
Access the data entry module’s Action menu by selecting Manage Listings and
Photos on  webREsearch’s GO... menu. The Action menu will display as either
A or B below. (Members whose Brokers have given them full data entry privileges
will see all the B options; others will see only the A options.)

Accessing Data Entry

B

A

webREsearch™ Data Entry
Quick Reference Card

WebREsearch’s new release enables HIS MLS members to enter and manage
listings and photos by simply filling out an online replica of the listing input
form. The new web-based Data Entry module conforms to webREsearch’s graphical
point-and-click approach. This means that listors can scroll to view all available
data entry fields simultaneously and that they can fill in those fields in any
convenient order. Members can now enter and manage listings and photos from
any computer that accesses the internet through Internet Explorer 5.5 or higher.

Data Entry on the Web

Contact HIS Technical Support by phone or email
599-4224 (Oahu)

1-800-628-3121 (Neighbor Islands)
service@hawaiiinformation.com (General comments and questions)

Getting Help

Expect the best-and get it!

Version Date  8/1/2001
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Hover your cursor over the options on the DataEntry Menu to
see balloon help for each item.

Alternative Data Entry Processes

The Data Entry Action Menu
MLS members access Data Entry through one of two levels. All members will see
at least the 10 options labeled with an A below. Members whose Brokers have
granted them full data entry privileges will see the 14 options labeled B.

B

B

B

B

BA

BA

BA

BA

Using
NEW-

The
Immediate

Entry
process

Note:
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Select New,
and transfer
data from the
executed
input form to
an online
input form

Print out the
filled-in input
form, and
deliver it to
the seller for
execution

4

Save the
listing to
enter it as
Active

Release the
listing’s
status from
Holding to
Active

2

Deliver the
filled-out
input form
to the
Seller for
execution.

Save the
listing with
a status of
Holding

Select
Forms from
the Action
menu, print
out a blank
form, and fill
it out offline

Step
1

Select New
from the Action
menu, and fill
out an online
input form

Using
FORMS-

The Delayed
Entry

process
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Entering a Listing

1) Choose New from among the options on the Data Entry Action Menu.
The following dialog box opens with Residential Form Type and
Holding Status selected as the defaults. This example shows the
Form Type default as having been changed to Condominium. (The
Listor ID field auto-fills.)

2) Enter the appropriate Taxkey in the Taxkey field, and left-click on
Continue.

3) The appropriate Input Form will display with the Listor’s Name, Phone,
and Office Information fields auto-filled. (Although the Listing date
auto-fills, you can overwrite it.) Continue through the form using the
tab key or mouse.

(Note: Fields displaying an asterisk (*) before the field name are
required. These fields must be filled in before a listing can be saved
as any status other than Holding. )

BA

BA

BA

Who can do it?

2
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A

Entering a Listing (cont)

Note: WebREsearch will not Release a listing from Holding to any other status if
required data is missing. If webREsearch indicates that required data is missing, either
A) follow the prompts to fill in the appropriate fields, or B) Choose Save as Hold from
the Toolbar, and complete the data entry process at a later time.

Who can do it?

Choose either Release or Release and Print from the toolbar above, and the
following displays.

The filled out Input Form will then display under the toolbar below.

Save as Hold
Release

Release and Print
Print

5) Make the saved listing Active by selecting the Release option from the Data
Entry Action menu, and the following
dialog box appears. Enter the MLS
number, and click Continue.

B

4) Either A) Save the listing as Status Holding by clicking Save or Save and
Print, or B) Print out what you have entered so far by clicking Print. (If you
click Print, no MLS number will show because webREsearch only assigns an
MLS number at the time it receives a Save instruction.)

WebREsearch will A) accept the listing, B) return you to the Data Entry Action
menu, and C) display a newly assigned MLS number.

Save Save and Print
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Action Menu Topics
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H A AC U S X T W/D

Print

New

Copy

Update

Release

Sale

W/D

BoM

Delete

Listor

Supplement

Photos

Clicking most of the entry Action Menu options will
bring up a box that prompts for an MLS# .

Either directly enter a number, or click the Find it... button to help with the selection.

When a menu option, such as Print, could apply to listings of any status, only
Actives display. Clicking the MLS# of any displayed listing causes that number
to appear in the MLS# field next to the Find button. Click Cancel if you do not
want any in the list.

Clicking a Find button opens
a Find Listings box.

Not all Action Menu options are available for every MLS listing status. The
table below indicates which menu
options are available for a
corresponding MLS
status.

This box displays all of a member’s own listings that are appropriate for the selected
menu option.  (In this example, clicking the Release option’s Find it... button brings
up a list that only includes H status listings.)

Menu option applies to corresponding status, and listings of that status show in the
Find Listings window.

Menu option applies to corresponding status, but  listings of that status do not show
in the Find Listings window.



Release a listing from Status H (Hold) by entering
its MLS# in the box which displays when the
menu’s Release option is selected. Enter the MLS# for the listing, or select it from
the list that appears after clicking the Find it... button, and click Continue.

Use the Update menu option to modify infor-
mation such as List Price, Remarks, showing
instructions, etc. Do not use Update, however,
to record status changes. Status changes begin with menu actions.

Updating a listing

The data entry of new listing may begin with a copy
of an old listing. To follow this approach, select any
listing in the system as a starting point and modify
it with new information. This conveniences, for
example, the listing of several nearly-identical new
project properties by making it unnecessary to start from scratch on each one. Be
aware, however, that listors remain responsible for errors that they may mindlessly
carry over from a copied listing to a new one. When the Copy option is selected,
the system will prompt for an MLS# and respond by displaying a filled out form for
the listing with an “MLS# to be assigned” message. Make necessary revisions to
the information on the form, and follow the procedures for entering a New listing.

Print opens a box which prompts for the
MLS# of a listing. Enter an MLS#, or click
the Find it... button for an assist.

Printing forms

Printing a listing

See Pages 2 to 4 for a description of the entry process and step-by-step instructions.

Entering a new listing

Copying a listing

Releasing a listing

Use the Action Menu’s Forms option to print out blank input forms. Select the Form
type from among the choices offered and click Continue. The appropriate form will
display, Click the toolbar’s Print button to send the form to a printer.
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Reporting a sale involves changing the status
of a listing to S or AC or U. To make one of
these status changes, 1) select Sale from the
entry action menu, 2) enter the appropriate MLS#. (Optional: Use the Find it...
button to help locate the property’s MLS#.) 3) Click Continue, and the following
dialog box appears.

Reporting a sale

4) Carefully confirm that
this is the correct property
and that the Listing Agent
ID is correct by reviewing
the data in the Listing
Information box. (If this is
incorrect, press the
toolbar’s Cancel button,
and begin again.)

To Withdraw a listing from
Status H, A, AC, or U 1)
enter its MLS# in the box
which displays when the
menu’s W/D option is
selected or select it from
the list that appears when the Find
it... button is clicked, 2) Click the
appropriate button to choose between
Withdrawn and Temporarily
Withdrawn, 3) Confirm that you are
working with the correct property, and
4) click the toolbar’s Update button to
make the change. WebREsearch will
confirm the change.

Withdrawing a listing

WebREsearch will then return you to the Entry Action Menu which will confirm the
change by indicating that the listing has been updated.
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5) Select Contingent, Under
Contract, or Sold as the
Status, and enter the Sold
Agent ID in the next box.
6) The contract date will
autofill with “Today’s” date. This default may be overwritten with a different date,
7) Click the toolbar’s Update button.



To Delete a Status H listing 1) select the Action
Menu’s Delete option, 2) enter the correct MLS#,
or select it from the list of appropriate properties
that appears when the Find it... button is clicked 3) click Continue, 4) confirm that
the listing is the correct one by carefully reading the listing information that displays,
5) click the toolbar’s Update button. WebREsearch will confirm the change.
(Members without full data entry privileges may only delete their own Status H
listings.)

Identifying N Status listings

To transfer one of your Status H
or A listings to another agent in
your office 1) select the Action
Menu’s Listor option, 2) enter the
correct MLS#, or select it from the
list of appropriate properties that appears when the Find it... button is clicked 3)
enter the mew Listor Id, 4) click Continue, 5) confirm that the listing is correct by
carefully reviewing the input form that displays, 6) click the toolbar’s Update button.

Changing the listing agent

To bring a Status AC, U, X, or T listing Back
on Market 1) select the Action Menu’s BoM
option, 2) enter the correct MLS# , or select
it from the list of appropriate properties that
appears when the Find it... button is clicked 3) click Continue, 4) confirm that the
listing is the correct one by carefully reading the listing information that displays,
5) enter a new Expires date, or accept the default of one year, 6) click the toolbar’s
Update button.

Bringing a listing Back on Market

WebREsearch will
return you to the
Action Menu and
confirm the change

Deleting a listing

Click the Action Menu’s N-Status option to bring up a list of your listings that have
lost their Active status because they did not contain at least one photo. Photos
are mandatory for all form types except Vacant Land. Listors have 14 days to
submit a photo. A listing that is more than 14 days old and that has no photo
DROPS OUT OF THE DATABASE until a photo is submitted.

Once a photo has been submitted, the listing will return to the database immediately.
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An MLS member clicks this icon to activate the link. Listings with supplemental
links can be searched for by using the Supplement field on the webREsearch
search screen’s All Fields tab.

(Notice that the URL must contain the MLS listing number and may contain
nothing other than the MLS listing number. Supplement may not, in other
words, create a link to a personal or company website.)

3) Click the toolbar’s Update button to return to the Action Menu and receive
confirmation that webREsearch has
created the Supplement link.

Use Supplement to link an MLS listing to a website that is specific to the
property and a) which gives more information than an MLS listing record can
contain or b) which contains photos that you do not want to enter permanently
in the MLS database.

1) Click the Supplement menu option to
bring up a dialog box which asks for
the MLS#. Either enter the MLS#
directly, or click the Find it... button for an assist in finding it

Linking to a supplemental website

2) Enter the Supplemental website’s URL, i.e. its address, in the dialog box that
appears.

A listing that contains a link to a supplemental website displays a red cross icon
in all MLS formats.
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The Data Entry module allows listors to enter and manage their own photos. Begin
entering photos by selecting the Photos option from the Data Entry action menu.
Respond to webREsearch’s prompt for the MLS#, and press Continue. Next, confirm
that you are working with the intended listing, and the following instructions appear.

Browse to find the first (or next) jpeg Photo you want to add, and the path to that
photo displays. (Photos must be in jpeg file format.)

Click Add this Photo, and the Photo displays as below.

Entering photos
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Why can I not change my personal information on my listing?
Changes to your personal information must be made in MY PROFILE so that any
changes made will reflect on all listings.  You can get to MY PROFILE by clicking
on GO (located on the webREsearch tool bar and selecting ROSTER).  Within
Roster, you will see MY PROFILE located on the Toolbar.

Do all listings have to contain at least one photo?
All Form types except LAND must contain at least one photo! A listor has 14 days
after loading a listing to submit photos. Listings (non-land) which do not have a
photo will automatically change to an N (No Photo) status after midnight on the
14th day and will not display to members other than the listor until photos are
loaded. (N status listings move to Active status at midnight on the day Photos are
loaded.)

Can I delete photos once they are entered?
No. If you need to delete a photo, email deletephotos@hawaiiinformation.com.
Include MLS#, sequence number of photo, and reason for deletion.

How do I get Help with Data Entry?
Hover your cursor over any of the options on the Data Entry Action menu, and
balloon help appears.

How can I change the status of a listing?
Use the options on the Data Entry Action menu to change the status of listings.
(Status changes are not made through the Update function.)

Are there any restrictions on status changes?
Yes. Once a property’s status has been listed as SOLD or WITHDRAWN, no more

status changes can be made. Sold or Withdrawn properties must be relisted
under a new MLS# to reappear as Active listings. (Select Copy on the Action
menu to display a modifiable version of the input form from a previous listing.)

Only Contingent, Under Contract, Expired and Temp. Withdrawn listings
can be put Back on the Market. (BoM).

Suggestions
When saving, updating, or releasing a listing, select the Save & Print, Update
& Print, or Release & Print buttons. This will ensure that you have a copy of your
listing and a record of its MLS#. (You can always get help finding a forgotten
MLS# by clicking the Find it... button when it appears for appropriate Action Menu
options.)

When entering street numbers in REsearch, please enter ONLY the numbers. Do
NOT enter the dash between the first two digits and the last digits.

Common Data Entry Questions
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Perform Professionally!

Reliable High Speed Internet Access
An “Always-On” Connection

Simultaneous transmission of Voice and Internet Data
Unlimited E-mail & Internet Access

Complimentary Dial-up & Worldwide Web Based E-mail

SAVES YOU TIME & MONEY!

DSL (Digital Subscriber Line)
“The Easy Way to Connect”

*Ask about IDX (Internet Data Exchange) for MAXIMUM Professional Exposure!!

www.HawaiiInformation.com

Call or E-mail us for Details on how you can INCREASE YOUR EXPOSURE!
Ph: (808) 599-4224 / Toll-Free (800) 628-3121 / service@HawaiiInformation.com

Present Yourself Professionally!

Give yourself an Internet PRESENCE!!!

You are in a rush.  The client is waiting and you need MLS information fast.  Imagine just
having to double-click on an icon to get into our database.  Imagine the information coming
to you faster than it ever has before.  This is the beauty of the digital subscriber line (DSL).

DSL is nothing more than a highly enhanced telephone line.  Unlike a standard telephone
line, however, DSL is a far superior technology which is faster, easier, and can potentially
save you and your office time and money connecting to the Internet!

T h e  t o o l s  t o  m a k e  y o u r  b u s i n e s s  s k y r o c k e t  a r e  a t  y o u r  f i n g e r t i p s !

INTERNET REAL ESTATE
PROFESSIONAL

GALLERY
Advertise your Skills
and show off your

Listings in our
R.E. Professional Gallery

INPUT FORMS
Start off with a Bang..
..”make your mark” on

the Input Form the
Seller Signs!


