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Create Masters of Subdivisions You Use Often: 

Create a master of your subdivsions and use it to save time when you have a new search you can open 

and add criteria 

 

 

 

 

 

mailto:techsupport@mlssaz.com


 

Tech Support   520-383-8800    techsupport@mlssaz.com  Mon-Thurs. 8-5 and Friday 9-5 

 

 

Saving Your Search as a Master and Make it a Favorite  

 

mailto:techsupport@mlssaz.com


 

Tech Support   520-383-8800    techsupport@mlssaz.com  Mon-Thurs. 8-5 and Friday 9-5 

 

 

 

Activity Reports are available for YOUR listing 

 

Click on the arrow next to 

your MLS number. 

The choices on the right 

will display. 

Notice: If it’s not your 

listing and you want to 

schedule a showing you 

can click on Schedule a 

Showing. 
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Customize Your View – Set up as many templates as you like: 

 

Step One: From the List view, choose the View Option 

 

 

 

Step Two: Replace the Description with the name of the new view such as Showing Information 

mailto:techsupport@mlssaz.com


 

Tech Support   520-383-8800    techsupport@mlssaz.com  Mon-Thurs. 8-5 and Friday 9-5 

Decide if you want the photo to show  

 

 

 

 

 

 

 

 

If you want to add a field – click on the field on the left and it will fade because it moves right 

If you want to delete a field – click on the red X on the field on the right and it will be removed 
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Change your font size if you like: 
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Reverse Prospecting Allows You to Find Individuals with Searches 

Stored for a House of Your MLS number criteria: 

 

 

Determine what you would like sent with the listings you send: 
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Portal Preferences: 
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Mapping Your properties For Time Management 

Step One is to select the properties on your list in the Map tab 

Step Two choose driving directions 

 

 

 

 

mailto:techsupport@mlssaz.com


 

Tech Support   520-383-8800    techsupport@mlssaz.com  Mon-Thurs. 8-5 and Friday 9-5 

 

 

 

Use the Add Destination field to add your starting address and/or your return address and you drag the 

addresses to the order you desire. 

Open Your Listings in New Tabs 
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Pin Any Type of Address to Measure Distance – Commercial or 

Properties  
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Share a Specific Listing: 
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Searching for properties which are currently in rental status: 
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To remove a view 
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