
Office Production & Inventory Report  
 
The Office Production & Inventory Report shows production (sales) counts for an office.  
This report is available to BICs and those with Office Staff access to the MLS.  
 
You can find this report in the Office Tools module on the home page of the MLS  
 

 
 
OR 
 
Go to Admin/Office Menu 



 
The main screen of the Office Production & Inventory Report is broken into three 
sections: #1 Property Types, #2 Production Section, #3 Inventory Section. 
 

 
 
Section #1 Property types   
Select the property types you would like to report on.   What you select in here can be 
very specific or very broad.  Choose Single Family if you are looking for only residential 
sales, choose Land if you are ONLY looking for land or choose both single family and 
land if you are looking for a compilation of both.  You can be very specific and see what 
the production is for condos by selecting Single Family then select Condo!  You do not 
have to select and Area – only use this if you want to further limit your search.  For 
example, select Single Family, Condo then select the Area of Ocean Isle Beach Island. 
 
Section #2 Production Section 
Use this to show sold production for a particular time period. 
 
Section #3 Inventory Section 
Use this to show what has occurred with your (or any other) Office Inventory for a 
particular time period. 
 



 
If you want a report that shows 

YOUR Office Sales (production) during a particular time period –  
 

 
·  Select Property type(s) 
·  Select Production Section Sold Dates 

 
The search will look like this: 
 

 
 



The report will look like this: 
 

 
 
Production Section  shows sales information about your office, during the dates 
specified in the Production Section.  This also shows comparison to total sold on the 
entire MLS.   
 
Production Section defined: 
 

·  Total Sold / Entire MLS  =Total number of listings sold for the specified time 
period in the entire MLS NOT just your office. 
 

·  Listed In House/Sold In House =Total number of office listings that were sold by 
your office. 
 

·  Listed In House/Sold Co-Broke =Total number of office listings that were sold 
by someone outside of your office. 
 

·  Listed Co-Broker/Sold In House = Total number of listings that were sold by 
someone in your office but NOT listed by your office. 

 



 
 
Inventory Section  gives historical information about your office, some of this is NOT 
linked at all to time, but shows what has occurred since the MLS started 5/1/06. 
 
Inventory Section defined: 
 

·  Active Listings =Total number of active listings within the Office on the MLS right 
now. 

 
·  Expired Pending =Total number of expired pending listings within the Office on 

the MLS right now. 
 

·  Pending =Total number of pending listings within the Office currently 
 

·  Withdrawn Release =Total number of withdrawn released listings within the 
Office since the MLS started. 

 
·  Sold =Total number of listings sold within the Office OR listed within Office and 

sold by someone outside your office. 
 

·  Temp Off Market =Total number of listings temporarily off market within the 
Office currently and have not yet reached their expiration date.  

 
·  Withdrawn =Total number of listings withdrawn within the Office currently and 

have not yet reached their expiration date. 
 

·  Expiration =Total number of listings that have expired within the Office since the 
MLS started. 

 
(There is the ability to see detail when running an inventory report.  This will allow you to see 
each individual transaction that is listed in the Inventory Section.) 



 
If you want a report that shows 

ANTOHER Office Sales during a particular time perio d –  
 
 

·  Select Property type(s) 
·  Select Production Sold Dates 
·  Select Office ID in Inventory Section ONLY (do not select Sold in the Inventory 

Section) 
 
(Only select Include all company listings if the Office you selected has multiple offices and 
you want to see what the sales for ALL of those offices.) 

 
The search will look like this: 
 

 
 
 



 
The report will look like this: 
 

 
Production Section  defined: 
 

·  Total Sold / Entire MLS =Total number of listings sold for the specified time 
period in the entire MLS NOT just the office selected. 

 
·  Listed In House/Sold In House =Total number of office listings that were sold by 

your office. 
 

·  Listed In House/Sold Co-Broke =Total number of office listings that were sold 
by someone outside of your office. 

 
·  Listed Co-Broker/Sold In House = Total number of listings that were sold by 

someone in your office but NOT listed by your office for the specified period of 
time. 



 
 
Inventory Section  gives historical information about the office you have selected, some 
of this is NOT linked at all to time, but shows what has occurred since the MLS started 
5/1/06.  
 
Inventory Section defined: 
 

·  Active or Active Contingent Listings =Total number of active listings within the 
Office on the MLS right now. 
 

·  Expired Pending =Total number of expired pending listings within the Office on 
the MLS right now. 
 

·  Pending =Total number of pending listings within the Office currently. 
 

·  Withdrawn Release =Total number of withdrawn released listings within the 
Office since the MLS started. 
 

·  Sold =Total number of listings sold within the Office OR listed within Office and 
sold by someone outside your office. 
 

·  Temp Off Market =Total number of listings temporarily off market within the 
Office currently and have not yet reached their expiration date.  
 

·  Withdrawn =Total number of listings withdrawn within the Office currently and 
have not yet reached their expiration date. 
 

·  Expiration =Total number of listings that have expired within the Office since the 
MLS started. 

 
(There is the ability to see detail when running an inventory report.  This will allow you to see each 
individual transaction that is listed in the Inventory Section.) 



 
If you want a report that shows 

Your Office’s Inventory during a specified time per iod - 
 
 

·  Select Property Type(s) 
·  Deselect Production Section 
·  Skip down to Inventory Section 
·  Choose the statuses you wish to look at the inventory of and enter a period of 

time 
·  Ensure YOUR Office ID is showing in the Office ID box 

 
(Only select Include all company listings if your Office is linked to multiple offices and you 
want to see what the sales for ALL of those offices combined.) 

 
 
Your search will look like this: 
 

 
 



Your report will look like this: 
 

 
 
The report will produce the results for that particular time period.  Remember, sold 
includes both listed in house and sold in house AND listed in house and sold co-broke. 
 
(There is the ability to see detail when running an inventory report.  This will allow you to see each 
individual transaction that is listed in the Inventory Section.) 
 
 
 
 
 
 
 


