BC
NORTHERN

Instructions for Adding a New Rental Listing into Paragon
Refer also to the “Rentals Listing Policy” and the” BCNREB Rental FAQ”
NOTICE: Managing Broker approval

required before entering a Rental
Listing into Paragon.




Adding a New Rental Listing

Rental Listings

The Rentals option on Paragon® Residential is intended to be a self-serve feature for
members. It's an easy to use method of entering rental properties that will be searchable
on both Paragon® and realtor.ca.

When adding new rental listings into the MLS® system members must adhere to the
MLS® Rules.

Listings must comply with CREA’s Rules and Regulations, including the Three Pillars of
MLS® Mark, the third of which notes ‘Compensation: The listing Member agrees to pay to
the Cooperating Member compensation for the cooperative selling of the property. An offer of
compensation of zero is not acceptable.’

Only licensed members of the Board may place a rental listing on the MLS® system. The
Managing Broker is responsible for ensuring licensees who use the service are only
providing services they are licensed for. Members may only add rental listings if their
Managing Broker has given their approval on the Authority to Lease - Residential contract.

Board staff will not be adding rental listings and will not be responsible for reviewing
rental listings on Paragon®.

Rental listings are to be manually added directly in the Paragon® Rentals Listing
Maintenance module by the Designated Agent or Agent Loaded. All members have
Agent Modify access will have the ability to add a rental listing, including making any
changes required and updating the status on Paragon to ‘Rented’ when the property is
rented.

Members can add rental properties that are located anywhere in British Columbia with
rental listings uploaded to realtor.ca at the same frequency as other residential listings.

There is a $10.00 listing fee for a rental listing. Medallion points/MLS® Award points will
not be awarded.
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Adding a New Rental Listing

Adding a New Rental Listing

Before you start to enter a new listing, you should ensure that you have the required documents in
front of you. These would include:

Authority to Lease - Residential Contract - must have the signed approval of the
Managing Broker.
MLSLink - Rental Data Input Form — optional, if the agent is entering the listing.

» To start to enter a new Rental listing:

1. Launch your web browser and enter the appropriate address for Residential Paragon® into your
address bar: bcres.paragonrels.com

2. Press Enter/Return to continue.

3. When the MLSLink Safe Login screen appears, sign in to Paragon® with your usual Username
and Password.

4. If you are an Office Administrator doing Broker Load, after signing in as yourself, please use
Assume Identity to Assume your Broker’s identity to continue.

5. The Paragon® home page will be displayed.

6. Before you start to enter the new listing, you should perform an Address Search for the
property to confirm this Rental property is not currently listed as an Active Rental listing
with another Brokerage.

7. Click LISTINGS in the Navigation Bar. A menu will appear.

7
POWER SEARC Q
N B B
MESSAGE CENTER 4] ol tia
MESSAGE HISTORY OCODE O
QUICK SEARCH oo i :
8

8. In the ADD LISTING section of the menu, click Rental.
9. A Listings tab appears.

10. A sub-tab for New Rental appears within the Listings tab as in the image below.
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Home Listings

0 | -
R

‘Primary ‘ _ & Tax Autofill 1% Reset Fields ﬂkequired Only OOpen Al © Close All
i
.;.’l (38) Class Y Rental
NO IMAGE (34) ML # [ New Listing
(49) P.LD.#

75 characters left.

¢ Maintain Listing

@ S

» Working with Containers

There are a large number of fields available when you are entering the data for a new listing. To simplify
accessing them, related fields have been grouped into containers. The name of the container identifies
what types of fields are within it e.g. Property Details, Room Information, Bath Information, etc.

Home Listings
I
NPT MATNTENANGE
" _ & Tax Autofill %) Reset Fields [[JRequired only () open Al & Close Al
o Contract & Location (-]
.;7 (38) Class [ Rental
NO IMAGE (39 ML # [ New Listing

When you start to enter a new listing, the first container, Contract & Location, will be expanded, as
shown in the image on this page. You can scroll down to access all the fields in the container.

Once you have finished entering all the fields in a container, you can collapse it by clicking on its blue
title bar. This will make it easier to access the remaining containers.

Click on a collapsed container’s blue title bar to expand it and display the fields within that container.

Agent & Office [~}
Showing/Photo Q
(76) Appointment Phone G} | |
Number
77) For Appointment Call | |

You can also collapse all the containers, as shown below, by clicking &3 Close All,
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Adding a New Rental Listing

kd Save & Tax Autofil %) ResetFields [fYRequired only () operfall 33620

Contract & Location .h

-]

This allows you to easily browse all the available containers, to find the one that you wish to work with.
Once you locate the desired container, click its title bar to expand it and display its fields.

You can click CJ@penall if you wish to expand all the containers.

» To enter data into fields

Begin to enter data in each applicable field, starting with the information from the Authority to Lease -
Residential contract and moving onto the Rentals Data Input form information.

1. Note that required fields are indicated by the R symbol.

2. Some fields are flagged with a P symbol. These are fields that are required in order to be able to
save the listing as a Partial (incomplete) listing. If you save a listing as a Partial listing, you can go
back later and finish entering it.

3. Press the Caps Lock key on your keyboard to turn on CAPS LOCK mode.
For consistency, all data should be entered in upper case, except the Remarks sections.

4. Note that you can use your mouse to move through the available fields, or you can press the Tab
key to move to the next field in the sequence.

(13) Rental Sta Available v

w [ A —

(44) LowHouse | |

(44 Address B[ 123456 | oir ~||TESTING

(44) Street Type| STREET- 8

(46) Postal Code [ | |

@ [Cwsa -
(58) Sub-Area/Community Il 8
(45) City ﬂ| i | (o]
(61) List Date [ @ |11/20/2019 a 4 5

(62) Expiry Date @ 01/25/2020 a8

(9) Date Available | | (&) 6
“43) price | 4, 000
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Adding a New Rental Listing

5. List Date: this is the effective date from the Authority to Lease - Residential contract. Enter using the

2.

mm/dd/yyyy fori=at. Or click  to display a calendar and then click on the desired date.
Expiry Date: this is the expiry date from the Authority to Lease - Residential contract. Enter the
expiry date using either method described in the preceding step.

Price: enter the list price. The last three digits default to 000, but you can change these, if required.
Only numerals can be entered. Always double-check the Price before saving the listing.

Price [@ 4, 500 $4,500/month
Price ¥ 4500, 000 $4,500,000/month

Commission: only the amount of commission being offered to a Cooperating Brokerage is entered.
Enter this directly from Line 5C on the Authority to Lease - Residential contract.

Note: if applicable any percent signs and/or dollar signs must be entered into the
Commission field for clarity.

Agent & Office Container

Expand the Agent & Office container, if necessary, by clicking on its blue title bar. The fields in the

container will be displayed. | 1
| Agent & Offic -
(67) T Lessor Rep 1 | Jeff Realtor | O
(68) 2 Lessor Firm 1 Code | FV Fake Office | O]

(69) Lessor Rep 2 =

72) Lessor Firm 2 Code | O]

The Lessor Rep 1 field will automatically populate with the name of the person who is currently
signed-in to Paragon®.

Lessor Rep 1 must be the Designated Agent on Line 7A of the contract and must be an active
member with the Listing Brokerage on the contract.

If you are an Office Administrator assuming your Broker’s identity your Broker’s name will appear
in the Lessor Rep 1 field:

a. Click the X beside their name to remove it.

| Agent & Office w |
(67) Lessor Rep 1| Jane Manager gz | O]
(68) Lessor Firm 1 Code FV Fake Office . 2" "
(69) Lessor Rep 2 | O]
(72) Lessor Firm 2 Code

b. Type your Listing Agent’s first and/or last name and then select their full name from the list that
appears.
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Agent & Office (-]

(67) Lessor Rep 1| Jeff Realtor E
—
(68)

Lessor Firm 1 Code FV Fake Office
(69) Lessor Rep 2 E

(72) Lessor Firm 2 Code 4
4. Lessor Firm 1 Code will auto-populate, based on the contents of the Lessor Rep 1 field.

Expand the Showing/Photo container, if necessary, by clicking on its blue title bar.

(76) Appointment Phone ﬂ 604-930-7600
Number

(77) For Appointment Call | JOHN REALTOR Nz

6. Appointment Phone Number: enter the phone number (including area code) to call to arrange an
appointment for a showing.

7. For Appointment Call: enter the name of the person to call to arrange an appointment for a
showing.

» Property Details, Room Information, Bath Info., Marketing Instructions Containers

1. Expand the Property Details container, by clicking on its blue title bar. You can collapse any other

containers, if desired.
Property Details (-]

(41) Type A& | APTU - Apartment/Condo :

(103) Floor Area -Grand Total ﬂ 800

(135) Fireplaces 0 ﬁ s 2
(127) Parking Places - Total 1

AX-Features Included | AX1 - Air Conditioning - AX4 - Dishwasher-  AX5 - Elevator-  AX6 - Exercise Centre
AX7 - Refrigerator-  AX10 - In Suite Laundry« ~ AX11 - Microwave

AP-Outdoor Area | AP1 - Balcny(s) Patio(s) Dck(s)

(133) View | Yes v
BI-View - Realtor.ca || BI1 - City B
(3) Security Deposit Required | Yes ¥
(4) Renters Insurance Required | Yes v
(5) Pet Deposit Required | Yes v
(8) Pets OK - see remarks | No v

2. Type (Type of Dwelling): you can click the magnifying glass icon 2 on the right to select from the
available options. Or you can start to enter the type and use the auto-complete function to select
the desired option.

3. Continue to enter data into the remaining fields. Enter all the information provided on the Rentals
Data Input Form into the corresponding fields.

4. Floor Area: Enter the Floor Area in square feet. Use numerals only; no commas or decimal points.
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Adding a New Rental Listing

5.

Room and Bathroom Information containers: Enter the Total number of Bedrooms and Total
number of Bathrooms.

(250) Total Bedrooms [

(282) Total Baths [

Marketing Instructions Container: The Realtor and Public remarks must be entered in upper &
lower-case text. Entire Remarks sections in all upper-case text are not permitted.

Contact information such as names, phone numbers, e-mail addresses, and website information
cannot be published in the Public Remarks. Contact information is restricted to the Realtor
Remarks.

References to elderly sellers, out of town sellers, or vacant property should be restricted to the
Realtor Remarks.

Saving a Listing

Once you have completed all the information in your listing, save the listing to Active by selecting

‘Save Listing’.

Primary @ m % Tax Autofill () Reset Fields ﬂkequired Only O Open All @ Close Al
Hocu  —
"] Save As Partial Listing Class Y Rental

Note: All mandatory fields (R symbol) must be completed with the appropriate information
in order to save the listing and obtain an MLS® number.

If you are missing some information helpful messages will appear at the bottom of your screen. Work
your way through them adding the required information and then select ‘Save Listing’ again.

Attention: Resolve the following Errors/Warnings to Save this Listing. Double Click on the row to navigate to the field. (F8 for next row)

Severity Error / Warning Description(s) RuleID

Error (41) Type is a required field and must have a value.

Error (42) Area is a required field and must have a value.

Modify Error (43) Monthly Rent is a required field and must have a value.
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Adding a New Rental Listing

TIP: Now that you have an MLS® number, it is recommended to record this number on
each page of your paperwork before filing.

2. Click msamaissiiss if you wish to continuing entering data into the fields for the listing. You could
Add Photos, Upload Associated Documents and Add Open Houses or Tours, as described on the
following pages.

3. Click B85ES if you are finished entering data for the listing.

P Saving as a Partial listing

If you do not have all the information required to save the listing to Active, you can select ‘Save As
Partial Listing’ and come back later to finish it off when you have the information.

New Rental *

INPUT MAINTENANCE

Primary @

m &L Tax Autofill %) Reset Fields ﬂRequired Only o Open All O Close All

' Save As Partial Listing Class Y Rental

» Recalling a Partial listing

To recall a Partial listing, select Listings > Maintain > Partials, and your Partial listings will display in the
Partial Listings grid. Click on the number under the ML # column to open the listing, add the missing
information and then select ‘Save Listing’ to save the listing to an Active status.

Partial Listings

" Maintain [ E-mail = Print ' Delete

ML # ADDRESS CLASS STATUS
WL % | Go | umber [ v [steet Al v | Partial Listings
ML # Address City Price Status Type
128790 123456 RENTALS TESTING CROSSING Partial Listing-PAR.  House/Single Family
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Adding a New Rental Listing

Maintaining Listings

Maintaining listings can include actions such as changing field values, adding/changing photos, adding
associated documents, etc. Such actions could apply to either Partial listings or Active listings.

In addition, you can add a Public Open House or an Agents Open (Tour) to an Active listing.

» To recall a Partial listing:

1. The procedure to recall a Partial listing is described above on the previous page.

» To recall an Active listing:

2. Click LISTINGS in the Navigation Bar, and then select Listings, in the menu that appears.

Paragon &~ B B ® @& © ® ‘z § L

pr
HOME SEARCH LISTINGS cMA CONTACTS  FINANCIALS TAX n-' RESOURCES PREFERENCES
DATA CHECKER

Home ADD LISTING MAINTAIN
Residential Detached Listings My Violations

= s e

MESSAGE HISTORY GEOCODE QUALITY

Expiring Notifications [ SR Geocode Quality Search

The Listings tab opens.
4. Click on the listings MLS® number under the ML # column to the left to open the listing.

ML # ADDRESS CLASS STATUS LISTING OWNER
R2354776 | N [l v Al v | Al v [ Search |
4 ML # ‘ Address ‘ City ‘ P.LD.# | Price | Status | Type ‘ Privacy Flag ‘ Listing Agent ‘
| R2354776 123456 RENTALS TESTING HAVEN No City Value 1,444 Active-A House with Acreage Jeff Realtar

5. A Maintain sub-tab will open for the selected listing, allowing you to perform various maintenance
operations on it.

Listings

Maintain: R2354776 %
INPUT MAINTENANCE ML#R2354776 - 123456 RENTALS TESTING HAVEN

Primary [kl Save bisting | $4 Associate Contact KX Tax Autofill (2 Reset Fields [[lRequired only () apen Al € close Al
(38) Class [f] Rental
(34) ML # [ R2354776
(49) P.LD.#

characters left.

¢ Maintain Listing

=R — 13) Rental Status [f} | Available

|71 view Detail Report 44) Unit |:|

;\ Add/Edit Documents (49) a7 hEs

«+ Add/Edit Open House

©  add/edit Tour (49) Address [B| 123456 | Dir v | |RENTALS TESTING
A1 view Activity Repart (49) Street T ype‘ HAVEN ‘ ta

ﬁ Data Checker: Checklt
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6. Alternatively, you could select ‘Select an Action’ in the Actions column at the right side of the grid.
This will bring up the ‘Select an Action’ dialog box, which offers several maintenance options as
shown below.

ML # ‘ Address | Ccity ‘ P.ID.# | Price | Status | Type |privacy Flag‘ Listing Agent |Pictu Action

R2354776 123456 RENTALS TESTING HAVEN No City Value $1,444 Active-A House with Acreage Jeff Realtor o] Select an Action...

Select an Action

" Maintain Listing " * Price Change

= Edit Expiration Date / Add/Edit Remarks

@ Change Geocode Copy/Clone Listing

4% Add/Edit Open House © add/Edit Tour Listing

.. Associate Documents W picture Administration(A)
M View Activity Report 4 Data Checker: Checklt
) share via Facebook [0 share via Text

[ share via Twitter

7. Edit the information and then select ‘Save Listing’ to save the listing changes.

Listings

Maintain: R2354776 X

] B
[kl Save bisting $4 Associate Contact &K Tax Autofill (-2 Reset Fields [YRequired only () open All €@ close Al

Primary
(38) Class [[J Rental
(34) ML # B R2354776
(49) P.LID.#

characters left.

#  Maintain Listing

% Add/Edit Pictures (13) Rental Status [ | Available  *

| View Detail Report (44) Unit I:I

; Add/Edit Documents (44) o YrEs

+*  Add/Edit Open House

©  Add/edit Tour (44) Address [l | 123456 | Dir v | |RENTALS TESTING
A1 view Activity Report (44) Street Type‘ HAVEN ‘ -

ﬁ Data Checker: CheckIt
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» Changing the Status

If a change needs to be made in the Status of your Available rental listing to Expired, Rented or
Terminated, you will need to make that change.

1. Select and open the listing in Maintenance.

2. Change the Status from Available to Expired, Rented or Terminated.

Rental Status [ | Available

Unit

Available
Expired
Rented

Address B | Terminated |

Low House

3. If you are changing the ‘Status’ to Rented, you must enter all the required fields in the Sold/Leased
Information container.

Sold/Leased Information (-}
/ (371) Leased Date ﬂ | | B
(372) Leased Price [[ . 000
(368) Lease Rep 1 [@ B
(363) Lease Office 1 ﬂ B
(369) Lease Rep 2 E
(364) Lease Office 2 D}

4. Once the changes have been made, click ‘Save Listing’ to save the changes.
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Adding Photos

You can upload or change the photos on a Rental listing. Note that at least one photo is required on all

listings.

» To add the Primary photo to a listing:

1. Click the Add / Edit Pictures in the INPUT MAINTENANCE panel at the left side of the screen.

LY HAENTY 4 -ﬁL- (215 .-ﬂ~ 3 &7A AVENL
* Ugload Mukple Photos bed Save W (hack Al = Delete = Pmt ) Upbad Heb
Mantan Lstng
Primary g A =2 | c &8 o @ E =)
Vaw Detad Report
AGA/EdR Documents
> Add/Ede Open House
E O acdrede Tour
M \iew Actvity Report
. ShowngTime Setup
5 @ o W M @ | @ @ K @
f C
L M m @ N M o m e @ e =
oot Felds: 292
B = of o 1m0 R = s =
u Rermaning Feds: o Lﬂ La
< >
O O el

2. Double Click Primary Picture dialog box.

#"  Maintain Listing
ey L3
View Detad Report
Add/Edr Documents 2
Add/Edx Open House
©  Add/eds Tour

A View Activky Report
B8 showngTime Setup

’”~
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Adding a New Rental Listing

3. Click Add Files to find and select the desired photo on your computer. Acceptable photo formats
include .jpg, .png and .gif.

P —
Upload Picture

Close

click the start button.

Dirag files hers.

4. The name of the selected photo will appear in the Filename area of the dialog box.
5. Click Start Upload.

Upload Picture

Close
~
Select files
Add files to the upload queue and click the start bution.

Filename Status Size

Open House Images - 1.JPG ‘ 11 kb E

© 1 files queued QNG Start Upload

0%

6. Once uploaded, the image will be displayed in the Primary Photo on the screen.

Listings Maintain: R2154950 X

4 Upload Multiple Photos krd Save 7 Check Al 5
Maintain Listing

| View Detai Report
Add/Edit Documents
Add/Edit Open House
©  add/Edit Tour

A’ View Activity Report
ShowingTime Setup

\Primary E i 1| (A Q

”~
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Adding a New Rental Listing

7. Click Add Label to add an optional Label and Description to the image.
8. The Primary - Photo Label dialog box opens.

9. Enter a suitable Label and Description for the photo. 10 |\
_ﬁ Primary - Photo Label Save | Cancel
8

Label | Exterior Front e
"
Description | Exterior view of front of the house|

220 characters left.

10. Click when you have entered the photo’s Label and Description.

11. The Label will be displayed at the bottom of the photo.

11a

Primary™ = ]

11b

11
.Exterior Front

Once a photo has been uploaded, two new icons are displayed with the photo:

a. [E - Browse for a new photo to replace the existing photo.

b. £ - Edit the photo. Allows you to rotate or crop the photo.
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Uploading Associated Documents

You can upload documents that you wish to associate with a Rental listing.

» To upload associated documents:

1. Click Add / Edit Documents in the INPUT MAINTENANCE panel on the left o
& Maintain Listing

side of the screen. % Add/Edit Pictures
2. Alternatively, click | Assodate Documents | in the Select an Action dialog box || UEriDea SEpek
. . .. u Add/Edit Documents
for an Active or Partial Listing. —
.~ Add/Edit Open House
O Add/Edit T
Select an Action /Edit Tour
Main Actions

" Maintain Partial Associate Documents

“ Picture Administration(A)
Integrations

Select an Action

Main Actions
" Maintain Listing " * Price Change
= Edit Expiration Date / Add/Edit Remarks
= Add/Edit Virtual Tour W Change Geocode
Copy/Clone Listing 4> Add/Edit Open House
©) Add/Edit Tour Listing Associate Documents 2
" Picture Administration(4) / Sold/Closed

M view Activity Report

3. A DOCUMENTS panel opens for the selected listing, displaying a list of all the documents that are
associated with the listing.

DOCUMENTS - MLER2166521 - 8349 1170A STREET

[ BRI o o oo “Ouoc J] w0 |

O Description Public Date Size(kb) System Name

4. Click m to add a document to the listing.

5. The Add New dialog box opens.
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Add New
Quick Action (-]
Select a File 1 No file chosen
Description [
Document Type [ | Please Select \ v

6. Click and then | ChooseFile || locate and select the desired file on your computer.

Enter a suitable Description for the file. Make sure to enter a meaningful Description, as this is how
the document will be identified by those who may download it from the MLS®.

8. Choose a Document Type.

9. Click to proceed. n

Save | Cancel

select a File [l | Choose File | Floor Plan.pdf

Description [ |H00r Plar|

Document Type ﬂ IMDOC-Imported Document

DOCUMENT> MLER2166521 - 8349 1170A STREET

O Descripti Public Date Size(kb) System Name

[J Hoor Plan 12 N 10/29/2017 712 BCRES_341016.pdf

11. You can change the document’s Description by checking its checkbox and then clicking = Medify
12. You can remove the document from the listing by checking its checkbox and then clicking 5 Delete |

13. You can add more documents by clicking m as described above.
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Adding an Open House (Public Open)

You can add a Public Open House to any of your Active listings.

» To add an Open House to a listing:
1. Click Add / Edit Open House in the INPUT MAINTENANCE panel on the left side of the screen.

2. Alternatively, click| > add/edt open House| in the Select an Action dialog box.

INPUT MAINTEMNANCE

& Maintain Listing Select an Action

' Add/Edit Pictures Main Actions

[C]  view Detail Report /' Maintain Listing ¥ Price Change

] ‘= Edit Expiration Date / hdd/Edit Remarks
1 - 'ﬁlde'rE dit Documents = Add/Edit Virtual Tour W Change Geocode

# Add/Edit Open House CoryiClone Listing
OAdd,."Edit Tour Listing _ Associate Documents 2

D ad dland it Tour 4 Picture Administration(A) / Sold/Closed

i .. . M7 View Activity Report

A" view Activity Report .

Integrations

3. An OPEN HOUSE panel opens for the selected listing, displaying any open houses that have been
scheduled for the listing.

N
POV « e “over | w0 ]

L] Open House ID Date Time TimeZone Comments

4. Click m to add a new Open House to the listing.
5. The Add New dialog box for an Open House appears.
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Add New

Quick Action (-]

pate [ 10/03/2015

&
Tme start B |1 [v]| : o0 [x] Pm [~]
TmeEnd @ |3 [+] : o0 [~] Pm [+]

Time Zone B | Pacific Time E

Comments |Second last house on the east side of the street.

206 characters left.

Refreshments? |Coffee/Tea

0 characters left.

Enter the Open House’s Date, Time Start, Time End.

Optionally fill in the Comments and Refreshments fields.

Click to proceed.

The newly created Open House will be assigned an Open House ID and will now appear in the list of
Open Houses associated with the listing.

10 11

o o N o

OPEN H* "°SE - ML) "2166521 - 8349 1170A STREET

4 Add New 55 Mody S/ Delte "ok w0 |

o Open House ID Date Time TimeZone Comments

[ | 843565 10/30/2017  1:00PM-3:00PM PDT Second last house on the east side of the street.
g

10. If desired, you can change any of the available Open House settings, such as date and times.

First select the Open House by clicking its checkbox and then click i Modify |

11. You can remove an Open House by selecting it and then clicking = Delete |
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Adding an Agents Open (Tour)

You can add an Agents Open (Tour) to any of your Active listings.

» To add an Agents Open to a listing:

1. Click Add / Edit Tour in the INPUT MAINTENANCE panel on the left side of the screen.

2. Alternatively, clickinthe | © add/editTour Lising | Select an Action dialog box.

4" Maintain Listing
' Add/Edit Pictures
|| View Detail Report

—. Add/Edit Documents

o Add/Edit Open House

! \' ¥ Add/Edit Tour

A" View Activity Report

Select an Action

Cancel

Main Actions

" Maintain Listing " * Price Change

= Edit Expiration Date "Add,’Ed\t Remarks
== Add/Edit Virtual Tour W' Change Geocode

Copy/Clone Listing 4% Add/Edit Open House
¥ Picture Admlmstration(A)
A" View Activity Report
Integrations

3. ATOUR panel opens for the selected listing, displaying any Agents Tours that have been scheduled

for the listing.

TOUR - ML#R2166521 - 8340 1170A STREET
4 == Add New -/ Modify |5 Delete

O Tour ID Date

Time TimeZone

4. Click m to add a new Tour to the listing. The Add New dialog box for a Tour opens.
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Cancel

pate [ 10/01/2015

&
Time start B | 10 [~ : o0 [~ am [~] 7
Time End @ | 12 [+] : 00 [] M [+]

Time Zone B | Pacific Time E

Comments

255 characters left.

Refreshments?

10 characters left.

Enter the Tour’s Date, Time Start, Time End.

Optionally fill in the Comments and Refreshments fields.

Click to proceed.

The newly created Tour will be assigned a Tour ID and will now appear in the list of Tours
associated with the listing.

O N oW

TOUR - ML#R2. 66521 - 8349 11700~ _,

< Add New 2 Modfy S Delete “Oucx i w0 |

0 Tour ID Date Time TimeZone

' L 843566 10/30/2017 10:00 AM - 12:00 PMPDT

9. If desired, you can change any of the available Tour settings, such as date and times.

First select the Tour by clicking its checkbox and then click */Madify

10. You can remove a Tour by selecting it and then clicking 5 Delete
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Changing a Listing’s Map Location (Geocode)

A listing’s geocode refers to a pair of coordinates that identify its location on a map.
It is important that a listing is accurately geocoded to ensure that it will be found by searches,
especially map searches.

You can check the geocoding for your listing and change the geocode if necessary.

Geocodes are assigned a Geocode Quality value that indicates how accurate the geocode is
considered to be.

Geocode Quality
0.85 indicates that the listing is located by postal code only.
0.95 indicates that the listing is located by address.

1.0 indicates that the listing has been manually located on a map.

» To check and/or change a listing’s geocode:

1. With the Listings tab open, click Select an Action... in the column at the right, for the desired
listing.

2. The Select an Action dialog box opens.

¥ Change Geocode |

3. Click

Select an Action Cancel
Main Actions
Maintain Listing - * Price Change
=, Edit Expiration Date / Add/Edit Remarks
= Add/Edit Virtual Tour ' Change Geocode
Copy/Clone Listing ™ Add/Edit Open House
© add/Edit Tour Listing Associate Documents
¥ Picture Administration(A) /' Sold/Closed

A" View Activity Report
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4. The Change Geocode dialog box opens.
5. Inthe image below, the Geocode Quality is 0.9, since it is based on the address of the property.

6. If necessary, drag the':__._; map pin to the correct location for the property.

Change Geocode - ML#R2166591 Save | Cancel

o)

LISTING ADDRESS »  Road ) ¢

D |]

9999 THE KING BOULEVARD = )

Surrey, BC V1V 5X2 106 A dve @ @
Map It i Whalley Tom

106 Ave

SAVED GEOCODE VALUES

1

133 St
oS
t

105AAve 105 A Ave 2
49.191650390625 & ¥ &

-122.850021362305
Map It

3BAS

9

1

AS

oyal Kwantlen Park 3 105 Ave

131 A St

University Dr

104 A Ave

CURRENT MAP COORDINATES

Latiude: (49 191650390625 | ®
: .— ]C.', A\’L‘ (. 104 A\/e
Longitude: |-122 850021362305 J

Map It 103 A Ave

136 A St

ADDITIONAL MAP INFO

103 Ave

133 A St

Default Zoom Level: 15
Geocode Quality: 0.9 %y 102 A Ave SkyTrain:-Surrey

’»/,A% Central

© City Pkwy

»
39 A

129 A St
137 A St
140 St

39 St

1

101 Ave

W
132 A St

100 A Ave

King George Bivd

b Bing C;

® 2@17 HERE,® 2017 Microsoft Corporation Terms

7. After you manually position the map pin, the CURRENT MAP COORDINATES fields will be revised,
and the Geocode Quality will be changed to 1.0.

Change Geocode - ML#R2166591 % Save | Cancel
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8. Click to save the updated geocode for the listing.
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Other Maintenance Options

The Select an Action dialog box offers several listing maintenance options. Some of these options allow
you to quickly access a field without needing to browse through all the available fields. Some other
maintenance options, such as Change Geocode, are accessible only via this dialog box.

Note that the options available in the Select an Action dialog box may vary, depending on your access
level. You may have fewer options than are shown in the image.

» To access additional maintenance options for Active listings:

1. Open the Select an Action dialog box, as previous described.

Select an Action Cancel
Main Actions
Maintain Listing ~* Price Change
= Edit Expiration Date / Add/Edit Remarks
= Add/Edit Virtual Tour ¥ Change Geocode
Copy/Clone Listing ™ Add/Edit Open House
€ Add/Edit Tour Listing Associate Documents
% Picture Administration(A) / Sold/Closed

A" View Activity Report

2. Click | Maintain Listing | to open a Maintain tab for the listing, in order to access most of the available
listing maintenance options.

3. Click | = Edit Expiration Date | to directly access the Expiration Date field. NOTE: Agent Modify users
may not edit this field, but Broker Load users do have access to edit the field.

Make sure to click after revising the Expiration Date field.

4. Click [ copy/clone Lisiing | to Copy or clone an existing Listing.

5. Click | " Price Change | to directly access the List Price field.
Make sure to click after revising the List Price field.

6. Click | 7 add/edit remarks|to directly access the Realtor Remarks and Public

Remarks fields.

Make sure to click after revising the Remarks fields.
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NOTE: The Designated Agent is responsible for maintaining the listing through the life cycle of the
listing. Any edits required must be made by the Agent, or their office if they offer that service via
Broker Load.

This includes all edits to the listing including ‘Status’, (changing from Available to Expired, Terminated
or Rented), changes in ‘Price’, data etc.

MLS® staff are not able to provide data entry service for these changes (or the entry of Rental
listings).

No listing documents are to be sent to the board. They must be retained on file at the Listing
Brokerage.

A ‘Frequently Asked Questions’ (FAQ) document is available on www.realtorlink.ca

If you require any assistance, please contact admin@bcnreb.bc.ca or the board office.
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