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Configuring an MLS Flyer Template
in Integrated Design Studio
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Overview

This guide provides detailed, step-by-step instructions for configuringan MLS-integrated flyer template in MAXA. It
assumes you already know how to use MAXA’s admin dashboard. It includes the processes for both creating or
editing a flyer design and configuring MLS merge fields within that design.

Creating or Editing a Flyer Design

You can either start from scratch or modify an existing design. The steps below apply in either scenario.

Step-by-Step to Create or Open a Design

1. Login to MAXA and navigate to the admin dashboard.
2. Inthe top navigation menu, click Designs.
o To create a new design, click the New Design button.
o To edit an existing design, locate it in the list and select [...] 2 Edit Master Template.
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3. Ifyou are creating a new design:

a. Enter atitle (for example, |Open House Flyerl).
Select 1 Sided Flyer for the format.

Enable the Is Template option.

Assign a category (for example, Open House Flyers).
Click the Save button to enter the editor.
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Adding and Editing Design Elements

Adding Images and Linking to MLS

1. Inthe editor, click the Uploads tab.

2. Insert placeholder images where MLS photos should appear.

3. Right-click on the image and select Image replace from the context menu.
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4. Inthe Properties panel:

a. Expand Properties and then Property 1.
b. Select the desired image from the list.

21662 Brookhurst Street #C

Huntington Beoch, CA
82648

0"

Print Download Share [

BATH SOFY
2 1,000
qeasitrrsaission won
Qi

5. (optional) Enable the Upload Zone option to allow users to replace the image.
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Adding and Mapping Text Fields

Click the Text tab.
Type a placeholder, such as |1234 Main Street|, and click Add Text.

Resize and style the text box as desired.
Right-click the text field and select Text replace.
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5. Inthe Properties panel:
a. Expand Properties and then Property 1.
b. Select the desired MLS field (such as STREET) from the list.
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Note

Some agent-related fields (like name, email, and phone number) can come from either the MLS listing data (as
Agent 1 fields under PROPERTY 1) or from under PARTNER PROFILE, depending on the setup or your preference.
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Note

The Headlinefield in the property search box corresponds to the TITLE field in the design editor. When you enter a
headline, it populates any text fields mapped to TITLE. If you leave the headline empty, the template will show its
placeholder text (for example, Just Listed). To ensure professional results, always set meaningful default

placeholder text.
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Adding MLS Property Decriptions with Character Limit

MAXA does not display character counts natively for merge fields like property descriptions. To ensure proper

layout, follow these steps (TE recommends using CharacterCountOnline for counting):

1. Add aplaceholder paragraph that has approximately fills the available space.
2. Copy the text and paste it into an online counter, such as CharacterCountOnline.
3. Record the character count.

Lorem ipsum Golor St amet, CoNsectetur adpscng ot
Donec voktpat dapibus diam mollis interdum. Aenean
pulvingr cursus mi, et aliquam diam faucibus ut. Duss
VIVOITa eusmod nisl mattis dapibus. Integer lacing
molis turpis, sod dignessim lectus vestibuium ut
Allguam accumsan in nulla in malesuada. In tincidunt
hendrerit felis, in vestibulum nibh blandit st amet. Nunc
vestibulum vel mordi. Lorem ipsum dolor st amet,
consectetur adipiscing elt. Donec volutpat dapibus
diam mollis interdum. Aenean pulvinar cursus mi, et
aliquam diam faucbus ut. Duis viverra euismod s
mattis dapbus. integer lacinia moliis turpss, sed
dignissim lectus vestibulum ut. Aliguam accumsan n
nulla in malesuada. In tincidunt hendrerit feks, n
vestibulum nibh biandit sit amet. Nunc vestibulum vel
morbi

4. In MAXA, right-click the text box and select Text replace.
5. Inthe side panel, expand PROPERTIES, then PROPERTY 1.
6. For DESCRIPTION 1, click the settings button (gear icon).

o

21662 Brookhurst Street #C a0 BATH sQFY
Huntington Beach, CA 82646
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7. Intheoptionsbox, enterthe maximum character count based on the count you recorded earlier and click
the Submit button.

Description 1 options

e m

Merge Field Reference Table

Use thistableto determine which MLS listing fields from Total Expert are supported in MAXA, how they display, and
whether they are appropriate to use in marketing templates.

Column definitions:

e TE MLS Field (Source) - The data field provided by Total Expert's MLS feed.
e MAXA Field (Displayed in Ul) - The label or field name as seen by administrators and users in the MAXA
interface.
e Template Use - Provides guidance on how the field can be included in a template design:
o  Safe - Field is supported by the TE MLS feed and can be mapped. Data availability may vary by
listing.

o OK - Field can be included if entered by the user. Requires manual input.
o xDo not use - Field is not supported by TE MLS and should be excluded from templates.

TE MLS Field MAXA Field Template
(Source) (Displayed in UI) Use

mls number MLS v Safe
listing url LISTING URL v Safe

— FULL MLS ATTRIBUTION x Donotuse
— SHORT MLS ATTRIBUTION x Donotuse
— OPEN HOUSE DATE x Do notuse
— OPEN HOUSE START TIME x Do notuse
_ OPEN HOUSE END TIME x Do notuse
— OPEN HOUSE TIME INTERVAL x Do notuse
_ OPEN HOUSE DATE AND TIME INTERVAL x Do notuse
public remarks DESCRIPTION 1 / Safe

_ TITLE OK

list price PRICE v Safe

— UNIT NUMBER x Do notuse

www.totalexpert.com
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TE MLS Field MAXA Field Template
(Source) (Displayed in UI) Use
state or province STATE v Safe
address, else, street STREET v Safe
city CITY / Safe
city +state or province CITY STATE v Safe
city +state or province + CITY STATE ZIP v Safe
postal code

list price /sq ft PRICE PER SQFT v Safe
address +city +state or province STREET CITY STATE v Safe
address +city +state or province + STREET CITY STATE ZIP v Safe
postal code

— STREET WITH UNIT x Do notuse
Street STREET NAME v Safe
street number STREET NUMBER v/ Safe
city region NEIGHBORHOOD / Safe
sq_ft BUILDING AREA v Safe
lot size LOT SIZE v Safe
bedrooms total BEDROOMS v Safe
bathrooms half HALF BATH v Safe
bathrooms full FULL BATH v Safe
bathrooms total integer TOTAL BATH v Safe
tax annual amount TAXES v Safe

— FEES x Do notuse
agent full name AGENT 1 FULL NAME v Safe
agent first name AGENT 1 FIRST NAME v Safe
agent last name AGENT 1 LAST NAME v Safe
agent email AGENT 1 EMAIL / Safe

— AGENT 1 TITLE x Do not use
— AGENT 1 OFFICE PHONE OK
list agent preferred phone, else, AGENT 1 MOBILE PHONE v Safe
list office phone

End User Interaction & QA Checklist

This section describes the steps an end user must take to generate an MLS-based flyer and outlines Quality
Assurance (QA) points that administrators should confirm prior to publishing a template.

How End Users Select and Populate an MLS Flyer

1. From the dashboard, locate and select an MLS-enabled flyer.
2. Forthe flyer you want to personalize, select Create Design.
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3. Inthe Partner tab, select your co-marketing partner.

+ Dashisoard

Create Design

r Property Sear Selected Design

Just Listed i e i

o—

4. Click the Next button. The box advances to the Property Search tab.

Note
Currently, only active listings from the selected co-marketing partner will populate automatically. If you need to
reference a sold listing, use the MLS ID search instead.

5. Active listings associated with the co-marketing partner you selected on the Partner tab automatically
populate. Thisisthe preferred and most reliable method for populating flyer content. If the desired listing
does not appear automatically, search by MLS ID using the Search by MLS ID field.
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Create Design

Partrar Praparty Search

2331 Drifowood Lame, Mound, M 353384 Sold, $14850000
ES80 Oliva Lame M, Mapla Crosve, MK 5531 (Sold, S265000)
ESES 190th Streat, Lestor Pradrie, MM 55354 |Solg, $200000)

&1&0 Stand|sh Avenue, Minnespalis, MN 55407 (Sold, $269200|

U700 Grandview Averiue, Minnetista, MM 35364 (Seld, $6T¥R00)

Back

Y

Note

Searching by address is unreliable and likely will not return expected results.

6. Ifthe description exceeds the character limit, trim it down directly in the editable field.
7. Review and confirm all fields (address, price, agent name, and so on). What you see here is what will
populate your flyer. Edit the information for formatting or accuracy as needed.
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Partner Property Search

4970 Crardview Ao Mirnetrista

MN 55564

Beauting Red Oak 2 Story stuated on a ) acre 1ot just a few Dlocks froem Lake MaAanetonia. The main lovel features an open

The upper level has 4 Bodecorms undry and & master suite with a lerge walk in shower. The finlihed Basement adds a bonus
liverg teom. 5th bedioom and tons of storege. This is the Liggest 1ot in the duvelcpment and offers prvecy while eroying the
Besutiful ceck, grillng with famdy and friends. The garage is fully finished and hested. Orona school bus stop | Block sway

Shoren Expang AT chatactons max 634

Bo0f plan great foe entertaning. Qourmot kitchan with SS applances lege contor island Quarns counters and hardweed floers

Selected Design

T

Just Listed
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8. Onceyouselectan MLS listing, its available photos are shown. Select the ones you want to include on the

flyer.

Note

You can check the Upload All Pictures option to make the entire gallery available in the design editor. However,
this will not automatically populate the image fields in your flyer. If you do not select any individual photos, your

flyer will display placeholders instead.
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Tip

The order in which you click the images determines where they are placed on the flyer. The first one you click
replaces Image 1, the second one replaces Image 2, and so on. To avoid confusion, select only the number of
images your template supports, and click them in the exact order you want them placed.

9. Checkthe property listing authorization option to confirm that you are allowed to use this listing.

10. Click the Create button.

11. Make any additional user-permitted changes (text, images, formatting). Then download, print,orshare the
final flyer.
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