Editing User Preferences in RMLSweb

Below you will find instructions for using this tool. If you have any questions please contact our Help Desk at
503-872-8002 or toll-free at 1-877-256-2169 outside of Portland.

User Preferences allows you to set branding specifics, such as a signature or photo, as well as edit
contact information.

To get there, select either Toolkit or Help from the Main menu and select User Preferences.
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Team Logo:
Here, you can upload a unique team logo to be
displayed in your CMA report.

Company Email/Logo:

The company email and logo is managed by your firm’s
principal broker. The company logo can be included in
client reports and in the CMA. It can be uploaded in
the Company Logo tab.
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In this tab, you can create a page for the CMA that
allows you to insert information about your company.

My &ccount [ Roster Info
Desktop/Sidebar Options
Report Banner

E-mail Signature
Prospecting Options

My Photo

My Resume

Team Logo

Company Email'Logo

Company Information

Team Logo

‘fou can upload your team logo to be used in a report banner.
This loge can be used in the following reporis:

= CMA Report

Your
Team
Logo
Here
Mo file chosen

= Delete Logo

Remember that for best results, make sure your text is completely visible, (if you have to scroll to see

any of the information, it may not print correctly).

My.RMLS.com:

It is important to update your information for my.rmls.com as this is where your billing and personal

account information is held. To update your information, go to User Preferences on RMLSweb, (see

instructions at the beginning of this document). At the top of “My Account Information”, next to
“RMLS™ Subscriber Account Info,” is a link for my.rmls.com.
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