Print Tutorial

The Print feature allows users to print information for one or more records/listings using the pre-defined print
templates.

The step-by-step instructions below take you through the process of printing a record/listing.

Step 1: Click ‘My Records’ located on the Task Menu. Select ‘Print’.
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The ‘Print Property Listings’ workflow will open at the top of the screen.
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1. Select a folder.
2. Select a record/listing.
3. Select a listing by double clicking the property record
e or dragging and dropping the listing into the grid below.
Cancel




Step 1: Select the record in the table on the left to choose a record and select a listing associated with that record for

printing. The record will appear in the top table on the right. The associated listing(s) will appear in the bottom table on
the right.
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2. Select a record/listing.
3. Select a listing by double clicking the property record

or dragging and dropping the listing into the grid below.

Select a record/listing by double clicking the property record or dragging and dropping the listing into the grid below.
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1. Select a folder. o — 21
2. Select a record/listing.

3. Select a listing by double clicking the property record

or dragging and dropping the listing into the grid below.

Selected Listing(s):

19804 19512 2500000 (1] 1] Published Lincoln Plaza 500 N Akard St, Dallas, TX 75201~ Office General

If the user wants to remove a listing from the grid, simply select the desired listing in the grid and click the ‘Remove
Selected Listing’ button.

| —eemEssEemea

Selected Listing(s): | Remove Selected Listing |

Listing ID sme/Space« Asking Price Space Available| Max Rent nm Rent Publish Status
19512 2500000 Published Lincoln Plaza 500 N Akard St, Dallas, TX 75201~

19804 13835 1910 4343 Published

Lincoln Plaza 500 N Akard St, Dallas, TX 75201- Office

When the desired listing(s) have been selected, click the arrow on the right of the workflow to continue to the next step.
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Step 2: The listing(s) the user selected in Step 1 are now listed in the ‘Selected Listings’ table on the left.
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| W | Preview and Print
All the above listings will be printed using the selected template. Listings that are
highlighted will show in the listing preview below.
Cancel

The user can now print the listing(s) using any Template available in the drop down menu.
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Once the user has selected a Template, click the ‘Preview and Print’ button to view a sample template.
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All the above listings will be printed using the selected template. Listings that are
e highlighted will show in the listing preview below.
Cancel

The user can now click the ‘Print’ button or click the ‘Close Preview’ button to return to the previous screen and select
another template.

Print Preview ox

COIM TECHNOLOGIES, INC.
Lincoln Plaza

Address: 500 N Akard St
Dallas, TX 75201-3302

[

Contact Information

First Name: Ashley
Last Name: Sloan
Company Name: CCIMTECH
Direct Phone: (469) 232-2606
Email: ashley@ccimtech.com

Property Information Property Description
-
Total Property SF: 1,100,000 Lincoin Plaza is a 45-floor class A office tower located in
Property Type: Office the center of the vibrant cultursl and entertainment district
Land Area: 1.1 Acres of downtown Dallas.
Transsction Type: For lease
Property Sub-Type: General Office Building
Special Use Type:  Office Building/High Rise
Year Built: 1984 3
Property Website
Lease Information Lease Description
Listing ID: 13835 Suite number 1910 is available for lease on the 15th floor of il
ks g, i N P A S M




Note: All the selected listings will be printed using the selected template. Listings that are highlighted will show in the
listing preview.

When the user clicks the ‘Print’ button, the user can select a printer and click the ‘Print’ button to print the selected
record(s)/listing(s).

Name: [Canon MX340 series Printer V] [ Properties... ]
: Status:  Ready
'{ Type: Canon MX340 series Printer
Where:  USB0O1
Coe [ Print to file
Print range Copies
‘ OF Number of copies: 1 —:
Pages from: |0 to; |0
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All the above listings will be printed using the selected template. Listings that are
highlighted will show in the listing preview below.
Cancel \
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Step 3: What Do You Want To Do Next?
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2> Publish
o

Step 3
Marketing Tools

{4y STDBReports o ds with th
o ——_—

# _ Listing Service(CIE)

=
q"'v |

s Push to Listing
Lo Service(CIE)

‘ Le Analysis Tools 1

Cancel

Return to Task Menu




The user has the option to move to other workflows, carrying the record(s)/listing(s) they just created with them. They
now have the opportunity to:

1. Publish the record(s)/listing(s) they recently selected to print.
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2. Run STDB Reports on the record(s)/listing(s) recently selected to print.
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3. Sync recently selected record(s)/listing(s) to print with Listing Service(s) (CIE).
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4. Push the recently selected listing(s) to print to Listing Services.
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5. Use Marketing Tools on the record(s)/listing(s) recently selected to print.
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6. Use Analysis Tools on the record(s)/listing(s) recently selected to print.
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If the user does not want to continue to a new workflow with one of the options listed above, they can click the ‘Return
to Task Menu’ button and be taken back to the CCIMREDEX home screen.
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