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About FMLS 
First Multiple Listing Service, Inc. (FMLS) is the premier data services provider for real 
estate professionals in Georgia. FMLS was founded by a handful of real estate brokers in 
Atlanta in 1957. Today, membership is growing quickly and is spreading in every direction 
throughout Georgia and the Southeast. Currently, FMLS has thousands of offices and 
serves tens of thousands of real estate agents. The FMLS listing database contains active 
listings located all over Georgia and the Southeast. A network of computers, servers and 
third party support vendors enable member offices and agents to have immediate electronic 
access to all listing information maintained in the FMLS premier web-based system, 
Fusion. In addition to property data, our listings are enhanced by the use of photos, virtual 
tours, tax information, mapping, school information, census data and more! 

Real estate companies that belong to FMLS enjoy maximum coverage and exposure for 
their clients. An independent study shows FMLS listings sell, on the average, much faster 
than those placed with other multiple listing services. 

Through our main office and two satellite locations, FMLS members have access to: help 
desk support 7 days a week; on-site hands on training; online training; and free CE classes. 
Also, real estate supply centers are available at all three locations. 

Our commitment to members 

FMLS’ mission is to “help fulfill financial dreams by providing superior technology, 
service, and training to facilitate the success of our members.” 

FMLS Products and Services 

Free Products and Services 

Fusion      Comprehensive Statistical Reports 
Realist Next Gen     FMLS Stats 
FormsPro     StatsPro 
eSign      Xceligent 
1st Addition     Contact Website 
DocuPro      Georgia Open Houses 
FIND      ListingBook 
Kurio.com     Property Panorama Virtual Tour 
RatePlug     Member Discounts 
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Georgia Real Estate Commission Continuing Education 
Course Guidelines  

All classes are on a pass/no pass system.  Please review the policies below regarding 
attendance, cell phones, recruiting and student approval.   

Continuing Education 

All individuals who hold an active real estate license are required to complete 24 hours of 
Commission approved continuing education during each four year renewal period.  
(Licensees whose license numbers are less than 100,000 are not required to complete 
continuing education for renewal).  A renewal period begins four years prior to the current 
renewal due date.  For example, Commission approved continuing education must be 
completed between April 1, 2007 and March 31, 2011 for a renewal due date of March 31, 
2011.   

A licensee who has successfully completed an approved course to meet his continuing 
education credit may not repeat that course for credit unless at least one full year has 
passed.  The course may be repeated on the 366th day to receive CE credit.   

Attendance Policy 

To receive certification for this course, under the school approved by the Georgia Real 
Estate Commission, for three hours of continuing education credit, all students must be 
present and on time for all classroom presentations.  This requires students to be seated and 
ready at the announced commencement time and promptly return from all breaks, being 
ready to participate in all exercises.  Attendance will be taken at the beginning, at the 
resumption after breaks and again at the end upon completion of the course.  A no make-up 
policy for missed classroom presentations is hereby adopted.  Failure to comply will nullify 
the student’s opportunity to receive the designated credit. 

Cell Phones 

The use of cell phones and pagers during the presentations is expressly prohibited.  Please 
set all equipment in the vibrate or off mode.  Failure to comply will nullify the student’s 
opportunity to receive the designated credit. 

Prohibition of Recruiting (520-1.B4) 

No recruiting for employment opportunities for any real estate brokerage firm is allowed in 
this case or on school premises.  Report promptly any effort to recruit by anyone to:  

Michele Morris at (404)490-4618, FMLS Institute of Real Estate, P.O. Box 420128, 
Atlanta, GA 30342 - or - The Georgia Real Estate Commission. 
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Notice of Student Approval (520-1.B2) 

Fusion 102: Working with Sellers was renewed as a Continuing Education course, good for 
3 hours of Continuing Education Credit, through 12/31/2016 (School Code: 4352.) 

The approved instructors are Kevin Theobald, Bob Ramsey, Joi Hardiman, Sallie Mobley, 
Richard Renton, Kay Burt, and Jan Beaudoin. 

Course Credit 

Continuing Education Credits will be entered within two weeks.  To verify your credit, you 
must call the Georgia Real Estate Commission (GREC): 404-656-3916, or visit 
http://www.grec.state.ga.us/info/wcls.login.  You will need to enter your license number 
and set up a password to gain online access to GREC transactions.  
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Objectives 

At the end of this course, you will be able to do the following things: 

 Access and navigate www.FMLS.com and Fusion 

 Use Home Page Gadgets to quickly access information in Fusion including listing 
database additions and changes, personal inventory, contacts and more. 

 Utilize information in an Agent Detail Report to research and analyse a property in 
preparation for a listing appointment.   

 Prepare and analyze area statistics for a listing presentation.   

 Export data from Results lists to further manipulate information outside Fusion.   

 Search for comparable properties to include in a CMA report.   

 Build two kinds of CMA reports.   

 Enter listing information in the FMLS database using Fusion’s Add New Listing 
feature.   

 Enhance listings by uploading photos and virtual tours; ensuring proper pin 
placement for mapping; adding documents such as disclosure statements; adding 
caravan and open house information.   

 Use Fusion’s Reverse Prospecting tool to locate prospective buyers for a listing. 

 

Icon Key 
Look for these helpful icons as you advance through guide. 
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Introduction to Fusion 

Whether you are a broker or an agent, your accomplishments depend on a host of 
capabilities such as accessing key information, managing operations efficiently, improving 
productivity, finding new revenue streams, and much more. 

Launched in 2012, Fusion, by Corelogic MarketLinx, is a new MLS interface that provides 
a fast and easy MLS experience. Fusion runs on most major computer operating systems 
and browsers, including Mac OS, Safari, *Chrome, & Firefox. 

Fusion offers many exciting and innovative features, including: 

 Multi-tasking:  the ability to edit multiple listings, run multiple searches, etc. 

 Three-way integration between Search Results, Mapping and Images 

 Easy-to-use map shape drawing tools, points of interest, and informative overlays 

 Demographic content and charts 

 Auto-generated Quick CMA 

 Email/home page notifications triggered by website activity 

 Reverse Prospecting 

 Uploading multiple images for a single listing simultaneously 

 Document upload via Fax cover page option 

 Listing statistics that show the number of MLS views, IDX views, and times added 
to Favorites, etc. 

Supported Operating Systems and Browsers 

Windows XP SP3  Internet Explorer 7 or 8, Firefox 4.0 and above, Google Chrome 

or Safari 5.0 and above 

Windows 7  Internet Explorer 8 and 9 and Internet Explorer 10 Desktop, 

Mozilla Firefox 4.0 and above, Google Chrome and Safari 5.0 + 

Windows 8  Internet Explorer 10 Desktop 

MAC OS X v 10.5‐10.6  Safari 5.0 or higher, Mozilla Firefox 4.0 and above, Google 

Chrome 

MAC OS X v 10.7  Safari 5.0 or higher with Flash 11.4+ Mozilla Firefox 4.0 and 

above, Google Chrome 

MAC OS X v 10.8  Safari 6.0 
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Logging in to FMLS and Fusion 

To log in to FMLS, you must be an FMLS member with your own user name and 
password.  Your broker must submit a Computer User Form to obtain these.  Do not share 
your user name or password with other agents or clients.   

FMLS requires bi-annual password change for security purposes.  You will be prompted to 
enter your old password and then your new password.  The password can contain both 
letters and numbers and must be at least 6 characters in length.  You cannot use the same 
password twice.   

If you need to change your password before the bi-annual change, go to the FMLS.com 
home page, click on My FMLS on the left navigation bar, and click on Change 
Password. 

 

Disclosing your user name and password to another party (other than a team 
member or assistant within that office) can result in a fine of $1000 and 
termination of service. (Rule 11.1) 

 

Logging in to www.FMLS.com 

1. From your computer desktop, open an Internet browser window. 

2. Navigate to www.fmls.com. 

3. Enter your User Name and Password and click Login.    
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How We Communicate with You 

At FMLS we provide more to our members than just access to a database of listings!  We 
use several methods to pass along important information including Real Estate market 
trends (both locally and nationally); state and local news that impacts our market; updates 
and bulletins when our software products are affected; and more!  Please take advantage of 
one, or all of the methods.   

Email 

Our primary method of communication with our members is email.  FMLS will send 
electronic communications regarding important changes to our products and services.  
Please be sure to add FMLS to your trusted sender list.  

FMLS.com 

The FMLS.com home page is another important and central communication channel we 
have with our members.  It acts as command central.  The story carousel rotates through 3 
very newsworthy topics which are changed regularly, giving you fresh, relevant 
information!  Pause for a moment to read a few lines to determine whether today’s topics 
are of interest to you.  If they are, click on the Read More button to see the whole story.  
The topics automatically rotate on the screen, but you can click to flip to the stories faster if 
desired.   
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NewsRoom 

The NewsRoom button on the left navigation bar contains an archive of stories previously 
included in the carousel.  Check the NewsRoom regularly to make sure you didn’t miss 
something important, or to re-read an article!   

 

 

 

 

 

 

 

 

Message of the Day 

Message of the Day is another FMLS.com feature you’ll want to watch for.  Critical issues 
such as those pertaining to agent safety, a software issue or FMLS hours of operation will 
be displayed there.   

 

 

 

 

 

 

Social Media 

Additionally, FMLS posts notices and real estate driven content to three different social 
media channels:  Twitter, Facebook, and LinkedIn.  Yes!  Social Media!  FMLS is involved 
in Social Media because it is so popular in today’s technology-driven world.  Twitter and 
Facebook content contains both FMLS and real estate industry news.  LinkedIn 
concentrates more on FMLS news and professional development.  Like us on Facebook, 
follow us on Twitter, and join the FMLS group on LinkedIn.  You’ll be glad you did – and 
you’ll have information most of your counterparts don’t have! 

 

 

 

Follow us on Twitter 
@flms_news 
@flms_alerts 

Like us on Facebook 
http://www.facebook.com 
FMLSmembers

Join the FMLS group on LinkedIn 
www.linkedin.com/groups?gid+1889382 



                                                                                                                                              Working with Sellers 

July 2013  13 

FMLS Homepage  

When you first login to FMLS you see the FMLS Homepage. The FMLS Homepage is 
divided into seven primary sections:  

 

Frequently Used links – located at the top of the site, this bar provides easy access 
links to the most frequently used FMLS software – Fusion, 1st Addition, FormsPro, 
Georgia Open Houses, Supra and more.   

Alert Bar – Important and breaking news will be displayed in this area. 

Navigation Bar – access to useful FMLS membership tools is provided down the 
left side of the page and includes: 

 System Links – one click access to popular FMLS software. 
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 Tools For Success – find software overviews, media tools, statistical tools and 
other important member information here. 

 Support – get technical and administrative help, contact information, Rules and 
Regulations, Policy and Procedures, FAQs, area maps and other resources under 
this tab. 

 Training – find information on classes you for which you are currently 
registered; course descriptions; a library of online training videos; a calendar of 
instructor-led courses for which you can register; a Knowledge Base for self-
serve Technical Support, FAQs, Product Documentation, Help Files, Quick Tips 
and more; Training location information; and, a link to the GREC CE Credit 
Check.   

 NewsRoom – a collection of articles to keep members abreast of what’s 
happening at FMLS, in the local and national real estate markets, as well as an 
archive of recent articles for quick reference.       

 My FMLS – use this tool to change your FMLS password, to update your 
Roster Information, and to see a list of classes for which you are currently 
registered or have recently completed.   

 Broker Tools – new and especially for Brokers, this page will provide access to 
New Member Kits, Listing Syndication information, Broker Insights, and 
statistical tools.   

 Live Chat – provides fast and easy response to your FMLS questions.   

Story Carousel – features 3 major stories of interest to FMLS members.   

Event Calendar – provides a monthly list of scheduled FMLS classes, and in a 
separate area, information on events of interest to FMLS members.   

Widget Bar – here you’ll find a section to answer your most frequently asked 
questions, a video section to spotlight items of interest, and a tool to help you 
become a Friend of FMLS on Facebook! 

Trending Now – videos here will provide more information on popular FMLS.com 
content.   
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 Logging in to Fusion 

You can access Fusion directly from the FMLS.com home page, click on the link for 
Fusion.  
 

 

 

 

If this is your first login to Fusion, you will be asked to register before logging 
in.  Type your email address in the box provided, and then click on OK.  This is 
a one-time registration.  You will not be prompted again for your email 
address. 

 

Fusion requires Adobe Flash Player 10.2 or later.  You can download Adobe 
Flash at www.adobe.com for free!  Flash Player does not currently run in 64-
bit browsers.  If you are using a 64-bit operating system, you must launch 
Fusion in a 32-bit browser.  More information about Flash Player on 64-bit 
operating systems can be found on Adobe’s website.   
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Fusion Home Page 

The home page is comprised of nine Navigation Tabs at the top of the page and nine 
Gadgets.  You will use the tabs to perform actions within Fusion and the gadgets to access 
useful information and Fusion functions.  The Home Page can be customized by clicking 
on Customize this Page.   

 

 

Navigation Tabs 

The navigation tabs at the top of the Fusion home page enable you to move from section to 
section within Fusion.  Descriptions for each tab follows:   

Home Returns you to the home page for Fusion and will display your gadgets.     

Add/Edit Provides quick access to the Add/Edit program and to Georgia Open Houses. 

Search Choices for property types appear here as well as access to the Search Manager and 
Member or Office searches. 

Contacts Provides quick access to the Contact Manager and to a quick screen for adding a 
new contact.   

Hotsheet Provides access to all Fusion Hotsheets: Daysback, Personal, Previous Personal, 
Date Range, and Custom. 

CMA Shows a list of CMAs created and saved over the past year. 
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Public Records Provides quick access to the Realist tax program. 

Documents Provides quick access to the Document Manager, DocuPro, and to FormsPro. 

Tools Provides quick access to Settings, where you have access to Contact Website 
settings, Email Preferences, image management, Email Templates. 

 

Gadgets 

Gadgets are panels on the Fusion home page that 
provide quick access to useful information and 
Fusion functions.  Gadgets can be dragged and 
dropped to other locations or removed entirely if not 
needed.  You will be able to customize your Fusion 
home page to suit your preferences.   

The System Information Gadget 

In the center of your screen, the System Information 
gadget shows important information about FMLS 
Support, Events, and Updates.  The System 
Information gadget is locked into place.  It cannot be 
removed from the Home Page nor moved to another 
location on the Home Page.   

Please make it a habit to read the information 
in this section regularly! 

 

 

 

The Recent Website Activity Gadget 

The Recent Website Activity gadget notifies you  
when a client uses his Contact Website to mark a  
property as a Favorite, a Possibility, or a Reject,  
or makes a note about a property.  You may  
choose to receive an email notification of the  
activity as well (or receive only email notifications). 
Settings may be set to view notifications for the  
current day; the previous day and the current day;  
the last 3 days; the last week; or the last 2 weeks.   

Click the tab to see the activity by the desired view. Click the  to expand the entry and 
view the items underneath. 
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Today’s Hotsheet Gadget 

Today’s Hotsheet gadget displays information 
on listings that are new to the database, or have 
 changed in status or price since midnight.   

To view a list of the referenced properties click on 
the Status line for those properties.  To view  
listings from 1 or 2 days back, click on the Days  
Back pick list arrow and choose 1 or 2 days.  To 
 refresh the list, click on the refresh button on the 
 black title bar.   

The criteria for the search can be changed by  
clicking on the Change My Criteria button –  
areas, statuses or property types may be changed.   

 

The Inventory Watch Gadget 

The Inventory Watch gadget displays inventory counts for you, your office, and your firm.    

To view inventory: 

1. Use the drop down arrow to choose the 
desired filter: Personal, My Office, or 
My Firm. Information will be displayed 
for the selected filter. 

2. If desired, click on any of the line  
items to see a list of properties (such  
as Expiring Within 14 Days, Pending  
Sales, etc.). 
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The Resources Gadget 

The Resources gadget provides links to other useful websites or web pages.  The links are 
organized into folders which include MLS Links, Technical Support, Forms, Board/Local 
Associations, and Smart Links.   

To use a resource link: 

1. Click on the folder name to open it and view  
its contents. 

2. Click on the starred         link to visit that  
website or web page.   

3. Click on the open folder name to close it!   
You’ll be able to see more folders at once if you do!  

 

 

The Prospecting Gadget 

The Prospecting – displays a summary of matches found for Contact Websites, and links to 
the Saved Search Manager for quick and easy viewing of the matches.   

To view prospect matches, click on the New Prospecting Matches link.   

 

 

 

 

To view Searches that will expire in the next 14 days, click on the Prospect Searches 
Expiring in 14 Days link.   
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The Contacts Gadget 

The Contacts gadget enables you to manage your contact list from the Home page.   

To add a Contact: 

1. Click on Add Contact. 

2. Complete the information in the Add A Contact screen. 

3. Click Save. 

You may also click on Add New Contact from the Contacts tab at the top of the 
screen.   

 
 
 
 
 
 
 
 
 
 
 
 

To work with a Contact: 

Use the icons on the green toolbar at the bottom of the rolodex card to edit, email, print or 
delete the contact.   

 

 

 

 

 

 

 

 

 

 

 

 
  Edit        Email       Print    Delete 
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The Corelogic MarketPulse Gadget 

MarketPulse is a monthly publication made available by Corelogic, a leading provider of 
analytics.  Information in the report includes insight into the health of the U.S. economy 
with emphasis on housing and mortgage metrics.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Fast Find Gadget 
The Fast Find gadget enables you to perform 
searches from the Home page.  Three tabs are 
provided so that you can search by: 

 Location (city/zip code/address/ intersection) 
 Address 
 FMLS # 

 

 

 

 

 

  

 

 

 

By default, the Show On Market Listings Only box is checked.  This means that the 
property results will contain only listings that are Active or Contingent.  Unchecking the 
box will return property results that include Sold, Expired, Withdrawn or Pending statuses.  
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To search by location: 

1. Click on the Location tab in the Fast Find gadget. 

2. Type a city, zip code, address, or intersection in the box provided (this is a required 
field). 

3. Enter criteria in the Property Type, Beds, Price Range and Sqft fields as desired. 

4. Click on the Search button. 

 

 

When you click in the location box to type a city, intersection, etc., a help box 
will pop up directly underneath where you are typing to provide examples of 
what is acceptable in the field.  This box will disappear when you use the tab 
key to move to the next field on the Location tab.   

 

To search by address: 

1. Click on the Address tab in the Fast Find 
 gadget. 

2. Type an address in the box provided (a street  
number is not required, but the street name 
is a required field).   
Do not enter a street type (Street, Road, etc.). 

3. Click on the Search button. 
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To search by FMLS #: 

1. Click on the FMLS# tab in the 
Fast Find gadget.  

2. Type one or more FMLS #s in the 
box provided (separate multiple  
numbers with commas). 

3. Click on the Search button. 

 

 

 

 

 

Moving Gadgets 

The gadgets on the Fusion home page may be dragged and dropped to different locations, 
minimized to occupy less space, removed completely from the home page, and restored if 
desired.  Please refer to pages 21-22 of the Fusion 101 User Guide for step-by-step 
instructions.   
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Preparing for a Listing Presentation 

A great deal of effort is required to prepare for a listing presentation.  Obtaining 
information about the subject property and its previous sales history and pricing can be 
very helpful.  Statistical data for recently sold properties in the immediate vicinity of the 
subject property can provide valuable insight as a list price is determined.  Comparable 
properties will also be helpful in establishing a list price – both in terms of properties 
currently for sale (competition) and those recently sold (successful list prices).  And, of 
course, a CMA report enables you to present your research to the homeowner in a powerful 
and easy-to-understand format.      

Fusion provides the tools needed to compile critical information that will result in a 
comprehensive report for the homeowner and a successful outcome to the listing 
presentations!   

Researching the Subject Property 

The Agent Full Report in Fusion will provide property descriptions as well as access to the 
History report. When applicable, you’re able to view the property’s different listing 
numbers, statuses and prices.  In preparing for a listing presentation, it can often be helpful 
to review the pricing history of that property.  You can use Fusion’s Fast Find gadget to 
quickly locate information on a property that has been listed with FMLS.   

 
Keep in mind that the information described above is only available for 
properties that are in the FMLS database.  Please see the chart on page 23 of 
this guide for information on data storage.   
 

 
 
To locate information for a subject property: 

1. Click on the Address tab in the Fast Find  
Gadget on the Fusion home page. 

2. Type the street number and street name  
in the boxes provided.   

3. Deselect the box for On-Market Listings 
only.   

4. Click Search. The Results Grid appears 
with listing matching your search criteria.  

5. Click the Details button to access the  
listing details. 

 

 



                                                                                                                                              Working with Sellers 

July 2013  25 

The History Report 

History provides the listing history of the property based on an address match.  When 
applicable, the listing’s different listing numbers, statuses and prices will be displayed.   

To view a property’s History Report: 

1. Display an Agent Full Report (Agent Basic Info) for the subject property. 

2. Click on the History link in the Links panel.   

 
 
 
 
 
 

 

 

 

 

 

 

3. Review the property history.  Watch the MLS# column for different listing numbers 
on the same address, as well as the Status and Price columns. 

 

 

 

 

 

 

 

 

 

 

The History Report displays only records that are in the FMLS database.  
Since Fusion does not currently purge any records, if an address has had 
any activity in the database, it will appear in the report.     
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Statistics – Stats Pro 

It can often be helpful to look at the sales activity in a subdivision, neighborhood or area as 
a whole as you begin to consider a list price for a property. The Stats Pro feature of Fusion 
allows you to quickly take a snap shot of sales in the area surrounding your subject 
property. 

It is important that you use the RES STATS  
PRO SEARCH from the Search drop down menu.  You will not be able to access 
StatsPro unless you use this search database  
(the StatsPro icon will not be available to you  
from the RES DEFAULT SYSTEM SEARCH 
database).   

 

 

To compile statistics: 

1. From the Search drop down menu, select the type of property you are researching. 

2. Click on STATS PRO SEARCH option. The Search screen appears. 

 

3. Enter search criteria to limit your search to the subdivision or immediate area 
around the subject property.   

4. Enter a county or city selection in case there are subdivisions with the same name 
elsewhere in Georgia. 
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5. Click on the Stats Pro button on the Searches Taskbar.     

 

 

 

 

 

 

 

A Summary Statistics analysis appears. 

 

6. Use the Summary analysis section to find high, low, average and median numbers 
for Sale Price, Sale Price to List Price Ratio, Total Days on Market and more.   

7. Click on the Back to Fusion button to close StatsPro.   
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To further assist you, there are other statistical reports are available (Price Analysis, Days 
On Market, Price Trends, and more)!   

 
 
 
 
 
 
 
 
 

 

 

 

 

Exporting Data for Additional Information 

If specific statistical information is not available in the StatsPro reports, data displayed in 
Search Results grids may be exported from Fusion for use in another program.  For 
instance, you may want to export information for listings in a particular price range in a 
particular zip code into Excel to create your own statistics.  Fusion makes the process easy! 

To export listing data: 

1. From a Search Results grid screen, click on the Tools pick list arrow.   

2. Make desired changes to the grid presented on the screen to include information to 
be exported. 

3. Click on Export Data. The Search Results Data Export window opens. 
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4. Click to export only selected records 
or all records.   

 
 
 
 
 
 
 
 
 
 
 
 

5. Use the pick list arrow to export the 
listing data in Comma Delimited or  
Tab Delimited format.   

 

 

 

 

 

 

 

 

6. Place a check in the box to compress 
the file (recommended when exporting 
more than 100 records).   
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7. Use the pick list to choose a grid 
format for the export.  Note that the 
grid determines what property 
information will be exported.   

 

 

 

 

 

 

 

8. Place a check in the box if you 
wish to export the column headers 
with the property data.   

9. Click on OK to continue. 

 

 

 

 

 

 

 

 

10. A window appears where you can Open or Save the export.   

 Choosing Save, then Save As saves the data in .txt format.   

 Choosing Open opens the data in Notepad where you can copy or save it in .txt 
format.   

 

11. Use the spreadsheet software of your choosing to manipulate the data.   
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The screen above is from Internet Explorer version 9.  If you are using another 
browser (Firefox, Google Chrome, etc.) information will be presented differently.  
Follow the directions from your browser to complete the download.   

 

 

If the listing data is exported in Comma Delimited format, choose Save/Save as, 
and then open the resulting .txt file in the spreadsheet software.  A few simple clicks 
will enable the spreadsheet to correctly place the data in columns and rows for easy 
manipulation of the data.   

If the listing data is exported in Tab Delimited format, choose Open, then copy the 
data in the .txt file and paste it into a worksheet in the spreadsheet software.  The 
data will display correctly in columns and rows for easy manipulation of the data.     
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Comparative Market Analysis (CMA) 

Finding Comparable Properties 

Use the features of your subject property as a guideline when searching for comparable 
properties.  This will ensure that you are comparing apples to apples.  For example:  In the 
residential market some common features to consider are the total number of bedrooms and 
bathrooms, the age of the home, the lot size, basement similarities, and location/ 
subdivision.   

Generally real estate professionals look back at 9 to 12 months of market data.  In Fusion 
you can control how many months of data you are searching by entering a minimum 
Closing Date in the search criteria (months back dates are also selectable from the calendar 
in the Closing Date field). 

When searching for your comparable properties, pull sold properties by selecting a status of 
Sold on the Search Criteria screen.  (Some agents also choose to include active, contingent, 
expired, withdrawn, and pending sale properties.  This is done so that they can gauge what 
homes will be competing with their listing, what listings are getting ready to sell, and what 
listings did not sell and were removed from the market.) 

When a potential client doesn’t provide you with many details about their property it can 
be difficult to locate accurate comparables.  Try looking up the address in the Realist Tax 
System.  You will be able to find a property’s characteristic information such as lot size, 
basement description, bedroom/bathroom totals, and year built.  For more information on 
searching Realist see the Realist 101 User Guide. 

 

Comparative Market Analysis Report 

An assessment of a property's market value is usually done to establish a reasonable listing 
price when a property is placed for sale. The price is established by comparing the property 
to similar properties that have sold in the area within the past year. 

Fusion provides two reports for presenting CMA information to your sellers.  The Quick 
CMA presents comparable information in a short, linear report format that can be quickly 
read and understood by the seller.  The CMA Wizard allows you to customize comparable 
information and incorporates color, charts and graphics for a more comprehensive CMA. 
Before starting either CMA, you must select your comparable properties. 

 

Consider providing a CMA to a buyer preparing to make an offer so that they can 
assess the fair market value for the property. 
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Creating a CMA using the Quick CMA Report 

The Quick CMA presents comparable information in a short, linear report format that can 
be quickly read and understood by the seller.   

1. Perform a search for comparable properties.  View the results. 

2. Click to select the properties to include in the Quick CMA.   

3. Click on the Quick CMA icon  on the Search Task bar.   

 

4. When the Quick CMA Report displays, click on the Print button or the Email 
button to share the information with your client.   
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The Quick CMA Report contains separate sections for each property status 
you included in your search criteria.  In each section you will find 
information on subdivision, bedrooms, full baths, half baths, stories, 
basement description, year built, original list price and list price.  The Sold 
section will contain additional information on costs paid by seller, sold 
price, sale price to list price ratio, and total days on market.  When printing 
the Quick CMA Report, be sure to select Landscape orientation from your 
printer’s Preferences section.   

 

 

Creating a CMA using the CMA Wizard 

The CMA Wizard allows you to customize comparable information and incorporates color, 
charts and graphics for a more comprehensive CMA.   

It contains: 

 cover letter explaining the content of the CMA 

 map plotting the subject property and comparables 

 charts and graphs that will help the seller understand the market   

The CMA wizard provides great flexibility in adding comps to your report with one-click 
access to the Realist Tax information.   

To create a CMA using the Wizard, follow these steps: 

1. Perform a search for comparable properties.  View the results grid. 

2. Click to select the properties to include in the report.     
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3. Click on the CMA Wizard icon on the Search Task bar. The CMA Wizard opens in 
a new window.  Notice that there are steps noted on the left side of screen. These 
steps will guide you through the process. 

 
 

 

 

 

 

 

 

 

 

 

 

 

The Wizard is comprised of eight steps.  As you finish each step, click on Next Step in 
Wizard” to continue. 
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Step 1: Agent Profile 

This screen is where you verify or change the information about you on your CMA report. 
Changes made here are not reflected in your FMLS Roster. 

1. Enter or edit your personal information in the Agent Profile section.  Changes you 
make will only be applied to this report.  Your information in the FMLS Roster is 
not changed. 

2. Click on Next Step to continue. 
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Step 2: Client Profile   

This screen is where you enter your client’s information. Selecting the type of client also 
changes the types of reports that are included in your CMA.    

1. Click the Client Type Change button to select the type of client for which the CMA 
is being created.  Changing the type will change the content of the CMA so that 
appropriate reports are included.   

2. If you have entered your client as a Prospect in Fusion, you will be able to select his 
name from a list of prospects, click Select a Prospect.   

3. Enter the address information in the Subject Property section. The screen populates 
with the subject property on the map. Click Change Location button to make 
changes if needed. 

4. Click Next Step to continue. 
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Step 3: Features 

This screen is where you select features to compare across all properties and change the 
order in which they display on your report. 

1. From the list of Available Features in the left column, click to highlight the feature. 
Or you may double click to easily move a feature from one list to the other. 

2. Click the right arrow to move a feature to the Selected Features column. Select the 
features to compare across all properties.   

3. If your subject property has a custom feature, a box is provided at the bottom of this 
screen to add that feature to the list.  Type the feature in the field and click Add to 
add to the Selected Features column. 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. To specify the order in which the features display, click the feature in the Selected 
Features column. Use the Up and Down buttons to move.   

 

5. Click Next Step to continue. 
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Step 4: Subject Property 

This screen is where you enter specific information about the subject property such as 
specific features to compare and add a photo. 

1. Type the subject property’s information in the boxes provided for each of the 
features chosen in Step 3.   

2. Click the Upload Photo button to navigate to and select a photo from your system. 

3. For each feature listed, in the Features to Compare section, enter any adjustment 
information as needed. 
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Step 5: Comparable Properties 

This page is where you can add additional properties for comparison, review the list of 
properties, and remove any you choose to not include. 

1. Review comparable properties and delete any if necessary by clicking on the 
garbage can icon.  

2. Click and drag properties to change the order of your list of Comparables.   

 

 

 

 

 

 

 

 

 

 

3. Add additional comparable properties from FMLS by typing a listing number in the 
box provided.   
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4. Add comparable properties from the tax database by clicking on the Add 
Comparable Property from Realist Tax Service button. 

 

 

 

 

 

 

 

 

 

5. The Realist Tax Service screen appears.  Enter information about your subject 
property; specify what criteria will be used when searching for comps in Realist. 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click on Search. The Realist Tax Service screen appears listing properties that 
match your criteria. 
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7. Place a checkmark next to any comparable properties you’d like to include, and then 
click on Add Selected Properties as Comps. 

 

 

 

 

 

 

 

 

 

 

 

8. Your selected properties from Realist will now be listed below the comps you 
pulled from Fusion.  If desired, delete any duplicates and click on Enter a 
comparable property manually. If you are done and want to move to the next 
step, click on Next Step. 
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9. Click on Enter a Comparable Property Manually to enter information about a 
comparable listing not found by Fusion or by Realist. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Type information for the additional comparable property in the boxes provided.  
You may also upload a photo of the property.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. Click on Save to continue.   
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12. The additional property will be listed below the existing comps.  Click on Next 
Step to continue. 
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Step 6: Adjustments 

This step is where you can make adjustments and add information about the various 
comparable properties. 

1. Enter adjustment information as it applies to each of your comparable properties in 
the boxes provided.  Use the minus (-) sign to reduce a value.  At the bottom of each 
comparable is a notes box where you can make comments about the price or 
condition of the home, or other information of importance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click on Next Property to continue adjusting values for each of the comparables.   

3. When finished, click on Next Step to continue.   
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Step 7: Pricing 

This step allows you to choose how the wizard will calculate the suggested list price and to 
add any notes.   

1. Click the drop box next to Price calculations below reflect field to select All 
Properties or Sold Properties from the drop down list. . Calculations may be 
performed using Adjusted High, Low, Average and Median prices, and using All 
properties or Sold properties only.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. The suggested list price may be entered Manually or Calculated as a Single Value 
or a Range, using the High, Low, Average or Median Adjusted Price.  Use pick list 
arrows to make changes in any of these areas. 

The Suggested List Price is displayed in the box at the bottom of the screen.   

3. Click Next Step to continue. 
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Step 8: Reports 

Use the Reports step to choose the design and content of your final CMA Report.  Report 
Pages Theme provides more than 50 graphic choices for page themes.   

1. In the Seller Default section, enter a title for the report in the Report Title field. 

2. In the report Pages Theme field, click View Choices. The Choose Theme window 
appears.   

3. Scroll down to view the choices and click to select the theme.  Click Save. 

4. Click the drop down next to the Footer Selection field to the type of footer for the 
report. .   

 Click Preview to see how footer is positioned on page.  

 Click Edit to change any agent information. 

 

 

 

 

 

 

 

 

 

 

 

5. Adjust the content of the report using the icons to the right of each page in the 
Current CMA Report Content section.   

 Click on the Pencil icon to edit a page 

 Click on the Magnifying Glass icon to preview the page 

 Click on the Garbage Can icon to remove a page.   

You may also click and drag pages to change the order of the report.   
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6. Use the Create/Upload New Report button at the bottom of the screen to add your 
own personal content. 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. The Additional Report Pages section may be used to move additional pages into the 
Report Content section.  Use the Create/Upload New Report tool to upload a pdf 
file with your own content into the CMA.  You can also create a new page while 
actively working in the CMA Wizard.  Click on the appropriate choice from the 
drop down menu.   
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8. If you have rearranged report pages and/or added personal content that you wish to 
include in every CMA, use the Presentations button at the top of Wizard Step 8 to 
save the content as a CMA template.  If you do this, you will be able to use the 
template from the Presentation Library, eliminating the need to upload and/or 
rearrange content every time you create a CMA. 

 

 

 

 

 

 

 

 

 



Fusion 102    

50  July 2013 

Step 9: Finish 

1. Click on Finish to complete your CMA Report.  Click on OK when the 
confirmation box appears to continue.   

 

 

 

 

 

 

 

 

 

 

 

2. Use the View Report button at the top of the wizard screen to preview and print 
your CMA. 

3. Use the Email Report button to email the CMA to your client. 

4. Use the Save button to save the CMA.  You can use Save intermittently as you 
create the CMA in case of computer failure, or use it to save the CMA if you have 
made changes to it.   

5. Click on the Close button to leave the CMA Wizard.   
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The CMA History 

Fusion saves each of your CMA reports for one year.  From the CMA History screen you 
will be able to view and print the reports, as well as edit or email them. You will also have 
the ability to delete a report.  A Purge Date is also provided in CMA History so that you 
will know when each CMA will be deleted.   

To view CMA History: 

Hover over the CMA tab and click on CMA History from the drop down menu. Or, you 
may simply click on the CMA tab.   

 

 

 

 

 

 

 

 

 

 

To view, edit or email a CMA Report: 

1. Place a check in the box to the left of the appropriate CMA Report.   

2. Click on the appropriate button:  View CMA, Edit CMA or Email CMA.   

3. Or, you may simply click on the CMA Name link to access the report for editing.   
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4. If you choose Email CMA, add any needed information on the email screen (cc:, 
subject information, etc.), then click on the Send button.   

 

 

 

 

 

 

 

 

 

 

 

The CMA Wizard emails the CMA as a link instead of an attachment.  This helps 
prevent viruses from being transmitted through email and keeps the file size small 
for the recipient. 

 
 
 

To delete a CMA Report: 
1. Place a check in the box to the left of the appropriate CMA Report.   

2. Click on the Tools button. 

3. Click on Delete Selected.     

4. A confirmation box will pop up.  Click OK to delete the selected CMA.   
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Sample CMA Report 
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New Listing Data Input 

After all the research; after the preparation of the CMA Report; after the presentation itself; 
after the listing is won; listing data must be entered into the FMLS database.   

FMLS provides two methods for listing data input:   

 Fusion’s Add New Listing 

 1st Addition Add/Edit.   

Fusion’s Add New Listing will be covered here in detail.  If you prefer to use 1st Addition, 
please refer to the Appendix of this guide for step-by-step instructions.  A third option, 
Swift Dual Entry, is available from MorningStar Software, 1530 Woodstock Rd., Roswell, 
GA  30075, 770-977-2038.   

To add a listing using Add New Listing: 

1. Hover over the Add/Edit tab. 

2. Click on Add New Listing from the drop down list. 

 

 

 

 

 

 

 

 

 

 

 

3. Use the pick list in the New Record box to choose the property type for your new 
listing.   

4. Click on the OK button to continue.     
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5. Type your listing information in the fields provided.   

6. Fields with red text are required fields.  Once data is entered, the red text changes to 
green.     

 

 

 

 

 

 

 

 

 

 

 

 

 

Several fields in the input screen allow you to choose multiple descriptors.  These 
fields have a maximum number of choices allowed.  Often, the number of choices 
available exceeds the number that can be used.  When the pick list arrow is 
employed for these fields, Fusion provides information that will initially show you 
how many choices are allowed.  As you select descriptors from the list, Fusion will 
show the number of remaining choices you will be allowed to make.  In the example 
below – Kitchen Features – the listing agent begins with 10 choices.  After selecting 
3, Fusion shows that 7 choices remain for the agent.    
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7. When data input is completed, click on the Save button to save your listing.   

 

 

 

 

 

 

 

 

 

 

An added benefit of using Add New Listing for data input is that Fusion 
automatically creates a Document Management folder so that important 
documents (such as the Property Disclosure Statement, or Lead Based Paint 
Exhibit) may be added to the listing for viewing by buyer agents and/or 
prospective buyers in the Property Details Report.   
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Enhance Listing Information 
There are many other FMLS tools that can be used to enhance your listing.  Photos and 
virtual tours may be added; pin placement for mapping and driving directions may be 
refined; important documents such as a Property Disclosure Statement may be attached to 
the listing; and Open Houses and Caravans may be advertised.  Each of these tools will 
enhance your marketing efforts, so take advantage of all of them!   

Adding Photos to a Listing  

Photographs that accompany home listings play a significant role in attracting buyers.  
Because more than 90% of home buyers begin their search online (and eliminate homes for 
viewing based on photographs), FMLS sends listing data - including photos - to 
Realtor.com, and listing Brokers may choose to have listing data sent out to many different 
public-facing websites such as Trulia and Zillow.  Fusion accepts up to 25 photos per 
listing, and 2 virtual tours!  Compared to listings with only one photo, those with 21 or 
more photos generated more than triple the number of Detailed Views, more than double 
the amount of interest, and double the number of leads.  It is well worth the effort to upload 
25 photos and a virtual tour.   

You will use Edit Listing in Fusion to upload photos to your listing, and to manage those 
photos once they are part of the listing.   

Photo Rules and Regulations 

 No text may be superimposed on photos.   

 Photos of anything other than the subject property are not permitted. 

 Photos cannot be copied from any listing without written consent of the 
listing agent who took the photo. 

To add photos:  

1. Hover over the Add/Edit tab. 

2. Click on Edit Listings. 
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3. Click on the Edit button for the appropriate listing.   

 

 

 

 

 

 

4. Click on the Images button.  

 
 
 
 
 
 
 
 
 
 
 
 
 

5. Click on the Upload Images button.    

 

 

 

 

 

 

 

6. Use the Select File(s) To Upload pop up box to locate the photos on your 
computer.   

7. Highlight the photos you wish to upload.   
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8. Click on the Open button.  The photos will appear in the Images window in Fusion. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. Click on the Save button to upload the images to the FMLS database. 
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Arranging Photos 

The order in which agents and prospective buyers view the photos for a listing can be 
almost as important as the photos themselves because it provides a feel for the layout of the 
home.   

To arrange photos: 

1. Click on the Change Display Order button.   

 

 

 

 

 

 

2. Drag and drop images to achieve the desired order for viewing in Fusion.   

3. When all pictures are in the proper order, click on the OK button.   

4. When the screen refreshes, click on the Save button.  The photos will be reloaded 
in the desired order.   
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The photo in the first position (upper left corner) becomes the Primary Image for 
the listing (the photo that appears on the listing reports).  The primary image is 
generally an exterior front photograph of the home.   

 

 

 

 

 

 

 

 

 

Editing Photos 

Because photos are so critical to the online marketing of listings, Fusion enables you to 
name each photo, and add descriptive text (up to 255 characters).  Thoughtful descriptions 
of each picture will add to the online presence of your listing – selling the rooms sells the 
house!   

To edit photo names:   

1. Click on the pick list arrow directly underneath 
the photo.   

2. Click to choose the appropriate name for the  
photo.  The photo will be re-labeled. 
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To add descriptions to photos:   

1. Click in the box underneath the photo name.   

2. Type descriptive text in the box.   

3. Click on the Save button at the bottom of 
the screen to save descriptions.   

 

 

 

 

After typing descriptive text you can use the Enter key on your keyboard when you 
have finished typing for one photo.  If you have additional photos to describe, just 
click in the box for the next photo and begin typing.  Clicking on the Save button at 
the bottom of the screen will save one or several descriptions!   

 

 To delete a photo:   

1. Click on the Delete button for the appropriate photo.   

2. The photo is grayed out and the word Deleted will  
appear in red on the face of the photo.   

3. A Restore button will replace the Edit and Delete  
buttons for the picture.   

4. Click on the Save button to complete the deletion(s).   

 

  

 

Clicking on the Save button will permanently delete one or more photos.  Deleted 
photos cannot be restored.   
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Where Do Photos Appear in Fusion? 

Photos are integrated throughout Fusion. Here are some examples.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding Virtual Tours to a Listing 

Virtual tours provide the ability to add an almost unlimited number of photos to the online 
marketing effort for a listing.  Many professional photographers offer virtual tour services; 
and there are many companies which specialize in virtual tours.  FMLS also offers free 
software (Property Panorama Virtual Tours) to its members to create their own virtual 
tours!   

Virtual Tour Rules and Regulations 
 No text may appear in a Virtual Tour other than for descriptive text of 

the property in the fields provided for such. 

 No text may be superimposed on any virtual tour graphical 
presentations of properties. 

 Graphical presentations of anything other than the subject property are 
not permitted. 
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To add a virtual tour to a listing: 

1. Locate and copy the URL (web address) for the virtual tour.  (This may be found in 
an email from a professional photographer or virtual company, or in Property 
Panorama Virtual Tours software if used).   

2. Hover over the Add/Edit tab and click on Edit Listing.   

 

 

 

 

 

3. Click on the Edit button for the appropriate listing.   

 

 

 

 

 

 

4. Click on Edit Listing.  The data entry screen will appear for that listing.   

 

 

 

 

 

5. Scroll to the bottom of the data entry screen.  Paste the URL (web address) for the 
virtual in the appropriate box.   



                                                                                                                                              Working with Sellers 

July 2013  65 

6. Click on the Save button.   

 

 

 

 

 

A virtual tour created in Property Panorama should be placed in the Virtual Tour 
Link PP box.  A virtual tour created by a professional photographer or virtual tour 
company should be placed in the Virtual Tour Link box.   

If you know when you input your listing into Fusion that you will be adding a 
virtual tour (either from Property Panorama or another company), you may choose 
to opt out of the automatic Slide Show creation.  Look for the box to Opt Out in 
Fusion’s Add New Listing, in 1st Addition, and in the Swift Dual Entry system.  
Remember that if you Opt Out, you cannot change your mind later!  You will need 
to create a Virtual Tour to replace the Slide Show.   
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Using Property Panorama Virtual Tour Software 

Property Panorama is a simple, easy to use Virtual Tour solution provided to you at no 
charge by FMLS.  Now you can enhance your listing without affecting your bottom line!  
You can create a virtual tour with as many photos as you’d like – 16, 32, 64 or more.  You 
can add still photos and use the auto-stitch feature to create scrolling 180° or 360° 
panoramas.  You can also include an unlimited amount of text to describe every important 
feature of your listing.  Several tour templates and background music choices are available 
to truly personalize your virtual tour!  High resolution photos are supported – and with very 
fast load times!  Property Panorama virtual tours are easily uploaded to REALTOR.com 
(only normal REALTOR.com charges apply – none from FMLS or Property Panorama!), 
as well as to other popular real estate sites and even YouTube! 

Automatic Slide Show Creation 

Property Panorama automatically creates a slide show for you, using the photos you upload 
with your listing – as long as you upload 3 or more photos.  It is important to note that 
the slide show will be created after midnight of the day you input the listing.  If you 
add your listing with only 1 photo, intending to add additional pictures at a later time, the 
slide show will not be created until such time as you add three or more photos.  After that, 
any time you upload additional photos to your listing, the slide show will be updated with 
those photos – again, after midnight of the day you add the photos.    

It is important to note that the automatically created Slide Show will be replaced if 
you create a Virtual Tour in Property Panorama.  The Virtual Tour uses higher 
resolution photos than the ones you upload to Fusion, and, of course, can accommodate any 
number of photos – 20, 60, 80 or more, as well as the panoramas!  The photos of your 
listing and the text from the Public Remarks section of your listing information will be 
included in the Slide Show Because the Virtual Tour is a much more polished and 
professional vehicle for your photographs, it automatically replaces the Slide Show.   

 

If you replace the Slide Show with a 
Virtual Tour, you cannot retrieve the  
Slide Show.  Likewise, if you delete 
the Slide Show (using Add/Edit Media),  
you cannot retrieve the Slide Show.   
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To create a Property Panorama Virtual Tour: 

1. Hover over the Add/Edit tab. 

2. Click on Edit Listings. 

 

 

 

 

 

3. Click on the Edit button for the appropriate listing.   

 

 

 

 

 

 

4. Click on the Create a Virtual Tour button.  
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5. The Property Panorama tour manager will be loaded.  Follow screen directions to 
create the virtual tour.   
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Where Do Virtual Tours Display in Fusion? 
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Adding Documents in Fusion 

Important documents such as a Property Disclosure Statement, a Lead Based Paint Exhibit, 
a Plat Map, Floorplans, etc., may be included with the data displayed for a listing in Fusion.  
This is accomplished with Fusion’s Document Management System.   

For more information on this process please attend the 3 CE credit Document 
Management class or review the Electronic Document Management training materials 
located in the Knowledge Base on FMLS.com.   

Where Do Documents Appear in Fusion?  

 

 

 

 

 

 

 

 

 

 

 

 

Editing Map Pin Placement 

Pin placement on Fusion maps is based on logic designed by Microsoft that is implemented 
by Fusion.  The property’s street address is used to accurately place the pin.  Occasionally 
the logic fails, or a listing agent enters a street name incorrectly.  Either circumstance will 
result in a pin being placed on the map in an incorrect location.  This can affect how buyer 
agents view the property, and can affect driving directions.   

Be sure to check the pin location for accuracy after entering listing data.  If the pin is placed 
incorrectly, use the Fusion Map Location tool to move the pin to the correct location.   

You will notice that Fusion uses two map pin locations.  One represents the house itself and 
when pinned correctly should be located on the roof of the property.  The second pin is 
used to determine driving directions and should be placed in front of the property and 
touching the street that is contained in the address. 
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To change pin placement: 

1. Hover over the Add/Edit tab. 

2. Click on Edit Listings. 

 

 

 

 

 

 

3. Click on the Edit button for the appropriate listing.   

 

 

 

 

 

 

4. Click on the Map Location button.  
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5. Click on the Edit Map Location button.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Select the Hybrid map view to ensure proper pin placement.   

7. Click to select the appropriate pin to change.   
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8. If moving the Rooftop pin, place the cross-hair mouse pointer on the roof of the 
property and click once.   

9. If moving the Street Front pin, place the cross-hair mouse pointer touching the 
street in front of the property and click once.   

10. Click on the Save button to move the pin(s).   
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Adding Open Houses and Caravans 

FMLS offers GeorgiaOpenHouses.com to aid agents in drawing higher numbers to open 
houses.  Maintained and advertised by FMLS, this website which is designed to attract 
local home buyers to FMLS listings.  Any FMLS member may place Open Houses in the 
database free of charge!  It’s another great implement to add to the long list of FMLS 
marketing tools!   

Broker Caravans provide the ability for agents to open their listings to agents from other 
brokerages.  It’s a great way to touch a large number of agents who may have buyers 
interested in a particular area.  It also allows agents to preview properties listed with other 
companies!   

Fusion makes it easy to input information for both Open Houses and Caravans!   

To add an Open House: 

1. Hover over the Add/Edit tab and click on Edit Listing.   

 

 

 

 

 

2. Click on the Edit button for the appropriate listing.   

 

 

 

 

 

 

3. Click on the Open Houses button.  

4. When the new screen appears, click on the Add Open House button.   
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5. Use the boxes provided to choose Open House type (public for the Open House to 
appear in GeorgiaOpenHouses.com), date, start and end times, and status.  Also 
provide information about refreshments being served and remarks and driving 
directions.   

6. Click on the Save button to finish. The Open House will be added to the database 
within 15 minutes.   
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To add a Caravan: 

1. Hover over the Add/Edit tab and click on Edit Listing.   

 

 

 

 

 

2. Click on the Edit button for the appropriate listing.   

 

 

 

 

 

3. Click on the Open Houses button.  

4. When the new screen appears, click on the Add Open House button.   
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5. Use the boxes provided to choose Open House type (Broker), date, start and end 
times, and status.  Also provide information about refreshments being served and 
remarks and driving directions.   

6. Click on the Save button to finish. The Listing will be added to the Caravan for the 
specified date within 15 minutes.   

 

 

 

 

 

 

 

 

 

Please notice the Type column of the Open House summary screen.  “Broker” in 
that column denotes a caravan listing.  “Public” denotes an Open House.   
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Reverse Prospecting (Working on Behalf of the Seller) 

Reverse Prospecting is a tool for listing agents.  Reverse Prospecting shows a listing agent 
the names of buyer’s agents with prospects whose search criteria match a listing they are 
currently representing.  The listing agent will not be able to view the buyer’s name, but 
will see a reference ID that will help the buyer’s agent identify the prospect when they 
are called or emailed.   

The buyer’s agent has the choice to select “No” for Reverse Prospecting when 
entering the buyer’s information.  As a result, the buyer and buyer’s agent will 
not be included on the Reverse Prospecting list.   

 

To view the Reverse Prospecting list: 

1. Hover over the Add/Edit tab and click on Edit Listing.   

 

 

 

 

 

2. Click on the Edit button for the appropriate listing.   

 

 

 

 

 

 

3. Click on the Reverse Prospect button.   
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Use the information on the Reverse Prospecting list to contact the Agent whose 
buyer’s search matches the listing.  The Search ID will enable the buyer’s agent to 
identify the search/buyer that matches the listing.  The Agent Name link will open an 
Agent Information window with phone numbers and email addresses.   

 

The Email icon next to the Agent’s name will open an email window with a template in 
place that pertains to the Search ID number and includes a link to the listing.   
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Logging Out of Fusion 

It is important for you to log out of Fusion when you are finished working.  This is 
especially true if you are working on Fusion in an office environment.  If you neglect to log 
out of your office workroom computer, the agent who uses the computer after you will be 
using your Fusion ID.  This means they would have access to all your information.   

To log out, click on the Sign Out link at the top right of the Fusion page.   
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Review of Objectives 

You should now know how to: 

 Access and navigate www.FMLS.com and Fusion 

 Use Home Page Gadgets to quickly access information in Fusion including listing 
database additions and changes, personal inventory, contacts and more. 

 Utilize information in an Agent Detail Report to research and analyse a property in 
preparation for a listing appointment.   

 Prepare and analyze area statistics for a listing presentation.   

 Export data from Results lists to further manipulate information outside Fusion.   

 Search for comparable properties to include in a CMA report.   

 Build two kinds of CMA reports.   

 Enter listing information in the FMLS database using Fusion’s Add New Listing 
feature.   

 Enhance listings by uploading photos and virtual tours; ensuring proper pin 
placement for mapping; adding documents such as disclosure statements; adding 
caravan and open house information.   

 Use Fusion’s Reverse Prospecting tool to locate prospective buyers for a listing. 

 

 

Wrap Up Questions 
 Which FMLS database must be used to search for properties to use in StatsPro?   

 May listing data in Search Results be moved from Fusion to another program?   

 What two methods are available for preparing Comparative Market Analysis 
reports? 

 Where is the Fusion listing data entry tool and what is it called? 

 What is the name of the software provided by FMLS for the creation of free 
virtual tours? 

 What is Reverse Prospecting?   
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Appendix: Using 1St Addition 

To add a listing using 1st Addition Add/Edit: 

1. Hover over the Add/Edit tab.   

2. Click on 1st Addition Add/Edit.   

 

 

 

 

 

 

 

 

 

3. To begin your data input, click on the property type on the left navigation bar for 1st 
Addition.   

 

 

 

 

 

 

 

 

3. Continue by clicking on the Add Listing button.     
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4. An Enter New Listing window will open.   

5. Use one of the tabs (Address, Owner Name or Parcel ID) to allow Fusion to auto-
populate fields in the data entry form from tax records.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Click to select the address for auto-population.   

7. Click on the OK button to continue.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Type the listing data in the fields provided.   
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9. Click on Save as Active to save the listing and add it to the FMLS database, or 
click on Save as Incomplete to finish data input at a later time (within 72 hours).   
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Several fields in the input screen allow you to choose multiple descriptors.  These fields 
have a maximum number of choices allowed.  Often, the number of choices available 
exceeds the number that can be used.  Clicking on the icon to the right of the field will open 
a window containing all choices available.  The box also provides a count of the descriptors 
selected.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Fusion 101: Working with Buyers  
(3.25 hours) 3 CE Credits 

In this course, students will learn how to:  search for one 
or multiple properties by various parameters, how to ex-
tract and analyze property information, and utilize the in-
formation to prepare for showings; how to create and save 
customized searches and results grids; how to use ad-
vanced mapping to visualize location and accessibility to 
key landmarks, spot points of interest, search for proper-
ties in a specific geographic area, and generate driving 
directions; how to prepare reports and share property in-
formation with their clients via email to aid them in the 
property selection process.   
 

Fusion 102: Working with Sellers 
 (3.25 hours) 3 CE Credits 

Students will learn how to:  search for information on a 
subject property using the FMLS database, the FMLS 
History Report and tax records; how to extract and ana-
lyze pertinent information and import comparable proper-
ties’ data into two different CMA Reports; how to analyze 
area statistics for a listing presentation; how to utilize 
available tools for inputting and enhancing a listing; how to 
run a reverse prospecting search to identify agents with 
prospective buyers.   
 
Fusion Advanced: Prospecting & Managing Contacts  

(3.25 hours) 3 CE Credits                  
Students will learn how to:  use Fusion’s suite of Contact 
and Search Management tools to communicate with their 
clients.  Students will also understand and utilize property 
search auto-notification settings and how to create a   
personalized client website to house listing information. 
Students will leave with an understanding of how to man-
age, track and follow up with their clients and prospects. 
 
Realist 101:  Utilizing Property Centric Data for Deeper 

Insight into the Real Estate Market  
(3.25 hours) 3 CE Credits 

In this course, students will learn how to: search for one or 
multiple properties by various parameters and export the 
records into standard mailing label format for marketing  
purposes; extract pertinent information from property rec-
ords;  generate reports to analyze comparables, market 
trends, and neighborhood/area profiles; create and save 
customized searches and results grids; use advanced 
mapping to visualize location and accessibility to key land-
marks, spot points of interest, search for properties in a 
geographic area, and quickly identify key indicators (such 
as foreclosures, listing information, and distressed sales.   

 
Realist 201:  Mining Property Data for Greater Insight 

into the Real Estate Market     
(3.25 hours) 3 CE Credits 

This course is formatted uniquely to answer agents’ spe-
cific “how to” questions for finding buried data, and to pro- 
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vide insight on creative ways to use the features covered In 
the Realist 101 class.  Students will learn how to:  create and 
save custom searches to retrieve specific information; search 
for homes in Foreclosure; use the Realist Map to refine a 
search geographically; export Realist data to spreadsheet 
software for further manipulation; use map tools to obtain 
market data and ownership information.     
 

Document Management 101 - Digital Documents  
and Signatures 

(3.25 hours) 3 CE Credits 
Learning to use tools to create, save, share, and sign docu-
ments digitally is critical in todays technology-driven world.  
Buyers and Sellers are expecting real estate professionals to 
use electronic signing and smart mobile devices to communi-
cate and to process transaction documents more frequently.  
In this course, students will learn how to use FormsPro to 
create real estate contracts, and how to request signatures 
electronically using FMLS eSign.   
 
Document Management 102 - Digital Document Storage 

(3.25 hours) 3 CE Credits 
Due to the rapid consumer adoption of smart mobile devices, 
it is predicted that mobile usage will overtake desktop usage 
by 2015.  Learning to use tools to store and share documents 
online will prepare agents for this trend now and allow them 
to be more organized and efficient during a real estate trans-
action.  Students will discuss and practice electronic docu-
ment storage using DocuPro and become familiar with other 
time-saving tools for document and task management.   
 
Marketing 101 - Marketing Your Listings with FMLS Tools 

(3.25 hours) 3 CE Credits 
The real estate market is highly competitive and agents must 
develop creative marketing strategies to sell their listings.  
Simply providing listing data and photographs to a multiple 
listing service is no longer enough!  Exceptional photos with 
descriptive text, virtual tours, accurate mapping of properties 
for driving directions, the availability of documentation such 
as disclosure statements, open houses and caravans are 
necessities.  Free FMLS tools, such as Property Panorama, 
along with free software available on the internet for photo 
editing are explored to provide more power for listing agents.   
 

Tools for Success - Beyond the Basics 
(3.25 Hours) 3 CE Credits 

This class will showcase free FMLS software that is often 
overlooked by agents.  Tools such as FIND, GoFMLS, List-
ingbook, Rate Plug, StatsPro, and more will be explored as 
enhancements to the familiar tools that are part of FMLS 
membership.  Hands-on exercises will be used to show how 
these additional software packages can be used by either 
listing or buying agents to provide additional services to their 
clients.   
 
 



 

Webinars (continued) 

Needed to give the listing maximum exposure; how to add the 
listing to FMLS; the importance of, and steps to add media; 
what to do when the property goes under contract; what to do 
when the property sells.  
 

Getting Started with FormsPro 
Students will learn how to: log into and navigate the 
FormsPro system; utilize FormsPro to create a digital Client 
Transaction folder; select and add GAR forms to a Client’s 
transaction folder; email forms to clients; locate and print 
blank GAR forms and administrative forms; and locate basic 
troubleshooting information for FormsPro.  
 

New Member Orientation for Brokers, Office 
Managers and Administrative Staff  

This webinar is designed to introduce new member brokers 
and office managers to FMLS benefits and  services. Learn to 
navigate FMLS.com, get an overview of products such as 
Fusion, and FormsPro; become familiar with additional prod-
ucts such as Kurio, FIND and more; understand the life of a 
listing and admin processes. 

 
Getting Started with FIND:  Gaining a Competitive Edge 

with National Property Information 
Learn how to use FIND to quickly search a national property 
database which includes FMLS, tax and 3rd party data; gain 
insight into properties and areas across the US; use property 
details to analyze lifestyle considerations and community 
information; and access advanced mapping and  categoriza-
tion options. 

 
Getting Started with FMLS eSign:  Your Electronic Signa-

ture Solution 
Students will gain an understanding of the basics of electronic 
signatures including security procedures and legalities.  They 
will learn how to opt-in and access eSign; how to initiate a 
signing session to include specific contracts and signers; how 
to track the progress of the session; and how to view its histo-
ry.   
 

Getting Started with Fusion’s Contact Website &  
Contact  Manager  

The webinar introduces the basics of the Contact Manager 
and Contact Website tools which automate searching for buy-
ers and provides a custom website to those buying clients.  It 
also provides an overview of Importing/Exporting contacts 
and bulk emailing tools.   

 

Webinars 

Fusion Fundamentals 
Learn the basics of Fusion!  Participants will gain an un-
derstanding of the Fusion gadgets; how to perform a 
search; and how to review search results. The class will 
also provide a brief overview of Fusion’s more   advanced 
features such as the CMA Wizard, client website options; 
auto-notification; and StatsPro.  

 
Introduction to Social Media for Real Estate:  Market-

ing Online and Blogging for Business 
This webinar offers an introduction to the world of social 
media, and suggests solid first steps to help agents intro-
duce social media into their marketing and PR efforts. 
Students will learn: what Social Media is; why it is im-
portant to business; the most popular types of social me-
dia and how to use each effectively; how to measure the 
ROI (return on investment) of social media.  
 
CMA Basics - Researching and Preparing Comparable 

Reports Using Fusion 
Learn: how to research a subject property in preparation 
for a listing presentation; how to search the FMLS data-
base for comparable properties; how to review market 
statistics for the area around the subject property; how to 
prepare 2 formats of CMA reports; and how to enhance 
the Fusion data with data from the tax database.   
 
 Getting Started with Realist: Using Tax Data to Boost 

Market Knowledge 
This webinar provides a walk through of the basics of Re-
alist.  Participants will gain a general understanding of 
how to access and navigate the program; how to perform 
searches for single or multiple properties; how to generate 
reports for comparable properties, market trends and 
neighborhood profiles; and how to use the Realist map 
and it’s overlays for more market info.   
 

Kurio©: Real Estate Data On The Go, Anytime. Any-
where  

Receive an introduction to Kurio©!  Students will learn how 
to use the free software (available for any mobile device) 
to search on-market and off-market property listings; view 
property details including showing instructions; and use 
GPS technology to display nearby listings. 

 
Add/Edit in Fusion 

Learn: how to navigate Fusion’s Add/Edit; the forms and 
procedures to list and sell properties using FMLS; what to 
bring to the Listing Appointment to gather the information  
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FMLS Course Offerings (continued) 
(All courses are provided to FMLS Members FREE of charge) 

 

Classes are available at all 3 FMLS locations: 

Register Online: 
www.FMLS.com 

(log in, hover over Training, click on Training Schedule) 

Northeast Center 
2250 Satellite Boulevard, Ste 215 

Duluth, GA 
678-475-0544 

Northwest Center 
166 Barrett Parkway, Ste D 

Marietta, GA 
678-290-9493 

Main Center 
5457 Roswell Road, Ste 304 

Atlanta, GA 
770-255-8660 




