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Your Personal 
Information 

 
To modify or enhance your 

Personal Information,  
upload your personal Picture, 

change your Password, modify 
your Agent Preferences, dis-

play Broadcast or Agent Notice 
History, View Sent E-mail, run 

Agent Reports, manage Saved 
Searches, Add/Modify Custom 

Search Preferences, Setup 
CMA Documents, Set up One 
Line Grid or access the Office 
Menu (if authorized), begin by 
clicking on “ADMIN” from the 

“Menu Bar.” 
 

To change your  
Agent information, click  
“Modify Your Profile”. 

(Some of the information can-
not be changed.  To change 

this information, complete and 
FAX an “Agent Information” 

form to MLS.) 
 
 

Note!  “Additional Phone 
Setup” can be added.  You can 

have up to 3 contact phone 
numbers.  All 3 contact phones 

will be displayed on your per-
sonal “Agent Information” page. 
The primary phone will number 

will print on your reports.  In 
addition, the “Client” reports 

have been designed to include 
your “Cell Phone” number.  To 

add the additional contact 
phone numbers and “Cell 
Phone” information, click 

“Manage Contact Phones.“  
Follow the instructions pre-

sented.  Once the “Additional 
Phone Info“ and “Select Con-

tact Phone Numbers” has been 
added or modified, click “Save.”  

This will take you back to the  
“Agent Profile” page.  click 

“Save.” 
 

Hint!  Your “Cell Phone” can be 
1 of your 3 contact phone num-

bers, but does not have to be, 
to print on the “Client” reports.  

Your Office’s phone number will 
always print next to your Of-

fice’s name, and therefore, 
should not be 1 of your 3 con-

tact phone numbers. 
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Help !  
Diagnostic & 

Support 
Center 

 
 

Rapattoni 
CincyMLS and 

Macintosh 
Access 

 

You can access CincyMLS Rapat-
toni on your Mac using the Mozilla 

Firefox or Safari browser. 
 

Rapattoni 
CincyMLS and 

PDA / iPhone™ 
Access  

Wireless Portable Digital Assis-
tant 

 

The PDA interface lets you access 
the MLS using most wireless 

handheld PDA devices with Inter-
net access that have a HTML-

compliant browser.  (Note!  Your 
PDA device must have an HTML-

compliant browser that supports 
JavaScript 1.0 and CSS in order 

to access this site.)  All infor-
mation on the PDA site is ac-

cessed in real-time, meaning it is 
always up-to-date—with detail 

information, pictures and maps. 
 
 

Logon to: 
 http://cincy.rapmls.com/pda 

using your MLS Agent ID# and 
Password. The PDA Home Page 

will display. Using your PDA 
and the CincyMLS Rapattoni 

Wireless PDA Application you 
can: 

 Search for Listings 

 Run a Hotsheet Search 

 View and Modify Contacts/
Prospects 

 Search Agents/Offices 

 Save and Manage PDA 
Searches 

 Run a Hotsheet Search 

 Note! Integrate all the fea-
tures of your Wireless PDA 
with Office/Agent and Contact 
e-mail addresses and phone 
numbers! 

S
e
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Your Rapattoni MLS Home Page 
 
Help is available!  Just click “HELP” in the top “Menu Bar” to search for information in “Online Help,” e-mail a question 
to support, watch multimedia tutorials that explain how to use the system, view and print “Printable Documentation,” a full 
text of the “Online Help,” “Tips for New Users,” “What’s New” or call toll-free 1-866-730-7114, please refer to support ID 
3675.  (Monday thru Friday 9am to 8pm, Saturday 10am thru 6pm, Cincinnati time.)  Instant “Help“: click on  ?  through-
out the MLS system for instant help and information without interrupting your work! 
 

Each time you logon, any new “Broadcast” (sent to all Members from MLS) or “Agent” (sent to you only from MLS)       
notices will be displayed.  Take a moment to read these important notices (or click “Read Later”) then click “Ok” at the 
bottom of the page to go to the Rapattoni MLS “Home“ page.   
 

At any time you can display your “Broadcast” or “Agent” notice history.  Click “ADMIN,”  then from the “ADMIN” menu, 
click “View Broadcast Notices” or “View Agent Notices.” 
 

You can return to the “Home” page at any time by clicking           in top “Menu Bar.” 
 

Note!  To exit the MLS, click “LOG OFF” in the right hand corner of the top “Menu Bar.”  (Note!  If you close your 
Browser or leave the MLS 
without clicking “LOG OFF,” 
the system still thinks your 
are logged on.  After a specif-
ic length of time, the system 
automatically terminates your 
session.  However, if you 
attempt to logon during this 
period, you will receive a 
warning message before con-
tinuing to logon to the MLS.  
See previous pages.)  
 
Warning!  Always click 
“LOG OFF” when your MLS 
work is complete, otherwise 
someone could continue on 
with your current session!  
This is particularly important 
when logging on to Rapattoni 
MLS from a client’s location.  
Also, when logging on to 
Rapattoni MLS from a client’s 
location, make sure that Win-
dows does not save 
(memorize) your Agent ID 
and Password, otherwise 
your clients could access 
Rapattoni MLS.   

Note!  Customize Home 
Page – Click the “Customize 
Home Page” link (located on 
the Home page “Title Bar”) 
to specify which modules you 
want to display on your Home 
page. 

Note!  Rearrange Modules 
– Put the modules you use 
most often right at your fin-
gertips! Just drag a module 
to a new location and it snaps 
into place in the column. 

 
 

 
 

 

 

 
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Note!  Since this is an Internet-based system, the keystrokes and mouse actions that you use to get around on any 
Web site work the same way in the MLS.  Note!  Use your Tab tkey or mouse r to navigate the Rapattoni MLS 
pages!  (Do NOT use the Enter ekey.) 
 
Note!  Keyboard Shortcuts – You can make selections from the “Menu Bar” by typing keyboard shortcuts. As in 
many familiar Windows applications, simply press the Alt a key and then press an underlined letter from the “Menu 
Bar” to drop down the menu … then just type the underlined letter corresponding to the item you want. 
 
Note!  Tool Bar Puts Buttons Within Easy Reach (samples shown below) – The MLS toolbar offers Print as well 
as dynamic “action” buttons that display based on the area of the MLS you are working in.  
 

Search—Criteria Input 
 
 
 
Search—Results Page 
 
 
 
Menu Bar “Home” – Returns you to the MLS Home page. (Note! Do NOT user the “Home” ICON in Internet Explorer!) 
 
 
 
 
 

“Print” – Prints the current page with screen elements removed, to un-clutter the data. 
(Hint! Use the “Reports” Tool Bar button to print listing information formatted for printing 
onto paper: 1 listing per page, 2 listings per page, etc. in a variety of formats!) 
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                                                               Menu Bar      Tool Bar                Open a New MLS Session 
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MLS Check List to Success! 
 

Remember:  To access “external links,” from the “Menu Bar,” 
click “LINKS,” click “Links & Documents.”  Links to Printable & 
Interactive Forms, MLS Supplies, Training Information and Doc-
uments, MLS Rules & Regulations, Committee and Director 
Information, MLS Staff Contact Information, printable Member-
ship Roster, Monthly MLS Statistical “snap shot,” and Area/
Suburb Year-to-Year Comparison statistics — and more! 
 
 
 

Remember:  Access to “Enter New Listing,” “Revise Listing 
Information,” “Revise Status Information,” “Manage Office List-
ings,” “Manage Other Offices,” and “Modify Office Information” 
is restricted.  Brokers are granted access to all of the above.  
Managers and Office Administrators are granted access to all of 
the above except “Manage Other Offices.”  Personal Assistants 
and Realtor Associates are not granted any of the above access rights unless the Broker/Manager has authorized the access 
rights in writing to MLS. The request for these access rights (Enter New Listing & Quick Change) must come in writing from 
your Broker/Manager to MLS.  To access the authorization form, click “LINKS” in the “Menu Bar,” click “Links & Docu-
ments” click either “Printable” or “Interactive MLS Forms & Documents,” click “Administrator / Personal Assistant / 
Personal Add/Revise Listing Access Application Form.” 
 

Remember, the listing must be entered in MLS as a complete listing and a copy of the listing contract faxed or mailed to 
MLS, both within 72 workday hours of the list date on the listing contract, excluding weekends and holidays. 
 

Remember to write the listing’s MLS# and MLS Area Code and Suburb SIC Code on each page of the contract submitted to 
MLS.   
 

Remember, there is no charge to enter a listing, however, the “late computer entry fine” and “late paper work fine” are $100 
each. 
 

Remember, you are required to enter the listing into MLS and submit the contract paperwork for every Single Family, Con-
dominium and Multi-family 2-4 Unit property listed that is located within one of our MLS designated Area Codes.   
 

Remember, if the sellers amend the listing contract or sign a contract addendum that with holds a Single Family, Condo-
minium and Multi-family 2-4 Unit listing from MLS publication, you must send the contract and addendum to MLS within 72 
workday hours of the list date on the listing contract. 
 

Remember, a listing cannot be entered until it can be shown.  If the property is listed but not to be shown until a date in the 
future, you must send the contract and any addendum to MLS within 72 workday hours of the list date on the listing contract 
to hold on file until the listing is added as a complete listing.  When the listing is added as complete, re-send the contract with 
the MLS# and MLS Area Code and Suburb SIC Code written at the top of every page and a note disclosing that this was a 
temporarily with held listing.   
 

Remember, Realtor owned listed property must be disclosed in the Marketing Remarks. “Agent Remarks” and “Showing 
Remarks” are optional. 
 

Remember, all photos or sketches must be supplied.  The primary, exterior photo or sketch must be supplied within 5 busi-
ness days of the list date on the listing contract.  MLS excludes weekends and holidays.  There is no charge to upload photo
(s), however, the “incomplete information fine” (late or missing primary, exterior photo or sketch) is $100 each. 

 

 Photographs (interior or exterior) must be of the subject property for sale only. Photographs of “similar” or “model” 
properties are not permitted. 

 If your listing is “Under Construction” or “To Be Built,” MLS can add the “Under Construction” or “To Be Built” insert 
logos. 

 An “Under Renovation” insert logo can be added or a sketch can be supplied for listings that are “Under Renovation” 
providing that a current picture of the listing is supplied as the second picture. 

 If your listing is vacant or “unimproved” land, MLS can add the “Land” insert logo. 

 If the primary image supplied is an aerial photo, then a “street level” exterior image of the actual structure for sale must 
be added as a multiple image.  

 No company emblem, logo, or company / agent / seller self-promotion (which includes “For Sale / Lease / etc.” or 
Company / Agent / Seller signage) may be shown on any MLS listing, which includes primary and  multiple images, 
virtual tours, or in any MLS publication.  

 

Remember, no form of agent, broker or seller promotion, such as E-mail and web addresses, names, or phone numbers 
may appear in any free form input field (e.g, directions, marketing remarks, special financing, picture descriptions, etc.) un-
less the field is specially designed for such input (e.g., agent remarks).  Failure to comply could result in a $100 fine for each 
violation. 

Remember, always enter a “%” or “$” when entering the “Sub Agency-Coop” and “Buyer Agency-
Coop.”  The listing broker shall specify on each property data form submitted to MLS (if listing is en-
tered by MLS) and in the computer system under the feature names, a) "Sub-Coop" the compensation 
it will pay a subagent, and/or b) "Buy-Coop" the compensation it will pay a buyer agent, as either: 1) a 
percentage % of the gross selling price, or 2) a definitive $ dollar amount which is applicable to such 
listing. If the listing broker chooses to cooperate and compensate one but not the other, a number 
"0%", “$0” or “0” shall be designated in the "Sub-Coop" or "Buy-Coop" feature of the Agency choice 
that is not to be compensated. Any entry (including no entry) other than a dollar amount, percentage or 
“0” is considered inappropriate and will result in an incomplete / inaccurate information fee. 
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 INDICATES REQUIRED INFORMATION FOR NEW AND REINSTATED LICENSE 
 

 New License    Reinstated License            Effective Date        
     

State File #       Name                   Gender  Male  
             (Print Name as it appears on Real Estate License)        Female  
                 

Primary Board/Association                  NRDS#          
(If your Primary Bd/Asoc is Cincinnati, your NRDS# will be assigned, otherwise you must enter your Primary Bd/Asoc NRDS#) 

 
Company Name                     MLS Office Id       

 
Company Address                                

         Street Address       City        State  Zip   
 

ª NEW AND REINSTATED LICENSE MUST COMPLETE AGENT CONTACT INFORMATION BELOW ª  
 

 Contact Phone   Home Address   E-mail Address      Effective Date        
 
MLS ID #        Name                          
 

Agent Contact Phone # (   )    —        ̈  Cell   Home   Voice Mail  Otherª  
             Area Code   This number will appear as the contact phone number on MLS reports.       
 

Agent Home Address                               
         Street Address       City        State  Zip    
 

Preferred Mailing Address   Home or   Office 
 

Agent Contact E-mail Address                             
 

 © UPDATE CONTACT INFORMATION ABOVE FOR AGENT LICENSE TRANSFERS © 
 

 Transfer License   License Returned to State          Effective Date        
    
 
MLS ID #        Name                          
  
Transfer to Company Name                     MLS Office Id      
 
 Company Address                               
         Street Address       City        State  Zip  
 
Transfer from Company Name                    MLS Office Id      
 
 Company Address                               
         Street Address       City        State  Zip  
 
 
REMARKS                                  
 
                                     
 
 

Submitted by                       Submitted Date      
(THIS FORM MUST BE SUBMITTED & SIGNED BY BROKER OR MANAGER OR OFFICE ADMINISTRATOR – ONLY) 

 

Submitted by E-mail Address                             
 

Do not write below this line. 
 

MLS Logon        MLS    Accounting  E-mail    SUPRA    CABR   
        

         
 
Pro-Rated Dues 
 

         
  

bobh
  INDICATES REQUIRED INFORMATION FOR NEW AND REINSTATED LICENSE

bobh
  NEW AND REINSTATED LICENSE MUST COMPLETE AGENT CONTACT INFORMATION BELOW  

bobh
  UPDATE CONTACT INFORMATION ABOVE FOR AGENT LICENSE TRANSFERS  

bobh
(THIS FORM MUST BE SUBMITTED & SIGNED BY BROKER OR MANAGER OR OFFICE ADMINISTRATOR – ONLY)

bobh
Submitted by

bobh
Do not write below this line.

bobh
New License

bobh
Reinstated License

bobh
License Returned to State

bobh
Transfer License

bobh
Agent Contact E-mail Address

bobh
Agent Contact Phone #

bobh
Agent Home Address

bobh
(If your Primary Bd/Asoc is Cincinnati, your NRDS# will be assigned,  otherwise you must enter your Primary Bd/Asoc NRDS#)

bobh
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