NRDS User Guide

This NRDS User Guide has been created for Local Boards/Associations of the Ohio Association of
REALTORS". Any questions relating to the User’s Guide should be directed to pitts@ohiorealtors.org
or Ruth Pitts at 614/228-6675.

The information contained within this manual can be utilized as a step-by-step training tool, as well as
a reference guide. Additionally, you can find specific administrative procedures, answers to commonly
asked questions, and an explanation of terms used in the NRDS database system.

The bulk of this User’s Guide will apply to NRDS version 1 and NRDS version 2. If you are a user of
NRDS version 2, you should read the section called NRDS 2 Enhancements. The NRDS version 1
and 2 will run simultaneously until April 1, 2002. At that time, all NRDS version 1 batch users must be
converted to NRDS version 2. NRDS online users are already using NRDS version 2. The major
change in NRDS version 2 is a change to the file layouts. Additional fields have been added to make
the membership record keeping easier to maintain.



Cherie  Murray 
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IMPORTANT NOTE TO LOCAL BOARDS/ASSOCIATIONS
The first question we want to address is, "How does NRDS benefit me?" Well, you may be surprised.

We have provided the many benefits of the NRDS system below. However, probably most important
for you to be aware of is that in April each year NAR uses the NRDS database for membership
counts, which determines your Local Board/Associations dues obligation. Also, on October 30, NAR
uses NRDS for the delegate body count. And finally, in July, NAR will use member counts directly
from NRDS to determine Director Entitlement for each State and Board. NAR will also use those
counts to determine the director entitlement for the 75 largest firms.

Please keep this date in mind for two reasons:

1. It will be very important for every POE to make sure that their counts on NRDS are correct by July
31 as this will determine your directors for the following year.

2. Director entitlement for 75 largest firms. How will NAR determine which offices all belong to the
same firm so we can determine the largest firms? They will look at the Office record on NRDS and
go to the field called Main Office ID. Therefore, all POE's will need to make sure they have linked
together their offices in a firm with that field. Otherwise, you could have 100 offices on NRDS with
50 agents each, but NAR would never know this firm has a total of 5,000 members unless they
know those offices belong to the same firm and you could possibly lose your entitlement.

BACKGROUND
The National REALTORS" Database System (NRDS) was designed and implemented by a group of
Association Executives from state and local associations serving on the NRDS Standards Board.

NRDS was designed as a single database residing on the Internet to store the member and office
records for the REALTOR" organization. The data is maintained by Points of Entry (POE's) - most
often the local association and in some cases, the state association acts for the local association.

BENEFITS

The benefits of the system are many. By storing and updating the records in one place, updates
throughout the organization can be instantaneous. Once a local association has made its adds and
changes, the state association and the national association can frequently update its records directly
from NRDS. No more waiting weeks or months for each level of the organization to be notified of a
new member or a change.

The NRDS Standards Board has also set the system so that members themselves can access
NRDS. A member, through One Realtor Place, can use NRDS to look up Associations, Members,
and Offices. A member can also make some changes to their own record directly online. Those
changes are immediate and the local and state associations are notified by e-mail of the changes
made by their members. Since the national association will be pulling all its data directly from NRDS,
as soon as a member makes that change it is now used throughout the system.
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NRDS SECURITY LEVELS

The NRDS system and data is stored behind a firewall. A firewall is a combination of hardware and
software that prevents 'outsiders' from accessing the systems files, code, programs, and databases.
A firewall allows only users with the proper security to deposit a file (Upload), retrieve a file
(Download/Refresh) or call up an HTML screen (Add, Change member, for example).

The term 'outsider' refers to anyone not in the computer room in the NAR building. The hardware,
software and database is located in a secure room at NAR, protected by door codes, keycards, and
cameras.

The NRDS site itself is password protected. When a user logs in, the NRDS system checks the
security level (POE, member, state, etc.) and only the appropriate data is presented. The security in
NRDS is field by field. For example: Home Address. This field is presented only to the POE, the
State, and the member themselves. No member can see another member's Home Address.

In fact, when a member (or any association for that matter) searches for a member in NRDS, they
see only the Member Name, Office Name, Office Address, Office Phone, Email, Web address,
associations, and designations. The field security and firewall prevent anyone from seeing anyone
else's Home Address, SSN#, etc.

Earlier this year, NAR hired an outside consulting firm that specializes in Internet and site security to
test the security of NRDS and E-Commerce. They made two surprise attempts to breach the security
of the sites and failed both times. There has been no report of any breach of security.

Because of the firewall, the ability to 'hack’ into the system could be done only inside the secure
computer and phone line room inside the NAR building by someone actually installing a ‘sniffer'
device directly on our inside lines.

As an overview, the following is the security levels set by the NRDS Standards Board.

POINT OF ENTRY

An association that is Point of Entry will have access to every Member and Office record connected to
that POE. The association will be able to Add, Change, and Drop the Office, Member, Financial, and
Demographic records in its association. There is one exception to this -- any POE in the country can
pull up any member and perform a Transfer function which changes the member's primary
association into theirs. The original primary association will be notified via E-Mail when this is done.
Also, any POE can pull up a member record to add themselves as one of the member's secondary
associations.

OFFICE RECORD: On the Office File layout, all fields with a security code of 2 or 3 can be changed
by the POE. The only field not accessible is the internal POE field which is set by the NRDS system.

MEMBER RECORD: On the Member File layout, all fields with a security code of 2 or 3 can be
changed by the POE.

DEMOGRAPHIC & FINANCIAL RECORDS: All fields can be changed by the POE.

ASSOCIATION RECORD: An association can change its own association record with the following
exceptions: ID, Name, Status, Status Change Date, Certification Date.
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STATE ASSOCIATIONS

If a state is a POE for a local association, the same rules listed above apply. If a state is not the POE
for its local association, the following security applies:

ASSOCIATION RECORD: Only the state can enter the primary and secondary state association links
on a local association's record.

MEMBER RECORD: The state association has access to the Designation field to record the GRI
designation earned for a member.

MEMBERS
A member can make the following changes to their own record:

MEMBER RECORD: A member can change any field with a security code of 2. These fields include;
Home Address, E-Mail, Fax Number, Mailing Address, Web Page, etc. When a member makes any
of these changes, the description of what they changed is included in the NRDS daily E-Mail sent to
the associations (POE and secondary associations). A member cannot change their Office affiliation.
Instead, they will see an E-MAIL button allowing them to E-Mail their POE to inform the POE that they
changed offices and request that the record be changed.

OFFICE RECORD: If the member is listed as the office's DR, they can change any field on that office
record with a security code of 2 (Fields such as phone, fax, E-Mail, address). When a DR makes any
of these changes, the description of what they changed is included in the NRDS daily E-Mail sent to
the associations (POE and secondary).

SECONDARY BOARDS

MEMBER RECORD: If an association is listed as a member's secondary association, they can
access that record and are limited to changing the same information as a member is (security code
2). When a secondary association makes any of these changes, the description of what they
changed is included in the NRDS daily E-Mail sent to the POE.

OFFICE RECORD: If an association is listed as an office's secondary association, they can access
that record and are limited to changing the same information as a DR (security code 2). When a
secondary association makes any of these changes, the description of what they changed is included
in the NRDS daily E-Mail sent to the POE.

DEMOGRAPHIC/FINANCIAL: If an association is listed as a member's secondary association, they
can add demographic and financial records for that member under the secondary board.

INSTITUTES, SOCIETIES & COUNCILS

The Institutes, Societies and Councils of NAR can access the member records in NRDS and allowed
to change those fields with a security code of 6. These are the fields for Affiliation, Designation, and
Designation Date. The ISCs can enter the designation code earned and the date earned. When
these changes are made, the description of what they changed is included in the NRDS daily E-Mail
sent to the POE and secondary associations.

NAR
ASSOCIATION RECORDS: Only NAR can add an association, change the Name, Status, Status
Date and Certification Date.
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OFFICE RECORD: NAR can only change those fields that a DR can change (security code 2). NAR
will always check first with the DR as to why they cannot do it themselves (lack of access to Internet?)
or why their POE was unable to make that change. If NAR makes the change, the description of
what they changed is included in the NRDS daily E-Mail sent to the POE and secondary associations.

MEMBER RECORD: NAR can change only those fields a member can change on their own record
(security code 2). NAR will always check first with the member as to why they cannot do it
themselves (lack of access to Internet?) or why their POE was unable to make that change. If NAR
makes the change, the description of what they changed is included in the NRDS daily E-Mail sent to
the POE and secondary associations.

SEARCHES

Members can search on any Association, Office, or Member record in the database. When they pull
someone else's record up to view, they will see only those fields marked as visible by the NRDS
Standards Board.

For a member record, they will see the Name, Office, Office Address, Phone, Fax, E-mail. They will
not see a Home Address.

E-MAIL NOTIFICATION

When changes are made to the records in NRDS, the system sends out an E-mail Notification to any
party affected by this change:

* If the POE makes the change, an E-mail goes to the state and any secondary associations.

* |If the state makes a change, an E-mail goes to the POE and any secondary associations.

* If the secondary association makes a change, an E-mail goes to the POE and the state
association.

* If the member makes a change, an E-mail goes to the POE , any secondary associations
and the state.

Below is a brief guideline to the type of messages you will see in this Daily E-mail Notification. If you
have any questions, please be sure to call the NRDS Helpline at 1-800-868-3225.

EXPLANATION OF NRDS CHANGE MESSAGES

Change messages will appear in the format below. The messages are very specific and indicate what
member was changed, what field was changed, what the field used to contain, what the new data is,
who made the change and what board they are from. This first example is a generic example that
covers most messages. Some specific examples and special cases follow the first example. Keep in
mind that any association on the member record (states and secondary associations as well) can
change some fields. In addition, a member can also change certain fields in his own member record.
For offices, the office DR can also make changes to the office record.

The list of fields and security levels is in the NRDS File Layouts available on One Realtor Place and
in the back of this Manual.

All of these examples are member changes, but the messages are identical for offices as well.


http://www.onerealtorplace.com
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GENERIC CHANGE MESSAGES

The following changes have been made for Member [Member Name] ([NRDS ID])
The [Field Name] was changed from: [Old Field Data] to: [New Field Data] by [Person] of
ASSOCIATION OF REALTORS INC on 12/14/99.

Many changes will appear as indicated above. The message indicates which member was
changed, and what their NRDS ID is. It continues by indicating which field was changed.
FROM indicates what the field used to contain, and TO indicates the new data. The message
continues by indicating who made the change (the POE, state POE or the member themselves
in some cases), and what association they are with. Specific examples follow:

The following changes have been made for Member [Member Name] ([NRDS ID]):
The POE was changed from: 70004695 to: 70000836 by [Person] of ASSOCIATION OF
REALTORS on [DATE].

This message can be completely ignored. The POE field is an internal field used by NRDS
which does not change which association is the actual POE for the member. When a
member's POE is changed, that notification will be in a section of the e-mail called 'Transfers'.

The following changes have been made for Member [Member Name] ([NRDS ID]) The
DESG_CD1 was changed from: to: [Designation] by [Person] of ASSOCIATION OF
REALTORS on 12/14/99.

This message indicates that a designation was added to the members. States can enter GRI
designations, and the various Institutes, Societies and Councils affiliated with NAR will be
responsible for entering their various designations. For questions regarding these you should
contact the organization responsible for the designation.

The following changes have been made for Member [Member Name] ([NRDS ID]) The
SECONDARY_ASSOC _ID1 was changed from: to: [Association Number] by [Person] of
ASSOCIATION OF REALTORS on 12/14/99.

This indicates that another board has added itself as a secondary board for this member.

REINSTATEMENTS

[Member Name] ([NRDS ID]) was reinstated by [Person] of ASSOCIATION OF
REALTORS on 12/14/99.

This message indicates that a member was changed from Inactive to Active status, effectively
reinstating this member.
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TRANSFERS

[Member Name] ([NRDS ID]) was transferred from: [Association Number] to:
[Association Number] by [Person] of ASSOCIATION OF REALTORS on 12/14/99.

This indicates that the member was transferred from one board to another. By policy, it is the
receiving board initiates these transfers. If there is any question about the transfer, it is best to
contact the board that initiated the transfer to discuss it.

DELETES

[Member Name] ([NRDS ID]) was deleted by [Person] of ASSOCIATION OF REALTORS
on 12/14/99.

This message indicates that a member has been changed to Inactive status. The member
record is not actually deleted, and can be reinstated at a later time by changing the Member
Status back to Active.

ADDS

[Member Name] ([NRDS ID]) was added by [Person] of ASSOCIATION OF REALTORS
on 12/14/99.

This message indicates that a new member has been added to NRDS. In rare cases this
member will have a NRDS ID starting with 7000. Messages with a 7000 member number can
be ignored and are related to the security administration of NRDS.

NRDS STANDARD ABBREVIATIONS

One of the challenges in designing the NRDS database was establishing standard data field lengths,
especially since association and company names, and their addresses, must fit the limits of most
mailing labels. This meant the maximum length for these fields could be no more than 30 characters
to fit most of today's labeling systems.

It also meant that, without standardized abbreviations, many associations and companies would
quickly use up those 30 characters on frequently used descriptors such as "Association of
REALTORS™" (24 spaces), or franchise identifiers such as "Better Homes and Gardens" (24 spaces),
or "Century 21" (10 spaces).

Requiring standard abbreviations in the NRDS file layout's "Sort Sequence” field also makes
alphabetical data sorts and database searches work correctly. Otherwise, for example, "Century 21",
"C21" and "C-21" would all show up in different places in an alphabetical sort unless coded correctly.

Standardization will allow users to easily write translation tables that can convert the abbreviations
back into their original long form if required for other uses in other databases, depending on the
software sophistication.

The standard abbreviations for the words and phrases listed in this document are the only ones
authorized for use in NRDS should the company or association name or address not fit their assigned
fields.
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In cases not covered by these rules, use common sense. Always remember that, sooner or later, a
Postal Service employee somewhere is going to have to figure out the abbreviations you've chosen!

Here's some guidance from common usage in the computer world:

1. If it doesn't fit, eliminate the vowels.

2. No real workable abbreviation for a word? Simply truncate, i.e. start typing until you run out of

spaces.

ASSOCIATION NAME FIELD ABBREVIATIONS
1. Abbreviations should be kept to a minimum. Don't abbreviate unless you must to fit the 30

character limit and then only those words you absolutely must to make it fit. In most cases, the use

of "AOR" or "BOR" will allow sufficient space for the balance of the name.

2. In compliance with the Membership Marks Manual, the terms REALTOR" and REALTORS", when
used alone, will never be abbreviated and will always be upper case. The only exception allowed
is when abbreviating the words "Association of REALTORS"™ or "Board of REALTORS™ (see

below).

3. Whenever possible, the "core" identifying information in the name of the organization, i.e. the name

of the city, county or area served, should be spelled out in full.

STANDARD ABBREVIATIONS

Original Wording:

Input in NRDS As:

And &

Association Assn

Association of REALTORS" AOR (all upper case)
Beaches Bchs

Board Brd

Board of REALTORS"

BOR (all upper case)

Cardinal (Directional):
Northeast, Southwest

NE, SE, NW, SW (no periods)

North, South, East, West

N, S, E, or W (no periods)

Northeastern, Southwestern

NEstrn, SWstrn

Northern, Southern

Nrthn, Sthrn, Wstrn, Estrn (remove vowels)

Central Cntrl
Commercial Comm or Cmmircl
County Cnty
Greater Gtr
Incorporated Inc
Metropolitan Metro
Multiple Listing Service MLS
REALTOR" Association of . . . RA of
Regional Rgnl
Suburban Sub
The OMIT
Valley Vly
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All others: Check for the word in the standard abbreviations shown under firms and addresses.

COMPANY NAME FIELD ABBREVIATIONS

Remember that corporations spend millions of dollars promoting their corporate and franchise
identities. Standardized abbreviations should be used in the firm name field only when it's not
possible to identify both the local company and its national franchise name in full within 30 characters.
In these instances, the Standards Board believes precedence should be given to the franchisee's
local company name as the more unique identifier.

For example, while the firm's full name may be "John P. Jones & Sons, Better Homes and Gardens",
"John P. Jones & Sons" is the preferred identifier. Or, in the case of "Century 21/Affordable
Properties, Inc." where "Affordable Properties, Inc" requires 26 spaces, the standard abbreviation for
"Century 21" (C21/) should be used.

RULES FOR ABBREVIATING FIRM NAMES

1. Don't abbreviate unless you must to fit the 30 character limit and then only those words you
absolutely must to make it fit.

2. The terms REALTOR" and REALTORS", when used with the firm name: must always be the
last word and separated from the name by a comma and space, can never be abbreviated and
must always be upper case, with the logo ® if supported by your system.

3. When the firm name is preceded with the word "THE", it is not to be keyed.

4. When ever possible, the "core" identifying information in the name of the firm, e.g. the broker's
name or area served, should be spelled out as completely as possible.

5. Franchise Names: When they must be abbreviated, franchise names in the company name field
will be separated from the company name by a forward slash (/) whether at the beginning or end of
the company name.

STANDARD FRANCHISE NAME ABBREVIATIONS (Use only if necessary, include slashes)

Original Wording Input in NRDS As:
Better Homes & Gardens /IBH&G

Century 21 Cc21/

Coldwell Banker CB/

ERA ERA/

Realty Executives /RIty Execs
RE/MAX REMAX/
Prudential Pru/
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STANDARD FIRM NAME ABBREVIATIONS (Always abbreviate, no punctuation)

Original Name Input in NRDS As:
And &

Associate(s) Assoc

Company Co

Corporation Corp

Incorporated Inc

Limited Ltd

STANDARD ABBREVIATIONS TO BE USED WHEN REQUIRED DUE TO SPACE LIMITATIONS.

Original Wording

Input in NRDS As:

Agency Agcy

Appraisal Apprsl

Associate/Associates Assoc

Auction Auc

Cardinal (Directional) See Association Name abbreviations

Construction Const

County Cnty

Development/Developer Dvlp

Enterprises Entrp

Group Grp

Insurance Ins

Inspections Insp

Investment(s) Inv

Management Mgmt

Mortgage Mrtg

Professional Prof

Property(ies) Prop

Realty Rlty

Real Estate Rl Est

Services Sves

The OMIT where possible and always if first word

in the firm's title

SAMPLES

Original Name

Input to NRDS As:

Baird & Warner, Inc.

Baird & Warner Inc

H.O.M.E. Developers, Incorporated

H O M E Developers Inc

Smith-Roberts Realty & Insurance Company

Smith Roberts Realty Ins Co

The Kennedy Agency

Kennedy Agency

The Wild Brother Company, REALTORS"

Wild Brothers Co, REALTORS"

The James O'Brien Development Corp.

James O Brien Dvlp Corp

T.L. Hutton Agency, REALTORS"

T L Hutton Agency, REALTORS"

Midwest Associates REALTORS"

Midwest Associates, REALTORS"

M & R Real Estate and Insurance Corp

M & R Real Estate & Ins Corp

3500 Realty Corporation

3500 Realty Corp

Century 21 Johnston & Johnston, Inc

C21 Johnston & Johnston Inc
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ADDRESS FIELD ABBREVIATIONS
STREET NAMES

1. No punctuation except: "-" (Hyphen) and "/* (Slash) when integral part of name.

2. Always abbreviate the following:

Avenue Ave
Boulevard Blvd
Drive Dr
East E
North N
Northeast NE
Northwest NW
Place Pl
Road Rd
Southeast SE
Southwest SW
Street St
South S
West W

3. When any cardinal (compass) directions above are the actual name of the street, do not

abbreviate.

Example: "125 East South Water St." would be "125 E South Water St"

4. Suites, PO Boxes, Rural Routes:

When P.O. Box and address are used, abbreviate and input both, using address line 2 if

necessary. Street address precedes P.O. Box.

When rural route and box number are used, input both using address line 2 if necessary. Rural

Route precedes Box number.

Original Address

Input NRDS Address As:

16 Main Place P.O. Box 246

16 Main Pl P O Box 246

First Federal Savings and Loan, Suite 500

500 First Federal Savings Loan

US Highway 10, Stockyard Corner, Box 257

US HWY 10 Bx 257 Stockyard Cor

425-1/2 7th Street, East

425 1/2 7th StE

1700 Southwest 235 Northeast

1700 Southwest 235 Northeast

Suite 350-Tacoma Mall Office Building

350 Tacoma Mall Office Bldg

Northwest Riverside Station, P.O. Drawer E

NW Riverside Sta P O Drawer E

19 North South Street

19 N South St

1521 Business Loop E., Box 281

1521 Business Loop E Box 281

P.0O. Box 5, 26 Mockingbird Circle

26 Mockingbird Cir P O Box 5

Exchange National Bank Building

Exchange Natl Bank Bldg

1110 Tenth Avenue, Southeast

1110 Tenth Ave SE

Highway 17 and Grand Crossing

Hwy 17 Grand Crossing

Box 106 Rural Route 5

Rural Route 5 Box 106
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STANDARD STREET NAME ABBREVIATIONS (with no punctuation):

Beach Bch
Bend Bnd
Branch Br
Bridge Brg
Building Bldg
Causeway Cswy
Center Citr
Circle Cr
Court Ct
Creek Crk
Expressway Expy
Federal Fed
Fort Ft
Freeway Fwy
Gardens Gdns
Harbor Hbr
Heights Hts
Highway Hwy
Hill HI
International Intl
Island Is
Junction Jct
Lake Lk
Lane Ln
Loop Loop
Mall Mall
Manor Mnr
Mile Mle
Mountain Mtn
National Nat
Oval Oval
Park Pky
Parkway Pky
Pass Pass
Plaza Plz
Point Pt
Ridge Rdg
River Riv
Saint St
Springs Spgs
Square SQ
Station Sta
Stream Strm
Suite 500 500
Terrace Ter
Tower Twr
Town Twn
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Trail Trl

Trunpike Tpke

Valley Vly

Village Vig

Way Wy
CITY NAMES

1. No punctuation permitted.

2. Always abbreviate the following only when it is the first word of the city name.

East E
Fort Ft
Mount Mt
North N
Saint St
South S
West W

3. Do not abbreviate when cardinal (compass) directions are part of city name. Examples:

Eastville
Southfield
Northgate
Westminister

4. Cities requiring special spacing: When in doubt, check the Zip Code Directory. Examples:

De Kalb Las Vegas
De Queen Mc Allen

El Dorado Mc Gehee
El Paso Mc Pherson
La Fayette San Jose

5. Abbreviate these words in city names as follows, but only when necessary:

Arsenal - Arsl Haven - Hvn Prairie - Pr
Bayou - Byu Heights - Hts Ranch - Rnch
Beach - Bch Highlands - Hglds Ranches - Rnchs
Bluff - BIf Hollow - Holw Rapids - Rpds
Branch - Br Island - Is Resort - Resrt
Bridge - Brg Islands - Is Ridge - Rdg
Brook - Brk Isle - Is Santa - Sn
Canyon - Cyn Junction - Jct Santo - Sn
Center - Ctr Knolls - Knls Seminary - Smnry
Church - Chr Landing - Lndg Shoal - Shli
Churches - Chrs Little - Lt Shoals - Shls
Circle - Cir Locks - Lcks Shode - Shd
Cliffs - Clfs Lodge - Ldg Shore - Shr
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College - Clg Lower - Lwr Shores - Shrs
Corner - Cor Manor - Mnr Space - Flight
Corners - Cors Meadows - Mdws Center - SFC
Court - Ct Memorial - Mem Spring - Spg
Courts - Cts Middle - Mdl Springs - Spgs
Creek - Crk Mission - Msn Square - Sq
Crescent - Cres Mount - Mnt Station - Sta
Crossing - Xing Mount - Mt Stream - Strm

Estates - Est

Mountain - Mtn

Sulphur - Slphr

Fields - Flds National - Nat Summit - Smt
Forest - Frst Orchard - Orch Terminal - Term
Forge - Frg Palms - PIms Terrace - Ter
Fountain - Ftn Park - Pk Tower - Twr
Gardens - Gdns Parkway - Pky Trail - Trl
Gateway - Gtwy Peninsula - Pnsla Upper - Upr
Grand - Grnd Plain - PIn University - Univ
Great - Gr Plains - Plns Valley - Vly
Grove - Grv Port - Prt View - Vw
Harbor - Hbr Point - Pt Village - Vig

MEMBER NAMES

Remember that nothing is as important to our members, or to anyone, as their name being spelled
correctly. With that in mind, here are the basic rules for entering names in the NRDS system.

1. No punctuation is ever used, i.e. no periods (.) after initials or after Jr., Sr., lll, etc.

Leave a space between letters when the space is part of the last name, i.e., Mac Donald,

Mc Elroy, O Brien.

3. Do not use titles, nicknames, or designations as part of the name fields. The NRDS database
contains special fields for these entries.

Conventional Spelling:

NRDS Input: First Name MI Last Name Suffix

A. Raymond Thurston, Jr.

A Raymond Thurston Jr

Robert A. Anderson, REALTOR" Robert A Anderson
Margaret Sarah Louis O'Connell Margaret L O Connell
Jack D'Astri Jack D Astri

Jane Jones, MAI Jane Jones

Ronald "Ron" Macdonald

Ronald Mac Donald

SORT SEQUENCE FIELD
In data base management programs, a Sort Sequence (or Search) field is used by the computer to

sort and print the names of the associations, firms or individuals in alphabetical order.

Phone companies have long used this technique to sort their directories. It's the "magical” field that

makes the firm of Fred Jones & Sons appear under the J's and not the F's.

Strict adherence to standardized terminology, naming policies and abbreviations is critical to making

the Sort Sequence function work correctly.
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It requires data to be entered consistently (and correctly) in the Sort Sequence field.
Otherwise, strange things will happen when running a member or firm printout. For example:
* Robert H. Franklin Jr. would be alphabetized as if his last name were "Jr."

* Firms beginning with Century 21, C21 and C-21 will end up in different places in the "C's" list.

Note: The Sort Sequence field is a hidden, non-printing "working" field used only by the computer to
perform sorts. It will never be seen by the member or published anywhere.

RULES FOR SEQUENCE ENTRIES

1. All standard NRDS abbreviations shown elsewhere in this document must be used in every case
when entering firm and association names in the Sort Sequence field, even if the name would fit
otherwise.

2. Use all lower or all upper case letters in the Sort Sequence field. Mixing upper and lower case will
cause names with upper case first letters to sort at the top of the list.

3. Determining Alphabetical Placement: A computer reads the Sort Sequence field just as you would,
from left to right. It begins sorting and alphabetizing just as you would, by the first word in the field
and continuing through the end of the name.

Associations: Whenever possible, put the primary association identifier (i.e. name of area served)
as the first word(s) in this field. Use the abbreviations found in the Association Name section of
this document.

Example: If you entered "the realtor association of smithtown" in the sort sequence field, the
computer will place it under the T's. In this case, you would want the Sort Sequence field to be
"smithtown" so that it will be placed in the S's.

Firms: In firms, put the primary name identifier as the first words in the field.

Example: The computer would place a Sort Sequence field entry of "c21/a.a. smith & sons"
first with the Century 21's, but then in the A's. Hence the Sort Sequence field should be
"c21/smith a. a." to make it appear in the S's, i.e. in correct "phonebook" alphabetical order.

4. MANDATORY FRANCHISE NAME ABBREVIATIONS (Use in all instances, include slashes).
Consistent use of these abbreviations in the Sort Sequence field ensures these franchises will sort
properly. Remember, this is a hidden, non-print field so your members will never see it:

Better Homes & Gardens /bh&g
Century 21 c21/
Coldwell Banker cb/

ERA era/
Realty Executives Irlty execs
RE/MAX remax/
Prudential pru/
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5. MANDATORY FIRM NAME ABBREVIATIONS: Always abbreviate the following words as shown
(with no punctuation):

Agency Agcy
And &
Assocaite/Associates Assoc
Auction Auc
Cardinal (Directional) See Association Name abbreviations
Company Co
Construction Const
Corporation Corp
County Cnty
Development/Developer Dvlp
Enterprises Entrp
Incorporated Inc
Insurance Ins
Investment Inv
Limited Ltd
Management Mgmt
Mortgage Mrtg
Professional Prof
Property(ies) Prop
Realty Rlty
Real Estate Rl Est
Services Svcs
The OMIT if first word in title
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ACCESSING NRDS
Once you have logged in to One Realtor Place, you will see a button in the top right corner

called NRDS. Click this button and then click the CONNECT TO NRDS button that
appears.
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File Edit Wiew Go Communicstar Help

ii@i\aﬁ\@”\d@@iﬁé
i Back Feload Home Searc Hetscape Frirt Security Shop

,ﬂt " Bookmarks \&. Location: Ihttp:.-";"www.Dnerealturplace.w.ame.nsf.-"pages.-"frame j 1T Wwhat's Related

Searcn I 5

6l . Site Tour . ContactUs . NRDS . Hon

Info Cent < 0573172000
nfe Center —
' FS
Comm Center What's New
MarketPlace Patticipate MOW i1 the Call for Action on HE.
Organizations 334, the "Collections of Information Antipiracy

Member Benefits Aot

EALTOR Need help finding something on
; OneRealtorPlace com? Use the Search function,
YELIE ME MBS ATVARTAGE in the Top Banner to bring the info to ywou
Sumnnary of actions by MAR's Board of b
Ditectors at the MWidyear Meeting on May 22 in
N T " Washington, DT, is now available Dlinates of
REALTOR' Benclins Mus s
R .E,".'{_:..'. _ﬁ = :J Committes meetings will be available June lI Business Tools ;I
ﬁﬁ"‘ j=ifd= | | http: 44 v, omerealtorplace. com/ TROD aily. nst = R R N I ey B |

The NRDS menu will then appear in the left frame with the following options: Find
An Association, Find A Member, Find An Office, Batch Download, Batch Refresh and Batch Upload.

Note: When you logged into NRDS, the system verified your security as discussed in the Security
Level section.
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NRDS MENU OPTIONS

FIND AN ASSOCIATION

This menu option is used to find an Association record. Once you have pulled up the record, if this is
your Association (you are the POE), you can make changes to this record. NOTE: Only NAR can
add a new association record, or mark an association as dissolved.

FIND A MEMBER

This menu option is used to find a member record. Once you have pulled up the record, you can
make changes, drop, transfer etc. Also select this menu to add a new member record if you are
using the online option.

FIND AN OFFICE

This menu option is used to find an office record. Once you have pulled up the record, you can make
changes, drop, etc. Also select this menu to add a new office record if you are using the online
option.

BATCH DOWNLOAD

This menu option is used by POEs who have an in house system set up to accept batch download
files from NRDS. The menu option will allow you to select the type of file: Fixed or Variable; changes
since you last downloaded or from a certain date. This option would be used especially by State
associations to regularly download changes made by their Local Boards. Large associations whose
members may be in One Realtor Place making changes to their records may also use this download
option to update their in house system.

BATCH REFRESH

This option is used by the Access Runtime users to create a file of all their NRDS records. The
NRDS system creates the file and loads in on to the Access Runtime. The file 'refreshes’' Access with
all the records. This option can also be used by other associations if they ever need a complete file
of all their records as they appear on NRDS.

BATCH UPLOAD

This option can be used by associations who will be sending all their changes to NRDS via a batch
file, although most associations using Batch Upload will send their batches directly to the FTP site
rather than using the web page.

E-MAILS
Although not on the menu, the NRDS system will send you automatic E-Mails in the following
situations:

BATCH UPLOAD: When you upload a file to NRDS, the NRDS system will validate for items such as
required fields, unique IDs, dates in date fields, numbers in number fields, etc. If there are any
rejected records, NRDS will send you an E-Mail identifying the rejected record and the reason.

AN AUTOMATIC E-MAIL WILL BE SENT EACH NIGHT WITH THE FOLLOWING:

MEMBER CHANGES: When a member changes information in their own record, NRDS will send an
E-Mail to the member's associations with the description of the change.
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BOARD CHANGES: When a Secondary Board makes a change on a member record, NRDS will
send an E-Mail to the Primary Board and any other Secondary Boards.

BOARD TO STATE: NRDS will send a summary E-Mail to the State Association summarizing New
Members, Drops, Transfers, and Changes made by their Boards.

TRANSFER: When a member transfers from one Board to another, the Board they have left will
receive an E-Mail to that effect.

ONLINE VS BATCH USERS

A frequently asked question comes from POEs who update their NRDS data using a batch upload
program from their own systems. Many are not aware that they also have access to NRDS directly
online. Every POE, whether updating by batch or online, receives a Username and Password into
NRDS when they go live. That Username and Password is used to log into ORP and access the
NRDS system. All POEs can access the NRDS online and make their changes right there. Perhaps a
POE who uses Batch Upload has only 1 or 2 quick changes to make - you can do those directly
online in NRDS if you do not want to create a batch upload for a small amount of changes.
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MAINTAIN AN ASSOCIATION RECORD

FIND AN ASSOCIATION
Find An Association is used to search for an association record and change a record.
From the NRDS Main menu, click on FIND AN ASSOCIATION.

The following Search screen will appear.

Search g l_

5&;’;}" . Site Tour . Contact Lls . NRDS . Home

«C0M

Search Association

Find a Member

Association , ,
Find an Office Name: |Eieg|n5 with I ||

City: |Eiegin5 with I ||
State: [Mone Selected
Main Menu Email: |Elegins with I ||

Association
_ = ]
Hints:
If you know the _Search | Clear Screen_ |

Azzociation [
please enter it to
overide all other

The buttons at the bottom perform the following functions:

SEARCH -- Allows you to search for an association.

CLEAR SCREEN -- Clears out any search criteria you have entered.

ADD ASSOCIATION -- Note: only NAR can add new association records, so this button will appear
only for NAR users.

When searching for an association, you can select to search on the following fields:

ASSOCIATION NAME
CITY

STATE

E-MAIL
ASSOCIATION ID

If you know the Association ID, you can search directly on that field. If you do so, it will override any
other search criteria you entered.
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For the Name fields, each has a 'Condition’ box to select your search condition. Examples of search
conditions are Begins With, Contains, Ends With, Equal To, Not Equal To.

EEII'L'I:I j&luﬂl.'uﬁﬂn

Fmd a Member

Association I

N Dagin:,. with
ET LNAme:
Fmd an Offce . Bleqing wilh .
City: Ends with I
State: Coartaing
Emalin B
Email: Mot agual 1o |

bl Mer A .
ssnciatinon D

Hints: D

TE— _Search | Clear Soreen |

Arpocistion 1D

please enter it to
ovegids all olher

When searching by name, it is always best to leave the Condition at 'Begins With'. In the entry box
next to the condition, type in the name you are looking for. It does not matter if it is upper or lower
case. If you are not sure of the spelling, just type in as much of the name as you know.

The search field of State has a 'Select Box'. For this field, you do not type in the answer manually.
Instead, you select the answer from a list. When you click on the arrow on the Select Box next to
State a list of all States appears. From the list, click on the answer you want and it will fill in
automatically.

O—m HINT: If you wish to pull up a list of every association in a State, just answer the State
prompt for your search.

Once you have entered your search criteria, if you discover you would like to start over, click on the
CLEAR SCREEN button and the answers will clear out and let you start again.

When you are ready to search, click on the SEARCH button. The NRDS system will come back with
a list of every association record that matched your Search criteria.
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0290 VERENIOWT ASIOCTATION OF REAT TORSE IHC Moptpelir YT (2021 220-0513

g540 ADDISOH COTHTY BOARD OF EEAT TOREZE LAl T (3020 577-3232
asds CENTRAT VERMOHT BOARD 0OF BEAT TORSE THC Wmdpelier  WT (RT3 2290411
#5530 CROWT POIMNT BOARD OF REAT TORSE IHC Springfield VT (2027 826-2170
8535 FRANETIN COUTNTY YVEELIONT BOARD OF REAT TORIE StAlbams VT (3020 524-2037
g560 NMORTHEAST KINGDOM BOARD OF REAT TOR3E M St Jomstumy W (3020 748-2591
2565 MORTHWESTERN YEERONT BOARD OF REAL TORSE M WILLISTON W'T (8027 862-6407
gsm QRLEANS COUNTY BOARD OF REAT TOREZE Herpuort WT (302] 334-5805
#5753 EUTLAND COUNTY BOARD OF REATL TORIE Killingtor, T (302) 422-6537
g580 SOUTH CEMNTEAL YVEERONT BOARD OF REAT TORSE Killingten, W (202) 422-6537
8585 SOUTHEASTERN VEEMOWT BOARD OF REATL TORSE IHC Eratlebore W (2023 2574762
g500 SIOUTHWESTERN VEEROMT BOARD OF REALTORIE [MC Eillington,  WT (2027 422-6537
8505 3TOWE ARES BOARD OF REATL TORAE M Strae WT (8027 253-8218
YEEMONT COMMERCIAL INVESTMWENT BOARD OF .
2600 EEALTORSE Muotplier VT (202)220-0611
g605 WINDSOR COUNTY BOARD OF REALTORSE Killingten, W (2023 422-6537

The list will display the Association Name, City, State and Phone Number. The State Association
appears first, followed by the local Associations. You will notice the Association Name is underlined.
On the Internet, these are known as links. A link means - if you click here, you will go to this record.
If you click on association name, the association record will come up.

Click on the Association Name to pull up the association record.

The basic information about this office will appear - Association ID, Name, Address, EO,
Associations, etc.
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If you are this association's POE, you will see the following button at the bottom of the screen:
Change Association Information

You will also see the following links:

Display Members: Display every member record linked to this Association ID.

Display Offices: Displays every office record linked to this Association ID.

Display Association Leadership Positions: Displays Current, Future and Prior Associations
President, President-elect, Secretary, and Treasurer.

CHANGE AN ASSOCIATION
Once you have found your association record, click on the CHANGE ASSOCIATION INFORMATION
button to bring up the Change screen.

All the fields that you can change will appear. NOTE: You cannot change the unique Association ID.
Also, you cannot change the Association Name or the Status to Inactive/Dissolved. Only NAR can
make those changes.

Just tab to the field you wish to change (or click your mouse on that field). Enter the information.
When you have completed your changes, click on the CHANGE ASSOCIATION INFORMATION
button at the bottom of the record. If you change your mind, and do not wish to change anything,
click on the CANCEL button at the bottom of the screen.

SPECIAL FIELDS

ASSOCIATION EXECUTIVE ID: To safeguard against entering a non-existent member record for an
EO, you will notice this is not a "type in the answer" field. To change this field, click on the SEARCH
EO button. The Search Member screen will appear. Type in the search criteria (see Find A Member
section for instructions) and the system will display the list of matching records. Click on the member
record you want. The system will bring you back to the Association screen with the new EO
displayed.

ASSOCIATIONS: Each association is attached to a Primary State. The association can also have up
to 3 additional secondary States. At these fields, click on the SEARCH ASSOCIATION buttons to
find the association you need (see the Find An Association section for instructions). If the change
you are making is to remove one of the association's existing secondary States, go to that secondary
field and click the CLEAR button. (NOTE: Only State Associations can add and remove these links).

When you have completed the changes, click on the CHANGE button at the bottom of the screen.

If everything was OK, the Database Modification Successful message will appear. Click on OK and
you will be back to the association record. If there was an error, the error message will appear. The
error message will tell you what was wrong - perhaps you tried to blank out a required field, or put
letters in a numeric field, etc. When the error message appears, click OK. You will be back at the
association record and can enter your correction.
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MAINTAIN A MEMBER RECORD
FIND A MEMBER

Find a Member is used to search for a member record, add a record, and change a record.
From the NRDS Main menu, click on FIND A MEMBER.

The following Search screen will appear.
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The buttons at the bottom perform the following functions:

SEARCH -- Allows you to search for a member.

RESET -- Clears out any search criteria you have entered.

ADD A MEMBER -- Takes you directly to the Add screen.

CHANGE MY INFORMATION -- Used by members to pull up their own record to make changes.

When searching for a member, you can select to search on the following fields:

LAST NAME

FIRST NAME

MIDDLE (name)

MEMBER ID

STATUS

MEMBER'S OFFICE CITY
OFFICE STATE

EMAIL

DESIGNATION

AFFILIATION

MEMBER TYPE

PRIMARY FIELD OF BUSINESS
RE LICENSE

SOCIAL SECURITY NUMBER
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If you know the member's ID, you can search directly on that field. If you do so, it will override any
other search criteria you entered.

For the Name fields, each has a 'Condition’' box to select your search condition. Examples of search
conditions are Begins With, Contains, Ends With, Equal To, Not Equal To.

When searching by name, it is always best to leave the Condition at 'Begins With'. In the entry box
next to the condition, type in the name you are looking for. It does not matter if it is upper or lower
case. If you are not sure of the spelling, just type in as much of the name as you know.

The search fields of Status, State, Designation, Affiliation, and Type have 'Select Boxes'.
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For these fields, you do not type in the answer manually. Instead, you select the answer from a list.
When you click on the arrow on the Select Box next to Member's Office State a list of all States
appears. From the Select list, click on the answer you want and it will fill in automatically.

O——m HINT: The more search criteria you enter, the less success you may have. Try to make
your searches more general - perhaps searching on Last Name, First Name and State rather than
trying to answer every question.

OQ——m Searching by all statuses: When you Find a Member by NRDS ID, you do not need to
worry about the Status field. NRDS will look for that ID regardless of status. However, if you are
searching by SSN#, License, Name etc. you often need to find the record regardless of status. The
Status field in Find a Member, due to a previous enhancement request, is set to default to Active. To
include other statuses, hold down the CTRL key and click on the status(es) you need. This way,
NRDS will find that member with the License, even if they are inactive.

Once you have entered your search criteria, if you discover you would like to start over, click on the
RESET button and the answers will clear out and let you start again.
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When you are ready to search, click on the SEARCH button. The NRDS system will come back with
a list of every member record that matched your Search criteria.

Ilember List

State = VERIODIT
Click a member link to preceed to the Member Infarmation page
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The list will display the Member Name, Status, Office Name, City and State. You will notice both the
Member Name and Office Name are underlined. On the Internet, these are known as links. A link
means - if you click here, you will go to this record. If you click on member name, the member record
will come up. If you click on the Office Name, the office record will come up.

If it found more than 100 records (perhaps you searched for Smith in California), it will display the first
100 matching records. A button will appear on the bottom of the screen NEXT 100 RECORDS. Click
this when you want to page through the next 100 matching records.

Click on the Member Name to pull up the member record. The basic information about this member
will appear - Member Name, Office, Associations, Affiliations, and Designations. At the bottom, you
will see the following buttons:
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CHANGE MEMBER'S INFORMATION
If you are this member's Point of Entry Association, or if you are a secondary board of this member
(you can change limited information) and you wish to make changes to the record.

DEMOGRAPHIC LIST
To view the demographic file on this member, if any.

ADD DEMOGRAPHIC RECORD
If you wish to add a demographic record for this member.

FINANCIAL LIST
To view the financial file on this member, if any.

ADD FINANCIAL RECORD
If you wish to add a financial record for this member.

POE TRANSFER MEMBER

If you wish to Transfer this existing member into your association. NOTE: The NRDS Standards
Board has set the procedure that the Receiving board in a transfer is responsible for transferring the
record.

POE MODIEY SECONDARY
If you wish to mark this member as a secondary member in your association, or, if you wish to clear
your association out of this record if it already exists as a secondary Board.

CHANGE MEMBER INFORMATION
Once you have found the member record, click on the CHANGE MEMBER'S INFORMATION button
to bring up the Change screen.

All the fields that you can change will appear. NOTE: You cannot change the unique Member ID.

Just tab to the field you wish to change (or click your mouse on that field). Enter the information.
When you have completed your changes, click on the CHANGE button at the bottom of the record. If
you change your mind, and do not wish to change anything, click on the CANCEL button at the
bottom of the screen.

SPECIAL FIELDS

OFFICE ID: To safeguard against entering non-existent offices, you will notice this is not a "type in
the answer" field. To change this field, click on the SEARCH OFFICES button. The Search Office
screen will appear. Type in the search criteria (see Find An Office section) and the system will
display the list of matching records. Click on the office you want. The system will bring you back to
the Member screen with the new office displayed.

ASSOCIATIONS: Each member is attached to a Primary Board and a Primary State. The member
can also have up to 3 additional secondary Boards and up to 3 additional secondary States. At these
fields, you can type in the 4-digit Association ID, or you can click on the SEARCH ASSOCIATION
buttons to find the association you need (see the Find An Association section for instructions). If the
change you are making is to remove one of the member's existing secondary associations, go to that
secondary field remove the data.
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REQUIRED FIELDS: Note that required fields are marked with an asterisk.
When you have completed the changes, click on the CHANGE button at the bottom of the screen.

If everything was OK, the Database Modification Successful message will appear. Click on OK and
you will be back to the member's record. If there was an error, the error message will appear. The
error message will tell you what was wrong - perhaps you tried to blank out a required field, or put
letters in a numeric field, etc. When the error message appears, click OK. You will be back at the
member's record and can enter your correction.

ADD DEMOGRAPHIC RECORD
A member's primary and secondary associations can add demographic records to the member. The
member can have an unlimited number of demographic records linked to them.

Demographic records are optional and are used at the state and local associations' discretion.

To add a Demographic record, first follow the Find a member instructions to pull up the member.
Then click on the ADD DEMOGRAPHIC RECORD button.

There are several fields on this screen. You define them and answer them as needed. When done,
click on the ADD button at the bottom of the screen. If you need to clear out your answers, click
CLEAR. To leave this screen without adding a record, click CANCEL.

The message Database Modification Successful appears when the add has been processed. Click
OK and the system will return to a display of the member's demographic records.

DEMOGRAPHIC LIST

Once demographic records have been added for a member, when you pull up the member in Find A
Member, you can click on the DEMOGRAPHIC LIST button to display all demographic records for
this member. The list of all records will appear. The Group Code is underlined, meaning it is a link.
Click on the Group Code you want to being up that demographic record. You will then see a button
that will allow you to Change this record and a button that allows you to Delete the record. To leave
this screen without entering any changes, just click on the Find A Member link at the bottom to return
to the main Member screen.

ADD FINANCIAL RECORD
A members Primary and Secondary associations can add financial records to the member. The
member can have an unlimited number of financial records linked to them.

Financial records are optional and are used at the state and local associations' discretion.

To add a Financial record, first follow the Find a Member instructions to pull up the member. Then
click on the ADD FINANCIAL RECORD button.

There are several fields on this screen. You define them and answer them as needed. When done,
click on the ADD button at the bottom of the screen. If you need to clear out your answers, click
RESET.
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The message Database Modification Successful appears when the add has been processed. Click
OK and the system will return to a display of the member's financial records.

FINANCIAL LIST

Once financial records have been added for a member, when you pull up the member in Find A
Member, you can click on the FINANCIAL LIST button to display all financial records for this member.
The list of all records will appear. The Payment Type is underlined, meaning it is a link. Click on the
Payment Type of the record you want to being up that record. You will then see a button that will
allow you to Change this record and a button that allows you to Delete the record. To leave this
screen without entering any changes, just click on the Find A Member link at the bottom to return to
the main Member screen.

POE MODIFY SECONDARY

Any POE can pull up an existing member in NRDS and insert their association as one of the
member's secondary associations. The POE can also clear out an existing secondary association
and a member's record as long as the POE is that association.

After searching for the member, click the POE MODIFY SECONDARY button.

Using the SEARCH SECONDARY buttons, NRDS will take you to the Find An Association screen.
When the results of the search are displayed, click on the appropriate association and you will return
to this screen with the association selected listed as the secondary.

If you are there to remove yourself as a secondary association, click on the CLEAR button next to
your listing (i.e. Secondary 1, Secondary 2, etc.). You cannot clear some other association out as a
secondary, only yourself.

TRANSFER A MEMBER

The responsibility for entering a transfer is with the 'receiving' association. Any Point of Entry
association can search a member anywhere in the country. When the member record appears, the
POE TRANSFER MEMBER button appears. Click on this button if you are transferring this member
into your association.
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The system will display the member's current information. At this time the POE can change the
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Primary local and Primary state association and enter the Transfer Date.

Use the SEARCH ASSOCIATION buttons to find the correct association. Enter the Transfer Date.
Click on the CHANGE button to process the change. If you do not wish to process the transfer, click
on CANCEL.

When you process the Transfer, the system will automatically move the original Primary
associations to Secondary association fields. Then, the system will send an E-Mail to the original
Primary associations notifying them of this transfer. Once the transfer is complete, the new Primary
association can pull up the member record in a search and change the member's record if needed.
The new Primary association now becomes this member's Point of Entry.

NOTE: Once you process the transfer, please wait until the next day to remove the original Primary
associations from the Secondary fields, if needed. NRDS send the E-Mails out once a night and if
you remove the old Boards before then, the original Boards will not receive the E-Mail.

ADD A MEMBER
On the initial Find a Member screen, there is a button ADD A MEMBER. Click this button to add a
new member record.

When you do, the NRDS system will bring up a blank member form for you to fill out. Note that
required fields are marked with an asterisk (*).

SPECIAL FIELDS
OFFICE: To safeguard against entering non-existent offices, you will notice this is not a "type in the

answer" field. To enter this field, click on the SEARCH OFFICES button. The Search Office screen
will appear. Type in the search criteria (see Find An Office section) and the system will display the
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list of matching records. Click on the office you want. The system will bring you back to the Member
screen with the new office displayed.

THE OFFICE DR/OFFICE LOOP

Online Users: You should always add Office records before you add Member Records. When you
do, you will discover a "loop". You add the office, DR is required. You need to putin the DR's
member ID. But the DR's member record is not added yet. So you try and add the DR's member
record first, but the member record required the Office ID and how can you put that in when you have
not been able to add the Office???

You have two choices:

First, add the Office record. When asked for the DR, select yourself since the POE ID is in the
Member file. Add the Office. Next, add the member record for the DR. Since the Office ID now
exists, you can answer that question. Once the DR's member record is added, go back to the Office
screen and change the DR to the correct one.

Or, you can leave DR blank and when you add the Office, NRDS will set the association executive as
the DR and leave it that way until you can add the real member.

BATCH UPLOAD USERS: You do not need to worry about this loop if you are uploading your
add/changes to NRDS in a batch file. The batch program takes care of this for you.

DATE FIELDS: All date fields expect an answer of MM DD YYYY. When typing in the year, make
sure you use all 4 numbers (e.g. 2000).

SELECT BOXES: Any field with a 'Select’ box (box has default of None Selected) means that you
choose your answer from a list. Just click on the arrow on the box and your choices will appear. For
example, for the field STATE click on the arrow on the box and a list of all States will appear. Click
on your selected answer and it will fill in for you.

ASSOCIATIONS: When tying a member record to the Primary Board and Primary State as well as
the secondary memberships, you can either type in the 4 digit Association code, or if you do not know
what it is, click on the Search Association box to search for the correct association (see Find An
Association section). Once the association you want appears in your search, click on it and the
Association code will fill in on the member record.

Once you have completed your data entry, at the bottom of the form you can select to ADD, CLEAR
or CANCEL. Click ADD to add this member record to NRDS. Click CLEAR to clear out the form and
start over. Click CANCEL to back out of the Add screen.

If the Add is successful, the message Database Modification Succeeded appears. Click OK and the
system returns you to the Member form. You can then add the next member. If the Add was not
successful, the system will display the failed message and explanation (for example, if you left a
Required field blank, the system will describe this error). It will return you to the member form so you
can correct the error and click ADD again.
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MAINTAIN AN OFFICE RECORD

FIND AN OFFICE
Find An Office is used to search for an office record, add a record, and change a record.
From the NRDS Main menu, click on FIND AN OFFICE.

The following Search screen will appear.
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The buttons at the bottom perform the following functions:

SEARCH -- Allows you to search for an office.
RESET -- Clears out any search criteria you have entered.
ADD AN OFFICE -- Takes you directly to the Add screen.

When searching for an office, you can select to search on the following fields:

OFFICE NAME
DR FIRST NAME
DR LAST NAME
CITY

STATE

E-MAIL

OFFICE ID

If you know the office ID, you can search directly on that field. If you do so, it will override any other
search criteria you entered.
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For the Name fields, each has a 'Condition’ box to select your search condition. Examples of search
conditions are Begins With, Contains, Ends With, Equal To, Not Equal To.

When searching by name, it is always best to leave the Condition at 'Begins With'. In the entry box
next to the condition, type in the name you are looking for. It does not matter if it is upper or lower
case. If you are not sure of the spelling, just type in as much of the name as you know.

The search field of State has a 'Select Box'. For this field, you do not type in the answer manually.
Instead, you select the answer from a list. When you click on the arrow on the Select Box next to
State a list of all States appears. From the Select list, click on the answer you want and it will fill in
automatically.

O——-mw HINT: The more search criteria you enter, the less success you may have. Try to make
your searches more general - perhaps searching on Office Name and State rather than trying to
answer every question.

Once you have entered your search criteria, if you discover you would like to start over, click on the
RESET button and the answers will clear out and let you start again.

When you are ready to search, click on the SEARCH button. The NRDS system will come back with
a list of every office record that matched your Search criteria.

Office Last
Office Mame cottans 21 AND State = VEEMOMT
Click an office bnl: to proceed to the Office Infonmation page

SOOTHEASTERN VERMICOHT BOARD OF FEEAT

nzodoosd] 2L CARRIAGE REAT TV 7 I OVER T (202 LT 1T e

FEAMKLIN COUNTY TERMONT BOARD COF
neenn 131 CEL TACKE ASAOCTATES ENOQSEUERG FALLE VT (202 b3E4707

(B REALTORSE

nERnonTa 31 PAOIE FY & FIICC] WEITE FTVEE. T T T (302) 296-2000 W SOR COTTH F
nzeaoim] 21 PERROTT EEAT TY EENMIHOTON WT (50 4425306 [SI?CUTMTM YERWOHT BDﬂRD aF F.Eﬂ

FRANKIIN COUNTY YERMONT BOARD OF
e 155 T2 BCOTT LAHE ASSOCTATES 2T ALEMHS YT (B0Z) 5277556 EEALTORES

If it found more than 100 records (perhaps you searched for C21 in Vermont), it will display the first
100 matching records. A button will appear on the bottom of the screen NEXT 100 RECORDS. Click
this when you want to page through the next 100 matching records.

The list will display the Office Name, City, State and Phone Number. You will notice the Office Name
is underlined. On the Internet, these are known as links. A link means - if you click here, you will go
to this record. If you click on office name, the office record will come up.

Click on the Office Name to pull up the office record.

The basic information about this office will appear - Office ID, Name, Address, DR, Associations, etc.
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At the bottom, you will see the following buttons:

CHANGE OFFICE INFORMATION

If you are this offices' Point of Entry Association, or

If you are a secondary Board of this office (you can change limited information) and you wish to make
changes to the record.

POE MODIEY SECONDARY
If you wish to mark this office as a secondary office in your association, or, if you wish to clear your
association out of this record if it already exists as a secondary Board.

POE TRANSFER OFFICE
If you wish to Transfer the existing office into your association. NOTE: The NRDS Standards Board
has set the procedure that the Receiving Board in a transfer is responsible for transferring the record.

You will also see a link Display Members for this Office. If you click on this link, the system will
display every member record linked to this Office ID.

CHANGE OFFICE INFORMATION
Once you have found the office record, click on the CHANGE OFFICE INFORMATION button to bring
up the Change screen.

All the fields that you can change will appear. NOTE: You cannot change the unique Office ID.

Just tab to the field you wish to change (or click your mouse on that field). Enter the information.
When you have completed your changes, click on the CHANGE button at the bottom of the record. If
you change your mind, and do not wish to change anything, click on the CANCEL button at the
bottom of the screen.
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SPECIAL FIELDS

OFFICE CONTACT DR

OFFICE CONTACT MANAGER

To safeguard against entering a non-existent member for a DR or Manager, you will notice these are
not "type in the answer" fields. To change these fields, click on the SEARCH FOR button. The
Search Member screen will appear. Type in the search criteria (see Find A Member section) and the
system will display the list of matching records. Click on the member you want. The system will bring
you back to the Office screen with the new DR or Manager displayed.

When adding an office, if the Office Contact Manager is the same as the Office DR, you can leave the
Manager field blank and when you Add, NRDS will fill in Office Contact Manager with the same
member who is listed as DR.

ASSOCIATIONS: Each office is attached to a Primary Board and a Primary State. The office can
also have up to 3 additional secondary Boards and up to 3 additional secondary States. At these
fields, you can type in the 4-digit Association ID, or you can click on the SEARCH ASSOCIATION
buttons to find the association you need (see the Find An Association section for instructions). If the
change you are making is to remove one of the office's existing secondary associations, go to that
secondary field clear out the data.

BILLING OFFICE, MAIN OFFICE, FRANCHISE OFFICE, PARENT OFFICE: To safeguard against
entering non-existent offices, you will notice these are not "type in the answer" fields. To change one
of these fields, click on the SEARCH OFFICES button(s). The Search Office screen will appear.
Type in the search criteria (see Find An Office section) and the system will display the list of matching
records. Click on the office you want. The system will bring you back to the Office screen with the
new office(s) displayed.

When you have completed the changes, click on the CHANGE button at the bottom of the screen.

If everything was OK, the Database Modification Successful message will appear. Click on OK and
you will be back to the office record. If there was an error, the error message will appear. The error
message will tell you what was wrong - perhaps you tried to blank out a required field, or put letters in
a numeric field, etc. When the error message appears, click OK. You will be back at the office record
and can enter your correction.

POE MODIFY SECONDARY

Any POE can pull up an existing office in NRDS and insert their association as one of the office's
secondary associations. The POE can also clear out an existing secondary association and a office's
record as long as the POE is that association.

After searching for the office, click the POE MODIFY SECONDARY button.

Using the SEARCH SECONDARY buttons, NRDS will take you to the Find An Association screen.
When the results of the search are displayed, click on the appropriate association and you will return
to this screen with the association selected listed as the secondary.

If you are there to remove yourself as a secondary association, click on the CLEAR button next to
your listing (i.e. Secondary 1, Secondary 2, etc.). You cannot clear some other association out as a
secondary, only yourself.
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TRANSFER AN OFFICE

The responsibility for entering a transfer is with the 'receiving' association. Any Point of Entry
association can search an office anywhere in the country. When the office record appears, the POE
TRANSFER OFFICE button appears. Click on this button if you are transferring this office into your
association.

The system will display the member's current information. At this time the POE can change the
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Primary local and Primary state association and enter the Transfer Date.

Use the SEARCH ASSOCIATION buttons to find the correct association. Enter the Transfer Date.
Click on the CHANGE button to process the change. If you do not wish to process the transfer, click
on CANCEL.

When you process the Transfer, the system will automatically move the original Primary
associations to Secondary association fields. Then, the system will send an E-Mail to the original
primary associations notifying them of this transfer. Once the transfer is complete, the new primary
association can pull up the member record in a search and change the office's record if needed. The
new primary association now becomes this office's Point of Entry.

NOTE: Once you process the transfer, please wait until the next day to remove the original primary
associations from the secondary fields, if needed. NRDS send the E-Mails out once a night and if
you remove the old boards before then, the original boards will not receive the E-Mail.

ADD AN OFFICE

VERY IMORTANT NOTE: Confusion often arises when POE’s believe that every time they add a
member, they need to add another copy of the office record. This is NOT true. The office building
itself does not 'join' an association. If members work in a particular office, and the neighboring
association has already put the office record in NRDS, that is OK. There is no need for another
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association to add another copy of that office -- offices do not 'belong' to an association. There
should be only one copy of the office in NRDS.

Duplicate offices can create problems for everyone. Office counts will not be correct because one
office's members will be scattered across 10 copies and the office may not make a list of the largest
firms for director entitlement, for example, because NRDS will have many small offices and not one
large one.

Money and resources are wasted on mailings, labels, rosters, etc because of duplicates.
REALTORS" and consumers searching on the White Pages may miss information because they
have found the first copy of 'Sunshine Realty' but may have no idea the REALTOR" they are
searching for is in another copy of 'Sunshine Realty'.

So, make sure when you add an Office into NRDS that there is not already a record on NRDS

for that location. You can load your Primary members into NRDS and indicate they work at any office
ID. You do not need to add another record for that office into NRDS if another association has already
loaded a record for that location. All Local Boards can use that one Office ID on NRDS.

On the initial Find an Office screen, there is a button ADD AN OFFICE. Click this button to add a new
office record.

When you do, the NRDS system will bring up a blank office form for you to fill out. Remember, all
required fields must be entered. REQUIRED FIELDS: Note that required fields are marked with an
asterisk (*).

Then moving from field to field, type in the information for this office.

SPECIAL FIELDS

OFFICE CONTACT DR

OFFICE CONTACT MANAGER

To safeguard against entering a non-existent member for a DR or Manager, you will notice these are
not "type in the answer" fields. To change these fields, click on the SEARCH FOR button. The
Search Member screen will appear. Type in the search criteria (see Find A Member section) and the
system will display the list of matching records. Click on the member you want. The system will bring
you back to the Office screen with the new DR or Manager displayed.

When adding an office, if the Office Contact Manager is the same as the Office DR, you can leave the
Manager field blank and when you Add, NRDS will fill in Office Contact Manager with the same
member who is listed as DR.

THE OFFICE DR/OFFICE LOOP

Online Users: You should always add Office records before you add Member Records. When you
do, you will discover a "loop". You add the office, DR is required. You need to putin the DR's
member ID. But the DR's member record is not added yet. So you try and add the DR's member
record first, but the member record required the Office ID and how can you put that in when you have
not been able to add the Office???

You have two choices:
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First, add the Office record. When asked for the DR, select yourself since the POE ID is in the
Member file. Add the Office. Next, add the member record for the DR. Since the Office ID now
exists, you can answer that question. Once the DR's member record is added, go back to the Office
screen and change the DR to the correct one.

Or, you can leave DR blank and when you add the Office, NRDS will set the association executive as
the DR and leave it that way until you can add the real member.

BATCH UPLOAD USERS: You do not need to worry about this loop if you are uploading your
add/changes to NRDS in a batch file. The batch program takes care of this for you.

DATE FIELDS: All date fields expect an answer of MM DD YYYY. When typing in the year, make
sure you use all 4 numbers (e.g. 2000).

SELECT BOXES: Any field with a 'Select box' (box has default of None Selected) means that you
choose your answer from a list. Just click on the arrow on the box and your choices will appear. For
example, for the field STATE click on the arrow on the box and a list of all States will appear. Click
on your selected answer and it will fill in for you.

ASSOCIATIONS: When tying an office record to the Primary Board and Primary State as well as the
secondary memberships, you can either type in the 4 digit Association code, or if you do not know
what it is, click on the SEARCH ASSOCIATION box to search for the correct association (see Find An
Association section). Once the association you want appears in your search, click on it and the
Association code will fill in on the office record.

Once you have completed your data entry, at the bottom of the form you can select to ADD, CLEAR
or CANCEL. Click ADD to add this office record to NRDS. Click CLEAR to clear out the form and
start over. Click CANCEL to back out of the Add screen. If the Add is successful, the message
Database Modification Succeeded appears. Click OK and the system returns you to the Office form.
You can then add the next office.

If the Add was not successful, the system will display the failed message and explanation (for
example, if you left a required field blank, the system will describe this error). It will return you to the
office form so you can correct the error and click ADD again.
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NRDS BATCH DOWNLOAD

The Batch Download option is used for pulling records from NRDS back down to your in-house
membership system.

This option is not for users of the NAR Access Runtime program - you will use the Batch Refresh
option.

The Batch Download will allow you to download all changes since the last time you created a
download file; all changes since a certain date; or a particular batch number.

Batch Download is especially useful to State Associations. Once the State's local associations are
online as their own Point of Entry, a State can use Batch Download on a regular basis to pull in all
changes made by the local associations to their records. This will keep the State's in-house system
in synch with NRDS.

Larger Boards can also use this option to regularly pull in all changes made to the NRDS system by
it's members, secondary Boards, and affiliates.

From the NRDS main menu, click on Batch Download.

Answer the following questions:

Select File Type

Click on Fixed if you need the download file in a fixed format.

If you need the file in a Variable format, click on the type of delimiter you need. Choices are Comma
Separated, Tab Delimited, or Other Delimited. The Other option is available if you need a delimiter
other than Comma or Tab. If so, click on Other and then type in the character in the Enter Delimiter

box.

NOTE: Your vendor will let you know if you need Fixed or Variable, and if variable which delimited
you need.

Select Criteria

Select the type of batch you need. Choices are:

All Changes Since You Last Downloaded: This option will automatically pull all changes since your
last download. This is the recommended method as it is the least likely to pull anything you do not
need.

Changes From Date: If for some reason you need to pull all changes since a certain date regardless
of whether or not you have already pulled some changes, select this option. You then want to type in
the starting date in the format MM DD YYYY.

Batch Number: If you need to pull in a particular batch, enter the batch number.
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When done, click on the DOWNLOAD NOW button. The system will then return a Select Box for you
to select the association if you are POE for more than one Board. You will see a list of all
associations for which you are a POE. State Associations have the choice of including all their
Boards or just one.

The download file will include all changes made to Member, Office, Demographic, and Financial
records.

Once you have selected the association, click on DOWNLOAD NOW and the system will create a zip
file of all changes, list the file name and then prompt you for the location on your system to send the
file.

Once the file is on your system, follow your vendor instructions for merging it into your system.
NOTE: While the download files are being created, you do not have to remain on the NRDS system.

Also, check with your vendor to see if they have automated this process since you may not need to
go into the NRDS Web page each time to create a download file.
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NRDS BATCH REFRESH

The Batch Refresh option is for the users of the NAR Access Runtime option. If you are using the
Access Runtime, you would enter all your adds and changes directly into NRDS online (see sections
for Find A Member and Find An Office). When you are done, you can select the Batch Refresh
option. This program creates a file of all your records on NRDS and sends that file to your PC.

When you open your Access Runtime program, it will prompt if you wish to refresh (replace) all
records in the Access with the full records from the Batch file. Your Access system is then in synch
with NRDS.

Note: Non-Access sites who use Batching to update NRDS can also use Batch Refresh to create a
full replacement file for a particular association.

ALL SITES: This option is also used to create a file of all Associations to load down onto your own
system.

From the NRDS Main menu, select Batch Refresh.

Answer the following questions:

Select File Type

Click on Fixed if you need the download file in a fixed format.

FOR ACCESS RUNTIME: Select the Variable format with Comma Separated. For other types of
systems, Tab Delimited or Other Delimited is also available. The Other option is available if you need

a delimiter other than Comma or Tab. If so, click on Other and then type in the character in the Enter
Delimiter box.

Once you have selected the file type, click on the DOWNLOAD NOW button.

When done, click on the DOWNLOAD NOW button. The system will then return a Select Box for you
to select the association if you are POE for more than one Board. You will see a list of all
associations for which you are a POE. State Associations have the choice of including all their
Boards or just one.

The system will create a Zip file of all records in the association - Member, Office, Demographic, and
Financial. It will display the number of records in the file.

If you wish to proceed with the download, click on DOWNLOADED FILE. You will be asked for your
username and password. The system will list the file name and then prompt for the location on your
PC for the file. (Access Runtime users - load the file to C:\nrds\download).

The download file will include all Member, Office, Demographic, and Financial records.

REFRESH ALL ASSOCIATION INFO: Also use Batch refresh to create a file of all State and Local
Associations. This option allows you to download the Association name and address book right on to
your own system. If you wish to do so, it is recommended that you run this option once a month so
you have the latest EO Names, Board addresses, etc.
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NRDS RUNTIME ACCESS

Please keep in mind the following if you are using the Runtime Access program from NAR:

1. The data entry is done online with NRDS. You will log on to NRDS to add and change office,
member, demographic, and financial records.

2. Once you have entered data on NRDS, you will use the Database Refresh option on NRDS to
create a file of all your records.

3. When you open Access, the system will automatically replace your old database with the new
database that came from NRDS.

4. The Access runtime option allows you to view records, print, run reports and labels. You cannot do
any data entry in Access - all adds and changes must be done directly in NRDS.

If at any time you wish to modify this runtime version - add reports, change label layouts, etc. - you
would need to purchase Microsoft Access 97 and then request the source code from NAR. Once you
have those, you can make modifications.

BATCH REFRESH

Following the instructions for Batch Refresh, you would select to create a comma-delimited file. You
will then be asked for the location (where on your PC to place the file). Once that is successful, you
can log off NRDS and open your Access program.

OPENING ACCESS

When you open Access, you will be prompted: "Refresh Your Files With the Latest Download?" If
you just performed a Batch Refresh on NRDS, click on YES and your data will be refreshed. If you
have not done a Batch Refresh, click NO.

USING ACCESS RUNTIME

These instructions cover the basic for using the Access Runtime version set up by NAR. These are
not detailed instructions for using Microsoft Access. There are many, many books on the market that
cover all the aspects of using Access. Also, since this is a Runtime version, most options in Access
(designing/modifying reports, adding tables, etc.) will not be available to you.

The following pages cover the basic functions you can use in this Access version.
Once Access opens, the menu options are:

View Association Information
View Office Information

View Member Information
Reports/Mailing Labels

Exit

Once you have done a Batch Refresh from NRDS, all your office and member records will be loaded
into Access for viewing and reports. Also, NRDS Batch Refresh has an option to download all
Association information. Do this the first time you use NRDS and then continue to run the Batch
Refresh for association records every month so you have the latest files.
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VIEW AN ASSOCIATION

When you select this option from the menu, a box will appear - Enter/Select Association Name. If you
know the association name, type it in. If not, click on the arrow on the box and a list of all association
records will appear. Click on the one that you want and the record will come up on your screen.

There are two pages of information. You will see two Tabs - Page 1 and Page 2. By clicking on the
tabs you can go back and forth between pages.

If you wish to return to the main menu, click on the MAIN MENU button.

To pull up another association, click on SEARCH NEW ASSOCIATION. The Enter/Select New
Association box will appear for you to choose another record.

To Print, go to the page you want and select Print from the File menu. NOTE: If the record is more
than one page, you do need to print one page at a time.

VIEW OFFICE INFORMATION

When you select this option from the menu, a box will appear - Enter/Select Office Name. If you
know the office name, type it in. If not, click on the arrow on the box and a list of all office records will
appear. Click on the one that you want and the record will come up on your screen.

There are two pages of information. You will see two Tabs - Page 1 and Page 2. By clicking on the
tabs you can go back and forth between pages.

If you wish to return to the main menu, click on the MAIN MENU button.

To pull up another office, click on SEARCH NEW OFFICE. The Enter/Select New Office box will
appear for you to choose another record.

To Print, go to the page you want and select Print from the File menu. NOTE: If the record is more
than one page, you do need to print one page at a time.

VIEW OFFICE INFORMATION

If you wish to view a list of all members attached to this office, click on LIST SALESPEOPLE. The list
will show the Member ID, Name, and Phone Number. From that list you can click on the button to
Return to Office Screen.

VIEW MEMBER INFORMATION

When you select this option from the menu, a box will appear - Enter/Select Member Name. If you

know the member name, type in the last name comma first name. If the system finds a match, the

box will fill in with that name. Press Enter to bring up the record. If you are not sure of the name or
spelling, just click on the arrow on the box and a list of all member records will appear. Click on the
one that you want and the record will come up on your screen.

There are four pages of information. You will see four Tabs - Page 1, Page 2, Page 3 and Page 4. By
clicking on the tabs you can go back and forth between pages.

If you wish to return to the main menu, click on the MAIN MENU button.



NRDS User Guide

To pull up another member, click on SEARCH NEW MEMBER. The Enter/Select New Member box
will appear for you to choose another record.

To Print, go to the page you want and select Print from the File menu. NOTE: If the record is more
than one page, you do need to print one page at a time.

To view this member's Office record, click on the OFFICE INFO button. You will then view the office
record. That screen will have a MEMBER button so you can flip back to the member record.

To view this member's Demographic records (if any) click on the DEMOGRAPHICS INFO button.
The screen will list any demographic records. You can then return to the Member screen.

To view this member's Financial records (if any) click on the FINANCIAL INFO button. The screen
will list any financial records. You can then return to the Member screen.

REPORTS / MAILING LABELS
This menu offers the following options:

REPORTS
Full Roster
Office One-Line
Member Full Print
Member One Line
Association Roster
(All of these reports can be run in Alpha or ID order)

MAILING LABELS-SHEET FEED (used with laser printers)
Office Address
Member Home Address
Preferred Mailing Address
(These labels are designed for Avery 5160 laser printer labels)

CONTINUOUS FEED (used with dot matrix printers)
Office Address
Member Home Address
Preferred Mailing Address
(These labels are designed for Avery 4144 continuous sheet labels)

The standard procedures for running all the reports and labels is the same. Click on the report you
want. The report/label will automatically Print.

Following is a description of each report and label. Samples reports and labels are shown in this
document.

FULL OFFICE ROSTER
Lists Office ID, Name, Address and Phone Number. Listed under the office are all the
members attached to that office along with their name.
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OFFICE ONE LINE REPORT
List of the Offices showing Office ID, Name, Address, and Phone.

MEMBER FULL PRINT
All members listing Member Name, Address, Phone, ID, Office ID, Member Type,
Status, Join Date, Orientation Date, and SSN#.

MEMBER ONE-LINE
A list of all members showing Member ID, Office ID, Name and Status

ASSOCIATION ROSTER
A printout of all the associations showing the Association ID, Name, Executive Officer
and Phone.

OFFICE ADDRESS LABELS
Mailing Labels for each office with Office Name and Address.

MEMBER HOME ADDRESS
Member mailing labels with member's home address.

PREFERRED MAILING ADDRESS
Member labels with address member has flagged as preferred for mailings (Home,
Office or Mail).
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FIELD OF BUSINESS CODES FOR NRDS REALTOR", INDUSTRY-RELATED &
AFFILIATE MEMBER, AND ASSOCIATION STAFF FILES

WHY ARE THESE FIELDS SO IMPORTANT?

One of the major gaps in REALTOR" Association databases at all levels is information on our
members' real estate specialties.

Association volunteer leaders and professional staffs, affiliate members and vendors frequently need
listings of members-by-specialty for a myriad of uses -- special projects, product marketing,
committee assignments, and membership forecasting to name a few.

Hundreds of thousands of dollars are wasted each year by REALTOR" associations to print and mail
meeting flyers, seminar and special event promotions, surveys, and product marketing pieces to the
"wrong people”.

Why are these dollars wasted? Without reliable, easily accessible data on member specialties, we
must "shotgun" mail-outs to entire memberships instead of using a "rifle" to reach only those we want.

This same "specialty information gap" exists with our professional staffs at all levels. Until NRDS,
there wasn't an efficient way for state and national associations to directly contact local staff
specialists, especially those at the administrative or support level. Nor did staff specialists at any
level have an easy way to identify their counterparts at other levels and other associations.

NRDS TO THE RESCUE!
NRDS solves these problems by providing fields for recording up to four specialties for each member,
affiliate and staffer -- a Primary Field of Business and three Secondary Fields.

This Primary/Secondary format means those REALTORS" with more than one specialty can be
easily accommodated.

What's more, since the same NRDS Member File will be used for Association staff and affiliate
members, the codes have been expanded to include many of their specialties and positions as well.
Of course, a staff or affiliate NRDS Member File is electronically linked to their NRDS Association or
Office File, just as the REALTOR" Member File is linked to their Firm File.

HOW THE CODES WORK
The three-digit Field of Business codes have been designed to account for most real estate, staff and
affiliate job specialties and will be used for both the Primary and Secondary Field blocks.

The challenge in determining member specialties was to strike a happy medium between the finer
distinctions needed for metropolitan areas with markets large enough to support niche specialists,
while giving consideration to members in non-metropolitan and rural areas who tend to operate more
as "general practitioners”, (i.e. handling residential, commercial and property management
transactions). Where necessary, a brief description of the specialty or subspecialty has been
included to help with more precise classification.
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NRDS FIELD OF BUSINESS CODE DEFINITIONS

Primary: The area of real estate in which the member determines he or she spends the majority

of their time. Note: As used here, "majority” does not necessarily mean "over 50%".
For example, a member may estimate spending 40% in a Primary Field and 20% in
each of three Secondary Fields.

Secondary: Other areas of real estate in which the member spends a significant amount of time,

or an area in which the member holds a recognized REALTOR" professional
designation. Example: A largely commercial practitioner may also maintain her CRB
designation, thereby entitling her to show "Residential Brokerage" as a Secondary
Field of Business.

Sequencing: Intentional gaps have been left in each series to allow for future refinement and

expansion.

REALTOR"” MEMBER CODES (RESIDENTIAL: 100 Series)

SALES-RELATED

100
101
102
103
104

105
106
107
108

109

General Residential Sales - Sells a mix of existing and new homes, condos.

Existing Homes (Resales)

New Homes: This will usually be a non-site agent in new home developments.

Buyer Brokerage - Exclusively represents buyers. Takes no listings.

Manufactured Homes (including Mobile Homes): Note: Title to the land must also be passed
for this to qualify as a real estate transaction.

Residential Lots

ResortTime Share Sales

Condominiums: Typically a site agent for a condo development.

International: Works with foreign buyers acquiring property in the United States and/or with
U.S. buyers purchasing abroad, or in transactions where at least one party is not of American
origin.

Appraisal: Practice limited to residential properties. See categories 207 for Commercial and
301 for General Appraisal

MANAGEMENT-RELATED

120
121
122
123
124

125
126

Brokerage Management- An owner or principal broker of a single office firm or a managing
office broker in a multi-office firm.

Corporate Management: A corporate executive for a large firm or a regional Idistrict executive
for a multi-firm franchise organization.

Sales Management: Brokerage sales manager

Trainer/instructor/Educator

Marketing/Research: Responsible for a firm's overall marketing/advertising or research
programs and not usually engaged in sales activity.

Office Administrative Support Staff (licensed)

Office Administrative Support Staff (unlicensed)
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PROPERTY MANAGEMENT

130
131
132

Single Family
Multi-Family
Condos, Resorts, Time Shares

REALTOR” MEMBER CODES (COMMERCIAL: 200 SERIES)

SALES/LEASING RELATED ACTIVITY

200
201
202
203
204
205
206
207
208
209
210
211

General Commercial Sales/Leasing

Industrial Sales/Leasing

Office Sales/Leasing

Retail Sales/Leasing

Land Sales/Leasing: Commercial/farm & ranch land/undeveloped residential land
Multi-Family Sales/Leasing: Apartment complexes, townhomes, and condo developments
Property Management

Appraiser: Practice limited to commerciail/Industlial properties

International

Exchanges

Tenant Representative

Investment Sales

MANAGEMENT RELATED

220
221
222
223
224
225

Brokerage Management
Corporate Management
Trainer/Instructor/Educator
Marketing/Research

Office Support Staff (licensed)
Office Support Staff (unlicensed)

OTHER COMMERCIAL ACTIVITIES:

230

231

232
233

Counselor: Serves as real estate consultant/counselor for multiple clients. Usually performs no
brokerage services.

Business Broker: Specializes in sales of businesses. Land may or may not convey. Some
states require separate license while others require only a real estate license, or both.
Development

Investment Properties (including REIT'S)

REALTOR"” MEMBER CODES (OTHER REAL ESTATE SPECIALTIES: 300

SERIES)

300 Auctioneer

301 General Appraisal: Practice includes both commercial and residential, usually in smaller
market areas where specialization is not practical

302 General Real Estate: Practice includes both commercial and residential, usually in smaller
market areas where specialization is not practical

310 Personal Assistant(licensed): Full or part-time salaried assistant to a REALTOR"”

311 Personal Assistant (unlicensed): Full or part-time salaried assistant to a REALTOR"
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INDUSTRY RELATED AND AFFILIATE MEMBER CODE (400 SERIES)

This is not intended to be an all-encompassing list of affiliate member fields of business since the
wide range of affiliate members makes it impossible to assign a code to every conceivable type.
Rather, these fields of business (occupations) are either generally related to the real estate
transaction or are real estate-specific products and services. If a close match can't be found,
consider using one of the generic titles.

Note: A little understood fact is that some states and locals have adopted bylaws which make
REALTOR" membership open to a wider range of individuals than just licensed brokers and agents.
For example, attorneys, developers and mortgage brokers can also hold REALTOR™" membership in
those associations. For these members, the Association would assign their Primary Field of Business
code from the Industry Related Codes list below. This is perfectly acceptable since their status as a
REALTOR" member would still show under the Member Type field.

400 Accountant/CPA

401 Association General Counsel (or "Board Attorney')
402 Attorney

410 Builder/Developer - Commercial

411 Builder/Developer - Residential

415 Computers - Hardware Sales/Service/Repair

416 Computers - Real Estate-related Software

420 Escrow or Settlement Agent

GOVERNMENT

424  Elected Official - Local

425 Elected Official- State

426 Government Executive - Local

427 Government Executive - State

428 Government Employee - Local (other than Executive)

429 Government Employee - State (other than Executive)

430 Government Executive (Generic)

431 Government Employee (Generic)

432 Home Inspector

433 Home Repair Contractor or Supplier (building materials, roofers, carpenters, plumbers, etc.)
434 Homeowner Insurance

435 Homeowner Warranty Sales

440 Internet Service Provider (ISP): E-mail/intemet access service
441 Internet Marketing: Operates property web site, provides web page design services, etc.
450 MLS and MLS Products Vendor

460 Mortgage Banker or Broker

461 Mortgage Loan Originator/Processor

470 Real Estate Products Supplier (signs, maps, etc.)

475  Surveyor

480 Termite Inspector

485 Title Insurance Agent or Representative

GENERIC
490 Account or Sales Representative
491 Business Owner/Operator or other executive level employee
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492 Member Benefits/Services Vendor: Can be used for a multitude of providers.

493 Vendor
493 Technical Specialist
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ASSOCIATION STAFF CODES (500 SERIES)

Note: This is not intended to be an all-encompassing list of association staff positions. Staff size and
structure may mean several jobs are combined under one individual. For that reason, several generic
job titles have been included, e.qg. Staff Executive, General Office Manager, General Office Assistant,
Business/Accounting Office Staff, etc.

A staff person whose job incorporates two or three areas can be coded as having Primary and
Secondary positions. For example, if the Assistant EVP also handles governmental affairs, he or she
can be coded as Governmental Affairs Director for a Secondary Field of Business.

Likewise, an administrative worker who supports two departments can be coded as primary for one
and secondary for the other. In smaller off ices, more general titles such as "Staff Executive",
"General Off ice Manager', and "General Office Assistant” may be more applicable than exact
functional titles.

MANAGEMENT (EXEMPT EMPLOYEES):

500 Executive Officer (CEO/EVP)

501 Executive Officer (Acting): Holding the position temporarily until a pen77anent CEO is chosen.
502 Executive Secretary (Elected Volunteer)

503 Assistant EO: Sometimes called Assistant EVP, Senior VP, i.e. the second-in-command.
504 Controller/Finance VP/Chief Financial Officer
505 Assistant Controller/Finance VP/CFO

506 Communications Director/VP

507 Assistant Communications Director/VP

508 Computer Services Director/VP

509 Assistant Computer Services Director/VP
510 Education Director/VP

511 Assistant Education Director/VP

512 Governmental Affairs Director/VP

513 Assistant Governmental Affairs Director/VP
514 General Counsel (In-House)

515 Assistant General Counsel

516 Legal Affairs Director/VP

517 Legal Affairs Assistant Director/VP/

518 Member Services Director/VP

519 Assistant Member Services Director

520 Membership Director/VP

521 Assistant Membership Director/VP

522 MLS Director/VP

523 Assistant MLS Director/VP

524 Political Affairs Director/VP

525 Assistant Political Affairs Director/VP

526 Professional Standards Coordinator

527 Public/Community Affairs Director/VP

528 Assistant Public/Community Affairs Director/VP
529 Public Relations Director/VP

530 Assistant Public Relations Director/VP

531 Contract Lobbyist
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GENERIC
540 Staff Executive

ADMINISTRATIVE AND SUPPORT STAFF (NON-EXEMPT EMPLOYEES)
550 Accounts Receivable/Payable Clerk

551 Bookkeeper

552 Business/Accounting Office Assistant/Staff
553 Communications Assistant/Staff

554 Computer Support/Technical Specialist
555 Education Assistant/Staff

556 Governmental Affairs Assistant/Staff

557 Legal Affairs Assistant/Staff

558 Lockbox System Coordinator/Assistant
559 Member Services Assistant/Staff

560 Membership Coordinator/Assistant/Staff
561 MLS Coordinator/Specialist/Staff

562 MLS Software Support/Training

563 Political Affairs Assistant

564 Public/Community Affairs Assistant/Staff
565 Public Relations Assistant/Staff

566 Receptionist/information Specialist

567 Store Manager

568 Store Assistant/Clerk

GENERIC
580 General Office Manager
581 General Office Assistant (Administrative Support Staff/Clerical)
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NRDS "FIELD OF BUSINESS" CODES FREQUENTLY ASKED QUESTIONS
(FAQ'S)

IS PRIMARY FIELD OF BUSINESS A REQUIRED FIELD?

No. However, while it's not mandatory, and would require many of us to survey our members and
spend time loading the data, it's hard to imagine a REALTOR" Association of any size not benefiting
from having this information at their fingertips.

Note: Local associations are strongly encouraged to request "Primary/Secondary Field
of Business" information as an integral part of the membership application process
and on periodic membership information verification surveys.

WHO DETERMINES A PERSON'S SPECIALTIES?

The best person to ask is the member, both when they join and periodically afterwards since
specialties can change. While most members' Primary Fields of Business will fall under one of three
or four basic codes, Association staff should resist guessing when a quick call to the member can
confirm the information. Members also will be able to select their codes themselves via One Realtor
Place.

WHAT IF THE CODES DON'T REALLY "FIT" A PARTICULAR MEMBER

SPECIALTY OR STAFF JOB?

Come as close as you can. The NRDS Standards Board welcomes suggestions for additional codes
that will provide even more meaningful identification of our members', affiliates' and staffs' specialties,
while recognizing the wide range of organizational structures, titles, and job combinations that exist in
the REALTOR" family.

HOW WILL THIS INFORMATION BE USED?

REALTOR" associations at all levels are expected to use Field of Business codes to more accurately
determine their membership's market segmentation.

Knowing how many members practice a certain specialty can help tremendously when evaluating
new products and services.
* Are there enough potential customers to warrant the service?
* Are there specialties for which unique products can be developed?
* For market and opinion research, more accurate samples can be drawn, which
increases survey reliability.

Once products and services are selected, associations can then tightly target their promotions only to
those whom the product will directly benefit, saving valuable postage and printing costs.

By simply understanding their membership composition, association volunteer leaders and key staff
can make better business and management decisions affecting all or some of their members
(customers!).
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NRDS 2 ENHANCEMENTS

NRDS VERSION 2 DEADLINE
The NRDS version 1 and 2 will run simultaneously until April 1, 2002. At that time, all NRDS version
1 batch users must be converted to NRDS version 2. NRDS online users are already using NRDS

been added to make the membership record keeping easier to maintain.
The NRDS online system is now in the Version 2 format.

Those POEs who use Batch Upload and Download can continue to do so in Version 1 — nothing has
changed for you. You can use Version 1 until April 2002. For online POEs, these changes are
already in effect. For POEs who have their own membership system and use Batches to upload and
download, you can use either NRDS 1.3 or NRDS 2.0 for a 24-month period to allow your vendors
time to upgrade. Please be sure to pass these on to your vendors so they can begin their work.

WHAT'S NEW IN VERSION 2
This following is a guide to changes made in the NRDS version 2.

Find An Association
No Changes

Find An Office
No Changes

Find A Member
No Changes

Batch Upload
No Changes

Batch Download
Still available in version 1 - no changes.
Version 2 available for testing - contact NAR.

Change An Association
No Changes
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Add/Change An Office

BOE bMoedby Office

Find an *Office I |

Assoiaion *Business [Mame; I |
Corparation ¥ asme: I—l
“Brreet Address:
Auldress 2=
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“Statn: Ihﬁrm Salacted
Zp o |
*[fice Fhone:

T (B | B, R
,: Additional Phoxe: |EI} DD

—_—
=

Find an Oifsce

Formal Name: This field is not required. It allows you to enter up to 100 characters for the office
name. Please note that the Business Name is still required and is 30 characters long and will be used
for NAR Mailings due to postal regulations.

Additional Phone: New field, not required. If you need to enter an additional phone number above
and beyond the required Office Phone. Please note that NAR uses the required Office Phone for
posting on the White Pages on realtor.com.

(i Bosder:
*Frimary Asseciatien;
*Frimasy Sk Ao iy

Daes Wadved Lacal:
Draes Wdved Matienal:
Draes Wodved 5 pane:

*Jomed Diate:
Primary ndicamr; ) Prmary © Secondary
MILS:

(eeupation Mamme:

Ornline Siatus;

—
C
0

oute sumsmuw: [ ]
un/ -

Oriemiation Date:

Previous Mon-Fember O Yes O Mo
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Primary Associations: These are still the same, but you will notice the fields for Secondary
associations are not on this screen any longer. They are on an additional screen that is described
later.

Billing Office: In addition to the SEARCH button, there is now a box where you can type the Office
ID right in and skip the search step.

Mlam (Mfice:

FIITH.']'I.II:

Parent E'-ul'l.p:ny:

“Dfice Status:
ot Seguence:
Stams [ate:

Stop Maal: O Tes 8 He
Mrds Insert Diate:

Main Office, Franchise, Parent Company: In addition to the SEARCH button, there is now a box
where you can type the Office ID right in and skip the search step.

NRDS Insert Date: New display field. Shows the last date a change was made to this record.

Office Secondary Association: As stated previously, the Secondary Association fields are no longer
on the Office Add or Change screens. When you choose an Office using Find an Office, the button
ADD SECONDARY ASSOCIATION will appear at the bottom. As before, any POE can pull up an
Office in NRDS to flag their association as a secondary.

The Office record is no longer limited to three Secondary associations. An unlimited number of
secondary records can be added to one office.
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When you click the button, the following screen appears:

AddTilo diy Cifice Supplemental

Find an
Agsaciation Ciffice T
[J'rH.'E Fﬂn’lﬁ] HHIIE‘:
RS
MM Salesperson
Commt: |:
Sratus:

Eind an Ciffice Stams Date: DDD
Add| _Cance! |

The screen will display the NRDS ID and Office Name. In the Association field, enter the 4 digit
NRDS ID of the association. Or you can use the SEARCH button to find you association.

The Status defaults to Active. It is not required, but you can also enter a Status Date.

The NM Salesperson Count affects Board of Choice. If the DR broker of this office belongs to more
than one association, enter the number of Non-Member Salespersons in this office that the broker will
be paying for through this Secondary association.

Inactive Secondary: When you no longer wish for your association to be listed as a Secondary
on this office, pull up the Office, click on the SECONDARY button, and change the Status on this
screen to Inactive.
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Add/Change A Member

Asscacaabion

Trile:

Fed am *Memberr 10 :
]

Fmd a Membear Salutetiex:

“First Name: 1
Middhe: L 1
* Lasi Mame:

Fard oo O l I
Lo bt 2 :I
Corader: C Male © Female

Mam Blen “Member Type: |I"|=1rluli-.-=nﬂ'ilali Mamber .

. * Glares |.I5.|'.||-.'FI .
T e OO
: [ ] |

— I

Aibdyess I I |
City ]

Hiaie: [Mine Selected

Zig: | H |

Huome Fhone: {'_h I_I.I__l

Fersonal Fax: D DD

Preferred Fax: O Home © Office

Sinp Fao: O Tes & Ha

Mail Address; I I
Maldaras 2 I |

City I I

Office: Now has a 'type in' box. If you know the Office ID, just type it in. You can also continue to use
the SEARCH button if you need to find the office ID.
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Home Address: Is no longer required. If you leave it blank, NRDS will not fill it in with N/A's and

99999 as the zip.

(i Bosder:
*Frimary Asseciatien;
*Frimasy Sk Ao iy

Daes Wadved Lacal:
Draes Wdved Matienal:
Draes Wodved 5 pane:

*Juined Diates
Frimary ndicamr:
MILS:

(eeupation Mamme:
Omline Stafus:
Orline Sdadics Dk

Oriemiation Date:

later.

) Prmary © Secondary

I
L

[
L]
-

Previous Mon-Fember O Yes O Mo I

Primary Associations: These are still the same, but you will notice the fields for Secondary
associations are not on this screen any longer. They are on an additional screen that is described

*Jained Daie:
Primary udicato:
ML5:

Oecupation Name:
Onlime Sinfus:

Omlime Statux Date:
Orientagon Dage:
Prrviaux Men-Member
Memher Sulbc liss!
Rrinvtatemeni Code:
Beinstatement Date;
Arbitration Filies Pending:

Primary Field ol Busiaess: | |_ l
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Joined Date: Remember, this should be the date the member joined the REALTOR" organization.
Do not change this date every time a member transfers. There is a date for that later in the screens.

Primary Field ol Busineys:
Secondary Field of Business1;
Setandary Fheld of Businessl!
Secandiry Finld af Business®:
Snrial Security Number:
Lotal Juined Dape:

Mational Mues Paid Daie:

State Dues Padd Dare;

Diesigmafinms:
Diesigmated Healior: Ha
Spreial Disraumi:

MLE Assor [D:
Crell Fhams:

Local Joined Date: This used to be called Transfer Date. This is the date field you can use to enter
the date the member transferred to your association.

Designated REALTOR": This is a display field only. If this member's ID is listed in the Office DR field
on an Office Record, NRDS will display a Y in this field.

Special Discount: This field is used by the REALTOR" E-commerce Network when setting up
special discounts in the E-Commerce system.

MLS Assoc ID: The Regional MLS's have all been assigned a 4-digit association ID. The POE, or the
Regional MLS, can update this field to indicate which, if any, Regional MLS this member belongs to.

Cell Phone: New field, not required.
Pager: New field, not required.

Preferred Phone: New field, not required. Used to indicate the phone number the member prefers.
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Sitnde Duex Paid Daie:

Diesigmatioms:

Desigmated Realtar: Mo

GSpeeial Disconsi: O Yee O Ha

— [ Seonch S Ausocion |
Cell Fhame! || || I H I

Preferved Phose: O Office © Home O Pager © Cel

Siap Email; O Yes @ Ha

MNEIFS Inseri Daie:

Stop Email: New field, not required. NAR will use this when sending emails to members (i.e. if Yes,
we will not include in an email group).

NRDS Insert Date: New display field. Shows the last date a change was made to this record.

Member Secondary Information: As stated earlier, the secondary association fields have been
moved off the Add and Change
Member screen.

When you pull up a member in a search, you will see a button at the bottom for ADD SECONDARY
INFORMATION. This button serves several purposes.
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Use this button if you need to list your association as secondary. A member can now have an
unlimited number of secondary associations. Also, use this button to add Secondary offices, licenses
and member types of this member.

Aezomaban

) * (riffire:
Eind a MWember
- *Member Type: II"|=I tute Affliate Membsar .
Satux; I.F-.-.".r-'r.' .

M Sindug Daie: DD'D

Member Subchss:

L
Local Juin Dase: M

Dl Wena Speckal Disceuns: O Tee D Ha
MAR Dues Pabd Date:
) Hiate Durs Paid Dae:
Himts: AvrhiirationFikicsy Pending

NRIE Inzerd Dayin:

Association: Enter the Secondary Association number. You can also use the SEARCH button to pull
up the association to be a secondary. If you are using this screen to indicate a secondary office,
license, etc., for this member but the association stays the same as the Primary, just enter the
Primary association ID.

Office: Enter the Office ID. This is required even if you are using this screen to indicate a secondary
association or license, for example. In that case, if the office is the same, just enter their normal Office
ID.

Member Type: This allows you to enter a different Member Type than what appears on their primary
screen. This would be used, for instance, if the member is in a Secondary board as an Affiliate rather
than a REALTOR" as they are in their Primary board. If the Member Type is the same as their
Primary, re-enter it here.

No matter the combination, Association, Office and Member Type are always required on this screen
(known as the key). Sometimes, the answers to 1 or 2 of these fields will be the same as on the
primary screen.

R. E. License: If needed, you can enter a secondary license for this member.

Status: Defaults to Active. If at some point you need to inactivate this secondary record, just change
the Status to inactive.

Status Date: When changing the Status of this secondary record, you can enter a date if you wish.
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Member Subclass: If the POE, state or local, uses the Subclass field, if you are putting in a
Secondary Member Type, you can use this field for a Secondary subclass.

Local Join Date: Use this date field, if needed, to record the date the member joined the Secondary
association or Secondary office.

Special Discount: This field is used by the REALTOR" E-commerce Network for discounts on the
dues worksheet.

The following fields display on this screen for your information when setting up a member's secondary
information: NAR Dues Paid, State Dues Paid, Arbitration/Ethics Pending, and NRDS Insert Date. If
filled in by the Primary POE, this information can be helpful for a secondary association to know.

Display Secondary Information: When you pull up a member record in NRDS, if the member has
any Secondary Information, you will see a DISPLAY SECONDARY INFORMATION button. The
screen will display all existing Secondary Information:

Asseciation; QO AE0CTA TIOH OF RESLTORSE.-BGE

Ciffce; S0E] TG0 Ve ilism | Buck Pasliv
. Messher Type:  Redlosld  BE. Lisesse:
Find & bfeenhb
e Siafug: A ctive Stapes Dae! OLAAS0
Bemher Subclass Lacal Juin Drane:

Sperial Discount; NEDS Im=exi Date; DL 22000
Find an Office -

LETT S T H = [ ] = N R ) A T e

Office: SR | TR i e | Faark -

Wlemmher Type; Feahor®  RE Licemse:
Iulain Mena Siatus: A ckive Btz Dain: LS
Mersher Sulbse s Laeal Jedin Date:

Special Ddseoun: MEDS Dnserd Duade: (L 27000

If you 'own' the secondary record, you will see a MODIFY button. You can click this button to change
the information, such as setting the Status to Inactive if you no longer want this secondary record.
Once you change the data, you will see an UPDATE button. Click this to save the change.
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Transfer A Member

Fod a Member *Iilember Type: Epalori®
T —
s

—— EEEs
Frd s Offsce
Member Subclass: ]
. /-
Special Disconn: O Tes @ Ha
M am benu AR Dues Paid Diade:
- Eemie Duses Padd Daie:
ArbitrationFihies Pemding:

Hinits: PIRDS Eser Drase: OEFI 22000

This screen now displays the Arbitration/Ethics Pending field in addition to the NAR and State Dues
Paid fields. If the former Primary entered this information, you will see it when transferring a member.

The field formerly called Transfer Date is now called Local Join Date.

Member Financial Record

Find an
Assocabon Mame:

Offiee @ £53000430
. Office
Find a Member  poue:  FEE- oo, Realtors

Eﬂmﬂi EAA [ OHID ASS0CIATION OF REALTORSE .

Find an Office  poveciatian (p7o ASS0CTATION OF BEALTORSE

s
Payment Type  Hilling Vear Payment Amousni  Condrietion Type  Dues Paid Daie

[ Hone Selectad . | | | |D [Mone Selected ' D-'DD

|Hma Salectad . | | | |D |Nnn-.= Selectad . DI‘DD
Manblewn  Nieseece WL 1L
o [
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Billing Association: If this member pays dues for more than one association, you now select the
association for which you are entering the dues. For example, the member may be Primary with
Association A and Secondary with Association B. Select the association from the Billing Association
list. Another example: the State association may choose to enter the Financial data for their
members. They would select which Local Association the member pays their dues through. If there is
only one local association, it defaults in this box.

Payment Type: This is now a multiple-choice field. The choices that appear come directly from the
Dues Worksheet in the REALTOR" E-commerce Network. An association DOES NOT need to
participate in E-commerce, but for Payment Type to work now online in NRDS, the Dues Worksheets
must be set up for the State and the local(s). State Associations need to contact the NRDS helpline
for getting this turned on.

Batch Refresh

-

L] H:
Fperify the
At Emiter i the bat Select File Trpe Select Befresh Tane
boxdibe filetype & Fied Lergth
Eﬁésm" O Comma Separated L%itfr‘fih Later, E-Dlal the
2 Talr Deliroted
OF | i,
Click on Befrash & Otber Delimiter E.pfresh Later, E-Iulsl the
How_ 4o download File
raisting P ember,
Offiee, Fimareial Erter Dielimter D
wel Demograples
rcords Select Versicn |1 3 .
Click on Fefrash I
e
Info._ to get afile
oof ull e
from 1hes main 1able

Only One Change: The new question is Select Version.

For Runtime Users: You must continue to select Version 1.3 until you have received the new
Runtime CD Version 2 in the mail. Once you have that and have installed it, then you must request
Version 2 on this screen.
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WHERE CAN | FIND ADDITIONAL INFORMATION?

The NRDS Help Line is available for any NRDS-related questions at 1-800-868-3225.

Also, NRDS NEWS is published monthly and available to all Points of Entry (POES) on the NRDS
system. The NEWS contains announcements regarding upcoming changes to the NRDS system,
helpful hints, frequently asked questions, status of any programming fixes, etc.

Also stored here are the past issues of the NRDS NEWS.

For any questions on this publication, contact Chris DeRosa, NAR at (312) 329-8826.
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Visible

No
No
No
No
No
No
No
Yes
No
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
No
Yes

Version 1.3
Mandatory

M-all
M-all
M-all
M-all
M-all
M-all
M-all
M-all
M-all
M-add
M-add

M-add
M-add
M-add

M-add
M-add
M-add
M-add

ASSOCIATION FILE LAYOUT  (#########.ASN)

1/14/98
Field

Record Type*

Sender ID*

Transmittal Batch Number*
Transaction Number*
Transaction Total*
Transaction Date*
Transaction Time*
Association ID

Association Type
Association Name

Street Address

Street Attn/Care Of

Street City

Street State

Street ZIP

Street ZIP+6

Mail Address

Mail Attn/Care Of

Mail City

Mail State

Mail ZIP

Mail ZIP+6

Association Area Code
Association Phone Number
Association Fax Area Code
Association Fax Number
Executive Officer ID
Executive Officer Full Name
EO Fax Area Code

EO Fax Number

Point Of Entry

Web Page Address

Type

Numeric
Numeric
Numeric
Numeric
Numeric
Date
Time
Numeric
Alpha
Alpha
Alpha
Alpha
Alpha
Alpha
Alpha
Alpha
Alpha
Alpha
Alpha
Alpha
Alpha
Alpha
Numeric
Numeric
Numeric
Numeric
Numeric
Alpha
Numeric
Numeric
Numeric
Alpha

Total Length

O N W N wo o N

(0] w
S © N w s

Decimals

O O O © o

O O o o o

o O

Format

MMDDYYYY
HHMMSS

Uppercase

Uppercase

Begin

12
23
31
39
47
53
57
58
118
148
178
199
201
206
212
242
272
293
295
300
306
309
316
319
326
335
365
368
375
384

End

2
11
22
30
38
46
52
56
57

117
147
177
198
200
205
211
241
271
292
294
299
305
308
315
318
325
334
364
367
374
383
463

Required Entry

‘L'ocal,'S'tate,'N'ational "A"ffilate

System will display
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Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

M-add
M-add
M-if add
M-add

E-Mail Address

Status Code

Date Status Changed
Primary State Code
Secondary State Code 1
Secondary State Code 2
Secondary State Code 3
Last Certification Date

*all data on this file input on-line via the Internet to the Central Site;
Data to be sent to board/state as transactions to update board/state systems

Legend to codes:
Security:

Alpha
Alpha
Date
Numeric
Numeric
Numeric
Numeric
Date

3 - Only board can change
4 - Only state association can change for local boards, NAR can change for State Boards and Affiliates
5 - Only NAR can change

M = Mandatory (for adds, all transactions, etc.)

0w A~ D B~ D OO

o O OO

MMDDYYYY

MMDDYYYY

464
544
545
553
557
561
565
569

543
544
552
556
560
564
568
576

A'ctive,'l'nactive,'D'issolved,'C'onsolidated



ASSOCIATION FILE LAYOUT DESCRIPTIONS

FIELD

DESCRIPTION

Record Type

Indicates the type of record to be updated. (Used in batches only).
1 Association file

2 Office file

3 Member file

4 Financial file

5 Demographic file

Sender ID

Member ID of the party sending the change (Usually the POE). Used
in batches only.

Transmittal Batch Number

The batch number under which this transmittal was created. Used in
batches only.

Transaction Number

Transaction number under which this modification was made. Used in
batches only.

Transaction Total

Total number of transactions. Used in batches only.

Transaction Date

The date the transaction was created. Used in batches only.

Transaction Time

Time the transaction was created. Used in batches only.

Association ID

The 4-digit Association ID assigned by NAR.

Association Type

Type of Association

N National Association

S State Association

L Local Association

A Affiliate (Society, Institute or Council)

Association Name

The full name of the association.

Street Address

The street name and address number.

Street Attn/Care Of

This is a second line of address to be used for additional address
information (building number, etc.)

Street City

Name of city.

Street State

State abbreviation.

Street Zip

The 5-digit US Postal zip code.

Street ZIP+6

Standard 4-digit ZIP extension plus 2-digit carrier route.

Mail Address

The mailing address where mail should be sent, if different from Street
Address.

Mail Attn/Care Of

Additional line for mailing address.

Mail City

City for mailing address.

Mail State

State abbreviation for mailing address.




FIELD DESCRIPTION
Mail Zip 5-digit zip code for mailing address.
Mail Zip+6 4-digit Zip extension plus 2-digit carrier route for mailing address.

Association Area Code

3-digit area code for association’s phone number.

Association Phone Number

7-digit phone number for association. There is no need to type in the
dash ( -) when entering numbers.

Association Fax Area Code

3-digit area code for association’s fax number.

Association Fax Number

7-digit fax number for association. There is no need to type in the dash
(-) when entering numbers.

Executive Officer ID

The 9-digit member ID of the Executive Officer. The executive officer’s
record must exist in the member file with a unique ID.

Executive Officer Full Name

No entry will be required. This field will store the Executive Officer’s
name based on the member ID entered.

EO Fax Area Code

3-digit area code for EO’s fax number.

EO Fax Number

7-digit fax number for EO. There is no need to type in the dash ( -)
when entering numbers.

Point of Entry

This field will automatically fill in with Association’s Point of Entry ID.

Web Page Address

Internet address for association’s web page, if any.

E-Mail Address

Email address for association.

Status Code

Status of the Association
A Active

I Inactive

D Dissolved

C Consolidated

Date Status Changed

The date of the last status change.

Primary State Code

The association ID of the Primary State association for this
association.

Secondary State Code 1

The second, additional state code for this association if the local
association is affiliated with more than one state.

Secondary State Code 2

The third, additional state code for this association if the local
association is affiliated with more than one state.

Secondary State Code 3

The fourth, additional state code for this association if the local
association is affiliated with more than one state.

Last Certification Date

The date the association was certified by NAR.




Version 1.3  1/14/98

Security
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Visible

No
No
No
No
No
No
No
No
Yes
Yes
Yes
Yes
Yes
Yes
No
Yes
Yes
Yes
Yes
Yes
Yes

Yes
Yes
Yes
Yes
Yes

Mandatory Field

M-all
M-all
M-all
M-all
M-all
M-all
M-all
M-all
M-add/trsfr
M-all

M-add

M-add
M-add

M-add
M-add
M-add

M-add
M-add

OFFICE FILE LAYOUT  (########.OFF)

Type
Record Type* Numeric
Sender ID* Numeric
Transmittal Batch Number* Numeric
Transaction Number* Numeric
Transaction Total* Numeric
Transaction Date* Date
Transaction Time* Time
Record Change Type Alpha
Association ID Numeric
Office ID Numeric
Franchise ID Numeric
Parent Company ID Numeric
Office Business Name Alpha
Office Corporate Name Alpha
Sort Sequence Alpha
Street Address Alpha
Street Attn/Care Of Alpha
Street City Alpha
Street State Alpha
Street ZIP Alpha
Street ZIP+6 Alpha
Mail Address Alpha
Mail Attn/Care Of Alpha
Mail City Alpha
Mail State Alpha
Mail ZIP Alpha
Mail ZIP+6 Alpha
Office Area Code Numeric
Office Phone Number Numeric
Office Fax Area Code Numeric
Office Fax Number Numeric
Office Stop Fax Flag Alpha

Total Length

[N
'_\LOI\)

© ©O© © A N O O 00 0

N W W N W oW R W W
R OO 9@UNBSSS6 o b o

P N W N Wwoe 0N

Decimal

O O O © o

O O O O

O O O ©o

Format

MMDDYYYY
HHMMSS
Uppercase

Lowercase

Uppercase

Uppercase

Begin

12
23
31
39
47
53
55
59
68
77
86
116
146
162
192
222
243
245
250
256
286
316
337
339
344
350
353
360
363
370

End

11
22
30
38
46
52
54
58
67
76
85
115
145
161
191
221
242
244
249
255
285
315
336
338
343
349
352
359
362
369
370

Required Entry

'‘AVCLDVRLT

"Y', 'N' (N=blank)
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No
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

No
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

M-add

M-all

M-add

M-all

M-add

District

Office Type (Affiliate)

Tax ID

Corporate License

Main Office ID

Branch Type

Billing Office ID

Office Contact-Unlicensed
Office Contact DR

Joined Date

Status

Status Date

On Roster

Stop Malil

NM Salesperson Count
Office Primary Indicator
MLS Online Status

MLS Online Status Date
Point Of Entry

Web Page Address
E-Mail Address

MLS ID

Secondary Assocation ID 1
Secondary Assocation ID 2
Secondary Assocation ID 3
Primary State Code
Secondary State ID 1
Secondary State ID 2
Secondary State ID 3
Junk Mail Flag

Office Contact-Manager

**office address can be viewed member to member along
with member information from member record

Legend to codes:
Security:

Alpha
Alpha
Alpha
Alpha
Numeric
Alpha
Numeric
Alpha
Numeric
Date
Alpha
Date
Alpha
Alpha
Numeric
Alpha
Alpha
Date
Numeric
Alpha
Alpha
Alpha
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Alpha
Numeric

[l N S S S A

©

O O O o o o o

Uppercase
Uppercase
Uppercase
Uppercase

Uppercase

MMDDYYYY
Uppercase
MMDDYYYY
Uppercase
Uppercase

MMDDYYYY

371
375
379
391
403
412
413
422
452
461
469
470
478
479
480
485
486
487
495
504
584
664
674
678
682
686
690
694
698
702
703

374
378
390
402
411
412
421
451
460
468
469
477
478
479
484
485
486
494
503
583
663
673
677
681
685
689
693
697
701
702
711

'S'ingle/'M'ain/'B'ranch

AVIYVTPY

"Y', 'N' (N=blank)
"Y', 'N' (N=blank)

'P'rimary, 'S'econdary

blank is default = No, Y= Yes

2 - DR for Office can change, POEs for Associations can change, Nar can change; e-mail notification sent to state/board



3 - POEs for Associations can change, Nar can change
4 - Nar can change
M = Mandatory (for adds, all transactions, etc.)



OFFICE FILE LAYOUTS DESCRIPTION

FIELD

DESCRIPTION

Record Type

Indicates the type of record to be updated. (Used in batches only).
1 Association file

2 Office file

3 Member file

4 Financial file

5 Demographic file

Sender ID

Member ID of the party sending the change (Usually the POE). Used in
batches only.

Transmittal Batch Number

The batch number under which this transmittal was created. Used in
batches only.

Transaction Number

Transaction number under which this modification was made. Used in
batches only.

Transaction Total

Total number of transactions. Used in batches only.

Transaction Date

The date the transaction was created. Used in batches only.

Transaction Time

Time the transaction was created. Used in batches only.

Record Change Type

The type of change for the office record
A Add

C Change

D Drop

R Reinstate

T Transfer

Association ID

The 4-digit local association ID where this office has primary
membership.

Office ID

The unique 9-digit ID assigned to this office location.

Franchise ID

Used to indicate the franchise, if any, with which this office is affiliated.
Franchise ID must be a valid 9-digit ID in the office database.

Parent Company ID

Used if this office location is affiliated with a parent company. Parent ID
must be a valid 9-digit ID in the office database.

Office Business Name

Business name of the office.

Office Corporate Name

Corporate name of the office, if different from the business name.

Sort Sequence

Used by the Point of Entry when adding an office. This field is used to
alphabetize offices in lists, rosters, etc.

Street Address

Street name and address number of office.

Street Attn/Care Of

This is a second line of address to be used for additional address
information (building number, etc.)

Street City

Name of city.




FIELD

DESCRIPTION

Street State

State abbreviation.

Street Zip

The 5-digit US Postal zip code.

Street ZIP+6

Standard 4-digit ZIP extension plus 2-digit carrier route.

Mail Address

The mailing address where mail should be sent, if different from Street
Address.

Mail Attn/Care Of

Additional line for mailing address.

Mail City City for mailing address.

Mail State State abbreviation for mailing address.

Mail Zip 5-digit zip code for mailing address.

Mail Zip+6 4-digit Zip extension plus 2-digit carrier route for mailing address.
Office Area Code 3-digit area code for office’s phone number.

Office Phone Number

7-digit phone number for the office. There is no need to type in the
dash ( -) when entering numbers.

Office Fax Area Code

3-digit area code for office’s fax number.

Office Fax Number

7-digit fax number for the office. There is no need to type in the dash
(-) when entering numbers.

Office Stop Fax Flag

Set to Y if the office does not wish the fax number to be used.

District Use reserved for association’s to track geographic or political districts.

Office Type Used by association to track office type such as Residential,
Commercial, Affiliate, etc.

Tax ID The taxpayer identification number for the business.

Corporate License

The office’s corporate or business license.

Main Office ID

If this office location is a branch office, use this field to enter the Main
Office’s unique 9-digit ID. The main office must be a valid ID in the
office database.

Branch Type

Code to indicate if this location is

M Main office

B Branch Office

S Single office - no branch locations.

Billing Office ID

Used to track the office ID of the billing office. This ID must be a valid
9-digit ID in the office database.

Office Contact-Unlicensed

Alpha field for 30 characters. Enter the office contact name if they are
not a member.

Office Contact-DR

The DR of this company, whether or not they are at this location. This




FIELD DESCRIPTION

must be a valid 9-digit member ID.
Joined Date The date the office joined the association.
Status Status of the office record

A Active
| Inactive
T Transfer
P Pending

Status Date

Date of the last status change.

On Roster

Y if office should be on roster; N if they should not.

Stop Mail

Y if mail should be stopped to this address.

NM Salesperson Count

The number of non-member salespersons affiliated with this office.

Office Primary Indicator

The office’s affiliation with this association
P Primary
S Secondary

MLS Online Status

Status of office’s access to MLS system.

MLS Online Status Date

Date of last MLS status change.

Point of Entry

This field will automatically fill in with Association’s Point of Entry ID.

Web Page Address

Internet address for office’s web page, if any.

E-Mail Address

Email address for office.

MLS ID

MLS ID number for this office.

Secondary Association ID 1

The second, additional local association code for this office if the office
is affiliated with more than one association.

Secondary Association ID 2

The third, additional local association code for this office if the office is
affiliated with more than one association.

Secondary Association ID 3

The fourth, additional local association code for this office if the office
is affiliated with more than one association.

Primary State Code

The 4-digit State association ID where this office has primary
membership.

Secondary State ID 1

The second, additional state association code for this office if the office
is affiliated with more than one association.

Secondary State ID 2

The third, additional state association code for this office if the office is
affiliated with more than one association.

Secondary State ID 3

The fourth, additional state association code for this office if the office
is affiliated with more than one association.




FIELD DESCRIPTION

Junk Mail Flag Enter an N if the office does not wish to receive “junk” mail from
mailing lists, etc.

Office Contact-Manager This field is to track the contact person at this office location when it is
not the same as the DR. Used mainly for branch locations. This must
be a valid 9-digit member ID.
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MEMBER FILE LAYOUT
Version 1.3 1/14/98

Security Visible Mandatory Field Type Total Length  Decimal Format Begin End Required Entry
3 No M-all Record Type* Numeric 2 0 1 2
3 No M-all Sender ID* Numeric 9 0 3 11
3 No M-all Transmittal Batch Number* Numeric 11 0 12 22
3 No M-all Transaction Number* Numeric 8 0 23 30
3 No M-all Transaction Total* Numeric 8 0 31 38
3 No M-all Transaction Date* Date 8 MMDDYYYY 39 46
3 No M-all Transaction Time* Time 6 HHMMSS 47 52
3 No M-all Record Change Type Alpha 2 Uppercase 53 54 '‘A'V'CLDVR,T
3 Yes M-all Member ID Numeric 9 0 55 63
3 Yes Member Primary Indicator Alpha 1 64 64 'P'rimary, 'S'econdary
2 Yes* M-add Last Name Alpha 17 65 81
2 Yes* M-add First Name Alpha 12 82 93
2 Yes* Middle Name Alpha 12 94 105
2 Yes* Generation Alpha 3 106 108
2 Yes* Nickname Alpha 12 109 120
2 Yes* Title Alpha 4 121 124
2 Yes Salutation Alpha 24 125 148
2 Yes Gender Alpha 1 Uppercase 149 149 'M', 'F', '(blank)'
2 Yes M-add Home Address Alpha 30 150 179
2 Yes Home Attn/Care Of Alpha 30 180 209
2 Yes M-add Home City Alpha 21 210 230
2 Yes M-add Home State Alpha 2 Uppercase 231 232
2 Yes M-add Home ZIP Code Alpha 5 233 237
2 Yes Home ZIP Code+6 Alpha 6 238 243
2 Yes Mail Address Alpha 30 244 273
2 Yes Mail Attn/Care Of Alpha 30 274 303
2 Yes Mail City Alpha 21 304 324
2 Yes Mail State Alpha 2 Uppercase 325 326
2 Yes Mail ZIP Code Alpha 5 327 331
2 Yes Mail ZIP Code+6 Alpha 6 332 337
2 Yes M-add Preferred Mail Alpha 1 Uppercase 338 338 'H'ome, 'O'ffice, 'M'ail
2 Yes M-add Preferred Publication Alpha 1 Uppercase 339 339 H'ome, 'O'ffice, 'M'alil
2 Yes Home Area Code Numeric 3 0 340 342
2 Yes Home Phone Number Numeric 7 0 343 349
2 Yes Personal Fax Area Numeric 3 0 350 352
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Yes
Yes
Yes
Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes*
Yes*
Yes*
Yes*
Yes*
Yes*
Yes*
Yes*
Yes*
Yes*
Yes*
Yes*
Yes*
Yes*
Yes*
Yes*
Yes*

M-add
M-add

M-add

M-all

M-add

M-add

Personal Fax Number
Preferred Fax

Office ID **

Member Type

Joined Date

Orientation Date

Status

Status Date

Previous Non-Member

Dues Waived Local

Dues Waived State

Dues Waived National
Social Security Number

R/E License Number

Birth Date

Transfer Date

Stop Mail

Junk Mail Flag

On Roster

Online Status

Online Status Date

Primary Association ID
Secondary Association ID 1
Secondary Association ID 2
Secondary Association ID 3
Primary State Association 1D
Secondary State Assoc. ID 1
Secondary State Assoc. ID 2
Secondary State Assoc. ID 3
Affiliation Code #1

Affiliation Code #2

Affiliation Code #3

Affiliation Code #4

Affiliation Code #5

Affiliation Code #6

Affiliation Code #7

Affiliation Code #8

Affiliation Code #9

Numeric
Alpha
Numeric
Alpha

Date
Date
Alpha
Date
Alpha
Alpha
Alpha
Alpha
Numeric
Alpha
Date
Date
Alpha
Alpha
Alpha
Alpha
Date
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric
Numeric

A O P N
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=

A ADAAMAMAMMMMAMMMMADMMADMMMAEDMMAEDMMMNOOPRPRERPRE OO®

O O O O O O O0O0OO0OO0OO0OO0oOOoOOoOOooo

Uppercase

Uppercase

MMDDYYYY
MMDDYYYY
Uppercase
MMDDYYYY
Uppercase
Uppercase
Uppercase
Uppercase

MMDDYYYY
MMDDYYYY
Uppercase

Uppercase

MMDDYYYY

353
360
361
370

374
382
390
391
399
400
401
402
403
412
423
431
439
440
441
442
443
451
455
459
463
467
471
475
479
483
487
491
495
499
503
507
511
515

359
360
369
373

381
389
390
398
399
400
401
402
411
422
430
438
439
440
441
442
450
454
458
462
466
470
474
478
482
486
490
494
498
502
506
510
514
518

'H'ome, 'O'ffice

R'ealtor, 'AFF'iliate, 'N'on-member, 'S'taff

'I'nstitute Affiliate Member, 'RA' Realtor Associate

AETUP X

VN

VNG
VN

YN

VNG
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Yes*
Yes*
Yes*
Yes
Yes*
Yes*
Yes
Yes*
Yes
Yes*
Yes
Yes*
Yes
Yes*
Yes
Yes*
Yes
Yes*
Yes
Yes*
Yes
Yes*
Yes
Yes*
Yes
Yes*
Yes
Yes
Yes
Yes
Yes
Yes
No
Yes*
Yes*
No
Yes
Yes***
Yes

M-all

Affiliation Code #10
Affiliation Code #11
Affiliation Code #12
Designation Date #1
Designation Code #1
Designation Code #2
Designation Date #2
Designation Code #3
Designation Date #3
Designation Code #4
Designation Date #4
Designation Code #5
Designation Date #5
Designation Code #6
Designation Date #6
Designation Code #7
Designation Date #7
Designation Code #8
Designation Date #8
Designation Code #9
Designation Date #9
Designation Code #10
Designation Date #10
Designation Code #11
Designation Date #11
Designation Code #12
Designation Date #12

Primary Field of Business

Numeric
Numeric
Numeric
Date
Alpha
Alpha
Date
Alpha
Date
Alpha
Date
Alpha
Date
Alpha
Date
Alpha
Date
Alpha
Date
Alpha
Date
Alpha
Date
Alpha
Date
Alpha
Date
Numeric

Secondary Field of Business - 1 Numeric
Secondary Field of Business - 2 Numeric
Secondary Field of Business - 3 Numeric

Occupation Name
Point Of Entry
Web Page Address
E-Mail Address
PIN Number

MLS Number

Arbitration/Ethics Pending

Stop Fax Code

Alpha
Numeric
Alpha
Alpha
Numeric
Alpha
Alpha
Alpha

W W W W o0 U1 o U1 60 U1 © U1 60 U1 O U1 60 U1 O U1 00 U1 O U1 60 U1 U1 60 b M B

o

O O O o

MMDDYYYY

MMDDYYYY

MMDDYYYY

MMDDYYYY

MMDDYYYY

MMDDYYYY

MMDDYYYY

MMDDYYYY

MMDDYYYY

MMDDYYYY

MMDDYYYY

MMDDYYYY

519
523
527
531
539
544
549
557
562
570
575
583
588
596
601
609
614
622
627
635
640
648
653
661
666
674
679
687
690
693
696
699
719
728
808
888
894
903
904

522
526
530
538
543
548
556
561
569
574
582
587
595
600
608
613
621
626
634
639
647
652
660
665
673
678
686
689
692
695
698
718
727
807
887
893
902
903
904

VN
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Yes*
Yes***
Yes***
Yes***
Yes***
Yes***

Office Voicemail Extension
Reinstatement Code
Reinstatement Date

NAR Dues Paid

State Dues Paid

Member Subclass

Legend to codes:
Security:

Alpha
Alpha
Date
Date
Date
Alpha

» 00O 0O 0 KL O

MMDDYYYY
MMDDYYYY
MMDDYYYY

2 - Member can change, POEs for Associations can change, Nar can change

3 - POEs for Associations can change

4 - Nar can change

6 - Only Affiliates can change
M = Mandatory (for adds, all transactions, etc.)

*Indicates that data can be viewed member to member

**Office address displayed from office record

***\/isible by Board only

905
911
912
920
928
936

910
911
919
927
935
939



MEMBER FILE LAYOUT DESCRIPTIONS

FIELD

DESCRIPTION

Record Type

Indicates the type of record to be updated. (Used in batches only).
1 Association file

2 Office file

3 Member file

4 Financial file

5 Demographic file

Sender ID

Member ID of the party sending the change (Usually the POE). Used
in batches only.

Transmittal Batch Number

The batch number under which this transmittal was created. Used in
batches only.

Transaction Number

Transaction number under which this modification was made. Used
in batches only.

Transaction Total

Total number of transactions. Used in batches only.

Transaction Date

The date the transaction was created. Used in batches only.

Transaction Time

Time the transaction was created. Used in batches only.

Record Change Type

The type of change for the office record
A Add
C Change
D Drop
Reinstate

Member ID

R
T Transfer
The unique, 9-digit ID for this member.

Member Primary Indicator

Indicates the member’s affiliation with this association
P Primary
S Secondary

Last Name Member’s last name.

First Name Member’s first name.

Middle Name Member’'s middle name.

Generation Family generation and other suffixed - e.g. Jr. Sr. lll, Esqg. Note: do
not enter designations here. There is a separate field for those.

Nickname Member’s nickname

Title Formal title which precedes member’'s name Mr. Ms. Mrs. etc,

Salutation Member's name as it appears after Dear in the greeting of a mail
merge letter.

Gender F Female
M Male

Home Address

Street name and address number of member’'s home address,




FIELD

DESCRIPTION

Home Attn/Care Of

This is a second line of address to be used for additional address
information (building number, etc.)

Home City Name of city.

Home State State abbreviation.

Home Zip The 5-digit US Postal zip code.

Home ZIP+6 Standard 4-digit ZIP extension plus 2-digit carrier route.

Mail Address The mailing address where mail should be sent, if different from

Office or Home Address.

Mail Attn/Care Of

Additional line for mailing address.

Mail City City for mailing address.

Mail State State abbreviation for mailing address.

Mail Zip 5-digit zip code for mailing address.

Mail Zip+6 4-digit Zip extension plus 2-digit carrier route for mailing address.

Preferred Mail

Where the member would prefer to receive mail
H Home address

O Office address

M Mail address

Preferred Publication

Where the member would prefer to receive their publication(s)
H Home address

O Office address

M Mail address

Home Area Code

3-digit area code for Member’'s home phone number.

Home Phone Number

7-digit number for the member’s home phone. There is no need to
type in the dash ( -) when entering numbers.

Personal Fax Area

3-digit area code for member’s personal fax number.

Personal Fax Number

7-digit number for the member’s personal fax. There is no need to
type in the dash ( -) when entering numbers.

Preferred Fax

Where the member prefers to receive faxes
H Home/personal fax number
O Office fax number

Office ID The unique 9-digit Office ID where this member is located. This ID
must be valid in the office database.
Member Type Type of membership

R Realtor

RA Realtor-Associate

I Institute Affiliate Member
AFF Affiliate of association




FIELD DESCRIPTION
N  Non-member
S Association staff person
Joined Date The date the member joined the association.

Orientation Date

The date the member completed the association’s orientation.

Status

Member status
A Active

I Inactive

T Transfer

P Pending

Status Date

Date of last status change.

Previous Non-Member

Indicates if the member changed their status with the association
from a non-member to a member. Valid choices are Y or N

Dues Waived Local

Indicates if local dues should be waived for the member (Y/N).

Dues Waived State

Indicates if state dues should be waived for the member (Y/N).

Dues Waived National

Indicates if National dues should be waived for the member (Y/N).

Social Security Number

Member’s social security number. You do not need to type the
dashes.

R/E License Number

Member’s real estate license number.

Birth Date

Member's date of birth.

Transfer Date

Date the member transferred to their current office.

Stop Mail Indicates whether or not to exclude member from mailings. Enter Y
to stop mailings.

Junk Mail Flag Indicate if member wishes to receive “junk” mail from mailing lists.
Enter Y if they wish to receive these mailings.

On Roster Indicates if member wishes to appear on roster (Y/N).

Online Status

Status of member’s online MLS access.

Online Status Date

Date of last online MLS status change.

Primary Association ID

The 4-digit local association for this member’s primary affiliation.

Secondary Association ID 1

The second, additional local association code for this member if the
member is affiliated with more than one association.

Secondary Association ID 2

The third, additional local association code for this member if the
member is affiliated with more than one association.

Secondary Association ID 3

The fourth, additional local association code for this member if the
member is affiliated with more than one association.




FIELD

DESCRIPTION

Primary State Association ID

The 4-digit State association ID where this member has primary
membership.

Secondary State Assoc. ID 1

The second, additional state association code for this member if the
member is affiliated with more than one association.

Secondary State Assoc. ID 2

The third, additional state association code for this member if the
member is affiliated with more than one association.

Secondary State Assoc. ID 3

The fourth, additional state association code for this member if the
member is affiliated with more than one association.

Affiliation Code #1

The unique ID of the Society, Institute or Council to which this
member belongs. These fields are accessible for update only by the
Societies, Institutes, and Councils.

Affiliation Code #2

The unique ID of the Society, Institute or Council to which this
member belongs. These fields are accessible for update only by the
Societies, Institutes, and Councils.

Affiliation Code #3

The unique ID of the Society, Institute or Council to which this
member belongs. These fields are accessible for update only by the
Societies, Institutes, and Councils.

Affiliation Code #4

The unique ID of the Society, Institute or Council to which this
member belongs. These fields are accessible for update only by the
Societies, Institutes, and Councils.

Affiliation Code #5

The unique ID of the Society, Institute or Council to which this
member belongs. These fields are accessible for update only by the
Societies, Institutes, and Councils.

Affiliation Code #6

The unique ID of the Society, Institute or Council to which this
member belongs. These fields are accessible for update only by the
Societies, Institutes, and Councils.

Affiliation Code #7

The unique ID of the Society, Institute or Council to which this
member belongs. These fields are accessible for update only by the
Societies, Institutes, and Councils.

Affiliation Code #8

The unique ID of the Society, Institute or Council to which this
member belongs. These fields are accessible for update only by the
Societies, Institutes, and Councils.

Affiliation Code #9

The unique ID of the Society, Institute or Council to which this
member belongs. These fields are accessible for update only by the
Societies, Institutes, and Councils.

Affiliation Code #10

The unique ID of the Society, Institute or Council to which this
member belongs. These fields are accessible for update only by the
Societies, Institutes, and Councils.

Affiliation Code #11

The unique ID of the Society, Institute or Council to which this
member belongs. These fields are accessible for update only by the
Societies, Institutes, and Councils.

Affiliation Code #12

The unique ID of the Society, Institute or Council to which this




FIELD

DESCRIPTION

member belongs. These fields are accessible for update only by the
Societies, Institutes, and Councils.

Designation Date #1

The date the member received the designation in Designation Code
#1. These fields are accessible for update only by the Societies,
Institutes, and Councils.

Designation Code #1

Professional designation earned by the member. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Code #2

Professional designation earned by the member. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Date #2

The date the member received the designation. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Code #3

Professional designation earned by the member. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Date #3

The date the member received the designation. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Code #4

Professional designation earned by the member. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Date #4

The date the member received the designation. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Code #5

Professional designation earned by the member. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Date #5

The date the member received the designation. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Code #6

Professional designation earned by the member. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Date #6

The date the member received the designation. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Code #7

Professional designation earned by the member. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Date #7

The date the member received the designation. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Code #8

Professional designation earned by the member. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Date #8

The date the member received the designation. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Code #9

Professional designation earned by the member. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Date #9

The date the member received the designation. These fields are




FIELD

DESCRIPTION

accessible for update only by the Societies, Institutes, and Councils.

Designation Code #10

Professional designation earned by the member. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Date #10

The date the member received the designation. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Code #11

Professional designation earned by the member. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Date #11

The date the member received the designation. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Code #12

Professional designation earned by the member. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Designation Date #12

The date the member received the designation. These fields are
accessible for update only by the Societies, Institutes, and Councils.

Primary Field of Business

Numeric code that indicates member’s primary field of business.

Secondary Field of Business -1

Numeric code that indicates member’s secondary field of business.

Secondary Field of Business -2

Numeric code that indicates member’s secondary field of business.

Secondary Field of Business -3

Numeric code that indicates member’s secondary field of business.

Occupation Name

Member’s occupation. This is used for reporting RPAC contributions
on various state and federal election reports.

Point of Entry

This field will automatically fill in with Association’s Point of Entry ID.

Web Page Address

Internet address for member’s web page, if any.

E-Mail Address

Email address for member.

PIN Number

Reserved for future use.

MLS Number

Member’'s MLS ID number.

Arbitration/Ethics Pending

Flag indicating if arbitration or ethics investigation or proceedings
are pending against this member.

Stop Fax Code

Indicates if fax number is usable for fax mailings. Enter Y to stop fax
mailings.

Office Voicemail Extension

Member’s internal/voicemail extension within their office phone
system.

Reinstatement Code

Code used to indicate if member has been reinstated.

Reinstatement Date

Date member was reinstated.

NAR Dues Paid

Date field in MMDDYYYY format for association to indicate that NAR




FIELD

DESCRIPTION

dues were paid.

State Dues Paid

Date field in MMDDYYYY format for association to indicate State
dues were paid. These two fields (NAR and State) are mainly used
by associations for look-ups when processing transfers.

Member Subclass

Alpha field, length of 4. Used by States and Boards to exchange
additional billing types for members.




DEMOGRAPHICS FILE LAYOUT  (########.DMO)
Version 1.1 09/08/97

Required
Security Visible Mandatory Field Type Total Length  Decimals Format Begin End Entry

3 No M-all Record Type* Numeric 0 1 2

3 No M-all Sender ID* Numeric 0 3 11

3 No M-all Transmittal Batch Number Numeric 11 0 12 22

3 No M-all Transaction Number* Numeric 8 0 23 30

3 No M-all Transaction Total* Numeric 8 0 31 38

3 No M-all Transaction Date* Date 8 MMDDYYYY 39 46

3 No M-all Transaction Time* Time 6 HHMMSS 47 52

n/a n/a M Record Change Type Alpha 2 Uppercase 53 54 ‘AVCLD
3 Yes M Association ID Numeric 4 0 55 58

3 Yes M Member ID Numeric 9 0 59 67

3 Yes M Category Alpha 4 68 71

3 Yes Group Code Alpha 6 72 77

3 Yes Comment Alpha 30 78 107

3 Yes Status Alpha 4 108 111

3 Yes Date Date 8 MMDDYYYY 112 119

3 Yes Amount Numeric 9 2 120 128

3 Yes Number Numeric 9 0 129 137

4 No M Point Of Entry Numeric 9 138 146

Legend to codes:

Security:
2 - Member can change; e-mail naotification sent to state/board
3 - Only board can change
4 - Only NAR can change

M = Mandatory (for adds, all transactions, etc.)



DEMOGRAPHIC FILE LAYOUT DESCRIPTIONS

FIELD

DESCRIPTION

Record Type

Indicates the type of record to be updated. (Used in batches only).
1 Association file

2 Office file

3 Member file

4 Financial file

5 Demographic file

Sender ID

Member ID of the party sending the change (Usually the POE). Used
in batches only.

Transmittal Batch Number

The batch number under which this transmittal was created. Used in
batches only.

Transaction Number

Transaction number under which this modification was made. Used in
batches only.

Transaction Total

Total number of transactions. Used in batches only.

Transaction Date

The date the transaction was created. Used in batches only.

Transaction Time

Time the transaction was created. Used in batches only.

Record Change Type

The type of change for the office record
A Add

C Change

D Drop

Association ID

The 4-digit local association ID where this member has membership.

Member ID

The 9-digit unique ID for this member.

Category

Alphanumeric field, length of 4. This field is self-defined by the
Association to represent a category of demographic information being
collected.

Group Code

Alphanumeric field, length of 6. This field is self-defined by the
Association and can be used to represent groupings within the
Category for demographic information.

Comment

Alphanumeric field, length of 30. This field is self-defined by the
Association.

Status

Alphanumeric field, length of 4. This field is self-defined by the
Association.

Date

Date field in format MMDDYYYY. This field is self-defined by the
Association and is used for any date of demographic information
being collected.

Amount

Amount field, length of 9 with 2 decimals. This field is self-defined by
the Association and is used for any dollar amount in demographic
information being collected.

Number

This field is self-defined by the Association and is used for any




number in demographic information being collected.
Numeric field, length of 9.

Point of Entry

Automatically filled in by system.
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Version 1.3 01/14/98

Security

AW W W WWWWWWWWWwwWwwowowowowowoww

n/a

Visible

No
No
No
No
No
No
No
Y-b/s/n
Y-b/s/n
Y-b/s/n
Y-b/s/n
Y-b/s/n
Y-b/s/n
Y-b/s/n
Y-b/s/n
Y-b/s/n
Y-b/s/n
Y-b/s/n
Y-b/s/n
Y-b/s/n
Y-b/s/n

n/a

FINANCIAL TRANSACTIONS FILE LAYOUT (#########.DUE)

Mandatory Field

M-all
M-all
M-all
M-all
M-all
M-all
M-all
M

< =L

<

Record Type*
Sender ID*

Transmittal Batch Number Numeric

Transaction Number*
Transaction Total*
Transaction Date*
Transaction Time*
Member ID

Incurring Member 1D
Office ID

Payment Type

Billing Year

Payment Amount
Contribution Type
Dues Paid Date
Association ID
Member Last Name
Member First Name
Incur Mem Last Name
Incur Mem First Name
Social Security Number
Point Of Entry

Record Change Type
Legend to codes:
Security:

Type Total Length  Decimal Format
Numeric

Numeric

Numeric
Numeric
Date
Time
Numeric
Numeric
Numeric
Alpha
Numeric
Numeric
Alpha
Date
Numeric
Alpha
Alpha
Alpha
Alpha
Numeric
Numberic
Alpha

-
-
O O O © o

MMDDYYYY
HHMMSS

MMDDYYYY

A OO OB DM O O © O O 0 ©
o

[ T
N © o vV uUN N
o

Uppercase

2 - Member can change; e-mail naotification sent to state/board
3 - Only board can change
4-Only NAR can change

M = Mandatory (for adds, all transactions, etc.)

Y-b/s/n = Yes, visible to boards/states/ and national

Begin

12
23
31
39
47
53
62
71
80
84
88
97
98
106
110
127
139
156
168
177
186

End

11
22
30
38
46
52
61
70
79
83
87
96
97
105
109
126
138
155
167
176
185
187

Required Entry

'STAT' = state dues,

'P'ersonal, 'C'orporate

'A'D!



FINANCIAL TRANSACTION FILE LAYOUT DESCRIPTIONS

FIELD

DESCRIPTION

Record Type

Indicates the type of record to be updated. (Used in batches only).
1 Association file

2 Office file

3 Member file

4 Financial file

5 Demographic file

Sender ID

Member ID of the party sending the change (Usually the POE). Used in
batches only.

Transmittal Batch Number

The batch number under which this transmittal was created. Used in
batches only.

Transaction Number

Transaction number under which this modification was made. Used in
batches only.

Transaction Total

Total number of transactions. Used in batches only.

Transaction Date

The date the transaction was created. Used in batches only.

Transaction Time

Time the transaction was created. Used in batches only.

Member ID

The 9-digit unique member ID.

Incurring Member 1D

The 9-digit unique member ID of the member incurring the dues/fees.

Office ID

The unique 9-digit office ID of this member.

Payment Type

Self-defined by association. Examples could be:
N National Dues

S State Dues

L Local Dues

M MLS Fees

R RPAC contribution, etc.

Billing Year

The year in the format YYYY for the dues/fees paid.

Payment Amount

Amount of payment.

Contribution Type

Used for PAC contributions:
P Personal
C Corporate

Dues Paid Date

The date the dues/fees were paid, in the format MMDDYYYY.

Association ID

The 4-digit association ID through which this payment record was made.

Member Last Name

No entry needed. System will display.

Member First Name

No entry needed. System will display.

Incur Mem Last Name

No entry needed. System will display.




Incur Mem First Name

No entry needed. System will display.

Social Security Number

Member’s social security number, if collected.

Point of Entry

No entry - system fills in automatically.




VERSION 2.0 FILE LAYOUTS SUMMARY

MEMBER TABLE
Last Name

Home Address
Status

Transfer Date

Designations

PIN Number

NAR Dues Paid
State Dues Paid

Cell Phone Area Code
Cell Phone Number

Pager Area Code
Pager Phone Number

Preferred Phone

Stop Email

Designated REALTOR"

NRDS Insert Date

Removed Fields

Field has been expanded to 30 characters

No longer required, but a member will not be able to blank out.

Status of S (Suspend) added. Will be treated as inactive.

Name of field changed to Local Join Date. As a member moves from board
to board, this is the field the POE will change. The field called Join Date will
not change as it records when the member first joined the REALTOR"
organization as a whole.

Each designation now has a specific field (GRI, CCIM, CRS, etc.) and is
answered with a Y or N. Also, three more designation fields have been
added for future expansion.

Field name changed to MLS Assn ID for a length of 4. Regional MLS’s will

be assigned a 4 digit ID and this field will be used to identify which, if any,
Regional MLS the member belongs to.

These date fields are now required.

New fields for member’s cell phone number.

New fields for member’s pager number.
New field to indicate member’s preferred phone.

New field, similar to Stop Mail. Can be used to indicate not to send email to
the member.

Will be filled in automatically by NRDS based on the DR field in an Office
record. Because some POE’s membership systems could not link a
Member record to an Office record to find a DR, NRDS will do it for you.

Will be filled in automatically by NRDS. This is the date that the record was
added into NRDS for the first time.

The Secondary Association and Affiliation fields have been removed from
the Member Table and now reside in the new Member Supplemental
Table.



OFFICE TABLE

Office Formal Name
Additional Phone Area
Additional Ph. Number

Removed Fields

FINANCIAL TABLE

Payment Type

Association ID

Source

Primary Association ID

EC Control Number

New field with a length of 100. Allows POE to entirely spell out the Office
Business Name for use in other web sites, etc.
New fields to store an additional phone number for the Office.

The Secondary Association fields have been removed from the Member
Table and now reside in the new Office Supplemental Table.

This field will now contain multiple choice codes for the Payment Types
(i.e. NATL, STAT, etc.) so that the types are uniform across the boards.

This field will store the association who collected this payment. Many
times it will be the Primary association, but in some cases it could be the
member’s Secondary association.

Filled in by NRDS to indicate if this record was filled in by the E-Commerce
system, or externally.

Filled in by NRDS, it is the member’s Primary association.

If this payment was made via the E-Commerce system, the EC system will
fill in a control number.

DEMOGRAPHIC TABLE

Category
Group Code

Payment Code

EDUCATION TABLE

This field now has a list of multiple choice codes for easier use.
This field now has a list of multiple choice codes for easier use.

New field. If using Demographic to list some type of Payment (other than
Dues) you can use this field to indicate a type.

This is a new table. It is used to track a member’s continuing education. The POE, the State, an ISC,
or 