, contacts, notifications and
feedback preferences.

6. Click Save Changes.

Need help? 1-844-55-BRIGHT
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SHOWINGCART

Schedule several showings quickly by selecting those listings and clicking the ShowingTime button.

Refine Save Carts

® Choose your appointment times for each listing.
O  Add any additional stops.

® Organize your buyer’s tour by one of three ways:
O SmartRoute: Automatically sorts your showings in the most logical order.
O  Appointment Time: Organizes all showings by confirmed appointment times.
O  Drag & Drop: Manually sort the route according to your preferences.
Submit all showing requests at one time by clicking Send Requests.

[

Return to your ShowingCart to monitor your appointment requests.

ent Information

ter Listing IDs (separate multiples IDs with a comma)

Add Listing Stop ]| Add Other Stop
Appointment
Update @  Address 94 Appointment Status Time (EDT) Availability (EDT)
4p 5p
659 W CHESTNUT
1
[T] TANcasterea (toooFayse) Coromiment v Requested 7:00 PM - 7:30 PM
Remove equired
0.7 mi /est. 3 min
[z] 1035 MARIETTA —
LANCASTER PA (1000:[552) Go and Show - 7:30 PM - 8:00 PM
Remove View Instructions
oo )
058 WHEATLAND = O3 milest 1min }
1056 WHEATLANI = =
3 My Appointment Status* v | | | : -
LANGASTER PA (1000712(58) My Appointment Status” ¥ | @ SO0
Remove View Instructions 330 PM
< —
*Selecting an appointment status for any of your stops is for your reference only. More >>
7 A T e DogFaTR T T 7
Mep, | Saichia & e North Museum of y A ® {|
& Nature and Science R ¥ W Lemol
9 ~
1 » %3 4vq - |y Lamon St | N S‘\
LancasterHistory.org @ = Vitginjy vy \ W Madiso!
$ v N
&
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Help & Training

Bright offers various ways for you to get training and support, beginning with our robust on-
demand help system.

Here's how to get started:
1. Click Support from the top right navigation.

2. Select Search Help Topics.

bright Home  GoloBrighMiSeom Tl Serch Helpopkcs
s =

What can we help you with?

Askaquestion...

FEATURED
TRENDING ARTICLES

This will take you to Bright’s Online Help and Knowledgebase system where you can search help
topics, watch videos, get answers to frequently asked questions, sign up for training and more.

For the latest news and information, you can also click News and select Articles & Videos from the
main BrightMLS.com navigation menu.

Need help? 1-844-55-BRIGHT
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