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VMLXchange ï Minimum Operating Requirements 

 
Do You Have the Right Computer and Software? 
 
MLXchange is a highly sophisticated online software application. Just like programs that run directly on your 

computer, MLXchange has system requirements. For MLXchange to function properly, you must use the Internet 

Explorer browser on a computer running Windows XP Service Pack 2 or Vista.  Sometimes our Customer Support 

Center takes calls from members working with Windows 98 or Windows ME, but unfortunately these outdated 

operating systems cannot run all the features of MLXchange. If you are running one of these old operating 

systems, our technical support professionals will be unable to help you troubleshoot technical issues. 

¶ Minimum Operating Requirements:  (Minimum Standard) 
- Microsoft Windows Vista or Microsoft XP operating system with Service Pack 3 or higher 
- Minimum Hardware: PC with 1.8 GHz Intel Pentium 4 (or equivalent) with 256 KB  
 integrated L2 cache, 512 MB RAM and 100 MB of available hard disk storage space or more. 
- Recommended Hardware: PC with 2.8 GHz, Intel Pentium 4 (or equivalent) with 512 KB 
 integrated L2 cache, 1 GB RAM  and 100 MB of available hard disk storage space or more. 
- 1024 x 768 at 96 DPI resolution video adapter and monitor 
- Bi-directional Internet access with a 56 kbps connection speed (higher speed cable modem, DSL, 
 or faster is recommended) 

¶ Supported Browsers/Operating Systems: 
- Internet Explorer 7 on Windows XP (Home Professional) Service Pack 3 
- Internet Explorer 7 on Windows Vista 
- Internet Explorer 8 on Windows XP (Home or Professional) Service Pack 3 
- Internet Explorer 8 on Windows Vista Service Pack 1 
 
If you are not sure what version you are using, open Internet Explorer and click on Help then About 

Internet Explorer.  If you need to upgrade, go to http://www.microsoft.com/ie and click ñGet It Nowò to 

be taken to the page to download Internet Explorer Version 8. **You will need to verify that all of the 
programs on your computer will work with Internet Explorer 8 before upgrading. 

¶ Recommended Screen Resolution:  Your screen resolution on your PC should be set at 1024x768.  
800 x 600 is not supported.  To check or change your resolution, right click on your desktop, select 
Properties and then click on Settings.   

¶ DPI (Dots Per Inch) Resolution Setting:  Your DPI setting on your monitor should be set at 96 DPI 
(Normal Size).  To check or change your resolution, right click on your desktop, select Properties, click on 
Settings and then Advanced 

¶ Use Internet Explorer:  In order to use MLXchange successfully, Internet Explorer is the only browser 
you should use.  Do not use other browsers such as AOL, MSN, Firefox, Opera, Safari, etc. 

¶ Don't Go Back.   When using MLXchange, do not use the Back button on the Internet Explorer toolbar, 
but rather make a habit of using the navigational buttons within the MLXchange application.  Clicking on 
the Back button could produce error messages. 

  

http://www.microsoft.com/ie
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V General PC Maintenance for Optimal Performance 

Automatic Updates:  

Keep your computer up to date with Windows Updates.  

 

To turn on automatic updates for Windows XP, click on Start and then Control Panel.  Click on Performance 

and Maintenance or the icon for Automatic Updates (Classic View). Choose one of the following options:  

 

- Download the updates automatically and notify me when they are ready to be installed.  

 (This is the default setting.) 

 

- Notify me before downloading any updates and notify me again before installing them on my  computer.  

 

To turn on automatic updates for Windows Vista, click on Start (round Windows logo in the lower left corner) and 

then click on Control Panel. Click on the option for Security. Look for the option for Windows Updates, and 

then click on the link to ñTurn Automatic Updating On.ò 

Delete Temp Files: 

Delete Your PC Temporary Internet Files and History:   
 

As you surf the Internet, files are being stored in your Temporary Internet Files folder on your hard drive.  Also, 
shortcuts to the pages you have viewed on the Internet are stored in your History Folder.  If a large amount of files 
are allowed to build up in these folders, your system functionality and performance can be affected.   
 
We recommend that you empty your Internet Temporary Files and History folder at least once a month.  This 
practice should be part of your regular computer maintenance 

 

 

 

 

 
 
 
 
 
 
 
 

General Tab: 

Internet Explorer 7 Users: Open Internet Explorer, and 

click on Tools and Internet Options.  On the General 

Tab, click the Delete button under Browsing History.  

Click the Delete Files button under Temporary Internet 

Files.  When done, click Close and OK.  Close and 

reopen Internet Explorer. 

 

Internet Explorer 8 Users: Open Internet Explorer, and 

click on Tools  

and Internet Options. On the General Tab, click the 

Delete button under Browsing History. Uncheck all 

boxes except for Preserves Favorites Website Data, 

Temporary Internet Files, and History. Click the 

Delete button at the bottom. 
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VMLXchange - PC Setup and Preparation Checklist 

Important PC Settings for MLXchange ï Five Easy Steps 

To configure your computer for optimum use with MLXchange, please follow the five easy steps.  These settings 
are required in order to perform all the functions within MLXchange.   

Step One Turn Off Pop-up Blockers:   MLXchange does not work properly if you have pop-up   

 blockers turned on. If you have a pop-up blocker or several pop-up blockers enabled, you  

 will need to turn them off or allow pop-ups from MLXchange.  This includes any add-on   

 toolbars (e.g., Google, Yahoo, etc.). 

Step Two Install ActiveX Controls.  Before you log into MLXchange, you need to download some small 

files to provide added performance, security and functionality.  Go to 

http://mfr.mlxchange.com/ax and then click the install button on the page.  Depending on your 

PC settings, Internet Explorer may not automatically download these programs.  Internet Explorer 

will display a very light yellow line just below the toolbar at the top of the screen.  You will need to 

click on that line to accept the ActiveX downloads.  You should see red checks as the files are 

installing.  
 

** Windows NT, 2000 or XP Operating System on Office Network.  If you experience a 

problem loading MLXchange and your computer uses the Windows NT, 2000, XP or Vista 

operating system, you must be logged into Windows as an Administrator, so that MLXchange has 

permission to configure the browser.  If you are using an office computer and you do not have 

Administrator privileges, contact your office manager or system administrator. 

Step Three Internet Explorer Setting.   Open Internet Explorer, click on Tools.  Click on the General Tab, 

scroll down to Settings under Browsing History.  Enable or click on the radio button option that 

says ñEvery Time I visit the Web Page Pageò and click OK. 

 

 

 

 

 

 

 

General Tab: 

Click on Settings (middle of the box next to 

delete in the Browsing History area).  Enable or 

click on the radio button option that says ñEvery 

Time I visit the Web Pageò and click OK.  

Recommended Disk Space:  100-250 MB. 

http://mfr.mlxchange.com/ax
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VMLXchange - PC Setup and Preparation Checklist 

Important PC Settings for MLXchange ï Five Easy Steps 
  
Step Four Internet Explorer Setting.   Open Internet Explorer, click on Tools.  Click on the Advanced Tab, 

scroll down to Security.  Disable or uncheck ñEmpty Temporary Internet Folder When 

Closed.ò  Make sure there is no check mark and then click OK. For Internet Explorer 8 users, 

you will see an option in the Browsing History section under the General tab stating ñDelete 

Browsing History on Exit.ò This should not be checked as it provides the same function as the 

option under the Security tab.  

 

 

 

 

  

 

 

 

Step Five Internet Explorer Setting.   /ŀƴΩǘ ǎŜŜ ŀƴ ƛƳŀƎŜ ǿƘŜƴ ŀŘŘƛƴƎ ŀ ǇƘƻǘƻ ǘƻ ŀ ƭƛǎǘƛƴƎ ƛƴ a[·ŎƘŀƴƎŜΚ Cƻƭƭƻǿ 

these steps.  Open Internet Explorer, click on Tools.  Click on the Security Tab and then click on the 

Trusted Sites icon.  Click on the Sites button.  Type in http://*.mlxchange.com in the box to Add this 

Website to the Zone.  Click on Add.  (Note:  Make sure the box at the bottom of the white box is 

unchecked.)  Click Close.   

 

 

 

 

 

Advanced Tab: 

Scroll down to the Security.  Disable or uncheck 

ñEmpty Temporary Internet Files Folder When 

Browser is Closed.ò    Make sure there is no 

check mark and then click OK.  

Security Tab: 

Click on Trusted Sites icon.  Click on Sites button.  

Type in http://*.mlxchange.com, 

http://*.rateplug.com, http://*.bing.com, 

http://*.imapp.com, http://*.safemls.net 

 in the box to Add the Website to the Zone. 

Click Add.ò  (Note:  Make sure the box at the bottom 

of the white box is unchecked.)  Click Close. 

http://*.mlxchange.com/
http://*.mlxchange.com/
http://*.rateplug.com/
http://*.bing.com/
http://*.imapp.com/
http://*.safemls.net/
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Step Six 

 9ƴŀōƭŜ {Ŝǎǎƛƻƴ /ƻƻƪƛŜǎΦ  {ŜƭŜŎǘ ǘƘŜ άtǊƛǾŀŎȅέ ǘŀōΦ  {ŜƭŜŎǘ ǘƘŜ ά!ŘǾŀƴŎŜŘέ ōǳǘǘƻƴ ŀƴŘ ŎƘŜŎƪ ǘƘŜ άhǾŜǊǊƛŘŜ 

!ǳǘƻƳŀǘƛŎ /ƻƻƪƛŜ IŀƴŘƭƛƴƎέ ŎƘŜŎƪōƻȄΦ  /ƘŜŎƪ ǘƘŜ ά!ƭǿŀȅǎ ǎƘƻǿ ǎŜǎǎƛƻƴ ŎƻƻƪƛŜǎέ  ŎƘŜŎƪ ōƻȄΦ  /ƭƛŎƪ άhƪέ 

to close the Advanced Privacy Settings page.  /ƭƛŎƪ άhƪέ ǘƻ ŎƭƻǎŜ ǘƘŜ hǇǘƛƻƴǎ ǇŀƎŜΦ  wŜǎǘŀǊǘ LƴǘŜǊƴŜǘ 

Explorer. 
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Log-In to MLXchange 

In order to log-in to MLXchange type on the Address Bar:  mfr.mlxchange.com.   Type in your Member ID/NRDS # 

and your password. (Remember you may change your password if you wish, you do not have to contact your 

association or MLS)  Here you can log-in to access all of your MLS services including:  MLXchange, iMapp, 

Membership Director, Transaction Desk and Forms Simplicity. 

 

 

 

 

 

 

 

 

 

 

 

 

My Sidebar 

My Sidebar is a useful panel that can be accessed from anywhere in MLXchange whenever you click it. It uses a 
vertical tab, located on the left side of the page, to display or hide the panel. It features several 
resources that allow you to open MLS and personal links. You can add your own personal links 
so you can quickly access your own favorite Web sites. (MLXchange Advanced) You cannot, 
however, change the MLS Links as they are set up and maintained by the Board.  

To Display My Sidebar: 

¶ Click the vertically positioned My Sidebar tab once to display the panel.  

¶ Click the tab again to hide the panel. 
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Prospecting 

Prospecting searches are saved searches created for a particular client using specific criteria. You can link the 
search to the clientôs record for up-to-date monitoring, setting auto-notifications to check for new or changed 
listings that match the search criteria. When listings match, the number of new listings is displayed on the Home 
page under Prospecting.  

¶ To see new prospecting matches: 

1.     Use the Prospecting section of the Home page, to view the total number of new search matches 
plus those listings that show a price change or the addition of a property image since the previous 
search.  

 
a. Click directly on the link to open the Saved Search Manager. The list displays only those 

searches of Prospecting status. 

2. Search expiring in 7 days ï this tells you when you have a search thatôs about to expire in 7 days. 

Working with the Saved Search Manager 

The Saved Search Manager lets you easily view the different kinds of searches you have set up (Prospecting and 
Non Prospecting) and modify the criteria, see the results, and more. 
 

1. From the main menu, click Search > Saved Search Manager; or from the Search Criteria page, click the 
Saved Search Manager link in the right panel. 

  
The Saved Search Manager page opens. 
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2. From the Saved Search Manager page, you can change the list view by: 
Å clicking a column header to sort the list in ascending or descending order. 
Å dragging and dropping a column header to a new location to rearrange the column order.  

3. To filter the list by Status, click the drop-down list and choose an option:  All Searches, Auto-
Notification On, Searches expiring in 7 days, or Auto-Notification Off. 

4. Click any blue hyperlink in the list to retrieve the related data. For example, click on the clientôs name to 
open the client record. 

5. Click the [ ] icon in the last column to preview the My Searches tab of the Personalized Real Estate web 
site in a new Browser window. 

6. Select a saved search, then click one of the buttons: 
Å Criteria ð opens the Search Criteria page letting you create a saved search. 
Å Results ð retrieves the Search Results for the selected saved search. 

To edit a saved searchôs criteria: 
1. Select a saved search. 
2. Click the Criteria button to open the search criteria page. 

To delete a saved search: 
1. Select a saved search. 
2. Click the Delete Selected Searches button in the footer bar. 
3. When prompted to confirm the deletion, click OK. 

To extend the expiration date for one or more searches: 
1. Select the searches whose expiration date you want to extend. 
2. Click the Extend Expiry Date button in the footer bar to open the Extend Expiry date 
dialog. 
3. Enter the number of days to extend the expiration date. 
4. Click Apply Now. 

To mark a search as viewed: 
When a prospecting search finds new listings, those listings are flagged as new on the 
search results page. To clear these flags, mark the search as viewed. 
1. From the Saved Search Manager page, select the searches you want to mark as 
viewed 
2. Click the Mark as Viewed button in the footer bar. 

  Search and Auto-Notification Settings 

From the Saved Search Manager page, select one saved search in the list to view or modify the current search 
and notification settings. If you are saving a new search, youôll be prompted to specify these settings when you 
click the Save Search button from the Search Criteria page.  
To add: 
 

1. From the Saved Search manager page, select a search in the list. 
2. Click the Search and Notifications Settings button.  You can also access the Search Settings page by 

clicking the Expires or Active links on the Saved Search Manager page. 
 
The Saved Search Settings page opens. 
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3. In the top section of the page, select one of the Save this search as options: 

¶ Save changes to current search ð use this default option to save any minor changes you may 
have   made to the current settings. 

¶ Save as a new search ð click this option to keep the original search intact, while saving the new 
search settings under a different name. 

4. In the Search Name field, accept the current name or type a new name. 
5. In the Search Description field accept the current description or type a new one. 
6. To use a specific results grid every time you run the search, select a grid from the 

Results Grid menu 
In the Link to Client section, click the drop-down list and choose the client name to associate this search with. 

You can toggle how the client list is sorted (by first or last name) by clicking the resort name button   click 
the New Contact or Edit Contact buttons to create a new contact record or modify the existing one.  

7. Activate this searchð to use auto-notification, select Yes. If you selected Yes, more options are 
available. 

¶ enter the number of days (up to a maximum of 60) in which e-mail auto-notifications will expire. 
After this time, no more e-mail notifications will be sent. 

8. In the Client Notifications section, enter the e-mail address for the client receiving auto-notifications. 

¶ click the Modify Recipient List link to add more recipient e-mail addresses. 
9. In the E-mail Template section, click the drop-down list and select the title of a pre-written template to 

use when sending notification; or choose None. 
10. In the Send Listing Reports section, select one or more reports from the list. 

¶ To select multiple reports, hold down the CTRL key and click. 
11. In the Schedule a follow-up event when matches are found section, select the check box to enable the 

feature. Click the drop-down list and choose an event type (None, Phone or E-mail). 
12. In the Save history of e-mail notifications section, select Yes or No. If you selected Yes, the e-mail 

notifications will be saved on the Client Record. 
13. In the Agent Notifications section, select the following options: 

¶ Select the My Primary e-mail address check box if you want to receive a copy of the notification 
via e-mail. 

¶ Click the Use the listing report drop-down list box to select the format name of the report to use.  

¶ Select the My Pager or Cell Phone e-Mail address check box if you want to receive notification 
by way of your e-mail enabled pager or cell phone. 

¶ click the Change link to modify the displayed e-mail address. 
14. Click Save. 
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The search settings are saved and you are returned to either the Saved Search Manager or Search Criteria page 
(depending where you started from). If you are on the Search Criteria page, youôll see the name of the saved 
search in the Saved Searches column on the far right side of the page. If the search is linked to a client, you 
must select the clientôs name from the drop-down list in order to see the saved search. 

15. In the Auto-Notifications Settings section, select from the following options: 
 

 
 

¶ Auto-Notification Frequency ð select how often you want the e-mail notifications to be sent: 
o ASAP ð sends a separate e-mail notification as soon as a new or changed listing matches the 

saved search criteria. 
o Daily ð sends a single, combined notification e-mail on the day(s) of the week you specify by 

checking one or more of the check boxes. 
o Monthly ð sends a single, combined notification e-mail on the 1st of the month and/or the 15th 

of the month, depending on the check boxes selected. 
o Never ð searches will run automatically, but no auto-notification messages will be sent. 

¶ Resend notification e-mail when ð select one or all check boxes: 
o List price changes ð the notification is sent again, should the list price change. 
o Status changes ð the notification is sent again, should the list status change, and the listing still 

meets the search criteria. 

o Photo added ð the notification is sent again, but only once, should pictures be added. 
 

Hotsheets 

Hotsheets alert you to changes in the market, such as when a new property is listed, or when a listingôs price or 
status changes. You can see a quick summary of Todayôs Hotsheet activity from the Home page, up to two days 
back. 
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Creating a New Hotsheet Report 

 
There are two ways to create a new Hotsheet; by specifying new search criteria or by loading previously saved 
search criteria. Using the Hotsheet search function is similar to performing a search in Search Manager, but with 
fewer features. 

¶ To access the Hotsheet Search Criteria page: 
1. Do one of the following: 

Á from the main menu, click Hotsheet; or 
Á from the Home page, click Change my criteria from the Todayôs Hotsheet section; or 
Á from the Home page, click the Hotsheet Quick Link 

The Hotsheet Search Criteria page opens. 
 

 
 

¶ To create a Hotsheet report using new search criteria: 
1. From the Hotsheet Search Criteria page, click the Hotsheet type drop-down list and choose one of 

the report types you want to work with: 
Á Daysback Hotsheet ð tracks changes to the market from today up to 14 days back. Click 

the Days Back drop-down list and select from 0 to 14. 
Á Personal Hotsheet ð tracks changes to the market since the last time you ran this search. 

MLXchange displays the date and time of the last time you ran this search. 
Á Previous Personal Hotsheet ð tracks changes to the market previous to the Personal 

Hotsheet search. MLXchange displays the date range and time of the previous activity. 
Á Date Range ð tracks changes to the market within the last 14 days. 
Á Custom Searches ð more specific searches, based on property types (such as Single 

Family, Cross Property, Business Opportunity, etc.) are available. 
 
The corresponding search criteria fields are displayed. 
 

2. For each of the search criteria fields, click the drop-down list or calendar icon to specify one or more 
items, such as: 
Á Date Range ð click the calendar icons and choose the from/to date range. 
Á Sections ð includes new listings, price changes, expired listings, etc. 
Á Property Type(s), ð includes property types such as residential, rental, vacant, business 

opportunities, etc. 
Á Area(s) ð includes a list of counties, city areas, rural areas, etc. (by code number). 
Á Board Code ð includes a list of MLS Boards and their short codes. 
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3. Click the Search Map tab to perform the Hotsheet search using the mapping function.  
4. Click the Count button. 

  The Hotsheet Matches section, located on the right side, displays the number of matching  
  listings for each section. 

5. To save this Hotsheet search for re-use, select Save Criteria from the Action menu, then click the 
arrow button. 
 

¶ To create a Hotsheet report using previously saved criteria: 
1. From the Hotsheet Search Criteria page, select Load Saved Criteria from the Action menu, then 

click the arrow button. The previously saved search criteria is loaded. When using a custom search 
as a hotsheet, you can also add fields as with a property search. 

2. Click the Count button. 
  
 The Hotsheet Matches section displays the number of matching listings for each section. 
 

3. Revise your criteria based on the matching information, if necessary. 
 

Detailed Search 

 
To do a detailed search from the Home Page, click on the Search tab: 
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The Search Criteria page opens, with the Search Form tab selected by default. 
 

 
 
Enter your criteria in the search template fields.  (in the Advanced class, we teach you how to create your own 
templetes) 
 
To add more search criteria, on the bottom of the page, click on ñadd more search criteria.ò An area opens at the 
bottom of the template.  
 

 
 
Drop-down lists are available to let you select a field, search operator, and criterion to form a new search string. 

1. Click the first drop-down list and select the new search field you want to add. 
2. Click the second drop-down list and select or enter search value 
3. Click  the ADD button 

a. The new criterion is added to the Search Criteria page. (bottom-use move field up/down) 
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Using the Search Map Page 
 
As an alternative to specifying your search area by entering area names or codes, MLXchange allows you to 
graphically define the area you want to search by using a dynamic mapping system. 
 
Once you click on Search, click then on SEARCH MAP. 
 

 
 
Map 

 
Using the map controls at 
the bottom of the page, 
define a search area on the 
map. 
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To change your Map Location, so it shows your area (not Orlando):  Click on Locator on the Top of your Map. 
 

 
 
When the Locator Box appears, you can enter an address, mls number, zip, or business/point of interest. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you enter the location, click on search. 

The map will move and once it does this, 

close the locator box, by clicking on ǘƘŜ άȄέ 

on the top right corner of the locator box. 

To save the location of the map as your 

ŘŜŦŀǳƭǘ όȊƻƻƳ ŀƴŘ ǇƻǎƛǘƛƻƴύΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άǎŜǘ 

Ƴȅ ǾƛŜǿέ 
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Updating Your Contact Information 

 
Your personal contact information is stored within MLXchange and is used throughout the program. For example, 
your information is automatically inserted into the header or footer of many listing reports, and your e-mail 
signature is automatically inserted at the end of your e-mail messages. 

1.     Click Settings > Personalize > Contact Information.  

The My Profile page opens.  

 

2.    Make the necessary changes or additions to your contact information using the fields provided. With 
MLXchange Professional, you can choose to show either your Primary e-mail address or special 
MLXchange e-mail address as the ñReply toò address on messages sent from MLXchange. 

NOTE!     It is recommended that you show your MLXchange e-mail address as your ñReply toò 
address. Only messages that are sent to this special e-mail address will show up on the 
MLXchange Home page as a new message and be automatically saved with the 
matching client record. 

3.     Click Save.  

You are returned to the Settings page. 
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Uploading Agent Photos 

The MLX Professional image library lets you manage custom photos and logos for display on your Agent Website. 

1.     From the Upload Agent Photo page, click Images to expand the section.  

 

2.     Search for a member: 

Å    click on the Search for Member link and perform a search.  

Å    enter the memberôs ID number in the Lookup by User ID field, then click the arrow button.  

3.     From the Search Results page, select one member then click the List Images with Selected Record button. 

The images (if any) are loaded in the Images section of the page. The Record Type, Member Name, and 
Public ID for the selected member are displayed in the top left corner of the page.  

4.     Click on a frame to highlight it. A blue outline appears around the selected frame. 

5.     Do one of the following:  

Å    click the Add New Image link in the selected frame to browse for a new image, add comments and select 
an image name. 

Å    click the Edit link in the selected frame to change the image, comments, image name, etc. 

Å    click the Delete link to delete the selected image from the listing. The image is deleted from MLXchange, 
but NOT from your computer. 

6.     Change the zoom level by dragging the slider or clicking on the [+] icon to zoom in or enlarge the image; click 
on the [-] icon to zoom out or reduce the image. 

Note:   If you canôt view the image, you may need to add the web siteôs URL to the Trusted sites zone in 
Internet Explorer. Click the Canôt see the image link? and follow the instructions for assigning a web site 
to a security zone. 

7.     Click Save. 

 


