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Welcome and Class Objectives

WELCOME TO WYLDFYRE

Welcome to the Report Writer training class. We are pleased to have you
join us today. We think you will find this module to be exciting and useful.
Report Writer is a WyldFyre Listings software that allows you to design real
estate reports, flyers, posters, CMA’s, labels and books. You can modify
any of the existing reports and formats. Report Writer is designed to be
tightly integrated with your MLS data and photographs.

CLASS OBJECTIVES

This class covers how to create the following report styles:

+»» Normal

+ Vertical

<+ CMA

«» Vertical CMA
+»+ Labels

+» Books

In addition, you will learn how to insert, format and delete the following:

X/
o

Text fields

Data fields

Tag fields

Date, Time & Page Numbers
Headers/Footers & Status Headers/Status Footers
Date Difference Fields
Feature Blocks

Lines

Boxes

Common phrases

Merging Fields

Bar Codes

Record Index

Calculated Fields

Picture grids

Images

Agent Photo

Broker Logo

X3

*¢

X/
o

3

*¢

X/
o

3

*¢

X/
o

3

*¢

X/
o

3

*¢

X/
o

3

*¢

X/
o

3

*¢

X/
o

3

*¢

X/
o

X3

*¢
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Chapter 1 — Getting Started

CHAPTER 1 - GETTING STARTED

Report Writer is a program within Listings. You can open Report Writer
through the Start Menu or open it after you have Listings open.

Opening Report Writer through the Start Menu

Click on Start > Programs > WyldFyre > WyldFyre 6 > Report Writer.

The Report Writer program will open.

Opening Report Writer While in WyldFyre Listings

Toolz: DOptions Window Help

1. From WyldFyre Listings click Tools > Report Einancial Functions...

F6

Writer or click on the rpt writer icon on your Quick o=

E-mail

Access toolbar.

2. The Tip of the Day window will open. Click on
the Close button to close the window.

Alt+2
Alt+4
Alt+5

3

Buyer's Tour
CMA Pro

Tax

Main Window

The Main window is your entrance into Report Writer and consists of a
Title Bar, Menu Bar, Toolbar and Status Bar.

Title Bar l

Menu Bar B Report Wiiter i

File View Help
D & W Wi B B|w o ‘?k‘?‘

Mew Open Close Save Cut  Copy Paste | Undo HRedo | About Help
Toolbar—|

Status Bar
—>

Faor Help, press F1

[ wus 2T |
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Chapter 1 — Getting Started

Toolbar

The Toolbar provides one-click buttons for the most commonly used
features in Report Writer. You can change the appearance of the toolbar or
add additional toolbars by clicking View > Toolbars.

O = & d B | v« o ? N
HMew Open Close Save Cut Copy Paste | Undo Hedo | About Help

Status Bar

The status bar displays the current state of the open Report Writer project.
It has four sections; the first part of the status bar will tell you the Property
Class of the report, the second part will display your Report Type, the third
part will display the field selected and the fourth part will display the
selected field justification.

1. Residertel Nomd idess Certe

e ——
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Chapter 2 — Setting up your Software

CHAPTER 2 — SETTING UP YOUR SOFTWARE

Setting up Default Information

You can change the following default settings for your reports.

. . . ) . ’E Yiew Help
1. From the Main Window in Report Writer, click New CukeN
File > Setup Defaults. The Setup Defaults S et G0

window opens with the Margins tab displayed.

Open BuyersTour Report...

Delete Custom Report...

Arial

2. While on the Margins tab, set the top, bottom, left
H H 1 testrpl
and right margins. PR
3 Flyer.rpl
Exit
T T T~ |
f”'i b arging | A Fontl )@ Dptionsl
Top: ID.?E inches
Bottor: ID.?E inches
Left: 075 inches
Right: 0.75 inches
Save I Cancel I Help |
3. Click on the Font tab to display the options for changing the Font, Size,
Effects and Color. This becomes the setting for all of the fields in the
report.
T N T |
IE Margine A Fort | a5 Dptionsl
Fort: Size: Effects:
m i |12 LI [T Stikeowt [ Bold
g :::.::lc MT ﬁ! [ Undedine 1 Italic
T American Uncial Color:
s —
B - |
r Preview:

Save I Cancel
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Chapter 2 — Setting up your Software

4. Click on the Options tab to display the miscellaneous options.

T T~ |

aE Marginsl A Font| A Dptionsl

Mizcelaneous:

¥l Auta Label

[ Show Page Break

Save I Cancel Help

R/
A X4

K/
L4

Show Images: If you check this option, you will see the actual
image in the creation of your report. If the option is unchecked,
you will see the path and name of the image in your report and the
image will only be seen when viewing your report (see Inserting an
Image on page 25). If you don’t turn this on as a default, you can
do it for each report by clicking on Page > Show Images when
designing the report.

Auto Label: If you check this option, then when placing a data
field in your report, the tag (or text) label is automatically inserted
before the data field. If the option were unchecked, then you would
need to insert the tag (or text) label for each report (see Inserting
and Formatting Text Fields on page 12 or Inserting and Formatting
Tag Fields on page 16). If you don’t turn this on as a default, you
can do it for each report by clicking on Page > Auto Label when
designing the report.

Show Page Break: If you check this option, then Report Writer
can highlight the page in order to help you layout your report.

5. Click Save when finished.
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Chapter 3 — Designing a Normal Style Report

CHAPTER 3 — DESIGNING A NORMAL STYLE REPORT

When designing a report, you are creating a template. All of the photo and
data fields will remain blank. To view your report, you must go back into
Listings and this is when the data from the Property Listing Table will

populate the fields.

Opening a New Report

1. Click File > New or click on the New button on

your toolbar.

O

Mew

File Yiew Help
Qpekustom Repott... Ctrl+0
Open CMAP10 Report....

Open BuyersTour Repoit...

2. A list of all the property classes available will
appear in the Select Class box. Click the desired
class of property for which you wish to design a
report. Note: the number of classes available is
dependent upon your MLS.

3. Select the Report Type of Normal.

New HEH|
Select Class
r Select Report Type:
2 Multitamily @ Homal
3. Farm/Ranch/hcreage 7 Wertical
4. Lat -
3 Cﬂrsnmercid £ Chis Style  [Group by status]
6. Lease [ vestical
Agent Foster
Office Foster © Label I vl

Hotsheet

' Book I vl

Lancel | Help I

Delete Custom Report...

Setup Defaults...

1 C:\Program Files\._ \test.ipl
2 1picO1.1pt
3 C:AProgram Files\...\Flyer.ipl

Exit
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Chapter 3 — Designing a Normal Style Report

4. Click OK to continue. A blank report will open for you to design your

report as seen on the next page.

B’ Report Writer - [C:\PROGRAM FILES\WYLDFYREAWYLDFYRE 6\Untitled.rp1]

|1 File Edit Insert Page Field Align Yiew Window Help

0D & & B & B[« x?
New Open Close Save | Cut Copy Paste | Undo Redo | About Help

[

\4

1

Rulers -

\4

el oL F]|BkGmdl <] |

= Drag and drop field
itern(s) into work area.
~= Mo data

ABOR Approved Sit +
Abor Web Site
Access Instructions
Acres

Active DOM

| Additional Rooms
Address

Agent Email Address
Agent Phone Mumber
Air Conditioning
Appliances/Equipment
Appraised Amount
Area

Area Amenities Avail
Bac Commission % or
Beds an Main Level
Beds on Upper Level
Blocks ta Metro Bus
Blocks ta Ut Shuttle
Business Relationship
Buyer Agent Cornrn

;'J E verCIns*nal F‘iid

1

ACCESS Bar 1. Riesidential [Nomal [

For Help, press F1

[ [NuM|[ | [1233PM

Setting up a New Page

1. Click Page > Page Setup. The Page Setup
window opens.

2. Adjust Margins, Orientation, Paper Size,
Number of Pages, and Header/Footer Heights
as desired.

3. Click OK when finished.

R |

- Page Marginz [inchesz):

Header/Footer Heightz (inches):

Top: ID-?5 Header: ID-5
Bottom: IU-?5 Footer: IU-5
Left: IU-?5
Right:  [0.75
r- Orientation:
@ Portrait
' Landscape
r Page Size:
Tupe: |8_5H11.D vl Mum Pages: |1 [t ax 3)
LCancel I Help |

Data Fields

Page | Field Align Eie-‘

B 3
Yiew Background

v Yiew Page Body
View Page Header
Yiew Page Footer

Grid 3
Yiew By Status 3
Show Images

Auto Label

Show Page Break
Show Screen Lines

L T 4
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Chapter 3 — Designing a Normal Style Report

Setting up the Grid

The grid is used as a visual aid for placing and aligning fields. Report
Writer opens with a grid displayed in 1 square inch increments. You can
control the grid display, and sizing and whether you would like objects to
snap to the grid with the Grid toolbar. The grid will not be shown or print
on the reports when viewed in the Property Detail section.

1. Click Page > Grid > On/Off. This will turn Page Field Align Viey
off the grid function and the check mark will Page Setup._
disappear. Go back to Page > Grid > On/Off View Background
and the function will be turned back on and the
check mark will appear again.

v Yiew Page Body
Yiew Page Header
View Page Footer

2. If Snap Grid is checked, you will have an CGid oo
easier time aligning fields when they are placed View By Status lﬁ_ﬂ?f“l
on the page. When you place or move an v Show [mages
object, its upper left corner will automatically v Auto Label
snap to the closest grid intersection point. To v Show Page Break
turn off the snap function, click Page > Grid > | ¥_Show Screen Lines
Snap and the check mark will disappear.

Setting up the Toolbars

Once you are in the new report window, you View Window
have additional toolbars that can be added to pe Icons

. v Status Bar t
your main toolbar for easy access to the most
commonly-used commands. Y oo

Zoom
You can add additional toolbars by clicking View > WI
Toolbars and selecting the toolbar to be added. In our Srder
example, we added the Style toolbar. To remove the e ctotus Bar
added toolbar, simply go back and uncheck the option. ¥ Horzontal Ruky
v Yertical Ruler

[:d File Edit Inset Page Field Align View Window Help

O & & B & Blw o~ 7 K
Mew Open Close Save | Cut Copy Paste | Undo FRedo | About Help
- B 7 U g E = =
II& id J|12 J Bald ltac  Underne | Color Left | Center  Right

IU|||||||1|||||||2|||||||3|||||||4|||||||5|||||||6|||
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Chapter 3 — Designing a Normal Style Report

Access Bar

The Access Bar at the bottom of the open report window allows quick and
easy access to the Report Body, Page Headers and Footers and the

Background Layer.

Page Background
Header Layer

| |
II? H| F |lBkGmd]«]
1
Body Page
Report Footer

v' Tip: The Background Layer is designed for watermarks and other
background images. If you have a large bitmap in the background
that you use as a watermark, and multiple small fields in front of it,
building a report can be cumbersome because every time you click on
the small fields, you may accidentally click on the watermark. The

Background Layer prevents this from happening.

Formatting Page Headers

You may choose to divide your page into sections called headers and
footers. The ability to define Page Headers and Footers has been provided
as a way to include information in your report that is specific to a particular
client or is useful in identifying the document to others. You can insert the
date, time and page number by selecting the appropriate field from the
Insert menu (see Inserting and Formatting Date and Time on page 44 and

Inserting and Formatting Page Numbers on page 45).

Note: In the Property Detail Report, the headers and footers are not

viewable. They will display only when you print your report.

1. To access and view the page header, click Page > View
Page Header or click the H on the Access Bar at the
bottom of your screen.

2T o] o
T

Page Field Align Yiey
Page Setup.._

View Background

v Yiew Page Body
v ¥iew Page ﬂeaderk I
View Page Footer

Grid »

View By Status 3
v Show Images
v Auto Label
v Show Page Break
v Show Screen Lines
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Chapter 3 — Designing a Normal Style Report

2. The screen will split horizontally near the top and should look like the

picture below.

v" Tip: You can resize the Page Header by placing the cursor on the dotted
line. It will turn into a resize cursor. Move it up or down to make the
header smaller or larger. Or you can go to Page > Page Setup and

change your Header settings there.

Formatting Page Footers

1. To access and view the page footer, click Page > View
Page Footer or click the F on the Access Bar at the

bottom of your screen.

2Tk 7 | Bk«

o

1

Page Field Align Viey
Page Setup...

View Background

v View Page Body
v ¥Yiew Page Header

[+ Viow Page Eooter _ |

Grid >

Yiew By Status 3
v Show Images
v Auto Label
v Show Page Break
v Show Screen Lines

2. The screen will split horizontally near the bottom and should look like

the picture below.

Note: If the BkGrnd button is selected, then you can’t access the headers or

footers.
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Show Screen Lines/Page Breaks

In order to help you layout your report, Report Writer
can highlight the screen borders and page breaks. You
need to beware of those parameters in order to make
your report look professional. You can turn these
functions on/off for each report by clicking Page >
Show Screen Lines or Page > Show Page Breaks.

Note: A check mark next to the function means it is
turned on.

Page | Field Align Viey
Page Setup...

View Background

v Yiew Page Body
v Yiew Page Header
v View Page Footer

Grnid 3
View By Status 3
v Show Images
v Auto Label

v Show Page Break

v Show Screen Lines R
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CHAPTER 4 — INSERTING & FORMATING TEXT, DATA
AND TAG FIELDS

Inserting and Formatting Text Fields

Text fields are key components of any report. You can place text fields on
your report in the Header or Footer areas, as a way to describe data fields
or to add your own comments.

To insert a text field follow these steps: Insert | Page Field aui
1. Click Insert > Text. The Text Setup window opens. Bor Code Fiold...
Text Block
. . . . Merge Field...
2. Type the text you desire in the Enter Desired Text field. Common Phrases...
Picture Grid
s ____@g)| Inege..
Agent Photo
PR Ten | A Fmtl Broker Logo
. Feature Block
Enter Desired Text:
lShown by Joan Sellmare] Line
Box
Date Difference...
Becord Index. ..
Calculated Field...
Date
Time
Page Humber
ok I Cancel Help

3. Click on the Font tab to select your Font, Font Style, Size and Color.

4. Click OK after making your selections.

5. The Text Setup window will close and take you back the Main window
of Report Writer. Your cursor will change shapes from a Pointer to an

Insert cursor. To drop the text on the page simply position it and click
once.
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B Report Wiiter - [C:\PROERAM FILESYWYLDFYRE\WYLDFYRE 6\Untitled.p1]
it it Page Field Align Yiew Window Help _151%]

H | & B |« =~ | 7 W
s, Cut  Copy Paste | Undo Redo | About Help
B z u A =

Bold Italic  Underine Color Lel Canter
R N N I

o = Drag and drop field
3 item(s) into work area
~=No data

. insent \

) ABOR Approved Sit =

- Abor Web Site

! Own y Oan e more Access Instructions
Acres

7 | Active DOM

Additional Rooms:

Address

Agent Email Address

Agent Phone Mumber

Air Conditioning

Appliances/Equipment

Appraised Amount

Area

Area Amenities Avail

Bac Cammission % or
Beds on Main Level
Beds on Upper Level

Blocks to Metro Bus

Blocks to Ut Shuttle
|| i Aefatinnns
[ Al lBremdl«] | f%
1. Residential [Hormal [
Far Help, press F1 [NOM [ [1244PmM

6. To format a text field, double click on the field and the Text Setup
window will open. Click on the Font tab to make your selections.
Click OK when done.

N T

»°EC Tewt A Font |

Font: Size: Effects; ——————————
|18 jv [T Stikeowt ] Bold

[ Algenan

% Almanac MT ;I [T Underine 7] Italic
THr American Uncial Color:

e - |

r Preview:

Arial

ar I Cancel Help

7. To move your field, simply click and drag the field to the desired
location.

8. To delete you text field, simply click on the field and click Edit >
Delete.

v" Tip: You can center text fields on your page. Click Align > Center
on Page to center the field if you are printing your report. Click
Align > Center on View to center the field on the screen for viewing
purposes only.
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v" Tip: You can get a description

of the characteristics of the text

Shown by Joan Sellmore
field, such as Font, Size, etc. by

Test: Shown by Joan Selmare
Font: Arial
Size: 18

holding your mouse over the
field for at least 1 second and

the information pops up on
your screen.

Inserting and Formatting Data Fields

Data fields are the most important elements in the creation of a report.
Data fields are directly linked to the information contained in your MLS
and the Property Listing Table. When you insert a data field into your
report, that field will be updated dynamically when you scroll through
properties in the Property Listing Table.

B Report wiiter - [C:\PROGRAM FILES\WYLDFYRE\WYLDFYRE E\Untitled.rp1]
[d File Edit Insett Page Field Align View Window Help —1=1x]

0 &

[~

53]

cu

[ 4

Mew Open Close Save | Cut  Copy Paste | Undo Redo | About Help

Be v Do Lo Loee o e L E e | g L E o Lo g | R [

e lln ] F || BkGmd] «] |

~ = No data
3 GriHigh School
AT

Access Instructio
Acres

ADA Corpliant #
Address

ADOM

Also Listed As
Amenities
Appliances/Equip

Area
AreaTax

Blocks to Metro

Bonus to BA
Bonus to BA Al
Buyer Agent

Buyer Agent Co

Bt
» 4

LIVE’ Closing C:

Drag and drop field
itern(s) into wark area

ABOR Approved Wehs

Appraisal Amount

Back On Market Date
Blocks to UT Shuttle

jount

st T
| 3

n '
Scroll bar

ment

mise

. Residential

[Nomal

For Help. press F1

[WUM |

616 PM

Data Field Selection box

1. Data fields are listed in the Data Field Selection box. This box
automatically opens when you create a new page. If the box is not
visible on your page, then click View > Toolbars > Fields or right
click your mouse and click Fields.

Scroll down the list of data fields displayed in the Data Field Selection

box and select a field by dragging and dropping it into the desired area
in the report.
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Your cursor will automatically change shape from a Pointer to an Insert
cursor. Move the cursor to the point where you want to place the data
field and click once. Note: If you have the Auto Label function
turned on, then a text label will be placed in front of your data field
(see Setting up Default Information on page 4). If it is turned off,
then you need to insert your own text fields (see Inserting and
Formatting Text Fields on page 12 or Inserting and Formatting
Tag Fields on page 16).

Data Fields \iv
1

Area: City: [City
TextFields | b (et price
é Total Bedrooms: Total Baths:

Repeat the above steps until you have placed all of the desired data
fields into your report. All of your data fields will have a box around
the field where all of your text fields will not have a box around the
field.

To move your field, simply click and drag the field to the desired
location.

To format your field, double click on it and the Field Setup window
will open.

Field Setup

"o Field | A Fare|

On the Field tab, check the box next to
Use long descriptive names if you want
the data field to be spelled out versus
abbreviated and/or change the font by
clicking on the Font tab.

SeectNew Fokt -

[ Use lang descriptive names

Make your changes and click OK.

oK I Cancel Help
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9. Once you have placed all of the fields on the report, you can hide the
Data Fields listbox by clicking View > Toolbars > Fields or right click

your mouse and uncheck Fields.

v" Tip: You can get a description of the characteristics of
a data field, such as Font, Size, etc. by holding your
mouse over the field for at least 1 second and the
information pops up on your screen.

Inserting and Formatting Tag Fields

Arealfrad

Field: Area
Fant: Arial
Size: 12
Justify: Left

If you have the Auto Label function turned off when placing data fields in
your report, then you can insert a tag field to label each data field.

To insert a tag field follow these steps:

1. Click Insert > Tag. The Tag Field Setup window
opens.

2. Inthe Select a Field section, click on the drop down
arrow and select the field you need for your report.

3. Inthe Display Option section, select how you would
like the field to display in your report. If you select
Other, then type the field name as you want it to appear
in your report.

Tag Field Setup HE I
P& TagField | A Fort]
- Select a Field:
INum Bedrooms LI
i Display Optior:

O Name  Hum Badrooms

 Alignrent:
€ Lock Left Edge
& Lock Right Edge

k. I Cancel Help

Insert Page Field Ali
Texnt. ..

Bar 59 Field...

Text Block
Merge Field...
Common Phrases...

Picture Grid
Image.._
Agent Photo
Broker Logo
Feature Block

Line
Box

Date Difference...
Record Index. ..
Calculated Field. ..
Date

Time

Page Mumber

4. Click on the Font tab to select your Font, Font Style, Size and Color.
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Click OK after making your selections.

The Tag Field Setup window will close and take you back the Main
window of Report Writer. Your cursor will change shapes from a
Pointer to an Insert cursor. To drop the text on the page simply
position it and click once.

To format a text field, double click on the field and the Tag Field Setup
window will open. Click on the Font tab to make your selections.
Click OK when done.

Tag Field Setup BB
"B TagField| A Font |

Fant: Size: Effects:

IE |12 | [T Stikeout [T Bold
g o T = [T Underline [ Jtalic
T American Uncial Calor:

m o ]

- Presview:

Arial

oK I Caticel | Help |

To move your field, simply click and drag the field to the desired
location.

To delete you text field, simply click on the field and click Edit >
Delete.
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Inserting and Formatting Multiple Feature Data Fields

Some data fields contain multiple fields, which are called Array Fields.
These are inserted in the same manner as any other data field by dragging
and dropping it into the desired area in the report. The example below
shows the field Master Bedroom Description.

Master Bedroom Descaster Bedroom Desc [ !

To format a multiple feature data field, double click on it to open the
Multiple Feature Field Setup window. Change the settings in the Array
Field tab (see below) and/or make changes in the Font tab in the same
manner as any other data field.

Multiple Feature Field Setup ﬂn

'oEc Array Field | A Fontl

Mumber of Calumns bo Dizplay: -

Mumber of Yisible Fields: I E hd l
Start Field: I‘I vl

[ Use long descriptive names

u] 4 I Cancel | Help I

% Number of Columns to Display: Use this feature to set the number of
columns to display in your report.

+« Number of Visible Fields: If you choose a field that has many display
fields, you can elect to show only some of the fields in order to save
space.

« Start Field: This designates which field of the multiple feature fields will
display first.

% Use long descriptive names: Select this option if you want to see the full
name of a field versus an abbreviation.
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Aligning Text and Data Fields

You can select objects to align them on the page. You can select objects of
the same type, or any combination of objects.

1. Highlight the fields to align. In the example below, we want to align
the data fields City, List Price, Bedrooms and Bathrooms to the left.

2. To select multiple fields, press and hold the Ctrl key on your keyboard
and then select the items or click Edit > Select Alll.

3. Click Align > Left. If you want the fields to be spaced evenly, then
click Align > Space Evenly > Down. If your fields are going across
the page, then use Align > Space Evenly > Across.

City |

4. Continue with additional fields.

v" Tip: You can center data fields on your page. Click Align > Center
on Page to center the field if you are printing your report. Click
Align > Center on View to center the field on the screen for viewing
purposes only.
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Justifying Data Fields

When you place a data field on your report it defaults to left justify. You
have the option to change it to center or right justify.

[City |

Click on the data field to justify so that the field is
highlighted.

Click Field > Center Justify to center the data within the
box (see below) or Field > Right Justify. In our example, | asosis

we selected Center Justify.

| City |

You can undo your justification by clicking on Edit >

Undo Justification.

Deleting Items

Field | Align VYiew Window
Selup...

MNormal F5

Bold Curl+B
Italic Ctrl+l
Underline Chrl+U
Font... F3

Left-Justify

Right-Justify

Bring to Front Cul+T
Send to Back Ctrl+D
Bring Forward

Send Backward

Enable Resize
Disable Resize

Update Field Size

You may need to delete text or data fields from your report. Basically
anything that you inserted can be deleted the following way:

1.

2.

Highlight the item to delete.

Click Edit > Delete or press your Delete key on your
keyboard.

You have one chance to bring back the deleted item
by clicking Edit > Undo Cut/Delete.

Edit | Inset Page Field A
Redo k el
Cut Celex
Copy Ctl+C
Paste Cele¥
Delete
Select All Ctrl+A
Select Text
Select Fields
Unselect All

Edit Insert Page Field Al
Undo Justification Ctil+Z2

Redo Chel+Y

Cut Chrl+
Copy Cul+C
Paste Chel+

Dot

Select All g Crrl+A
Select Text

Select Fields

Unselect All
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Resizing Data Fields

In some cases you my need to resize your data fields to fit on the page. To
re-size a field, click once on the field to select it. Place your cursor on one
of the blocks; the cursor will change from a Pointer to a Resize cursor.
Drag the mouse in the desired direction until it has reached the desired size.

Moving Fields

To move items around your screen, click on the item so that it is
highlighted. Once highlighted, then click in the middle of the item and
drag the field to the appropriate place.

To select multiple fields, press and hold the Ctrl key on your keyboard and
then select the items or click Edit > Select All.

Associating Field Objects with Property Status

Associating fields with certain statuses can be very beneficial. It ensures
that only the fields that are relevant to that status will be viewable. For
example, you may want to see the Sold Price Data field on your report, but
only for the properties with a Sold status.

To associate a field with a status follow the steps below:

1. Click on the field to highlight it. e Align View Window
etup.__.
. . R R . Mormal F5
2. Click Field > Associate. The Associate Field Bold Ctil+B
. Itali Ctrl+l
window opens. Undrine Cut
Font._. F3
H H v Left-Justify
3. Click on the status that you want to associate. Contes Jusiy
Right-Justify
T 1> m—
vrstor o
Active Eling Forward
Au:ti_ve Cantingent Send Backward
Ezalé?:g Eancel | Enable Resize
Pending - Over 4 Months Dicable Racize
Pendinﬁ - Takini Backui$ ﬂl Update Field Size
Tempararily OFF Market Ml
Wwithdrawn

4. To associate multiple statuses with a field, press and hold down your
CTRL key on your keyboard and select multiple fields.

Page 24



Chapter 4 — Inserting & Formatting Text, Data and Tag Fields

5. Click OK.

6. If you added a text field in front of your data field, then you need to
associate the text field as well by following steps 1-5 above.
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CHAPTER 5 — INSERTING IMAGES

Inserting Picture Grids

One of the key features of Report Writer is the ability to display and print
pictures of properties. The mechanism for displaying pictures is the picture
grid. The Picture Grid has fourteen pre-formatted picture layouts available
with choices ranging from one picture to nine pictures. Follow these steps
to insert a picture grid:

1. Click Insert > Picture Grid.

2. Move the Insert Cursor to the desired location on the
page and click once to drop it. The software will
default to the one picture grid as shown below.

Insert | Page Field Alig
Text. ..
Tag...
Bar Code Field...
Text Block
Merge Field...
Common Phrases. ..

Picture Grid \

Image...
Agent Photo
Broker Logo
Feature Block

= A FJ|BkGmdl ]

7| Repairs Amount
Report Details
Restrictions

Roof
Rooms

School District

Seller Paints

Selling Agent 1D

Selling Agent Name J
Selling Agent Phone
Selling Office

Selling Office MNarme
Selling Office Phane

Senior High School
e
] | 3

o

1. Residential

For Help, press F1

[Normal

[
[ hom[[r:3spu |

Line
Box
e e e - |2 X -
] r'|“ Edit Insert IP Field Align View Window Hel REIE] Date Difference...
A e [l nserl age el ign ew indow €l -
d T E— ﬁ 2 i - g é — Ll W Record Index...
= @ £ ) ? )
New Open Close Save | Cut Copy Paste | Undo Redo | About Help galc!lamd Field...
| = - = ate
- B rs u = = = T
Iﬁ‘ Al dIWZ j| Bold Italic  Underline Left Center  Right Time
T e e Page Mumber
o N
—IDrag and drop field
itern(s) into work area.

- ~ = No data
. Insert Property Type =]
- rec_rodified
! Refusal Hrs
. Ri ke
: FPicture Grid® ermars
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3. To change the formatting of the picture grid, Picture Style Selection 2] x]
double click on the picture grid. The Picture Seect St
. . _QK
Style Selection window opens. -Eaml
4. Select a specific picture format style between 1 L |
and 9 photos. Select the Style from the list and L]
click OK.

-

J |

5. The example below shows the 3-picture style.

6. To re-size the picture grid, click once on the picture grid to select it.
Place your cursor on one of the blocks; the cursor will change from a
Pointer to a Resize cursor. Drag the mouse in the desired direction until
it has reached the desired size.

B Report Wiited - [test 1]

] Eite Bl premd Page  Fald fAlgn View  Window Holgp =181 ]
D & A B BB ? W

Meow (pen Close Swen | Dol Copy Pasts | s Aedo | About Help

R g ] T A e

)

Shown by Joan Sellmore

FPicture Gnd®

List Price |

.
o H|F|Eomd] |

1, Rendentsl Nomal
For Help, press F1

$114,900

Page 27



Chapter 5 — Inserting Images

Inserting an Image

Images add pizzazz to any report or flyer. Report Writer supports the
inclusion of many different types of images in your reports. Images may
include your company logo, your own photograph, or real estate-related
clip art. There are many sources of image files, including those that you
scan into your system. Follow the steps below to add an image to your

report:

1. Click Insert > Image. The Image dialog box will open
as shown below.

Image HE I

Lock in: [ 3 WYLDFYRE 6 =] =3

Mail 1 Tour_rpt [9] BkondRw &

Picture @ Upload @ report . o,

Platmap Cluser m

Std_rpt @ backcma

Temp @ Backgnd

Tour @ backtour : -
< oo T
File name: Isplash Dpen I ¥ Enable Preview
Fies of type:  ['windows BMP [*.bmp) I~ Cancel_|

File Infa |

Insert Page Field Alig

Text...

Tag...

Bar Code Field...
Text Block

Merge Field...
Common Phrases. ..

Picture Grid

Agent Photo
Broker Logo
Feature Block

Line
Box

Date Difference. ..
Record Index....
Calculated Field...
Date

Time

Page Number

2. Locate your saved image and double click on the File Name or

highlight your file and click the Open button.

3. Your cursor will change shapes from a pointer to an Insert Cursor.
Move the Insert cursor to the point you wish to place it on the page.

Click once to place it.

4. You will see either a gray image that states Image and displays the path
and name of the image, or the actual image. Click Page > Show

Images to see if the image is available.

5. To re-size the image, click once on the image to select it. Place your
cursor on one of the blocks; the cursor will change from a Pointer to a
Resize cursor. Drag the mouse in the desired direction until it has

reached the desired size.
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Inserting an Agent Photo

You have the option to insert an Agent Photo into your report. For the
photo to appear in your report, you must first add the information in
Listings using Options > Preferences. Go to the Primary Agent tab, and in
the Agent Photo Location box, click on the Browse button to find the
location of your Agent Photo. Then follow the steps below to add your

Agent Photo to your report:
1. Click Insert > Agent Photo.

2. Your cursor will change shapes from a pointer to an
Insert Cursor. Move the Insert cursor to the point you
wish to place it on the page. Click once to place it.

3. Tore-size the image, click once on the image to select it.
Place your cursor on one of the blocks; the cursor will
change from a Pointer to a Resize cursor. Drag the
mouse in the desired direction until it has reached the
desired size.

Inserting a Broker Logo

You have the option to insert a Broker Logo into your report.

Text...

Tag...

Bar Code Field...
Text Block

Merge Field...
Common Phrases...

Inzert  Page Field Alig

Picture Grid
Image...
Agent Photo
Broker Logo
Feature Block

Line
Box

Date Difference...
Becord Index...
Calculated Field...
Date

Time

Page Number

For the

photo to appear in your report, you must first add the information in
Listings using Options > Preferences. Go to the Brokerage tab, and in

the Brokerage Logo Location box, click on the Browse button to find the
location of your Logo. Then follow the steps below to add the Broker Logo

to your report:
1. Click Insert > Broker Logo.

2. Your cursor will change shapes from a pointer to an
Insert Cursor. Move the Insert cursor to the point you
wish to place it on the page. Click once to place it.

3. To re-size the image, click once on the image to select
it. Place your cursor on one of the blocks; the cursor
will change from a Pointer to a Resize cursor. Drag
the mouse in the desired direction until it has reached
the desired size.

Insert | Page Field Alig
Text ..
Tag...
Bar Code Field. ..
Text Block
Merge Field...
Common Phrases. ..

Picture Grid
Image...
Agent Photo
Broker Logo
Feature Block

Line
Box

Date Difference. .
Becord Index...
Calculated Field...
Date

Time

Page Mumber
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CHAPTER 6 — INSERTING ADDITIONAL FEATURES

Inserting and Formatting Lines

You can insert horizontal or vertical lines in your report to highlight or
underline objects. To insert a line follow these steps:

1. Click Insert > Line. Your cursor will change shapes froen Fose ekl Al

Text

from a Pointer to the Line Draw Cursor. S
?e;l Block
Merge Field. ..

2. Move the Line Draw Cursor to the point where you wish | common Pheases...
to begin the line. Picture Grid

Image. ..
Agent Photo
Broker Logo

3. Click and drag the left mouse to anchor one end of the _ fEoatwroBlock
line; and drag the mouse in a straight vertical or horizontal |*ge |
direction to the point where you want the line to end. Date Diferrce...

Ealcglaled Fleld

4. To re-size the line, click once on the line to select it. Tone

Page Number

Place your cursor on one of the blocks; the cursor will
change from a Pointer to a Resize cursor. Drag the mouse in the
desired direction until it has reached the desired size.

Bi7 Report Writer - [C:\PROGRAM FILES\WYLDFYREAWYLDFYRE 6\Untitled.rp1]

[] File Edit Inset Page Field Align View Window Help & x]
O & & HE & 2 ? 8
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B 7 o A ® =

[ sl Hz T g v tndeie| o | tet Cone Riight

‘R N O

3 (s
Undo Redo

]

=|Drag and drop field

- itern(s) into work area
- ~ = No data

. 9 GrHigh School -
- A

! ABOR Approved Webe,
. + Access Instruction

- \ T |Acres

N ADA Compliant #

- Address

- ADOM

3 B | Also Listed As
Amenities
Appliances/Equipment
Appraisal Amount
Area

AreaTax

Back On harket Date
Blocks to Metro
Blocks to UT Shuttle
Bonus to BA

Bonus to BA Amount
| P
5 | Fl|BkGmdl+] | _,|—|<I | _.|_|

1. Residential [Homal

[
For Help. press F1 MU 11:20 AW

5. To format a line, double click on the line |y 7] %]
and the Line Setup window will open.
You can change the line width. The style © oot Line
can also be changed from a solid to a widh [T o baes i
dashed line if the width is set to 1. After -
settings have been changed click on OK
to activate these changes.

Line ‘width: Line Style:

LCancel | Help
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Inserting and Formatting Boxes

You can insert boxes in your report to highlight or outline objects. To
insert a box follow these steps:

Insert | Page Field Al

Text .
H . Tag...
1. Click Insert > Box. Your cursor will change shapes from B Code Fickd..
a Pointer to the Box Draw cursor. Morgo Field...

Common Phrases...

Picture Grid
Image__.

2. Move the Box Draw Cursor to the point where you wish t0 |  sgent photo

Broker Logo

begin the box. Feature Block

Line

3. Click and drag the left mouse to anchor one end of the %&.em“mm

box; and drag the mouse to the point where you want the Cototated Foid
box to end. Tae

Page Mumber

4. To re-size the box, click once on the box to select it. Place your cursor
on one of the blocks; the cursor will change from a Pointer to a Resize
cursor. Drag the mouse in the desired direction until it has reached the
desired size.

B’ Repont Wiiter - [C:\PROGRAM FILES\WYLDFYRE\WYLDFYRE E\Untitled.rp1]

[1 File Edit Insett Page Field Align Yiew Window Help 151X
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o
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Acres
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ADOM

2 Also Listed As
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Appliances/Equipment
Appraisal Amount
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AreaTax

3 Back On Market Date
Blocks to Metro
Blocks to UT Shuttle
Bonus to BA
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Buyer Agent
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5. To format a box, double click on the box and the Box Setup window
will open. Make your changes and click on OK.
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Box Setup EHE
r Shadow, ——————————————— Border
™! Enable Shadow Style:
™ Square Corners
& Right/Battam D @ F ;
O Left/Bottom D
O Richt/Top | widte [
' Left/Top D
r Interiar, ———————y
whidth: |5 Pattern: I_ vl

Color: I_ vI Calor: I|:| vl
Ok I Cancel | Help |

% Shadow: If you want a shadow around your box, then click the
Enable Shadow box. You can also change the width and color of
the shadow.

% Border: You can change the shape of the box to Round Corners as
well as the width and color of the border.

« Interior: You can control the Pattern and Color of your box’s
interior.

When drawing a box around text or picture grids, etc., you will notice
that the information disappears. To make the text or picture reappear,
click Field > Send to the Back. This will send the box to the back and
allow you to see both the text or picture grid and the box.

"Picture Grid®

Page 32



Chapter 6 — Inserting Additional Features

Inserting Common Phrases

Report Writer is pre-programmed with common phrases describing real estate
property. You can edit any of the phrases on the list or you can add your own
phrases. To insert common phrases follow these steps:

Insert Page Field Alig

1. Click Insert > Common Phrases. The Common {:;‘---
Phrases Setup window will open. Bar Code Field...
Text Block
Merge Field...
ComonhiososSowp————————_ EAE3 L ommon P, |

Picture Grid
Image...

Agent Photo
Broker Logo

6 Common Phrases | A Fontl

Select one or maore comman phrazes:

Automatic Sprinkler Systemn S Feature Block
Cuztom *Window Coverings I

Decorator Touches Line

Immaculate Box

Mew Appliances .

Mew Carpets Date Difference...
Mew Flaaring [ather than carpets] Record Index...
MHew Paint Calculated Field...
Profezsional Landscaping Date

Redwood Deck Time

Remadeled Kitchen .
Remodeled/Uparaded Baths Eage Number
Spa‘Hat tub —

Superior Landscaping
Lnoradad Kitchen ﬂ

New | Edt | | Dekte |

0K I Cancel | Help |

2. Select a phrase by clicking on it with the mouse. To select more than
one phrase, press and hold down the CTRL key on your keyboard and
click on additional selections.

+« To add a new phrase, click on the New button and type the new
phrase and click OK.

% To edit a phrase, highlight the phrase and click on the Edit
button. Make your changes and click OK.

++ To delete a phrase, highlight the phrase and click the Delete
button. Click OK to get back to the Setup window.

3. Click on the Font tab to make any changes to the Font, Size and
Effects.

4. After selecting all of the desired phrases, click OK.

5. Move the cursor to the desired position on the page and click once to
place the phrases.
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6. While highlighted you can move the phrases as a group. Once phrases
have been unhighlighted, you can select each of them individually and

edit and format each one as a text field.

B Report Writer - [C:\PROGRAM FILES\WYLDFYREAWYLDFYRE 6\Untitled.rp1]

] File Edit Insert Page Field Align Yiew Window Help

D & & H| & B @

New Open Close Save | Cut Copy Paste

[al T
Undo Reado

|74
About Help

[

1 I

; Mew Appliances
Mew Carpets
Mewr Paint

80

el F|BkGmdl«] |

Drag and drop field
itern(s) into work area
~ = Mo data

9 GrHigh School -
AIC

ABOR Approved Webs
Access Instruction
Acres

ADA Caompliant 2
Address

ADOM

Alzo Listed As
Amenities
Appliances/Equiprnent
Appraisal Amount

Back On Market Date
Blocks to hetro
Blacks ta UT Shuttle
Bonus to BA

Bonus to BA Amount
Buyer Agent

Buyer Agent Commiss

Buyver Closing Cost (T
11 | v

1. Residential [Momel

For Help, press F1

[
[ INOW[ [708PH |

Inserting and Formatting a Feature Block

A Feature Block is a box containing all of the listings features. In order to
fit all features in a feature block, you can resize the block, change the font
attributes, and elect to abbreviate feature names or spell out the long,

descriptive name.

1. Click Insert > Feature Block. Your cursor will change

shapes from a Pointer to the Box Draw Cursor.

begin the box.

box to end.

To re-size the box, click once on the box to select it

Move the Box Draw Cursor to the point where you wish to

Click and drag the left mouse to anchor one end of the
box; and drag the mouse to the point where you want the

. Place
your cursor on one of the blocks; the cursor will change

Ingert Page Field

Text...

Tag. ..

Bar Code Field...
Text Block

Merge Field...
Common Phrases...

Al

Picture Gnd
Image...

Agent Photo
Broker Logo

Feature Block

Line
Box

Date Difference...
Record Index. ..
Calculated Field...
Date

Time

Page Mumber

from a Pointer to a Resize cursor. Drag the mouse in the desired

direction until it has reached the desired size.
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7 Report writer - [C:\PROGRAM FILES\WYLDFYRE\WYLDFYRE 6\Untitled.rp1]

|21 File Edit Insert Page Field Align View Window Help —1&]x]
0O &= & B & B K2
Mew Open Close Save | Cut  Copy Paste About Help

= B 7 u A = =
il B u F:3 & 3
[ 4ia S ) ey e wedeine | o Conter  Right

O O O D

[ cu
Undo Redo

,_
%

= Drag and drop field
itern(s) into work area
~ = No data

. 9 GrfHigh School j

- AIC

B + ABOR Approved Webs,
- .

: \*Label - Feature Elo bt ﬁz,c:ssg Instruction

- FText - Feature BlocH ADA, Compliant ?

Address

ADOM

Alzo Listed As

Amenities

Appliances/Equipment

Appraisal Amount

Area

AreaTax

Back On Market Date

Blocks to Metro

Blocks to UT Shuttle
Bonus to BA

Bonus to BA Amount
- | E=F _ld
(5 r | F ||BkGmdl«] | Ll | D
1_Fiesidential [Marmal [

[
For Help, press F1 NLIM 11:42 M

P

5. To form at a feature block object, double click on the object to open the
Feature Block Setup Box at the Attributes tab.

Feature Block Setup HE

2 Attibutes |A Lahel Fontl A Tew Fontl

Finirum fant size: IE vl

V! Usze long descriptive names

 Select Featurelz):

Select Al |
Clear |

Cancel Help
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6. The Attributes tab includes the following formatting options:

+«+ Shrink text to fit box - In order to fit all features in the block,
this option will reduce the font size based on the "Enter
Minimum Font Size" option.

+« Minimum font size: This option will reduce the feature font size
down to the size you enter. If the font size is reduced to the
minimum and not all features will fit in the block, the word
"More" will appear at the end of the block when you view the
report.

% Use long descriptive names - Features are abbreviated, but
you can spell them out by selecting this option.

«» Select Feature(s): A list of all possible fields that can

populate the feature block. All of them will be highlighted
when you open the Feature Block Setup window. Deselect
the features that you do not want to include in your report.

7. The Label Font and Text Font tabs include the following formatting
options:

Feature Block Setup nm
“ atributes | A Label Font | A Teu Fontl
Font: Size: Effects
= i Iﬂ [ Stikeowt ] Bold
E ::f:ar;?c MT ;I T Underine [ Italic
H American Uncial Color:
T Andy
TR [—

r Preview:

Arial

% Label Font: This is for formatting the label cell. Adjust the
Font, Size, Effects and Color. An example of a label cell would
be "Utility".

o,

% Text Font: This is for adjusting the characteristics of the cell
body. An example of a cell body would be “Electric” and
“Natural Gas”. See Example on the next page.
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*Label - Feature Block*
" Text - Feature Block®

4
Utility
Electric
Matural Gas

Inserting and Formatting Text Blocks

Text Blocks give you more flexibility when inserting text

Insert Page Field Alid

into your report. Basically the function will allow you to Text...
Tag..
wrap your text. E;lg[:nde Field...
[ eatBock
} . Merge Field. .. k
1. Click Insert > Text Block. Your cursor will change Common Phrases...
shapes from a Pointer to the Box Draw Cursor. e i

Agent Photo
Broker Logo

1. Move the Box Draw Cursor to the point where you wish Eeature Block

to begin the text box. Line
Date Difference...
2. Click and drag the left mouse to anchor one end of the Docond Inder.
text box; and drag the mouse to the point where you g;n*:_
want the text box to end. Page Number

3. To re-size the text box, click once on the box to select it. Place your
cursor on one of the blocks; the cursor will change from a Pointer to a
Resize cursor. Drag the mouse in the desired direction until it has
reached the desired size.

4. Type the desired text in the box. Format the text by highlighting the

information and selecting options from the Field menu or the Style
toolbar if added to your screen.
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[B” Report wiiter - [test.ip1] |_[=] x]
|“d Eile Edit Insert Page Field Align Yiew Window Help =1F1x]
0 & & 3| & B[ o o "2
Mew Open Close Save Cut  Copy Paste | Undo Hedo | About Help
- u A F 3 = =
[T Aid [l ll‘ Bl:ld Ié&: Undetine | Colr ™| Let  Cems  Right
R S B T T T B S B e B [

_l’_

MLl F J|BkGmdl ]

N

Drag and drop field
itemn(s) into work area
~ = No data

AT

ABOR Approved Webs
Access Instruction
Acres

ADA Compliant ?
Address

ADOM

Also Listed As

T |Amenities
Appliances/Equiprent
Appraisal Amount
Area

Arealax

Back On Market Date
Blocks to Metro
Elocks to UT Shuttle
Bonus to BA

Bonus to BA Amount

Buyer Agent -
Dijine Aot mw.w....]_l
¥

-

|
ext blocks allow
ou to wrap text.

esidential

For Help, press F1

) o
———
[ MM 154 AM |

[Normal

5. To delete the entire Text Block, select the Text Block with your mouse
and then click Edit > Delete.

To delete the entire text from within a Text Block, highlight the text

that you want to delete with your mouse. Press the Delete key on your

keyboard.

If you want to delete individual characters, then place the cursor to the

right of the character to delete in the text block and press the
Backspace key on your keyboard.
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Inserting and Formatting Merging Fields

With this feature you can combine text and data fields or just data fields. A
common example would be to merge the City, State and Zip Code fields
together or Street Number and Street Name. If you don’t merge the fields,
then you will have a large gap between the two fields to account for the

largest amount of characters.

1. Click Insert > Merge Field. The Merge Field Setup

window will open.

Merge Field Setup
P& sting | A Font

Use this feature to combine data field(s| with text resulting in one merged field. Select the data field(s) fram
the list by clicking Inzert. In the Format String field, edit with text, punctuation and spacing.

Format Sting:

Insert Page Field Alig

Merge Field. . |

Text._.

Tag...

Bar Code Field...
Text Block

Common Phrases...

Picture Grid
Image._.
Agent Photo
Broker Logo
Feature Block

ABOR Approved Websites
Access Instuction
Acres

Inzert
Clear

Also Listed As
Amenities
Appliances/E quipment
Appraisal Amount

il

Line
Box

Date Difference._._
Record Index...
Calculated Field...
Date

Time

Page Mumber

&

o ]

Canicel |

Help |

2. Click on the field in the Available Data Field(s) column.

3. Click Insert or double click on the field to move it over to the Format

String list.

or numbers.

While in the Format String list, you can add spaces or any desired text

In the example below, we inserted City, then typed a comma, added a

space, typed TX, added 2 spaces and then inserted Zip Code.

Merge Field Setup
"¢ Sting | A Font]

Use thiz feature to combing data field(z] with text resulting in one merged field. Select the data field(z) from
the list by clicking Insert. In the Format Sting field, edit with text, punctuation and spacing.

Awailable D ata Field(z):

=l

‘wiaterfront Desc
‘withdrawn Date
“r'ear Buit

“r'ear Buit Desc

Inzert |
Clear |

Farmat String:
[City]. T¥ [£ip_Code]

=l

ok I Cancel | Help |
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6. Click on the Font tab to change the Font, Size, Effects and Color.

7. Click OK when finished and your cursor will change shapes from a

Pointer to Insert Cursor.

8. Move the Insert Cursor to the point where you wish to place the field.

B Report Writer - [C:\PROGRAM FILES\WYLDFYRE\WYLDFYRE 6\Untitled.ip1]
|21 File Edit Inseit Page Field Align ¥iew Window Help

|- [=5] x]
S|

O 2 & H| & B 8

New Open Close Save | Cut  Copy Faste

Cal [+
Undo Redo

X2
About Help

T 3 ] I

g

R

[

1
- Inssrt

N

: [C.TX [Zip Code]

e rlF 1| BkGmdl < |

= Drag and drop field
iterm(s) into waork area.
~= Mo data

MAPSCO Page =]
Master Bedroom Desc
Middle Schaol

Misc Business Relatio
MLS #

| Mew Loan

Mum Bedroams

Mo Dining Rooms

MNum Garage Spaces
Murm Half Baths

Num Horses Allowed
Murm Living Rooms
Murm Main Level Beds
Murm of FP

Nurm Upper Level Beds
Number of Images
Qceupant

Occupant Phone

Off Market Date

Open House Date
Or‘uma\ List PI’ICE ad
4 »

e

. Residential [Hormal [

For Help, press F1

[
[ NOR [ [Z10PM |

9. To re-size the box, click once on the box to select it. Place your cursor
on one of the blocks; the cursor will change from a Pointer to a Resize
cursor. Drag the mouse in the desired direction until it has reached the

desired size.

Fields Not Merged ALUSTIN

AUSTIN, T 78757

Fields Mergegd ——»

TX 78757
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Inserting and Formatting a Bar Code Field

You can insert a bar code field which will populate with information such
as Zip Codes or information that has been scanned into your computer.

1. Click Insert > Bar Code Field. The Field Setup
window opens.

2. From the Select New Field listbox, choose the field
you want to insert in the bar code. Typically this will
be the Zip Code field.

R 1 |
P& Field | A Font|

Seest Nerw i =

[ Use lang descriptive nameas

oK I Cancel | Help |

Insert Page Field Al

Text...
Tag...

Bar Code Field. ..
Text Block \

Merge Field. ..
Common Phrases. .

Picture Gnd
Image._._
Agent Photo
Broker Logo
Feature Block

Line
Box

Date Difference.._
Becord Index.__.
Calculated Field...
Date

Time

Page Mumber

3. Click on the Font tab to format Font, Size, Effects and Color.

4. Click OK when finished and your cursor will change shapes from a

Pointer to Insert Cursor.

5. Move the Insert Cursor to the point where you wish to place the field.
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CHAPTER 7 - INSERTING CALCUALTED FIELDS

Inserting and Formatting Date Difference Fields

The program gives you the ability to show the difference (subtraction)
between two date fields in the database.

Inzert  Page Field Alig
. . . Text ..
1. Click Insert > Date Difference. The Date Difference Tag..
window will open. Tttt
Merge Field...
} : A A Common Phrases___
2. There are two list boxes: Ending Date and Beginning Picture Grid
Date. Each contains all of the fields in an MLS record e hoto
which can be used in a mathematical subtraction. Broker Logo
Line
Box
Calculated Field...
Caloulate the number of days between bwo dates by zelecting an ending and Date
beqinning date from the lists. L"i‘; ——

Ending D ate: Beginning Date:

*TODAY™ - *TODAY™ -
Back On tarket Date I Back On Market D ate I
Expire Date Ewpire Date

List Date

Off Market Date Off Market D ate

Open House Date Open House Date

Fending [ ate Fending D ate

1ec_modified rec_modified

Sold Date L

Status Change Date Status Change Date

Termp Off Market Date j Temp Off Market Date ﬂ

ok LCancel | Help |

3. To set up a difference field, highlight a field from the left list box and
highlight the field in the right list box that will be subtracted from the
Ending Date. Click on OK.

4. ‘Your cursor will change shapes from a Pointer to an Insert cursor.

Move the cursor to the point where you want to place the difference
field and click once.
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B’ Report Writer - [C:\PROGRAM FILES\WYLDFYREAWYLDFYRE G\Untitled.rp1]

1

_{.J File Edit Inseit Page Field Align View Window Help =& x|
0O = & H| & B | ~ |7 W
New Open Close Save | Cut  Copy Paste | Undo Redo | About Help
B 7 ju A = = E ]
[ i e T g I
R N N T N e
0 -
) =1|Drag and drop field
itern(s) into work area.
I S e — ~ = Mo data
Insert

Sold

[B]LH ] F|BkEmdl«]

9 GrHigh School -
AJC

ABOR Approved Yebs,
Access Instructian
Acres

ADA Compliant ?
Address

ADOM

Also Listed As
Armenities
Appliances/Equiprment
Appraizal Amount
Area

AreaTax

Back On Market Date
Blacks to Metro
Blacks to UT Shuttle
Bonus to BA

Bonus 1o BA Amount |
S Y-
< | _'l_I

1. Residential

For Help, press F1

[Mormal

[
[ [Wum [ [517PM

Once the field has been placed, you can format it by double clicking on

it to bring up the Field Setup window. Make your changes and click

OK.

Font nm
Font: Size: Effects:
Arial I-IB LI [ Shikeout [~ Bald
T Algerian - i i
T Amanas MT :ll [ Underine [ Italic
H American Uncial Calor:
T Andy -

i

(- |

r Preview:

Arial

LCancel | Help

v' Tip: To see the formula you used, click on the field and check your
status bar or hold your mouse over the field for at least 1 second and
the information pops up.

1. Residentid

Nomd

Dieence (S0 D - List Date Lsf
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Associating Fields

There may be fields you would like to associate with certain statuses. For
example, if you include the date difference fields on your report, you will
want to associate the various dates with specific statuses.

For example, when you place a date difference field of Sale Date to List
Date, you may want to associate this field with pending and sold statuses
only. When you place a difference field of List Date to Today you may
want to associate this field with Active statuses only (see Associating Field
Obijects with Property Status on page 21).

Inserting a Record Index

The Property Listings table contains a record number to keep track of each
property. By inserting the record number in your report, it gives you an
easier way to manage the property reports.

Insert  Page Field Alig
. Text. ..
1. Click Insert > Record Index. The Record Index Tag..
Setup window opens. B
Merge Field...
. . Common Phrases...
2. Inthe Select Format listbox, select a display format for | e
Image.._
the property row number. e oto
Broker Logo
Line
123 Fomat | A antl Box
Use this feature to select the numerical format to display the property row Date Difference...
rumber fram the Property Listing T able. I
Select Fomat Calculated Field...
123 im
123 Page Number

(123)
[123]
<123

1] I Cancel Help

3. Click the Font tab to change the Font, Size and Effects.

4. Click OK when finished and your cursor will change shapes from a
Pointer to Insert Cursor.

5. Move the Insert Cursor to the point where you wish to place the field.
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B Report Whiter - [test.rp1]

[2] File Edit Insert Page Field Align View Window Help

|- [=5] x]
S|

O 2 & H
Hew Open Close Save | Cut  Copy Paste | Undo Redo
a -

B s u -
Arial - |14 - = -_ =

[ aa ] —I‘ Bold s Undstine | Color Right
TR T L RS R A R B

4 B B| o o K2

k4 ?
About Help

Canter

,,
2

T

R

Ingert

| N

Drag and drop field
itern(s) into work area.
~ = No data

9 Gr/High School

F—
ABOR Approved YWebs

Access Instruction
Acres

ADA Cormpliant ?
Address

ADOM

Also Listed As
Amenities
Appliances/Equipment
Appraisal Amount
Area

AreaTax

Back On Market Date
Blocks to Metro
Blocks to UT Shuttle
Bonus to BA

Bonus to BA Amount
Ouprie s b
il | 3

e

&[] F ||BkGmdl«] |

. Residential [Hormal [

For Help, press F1

[
[ NOR [ (538 PM |

Inserting a Calculated Field

The Calculated Field allows you to include your own custom-made
calculation formulas developed from the available data fields.

1. Click Insert > Calculated Field. The Calculated Filed

Setup window opens.

2+t Caleulation | A Fontl

Usze this feature to create a calculated field uzing existing data field(z] and/or standard
mathematical operation(z). Select the data field(z] from the list by clicking Insert. [n the
Calculation field, edit the calculation.

Calculation:

|| Clear I

Calculation M ame:
Select Field:

Formnat

7 g 9 !
ADDM —I —I —I —I Decimals: |2 vl
Appraizal Amount
Blocks to Metro LI il il p I Dolar Sign [$)
Blocks to UT Shuttle
Bionus to BA Amourt 1 | 2 | 3 |
Buyer &gent Commission [ Commal.]

Buyer Closing Cost

i il Space |—|
o] (0] (=]

N 1 |

0k, I Cancel | Help

Insert Page Field Al
Text...

Tag. ..

Bar Code Field...

Text Block

Merge Field...

Common Phrases. ..

Picture Grid
Image._.
Agent Photo
Broker Logo
Feature Block

Line
Box

Date Difference.._
Becord Index.._

Time
Page Mumber
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Select a field in the Select Field listbox and click the Insert button or
double-click on the field.

Add operators (addition, subtraction, etc.).

Continue in this manner until you have all desired fields and operators.
In our example below, we selected Original List Price minus the Sales
Price. We also added a dollar sign and comma.

Type in a name for your calculation in the Calculation Name field.

In the Format section, specify the number of characters after the

decimal point that the calculation formula will calculate. If you want to
include a Dollar Sign and/or commas, then check those boxes.

Calculated Field Setup n n I
a+b Caleulation | A Font |
Use thiz feature to create a calculated field uzing existing data field(s) and/ar standard
mathematical operation(s]. Select the data field(s) from the list by clicking Insert. |nthe
Calculation figld, edit the calculation.
Calculation:
List_Prcl-Sale_Price Clear |
Calculation Mame: IList Price-5ales Price
o Select Field: F ;
» - orma
Price Per SgFt - 7 | o | q | J |
Riefusal Hre _I Decimals: IE
Repairs Amount 1 5 c
o e _| _| _| . | [¥! Dollar Sign 3]
eller Points
Sold SaFt P [ | 5 | 5 | :
SaFt _I -
Sub Agent Commission hd - |
0 | Space |
Inzert | [ | ] | . | + |

Ok I Cancel | Help

Click the Font tab to change the Font, Size, Effects and Color.

Click OK when finished and your cursor will change shapes from a
Pointer to Insert Cursor.

Move the Insert Cursor to the point where you wish to place the field.
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Inserting and Formatting Date and Time

You may want to include today's date or time on any of the reports that you
create. Once placed, the software automatically prints the current date in
the Date field and/or the Time in the Time Field.

Insert  Page Field Alig

Text...

1. To add the date and/or time, click Insert > Date or T
Insert > Time. Your cursor will change from a TestBlock
Pointer to an Insert cursor. Move the cursor to the e ascs...
point where you want to place the fields and click Piotare Grid
once. You can place these fields in the header or e ot
footer area as well. In our example, we placed the Broker Logo

A - - eature Bloc
Date and Time field in the page footer. -
iox
Hpnlt wiler - [C:\PROGRAM ILES\LDHE\LDP(RE B\Untitled.rp1] E::;l[:[:;z:f?m
[ Dl_f.le sn 1;:\;;: aage Ze!d Iggn éew imdowmuelp N =181 Calculated Field... I
Time
ﬁDrag and drop field Page Number
EESISTD) \E;\al‘nawnrk area
_é_ i/(éer\gh School -
S———— P | Time ] hesae hemtion
. " _> ﬁE)rXSCnmphant ?
o] Address
Z ADOM
Also Listed As
Amenities
Appliances/Equipment
R Appraizal Amount
0 Area
- AreaTax
Back On Market Date
Blocks to Metro
Blocks to UT Shuttle
. Bonus to BA
1 Bonus to BA Amount
N __| Buyer Agent
R EuywAgem Commige =
e st | _r'ﬂLlCt_l_l
1 Residential [Mormal [
For Help, press F1 [ NOM [ [F10FM |

2. Once the field has been placed, you can format it just like any other
field by double clicking on it to bring up the Date or Time Setup
window. Click on the Font tab to make your changes.

Date Setup EHE I

Pe Fied| A Font |

Fant: Size: Effects:

IE |12 ;I [T Stikeout [T Bold

":ﬂ'j Algerian Al ) )

B Almanac MT = [T Underline [ Jtalic

T American Uncial Colar:

T Andy -

- I |

r Presview:

Arial

QK I Cancel Help
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location.

4. Make your changes and click OK.

Inserting and Formatting Page Numbers

1. Click Page > View Page Header or Page > View Page

Footer depending on where you want to place the page
number. In our example, we placed the page number in
the page header.

Click on Insert > Page Number.

Your cursor will change shapes from a Pointer to an Insert
cursor. Move the cursor to the point where you want to
place the page number and click once. Don’t forget, you
can add text in front of any data field, so that the field is
labeled as “Page”.

B Report Wiiter - [C:\PROGRAM FILES\WYLDFYREAWYLDFYRE 6\Untitled.ip1] [- [=] x]

[2] File Edit Insert Page Field Align View Window Help |

O 2 & H| & B 8

New Open Close Save | Cut  Copy Faste

G 7 K
Undo Redo | About Help
I O N O T

o -
% ={|Drag and drop field
i X itern(s) into work area.
B N Page o)
ol 9 Gr/High School -
AIC
R ABOR Approved YWebs
- Access Instruction
. Acres
. | ADA Corpliant ?
1 Address
. ADOM
. Also Listed As
- Amenities
. Appliances/Equipment
. Appraisal Amount
2 Area
. AreaTax
. Back On Market Date
- Blocks to Metro
. Blacks to UT Shuttle
. Bonus to BA
3 Bonus to BA Amount
. Buyer Agent
Buyer Agent Comrnise

Buyver Cloging Cost [T
4LI | »

[
[ NOR [ (713 PM

Nlenl[FllEkGmdl <] |

1 Residential [Homal

o

Far Help, press F1

3. To move your field, simply click and drag the field to the desired

Page numbers can only be inserted in the header or footer section.

Insert  Page Field Alig
Text.._
Tag...
Bar Code Field...
Text Block
Merge Field. __
Common Phrases.._

Picture Grid
Image__
Agent Photo
Broker Logo
Feature Block

Line
Box

Date Difference._
Record Index.._
Calculated Field...
Date

Time

Page Number Y
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Chapter 7 — Inserting Calculated Fields

4. Once the field has been placed, you can format it by double clicking on
it to bring up the Font window.

Font

[ 2] x]

Faont: Size: Effects:

IAnaI |12 LI [ Stikeout [ Bold

| Algerian Al

g Almanac MT =i [ Underdine [ Italic

T American Uncial Colar:

Hi] [
r~ Preview:

Arial
Lancel I Help I

5. To move your field, simply click and drag the field to the desired
location

6. Make your changes and click OK.
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CHAPTER 8 — SAVING, VIEWING, OPENING, REVISING,
PRINTING & DELETING REPORTS

Saving a Report

File Edit Insett Page Field Align Yie

1. Tosave areport, click File > Save As or click the fion Gl

Save button on your toolbar. The Save As dialog Open Custon Repot. (0

i pen CMAPro Report...
bOX WiI ” Open Open BuyersTour Report....
Save Clrl+§
[ Savee, |

2. The program defaults to the Cust_rpt directory, Close Repor A4

which is where all of your custom reports are Brapeties..

Saved . Setup Defaults...

Preview...

1 C:\Program Files\...\test.ip1

3. The Save as type field has a default name of *.rpl 2 appras

for class 1 reports, *.rp2 for class 2 reports, etc. Ao FlotAFpen 1
and should not be changed. Eil

save e[ (3 CusLmt & 5]

|1 bak

Flyer.rpl

File narmne: |f|yer_photo Save I

Save az lype: |F|eport Files [*1p1] ;I Cancel |/

4

4. Type your report name in the File name field.
5. Click the Save button.

6. Your saved file name now appears in the Title Bar.

\4

[*1 File Edit Inseit Page Field Align View
D & & | & 2

Mew Open Close Save Cut Copy Pasle

fo e e

v" Tip: When you save the report after making some changes, click File
> Save. This will automatically save your report under the same
name.
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Viewing a Report

Once you save your report, you can view it from the Property Detail
Reports in Listings. You must perform a search or open a saved search
first before viewing the report.

1. Perform a search or open a saved search.

B
. .. . Beports  Tools | other |ng
2. While at the Property Listing Table, click the
Full Report F

Other Reports button on your tool bar or click
Reports > Other Reports. The Reports -
Residential window will open.

Photo Report P
Other Reports. _.

3. To view your report, double click on the file name assigned to that
report or click on the report name and click OK.

Reports - Residential n n I
- Choose a Report:
“Chids
“Phota* Cancel |
*Stellar Full®
*Stelar Medium®* _ -
Froim] Rieport Preview:
D‘:'-:- ]

v Tip: Reports with an asterisk are those standard reports that are
included with the program. Note: The amount and types of reports is
dependent upon your MLS.

v/ Custom reports are the ones you created. They are listed after the
standard reports.

v The two custom reports shown above were created in Class 1 so they
must be viewed in a Class 1 search. If you created a Class 2 report,
then you would view that report in a Class 2 search.
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Opening and Revising a Report

Revisions to reports must be made in Report Writer, NOT in Listings.

1. Open Report Writer.

2. Open your saved report by clicking the Open button  [Fie vien tee
on your toolbar or clicking File > Open -
Custom Report. L= pen CHAPr Repor.

I] PEn | OpenBuyersTour Report...

Delete Custom Repot...

3. Double-click on the file to open or highlight the file

Setup Defaults....

and CI ICk Open 1 flyer_photo.rpl
2 testapl
3 apprais.ipl
Open Custom Report ﬂn é ;:::::]:p;pl
_— Ei
Look n: |ﬁ Cust_ipt j @ m D xit
bak =
Flyer.ipl =
. flyer_photo.rpl %
D='= O
File name |Hyer_phol0 Open |
Files of type: IHeporl Files (1o j Cancel
A

4. After you make your changes, you must save the report again by
clicking File > Save.

v Tip: If you made changes to your report with Listings open, then
when you go back into Listings to view your report, you will notice
the message below pops up on your screen. Click Yes to reload the
changes to your report.

Report file

C:\PROGRAM FILES\WYLDFYREVWYLDFYRE
G\CUST_RPTAFLYER_PHOTO.RP1

has been changed.

Do you want to reload?
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Printing a Report

There are three different ways to print the Reports:

+¢ Click the print icon on your tool bar. =

print

++ Click on File > Print Report.

¢+ Press the F5 key on your keyboard.

1. It displays the default printer. You

can click on the pull down box to
select other printers you have I =
available. Bopetes || | Cacel_|
Status:  Default printer: Ready
Type:  HP PhotoSmart P1100 Series
2. To print the current listing (the one o Lo
that is highlighted in the Property —
Listing Table, click the Current 0 Cunert Lising
Listing option. c *::Hg gz )
One Listing Per Page
3. To print only the listings that you i s [|
have previously marked, click the All | [™
Marked Listings option. There will
be a number just next to that option
showing the number of propertiesto | ["Ex™e PI—_I””‘Q_“E'"” _
be printged. In this exampplepthere are O Lurcce Mm P |

3. You will multiple listings per page
with this option.

4. To print all of the listings, click the All Listings option
5. To print one listing per page, click the One Listing Per Page option.
6. You can choose the number of copies to be printed.

7. The Print Orientation allows you to choose between Portrait or
Landscape when printing a report.

8. To preview the reports, click on the Preview button.

9. Click on the OK button when you are ready to print your report.
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Chapter 8 — Saving, Viewing, Opening, Revising, Printing &

Deleting Reports

Deleting a Report

1. At the Main Window in Report Writer, click File > Doen Custon Repor... Lk
Delete Custom Report. The Delete Custom Report Open BuyersTour Report..

window opens.

2. Double-click on the file to delete or highlight the file | 3.
and click Open. 2
5 Flyer.ipl
3. You will be prompted to delete the file. Click Yes. Eit

File Yiew Help

Hew Ctrl+N

Open CMAP1o Report....

Delete Custom Report.

Setup Defaults....

1 flyer_photo.rpl

Delete Custom Report

Look n | 3 Custpt - @ ﬂ
bak

Flyer.|p1

lyer_photo.rp)

File niame: |[Iyer_ph0t0 Open |

Files of type: IHeporl Files [*rp¥) j Cancel

N |

Are you sure you wish to delete file
"flyer_photo.rpl*

from directory

\f;\nglam Files\WYLDFYREAWYLDFYRE GACUST_RPT'?

No |
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CHAPTER 9 - DESIGNING A VERTICAL STYLE

REPORT

A Vertical report allows you to create an appraisal-style report with photos

and custom headers and footers. You can even include

a fixed-left side

column for field labels. To create a vertical report, follow the steps below:

1. Open Report Writer. eI
2. Click File > New or click on the New button on E:::E;’A:!F'l"jg’::;;:_ o
your toolbar. D Upeniwerﬂnmﬂepml.._
N Ew Delete Custom Report...
3. Alist of all the property classes available will appear | _Sewefals..
in the Select Class box. Click the desired class of st
property for which you wish to design the Vertical Japa!
Repo I't 5 E?\Fm-glpam Files\...\Flyer.ip1
Exit
4. Select the Report Type of Normal and Vertical.
New n m I
Select Class

r Select Report Type:

2. Multifarnily

3. Farm/Ranchidcreage
4. Lotz

5. Commercial

E. Lease

Agent Roster

Office Roster

Hatsheet

[Group by status)

[ “etical

O Label | .[
" Book I vl

] |

LCancel | Help

5. Click OK to continue. A blank report will open for
vertical report.

Ei7 Report Writer - [C:\APROGRAM FILES\WYLDFYRE\WYLDFYRE 6\Untitled.rp1]

[d File Edit Insett Page Field Align Yiew Window Help

you to create your

F & H| & = B

Mew Open Close Save | Cut  Copy Paste

o Ca
Unde Redo

? W

About Help

I 2 T

AL E L g g [

o

Fixed
Body

v

Drag and drop field
item(s) into work area
~ = No data

9 GrHigh School
AT

ABOR Approved Wahsj
Access Instruction

Acres

ADA Caorpliant #
Address

ADOM

Also Listed As
Armenities
Appliances/Equipment
Appraisal Amount
Area

AreaTax

Back On Warket Date
Blocks to Metro
Blocks to UT Shuttle
Bonus 1o BA

Bonus to BA Amount
Buyer Agent

Buyer Agent Commiss

e

e llel el BkGmal <] |

Byver Closing Cost__ (¥
4 »

1. Residertial [Nomal [

For Help, press F1

=
[ o [saran
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Inserting Text Fields in the Fixed Body

The Fixed Body area allows you to insert text fields (see
Inserting and Formatting Text Fields on page 12). This
becomes your fixed column for the field labels.

www.janesmith.com

Text fields inserted into
the fixed body area

Address:

City:
List Price:

v

Inserting Fields

Since the vertical report is an appraisal style, it allows you to print three
properties across the page. You can include a photo (see Inserting Picture
Grids on page 23), but you need to be sure the size of the picture grid is
small enough so that three can fit across the page when your print. You
can then add your Data Fields down the page (see Inserting and Formatting
Data Fields on page 14) and you can include headers and footers.

O T

RESIDENTIAL PROPERTIES >

[Picture Grid*

- | www.janesmith.com

: fr
! city:
. List Price:

3

Ry

w.janesmith.com

Address; 204 KENMISTON 8511 SPEARMAN DR 3319 PUTNAM DR

City: AUSTIN AUSTIN AUSTIN
List Price;  $114900 $126,900 12700

Saving, Viewing, Opening, Revising, Printing and Deleting a
Vertical Style Report

To save, view, open, revise, print and delete a Vertical Style Report, you
would follow the same steps you would take in a normal report (see
Chapter 8 — Saving, Viewing, Opening, Revising, Printing and Deleting
Reports on page 47).
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CHAPTER 10 — DESIGNING A CMA AND VERTICAL
CMA STYLE REPORT

A CMA style report allows you to group your data and create summary
fields for each status. To create a CMA Style report, follow the steps
below:

1. Open Report Writer.

File Yiew Help
2. Click File > New or click on the New button on E"""E“’:!'"““"““--- o0

Open CMAP1o Report....
your toolbar. O

Open BupersTour Report...

Mew

Delete Custom Report...

3. Alist of all the property classes available will appear | _Sewefals..

in the Select Class box. Click the desired class of st
property for which you wish to design the CMA Lo
Repo I't 5 E?\Fm-glpam Files\...\Flyer.ip1

Exit

4. Select the Report Type of CMA Style.

New (71|
Select Class
- Select Repart Type:
2. Multitamily O Homal
3. Farm/R anch/dcreage [ “aitical
4, Lats
5. Commercial
B Lease [T Wertical
Agent Foster
Office Roster ) Label I vl
Hatsheet

0 Book I vl
s I LCancel | Help |

5. Click OK to continue. A blank report will open for you to create your
CMA.
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Chapter 10 — Designing a CMA and Vertical CMA Style Report

Setting up a New Page

Page | Field Align !ie»i

1. Click Page > Page Setup. The Page Setup window View Background
OpenS v Yiew Page Body
View Page Header
A A . . A View Page Footer
2. Adjust Margins, Orientation, Header/Footer Heights Wiom Status Header
and Status Header/Footer Heights as desired. What’s View Status Footer
different about the CMA style vs. the Normal style is Grid ’
that you now have Status Headers. S Sh e
Auto I___ahel
3. Click OK when finished. " Ghom Sesoen Lines
Pocsew ———————_WH|
- Page Marging [inches): r Header/Footer Heights [inches):
Top [075 Header: [0 Page Headers/Footers
B attom: IU-?5 Foater: ID.5 <

Left:

IU 75
Right; IU-?5

r Status Header/Footer Heights [inches]: —

Header: ID.5
ID 5

Footer:

<«

i~ Orignt ation; ——————————————
& Potrait
O Landscape

r Page Size:

Type: IS_SR‘I‘I.D VI

LCancel | Help I

Status Headers/Footers

v' Tip: Page Headers/Footers are the same as in a normal report (see
Formatting Page Headers on page 9 and Formatting Page Footers on
page 10). Status Headers corresponds to the status of a property and
Status Footers is the Summary of each status. Report Writer groups

Status Headers

the properties together by status.

ACTIVE
»Address Beds
Body 3925 HUMBOLDT ST 2

Status Footer

v

Baths  ListPrice

1 §115000

Average Price; $120,742
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v' Tip: When viewing the type of report on the previous page, you see
only one property listed. However, when you print the report, you
will have multiple properties listed based upon your selection criteria
when printing as seen below.

ACTIVE

Address Beds Baths List Price
3925 HUMBOLDT ST 2 1 $115,000
3021 WILLIAMS ST 1 1 $119,000
3576 OLIWE ST 2 1 $119,900
1560 SYRACUSE ST 1 1 $122,000
3648 NWILLIAMS ST 2 1 $124,900

Average Price: $120,160

Viewing Status Headers

The status header is for displaying the property status at the beginning of
each section of your CMA style report.

Page Field Align View
1. To access and view Status Headers, click Page > View Page Setup--
Status Headers or click on the SH on the Access Bar View Background
View Page Bod
at the bottom of your screen. " Viow Page Header

View Page Footer

[ “Viom Status Heador
ll? H I F Ilﬁ =F I" BI‘{GrndI 4 I View Status Footer

Grid 4

Yiew By Status 3
v Show Images
v Auto Label
v Show Page Break
v Show Screen Lines

2. The screen will split horizontally near the top and
should look like the picture below.

T T

v' Tip: You can resize the Status Header by placing the cursor on the
dotted borderline. It will turn into a resize cursor. Move it up or down to
make the header smaller or larger. Or you can go to Page > Page Setup
and change your settings there.
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Inserting and Formatting Title Fields into Status Headers

The Title Field displays the current status for each section of
report.

1.
Headers section turned on to insert the Title Field).

Drag and drop the cursor to the desired location. You

must drop this field somewhere in the Status Header area.

Double click on the Title Field to format the Font, Size
Effects and Color.

If you plan to use column headings, such as Address,
Beds, etc., then insert the headings in the Status Header
area as text fields and format them (see Inserting and
Formatting Text Fields on page 12 or Inserting and
Formatting Tag Fields on page 16).

Then add the Data Fields in the Body Area (see Inserting
Formatting Data Fields on page 14).

Click Insert > Title Field (you must have the View Status

the CMA

Insert | Page Field Al
Teut. ..
Tag -
Bar Code Field...
Text Block
Merge Field...
Common Phrases.._

Picture Grid
Image...
Agent Photo
Broker Logo
Feature Block

Line
Box

Date Difference. _.
BRecord Index._ ..
Calculated Field...
Date

Time

Page Number

Title Field R
Summary Field

and

Title Field ___y e et s |

[Address Baths Beds ~ List Price

Address

Viewing Status Footers

Status Footers define the text that is normally found at the end of each

section of a CMA report.

1. To access and view the Status Footer, click Page >
View Page Footer or click on the SF on the Access
Bar at the bottom of your screen.

(8t F [sn[sF [BkGmd] ]

Page Field Align View
Page Setup...

Yiew Background

v ¥View Page Body
View Page Header
View Page Footer

v ¥iew Status Header

[+ View Stotus Footck |

Gnd '

View By Status »
v Show Images
v Auto Label
v Show Page Break
v Show Screen Lines
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2. The screen will split horizontally near the bottom and should look like

the picture below.

3. You can insert Page Numbers, Time, Date, Lines, Boxes, etc.

v" Tip: if the BkGrnd button is selected, then you can’t access the headers or

footers.

Inserting and Formatting Summary Fields

Following each section you can insert Summary Fields such as Total
Number of Listings, Minimum or Maximum Price or Average Price to
summarize information. The Summary Field must be in the Status Footer

area.

1. Click Insert > Summary Field. Release the mouse
and the Insert Summary Field window opens.

2. Select a field from the Select Type of Operation
listbox.

3. Select a field from the Select Field/Calculation listbox.

Inzert Summary Field nm

Select Type of Operation: Select Figld / Calculation:

Buyer Agent Commission
Buyer Clazing Cost

Awerage [Ignore Zero)
Count

Buyer Points

GED

Median COOM

bin Current Loan Interest Fate
Standard Deviation Days On Market

Sum HOA $

HO& Transfer Fee

LCancel | Help

=
a

Inzert  Page Field Alig
Text.
Tag...
Bar Code Field...
Text Block
Merge Field.__
Common Phrazses___

Picture Grid
Image._.
Agent Photo
Broker Logo
Feature Block

Line
Box

Date Difference...
Record Index. ..
Calculated Field...
Date

Time

Page Humber
Title Field

Summary Field
-
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4. Move the Insertion cursor to the Status Footer section and place the
field.

5. Double-click on the Summary Field to format Font, Size, Effects and
Color.

6. If you want to label the Summary Field, then insert the text field and
place in front of the Summary Field.

Average Price: AVG - Price

Vertical CMA Style Report

A Vertical CMA report is just like the Vertical report as seen on page 52,
except that it allows you to group your properties by status. To create a
Vertical CMA report, follow the steps below:

1. Open Report Writer.

File Yiew Help
2. Click File > New or click on the New button on E"""E“’:!'"““"““--- o0

Open CMAP1o Report....
your toolbar. O

Open BupersTour Report...

Hew

Delete Custom Report...

3. Alist of all the property classes available will appear | _Sewefals..

in the Select Class box. Click the desired class of st
property for which you wish to design the Vertical Japa!
CMA Report. EE?{:lo-g[lpam Files\...\Flyer.ip1

Exit

4. Select the Report Type of CMA Style and Vertical.

= 21|
Select Class
r Select Report Typpe:

2. Multifamily 0 Nomal
3. Fam/Ranchicreage [ vestical
4 Lats =
B, Commercial ® CMﬁStNB [Group by status]
E. Leaze ¥ isioat
Agent Foster L%
Office Roster ) Labil lﬁ
Hatzhest

% Book I vl

ok I LCancel | Help |
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5. Click OK to continue. A blank report will open for you to create your
Vertical CMA report.

B Repon Writed - [CAPAOGARAM FILESAWYLDPYREVWYLDPYRE GALnttled ip]

] Eite Bl jremd Page  Fadd fAlgn View  Window  Holp ] =151 %]
D & o B i B B - . L4
Hew  lpen Cloze  Save Cul  Copy Fasts | Unde Fedo | About Help
T R T W e g P T BT R ey A T P e T e e Uy Y Ty
[
Fixed ;
1 | ABOR Approved Webs
BOdy | Access Instuction
[ Acres
= > | ADA Compliant 7
: sy
3
| :a!\f nt
v Age
| Bluyer Agent Comiss
: = ]| Biyver Clozing Casi_';l
o H|F|Eomd] | _',J—li—]'_,.. .
1, Rendentsl Nomal
Fon Helo, press F1 UM 47 AH

6. Insert text fields, data fields, and picture grids by following the
example in Chapter 9 — Designing a Vertical Report on page 52 and 53.

7. Inaddition, since this is a CMA style report, you can group your
properties by status by using the Status Headers (see Inserting and
Formatting Title Fields into Status Headers on page 57).

L B S R A R N O IR S A S B T
R N S RESIDENTIAL PROPERTIES =
- ot veater TITLE - Status
T T

n [Picture Gric*

ndiross
city: |
List Price: |

RESIDENTIAL PROPERTIES

Active

Address: 504 KENNISTON B511 SPEARMANDR  B519 PUTNAM DR
City:  AUSTIN AUSTIN AUSTIN
List Price: 4114900 $126.900 §127 00

Page 63
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Saving, Viewing, Opening, Revising, Printing and Deleting a
CMA or Vertical CMA Style Report

To save, view, open, revise, print and delete a CMA or Vertical CMA Style
Report, you would follow the same steps you would take in a normal report
(see Chapter 8 — Saving, Viewing, Opening, Revising, Printing and
Deleting Reports on page 47).
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CHAPTER 11 — DESIGNING LABELS

Designing labels with Report Writer is quick and easy. You can create a
generic label template that can import specific information from a group of

listings.
1. Open Report Writer.

2. Click File > New or click on the New button on your
toolbar.

3. Allist of all the property classes available will appear
in the Select Class box. Click the desired class of
property for which you wish to design the labels.

4. Select the Report Type of Label.

New n E I
Select Class
r Select Report Type:
2. Multifamily ) Nommal
3 Farm/Ranch/bcreage I Vertical
4. Lot -
5, Czrsnmercial ) CMA Style  [Graup by statug)
B. Lease [ Ventical
Agent Roster
Office Roster @ ahel
Hotsheet
) Book
Awvery 5162
Aweny 5260
ar I Lancel | Hlfweny 5261

,E View Help D

e el
Dpen Custom Repoit... Ctrl+D

Open CMAPro Report...
Open BuyersTour Report...

Delete Custom Report...

Setup Defaults...

1 fiyer_photo.ipl

2 C:\Program Filesh... Mtest.ipl
3 apprais.ipl

4 1pic0l.mt

5 C:\Program Files\.. \Flper.rp1

Exit

5. From the Label Type listbox, click on the drop down arrow and select

the type of label sheets you will be printing on.

6. Click OK to continue. A blank report will open for you to create your

labels.

B7 Report Wiiter - [C:\PROGRAM FILES\WYLDFYRE\WYLDFYRE E\Untitled.rp1]

[i] Eile Edit Inset Page Field Align View Window Help

D & & H| & 2 2

Mew Open Close Save | Cut Copy Paste

e o
Undo Redo

.74
About Help

A 2 T O

[

-l |

1. Residential [Label [

For Help, press F1

= Drag and drop field
iternis) into work area

~ = Mo data

3 GrHigh School -
ASC

ABOR Approved Webs
Access Instruction
Acres

LI/ ADA Cornpliant ?
Address

ADOM

Alsa Listed As
Amenities
Appliances/Equipment
Appraisal Amount
Area

AreaTax

Back On Market Date
Blocks to Metro
Blocks to UT Shuttle
Bonus to BA

Bonus to BA Amount
Buyer Agent

Buyer Agent Commiss

~ || Byver Closing Cost T
.Flﬂ_l :

=
[CaP[NUM [ (629 FH |
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Inserting Fields

Drag and drop the desired data fields onto the working area of the label
and/or insert text fields.

In the example below, we inserted CURRENT RESIDENT as a text field
(see Inserting and Formatting Text Fields on page 12), merged the Street
Number and Street Name fields and merged the City, State and Zip code
fields (see Inserting and Formatting Merging Fields on page 36).

909 TAULBEE
AUSTIM, TH 78757

CURREMT RESIDENT
8219 RENTOM DRIVE
AUSTIN, T 78757

CURREMT RESIDENT
7802 HARDY DR
AUSTIM, TH 78757

7B02 ROBALO RD
AUSTIM, T 78757

CURRENT RESIDENT
6526 WOODSTOME DR
AUSTIM, TX 78757

CURRENT RESIDENT
7801 LAZY LN
AUSTIM, T 78757

[2] Eile Edit Inseit Page Field Align View Window Help
= 5 | & B | o |7 W
New Open Close Save | Cut Copy Paste | Undo Redo | About Help
L B SN SRR SRR DU S BN SRR DR LN BN S
v
 |CURRENT RESIDENT
~ [leet_Mumbel] [treet Name
" f[City], T= [Zip Code]
1
2
_ = \A
:
. CURRENT RESIDENT CURRENT RESIDENT CURRENT RESIDENT
- S04 KENMISTOMN 8511 SPEARMAN DR 8519 PUTHMAM DR
- AUSTIN, TX 78752 AUSTIN, TX 78757 AUSTIN, TX 78757
'
- CURRENT RESIDENT CURRENT RESIDENT CURRENT RESIDENT

1902 JOY LN
AUSTIN, TX 76757

CURRENT RESIDENT
6012 BURRELL DRIVE
AUSTIN, TX 78757

CURRENT RESIDENT
8311 ROCKWOOD
AUSTIN, TX 76757

Saving, Viewing, Opening, Revising, Printing and Deleting a
Label Style Report

To save, view, open, revise, print and delete a Label Style Report, you
would follow the same steps you would take in a normal report (see
Chapter 8 — Saving, Viewing, Opening, Revising, Printing and Deleting
Reports on page 47).
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CHAPTER 12 — DESIGNING A BOOK STYLE REPORT

A Book Style Report enables you to print a series of mini-reports
horizontally and vertically on a page.

1. Open Report Writer. Fio View Help

2. Click File > New or click on the New button on [y potrosm.
your toolbar, n BupersTour Report...

NEH‘_ te Custom Report...
3. Alist of all the property classes available will appear | 2t
in the Select Class box. Click the desired class of e
property for which you wish to design the book 325;:":8"::'91
report. 5 Tl
Exit

4. Select the Report Type of Book. From the Book
Type listbox, select the desired number of reports to fit on the page.

New ﬂm

Select Class Selet P .

r t t :
1. Resideriial 'ffc Fran e
2. Multfamily Hormal
3 Farm/Ranch/bcreage [ eical
4 Lat: -
5 CErsnmerciaI ©) O Style  [Group by status)
B Lease [ vatical
Agent Roster
Office Rozter O Label I vl
Hotsheet

& Book

0k I LCancel |

5. Click OK to continue. A blank report will open for you to create your
book report.

[2] File Edit Insett Page Field Align View Window Help 15X
b & & | & 2 K?
Mew Open Close Save Cut Copy Paste About Help

voegon R e

) Cu
Unde Redo
Dol T | 2 T

= Drag and drop field
itern(s) into work area
~ = No data

9 GrHigh School -
: AIC

? ABOR Approved Webs
. Access Instruction
Acres

A ADA Compliant 7
Address

- ADOM

? Also Listed As

. Arenities
Appliances/Equipment
Appraisal Amount
Area

- AreaTax

3 Back On Market Date
Elocks to Metro
Elocks to UT Shuttle
Eonus to BA

Bonus to BA Amount
Buyer Agent

Buyer Agent Commiss

. Buver Closing Cust_'LI
141 | 4 3

1. Resdential [Cabel [
For Help, press F1 AP | NOM 537 PM

4

e
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Chapter 12 — Designing a Book Style Report

Inserting Fields

Drag and drop the desired data fields onto the working area of the book
report and/or insert text fields.

In the example below, we inserted the Picture Grid (see Inserting Picture
Grids on page 23), inserted Data Fields (see Inserting and Formatting Data
Fields on page 14), inserted text fields (see Inserting and Formatting Text
Fields on page 12) and merged the City and Zip code fields (see Inserting
and Formatting Merging Fields on page 36).

|7 Fite it Insert Fg Field Alg View Window Hlp

File Edi

D F i 4
New Open Close Save EI EpyPI le Rd AthIp
RN EEE] 3 ] R R

[Picture Grid*

': Address

“[Cind [Zip Code]

? List Price:
- IBeds: Baths:

Listing Agent Name
? |Csting Acent Phone

504 KENNISTON 8511 SPEARMAN DR

AUSTIN 78752 AUSTIM 78757

List Price: $114,900 List Price: $7128 300
Beds: 4 Baths: 2 Beds: 3 Baths: 2
CHRISTOPHER BURGELIN SUSAN DEASON
512-785-7028 512-750-9708

Saving, Viewing, Opening, Revising, Printing and Deleting a
Book Style Report

To save, view, open, revise, print and delete a Book Style Report, you
would follow the same steps you would take in a normal report (see
Chapter 8 — Saving, Viewing, Opening, Revising, Printing and Deleting
Reports on page 47).
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CHAPTER 13 - REVISING STANDARD REPORTS

Revising Standard Reports

In addition to creating and revising your own custom reports you may
revise and save any of the standard report designs. All revisions must be
made from within Report Writer. To revise a standard report, follow these
steps:

1. While in Report Writer, click on File > Open 'F_'N" e —
Custom Report.
Open CMAPro Report...
Open BupersTour Report...

2. The Open Custom Report dialog box automatically Delete Custon Reporl..
opens at the Cust_rpt directory. You need to find the | seup pefauis..

std_rpt directory. 1 book 1
2 book2.1p1
Jtestrpl
Open Custom Report nn 4 LABEL.rp1
> 5 flyer_photo.rpl
Loak in: Ia Cust_rpt j @ ﬂ Exit

flyer_photo.rp1
LABEL.rpl

File: name: | Open |
Files: of type: |HeportFiIes[".lp“] | Cancel |

4

3. Click on the drop down arrow in the Look in box and click on
WyldFyre 6 folder, then double click on the std_rpt directory to view
the file names which identify the various standard formats. The
numbers following the file names refer to the class of property the
report was created in.

Open Custom Report

Lok in: | £ Cust_rpt j ﬂ
;ﬂ Desktop E—— S
Iy Documents
3 My Camputer
= 3% Floppy (4]
= ()
2] Progiam Files
3 Waldiye DOpen Custom Report nn
3 Cust_ipt | i [Swmorres -l =
0:
File name| @ r& ! |: 1A ] Cust_ipt 1 Mail
shaninal [N:] BN ) P
Files of & % HP PhatoSmart Printer Memary Ea_;l ~ reamap = ala = icture
b _'v'll Network Meighborhood - bak . Db Platmap
Games and Entertainment g Clasinfo g Download o
Cma Export Temp
|1 Cma_pt 1 Info C1Tow
4] | 0|
File pamme: | Open |
Files of type: IHEporl Files [*p) =] Cancel
A
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4. Double click on the file name or highlight the file name and click the
Open button to view the report design in Report Writer. In our
example, we are opening the ful01.rpt report.

Open Custom Report

Lok in: I 3 Std_mt

- B @l = [EE

=] 1pic01.rpt agent.rpt cmalp06.ipt

@ 1picD2.1pt cmalp01.ipt

Q 1pic03.rpt cmalp02.ipt fullD2.rpt

a 1picD4.ipt cmalp03.ipt fullD3 ipt

Q 1picO5.rpt cmalp04.ipt fullD4.rpt

Q 1picOB.ipt cmalp05.ipt fullD5.ipt

Kl I 0

Filename:  [ful1

Open I

Files of type IHeport Files [*rp]

j Cancel

4

5. Before you edit your report, you MUST save your "new" design by
clicking File > Save As. We saved our report as “My full rpt”.

B” Report writer - [C:\Program Files\WYLDFYREAWYLDFYRE 6ASTD_RPT\full01.1pt] !ﬂ
[ File | Edit Insert Page Field Align View Window Help 1=

New Ctl+N © Cu ? r?
b DOpen Custom Report._ Cuk0 Undo HRedo | About Help

gnenlEIMAFl$He|JF;Jrl--- I )
o pen BuyersTour Report... =
: Save Culs el 7 |/Re] ar: miak: pmelb@ #IMG: ST Do and drap field

H4: FPa: LP :5 List
BT Y County |

itern(s) into work area

4 C:\Program Files\...
5 C:\Program Files\__.

- ~=No data
Close Report Alt+F4 I _ | LVEGL: egal Description i _ 9 Grtigh School <
) Properties : Punior High School SRI: Senior W ||
! — Entary School FID: PID ABOR Approved Wehe
- Setup Defaults. .. VERAL INFORMATION
. up Access Instruction
. : % #BEDS: i HEB: | e
Preview. .. . pining D Tpti (.
- = 1NNy Descriphion ADA, Compliant 7
. 1 Full01.rpt Address
N 2 C:\Program Files\__ \book.rp1 ADOM
? 3 C:\Program Files\.. \book2.1p1 Also Listed As
Armenities

Atest.rpl
ALABEL rp1

Appliances/Equipment

Exit

Appraisal Amount
Area

3| uTRNET: i/ [/ ]

AreaTax
Back On Market Date

FLOOR: Flooring f 7 as Blocks to Metro
- | RrooMS: Rooms i/ ! I Blocks to UT Shuttle
~ | KITCH: Kitchen i/ ! ] Eanus to BA
T | APPL : Pppliances/Equipment 7 Eonus to BA Amount
. i | Buyer Agent -
4 TNTFT: Tpterinr Features i
e’ HlFmBkad ‘T | _,lJﬂ—|7>
T Residential [Marmal [
Save the active report with a new name. NUM 12:05 PM

Save As

Savein: |@ Cust_rpt

-8 4 gl [BE

|1 bak

Q book.rp1

Q Flyer.ipl

Q flyer_photo.ip1
] LABEL.rp1

[
»

File name: |My full e

Save I

Save as lype: IHepU[l Filess [~.rp1]

d Cancel |

4

6. You may now edit the original design as you would a new report.
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7. Be sure to save your changes again by clicking on File > Save.

8. The revised report is now accessible through Listings as a custom
report saved in the cust_rpt directory.

DOpen Custom Report nﬂ

Laok i IaEust_lpt j ﬂ

LABEL.rpl
My Ffull rpt.rpl

File name: | Open I
Files of bype: IHepDrl Files [*.rp7] j Cancel |

Y
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