
WinnipegREALTOR
®  CPIX® Training Handout                           11/11/2009                       Page 1 

 
 
 
 
 
 
 
 

 
 
 

 
 
 
 

Training Handout 
 

And 
 

User Guide



WinnipegREALTOR
®  CPIX® Training Handout                           11/11/2009                       Page 2 

 
Configuration Requirements ....................................................................................................3 

Internet Explorer 8...................................................................................................................3 

Logging On .............................................................................................................................3 

Dashboard ...............................................................................................................................3 

User Preferences......................................................................................................................5 

Searches ..................................................................................................................................7 

Report Formats ........................................................................................................................8 

Export Options ........................................................................................................................8 

Starting a Search......................................................................................................................9 

Entering Search Parameters .....................................................................................................9 

Count On The Fly ..................................................................................................................11 

Adding Search Fields.............................................................................................................11 

Removing Search Fields ........................................................................................................12 

Modifing Search Fields..........................................................................................................12 

Saving Searches.....................................................................................................................12 

About MarketWatch ..............................................................................................................14 

Hotsheet ................................................................................................................................15 

CMA .....................................................................................................................................16 

Displaying Search Results .....................................................................................................16 

Display Page..........................................................................................................................16 

Report Controls .....................................................................................................................17 

Adding/Modifying Fields in Report Formats..........................................................................19 

Printing Reports.....................................................................................................................20 

Membership...........................................................................................................................20 

Manage My Listings ..............................................................................................................20 

Add/Modify SubCPIX® Record ............................................................................................21 

Action Buttons.......................................................................................................................21 

Help System ..........................................................................................................................22 

Search Page Quick Reference Guide......................................................................................23 

Report Page Quick Reference Guide......................................................................................24 



WinnipegREALTOR
®  CPIX® Training Handout                           11/11/2009                       Page 3 

Getting Started 

 

Configuration Requirements 
The Vision browser client is designed to run on most Windows systems without any additional 
software. 
In order to run Vision you must have: 

·  Windows 98, Windows NT, Windows 2000, Windows XP (Home or Professional) or 
Windows Vista  

·  Internet Explorer version 6.0 or newer. 
·  For the best viewing of the Vision system monitors of 1024 X 768 or larger should be used. 

 

Internet Explorer 8 
If you are using Internet Explorer 8 you need to run Vision in the Compatibility View. 
To do this click on the tools menu and then click compatibility View. 
This will add a small broken page icon to the end of your address bar. 
Next time you access the log in page for the Vision system click the icon just to the right of the 
address bar. 
This will cause the Vision system to display information properly in the IE8 Browser. 
 

Logging On 
Access the Vision system via the website: www.winnipeg.cpix.ca or directly at 
www.winnipeg.cpix.com . 
Enter your Agent ID and Password when prompted on the login screen and then left click on the 
Submit button.  
 
 

Dashboard 
The "Dashboard " is an intelligent homepage and acts as the hub of the Vision system - providing 
access to system features through the use of the Top Menu Bar , the Tab Panel and "Pods " 
selected by the user. 
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Top Menu Bar 
The Top Menu Bar is the access point to the programs and Help system within Vision. Each item 
on the menu bar will display a sub-menu when the cursor is placed over the item. For example, 
move the cursor to the Search heading and a sub-menu of available searches will be displayed. 
Click on the desired search program (eg: For Sale) and a Search Window will open allowing you to 
perform a search of all Listings for sale .The sub-menus which display from the Top Menu Bar will 
vary for the different types of users. For instance, there is no need for an individual agent to have 
access to the programs used by the CPIX® staff. In the same manner, broker level programs 
which aid in office management will not appear on the lists of programs for an individual agent. The 
Top Menu Bar and the sub-menus will display only those programs applicable to the individual user 
that has logged on to the system. 
 
 
The following menu headings are displayed on the Top Menu Bar: 

·  Manage My Listings - Add or Update Property listings 
·  Inventory - Access to your current listing inventory 
·  Search - Search for active and/or off-market Listing information 
·  Roster - Access to information for CPIX® agents and offices 

 
Additionally, there are three options which display directly beneath the Top Menu bar on the right 
hand side of the display screen: 

·  Add Pods - Select Pods to display on the Dashboard 
·  Help - Access to the Vision Help files 
·  Logout - Click to log off of the system 

 
The Top Menu Bar can be collapsed by clicking on the toggle bar directly beneath it. This will 
create a larger work area for searches and other system features. Click on the toggle bar again to 
re-display the Top Menu Bar. 
 
 
Tab Panel 
The Tab Panel on the left side of the Dashboard provides visual representation of the programs 
and pods open during your current Vision session. Click on any of the tabs displayed to move 
directly to that program or feature. The Tab Panel can be collapsed by clicking on the toggle bar at 
the far left side of the screen. This will create a larger work area for searches or other system 
features. Click on the toggle bar again to re-display the Tab Panel. 
 
 
Dashboard Pods 
The appearance of the Dashboard can be individually configured through the use 
of Pods. The advantage to the Pod format is that each user can set up the 
Dashboard in a way that is most beneficial for them. There are a number of Pods 
to select from which include the following: 

�  RSS Feeds 
�  QuickSearch 
�  Tools 
�  Saved Searches 
�  User Preferences 
�  Forms 
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Add Pods 
To set up the appearance of your personal Dashboard, click the Add Pods link directly beneath 
the Top Menu Bar. An "Add" window will open which displays a menu of available pod types. For 
example, the Listing Data pod includes the MarketWatch Glance and Saved Searches pods. 
 
Click on the desired menu item (eg:Listing Data) and the related pods will display in the window 
along with a brief description. The elevator bar on the right side of the window will permit you to 
scroll through the list of available Pods. Click the Add It Now button to add a specific pod to your 
Dashboard. 
 
Reconfigure the Dashboard 
Once you have selected the pods you wish to display on your Dashboard, it is easy to configure its 
appearance: simply click into the header of a pod and then drag it to a new position and release. 
 
Minimize 
A pod can be minimized to 
take up less space on the 
Dashboard. Simply click on the 
minimize icon in the upper right 
hand corner of the pod. 
 
Maximize 
The size of the pod can be 
maximized by clicking on the 
maximize icon. 
 
Remove a Pod from the 
Dashboard 
To remove a pod from the 
Dashboard, click on the "down 
arrow" icon in the upper right 
hand corner of the pod 
heading. Detailed information regarding the pod will display. Click on the Remove button to 
remove the pod from your Dashboard display. 
 

User Preferences 
Each user has the ability to select the Agent Photo which is displayed on their Dashboard and on 
reports prepared from the system. Additionally, there are several options for E-Mailing reports 
prepared on the system. Selection of these options is accomplished from the User Preferences 
pod. 
 
The User Preferences pod is accessed via the Add Pods link beneath the Top 
Menu Bar: 

1. Click the Add Pods link 
2. Next, click the Tools link in the "Add" Pods window or scroll down 
3. Click the Add It Now button associated with the User Preferences pod 

The User Preferences pod will now appear on your Dashboard. 
Set your User Preferences 
To set your User Preferences, click the Open User Preferences inside of 
Vision link which displays in the User Preferences pod on your Dashboard. 
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There are four tabs across the top of the User Preferences window: Image 
There are four tabs across the top of the User Preferences window: Image 
Library, Common Images, Report Branding and Other : 
 

Image Library 
My Images - this feature allows the creation of a library of images (photos and logos). These 
images can be displayed on the Dashboard and on reports prepared by you. The lower left section 
of the page (Add an image ) allows you to Browse your PC for images to upload. Once 
you have selected the desired image from your PC and it is displayed in the "Add An Image" 

quadrant of the screen, 
click the Upload 
Image button to 
upload the photo to the 
Vision system. The 
photo will then appear 
in the portion of the 
screen labeled "My 
Personal Image 
Library ". 
_ My Office Images - 
Images loaded by an 
individual office for use 
by 
agents within the office 
will appear in this 
library. 
_ My House Images - 
Images loaded by a 
House for use by all 
agents in 
the House will appear 
in this library. 

_ CPIX® Images - Images available for use by all CPIX® members will 
appear in this library. 
 
Common Images 
The Common Images feature allows the selection of photos and logos from your Image Library. 
Click on the Common Images tab to select the Agent photo which will display on the Dashboard 
header and on reports printed from the system. The photo currently in use on the system will be 
displayed along with your Office logo. To replace the Agent photo, click the Change Image button. 
The Select Image screen will display the photos you have uploaded to your My Images library. 
Select the desired photo and click OK. 
 
Other 
The Other tab allows further customization of the system relative to Date Format and the way that 
reports you select are included in Emails. Click on the Other tab at the top of the dialog window 
and the "Other" page will display with the following options: 
Date Format - Select your preferred date format 
 
Default E-Mail Method - There are several options to choose from relative to the manner in which 
reports are sent via E-mail. It is important to indicate whether the report will be sent via an Email 
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program resident on your PC such as Outlook (Your email ) or whether the report will be sent via 
an Internet-based Email system such as Yahoo Mail (Internet email ) 
Other options for the default Email Method determine how the report will be sent within the Email 
message itself: 
Insert report in email - this option embeds the report(s) directly into the body of the Email. This 
can make individual Emails very lengthy depending on the size of the reports that are sent 
Send report as an attachment - this option will send the selected report(s) as an attachment to 
the Email. Large reports may take a long time to send and receive - especially if the receiver is 
accessing the internet via dial-up modem. The benefit receiver is accessing the internet via dial-up 
modem. The benefit to sending the reports as an attachment is that once the Email has been 
retrieved, it can be viewed while the receiver is not online. 
Send report as a hyperlink  - this option creates a link to the selected report and builds that link 
into the email. A hyperlink is the preferred method for those who access the internet via a dialup 
connection and is the most efficient and reliable method. The hyperlink within the Email must be 
viewed while the receiver is connected to the internet. 
Prompt me - You will be prompted to select which option you prefer each time you elect to send a 
report via Email. 
 

Searches 
The Vision search functions are used to identify and display a group of records from one of the 
databases maintained by CPIX

®
 Property Information, Membership (agent/office) and Other data 

sources. The information which is retrieved through the search functions can be displayed in a 
variety of different formats which will be discussed later in the section titled "Displaying Search 
Results". 
 
Search Page: The Search Page is made up of four distinct parts: 

 
The Top Menu Bar 
provides access to 
the programs and 
Help within the 
Vision system. To 
activate a program, 
place the cursor over 
the menu heading 
and a sub-menu will 
appear to show the 
various choices. 
Click on the desired 
program or move to 
another menu 
heading to look for 
other options. The 
Top Menu Bar will 
display program 
options based on the 
privileges that each 
user is allowed by 
CPIX®. For instance, 
there are some 
programs available 
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to brokers which are not available to agents. 
 
The Search area is the main body of the Search Page. This is where parameters are entered to 
find a list of records meeting the requirements of the search. Pre-set search fields determined by 
CPIX® will appear when the Search Page is displayed. Clicking on the Question Mark icon 
displayed next to each search field will bring up field-specific help. To learn more about entering 
search parameters, please refer to the Entering Search Parameters section below. 
The Action buttons are placed directly beneath the Search Area and provide for additional 
functions which can be performed from the Search Page. 

·  Save - Allows you to save a search with specific parameters 
·  Reset - Will reset search back to standard CPIX® search fields after you have customized 

a search by adding or removing search fields.  
·  Add Fields - Allows you to add additional fields to the Search Page to further narrow the 

search. To learn more about adding fields to a search, please refer to the Adding fields 
section of Help 

·  Refresh Counts - Will update counts of all search matches 
·  Quickview or View - Displays matching records in the Agent One Line format or the default 

display format saved for this search.  
 
The Search Page Right Side 
The individual sections on the right hand side of the Search Page allow access to additional 
services. These services offer important 
functionality: 
 

Report Formats 
Various reports developed by the CPIX® are 
available to display matching records. 
Additional tabs allow access to any custom 
report formats that may have been designed 
by the individual agent, office and house. To 
learn more about the display formats, please 
see the section entitled "Displaying Search 
Results" below. 

Export Options 
It is a simple process to export search results for use in other programs or on a PDA. There are a 
number of marketing programs available for use by real estate agents which make use of this data 
or you may simply want to use the data in a spreadsheet format. It is important that you have a 
working knowledge of the programs that will be used with the exported data. you may simply want 
to use the data in a spreadsheet format. The first step in using the Export Options feature is to run 
a search on the Search Page. Enter the search parameters which fit the criteria for the information 
to be exported. After the search criteria have been entered, click on the "+" button on the Export 
Options heading to expand that section of the Search Page.  
An expanded window will open with several Tabs across the top: CPIX®, Agent , Office . The 
CPIX® Tab will display a default list of fields for export while the other three Tabs will display any 
custom formats that have been set up by the user (Agent ), and  their associated Office. The 
CPIX® Tab displays three icons to assist in the process of exporting records from a search: 
The Notebook Page icon allows you to modify the export properties: 
Click on this icon and a new window will open labeled Export Properties (sample below). Simply 
enter the Name of the file being created and a brief description of the export file in the Description 
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field. Next, enter the Excel file destination name and/or a text file name and determine who will 
have access to the new export file being created: Personal use only , or Office.  

1. The next step in the process is to determine the fields which are to be exported. The Export 
Properties page will assist in this process. A list of the fields already set up to be exported 
appears on the far right hand side of this page under the heading "Fields to be exported ". 
You can cancel any or all of these fields from the export process by clicking on the 
individual field's red "X" or by de-selecting the field name on the list of fields on the left hand 
side of the page. 

2. Additional fields can be added to the export process following one of the two procedures 
described in the section entitled "Adding Search Fields". 

3. Enter the field name in the box at the top of the Add Fields display window. Click on the 
Magnifying Glass icon next to the box. The desired field will be highlighted in the display 
window. Click in the small box to the left of the highlighted field name to select that field. 

4. The searchable fields are listed alphabetically in the display window. The elevator bar on 
the right side of the window can be used to scroll through the available fields until the 
desired field is located. Click in the small box to the left of the highlighted field name to 
select that field. 

5. There are two options for exporting information. Select the appropriate option based on how 
the exported data will be used: 

6. Excel  Spreadsheet icon - Selection of this option will download the selected fields directly 
to an Excel spreadsheet 

7. Notepad icon - Selection of this option will download the selected fields to a comma-
delimited file. 

 
 
Market Watch: 
Searches can be automated and the results can then be sent via Email to the individual agent, 
other agents or buyers/sellers. For more information on Market Watch, please see the section 
entitled "Market Watch" below. 
 

Starting a Search 
Select Search from the Top Menu Bar on the Vision Dashboard. Once the cursor is positioned 
over the Search heading, an expanded sub-menu will appear showing the various searches that 
are available. 
Click on the desired search name and the Search Page window will open. This window contains 
several search fields - most of which are blank. The exception will be those fields relevant to the 
particular search being run. For example, the For Sale Search page will have the status set to 
active listings and the class code set to Sale already entered into the Search fields. 
 

Entering Search Parameters 
The Search Pages are easy to use. The sample above displays the For Sale Search Page. Search 
requirements may be entered in each of the fields displayed on the screen or only in those fields 
that are most important to the search. For example, it may not be necessary to specify a search 
area or to narrow the search to a specific City. In that event, leave those two fields blank and the 
search will not focus on those criteria when looking for properties which match the other 
specifications that have been entered. Enter the search criteria by moving the cursor to the 
selected field and then click into the field to begin entering data. Some fields have a Question Mark 
icon displayed alongside which can be clicked to display a list of valid choices for that field. 
To clear any search criteria from a search field, simply click on the red "X" displayed at the end of 
the field. 
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Tips on entering search parameters: 
Multiple Choice Fields (eg: Area, Property Status, Property Type): 
These are fields where the search criteria are entered by typing a code or a description into the 
box for that field. Multiple codes for a specific field should be entered separated by commas. For 
example, search codes in the Property Type field would be entered as SB,MT (where 
SB=suburban and MT=Multi-Tenant). 
 
To display a list of valid search options for each field, click on the Question Mark icon associated 
with the specific field. A window will open which displays the list of possible choices for that field 
and which also displays four boxes to specify the importance of the individual selection. Click first 
into one of the boxes indicating the importance of the desired search options and then click on the 
search option itself. 

·  Must have one 
·  Must have all 
·  Can't have any 
·  Can't have all. 

For example, to search 
for homes that have 
finished, daylight 
basements, click first on 
the Question Mark icon 
for the Property Type 
field on the Search Page. 
The Property Type help 
window will open. Click 
into the Must have all 
box and then click on the 
options for Downtown 
and Multi-Tenant  
If it is also important that 
the property not be 
vacant, click in the Can't 
have any box and then 
click on the Vacant option. If an item is added to the search in error, click a second time on that 
particular item to de-select it. To exit the selection list and return to the Search Page, click the OK 
button. Note: The codes/descriptions for the individual fields can also be found on the Listing Input 
Forms. 
 
Numeric Fields (eg: bedrooms, bathrooms, square footage, etc�): 
Numeric fields are those fields where the search criteria are entered as numbers. Multiple entries 
can be entered into each individual field. For example, if searching in more than one Area, the 
individual search Areas should be entered separated by commas (ie: 73, 74). The numeric fields 
are often displayed on the Search Page as a range where there are two entry boxes displayed side 
by side. The box to the left is for the minimum search requirement. For instance, in a search for 
homes with at least 4 bedrooms, a 4 would be entered into the box on the left. The box on the right 
hand side of the field is for the maximum search requirement. So, a 5 entered into the right hand 
box would limit the search to those properties with a maximum of 5 bedrooms. A 4 entered in the 
left hand box and a 5 in the right hand box indicates a search for homes with at least 4 bedrooms 
and no more than 5 bedrooms. 
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Price Fields 
To search properties by a price range, the search criteria is entered in the same manner as in the 
numeric fields. Please note that the price information is entered without the three "trailing zeroes" - 
To search properties by a price range, the search criteria is entered in the same manner as in the 
numeric fields. Please note that the price information is entered without the three "trailing zeroes" - 
thousands of dollars are understood. For instance, "500" is understood to be $500,000. "1,200" is 
understood to be $1,200,000. 
 
Text Fields (eg: Subdivision name, street name, elementary school, etc�): 
Text fields search for exact matches. The most efficient way to search using a text field is with a 
"wild card character": the asterisk (*). The asterisk can be added before, after or before AND after 
a text search entry. 
 
Wild Card Examples: 

·  An asterisk after a search entry will search for all matches that start with the characters 
entered in the text field: Fernstone* entered as a street name will find Fernstone Trail, 
Fernstone Trl and Fernstone Road 

·  An asterisk before a search entry will search for matches that end with the characters 
entered into the search field: *brook entered in the Elementary School field will find Stony 
Brook and Meadowbrook 

·  An asterisk before and after a search entry will find all matches that contain the characters 
anywhere: *creek* entered into the subdivision will find Mill Creek Manor and Cotton Creek. 

. 

Count On The Fly 
The Search Page displays a count of matches for each parameter as it is entered or modified. This 
field by field breakdown gives a quick view of the number of matches in the CPIX® database. 
Please note that the count will display in numeric and price fields after data has been entered into 
both “search boxes” for that field or when the field itself is exited. Count on the Fly enables you to 
determine if search criteria conflict with one another and also prevents entering unnecessary 
search parameters once a reasonable number of matches have been reached. 
Count on the Fly can also be used as a tool when working with a prospective buyer or seller. The 
counts on the right side of the Search Page make it easy to see which search parameters are 
causing properties to be eliminated from the search results. For example, a prospective buyer can 
be shown that there are numerous properties available in their specified price range that meets 
almost all of their search criteria. However, their interest in having a single property feature may be 
eliminating most properties that they would otherwise wish to view. The Count on the Fly will 
demonstrate which search criteria are causing properties to be eliminated from the search results. 
 
Advanced Searching 
There are additional search features in Vision that advanced users will want to take advantage of. 
The features are not hard to use and enable you to customize your use of the system to best suit 
your business needs. 
 

Adding Search Fields 
Additional search fields can be added to the standard Search Page. This feature allows you to 
design a search which will provide the most relevant results. For instance, you may be working with 
a buyer who is only interested in homes that are single story. To accommodate the need to search 
for single story homes, you can add the "Stories" field to the search page. You can then limit the 
search to homes that only have a single story. 
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The addition of one or more search fields to the Search Page is a simple process. Click on the 
"Add Fields " icon at the bottom of the Search Page. A window will open which displays a list of all 
searchable fields. There are individual tabs at the top of the new window which provide access to 
the search fields for the individual types of property as well as the All Fields tab which contains a 
list of all searchable fields. 
There are two ways to find the specific field(s) to be added to the search: 
1. Enter the field name in the box at the top of the Add Fields display window. Click on the 
Magnifying Glass icon next to the box. The desired field will be highlighted in the display window. 
Click in the small box to the left of the highlighted field name to select that field. 
2. The searchable fields are listed alphabetically in the display window. The elevator bar on the 
right side of the window can be used to scroll through the available fields until the desired field is 
located. Click in the small box to the left of the highlighted field name to select that field. 
When all additional fields have been selected, click on the DONE button at the bottom of the Add 
Fields window. The new field(s) will be added to the bottom of the Search Page. When a new field 
has been added to a search, field specific Help is available by clicking on its associated Question 
Mark icon. 
 

Removing Search Fields 
To remove a search field from the Search Page, click on the name of the field to be removed (eg: 
Property Use). A dialog box will open displaying the name of that particular field. Click on the 
"Remove " button and the field will be removed from the Search Page. 
 

Modifing Search Fields 
Any of the fields on the Search Page can be moved to a different position on the page. Simply left 
click on the search field to be moved, drag it to the desired position and release. 
Change Field Name: The name of any of the fields on the Search Page can be changed. Click on 
the name of the field (eg: Street Number) and a dialog box will open. Click into the "Label " box and 
delete the existing label using the backspace key. Type in the desired field name (eg: House 
Number) and click on OK. Please note that this feature does not change the name of the field 
anywhere else in the system – only on that particular Search Page for that individual user. 
Reset Search: The RESET button at the bottom of the Search Page will enable you to return the 
appearance of the Search Page back to the basic format designed by CPIX®. 
 

Saving Searches 
The system will save the changes made to each search during the period that you are logged on. 
Each time you return to the Search Page throughout 
the session, the search criteria last entered will be 
displayed. The criteria will not be permanently saved 
unless the search itself is saved. 
To save a search : 
Click the SAVE icon at the lower left hand corner of the 
Search Page. A window will open which will prompt 
you for information regarding the newly created search: 
 

·  Description - Enter a brief descriptive name for 
the new search. This name will make the 
search easy to find and recall later. 

Then Click Save. A dialog box will provide the option to 
make the saved search a replacement for the menu 
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item or a new search that will be accessed from the Saved Search Pod. 
 
 
Advanced Settings – To access advanced 
options click the link on the saved search 
page and a more detailed saved search 
screen will appear. This screen will provide 
the flowing option in addition to the basic 
option in the initial saved search screen. 
 

·  Report Menu - Options are "All", 
"Client", "Inventory" or "Statistics". 
Select the option which will provide 
access to the desired Report Formats. 
For example, if the newly created 
search is designed for a specific 
buyer, the Client Report Menu will be 
the best option as these reports do not 
display confidential information 

·  Quickview - Allows selection of the 
display format to be used when the 
Quickview button is pressed in the 
newly saved search 

·  Share With - You can click on the button for "Personal Use Only" or can opt to share the 
new search with others in House (broker levels only - permissions higher than agent) 

·  Disable Initial Counts - Checking this option keeps the program from having to return 
counts as the program is initiated. 

 
Once the above information has been entered into the Save Search window, click on DONE and a 
new window will open which requests further information as to how the search should be saved. 
There are two options for saving a search: 
1. Replace the pre-set search so that each time the search program is accessed from the Search 
menu, the new search will appear. For example, if you have made changes to the Residential 
search and then selected Replace 
Residential from the Save search window, 
the criteria for the new search will appear 
whenever the Residential search is selected 
from the search submenu. 
However, the search can be set back to its 
original values using the Reset button. 
2. Create a New Search : This option allows 
you to save the search criteria as a 
completely new search with its own name. 
The original search would continue to be 
accessed as an option on the 
Search menu. The new search would be 
included as part of your list of saved 
searches. 
 



WinnipegREALTOR
®  CPIX® Training Handout                           11/11/2009                       Page 14 

About MarketWatch 
The Market Watch program enables searches to be automated and the results can then be sent 
via Email so that agents and their clients can be kept up to date with new and changed listings that  
meet their search requirements. Additionally, messages can be sent to phones via text messaging 
within minutes of an important listing coming on the market. This proactive notification can be set 
up to run and relay the results any time of the day or night. 
There are a variety of ways in which Market Watch can be beneficial. A morning Hotsheet can be 
created to have the results sent to the home and/or office Email. Weekly reports can be set up for 
those clients who are keeping an eye on the marketplace. Daily reports can be set up for more 
interested clients and hourly (or even minute by minute) reports can be set up for those who are 
looking for that one-of-a-kind property. 
 
Creating a Market Watch entry : The first step in using the Market Watch feature is to run a 
Search. After the search criteria have been entered, click on the "+" button on the Market Watch 
heading to the right of the search screen to expand that section of the Search Page. An expanded 
window will open with several Tabs across the top: Agent , Client , Text Message and Glance . 

·  The Agent Tab will enable a report to be sent to you or to any other agent at a time and 
interval to be determined. The full range of Report formats are available. 

·  The Client Tab will enable you to set up a report to be sent to a client at a time and date to 
be determined. Available report formats are those designed for use by non-agents. These 
formats do not have confidential listing information in them 

·  Text messages - You have the option of having a text message sent to a cell phone rather 
than sending data to an Email address. This is particularly beneficial when desiring 
immediate notification that a property matching the search criteria has come on the market 

·  Glance - This option does not send Emails. It will display counts for the search on the 
Glance panel on the Dashboard. 

 
You will be prompted to enter the following: 

1. Enable : The "enable" box is automatically selected. This ensures that Emails 
regarding any matching properties will be sent per the schedule that is set up. You 
can disable the Email notification while keeping the search and schedule intact by 
clicking into the box to "uncheck" that feature. 

2. Email to : Enter the Email address of the individual the report is being sent to. Click 
in the box at the end of the entry field to receive a copy of the report that is sent. An 
option here is to have the report sent as a text message to a cell phone. Instead of 
entering a traditional Email address, enter the phone number and carrier web 
address. A few of 

3. the most common cellular service providers are listed here: 
�  Verizon -   10digitnumber@vtext.com 
�  T-Mobile - 10digitnumber@tmomail.com 
�  AT&T -      10digitnumber@txt.att.net 
�  Sprint -      10digitnumber@messaging.sprintpcs.com 
�  Nextel - 10digitnumber@messaging.nextel.com 

4. Report : Click on the down arrow to the right of the field entry line to view a list of the 
available report formats. Click on the desired format. Note that more detailed report 
formats (such as Agent Detail and One Page Report) can make for very large 
Emails. 

5. Click in the box at the end of the entry field to Send the report as a hyperlink .  
6. Subject : Enter the information which should appear in the "Subject" line of the 

Email 
7. Text Message : Enter a brief descriptive message to appear at the top of the Email 
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8. Send on : Click in the respective box for each individual day that Market Watch 
should send Emails with information on property matches. 

9. Between : Select the start and end times that notification is desired. Use the down 
arrows at the end of the start time field and the end time field to select the desired 
time frame that the report should be sent. The third entry field on that line allows you 
to select the frequency of the report being Emailed - from daily to hourly. Listings 
that come up as matches during off hours will be sent on the next scheduled report. 
Note the "interrupt " feature which provides for immediate notification anytime a 
matching property appears on the system - especially useful when sending text 
messages to a cell phone. Finally, you will be prompted to select one of two options: 

 
1. Send a report even if there are no matches - This option will send a report on the 

specified schedule even if no new matches have occurred within the system. This serves as 
a reminder that reports are still scheduled even if no matches have appeared over a period 
of time (days or weeks) 

2. Only show records changed since the last time - this option will only send a report if 
property matches have occurred since the last time the report was sent. There are three 
additional options which display at the bottom of the Market Watch window: 

10. _ Restore 
11. _ Delete 
12. _ Save 
 

Hotsheet 
The traditional Hotsheet is a tool used to keep track of the activity in the real estate marketplace on 
a day-to-day basis. The standard Hotsheet search will detail any new listings entered into the 
system and those that have had status changes since the previous day. Like the other searches on 
the system, the Hotsheet can be customized in a variety of ways and then saved. 
The Hotsheet is accessed from the Search menu on the Top Menu Bar and is similar in 
appearance to the other searches that are available. Of note is the default Status date which is set 
for "Today - 1 day". Status date refers to the date that a listing is either entered into the system as 
"New" or the date that its status changes from one to another (eg: from Extended to Sold). So, a 
Status date of "Today - 1" would look for any "New" listings and those whose status changed since 
yesterday. You may be interested in running a Hotsheet which spans several days rather than the 
program default of 1 day. An important feature of the Hotsheet search is the ability to modify the 
Status date range. The Status Date field is similar to a numeric field where there are two entry 
boxes displayed side by side. The box to the left is for the start of the date range. Click on the 
Question Mark icon next to this box and a calendar box will open. The calendar can be adjusted by 
month and year (at the top of the dialog box). The start date can be selected by clicking on the 
desired calendar day. An end date can be selected for the search, as well, by clicking on the 
Question Mark icon in the entry box to the right. 
There are two options for date selection in the calendar box: Absolute date and Relative date : 
Absolute date - Defined as a specific date: September 24, for example 
Relative date - Defined relative to the search in question: "Today" or "Today - 2 days". A Relative 
date would be used when setting up a custom Hotsheet that will be saved and run on a 
regular basis. Click on the OK button when through selecting the date range for the Hotsheet . 
The standard Hotsheet search also has the Listing Status field pre-set to "New" and changed 
statuses (ie: Back on Market, Contingent w/ Kickout, Extended, Increase Price, New, Reduced 
Price, Rented/Leased, Sold, Under Contract and Expired). You can modify the Listing Status field 
by clicking on the Question Mark icon for that field and then selecting/de-selecting the desired 
statuses. When finished, click on the OK button. As in other searches, the Hotsheet search results 
can be narrowed down to specific Areas, List Price range , Property Type or Class Type, Etc. - 
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basically, any search criteria that can be used in the standard system searches. For more 
information on entering search parameters, please see the section labeled "Entering Search 
Parameters" (above) You have the option of saving a custom Hotsheet by clicking on the SAVE 
button at the bottom of the screen. For more information on saving searches, please see the 
section labeled "Saving Searches". 

CMA 
The Competitive Market Analysis report (CMA) is a tool to compare the value of one property 
against other similar properties. The property being compared is referred to as the "subject" 
property. The properties used for comparison are called "comparables". 
Quick CMA : The Quick CMA search is a simple tool to provide comparable listing information 
from CPIX® database. Enter a basic description of the subject property using search parameters 
and the system will display all similar properties whether they are Active , Under Contract , Sold or 
off-market but Not Sold . This serves as a useful tool in pricing properties accurately for the 
marketplace and in viewing other similar Active and Off-Market properties at that point in time. 
The Quick CMA search page has default settings in the Days back for Sales field (180 days) and 
in the Days back for Off-Mkts (90 days) field. Each of these two defaults can be deleted and then 
re-entered as another value. The search criteria for a CMA are entered in the same manner as for 
other searches. Please see the section entitled "Entering Search Parameters" for more detail. 
 

Displaying Reports 

Displaying Search Results 
Once a search has been narrowed to a manageable number of records, the next step is to view 
those records. One of the easiest ways to view the results of a search is to use the Quickview link 
at the bottom of the Search Page. Simply click on the Quickview button and the matching 
properties will be displayed in a one line per property format (unless you have defined a different 
report format for Quickview when saving the search). 
Another option for displaying matches resulting from a search is to select one of the pre-set Report 
Formats that are available. These pre-set formats are designed by CPIX® for use by all members 
and are displayed in a menu format on the right hand side of the Search Page. There are two 
general classes of reports: Agent Reports and Client Reports. The Client Reports include 
information that is non-confidential in nature relative to the information within the individual listings. 
The Client Reports will not display commission information, agency information, confidential 
remarks, etc. Custom report formats can be set up and used by individual agents while brokers can 
have individual report formats set up for use by agents in their office. A broker responsible for 
multiple offices can have reports set up for use by all of their offices. To learn more about 
customizing reports, please see Custom Report Formats in the section labeled "Advanced Display 
Features" in the Help system. The Agent One line report will look like the screen displayed above. 
Note that the search criteria are displayed above the upper left hand corner of the search page. 
Additionally, statistics for the matches displayed from the search appear at the bottom of the 
display page. 
 

Display Page 
The Display Page is made up of three distinct parts: 
The Top Menu Bar provides access to the programs and Help within the Vision system. To 
activate a program, place the cursor over the menu heading and a sub-menu will appear to show 
the various choices. Click on the desired program or move to another menu heading to look for 
other options. The Top Menu Bar will display program options based on the privileges that each 
user is allowed by CPIX®. For instance, there are some programs available to brokers which are 
not available to Agents. 
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The Display area is the main body of the Display Page and is where information matching the 
criteria entered on the Search Page is displayed. 
Report Controls : The Control buttons are placed directly beneath the display area and provide 
additional functionality from the Display Page. There is a check box in each record which can be 
individually checked to select records for Printing, E-Mailing or Reformatting. If no boxes are 
checked (the way the report starts), the system assumes that all records are to be included in 
Emails, Printouts or are to be reformatted into another report if one of those options is selected. 

·  Reduce List - The results of a search may contain records that are of no interest. The 
check box can be used to select those records from the initial display list that you are 
interested in looking at further. After selecting the individual listing(s), click on the Reduce 
List button to re-display the selected records in a shortened list. These records are then 
ready for further viewing in another report format, or for printing or Emailing. 

·  Restore List - Restores Display Page back to original list of matching properties if the 
Reduce List button has been used. Click the Restore List button and the original search 
results will display in whatever Report Format is currently on the screen 

·  Select All - Selects all matches on display page for display in a different format, or for 
printing or Emailing 

·  Deselect All - Easily removes "check marks" from all records previously selected. 
·  Reformat - Use of this feature will allow records on the Display Page to be viewed in a 

different report format from that originally selected. Click Reformat and the list of available 
formats will appear - including CPIX® reports and custom reports for the Agent, Agent's 
Office and Agent's House (if any such reports have been set up). 

·  Sort - Enables you to select the order in which records are displayed. Example: You can 
elect to have larger homes displayed first. The system's default sorts the properties in 
ascending List Price order. 

·  eMail - Allows selected properties to be sent via Email. Report format can be sent as part of 
Email, as an attachment to Email or as a link within the Email 

·  QuickPrint - Prints matching properties in selected Report Format 
·  Print – Print allows the user to print several reports at the same time for the selected 

matching records.  
·  Close - Several different reports can be open at one time. The Close button closes out 

individual reports that are not being used or considered at that time. 
 

Folder Tabs - The Tabs across the top of the Display Page (see above example) are available to 
move between the Search Page and the various display screens that have been opened. The 
system allows for several reports to be open at one time. The top tab bar is the tool to navigate 
between reports and the Search Page. 
Groups Tabs -  The tabs at the bottom of the Display Page group listings by Property Type or by 
Property Status. This option allows the display of more than one Property Type or Status in a 
single search and provides a count for the total number of matches on each tab. Please note that 
the information that is displayed for each Property type and Status will differ. For example, on a 
Hotsheet report the information that displays for sold listings is different than that which would be 
displayed for a listing that has been reduced in price. 
Hyperlinks - The data in some of the fields in the individual report formats may display in a blue 
font. This indicates that there is a hyperlink set up for those fields which will link to additional 
information regarding the displayed listings. For example, click on the Address of a specific 
property on the Display Page and a map will appear which pinpoints the selected property on that 
map. Or, click on the Agent Name field of a specific property displayed on the Agent One Line 
report and the listing agent and office information will appear. There are two other types of 
hyperlink: the Camera icon and the Video Camera icon. Click on the Camera hyperlink and the 
photos for the listing will be displayed. Click on the Video Camera hyperlink and a video tour for 
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that property will be displayed. These hyperlinks will only display if there are photos/videos 
associated with the property record in question. 
 
Advanced Display Features 
Vision is set up with a series of reports designed to meet the varied needs of most users. One of 
the many benefits of the system is the ability to modify existing reports. If you have the appropriate 
permissions, the newly created reports can be shared with agents in your office or brokerage. 
 
Sorting (re-ordering) records in reports: 
Change Sort 
The standard sort order for property records is set up so that properties will display in ascending 
List Price order. However, you can customize the display formats to sort the properties in several 
other ways: 
Column Sorting : The first option for re-sorting the Display Formats is the easiest and is available 
for use on the single line report formats only (Agent One Line, A/O and CMA One Line). Any field 
displayed in the one-line heading at the top of the report can be used to sort that report. Simply 
click on any field name in the heading one time and the report will sort by that field in ascending 
order. Click on the field name a second time and the report will sort on that field in descending 
order. For example, if you want to display listings in the Agent One Line Report so that homes with 
the most bedrooms display first, click on the bedroom field heading (BR) two times thus activating 
a descending sort on the number of bedrooms. Please note that this feature allows for the display 
to be sorted by only one field. 
Advanced Sorting The second option for changing the order of displayed properties provides 
more functionality and allows the matching records to be sorted by up to five separate criteria at 
one time. This method can be used in all of the Display Formats (including the one line formats): 
Click on the SORT button at the bottom of the Display Page. A "Resort this report" window will 
open which displays a list of all display fields. There are two ways to find the specific field(s) to be 
used in sorting the display of matching properties:  
Enter the field name in the box at the top of the Add Fields display window. Click on the 
Magnifying Glass icon next to the box. The desired field will be highlighted in the display window. 
Click on the field name to select that field. OR 2. The elevator bar on the right side of the window 
can be used to scroll through the alphabetic list of available fields until the desired field is located. 
Click on the field name to select that field. The selected field will then appear in the lower portion of 
the window. Select whether the sort should be in ascending or descending order by clicking into 
the appropriate circle. Up to five fields can be selected to create a custom sort. To remove a 
particular field from the sort, click on the red "X" next to the field name. 
There are buttons on the lower right hand side of the "Resort this report" window which will 
accommodate your preferences in assigning the selected sorts to multi-layered reports such as the 
CMA report where more than one listing status is displayed within the report: 
Re-sort this section only - The newly created Sort can be applied to only one section of a display 
format (eg: only Active listings in a CMA format) 
Apply to all sections - The newly created Sort can apply to all sections (eg: : Active, Off-Market 
and Sold tabs in a CMA). 
Cancel - Cancel the Sort process and return to the Display Page. 
 
Easy Report Editing Adding Fields to Report Formats 
Vision is set up with a series of reports designed to meet the needs of most users. One of the 
many benefits of the system is the ability to modify these existing reports or even create new 
reports. If you have the appropriate permissions, the newly created reports can be shared with 
agents in your office or brokerage. 
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Creating Custom Report Formats 
There are two report formats used by the system: one line reports and full form reports. The one 
line format is the simplest kind and displays each matching record on one row across the page. 
Each row contains a set of columns (fields). The full form report displays several rows for each 
record. In some cases, the entire display page is devoted to a single record. 
 
Adding/Modifying Fields in Report Formats  The system allows the advanced option of 
modifying the one-line display formats. The benefit is that you can create a one line display 
format specific to your needs. For example, you may be working with a buyer who is most 
interested in single story homes - although they are willing to consider homes with a second story. 
The 
"Stories" field can be added to the Agent One Line display so that the appropriate information is 
visible at a glance without having to go to a detailed report format. 
To make a change to a one line format, place the cursor over the column heading where a format 
change is desired. Right click and a dialog box will appear with the following options: 

�  Insert column before this one 
�  Insert column after this one 
�  Change this column 
�  Delete this column 
�  Cancel 

Insert column before/after existing field: 
These two options allow a new field to be added to the one-line display format. Click on the 
appropriate option (Insert column before this one or Insert column after this one ). A new dialog 
box will 
open requesting additional detail for the new display field. You will be prompted to Pick Object to 
Insert . There are several options available: 
1. Field: Click on this option to add a new field to the display format. In the example above, the 
"Square Footage" field would be added using one of the two options described below: 
Enter the field name in the box at the top of the Add Field to report window. Click on the Magnifying 
Glass icon next to the box. The desired field will be highlighted in the display window. Click in the 
small box to the left of the highlighted field name to select that field. 
OR 
The available fields are listed alphabetically in the display window. The elevator bar on the right 
side of the window can be used to scroll through the available fields until the desired field is 
located. Click in the small box to the left of the highlighted field name to select that field. 
Please note that depending on the number and lengths of the fields that are added, the report 
format may wrap to two lines which might be a problem when it comes time to print this report. 
Please see the section on Printing Custom Reports for more information. 
2. Buyer Reaction: Add notes relative to a specific buyer 
3. Record Number: Add individual record numbers (ie: 1, 2, 3,�) if the display format does not 
already display that information 
4. Select record: Add a "selection box" to easily enable individual listings to be "checked" for 
further viewing 
5. Photo icon: Display the Photo icon in the display format 
6. Virtual tour icon: Display a virtual tour icon in display format 
7. Cancel: Click cancel to go back to the one line display without making any changes. 
Change this column: This option allows basic changes to be made in the way the individual 
columns appear on the display format. Click on this option and a dialog box opens. It displays the 
field's full name and then gives the option to change the "label" and/or set up a hyperlink. 
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The current label displays and then can be changed to any other word. For example, the LP field 
can be changed to read "List Price". 
Additionally, a hyperlink can be added to the field to link to other information in the system. Simply 
left click on the Magnifying Glass icon and the Pick Hyperlink dialog box will open with a list of 
Additionally, a hyperlink can be added to the field to link to other information in the system. Simply 
left click on the Magnifying Glass icon and the Pick Hyperlink dialog box will open with a list of 
choices for the hyperlink. Left click in the box next to the desired hyperlink and then left click Done. 
Delete this column: Deletes the column so that the information no longer displays as part of the 
one line display format. 
Saving the new report format To save the newly created format, click the Close button at the 
bottom of the Display Page. Click Yes to save. 
 

Printing Reports 
It is easy to print the reports that are displayed on Vision. Simply left click the Quick Print button at 
the bottom of the Display Page and a Print dialog window will open. Select the appropriate printer 
from the list of options displayed. Next, select which pages to print and indicate the number of 
copies desired. Then, left click the Print button at the bottom of the dialog window. 

Membership 
The Membership records on Vision are accessed via the Top Menu Bar on the Dashboard. These 
records include all members of CPIX® (both offices and agents) and are accessed via searches of 
the agent database or office database. The criteria for an Agent search or an Office search are 
entered in the same manner as for other searches. Please see the section entitled "Entering 
Search Parameters" for more detail. 
Important note for searching using text fields (eg: Agent name, office name): Text fields search for 
exact matches. The most efficient way to search using a text field is with a "wild card character": 
the asterisk (*). The asterisk can be added before, after or before AND after a text search entry. 
Some fields (last Name, First Name, Office Name) are already configured as “Starts With” and 
search the field as if a wild card is entered at the end of the search entry. This would search the 
last Name = “No” will find Norman, North, Nowzinski. 
Examples of Wild Card usage: 

·  An asterisk after a search entry will search for all matches that start with the characters 
entered in the text field: RE/MAX* entered as an office name will find RE/MAX Central and 
RE/Max Westside 

·  An asterisk before a search entry will search for matches that end with the characters 
entered into the search field: *brook entered in the Agent Last Name field will find Holbrook 
and Hallbrook 

·  An asterisk before and after a search entry will find all matches that contain the characters 
anywhere: *brokers* entered into the Office name field will find Fall River Brokers and The 
Brokers Marketplace. 

 

Manage My Listings 
The Manage My Listings menu on the Top Menu Bar allows access to the listing input and listing 
update features of the system. The Listings sub-menu contains options to Add a listing , Renew 
Expired Listings , Renew About to Expire Listings , and View/Update Listings additionally there 
is an option to manage Saved Updates . 
Add a CPIX® Listing: 
To add a new CPIX® listing use the Add a Listing option. To add a new SubCPIX® record use the 
View/Update menu to locate the CPIX® listing. To add a new CPIX® listing to the Vision system, 
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move the cursor to the Manage My Listings heading on the Top Menu Bar and a sub-menu 
appears. Simply left click on the Add a Listing menu item. A short CPIX® record input form will 
appear. Complete the fields and then select;  

·  Photos to add photos to the listing.  
·  Input Form to return to the listing Input Sheet.  
·  Save to save the CPIX® record and add SubCPIX® Record(s). 

 

Add/Modify SubCPIX® Record 
Manage My Listings menu on the Top Menu Bar allows access to the listing input and listing 
update features of the system. The Listings sub-menu contains options to Add a listing , Renew 
Expired Listings , Renew About to Expire Listings , and View/Update Listings additionally there 
is an option to manage Saved Updates . To add SubCPIX® after the CPIX® record has been 
added select 
View Active Listing from the Manage My Listings menu. A search screen will appear to help 
locate the property that is to added too or updated. 
Add a SubCPIX® Listing: 
The Tab key can be used to move from field to field and will follow the course of the input sheet. 
The mouse can also be used to move directly to individual fields by clicking into the fields. 
Additionally, there may be Jump To buttons on the left hand side of the input page. These buttons 
allow you to "jump to" a specific location on the input page which has been divided into sections. 
Left clicking on the Remarks button, for instance, will allow you to jump directly to that section of 
the form and then input the appropriate Remarks information. This is particularly useful if a partially 
entered listing has been saved pending additional information necessary to complete the input 
process. There are several different types of fields used to enter information into the listing records: 
Dates: dates are entered as MM/DD/YY. Dates can also be selected from a calendar by left 
clicking on the Question Mark icon next to the date field. The List Date must be before or equal to 
today and Expire Date must be after today. 
Numeric : Information entered into each of these fields is entered as a number. Examples are 
bedrooms, Area and dollar values. 
Multiple Choice : The information entered into each of these fields is selected from a table of 
possible choices. Left click on the Question Mark icon for each individual field to view a list of valid 
choices. It is also possible to type the choice directly if it is already known. Many fields allow the 
selection of more than one option. For example, the Amenities field can provide detail that a 
property is in a gated community and also has a pool. Choices can be clicked on and off until all 
applicable selections have been made. Click OK to complete the entry for the field. 
Text fields : Text fields are those where input is not limited to specific pre-determined responses 
(as in Multiple Choice fields). Examples of text fields are Street Name, Subdivision Name and 
Remarks. In fields like Remarks, Vision allows for continued typing and provides word wrap to 
make entry and editing as easy as possible. 
Yes/No fields : These fields require a simple "yes" or "no" as an entry.  
 

Action Buttons 
There are Action Buttons directly beneath the listing input area which provide added functionality 
from the input page: Input Form , Photos , Documents , Finish Later and Save Input Form : 
Return to Input Form if you have maneuvered away from the form via the Photos or Documents 
buttons. 
Photos : Multiple photos of the property can be included with the CPIX® listing record information. 
Simply click on the Photos button at the bottom of the listing input page and then left click on the 
Browse button on the screen. The Browse feature will allow you to search your computer for the 
photos you wish to add to the listing. 
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To change the order in which the photos are displayed, left click on the photo that is to be re-
positioned and drag the photo to its new location. The photo should now appear in the newly 
selected location and the other images will be moved over in sequence. The listing must be saved 
to preserve the new photo order. Photo Captions to add a short explanation of each photo enter a 
label or caption into the box beneath each photo image. 
Documents : You can also include important documents relative to the listing during the input 
process. This is done by left clicking on the Documents button at the bottom of the listing input 
page. Next, click on the Browse button to browse through the available files on your computer to 
locate the desired documents. For each document, click the Open button and then enter a name 
for the document in the space labeled "Title". Continue inserting documents (one at a time) until all 
documents have been added. 
Finish Later : Allows partial listing to be saved if the listing is not ready for being made available to 
other CPIX® users. This feature is used as Draft listings were used on the old CPIX® system 
Save: Left click the Save button and the completed listing will be sent to and made available on the 
CPIX® system. A message will appear showing the listing number for the property entered. 
Note: if there are errors in the listing or if required fields are not complete, a screen will pop up 
detailing the errors or missing information. Left click on the error message and the program will 
display the field(s) that need(s) attention. Edit or complete the information and left click on the 
Save button. 
Saved Updates This feature allows you to retrieve listings that were partially entered via the 
"Finish Later" button during the input process. Left click on Saved updates from the Listings sub-
menu and you will be directed to the Saved Updates page. There will be a list of all your partially 
entered listings which are waiting to be completed. 

Help System  
The help system is activated by clicking on the help link located on the upper right side of search 
and report pages. The help page will open and show a list of available topics. Click the plus sign 
next to the main topics to show a more detailed list of topics. The Help page can be stretched to 
make the size larger or smaller to fit individual monitors.  
Field Level Help –  The red question mark next to certain fields on the search screen will bring up 
information regarding that field. 
Tutorials –  There are generic Help tutorials available from the home page to help show how to get 
the most from the Vision system. 
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Search Page Quick Reference Guide 
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Report Page Quick Reference Guide  
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