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The Basics of H3MLS 

Browser Requirements 
H3MLS will work with any of the main web browsing software packages available today.  
The only requirement is that the software be a relatively current version.   
 

• Internet Explorer should be Version 5.5 or greater (Mac Version 5) 
• Firefox should be Version 1.5 or greater 
• Netscape should be Version 6 or greater 
• Opera should be Version 5 or greater 

 
To determine the version of you Browser, click on Help in the menu bar across the top of 
the window.  In the menu that appears, click on the about option.  A window will appear 
that displays information about the program you are running, including the version number.  
If your browser’s version number is not at least equal to those defined above, you must 
download the latest version of your browser to ensure that H3MLS will work correctly on 
your computer. 
 
If you are unsure how to get the latest version for your particular browser, go to the 
website www.browsers.com as it’s a central location for any browser software package.   

 

Computer Requirements 
The only requirement is that your computer can run the above defined web browsing 
software packages.  H3MLS does all of its work on our computers rather than rely on your 
computer to process information.  The main advantage to having a newer computer would 
be the speed at which you can work with the system.   
 
Connectivity to the internet is required to access H3MLS.  Though not required, high speed 
access to the internet is recommended.  The faster your connection, the sooner you are 
selling. 

 

Accessing H3MLS 
To access H3MLS, open your web browser and enter the address www.mlspin.com.  Once 
logged into the MLS PIN webpage, click on the H3MLS logo along the right side of the page. 
 
The first screen to appear will ask for your Agent ID and Password.  H3MLS is a private 
system accessible only by members of MLS PIN.  Once you have entered the Agent 
ID/Password correctly, H3MLS will display its home page. 
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Listings Management System 
The Listings Management System is access by clicking on the Listings link in the Navigation 
Bar across the top of the H3MLS system.  This is used when an agent needs to add a new 
listing to the MLS service or change information to an existing listing in the MLS service.  
The example below shows the main screen for the Listings Management System. 
 

 
Listings Management System Screen 

 
There are three sections to the Listings Management System screen; the command bar, 
Listings Selection Control, and Listings display section.  Also note the link in the upper 
right to help files explaining the process edit listings in the H3 system.   
 

Command Bar 
 The Command Bar defines what listings to display and how to display those listings.  These 
options are: 
 

• New Listing – Click on this link to begin the process of entering an OffLine listing 
into the H3 system. 

 
• Sort By – Selects how to display the listings in the Listings display section.  Click on 

the down arrow for the drop-down box and select the desired field to sort the 
listings. 

 

 
 

• Show – Determines how many listings to display in the Listings display section.  This 
aids in the speed at which the Listings display section finishes loading the desired 
listings based on your connection speed to the internet. 

 
 

 

Command Bar 

Listings Selection 
Control Listings display 

section 
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Listings Selection Control 
The Listings Selection Control determines which of your listings to display in the Listings 
display section.  Click on the appropriate tab to enter an MLS number OR select a specific 
Status (Active/On-Market, UAG, SLD/RNT, WDN, EXP, CAN or Offline/Partial Save). 
 
Note:  By default, H3 will display Active/On-Market listings. 
 
 

 

 
Listings Selection Control 

Listings Display Section 
 
The Listings Display Section accesses those listings selected in the Listings Selection Control 
and displays them so they may be edited.  Below is an example of an Active/On-Market 
listing. 
 

 
Sample Active/On-Market Listing Display Section 

 
The system will display the picture, MLS #, property type, status code, address, List Agent, 
List and Expiration dates and list price.  There are also two bars of functions, the Listings 
Navigation and Active/On market MLS Listing Command bars. 
 
Listings Navigation bar – As was discussed earlier, the Show drop-down box determines 
how many listings will be displayed at a time on one page.  If there are more Active/On 
Market MLS listings than allowed by the Show box, then the Listings Navigation bar 
controls what page to display. 
 

 
Listings Navigation Bar 

 
Clicking in the box to the left of the header, MLS Listings, will select ALL the Active/On-
Market listings displayed.  Once any listings are selected, you may then click on either the 
Email or Print button to perform the associated task. 
 
Clicking on either the Left or Right arrows will display either the previous or next page of 
listing matches.  Alternately, selecting the Page number from the drop-down box will 
display the requested page of listing matches. 
 

Display by either 
MLS number(s) 
or a selected 
Status code 

Listing Help 
Link 
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Active/On Market MLS Listing Command bar – The functions on this command bar are 
associated with the listing found under it.  There are five functions that can be performed. 
 

 
 

Edit – Clicking on this link will open the associated listing’s entry screen.  This 
will then allow you to edit existing information or add additional information 
to the listing.   

 
Photos – Clicking on this link will open a new window and display the Photo 
Submission screen.  From this screen, the main photo associated with the 
listing can be added, changed and/or additional photos can be uploaded to 
the system for use with the listing.  The first photo MUST be the frontal view 
of the property!  You may place a total of 30 photos with any listing free of 
charge.  If more than 1 photo is associated with a listing, you also have the 
ability to delete any photo.   
Note that if you have only 1 photo the delete option will not appear except if 
the listing is Offline/Partial Save. 

 

 
Photo Submission screen 

Change a photo’s 
order by clicking in 
this drop down box  



5 

View -  Clicking on this link will display the associated listing’s detail reports. 
 
Open House – Clicking on this link will open a new window which displays 
the Open House entry function.  Enter the date and time range for the open 
house, type in any Comments on the Open House, and click the Add button.  
If multiple open houses are to be entered, follow the same procedure for each 
additional entry.  When completed, click on the Save Changes link to finalize 
the process and close the window. 

 

 
Open House screen 

 
Broker Tour – Clicking on this link will open a new window which displays 
the Broker Tour entry function.  Enter the date and time range for the Broker 
Tour, type in any Comments on the Broker Tour, and click the Add button.  
If multiple Broker Tours are to be entered, follow the same procedure for 
each additional entry.  When completed, click on the Save Changes link to 
finalize the process and close the window. 

 

 
Broker Tour screen 
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Order Pinwheel Tour – Clicking on this link will open a new window which 
shall display the order form for MLS PIN’s Pinwheel Virtual Tour service.  This 
gives the agent a convenient manner in which to have a virtual tour created 
for the associated listing. 

 
 



7 

Entering Listings 
Clicking on the New Listing link in the command bar will display the Listing Entry screen.  
Entering listings into H3 is extremely easy and quite powerful.  It is used to enter a listing 
and before actually posting the listing to the MLS service, an agent can print out a detailed 
report to review the listing data to ensure the integrity of that data.  It can also be handy to 
enter a subject property to use in the creation of a CMA or have the listing ready to go right 
after a seller signs the contract.  For this manual, an assumption is made that there is no 
Offline Listings currently created.   

 
Below is an example of the Command bar for the Listing Entry screen. 

 

 
Listing Entry Command Bar and Property Type Selection 

 
The Command Bar for Listing Entry has three functions; Save, Cancel, and Clone Listing.  
 

• The Save link is used to Save the Offline Listing whenever it is desired.  There is no 
requirement as to how much data is entered. 

• The Cancel link will leave the Listing Entry screen and not save or modify a saved 
listing. 

• The Clone Listing link will prompt for a MLS Listing number or existing Offline listing 
that an agent wishes to copy.  The system will then populate all the fields in the 
Listing Entry screen with the data from that listing. Note that only listings that have 
been listed in the past through the same firm as yours are cloneable. 

 

Link to help 
file on 
Creation of 
New Listings 
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The Property Type drop-down box is used to select the type of property for this Listing 
entry.  The following example shows the drop-down box. 
 

  
Property Type drop-down box 

 
 
The Use this address to import listing data from Public Tax & Assessment Records 
link will automatically fill values for key fields from the field card record found for the 
address in the Public Record system.  This is accomplished by entering the number, street 
name, town and/or zip code (or any combination of these boxes) and then clicking on the 
link.  A window will appear showing all possible matched to the address information.  Select 
the appropriate match by clicking the Import button in front of that address and then click 
OK in the confirmation window that appears. 
 
Once the information is entered, click on the Save link in the command bar across the top 
of the Listing Entry page.  The system will return to the Listing Maintenance screen and the 
saved listing will be displayed in the Offline Listing section.   
 

 
Listing Maintenance Screen with Offline Listing 

 
The functionality of the Offline Listing Section is similar to the Active/On Market Section. 
 
Offline Listings Command Bar – The functions of the Offline Listings command bar are 
similar to those previously discussed for the Active/On Market section with the following 
exceptions. 
 

New CMA – Clicking on this link will inform H3MLS to use this Offline Listing as the 
subject property for a Comparative Market Analysis (CMA).  CMA creation will be 
discussed later in this manual. 
 
Clone Listing – This link will open the Listing Entry screen and the system will then 
populate all the fields in the Listing Entry screen with the data from the associated 
Offline Listing.  
 
Post Listing – This link informs H3MLS to take the offline listing and make it active 
in the MLS service.  H3 will audit the listing to ensure that all required information 
has been entered and, if so, will then display a window assigning the listing a MLS 
number.  If any fields are not filled out that are required, the system will display a 
window showing you what is missing. 

 
 

A field name in RED 
indicates that field is 
required and must be 
entered before posting 
the offline listing to 
the MLS service 
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Utilities System 
The Utilities system is accessed by clicking on the Tools link in the Navigation bar.  In the 
Introduction to H3MLS manual, we covered some of the functions found in the Utilities 
system.  Below is a review of all the functions followed by detailed instructions on how to 
use those function not covered earlier. 
 

 
Utilities System screen 

 
• Agent/Office Rosters – This function searches the membership database of the 

MLS service for information regarding Agents or Offices affiliated with the MLS.  It 
provides name, address, and contact information as a result. 
 

• Comparative Market Analysis – This function is a complete CMA creation service 
which will lead you through the steps to print out a CMA packet as a presentation to 
a potential seller.   
 

• IDX Search Options - IDX stands for "Internet Data Exchange", and is also called 
Broker Reciprocity. The idea is that brokers and agents should enable other MLS 
participants to display aggregated listing information on their web sites.  This 
function offers tools to setup your IDX search page and will be discussed in the 
Virtual Office Website Manual. 

 
• Internet Data eXchange – This function is a gateway for authorized third party 

companies to download active listings and photos from the MLS service.  Complying 
with the Rules and Regulations of the MLS service, this function is used for Real 
Estate software or web sites to provide information to agents and/or buyers.  This 
function is not used generally by the average real estate agent and therefore, if you 
have questions regarding this function, call the MLS service for assistance. 
 

• Market Reports – This function provides a variety of Analysis reports which benefit 
Real Estate agents and offices. 

 
• Mortgage Calculator – This function provides an easy to use system to create an 

Amortization Report for a customer.  Type in the Loan amount, Interest rate, Years 
and select the first payment month to calculate the monthly payment for Principal 
and Interest.  Optionally, you may also add PMI, Condo/HOA fees, Taxes and/or 
Insurance costs to be factored into the monthly payment.  There are three report 
options available as well; Payment Summary, Amortization/Payment Schedule and 
Graph-Principal Balance.. 
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• Options and Settings – This function provides options to set up your information in 
the H3MLS system.  Please review the Introduction manual for information on this 
function. 

 
• Palm – This function provides users of a Palm PDA the instructions and tools 

necessary to download search results from H3MLS to the handheld device. 
 

• Pocket Real Estate – This function provides users of the Pocket Real Estate 
software the ability to download listings into their handheld computer.  For more 
information on this software and how to use this function, please visit 
www.pocketrealestate.com.  
 

• Property History – As discussed in the Search Properties system, this function 
returns all associated MLS listings to a physical address.  This function requires you 
enter the physical address as it has not received an address from a search result. 

 
• Public Records – This function provides access to the Public Records system for the 

state of Massachusetts.  Please review the Introduction manual for information on 
this function. 

 
• Saved Searches – This function manages any Saved Searches associated with your 

Agent ID.  From here, Saved Searches can be deleted or edited. 
 

• Toolkit Market Share – This function provides users of the Toolkit Market Share 
software the ability to download listings for the software to use.  Toolkit Market 
Share uses Saved Searches.  Contact the makers of Toolkit Market Share for 
information on using this function. 
 

• Virtual Office Web (VOW) – This function provides the tools to set up your 
personal VOW in the H3MLS system.  The customization and set up of your VOW is 
further detailed in the Virtual Office Website manual. 
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Agent/Office Rosters 
 
The Agent/Office Rosters function will return information about a specific agent or agents.  
The example below shows the Agent/Office Rosters screen. 
 

 
Agent/Office Rosters screen 

 
Enter as much information as desired or known.  If only the Last Name is entered, the 
system will return all the agents with that last name.  Narrow the search further by entering 
the City, State or Zip.  Entering the Company name along with the City will return a roster 
of all the agents who are associated with that specific company.  Enter only the City and a 
roster of Company names in that city will be returned.  Click on the name of a company 
from this report to then see the roster of agents associated for that company.  On the next 
2 pages are examples of different searches and their respective reports. 
 

 
Search for Agents by Last Name and City 

 

 
Results of the above search 

 
 

 
Search for Offices in Shrewsbury 

Click the 
Search 
Now link to 
see the 
results 

Enter the requested 
information as desired 

Click on the name 
to retrieve contact 
information, send 
the agent an 
email or see 
listings associated 
with the selected 
agent 

Click the company name to 
retrieve contact information, a 
roster of agents or see the 
listings associated with this 
office Click the 

New Search 
button to 
start over 
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Results for the above search 

Click the company name to 
retrieve contact information, 
a roster of agents or see the 
listings associated with the 
selected office 

Use the Labels button 
to print mailing labels 
to selected offices 
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Office Roster screen 

 
 

  
Agent Information screen 

 
From any roster display (Agent or Office), it is possible to print mailing labels from H3.  
First, select the entries from the roster (or select all by clicking in the checkmark box found 
to the left of the header) and then click on the Label button to display the Label formatting 
window.  Label creation in H3 is very simple and does not require you to print to any 
specific label sheet.  Simply count the number of columns on your label sheet and choose 
that number in the Labels per Row drop-down box.  Then count the number of label rows 
on your label sheet and choose that number in the Rows per Page drop-down box.  Then 
select the Label Type to print; Agent or Office.  Click on the Print these labels button to 
finish. 

Click the 
Current 
Listings link to 
see the office’s 
MLS Listings 

Click on the name or 
MLS ID of the agent 
to see the Agent 
Information screen 

Click the envelope 
link to send an 
email to this Agent 

Click on the Current 
Listings link to see 
either the Agent’s or 
Office’s MLS Listings 

Click the 
Company 
Name to view 
the Office 
Roster screen 

Use the Labels button 
to print mailing labels 
to selected agents 
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Comparative Market Analysis 
This function provides an easy to use tool to find comparable properties for a subject 
property and create a CMA packet that can be used as a presentation tool to prospective 
sellers.  The first time using the CMA function, the system will display the following 
example.  
 

  
 

Comparative Market Analysis screen 

Click either 
link to begin 
creating a 
new CMA 

Click here to 
set up 
defaults for a 
CMA packet 
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CMA Options & Settings 
This link will set up the standard files to use in the creation of a CMA packet.  The following 
example illustrates what options can be modified and set as default. 
 

 
CMA Options & Settings Screen 

 
There are five options that can be modified and set as default.  Click on the tab representing 
the report option to create or edit the report/option selected. 
 

• Custom Colors & Logos – This option tab sets the color schemes, the Logos for the 
Cover page and Page Headers/Footers as well as the Graph Report colors.  Note that 
in the Command bar there is a drop-down box labeled Import Theme Colors & 
Logos. From this box, you may select a company name or Office Manager’s Shared 
Theme.  H3 will confirm your selection and then automatically set the colors and 
logos used for the CMA Packet to those associated with the selected theme. 

Navigation Tabs to 
create/edit various 
reports for the CMA 
Packet 
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o Colors- Header. Footer & Cover Page Section – There are three color 
setting options available; Background, Border and Font Color.  You may either 
type in the name of a color (such as Red or Black) or click on the right arrow 
found to the right of the color box to select the color from a color wheel. 

o Cover Page/Page Header/Page Footer Sections – These three sections 
can set logos for display in the CMA Packet.  Each drop-down box contains 
logos for some real estate companies.  Select the company you are 
associated with to set the logo.  If your company’s logo is not represented, 
you may upload your logo for inclusion in the CMA Packet.  To the right of the 
logo drop-down box, click on the link labeled Upload.  The system will display 
a new window from which you may Browse your computer to locate the file 
which contains the logo.  Once you select the desired file, the next step is to 
decide if you wish to have that logo solid or to some degree of transparency.  
Click in the Fade drop-down box and choose one of the four options; None, 
25%, 50%, or 75%.  The larger the number, the more transparent the logo 
will become.  This is extremely useful to use as a watermark on your cover 
page logo, for example.  Once completed, click the Add button to upload the 
logo for your use.  The alignment drop-down box determines whether to place 
the logo on the left, center, or right portion of the page(s).  Also note that for 
the Page Footer, you have the option to add text, such as your contact 
information or office information. 

o Graph Colors – These two drop-down boxes will set the primary and 
secondary colors when printing the graph reports in a CMA packet. 
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• Print Selections – This option allows you to modify the default reports that will 
make up a CMA packet whenever you print.  This can be changed at the time you 
print an individual CMA packet.  See the example on the next page of the Default 
Print Selection window. 

 

 
Default Print Selection screen 

 
• Agent Resume – This option allows you to create or modify your Agent Resume 

page of the CMA report packet.  The window that opens allows the entry of text as 
well as HTML formatting tags.  If you are interested in learning about basic HTML 
formatting tags, download the Virtual Office Website manual from the training center 
at www.mlspin.com.  Click on the Save button when completed. 

 

Property Reports can be set 
to Regular or Short.  Set to 
short if you make use of 
the Header and Footer 
Logos. 

Click in the drop-down 
box to select the 
Introduction Letter to be 
used by default 
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• Introduction Letter – This option allows you to create or modify your Introduction 
Letter of the CMA report packet.  Use this option to create an explanation of what 
you did and what the report will present.  You can create multiple Introduction 
Letters as you see fit from this tab as can be seen from the example below. 

 

 
 

• Default Net Sheet – This option allows you to create or modify costs associated 
with selling a property in your business and market.  When included in the CMA 
report packet, it can be useful to educate a potential seller on the estimated net 
income produced from the sale of the property. 
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New CMA 
Creating a CMA search in H3MLS is easy and the system will lead you through the process.  
First, click on either link to being as described above.  The system will display the Subject 
Property screen as seen on the next page. 

 

Subject Property Tab 

 
CMA creation Step 1 screen 
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CMA and Owner Information Section 
H3 requires a CMA Name and the First and Last names of the Primary Owner to be entered..  
The Notes and balance of the Owner Information is optional, but entering this data will 
enhance the CMA report packet. 
 
Subject Property Section 
This section is optional, but entering the information will enhance the CMA report packet by 
including reports about the subject property.  You have three ways to enter the property’s 
information: 

• Enter Property Information by hand.  Note that if the subject property is the same as 
the address you entered in Owner Information, you may select that and have H3 
automatically copy the address. 

• Use an existing MLS listing as the subject property.  If the property has previously 
been listed in the MLS and you know the number, click the circle for this option and 
you will be prompted to enter the list number. 

• Use an offline listing as the subject property.  If you have entered the information for 
this property already through the Listing system of H3, click the circle for this option 
and you be prompted to select the appropriate offline listing. 

Once you have entered the desired information, click on the Save button to continue the 
process of creating the CMA. 

Comparable Properties Tab 

 
Once the Subject Property Information is saved, H3 will automatically display the 
Comparable Properties Tab.  The screen which appears will offer the ability to Search for 
Comps or Search Public Records.   
 
Clicking on the Search for Comps button will display the search screen.  In this screen, 
you build the search for comparable listings to the subject property’s values.  H3 will 
automatically fill in the Property Type, Timeframe, Status (Sold, Rented) and Town based 
upon the subject property.  At this point, you may add Advanced Criteria (as with any 
search) to narrow the results, create a Radial search criteria or click on Search Now to look 
at all results. 
 
Once you click on Search Now, H3 will display the results in the summary report format of 
your choice.  Select the listings you wish to use as comparables, then click on the Add 
button.  H3 will then prompt if you wish to continue to search and view comparable listings.  
If you click OK, you will be returned to the summary report with only those listings selected 
being displayed.  If you click on Cancel, the system will move on to the Price Adjustment 
tab. 

 
Summary Report after adding comparable properties to CMA 

Note the ability to Search 
Public Records after 
selecting Comparable 
Listings as well 
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The Search Public Records button will display the screen to search Assessment records to 
locate any property that might have been sold outside of the MLS service and add these 
properties to your CMA.   
 

 
 
Once you have built your search of the Public Records, the results are displayed as seen in 
the example below.  For the most part, you should be aware of the properties displayed as 
the majority of property sold is done so through the MLS service.  If you find property that 
is comparable to the subject and wish to add it to your CMA presentation, select the 
property and then click the Add button. 
 

 
 

Click the Add button to 
include selected properties 
from tax search in your 
CMA  
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If you add property to your CMA, the main Comparative Properties screen will display 
showing all the comparable properties/listings.  If you decide not to add any public records, 
click on the comparative Properties tab to return to the selected listings report or click on 
another tab to continue the presentation process. 
 

 
 

Note that when you click on Search Now after building your search, H3 will remember the 
criteria and associate it with the CMA.  In the future, recalling the saved CMA will also 
include the saved search so you do not need to rebuild the criteria again, unless desired. 



23 

Price Adjustment Tab 

The Price Adjustment Tab, if desired, will adjust the price of the Subject property based on 
differences between each comparable property and the subject.  For example, the subject 
property has a 2 car garage and the first comparable property has a 3 car garage.  Based 
on experience, you know that this equates to $5,000.00 in additional value for the first 
comparable property.  Therefore, decreasing the value of the comparable property by this 
amount will equate its value to the subject property. 
 

 
Sample Price Adjustment Tab screen 

 
This tab is primarily useful to appraisers, but can be used by anyone if the actual values are 
known.  
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Net Sheet Tab 

The Net Sheet tab will set the costs of selling the subject property to inform the seller of the 
estimated net profit from the sale.  You may modify any of the values, add values and 
select not to use a cost.   
 

 
Sample Net Sheet tab screen 

 
If you do not use the Net Sheet in your CMA report packet, bypass the tab and choose not 
to print the Net Sheet when setting up what reports to print for the packet. 
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Print CMA Tab 

The Print CMA tab is the final step in the creation of your CMA report packet.  This 
determines which reports to include in the packet presentation to the potential seller.  If you 
set up the default Print package as described earlier, those selections will be automatically 
checked.  Of course, if you decide to print a different set of reports you may click in the 
checkboxes to clear or add. 
 

 
Sample Print CMA tab screen 

 
At the bottom of the Print CMA tab, there are 4 option buttons.   

• Print – Clicking the Print button will open a new window in which the selected 
reports will be displayed.  Once the reports are created, the Print Dialogue box will 
appear giving you the option to send the reports to your printer. 

• Email – Clicking the Email button will open an email window which, when the Send 
Email button is clicked, sends the CMA presentation via email. 

Click any Magnifying 
Glass to view the 
associated report 
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• PDF – Clicking the PDF button will open a new window in which the selected reports 
will be created in the PDF file format.  Once created, you may print the PDF file or 
save it to your computer for future use. 

• Save as Default Selections – Clicking this button will set the currently selected 
reports as the default selections for future CMA presentations. 

 

Modifying Existing CMAs 
Once a CMA is created and saved, the Comparative Market Analysis main screen will show a 
list of all saved CMAs.  The following example illustrates this screen. 
 

 
Comparative Market Analysis screen 

 
The Command Bar links either creates a New CMA or CMA Options & Settings.  For each 
CMA created and saved, there is an Edit and Print button.  Edit will allow the modification 
of the CMA; for example, to add additional comparable properties.  Print will display the 
Print CMA tab for the associated saved CMA. 
 
To delete any saved CMA you must first select the CMA to delete by clicking in the 
checkmark box to the left of the Edit button.  Then click on the Delete button to the right of 
the My CMAs header.  H3 will warn you of the deletion and require that you click OK to 
finish the deletion. 
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Market Reports 
The Market Reports utility provides a variety of useful analytical reports.  In the 
Introduction to H3MLS manual, the Market Watch (Hot Sheet) report was covered in 
depth; but there are other reports that can be viewed or printed.  When the Market 
Reports screen is displayed for the first time, it will prompt to create a new report.  
Click on the link to begin using the system.  The following example is of the screen 
after clicking on the New Report Link in the Market Reports Command Bar. 
 

 

 
New Report screen – Market Reports 

 
Building a Market Report is similar enough to building a search looking for properties.  
Select the town and property types desired as normal.  On the next page is an 
explanation of the Report, Results, and Time Frame drop-down boxes as 
illustrated above. 
 

Save Market 
Reports by 
entering a 
name in this 
box and 
clicking on the 
Save link 

Select the 
type of 
report  

Select the 
Time Frame 
for the report 
chosen 

Define how large 
the number of 
results from the 
search should be 
displayed in the 
report 
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• Report drop-down box – This field determines what type of report to create. 
 

 
 

o Hot Sheet / Market Watch – This report produces results of all 
listings defined that have had a status change in a chosen period of 
time.  See the Introduction H3MLS Class Manual for review on creating 
this report. 

 
o Open House / Broker Tour – This report is a convenient way to 

locate all listings in a town, region or Coverage Area which has an 
upcoming Open House or Broker Tour is a chosen period of time. 

 
o Total Sold Market Statistics – This report will display all the closed 

(Sold or Rented) MLS listings over a selected period of time for the 
property types chosen.  The report breaks the results into groups 
based upon the selling price of the listings.  It will further display the 
number of listings in that group.  This number is also a link that when 
clicked upon displays all the listings in a one line style report.  The 
report will also display the Average Days on Market for the price 
group.  It also displays the group’s Average List price, Average Selling 
Price and the ratio of the Sale Price to the List Price. Finally, the 
bottom of the report will display the Average Days on Market for all 
the properties as well as the Low, High, Median, Average Selling Prices 
and Total Market Volume. 

 
o On-Market Snapshot – This report will display a side by side 

comparison between the current Active marketplace in a specified 
location for the property types chosen and the same market in the 
past.  The report breaks the listings into groups based on the listing 
price of the listings involved.  It will also display the Average Days on 
Market for each group while showing the Average Days on Market for 
the all the listings as well.  The Total section at the bottom of the 
report will display the Low, High, median, Average List Prices as well 
as Total Market Volume. 
 

o Under Agreement Statistics – This report will display how many 
listings went Under Agreement in a given time period broken down by 
price ranges.  It also displays the Current disposition of the group of 
listings (how many are still Under Agreement, Sold or other). 
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o Area Market Survey - This report will display a breakdown of 
Active/On-Market listings, Under Agreement Listings as well as closed 
(Sold or Rented) listings over a selected period of time for the property 
types chosen.  The report breaks the listings into groups defined by 
price ranges.  You may also click on the number of listings which 
match the price range grouping to display the actual listings that make 
up the group.  The report will also display the Average Days on Market 
for the price group.  When viewing the closed listings section of the 
report, it also display each price group’s Average List price, Average 
Selling Price and the ratio of the Sale Price to the List Price.  Finally, 
the bottom of the report will display the Average Days on Market for 
all the properties as well as the Low, High, Median, Average Selling 
Prices and Total Market Volume. 

 
o Market Share Reports – As can be seen in the example above, most 

of the reports are Market Share reports.  A Market Share report 
displays results based on sales through the MLS service.  The goal is to 
report, based on Total Sales Volume, the ranking of Agents, Offices or 
Firms in a specified location (town, area, etc.).   

 
 All Offices will display a ranking of all offices that have had 

involvement, through affiliated agents, with a sale of an MLS 
listing in the specified locations and timeframe. 

 All Firms will display a ranking of all firms that have had 
involvement, through affiliated offices, with a sale of an MLS 
listing in the specified locations and timeframe. 

 My Market Share will display an individual agent’s 
involvement with MLS Listings that have sold in the specified 
locations and timeframe. 

 Agents in My Office ranks the agents affiliated with your 
office only. 

 Agents in My Firm ranks the agents affiliated with your entire 
firm 

 Offices in My Firm ranks only those offices that are in the 
same firms (i.e. Caldwell Banker). 

 Listings Taken – By Agent ranks agents by Total Units listed 
in the defined town and property type. 

 Listings Taken – By Office ranks offices by Total Units listed 
in the defined town and property type. 

 Listings Taken – By Firm ranks Firms by Total Units listed in 
the defined town and property type. 

 
o Total Listed and Price Changed – This report will display a 

breakdown of property by price range that have been Listed or Price 
Changed in the defined period of time for the town(s) selected. 
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• Results drop-down box – This search option will only be available when any 
of the Market Share reports are selected as described earlier.  The purpose of 
this option is to limit the results to a set number if desired.  The example 
below illustrates the Results option. 

 

 
 
 

• Time-Frame drop-down box – This option determines how far back in time to 
search for the desired results of the report type selected.  The example below 
shows the options available.  The Time Frame values will change based upon 
the Report Type chosen. 
 

 
 

 
Most of these options are pre-defined with the exception of Choose a Time 
Frame.  This option requires the entry of a beginning and ending date to 
determine the time-frame. 
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Property History 
The Property History function will display all MLS Listings associated with a requested 
physical address going back to, at least, 1992.  Clicking on the Property History icon 
will display the following screen. 
 

 
Property History Main Screen 

To display the property history for the address associated with an MLS number, type 
the number in the corresponding box.  To see all the listings associated with a 
physical address, enter the appropriate information in the boxes for the address.  
Click on Search Now to see the results of the search.  An example is found below. 
 

 




