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To start a Buyer Tour presentation, you must first search for listings. Open up Mercado, click on Property 
Search to run your search, and after you select your comps, click on the Buyer Tour button on the top of the 
page. This manual will guide you from that point.

Fill in the client info page. 

You may choose              to open a saved Buyer Tour if you previously saved one.
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If this is a new Buyer Tour, be sure all the client information is entered correctly.

                                      This is where you can upload the listings selected from your MLS if you haven’t already 
done so. If you already completed this, you can skip to step 7. 
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Click on Upload Saved Listings and then click Browse. You do not need to complete this step if you 
brought listings from your MLS already using Mercado.

Upload file if you completed step 5.
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Enter New Comp enables you to create a listing Detail Page for non MLS listings, such as a For Sale 
By Owner.

The map section provides you and your client with a customizable variety of Google maps.
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By clicking on the colored icons the property data can be viewed.

                                        The Loan Types page is completely customizable, and enables you to help your Buyer 
to understand how much of a home they can really afford.
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Once you have entered the correct loan percentages, you can then save the file for future use.

Once saved, the new loan type will be in the drop down. 
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The costs sheet is also customizable. You may add additional cost items ,                
and edit or delete the costs already in the standard format.

Once the necessary changes have been made, you can save the buyer costs sheet as a 
template to use again.
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The new cost sheet will then be saved in the drop down.

                                        You can classify the order in which the tour will proceed using Show Order. The homes 
will then be numbered on the map for the client.
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                             Present Mode enables you to preview all that may be included in a Buyer Tour report and 
use it as a visual presentation.

This is where you choose the report type and the design theme you want to use.
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By clicking on Create New Report, you may select the pages you wish to use and save that template with 

a name of your choosing.                                will then publish the report to a PDF.

In the Display drop down, you may select either One listing per page, Listing with the Loan scenario, or you 

may print the listing with an area for Buyers to take notes.
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Automatically convert the report to a PDF.
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