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Advanced Navigation

The purpose of this chapter is to show you how data
and resources are organized in Kinnexus, and how
you can use Kinnexus navigation tools to access the
desired information.

Knowing how data is organized within the program
is helpful in navigating quickly and effectively in
Kinnexus. In order to familiarize you with data orga-
nization in Kinnexus, the first section of this chapter
describes the Navigator Window. The Navigator
Window is the only navigation tool in Kinnexus that
displays Kinnexus data in its natural hierarchy and is
available at any point in the program. The remaining
sections in the chapter describe other navigation
tools and show you how to use them.

The Kinnexus navigation tools are:

» Navigator Window
o System Trays
* Next Step Bar
» Action Menu
» Most Recently Viewed list
 Action Bar
» Find User and Listing

Navigator Window

The Navigator Window appears between the system
trays and the System Messages window. The Navi-
gator Window is organized similarly to Windows
Explorer, and functions like a filing cabinet. The
folders and portfolios in the Navigator Window con-

tain all data and resources to which you have access.
When you first open Kinnexus, the name of the per-
son who is currently logged on appears at the top of
the Navigator Window.

If you expand the current user, a list of the data and
resources available to the current user displays.
Some of the items that appear on this list include the
current user's Listing Portfolio, Email Folders, Con-
tact Information, and the Hot Sheet. Many of the
items on this list can be further expanded to display
additional data and resources. To view the contents
of an item in the navigator window, you click the
small plus sign next to it. This "expands" the item,
displaying any data and resources associated with
the item. You can also "collapse™ an item, which
hides any data and resources associated with the
item.

ER)

#-[] CMA Listing Portfolio

E

-1 Contact Portfolio
B Hot Shest
B4 Listing Portfolia
B

E

-4 Lost Listing Partfalio
(1] Mail Folders

Deleted

Diafts

&P Inbox

{5} Dutbox

=) Sent
- Personal Information
E-{2] Public Folders
-9, Search Portfolio
B-C4F Sold Listing Portfolio
B User Portfolin
B3] View Parttolio
- Wb Browser

Navigator Window

The items in the second level of the navigator tree
(the level just beneath the current user) are the same
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for every user. The items in the second level are
basically folders for storing information. The infor-
mation in the subsequent levels, however, change
from user to user. For instance, every user will have
a Listing Portfolio in the Navigator Window, but the
listings contained in the Listing Portfolio vary from
user to user. The following table defines each second
level folder in the Navigator Window:

Second level folder

What it contains

CMA Listing Portfolio

Listings for which you have run CMA
searches

Contact Portfolio

Clients’ and colleagues’ contact infor-
mation

Hot Sheet

Listings that have been modified since
the last time you logged on

Listing Portfolio

Your inventory

Lost Listing Portfolio

Your listings that have expired or have
been withdrawn

Mail Folders

Your email folders

Personal Information

Information about you (the current
user), such as name, address, phone
number, etc.

Public Folders

Public folders to which you have
access

Search Portfolio

Searches you have saved

Sold Listing Portfolio

Listings you have sold

User Portfolio

User Information about those users for
which you have the authority to make
changes

View Portfolio

Views to which you have access

Web Browser

Access to the Internet

Turning the Navigator Window on
and off

The Navigator Window can be turned on and off
using the View>Navigator command. When the
Navigator is visible, a check mark appears next to
Navigator in the View Menu. When the Navigator
Window is disabled, no check mark appears.

The following sets of instructions show you how to
use the Navigator Tree to navigate Kinnexus.

To turn the Navigator on or off:

1 Click View>Navigator.

GoTo 3
Go Home:

Go Back

Gt s

Refresh

<

Columm EantiolEar
[erratiprE B
FiE!d|EhEmser

<

Atior B
Spstem Trays

<

<

v Next Step Bar

Expanding and Collapsing the Nav-
igator tree

Clicking the ’+’ next to any branch in the navigator
window expands that branch of the tree. Clicking the
"' collapses that branch of the tree. If you have
expanded as much as there is to show in branch, the
'+’ simply disappears when you click it.



To expand a Navigator tree branch

1 Click the + sign next to the branch you want to
expand. The + sign converts to a - sign and the
branch expands.

=]}
B[] CH Listing Portfolin
Bl Contact Portfolio
B2 Hat Shest
L4 Listing Panfolio
¢ 1622 A5H PLACE
2 214N
-4 Lost Listing Portfalio
B+ Mail Folders
@ Personal Information
B+ Public Folders
B9, Search Porfolio
-4 Sold Listing Partfolio
(g User Partfolio
B View Porfalio
- Web Browser

To collapse a Navigator tree branch

1 Click the - sign next to the branch you want to
collapse. The - sign converts to a + symbol and the
branch collapses.

[] Chi4 Listing Portolia

Contact Partfolia
Hat Shest
4 Listing Portfolia

L4 Lost Listing Partfalio
{1 Mail Folders

@ Personal Information
{2 Public: Folders

@, Search Pottfolio
L4 Sold Listing Partfolio
1% User Portfolio

{1 View Portfolio
- Wb Browser

Jumping to a new location using
the Navigator Window

You can use the Navigator window to jump to a new
location in the program. Clicking directly on a
branch takes you to the place in the program repre-
sented by the branch. The following instructions use
the Listing Portfolio as an example of a location you
can jump to using the Navigator Window.

KINNEXUS 2.0 |6
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To jump to a new location using the Navigator

Window:

1 Expand the current user branch.

-] Ch Listing Portfolia

Contact Partfolia
-2 Hot Sheet
4 Listing Portfolia

L4 Lost Listing Partfalio
{1 Mail Folders

B Personal Information
{2 Public: Folders

@, Seaich Portfolio
L4 Sold Listing Partfolio
1% User Portfolio

{1 View Portfolio
- Wb Browser

2 Expand the Listing Portfolio. Your listing inven-
tory displays in the tree, but the view in the main

window doesn’t change.

=]}
B[] CH Listing Portfolin
Bl Contact Portfolio
B2 Hat Shest
B+l Listing Portfolio
¢ 1622 A5H PLACE
2 214N
-4 Lost Listing Portfalio
(] Mail Folders
i@ Personal Information
- Public Folders
#-4, Search Porfolio
-5 Sold Listing Partfolio
(¢ User Pafolio
-] View Porfolio
o1 @ ‘web Browser
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3 Click directly on the Listing Portfolio icon.The ) )
R X . Tree icon What it represents
main window changes to show you your Listing
Portfolio. . Wizard
innexus [Online] - Listing Portfolio 4
: e Fm gu Help ‘ﬁ
& Listing Portfolio
[e@F MeRILrFOSTER [ | —ab Possession = &
5 o Lot o o Web page
?EZT‘;&Z”'"”"” H E:ZE;’“ Towe #Balns # Bedroom Area (| .@
R Femarks 2 Tatal iterms in Listing Portfol
1622 A5H PLACE. s repor D 2 2 M Hi
214 My 1 ab Sel Agency 2 3 E2
st Listing Portfolio ab Sel Agent Name -
122 Mal Folders ab Sell Agert/Coop Navigator Window icons defined

@ Personal Information ~-ab Sel Bianch
{2 Fublic Folders ab Sel Remarks
& Search Portfolis ab Seler Concession
L4 Sold Listing Portfolia Seling Agent
g User Portfolio Seling Agent's Aget
(] Vien Portiolio % Serveld
@ web Browser ab Show Info
T sodDate
E SoldLoan Type
@ Sold Price:
-1 SpecInst
& SpecinstRem
ab Spec Rem
Spec Unpd
Specials
State
Statug
5| Status Change

Navigation Window tree icons

Each branch in the tree has an icon. The following
table contains each icon and what each one repre-
sents. Since the system administrators have the abil-
ity to change the icons, this reference might contain
different icons than the ones you see on your screen.

Tree icon What it represents

The Home Page

A Folder or Portfolio

Report

it
@
s

Listview

=

Navigator Window icons defined
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Other Kinnexus naviga- To use the system trays to navigate Kinnexus:
tion tools 1 Click the desired system tray tab.

Unlike the Navigator Window, the other Kinnexus
navigation tools are only available in certain loca-
tions within the program. The following sections tell
you where to find the Kinnexus navigation tools,
and how to use them to get from here to there in
Kinnexus.

System trays

System trays contain commonly used tools and com-
mands. System trays separate tasks and tools into
groups based on the their function. The Listing tray,
for example, has all of the functions and tools that
are relevant to maintaining your listing inventory.
The exception to this rule is the Favorites system
tray. You can decide what commands and tools
appear on the Favorites tray. For more information 2 In the system tray, click the icon representing the
on the Favorites tray, see chapter XX. To use a tool tool or task you wish to use.

or perform a task in a system tray, you simply open
the desired system tray by clicking the appropriate
system tray tab. Once the tray is open, you click the
icon in the tray that represents the desired task or
tool. System trays are located on the left side of the
Home Page.
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Next Step Bar (NSB)

The Next Step Bar (NSB) appears at the bottom of
the main window when the main window contains a
view. The NSB contains buttons representing avail-
able commands that change depending on where you
are in the program. For example, the Overview Map
button appears only when a list of search results is
open in the main window.

[u] s ulu]u]s]u]u]w]u{u]s lulalafels als

Next Step Bar-

The placement of buttons on the NSB tells you what
the button does. Buttons on the left of the NSB are
commands. Buttons in the middle of the NSB take
you to new locations in the program. Clicking the
button on the far right of the NSB takes you up one
organizational level in the Navigation Window tree.
If there are more options available than can fit on the
NSB, small arrow buttons let you scroll through all
the NSB buttons.

Commands

Turning the Next Step Bar on and off
The Next Step Bar can be turned on and off using
the View>Next Step Bar command. When the NSB
is visible, a check mark appears next to NSB in the
View Menu. When the NSB is disabled, no check
mark appears.

‘— Locations you can jump to

Scroll button

Takes you up one organizational level

To turn the Next Step Bar on or off:
1 Click View>Next Step Bar.



Most Recently Viewed (MRV) list
Kinnexus keeps track of everywhere you have been
in the program and allows you to return to any step
along the way. Instead of having to click the Back
and Forward buttons repeatedly, you can use the
Most Recently Viewed list to go directly to the
desired location.

With the exception of the Home Page, the Most
Recently Viewed (MRV) is found in the upper left
corner of each Kinnexus page. The list usually dis-
plays the current location only, but if you click the
name of the current location, a drop down list con-
taining all the locations you have visited during the
current session displays.

Kinnexus [Online] - 2019 37 AVE 5
File Edit “iew Toolz Format Action Help

2019 37 AVE S

MLS Number 9902556
Address 2019 37 AVE S
City FARGO

State ND

Zip

Ma$138,500.in  B7

Area

No $134,500.

Current location title

Kinnexus [Online] - 2019 37 AVE 5
File Edit “iew Toolz Format Action Help

Ma$138,500.in  B7
Area
No $134,500.

Most Recently Viewed list
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To view the MRV:

1 Click the current location title. The MRV list
displays.

Returning to a previously visited location
using the MRV list

The MRV list contains a list of the locations you
have visited so far during the current Kinnexus ses-
sion. You can click on any of the items in the list to
return to that location. The MRV list can contain up
to fifteen locations. Use the Back button if a location
you have previously visited does not appear on the
MRV list.

To return to a previously visited location:
1 Click the current location title.

2 Onthe MRV list, find the location you want to
return to.

Kinnexus [Online] - 729 12 AVE W
File Edit Miew Toolz Fomat Action Help

$137,900.

3 Click the desired location on the MRV list drop-
down list.

Back and Forward menu

The View menu contains options for moving back
and forward in Kinnexus. The Go Back and Go For-
ward menu options can be very useful, because the
MRYV list and Back and Forward buttons are unavail-
able from the Home Page. In order to return to a
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location you visited before or after visiting the
Home Page you must use a command on the View
menu.

The View menu has two navigation options: Go For-
ward and Go Back. Go Forward enables only after
you have gone back using the menu option, MRV
list, or the Back Button on the Action Bar. Go For-
ward takes you to the location you visited after visit-
ing the current location for the first time. For
example, say you open your View Portfolio and then
open a List View within the Portfolio. If you return
to the View Portfolio, you can click View>Go For-
ward to get back to the List View.

Go Back takes you to the location you were at just
before you visited the current page. The Go Back
option is not available from the logon Home Page.

To go back or forward using the View menu:
1 Do one of the following:

 To return to the location you visited after visiting
the current location for the first time, select View>
Go Forward.

GoTo >
(5 Home

[ Bak:
G

Refresh

Cofurr Conirol
Giraupinm Ear
Rl EBoser

<< <

Agtion Bar
System irays
Navigater
HEAt Gtep e

<€

<

« To return to the last location you visited, click
View>Go Back.

GoTo »

[t Forard

Refresh

W ocurir Earticl Efer
LA Ejfeitimiie) =i
v Field|Chaasen

v Action Bar

W Spsterm i rayE:
Navigator

v Mest Step Bar

Action Menu

The Action Menu contains a list of available com-
mands for the current location. These commands are
identical to the commands located at the left of the
Next Step Bar.

To perform a task using the Action Menu:
1 Click the Action menu.

2 Select the desired task from the pop-up menu.

Kinnexus [Online) - View Portfolio

ls | Action Help

Delete

ST
0 (b, Achive
{1 Commercial Fams
{1 Common Foms
{7 Contact

{1 Data Enlyy Wizards

[ Deefault List View [ Diataclass: Common Listing] [Personal]
[ Deefault List View [ Diataclass: History) [Persanal]

[ Deefault List View [ Diataclass: Search) [Persanal]

[ Deefault List View [ Diataclass: User] [Personal]




Action Bar

The Action Bar contains commands that affect the
data in the main view. For example, if there is a List
View in the main window and you click the Print

A

A Current View Indicator Tells you the name of the
view in the main window. Clicking the Current View Indi-
cator displays all available views and allows you to
select one.

B View Mode Lets you choose a mode (preview or
draft) in which to display view data.

C Zoom Makes the data in the main view larger or
smaller. The '+’ button makes the data larger, the -’ but-
ton makes the text smaller. You can also click the per-
centage between the '+ and -’ signs and select the
desired zoom from the pop-up menu that appears.

D save Saves the information currently in the main
window.

E Print Prints the view in the main window.

ACTION BAR

To Do List

The To Do List appears on the right side of the
Home Page. It contains a list of tasks you perform of
check frequently, like the Hot Sheet, new email, and
saved searches.

ST

View yahoo

View CHH

To Do List
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button on the Action Bar, the List View will print.
The following table defines each button on the
Action Bar:

F Attach View Automatically attaches the view cur-
rently in the main window to an email message which
you can then address and send.

G Connect Connects your computer to the Kinnexus
Server.

H View Highlighters Lets you hide records that have
been highlighted a certain color.

| Highlighter Selection Reveals alist of highlighter
colors you can apply to selected records.

J Back Returns you to the last page you viewed.

K Forward Takes you to the next screen. Only
enabled after you click the Back button.

L Cancel Cancels the current action.

M Home Page Returns you to the Home Page.

When you click an item in the To Do List, you are
taken to the place in Kinnexus where that item is
managed. For example, if you click on the Hot Sheet
item in the To Do List, Kinnexus opens the Hot
Sheet, which contains a list of new and modified
listings.

The To Do List items can link to the following
items:

* The Hot Sheet

* New Email messages

* Your listings that are about to expire

» New results for saved searches

* Internet pages
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To use the To Do List: 5 From the window at the left of the page, select
the listing you are trying to find. The fields on the
right of the page automatically fill in.

6 Click the Finish button. The selected listing dis-
plays.

1 If you are not currently on the Home Page, click
the Home Page button on the Action Bar.

2 Click the item in the To Do List that you would
like to open.

Finding

The Kinnexus find features allow you to easily
retrieve data about individual users and listings. For
example, if you need the phone number of another
realtor in your board, you can enter the realtor's
name in the Find User wizard, and Kinnexus will
retrieve that user's contact information. Finding a
listing is much the same, except that instead of locat-
ing a Kinnexus user, you can locate an individual
listing.

To find a user:
1 Click the Tools tab.
2 Click the Find User icon.

3 Enter as much information as you can about the
user in the fields on the first wizard page.

4 Click the Next button.

5 From the window at the left of the page, select
the user you are trying to find. The fields on the right
of the page automatically fill in.

6 Click the Finish button. The selected user’s per-
sonal information appears.

To find a listing:

1 Click the Tools tab.

2 Click the Find Listing icon.

3 Enter as much information as you can about the
listing in the fields on the first wizard page.

4 Click the Next button.
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Advanced Searching

This chapter shows you how to use the following
Kinnexus advanced searching options:

» Search Options Page
» Search Criteria Form.
* Relevancy
» Data types

Because this chapter assumes familiarity with
searching basics, please refer to the Searching chap-
ter in the Beginner’s Manual if you are not yet com-
fortable searching in Kinnexus.

Advanced search options
on the search Wizard

In A Beginner’s Guide to Kinnexus manual, you
learned how to run basic searches in Kinnexus using
a wizard. Because of the introductory nature of A
Beginner’s Guide to Kinnexus, there were several
features on the first page of the basic search Wizard
that were not described. The following paragraphs
show you how to use the features on the first page of
the search Wizard, known as the Search Options

page.
To open the Search Options page:
1 Click the Search tray tab.

2 In the Search tray, click the New Search icon.
The search Wizard opens at the Search Options

page.

Search Options page features

On the Search Options page you select which record
type and Wizard you wish to use, and set your
advanced search options using the controls at the
bottom of the Wizard. If you want to create a saved
search or run a relevancy search, you must select
these features from the Search Options page.

x 4 =% % Go Search Options

Type Avalable Wizards

Commercial Sales - DSF Activate

Detsched Single Family
Atached Single Family
Condeminium
Time Share
Vacant Land
Rlental
Commercial Land

|5 Commercial Lease

¥ Use Relevancy with this search

™ Save this search for auto piospecting

Delete
DSF Delete:
DSF Log Sale

DSF Extend
DSF Wwithdraw
DSF Back on Market

Detached Single Famil Search

™ Replicate this search and results

Masimum number of results -

Search Options page

Type

The Type window, containing all the different record
types available, is displayed at the left side of the
Search Options page. Select the record type you
wish to search. Most record types describe property
types, such as Commercial and Residential. If you
wish to search across all property types, select Com-
mon Listing from the Type window.
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To select a type:

1 In the Type window, select the record type you
wish to search.

Type:
Commercial 5ales -
Detached Single Family
Attached Single Farnily
Condamirium
Time Share
acant Land
Rental
Commercial Land
X Commercial Lease LI

Note: If you choose Cross Property from the Type
window, you will not be able to add type-specific

fields to your search results, or change the search
results List View to a property-type-specific form.

Available Wizards

The right side of the Search Options page shows the
customized Wizards that are available for the
selected record type.

To select a wizard:

1 In the Available Wizards window, select the wiz-
ard you want to search with.

Available Wizards:
DSF Activate =]
Delete
DSF Delete
D5F Log Sale
DSF Extend
DSF withdraw
DSF Back on barket
Detached Single Family Search

Use Relevancy with this search

Relevancy searches allow you to specify which cri-
teria in the search are most important. In a relevancy
search, you give each desired criterion an impor-
tance value. The higher the importance value, the
more important the criteria item is to the overall

search. Items assigned the lowest value are consid-
ered of no importance—whether or not the search
meets those criteria does not matter. Items assigned
the highest value are required. Relevancy is dis-
cussed at greater length on page XX.

To use relevancy in your search:

1 Place a check mark in the Use Relevancy With
This Search check box on the Search Options page.

W Use Relevancy with this search

Save this search for auto prospecting

A saved search remains in your Search Portfolio
until you delete it. Saved Searches are continuously
updated, and new results are displayed in the To Do
List. You can return to a saved search to review the
list of results. You must be online to work with
saved searches.

Most of your searches should be temporary
searches. Temporary searches don't clutter the server
with information you don't really need. Each time
you create a new temporary search, the previous
temporary search of the selected property type is
replaced.

To designate a saved search:

1 On the Search Options page, place a check mark
in the Save This Search For Auto Prospecting
checkbox. If you leave the checkbox empty, the
search will be temporary.

¥ i5ave thiz search for auto prozpecting




Maximum number of results

When running a search, you can limit the number of
search results to a specific number. We recommend
limiting the number of search results particularly
when you are running a relevancy search.

To limit the number of search results:
1 Do one of the following

* Click the Maximum number of results drop-
down arrow and select a number from the drop-
down menu.

* Click in the Maximum number of results field
and type the desired number.

b aximumn number of results: IEEI vI

Search Criteria Form

You access the Search Criteria Form by clicking the
Exit to Form button on the Basic Search Wizard.
The Search Criteria Form can contain many more
search criteria fields than the Basic Search Wizard.
If you do not find a search field on the Wizard,
chances are better that it is on the Search Criteria
Form.

The Search Criteria Form resembles a data entry
page and consists of criteria fields into which you
can enter search criteria. Search Criteria Form crite-
ria fields lie between brackets. This is a sample por-

KINNEXUS 2.0 |16
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tion of what a Search Criteria Form may look like,
although the forms vary from board to board:

®. Detached Single Family Temporary

MLS # Status
Area !
Price $173,000.  Address
Beds 3 Schoals
Baths 2 f
Soft | Int Features

Search Criteria Form

To open the Search Criteria Form:

1 Click the Exit to Form button on the search
Wizard.

The Search Criteria Form appears. Any information
you have already entered into search Wizard fields
before you clicked the Exit To Form button displays
in the appropriate field(s).

Entering data on the Search Criteria
Form

Just like in the Wizard, each criteria field on the
Search Criteria Form is designed to accept criteria of
a certain data type. For example, let’s say the Zip
field on the Search Criteria Form is a text box. To
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enter a zip code into the field, you click in the Zip
field and type the desired zip code.

MLS Number
Address

city fargo
State

Zip 840
Ma in

Area
$250,000. to $275,000.
4to 5

Bedrooms

Bathrooms

House Size

Entering text into a Search Criteria Form field

Let’s also say that the Area field is a listbox. When
you click the Area field, a listbox pops up. You can
then select the desired area from the list and then
close the box.

o S0
SID Papeff:
HOA Fos
Gas Avg:

Finish button

] (01) Bilings Heights
[ (02) Bilings Bench

[ (03) Lackwood/Emerald Hils

1 (04) South Bilings

g i05)

[ (0] Downtown

[ (07) Narthwest Bilings

5 (08) West Bilings

1 (03] Laurel

] (10) Shepherd, Hurtley, Ballantine, Worden, Pompeys F
[ | (1) Roundup, Lavina

Cl

L

[ (12] Park City, Columbus, Absarokee, Nye hd
« | _>l_I
Basement. Lower Main 1
SgRt
Beds
Fith
HEth
Shwr

Entering list box data into a search criteria list box

To enter data in the Search Criteria Form:

1 Click between the brackets of the desired field,
or use the TAB key to navigate between fields. You
can edit as many fields as you wish.

2 Enter the desired data. If you are not sure how to
enter data for the field’s data type, see Data Types on
page XX.

3 If the field is a list box, feature box, or Boolean
field, click the Finish button on the pop-up dialog.

Returning to the search Wizard from
the Search Criteria Form

Once you have entered all the desired criteria on the
Search Criteria Form, you can run the search from
the Search Criteria Form or the Wizard. Whether
you are in the form or the Wizard doesn’t matter;
Kinnexus searches the criteria entered on both form
and Wizard. If you entered different information for
the same field on the Wizard and Search Criteria
Form, the Wizard searches for the last criteria you
entered before running the search.

To return to the search Wizard from the Search
Criteria Form:

1 Click the Criteria Wizard button on the Next
Step Bar.

. *
"y

Criteria
‘Wiizard

To run a search from the Search Criteria Form
1 Click the Go button on the Next Step Bar.

Relevancy searches

Relevancy searches are an advanced way of search-
ing the Kinnexus database. In a relevancy search,
you give each criterion an importance value. The
higher the importance value assigned to a criteria



field, the more important the criteria item is to the
overall search.

About relevancy

When you run a relevancy search, Kinnexus per-
forms the search in two parts. First, Kinnexus finds
all the listings that match the required criteria. Sec-
ond, Kinnexus goes through each of the potential
results and compares them against the importance
values assigned to the non-required criteria. Kin-
nexus awards points to listings according to how
well they match the importance values assigned to
the search criteria.

To designate a relevancy search:

1 Select the Use relevancy with this search check
box on the Wizard Search Options Page.

W Use Relevancy with this search

Relevancy score indicator

You can assign relevancy values in a basic search
Wizard or a Search Criteria Form. When you desig-
nate a relevancy search, Kinnexus places the rele-
vancy score indicator at the top left of all fields on
the Wizard or form. This way, you can tell at a
glance the relevancy value of any field.

Note: On the Search Criteria Form, relevancy score

indicators appear only above fields that contain
some data.
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x 4= =» % ¢o Residential Search

Price[250000 1o [275000 Vier To NTote Beds To 1
Seld Price To Nies Ta N FulBaths To [
MLSH Neett Noeet NHafBaths To l

Statue R pogeryTipe N st L

] Preactive | Condo I 4Level

o Active (1 Mobie 1 Front to Back Spl

[ Coningent || Other I Moble

] Held 1 Residential w/Land | |[] Modular

1 Pending || Single O Other

[ Expired (21 Tormhouss I Ranch

[ Sold 1 Modular 4 Spit

O Withdraun I 3Level

] Delsted ] Bunglow v

Aica N Elomentary School M . HihSchool ¥ High School M
] (01) Billngs Heiohts f’ [ Absarckee i’ [ Absarckee: f’ [ Absarckee f’
1 (02)Bilings Bench I Akai Creek. [ Balertine 1 Ballantine

1 (03) Lockwood/Emerald Hills ] Anowhead ] Beliy ] Belfy

1 (04) South Billngs o Balantine 1 Bayd 1 Bilings

1 (05 Blue Cresk/Duck Crosk | | Beartooth 1 Bridger L1 Bilings west

4 _>|_| 1 Belfy = | CostleRock | |4 Boyd =l

Search criteria page with relevancy indicators

To assign or change a relevancy value:

1 Click the relevancy score indicator above the
desired field. Clicking the relevancy score indicator
toggles through the relevancy scores. Keep clicking
until you arrive at the desired relevancy value.
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Relevancy Values L .
You can even sort by the relevancy field in a List
_ _ View. If you sort in descending order, the results
Symbol Meaning Point i ) i
value with the highest percentages, (or in other words, the
No Importance 1 best matches) display at the top of the list of search
results.

2

Curr i et

Low Importance 4 Current Price Relevanc Street City Street #|
I 208 Total items in Temporary Residential Search
$259,900. 100% CTY HWY 7 LAKE PARK 26441
$254,900 100% MEADOW CREEK CIR FARGO 2636
$254,900 100% ROSE CREEKBLWD FARGO 2014
) $274,000. 100% ROSE CREEK PKWY FARGO 5132
I Medium Importance 9 $252,500 100% 5 8 FARGO 1776
M £269,900. 100% SOUTHWOODDR — FARGO 615
$259,900 B4% 28 AVE S FARGO 2702
T $269,900. 64% 28 AVE SW FARGO 2850
$274,900 B4% 38 AVE CIR S MOORHEAL 4
$258,900. 64% MAFLEWOOD CT ~ FARGO 3356
High Importance 16 $259,900 £4% MEADOW CREEK DR FARGO 5014
$273,900. 64% OAK CREEK DR FARGD 4476
$268,900. 64% PRAIRIEWOODDR FARGO 190
it $268,500 36% 6 AVE S CASSELTO 651
$275,000. 36% 167 AVE SE KINDRED 5253
$262,500 36% 26 AVE S FARGO 2008
. $250,000. 36% 26 AVE 5 FARGO 3014
Very High Importance 25 $263.665 36% 26 AVE 5 FARGO 2713

To add the Relevancy field to a view

Required 1 Add the relevancy field like you would any other,

by dragging the field from the Field Chooser to the
view. For detailed instructions on adding fields to
Comparison Views, see page XX, for detailed
instructions on adding fields to Reports, see page
Relevancy database field XX. For instructions on adding fields to List Views,
see page XX in the Beginner’s Guide to Kinnexus.

[ =

The Field Chooser contains a Relevancy field. Add-
ing the Relevancy field to a view containing rele-
vancy search results shows you how well each
search result matches the relevancy search criteria.

The Relevancy field displays the percentage of
points each listing received compared to the total
available points. For example, if a property meets all
the relevancy search requirements, the relevancy
field displays 100% for that listing. Listings that
don’t match the search and relevancy criteria as well
receive lower percentages, such as 74%, or 30%,
depending on the relevancy points they received.



Searching data types

Each search criteria field, whether on a Wizard or
Search Criteria Form, is designed to accept criteria
of a certain data type. There are several different
types of data you can enter in Kinnexus search crite-
ria fields. Search data types include numbers, dates,
text, list boxes, feature boxes, and Boolean fields.
Entering criteria for each data type is different. The
following section defines each data type and tells
you how to enter criteria for each one.

Numbers

Two different controls allow you to search numbers:
the range control and the text box. The range control
allows you to put a minimum value in the left box,
and a maximum value in the right box. Range con-
trols are not available on the Search Criteria Form.

Price |1 75000 Tao |2DDDDD

Range control

A text box has only one field and allows numbers
and expressions to be used as criteria.

Strest IHosewood

Text box

Below are some examples of how numbers and
expressions can be used in text boxes. More infor-
mation on expressions can be found in the Expres-
sions chapter, page XxxX.
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Listings over $500,000 > 500000
Listing over $100,000 and under (this > 100000) && (this <
$200,000 200000)

Listings where current price is
greater than the initial listing
price

current price > listing.listprice

Numbers

Note: When entering numbers as prices, you don't
have to type the currency sign or commas. If the field
has been designated a currency field, Kinnexus
automatically fills in the dollar sign and commas for
you.

Text

Text can be entered into text boxes. To enter text,
you simply click in the field and type the desired
characters. However, using text as a search criteria
can be complicated because to a database, Maple
Street and Maple St. are different streets. To help
you search text effectively, you can use an asterisk
(*), or ‘wild card’. Placing an asterisk at the begin-
ning and end of the search text tells Kinnexus,
"Look for this pattern somewhere in the field."
Below are some examples of how the wild card can
be used when searching text.

To get this Enter this in Price field
Listings between $100,000 and 100000-200000
$200,000

Listings less than $200,000 <200000

Numbers

: Enter this in :
To get this Street field Possible matches
All Listings on *King* King Drive, King Dr.,
King Drive King Street, Buckingham
Rd., Kingsbury
All Listings on *King*, *Cedar*, King Drive, Cedar Ave.,
King, Cedar, or *Sher* Sherman, Shertliff,
Sherwood King's Court
Text
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Enter this in

Street field Possible matches

To get this

All listings begin- King*
ning with King

King Lane, King's Court,
King Street, Kingsbury

Text

Dates

Kinnexus allows you to search for specific dates and
date ranges. Dates can be entered into text boxes.
Below are some examples of how to search for
dates.

To get this Enter this in Sold Date field

Listings sold from Oct. 1 to Dec. 10/1/99 - 12/31/99

31,1999
Listings sold since November 1 >Nov 1
Listings sold in the last three current-3m
months

Dates

Note: If you don't enter a year value when entering a
date, Kinnexus assumes you are searching the cur-
rent year.

List Boxes
A list box presents a list of checkbox options. When
searching list boxes, you designate which list box

items you want to search for. You can select as many
checkboxes as you want.

Elementary School

[] none ﬂ
¢ Antioch

[+ Bagdad

[] Baker

[+ Bemyhil

[] Blugwater

¢ Bob Sikes

[ Callaway ;I

List box

Feature Boxes

The feature box interface is similar to the list box
interface, but there are three states to feature box
checkboxes. Clicking a checkbox changes the type
of mark in the box.

Feature What it means Search function
[ PouchCovered | | have no preference on Does not affect the
this feature. search
o PochCovered | | definitely want this All search results will
feature have this feature
W Porch Covered | definitely don't want No search results will
) this feature have this feature

Feature boxes

Match control

A match control appears at the top right corner of
every feature box. Using the match control, you can
designate how many of the selected items in a fea-
ture group the search must match.

You can have Kinnexus match 1, 2, 3, or All
selected items in a feature box. If All is selected, a



property has to meet all the feature box criteria in
order to be included in the search results. If 1 is
selected, only one of the selected features in the fea-
ture box has to match.

To select a match control value:

1 Click the match control until the desired value

displays.

|Htenior Features

4

[ Atrivrm

[] Furnighed: Mone
[] Furnighed: Some
[] Guest Clirz

[] Handicap Provizions
[ Eitlzland

[ Lighting: Receszed

Boolean fields
Boolean fields contain only one feature checkbox.

2

"l

Match control

-

Feature

What it means

Search function

[ Porch Covered

I have no preference on

Does not affect the

this feature. search
o PochCovered | | definitely want this All search results will
feature have this feature
W Porch Covered | definitely don't want No search results will
) this feature have this feature

Boolean
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Chapter 3

Views

Views

Views are convenient, easy-to-read formats for
viewing data in Kinnexus. Some views are tailored
for clients, while other views are geared towards the
Realtor. This chapter gives you an overview of how
views are created, stored and managed.

In total, there are four different views: View Portfo-
lio

List Views

List Views present data in rows and columns that
you can select, edit, and group. A list of search
results is an example of a List View.

List Price
List Price

#Batr #Bedroo Y Street

32 Total items in Temporary Residential Search
$149,900 2 071300  FARGO 45 AVEN

$149,900 3 0741300 BARNESYILLE SE 10
$139,300 2 07/13/00 FELTON RR 1 BOX 106
$129,900 1 07/13/00 PELICAN RAPIDS RT 3 BOX 230
$129,900 3 07/13/00 MOORHEAD 5191/2
$129,900 2 0741300 FARGO 25 AVE 5
$129,900 3 07A13/00 FARGO 510
$129,900 2 07/13/00 FARGO PLUMTREE RD
$126,000 2 071300  WEST FARGO WA
$126,000 3 07/13/00 FARGO 516
$125,000 2 07A13/00 FARGO 521
$125,000 2 07A13/00 FARGO 523
$113,900 3 07/13/00 WHEATLAND SE 30
$130,490.62

List View

Comparison Views

Comparison Views combine the functionality of a
List View with the presentability of a Report. Com-
parison Views resemble List Views in that they let
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you select, edit, and group information, and resem-
ble Reports in that they are attractively laid out for
distribution to potential buyers. Items in a Compari-
son View are displayed in rows horizontally, rather
than vertically in columns.

#Baths
# Bedrooms
L) |Photo (Main
# Baths
# Bedraoms
Photo (Main
#Baths
#Bedrooms
Phota (Main
#Baths
# Bedrooms
Photo (Main
# Baths
# Bedraoms
Photo (Main

mEngbml{mmigmmEmm
{ £F BE- BN 28 25
z

# Baths

Comparison View

Presentation Views

A Presentation View is really several different views
combined into one view. For example, a Presenta-
tion View might contain a List View, a Report, and a
Comparison View. A Presentation View presents
each view separately, but lets you add title pages,
tables of content, and boilerplate forms to tie the
views together. Presentation views are convenient
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for longer, detailed presentations and are commonly
used in MLS books and CMA packets.

(Current Dataset)

B &

THlePage  Residentisl Search Table of Cortents
Resuts List View

Presentation View

Report Views

Reports allow you to present property information to
potential buyers in attractive and useful ways. Using
the Kinnexus Report Editor, you can create custom
flyers, data information sheets, and other reports for
your customers

Sam Houston Realty
Bill Bradey—Your friady negrbertped Agart

Property Specifications

Bedrooms: 3

House Size: 1900
Patio/Deck Level:NA
Style: 3 Story

Lot Size: APPROX 2 ACRES
List Price: $135,900.

Report view

Wizard Views

Wizards help you perform particular tasks in Kin-
nexus. For example, a search Wizard leads you
through the steps of a running a search. A listing

Wizard takes you through the process of adding a
listing.

>l =y Res Search

MLS #[ Street |
Price [$250.000. To [$275,000. City

Lastod [

(20 [-F THUF] ~]

Wizard view

View Portfolio

The View Portfolio contains all the views to which
you have access. Next to each view in the portfolio
the view's dataclass and security access appears.
Double-click on any view to open it. You can right-
click any view in the portfolio and open the view's
properties dialog. Views in the View Portfolio are
displayed in tree form. To see the views that are in
categories, you need to open the view's category
folder by double-clicking it.
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3 Select the desired view type from the View Type
window.

|:| Commercial Search [ Dataclass: Commerciall [Personal] )
5 CreationWizards > E=R=p 1 NETAVEY

View Type:

[ Cross-Property Type (Search] [ Dataclass: Comman Listing) [Fersonal]
[] Default List View  Dataclass: Commen Listing) [Personal]

(] Default List View [ Dataclass: History) [Persanal]

(] Default List View [ Dataclass: Mapi Folder] [Personal]

(1 Default List View [ Dataclass. Search] [Persanal]

(] Default List View | Dataclass. User) [Personal]

{2 Don't Know

[ Flyer Standard [ Dataclass: Land] [Personal]

[ Land Search [ Dataclass: Land) [Fersanall

[ Mulitamily Data Entry { Dataclass: MuliFamil) [Fersanal]

[] My First Report [ Dataclass: Fiesidental) [Personal]

[] Photo Flyer { Dataclass. Residential) [Fersanal]

[] Fes 4l Fields [ Dataclass: Fiesidential) [Personal]

[ Fes Flyer 2 Dataclass. Residential) [Fersanall

[] Fes Flyer Standard [ Dataclass: Residential] [Fersonal] :

[ Fes Search Form [ Dataclass: Residential) [Fersonal] 4 Click the Next button.
{2 Rees Status Change Wizards

Comparison views display information in a vertical
compaiison format popular with Chiés

[F] Res Test Dataclass: Residential) [Personal] i -

B Hes\dent‘ialDe:ta Enlry[Dala:\lass Riesidential] [Personal] 5 CIICk the Category drop down menu and Sele(_;t a

£ e Rl i Vs category from the drop-down menu, or you can click

g S Dt Rebasa Fasone] the Category field and type a new category if you

)|:|( TeAFan Dl FerPerend would like the view to be assigned a category. Leav-

§ Tt Pt fon 1 (Dt s oril Pl ing the Category field blank means that the view will
e ataclass: Commercial) [Personal . . . -

[5] Tesing Form 2  Ditortass: Form [Fersonal show up independently in the View Portfolio.

[E] User [ Dataclass: User) [Personal]

Selecting a category places the view in a category
folder in the View Portfolio.

6 Click in the Description field and enter a
. . description for your view. This description becomes
Creating a new view the name of the new view.
You can create a new view in Kinnexus at any time. . )
7 Select a dataclass for the view from the View

Most users will have the ability to create new views, . . . .

o ) o Dataclass window. The view you are creating will be
although it is possible that your system administrator available only for the dataclass you select on this
has disabled the Create View icon. step.

8 In the Availability Status window, select those
data types you would like available for viewing with
1 Click the Tools tray tab. the Presentation View. The Availability Status
2 Click the Create View icon. The New View Wiz- checkboxes represent types of data you can view in
ard appears. Kinnexus, such as data entry, search result, and
search criteria data. For example, if you select the
o Search Results Summary checkbox, the view you

To create a new view:
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are creating will be available when you are viewing
search results.

X1 == E NEREY

Category: [Fiesidential Search Results =]

vien Secuiy.. |

Deserpiion: [Fesidential Comparisn Viers

View dataclass:

View Availabilty
Commercial s

Comman Listing
Contact

Fomn

Land
bhuliFamily
Public Fecards
Rlesidentia
User

9 Click the Save button. Your new view saves in
the View Portfolio.

VIEW PROPERTIES

Report Properties E

Editing existing views

You can edit the properties of any existing view to
which you have adequate security access. For exam-
ple, you can change the name or width of a view.

To edit an existing view:

1 Click the Tools tray tab.

2 Click the View Portfolio icon.

3 Select the view you want to edit.

4 Click the Properties button on the Next Step
Bar.

A—— Categony: rurna

j Security... |

B —— Description: Iframe2

Awailability Status:

[ Data entry report

4 Search result repart

[ Search criteria report
[ Search result report listz
[ Data entry report lists
[ Search result summary
[ Data entry summary

ﬂ Borders

Cancel |

A Change the view's category by clicking the Category

drop-down arrow and selecting the desired category from
the drop-down menu.

B Change the view's description by clicking in the descrip-

tion field and typing a new description.

C select different availability status options by placing and

removing checkmarks next to the desired checkboxes.

Deleting views
You can delete any view to which you have adequate
security access.

D Change the view's width and height by typing the desired
values in the Width and Height fields. Width and height are
measured in inches.

E Change the view's border settings by clicking the Borders
button.

To delete a view:
1 Click the Tools tray tab.

2 Click the View Portfolio icon.



3 Select the view you want to delete.
4 Click the Delete button on the Next Step Bar.

Copying views

It is very possible that you will come across a view
that has some, but not all, the elements that you
need. Instead of creating a new view containing all
the desired elements from scratch, you can make a
copy of the view. A copy is an exact replica of the
view. Since the copy is identical to the view you
copied it from, you can preserve the elements you
want, and make changes and additions. For example
you can add, remove, and rearrange the fields, or
change the font settings.

When you make a copy, the copy is saved in the
View Portfolio as Copy of followed by the name of
the view you copied. For instance, if you copy a
view called Residential Flyer, the copy is saved as
Copy of Residential Flyer.

To copy a view:
1 Click the Tools tray tab.
2 Click the View Portfolio icon.

3 Select the view you want to copy.

Commercial Forms

|:| Commercial [Long Search) [ D ataclass: Commercial] [Personal]
|:| Commercial [Medium] [ D ataclazs: Commercial] [Perzonal]
R Cornrmercial [Short Forrn) [ Da ommercial] [Personal]
|:| Commercial D ata Entry [ Dataclazs: Commercial] [Personal]
|:| Commercial D ata Entry Leasing [ Dataclazs: Commercial] [Personal]
|:| Commercial/lndustrial Book, [ D ataclass: Commercial] [Personal]

|:| Commercial/lndustrial Sold Book [ D ataclass: Commercial] [Personal]

------ |:| Phota Overview [ Dataclazs: Commercial] [Personal]
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4 Click the Copy button on the Next Step Bar.

Current View Indicator

The Current View Indicator on the Action Bar tells
you at a glance the name of the view that is currently
displayed in the main window. If you click the Cur-
rent View Indicator, a complete list of the views
available for viewing the current data displays. To
select a different view in which to display the data,
you can simply select a view from the Current View
Indicator list.

To select a new view using the Current View Indi-
cator:

1 Click the Current View Indicator.

16 AVE SW 3439 Active

T6AVE 5 1319 Active
"

nnnnnnnn 2an1 JE.

View modes

There are two different modes in which you can dis-
play a Kinnexus view: Draft Mode and Preview
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Mode. Draft Mode fits as many properties or fields
on the screen as is possible. The only constraints are
the size of the screen and the zoom being used. Pre-
view Mode is like Print Preview in Windows. It lets
you preview what the view will look like when
printed.

The mode is determined by the View Mode button
on the toolbar. It is located left of the Current View
Indicator.

To change the view mode:

1 Click the View Mode button. A pop-up menu
displays containing Draft Mode and Preview Mode.

AVE Sy 3439 Active
AVE 3 1319 Active
NIE QT 2an1 Artive

Printing views

You can print any Kinnexus view. Clicking
File>Print or clicking the Print button bring up the
Print dialog, where you can select a printer, page
range, and number of copies.

Note: Kinnexus pages are very graphics intensive,
and may take a while to print. The more graphics on
a page, the longer it will take to print.

To print a View:
1 Open the view you want to print.

2 Click File>Print or click the Print button on the
action bar. The Print dialog will appear.

Print K
 Piter
N [T Praperties
Status Drsfault printer: sy
Type HP Laseret BLPCL
where,  LPT1
Comment
- Print rang Copi
(] Number of copies: |1 =3
(e e '!
I | Colate
1 Selection
& s all s ;
£ Includs selscted 1ows omal
Cunent Repor -
™| Hormal I | Greer ity || Lot Aeeet) =l
™ Selectsd T el bigklioh | Page Lapout
I= | Redlnedows = | Bed gkt (Cunent Layout) -

3 Select the desired printing settings.
4 Click OK.

Kinnexus print settings

While printer selection, page range and number of
copies are standard print settings, the Kinnexus Print
dialog contains some settings that are unique to Kin-
nexus. These settings are:

* Page Layout

« Highlighter Selection

» Format

Printing page layouts

When you are ready to print a document, you can
simply open the Print dialog and click OK. The doc-
ument will print with the current page layout. If you
wish to change the current page layout before you



print, there is a Page Layout control on the Print dia-
log.

To select a page layout from the Print dialog:
1 Open the document you wish to print.

2 Click File>Print or click the Print button on the
action bar. The Print dialog box appears. The name

of the currently selected page layout displays in the
Page Layout field.

3 If you wish to select a different page layout for
the document you are printing, click the Page Lay-
out drop-down arrow and select the desired page
layout from the drop-down menu.

4 When you are ready to print, click the OK but-
ton. The selected page layout prints with document.

Print specific highlighter colors
You can use highlighters to select specific records

for printing. For example, if you have a List View in
which some rows are highlighted yellow, you can
print just the rows highlighted in yellow.

To print specific highlighter colors:

1 Click the File>Print or click the Print button on
the action bar. The Print dialog box appears.

2 Select the Include Selected Rows radio button.
The highlighter checkboxes will enable.
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3 Place a checkmark next to each highlighter color
you want printed.

Print 2]
Mame:  |HP Lasenlet BLPCL =] Propetties
Stalus:  Default printer; Ready
Type:  HP Laselet 6L PCL
where:  LPT1:

Comment:
(- Ptint rang Copit
=4l Nurber of copies: 1| =]
£ Fages fiomy lic) -!
I Collse
€1 Geleotion
 Inchude all raws
& Include selected 1ows |F E’mat — |
I~ Homal % Green highlght | 11" Fepor]
I~ Selected [ ‘Yellow highlight | Page Layout
I Redined iows [ Fied highiight | [(Current Layout) =l
Carcr

4 Click the OK button. The records highlighted in
the colors you selected are sent to the printer.

Print format

From the Print dialog, you can choose a different
printing format. For example, let’s say you have the
Print dialog open and a List View created by the sys-
tem administrator in the main window. By changing
the Format setting on the Print dialog, you can print
the view in a Comparison View you have created, or
in any other available format, even though you still
have the system administrator’s List View in the
main window.

To change the Print format:
1 Click File>Print.

2 Click the Format drop-down menu. A list of
available formats displays.

3 Select the desired format from the drop-down
menu.

4 Click OK.
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Emailing views
If your Kinnexus server is attached to the Internet,
you can email any Kinnexus view as an attachment.

To email a view:

These instructions assume that a view is currently
open.

1 Press the Send button on the Action Bar. The
Mail Attachment Properties dialog appears.

2 Click the Attachment Style drop-down menu
and select the desired attachment type. (for descrip-
tions of the attachment types, see pageXX.)

3 Ifthe view you are sending is a List View or
Comparison View, and you want to send only certain
listings in the view based on highlighter color, click
the Include Selected Rows radio box. Place check-
marks next to each highlighter style you would like
included in the attachment.

4 If desired, choose a different format into which to
display the view by clicking the Format drop-down
arrow and selecting the desired view.

M ail Attachment Properties
Altachment Styls
[Atach HTML with server photos |
© Include all rows
& Includs sshectsd roms FTD”"a‘C v |
" B
™ Nomal ™ Green highlight S5t ampare View
[ Selected  # Yellow highliaht | Page Lapout
™ Redined rows ¥ ed highiight [iCunent Layout) |

5 If desired, select a different page layout for the
attachment by clicking the Page Layout drop-down
arrow and selecting the desired page layout.

6 Click OK. A blank email message containing the
current view as an attachment appears.

7 Complete the email message as if it were any
other email message: Type an address, subject line

and any message you want to send with the attach-
ment.

8 When you are ready to send the message, click
the Send button on the email message. Your mes-
sage, including the attachment, will be sent to the
addressee.

Export view data to a dif-
ferent format

Kinnexus lets you copy data from a view and place it
in another format. For example, you can take data
from a list view and place it directly into a Microsoft
Excel spreadsheet without you having to retype a
single line. You can also save your data in the native
format of Top Producer, as an HTML document, or
in plain ASCII text format. The process of placing
Kinnexus data in an outside format is called export-

ing.

Common file export formats

The list below contains descriptions of common file
export formats. Your system administrator can add
other file export formats as they become available. If
you are exporting to a 3rd-party format, (e.g., Top-
Producer, Realty Tools, Online Agent, Real Edge)
and you are not sure which export format to use,
contact the 3rd-party vendor.

HTML Web browsers read HTML documents.
Selecting this option copies the current view and
associated data to a web page.

ASCII text ASCII text is a standard DOS text file.
Selecting this option saves a copy the current view
and associated data as a word processing document.
This option is available only for List Views.



Microsoft Excel Spreadsheets Selecting this
option imports the copied view data directly into a
Microsoft Excel spreadsheet. This option is avail-
able only for List Views.

Top Producer Tag Format Selecting this option
saves the view data in the native format of Top Pro-
ducer. This option is available only for List Views.
Kinnexus Tag Format All Kinnexus servers can
share data between servers. This format helps sys-
tem administrators move data from one server to

another. This option is available only for List Views.

Pictures This option saves all selected photos in a
view to a specified directory. The native format is

ipeg.

Exporting data

The Export Format dialog box helps you get Kin-
nexus data into another program. You can view the
Export Format dialog by clicking File>Export. The
following directions show you how to export your
data using the Export Format dialog.

To export Kinnexus data to an outside format:

To export data to an outside format, a view must be
displayed in the main window.
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1 Click File>Export. The Export Format dialog
appears containing a list of the export formats avail-
able to you.

Eaport Format Dialog

Clase

HTML Document
Microsoft E xcel

& Inchude al rows

© Inchude selected iows

I | Greenfiatfiatt I | Redined iows
I | Vel gttt IS P fichictied
I | Fied gl

2 Select the desired export format.
3 Do one of the following:

4 If you wish to export all rows in the current
view, select the Include All Rows radio button.

5 If you have highlighted rows in the current List
View or form view and wish to export only high-
lighted rows, select the Include Selected Rows radio
button. Once you click this radio button, several
checkboxes below will enable. Click in the check-
box or checkboxes that describe the rows you wish
to export.

6 When you have selected the information you
wish to export, click the Export button. A Save As
dialog opens.

Note: If you selected Microsoft Excel as your export
format, the Save As dialog will not appear. Microsoft
Excel will simply open a spreadsheet containing the
exported information. You may then save the docu-
ment using Microsoft Excel’s save command.
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7 Click the Save in drop -down arrow and select the
location where you want the document saved.

Save As 2
Save in; | =4 95 j ﬂ

ocuments
_gj by Computer
=5 3% Floppy (&)
(=]
[ Program Files
(21 Common Files
2 System
1 Mapi

1033 _
File name| [:Ia %5 Save
& 000213_2143 (D) ﬁ
= - Cancel |

2 Mapping on Francisca' [M:)
I Y.

Lo bloill il nd

Save az |

i

8 Inthe File name field of the Save As dialog, type
a name for your document.

9 When you have selected a name and location,
click the Save button on the Save As dialog box.
The document containing the exported information
saves to the location you specified. You can open the
document and edit it as you wish.

List Views

List Views present data in columns and rows. Kin-
nexus gives you a great deal of control over the data
in your List Views. Using Kinnexus functionality,
you can:

» Change the appearance of data in List Views by
changing the font settings and using highlighters

« Alter List View organization and functionality
through grouping and applying mathematical func-
tions

Creating a List View

To create a List View see Creating a new view on
page XX.

Manipulating List View col-
umns

In this section you will learn some advanced meth-
ods for manipulating columns in a List View. If you
do not find the information you need in this section,
check the Column Manipulation chapter in the A
Beginner's Guide to Kinnexus. The instructions in
this section assume you are looking at a List View.

Rename column headers

By default, the name of the field you dragged from
the Field Chooser when adding the column is also
the name of the column header. Once you have
added the column, you can change the column
header name to anything you want.

To rename a column header:

1 Right click the column header you would like to
rename.

2 Select Properties from the right-click menu. The
Column Settings dialog appears.

3 Click in the Description field. Delete the old col-
umn header name and type in the name you desire.

Column Settings E

Description: IPTiCEI

Expression: IEommon.price

Totals type: INone j
Alignment: IDefauIt j
Farmatting: IDefauIt j
Farmat: I
widh: [097
Cancel |

4 Click the OK button.



Change column alignment
The data in any List View column can be right justi-
fied, left justified, or centered.

To change column alignment:

1 Right-click in the column you would like to
realign and select Column Settings from the right-
click menu. The Column Settings dialog appears.

2 Click the Alignment drop-down box.

3 Select the desired alignment from the drop-
down menu.

Column Settings E

Diescription: IF'ric:e

Expression: Ifoice.description

Tatals type: I MHone

[
[ |

Alighment: IDefauIt

Farmatting:

¢ | Fight

Farmal
Certer

Width: |

Cancel |

4 Click OK.

Column width
You can change the width of any column in a List
View.

To change column width:

1 Right-click on the column whose width you want
change.

2 Select Column Settings from the right-click
menu.

3 Click in the Width field and type in the desired
width for the column. Width is measured in inches.

4 Click the OK button.
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Changing List View
appearance

You can control the font, font size, and font color of
data in List Views. You can also set spaces between
lines and determine which data you want to display
or hide.

List View fonts

There are two kinds of text in a List View: row text
and totals text. Row text is the actual information in
the columns. Totals text appears at the top and bot-
tom of the columns and gives you totals information
about all the records in a column. Mathematical
functions, such as average and sum, are considered
totals text. Although you change font settings for
row text and totals text separately, you will use the
Font Format dialog in both instances. The only dif-
ference between setting row fonts and totals fonts is
how you get to the Font Format dialog.

To open the Row Font Format dialog:

1 Right-click the List View and select List View
Properties from the right-click menu. The List View
Properties dialog appears.

2 Click the Row Font button. The Font Format
dialog appears. If you are unfamiliar with Font For-
mat dialog controls, see chapter XX.

% Row Font

To open the Totals Font Format dialog:

1 Right click the List View and select List View
Properties from the right-click menu. The List View
Properties dialog will appear.
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2 Click the Totals Font button. The Font Format
dialog appears. If you are unfamiliar with Font For-
mat dialog controls, see chapter XX.

% Totals Font

Display/Hide List View data

Kinnexus lets you choose whether to display or hide
List View information. By default, both row text and
totals text are always displayed. However, when pre-
senting data in List Views, you may want to display
only row text information, or only totals informa-
tion. The following sets of instructions will show
you how to display and hide List View data.

To display/hide rows

1 Right-click the List View and select List View
properties from the right-click menu.

2 Locate the Display Rows checkbox. If there is a
checkmark in the checkbox, it means that row text is
currently displayed. To hide row text, remove the
checkmark by clicking the box. Simply click again
in the box to replace the checkmark and display the
row text again.

W Dizplay Rows

3 Click OK.

To display/hide totals
1 Right-click the List View.

2 Select List View Properties from the right-click
menu.

3 Locate the Include grand totals checkbox. If

there is a checkmark in the checkbox, it means that
totals text is currently displayed. To hide totals text,
remove the checkmark by clicking the box. Simply

click again in the box to replace the checkmark and
display the totals again.

4 Click OK.

Gridline spacing and back fill color
Gridline spacing and alternating backfill color make
viewing and reading List Views less confusing.
Gridline spacing places a line between each List
View row, making each row easier to identify and
read. Alternating back fill color allows you to apply
a color to every other row in the List View. Alternat-
ing back fill color has the same visual purpose as the
gridline spacing - it visually delineates each row,
lessening the likelihood that you will confuse data
from one row with another.

To apply gridline spacing:
1 Right-click the List View.

2 Select List View Properties from the right-click
menu.

3 Select the Gridline Row Spacing checkbox.

4 Click in the Gridline Spacing field and type the
amount of space you want between each gridline.
Gridline spacing is measured in inches.

5 Click OK.

To apply alternating back fill color:
1 Right-click the List View.

2 Select List View Properties from the right-click
menu.

3 Select the Alternating Back Fill Color check-
box.

I¥ ltemating backfil color [



4 If you want to change the back fill color, use the
color control to the right of the checkbox.

5 Click the OK button.

Using highlighters in List
Views

Highlighters let you create visual separations and
allow you to hide or show specific properties. There
are five different highlighter styles that you can
choose from: red, yellow, green, black (normal), and
strike-out.

Highlight rows
In order to highlight a row, the row must be selected.

There are three ways to select columns:

« Single row: Click a row to select it. This method
selects only a single row. If any other rows were pre-
viously selected, they will be deselected

» Multiple rows: Click each row you want to select
while holding down the CTRL key.

» Range: Click the first item in the desired range.
Hold down the SHIFT key and click the last item in
the desired range. All listings in the range are
selected.

To highlight rows:

1 Inthe List View, select the row(s) you would like
to highlight.

2 Click the Highlighters button on the Action Bar.
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3 Click the desired highlighter color from the drop-
down menu.

Un-highlight rows
You can remove highlighting from any row or group
of rows.

To un-highlight rows:
1 Select the rows you want to un-highlight.

2 Click the Highlighters button. A drop-down
menu appears that allows you to select a marker
color.

3 Click the black marker.

Hide highlighted rows
You can hide any highlighted List View rows based
on their highlight color.

To hide highlighted rows:

1 Click the Highlight Filters button on the Action
Bar.

-
-
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2 In the Marker Selection dialog, click in the
checkbox next to the highlighter color you want to
hide. The checkmark in the check box will be
removed.

Marker Selection Dialog
oK I
Cancel |

M Includs nomal items
M Include redined items
[ER nclude green items:
M Include yellow tems
o Includs red items

3 Click OK. To make the rows visible again, sim-
ply replace the checkmark in the appropriate Marker
Selection dialog checkbox.

Grouping List Views

Grouping is an advanced way of organizing List
Views. Kinnexus groups all items with similar val-
ues together under a common heading. For example,
grouping by status visually divides listings by status,
so that all of the active listings appear together, all
the sold listings appear together, etc. This section
will show you how to add, remove, reorder, and hide
groups.

Grouping Bar

In order to manage groups, the Grouping Bar must
be enabled. All the instructions in this section
assume the Grouping Bar is enabled.

To enable the Grouping Bar:

1 Click View>Grouping Bar. The Grouping Bar
appears directly above the column headers.

nt Price | De ian | Street
Current Price Description Area  Stred
51 Total items in Residential Temparary
$168,800. CCIM Q 0RR
$1658,800. CEMTURY-21 GOLD KEY B2 415
$168,8900. COMMUNITY FIRST BS 15F
$169,800. EDIMNA REALTY BB 14 B
$1658,800. NORTHERM TITLE CO E1 1844
$1658 8900, REMAN REALTY 1, INC. P g08
$168,800. COLOWYELL BANWKER 15T-FAF BS 2830
$168,800. COLOWYELL BANWKER 15T-FAF BS 2507
$167 8900, CEMTURY-21 GOLD KEY B7 3823
sl el InTulnl Tl Do el | DAkl ACT Ear D A4 0

Adding a group

Adding a group to a List View is very similar to add-
ing a column—you simply drag a field from the
Field Chooser to the Grouping Bar on the List View.
You can add up to four grouping fields. Groups on
the Grouping Bar are sorted left to right.

To add a group from the Field Chooser:

1 Find the desired field in the Field Chooser and
click it.

2 Without releasing the mouse button, drag the
field to the Grouping Bar above the column headers.

3 Release the mouse button.

4 If desired, repeat steps 1-3 to add more grouping
fields.



¥ 1f a field you want to group by is already
a column in the List View, simply drag the
column header to the Grouping Bar. Hold
down the CTRL key while dragging the col-
umn to the Grouping Bar if you want the col-
umn to be both a grouping field and a
column.

Re-ordering groups

If you have more than one grouping field in the
Grouping Bar, you can change the order of grouping
fields just like you would change the order of col-
umn headers.

To reorder grouping fields:

1 On the Grouping By bar, click the field you want
to move and drag it to the desired position on the
bar. Grouping fields are sorted left to right.

Removing groups
You can remove any group field from the Grouping
Bar.

To remove a grouping field:

1 Click the unwanted field name in the Grouping
Bar and drag it to a location about an inch below the
column headers.

2 Release the mouse button. The group disappears.

Group header/footer font settings
Changing the group header or footer text is very
similar to changing the text of the List View rows.
Header text is the common heading title that appears
above a list of grouped listings. Footers text appears
at the bottom of each grouped list.
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To change group header/footer font settings:
1 Right click a group header.

2 Select Group Properties from the right-click
menu.

3 Click the Header Font button or the Footer Font
button.

4 Select the font, font size, font color, and any spe-
cial effects you want to apply to the header or footer
text.

5 Click the OK button on the Font Format Dialog
box and the List View Properties Dialog box.

Changing group header/footer
spacing

Kinnexus allows you to add extra space above or
below a header or footer. Space above is called lead-
ing space; space below is called trailing space. Add-
ing extra space makes the List View more readable
by visually dividing the list into groups.

The grouping itself provides some visual division,
but adding some extra space before each group cre-
ates an even better effect.

To change group header/footer spacing:
1 Right-click a common heading in the List View.

2 Select Group Properties from the right-click
menu.

3 Click in the Header or Footer Leading Space
and Trailing Space fields and type the desired mea-
surements. Leading and Trailing space is measured
in inches.

4 Click OK.
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Hide common heading rows

You can hide all the rows under a common heading
in a grouped List View while leaving the summary
information displayed.

To hide common heading rows:

For these instructions you should be looking at a
List View that has at least one group.

1 Double-click the common heading name of the
rows you would like to hide. The rows under the
heading disappear.

ce | Description
Current Price Description

51 Total items in Residential Temporary

Current Price = $150,000.
$150,000. COLDWELL BANKER 1ST-FAF M
$150,000. HAWLEY REALTY P

Current Price = $151,000.

Current Price = $151,900.
$151,900. ADWANTAGE, INC., REALTOR! BS

2 To bring the rows back, double-click the group
title again.

Current Price Description Area

51 Total items in Residential Temporary

Current Price = $150,000.
$150,000. COLDWELL BANKER 15T-FAF M
$150,000. HAWLEY REALTY P

Current Price = $151,000.
$151,000. CCIM o1
$151,000. COLDWELL BANKER 15T-MHL Q

Current Price = $151,900.
$1591,900. ADWANTAGE, INC., REALTOR! BS

Hide all rows

If you are creating a statistical Report, you can
quickly hide all of the detail rows in the entire List
View and leave only the group headers and footers
displayed.

To hide all rows:

For these instructions you should be looking at a
List View that has at least one group.

1 Right-click the List View.

2 Select List View Properties from the right-click
menu. The List View Properties Dialog box appears.

3 Remove the check mark next to Display Rows
by clicking on the check mark.

v Display Rows

4 Click the OK button. All rows in the List View
are hidden, but group titles remain visible.



List View mathematical
functions

Using the mathematical functions available in Kin-
nexus, you can create custom statistical reports. You
can apply a mathematical function to any column in
a List View. There are five functions available: Sum,
Count, Average, Sum Percent, Count Percent.
Although you can apply mathematical functions to
any column, most functions are helpful only when
applied to number fields..

Function Icon What it does

Adds all values in a column. If the List
View is grouped, the sum of each
common heading appears beneath
the common heading list. The grand
total appears at the bottom of the List
View.

Sum

Finds the average value for a column.
If the List View is grouped, the aver-
age of each common heading
appears beneath the common head-
ing list, and the overall average
appears at the bottom of the List
View.

Average F
i

Counts how many entries there are in
a column. If the List View is grouped,
the number of items under each com-
mon heading is displayed at the bot-
tom of the common heading list. The
overall count of List View items
appears at the bottom of the List
View.

Count n

Determines the percent of the sum of
the items under each common head-
ing in relation to the sum of the entire
column. Most useful when grouping is
used.

Percent E

Determines the percent of the number
of items under each common heading
in relation to the entire record count.
Most useful when grouping in used.

Count Per-
wr |
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To select a mathematical function:

These instructions assume you are looking at a List
View.

1 Right-click the column header you want to apply
a mathematical function to.

2 Select Properties from the right-click menu. The
Column Properties box appears.

3 Click the Totals Type drop-down menu and
select the desired mathematical function.

Column Settings E

Diescription: ISUEEE

E xprezsion: IEommon.number + """+ Common. street

Totals bype: | Average j
Mone
Sum

Farmatting: |4¥erade
Percent

Alignment:

Farmat:

Percent Count
Width: [1.12

Cancel |

4 Click the OK button. A mathematical function
symbol appears in the column header after selecting
a mathematical function. Clicking the mathematical
function symbol in the column header rotates
through the functions.

Comparison Views

Comparison Views combine the functionality of a
List View with the presentability of a Report. Com-
parison Views resemble List Views in that they let
you select, edit and group information, and resemble
Reports in that they are attractively laid out for dis-
tribution to potential buyers. Items in a Comparison
View are displayed in rows horizontally, rather than
vertically in columns. Despite this difference in ori-
entation, Comparison Views function in much the
same way as List Views. Using Kinnexus function-
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ality, you can manage the data in Comparison Views
by manipulating rows, changing the view appear-
ance, using highlighters, and creating expressions.

Manipulating Comparison
View rows

In this section you will learn some methods for
manipulating rows in a Comparison View. The
instructions in this section assume you are looking at
a Comparison View.

Add rows

To add a column to a Comparison View, the Field
Chooser must be visible.

To add a row:

These instructions assume a Comparison View is
currently open.

1 In the Field Chooser, find the field you would
like to add.

2 Click the desired field without releasing the
mouse button.

3 Drag the cursor to the place among the row head-
ers where you want the row to appear.

4 Release the mouse button when a red line
appears.

Add a photo row

Adding a photo row is just like adding any other
field. Photo fields are found in the Other table in the
Field Chooser

To add a row:

These instructions assume a Comparison View is
currently open.

1 Expand the Other table in the Field Chooser.
2 Find the photo field you would like to add.

3 Click the desired field without releasing the
mouse button.

4 Drag the cursor to the place among the row head-
ers where you want the photo row to appear.

5 Release the mouse button when a red line
appears.

Remove a row
You can remove any row in a Comparison View.

To remove a row

1 Click the row header of the row you wish to
remove without releasing the mouse button.

2 Drag the cursor into the Comparison View win-
dow and release the mouse button.

Reorder rows
You can reorder any of the rows in a Comparison
View.

To reorder rows:

These instructions assume a Comparison View is
currently open.

1 Click the row header of the row you wish to reor-
der without releasing the mouse button.

2 Drag the cursor to the place you would like the
row to appear.

3 When ared line appears, release the mouse but-
ton.



Resize rows

You can resize a row horizontally or vertically.
However, if you adjust one row horizontally, all
rows in the Comparison View will be resized.

To resize a row:

These instructions assume a Comparison View is
currently open.

1 Place your mouse pointer over any edge of the
row header you want to resize. Notice that the
mouse pointer changes from a white arrow to a black
double-pointed arrow.

2 When you see the double-pointed arrow, hold
down the left mouse button and drag the mouse.
Depending on where you move your mouse, the row
header will become larger or smaller.

Change column height
You can adjust the height of any Comparison View
row.

To change column alignment:

These instructions assume a Comparison View is
currently open.

1 Right-click the row whose height you want to
change.

2 Select Row Properties from the right-click
menu.

3 Click in the Height field and type the desired
row height. Row height is measured in inches.

Height: ID-E?

4 Click OK.
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Rename row headers

By default, the name of the field you dragged from
the Field Chooser when adding the row is also the
name of the row header. Once you have added the
row, you can change the row header name to any-
thing you want.

To rename a row header:

These instructions assume a Comparison View is
currently open.

1 Right-click the column header you would like to
rename.

2 Select Row Properties from the right-click
menu. The Comparison View Row Settings dialog
appears.

3 Click in the Description field. Delete the old row
header name and type in the name you desire.

Description: |Main Phato

4 Click OK.

Change vertical row alignment
You can vertically align row data at the top, center,
or bottom of the row.

To change vertical row alignment:

These instructions assume a Comparison View is
currently open.

1 Right-click the row you would like to realign.

2 Select Row Properties from the right-click
menu.
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3 Click the Vertical drop-down arrow.

Description: |Maln Phato
Expression: [@Phota (0]
Westica: | Center =l
aligrmert: |20
Formatting: M
Format: |
Hegh:[027
% Font % Header Font
g Buorder g Header Border
Carce

4 Select the desired alignment from the drop-down
menu.

5 Click OK.

Change horizontal row alignment
The data in any Comparison View row can be right
justified, left justified, or centered.

To change horizontal row alignment:

These instructions assume a Comparison View is
currently open.

1 Right-click the row you would like to realign.

2 Select Row Properties from the right-click
menu. The Comparison View Row Settings dialog
appears.

3 Click the Alignment drop-down arrow.

4 Select the desired alignment from the drop-down
menu.

Comparison View Row Praperties [<]
Description: |Mam Phata
Expression: | @Phola (0]

Vettical | Center |
Alignment; | D sfaul -

Feictiig |
Flight
Fomat; Conter
Height:

T
% Font % Header Font

ﬂ Barder ﬂ Header Border
Carce
5 Click OK.

Changing Comparison
View appearance

You can control the font, font size, font color, and
style effects of data in Comparison Views. You can
also set spaces between lines and determine which
data you want to display or hide.

Comparison View fonts

There are two kinds of text in a Comparison View:
Row text and Header text. Row text is the actual
information in the columns. Header text consists of
the row names that appear to the left of the Compar-
ison View. Although you change font settings for
row text and header text separately, you will use the
Font Format dialog in both instances. The only dif-
ference between setting row fonts and header fonts
is how you get to the Font Format dialog.

There are two places you can set Comparison View
font settings. In the Properties dialog, you can set



default fonts for the entire Comparison View. In the
Row properties dialog, you can change the font set-
tings for individual rows.

To open the Row Font Format dialog:

These instructions assume a Comparison View is
currently open.

1 Do one of the following:

» To change the font of just one row in the Compar-
ison View, right-click the row whose font you want
to change and select Row Properties from the right-
click menu.

 To change the font of all the rows in the Compari-
son View, right-click anywhere in the Comparison
View and select Properties from the right-click
menu.

2 If you are changing the font of just one row, click
the Row Font button. If you are changing the font of
each row, click the Default Font button. The Font
Format dialog appears. If you are unfamiliar with
Font Format dialog controls, see chapter XX.

% Font % Default Fant

To open the Header Font Format dialog:

These instructions assume a Comparison View is
currently open.

1 Do one of the following:

 To change the font of just one header in the Com-
parison View, right-click the header whose font you
want to change and select Row Properties from the
right-click menu.

 To change the font of all the headers in the Com-
parison View, right-click anywhere in the Compari-
son View and select Properties from the right-click
menu.
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2 If you are changing the font of just one header,
click the Header button. If you are changing the
font of all the headers in the Comparison View, click
the Default Header button. The Font Format dialog
appears. If you are unfamiliar with Font Format dia-
log controls, see chapter XX.

% Header Font % Default Header Font

3 Click OK.

Alternating backfill color

Alternating backfill color makes viewing and read-
ing Comparison Views less confusing by allowing
you to apply a color to every other row in the Com-
parison View. Alternating backfill color visually
delineates each row, lessening the likelihood that
you will confuse data from one row with another.

To apply alternating back fill color:

These instructions assume a Comparison View is
currently open.

1 Right-click the Comparison View.
2 Select Properties from the right-click menu.

3 Select the Alternate Backfill Color checkbox.
W Alternating backill color II:l |

4 If you want to change the backfill color, use the
color control to the right of the checkbox.

5 Click OK.
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Page break with each line
Comparison Views consist of horizontal rows of
reports. It is possible, using the Page Break With
Each Line checkbox, to print only one row of reports

per page.

To set a page break with each line:
1 Right-click the Comparison View.
2 Select Properties from the right-click menu.

3 Place a checkmark in the Page Break With
Each Line checkbox by clicking it.

¥ Page break with each line

4 Click OK.

Report width

You can adjust the width of the reports contained in
each Comparison View row. You can make the
reports wider for emphasis, or you can make them
narrower so more reports fit on the page.

To adjust Report width:

These instructions assume a Comparison View is
currently open.

1 Right-click the Comparison View.
2 Select Properties from the right-click menu.

3 Enter the desired Report width in the Report
Width field. Report width is measured in inches.

Report ‘width: I'I 22

Spacing between reports
You can adjust the space between Report rows.

To adjust spacing between Report rows:

These instructions assume a Comparison View is
currently open.

1 Right-click the Comparison View.
2 Select Properties from the right-click menu.

3 Enter the desired space in the Spacing Between
Reports field. Space between reports is measured in
inches.

Spacing between reports: |-5

4 Click OK.

Borders

You can place borders around row headers and data
rows. The only thing difference between adding bor-
ders to row headers and data rows is how you get to
the Borders dialog.

To open the Header Borders dialog:

These instructions assume a Comparison View is
currently open.

1 Do one of the following:

 To set a border for just one header in the Compar-
ison View, right-click the header for which you want
to set a border and select Row properties from the
right-click menu.

 To set a border for all the headers in the Compari-
son View, right-click anywhere in the Comparison
View and select Properties from the right-click
menu.

2 If you are setting a border for just one header,
click the Header Border button. If you are setting a
border for all the headers in the Comparison View,
click the Default Header Border button. The Bor-



ders dialog appears. If you are unfamiliar with Bor-
ders dialog controls, see chapter XX.

ﬂ Header Border ﬂ Default Header Border

To open the data row Borders dialog:

These instructions assume a Comparison View is
currently open.

1 Do one of the following:

 To set a border for just one data row in the Com-
parison View, right-click the row to which you want
to add a border and select Row Properties from the
right-click menu.

 To set a border for all the data rows in the Com-
parison View, right-click anywhere in the Compari-
son View and select Properties from the right-click
menu.

2 If you are setting a border for just one header,
click the Header button. If you are setting a border
for all the headers in the Comparison View, click the
Default Header button. The Borders dialog appears.
If you are unfamiliar with Borders dialog controls,
see chapter XX.

Using highlighters in Com-
parison Views

Highlighters let you create visual separations and
allow you to hide or show specific reports in a Com-
parison View. There are five different highlighter
styles that you can choose from: red, yellow, green,
black (normal), and strike-out.
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Selecting Comparison View records

In order to highlight a Report, the Report must be
selected. There are three ways to select reports:
 Single Report - Click a record to select it. This
method selects only a single record. If any other
records were previously selected, they will be dese-
lected

» Multiple Report -Click each Report you want to
select while holding down the CTRL key. Click
again on a Report to deselect it.

» Range - Click the first record in the desired range.
Hold down the SHIFT key and click the last record
in the desired range. All records in the range become
selected.

Highlight records

To highlight records:

These instructions assume a Comparison View is
currently open.

1 Inthe Comparison View, select the record or
reports you would like to highlight.

5

#Baths. 3 3 ! 2 4
# Bedrooms 5 5 3 3
) [Phato (Main ) ! 25 ﬁ
# Baths 2 2 2 2
# Bedrooms 2 3 8 2
Photo (Main e ﬁ! m y
# Baths ! 2 2 i
# Bedrooms 3 4 2 4
Photo (Main m 2 'a' ] 5
# Baths 2 3
# Bedrooms 2 3

§
&

#Bedrooms 4 4

Photo (Main m

#Baths 2 3

2
Photo (Main b b g
#Baths
5
2

2 Click the Highlighters button on the toolbar.
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3 Click the desired highlighter color from the drop-
down menu.

# Baths
# Bedrooms 5

Photo (Main béoud
# Baths 2

# Bedrooms 2

Phota (Main A
HEAlns T

# Bedrooms 3

Photo (Main m

# Baths 2

Un-highlightrecords
You can remove highlighting from any record or
group of records.

To un-highlight reports:

These instructions assume a Comparison View is
currently open.

1 Select the record or records you want to un-high-
light.

2 Click on the Highlighters button. A drop-down
menu appears that allows you to select a marker
color.

3 Click the black marker style.

Hide Highlighted records

You can hide any highlighted records based on their
highlight color.

To hide highlighted records:

These instructions assume a Comparison View is
currently open.

1 Click the Set Highlight Filter button.

2 Click in the checkbox next to the highlighter
color you want to hide. The checkmark in the check
box disappears.

Marker Selection Dialog E
oK I
Cancel |

# Includs nomal items
M Include redined items
BRI nclude green items:
M Include yellow tems
o Includs red items

3 Click the OK button. To make the records visible
again, simply replace the checkmark in the appropri-
ate Marker Selection checkbox.

4 Click OK.

Reports

Reports allow you to present property information to
potential buyers in attractive and useful ways. Using
the Kinnexus Report Editor, you can create custom
flyers, data information sheets, and other reports for
your customers. The Report Editor also allows you
to modify existing reports, granted you have ade-
quate security access. Kinnexus gives you compete
control over the size, layout, and content of your
reports.

This chapter will show you how to:

 Create a new Report resource and modify an
existing Report

< Add, remove, and size Report pages
« Manipulate Report frames
< Add text, map, and graphics fields to the Report

< Add borders around reports, pages, frames, and
paragraphs



Creating a new Report
resource

The first step in designing your own custom Report
is creating the Report resource. Once the resource is
created, you can add pages, frames, text, maps, and
graphics to the Report. For instructions on how to
create a new Report resource see Creating a new
view on page XX.

Modifying an existing
Report

You can modify a Report that has already been cre-
ated using the Report Editor. Modifying an existing
Report can save you a lot of time. For example, per-
haps you like the layout of an existing Report, but it
doesn't contain all the fields you need. If you have
adequate security rights, you can add fields to the
existing Report, while maintaining the same basic
layout. Your security rights will appear between
brackets to the right of each Report in the Presenta-
tion Portfolio. See Sharing Resources on page XX
for an explanation of the different security levels.

To modify an existing Report:
1 Click the Tools tray tab.

2 Click the View Portfolio icon. The View Portfo-
lio will open.

3 Find the Report you want to modify in the View
Portfolio window and double-click it. The selected
Report opens.

4 Make the desired changes to the Report.

5 When you are through modifying the Report,
click the Save button on the toolbar.

« If you have Write Access to the Report you are
modifying, your changes will be saved.
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« If you have Copy Access to the Report you are
modifying, you will be prompted to save the Report
under a different name.
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tion tells you what each button on the Report toolbar
does. See the page number referred to in the illustra-
tion for instructions on how to use each command.

Report toolbar

Reports in the View Portfolio have a unique tool bar.

The Reports toolbar contains commands for design-
ing and formatting reports. The following illustra-
REPORT TOOLBAR

J 5 pt Book Arial

+ 46

B I
\

u
|

£
A ;

A Lets you change the style of the selected text. Page XX.

B Allows you to change the font of the selected text. Page XX.
C Lets you change the font size of the selected text. Page XX.
D Allows you to change the color of the selected text.

E Changes the font effects for the selected text. Page XX.

F Changes the alignment of the selected text. Page XX.

Report pages

You can adjust Report pages to best meet your
needs. You can add and remove Report pages, adjust
the page size, and add a page border.

Adding pages

By default, reports have only one page when they
are created. When you have more information than
can fit on one page, you can add one or more addi-
tional pages to your Report until you have sufficient
room for your data presentation.

To add a page:

These instructions assume that the Report you want
to add a page to is open.

\
E

Tk

G Changes the indentation of the selected text. Page XX.
H  Applies bullets or numbers to the selected text.

| Moves frames forward and back. Page XX.

J Adds a frame to the Report. Page XX.

K Adds a page to the Report. Page XX.

1 Click the Add Page icon on the tool bar. A new
page will be added to the end of the Report.

Removing pages
You can delete any page from a Report except the
first page.

To remove a page:

These instructions assume that the Report you want
to remove a page from is open.

1 Right-click the page you want to delete and
select Delete Page from the right-click menu.



Sizing pages

You can easily resize Report pages to make them
bigger or smaller. The only limitation in resizing a
page is that Kinnexus cannot create pages of differ-
ent sizes within the same Report. If you resize one
Report page, all of the pages in the Report will
resize to the same dimensions.

To resize a page:

These instructions assume that you are currently
looking at the page you want to size.

1 Right-click the page and select Report Proper-
ties from the right-click menu. The Report Proper-
ties dialog appears.

2 Type the desired page dimensions in the Width
and Height fields.

idth:
a
Height:
I‘I IR
3 Click OK.

Report frames

Frames are a graphical way of arranging text, pho-
tos, and maps on a form. Before you can add any
information to a Report, you must create a frame to
contain it. Frames make it easier to edit your forms
because the frames are not dependent on one
another. This means that you can edit one frame
without affecting the other frames on the Report.
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Adding frames

The Add Frame button on the toolbar makes it very
easy to add frames to a Report page. You can add as
many frames to a page as you want.

To add a frame:

These instructions assume that the Report page you
want to add a frame to is open..

1 Click the Add Frame button on the tool bar. A
new frame appears in the top left corner of the form.

o

Moving Frames

Once you have added a frame, you can move it to a
different location on the same page. You cannot,
however, drag a frame to a different page.

To move a frame:

These instructions assume that the Report page con-
taining the frame you want to move is open.

1 While holding down the CTRL key, click the
frame you want to move and drag it to the desired
location on the page.

2 When the frame is in the desired location, release
the CTRL key and the left mouse button.

Sizing frames

If you don’t like the default frame size, you can re-
size a frame to any rectangular shape that fits within
the Report page boundaries.

To size a frame:

These instructions assume that the Report page con-
taining the frame you want to size is open.
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1 Click the frame you want to size. Six or eight
dots appear around the perimeter of the frame. The
dots are used to size the frame.

Available Utilities
|Electric  Electld |
IGa.'; Gas | I
kﬁ.-’ater Water : B
Phne Phons i
ol |
! B )
| I
| J;l 1 E

2 Place your mouse over one of the dots. A sizing
arrow appears.

3 When you see the double pointed sizing arrow,
click and drag the frame to the desired size.

4 Release the mouse button.

Availgble Utilitie

Electric  Lkotric R
IGas Gas !
IfWater Wilater !
Ithe Phonie !
1 ||
1 ||
I ;
1 ||
1 |:|_ [

Joining frames

Adjacent frames can be joined. When you resize a
frame that has been joined to another, both frames
adjust in size, so that the two frames don’t overlap.

To join frames:

These instructions assume that the Report page con-
taining the frame you want to join is open.

1 Click in a frame. If there are adjacent frames,
joining boxes appear.

177 2nd Mchgage |
Bdance 2ndBalance
Type IndMatg |
:T e :
i Rate  2ndMatg 5
Ratd] !
Fament  ZndMatg |

Frmt
R i [

2 Click in the joining box. A check mark appears.
Placing a check mark in the box designates that the
frame is “joined” with the adjacent frame.

Fala.nce 2nd Balance
Type 2nd Muatg

it Rate  2IndMoig E.I
Rate |
Famment  2nd Matg |
Pt :

Frame margins
Each frame has internal margins dictating how close
text can come to the inside edge of the frame.

To adjust frame margins:

These instructions assume that the Report page con-
taining the frame whose margins you want to adjust
is open.

1 Right-click the frame whose margins you want to
change and select Frame Properties from the pop-
up menu. The Frame Format Dialog box appears.



2 Enter the desired margins in the Frame Margins
fields. Margins are measured in inches.

Frame M argins:

Left: ID-05 Top: ID.Dz

Right: ID.EIE Bottan: ID.EI2
3 Click OK.

Moving frames forward/backward
Kinnexus allows frames to overlap. Overlapping
frames have advantages and disadvantages. Over-
lapping frames are convenient, because you can
have superimposed text, like a watermark. On the
downside, Kinnexus can't create overlapping frames
in HTML. This means you will receive unpredict-
able results if you attach a form with overlapping
frames to an email message.

Overlapping frames are assigned an order so that
Kinnexus knows which frame is on top. You can
bring a frame forward or push it back using the
arrows on the format toolbar. The up arrow moves
the frame to the front, while the down arrow pushes
the frame back.

To move frames forward/backward:

These instructions assume that the Report page con-
taining the frame you want to move forward or back-
ward is open.

1 Click the frame you want to move forward or
backward. The sizing dots appear around the frame.

2 Do one of the following:
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» To move the frame forward, click the up arrow on
the format bar.

.f

» To move the frame backward, click the down
arrow on the format bar.

+

Removing frames
You can easily remove a frame from a Report.

To remove a frame:

These instructions assume that the Report page con-
taining the frame you want to remove is open.

1 Right-click the frame you wish to remove. The
right-click menu displays.

2 Select Delete Frame from the right-click menu.

[e0f
oy
EERtE

Split Frame Height
Split Frame *idth

Drelete Frame

Delete Page

Report Properties. ..
Frame Properties. ..
Faragraph Properties...
et Broperties,..

Field Properties...
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Report fields

Once you have added a frame or frames, you can
add actual property information fields to your cus-
tom Report. You simply add the fields from the Field
Chooser that describe the property information you
want on your Report.

You can add text, photos, maps, graphs, and graph-
ics fields to frames on a Report page. You can add
several text fields to the same frame, but photo, map,
graphs, and graphics fields must have their own
frame.

To add a text field to a frame:

These instructions assume that the Report you want
to add a text field to is open.

1 Find the desired text field in the Field Chooser
and click it without releasing the left mouse button.

2 Drag the selected field from the Field Chooser
into the desired frame and release the left mouse but-
ton.

Note: Make sure a small white box containing a plus
sign appears just below the cursor before you
release the left mouse button. Otherwise, the field
will not be added to the frame.

To add a map*, photo, graphics, or graph field to
a frame:

*You can add only one map per Report.

1 Create a frame for the field if you have not
already done so. Remember, map, photo, graphics,
and graph fields must have their own frame.

2 Find the desired map, photo, graphic, or graph
field in the Field Chooser and click it without releas-
ing the left mouse button.

3 Drag the selected field from the Field Chooser
into the frame and release the left mouse button.

Note: Make sure a small white box containing a plus
sign appears just below the cursor before you
release the left mouse button. Otherwise, the field
will not be added to the frame.

To remove a field from a frame:

1 Click the right end of the field you want to
remove.

2 Press the BACKSPACE key until the field has
been deleted.
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default format. All Report fields that contain text
have the same Field Properties dialog.

To open the Field Properties dialog:

These instructions assume that the Report contain-

Report text field properties ! C the
ing the text field you want to edit is open.

In the Field Properties dialog, you can apply default
settings to the text fields on a Report. For example,
you can set a default relevancy value, or specify a

1 Right-click the text field you want to edit.

2 Select Field Properties from the right-click menu.

FIELD PROPERTIES DIALOG

Field Properties E
A— Diescription: |G
B— E xpression: IEommon.FirstMortgageHate
C— Formatting: IDefauIt j
Farmat: I
D—/| Relevancy: I'I :'l r Hequilred enty [ Fead Ol
S —— e
Additional constraints:
Addl |
Hemove |
Fraperties... |
- 1 G

Cancel

A If you want to change the name of the field, click in the
Description field and type the new name.

B If desired, click in the Expression field and type a new
expression.

C If desired, click the Formatting drop-down arrow and
select a different default format.

D If you want to change the default relevancy value, click

the Relevancy drop-down arrow and select the desired
value.

E If you want to require that data be entered into the field,
select the Required Entry checkbox.

Fif you want to make the contents of the field uneditable,
select the Read Only checkbox.

G Additional constraints.
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Report field map properties To open the Report Field Map Properties dialog:
In the Report Field Map Properties dialog, you can These instructions assume that the Report contain-
apply default settings to a map field on a Report. For ing the map field you want to edit it is open.
example, you can select a default rotation and zoom, 3 Right-click the map field.

specify the starting location of the map, and choose

) 4 Select Field Properties from the right-click menu.
a default feature demographic.

REPORT FIELD MAP PROPERTIES DIALOG

Report Field Map Properties | F
Zoarm:

A— Feature: Rotation:
I[N_odemographic fej ID degrees j I[Default] vl — G

B— W Foice fived location
|591 o

Label type:
C— IDot with number j

Label expression:

Legend type:

E— I Center right j

Cancel |

A Select a demographic feature form the Feature E Click the Legend Type drop-down menu and
drop-down menu. select a location for the map legend.

B Select the Force Fixed Location checkbox and F Select a default map rotation from the Rotation
enter the address you want the map to automati- drop-down menu.

cally center on. You can use a complete address,
or acity or zip code.

H Select a default map zoom from the Zoom drop-
down menu.

C Click the Label Type drop down menu and
select the desired label type. See page XX for
detailed description of each label type.

| Click the Font button to set font properties for the

map legend.

D Label expression



Report picture (photos and graph-
ics) properties

The Report photo and graphics settings are set in the
Picture Field Properties dialog. Picture Field Proper-
ties dialog let you assign an image to a field, name
the field, and assign it a maximum height

PICTURE FIELD PROPERTIES DIALOG

Picture Field Properties E
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To open the Picture Field Properties dialog:

These instructions assume that the Report contain-
ing the picture field you want to edit is open.

5 Right-click the picture field whose properties you
want to edit.

6 Select Field Properties from the right-click menu.

A—  Description: IPhoto [Phatatt3)

B— Max. Height: |5

' Database photo
C_

IMain Phato
V' Required entry

=

" Static bitmap
D |

Browser. |
Cancel |

A Click in the Description field and enter a new name
for the photo or graphic.

B Click in the Max. Height and type a value represent-

ing how high the photo or graphic can be. Max. Height
is measured in inches.

C Ifthe field you are editing is a photo, click the Data-

base photo radio button. Click the Database photo but-

ton drop-down arrow and select the desired photo

format. If you want to require that a photo is entered
into the field every time the Report is used, select the
Required Entry checkbox.

D If the field whose properties you are editing is a

graphic, select the Static bitmap radio button. Click the
Browse button to select the desired graphic.
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Report font settings

There are two ways to change font settings when
creating a Report. You can change font settings
using the Font Format dialog, or you can use the for-
matting toolbar. The toolbar contains the same con-
trols as the Font Format dialog, but is generally
easier to use

To open the Font Format dialog:
1 Select the text whose font you want to change.

2 Right-click on the screen and select Text Proper-
ties from the right-click menu. The Font Format dia-
log appears. If you are unfamiliar with Font Format
dialog controls, see chapter XX.

To use the Font settings toolbar:

1 Select the text whose font settings you want to
change.

2 Click the appropriate button on the toolbar and
select the desired setting from the drop-down menu.
For example, if you want to change the font size but-
ton, click the Size button and select a size from the
drop-down menu.

Report paragraph settings
Paragraph settings in Kinnexus allow you to justify
text, set tabs and indents, place information in num-
bered and bulleted lists, and place borders around
paragraphs.

Align text
The justification controls in Kinnexus allow you to
choose how you want to align the text in your

reports. You can align text using the justification
buttons on the Report toolbar.

Button Alignment What it does
— Left Pushes the text flush against the left
= border of the frame.
— Right Pushes the text flush against the right
= border of the frame.
— Center Centers text within the frame

Full Inserts spaces into a line so the text

= is flush against both the left and right
= text margins.

Alignment options

To align text:

These instructions assume that the Report whose
paragraph settings you want to modify is open.

1 Highlight the text you wish to justify.

2 Click the desired justification button on the
Report toolbar. The text will align according to the
justification you specified.

Tab stops

You can use tab stops to align paragraphs at specific
places. Tabs are especially helpful when you are pre-
senting information in columns because you can use
the tabs to quickly and accurately align the text in
each column.

To set a tab you define a tab stop and then apply the
tab in the document by pressing the TAB key on the
keyboard.



Defining tab stops

If you want to use the same tab stop throughout the
paragraph(s), you can define a default tab value.
Here is an illustration of what paragraphs with a
default tab stop look like:

Features
Fange: Range Desc
Oy Om/Bng
Feftig Feftig
D dhvarshr Didvarsh
Mlictwraw Mlicrwray
Heating Heating
Coding Coaling
Wit et Wit er
Sewer: Sewrer
Oither Appl: Other Appliatices

If you wish to use different tab stops within the same
paragraph(s), you can define custom tab stops. Here
is what paragraphs with custom tab stops look like:

Listing Office/Agent Information
L Ag: First Hame(s)
L &gt Fhin Fhuotue
L Ag Cell #: Mchile Ph
LOff: First Hamers)
Off Phtn  Phone

Chorner Ohwrner Matme Crerier Phone
Ccoup: Oeeupant Mame  Oecupant Fhone
Fhow Inst: Showinglnsr

LockBox:  LockBox

Financing Finance Type

Possession:  Possession

Toa Date: Tonat Diate

You can choose from five kinds of tab stops: Left,
Right, Center, Decimal and Indenting. You can also
select a tray tab leader to fill the space between a
tray tab and the character following it.

Default tabs can be set in the Tab dialog. Custom
tabs can be set in the Tab dialog or by using the hor-
izontal ruler at the top of the Report.
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To set a default tab:

These instructions assume that the Report whose
paragraph settings you want to modify is open.

1 Select the paragraph(s) to which you want to
assign a default tab.

2 Right click the Report and select Paragraph
Properties from the pop-up menu. The Paragraph
Format dialog appears.

3 Click the Tabs button. The Tabs dialog appears.

4 If not already selected, click the Default tab
stop: radio button.

5 Click in the Default tab stop field and type the
desired tab. Tabs are measured in inches.

Tab Settings E
ID.25

e |

:II gg [E{E T ot |

212 (53T & [Eats: |

Tab alignment:
%) [eft ) Hight
1 Gerter €01 Wesimal
) ndenting

Tab leader:
O e
g g

Cancel |

" Custom Tab Stops:

0K |

6 Click OK.

To set custom tabs in the Tab dialog:

These instructions assume that the Report whose
paragraph settings you want to modify is open.

1 Select the paragraphs you want to assign a tab to.

2 Right click the Report and select Paragraph
Properties from the pop-up menu. The Paragraph
Format dialog appears.

3 Click the Tabs button. The Tabs dialog appears.
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4 If not already selected, click the Custom tab
stops: radio button.

5 Click in the Custom tab stops field and type the
desired tab. This will be the first tab in the para-
graph. Tabs are measured in inches.

6 Click the Add tab button to add the tab to the
custom tab list.

7 Repeat steps 5-6 for every tab you wish to set in
the selected paragraph(s). The order in which you
enter each custom tab stop is the order in which the
tabs will be applied in the selected paragraph(s).

8 Select a tab alignment from the Tab Alignment
radio buttons.

9 Select a tab leader from the Tab Leader radio
buttons.

Tab Settings E

" Default Tab Stops: IU-25

& Custom Tab Stops:

[ addtab |
1032 Clear tab |
.87 Clear all tabs |

Tab alignment:
i " Right
 Decimal

' Indenting

Tab leader:
& 1MHone 7 3o
2 4

Cancel |

10 Click OK.

To set custom tabs using the horizontal ruler:

These instructions assume that the Report whose
paragraph settings you want to modify is open.

1 Select the paragraph(s) to which you want to
assign a tab.

2 Click the Tab button at the far left of the horizon-
tal ruler until it changes to the type of tab you want
(e.g., left, right, centered).

[stre

3 Click the horizontal ruler where you want to set a
tab stop.

4 Repeat steps 2-3 for each tab stop you want to
define.

'""'i.""'"|‘.'2""‘i.'3""'i.‘4'

To apply a tab:

These instructions assume that the Report whose
paragraph settings you want to modify is open.

1 Click the place in the paragraph where you want
to insert a tab.

2 Press the TAB key on the keyboard.

Note: If you press the TAB key and nothing happens,
it means that no tab has been set for the paragraph
and that you need to define one. See Defining Tabs
on page XX..

Editing tab stops

These instructions assume that the Report whose
paragraph settings you want to modify is open.

You can edit the placement of existing tray tab stops.

To edit a tab stop:
1 Do one of the following:

» To edit custom tab stop, simply click the tab stop
on the horizontal ruler and drag it to the desired
location.



 To edit a default tab stop, open the Tab dialog and
change the value in the Default Tab Stop field to
the desired value.

Deleting tab stops
You can delete tab stops. Deleting tab stops removes
them from the Report completely.

To delete a tab stop:

These instructions assume that the Report whose
paragraph settings you want to modify is open.

1 Do one of the following:
 To delete a custom tab stop, simply click the tab
stop and drag it onto the Report.

» To delete a default tab stop, open the Tab dialog
and delete the value in the Default Tab Stops field.

Paragraph indentation

The left and right indents of a paragraph determine
where a paragraph's left and right edges are posi-
tioned. You can use paragraph indents to manipulate
the way information is presented in your reports.

These instructions will show you how to use the
indent feature on the Format Toolbar. You can also
use the Indent and Spacing dialog box. Those
instructions are in the Special Indents section that
follows.

Special indents

There are three special indent patterns available in
Kinnexus that are also available in most word pro-
cessors. Kinnexus supports the first line, hanging,
and outline indent styles.
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First Line

The first line indent style indents the first line of a
paragraph. Each subsequent line in the paragraph
returns to the left margin. This is the standard indent
style for letters.

Hanging indent

A hanging indent is the exact opposite of a first line
indent. A hanging indent has the first line against the
left margin, and all subsequent lines are indented.

Outline
The outline style moves the entire margin in for each
level of an outline.

To apply a special indent:

1 Select the paragraph(s) you want to apply a spe-
cial indent to.

2 Right click the Report and select Paragraph
Properties from the drop-down menu. The Para-
graph Format dialog will appear.

Paragraph Format Dialog [x]
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Indent/Spacing
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3 Click the Spacing and Indent button. The Spac-
ing and Indent dialog will appear.

4 Click the Special drop-down arrow. A drop-
down list of available special indents will appear.
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5 Select the desired special indent from the drop-
down list.

Spacing and Indent Dialog [x]
Alignment. [Leit - Truncate: [None -
Indentation
Left: [0 By
0
Right: [0
Spacing
Before: |0 At
Ater: |0 &
5 IS TR R———

6 If you selected First Line or Hanging indent,
click in the By field and enter an indent value.
Indents are measured in inches.

7 Click OK.

Numbers and bullets

You can add numbers or bullets to existing lines of
text. Numbers and bullets allow you organize the
text in your reports and emphasize important infor-
mation. Numbers and bullets appear at the beginning
of paragraphs, and you can choose from several dif-
ferent styles.

Selecting a numbering or bullets style:
You can designate which style—numbers or bullets-
you wish to use in the Numbering and Bullet Set-
tings dialog. You can even choose between several
bullet styles and numbers styles.

To select a number/bullet style:

1 Right-click the Report and select Paragraph
Properties from the pop-up menu. The Paragraph
Format dialog appears.

2 Click the Number/Bullet button. The Bullet and
Numbering Settings dialog box appears.

3 Click the desired bullet or numbering style by
clicking it.

Bullet and Numbering Settings
L] (=] u
None * °© .
L] (=] u
a | A
a I B
a il o3
1 i a. 1)
2. ii. b i}
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4 Click the Bullet and Numbering Settings OK
button.

5 Click the Paragraph Properties OK button.

Applying numbers or bullets to a list
Once you have selected a style, you can apply num-
bers or bullets to the text in your reports using the
Number/Bullet button on the Report Toolbar.

There is only one button on the Report toolbar for
both numbers and bullets. If you click the Numbers/
Bullet button, the number or bullet style you last
used is applied to the selected text.

To add bullets or numbered lists to text:

1 Highlight the paragraph(s) you want to format
with bullets or numbered lists.

2 Click the Number/Bullet button on the Report
Toolbar.



Report styles

A style assigns a group of font and paragraph set-
tings to text in one simple process. For example, per-
haps you want to make the property address on your
Report stand out. You can create an Address style
that specifies 20 pt font size, Times New Roman
font, and center alignment. Instead of setting the font
size, font, and alignment each time you want to
make an address stand out, you can simply apply the
Address style.

You can create as many styles as you want. The fol-
lowing sections will help you apply, modify, and
create styles. Each set of instructions assumes that
you are currently editing a form.

To apply a style:

1 Do one of the following:

« If you are applying a style to one line only, click
in the line you want to change.

« If you are applying a style to more than one line,
highlight the lines you want to change.

2 Click the Style button on the Report Toolbar. A
pop-up menu containing a list of available Styles
appears.
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3 Select the style you desire from the pop-up
menu.

Kinnexus [Online] - Residential [Long Search Form]
File Edit “iew Tools

Arial

Action  Help

Custom 9SS B I U

Residential (Long Searcl
Residential Fields [F]B - - -+ - - -

§ Fesidential Tags

Street # Street
ML#:  ListingMumhb
Type:  Propety Type
Price:  Cutrent Price
Area#:  Area

Unit &  Unit &

City  City

Find User Zip: Zip

Note: If you have edited the paragraph or font char-
acteristics by hand, the style is designated as Cus-
tom.

Create a new style
You can create as many styles as you want. Follow
these instructions to create a new style.

To create a new style:

1 Click Tools>Styles Management. The Style
Management Dialog box appears.
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2 Click the Add button. The Style Format Page
appears.

Style Format Page [ ]

Description:

™ Character Style Security... |
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Cancel |

3 Click in the Description box and type a name for
the style.

4 Use the Style Format Page buttons to set the
Font, Borders, Tabs, Indent/Spacing, and Number/
Bullet settings for your style. The Style Format Page
buttons function exactly like the Paragraph Format
buttons. If you are unsure how to set font, border,
tray tab settings, etc., see Font Settings on page XX
and Paragraph Settings on page XX.

5 Click OK.

Modify a style

You can modify any existing style, providing you
have adequate access. Most likely, you will be able
to edit only the styles you have created. Follow these
instructions to modify an existing style.

To modify a style:

1 Click Tools>Styles Mangement. The Style
Management Dialog box appears.

2 From the Available Styles window, select the
style you would like to edit.

3 Click the Properties button. The Style Format Page
appears.

4 Ifyou want to change the name of the style, click in the
Description field and type the new style name.

5 Use the Style Format Page buttons to set the
Font, Borders, Tabs, Indent/Spacing, and Number/
Bullet settings for your style. The Style Format Page
buttons function exactly like the Paragraph Format
buttons. If you are unsure how to set font, border,
tray tab settings, etc., see Font Settings on page XX
and Paragraph Settings on page XX.

6 When you are through making modifications to
the style, click OK.

Delete a Style

If you have created a style that you are no longer
using, you can delete it at any time. Follow these
instructions to delete a style.

To delete a style:

1 Click Tools>Styles Management. The Style
Management dialog will appear.

2 From the Available Styles window, select the
style you would like to delete.

3 Click the Delete button.

Report borders

You can place a border around a Report, Report
page, frame, and/or paragraph. The only thing that is
different between adding a border to a Report, page,
frame, or paragraph is how you get to the Borders
dialog.



To open the page Borders dialog:
1 Click File>Page Layout.

2 From the Available Page Layouts window, select
the layout you want to add a border to.

3 Click the Properties button. The Page Layout
dialog appears.

4 Click the Borders button on the Page Layout
dialog. The Borders dialog opens. If you are unfa-
miliar with Borders dialog controls, see chapter XX.

To open the Report, frame, or paragraph Bor-
ders dialog:

1 Right click the Report, frame, or paragraph you
want to add a border to. The right-click menu
appears.

2 Select the appropriate menu option from the
right-click menu:

» To add a border to the Report, select Report
Properties. The Report Properties dialog appears.

» To add a border to a frame, select Frame proper-
ties. The Frame Properties dialog appears.

» To add a border to a paragraph, click Paragraph
properties. The Paragraph Properties dialog
appears.

3 Click the Borders button. The Borders dialog
opens. If you are unfamiliar with Borders dialog con-
trols, see chapter XX.

Presentation Views

A Presentation View is really several different views
combined into one view. For example, you can add a
List View, Report, and Comparison View to a pre-
sentation. You can also add title pages, tables of con-
tent, and boilerplate forms to tie the views together.
Presentation views are convenient for longer,
detailed presentations and are commonly used in
MLS books and CMA packets.
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Creating a Presentation
View
See Chapter XX.

Adding views to a Presen-
tation View

This section discusses views with current and fixed
data sets, and shows you how to add them to a Pre-
sentation View.

Current data set vs. Fixed data
set

A data set is a group of records in the database that is
defined by search criteria. Running a search in Kin-
nexus assembles a data set consisting of items that
meet the search criteria you entered.

There are two kinds of data sets used in presentation
views: current data sets and fixed data sets. The cur-
rent data set is the list of records you are currently
viewing. A list of search results from a search you
have just run is an example of a current data set. A
fixed data set is a set of search criteria that is stored
with the Presentation View. The difference between
the two data sets is that current data sets are con-
stantly updated, assuring that views with current
data sets always contain the most recent informa-
tion. Fixed data sets are permanently associated with
the Presentation View. Once a fixed data set has
been added to a Presentation View, it never changes
unless you delete it.
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Because current and fixed data sets behave differ-
ently, it is important to know which kind of data set
the view you are adding contains.

Telling the difference between current and fixed data
set views is very simple. Open a Presentation View
in the View Portfolio or Design mode. The View
Chooser appears at the left of the window. Click the
+ sign next to (Current data set) in the View
Chooser. A list of all available current data set views
displays. All other views in the View Chooser have
fixed data sets.

- # [Current D atazet] Presentations
----- |:| by First Report

----- B Photo Flyer

----- B Fes Al Fislds

----- [ FesFlyer 2

----- [ Res Flyer Standard

----- B Res Search Fom

----- [ Res Test

----- [ Residertial Data Entry

----- (5] Residential Search Results List Vie
----- Fob's Comparison

..... |:| FoyBoy

----- B 5ol uma prova

..... test

----- Test Compare Yiew

----- B Test Report

[#- # Search Criteria Presentations
- & Form Presentations

View Chooser showing views containing current data sets.

View Portfolio vs. Design Mode
To create a presentation, you combine several views
into one by dragging desired views, such as List
Views, reports, title pages, and tables of content, to
the Presentation View.

There are two places in Kinnexus where you can add
views to a presentation: The View Portfolio and
Design Mode. You can add views to a presentation

in the View Portfolio at any time. To add views in
Design mode you must be in a Presentation View
that contains some data—a search results summary,
for instance.

To add views to a presentation in the View Port-
folio:

These instructions assume that you have access to a
Presentation View. If you do not have access to a
Presentation View, you will need to create one.

4 Click the Tools tray tab.
5 Click the View Portfolio.

6 Locate the Presentation View to which you want
to add a view or views.

7 Double-click the Presentation View to open it.
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8 Locate the view you want to add in the View Arranging the views in a
Chooser. -
Presentation View
T éw;tF[*:::;S:;]ﬂiremm You can rearrange the order of views you have

B e added to a Presentation View.

[l Res Fiyer Standard
[] Res Search Form

L] Pes Teat To rearrange views:
[ Residertial Data Entry

[ Residertial Search Results List'y

Rt Canpaton To rearrange the views, you must be looking at the
ayo oy . . - - .
Shaar's Test Compare View presentation in the View Portfolio or looking at a list
Shawn's Test Repart - . " - .
0 Solmspovs of search results in a Presentation View in design
B test
Test Compare View mode.
[ TestReport
o T v 1 Highlight the view you want to move.
[ Fe Flint Book Data Presentations
5o Fieidentel Prosentaions 2 Use the LEFT and RIGHT arrow keys on the

keyboard to move the view into the desired position.

9 Click the desired view and drag it to the Presen-
tation View window.

Deleting the Views in a
Presentation View

You can delete any view from a Presentation View.

(Currert Dataset) (Currert Datasst) (Current Dataset) (Current Dataset) =

= O O 0

Table of Conferts Residential Search  Residerial Data My FrstReport  Pheto Flyer
Results List View Ertry

To delete a view:

In order to delete a view, you must be looking at the
presentation in the View Portfolio, or looking at a
list of search results in Presentation View in Design

mode.
To add views to a presentation in Design mode: 1 Highlight the view you want to delete.
These instructions assume you are looking at search 2 Press the DELETE button on the keyboard.

results in a Presentation View.

1 If the current view is not a Presentation View,
click the Current Form Indicator and select a Pre-
sentation View.

2 Right-click the screen.
3 Select Design mode from the right-click menu.

4 Locate the view you want to add in the View
Chooser.

5 Click the desired view and drag it to the Presen-
tation View window.
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Presentation level settings

Presentation level settings affect the entire presenta-
tion, including all the views. Using the presentation
settings, you can assign a category, description, and
page layout to a presentation. You can also deter-
mine the availability status of the presentation and
organize the presentation data sets.

Presentation level settings are found on the Presenta-
tion properties dialog. To open the Presentation
Properties dialog, you must have the Presentation

PRESENTATION PROPERTIES

View open in the View Portfolio or be looking at list
of search results in a Presentation View in Design
mode.

To open the Presentation Properties dialog:

These instructions assume that you are in a Presen-
tation View in the View Portfolio or you are looking
at a list of search results in a Presentation View in
Design Mode.

1 Right-click the Presentation View.

2 Select Properties from the right-click menu.

Presentation Properties E
A ———  Categoy IStatistics j Security... |

L«

B Diescription: ITest Prezentation
Availability status: Page layout:
CcC— [ Search result summary Test Layout
o ™ Imclude master record:
- I [Current Dataclazs]
D Available data sets:
Flint Book Data
Residertial

Add...
Remove

Froperties...

Cancel

|l

A If you want to change the category for your Presentation View,
select a different category from the Category drop-down menu or click
in the Category field and type in a new category.

B If you want to change the description of the Presentation View, click
in the Description field and type a new description.

C The Availability Status checkhoxes represent types of data you can
view in Kinnexus, such as data entry, search result, and search criteria
data. Select those data types you would like available for viewing with
the Presentation View. For example, if you select the search results
summary checkbox, the Presentation View will be available when you
are viewing search results.

D Alist of available data sets appears in the Available Data Sets win-
dow. You can add, delete, or edit the properties of the available data
sets. For more information, see pageXX.

E If you want to use the current page layout, select (Current Page
Layout) from the Page Layout drop-down menu. If you want to use a
different page layout for the presentation, select New Layout from the
Page layout drop-down menu.

F If the current data set is a result of a CMA search, and you would
like to include the CMA subject property in the presentation, select the
Include Master Record checkbox.



Available data sets

A list of available data sets appears in the Available
data sets window. You can add, delete, or edit the
properties of the available data sets.

To add a data set:

1 Click the Add button on the Presentation Proper-
ties dialog. A Wizard appears.

2 Enter search criteria as you would in a normal
search Wizard. The new data set will be comprised
of items that match the search criteria you enter in
the Wizard.

3 When you have finished entering search criteria,
click the Go button. The Wizard closes and the new
data set appears in the Available data sets window.
To remove a data set

1 Highlight the data set you want to remove.

2 Click the Remove button.

To edit a data set
1 Highlight the data set you want to edit.

2 Click the Properties button. A Wizard contain-
ing the selected data set's criteria appears.

3 Make any desired changes to the search criteria.

4 When you have finished editing the search crite-
ria, click the Go button. The Wizard closes and your
changes save.

View level settings

View level settings let you alter the properties of
individual views in the Presentation View. Each
view type in a Presentation View has its own proper-
ties dialog box.

There are four different possible views you can add
to a Presentation View:
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 Section view A section view has a data set associ-
ated with it. Examples of section views include List
Views, Comparison Views, reports, etc.

» Title Page view A Title page view is a title page
template that you can customize to fit the needs of
your particular Presentation View.

» Table of Contents view A Table of Contents
view is a Table of Contents template, which like the
Title page view, you can customize.

» Form view A form view has no data set associ-
ated with it. Forms are essentially boilerplate—you
must enter any information you want to appear on it.
For example, you might want to create a form view
containing a realtor name or company information.

Note: You can also add an Index to a presenation by
adding a List View with index-approriate fields, such
as Index Page Number, Listing number, or City to
the end of the presenation. Select the Include in
Index checkbox on the Presentation Section Proper-
ties dialog of all other section views in the presenta-
tion.

Section View Settings

The Presentation Section Properties dialog allows
you to determine the content and appearance of data
in Presentation Views, List Views, Comparison
Views, and Report Views. When they appear in pre-
sentation views, these views referred to as "sec-
tions."

To open the Presentation Section Properties dia-
log:

1 Click a section view whose properties you would
like to view and/or change. The selected view high-
lights.

2 Right-click the selected section view.

3 Select Section Properties from the right-click
menu. The Presentation Section Properties dialog
opens.
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PRESENTATION SECTION DIALOG

Presentation Section Properties E
A—— Title: IPhoto Overview % Title Font " Ineludein TOE +—G
) ) ™ Include inindex  +—H
B Title options: IND title page j | |
CcC—— Data set I[Eurrent Dratazet] Page layout: I [Mo Layout] j —J
D— Wiew: IPhoto Overview
(] 3 | Cancel |
— Drata set restriction:
Highlight restrictions: Fiestriction expressions:
M Includs nomal items Add...
M Include selected items
E M Include redined items Remove K
o Include green items Properties... |
M Include yellow tems
M Include red items ™ Lirit result court: |-1 L
€ Uz the default view sort order
' Specify a sort order for the section data set:
Middletan
F Cerca Cielo
— Firuood Remove |
Froperties... |

A Change the section view title by typing a new name in the Title
field.

B Determine how the section title will appear by selecting the

desired title option from the Title Options drop-down menu.

C The Data set field tells you what data set this section uses. This
field is not editable.

D The View field contains the name of the view this section uses. This
field is not editable.

E Limit the displayed data to items that are highlighted a certain color.
For more information, see page XX.

F Determine the sort order of the information in the selected Report
view. For more information, see page XX.

G Select the Include in TOC checkbox if you want the section view
title to appear in the Presentation View table of contents.

H Select the Include in Index checkbox if you want the listings in the
selected section view to appear in the index.

| Change the title font using the Title Font button.
J Select a page layout that will apply only to the selected section view.

K’ Determine what data set information will be displayed in the
selected view using expressions. For example, perhaps the data set
associated with the current section contains property listings of all sta-
tuses. You can organize the section view so that only active and sold
listings are displayed in the Presentation View. For more information,
see page XX.

L Limit the results count after data set restrictions have been applied.
For example, say you set a restriction that restricts the data in the sec-
tion to sold listings only. If you set the limit result count to 20, only the
first 20 sold listings will display (as opposed to displaying the first 20
listings in the data set.) The Limit Result Count checkbox and field are
only enabled when there are some Data set restrictions.



Data set restrictions

Data set restrictions allow you to determine what
data set information will be displayed in the selected
view. For example, perhaps the data set associated
with the current section contains property listings of
all statuses. You can organize the section view so
that only active and sold listings are displayed in the
Presentation View.

To add a data set restriction:

You can add as many data set restrictions as you
wish.

1 Click the Add button to the left of the Data set
restrictions field. A Presentation Restriction Expres-
sion dialog appears.

2 Do one of the following:
* Click in the Restriction Expression field and type
in a restriction expression

 Right-click the Restriction Expression field and
select a restriction expression from the pop-up
expression list.

3 Click OK.

To remove a data set restriction:

1 Highlight the data set restriction you want to
remove in the Data Set Restrictions field.

2 Click the Remove button to the left of the Data
set restrictions field.

To change data set restriction properties:

1 Highlight the data set restriction whose proper-
ties you want to change.

2 Click the Properties button to the left of the Data
Set Restrictions field. The Presentation section
restriction dialog containing the selected expression
appears.

3 Make any desired changes to the expression by
typing changes in the Restriction Expression field
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or by using the Restriction Expression right-click
pop-up menu.

Limit Result Count

The Limit Result Count checkbox and field are only
enabled when there are some Data set restrictions.
Limiting result count in the Presentation section
properties dialog limits the results count after data
set restrictions have been applied. For example, say
you set a restriction that restricts the data in the sec-
tion to sold listings only. If you set the limit result
count to 20, only the first 20 sold listings will dis-
play (as opposed to displaying the first 20 listings in
the data set.)

To set the result count:

1 Place a check mark in the Limit Result Count
checkbox by clicking it.

2 Click in the Limit Result Count field and type
in the desired number of results.

Highlighter restrictions

To the right of the Data Set Restrictions field is a
field containing highlighter checkboxes. These
checkboxes function much like the data set restric-
tions, in that they allow you to limit what data dis-
plays in the selected view. For example, you can
choose to display only those section items that are
highlighted in green or red, or you can choose to dis-
play all section items except those that are green or
yellow. By default, all checkboxes, and therefore all
items regardless of highlighter color, are selected for
display in the view. Each checkbox has a highlighter
color or style that it represents. If you remove the
check mark from the box, all items that are high-
lighted in the highlighter color or style that the
checkbox represents will be hidden in the view.
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Because you cannot highlight items in the Presenta-
tion View, you must select another view to highlight
items. Once items have been highlighted, you can
return to the Presentation View Presentation Section
properties dialog and set restrictions according to the
section items' highlighter color.

To set highlighter restrictions:

1 Click the Current Form indicator. A list of
alternate views displays.

2 Select any view in the Current Form Indicator
that is not a Presentation View.

3 Inthe alternate view, highlight any desired items.

4 When you have finished highlighting items, click
the Current form indicator and select the Presenta-
tion View you are working on.

5 Right click the Presentation View and select
Design mode from the right-click menu.

6 Highlight the section to which you are applying
highlighter restrictions.

7 Right-click the highlighted section and select
Section properties from the right-click menu.

8 Remove the check mark from each checkbox that
represents a highlighter color or style you wish to
hide in the Presentation View.

9 Click the OK button.

Sort order

Sort order determines how the information in a
selected Report is organized. For instance, a Report
view can be sorted first by area, then by street, and
then by price. Sorts are set with expressions, and are
only available for Report views. You can use the
default sort order or set your own sort order.

To use the default sort order:

10 Select the Use The Default View Sort Order radio
button.

To set your own sort order,

1 Select the Specify A Sort Order For The Sec-
tion Data Set radio button.

2 Click the Add button. The Sort Order Propertries
dialog displays.

Presentation Sort Order Properties

Description:

3 Click in the Description field and type a descrip-
tion of the sort order you want to create.

4 Click the Page Break Options drop-down arrow
and select the desired page break option.

5 To select font settings for page break font, click
the Page Break Font button

6 Select the desired sort settings from the check-
boxes located below the Sort Expression field:

« Include Guide Words Guide words appear at the
outer-top corner of Report pages. They are refer-
ences to the data contained on each page. If you
selected the Guide words checkbox for the City,
Price and Area sort expressions mentioned above,
guide words would appear in the following format
on the Report pages: Middleton, 175,000 - 183,500,
515 Southwood Drive.

* Include in Table of Contents If you select this
checkbox the sort expression will be available for
inclusion in the Presentation View table of contents.

 Sort in descending order By default, sort orders
are sorted in ascending order. Select this checkbox if
you want the sort order sorted in descending order.

7 Do one of the following:



* If you want to sort by a date field, select the Date
Field radio button. Click the Date Field drop-down
menu and select the date field you want to sort by.
Click ther Group By drop-down menu and select
what date part you want to group the sort order by.

« If you want to sort by a numeric field, select the
Numeric Field radio button. Click the Numeric Field
drop-down menu and select the numeric field you
want to sort by. If you want the listings in the sort
order to be grouped, click in the Group Size field
and type the number of listings you want in each
group.

« If you want to sort by an expression, click the
Expression radio button.

* If you want to sort by the default data set sort
order, click the Sort Only radion button.

8 Click OK.

9 Repeat steps 1-7 for each sort order you want to

create. Report items are sorted in the order the sort
orders are added.
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Title page settings
This dialog allows you to format your presentation
title page

To open the Title page settings dialog:

These instructions assume you are in a Presentation
View, in design mode.

TITLE PAGE SETTINGS

Title Page Settings

Page Layout:

1 If there is no title page view in the Presentation
View, drag a title page view from the View Chooser
to the Presentation View.

2 Highlight the title page.

3 Right-click the highlighted title page and select
Section Properties from the right-click menu.

B—

Title sections:

Ll

Prezentation title
Freparer's name
Cate

c

Add
Remove

Froperties...

Cancel

L

A Type the desired title for your title page in the Title field.

B Select a page layout for the Title Page from the Page
Layout drop-down menu.

Adding, removing, and editing
title page sections

Title sections are titles that can be added to the title
page. There are four different title sections you can
add: The Presentation Title, the Preparer’s Name,
the Date, and a customized Expression.

C Select the title sections you want to appear on the title
page using the buttons to the right of the Title Sections win-
dow. See page XX for a detailed description and set of
instructions.

The following sets of instructions show you how to
add, remove and edit these title sections.

To add a title section to a title page:

These instructions assume the Title Page Settings
dialog is open.

1 Click the Add button to the right of the Title Sec-
tions window.



2 Click the Section Type drop-down arrow.
3 Do one of the following:

« If you want the name of the presentation to appear
on the title page, select Presentation Title from the
drop-down menu.

« If you want the name of the preparer of the pre-
sentation to appear on the title page, select Pre-
parer’s Name from the drop-down menu.

« If you want the date to appear on the title page,
select Date from the drop-down menu.

« If you want to specify a custom title section, such
as your phone number or address, to appear on the
title page, select Expression from the drop-down
menu and enter the desired expression into the
Expression field.

4 Click the Justify settings drop-down menu.

5 Click the desired justfication for the selected title
section.

6 If desired, click the Font button to specify new
font settings for the selected title section.

7 Click OK.

8 Repeat steps 1-6 until you have added all the
desired title sections.

To remove a title page title section:

These instructions assume the Title Page Settings
dialog is open.

1 Inthe Title Section window, select the title sec-
tion you want to remove.

2 Click the Remove button to the right of the Title
Sections window.
To edit a title page title section:

These instructions assume the Title Page Settings
dialog is open.

1 Inthe Title Section window, select the title sec-
tion you want to edit.

KINNEXUS 2.0 |73
Advanced User’s Manual

2 Click the Properties button to the right of the
Title Sections window.

3 Make any desired changes to the title section
properties.

4 When you are through making changes to the
selected title section, click the OK button.
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Table of Contents settings

This dialog lets you set up the Presentation View
table of contents. You can select a Tabel of Contents
title, and select which headings and titles will be
included in the table of contents. You can also assign
the dot leader, as well as an indent value to each title
or header you choose to include in the Table of Con-
tents.

TABLE OF CONTENTS SETTINGS

Table of Contents Settings

To open the Table of Contents Settings dialog:

These instructions assume you are in a Presentation
View, in desigh mode.

1 If there is no Table of Contents page view in the
Presentation View, drag a Table of Contents page
view from the View Chooser to the Presentation
View.

2 Highlight the Table of Contents page.

Right-click the highlighted Table of Contents page
and select Section Properties from the right-click
menu.

% Title Font

A—— Tie: |

B Page Layout: I[No Layout] i
Included items:
[ Section titles

4 First sort order changes

[ Second zort order changes
cC — 4 Third zort order changes
[ Fourth sort order changes
[ Fifth gort order changes

0K

Cancel

A Enter atitle for the table of contents.

B Choose a Page Layout from the Page Layout drop-down
menu.

C select which Report sort order items you would like to include
in the table of contents. Recall that you selected which sort order

items would be available for inclusion in the Table of Contents in
the Presentation section properties dialog. For instructions on
how to format sort order items in the Table of Contents, see page
XX.

D click the Title Font button to select the desired font for the
Table of Contents.



Format table of contents

You can add a dot leader, specify and indent, and
change the font of any title or header available for
inclusion in the Table of Contents.

To format Table of Contents titles or headers:

3 From the Included items window, select the sort
order you would like to format.

4 Click the Properties button. The Presentation Con-
tents Page Item Properties dialog appears.

5 Click the Leader Type drop-down arrow and select
the desired leader type from the drop-down menu.

6 Click in the Indent Width field and type the desired
indent. Indent width is measure in inches.

PRESENTATION FORM PROPERTIES

Presentation Form Properties E

A———Tite: ILand Listing Profile

B—Title options: I No title page

Yiew: ILand Listing Profile

x Title Fant
A D

Page layout: I
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7 Click the Font button to change the font settings
for the selected sort order title.

Form settings
The Presentation Form Properties dialog lets you
select a title and page layout for the selected form.

To open the Presentation Form Properties dialog:

8 In design mode, right-click the form whose set-
tings you would like to change.

9 Select Section Properties from the right-click
menu.

I Include in TOE—— C

=+—E
Cancel |

A Type atitle for the form.

B Determine how the from title will appear by selecting
the desired titled option from the Title Options drop-
down menu.

C select the Include in TOC checkbox if you want the
form title to appear in the Table of Contents of the pre-
sentation.

D Change the title font settings by clicking the Title Font
button.

E Select a page layout that will apply only to the
selected form view from the Page Layout drop-down
menu.
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About Wizards

The Searching chapter in the Beginner’s Guide to
Kinnexus shows you how to use Wizards to perform
searches. This section shows you how to create your
own search Wizard. Creating your own search Wiz-
ard gives you complete control over what fields,
controls, and settings a Wizard uses.

There are four search Wizard creation topics covered
in this section:
» Creating a new search Wizard record

» Managing search Wizard controls
» Managing search Wizard pages
« Setting search Wizard properties

WIZARD TOOLBAR

Creating a new Wizard
record

Creating a new search Wizard record creates a page.
This page is the first page of the Wizard. Once the
initial Wizard page has been created, you can add
more pages to it.

To create a new Wizard record See Creating a new
view on pageXX.

Wizard toolbar

Wizards in the View Portfolio have a unique toolbar.
The Wizard toolbar contains commands for design-
ing and formatting wizards. THe following graphic
tells you what each button on the Wizard toolbar
does. See the page number referred to in the table
below the graphic fro instructions on how to use
each command

i
i
kel

D E F G H I

' B v B EEE 4 B oEE
Bysmases

A Click to add a new page to the end of the Wizard. F Click to open the control properties for the current or

B Click to delete a page from the end of the Wizard. SelecteciWizardicontios

. . ) G Click to set tabs for the selected control(s).
C Click to edit the current or selected Wizard page.
_ ) o H Click to add a text control to the current Wizard page.
D Click to open the Wizard Properties dialog box.

! ) | Click the desired alignment button to align the selected
E Click to open the page properties for the selected or

) control(s).
current Wizard page.



Wizard pages

The following sets of instructions show you how to
add, delete, and edit Wizard pages. Setting branches
for Wizard pages is also briefly discussed.

Adding search Wizard pages

When you add a new Wizard page, the page is added
to the end of the Wizard. The number of pages you
can add to a Wizard is unlimited.

To add a page to the Wizard:

1 Click the last Wizard page.

nline) - Residential

Deleting search Wizard pages

You can remove the last page of the Wizard, but
Kinnexus does not allow you to remove pages from
the middle of the Wizard.

To remove a Wizard page:
1 Click the last Wizard page.

J Residential Ficlds
&P Residential Tags
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2 Click the Delete Page button on the toolbar. The
last page of the Wizard will be removed.

&

Editing Wizard pages
You can edit the contents and settings of individual
Wizard pages.

To edit a Wizard page:
1 Select the page you want to edit.
2 Click the Edit Page button on the toolbar.

3 Make any desired changes to the page.

4 When you are through making changes, close the
page.

Branching Wizards

Normally a search Wizard has only one line of pro-
gression: from the first page to the last page. It is
possible, however, to have the Wizard page progres-
sion branch based on a particular value. For exam-
ple, a Wizard could be constructed to offer different
pages if the person indicated they wanted to search
sold properties. If you would like to set a branch in
your Wizard, see the chapter on branching in the
Administrator’s Manual.
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Wizard controls haps the City fle_ld in your databasg is a combo box.

) ) If you add the City field to your Wizard page, the
Wizards are made up of database fields placed on a City field will appear as a combo box into which
Wizard page. Each database field has a control asso- users can enter the desired city value.
ciated with it. A control is a tool for entering data. The following table contains a list of controls and
Text boxes, list boxes, combo boxes, and Boolean how they might be used:
fields are all examples of controls. For example, per-

Wizard Control How it is used Example

Edit Useful for searching text, numbers, and dates.

Subdivision |[This » 100000] && [thiz < 2000007
Range A range control has a minimum box and a maximum box. If you enter
avalue only in the left field, Kinnexus searches for listings that are Price [T75000  Ta|200000

equal to or greater than the value. If you enter a value only in the
right field, Kinnexus searches for listings that are equal to or less
than the value. If you enter values for both fields in a range control,
Kinnexus searches for listings that fall within the two values.

Combo Combines a text box with a list of search items. You can either search

by typing data into the text box or by selecting an item from the list. Ei

Audubon|

EUDUBON
BARNESVILLE
BRIARWOOD
CASSELTON
CHRISTINE
COMSTOCK,
DAVENPORT =l

L

Feature Searches Boolean and feature fields. An ‘X' means you don't want the
item. A check mark means you want the item. An empty box means it Exterior Amenities A
doesn't matter whether the property has the item or not.

[ Fenced-Fartial

B Gazebo

o Green House

[ Kennel

[ Outbldgs, see remarks
[ Patio LI

Wizard controls
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List Used to search items in a list. A checkmark next to an item means
you want to search for the item. An empty checkbox next to an item
means it doesn't matter whether the property has the item or not.

Elementary School

[ Eob Sikes
[ Callaway LI

the database.

Key Functions much like a list control, except that the list of options in a
key control come from key identifications that link to another table in

Static text Allows you to add text, such as a set of instructions, to the Wizard.
N N N For advanced search
Users will not be able to edit static text controls. options, click the Nest
arraw button.
Bitmap Allows you to place graphics on the Wizard. Users will not be able to
edit bitmap controls.
Map Allows you to use a map to designate a search area.

Wizard controls

Adding controls

Once a Wizard record has been created, you can
open the Wizard edit page and add controls to it. You
can add as many controls to a Wizard page as you
want.

To add controls to the Wizard:

1 Click the Tools tray tab.

2 Click the View Portfolio icon. The View Portfo-
lio opens.

3 Find the name of the Wizard you want to add
controls to and double-click it. Icons representing
each page of the Wizard appear. To the left of the
icon is the Field Chooser.

4 Double-click the icon representing the page you
want to edit. The Wizard page appears in edit mode.

5 Find the field you want to add in the Field
Chooser.

6 Drag the field from the Field Chooser and drop it
on the Wizard.

7 Repeat steps 5-6 for every field you wish to add
to the Wizard page.

New Page J [=] 3

dos[ To[
o

L
Street
e[ e
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Editing Controls

You have considerable freedom in determining how
the controls will look on the Wizard. The following
sets of instructions will show you how to re-size,

move, align, and remove controls on a Wizard page.

To re-size a control:

1 Click the control you wish to resize. Eight dots
appear around the field, one at each corner of the
control, and a dot half way between each corner.

:Street # | :

2 Using the left mouse button, click one of the
dots.

3 Without releasing the left mouse button, drag the
field to the desired size.

4 When the control is at the desired size, release
the left mouse button.

.Street #

To move a control:

1 Using the left mouse button, click the control you
wish to move.

2 Without releasing the left mouse button, drag the
control to the desired location.

3 When the control is in the desired location,
release the left mouse button.

Note: You can move a control anywhere on the form,
including on top of another control, but you cannot
move the control off the form.

To move several controls at once:

1 Hold down the CTRL key on the keyboard while
you click all the controls you want to move.

2 While still holding down the CTRL key, click
one of the selected controls.

3 Drag the control to a new location on the Wizard
page. All the selected controls move.

4 When the controls are in the desired position,
release the left mouse button and the CTRL key.

To align controls:

1 Click a control that is already at the desired size
and alignment.

Residential Search 9 [=] B
MsE— [ Sk
e[ To[
Beds To Q
Baths[ To[

Status Rural Map Area

Utban Map A
LEnihes For advanced search
options, click the Next

anow button.

2 Hold down the CTRL key on the keyboard and
select the controls you want to align.

Residential Search

MLS ] Siyle
wice[ e[k
e L — Q
Baths] " Tol &

Status Rural Map rea

Utban Map Area

3 Click the desired alignment button on the toolbar.
The first alignment tool you select is the anchor.
Everything keys off the first control.

Button Alignment What it does
; Left Aligns the left side of all the selected
g controls with the left side of the first
E control you selected.

Alignment options



Button

Alignment

What it does

Right

Aligns the right side of all the selected
controls with the right side of the first
control you selected.

Center

Centers all of the selected controls
with the center of the first control you
selected.

Horizontal

Puts the selected controls on the
same horizontal line as the first con-
trol you selected.

Align

Changes the alignment of the
selected controls to match the align-
ment of the first control you selected.

i}

Align and
Slze

Changes the size and alignment of
the selected controls to match the
size and alignment of the first control
you selected.

=
(==

Vertical

Places the selected controls at equal
distances below the first control you
selected in the order the controls
were selected.

Alignment options

Residential Search

[T —
e[ To[

Eeds[ o[ .
Bats[ To[

Status

Utban Map Area

Rural Map Area

=ofx]
Stk

For advanced search
options, click the Next
anow buton,

Aligned controls

To remove controls from the Wizard:

1 Click the control you wish to delete.
2 Press the DELETE button on the keyboard.

KINNEXUS 2.0 |81
Advanced User’s Manual

Editing control captions

Each control has a default caption. For example, the
price field control might have ‘Price’ as the default
caption. If you want the caption to read ‘List Price’
instead of just ‘Price’ you can make that change in
the Control Properties dialog.

Price | To |
Field caption

To edit a control field caption:

1 Double-click the field whose caption you wish to
edit. The Control Properties dialog box appears.

2 Click in the Caption field and make any changes
to the field caption you desire.

3 When you are through making changes to the
caption, click the OK button.

Changing field control type

The control type of a field determines how you enter
data into that field. For example, if the Price field is
a range control, you can enter two values, but if the
Price field is an Edit control, you can only enter one
value. You can change the default control type of a

field after you have added it to the Wizard from the
Field Chooser.

Not all control types are available for each data type.
The following table contains the control types avail-
able for each data type.

Data type Possible controls

Integer Edit Control, Range Control
Real Edit Control, Range Control
Text Edit Control

Control types available for each data type
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Dates Edit Control

Lists Combo Control, List Control
Boolean Check Control

Features

Control types available for each data type

To change the control type:
1 Click the Tools tray tab.
2 Click the View Portfolio icon.

3 In the View Portfolio, double-click the Wizard
containing the field whose control type you want to
change.

4 Double-click the control whose control type you
want to change. The Control Properties dialog
appears.

5 Click the Type drop-down arrow. A drop-down
menu containing a list of available control types will
appear.

Fisict [ 1

|

zl

Fombo Contral
RElEYaNSY:| b ooy Combo Corirol
Addtional

Caption: [City

iale]
FeEmove

6 Click the control type you wish to apply to the
selected field.

7 Click the OK button.

Creating range controls with two
fields

If your board has defined minimum and maximum
range fields, range controls can be set to search two
different fields—one for the minimum field, and one
for the maximum. This is helpful for commercial
realtors who are searching Maximum Square Feet
and Minimum Contiguous Square Feet.

You create a range control with two fields by drag-
ging a field from the Field Chooser to the Wizard.
This will be the primary field for your range control.
With the Control Properties box, you will assign a
second field to the second box of the range control.

To create a range control with two fields:
1 Click the Tools tray tab.
2 Click the View Portfolio icon.

3 In the View Portfolio, double-click the Wizard
containing the field whose control type you want to
change.

4 Drag the field that you wish to be the lower, or
minimum, number of the range to the search Wizard
page from the Field Chooser.

5 Double-click the field you just placed on the
Wizard. The Control Properties box appears.

6 Click the Type drop-down arrow and select
Range Control from the drop-down menu. Notice
that as you make the change, the Secondary Field
window becomes enabled.

Control Properties
Field IF’rice
Caption IMax SqFt et
Relevancy [ x| I Aeqied
Addtional constrainis:
)
FEnave
i
Secondar Field:
= Common Listing
Office
Ouner
= Residential
Conce

7 Open the tables at the bottom of the dialog box to
select the secondary field. Clicking the plus sign
reveals the fields in the table.



8 Find the field you want to use as the secondary
field in the range control.

9 Click the desired secondary field.
10 Click the OK button.

Setting the default relevancy

Each control field on a Wizard has a default rele-
vancy value. This is the relevancy value assigned to
the field when you do a relevancy search using this
Wizard.

Every field in the Field Chooser has a default rele-
vancy assigned to it in the Field Properties. If you do
not set the relevancy for a control field in the search
Wizard, the default relevancy assigned in the Field
Properties will be used. If you choose to set a rele-
vancy value for a field when creating the Wizard, it
will override the relevancy set in the Field Proper-
ties.

To set the default relevancy for a control:

Note: These instructions assume that the Wizard you
are assigning default search values to is open.

1 Double-click the control you want to set a rele-
vancy value for. The Control Properties dialog box
appears.

2 Click the Relevancy drop-down arrow. A list of
relevancy values displays.

3 Select the desired relevancy value by clicking it.
4 Click the OK button.
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Wizard Properties To open the Wizard properties dialog:
Wizard properties settings are found in the Wizard 1 Click the Wizard Properties button on the Wiz-
Properties dialog. The Wizard Properties dialog con- ard toolbar.

tains several controls that allow you to manage your
Wizard. To open the Wizard Properties dialog you

must have a Wizard open in the View Portfolio.
WIZARD PROPERTIES

Wizard Properties E
A Description: IHesidentiaI Search

B—— E:f'tEQUL'r'iISearc:h\:\u"izan:ls j Security... |

Awailability Status:
[ Data entry wizard x
— Ch | | —
C # Search wizard Sl E

Constraint compliance level:

I Mo compliance required j

Default i alues:

Price = 250000-300000
D—— |BathiB =12

Statug =1

dd.. | Delete Edt.. |

Cancel |

A If you want to change the description of the Wizard, click in the with the Wizard. For example, if you select the Search Wizard check-
Description field and type a new description. box, the Wizard will be available for running searches.

B If you want to change the Wizard's category, select a different cat- D To set default search values for any of the fields on the Wizard,
egory from the Category drop-down menu or click in the Category use the Default Value buttons. For a detailed description and set of
field and type in a new category. instructions, see page XX.

C The Availability Status checkboxes represent types of data you E If you want to change the Wizard icon, click the Change Icon but-
can view in Kinnexus, such as data entry, search result, and search ton and select a new icon. For a detailed description and set of

criteria data. Select the data type you would like available for viewing instructions, see page XX.



Set default search values

Default search values allow you to set search criteria
on a search Wizard behind the scenes. Perhaps you
want the users of your Wizard to search active and
contingent properties only. One way to keeps users
from searching other statuses is to set the Status
default search value. If you set the default Status
search value as Active and Contingent, the Wizard
will search active and contingent listings only—the
user will not have the option of searching any other
statuses.

Default search values can also help you save time. If
you always search in the same city, or within the
same price range, you can set default search values
for these fields when creating your Wizard. By set-
ting default search values, you don’t have to take the
time to enter these values on your Wizard every time
you run a search.

To set a default search value:

Note: These instructions assume that the Wizard you
are assigning default search values to is open.

1 Click the Wizard Properties button on the tool-
bar.

E

2 At the bottom of the Wizard Properties dialog
box, click the Add button to add a new default
value. The Default Wizard Value dialog box appears.

3 Select the field you want to assign a default
search value to from the Field window.

4 Click in the Default Value field and type the
desired default value. See Entering default search
values for different data types on this page for infor-
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mation on how to enter default values in the Default
Value field.

Wizard Default Value <]
Field:
Exira Date ]
FallThu Date

Bt FHA Approved
Rate

=
Defaul Vale:

250000-300000

Cancel

5 Click the OK button on the Wizard Default
Value dialog box.

BalhvB =12
Status =1

Add, Delete. Edit

6 Click the OK button on the Wizard Properties
dialog box.

Entering default search values for differ-
ent data types

The following tables show you how to enter default
values for different data types in the Default Value

field.

Sample default

Field
value

What happens

Acres >5 Searches all listings with

more than five acres.

Examples of default values for numbers
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Change Wizard icon
Field Sample default What happens . . : .
value When you create a Wizard, a default icon is assigned
to it. Wherever you see the name of the Wizard, the
Area 1,87,>13 Searches areas 1,3,4,5,6,7, icon is displayed with it. You can replace the default
and all areas 13 and greater. . R .
icon with the another graphic.
Price 100000-200000 Searches only the listings in
the specified price range. To change a Wizard icon:
Examples of default values for numbers These instructions assume that the Wizard whose
icon you want to change is open.
1 Click the Wizard Properties button.
2 Click the Change Icon button.
Field Sample What happens . . .
default value PP 3 Inthe Open dialog, select the desired file.
City *Flint*, Finds all listing that have ‘Flint' or 4 Click Open-
*Blanc* ‘Blanc’ anywhere in the text of the .
City value. 5 Click the Open OK button.
Remarks *Fixer*, *TLC* Finds all listings with *Fixer* or 6 Click the Wizard Properties OK button.
*TLC* in the remarks.

Examples of default values for text

) Sample
Field default value What happens
Lastmod Current-3d Searches only the listings that have
been modified in the last three days.
Activation Jan 1, 1999 -- Searches only the listings activated
Jan 31, 1999 during January of 1999.

Examples of default values for dates

) Sample default
Field value What happens
Status 1 Searches only listings with the sta-
tus value of 1.
Style n Searches only those listings whose
style value is 11.

Examples of default values for lists
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EXxpressions

Because your database contains a limited number of
fields, you may find yourself wanting information
that does not have a corresponding field in the data-
base. For example, perhaps you are looking at a list
of residential search results, and you want to know
the price per bedroom for the properties in the view.
If your database doesn’t have a price per bedrooms
field, how do you get that information? By using
expressions. Expressions let you combine database
fields and other expression components to create
your own evaluations.

Using an expression, you can, for example, combine
the Price field and the Bedrooms field to come up
with a Price Per Bedrooms value. This expression
value will display as an expression field, which
looks very similar to the regular database fields on
your view.

The difference between in database and expression
fields is that expression fields are not stored in the
database. You can save an expression only in the
view in which it was created. If you create the Price
Per Bedrooms field in a List View, and then change
the view, you will have to create the expression all
over again in the new view.

This section defines expressions and shows you how
to create them. Expressions are useful only in Kin-
nexus views. You can create expressions for List,
Report, Presentation, and/or Comparison views.

KINNEXUS 2.0 |87
Advanced User’s Manual

Creating expressions

With the exception of sort order expressions in Pre-
sentation views (see page XX), you must use an
existing field on a view as a starting point for creat-
ing an expression. For example, to create a Price per
square foot expression, you must have the Price or
Square Feet field on the view. If neither field is on
the view, you need to add one of the fields to the
view from the Field Chooser.

Each field in the database is already an expression.
What you want to do is change the existing expres-
sion so that it conveys a different value. To change a
field's expression value, you need to find its Expres-
sion field. The Expression field contains the current
expression. Once you change a database field’s
expression, that field ceases to be a database field,
and becomes an expression field.

To change the expression in the Expression field,
you can either click in the Expression field and type
the desired expression terms directly into the
Expressions field, or you can right-click the Expres-
sions field and select the desired expression terms
from the Available Elements tree. Expressions are
read left to right.

E xpression: IEommon.Iistprice / common. soldprice | * 100 + %"

Expression field
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crion
Cormon s /CommenFulahs + Carmont il |

Available Elements tree

To create a List View field expression:

7 Right-click the column header representing the
field whose expression you would like to change.

Address

Residential Search

poo. WD 2600 FARGO 1445 5 16 FARG
BO0. W 1966 MOORHEAD 21115 19 1/2
po0. MD 15996 FARGO 1435 RIVER RD §
poo. WD 2150 FARGO 1401 5 21 FARG
poo. WD 2250 FARGO 1921 5 23 FARG
noo. hin 2475 MOORHEAD 2615 5 14 MOOR
poo. WD 2400 FARGO 3412 42 AVE SW
BO0. WD 1730 FARGO 2219 25 AVE 5 F,
BOD. N 1276 MOORHEAD 6809 N 2 MOOR|
po0. MD 2400 FARGO 2618 5 12 FARG
BO0. W 2100 MOORHEAD 2905 28 AVE CIF
pO0. MD 2600 FARGO 3528 43 AVE S F.
pO0. MD 1480 FARGO 4834 UNIVERSIT
BOD. WD 2600 DAVENPORT 415 3 AVE DAVH
BOD. WM 2600 MOORHEAD 974 16 AVE CIR
poo. kM 2100 FELTOM 0RR1BOX 106
BOD. WN 2450 BARNESVILLE 407 SE 10 BARN
BO0. MD 1920 FARGO 1002 PARK DR 3

8 Select Properties from the right-click menu.

Column Settings E
Description: IE

Expression: IEommon.city

Tatals type: I MHone

Alignment: IDefauIt

Laf L] L

Formatting: IDefauIt

Farmat: I

idth: I'I A1

Cancel |

9 If desired, click in the Description field, and
type a new name for the field.

Column Settings E

Description: IEit_l,l.-"Statel

Expression: IEommon.city

Tatals type: I MHone

Alignment: IDefauIt

Laf L] L

Formatting: IDefauIt

Farmat: I

idth: IU-?4

Cancel |

10 Do one of the following:

 Right-click the Expressions field and double-
click the desired expression term in the Available
Elements tree. The selected expression term appears
at the beginning of the expression.

« Click in the Expressions field and type the
desired expression term.

Column Settings E

Diescription: ICit}l.-"State

Expression: IEommon.city +

Tatals type: I MHone

Alignment: IDefauIt

Laf L] L

Formatting: IDefauIt

Farmat: I

idth: I'I 52

Cancel |




11 Repeat step 4 until the expression functions in
the Expression field represent the desired expression
value.

Column Settings E
Description: IM

E xpression: IEommon.city + """ + Common. state

Totals type: INone j
Alignment: IDefauIt j
Farmatting: IDefauIt j
Farmat: I
widh: [161
Cancel |

12 Make any necessary changes to the expression in
the Expression field, such as adding parentheses, or
adjusting term order.

13 Click OK.

To create a Comparison View field expression:

1 Right -click the row header representing the field
whose expression you would like to change.

2 Select Row Properties from the right-click
menu.

3 If desired, click in the Description field, and
type a new name for the field.

4 Do one of the following:

* Right-click the Expressions field and double-
click the desired expression term in the Available
Elements tree. The selected expression term appears
at the beginning of the expression.

* Click in the Expressions field and type the
desired expression term.

5 Repeat step 4 until the expression terms in the
Expression field represent the desired expression
value.

6 Make any necessary changes to the expression in
the Expression field, such as adding parentheses, or
adjusting term order.
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7 Click OK.

To create a Report field expression:

1 In the View Portfolio, open the view you want to
create an expression for.

2 On the report, right click the field whose expres-
sion you would like to change.

FMAAR

Residential Search

MLS Number |Listing Number

" fPrice Price

Bedrooms | &4

Baths Eepy P’
P

NO PHOTO AVAILABLE

NO PHOTO AVAILABLE

3 Select Properties from the right-click menu.

4 If desired, click in the Description field, and
type a new name for the field.

Field Properties

Description: IPTiEE!EEtH

Expression ICUmmun.DlicE

Fomatting: IEﬂnIean j

Farmat: I

Relevanecy: m [ Requiedenty [T FeadGnl

Additional constraints:
Ada)
Eiemaye:
Braperties...

Cancel

5 Do one of the following:

 Right-click the Expressions field and double-
click the desired expression term in the Available
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Elements tree. The selected expression term appears 7 Make any necessary changes to the expression in
at the beginning of the expression. the Expression field, such as adding parentheses, or
adjusting term order.

Expression:
/ Common. price = Expisssion
Common.price / Common NumberBaths =
-]
le elements: =
Functions » lemenl
+[Bdd) .
- [Sublract] 8 Click OK.
* [Muliply] Cancel
Jivide]
e To open the Presentation properties dialog:
< [Less Than)
el For more detailed information about Presentation
) e T Ecst view expressions, see page XX.
& (Logical And) . . . . .
1 Logost 0 1 In the Presentation view, right click the section
I [Logical Nat] . . .
| Parmihesss] | view whose expression you would like to set.
T . Commal =

* Click in the Expressions field and type the
desired expression term.

6 Repeat step 4 until the expression terms in the

Expression field represent the desired expression iy
value.

(Current Dataset)  (Current Datasst)  (Current Dataset)

B O O

Froperti

v Design Mode

Expression;

/ Common NumberB aths Comman. price =

[ 2 Select Section Properties from the right-click
Available glaments: men u.

(=~ 7 Fiesidential Fields ~| AddElement
=] Common Listing j —tl .
3 Do one of the following:

# Bediooms

b [ | « Right-click the desired sort order expression field

ab Acres Rem

B chatmDat and double-click an expression term in the Available

ab Agency
ab Agent Cooy

P Elements tree.
B Asan Fee

ab AssnFee Rem

ab Assumable

SR Assumable Rate

ab Book Section

ab Branch

ab Bsmt

ab Buyer Mame j
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* Click in the desired sort order expression field

and type an expression term.

Title: |Hasudenuamata Entiy % Title Font

Data set I[Euner\t Dataset]
I” Include in TOC

™ Display title page:
Page layout: | I= [ Eoflkte nane:
I | Foree odd page start

View: IHesldenua\ Data Entry

Data set restrictions:

Hemnve
Propetties

™ Limit Fresult Count: |1

Fllsl Sort Expression

4 Include nomal items -
[ Include selected items
4 Include redined items
o Include green items
& Include yellow items
& Include red items

]

I~ Break onchangs [ Guids words
I Mewpageonchange [ TOC

I~ Break onchangs [ Guids words

SEDDnd Sort Expression
[ I~ Newpageonchange [ TOC

Third Sort Expression

™ Bresk onchange | Guide words
[ I e e
Fourth Sort Expn

™ Bresk onchange | Guide words
| I~ Newpageonchange I~ TOC

4 Repeat step 4 until the expression terms in the
Expression field represent the desired expression

<
=8
=
@
l

Presentation Section Propeties

Title: |Hasudenuamata Entiy % Title Font

Data set I[Euner\t Dataset]
I” Include in TOC

™ Display title page:
Pags layout: [ = I= | Gl le pae

I | Foree odd page start
Add
Remove
Propetties

View: IHesldenua\ Data Entry

Data set restrictions:

4 Include nomal items -
[ Include selected items
4 Include redined items
o Include green items
& Include yellow items
& Include red items

]

I~ Break onchangs [ Guids words
I Mewpageonchange [ TOC

™ Limit Result Count:
First Sort Exprsssion

|t

:ummun aiea

I~ Break onchangs [ Guids words

™ Mewpage onchange [ TOC

SEDDnd Sort Expression
|V common. stieet

I~ Break onchangs [ Guids words

Third Sort Expr
[ [~ Mewpageonchange [ TOC

common. price

I~ Break onchangs [ Guids words

Fourth Sort Expr
[ [~ Mewpageonchange [ TOC

Cancel
5 Click OK.

Putting expressions
together

Expressions are very advanced and complicated fea-
tures—if you are not already comfortable using
them, creating effective expressions will probably
require some practice. However, there are some
things you can do to make learning expressions a lit-
tle easier:

» Become familiar with the different expression
components—what each component does by itself,
and what it does when combined with other expres-

sion components. Expressions are nothing more than
expression components strategically combined.

 Learn to recognize different data types. Kinnexus
terms can be in text, integer, real, currency, Boolean,
or date format. These formats are called data types.

» Become familiar with type conversion prece-
dence. Type conversion precedence determines the
data type of an expression's evaluation. Knowing the
type conversion precedence guarantees that your
evaluation results in the desired format.

» Make sure you know the order of operations. The
order of operations determine in what order the
expression is evaluated. A misplaced parenthesis
can completely alter the outcome of an expression.

Expression components (terms
and operators)

There are six components that you can use in creat-
ing new expressions: fields, constants, functions,
tags, variables, and operators. Fields, tags, constants,
and functions are called terms. Operators specify a
logical or mathematical evaluation of one or two
terms. Strategic combinations of these terms and
operators result in powerful expressions. The fol-
lowing sections define each component and show
you how to use each one in expressions.



92| CHAPTER 4
Expressions

Fields

You are already familiar with fields as they are used
in views. City is a field. Listing Date is a field. You
can add any existing field in the database to an
expression. Field expression terms appear in the fol-
lowing format: table.field. For example, to include
the current listing price of a property in your expres-
sion, you would add common.currentprice, drawing
the current price value from the common table.

E xpression: IEom on. city + Common. state |
[—| Fields

Tags

A tag lets you get data from a database field, even if
you don't know the correct field name. For example,
number of bedrooms is a popular residential field.
However, the field containing the number of bed-
rooms value could be called Bedrooms, Number-
Bedrooms, or even #Bdrms in the database. To make
finding the right field easier, your system adminis-
trator can create a Bedrooms tag. A Bedrooms tag
lets you retrieve exactly the same data as the number
of bedrooms field, but the tag has a very obvious
name, so you don't have to search for the right field
name. Essentially, tags provide aliases for com-
monly used fields with potentially confusing names.
You can add any tag in the database to an expres-
sion.

Constants

A constant is a number or text string that doesn't
depend on variable information. There are two kinds
of constants: literal constants and numeric constants.

Literal constants

Literal constants must always be surrounded by quo-
tation marks. The quotation marks let Kinnexus
know to display what lies between them literally. An
example of a literal constant is a symbol added to the
end of a number. Perhaps you want a percent sign to
appear after the selling agent commission field on a
report you are creating. Let's say that in your data-
base, the selling agent commission value is stored as
common.sac. To insert a percent sign after the sell-
ing agent commission you add the SAC field to your
report using the Field Chooser. You click in the SAC
Expression field, placing the cursor directly after
common.sac. You then type + "%" field so that
Common.sac + "%" appears in the Expression field.

If you use this report to view a listing whose selling
agent commission value is 12, the selling agent com-
mission value appears on the report as 12%. If the
listing you are viewing has a selling agent commis-
sion value of 7, the selling agent commission value
appears as 7%. While the selling agent commission
value is variable, meaning that the commission
value changes depending on what property you are
viewing, the percent sign remains constant, regard-
less of the actual selling agent commission value.
The "%" is the constant in the expression.

Numeric constants

Numeric constants do not use quotation marks and
can be mathematically combined with other terms.
Suppose, for instance, you want to determine the
percent of sale price to original list price for some
listings. You would use this expression:

(Common.listprice / common.soldprice) * 100

The 100 is the constant in the expression. While the
List price and Sold price change from listing to list-
ing, the 100 remains the same. If the list price was



$275, 000 and the property sold for $260,000, you
would get a value of 94.54. If you wanted a percent
sign to display after the value, you would use this
expression:

E xpression: IEommon.Iistprice / common. soldprice 1 <100 + "7/9"

|

Constants

You would then get 94.54%.

Functions

Functions are calculation tools that help you retrieve
and manipulate data. Functions are used in data type
conversion, string manipulation, date calculations,
and other miscellaneous programs. For example, the
@Money function lets you convert an integer
expression value to a currency value. The @UpCase
function lets you convert all the characters in a text
string to uppercase.

All functions are distinguished by a @ symbol fol-
lowed by parentheses. Within the function parenthe-
ses you place arguments to be evaluated by the
function. Commas should always separate argu-
ments within functions.

Expreszion:
@INTEGER common. price] =

Function

A complete list of available functions, containing
descriptions and examples, is available in Appendix
A.
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Operators

Expression operators specify a logical or mathemati-
cal evaluation to be performed on one or two terms.
Among other things, operators let you add two terms
together, divide two terms by each other, and deter-
mine which term of the two is the greater. For exam-
ple, you could use the division operator to find the
price per bedroom value:

E xpression: I Common.price ¢ Common. MumberE edrooms

Operator

Order of operations
The following expressions have been applied to a 2
bathroom, $125,000 residential property:

Common.price*2/common.numberbathrooms+3 =
$25,003
(Common.price*2)/common.numberbathrooms+3 =
$250,000
Common.price*2/(common.numberbathrooms+3) =
$83,333

Although each of the above expressions contain
exactly the same terms and operators, each expres-
sion returns a different evaluation. The difference in
the evaluations can be accounted for by the order of
operations The order of operations determines in
what order the terms in an expression are evaluated.
Three different rules govern the order of operations:

First order of operations rule: Operator precedence
determines the order in which terms are evaluated.

T+4%6=?
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Which is the correct answer to the above expression,
aorb?

a) 7 +4 = 11. 11*6 = 66.
b) 4*6=24. 24+7=31

In order to determine the correct answer, you need to
know operator precedence. In any expression, the
terms combined by the operator with the lowest
operator precedence value are the first to be evalu-
ated, the terms with the next lowest operator prece-
dence value are the second to be evaluated, and so
on. The operator precedence order is as follows:

Operator \Cl)g)lireator precedence
* % 1
+ - 2

==, >’ <l <>’ >:, <= 3

&&, || 4

Operator precedence values

The correct answer to the above expression is b, 31
because according to the order of operations, multi-
plication and division (1) takes place first, then addi-
tion and subtraction (2).

Second order of operations rule: Terms in parenthe-
ses are evaluated first.

The second order of operations lets you use paren-
theses to override the first order of operations rule. If
the example used above were written (7+4)*6="2,
the correct answer would be 66, because according
to the order of operations, items in parentheses are
evaluated first.

Third order of operations rule: If parentheses are
enclosed in other parentheses, the enclosed terms
are evaluated from the innermost parentheses to the
outermost parentheses.

(3+(7- (2+3*6) +2*5)-7+1) = ?

The inner most parentheses contain the expression
that must be evaluated first: (2+3*6)=18+2=20
Now the expression looks like this: (3+(7-20+2*5)-
7+1)

The next set of parenthesis to be calculated is (7-
20+2*5) = 7-20+10=-13+10=-3

The expression is now reduced to (3-3-7+1) = -6

Order of operations in Kinnexus expres-
sions

The following Kinnexus expression illustrates the
order of operations:

common.price/common.numberbedrooms +5

Apply this expression to a 4 bedroom, $125,000 res-
idential property. According to the order of opera-
tions, multiplication and division take place before
addition and subtraction. So first, $125,000 is
divided by 4, giving you $18,000. Then 5 is added to
this figure, giving you $18,005.

But perhaps you want to add the 5 to the number of
bedrooms before the price is divided by the number
of bedrooms. Although the first order of operations
says that the division must take place first, you can

use the second order of operations that says terms in
parentheses are evaluated first. To add five to num-

ber of bedrooms before division takes place, you can
place common.numberbedrooms +5 in parentheses:

Common.price/(common.numberbedrooms+5)



Applied to the same 4 bedroom, $125,000 residen-
tial property, this expression first adds 4 and 5, giv-
ing you 9. 9 is then divided by $125,000, making the
result $10,500.

Knowing and manipulating the order of operations
greatly enhances the effectiveness of your expres-
sions. If your expression evaluations are not what
you think they should be, check the expression to
make sure you have set up the order of operations
correctly. One misplaced parenthesis can change the
outcome of an expression.

Data Types

Open the Field Chooser and look at the small icons
next to each field. The icons represent data types. An
ab icon next to a field means that field has a text
data type. A 123 icon represents an integer data type.
Every term in an expression has a data type, whether
it is a database field, or a constant text string. A
term's behavior depends on its data type, but also
depends on what other data types are present in the
expression. A currency term behaves differently
when combined with a text term than it does when
combined with an integer term. Recognizing differ-
ent data types helps you decide how to combine
terms of different data types in an expression.

Data type ::Clglnd Chooser Definition

Text Any text string
.ab

Currency Numbers with currency sym-
@ bols and decimal points

Expression term data types

KINNEXUS 2.0 |95
Advanced User’s Manual

Field Chooser _
Data type icon Definition
Boolean E_ A true/false statement
Boolean Alist of true/false statements
Group :'Ej
Integer m Any number except for deci-
mals
Real Decimal numbers (excluding
EH. currency)

Expression term data types

Type conversion

In order for an expression to make an evaluation, all
constants and fields within an expression must be of
one data type, i.e., all constants and fields in an
expression must be Boolean, or all constants and
fields in an expression must be integers, etc. If you
have constants or fields of different data types in an
expression, a default type conversion will take place
when you evaluate the expression. For example, if
you add a text string to an integer in an expression
field and click the OK button, Kinnexus converts the
entire expression, including the integer term, to a
text value. The data type precedence order is as fol-
lows:

Data type conversion precedence
Data type Tele yp P
Text 1
Currency 2

Data type conversion precedence



96| CHAPTER 4
Expressions

Data type \[/);\ltjletype conversion precedence
Real 3
Integer 4
Boolean 5

Data type conversion precedence

In any expression, the term with the lowest prece-
dence number is the default conversion data type.
Say you have an expression containing a currency
term (2) and an integer term (4). Currency has the
lowest precedence number, so the entire expression
will convert to a currency value when the expression
is evaluated.

Note: A type conversion function overrides all pre-
cedence order. See page XX for more information
about type conversion functions.

Useful expressions

This section shows you how to combine terms and
operators to create some useful expressions. Going
through the process of creating these expressions
will give you a good idea of how terms and opera-
tors are combined to create expressions. Once you
become comfortable combining expression compo-
nents, you can begin creating your own expressions.

The field names used in these examples may not be
the same as those used in your database, but you
should be able to adapt these examples to your data-
base field names easily.

Price per Square Foot

This expression returns the price per square foot
value. In order to get this value, the expression must
divide the square feet by the price. This means that
you will use two field names—the Price field and
the Square Feet field—and one operator for division.

To create a price per square feet expression

These instructions assume you are in a List View,
Comparison View, or Report View that contains
some data.

1 Ifthe Price field is not already on the view, add it
from the Field Chooser.

2 Open the Price field's settings dialog (see page
XX).

3 Ifdesired, click in the Description field and type
a new description.

Column Settings E

Description: IF'ric:e.-"S aff

Expression: IEommon.price

Totals type: INone j
Alignment: IDefauIt j
Farmatting: IDefauIt j
Farmat: I
widh: [107
Cancel |

4 Place the cursor at the end of the expression in
the Expression field.
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5 Type the division operator. 2 Place the cursor at the beginning of the expres-
sion in the Expression field.
Deseriptian; [Price/Saft 3 Type @integer.
Eitesins oo e/
Totals type: INone j Description: IF'TiCE-"’SCIft
Alignment: IDEff'UIt j Expression: I@integer[ﬁommon.pric:e.-"c:ommon.sqft
Formatting: IDefauIt j Totals tope: INone j
et I Alignment: IDefauIt j
it |1'D? Formatting: IDefauIt j
idth: ITD?

6 Type the square feet field name. Cancel |
Descipion: [Pice/Saf 4 Place parentheses around the rest of the expres-
E xprezsion: IEommon.pric:e.-"c:ommon.sqft sion.

Touk o [ =]
Alignment: IDefauIt j Description: IF'ric:e.-"Sqft
Farmatting: IDEff'UIt j E xpression: I@integer[Eommon.pric:e.-"c:ommon.sqft]
IFammett I Totals type: INone j
width: |1'D? Alignment: IDefauIt j
Camcel | Formatting: IDefauIt j
Farmat: I
. idth: |1.07
7 Click OK button. btz
Caesl_|

Price per square foot variation

According to type conversion precedence, the value
returned by the price per square foot expression was
in currency format. Using a type conversion func-
tion, you can change the price per square foot value
to another data type. For instance, you can use the
@integer function to convert the value to an integer.

5 Click OK.

Price per bathroom

This expression returns the price per bathroom. If
your database has a bathrooms field, then the steps
for creating price per bathrooms expression are

To convert the price per square foot value to an almost identical to the price per square foot expres-
integer: sion. You simply divide the number of bathrooms

1 Complete the To create a price per square feet field by the price field. In many databases, however,
expression instructions on page XX through step 6. bathrooms are separated into full and half bath-
rooms, or upper level and main level bathrooms.
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This example will show you how to add bathrooms
fields to get a total bathrooms field, which you can
then divide by the price.

To create a total bathrooms expression

These instructions assume you are in a List View,
Comparison View, or Report View that contains
some data. This example uses fields from a database
that places bathrooms into half and full bathrooms
fields.

1 If the Full Bathrooms field is not already on the
view, add it.

2 Open the Full Bathrooms field settings dialog.
(See page XX).

Column Settings E

Diescription: IFU" Baths

Expression: IEommon.FuIIB aths

Totals type: INone j
Alignment: IDefauIt j
Farmatting: IDefauIt j
Farmat: I
widh [T
Cancel |

3 Ifdesired, click in the Description field and type
a description.

Column Settings E

Description: Itt Brathd

Expression: IEommon.FuIIB aths

Totals type: INone j
Alignment: IDefauIt j
Farmatting: IDefauIt j
Farmat: I
widh [T
Cancel |

4 Right-click the Expression field.

5 Place the cursor at the end of the expression and
type the addition operator.

Expression:
Common FulE aths + =

J |
6 Type the Half bathrooms field hame.

Expression
Common. FulBaths + Comman HallB aths =

7 Click OK.

To create a Price per bathrooms expression

1 Complete the To create a price per bathrooms
expression instructions on page XX through step 6.

2 Place the cursor at the beginning of the expres-
sion in the Expression field.

3 Inthe Availabe Elements tree, double-click the
price field name.

Expiession

Common price Cormmon. FullBaths + Comman HalfB aths ;I

Awallabls elements:
ab Ciy 2] Add Element
[ B| CMA Status
ab Commission Code
[ ok ]
Comp Book J
Comp Ficture _ Cancel |

| Completed

E| Contingency

ab Contingency Reasan
Cantract Date
Creation Date

=, Dataclassid
ab Diections
& poM
& Down Pl
72| Elem School
ab Elem Schools

I Evpiation Date =l




4 Double-click the division operator.

Common.price / Common.FulBaths + Commen.HalfB aths

Operators

+[add)

- [Subtract]

= (Wultiply]
Divice)

% (Mod)

= [Equals]

< [Less Than)

> [Greater Than

<=(Less Than or Equaks]
[Greater Than or Equals)

1= Mot Equals)

7] 2 (Logical And) =

-]
Available clements
Fiesidential Fields =] AddElement
Fesidentisl Tags
mrent User Fields
Functions Cancel

5 Place parentheses around both bathrooms fields.

Expression;

Comman price ¢ [Commen. FulBaths + Common HalBaths]

6 Click OK.

Address

|

In most databases, the address of a property is rarely

in one field. Usually each address com
as street number, street name, city, and

ponent, such
zip code, isa

separate field in the data base. This example shows
you how to combine address component fields into
one field containing a complete address.

To create an address field:

These instructions assume you are in a List View,

Comparison View, or Report View that
some data.

contains
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1 If the Street Number field is not already on the

view, add it.

Current Price

#Bedrooms

Relevancy

#Bedrooms

Relevancy

Current Price

$269,900

$252,500 $257,500

2 Open the Street Number field settings dialog.

Comparizon Yiew Row Properties E

Description; =L

E zpression: | Common. number

Wertical | Center

Alighment: IDefauIt

Formatting: IDefauIt

Lol L] L«

Farmat: I

Height: IU-2?
% Font

ﬂ Border

% Header Font

ﬂ Header Border
Cancel |
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3 Ifdesired, click in the Description field and type 10 Double-click the City field in the Available Ele-

a new description. ments field.
Description: IAddTESS Description: IAddTESS
E zpression: | Common. number Expression; |h.number+'" "+ Comman. street + "'+ Comman.city |
Wertical: | Center j Vertical: | Center j
Alignment: |Defc‘-ult j Alignment: |Default j
Farmatting: IDEff'UIt j Farmatting: IDefauIt j
Farmat: I Farmat: I

Height: IU-2? Height: IU-2?
% Font ‘ % Header Font % Font % Header Font

ﬂ Border ﬂ Header Border ﬂ Border ﬂ Header Border
Cancel | Cancel |

4 Right-click the Expression field. 11 Click OK.

5 Double-click the addition operator in the Avail-
able Elements field.

Current Price $273,900 $274,000 $258,900

6 Type a set of quotation marks containing an G 5 7
empty space. (This will place a space between the #ocarooms ° - ‘
street number and the street name.) s g |
Relevancy TO0% TO0% TO0%
7 Double-click the Street Name field in the Avail- l
- CREEK DR CREEK PKWY MAPLEWOOD
able Elements field. Comeriice  smsn  mssw ssasm
# Baths 3 2 4
8 Double-click the addition operator in the Avail- #aecrooms ‘ b : :
able Elements field. cocoor DN EEE, q
Relevancy 100% 100% 100%
9 Type a set of quotation marks containing an Y e
empty space TIMBERLINE DR FARGO CREEK DR
Address field

Days on market

This example shows you how to use the @Datediff
function to get information about how many days a
withdrawn or expired listing was on the market. In
order to get this information, you will use a function,



a date format constant, and two fields. Terms within
the function are separated by commas.

To create a withdrawn or expired date difference
expression:

These instructions assume you are in a List View,
Comparison View, or Report View that contains
some data.

1 If the Last Modified field is not already on the
view, add it.

2 Open the Last Modified field settings dialog.

3 Click in the Description field and type a new
field name.

4 Right-click in the Expression field.

5 In the Expression pop-up window, double-click
the @DataDiff function.

Hpression:

@DATEDIFF( unit, datel, dateZ) Commen lastmad =
Auvailable clements
B35 Furctions | AddElement

@BOOL value)

GINTEGER( value] R
GREAL] value) ]
GTERT] value) Cancel

GMONEY] value]
TETIME[ value)

TEDIFFL unit, dats1, da
TEADD{ uni, date, valus]
@CURRENTDATE()

@MID( sting, start, count]
@MID( sting, start]

GLEFT( stiing, start)
GRIGHT string, start)
@TRIMLEFT string)
@TRIMRIGHT string)
GLENGTH( string)

T @UPCASE( sting) =

6 Delete everything between the @datediff paren-
theses.
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7 Between the function parentheses, type the
datepart that calculates the date difference in days
between quotation marks.

Expiession
@DATEDIFF("dd"] Comman. lastmod ;I

8 Type acomma.

9 Move the Last Modified Date field name into the
parentheses following the datepart comma.

Exprassion
@DATEDIFF['dd", Common.lastmod | =

10 Type a comma.

11 Double-click the List Date field name in the
Available Elements field.

Expression:

@DATEDIFF("dd", Commen.lastmod, common listdate] =

Auvailable clements

B- nctiores | AddElement
@BO0L value] —I
@INTEGER( value] oK.
@REAL valug) _
@TEXT[ valug] Cancel

GMONEY] value]
@DATETIME] value)

@DATEDIFF unt, date?, date?]

@DATEADD( unit, date, value)

@CURRENTDATE()

@MID( sting, start, count]

@MID( sting, start]

GLEFT( stiing, start)

GRIGHT string, start)

@TRIMLEFT string)

@TRIMRIGHT string)

GLENGTH( string)

i @UPCASE( string] =

12 Click OK.
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Days on market variation

The expression above returned the days on market
value for expired and withdrawn listings. You would
have used a different expression to get days on mar-
ket for a sold listing, and yet another expression to
get days on market for an active listing, because
each status requires a different days on market
expression. To create an expression that can find out
the status of each listing in a view and evaluate the
days on market for each one regardless of status, you
can use the @Case function. The @Case days on
market expression is long, and looks like this:

@case(common.status, 0, @datediff (dd, @current-
date, common.listdate), @datediff (dd, @current-
date, common.listdate), @datediff (dd,
common.contractdate, common.listdate), @datediff
(dd, common.contractdate, common.listdate), @dat-
ediff (dd, common.solddate, common.listdate),
@datediff (dd, common.lastmod, common.listdate),
@datediff (dd, common.lastmod, common.listdate))

This expression contains the status field (com-
mon.status), which determines the status of each list-
ing. The expression also contains the days on market
expression for each status. Each days on market
expression must be placed in the expression accord-
ing to its status value.

Each status is assigned a value. If a listing is Contin-
gent, and the contingent status has a value of 3, the
contingent expression will hold the number three
position in the @case function. For example, if the
@case function ascertains that the first listing in a
view is contingent, it uses the expression in the num-
ber three position and returns the days on market for
that listing. If the next listing in a view is Active
(active has a status value of 1), the function ascer-

tains that the listing is active and uses the expression
in the number 1 position and returns the days on
market for that listing.

The following table shows you the different statuses,
their associated values and the days on market
expression for each status. Your board may use dif-
ferent status values than those used in the table. Your
system administrator can provide you with a list of
your board’s status values.

Status Status Days on Market expression
value

Pre-active 0 0

Active 1 @datediff (dd, @currentdate,
common.listdate)

Hold 2 @datediff (dd, @currentdate,
common.listdate)

Contingent 3 @datediff (dd, common.contract-
date, common.listdate)

Pending 4 @datediff (dd, common.contract-
date, common.listdate)

Sold 5 @datediff (dd, common.solddate,
common.listdate)

Expired 6 @datediff (dd, common.lastmod,
common.listdate)

Withdrawn 7 @datediff (dd, common.lastmod,
common.listdate)

Status values and Days on Market expressions

To create an all-status Days on Market field:

1 If the Last Modified field is not already on the
view, add it.

2 Open the Last Modified field settings dialog.

3 Ifdesired, click in the Description field and type
a new description.

4 Delete the expression in the Expression field.



5 Right-click the Expression field.

6 Select the @case function from the Expressions

window.

Expression;

@CASE( value, ...]| |

Available elemants

=] @TRIMRIGHT] string) ~|  AddElement
@LENGTH( string) J —I
@UPLCASE( string]

@D0WNCASE( sting)
@MIXEDCASE( string) Cancel
@STRIPWHITESPACE] string]

@STRIPYOIWELS( string)

@TRUNCATE] real)

@TRUNCATE] real, decimalPlace]

@FORMATDATE( dateTime, formatString]

@FORMATLIST( fieldN ame, value)

@FORMAT( formatSting, ...]

@CASE( walue. )

@PERSONALQ

@OFFICEN

@CHANGED()

@RELEWANCY])

| @PHOTOCOUNT]) j

7 Between the @case function parentheses, type

the Status field name followed by a comma.

Expression:
(@caselcommon status. | =

-]

8 Following the status field name and comma,
enter the @datediff functions for each status.

Expression:

@casel common. status, 0, @datedit [ dd, @cunentdate, common listdate), 1+ |
@datediff ( dd, Gcurentdate, common.listdate), Gdatediff (dd.

samman contractdats, comman listdate), @datediff [dd, common contiactdats,
common.listdate), @datediff (dd. common.solddate, common.fistdate), Edatedift

(dd. common lastmod, comman listdate), @datediff (dd, commor. lastmed,
common.listdate])|

9 Click OK.
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Chapter 5

Listings

This chapter will overview the functions associated
with adding and updating listings. You have a great
deal of control over your listings, but, as with every-
thing else in Kinnexus, the ability to edit and main-
tain listings is governed by rights granted by your
system administrator. You will be able to perform
certain functions described in this section only if the
system administrator has granted you permission.

This chapter shows you how to:

» Open and view your listing portfolios
» Add listings

» Add photos to listings

 Enter information about your listings on data
entry pages

Listing portfolios

Your listings are contained in listing portfolios.
There are three different portfolios and each portfo-
lio contains a different listing type. Simply double-
click a listing in a listing Portfolio to open it. The
following table cotains a brief description of each
listing portfolio and the kinds of listings each con-
tains.

Portfolio What it contains

The Listing Portfolio contains your
active, contingent, on hold, pending,
and pre-active listings. In other words,
the Listing Portfolio contains your cur-
rent inventory.

Listing Portfolios
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The Sold Listing Portfolio contains the
sold listings for which you were the
listing agent. The Sold Listing Portfolio
does not contain the listings for which
you were the selling agent.

The Lost Listing Portfolio contains the
once-active listings that didn't sell. The
listings in this portfolio include expired,
withdrawn or deleted listings.

Listing Portfolios

To open a Listing Portfolio:
1 Click the Listing tray tab.

2 In the Listing tray, click the icon representing the
portfolio you want to open.

Adding listings

There are three major steps to adding a listing. First,
you enter some basic information about the listing in
a listing Wizard. Second, you enter more detailed
information about the listing on a data entry page.
Third, you assign the listing a status.

Entering detailed information about a listing is
advantageous to you as the listing agent, because the
more information you enter about a listing, the more
likely that listing is to appear in searches.

To add a listing:
3 Click the Listing tray tab.

4 Click the Create Listing icon. The listing Wiz-
ard appears.
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5 Click the desired property type in the Type win-
dow.

6 Inthe Owner window is a list of people for
whom you can add listings. Click the name of the
person for whom you are adding the listing.

7 After designating the property type and the list-
ing agent, click the Next button.

8 Subsequent listing Wizard pages are completely
customized by your system administrator. Enter
information for all of the fields you can. You can
navigate between fields by using the TAB key.

9 When you have entered all the information for
one Wizard page, click the Next button to go pro-
ceed to the next Wizard page.

10 Click the Exit to Form button when you have
entered in all the desired information. A data entry
page appears.

11 Enter listing information in the data entry page
fields. See Data entry pages on page XX for more
information about data entry pages.

1234 Round

FARGO-MOORHEAD AREA ASSOCIATION OF REALTORS

813 N. Unversty Dr. - Box 5254- Fargo, ND 58105 235-6679 2321831 FAX.
Residential Data Ertry.

Location

Steet # 1234 GstingOffce  BRNIEEMARY, REALTORS
Foun ERNIE KUHN

ciy Fago Satus Preactive

State Propenty Type A

®R900
Parcelt B¢ Date 1031
N

E5r
g
2z

12 When you are through entering data, click the
Save button on the Action Bar.

13 If you wish to make the listing active, click the
Activate Listing button on the Next Step Bar. See
Statuses on page XX for more information about
listing statuses.

Editing listings
1 Click the Listing tab.

2 Click the icon representing the portfolio contain-
ing the listing you want to edit.

3 Double-click the listing you want to edit.

4 Make listing changes using the data entry page.
See page XX for instructions on using a data entry

page.

Deleting listings

Your system administrator determines whether or
not you can delete listings. If the system administra-
tor grants you the right to delete listings, a Delete
button will appear on the Next Step Bar of the list-
ing.

To delete a listing:
1 Click the Listing tab.

2 Click the icon representing the portfolio contain-
ing the listing you want to delete.

3 Double-click the listing you want to delete.

4 Click the Delete button the Next Step Bar.

Statuses

You must assign each listing a status. Until you
assign a listing a status, the listing has a status of
Pre-Active. There are eight default statuses in Kin-
nexus. Your administrator . The following table con-
tains descriptions of each default status. Because
system administrators can add or remove statuses



according to the needs of your board, this list may
not coincide exactly with the statuses in your board:

Status Description

Pre Active Not on the market. Only your
own searches will match your

pre-active listings.

Active On the market. Searchable.

Under contract, but still accept-
ing other offers. Searchable.

Contingent

Hold Temporarily off market. Mark a
listing on hold when you are
unable to show a property tem-
porarily for whatever reason.

Searchable.
Pending Under contract and not accept-
ing other offers. Searchable.
Sold Closed listings. Searchable.
Expired Expired listings. Searchable.
Withdrawn Listings that were taken off the

market before the expiration
date. Searchable.

Listing statuses

To assign a status to a listing:

1 Click the Listing tray tab.

2 Click the Listing Portfolio.

3 Open the listing whose status you want to change.

4 On the Next Step Bar, click the icon representing
the status you want to apply to the listing.

3808518

4114 TIMBERLIM
4303 TIMBERLIM
4421 TIMBERLIM

Mo
100221
Howse Color YELLO
Exterior
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Listing photos

Kinnexus allows you to add photos to your listings.
Kinnexus can read most photo formats, such as
jpeg., bmp., gif., and others. Your system adminis-
trator has determined the number of photos you can
add for each listing. In order to add a photo to a list-
ing, you must have the photo saved as a file.

Kinnexus displays the actual size of photos as long
as they are not larger than your screen. If a photo's
actual size is larger than the size of your screen, Kin-
nexus will make the photo smaller so that the entire
photo will fit on your screen.

Picture Information dialog

Each listing has a certain number of fields available
for photos. In the Picture Information dialog, you
can assign photos to each of the available photo
fields. These fields are usually descriptively named,
for instance, Exterior 1 and Interior 2 are examples
of some of the photo fields you could have available.
Once a photo has been assigned to a photo field, any
time you add that photo field to a view, the assigned
photo will display.

To open the Picture Information dialog:
1 Click the Listing tray tab.
2 Click the Listing Portfolio.

3 Double-click the listing whose photo(s) you want
to manage.
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4 Click the Photobook button on the Next Step Bar.
PICTURE INFORMATION DIALOG

Exterior 1 Exterior 2
NO PHOTO NO PHOTO
D— YAILABLE AVAILABLE
9902275.jpg Mo photo available No photo awvailable
/| | I
A Click the Open button to add a photo to the selected D Select the Photo field you want to add, edit, or
photo field. See To add a photo a photo to a listing on remove a photo from.
page XX for detailed instructions. E Click the Print button to print all the photo fields in the
B Click the Save button to save any changes you have Photo Information dialog.
made to the photos in the Picture Information dialog. F Click the Delete button to delete the photo in the
C Click the Zoom In button to view the actual size of the selected photo field.

photo in the selected photo field.

To add a photo to a listing:

These instructions assume that the Picture Informa-
tion dialog is open.

1 Click the Photobook button on the Next Step
Bar. The Picture Information dialog appears.

2 Click the photo field you want to add a photo to.

3 Click the Open button at the top left of the Pic-
ture Information dialog box. An Open dialog box
appears.

4 Use the Open dialog box to select the photo file.

5 Once you have selected the desired photo file,
click the Open button.

6 Repeat steps 5-8 for each additional photo you
want to add.



Data entry pages

Data entry pages contain fields into which you enter
further information about your listings. This section
will show you how to enter data into fields on data
entry pages. You will also learn about the different
field and data types you will encounter on data entry
pages.

1234 Round

FARGO-MOORHEAD AREA ASSOCIATION OF REALTORS

813N Universiy Dr. - Box 6254 - Fargo, ND 58105 235-6679 2321831 FAX
Residential Data Ertry

Status Pre:
Sute Property Tipe A
List Date it

Bxp Date 1031/
Legal Dssc Pending Date A
Closad Date Na

N

Na

Mt BocBath
#172 Baths

434 Baths

H
¥ BE B 3P 3%

Date entry page

Entering data

To enter data in a data entry field, you can either
click in the top-right corner of a field, or use the
TAB key to tab through the fields. TAB takes you to
the next field. SHIFT+TAB takes you to the previous
field.

To enter data:

1 Click in the top right corner of the Data Entry
field.

2 Enter data for the field.

3 Press the TAB key to go to the next field. Con-
tinue entering data for each field until all the
required/desired fields have been entered. You can
skip over fields by pressing the TAB key.
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To save changes:

1 Click File>Save or click the Save button on the
Action Bar.

To edit data:

1 Open the data entry page containing the informa-
tion you want to edit.

2 Scroll through the data entry page until you find
the field you want to edit.

3 Click in the field. Any information already in the
field will highlight.

4 Enter the desired data. Any previously informa-
tion will be deleted and the new information will
display in the field.

5 To save changes to the listing, click File>Save or
the Save button on the Action Bar.

Field types
There are three different field types on the data entry
page:

Optional fields You can choose to enter data in
an optional field, or choose to leave the field blank.
Whether or not you enter data in an optional field is
at your discretion. Optional fields are yellow by
default.

Error Fields All error fields have constraints
placed on them. Before you can make a listing
active, all error field constraints must be met. For
example, the Date Sold field could have a constraint
specifying that the date in the Date Sold field must
not be earlier than the Listing Date. To view the con-
straints placed on an error field, hould the cursor
over the error field. A tool tip will appear informing
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you of the constraints placed on the field. Required
fields have red backgrounds by default.

Warning fields Warning fields also have con-
straints placed on them, but you are not required to
meet the constraints before activating the listing. An
example of a warning field might be the Bathrooms
field. The system administrator might assign a range
of bathrooms, say 1-10, to the bathrooms field. This
way, if you accidentally type 74 in the Bathrooms
field, you will receive a warning. You are not
required to change the information you typed in
(mayhbe the property really does have 74 bathrooms)

but the warning will prevent you from making
unwitting mistakes in your data entry. Warning
fields are blue by default.

Data types

Each field on the data entry page accepts only one
kind of data. Knowing and recognizing each type of
data will help you verify accurate data and make
data entry easy. The following are the different types
of data you can enter on a data entry form:

Data Type Description Example
Boolean Checkboxes that allow you to specify
"Yes' or 'No'. A checkmark in a checkbox
means Yes. An empty checkbox means
No.
[ Centernial -
] Lincoln j
] Lewis & Clark
] Probstfield
[ Kindied
] Berger
A
] Hawley
[ Edison
] Eastwood
] Longfellow
] Abercrombie
1 Aggazie =l
Currency Edit fields that accept numbers with cur- -
rency symbols and decimal points. | Price $2,500,000. |
Date Edit fields that accept date values. —
P [Listing Date 7/21/00]
Date Time Edit fields that accept both date and time — -
values only [Expiration Date  06/02/99 16:30]
Integer Edit fields that accept any number that -
does not contain decimals. | Unit # 21 |

Data entry page data types
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Real (2 decimal) Edit fields that accept decimal numbers
with up to two decimal spaces.

[ Commission Rate 512 \

Real (4 decimal) Edit fields that accept decimal numbers
with up to four decimal spaces.
| Other 12,0000 |
String Edit controls that accept text values. — -
|Listing Office EDINA REALTY]
Percentage Edit controls that accept percent values.

[BAC 12% |

Data entry page data types
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Comparative Market Analyses

(CMAS)

Creating a CMA in Kinnexus involves three major
steps. During the first step, you create the subject
property if the property does not already exist as a
listing. On the second step, you run a search for
properties comparable to the subject property. The
third step lets you present your results in an attrac-
tive, easy-to-read CMA presentation. These steps
must be done in sequence, but they don't have to be
completed in one Kinnexus session. For example,
you could create the CMA subject property in one
session, and run the CMA search during a later ses-
sion.

CMA searches and presentations are saved with the
subject property they are associated with in the
CMA Portfolio on the Listing tray. If you delete a
CMA subject property from the CMA Portfolio, the
associated search and presentation are also deleted.

Creating a new subject
property

The subject property is the property for which you
are doing the CMA. You can either use an existing
listing as the subject property, or you can create a
new subject property. Creating a new subject prop-
erty is very similar to adding a new listing. First you
enter some information about the subject property
on a Wizard page. You then fill out more informa-

tion about the property on a criteria page. Finally,
you save the subject property in your CMA portfo-
lio. If you are using an existing listing as your sub-
ject property, skip to Running a CMA search on page
XX. To create a new CMA subject property, follow
the steps below:

To create a new CMA subject property:
6 Click the Listing tray tab.

7 Open the CMA Wizard by clicking the Create
CMA icon.

E=

Create Chif

8 Fill out the Wizard criteria fields with informa-
tion about the subject property.

PFroperty Name | Cody Averue Prige | $265.000
List Date|7/22/00 ExpDate|1/22/01
Dwiner Mame | Jim Jaimusch Dwiner Ph[243.369.2587
Shieet #3345 Shieet| Sundog Stizet

Ciy[Faiview — zolmaz | Memhwest =
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9 When you have filled out the desired criteria
fields, open the criteria page by clicking the Exit to
Form button.

10 Enter any additional information about the sub-
ject property on the criteria page.

11 Click the Save button on the Action Bar. The
CMA subject property is saved in your CMA Portfo-
lio in the Listing tab.

Running a CMA search

Once you have created the CMA subject property,
you are ready to search for similar properties. Kin-
nexus brings up a search Wizard containing criteria
based on the information you entered about the sub-
ject property. For example, if the price you entered
for the CMA subject property was $250,000, the
Wizard Price field might have a price range of
$200,000 to $300,000. You are free to edit any of the
Wizard criteria if the ranges are too wide or narrow
for your purposes.

Running a CMA search brings up a list of properties
that are comparable to the CMA subject property.
These properties are called comparables.

Because of the similarities between CMA subject
properties and regular listings, you can also run a
CMA search from any of the listings in your listing
portfolio.

To run a CMA search from a CMA subject prop-
erty:

These instructions assume that you have created and
saved the subject property for which you are running
the CMA search.

1 Click the Listing tray tab.
2 Click the CMA Listing Portfolio icon.

3 Open the CMA subject property you want to run
a CMA search for by double-clicking it.

Listing# ElemSch  HA

Statuis A JrHigh  NA

Wobe o @ NO PHOTO
LOffi Stte HA

OcPrce  $263,000 Buitlnfo  HA A V

Cut P TearBuilt  NA Wu
Swectd 3845 PekgDesc  HA

Direct Horth Guagett  NA

Street, SundogSteeet Roof

Zip 45012 Lok Deso

City Feirviow Bamt Type Remarks

Zoning  HA Bt %Fin

County  NA Siding Private Remerks

Subm #Fiteglace MA

Unit # Coler

Lotsg  HA #levds  NA

Aores A Disclosuse  HA

dueak NA

Legal

4 Click the CMA Search button on the Next Step
Bar of the open CMA subject property. A Wizard
containing criteria based on the criteria you entered
for the subject property opens.

5 If desired, modify and/or add criteria to the
search Wizard. CMA searches use relevancy. If you
are unfamiliar with relevancy, see page XX.

6 When you are ready to run the CMA search,
click the Go button on the Wizard. A list of compa-
rables displays. The search criteria you used and the
resulting comparables are saved with the CMA sub-
ject property in the CMA portfolio.



To run a CMA search from a listing

These instructions assume that there is at least one
listing in your Listing Portfolio.

1 Click the Listing tab.

1 Click the Listing Portfolio icon.

2 Open the listing you want to run a CMA search
for by double-clicking it.

3 Click the CMA Search icon on the Next Step
Bar of the open listing. A Wizard containing criteria
based on the criteria you entered when you created
the listing opens.

4 If desired, modify and/or add criteria to the
search Wizard. CMA searches use relevancy. If you
are unfamiliar with relevancy, see chapter XX.

5 When you are ready to run the CMA search,
click the Go button on the Wizard. A list of compa-
rables displays. The search criteria you used and the
resulting comparables are saved with the listing
property in the Listing portfolio.

Presenting CMA results

From the list of comparables you can decide which
properties you want to use in your CMA presenta-
tion. You can also choose any available view for
your CMA presentation, but Kinnexus comes with a
default CMA Presentation View you can use. The
instructions in this section will show you how to use
the default Kinnexus CMA Presentation.

If you do not want to use the Kinnexus CMA Pre-
sentation, see Chapter XX for information about
applying other views or creating your own views.
You can also modify the Kinnexus CMA Presenta-
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tion by making a copy of the view and saving it
under a different name in your View Portfolio.

The default CMA presentation is tailored for CMAs,
but can also be used to view any set of search results
in Kinnexus.

The Kinnexus CMA Presentation contains the fol-
lowing items by default:

 Artitle page template containing the title of the
presentation

A table of contents template containing a table of
contents for the presentation

» A subject property page containing information
about the CMA subject property

» A CMA search criteria page containing the search
criteria used to find the comparables included in the
presentation

» An Active comparables comparison view
» A Sold comparables comparison view
» An Expired comparables comparison view

To apply the Kinnexus CMA Presentation to a
CMA subject property:

These instructions assume that you have already
created and saved the subject property for which you
are creating a CMA presentation. You must also
have run a CMA search for the subject property.

1 Click the Listing tab.

2 Click the portfolio (CMA Portfolio or Listing
Portfolio) that contains the CMA subject property
you want to create a presentation for.

3 Open the CMA subject property you want to cre-
ate a presentation for by double-clicking it.

4 Do one of the following:

« If you want to use the comparables from your
original CMA search in the presentation, click the
CMA Comparables icon on the Next Step bar. The
original CMA search results display.
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* If you want to modify the CMA search criteria, 1 Click the Current Form Indicator.
bring up the search Wizard by clicking the CMA
Search icon on the Next Step Bar. When you have
entered criteria and run the search, a list of compara-
bles meeting the modified search criteria displays.

2 Select the Kinnexus CMA Presentation from the
pop-up menu.

5 From the list of comparables, highlight in yellow
the properties you want to include in the CMA pre-
sentation. If you don't know how to highlight items,
see page XX.

[ Current Prct | Current Pice
MLS# ListDate _ AgentName
30 Total ftems In Temporary Residential Search
Status = Active

00025 01/10/00 JANAMILLER $233,500 $233,500 3549 River Road
100790 03/07/00 SHERI AUER $234,900 $234,900 4240 High Trail Road"
101027 03/27/00 ROGER MCCALLA $234,900 $234,900 3081 Lloyd Mangrum
101112 04/01/00 KAYE BLYTHE $232,000 $232,000 2104 Locust
101266 04/13/00 THOMAS MADDEN $235,000 $235,000 23 Giobon Road
101680 04/07/00 vl 230,000 $230,000 2713 Augusta Lan
102225 06/14/00 TAMARA JOHANSEN $230,000 $230,000 31 GIBEON ROAD

$1,630,300 $232,300

Status = Expired
80451 0211038 PRUDENTIAL FLOBERG $254,500 $234 500 4236 PALISADES PAF
83261 09/01/98 STRATTON, BETTY A $230,000 $230,000 114 YELLOWSTONE
92321 06/30/99 HTHOMAS LLEWELLYN  $234.900 $234,900 2233 FAIRVIEW PLAC
92385 07/09/99 SHARON BOYD $233,500 $233,500 3549 River Road
92620 081099 BRET BENNETT $230,000 $230,000 0 26 miles South

$1,162,900 $232,580

Status = Sold
00017 O1/08/00 JERRY FOX $234.900 $234,900 2326 HAMBERG LANE
100414 01/31/00 MIMI PARKES $235,000 $235,000 5514 Billy Casper Driv
52200 0772695 Unknown User $235,000 $235,000 511 WOODLAND DF
52866 09/19/95 COX, RACHEL $235,000 $235,000 4382 LAREDO PLACE
52015 09722195 EGAN, MYLES M $235,000 $235,000 2902 ALEXANDER RC
53037 10/02/95 MONTALBAN, VICKI A $234,900 $234,900 3560 MASTERSON CI
61560 05/18/96 ROGER BEETER $230,000 $230,000 5440 GENE SARAZEN
81169 04/05/98 MONAHAN, DAN $235,000 $235,000 1647 CANYON TRAL
82032 06/08/28 OLSON, JM D $234,500 $234,500 4048 PALISADES PAF

el TSR ROYER IOANN £934 700 S234 0 AR CORAIN L,;I

6 To open the CMA presentation click the CMA
Presentation icon on the Next Step Bar. When the
presentation first opens, a dialog may appear asking
you enter some additional information about the pre-
sentation. Fill out all the information that you can.
The Kinnexus CMA Presentation you have just
opened is saved with the subject property in the
CMA or Listing Portfolio.

7 To preview how the CMA presentation will
look when printed, click the View Mode button
and select Print Preview Mode from the pop-up
menu.

8 To print the Kinnexus CMA Presentation, click
File>Print or click the Print button on the Action
Bar.

To apply the Kinnexus CMA Presentation to
search results:

These instructions assume that a list of search
results is open in the main view.
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Maps

his chapter describes how to use Kinnexus
mapping functionality in searches and forms.
Using the Tiger data mapping information
provided in Kinnexus, you can:

Search by geographic area

 Locate List View properties on an overview map

» Add a map to a form
 Reposition mapped properties on a form

The Mapping Information
dialog

Whether you are defining a search region or locating
properties on the overview map, you will use the
Mapping Information dialog. The Mapping Informa-
tion dialog contains all the controls and features nec-
essary for using maps in searches and forms.

To open the Mapping Information dialog:
1 Do one of the following:

» Click amap in a Search Wizard.

* Click the Overview Map button on a List View of
search results. A map will appear.
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 Click the map in a data entry form.

L5 [Wsss 7k s
| [ 258 8- 85,51
[ ess 6 854K
[Mess 6 854K
ek Bitsh | [saes o - 56,5
Meas k- e8.5K
Deas k- e8.5K
| Oesssssax
| [Jsass.6K - 5.5
9 s o - 5.5k

i

Mapping Information dialog

Mapping dialog buttons

Several buttons appear along the top of the dialog.
The following table contains a description of each
button.

What it
Button looks What it does
like
Zoom Out Click this button to zoom out on
[ ] the map.
i

Mapping dialog buttons
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Zoom In Click this button to zoom in on the
. map.
A
Print Click this button to print the map.
Clear Click this button to clear all

selected areas on the map.

Relevancy
(search
maps
only)

Click this button to assign a rele-
vancy level to your map criteria.
This button appears only if you are
using relevancy with the current
search.

Finish Click this button when you have
completed any changes made to
the map.

Mapping dialog buttons

Demographic mapping features
You can have Kinnexus maps display demographic
information, such as household concentration, popu-
lation density, and property price. Demographic
mapping features are represented by colors on the
map. A demographic feature key at the top right of
the Mapping Information dialog shows you what
each color means.

To view a demographic feature in a map, select the
desired feature from the drop-down menu on the
Mapping dialog.

To select a demographic mapping feature:

These instructions assume that the Mapping Infor-
mation dialog is open.

1 Click the demographic feature drop-down arrow.

2 Select the desired demographic feature from the
drop-down menu.

+ Mapping Information

No demographic feature]
CountyFIPS
Feature
Households: Total
Housing Urits Median Yalus
Housing Units: T otal

H

Rotation

You can rotate all map types by degrees, with 0
being true north. You can either select a rotation
degree from the Rotation drop-down menu, or type a
rotation degree directly in the Rotation field.

To set map rotation:

These instructions assume that the Mapping Infor-
mation dialog is open.
1 Do one of the following:

 Click the Rotation drop-down arrow and select a
rotation from the drop-down menu.

+ Mapping Information

o demographic feature]

 Click in the Rotation field and type the desired
rotation.



Zoom

Aside from using the zoom buttons to zoom in and
out on maps, you can also set the zoom by entering a
value in the Zoom field. Zoom is measured in miles
across.

To set default zoom:

These instructions assume that the Mapping Infor-
mation dialog is open.

1 Do one of the following:

¢ Click the Zoom drop-down arrow under the

desired map type and select the desired zoom from
the drop-down menu.

* Click in the Zoom field under the desired map
type and enter the desired zoom.

: Mapping Information

(No demographic feature] ¥

Zoom field

Mapping Information right-click
features

The Mapping Information right-click menu contains
several commands that enhance the mapping pro-
cess.

To view the mapping right-click menu:

These instructions assume that the Mapping Infor-
mation dialog is open.
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1 Click in the Mapping Information dialog with the
right mouse button.

UnZoom
Zoom Jn
Zoom Jut
Wiew State
Wiew Country

Configure Map
Lookup Address

Bedraw Current Map
Frint bap
Copy to Clipboard

The mapping right-click menu contains the follow-
ing options:
* UnZoom Undoes your last zoom.

e Zoom In Zooms in on the location you right-
clicked.

e Zoom Out Zooms out on the location you right-
clicked.

» View State Redraws the map so that the current
state and its counties are outlined.

» View Country Changes the map to an over-
view of the United States of America.

» Configure Map Brings up a dialog allowing
you turn on and off certain map features. For exam-
ple, if you do not want highways or airports to
appear on your map, you can specify that preference
in Configure Map dialog. The settings you enter into
the Configure Map dialog applies to the current map
only and will not be saved.

» Look Up Address Brings up a dialog allowing
you to type in any address in the United States.
When you click the OK button, the address you
typed in will be displayed on the map.

» Redraw current map Redraws the current
map.

e Print Map Prints the current map.

» Copy to Clipboard Copies the current map to

the clipboard, allowing you to paste the map into
other applications.
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Re-sizing the Mapping Informa-
tion dialog

You may want to resize the mapping Information
dialog to make it bigger or smaller.

To resize the Mapping Information dialog:

These instructions assume that the Mapping Infor-
mation dialog is open.

1 Place your mouse pointer over any edge of the
Mapping Information dialog. Notice that your
mouse pointer changes from a white arrow to a black
double-pointed arrow.

2 When you see the double-pointed arrow, hold
down the left mouse button and drag the mouse to
the right or left. Depending on where you move your
mouse, the dialog will become larger or smaller.

3 When the Mapping Information dialog is the size
you want it to be, release the mouse button.

Using mapping to define a
search region

To define a search region, you will select a map
region on the search Wizard. When you run the
search, only those properties that are within the map
region you selected, and meet any other criteria you
entered on the Wizard, will be returned.

To define a search region using mapping:

These instructions assume you are using a Wizard
with mapping functionality.

1 Open asearch Wizard.

2 As you go through the Wizard pages, select any

search criteria, such as Status and Price, you wish to
combine with mapping criteria.

3 When you come to the Wizard page containing a
map, click the map. The Mapping Information dia-
log appears.

4 To select an area on the map, hold down the ALT
key and click the map where you want to begin
searching. A green icon resembling a tack appears.

: Mapping Information

Search selection tack

5 While still holding down the ALT key, click on
the map three more times. Click so that the area you
want to search lies between the tacks. Once there are



four tacks on the map, the area between the four
tacks is selected.

1 Mapping Infor [x]

(o demographic feature) =

Search selection area

6 To select more than one map area for inclusion,
repeat steps 4-5.

7 When you have selected the desired map area(s),
click the Finish button or press the ENTER key on
the keyboard. The Mapping Information dialog will
close, but the selected map area(s) will be included
in your search.

8 When you have finished entering all the desired
information in the search Wizard, run the search by
clicking the Go button.

Locating properties on an
overview map

After you have performed a search and received a
list of results, you may want to see at a glance where
the search result properties are located, which prop-
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erties are in the same neighborhood, or which are in
different parts of town. Overview map functionality
allows you to view all of the properties in your
search results List View on a map.

Crarian

Lap

Overview Map button

To view search result properties on an Overview
Map:

These instructions assume you are looking at a
group of search results.

1 Click the Overview Map button on the Next
Step Bar. The Mapping Information dialog contain-
ing a map will open. All the properties in the search
result List View will appear on the map.

2 Click a property on the map to see its search
result form.

3 When you are through using the overview map,
click the Finish button, or press the ENTER key on
the keyboard. The Overview Map will close.
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Adding a map to a report
You can add a map to a report just like you would
add any other field. For instructions on how to add a
field to a form, see Adding fields to reports on page
XX.

Repositioning a mapped
property

Properties on data entry pages can be repositioned.
If you place a map on a listing, Kinnexus determines
the geographic location of the property based on the
property address you enter. If the address is incom-
plete or ambiguous, however, Kinnexus will simply
make its best guess as to the location of the property.
Although this means that a property might be mis-
placed on a map, it is possible to move the property
to the correct location.

To reposition a property on a map:
1 Click the Listings tab.
2 Click the Listing Portfolio icon.

3 Click the listing containing the property you wish
to reposition.

4 Click the map on the data entry form.
5 ldentify the correct property location on the map.

6 Single-click on the correct location. The property
moves to the location where you clicked.

7 Click the Finish button or press the ENTER key.
The new property location is saved.
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Text Formatting and Page Layout

This chapter shows you how to manage the appear-
ance of data in Kinnexus through manipulating
color, font, and border settings.

Because instructions for getting to the color, font,
and borders settings depend on where you are in the
program, you must look in an item's chapter to find
out how to open the appropriate dialog. For exam-
ple, if you would like to add a border to a Compari-
son View, you must look in the Comparison View
chapter for instructions on how to open the Compar-
ison View Borders dialog. Once you are in the cor-
rect dialog, however, the steps for creating a border
are exactly the same no matter where you are in Kin-
nexus.

This chapter also shows you how to create and use
page layouts. Page layouts let you set margins and

add graphics, headers, and footers to printable Kin-
nexus documents.

Color

A color control allows you to change the color of
text and objects. A color control is fairly easy to rec-

ognize and looks like this:

Calar:
[

Color control

To change a font or object color:

8 Click the Color Control. The Color Selection
palette will open.

- Automatic

EEEEEENC
[ B W (LN N sl
EEEIDNENEND
.
Y Imimim sy |

Edit Colar...

9 Double-click the desired text color. Any selected
text or objects will change to the designated color.

10 Click OK.

Add Basic Colors

If you want to use a color that isn't on the Color
Selection palette, you can select different colors
using the Color dialog box. Adding a color replaces
one of the colors on the Color Selection palette.

To add a color:
1 Click the Color control. The Color Selection pal-
ette appears.

2 Single-click a color box in the Color Selection
palette. This color will be replaced when you add a
color.
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3 Click the Edit Color button.

- Automatic

EEEEEENC
EEENNOCOD
EEEEENEND
OOodoOmOCO .
Y Imimim sy |

Edit Color... |

4 Select the desired color from Basic Colors pal-
ette.

Color 2] ]
Basic colors:

I T
T
Wil Wl |
C it el 0
il
e

LCustom colors:

N o o
N o o o

Define Customn Colors »» |

Cancel |

5 Click the OK button. The color you selected is
added to the Color Selection box.

Create Custom Colors

If you want to use a color that isn't on either the
Color Selection or Basic Colors palette, you can cre-
ate your own custom colors. Creating a custom color
replaces one of the colors on the Color Selection
box.

To edit a color:
1 Click the color control.

2 Single-click a color box in the Color Selection
palette. This color will be replaced with your new
color selection.

3 Click the Edit Color button. A Color dialog box
appears.

4 Click the Define Custom Colors button. A color
spectrum will appear.

Color

Basic colors:

JS T (R

(il |

I T

T

Cd el

JO O T

Custom colors:

L o ol

o | i

[ Define Custom Colors >3 | ColoriSgid |y, [l Busfo
oK Cancel &dd to Custom Colors |

5 Click the color spectrum and, while holding
down the mouse button, move your cursor across the
spectrum until the desired color is displayed in the
Color/Solid field. If no color appears in the Color/
Solid field when you move the cursor, lower the

luminance bar value at the right of the spectrum.

:*@g Under Basic Colors, click the color that

comes closest to the color you want. The
cursor will move on the spectrum to the color
you clicked, and you will be in the general vicin-
ity of the color you want.

6 When the desired color appears in the Color/
Solid field, release the mouse button.

7 Click the Add to Custom Colors button. The
color you just created appears under Custom colors.

8 Click on the OK button. The color you just cre-
ated will display in the Color Selection box.
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Borders Settings
Along the left side of the Borders dialog are page

icons representing different border settings. Click
the setting you prefer.

You can add borders to several items in Kinnexus.
For example, if you are editing a report you can add
a border to a report, report page, frame, and/or para-
graph. Other items you can add borders to in Kin-

nexus include Comparison Views and page layouts. Setting teon Instruction

The instructions in this chapter show you how to use None — Click this setting if you do not
the Border dialog controls to create useful and want a border.

attractive borders.

There are several different places in Kinnexus where Ful — Click this setting if you want a
you can add borders. When borders are available for |:| ;’r']fg'tl’t':r:‘”der all the way around

an item, a Borders button displays on the appropriate
properties dialog. A Borders button opens the Bor-

i i i Shadow — Click this option if you want to fill
ders dialog and looks like this: [I in the background of the item.
i | Borders
J Custom — Click this setting if you want to

create a custom border.

Borders button

Border settings

Borders dialog

In the Borders dialog you can select a border setting,
style and color.

Style
To the right of the Settings options is a Style window
containing borders styles.

Borders Style:

Setting Styls Preview:

—— Use buttons to apply borders | —
Mone

=l e —

I Style Settings

Click the border style you want to use and click the
Borders dialog desired Setting to apply the new border style.
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Color
Below the Styles window is a Color control. This
control allows you to select a border color.

Calar:
[

Color control

Preview

On the far right of the screen are the Preview con-
trols. The Preview controls allow you to preview
what the border will look like.

Prewview:

Usze buttons to apply borders

Preview settings

If you don't want every side of the item surrounded
by the border, you can select which sides have bor-
ders and which don't. Select and deselect border
sides by clicking the Preview buttons. Any changes
made to the border using the Preview buttons appear
in the Preview window. Using the Preview buttons
automatically changes the setting to Custom.

To set a border around an item:

1 Click the appropriate Borders button. The Bor-
ders dialog opens.

1 Click the style you want to use for the border.
2 Use the Color control to select a border color.

3 Click the border setting you want to use. The set-
ting, style and color will preview in the Preview
window.

4 If desired, use the Preview buttons to edit the
border sides. If a Preview button is depressed, it
means that the border for that side is displayed.
Using the Preview buttons will change the setting to
Custom.

5 When you are satisfied with how your border
looks, click the OK button. The border you designed
will be applied to the selected item.

Fonts

Font settings let you determine how text will appear
on a page. A font is a set of characters of one face
and dimension, or in other words, an alphabet in
which each character shares the same style and size.
Another word used interchangeably with font is
typeface. Some commonly used fonts are:

Arial font
Times New Roman font

Kaufman font

Courier font

You can change font settings using the Font Format
dialog. The Font Format opens when you click a
Font button. Font buttons are found on certain prop-
erties dialogs, and look like this:

% Faont

Font button

Changing fonts

You have complete freedom in assigning available
font settings to the text on your pages. If you don't
like a font, you can change it to another easily. Font



settings include font, font size, font color, back-
ground color, and effects. Font settings are set in the
Font Format dialog.

Font Format Dialog
Font: Size: Effects

100 I~ Eod
AGaramond Bold =] [ - ™ ltalic
-

| AmericanT ypewriter Cn Underlined
AmericanT ypewiter Light a I Lt
smericanT ypewiter LightCn 3 I™ Sukethiough
ameticanT ypewiiter Medim 0 L —
ndale tono o 1 o TS

Text Color Background Calor:

~ Sample Text--

Carcel

Font Format dialog

Font

You can change text’s font easily using the Font set-
ting. Keep in mind that Kinnexus does not install
any new fonts—it uses the fonts that are already
available on your computer. If you are creating
forms that others might use, make sure you use stan-
dard fonts that are distributed with Windows. If you
use fonts that were installed on your computer by
another program (such as Corel Draw), Kinnexus
will not know how to show those fonts on a com-
puter that doesn't have the same programs installed.

To change the font:

6 Click the appropriate Font button.

7 Click the desired font in the Font scroll window.
The font you selected displays in the Font field.
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Font:
rial

AmencanT ppewriter b edium ;I
Andale Mono

Arial Black,

Arial Marrow

AyvantGarde

BakerSignet ;I

8 Click OK.

Font size
You can easily make the font size bigger or smaller
using the Size setting.

To change the font size:

These instructions assume the Font Format dialog is
open.

1 Selecta font size from the Size list, or click in the
Size field and type the desired font size. The
selected text will change to the size you designated.

2 Click OK. The Font Format dialog closes.

Font color

If you have a color printer, Kinnexus can print in
basically any color. Changing the font color can be a
useful way to make items stand out on a page.

To change the font color:

1 Click the appropriate Font button.

1 Click the Text Color control. The Color Selector
box appears.

2 Select a color from the Color Selector box, or
create a new color.

3 Click the OK button.
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Background Font Color
The default font background is white. It can be
changed, however, to achieve a strong visual effect.

To change the background font color:
1 Click the appropriate Font button.
1 Click the Background Color control.

2 Select a color from the Color Selector box, or
create a new color.

3 Click the OK button on the Font Dialog box.

Font Effects

There are several font effects you can use to empha-
size the text on your reports. The following table
shows you the text effects available to you in Kin-
nexus:

Font Effect What it looks like
Bold -- Sample Text -
Italic -- Sample Text --
Underlined -- Sample Text --
Strikethrough —Sample-Text—
Superscript -~ Sample Text --
Subscript - Sample Text --

Font Effects

To apply text effects:

1 Click the appropriate Font button.

1 Place a checkmark in the checkbox next to the
desired text effect(s).

2 Click the OK button. The text effect(s) you des-
ignated will be applied to the selected text.

Page layouts

Page layouts are a group of settings that can be
applied to any printable Kinnexus view or form.
Page layout settings include page margins, headers
and footers, and borders. Using page layout settings,
you can add things such as page numbers, company
logos, and decorative borders to your documents.

This chapter will show you how to select page lay-
outs and create new ones. Learning how to use page
layouts will greatly enhance the appearance and
cohesion of your documents.

Selecting a page layout

The currently selected page layout appears on all
printable Kinnexus views or forms. If you want to
use a different layout than the one currently being
used, you must select a different page layout from
the Page Layout Selection dialog. If you do not want
to use a page layout, there is a ‘No Page Layout'
option.

To select a new page layout:

3 Click File>Page Setup. The Page Layout Selec-
tion dialog appears.



4 Click the Current Page Layout drop-down but-

,_,
|o

>
]

Page Layout Selection

Current Page Layout

|Greg's Layout =l
No Pae Lavout

o |
Cancel
Add
Delete

Propetiss.

Emma's Lapout
Greg's Layout
Fesidental

Fiesidential

5 Select the desired page layout from the drop-
down menu.

6 Click the OK button.

Printing page layouts

When you are ready to print a document, you can
simply bring up the print dialog and click OK. The
document will print with the current page layout. If
you wish to change the current page layout before
you print, there is a Page Layout control on the Print
dialog.

To select a page layout from the Print dialog:
1 Open the document you wish to print.

2 Click File>Print. The Print dialog will appear.
The name of the currently selected page layout dis-
plays in the Page Layout field.

3 Click the Page Layout drop-down menu arrow
and select the desired page layout from the drop-
down menu.

4 When you are ready to print, click the OK but-
ton. The selected page layout prints with document.

KINNEXUS 2.0 |127
Advanced User’s Manual

Creating a page layout

A page layout has three elements: margins, headers
and footers, and borders. You can create a new page
layout by manipulating these elements. Once you
have created an new page layout, you can assign it to
Kinnexus documents.

You create new page layouts in the Page Layout dia-
log.

To open the Page Layout dialog:

1 Click File>Page Setup. The Page Layout Selec-
tion dialog appears.

2 Click the Add button. The Page Layout dialog
appears.

Page Layout ]

Description:
Security.
Top: [0.75 Botom: [0.75 Butter: [0

Left: [0.75 Right: [0.75 ™ Minor Margins

Header and footer elements:

Margi

Add...

Femove

Froperties...

g Interior Borders

ﬂ Exterior Borders...
Cancel

Page Layout elements

The Page Layout dialog contains controls for adding
layout elements. You can use any combination of the
three page layout elements—for example, you can
create a page layout that contains only a simple
header or border, or you can create a page layout
containing all three elements—the choice is yours.
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In order to give you the complete picture of page
layout creation, the following sets of instructions
show you how to use each control and field on the
Page Layout dialog. Just remember that no element
or field on the Page Layout dialog is required. Use
only those Page Layout controls and fields that suit
your purposes.

Description
In the Description field you name the new page lay-
out to distinguish it from the others.

To name a new page layout:

The following instructions assume you are in the
Page Layout dialog.

1 Click in the Description field and type a name
for the new page layout.

Deseription: | Company logd

Margins

Margins are the blank space around the edges of the
page. You insert text and graphics in the printable
area inside the margins. You can position some page
layout items, such as headers, footers, and page
numbers, in the margins.

To set the margins for a new page layout:

The following instructions assume you are in the
Page Layout dialog. All measurements are measured
in inches.

1 Click in the Top field and type the desired dis-
tance between the top of the page and the first line of
regular text.

2 Click in the Bottom field and type the desired
distance between bottom of the page and the last line
of regular text.

3 Click in the Left field and type the desired dis-
tance between the left edge of the page and the left
edge of unindented lines.

4 Click in the Right field and type the desired dis-
tance between the right edge of the page and the
right edge of unindented lines.

5 Click in the Gutter field and type the distance
you would like to add to the side margin. Gutter
margins are recommended for pages that will be
bound, because they assure that text is not obscured
by the binding.

6 Select the Mirror Margins checkbox. Selecting
this checkbox adjusts the left and right margins so
that when you print on both sides of a page the
inside margins are the same width and the outside
margins are the same width.

b argin:
Top: IU-?5 Bottarn: IU-?5 Gutter: |-5
Left;ID.?S Right: |0.75 ¥ Mirror b argire

Headers and Footers

You can create header and footer elements that
include text or graphics—page numbers, the date, a
company logo, the document's title or file name, or
the author's name—that are usually printed at the top
or bottom of each page in a document. A header ele-
ment is printed in the top margin; a footer element is
printed in the bottom margin. You can also use dif-
ferent headers and footers on odd and even pages or
for part of a document.

A list of already existing header and footer elements
appear in the Header and Footer elements field.
There are three different kinds of header and footer
elements: Expressions, Photos, and Bitmaps. You
can add as many header and footer elements as you
wish, but each element must be added separately.



To add header and footer elements to a new page
layout:

The following instructions assume you are in the
Page Layout dialog. All measurements are measured
in inches.

1 Click the Add button on the Page Layout dialog.
The Page Layout Header or Footer Element dialog
appears.

2 Do one of the following:

« If you want to create an element containing an
expression, select the Expression radio button.
Right-click the Expression field and select the
desired expressions. Click the Font button to select
font settings for the expression.

« If you want to create an element containing a
photo, select the Photo radio button. Click the
Photo drop-down arrow and select the desired photo
from the drop-down menu. Enter the desired photo
height in the photo Height field.

« If you want to create an element containing a bit-
map, select the Bitmap radio button. Click the
Browse button to find the desired bitmap. Enter the
desired bitmap height in the bitmap Height field.

3 Click the Page drop-down arrow and select those
pages on which you would like the element to
appear.

4 Click the Location drop-down menu and select
the desired element location. If you select 'Custom’,
click in the Custom field and type the distance from
the left margin you would like the element to appear.
If you select a location already occupied by a header
or footer element, the element you are adding will be
placed beneath the previously added element.

Page Layout Header or Footer Element

" Expression: |
 Photo | ] Height [05

 [fiimap] oMy Documents\Features GF | Browse.. | Height [1.5

% et Page: |Both pages -
Location: |Header Left ="
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Internet and Communications

In response to the need among Realtors for easier
ways to communicate and get information, Kin-
nexus has integrated the Internet and email into the
program. Kinnexus also contains features that allow
you to communicate with groups and individuals
within your board, and to use Kinnexus data in other
programs, such as Microsoft Excel and Top Prop-
ducer.

Kinnexus Internet

The Internet has been integrated directly into Kin-
nexus. Integrated Internet in Kinnexus allows you
to:

» Browse web pages

 Create shortcuts to your favorite sites

* Create web reminders that appear in the To Do
List

 Create dataclass links that appear on data entry
pages and individual search results.

It is important to remember that Kinnexus is prima-
rily an MLS system, not an Internet browser. If the
system administrator finds that users surfing unre-
lated sites on the Internet are using too much band-
width, access can be restricted. It is possible that
some of the functions described in this section have

been locked down by the system administrator and
are not available.

Kinnexus

Making the Connections

The new standard
in MLS software

COMING SOON

Internet browser in Kinnexus

Internet terms

The following glossary has been included in case
you are new to the Internet and unfamiliar with some
of the terms used in this section.

Term Definition

Browser Allows you to view the content of web pages. The
default browser used in Kinnexus is Microsoft Inter-
net Explorer 5.0.

Web Page Documents on the World Wide Web. Every web page
is identified by a unique URL.

URL Each web page has a specific address, also known

as a URL (Uniform Resource Locator). Typing a URL
into the Address bar and pressing the ENTER key
takes you directly to the page. URLS are also
referred to as web addresses.
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Term Definition

Link Text or pictures that have URLs coded into them. You
can tell a web page item is a link by placing your
mouse cursor over it. If the cursor changes to a hand,
the item is a link. Clicking a link takes you to the URL
coded into the link.

The Internet system tray
tab

Commands related to the Internet in Kinnexus are
found in the Internet system tray at the left of the
screen. The following table contains descriptions of
the Internet icon types found in the Internet tray:

Icon What it does

Clicking the Home Page icon takes you to the board
home page. The system administrator sets the URL
of the home page. Most likely the home page is a
board information page containing notices and infor-
mation about upcoming board functions.

Home Page

Clicking the Search Page icon takes you to a search
page containing links to several web search engines.
You can select which search engine you want to use
to search the Internet.

Unlike the Home Page and Search Page icons,
which appear in your Internet tray by default, you cre-
ate your own shortcuts. Clicking a Shortcut icon
brings up the web page you specified when you cre-
ated the shortcut. With proper security clearance, you
can create a shortcut that appears on every com-
puter in your office.

Internet system tray icons

To open the Internet system tray:
5 Click the Internet tray tab at the left of the
screen.

Internet Browser

The Kinnexus Internet browser not only lets you
view web pages, but provides you with several tools
for navigating the Internet.

To open the Internet browser:
1 Click the Internet tray tab.

2 Click the Home Page, Search Page or any short-
cut icon on the tray tab. The web browser opens in
the main view.
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gate the Internet. The following table defines each
feature on the Internet toolbar:.

Navigating the Internet

Across the top of the browser is a toolbar containing
several buttons that let you quickly and easily navi-
INTERNET TOOLBAR

L Bk ] fogh L | |hitp:ffwenw.realtor.com/billings/nbregion.asp

A B D E F

A The Back button returns you to the last page you viewed. Clicking
the Back Button repeatedly retraces the websites you have visited
during the current Kinnexus session.

B The Forward button enables only after pressing the Back button.
Clicking this button takes you to the next page in a series of pages
you have already visited.

C Clicking the Stop button stops whatever function the web browser
is currently performing.

D clicking the Refresh button reloads the current page

To go to a new web page:
1 Click the Internet tray tab.

2 Open the web browser by clicking any icon in the
tray.

3 Double-click in the Address bar. The entire URL
becomes highlighted.

v kinnexus.com [N

4 Type the desired URL.

.realtor.com

5 Press the ENTER key on the keyboard or click
the Done button at the right of the Address bar.

|DDHE

G

E Clicking the Home Page button takes you to the system home
page defined by the system administrator.

F Clicking the Create Shortcut button begins the process of creating
a new shortcut or a "To Do List" reminder.

G The Address bar contains the current web address. To go to
another web site, click in the Address bar and type the new web
address

Web shortcuts

If you tend to visit the same web sites frequently,
shortcuts can save you time. When creating a web
shortcut, you assign a URL to a shortcut icon. Then
whenever you click the shortcut icon, the browser
opens to the assigned URL. You save the time it
takes to open the browser and type the URL in the
Address Bar.

Creating a Web shortcut
You can create a short cut to any web page you can
see in the Kinnexus Internet browser.

To create a Web shortcut
6 Click the Internet tray tab.

7 Open the web browser by clicking any icon in the
Internet tray.

8 Double-click in the Address bar. The entire URL
becomes highlighted.

9 Pressthe DELETE key on the keyboard. This
clears out the previous URL.
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10 Type the URL you want to make a shortcut to.
11 Press the ENTER key. The web page is loaded.

12 Click the Create Shortcut button on the Internet
toolbar. It is located next to the URL indicator. The
Web Link Properties box appears.

13 Change the description of the shortcut to one or
two words. By default it is the URL, but this gener-
ally is too long. The description appears under the
icon in the system tray.

Description: IKinnexusl |

14 Click the OK button. The new shortcut appears
in the Internet system tray.

Editing a web shortcut
You can edit the name or URL of a shortcut at any
time.

To edit a web page shortcut:
1 Click Tools>Web Link Management. The Web
Link Management dialog box appears.

2 Click the web shortcut you wish to edit.

Web Link Management Dialog

Available web inks:

3 Click the Properties button.
4 Edit the web shortcut.
5 Click the OK button to save your changes.

Deleting a web shortcut
You can delete any of the shortcuts you have cre-
ated.

To delete a web shortcut, web page reminder or
dataclass link:
1 Click Tools>Web Link Management.

2 Select the shortcut you want to delete from the
Available Web Links window.

3 Click the Delete button.

Web page reminders in the
To Do List

Kinnexus can remind you to check a web site by
making a link to the web site appear in the To Do
List. Clicking the link in the To Do List opens the
browser to that address.

Creating a web page reminder
You can only create web page reminders for those
URLSs that are assigned to shortcuts.

To create a web page reminder:
4 If not already created, create a shortcut to the
web page you are setting a reminder for.

5 Click Tools>Web Link Management. The Web
Link Management dialog box appears.

6 In the list of shortcuts, click the one you would
like to create a reminder for.

W/ ardley Better Homes
Delete.

Properties.

7 Click the Properties button. The Web Link Prop-
erties dialog box appears.

8 Select the Global Link radio button.



9 Click the To Do List Events drop-down arrow
and indicate how often you would like the link to
appear in the To Do List.

[Web Link Propeities

Description: Kimesus

UAL: Ihllp s kinnesus. com

10 Click the Start Date drop-down arrow and select
a date. This will be the date the weblink reminder
begins appearing in the To Do List. You can scroll
the months forward and back until you are able to
click on the correct day. Click a day or press the
ESC key on the keyboard to make the day selection
box disappear.

[Web Link Properties

Desciptiors [Firmnis

URL: Ihup v Kinnesus. com

sssss

@ Global Link

Q Changs Secuily.
Todo st events: [Hons -

Stat date: | 2/21/00

 Dataclass Link EN  Febuay2ono N
Dataclass Sun blon Tue \wed Thu Fii _Sat

W12 3 4 5
Rtz 5 7 8 3 1M 12

l0daby 13 14 15 18 17 18 19

DR B M B %

[I5]

7 8 29 1 2 3
5 5 7 8 3 10 11
T Today: 2/21/00

=

11 Click the OK button.

Editing a web page reminder:
You can change the frequency a web page reminder
appears in the To Do List.

To edit a web page reminder:
1 Click Tools>Web Link Management. The Web
Link Management dialog box appears.

2 Click the web shortcut with the reminder you
wish to edit.
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3 Click the Properties button.

4 Use the To Do List Events and Start Date drop-
down menus to change the frequency of the selected
web page reminder. If you want to remove a link
from the To Do List completely, select None from
the To Do List Events drop-down menu.

5 Click the OK button to save your changes.

Dataclass links

When you create a dataclass link, you specify what
dataclass the link will apply to, such as Detached
Single Family, Commercial, Rental, etc. The data-
class link appears on data entry pages or individual
search result pages of properties with a matching
dataclass. Clicking the dataclass link brings up the
designated web page displaying information specific
to the property.

Dataclass links are very useful when linked to web-
sites that do calculations. For example, some sites
geographically map properties based on the property
address. If the dataclass link links to a mapping site,
you can specify that the site opens to a map of the
property you are viewing—you don’t have to type in
the property address. Other dataclass-friendly sites
might contain mortgage calculators, or figure area
demographics.

Creating a dataclass link

The first step in creating a dataclass link is selecting
a dataclass for the link. As its name implies, a data-

class link applies to a certain dataclass, such as Resi-
dential, Commercial, Rental, etc.

After designating a dataclass, you need to specify
what property information you want the dataclass
link to display. You accomplish this by entering
expressions that represent the desired information in
the Parameters field.
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After creating a dataclass link, the link appears on
the Next Step Bar of every data entry page and/or
individual search result that matches the selected
dataclass. Simply click the dataclass link icon on the
Next Step Bar to open the website.

To create a dataclass link:
1 Click Tools>Web Link Management. The Web
Link Management dialog box appears.

2 Click the web shortcut you want to create a data-
class link for appear in the Web Link Management
window.

3 Click the Properties button.

4 If not already displayed, type the desired data-
class link description in the Description field.

5 If not already displayed, type the desired URL in
the URL field.

6 Click the Dataclass Link radio button.

Desarption [Kimerus

URL: Ihuu Jdwwve kinnexus. com

© Global Link

To do list events: [110ne 7l
Start date: | 2/21/00 __I'

 Dataclsss Link
Datactass: [ |

Paramete. |

I Datakrty [~ Data Display

Cancel

7 Click the Dataclass drop-down button.

8 From the Dataclass drop-down menu, select the
dataclass you want to apply a dataclass link to.

9 In the Parameter field, enter expressions repre-
senting information you want the website to display.
Right-click the field for a pop-up menu containing
available expression components.

10 If you want to have the dataclass link available
on data entry pages, select the Data Entry check
box.

11 If you want to have the dataclass link available
on individual search result pages, select the Data
Display check box.

12 Click the OK button.

Deleting dataclass links
You can delete any dataclass links you have created.

To delete a dataclass link:
1 Click Tools>Web Link Management. The Web
Link Management dialog box appears.

2 Click the web shortcut with the reminder you
wish to delete.

3 Click the Properties button.

4 Delete the contents of the Dataclass and Param-
eter fields.

5 Click the OK button.

Every licensed Kinnexus user has a Kinnexus email
account. Kinnexus email is server-based, which
means that you can access your mail from any com-
puter that has Kinnexus installed. You can use your
Kinnexus email account to keep in contact with your
clients and colleagues by sending text messages and
email attachments such as List Views and forms.
This section shows you how to:

« Create a new email message

« Include attachments in your email messages

» Manage your email folders (Inbox, Outbox, Sent
Items, Deleted Items)

« Manage your mail settings



Email glossary

Term

Definition

Email
Address

Attach-
ment

Forward

Reply

Reply to All

Mark as

Read

Drafts

An email message is similar to a street address. If
you want to send an email message, you must know
the email address of the person you are sending the
message to. Anyone who wants to send you an email
must know your email address. If you do not know
your email address, contact your board.

An attachment is a file of any type, such as a docu-
ment, sound file, picture, or Kinnexus view, that is
sent in an email. An attachment can be sent by itself
or with a message.

Forwarding lets you send a message you have
received to someone else.

Replying lets you respond to the sender of a mes-
sage you have received.

Replying to all lets you respond to the sender and
any others who received the original message.

Marking as read any new, unopened message,
makes the message look like it has been opened.

Drafts are messages that have not been sent. These
messages are stored in the Drafts folder and can be
completed and sent at any time.
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Creating new email mes-
sages

To create a new email message:
6 Click the Mail tray tab.

7 Click the New Message icon. A new, blank mes-
sage appears.

EEEXNE

8 Click in the To field and type the email
address(es) of the person or persons you want to
send the message to. Remember to separate each
email address with a semicolon (;).

9 If you wish to send the email as a copy, click in
the Copy field and type the email address(es) of the
person or persons you want to send a copy of the
message to.

10 Click in the Subject field and type a subject for
the message.
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11 Click in the main message window and type your
message.

ssage M=
on I
arthy@ispring.com |

Monday |
Mr. McCarthy,

| just wartted to verify our appointment at 10:30 a.m. on Monday morning. I anything changes, please let
e know. | look forward to meeting with you on Monday.

Sincerely,
Carolyn Burnham

12 If you want to save a draft of the message to fin-
ish at another time, click the Save button. The draft
saves to your Drafts folder.

13 If you are ready to send the message, click the
Send button.

Email attachments

An email attachment is a file attached to an email
message. You can attach any Kinnexus view and
files of any type to email messages. For example,
you can attach a Kinnexus List View, or a property
photo to an email message. The recipient of the mes-
sage can open the attachment and view the List View
or photo. Kinnexus views and other file types are
attached to email messages differently.

Attaching Kinnexus views to
email messages

Kinnexus converts whatever is on the screen to
HTML (Hyper Text Markup Language—the lan-
guage of the Internet) so another person can view the
information without the Kinnexus program. The

converter is very accurate, and you will find that
most of the attachments look the same in HTML as
they do in Kinnexus.

If you have a list of search results you want to send
to someone, and are looking at the list of results on
the screen, click the Send View button on the Action
Bar. The List View or search results are converted to
HTML and attached to a new email message. You
can then address the email message and enter any
message you want.

Note: Overlapping frames on a Kinnexus form will
cause problems for the HTML converter, as there are
no overlapping frames in HTML.

To attach Kinnexus views:

1 Open the view you want to attach to an email
message.

2 Click the Send View button on the Action Bar. A
new email message opens with the view attached.

ge I8 [=] 3
EEEXNE

mmmmmmm
mmmmmmmm

@ You can send multiple views in one message
by converting views to HTML format and
saving them to file. (See Exporting Data on page
XX) Then follow the To attach files instructions
on page XX to attach the views as separate files.




Attaching files to email messages

Files are attached to messages in their original for-
mat. If you attach a Microsoft Word document to a
message, for example, Microsoft Word opens when
the recipient opens the attachment.

To attach files:

1 Open the message you want to attach a file to.
You can attach files to new messages and saved
drafts.

2 Click the Attach button on the email message.

= Mail Message
=1 Send

H =@ 0

3 Select the file you want to attach in the Open dia-
log.

4 Click the Open button on the Open dialog. The
file attaches to the message.

end EIEEE0

mmmmmmm
mmmmmmmm

5 Repeat steps 2-4 for each file you want to attach.
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Viewing received attachments
When you receive an email attachment, you can
choose to open the attachment from the email mes-
sage, or save the attachment on your computer for
later viewing. In order to open the attachment you
must have an application that can read the attach-
ment installed on your computer. For example, if
you receive a Microsoft Excel document as an
attachment, you must have Microsoft Excel installed
on your computer in order to open the attachment.

To open an attachment from an email message:

1 Open the email containing the message you want
to open.

2 Double-click the attachment. The Open Attach-
ment dialog appears.

3 Select the Open this attachment to view in an
appropriate application radio button.

Open Attachment E

{Dpen thiz attachment to view in an appropriate

iapplication.

€ Save this attachment to a file for later use.

Cancel |

4 Click the Open button.

To save an attachment to file:

1 Open the email containing the message you want
to open.

2 Double-click the attachment. The Open Attach-
ment dialog appears.
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3 Select the Save this attachment as a file for
later use radio button.

Open Attachment E

{Dpen thiz attachment to view in an appropriate

ol

iapplication.

€ Save this attachment to a file for later use.

Cancel |

4 Click the Save in drop-down arrow on the Save
As dialog and select the location where you want the
document saved.

Savejne | 25 My Documents =l =
Eﬂ Desktop _F
5 My Documents BozrdFom
My Computer TBlBoand Fom
25 3% Floppy (4] T coffey
= T dbrm
251 T deburg
B Au B Demo Seript
=2 Mapping on ‘Francisee’ (W]
555 Matwork Neighborhoad |
File pame:  [aversae Save |
Save as ype: |AH Files %) =l Cancel
7|

5 Click the Save button.

Email Folders

Kinnexus email contains five default email folders.
These folders help you effectively manage and orga-
nize your communications. Each folder contains a
list of categorized email messages. Email folders
function just like List Views and Comparison
Views—you double click an item (in this case an
email message) to open it, you add columns or rows
to an email folder by dragging fields from the Field
Chooser to the column headers or row headers, etc.

The following table contains a list of the default
Kinnexus email folders..

Icon Email Folder

The Inbox folder contains new messages you
haven't read, and any messages you've read but
haven't deleted or moved to another folder. Blue font
marks an unread message. A message is considered
read once it has been opened.

The Drafts folder stores messages you are not ready
to send. These messages may be incomplete, or per-
haps you are waiting to send them at a later time. You
can open a message in the Drafts folder, complete
the message, and send it.

The Outbox folder temporarily holds messages you
have sent, but have not yet been pulled from your
computer to your email server for delivery. If you are
online, messages will stay in the Outbox for only a
short time. If you are offline, your sent messages will
remain in the Outbox until you go back online.

The Sentbox folder contains copies of all the mes-
sages you have sent.

When you delete a message in the other email fold-
ers, it is moved to the Deleted folder. You can
Deleted retrieve any of the messages in the Deleted Folder. If
you delete a message from the Deleted folder, how-
ever, the message is permanently deleted and you
will not be able to retrieve it.

Custom email folders

You can also create your own email folders. You get
to decide which messages go in custom folders. For
example, you can create a folder to contain mes-
sages regarding a specific property, or messages
from a specific person. You can create as many cus-
tom folders as you want.

To create a custom folder:
1 Click the Mail tray tab.



2 Click the Mail Folders icon. Your mail folders
display.

3 Click the New Folder button on the Next Step
Bar. The Mail Folder Properties dialog appears.

4 Click in the Description field and type a name
for the folder.

5 Click in the Include this folder on the task bar
checkbox if you want the folder to appear on the
Mail tray tab.

Mail Folder Properties E
Description:

IPark Lane &ve.

¥ include this foider on the task bak

Cancel |
6 Click OK.

To change a custom folder’s properties:
1 Click the Mail tray tab.

2 Click the Mail Folders icon. Your mail folders
display.

3 Select the folder whose properties you want to
change.

Mail Folders

o e

7] Outbox

B} ark Lane Ave.
7] Sent

7] Deleted

7 Drafts
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4 Click the Folder Properties button on the Next
Step Bar. The Mail Folder Properties dialog appears.

5 Make any desired changes to the folder proper-
ties.

6 Click OK.

To delete a custom folder:
1 Click the Mail tray tab.

2 Click the Mail Folders icon. Your mail folders
display.

3 Select the folder you want to delete.

4 Click the Delete Folder button on the Next Step
Bar.

El.eletel
Falder

Email Messages

The following sets of instructions show you how to
open, reply to, and forward email messages.

To open an email message:

1 Click the Mail tray tab.

2 Click the desired mail folder icon.

3 Find the message you want to open in the folder
contents and double-click it.

To delete an email message:

1 Open the folder containing the message you want
to delete.
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2 Highlight or open the message you want to
delete.

3 If you highlighted the message, click the Delete
button on the Next Step bar. If you opened the mes-
sage, click the Delete button on the open message.

To forward an email message:

1 Highlight or open the message you want to for-
ward.

2 If the message is highlighted, click the Forward
icon on the Next Step Bar. If the message is open,
click the Forward button at the top of the message.

& L Forward

Farward

A new email message appears. Fw: appears in the
Subject field and the original message appears in the
main message window.

3 Click in the To field of the message and type the
email address of the person you want to forward the
message to.

4 If you wish to add anything to the message, click
in the main message window and type the desired
text.

5 When you are ready to send the message click
the Send button at the top of the message.
To reply to a message:

1 Highlight or open the message you want to
respond to.

2 If you highlighted the message, click the Reply
button on the Next Step bar. If you opened the mes-
sage, click the Reply button at the top of the mes-

sage.

€y Reply

A new email message opens. The email address of
the person who sent the original message appears in
the To field. A new email window appears. Re: dis-
plays in the Subject field, and the original message
displays in the main message window.

3 Click in the main message window and type your
message.

4 When you are ready to send the message click
the Send button at the top of the message. Your
reply is sent to the address in the To field.

To reply to all:

1 Highlight or open the message you want to
respond to.

2 If you highlighted the message, click the Reply
to All button on the Next Step bar. If you opened the
message, click the Reply to All button at the top of

the message.

F‘ €5 Reply to All

Reply to
Al

A new email message opens. Every email address in
the To and Copy fields of the original message
appears in the To field. A new email window
appears. Re: displays in the subject field, and the
original message displays in the main message win-
dow.

3 Click in the main message window and type your
message.

4 When you are ready to send the message, click
the Send button at the top of the message. Your
reply is sent to the addresses in the To field.



To move a message from one folder to another
(Change Folder):

1 Open the mail folder containing the message you
want to move.

2 Select the message you want to move to another
folder.

3 Click the Change Folder icon on the Next Step
Bal

r.
[

Change

Falder

4 In the Change Mail Folder dialog, highlight the
email folder you want to move the selected message
to.

Change Mail Folder ]

Carcel

5 Click the OK button.

To mark a message as read:

1 Open the mail folder containing the message(s)
you want to mark as read.

2 Select the new message(s) you want to mark as
read.

3 Click the Mark as Read icon on the Next Step
Bar.
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Mail settings

Using your mail settings, you can instruct Kinnexus
to either retrieve messages from other email
accounts or forward all messages sent to your Kin-
nexus account to another email account. You can
also decide how you want your name to appear in
messages you send, and what email account you
want replies to your messages sent to.

Name

When you receive a message, the name of the person
who sent the message appears in the From field. You
can determine how your name will look in recipi-
ents' From field by typing the desired name in the
Mail Settings Name field. A user named Carolyn
Burnham, for example, can choose Carolyn Burn-
ham, Carol Burnham, Cari B. or simply Carolyn as
her sender name.

To set a sender name:
1 Click Tools>Mail settings.

2 Click in the Name field and type your name
exactly how you would like it to appear on all your
sent messages.

I ame:

IEaronn Bumham

3 Click OK.

Reply address

The Reply address field on the Mail Settings dialog
contains the address to which replies to your Kin-
nexus messages will be sent. The default reply
address is your Kinnexus email address, but your
reply address does not have to be the same as the
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address you sent the message from. You can send a
message from your Kinnexus account, and when the
recipient clicks the Reply button, the default reply
address can be your home email address.

To set the Reply address:
1 Click Tools>Mail settings.

2 Click in the Reply address field and type the
desired reply address.

Feply addiess:
Icarolynb@kinnexus.com

3 Click OK.

Additional addresses

In addition to your Kinnexus email account, you
might have an office email account and a home
email account. Instead of having to check three dif-
ferent email accounts every day, you can have Kin-
nexus automatically retrieve messages from your
other accounts.

Adding a POP3 profile

In order to have messages from another account for-
warded to your Kinnexus account, you must add the
other account as a POP3 server profile.

Additonal POP server profile E

Description:

Iispring account

Feply address:
Icarolynb@ispring.com

FOP Server:
Iispring

Agcount name: Icarolynb

Password: I"

Cancel |

Additional POP server profile.

To add an additional POP3 server profile:

1 Click Tools>Mail Settings. The Mail Settings
dialog opens. A list of POP3 server profiles that
have already been added appear in the Additional
POP3 profiles field.

2 Select the Additional POP3 profiles radio but-
ton.

3 Click the Add button.

4 Click in the Description field and type a name
for the new profile. The name will distinguish this
profile from other profiles you create.

5 Click inthe Reply address field and type a reply
address for messages sent to the profile you are add-
ing.

6 Click inthe POP Server field and type the server
name of the profile you are adding.

7 Click in the Account name field and type the
account name.



8 Click in the Password field and type the pass-
word you use to access the account profile you are
adding.

9 If you want messages from the account profile
you are adding to appear in both Kinnexus and the
original account, select the Leave messages on
server checkbox. If you want messages to appear
only in your Kinnexus account, leave the Leave
messages on server checkbox empty.

10 Click OK.

Deleting an additional POP server profile
You can delete any POP3 profile that you have
added.

To delete an additional POP server profile:
1 Click Tools>Mail Settings.

2 Select the account you wish to delete in the Addi-
tional POP3 profiles window.

3 Click the Delete button.
4 Click OK.

Editing an additional POP server profile
You can edit the properties of any additional POP
server profile that you have added.

To edit an additional POP server profile:
1 Click Tools>Mail Settings.

2 Select the account you wish to delete in the Addi-
tional POP3 profiles window.

3 Click the Properties button. The Additional POP
server profile dialog opens.

4 Make any desired changes to the additional POP
server profile.
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5 Click the Additional POP server profile OK but-
ton.

6 Click the Mail Settings OK button.

Forwarding Address

You can automatically forward all your Kinnexus
email to another email account. For example, you
can have all your Kinnexus mail sent to your home
email account.

To set a forwarding address:
1 Click Tools>Configuration.
2 Click the Forwarding Address radio button.

3 Click in the Forwarding Address field and type
the email address you would like your Kinnexus
messages sent to.

& Forwarding Address:
chumham@home.com

4 Click OK.

Public folders

A public folder functions much like a bulletin board.
If you are subscribed to a public folder, you can
view all messages that have been previously posted
in that folder. You can also post messages that can be
viewed by everyone else subscribed to that folder.
An Open House folder, where subscribers can view,
post, and receive open house announcements, is an
example of a public folder.

Public folder contents vary from board to board.
Some public folders are available to all members of
the board. Other folders containing group-specific
content are available only to certain users. For
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instance, almost everyone will have access to the
public folders that allow you to send and view mes-
sages about open houses or new listings. But more
specific topics, such as commercial real estate and
form design, will have limited membership. The per-
son who creates a public folder (usually the system
administrator) determines who can subscribe to the
folders.

Viewing your public folder
list

It is likely that you have access to more than one
public folder. The Public Folder Management dialog
appears containing a list of the public folders to
which you have access.

To view a list of the public folders available to
you:

5 Click Tools>Public Folders Management.

Public Folder Management E
Fublic Folders:

Commercial
Kinnesus Tech Support
System Message Subscribe |
Add... |
Remove |

Froperties... |

Subscribing and unsub-
scribing to a public folder

To be able to view and post messages to a public
folder, you must be subscribed to that folder. If you
do not wish to view or receive messages from a
folder you are subscribed to, you can unsubscribe
from the public folder.

To subscribe or unsubscribe to a public folder:

1 Click Tools>Public Folders Management. The
Public Folder Management dialog appears. A list of
the public folders you have access to displays in the
window. Icons next to each public folder indicate
whether you are subscribed to that public folder.

i System Message ([ System Message

Subscribed icon Unsubscribed icon

2 Select the public folder you wish to subscribe or
unsubscribe to.

3 If you are not subscribed to the selected public
folder, and you wish to subscribe, click the Sub-
scribe button. The selected public folder icon will
change to show that you are subscribed.

4 If you are already subscribed to the selected pub-
lic folder, and you wish to unsubscribe, click the
Unsubscribe button. The selected public folder icon
changes to show that you are unsubscribed.

5 Click the Close button.

Viewing public folder con-
tents and messages

Public folder contents are set up in tree form, mean-
ing that a new message forms a root message. All
other messages relating to the root message appear



subordinate to the root message. Subordinate mes-
sages can respond to the root message or to other
subordinate messages. This way, you can clearly dis-
tinguish the original (root) message from its related
subordinate messages.

root message -4 Alignments From: Roaot User [)
----- @ From: Root Usger []
/B From: Root User ()
/B From: Root User ()
/B From: Root User ()

subordinate
message

@ From: Root Usger []
)B4 From: Foot User [)
)B4 From: Foot User [)
)B4 From: Foot User [)

B Unwelcome From: Root User ()
[ test From: Root User []
#-E4 System Message Area From: Root User ()

Public folder contents

To view public folder contents:

1 Click the Mail tray tab. Icons representing the
public folders you are subscribed to appear in the
Mail tray.

2 Inthe Mail tray, click the desired public folder
icon. The selected public folder and its root mes-
sages display.

3 Click the plus sign next to any message to view

any subordinate responses. Closed, yellow enve-
lopes represent messages that have not been opened
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before. Open, white envelopes represent previously
opened messages.

I

EEzEEEE BEEECEDNEEREERD
Bg g

To view a public folder message:

In the public folder contents, identify a message you
would like to view and double-click it. The message
opens as an email message.

v If a Public Folder contains new messages, the name of the
folder and the number of new messages in it will display in the
To Do List. To open the folder and view your messages, you
can simply click the folder name in the To Do List.

Creating and sending pub-
lic folder messages

Several options exist for creating and sending public
folder messages. You can create and post new root
messages and send subordinate responses to the
entire public folder. Using email, you can forward a
public folder message to another individual, or
respond directly to the individual who posted a mes-
sage. Messages sent via email are not posted to pub-
lic folders.
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To create a new root message:

1 Click the Mail tray tab. Icons representing the
public folders you are subscribed to appear in the
Mail tray.

2 In the Mail tray, click the public folder icon you
wish to view. The selected public folder and its root
messages display.

3 Click the New Message button on the Next Step
Bar. The name of the public folder you are in
appears in the To field.

Mazzage

4 Click in the Subject field of the new email mes-
sage and type your subject.

5 Click in the message window and type your mes-
sage.

| B % B @ | Font Name
age

Membership Mezting

Thz annual memoership meeting is being Feld his Tuesday &t 4:301r the Radison Hetel main ballroom. You
are all encouragedta ettend

6 When you are ready to send the message, click
the Send button at the top of the message. The mes-
sage will be sent to the public folder and displayed
as a new root message.

To reply to the entire public folder:

1 Select or open the message you want to respond
to.

2 Ifthe message is selected, click the Reply to
Folder button on the Next Step Bar. If the message
is open, click the Folder Reply button at the top of
the message. A new email message opens. The name
of the public folder you are in appears in the To
field. Re: and the subject of the message you are
replying to appears in the Subject: field.

[ ¢l Faolder Reply

3 Click in the main message window and type your
message.

4 When you are ready to send the message, click
the Send button at the top of the message. The mes-
sage is sent to the public folder subordinate to the
root message it refers to.

To forward a public folder message to another
individual via email:
1 Highlight or open the message you want to for-

ward.

2 If the message is highlighted, click the Forward
button on the Next Step Bar. If the message is open,

click the Forward button at the top of the message.

% L Forward

Farward

A new email window appears. FW: appears in the
Subject field, and the original message appears in
the main message window.



3 Click in the To field of the message and type the
email address of the person you want to forward the
message to.

4 If you wish to add anything to the message, click
in the main message window and type the desired
text.

5 When you are ready to send the message, click
the Send button at the top of the message. The mes-
sage is sent to the address in the To field.

To reply via email to an individual who has
posted a public folder message:

1 Highlight or open the message you want to
respond to.

2 If the message is highlighted, click the Reply
button on the Next Step Bar. If the message is open,

click the Reply button at the top of the message.
¢ Reply

The email address of the person who sent the origi-
nal message appears in the To field. A new email
window appears. Re: displays in the subject field,
and the original message displays in the main mes-
sage window.

3 Click in the main message window and type your
message.

4 When you are ready to send the message, click
the Send button at the top of the message. The mes-
sage is sent to the email address in the To: field.
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Public Folder Properties To change Public Folder properties:

If you have adequate security access, you can 1 Click Tools>Public Folder Management.

change the name and owner of a public folder, 2 Select the public folder whose properties you
decide when you want messages in a public folder to want to change.
expire, and decide who will have access to the pub- 3 Click the Properties button.

lic folder. These features are set in the Public Folder 4 Make the desired changes.
Properties dialog.

5 Click OK.
PUBLIC FOLDER PROPERTIES DIALOG
A Mame: IHentaI Information Security... |
B Description: IHentaI Information
C— Owner: IHoot Uszer j
D Draps until messages expire [0 for never): ID +—t
IV Auta subscription F
Cancel |
A Type a name for the public folder. E Type the desired number of days before messages in

B Type a description for the public folder. the selected public folder expire.

F Automatically subscribe everyone with adequate
security rights to the selected public folder by placing a
check mark in the Auto Subsciption checkbox.

C Click the Owner drop down menu and select an
owner for the public folder.

D Change the system tray icon for the public folder by
clicking the Change Icon button and selecting the
desired icon from the Open dialog.



Chapter 10

Data Replication

Kinnexus data replication software allows you to
download parts of the database to work on offline. If
you have a laptop computer and connect from differ-
ent locations like work and home, data replication
gives you the freedom to travel and still work with
Kinnexus. If you work on an office network, data
replication lets you share a local offline database
server with your office.

This chapter will show you how to:

« Install Kinnexus data replication software (Local
Database Server and Local Database Client)

* Replicate data by downloading replication profiles
to your computer

» Add, remove, and edit replication profiles

« Install data sets from a Local Data Setup CD

Local Database Server and
Client

In order to replicate data, you need to first install
server software. Kinnexus comes with a local data-
base server called Microsoft Database Engine
(MSDE) that you can install on your laptop or on a
machine in your office network. Microsoft Database
Engine is a free version of SQL server with reduced
features. Within the Kinnexus program, MSDE is
referred to as Local Database Server. We recom-
mend that any computer on which you install Local
Database Server have 64 available megs of RAM.
If you are installing the Local Database Server soft-
ware for your office, only install the software on one
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computer in the network. All other computers on the
network need to install Local Database Client in
order to access the Local Database Server.

Although the Local Database Server is able to sup-
port most systems, it has the following limitations:
 Local Database Server cannot support more than
five simultaneous querying users.

» Local Database Server cannot support a database
larger than two gigabytes.

If these limitations are not compatible with your
office, you may need to purchase a complete version
of SQL server from Microsoft in order to replicate
data.

To install Local Database Server:

Install Local Database Server on your laptop or per-
sonal computer, or if you are on a network, install it
on one computer in your network.

1 Close any open programs on your computer.

2 Insert the Kinnexus CD into the CD-ROM drive
of the computer. The Kinnexus Setup screen
appears.
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3 Click Local Database Server on the Setup
screen.

Kinnexus
Local Database Client

Local Database Data
Mapping Data
Internet Explorer 5.0

Making the Connections

4 On the Welcome screen, click the Next button.
5 Do one of the following:

* If you want Local Database Server software
installed to the default directory, leave the MSDE
program directory field as it is.

« Ifyou want Local Database Server software saved
to a different directory, click the MSDE Program
Directory Browse button and select the desired
directory.

6 Do one of the following:

« If you want Local Database Server data installed
to the default directory, leave the MSDE program
directory field as it is.

« Ifyou want Local Database Server data saved to a
different directory, click the MSDE Program Direc-
tory Browse button and select the desired directory.

x bg Go Local Server Setup

MSDE will be instalied in the directory sted below:

Press the fight anow to accept the default and coninue.
Press Browse'to specily anather dectory

{ MSDE pragram directory:

| BN Biovse. ‘
MSDE
hc \MSSOLT Browse. ‘

7 Click the Next button.

8 When you are ready to install Local Database
Server, click the Go button.

To install Local Database Client:

Install Local Database Client if you share a local
offline database server with your office.

1 Close any open programs on your computer.

2 Insert the Kinnexus CD into the CD-ROM drive
of your computer. The Kinnexus Setup screen will
appear.

3 Click Local Database Client on the Setup
screen.

4 Read the licensing agreement. If you agree,
select the Yes, | accept all of the terms of the pre-
ceding license agreement checkbox at the bottom
of the agreement.

Micrasoft Data Access Companents 2.5 Setup

End User License Agreement

Please read the following licsnss agreement. Press the PAGE DOWH key to
see the rest of the agresment. YYou must accept this agreement to instal this
software

MICROSOFT CORPORATION END-USER LICENSE AGREEMENT
Microsoft Data Access Components 25
IMPORTANT-READ CAREFULLY: This End-User License Agresment

["EUILA")is a legal agreement between you (either an individual or & single
ntity) and Microsoit Corporation for the Mictasoft software pioduct -

IV s, [ gocept ol of e s of he precseding iense agisement

S Cancel

5 Click the Next button.

6 Click the Next button again to begin the installa-
tion.

7 When all the components have been installed,
click the Finish button.

Replicating data

Data Replication involves downloading portions of
the database onto your computer. These ‘portions’
are called replication profiles. You can replicate as
many replication profiles as can fit on your com-



puter, but you can only replicate one profile at a
time.

Kinnexus will not replicate portions of the database
that have already been replicated. For instance, sup-
pose you replicated a profile called Middleton/Fair-
view to your computer. Now suppose you also want
to replicate the portion of the database containing
listings for Springfield. The only replication profile
containing Springfield listings is the Middleton/
Springfield profile. Kinnexus recognizes that you
already have the Middleton listings and only repli-
cates the Springfield listings.

Each time you replicate a profile you must perform a
cold start. Once a profile has been replicated, either
by you or another user working on your computer,
you can make changes to the data offline.

After the first replication profile has been replicated
on your computer, Kinnexus will always open
offline. Once Kinnexus opens, you can choose to
continue working offline, or choose to work online.
See Updating the database on page XX for instruc-
tions on how to switch from working offline to
online and vice versa.

To replicate (download) a replication profile:

1 Open Kinnexus. If Kinnexus is already open on
your computer, close it and then open it again.

2 At the Kinnexus Logon page, click the Next but-
ton. You will receive a warning informing you that
you are about to perform a cold start. Click the Yes
button. The warning closes.

Kinnexus

Waring you ate abou to evecute a cold stai aver an existing user. You wil lose any data that hasn' pet been sentto
the server and the cold stert could take some fime:

Do you want to confinue?
e No

3 Click the Next button on the Welcome to Kin-
nexus page.
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4 The Download Profiles dialog appears. Select the
Select a profile that describes the database por-
tion you want to download radio button.

5 Select the desired replication profile from the
window beneath the radio buttons.

x) €= =b  Gp Download Profiles

" Use Kinnesus oniine only. Do not download any information.

' Select a profie that describes the dalabase section you wark to download

Springfield

6 Click the Next button.

7 On the Local Database page, select the radio but-
ton that describes the kind of local database Kin-
Nexus uses on your computer.

X, 4= = Gg Local Database

Please select an option below to spesify which type of local database Kinnewus
will use. If you dont know which option to select, choas none of the above.

& Jiiavel wiih this maching and Gornect iom difersn 1o6atons ks hors and:
smork_This option usually ony applies to 3 laptop

" There is an office shared local database that | can connect to. Drly select
this oplion  your office adminisiretor insiiucts you o

Shared machine name:

€ Mone of the above conditions apply to me

8 Click the Next button.
9 Click the Go button on the Cold Starting page.

Cold Starting

User
Action

(] Cieale Local Database
] Sunchionize Resources
[ Calculate Data Synchronization
1] Data Synchionization

[ Logon

Dowrload lype:
Database type:
Last anline date:

Current S ection Statistics:
Elapsed time:
Time remaining:
Average rate
Current rate;
Bytes ransferied:
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Updating the database 2 Go offline again to receive the changes made to
) the database by other users by clicking File>Work
Once you have made offline changes to data, you Offline.

need to update the online database with the changes
you have made to the data in your replication pro- X
files. You will also need to update your replication o

profiles with the changes made by other users work-
ing both online and offline.

innexus se
File Edt View Tools Fomat Action Help
ChileN
ks

3z

Wi5d ate GErven

To update the online database with changes you Gt
have made offline:

1 Go online by clicking File>Work Online.

Kinnexus (Offline) - Root User
File Edi View Took Fomat Acton Hep
CtisH

Ctil+§

il

Note: Receiving updates to the server can take a
while. If time is a consideration, you are given the
option of downloading changes to the database at a
later time.

UpdsieGerver
ColdGtar

Note: Your office can make changes to your listings
at any time. Your office might make a change to a
listing online, and you might make a change to the
same listing offline. If this happens, when you go
back online your change will override the change
made by your office. If both you and the office are
editing the same listing offline, the changes made by
the last user to go back online will override the
changes made by the first user to go back online.

To receive changes made by other users:

1 If you haven’t already, go online to update the
server with your offline changes by clicking
File>Work Online.



Adding, removing, and
editing replication profiles
This section shows you how to create your own rep-
lication profiles, and how to manage your existing
profiles. All the controls necessary for adding,
removing, or editing replication profiles are con-
tained in the Replication Profile Properties dialog.

REPLICATION PROFILES DIALOG
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To open the Replication Profile Properties dialog:

1 In Kinnexus, click Tools>Replication Profiles.
The Current Replication Profile dialog appears.

2 Click the Add button. The Replication Profile
Properties dialog appears.

Replication Profile Properties E
A —— Name;]New Profile Security... |
B Description:l“ew Replication Profile
Fieplication data sets:
C—— Residertial
Remove |
Froperties... |
D —— V' Download history previous to the cold start
Fhoto download settings:
E ——— | [Residential [Main Photo)

0K |

Cancel |

A Type a name for the data set
B Name the new replication profile to distinguish it from the
others.

C Add data sets to the replication profile. See page XX for
detailed instructions.

D Select this checkbox if you want past transactional fields
recording changes made to field included in the data set. See
page XX for more information about history records.

E Select which, if any, photo types you want downloaded.
See page XX for detailed instructions.
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Adding a replication profile 1 Click the Add button on the Replication Profile

If none of the replication profiles created by your Management dialog. The Replication Profile Proper-

. ; ties dialog appears.
system administrator contain the data you need, you g app

can create your own replication profiles. You create
new replication profiles in the Replication Profile Descipion e Fepizaion P

Properties dialog. Creating a replication profile Aepiedlan dokaret

involves naming the profile, adding data sets, choos- Remove
ing download history settings, and designating what Riceccsil)

photos will be downloaded.

Note: Once you have added a replication profile, e P st i
you must download the profile to your computer [Fesiderial Miain Fheee]

before you can work with the profile offline. Down-
loading a replication profile is called replication.

See page XX for instructions on how to replicate.

oK Cancel

Replication data sets

Replication profiles are made up of downloadable
sections of the database. These sections are called
replication data sets. Replication data sets are
defined by running a search. The search results form
a data set within a replication profile. A replication
profile’s data sets appear in the Replication Data
Sets field. You can add as many data sets to a repli-
cation profile as you wish.

2 Click the Add button at the left of the Replica-
tion Data Sets field.

3 In the Type window, select the dataclass of the
data you want to download.

4 From the Available Wizards window, select the
wizard you want to use to search for the data you
wish to download.

Flesidential

To add a data set to a replication profile:

These instructions assume the Replication Profile
Properties dialog is open.

™ Use Relevancy with this search I | Bl et v searoh and results

¥ | S5 e st fon et raseesting) Maximum number of resuts: [Uriimited

5 Click the Next button.



6 Enter the desired search criteria in the wizard
fields.

% ©0 Res Search

MLS #] Street [

Fiice [Z50000 To [Z75000 City [Sprng Ciy
Beds| To [ Lastod [
Baths Ta
- Ciity! ~
ity

4R GUSYILLE -
ARTHUR

AUpuEON

BARNESYILLE

BRIARWOOD

CASSELTOM

CHRISTINE |

7 When you have entered all the desired criteria,
click the Go button. The data set is added to the
Replication Data Sets field.

Replication Profile Properties
Name;]New Prafile Security
Descriptinn'l“ew Replication Profile
Replication data sets:
Add..
Remove
Froperties...

To delete a data set:

These instructions assume the Replication Profile
Properties dialog is open.

1 Highlight the data set you want to delete.
2 Click the Remove button.
3 Click the OK button.

To edit a data set:

These instructions assume the Replication Profile
Properties dialog is open.

1 Highlight the data set you want to edit. The repli-
cation wizard appears.
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2 Change any desired replication criteria.
3 Click the OK button.

Download history previous to the cold
start checkbox

Some fields in your replication data sets might have
past transactional records associated with them.
Referred to as “history’ records, past transactional
records track changes made to certain fields. Your
system administrator determines which fields have
history records. For example, your system adminis-
trator can create a price change history for the Price
field. Opening the Price field’s history will show
you any changes made to the property’s price.

To include history records from before replica-
tion:

These instructions assume the Replication Profile
Properties dialog is open.

1 Select the Download history previous to the
cold start checkbox. If you are not interested in his-
tory records from before you downloaded the repli-
cation profile, leave the checkbox empty.

V' Download history previous to the cold start

Photo download settings

You don’t have to download all the photos in a repli-
cation profile. You can select which, if any, photo
types you want downloaded.

The name of each dataclass included in the replica-
tion profile displays in the Photo Download Settings
field. For example, if you have added Residential
and Commercial data sets to the replication profile,
and both Residential and Commercial data sets con-
tain photos, Residential and Commercial will appear
in the Photo download settings. Next to each data-
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class that contains photos, selected photo types dis-
play between parentheses. If you double-click a
dataclass, a dialog appears, allowing you to select
which photo types to include in the replication pro-
file.

To select a photo type for downloading:

These instructions assume the Replication Profile
Management dialog is open.

1 Double-click the dataclass whose photo down-
load settings you wish to change. The Replication
Profile Photo Options dialog containing photo type
checkboxes appears.

Replication Profile Properties [<]

Name-]New Prefils

Secuy.. |

DESC”D[iUn_INEW Replication Prafils

Replication data sets:

Add..

Remove

Properties...

™ Download history previous to the cold start
Photo download settings

Residential [Mone)

Hulti-Family [None]

Land [None]

Commercial |
Riesi

ercial (Mone

i one|
idential [Mone)

2 Select the desired photo type checkboxes.

Awailable photos:

& Main Photo
4 Interior 1
[ Esterior 1
Interiar 2:
[ Esterior 2
|

3 Click the OK button.

Deleting replication profiles
You can delete any replication profile to which you
have adequate security access.

To delete a replication profile:

These instructions assume the Replication Profile
Management dialog is open.

1 Select the Replication you want to delete from
the Available Replication Profiles window.

2 Click the Delete button.

Editing Replication Profiles
You can edit the properties of any replication profile
to which you have adequate security access.

To edit a replication profile:

These instruction assume the Replication Profile
Management dialog is open.

1 Highlight the replication profile whose properties
you want to edit.

2 Click the Properties button. The Replication
Profile Properties dialog appears.

3 Make any desired changes to the selected replica-
tion.

4 When you are finished making changes, click the
OK button.



Local Data Setup CDs

Local Database CDs contain data sets from the
online database which you can copy to the local
database on your computer. Using Local Data Setup
CDs saves you the time it takes to copy data directly
from the online database during a cold start.

There can be several data sets on each CD, and each
data set must be copied separately. When you copy a
data set, you automatically copy the replication pro-
file that data set belongs to. You will still need to
replicate the replication profile before you will be
able to access the data you copied from the CD.

Local Data Setup CDs are created by and can be
obtained from your system administrator.

To copy online data using a Local Data Setup
CD:

1 Insert the Local Data Setup CD in to the CD-
ROM drive of your computer.

2 Click Local Database Data.

Kinnexus
Local Database Client
Local Database Server

Mapping Data
Internet Explorer 5.0

Making the Connections

3 Click the Next button.

4 Select the desired data set from the available data
sets window. Notice that the replication profile for
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each data set appears to the right of the data set
name.

tup

e

Destination local database sewver

[GRETCHEN

5 Click in the Destination Local Database Server
field and type the name of the computer on which
the local database resides (your computer name, or,
if you are part of a network, the name of the network
computer on which Local Database Server is
installed.)

6 Click the Next button.
7 Click the Go button to begin the installation.
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Configuration

This purpose of this chapter is to show you how to
select and create configurations. A configuration is a
group of settings that determines in part how Kin-
nexus looks and behaves. Your system administrator
has created a default configuration, which is the con-
figuration you see when you open Kinnexus for the
first time.

You do not have the ability to edit the default config-
uration, but if you want to use different configura-
tion settings, you can create your own
configurations. For example, perhaps you want to
add another task icon to the Favorites tab and change
the default search results summary view. You can
create a configuration containing these settings. You
can also modify the configuration settings of any
existing configuration to which you have adequate
security rights.

In Kinnexus, configurations are made up of seven
different configuration settings. These settings are
listed in the table below, along the with the page
number on which you can find instructions for
changing each setting .
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ConflgL_Jranon Description Page
setting number
View Settings Default View settings let you desig-
nate default views for data entry
and search views.
Mapping Set- Mapping settings let you enable

tings mapping and set map demographic
features, map rotation, and zoom.

Mail Settings Mail Settings let you choose default
mail folder views and attachment
types.

Task Bar Set- Task Bar settings allow you to add

tings and remove task icons from the
Favorites tab.

Display and Display and Machine settings allow

Machine Set- you to choose which tool bars will

tings be visible when you open Kinnexus.
Display settings also let you desig-
nate field color.

ConflgL_Jratlon Description Page
setting number
Quick Search Quick Searches settings let you
Settings create, modify, and delete Quick
Searches.
CMA Settings CMA settings let you designate
default views for CMA-related
views.

Kinnexus configuration settings

Kinnexus configuration settings

Selecting a predefined
configuration

It is possible to have several different configurations
available, but you can use only one configuration at
a time. If you want to use a different configuration
than the one that is currently being used, you must
select a different configuration from the User Con-
figuration Management dialog. The User Configura-
tion Management dialog contains a list of
configurations that have already been defined.



160| CHAPTER 12
Configuration

To select an existing configuration:

1 Click Tools>Configuration. The User Configu-
ration Management dialog appears.

2 Click the Current Configuration drop-down
arrow. A list of existing configuration Displays.

3 Select the desired configuration from the drop-
down list.

4 Click OK.

Creating a new configura-
tion

When you create your own configuration, you deter-

mine the default for each of the available configura-
tion settings. You can create as many different
configurations as you want.

To create a new configuration:

1 Click Tools>Configuration. The User Configu-
ration Management dialog appears.

User Configuration Management

Current Configuration:

fault Configuration

il

Cancel
Awailable Configurations:
Drefault Configuration Add..
Wwestlake
Gradycole Delete

Froperties...

il

2 Click the Add button. The Configuration dialog
appears.

[OT ety Coniiguratior Securly.
(5 Task Bar Seftings Cuick Search Settings

A

[["| Default View Settings Iachine Settings

[l Lz
@ Iail Settings @ Iapping Settings
-I-@ CMA Settings

3 Click in the Description field and type a name
for the new configuration.

Configuration

Description: ISaratogd

Task Bar Settings
G

|—|—‘ Default Yiew Settings
EE

@ hlail Settings

4 Click the button representing the configuration
settings you want to set. For example, if you want to
set mail settings, click the Mail Settings button.

5 Make the desired changes to the selected config-
uration settings dialog.

6 When you have made the desired changes, click
the OK or Close button on the open configuration
settings dialog.

7 Repeat steps 4-6 for each set of configuration set-
tings you wish to change.

8 Click the Configuration OK button.

9 Click the User Configuration Management OK
button.
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Deleting a configuration

You can delete any configuration you have created,
and any other configurations to which you have ade-
quate security rights.

To delete a configuration:

1 Click Tools>Configuration. The User Configu-
ration Management dialog opens.

2 From the Available Configurations field, select
the configuration you want to delete.

3 Click the Delete button.
4 Click OK.

Editing a configuration

You can edit any configuration you have created,
and any other configurations to which you have ade-
quate security rights.

To edit a configuration:

1 Click Tools>Configuration. The User Configu-
ration Management dialog opens.

2 From the Available Configurations field, select
the configuration you want to edit.

3 Click the Properties button.

4 Make any desired changes to the configuration
settings.

5 Click the Configuration OK button.

6 Click the User Configuration Management
OK button.
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Miscellaneous configura-
tion settings

Misc configuration settings allow you to create new
Quick Searches, set general defaults for filter set-
tings, Hot Sheet expiration, and To Do List avail-
ability.

Misc configuration settings are set in the Misc

Coniguration dialog.
QUICK SEARCH CONFIGURATION DIALOG

Quick Search Configuration Dialog
Quick search wizards:

B— Hot sheet days: ID

Add... |
Remove |
A Froperties... |

Move u
—DI Drefault filter settings:
Move down |

To open the Misc COnifguration dialog:

Click Tools>Conifguration

From the Available Configurations window, select
teh configuration whose miscellaneous settings you
would like to edit.

Click the Properties button
Click the Miscellaneous Settings button..

Available to do list items:

[ Mew search results =
# Mew mail messages (o
[ Mew public folder messages

[ Hat shest entries

o Intemet links e

o Event wamings LI

# Includs nomal items
M Include redined items
o Include green items
M Include yellow tems
o Includs red items

Cancel |

A Add, remove, edit, and move your Quick Searches.
See page XX for more detailed instructions.

B Type the number of days you want listings to
remain in the Hot Sheet.

Managing Quick Searches

To create a Quick Search you simply assign Quick
Search status to an already existing Wizard. Because
the existing Wizard already has a record type associ-
ated with it, the Quick Search skips the Search
Options page and opens to the first Wizard search

C Select which To Do List items you would like to
have available.

D select which highlight filters will default to Dis-
played and which will default to hidden. A checkmark
next to a filter means the filter will default to displaued.
No checkmark means the filter will Display to hidden.

page. Skipping to the Wizard search pages is conve-
nient if you tend to use the same Wizards frequently.

Once you have created a Quick Search, an icon rep-
resenting the search appears on the Search tab. From
then on, all you have to do to open the Quick Search



is click the icon. Quick Searches always create tem-
porary, non-replicating searches.

To create a Quick Search:

1 Click Tools>Configuration. A list of available
configurations appears.

2 From the Available Configurations field, select
the configuration in which you want to create a
Quick Search.

3 Click the Properties button.

4 Click the Misc Settings button. The Quick
Search Configuration Dialog box containing a list of
existing Quick Search Wizards appears.

C& Cluick Search Settings

5 Click the Add button. The Add Quick Search
Wizard dialog appears, containing a list of search
Wizards to which you have access.

6 Click the name of the search Wizard you would
like to create a Quick Search for.

7 If you would like the Quick Search to use rele-
vancy, select the Use Relevancy with this search
checkbox.

Add Quick Wizard E

Diescription: IHesidentiaI

¥ Use Relevancy with this search
Change lcon...

I awimum result cournt: IUnIimited - l

Available wizards:

% Emma's Wizard
% Field Properties

% Res Seaich

R csidertial S earch
Ry FobRoy

Cancel |
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8 If you want to limit the number of search results,
do one of the following:

* Click the Maximum result count drop-down
arrow and select a number from the drop-down
menu

* Click in the Maximum result count field and
type the desired number.

9 Click the Add Quick Wizard OK button.
10 Click the Search Configuration OK button.

11 Click the Configuration OK button. A new Quick
Search icon appears in the Search tab.

Deleting a Quick Search
1 Click Tools>Configuration. A list of available
configurations appears.

2 From the Available Configurations field, select
the configuration in which you want to create a
Quick Search.

3 Click the Properties button.

4 Click the Quick Search Settings button. The
Quick Search Configuration Dialog box containing a
list of existing Quick Search Wizards appears.

C& Cluick Search Settings

5 From the Quick Search Wizards window, select the
Quick Search you want to delete.

6 Click the Remove button.

Editing a Quick Search

1 Click Tools>Configuration. A list of available
configurations appears.

2 From the Available Configurations field, select
the configuration in which you want to create a
Quick Search.
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3 Click the Properties button.

4 Click the Quick Search Settings button. The
Quick Search Configuration Dialog box containing a
list of existing Quick Search Wizards appears.

C& Cluick Search Settings

5 From the Quick Search Wizards window, select the
Quick Search you want to edit.

6 Click the Properties button.

7 Make the desired changes to the Quick Search set-
tings.

8 Click OK.

View configuration set-
tings

A Beginner's Guide to Kinnexus showed you how to
change a summary of search results from a List
View to a Comparison View using the Current Form
Indicator. But why did the search results open in a
List View in the first place? Why didn't the search
results open in a Photo Summary View instead? The
answer is found in the Default View configuration
settings.

Default views for formats like search and creation
wizards, summary views, details views, and criteria
reports are assigned in the Default View settings dia-
log.

Let's say that your search results currently open in a
List View created by your system administrator.
Using the Default View settings, you can choose a
different List View as the default view for your
search results, or you can select another kind of view
instead, such as a photo summary view, or a compar-

ison view. The next time you run a search, your
search results will open in the view you selected in
the Default View settings dialog.

In the Default Settings dialog, Kinnexus formats are
broken into two groups: Data Entry Views, and
Search Views. Underneath each category is a list of
formats to which you can assign default views:

Format Example

Creation Wizard Listing Wizard

Copy Wizard Copy Listing Wizard

Summary View Listing Portfolio, User Portfolio,
Search Portfolio

Details View Individual Listing, Individual
User

Data Entry Views
Format Example

Search Wizard Search Wizard

Criteria Report Search Criteria Page

Summary View Search results

Details view Individual search result

Search views

Selecting a default view

Each format has a drop-down menu containing a list
of possible default views for that format. You simply
select the view you want to use as the default from
the drop-down menu. Default views for different
dataclasses must be set separately. For example, you
must assign the default view for a commercial crite-
ria report separately from the default view for a
detached single family criteria report.



To select a default view:
1 Click Tools>Configuration.

2 From the Available Configurations field, select
the configuration whose default views you want to
change.

3 Click the Properties button.
4 Click the Default View Settings button.

5 From the Dataclasses window, select the desired
dataclass.

6 Click the drop-down arrow of the format whose
default view you would like to set. A list of available
views Displays.

7 From the drop-down menu, select the view you
would like to use as the default.

Default View Configuration Dialog

Dataclasses Data Enty Views:

x|

Commetcial Creation wizarc: [ {Use Detault] =l
Common Listing
Contact Copy wizard: [{Use Default] =]
Land Summaty view: [Use Defaut) ha
Mult Family

Detaik =
Eeble Focods et view: [Use Defaul)
Residential Search Yiews,
User Search wizardk [Use Detaul) -

Criteria report 1N
PO Ernma s Wizard

Summary view | Fiskd Properties
Res Searc
Details view | Fesidential Seaich

Close

8 Click the Default View Configuration Close but-
ton.

9 Click the Configuration OK button.

10 Click the User Configuration Management
OK button.

CMA configuration set-
tings

The CMA Configuration dialog is very similar to the
Default View settings dialog, except that instead of
setting default views for Data Entry and Search for-
mats, you set default views for CMA formats. The
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table below lists the six CMA formats to which you
can assign a default view.

CMA Format Example

Creation Wizard Create CMA Wizard

Search Wizard CMA search Wizard

Search Wizard CMA search results

Subject View Subject property

Adjustment table Price adjustment table

Presentation CMA Presentation View
CMA formats

Default views for different dataclasses must be set
separately. For example, you must assign the default
view of a Commercial subject view separately from
the default view of a Residential subject view.

To select a default CMA view:
1 Click Tools>Configuration.

2 Select the configuration whose CMA default
views you wish to modify.

3 Click the Properties button.
4 Click the CMA Settings button.

Config

Descil % Secuily
(] Task Bar Settings Quick Search Sattings
EN
1| Default Wiew Settings Machine Settings
5151 Ly
@ IMail Settings Q Mapping Settings
CIviA Settings
= ¢ ‘

5 Select the desired dataclass from the Dataclasses

window.
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6 Click the drop-down arrow of the CMA format
whose default view you would like to set. A list of
available views Displays.

CMA Visws:
Creation wizard: [(Lse Detaul] v
Search wizard: | (Use Defaul) =
Sum

Residential

7 From the drop-down menu, select the view you
would like to use as the default.

8 Click the CMA Settings OK button.
9 Click the Configuration OK button.

10 Click the User Configuration Management OK
button.

Mapping configuration set-
tings
The Mapping Configuration dialog lets you enable

mapping, choose feature files, and set default set-
tings for search, overview, and details maps.

Mapping Configuration Dialog [x]
¥ Enabie mapping; Search map settings:
Map starting location V' Remember last position

Bilings, MT, 63102

Mapping deta direstory
|c Kinnexus20\MappingD atat,

Feature: Flotation Zoom
[irio o te] [0degress =] [10mies =]

Overview map settings:
Feature: Rutatior: Zoom:

[iNe demographic te 7] [0 degrees =] [10mies =]

Details map satings:
Feature: Rotation Zoon:

[No demographic e ] [0 degrees =] [T0mies =
Cancel

Mapping feature file

[mtzp.puc

Mapping Configuration dialog

Enable mapping

In order for any of the map features discussed in this
chapter to be available, mapping must be enabled.
Mapping is enabled and disabled using the Enable
mapping checkbox in the Mapping settings dialog.
A checkmark in the Enable Mapping field means
that mapping is enabled. No checkmark in the
Enable Mapping field means that mapping is dis-
abled.

To enable mapping:
1 Click Tools>Configuration.

2 From the Available Configurations window,
select the configuration whose mapping you want to
enable.

3 Click the Properties button.

4 Click the Mapping Settings button. The Map-
ping Configuration dialog appears.

5 Place a checkmark in the Enable Mapping
checkbox by clicking in the checkbox.

v

To disable mapping:
1 Click Tools>Configuration button.

2 From the Available Configurations window,
select the configuration whose mapping you want to
disable.

3 Click the Properties button.

4 Click the Mapping Settings button. The Map-
ping Configuration dialog appears.

5 Remove the checkmark from the Enable map-
ping checkbox by clicking in the checkbox.



Mapping data directory

The mapping data directory is where mapping data
is stored on your computer. When you install Kin-
nexus, a default mapping data directory is selected.
If you want to change the default mapping data
directory, you use the Mapping Data Directory field
in the Mapping Settings dialog

To change mapping data directory:

1 Click Tools>Configuration.

2 From the Available Configurations window,
select the configuration whose mapping data direc-
tory you want to change.

3 Click the Properties button.

4 Click the Mapping Settings button. The Map-
ping Configuration dialog appears.

5 In the Mapping Data Directory field, select the
current default mapping data directory.

6 Type the new mapping data directory.

i apping data directony;
C:hKinnesus204d appingD atah,

7 Click the Mapping Configuration OK button.
8 Click the Configuration OK button.

9 Click the User Configuration Management OK
button.

Mapping feature file

Mapping feature files contain demographic informa-
tion about the geographic areas represented on Kin-
nexus maps. There are several mapping feature files
and each feature file can contain many different
demographic statistics, such as household concen-
tration, population density, and property price.
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To select the default mapping feature file:
1 Click Tools>Configuration.

2 From the Available Configurations window,
select the configuration whose default feature file
you want to change.

3 Click the Properties button.
4 Click the Mapping Settings button.
5 Do one of the following:

* Click in the Mapping Feature File field and type
the location of the desired feature file.

* Click the Browse button next to the Mapping
Feature File field and select the desired feature file.

bl apping feature file;

mtzp. prac j

6 Click the Mapping Configuration OK button.
7 Click the Configuration OK button.

8 Click the User Configuration Management OK
button.

Search, overview, and details map
settings

You can set the default map feature, rotation, and
zoom for search, overview, and details maps. You
can also designate the starting location of search
maps and direct Kinnexus to center search maps on
the area you searched the last time you used a search
map.

Map starting location (search maps only)
Search maps center on the map starting location.
You set a starting search map location by entering an
address in the Map Starting Location field. An
address can consist of a zip code, a city and state, or
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even a street address. For example, if you typed
84058 into the map starting location field and
opened a search map, it would be centered on the
southwest corner of Orem, Utah, where the zip code
is 84058. Unless you specify a starting location for
your search maps, search maps will open to an over-
view of the United States.

To set a map starting location:
1 Click Tools>Configuration.

2 From the Available Configurations window,
select the configuration whose map starting location
you want to change.

3 Click the Properties button.
4 Click the Mapping settings button.

5 Click in the Map Starting Location field and
type an address. When you open a search map in
Kinnexus it will center on the address you enter.

b ap starting location:
Billingz, MT, 53102

6 Click the Mapping Configuration OK button.
7 Click the Configuration OK button.

8 Click the User Configuration Management OK
button.

Remember last position (search maps
only)

|f the Remember Last Position checkbox is selected,
Kinnexus will remember the feature, rotation, and
zoom you used the last time you used a search map.
When you open a new search map, it will have the
same feature, rotation and zoom as the last map you
used to search.

To enable Remember last position:
1 Click Tools>Configuration.

2 From the Available Configurations window,
select the configuration for which you want to
enable Remember Last Position.

3 Click the Properties button.

4 Click the Mapping Configuration button.

5 Place a checkmark in the Remember Last Posi-
tion checkbox by clicking in the checkbox.

W Femember last position

6 Click the Mapping Configuration OK button.
7 Click the Configuration OK button.

8 Click the User Configuration Management OK
button.

To disable Remember last position:

1 Click Tools>Configuration.

2 From the Available Configurations window
select the configuration for which you want to dis-
able Remember last position.

3 Click the Properties button.
4 Click the Mapping Configuration button.

5 Remove the checkmark from the Remember
Last Position checkbox by clicking in the check-
box.

6 Click the Mapping Configuration OK button.
7 Click the Configuration OK button.

8 Click the User Configuration Management OK
button.

Feature

In the Mapping Feature File field you select which
file of demographic features to use in your maps.
For each type of map (e.g., search, overview, details)



you can select a default demographic feature. The
default demographic feature will be Displayed when
you first open a map. You can set a different feature
for each map type. For example, you can choose a
population density feature for overview maps, and a
price feature for search maps.

To set default map features:
1 Click Tools>Configuration.

2 From the Available Configurations window,
select the configuration whose default map features
you want to set.

3 Click the Properties button.
4 Click the Mapping settings button.

5 Click the Feature drop-down menu of the
desired map type.

Feature;
[Mo demographic fej

[Mo demographic featu
CountuFIPS

Feature

Households: Tatal
Housing Units:Median
Housing Units: Tokal
|Fizome:Median Houzel
i ncome: Per capita {
Perzonz: Total
StateFIPS

6 Select the desired feature from the drop-down
menu.

7 Click the Mapping Configuration OK button.
8 Click the Configuration OK button.

9 Click the User Configuration Management OK
button.

Rotation
You can rotate all map types by degrees, with 0
being true north. You can either select a rotation
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degree from the Rotation drop-down menu, or type a
rotation degree directly in the Rotation field.

To set default map rotation:
1 Click Tools>Configuration.

2 From the Available Configurations window,
select the configuration whose default map rotation.

3 Click the Properties button.
4 Click the Mapping settings button.
5 Do one of the following:

* Click the Rotation drop-down arrow under the
desired map type and select the desired rotation from
the drop-down menu.

* Click in the Rotation field under the desired map
type and enter the desired rotation.

6 Click the Mapping Configuration OK button.
7 Click the Configuration OK button.

8 Click the User Configuration Management OK
button.

Zoom

You can select a default zoom for each map type.
Zoom is measured in miles across. You can either
choose a default zoom from the Zoom drop-down
menu, or you can click in the Zoom field and type in
the desired zoom.

To set default zoom:
1 Click Tools>Configuration.

2 From the Available Configurations window,
select the configuration whose default zoom you
want to set.

3 Click the Properties button.
4 Click the Mapping settings button.

5 Do one of the following:
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¢ Click the Zoom drop-down arrow under the
desired map type and select the desired zoom from
the drop-down menu.

* Click in the Zoom field under the desired map
type and enter the desired zoom.

Zoom:;
I'I O miles = I

6 Click the Mapping Configuration OK button.
7 Click the Configuration OK button.

8 Click the User Configuration Management
OK button.

Mail configuration settings

Mail configuration lets you select a default view for
each of your mail folders. You can also select which
attachment type you want to use when sending Kin-

nexus views via email.

Default mail folder views

You can determine the default view for each of your
mail folders. The mail configuration dialog contains

a list of all your mail folders. Beneath each mail

folder is a drop-down field containing a list of possi-

ble default views for that folder. To select a new

default view for a mail folder, you simply select the

desired view from that mail folder's drop-down
menu.

To select a default mail folder view:

1 Click Tools>Configuration. The User Configu-

ration Management dialog appears.

2 From the Available Configurations window,
select the configuration whose mail folders you
would like to assign defaults to.

3 Click the Properties button. The Configuration
dialog appears.

4 Click the Mail Settings button. The Mail Con-
figuration dialog appears.

5 Click the drop-down arrow next to the mail
folder whose default view you wish to change.

6 Select the desired view from the drop-down
menu.

Data Eniry Views:
izardt [ (LIse Default)
ievt | [Use Defaul)
(UUse Defaul)
hViews:
Defal]
Defaul)

Summary view(Use Defaut]

Ll

Kl

|

MuliFamiy
Public Records
Residential
User

Kl

i

4

Details view: [ (Use Defaul)

[ ¢e Default]

7 Click the Mail Configuration OK button.
8 Click the Configuration dialog OK button.
9 Click the User Configuration OK button.

Selecting an attachment type

When you send a Kinnexus view via email, the cur-
rent view is attached to a new email message using
the attachment type specified in the Mail Configura-
tion dialog.

There are three attachment types you can use when
sending Kinnexus views in email.

HTML with server photos

The HTML with server photos attachment type
attaches the view as an HTML document and each
photo in the view as a jpeg. Although each photo in
the view must be sent as a separate attachment, the
recipient of the attachment only needs to click the
HTML view icon in order to open the view and its
associated photos. Keep in mind that views contain-



ing several photos may take a long time to send,
receive, and open. Online and offline users alike can
open this attachment type.

HTML with inline photos

The HTML with inline photos attachment type
attaches the view as an HTML document, without
attaching any photos. When the recipient opens the
view, the photos associated with view are retrieved
from the KxNet website. The recipient must be
online in order to view the photos associated with
the view. This attachment type is a good alternative
to the HTML with server photos type, because it
takes less time to send, receive, and open.

No attachment

The No attachment type simply sends the view with-
out any photos. Online and offline users alike can
open this attachment type.

To select an attachment type:

1 Click Tools>Configuration. The User Configu-
ration Management dialog appears.

2 From the Available Configurations window,
select the configuration whose attachment type you
like to set.

3 Click the Properties button. The Configuration
dialog appears.

4 Click the Mail Settings button. The Mail Con-
figuration dialog appears.

5 Click the Attachment Type drop down arrow.
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6 Select the desired attachment type from the drop-
down menu.

Attachment type:
I [Ma attachment] j

Attach HTML with server phatos
with inline photo:

Mo attachment]

7 Click the Mail Configuration OK button.
8 Click the Configuration OK button.
9 Click the User Configuration OK button.

Task Bar configuration set-
tings

In the Task Bar Configuration dialog you can add
and remove tasks from the Favorites tab. You also
designate in what order icons appear in the Favorites
tab. You can also determine which tab is open by
default when you enter Kinnexus.

To add a task icon to the Favorites tab:

1 Click Tools>Configuration. The User Configu-
ration Management dialog opens.
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2 From the Available Configurations dialog, select
the configuration whose Favorites tab you want to
add a task icon to.

User Configuration Management

Current Configuration:
I Drefault Configuration j

Cancel
Awailable Configurations:

Drefault Configuration Add

I
Gradycole Delete

Froperties...

Bl e

3 Click the Properties button. The Configuration
dialog opens.

4 Click the Task Bar Settings button. The Task
Bar Configuration dialog opens.

Configuration

Descriptian: = Securiy
] Task Bar Settings Quick Search Settings

A

['['| Default View Settings Machine Settings

FIE| Sauis

@ Mail Settings @ Mapping Settings

-I-— CMA Settings
] 15

5 From the Available Tasks window, select the task
icon you want to add to the Favorites tab.

6 Click the Add button.

Defaulttray: [Favorites -
Available tasks: Current Faworites:

Contacts.New Contact S Contacts.Contact Portfolio

Intemnet Bilings Assaciation of Realtor

Intemnet Bilings On-ine Add. UP
Irtemet Home Page

Intemet. Homeadvisor.com

Intemet Realior.com

Remove Dawn

Intemet Search Page =] [E=a ]
Intermet ¥ ellowstane Counly

Listing Create Chi -

4 »

oK Cancel

7 Repeat steps 5-6 until you have added all the
desired tasks.

8 Click the User Configuration Management OK
button.

9 Click the Configuration OK button.
10 Click the Task Bar Configuration OK button.

To remove a task icon from the Favorites tab:

1 Click Tools>Configuration. The User Configu-
ration Management dialog opens.

2 From the Available Configurations dialog, select
the configuration whose Favorites tab you want to
remove a task icon from.

3 Click the Properties button. The Configuration
dialog opens.

4 Click the Task Bar Settings button. The Task
Bar Configuration dialog opens.

5 From the Current Favorites window, select the
task icon you want to remove from the Favorites tab.

6 Click the Remove button.

7 Click the User Configuration Management OK
button.

8 Click the Configuration OK button.
9 Click the Task Bar Configuration OK button.

To reorder task icons on the Favorites tab:

These instructions assume that you currently have
more than one task icon in the Current Favorites



field. The order of the task icons in the Current
favorites field is the same as the order of the task
icons in the Favorites tab.

1 Click Tools>Configuration. The User Configu-
ration Management dialog opens.

2 From the Available Configurations dialog, select
the configuration whose Favorites tab task icons you
want to reorder.

3 Click Properties. The Configuration dialog
opens.

4 Click the Task Bar Settings button. The Task
Bar Configuration dialog opens.

5 From the Current Favorites window, select the
task icon you want to reorder.

6 Do one of the following:

« If you want to move the task icon up, click the Up
button. Keep clicking the Up button until the task
icon is in the desired place.

« If you want to move the task icon down, click the
Down button. Keep clicking the Down button until
the task icon is in the desired place.

Current favorites:

Contacts. Contact Portfolio
Listing. Create Chia
Internet Home Page
Intermet. Realtor. com

Down |

7 Click the User Configuration Management OK
button.

8 Click the Configuration OK button.
9 Click the Task Bar Configuration OK button.

To select a default tab:

1 Click Tools>Configuration. The User Configu-
ration Management dialog opens.
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2 Select the configuration whose default tab you
want to set.

3 Click Properties. The Configuration dialog
opens.

4 Click the Task Bar Settings button. The Task
Bar Configuration dialog opens.

5 Click the Default tray drop-down arrow. A list
of the system tabs appears.

6 Click the desired default tab from the drop-down
list. For example, if you want the Search task icons
Displayed when you open Kinnexus, select Search
from the drop-down list; if you want the Listing
icons Displayed when you open Kinnexus, select
Listing from the drop-down list.

[Task Bar ConfigurationDialog ~~~~~~~__H|
Default tia: | Favorites =
Contacts
Availale | Favorites
Contacts. G Intemet
Contacts N Listing
Mail

Imterrit. Bill
Internat Ho{ Tools
Internet Search Page Search Hot Sheet

Internet Yellowstone County Flemave || Inemet Eilings Association of Feahors | Bigwn
Listing Craate ChA Internet Home Page

Internet Realtor.com

Listing.Create Listing

7 Click the User Configuration Management OK
button.

8 Click the Configuration OK button.
9 Click the Task Bar Configuration OK button.
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Display and Machine con-
figuration settings

Display and Machine settings let you decide which
tool bars will default as displayed, and which will
default as hidden. You can also set tool bar size,
determine data entry field color, and select print
highlighting.

Display vs. Machine settings
Although Display and Machine settings are very
similar, there is key difference between the two: Dis-
play settings affect configurations, while machine
settings affect the local machine. Display and
Machine settings instructions are listed separately in
this chapter.

Display settings
Changes made to the Display settings are changed
for all users of that configuration.

Machine settings

Changes made to the Machine settings are stored on
your machine—you will not be able to use the set-
tings on another computer. Machine settings over-
ride the Display settings of the current
configuration. The Machine Settings dialog also has
two buttons that do not appear on the Display Set-
tings dialog: Advanced and Logs. The Advanced
button deals with transport layer settings, which
transport information between your computer and
the server. The Logs button keeps track of informa-
tion transfers in Kinnexus. You should never need to
adjust these settings unless your system administra-
tor directs you to.

Visible tool bars

There are eight Kinnexus tool bars that can be hid-
den or displayed when you open Kinnexus. The Dis-
play and Machine Configuration Settings dialogs
contain a list of each of these tool bars. Next to the
name of each tool bar is a check box. If you place a
checkmark in the checkbox next to a tool bar, that
tool bar displays when you open Kinnexus. If you
leave a checkbox next to a tool bar empty, that tool
bar hides when you open Kinnexus.

[ Mavigator

4 Field Chooser
[ Mext Step Bar
4 Column Bar

[ Group Bar

[ Comparizon Bar

o Fulers

Visible tool bars checkboxes

To select a tool bar for default display (Display):

1 Click Tools>Configuration. The User Configu-
ration Management dialog appears.

2 From the Available Configurations field, select
the configuration whose tool bar settings you want
to change.

3 Click the Properties button. The Configuration
dialog appears.

4 Click the Display Settings button. The Display
Configuration Dialog appears.



5 Place a checkmark in the checkbox next to each
tool bar you would like displayed by default.

[ Mavigator

4 Field Chooser
[ Mext Step Bar
4 Column Bar

[ Group Bar

[ Comparizon Bar

o Fulers

6 Click the User Configuration Management OK
button.

7 Click the Configuration OK button.

8 Click the Display Settings Configuration OK
button.

To select a tool bar for default display (Machine):

1 Click Tools>Machine Settings. The Display
Configuration dialog appears.

2 Select the Machine Default Visible Tool Bars
checkbox.

3 Place a checkmark in the checkbox next to each
tool bar you would like displayed by default.

4 Click OK.

To select a tool bar for default hide (Display):

1 Click Tools>Configuration. The User Configu-
ration Management dialog appears.

2 From the Available Configurations field, select
the configuration whose tool bar settings you want
to change.

3 Click the Properties button. The Configuration
dialog appears.

4 Click the Display Settings button. The Display
Configuration Dialog appears.

5 Remove checkmarks from the checkboxes next
to each tool bar you want to default as hidden.
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6 Click the User Configuration Management OK
button.

7 Click the Configuration OK button.

8 Click the Display Settings Configuration OK
button.

To select a tool bar for default hide (Machine):

1 Click Tools>Machine Settings. The Display
Configuration dialog appears.

2 Remove checkmarks from the checkboxes next
to each tool bar you want to default as hidden.

3 Click OK.

Setting tool bar size to current

In A Beginner's Guide to Kinnexus, you learned that
the size of any tool bar in Kinnexus can be adjusted.
However, unless you set the adjusted tool bar
widths, they will revert to their original sizes the
next time you open Kinnexus.

Display Cenfigy
EE el .

Highlighter pri

Fied highiighter symbol: [Color 7]
Velow fighighter symbok: [Coor =]
Green fighiighter symbol [Color ],
Blue ichlihter symbok [Color ]

Cancel

Use current tool bar sizes as default

of L o] 1

To save the current tool bar width (Display):

1 Adjust tool bars (e.g., Field Chooser, Next Step
Bar, Navigator Tree) to the desired widths.

2 Click Tools>Configuration. The User Configu-
ration Management dialog appears.

3 From the Available Configurations field, select
the configuration whose tool bar widths you want to
save.
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4 Click the Properties button. The Configuration
dialog appears.

5 Click the Display Settings button. The Display
Configuration Dialog appears.

6 Click the Use current tool bar sizes as default
button.

7 Click the User Configuration Management OK
button.

8 Click the Configuration OK button.

9 Click the Display Settings Configuration OK
button.

To save the current tool bar width (Machine):

1 Adjust tool bars (e.g., Field Chooser, Next Step
Bar, Navigator Tree) to the desired widths.

2 Click Tools>Machine Settings. The Display
Configuration dialog appears.

3 Do one of the following:

» To use the current tool bar sizes, click the Use the
Current Tool Bar Sizes as Machine Default button.
* To use the configuration tool bar sizes, click the
Use Configuration Tool Bar Sizes button.

4 Click OK.

Data entry field color

In chapter XX of this manual you learn about the
three data entry field types: Optional, Warning, and
Required. The default colors of these fields are yel-
low, blue, and red, respectively. You can, however,
change the default data entry field colors.

Report field back fil color: II:I
Repart field warning color: ||:|

Report field emor color: I|:|

Data entry field color

To change data entry field color (Display):

1 Click Tools>Configuration. The User Configu-
ration Management dialog appears.

2 From the Available Configurations field, select
the configuration whose data entry field color you
want to change.

3 Click the Properties button. The Configuration
dialog appears.

4 Click the Display Settings button. The Display
Configuration Dialog appears.

5 Do one of the following:

« If you want to change the color of optional fields,
click the Report Field Back Fill Color field.

« |f you want to change the color of warning fields,
click the Report Field Warning Color field.

« If you want to change the color of required fields,
click the Report Field Error Color field.

6 Select a new color for the data entry field using
the color control.

7 Click the Display Settings Configuration OK
button.

8 Click the Configuration OK button.

9 User Configuration Management OK button.



To change data entry field color (Machine):

1 Click Tools>Machine Settings. The Display
Configuration dialog appears.

2 Do one of the following:

« If you want to change the color of optional fields,
click the Machine back fill color field.

* If you want to change the color of warning fields,
click the Machine warning color field.

« If you want to change the color of required fields,
click the Machine error color field.

3 Select a new color for the data entry field using
the color control.

4 Click OK.

Print Highlighting

Print Highlighting lets you determine how high-
lighted items will appear when they print. If you
have a color printer, you can print items in color. If
you don't have a color printer, and highlighted items
would be obscured or hard to read, you can select
symbols to represent the highlighted items. You can
also have highlighted items appear as normal items
when printed.

Repor field back fil solor: [
Repoitfield waming eolor: [
Report fieldemorcolor: [ 1

Highlighter printing options:

Cancel

—— Print Highlighting

To select Print Highlighting (Display):

1 Click Tools>Configuration. The User Configu-
ration Management dialog appears.
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2 From the Available Configurations field, select
the configuration whose print highlighting settings
you want to change.

3 Click the Properties button. The Configuration
dialog appears.

4 Click the Display Settings button. The Display
Configuration Dialog appears.

5 Click the desired highlighter symbol drop-down
arrow.

6 Select the desired symbol from the drop-down
menu.

7 Click the User Configuration Management OK
button.

8 Click the Configuration OK button.

9 Click the Display Settings Configuration OK
button.

To select Print Highlighting (Machine):

1 Click Tools>Display Settings. The Display Con-
figuration dialog appears.

2 Select the desired symbol from the drop-down
menu. (If you select Default, Kinnexus uses the
symbol selected in the Display Configuration Set-
tings.)

Highlighter printing options:

Red highlighter symbol: | Default =~ l

Default
Caolar
Green highlighter symbal: | Star
Flus
Blue highlighter symbal: | 5quare

“rellows highlighter symbal:

Circle

Filled Circle
Triangle
Inverted Triangle

| Advanced

3 Click OK.

To deselect Print Highlighting (Display):

1 Click Tools>Configuration. The User Configu-
ration Management dialog appears.



2 From the Available Configurations field, select
the configuration whose print highlighting you want
to change.

3 Click the Properties button. The Configuration
dialog appears.

4 Click the Display Settings button. The Display
Configuration Dialog appears.

5 Remove the checkmark from the Print High-
lighting checkbox.

6 Click the User Configuration Management OK
button.

7 Click the Configuration OK button.

8 Click the Display Settings Configuration OK
button.

To deselect Print Highlighting (Machine):

1 Click Tools>Machine Settings. The Display
Configuration dialog appears.

2 Remove the checkmark from the Print High-
lighting checkbox.

3 Click OK.
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Chapter 12

Sharing Resources

It is possible to share your resources with other
groups in your board. Among resources that can be
shared are views, replication profiles, user configu-
ration settings, and web links. The easiest way to tell
if a resource can be shared is to open its Properties
dialog. If you see a button that says Security, it
means that the resource can be shared.

Security... |

Security button

Clicking the Security button brings up the Resource
Security dialog. Using the Resource Security dialog,
you can determine which groups will have access to
your resources, and what kind of viewing and edit-
ing rights the group members will have.

[ Everpone
[ Appraisers
[ Agents
[ Office
1, Wite Access
[ Everpone
[ Appraisers
[ Agents
[ Office
==, Copy Access
[ Everpone
[ Appraisers
[ Agents
[ Office

e _|

Report Resource Security dialog

Security settings

Access, viewing, editing and other sharing rights are
called security settings. Security settings are set in
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the Resource Security dialog. The Resource Security
dialog contains different security settings depending
on what resource you have open. The following
tables define each security setting. Because security
settings for public folders are unique, they are listed
in a separate table.

Security setting

What it allows

Allow access to
this resource

Grants any shared group member the right to
view your resource.

Write Access Grants any shared group member the right to
make permanent changes to the original
resource.

Copy Access Grants any shared group member the right to

make a copy of the resource and edit it on
their own computer. Copy access does not
allow group members to change the original
resource.

General security settings

Security setting

What it allows

Allow posting of
new messages

Lets all users subscribed to the public folder
to post new messages.

Allow responding
to posted mes-
sages

Lets all users subscribed to the public folder
respond to existing public folder messages.

Allow deleting of
owned messages

Lets each user subscribed to the public
folder delete messages that he or she has
authored.

Public folder security settings
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Security setting

What it allows

Shareable resource Available security settings

Allow deleting of
messages

Lets each user subscribed tot the public
folder delete any messages posted to the
public folder.

« Allow access to resource
* Write access
+ Copy access

Configurations

Allow access to
folder properties

Lets all users change the settings in the
selected public folder’s Properties dialog.

+ Allow access to resource
+ Write access

Page Layouts

Public folder security settings

Resources that can be shared

The following table contains resources that can be
shared among Kinnexus users. Next to each share-
able resource is a list of available security settings

for that resource.

Shareable resource

Available security settings

List View

* Allow access to resource
« Write access
« Copy access

Comparison View

* Allow access to resource
* Write access
« Copy access

Presentation View

* Allow access to resource
« Write access
« Copy access

Report View

* Allow access to resource
* Write access
« Copy access

Wizard View

* Allow access to resource
« Write access
« Copy access

Web Link Properties

* Allow access to resource
* Write access

Replication Profiles

* Allow access to resource
* Write access

Style Management

* Allow access to resource
* Write access
« Copy access

Shareable resources and security settings

Public Folders + Allow posting of new messages

+ Allow responding to posted messages
+ Allow deleting of owned messages

+ Allow deleting of messages

+ Allow access to folder properties

Shareable resources and security settings

Selecting security settings

Although the following example shows you how to
designate security settings for a view, the steps for
designating security settings are basically the same
for every resource that can be shared. Just remember
to look for the Security button on the resource's
Properties dialog.

To set security settings for a shared view:
1 Click the Tools tray tab.
2 In the Tools tray, click the View Portfolio icon.

3 Inthe View Portfolio, right-click the view
whose security settings you would like to modify.

4 Select Properties from the right-click menu. The
View Properties dialog appears.

5 Click the Security button on the View Properties
dialog. The Resource Security dialog opens.

6 Click the plus sign next to a security setting you
wish to modify. A list of checkboxes will display.
Next to each checkbox will be the name of an autho-
rized group.

7 Grant the selected security setting to a group
by clicking in the checkbox next to the group's
name. A checkmark will appear in the checkbox.
Click in the checkbox again to remove the check-



mark and deny group access to the selected secu-
rity setting.

[ Everyone
4 Appraisers
o Agents
[ Office
=, Wiite Aocess
=, Copy hcoess
—

8 Repeat steps 9-10 for each security setting you
wish to modify.

9 When you are finished modifying security set-
tings for your shared view, click the OK button.

10 Click the OK button on the View Properties
dialog.
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Personal, User, and Contact

Information

Using Kinnexus you can view and edit your personal
information, such as your password or phone num-
ber, edit the inventory of users to whose records you
have adequate security rights, and create and save
contact information about clients and colleagues.

This chapter shows you how to retrieve, view, and
edit personal, user, and contact information.

Personal Information page

The personal information page is a data entry page
that contains information about the current user.
Although your board determines what fields are on
the Personal Information page, some fields com-
monly used on the Personal Information page are
Name, Phone Number, and Office. You can edit data
in the personal information page fields. For informa-
tion about entering data into data entry page fields,
see page XX.

To open the Personal Information page:

11 Click Tools>Personal Information.

Change password

After logging onto to Kinnexus for the first time,
you were probably instructed to change your pass-
word in order to prevent unauthorized users from

getting into and making changes to your inventory.
For this same reason, it is recommended that you
change your Kinnexus password every 2 or 3 weeks.

To change your password:
1 Click Tools>Change Password.

2 Click in the New Password field and type your
new password.

3 Clickinthe Verify Password field and type your
new password again.

Paszsword Dialog E

Mew pazsword:

Werify new password:

Cancel |

4 Click OK.

User Portfolio

It is possible that you have access to inventories
other than your own. The User Portfolio contains a
list of users whose inventories you have access to.
For example, if you have been granted the security
rights to add listings for anyone in your office, the
name of everyone in your office appears in the User
Portfolio.
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The User Portfolio is a list view. If you double click
a user record in the User Portfolio, that user’s Per-
sonal Information page opens. Below the Personal
Information page on the Next Step Bar are icons rep-
resenting the selected user’s portfolios. To view or
modify the contents of a user’s inventory, click the
desired portfolio icon.

To open the User Portfolio:
1 Click Tools>User Portfolio.

(7% User Portfolio

7 User Fie [0

£ User T: ] e

First Mame(s)

137 Total items in User Portfolio
WULF & ASSOCIATES

Whi NORTHCUTT CO

WILSON AND WILSON
Unknawn User

U BAR 5 REAL ESTATE

TOWN & COUNTRY PROPERTIES
TODD SMYK REALTY

THE YELLOWSTONE GROUP
THE REALTY PLACE, INC

THE REALTY EDGE

Contact Portfolio

A contact is a record containing information about a
client or colleague. Contacts can record names,
phone numbers, addresses, notes, and other contact
information. The Contacts Portfolio ia a view con-
taining a list of your contacts.

To open the Contacts Portfolio:
1 Click Contacts>Contact Portfolio.

» Contact Portfolio

v Cortact Fields
&5 Contact Tags

Name Address

6 Total items in Contact Portfolio
Wallace Stevens  740'W. 100 5 Belton WA 192 354 9874
Adrienne Rich 8231 E.Windy Ave Burbank  CA 4251295214
Mathanael Ywest 234 W 750 5 Burbank CA 4251297532
Rohin Mckinley 83w, 200N Cormwell  CA 791,227 6696

Create Contacts

A contact is a record containing information about a
client or colleague. A create contact wizard takes
you through the steps of creating a new contact.
Once you have created a contact, it is stored in your
Contacts Portfolio.

To create a new contact:
1 Click Contacts>Create Contact.

2 Fill the desired wizard fields with information
about the contact.

> Ed=Nep R, New Contact

Office Phone | Home Phone[435 225 1478

Job Tite [ Office Fax | Home Fa [

Full Name [Charles Dodgson

Company | Pager| Cell Phone |
EMail [cherles_dodgson@chesire.com Web Site [
Emai2[ Reminder | Dale [
Home Address Business Address
Address 1 [200 E. Queen's Way address1 [
Address 2 [ Address 2 [
ity [Maryvals State [E2 zip ci etz 2P|

Nates

3 Click the Finish button.

4 Enter any additional information on the Contact
Information data entry page.

Charles Dodgson

BAR Contact Management
Personal Information
Full Name: Charles Dodgson Main Email charles_dodgson@chesire.com Rerminder.
Title: Site Manager Secondary Email: Reminder Date:NA
Company:  Walrus Design WebSite: Pager.
Country: USA Cell Phone:
Home Information Business Information
Address: 200 E. Greenbriar St. Address:
Address (cont) Address (cont)
Cy. Marysvale City.
State: MT State:
ZIP: IIP:
Phone: 4352251478 Phone: 435.288.2365
FAX: FAX:
Other Phone:

5 Click the Save button on the toolbar.
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Appendix A

Operators and Functions

This appendix lists each operator and function used Operators
in Kinnexus expressions. You can look up the defini-
tion of any Kinnexus operator or function and find
examples of how each term can be used in an
expression.

Operators let you combine terms within an expres-
sion. The following table defines each operator,
shows you the correct operator symbol to use in
expressions, and provides an example of each avail-

For more help with operators, functions, and other- able operator being used in an expression.

expression terms, see Chapter 4: Expressions.

Operator Symbol What it does Example
Addition + Adds two terms together. If the terms are common.listprice+10= 200,010
integers, Kinnexus adds the two terms common.street+Blvd= SundanceBlvd

together. If the terms are text strings,
second string is added to the end of the
first string.

Subtraction - Subtracts two numeric terms and returns common.listprice-100= $190,000
a signed number.

Multiplication * Multiplies two numeric terms together common.numberbedrooms* 5= 15
and returns a signed number.

Division / Divides two numeric terms and returns a common.listprice/common.soldprice= .95
signed number. Divides the first number
by the second number.

Mod % Divides two numeric terms and returns 25%7=4
the remainder.

Boolean == Compares two terms and returns a ‘True’ Other.photomain=Other.photoexterior= True
statement if the terms are true.

Less than < Compares two terms and returns a ‘True’ common.numberbathrooms<common.numberbedrooms= True
statement if the first term is less than the
second term.

Greater than > Compares two terms and returns a'True’ common.soldprice>common.listprice= True
statement if the first term is greater than
the second term.

Operators
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Less than equals <= Compares two terms and returns a ‘True’ common.numbedrooms<=common.numberbathrooms= True
statement if the first term is less than or
equal to the second term.

Greater than >= Compares two terms and returns a ‘True’ common.listprice>=common.price= False
equals statement if the first term is less than or
equal to the second term.

Not equals <> Compares two terms and retumns a True residential. bedshasement<>residentialbedsmain= True
statement if the first expression is not
equal to the second expression.

And && Compares two Boolean terms and (common.listprice>100000)&&(common.soldprice<200000)=
returns a ‘True’ value if both the first and True
second Boolean terms are true.

Or 1 Compares two Boolean terms and (residential.numberbathrooms>4)||(residential.numberbed-
returns a ‘True’ value if either the first or rooms>= False
second Boolean term is true.

Not | Switches the value of a Boolean term. other.exteriorphoto= False
For example, If a term is true it is
returned as false.

Operators

Functions « Syntax The name of the function and all required

. . arguments in the correct order.
Functions are calculation tools that help you

retrieve and manipulate Kinnexus data. The purpose
of this reference is to define each of the functions
available and provide examples of how each func-
tion might be used in Kinnexus.

« Arguments A description of each argument in the
function.

« Examples One or more examples showing you
how to use the function.

For a basic description of functions and what they

do, see pageXX. Functions calling for ‘datepart’

In functions that calculate dates, you may be asked
to enter a datepart. A datepart specifies the time unit

How function descriptions are in which the difference between two dates is mea-
organized sured. For example, you can choose to calculate the
To help you find the right function for your needs, time between two dates in days, weeks, months, or
function descriptions follow this format: years. Dateparts must be entered between quotation
« Name The name of the function as you type it marks. See the @DateAdd function description on
into Kinnexus Expression fields. page XX for an example of how datepart is used in
» Return value What the function returns, or what expressions.

command or action the function performs.



The following table shows you how date parts
should be entered into functions:

Datepart What it does

“ss” Calculates the difference seconds

“mm” Calculates the date difference in minutes

“hh” Calculates the date difference in hours

“dd” Calculates the date difference in days

“mm” Calculates the date difference in months

‘qq” Calculates the date difference in quarters

"y Calculates the date difference in years
Dateparts

Function Reference

@Average

Returns the average value for the specified field
within a dataclass.

Syntax

@Average(‘‘dataclass™, “expression. . .””)
“Dataclass™ is the dataclass from which you want
the average value returned.

“Expression” is the field you want the value to
come from.

Example
The following example returns the average price for
residential properties.

@Average(“Residential™, “common.Price”)=
$235,000.00
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@Average

Returns the average value for the specified field
within the current data set.

Syntax
@Average(“expression”, “inclusion expression’)

“Expression” is the field you want the value to
come from.

“Inclusion expression” is the filter you want to
place on the expression.

Example

This example returns the average price for Active
properties within the current data set, assuming the
active status value is one.
@Average(“‘common.Price”, “common.sta-
tus=1"")= $750,000.00

@Bool

Converts the expression within the parentheses to a
Boolean value.

Syntax
@Bool(value)

value is the expression you want to convert to a
Boolean value.

If value’s data type is:

* Integer or Real -- Blank fields or fields containing
the value of 0 are cast to False. All other values are
cast to True.

» Text -- Text values starting with a “T” or ‘Y’ are
are cast a s True. All other values are cast as False.

Examples
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@Bool(0)= False
The following example assumes that there is a value
in the Fireplace Basement field that is not 0.

@Boolean(Residential.FireplaceBasement)= True
@Office()= False

@Case

Returns a conditional value based on a variable inte-
ger value.

Syntax
@Case(value, value0, valuel, value2. . . .)
Value is an expression that evaluates to an integer.

ValueO is the expression returned if value evaluates
to 0.

Valuel is the expression returned if value evaluates
tol

Value?2 is the expresion returned if value evaluates to
2.

Note: You can include as many return expressions as
you want.

Example

The following example returns the days on market
value for a Active listing whose list date was 06/29/
99 and assuming the current date is 08/01/99. In
order to get this value, the expression contains the
integer condition value common.status, and a unique
days on market expression for each status. Because
Active has a status value of 1, Kinnexus skips to and
evaluates the expression in the 1st position.

@case( common.status, 0, @datediff ( “dd”, @cur-
rentdate, common.listdate), @datediff ( “dd”,
@currentdate, common.listdate), @datediff (“‘dd”,
common.contractdate, common.listdate), @datediff

(““dd”, common.contractdate, common.listdate),
@datediff (““dd””, common.solddate, common.list-
date), @datediff (“dd”, common.lastmod, com-
mon.listdate), @datediff (“‘dd”, common.lastmod,
common.listdate)) = 34

@Changed

Returns a “True’ value if a record has been changed
since the last time the search has been run, or a
‘False’ value if a record hasn’t been changed since
the last time the search has been run.

Syntax
@Changed()

Example

The following example returns a changed value for a
record that has been changed since the last time the
search was run.

@Changed()= True

@Count

Counts the number of records for the specified field
within a certain dataclass.

Syntax
@Count(“dataclass™, “expression”. . .)

“Dataclass™ is the dataclass from which you want
the count returned.

“Expression” is the value whose records you want
to count.

Example



The following example counts the number of com-
mercial listings in area 08.

@Count(““Commercial”, “common.area”, ““08”")=
17

@Count

Counts the number of records for the specified field
within the current data set.

Syntax
@Count(“Inclusion expression)

“Inclusion expression” is the value whose records
you want to count.

Example

The following example counts the number of sold
listings in the current data set, assuming the sold
status value is 5.

@Count(*“‘common.Status=5")= 14

@CurrentDate

Returns the current date in the default date format.

Syntax
@CurrentDate()

Example

This example assumes that the current date is June
23rd, 2000.

CurrentDate()= 06/23/00

@DataClass

Returns the name of a record’s dataclass.
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Syntax
@DataClass()

Example
@Status()= Residential

@DateAdd

Returns a new date value based on adding an inter-
val to the specified date.

Syntax
@DateAdd(unit, date, value)

Unit is the datepart -- the parameter that specifies on
which part of the date to return a new value (e.g.,
months, days, hours, etc.).

Date is an expression that returns a datetime value,
such as a date field, or a date text string.

Number is the value used to increment the unit (e.g.,
4 days, 3 years, 18 weeks, etc.)

Example

The following example adds 14 days to a record
whose list date is 4/08/99.

@DateAdd(*“dd”’, Common.ListDate, 14)= 4/22/99

@DateDiff

Returns the number of date and time boundaries
crossed between two specified dates.

Syntax
@DateDiff(unit, datel, date?)

Unit is the datepart -- the parameter that specifies on
which part of the date to calculate the difference
(e.g., months days, hours, etc.).



189| APPENDIX A

Operators and Functions

Datel is the beginning date for the calculation.

Date? is the ending date for the calculation.

Example

The following example returns the number of
months an active listing has been on the market.

@DateDiff(“mm, common.currentdate, com-
mon.listdate)= 4

@DatePart

Returns the specified datepart of a date.

Syntax
@Datepart(unit, date)
Unit is the datepart you want returned.

Date is the date from which you want to extract a
datepart.

Example

The following example returns the month datepart
for a listing with the listing date value of ‘08/27/99’.

@DatePart(“mm”, Common.ListDate)= 08

@DateTime

Converts the text string within parentheses to a date/
time value. The DateTime function is only useful if
the text string is written in date format.

Kinnexus stores dates in the standard Microsoft
Date/Time format in 4 bytes. It accommodates all
dates up to the year 9999.

Syntax
@DateTime(value)

Value is the expression you want to convert to a date/
time value.
If value’s data type is:

» Text - Casting a text field to a time date is possi-
ble if the formatting of the date string is correct. If
the format is not correct, the result of the cast will be
zero. The correct format is to specify a month and
date value with a space or designation between the
numbers. Kinnexus assumes the current year if the
year is not specified.

Examples

The following examples convert the various text
strings into dates.

@DateTime(““Nov 20, 1999°")= 11/20/99
@DateTime(*““June 29, 00”")= 6/29/00
@DateTime(*“5 9 98")= 5/9/98

@DownCase

Converts all uppercase letters in a text string to low-
ercase.

Syntax
@DownCase(string)
String is the text you want to convert to lowercase.

Example

The following example returns an all lowercase
value for the text string ‘ROSEWOOQD Drive’

@DownCase(“ROSEWOOD Drive”)= rosewood
drive

@Find

Returns the position number of a specified character
in a text string starting from 0.
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Syntax Format argument What it means
Find(string, substrin
@ ( 9 g) %I Hour in 12-hour format (01-12)
String is the text string containing the specified char-
acter %j Day of year as deciml number (001-366)
Substring is the specified character whose position %m Month as decimal number (01-12)
number within the string you want to find.
%M Minute as decimal number (00-59)
Example %p Current locale’s A.M/P.M indicator for 12-
. . hour clock
This example searches for the position number of
the letter ‘d” in the string ‘withdrawn’. %S Second as decimal number (00-59)
@Find(*withdrawn”, “d”)= 4 %U Week of year as decimal number, with Sun-
day as first day week (00-53)
@ForeignDescription %w Weekday as decimal number (0-6; Sunday
is 0)
Forthcoming. . . %W Week of year as decimal number, with Mon-
day as frist day of week (00-53)
00X Date representation for current locale
FormatDate
%X Time representation for current locale
Formats a date value according to the specified for-
%y Year without centruy, as decimal number
mat arguments. (00-99)
Format arguments %Y Year with century, as decimal number
%z Time-zone name or abbreviation; no charac-
Format argument What it means ter if ime zone is unknown
%a Abbreviated weekday name %% Percent sign
%A Full weekday name Format arguments
%b Abbreviated month name Syntax
%B Full month name @FormatDate(Datetime, FormatString)
Datetime contains the format argument(s) that spec-
0 ] ; } ; ) !
e Eﬁ;‘f:nd time representation approriate for ify which date elements you want to use in the for-
mat. Datetime must appear between quotation
%d Day of month as decimal number (01-31)
marks.
%H Hour in 24-hour fromat (00-24) FormatString is the date value you want to format.
Format arguments

Example
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The following example converts a Sold Date field
with the date value of ‘08/01/99” into Weekday
Name, Month Name, Day of Month, and Year with
Century format.

@FormatDate ( "%A %B %d ,%Y" , Common.Sold-
Date )= Sunday August 01, 1999

@GeoCode

Takes a string containing address information and
creates values for the latitude and longitude fields.

Syntax
@GeoCode(string)

String is the address string needed to evaluate a
property’s latitude and longitude.

Example:

@GeoCode(common.Street# common.StreetName,
common.city, common.state, common.zip)

@Highlight

Returns a record’s numeric highlighter value.

Numeric highlighter values

Highlighter style Highlighter value
Normal 0
Red 1
Yellow 2
Green 3
Redlined 4

Numeric highlighter values

Syntax
@Highlight()

Example

The following example returns the numeric high-
lighter value for a record highlighted in green.

@Highlight()= 3

@Info

Forthcoming. . . .

@Integer

Converts the expression within the parentheses to an
integer value.

Syntax
@Integer(value)

value is the expression you want to convert to an
integer.

If value’s data type is:

» Boolean -- casting a Boolean field to an integer
results in a ‘1’ if the Boolean field is True, or a ‘0’ if
the Boolean field is False.

e Text -- The result of casting a text field to an inte-
ger varies depending on the text string. If the text
string is a number, the result of the case is the integer
portion of the text. If the string has characters in it,
and starts with “T” or Y’ the value casts to ‘1’. Oth-
erwise, the text value is ‘0’

« Real -- Casting a real number to an integer results
in the integer part of the amount. No pennies are
included.

Example



The following example shows a currency field con-
taining $325,000.00 being cast to an integer. Notice
that commas, currency symbols, and decimal points
are removed.

@Integer(Common.SoldPrice)= 325000@Sta-
tus()=4

@IsNull

Returns a “Yes’ value if data has never been entered
for a field, or a ‘No’ value if data has been entered
for a field.

Syntax
@IsNull(value)

Value is the field into which data has or has not been
entered.

Example

The following example returns a value for the Dish-
washer field, which has never had any data entered
into it.

@IsNull(residential.dishwasher)= Yes

Latitude

Returns a property’s latitude.

Syntax
@Latitude()

Example
@Latitude()= 45669152

@Left
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Returns the first (or leftmost) character or characters
in a string.

Syntax
@Left(string, number)

String is the text string containing the characters you
want to extract.

Number specifies how many characters you want
returned.

Example

The following example returns only the 5 leftmost
characters from the text string ‘Moorhead’.

@Left(““Moorhead”, 5)= Moorh

This example returns only the 4 leftmost characters
from the city field with the value of ‘Fargo’.

@Left(Common.City, 4)= Farg

@Length

Returns the number of characters in a text string.

Syntax
@Length(string)

String is the text string containing the characters you
want to count.

Examples

The following example returns the number of char-
acters (including spaces) in the text string ‘Rodeo
Drive’.

@Length(*“Rodeo Drive”)= 11

This example returns the number of character in the
City field containing the value of ‘Fairview’
@Length(Common.City)= 8
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Longitude

Returns a property’s longitude.

Syntax
@Longitude()

Example
@Longitude()= 108770848

LookUpKey

The LookUpKey function is only useful in Import-
Studio. See the Administrator’s Manual for more
information about this function.

@Max

Returns the maximum value for the specified field
within a dataclass.

Syntax

@Maximum(““dataclass”, ““expression. . .”)

“Dataclass™ is the dataclass from which you want
the maximum value returned.

“Expression” is the field you want the value to
come from.

Example

The following example returns the maximum price
for residential properties.

@Average(“Residential”, “common.Price”)=
$800,000.00

@Max

Returns the maximum value for the specified field
within the current data set.

Syntax

@Max(“expression”, “inclusion expression”)
“Expression” is the field you want the value to
come from.

“Inclusion expression™ is the filter you want to
place on the expression.

Example

This example returns the maximum price for an
Active property in the current data set, assuming the
active status value is one.

@Max(““common.Price”, “common.status=1"")=
$750,000.00

@Mid

Returns a specific number of characters from a text
string, starting at the position you specify.

Syntax

@Mid(string, number, number)

String is the text string containing the characters you
want to extract.

Number is position of the first character you want to
extract from the text string.

Number specifies how many characters to return
from the text.

Example

The following example removes the first 10 charac-
ters from the text string and then displays the next 7
characters.

@Mid(*““Rockville Springs™, 10, 7)= Springs



@Min
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@MixedCase

Returns the minimum value for the specified field
within a dataclass.

Syntax
@Min(*“dataclass™, “expression. . .”")

“Dataclass” is the dataclass from which you want
the minimum value returned.

“Expression” is the field you want the value to
come from.

Example

The following example returns the average price for
residential properties.

@Average(““‘Residential”, “common.Price”)=
$73,000.00

@Min

Returns the minimum value for the specified field
within the current data set.

Syntax

@Min(*“expression”, ““inclusion expression”)

Expression is the field you want the value to come
from.

“Inclusion expression” is the filter you want to
place on the expression.

Example

This example returns the minimum price for an
Active property, assuming the active status value is
one.

@Min(*‘common.Price”, “common.status=1"")=
$65,000.00

Capitalizes the first letter in the text string and con-
verts all other letters to lowercase.

Syntax
@MixedCase(string)

String is the text string you want to partially capital-
ize.

Example

The following example partially capitalizes the text
string ‘turn right at Tyson’s Corner’.

@MixedCase(*“turn right at Tyson’s Corner”)=
Turn right at tyson’s corner

@Null

Sets the value of a field to null

Syntax

@Null(value)
Value is the value you want to set to null.

Example

This example nulls the value in the Sold Listing
field.

@Null(common.SoldPrice)

@Money

Converts the expression within the parentheses to a
currency value.

Syntax
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@Money(value)

Value is the expression you want to convert to a cur-
rency value.

If value’s data type is:

» Boolean -- Casting a Boolean field to a money
field results in ‘$1.00” value if the boolean field is
true, in ‘$0.00 if the field is false.

 Real - Casting a real number to a money field
results in same value. Any digits less significant
than a penny are truncated.

* Integer - Casting an integer to a money field
results in the same numeric value.

» Text - The result of casting a text field to a money
value varies depending on the text string. If the text
string is a number, the result of the cast is the value
of the number. If the text has characters in it, and the
the text field starts with a 'T' or a "Y', the value casts
to $1.00. Otherwise the text value is $0.00.

Example

The following example casts an integer value of 3 in
the Basement Bedrooms field into a money value.

@Money(Residential.BasementBedrooms)= $3

@Office

Returns a “True’ value if a record belongs to the cur-
rent users’s office, or a ‘False’ value if a record does
not belong to the current user’s office.

Syntax
@Office()

Example

The following example returns an office value for a
record that does not belong to the current user’s
office.

@Personal

Returns a True value if a record belongs to the cur-
rent user, and a False value if a record does not
belong to the current user.

Syntax
@Personal()

Example

The following example returns a personal value for a
record that belongs to the current user.

@Personal()= True

@PhotoCount

Returns the number of photos associated with a
record.

Syntax
@PhotoCount()

Example
@PhotoCount()= 3

@Real

Converts the expression within the parentheses to a
real value.

Syntax
@Real(value)

Value is the expression you want to covert to a real
value.

If value’s data type is:



» Boolean -- Casting a Boolean field to a real num-
ber results in “1.0" if the Boolean field is True, or a
‘0’ if the Boolean field is False.

» Text -- The results of casting a text field to an
integer varies depending on the text string. If the text
string is a number, the result of the cast is the num-
ber. If the text has characters in it, and the text field
starts witha ‘T’ or “Y’, the value casts to a ‘1’. Other
wise, the text value is ‘0’.

* Integer -- Casting an integer to a real number
results in the same number.

» Money -- Casting a money field to a real number
removes currency symbols and commas from the
value.

Example

The following example casts a $295,000 currency
value in the List Price field to a real value.

@Real(Common.ListPrice) =295000.0000

@Relevancy

Returns the percentage of relevancy points a record
received, compared to the total available relevancy
points.

Syntax
@Relevancy()

Example
@Relevancy()= 75%

@Right

Returns the last (or rightmost) character or charac-
ters in a string.

Syntax
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@Right(string, number)

String is the text string containing the characters you
want to extract.

Number specifies how many characters you want to
extract.

Examples

The following example returns only the 3 rightmost
characters in the text string ‘Hearthside’.
@Right(“Hearthside”, 3)= ide

This example returns only the 4 rightmost characters
from the Street field containing the value of ‘Sund-
owner Blvd’.

@Right(Common.Street, 4)= Blvd

@Status

Returns a record’s numeric status value.

Status values

Status Status value
Pre-active 0
Active 1
Hold 2
Contingent 3
Pending 4
Sold 5
Expired 6
Withdrawn 7

Status values

Syntax
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@Status()

Example

This example returns a numeric status value for a
Pending record.

@Status()=4

@StripVowels

Removes all vowels from a text string.

Syntax
@StripVowels(string)

String is the text string from which you want to
remove vowels.

Example

The following example strips the vowels from the
value in the City field, which in this example is
‘Hearthside’.

@StripVowels(common.city)= Hrthsd

@StripWhiteSpace

Removes all spaces from the text string.

Syntax
@StripWhiteSpace(string)

String is the text from which you want spaces
removed.

Example
This example removes all spaces from the text string
‘Forest River Rd’.

@StripWhiteSpace(““Forest River Rd”)= ForestRiv-
erRd

@Sum

Returns the sum value for the specified field within a
dataclass.

Syntax
@Min(*“dataclass™, “expression. . .”)

“Dataclass™ is the dataclass from which you want
the sum value returned.

“Expression” is the field you want the value to
come from.

Example

The following example returns the sum price for res-
idential properties.

@Sum(““Residential™, “common.Price”)=
$4,225,300.00

@Sum

Returns the sum value for the specified field within
the current data set.

Syntax

@Sum(““expression”, “inclusion expression””)
“Expression” is the field you want the sum value to
come from.

“Inclusion expression” is the filter you want to
place on the expression.

Example

This example returns the sum price for Active prop-
erties within the current data set, assuming the
Active status value is one.

@Sum(*“‘common.Price, “common.status=1"")=
$1,328,000.00



@Text

Converts the expression within the parentheses to a
text value.

Syntax

@Text(value)

Value is the expression you want to convert to a text
value.

If value’s data type is:

» Boolean -- Casting a Boolean value to a text value
results in the word “True’ if the Boolean value is
true, or in the word ‘False’ if the Boolean value is
False.

» Real -- Casting a real number to a text value
results in a text string of the number.

* Integer -- Casting an integer to a text value results
in a text string of the number.

* Money -- Casting a money value to a text value
results in a text string of the amount.

Example

The following example casts an integer value of 4 in
the number bedrooms field to a text field. There is
no visual difference between the integer and text
value.

@Text(Common.NumberBedrooms)= 4

@TrimLeft

Removes any white space from the beginning of the
text string within the parentheses.

Syntax
@TrimLeft(string)

String is the text string from which you want to
remove white space.
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Example

This example shows you an expression in which the
trimleft function was not used, and then shows you
the trimleft function used with the same expression.

Without Trim left function:

"R M4 "Gale = * Sale

With TrimLeft function:

" @TrimLeft (" " + "Sale" )= *Sale

@TrimRight

Removes any white space from the end of the text
string within the parentheses.

Syntax

@TrimRight(string)

String is the text string from which you want to
remove white space.

Example

This example shows you an expression in which the
trimright function was not used, and then shows you
the trimright function used with the same expres-
sion.

Without TrimRight function:

" "+ "Sale"+7*” = Sale *

With TrimRight function:

@TrimRight( "Sale"+ *“ )+ "*" = Sale*

@Truncate

Removes all decimal characters from a real number,
or returns a specific number of decimal points from
a real number, starting at the position you specify.

Syntax
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@Truncate(number)
OR
@Truncate(number, number)

Number is the real number containing decimal char-
acters you want to remove.

Number is the number of decimal characters you
want to remain in the real number.

The following example removes all decimal charac-
ters form the real number “2.3434°

@Truncate(2.3434)= 2

This example leaves one decimal point in the real
number ‘1.2345’.

@Truncate(1.2345, 1)=1.2

@UpCase

Returns a text string in all capital letters

Syntax
@UpCase(String)

String is the text string you want to change to all
capital letters.

Examples

The following example returns the text string ‘Sold’
in all capital letters.

@Upcase(““Sold”)= SOLD

This example returns the text value ‘remax’ from the
Agency field in all capital letters.

@UpCase(Common.Agency)= REMAX
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