CMA Cheat Sheet
To begin:
On the Home Page, click on the SEARCH button.

Once the SEARCH screen appears, fill in the criteria that you want for the comparables. 

(Once you have filled all the criteria needed, you will notice that at the bottom of the screen the number will change based on your criteria to let you know how many comps were found meeting your criteria). 
Once you are finished, click on the green RESULTS button at the bottom of the screen. 

Go through and choose the comps that you want to use for your CMA. You do this by putting a check mark on the listings needed. (Just click the box to the left of the listing and it will put a check mark in for you).

Once you are happy with the comps, simply click the CMA button at bottom and the CMA Wizard will launch. 
 CMA Wizard:
1. Select the Client that you are doing the CMA for, or add a new client at this time, including an address, email, etc. 
Click NEXT STEP

2. Subject Property: input the information regarding the home, address, etc. You can do this manually or you can click on the REALIST link at the bottom of the screen. If you choose to do this, Select the County, and input the number and street name in the fields (do not use “Street”, “Avenue”, etc). When REALIST finds it, a screen will come up and you will then need to select the property and tell REALIST to “AUTO POPULATE” (it will automatically place the info off real property into the page for you).

Once the home’s info has been put in, you may upload the picture of the house (if you have one), and MAP the property. 

A. Click on “ADD PHOTO” and browse for the picture just as you would when you are adding a listing. 

B. To MAP the property, Click on  “SET MAP LOCATION” and move the target to where it needs to be (if necessary) and then save the map location. (This should look familiar as it is the same action when we add a new listing).
Once you have completed this, click on NEXT STEP.

Comparables:
Review the comps again, if you are happy with the comps, click on NEXT STEP.

If you would like to ADD more comps, simply click on one of the following:


           Import from MLS, Realist.com, Add New or Delete
Import from MLS: you will be back in the Search screen where you can again put in criteria based on the CMA you are doing. 

Realist.com: will pull houses in that may not be on the market. 

ADD NEW: This is where you can manually enter information from a Comp that you may have rec’d from another source i.e. OLD MLS System, Realtor.com, etc. 

Delete: If there is a comp that you do not want, simply select that comp and hit the DELETE link. 

Once you are happy with comps, click NEXT STEP

Adjustments:
When making adjustments, you will need to put the descriptions of why you are adjusting and then next to it is where you would put your + or – amounts. This way it will print on the report that you will give the seller. 

Navigate through all comps and make adjustments using the blue arrow at the top right hand side of the screen until you have gone through all comps and are happy with your adjustments. 
When you are finished, Click NEXT STEP
Pricing: 
This is where you can get a price range for the property. You can select from the drop down list for low, median and high price, or simply select “Manually Entered Price” and put in your own numbers. 

Net Sheet:
This is the “Seller’s Net” that you would give your seller. You can enter in all the charges that they may have such as commission, legal fees, survey, etc. 

To put in amounts, simply click on “NEW CHARGE” and put in the description and the amount. For commission, put in the percentage number and then select “sell price” from the drop down list. Click OK

Keep putting in charges until you are finished. Then Click NEXT STEP

Select Pages:
Go through the list of pages, preview and select pages.

Click NEXT STEP

View Report:

Use the blue arrow at the bottom to navigate through the pages to be sure they are what you want for the report. 

If you want to change the look of the report click on the “paint pallet” and the “stationary” page will appear. 


~ Choose the look that you want and then be sure to click on “Apply to all   

          Reports in this CMA”. Then Click Apply.

You’re FINISHED! ( Now you can print the report, email it and/or save the report as a PDF file. 

