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How To Change Your Default Report

Click on Settings at the top right hand side of MLXchange
Click on Personalize on the left hand side of the screen to open the menu

Click on Personal Defaults. It's the 6™ option down in the Personalize menu
Locate the “Full Detail View” option
Change the “Full Detail View” to the your preferred report by using the dropdown menu.
Click in “Apply” at the bottom right hand side of the screen
A popup will appear stating “Your changes have been saved successfully.” Click OK
Click “Close” at the bottom right hand side of the screen

The report you select in the Full Detail View will be the report your system defaults to when printing.

®0s1in s0akD
REALTORS®

o] RE

Signed in as: Leslie ¥an Burkleo

Messages

Clients

Search

"
I Settings

Click Settings

& Help

TIA

Prospecting

Separate multiple ML by commas

ey Prospecting matches: 163
Searches expiting in 3 days [}
Find a Listing

Lookup by © sddressor ™ mL#

|

@F Search far a listing
[# Madify or add new listings

@ Modify or add listing images

Inventory Watch

Active Listings

Expiring Within 7 Days
Pending Listings
Pending Sales

Sold Within 6 Months
Office - Mew This Week
Office - All Actives

Schedule
Find a Client
[
o
[
o ||
L + Add anew client
. o iew my clients
[
Refresh

Today's Summary

Inbo;
Appointments
To-Dos

= ;o= =

Mew lead

Today’s Hotsheet

RES - Mewr Listings

RES - Price Chandes

RES - Back On Market

REE - Active Contingert

RES - Pending

RES - Sold

RES - Withdrawn

REE - Expired

RES - Temporarily Off Market

Diarys Back: [0 ¥

= 2 = 2 2 s = = =

Chance my criteria

Refresh

Quick Links

E Schedule

I&A Messages

@ Search

w Clients

‘I " Hotsheet
¥

E'o: Reports

@ Settings

Resources

Messane ofthe Day
MLS Resources

¥ Tax Sites

F LS

» Real Estate Web Sites
b Services

¥ Instructions

» FAQ

P County Sites

¥ City Map Sites

¥ School Districts A - J
¥ School Districts K -7
¥ MLX Class Handouts
} Board Sites

Personal Resources
P My Links
¥ You can add up to 12 categories.

Im

‘ L]

@ 2007 harkcet Linx, Inc. Temms of Use

[&] Home

I = I B B



ryy MY SIDEBD/

+ Prospect Defaults: Specify the default settings to be applied to new prospects

+ Website Management: Manage your website.

+ E-mailed Reports: Setup how you want your clients to view reports, withigrthe Agent Web Page or not
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Click Personal Defaults

+ Personal Defaults: Edit the defaults for each search type

+ Upload Agent Photo: Uplo:
+ Personalize Home Page Resource Link: Edit the Resource links that appear on your Home page

+ Edit Favarites: Change your Favorite Report selections

+ E-mail Disclaimer: Edit the disclaimer text that appears at the bottorn of all e-mail sent from MLxchange in this office
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Seftings > Personal Defaults
Start Menu
Selectthe menu option that will first appear when you sign-in ISESFCh ‘l
Image View
Selectthe image view you wish to use by default | Slideshow =
Search Default Settings
Selectthe search group you wish to edityour persanal settings for... |ML5 for AUS ﬂ
Foreach search type listed within the dropdaown list, select a default search, grid and view.
Select a Search Type |Residentia| ﬂ
¥ Load this search type whenever | access the listing manager. y The Residential ssarch type iz actively set as your defaut.
Personal Selections System Default
Saved Search: [My Simple search | RES System Search
» RESUIE=OH: [subdivigion = RES System Grid
,-. Short Surnmary View: ! gentRrief- B ntial (1 Page) j RES - Bhoto Map View This repart shows within the grid
u Full Detail Yiew:
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Prospect Matification View: | Customner Full - Residential | Customer Full - Residential
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Listing Maintenance Search: | Wy Simple Search | RES System Search

Click Apply to Save
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If you would like to use a report similar to the old Agent Full please use the “Agent Full Original”.
The report you select in the Full Detail View will be the report your system defaults to when printing



