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Instructions for the NEW Automated ClickFORMS MLS Import Wizard

These instructions assume that your Multiple Listing Service account is setup to export data for use with
this product. NOTE: If your MLS is setup for use with Redstone or CompCruncher, the same export
format will work with the new ClickFORMS MLS Import Wizard. If you need assistance to setup your MLS,
please call 800-622-8727.

Using the Automated Data Import Wizard

1.

By default, ClickFORMS is installed to use the
Manual Data Mapping capability. The new
ClickFORMS MLS Import Wizard requires the
“Automated Data Mapping” option. To change
this option, click on the "Edit” tab from the main
menu, then select “Preferences”. This step will
need to be completed on all installations of
ClickFORMS.

From the left side of the window, scroll down to

the “Tools" category and click on the “Built-In”
link.

From the right side of the window, scroll to the
bottom until you see the “Data Import Wizard”
radio button

box. Select the "Use automated data mapping” radio
button. Click the "Apply” button, then click "OK".

Your ClickFORMS software is now setup to use the
new ClickFORMS Data Import Wizard.
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ImportingYour Data

To use the Data Import Wizard, you must first export a .CSV, .TXT or .TSV file from your MLS of the search
you want to use. Once you have this export, save the file to your computer. ClickFORMS prefers you save
your MLS Export file to the: Documents/My ClickFORMS/MLS Imports folder. However, you may save your
file to another location on your hard drive as long as you know where to browse to locate your file.

4, In ClickFORMS, open your report or template =
that you will be using to import your data. 1—?353“'““"“‘ Rromsi. — 0O x M
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5. There are a few different ways to get to the MLS

Import Wizard in ClickFORMS.

e From the main ClickFORMS menu click B 1S mport Wird
on Services, then select MLS Import B Location Maps
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6. At the top-left of the MLS Import Wizard
screen, click on the Import MLS button.

6
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7.

I this is your first time importing MLS Data into ClickFORMS, you will need to select your state from

the left column, then select your MLS name from the right column.

A. If you wish to add your MLS name to the Data Source Field in your appraisal report, click the
“Add MLS name to Data Source field”. NOTE: This option will put just the characters before the

(-) dash shown in your MLS system name into comp

IMPORTANT: Select SFR or Condo for the property

grid in lieu of just MLS#.

type you are importing. This is important

when saving preferences for attached and detached properties later explained in this guide.

Click the “Browse” button to locate your MLS data fi
Import Wizard will begin processing your data.
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8. Yourdatais now in the MLS Import Wizard Grid. Here you have control over how the data will be
transferred into your report. First here is a quick overview:

W Enors: 1 [ Duplicate : 0 (Ovenwite Existing Data. [ Automatically Convert o UAD Format
DATA IMPORT WIZA
Imported Sales: 37 Excluded : 0 Rermaining : 37 e
Import MLS Export Data Imported Listings : & Excluded: 0 Remaining : 6 Find MNext Error j2 Duplicate: Transfer To Report

Import Ta ‘Kindl Street Addiess ‘Unitﬁ | City | Zip | GLA ‘ Site Area ‘ Bsmt Area | BFArea | TotalRms ‘ BedRms |TUla|Ealhs| Ful Baths | 1/2 Baths ‘ Design ‘ Stories | ‘'t Built | Actual Age | Sale Price
~ | Listin| # § gl . ww SanJose 95138 2060 4050 0 1] 9 25 2 1 2Contemporary. 2 1938 19
| Listing S0 Sminiah Sl Somwiin SanJose 95138 2179 6534 a 1} 9 4 25 2 1 2, 2 2006 1
~ | Listin| S50 ‘s Sinrnn SanJose 95139 2356 500 o 1} E] 4 25 2 1 2 2 1972 45
= | Listin| i Sy ml S SanJose 6119 2124 6000 0 o 9 4 25 2 1 2.Contemporary 2 1972 45
= | Listin| 5" S foams 51 SanJose 95123 2256 6093 a o 9 4 25 2 1 2.Contemporary 2 1975 42
= o 1} E] 4 25 2 1 2 2 1977 40

Listiny| 255 S Sans SanJose 95139 2137 050

( e

A. This red box indicates how many errors ClickFORMS found in your data. You will be able to
correct any errors you find in your data before transferring the data into your report.

Click the "Find Next Error” button to go directly to the nexterror.

These check boxes allow you to Overwrite your existing data in your report or if unchecked,
append additional data into your report. Leave the "Automatically Convert to UAD Format”
checked to convert your data into UAD format when transferred to your report. You may uncheck
this box if UAD format is notneeded.

D. This column tells you if the record is a Listing (Active or Pending) or a Sold record.

E. The bottom-horizontal scroll bar lets you scroll left and right to see all of the data youimported.

N ®

Modifying Your Data

9' The Data Im port Wiza I’d G r d IS a pOWGI’fU l tOOl Ovenwrite Existing Data. 9 [+] &utomatically Corvert to UAD Format

that lets you modify data you deem incorrect. If

you have errors noted next to the red box, click Imported Sales: 37 Excluded : 0 Remaining - 37
the "Find Next Error” button. Imported Listings : 6 Excluded: 0 Remaining : 6 Find Mext Err
10. The MLS Data Verification window pops up. ey I 7 ety Conver 4D Fame
Here you have the ability to modify your data otSaes: 7 Drbnt:0 Rareiing: 97
based on the uCu rrent Value”. |n the " Replace et (LS i Dt Imported Listings : & Excluded: 0 Fiemaining : 6 __F‘"dNE*‘E"D' EuzlaloDie]
With:" field type in the Correct Value' Sga SpaDesc Deck Area Deck Dese Patio Area Patio Desc. ‘gar;rg;n;sDNus:Sg‘
g MLS Data Verification @ :j’
A Click the “"Replace” button to change the value : <
for a single cell. PD?%"GP e R ) E
] it
B Click the "Replace All” button to change all [.° Core Voo [Psbiiodiat]  Asace i e
matching “Current Values” in the column. D Q Q =
Useful tool for certain fields as explained in item : i &
# 11 next 0 I I I [Stunring SFF, Conle
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11. Locate the “Design” header in the grid. Right
click in a Design data field to bring up the MLS
Data Verification window. In the “Replace With:"
field type in the UAD value that you would like
to see in your report. For
Example: DT2;TRAD or how you typically display
the design in UAD. This new data will replace the
MLS data value.

The "Replace All" method can be used on any
column in the Data Import Wizard grid.

12. From the “Import To” column (left most column),
click on the small drop-down arrow to label the
record in your report, Subject, Listing1... or
Comp1....
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DATA IMPORT WIZARD
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13. Finally, click on the “Transfer to Report” button. Your MLS data is now transferred into your ClickFORMS

report.

W Erors: 0 [ Duplicate: 0 Ovenarite Existing D ata.
DATA IMPORT WIZARD

Automatically Convert to LAD Format

13

Imported Sales : 37 Excluded : 0 Remaining : 37
Import MLS Export Data Imported Listings : & Excluded : 0 Remaining : B Find Mext Errar Exclude Duplicate
Import To | Kind 'l Street Address Unit # City | Zip | GLA Sitedrea | Bsmtdrea | BFArea | TotalRms | BedRms | Total Baths| Ful Baths | 1/2 Baths Design | Stores | 1 Built | A
Subject = | Listing San Jose 95138 2179 E534 a a 9 4 25 2 1 DT2.TR&AD 2 2006 11
Listingl = | Listing SanJose 951329 2137 E050 1} 1} 9 4 25 2 1 DTZ:TRAD 2 1977 40
Listing2 = | Listing San.Jose 95139 2396 6500 ] ] 9 4 25 2 1 DTZ.TRAD 2 1972 |45
Listing3 = | Listing SanJose 95138 2060 4050 1} 1} 9 4 25 2 1 DTZ:TRAD 2 1938 19
More = Listing SanJose 95123 2256 E033 1} 1} 9 4 25 2 1 DTZ:TRAD 2 197 42
MNare - | Listing San.Jose 95119 2124 6000 ] ] 9 4 25 2 1 DTZ:TRAD 2 1972 |45
Compl = Sale SanJose 95139 2237 E050 1} 1} 9 4 25 2 1 DTZ:TRAD 2 1977 40

If you require any help or have questions
about the ClickFORMS Data Import
Wizard,
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call us at 800-622-8727
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