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TAX/PUBLIC RECORDS

JacksonlapeerLenaweelivingston, MacombMonroe,Oakland Saginaw, Sanilac,
Shiawassee, St ClaWashtenavand Wayne Counties, includirige City ofDetroit.
There are two types of public record data available in Real€@mlipe®. The Realcomp yblic
data and Realist are both accessible through the system.

R ealcomp is pleased to offer Public Record DataseneseeGrand Traverse, Iigam,

The Realcom®nline® Public Records Data function allows you to search for information on a
single property or multiple properties in a given geographic area. Integrated with the MLS data,
this function enables you to obtain specific PRD information directly from a listing in the MLS

or from the Public Record Data option on the Menu bar.

The Public Records Data function searches property information provided by either the counties
or local nmunicipalities.Realcomp obtains this information from First AmericBroperty record
details may contain all or part of the following information, depending on the data submitted by
the community: Owner Name, Property Address, Taxpayer Address, Praperty |
Subdivision/Legal Description, SEV, Taxable Value, tax amounts, Homestead Exemption,
School District, City/Village/Township and more.

The Tax/Public Records function allows you to either searcimélividual records using fields
such as Owner Name Broperty Address, or search fmoups of records in a designated
geographical areausing fields such as Subdivision Name, City/Village/Township ID humber
or Property Zip code.

RealcompOnline® also has the ability to create a file containkugiress Label information.

Copyright ©2009Realcomgl Ltd.
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ALL INFORMATION WILL VARY BY COUNTY

Deed Information

Deed information irDakland Countyhas been collected since June 1, 1995, and is updated on a
Weeklybasis in PRD. Deed information is updated dfaathly basis inMacomb Countyand

on aQuarterly basis inLivingston County Wayne Countydeed information is available and
updatedmonthly, including Detroit, which has been available since January of 2001. Genesee
and Lapeer counties were added early in 2001.

Tax Assessment Records

Tax records will be updatedice a year after the summer and winter tax periotihe tax
records do not become available until July 1 for summer taxes and December 1 for winter tax
amounts. The update should occur approximately six weeks after all ghis datured.

MLS Data

The connection between PRD and MLS isRmeperty Identification Number (Detroit is

connected by th&/ard/ltem Number). This number must bdentical in both systems in

order to match. The numbers submitted on your Profile Ferfwhen listing a property) can

only link to PRD when they are complete and accurate. Please provide complete, accurate and

legible ID number so that the MLS files can be linked to PRD files for your benefit in the future.

There are 10 digits in the preyy ID numbers irfGeneseeQakland, Livingston and Macomb

Counties.Lapeer ds property | D WaymlCeuntghacld digtai n 11 numbe
however, Detroit has between 11 and 15 characters in their Ward and Iltem numbers.

An additional benefit taising the correct PIN number when using Realcomp Gtdire L i st i ng
Load is that the system can prefill many fields on the profile form which greatly reduces the

time it takes to enter a listing. Some of the fields that can be prefilled are address, eitgjling

school district, legal description, taxes and more.

Subdivision Names

Subdivision name fields are a feature of PRD. You are able to search using the subdivision
name as a separate, searchable field. Complete instructions are covered withémtigis m

Copyright ©2009Realcomgl Ltd.
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Accessing Public Records Data
PRD from a Listing

While in a search, you may want to retrieve Public Record/Tax information about a particular
property being displayed. To obtain PRD on an individual listing while at a search report,
click the hyperlinkeéddresf that listing.

Property Listing - Gne Liner #2 Report
| Select different report format vl

Previous 1-3 of 3

On-Market Residential

Status List Mo Price Area Address Bed Bath Style
ACTY 25142292 $200,000 02231 31763 MARBLEHEAD ST 3 1.1 A
ACTWY 25127653 $200,000 02231 23453 MIDDLEBELT RD B 1.1 LY
ACTY 25117113 $200,000 02231 22437 FLORAL B 2 =1

T

The Property Listing FulDetail Report is displayed.

Oakland County Public Records - Full Detall Report

Printable View Map Pioporty Back Tolt | e
Stant Teantaction Stait Listing Inpul Foim
e viou st
b . 3
hmmmuﬁe;ox “H lKA‘{\ALL 5T Propearty 0k 2335302000

Cmy State IMJ ﬁF?\') MM MlS:’(s 53 J

ummn-r?-nm,-‘uu = Latitade: 42 445718
| Twmpayer mur 1400 CORPONATE CENTER LAt | Lonosunta: 41 520
Ry State Zips | {mALEXH NC 27en7-5008 | Census Traet 1673
| | Block Geoupe 1

Clty' Vitlage’ Town: | £ ARMNGTON HLLS School Distriet: CLASENCEWLE
S ﬁqtonyru-m rs
Laad Uuo‘ JD' RESDENTIAL, MNPROVED

Select different report format _I

U To print the report:
A Click P'i"“"hle LB button; therclick Print when the printer dialog box

appears.

U To display a map of the property:
A Click theH SCLCUVB button. The map will open in aew window, where you

can choose to print, email or save the map. When you are finished using the map, close
themapwindow (by clckingtheXon t hat windowbés title bar)

Copyright ©2009Realcomgl Ltd.
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U To return to the MLS list:
A Click the button.

U To display the Realist report for this same property:
A Click F‘E“““-““'“ and it will take you directly to the report for this address.

Question Why aresome MLS properties unable to display tax information when it should
exist in Realcomp Onlin&Public Records?

Answer:Property ID Numbers (PINs) must matekactlyfrom the MLS to the Public Record

Data. If a PIN was improperly entered into a listing, i wi | | not match with Realc
when the address is clicked. If you click an address and are not given Public Record for that

property,you shoulccheck the PRD database via the menu option (see next).

Copyright ©2009Realcomgl Ltd.
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Searching PRD By County

To search PRD fromthe menu bar:

1. From thePRD menu,selectPrd CountySearch:

2. Choose the desired courftpm the drop down menfdue to its large size, Detroit is listed
separately from Wayne Countgnter any field or fields listed on the PRD search screen

that match gur particular needs.

Search Criteria

Satect One
COuUNTY ! OAKLAND = |
OWNER LAST MAME ; | 1 [Statswith =]
OWIER FIRST HAME : || [StonsWith =]
PROPERTY STREET MO ;| [ Max
PROPERTY STREET NAME : [ - = [ —
PROPERTY 0+ | [Stotswith =]
sumoson: | '
PROPERTY CATEGORY 3 | [ 54 Aty [Match Any Selected =)
[r RS T om Moov Mw T om ]
SALEDATE: || from | To (WMODAY o ¥)
SALE PRICE : | | - | Max
2% ConE: | | [Stans With -]
s e s | [Ver Lot ] cow
Ty —

Copyright ©2009Realcompl Ltd.
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PRD Search Tips

When entering search criteria follow these guidelines:

¢ If you are unsure of thexact spelling f

an entry

Name etc) enter only a part of that information.

(such

as

+ At the right of most fields is a choice box. Based on the entry in that field, make the
appropriate choice. For example, if you know the street name starts c@tetiasd in it

but you are unsure if it actuall yhemtarts or
change the choice box @ontains  [gians with =
Exact Match
Contains
Ends With
Custom [advanced]
¢ When using City/Village/ Townshi ptwodigitorck t he

letter codefrom the list of Cities/Villages/Townships.

3. To add additional fields to your search, click button.

2 Realcomp Online -- Web Page Dialog

Double-click any field name to add or remove it.

Available fields:

ALRES

BASEMENT
BEDROOMS
BLOCK GROUP
CENSUS TRACT
CONSTRUCTION
COOLING
DEPTH
EXTERIOR
FIREPLACES
FROMT

GAR YR BUILT

W

Selected fields

OWMNER LAST NAME
OWMNER FIRS5T HAME
PROPERTY STREET NO
PROPERTY STREET HAME
PROPERTY ID
SUBDIVISION

PROPERTY CATEGORY
SALE DATE

SALE PRICE

MLS AREA NUMBER

CITY AVILLAGE /TOWNSHIP

~ i
H L

NOTE:

Not every data field is
available for all counties.
Sdecting an available
field in a county that doe
not havethatdata will
result in ZERO matches.

http: fiwnana realcomponline, com/aspisearchFieldsDlg. asp?t | & Internet

To add a field, find the desired criteria on the left side of Muklitional Fieldsbox and
doubleclick (or click once, then click thH button). The field is then placed on the right

side (Selected Fields).

To removecriteria fromthe selected fields, double click the desired criteria (or click once,
then click theH button). The field is then removed.

Once all additional fields are selected and/or removed, clic®kddutton.

Copyright ©2009Realcomgl Ltd.
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4. Click the button to display the number of mategiproperties (this step
is optional and can be done during any step(s) of the sbaiicling process).

5. When all selected criteria is entered, clickm button to display all
matching public records.

Search by Subdivision

You can search for a group rfoperties using the Subdivision name. Realc@nfine®
provides a subdivision list to ensure proper subdivision names and accurate search results.

1. Choose thé&/iew List button to the right of the Subdivision text baxd an
alphabetized selection listihvappear.

SUBDIVISION : m
11

NOTE: To ensure accurate results, yplUST USEtheView Listbutton!

2. Choose the subdivision name(s). To locate the subdivision(s) use one of these methods:

a. Click the first letter of the subdivision name. A list appears, displaying a
subdivisions within that county beginning with the chosen letter.

Value: H Starts With +
[A[o]c[o [ [ [ PI<[-wTs[o [P [a]n]s[r[o]¥]w]x]¥]2
Matches Selections
KALININ 5UB 3 KENDALLWOOD
KAPP & RITCHEY SUB FEMDALLWOOD MO 1
kaR-LIN ACRES FKEMDALLWOOD MO 2
kaRAM BROTHERS CT FEMDALLWOOD MO 3
KATES SUB KENDALLWOOD NO 4
kay INDUSTRIAL SUB
KAYSER'S ADD
KEARSLEY CREEK ESTATES
KEATING WATERFORD Notice many subdivisions are separated into
KEATINGTON CEDARS NO 1
KEATINGTON CEDARS NO 2 severaphase numbersTo select more than
FEATINGTOM KMOLLS SUB niel f he li f heqd
v Ay one subdivision name from the list of matcheg
Egimggm mlEinDLg\'fESrfDU? press and hold theCTRL> key while clicking
KEATINGTOM MEW TO'wWN OCCPN 52 your choices. Then click tirgght arrowbutton
KEATINGTON SHORES b to move the matching names over to the
T selection list.

To choose one or more subdivisions using a different letter, simply click that
letter, find the subdivision name(s) from thatcheslist and move each to the
Selectimslist.

Copyright ©2009Realcomgl Ltd.
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b. Type the first letter of the subdivision name in Yfadue text box. To narrow
theMatcheslist, type the firsfewletters of the subdivision name.

Value: | |kend Starts With +
alslc|pfefrlafu]i]sfk[ifu]nfolrlafn]s]Tjulv]w]x]v]Z]

T
To display the list of matches, click tBearchbutton. A shorter, more defined
list now appears.

Value: | |[H=15 Starts With +
afefclofefrla]u]r]s]cfc|m|n]ofr]a]r]s|r]u]v]w]x]|v|z
natches Selections

KEMDALL

KENDALLWOOD

KENDALLWOOD NO 1

KENDALLWOOD WO 2

KENDALLWOOD MO 3

KENDALLWOOD NO 4 .
<

3. When all subdivisions names have been moved t&d&fectonslist, click OK.
Search by Property ID

You can search for a property or group of properties using the Property ID Number, also
referred to as the Sidwell Numbd ax Identification or Permanent Parcel Number.

To gather information abogtroupsof properties using the Property ID Number, use partial
information. Then change the option in the choice box fmact Matchto Starts With

Oakland, Livingston and Btomb have ten digits in the ID number (ex0&1327-003)
Township #21 Section #05 Block #327  Parcel #003

Wayne County has 14 digits in the ID number (ex072-01-0035000)
Community #71 Map Pg012 Subdivision01 Lot 0035 Parcel000

Detroit uses a different Property ID system than the rest of Wayne County: the Ward and Item
number system.

Realcomgdentifies the Ward number with two digits, beginning with 01 through 22. The Ward
number is identified with & before the two digits.

Copyright ©2009Realcomgl Ltd.
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The Item number is identified with anfollowed by six digits and a period/dot (the chara&ter
replaces the period/dot in Realco@pline®). The ltem numbecouldalso contain between
one and three numbers following tB¢o identify lot splits. (ExampleWw021000123S00}1

The Item number could also be followed by a hyphen (the chacegiaces the hyphen in
RealcompOnline®), which represents a combined lot. (Exampl€21000123C00}.

An Item number ending with dnrepresert the last split of a particular lot.
(Example:W021000123S0011.

*NOTE: Never enter hyphens, spaces, or commas in the Property ID Number

Additional PRD Search Tips

Many entry variables will determine accurate results when searching Public Rectabladea
The following tips may guide and assist you in getting the necessary results.

A To search using partial entries:
1. Enter the partial information of a field.

2. Click theﬂ to the right of that field and change option to the appropciabéce of:
A Starts With
A Contains
A Ends With
A Custom (Advanced)
A To search more than one Property ID Number, leave a space between the numbers.
A When entering th8ale Price the entire number must be entered, including the last three
zeros.
A To search by Subdision:
1. ChooseSubdivisiorNamefrom the additional fields.
2. Type the subdivision name.

3. CIicktheﬂt o the right of the subdivision field and
A To search by CVT:

1. IntheCity/Village/Township field click theView List button.

2. Scroll the alphabetical list and click to choose a municipality. To choose more than one,

hold the<CTRL> key while clicking.

A To search a number of days back, enter the minus ignd the number of days back in

the Sale Datdield.
A To view a full report of a single property:

At the full list of properties, click the individual property ID.
A Detroit cannot be searched by MLS area code.

Copyright ©2009Realcomgl Ltd.
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PRD SavedSearches

RealcompOnline® saves you valuable time by letting you save your searches withitutitie
Record Database. Common searches used over and ovecagaiow be stored and retrieved
at a later time. Typical repeated searches include:
U Subdivision City or MLS Area NumbeBearch (for use with mailing labels)
U Subdivision City or MLS Area NimberSearch with designated Sale Daier tracking
farm area sales)

Savng a PRD Search

1. Choose the desired county from the PRD Main Menu option.
2. Enter any field or fields listed on the PRD search screen that match your particular needs.
3. After ensuringsuitablesearch results (refer BRD Search Tip} click the

button at the top or bottom of the PRD Search Criteria screen.

4. The PRD Saved Search screen now appears.

Hame: || Kendallwood

Description: Kendallwood (in Farmington

Hills) subdivision

Enter the name and description fields. The description helps identify cooféhis search
for future use.

5. To complete the saved search, cli@ntinue.

Your search now appears on your PR&ved Searchepage and your Realcon@nlin€® home
page.

Working with PRD SavedSearches

Once a PRDBearch is saved, you can run it from ybwme page or access it through the PRD
Saved Searchkspage.

Copyright ©2009Realcomgl Ltd. 12
Last Modified06/22/09



PRD/CMA User Guide

Running a PRD SavedSearch from the Home Page

From the Home Page, click the name ofdfrgedsearch you wish to use.

Notifications
Mo Mese Motifications:

Scheduled Tasks Saved Searches And Prospects
Tuesday NMovember 1, 2004 Mame Type | Last Run
Nothing Scheduled Today Kendallwood T 114112005
YWednesday |Nmremher 2, 2005 Palmer Woods P 11412005
Nothing Scheduled Today
Thursday |Nmremher 3, 2005 Roval Oak i 11172005
Nothing Scheduled Today Grosse Pointe F 10/26/2005

This method automatically runs the search and displayBrtherty Listing i One Liner 1
report.

Using the PRD Saved Search List

1. To retrieve the list of PRBaved sarches, choose tisaved Searctoption from the PRD
Main Menu option.

Prd County Search

Prd Saved Search
Prd Update Status Report
Realist

v

A list of all saved PRBearches appears.

AYE [ £ E
BT T TR T

Name Description Last Run

Zurmmings 10/21/2005 12:22 PM
kKendallwood 11/1/2005 2:46 FM
Military Hills sub rmailing 2/16/2005 1:40 PM

nalland labels

[ ooee | cw | cwen |

2. Selectthe desiredaved sa&h by clicking on that line. When the search is selected, it will
highlight in bluegreen.

3. After selecting your search, you can conduct the following activities:

A Delete the search by clicking t bzl button.

A Edit the name and/or description by clicking “ button.

Copyright ©2009Realcomgl Ltd. 13
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A Edit the criteria before running a search by clicking

button.
A Click theRun button to start the search

& search < Notice theSearchoption is theonly available
option when running a PRD Saved Search.
Search New & Modified Since
When this screen appears, simply click
Continue to run the saved PRD Search. The
Statistics Property Listing 7 One Liner 1 report

automatically displays.

CMA

Modifying a Saved PRD Search

1. Retrieve the list of saved PRRarches, choose tlsaved Searctoption from the PRD
Main Menu optia.

Select thalesired avedsearch.

Click Criteria. The PRDSearch Criteria screen now amars, displaying the saved PRD
search criteria.

4. Modify thecriteria as desired. Before resaviegsuresuitablesearch results (refer #RD
Search Tip$.

Click Sawe.

6. You maynow choo® to save your changes to the existing saved search ahsaudteria
as an entirely new search.

Current Saved Search:
Hame: | Kendallvwood

A To save changes to the existgayed sarch, clicksave Changes.The system
automatically stores the new criteria in the existip Saved Search.

A To save the new criteria as a uniqRRD svedsearch, clickCreate New TheSave
Searchscreen appears. Complete the name and description fields; theGatittkue.

Copyright ©2009Realcomgl Ltd.
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PRD Reports

After entering the desired criteria and clicking therBledutton, Realcomp Onk&® displays
the Property Listing One Liner Report #1.

PRD One Liner 1

The report format allows you to obtain address labels, see a printable view, conduct a new
search, and choose another report format.

Property Listing - One Liner 1

Previous 1-28 of 28 Next|
Property ID Property Address Owner Category SEY Hmstd% H
2309401005 28515 QUAIL HOLLOW RO JAMTELLE ADAMS RS 100,000.00 or [
2309402009 28310 QUAIL HOLLOW RO STEVEM ROLLET RS 102,240.00 100 R []
2309402011 25240 QUAIL HOLLOW RO TraMM CHAPPELL RE 115,5z20.00 100 R |:|
2309402019 28309 HAWBERRY RD BETTY KOONCE RS 101,580.00 100 R []
2309430011 28220 GREEM WILLOW ST EMMETT vAKSICH RS 99,490.00 100 R I:l
2309451001 25197 QUAIL HOLLOW RO AMY L HUNTER RS 75,230.00 100 R I:l
2309451012 27971 QUAIL HOLLOW CT LIMD& 5 REDDER RS 146,850.00 100 R []
2309476012 28216 BAYBERRY RD MARTIM G CRAWFORD RS 11z ,260.00 100 R I:l
2309476030 25040 PEFFERMILL RO DAMIELA BORGOL RS 99,150.00 100 R I:l
2309477012 27890 PEPPERMILL RI TERRY BABICS RS 110,130.00 100 R []

U To change the sort order:

A Click on the column heading. For instance, if you want to sort by category, click on the
Category heading.

U To view results on previous and next pages:

A Click thePreviousandNext hyperlinks to view more results.

A You can also click the number hyperlinksview the corresponding results page.

Property Listing - One Liner 1

[Previous 1-100 of 189 reet
I 11

U To select all listings:

Click the Select) toggle button.

>

c:

To unselect listings:

>

To unselect an individual listing, clear the corresponding check box.

To unselect all selected listings, click the SeI.D (ogglebutton.

>

c:

To select a different report format:

Select the report format you want to use from the Select different report formatavop
list.

U To view the Realist record for this property:

A Click the on the far right of the row for that address.

Copyright ©2009Realcomgl Ltd.
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PRD OneLiner 2

Property Listing - One Liner 2

Ono Lines2_ ¥

Previous 1-28 of 28
Property 10 Property Address Sale Date Sale Price Deed Type Category Yeor Built Sqft u
2309401005 28515 QUAIL HOLLOW RD 4/14/2005 255,000.00 WAR/DEED RS 1957 1868 R [
2309402009 20310 QUAIL HOLLOW RD f27/2008 224,200,00 WAR/DEED RS 1957 134 g[]
2309402011 28240 QUATL HOLLOW RD 4/12/2005 229,500,00 WAR/DEED RS 1957 1592 R
2209402019 20305 HAWBERRY RD 4/5/200% 100 QCco RS 1986 we0 g
2309430011 ZB220 GREEN WILLOW 5T /12/2005 219,000,690 WAR/DEED RS 1956 1155 " (‘
2309451001 20197 QUAIL HOLLOW RD 167,500,00 WAR/DEED RS 1987 134 g
(2309451012 27971 QUAIL HOWLLOW CT 82005 100 WAR/DEED RS 1997 2700 " 0_
12309476012 28216 BAYBERRY RD 1/20/2008 100 Q<D RS 1967 1929 R r
2309476030 28040 PEPPERMILL RD 17472005 204 S00,00 WARS/DEED RS 1956 1295 " L
2309477012 27890 PEPPERMILL RD £/5,/2005 100 QCD RS 1356 1561 B [_
U To download addresses for labeling:
A Click theAddress Labelsbutton. See more detailed instructions below.
U To print the list:
1. Click Printable View.
2. Click thePrintable View button; then choos€ile i Printf r om t he Printable Vi ewbd

bar.
U To perform a new PRD search:
A Click theNew Searchbutton. The PRD criteria screen appears.
U To view more details on an individual listing:
A Click the Property ID Number hyperlink to get a Full Public Record Data report. The

AFl yer Formatodorsof the | isting appea
0 To search MLS listings of an individual listing:

Click the button and view any listing that exists on that particular
property.

>~

U To view only selected properties in the report:

ZIL0I01006 206328 FARMINGTON RO /32008 210000 WAR/DEED RS 1598 129 [
2310301010 20240 FARMINGTON RD 3/1/2004 | QLo /S 1958 122 [
| 101 o 3
[Previos 1-100 of 189 hent

Click the check boxes of the properties you want to view.
At the bottomof the screen, clickiew Selected

>\ >~

Copyright ©2009Realcomgl Ltd.
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Taxpayer or Property Address Label Download
To download addresses from any Property Listing Report, follow these steps.

1. Click the LGSR button.
The address label page appears.

Address Labels

Address: @. Property
'D Tax Pavyer

Recipient Hame: @ Matme

O Mame + | | []'oR CURRENT RESIDENT' on second line?

o |

Export C5% Avery 5160 Labelz

Hote: Pleaze set web browser page margins to '0.25" hefore printing labelz (File -= Page Setup).

2. Select the appropriate Address and Recipogtions.
A To attach a phrase after the owner name, choosmptiam.

& Name + |CIH CURRENT RESIDENT | ['0R CURRENT RESIDENT' on second line?

A To use a phradesteadof the owner name, choose the option.

& |CURRENT RESIDENT

3. Click Export CSV.
4. ClickAiSaveo.

X

File Download

Do you want to open or save this hle?

@ Mame: addressLabelPRD,csy
Type: Microsaft Excel Waorksheet, 477 bytes

Fram: v, realcomponline. com

Open ] [ Save ] [ Cancel

Alwayz ask before opening this type of file

harm your campuker. If pau do nat trust the zource, do nat opet or

@ Yhile filez from the Internet can be useful, zome files can potentially
zawe thiz file. What's the rizk?

Copyright ©2009Realcomgl Ltd.
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5. Choose the destination (Save In) and file name.

Save As @@
Saveirn | [} My Documents w ¢ | ¥ = @
5 [Z)A0L Downloads
| :3 [CIMy eBooks

ty Recent dMy Music
Documents lﬁMy Pictures

— )My Received Files
L% Erﬂy Videos

Desklop [Cipics

(31 5naglt Catalog
: (Zhwedding
My Documents
-
w58
My Computer
‘;} File name: v
-

tdy Metwork, Save as type: icrosoft Excel Comma Separated Walues File  »

6. Click Save

U To print Avery 5160 Labels:
1. From a Public Records Report, cliskldress Labels
The address label page appears.

Select the appropriate Address and Recipient options.
3. Click Avery 5160 Labels

NOTE: This function only prints withithe diameters of Avery 5160 labels (or
compatible).

4. When ready to printight click i SelectPrint from the menu bar.

If you experience problems printing the Avery 5160 labels, follow these steps:
1. From the Internet Explorer Toolbar click the black arr@xtrio the printer icon, select
page setup.

Print. .. Ckrl+P
Prinkt Presiew. ..

Page 3etup. ..

2. Change your printer margins to fA.250.

Copyright ©2009Realcomgl Ltd.
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Page Setup
Faper
Size:
Letter
Source:

Automatically Select

Headers and Footers

NOTE: After changing each margin
field to.25, the narginsmay
automatically change to the lowest
possible margin (based on your
particular printer).

For Example, the Left margin in this
picture was changed 5. When the
cursor moved to the Right margin, the
system automatically changed the zerg
to 018inches.

Header
Foater
Orientation Margins (inches)
() Portrait Left: 0.15 Right: 0,181
OLandscape Top: 0.166 Bottom: | 0.18
Ok |[ Cancel ][ Prinker... ]
3. Click OK.

4. Continue with normal printing procedures.

Copyright ©2009Realcomgl Ltd.
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Searching in Realist.corfi

Accessing Realist.cofito Search

To search directly in Realist.cSirselect the Readt item from the Public Records menu on
RealcompOnline® and you will automatically be logged into the website.

Prd County Search

Prd Saved Search
Prd Update Status Report
Realist-

This will take you to th&Realist Homepage showing Sales Statiskgem thispage, you can
conduct a number of different searclhysselecting Searches from the menu bar

A

A

Address Search:search by House Number and Street Name.

Street Search:search the entire length of a street, or within a few blocks. You can search
as many as(streets at a time.

Owner Name Searchfind any property by the name of the owner.
Owner Phone Searchtrack down homes listed For Sdig-Owner.

APN/AIt APN/ Folio# /Tax ID/Parcel ID Search: search by the unique parcel number
assigned by the countysessors' office.

General Query: find properties that meet diverse search criteria. Combine many fields of
information in your search.

From the Quick Search Center page, you can also access Calculators, Export Mgr and
Preferences.

Copyright ©2009Realcomgl Ltd.
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Running A Search

A Select the type of search that you desire from the Quick Search Center page, such as the
General Query.

Realist com Reaeome®

Home Saved Searches Calculators Export Mgr Preferences FAGQ Contact Us

Home — Zaved Searches — General Query

Search Type:

General Query
Address

Siea [ s |

Cwwner Narme

Phone Mumber Flease complete the fields below to begin yvour search,

APMTax 1D

Seneral Query State: County: Tip: (optional) Tip: (optional)
|Sele-:t State V| | ------------- Sedect COURY <onmmnnmemee v| = &= |

Saved Searches

The following entries are optional:

Property Characteristic Options Geographic Options
Universal Land User (&) sart by Text () Sart Mumerically City: |
= .&.I_I = ﬁ Subdivision: |
Agricuttural (Mec) (5000 =
Agricuttural Land (4300 Towenship
Agricuttural Plant (5057 v
Range
Style: = Al = . -
A-Frame = Section
Anticue/Historic APt APNParcel
At Deco b’ |
= ICx
Total Units: | to |
Tract Mumber: |
Residentisl Units: | to |
Lot Mumber: |
Commercial Units: | to |

Dwrer Options

A Choose a State (MI) and select a county to begin.
A Enter your desireddditionalcriteria.

A If this is a search that you run often, sasha search to prepare mailing labels, you may

Save Search

want to save the search. You can do so by clickin button.

A When you are satisfied with the criteria, clm to run the search and view
the results.

Copyright ©2009Realcomgl Ltd.
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Viewing Search Results

When the search resultsglay they can be viewed in either a dine or multiline format the
user can specify which fields should be displaged how many results should be displayed per
report pageThese selections are made in the column on the left.

Select Property List
report 25 ¥ Records®age
format | et Page [P
*) Wuti Lire View ey E
0 srse s [sort | boert I
EET N © 1ies page onty &) Al Records
. )
Property 10100 &)
Property ID 2521126002 Ownes Name Lovelate Matthew E
—> Tt Address 116V 11 Mie Rd CiteillagefTownship Royat Oak City
i Zip Code L0067 Qwner Phone {248) 546-4416
: iy Subdivision Hendne Bvd Unwarsal Land Use SFR
Select : ;::v‘::,.. SalesRecormng Date )T 22004 Deed Typa Warranty Deed
N e el " Sale Price $736,900 Living frea Sq Ft 1,904
desired i Uriversel Land s Bedfooms '] Total Baths 2
fields to :.:*:""m'ma Stories 2 Year Bui 1917
dlsplay in [¥] Deed Type Acres .‘A"_ "i‘E'-’ _ i 18 n-l-n
report 9] Eale Price Armunl Tax $2.987 School District Royal Ok Public
X! Leving Aves S F
- [ cinbors |

If the list format or the desired fields are changed, to see the changes.

The maximum search results that will be returned is determined by a setting in Preferences. The
maximum allowed by Realist is 1000.

4
The results of this search, or sgbl listings, can be printed by clicking on icon.
When the print icon is clicked, there is a selection to print either a property list (summaries of
each property) or the property detail report (flyer). If the summary is printed, then up to 100 can
be printed at one time. If the detail view is selected, then up to 25 can be printed at once.

The results of the search, or selected listings, can also be emailed by cIickinEh&)n.

When the email icon is clicked, there is a selection to email ethesperty list (summaries of

each property) or the property detail report (flyer). If the summary is emailed, then up to 100
can be emailed at one time. If the detail view is selected, then up to 25 can be emailed at once.

To see the details of s propefrom the summary list, cIi.

As with Realcompnline®, avoid using the Back button on the Internet Explorer toolbar when
possible. To navigate backward to previous screens, use the links at the top of the page. For
example, to go back to the summésy from a property detail, click the Property List link.

Home — Saved Searches — General Query — Property List — Property Detail

Copyright ©2009Realcomgl Ltd.
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Comparable Search

A To search for properties that are comparable to one in the search results, click on

Comparable Properties on either the summary or detail page. This will take you to

the comparable search.

Select Your Comparable Property Search Options:
Tatal Comps to return; Twventy w
Sort Method: Distance From Subject (Closest]
Murmber of Months Back: Mine % | OR  Date Range from | ta |
Distance from Subject Property: Y milels) Vear Buit:  from | ta |
Bedrooms from I— 1o I— Bathrooms: from ’— to I—
Grozs Living Area difference: Ir o, Lot Area difference: Ii kA
Mum Stories from | ------ Wt | —————- b4
Poal; Disregard Option b
Land Use: Same Az Subject w
Geographic Options: Disregard Option b
Style: = All= ~

A-Frame

AntiqueMHistaric

Art Deco ¥
Showy Street Map on Comps Report: | Yes | #

A Enter the desired criteria such as how far from the property to search and style of the home,

then clicH Get Comparables

A If want to save the edited criteria, so the same criteria comes up each time you do a

. Save and Get Comparables
comparable search, c|i

A When the lis of comparables displays, select the desired listings and click

Generate Comp Report to generate a comparative market analysis. The CMA can

be printed or emailed.

Copyright ©2009Realcomgl Ltd. 23
Last Modified06/22/09



PRD/CMA User Guide
Neighbor Search

To search for information regarding the neighboring houses of a specific property, click
from either the summary list or the detail view.

MNeighbor Search

Subject Property: 1113 E 4th 5t, Royal Oak, MI 48067-2959

Please select your search parameters.

The following entry is required:

Distance from subject: | 8 mile %

The following entries are optional:

Proparty Gharacteristic Options Geograpltic Options
Land Use: () Sort by Text O Sort Numerically izengraphic Disregard Option %
= Al = A Options:
APARTMEMT IMPRY [(CAIN .
LT t,
APARTMENT YACANT [CAY) ale Options
BUSIMNE=S IMPREY (CBI) W Record Date: to
Lot So. Footage: | ta |
Building =Sq. Footage: | ta | Seftle Date: 1o

Sale Price: ta

Marketing Options
Owyner Occupied: | Does Mot Matter  »
Hasz Phone: Does Mot Matter  »

Get Neighbors Save & Get Neighbors Cancel Changes

A Enter the desired criteria such as how far from the property to search, then click
Get Neighbors

A If want to save the edited criteria, so the same criteria comes up each time you do a neighbor

. Save & Get Neighbors
search, clicl

A To cancel the Neighbor Search and return to the previous screen, click
Cancel Changes

A The Neighbors report can be printed or emailed.
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Sorting Search Results

The results returned from a search can be sorted by clickit button on the search
results (summary vie) page. You can then sort by up to three different columns in either

ascending or descending order. C skl 10 return to the search results with the chosen sort
order applied or cIicm to return to the search results without sorting.

Sort

Aszcending Descending

First sort resutts by... (O] [ &)
Then sort results by, | O] [ )
Then sort results by, W O] [ )

Exporting Data/Creating Mailing Labels

Search results can be exported from any of the search types listed on the Quick Search Center
page Data can also be exported froine comparable and neighbor seasthat are performed
from the search resultd maximum of 5000 records can be exported per month.

To begin the export, run the desired search and display the search resulm at
the top of the search results page.

pe

A Creating Mailing Labels From Search Results
e To create mailing labels, select theayq label desired from the Labels
column.If you are downloading into a bulk mail program such as My Deluxe
Mail List, then you will want to download into the Excel format.

Labels:
(®) avery 5160
() Awery 5161 (Bar Codes)
(O avery 5162

'C:} Excel

O asal

e Select Property Address or Tax Billing Address and the desihethsan for

the labels. When finished clid Export which can be found above the

address type selections. Click OK on the message window that appears.
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Microsoft Internet Explorer g|

' Your request will be available From Expaort Mar sharkly
. Thank %ou and continue with vour user experience

e Click the Roperty List, link to return to the search results. Click the Export
Manager button to continweith your labels. This page will also tell you how
many records you have exported this month and how many you have available
for the rest of the month.

Your request will be available from Export Mgr shortly,

You may now return to your Property List , go to the Export Mar,

or use any other feature of Realist.com

Export Status This Maonth
Records allowed per maonth Records exparted this month Recards remaining this month

5000 1000 4000

The label download may not be immediately availaliesoon as you click the
Export butta, Realist will start creating your file. While small jobs are often
done very quickly, larger exports may take some time to produce. You can
check in the Export Manager to determine if your file is still processing or if it's
ready to pick up. Click Refsl on the browser to update your screen, if desired.
You can pick up any export that you have produced during the current month.

e If you return to your property list/search results, then you can continue with

. o Export M
your labels at any time by clicking ¢ xpor T

Realist pages.
e On the Export Manager page, downloads that have been completed will be

at thetop of most

available in the section entitled AExport F
Click Save andave it to the desired location on your computer, such as the
desktop.

¢ This label file is now ready to print to labels.
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A Full Record DownloadFrom Search Results
e Tobegin a full record download select either Excel or ASCII from the Full
Record column.

Full Record:

@' Excel
O asci

o Before clicking the export button, scroll toet bottom of the page to select the
fields that you want to export. I n t
Record Exportso, check or uncheck fi
information is selected.

e Scroll back up to the top of the pamed dick m This button is found
below the Full Record options.

e Click OK on the message window that appears.

Microsoft Internet Explorer E|

' Your request will be available From Export Mar sharkly
[ Thank ¥ou and continue with wour user experience

e Click the Property List, link to return to the search results. Click the Export
Manager button to continue with your export. Tipégye will also tell you how
many records you have exported this month and how many you have available
for the rest of the month.

Your request will be available from Export Mgr shortly,

You may now return to your Property List , go to the Export Mar,

or use any other feature of Realist.com

Export Status This Month
Records allowed per month Records exported this month Records remaining this month

4000 1000 4000

The data export may not be immediately availalhtesoon as you click the
Export button, Realist will start creag your file. While small jobs are often
done very quickly, larger exports may take some time to produce. You can
check in the Export Manager to determine if your file is still processing or if it's
ready to pick up. Click Refresh on the browser to upgate screen, if desired.
You can pick up any export that you have produced during the current month.
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o If you return to your property list/search results, then you can continue with
Export Mgr

your exportat any time by clicking o at the top of most

Realist pages.

e On the Export Manager page, downloads that have been completed will be

available in the section entitled AExport F
Click Save and save it to the desired location on your computer, such as the
desktop.

e This export fileis ready for use in Excel or to be the data import for another
program.
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Creating a Comparative Market Analysis

A Comparative Market Analysis (CMA) allows you to compare listing properties with different
selected variables. You may wdatcreate a CMA to:

A Ensure an accurate price for your listing.

A Secure a bid price prior to presenting an offer.

A Obtain general and/or specific information about an area, subdivision or distinct
location.

Beginning a CMA in RealcompOnline®

CMAs can be rated from almost anywhere in the Realcadmiine® system, including:
A CMA Manager Report

Property Listings Report

Single Property Report (Flyer)

Saved Search

Saved Prospect

Listing Manager

D> > >

The following information explains steps to accomplish a CMig any of these areas.

Building a CMA from a Search

As previously stated, Realcormline® allows you to create a Comparative Market Analysis
from almostanywherdn the program. A useful and simple way to create a CMA is to enter
search criteria matdfg your particular needs and begin the CMA from the list of matching
properties.

To build a CMA through a search, follow these steps:

1. From theSearchmenu option choose the appropriate search type. Choose either:
A Quick Search
MLS Number Search
Addres Search
Saved Search (then run the chosen saved search)
Map Search
History Search
-OR- run a saved search or saved prospect from the home page.
2. Enter appropriate search criteria; then chd®sarchto display matched listing properties.

> > > > >
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3. On the Propertyisting Report, select the listings you want to compare by clicking each

|l istingdéds check box at __the right end of ¢
On-Market Residential
Status List No Price Area Address Bed Bath Style sq Ft H
ACTWY 25114549 $204,200 02231 23217 SPRINGBROOEK 4 2 & 1403 ATM D
CHGP 25096431 $204,900 02231 23635 LARKSHIRE ST 4 11 B 1676 ATHM
ACTWY 25130468 $204,200 02231 32245 MIDDLEBELT RD 3 2 & 1525 A M
ACTW 25115839 $204,900 02231 23335 SPRINGBROOK DR 3 2 A 1411 A M [vie—
AT 25114580 $204,300 nzz3l 24198 5 DUNCAN CIR S 3 11 B 14zz ATHM
ACTW 25129079 $204,900 02231 23041 SPRINGBROOK 4 21 B 2160 a M []
Style: A=RAMCH, B=COLONIAL
Previous 1-6 of 6 Mext
Yiew Selected Print Selected CMA Selected Map Selected
Email Selected On-Market Email 5electe d Wide CMA
Scroll to the bottom of the page and cli€kMA Selected
New CHMA
Add to "Oakland®
Skip to report
. C 1

4. Click New CMA. ance

The system now displays tMA Manager @mparablescreen with the selected

properties.

Here you can:

A Add more comparable properties to your list.

A Make one of the listings the subject property.

A Remove one or more of the selected listings from your list of comparables.
Continue to instructions theBuilding A Search from the CMA Managesection of this
Support Guide, beginning with step 4.
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