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TAX/PUBLIC RECORDS 

 

ealcomp is pleased to offer Public Record Data for Genesee, Grand Traverse, Ingham, 

Jackson, Lapeer, Lenawee, Livingston, Macomb, Monroe, Oakland, Saginaw, Sanilac, 

Shiawassee, St Clair, Washtenaw, Wayne including the City of Detroit and more. There 

are two types of public record data available in Realcomp Online
®
. The Realcomp public data 

and Realist are both accessible through the system. 

 

The Realcomp Online
®
 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 municipalities. Realcomp obtains this information from First American. Property 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, Property ID, 

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 search for individual records, using fields 

such as Owner Name or Property Address, or search for groups of records in a designated 

geographical area, using fields such as Subdivision Name, City/Village/Township ID number 

or Property Zip code. 

 

Realcomp Online
®
 also has the ability to create a file containing Address Label information.

R 
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ALL INFORMATION WILL VARY BY COUNTY 

Deed Information 

 

Deed information in Oakland County has been collected since June 1, 1995, and is updated on a 

Weekly basis in PRD.  Deed information is updated on a Monthly basis in Macomb County and 

on a Quarterly basis in Livingston County.  Wayne County deed information is available and 

updated monthly, 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 updated twice a year after the summer and winter tax period.  The 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 the data is secured.  

 

MLS Data 

 
The connection between PRD and MLS is the Property Identification Number (Detroit is 

connected by the Ward/Item Number).  This number must be identical in both systems in 

order to match.  The numbers submitted on your Profile Forms (when 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 property ID numbers in Genesee, Oakland, Livingston and Macomb 

Counties.  Lapeer’s property ID numbers contain 11 numbers. Wayne County has 14 digits, 

however, Detroit has between 11 and 15 characters in their Ward and Item numbers.  

 

An additional benefit to using the correct PIN number when using Realcomp Online
®
’s Listing 

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, mailing city, 

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 within this manual. 
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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 hyperlinked address of that listing. 

 

 
 

The PRD Detail Report is displayed: 
 

 
 

You can switch report view at anytime by using the drop down menu. 

 
 

 To print the report: 

 Click the  button; then click Print when the printer dialog box 

appears. 
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 To display a map of the property: 

 Click the  button.  The map will open in a new window.  When you 

are finished using the map, close the map window (by clicking the  on that window’s 

title bar). 

 

 To return to the MLS list: 

 Click the  button.   
 

 To display the Realist report for this same property:  

 Click   and it will take you directly to the report for this address. 
 

 

Question: Why are some MLS properties unable to display tax information when it should 

exist in Realcomp Online
®
 Public Records? 

 

Answer: Property ID Numbers (PINs) must match exactly from the MLS to the Public Record 

Data.  If a PIN was improperly entered into a listing, it will not match with Realcomp’s PRD 

when the address is clicked.  If you click an address and are not given Public Record for that 

property, you should check the PRD database via the menu option (see next). 
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Searching PRD By County 

To search PRD from the menu bar: 

 

 

1. From the PRD menu, select Prd County Search. 

2. Choose the desired county from the drop down menu (due to its large size, Detroit is listed 

separately from Wayne County). Enter any field or fields listed on the PRD search screen 

that match your particular needs. 
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PRD Search Tips 

 

When entering search criteria follow these guidelines: 

 

 If you are unsure of the exact spelling of an entry (such as Owner’s Last Name, Street 

Name, etc.) enter only a part of that information. 

 

 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 contains Orchard in it 

but you are unsure if it actually starts or ends that way, simply enter “Orchard”.  Then 

change the choice box to Contains.  

  

  

  

  

 

 When using City/Village/Township, click the “View List” button to choose the two-digit or 

letter code from the list of Cities/Villages/Townships. 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add a field, find the desired criteria on the left side of the Additional Fields box and 

double-click (or click once, then click the  button).  The field is then placed on the right 

side (Selected Fields). 

 

To remove criteria from the selected fields, double click the desired criteria (or click once, 

then click the  button).  The field is then removed.  

 

Once all additional fields are selected and/or removed, click the OK button. 

 

NOTE:  

Not every data field is 

available for all counties.  

Selecting an available 

field in a county that does 

not have that data will 

result in ZERO matches. 
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4. Click the  button to display the number of matching properties (this step 

is optional and can be done during any step(s) of the search-building process). 

5. When all selected criteria are entered, click the  button to display all 

matching public records. 

 

Search by Subdivision 
 

You can search for a group of properties using the Subdivision name.  Realcomp Online
®
 

provides a subdivision list to ensure proper subdivision names and accurate search results. 

 

1. Choose the View List button to the right of the Subdivision text box and an 

alphabetized selection list will appear.  

 

 

 

 

NOTE: To ensure accurate results, you MUST USE the View List button! 

 

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 all 

subdivisions within that county beginning with the chosen letter. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To choose one or more subdivisions using a different letter, simply click that 

letter, find the subdivision name(s) from the Matches list and move each to the 

Selections list. 

 

 

 

 

Notice many subdivisions are separated into 

several phase numbers.  To select more than 

one subdivision name from the list of matches, 

press and hold the <CTRL> key while clicking 

your choices.  Then click the right arrow button 

to move the matching names over to the 

selection list. 
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b. Type the first letter of the subdivision name in the Value text box.  To narrow 

the Matches list, type the first few letters of the subdivision name.   

 

 

 

 

 

 

 

T

To display the list of matches, click the Search button.  A shorter, more defined 

list now appears. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.  When all subdivisions names have been moved to the Selections list, 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 Number, Tax Identification or Permanent Parcel Number. 
 

To gather information about groups of properties using the Property ID Number, use partial 

information.  Then change the option in the choice box from Exact Match to Starts With. 

 
Oakland, Livingston and Macomb have ten digits in the ID number  (ex: 21-05-327-003) 

Township # 21        Section #  05         Block # 327       Parcel # 003 

 

Wayne County has 14 digits in the ID number  (ex: 71-012-01-0035-000) 

Community # 71    Map Pg 012    Subdivision 01     Lot 0035    Parcel 000 

 

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

number system. 

 

Realcomp identifies the Ward number with two digits, beginning with 01 through 22.  The Ward 

number is identified with a W before the two digits. 
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The Item number is identified with an I, followed by six digits and a period/dot (the character S 

replaces the period/dot in Realcomp Online
®
).  The Item number could also contain between 

one and three numbers following the S to identify lot splits. (Example: W02I000123S001) 

 

The Item number could also be followed by a hyphen (the character C replaces the hyphen in 

Realcomp Online
®
), which represents a combined lot. (Example: W02I000123C001) 

 

An Item number ending with an L represents the last split of a particular lot.  

(Example: W02I000123S001L) 

 

*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 Records Database.  

The following tips may guide and assist you in getting the necessary results. 

 

 To search using partial entries: 

1. Enter the partial information of a field. 

2. Click the  to the right of that field and change option to the appropriate choice of: 

 Starts With 

 Contains 

 Ends With 

 Custom (Advanced) 

 To search more than one Property ID Number, leave a space between the numbers. 

 When entering the Sale Price, the entire number must be entered, including the last three 

zeros. 

 To search by Subdivision: 

1. Choose Subdivision Name from the additional fields.   

2. Type the subdivision name. 

3. Click the  to the right of the subdivision field and change option to “Contains”. 

 To search by CVT: 

1. In the City/Village/Township field click the View List button. 

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

hold the <CTRL> key while clicking. 

 To search a number of days back, enter the minus sign (-) and the number of days back in 

the Sale Data field. 

 To view a full report of a single property: 

At the full list of properties, click the individual property ID. 

 Detroit cannot be searched by MLS area code. 
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PRD Saved Searches 
 

Realcomp Online
®
 saves you valuable time by letting you save your searches within the Public 

Record Database.  Common searches used over and over again can now be stored and retrieved 

at a later time.  Typical repeated searches include: 

 Subdivision, City or MLS Area Number Search (for use with mailing labels) 

 Subdivision, City or MLS Area Number Search with designated Sale Dates (for tracking 

farm area sales) 

Saving 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 ensuring suitable search results (refer to PRD Search Tips), click the 

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

4. The PRD Saved Search screen now appears. 

 

 

 

 

 

 

 

Enter the name and description fields.  The description helps identify contents of this search 

for future use. 

5. To complete the saved search, click Continue.   

Your search now appears on your PRD Saved Searches page and your Realcomp Online
®
 home 

page. 

Working with PRD Saved Searches 

Once a PRD search is saved, you can run it from your home page or access it through the PRD 

Saved Searches page. 
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Running a PRD Saved Search from the Home Page 

 

From the Home Page, click the name of the saved search you wish to use. 

 

 

 

 

 

 

  

 

 

 

 

 

This method automatically runs the search and displays the Property Listing – One Liner 1 

report. 

 

Using the PRD Saved Search List 

 

1. To retrieve the list of PRD saved searches, choose the Prd Saved Search option from the 

PRD Main Menu option. 

 
 

A list of all saved PRD searches appears. 

 

2. Select the desired saved search by clicking on that line. When the search is selected, it will 

highlight in blue-green. 

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

 Delete the search by clicking the  button. 

 Edit the name and/or description by clicking the  button. 

T indicates a saved 

PRD (Tax) search 

 

S indicates a saved 

search 

 

P indicates a saved 

prospect  
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 Edit the criteria before running a search by clicking the  

button.   

 Click the Run button to start the search. 

 

 

Modifying a Saved PRD Search 

1. Retrieve the list of saved PRD searches, choose the Saved Search option from the PRD 

Main Menu option. 

2. Select the desired saved search. 

3. Click Criteria.  The PRD Search Criteria screen now appears, displaying the saved PRD 

search criteria. 

4. Modify the criteria as desired. Before resaving, ensure suitable search results (refer to PRD 

Search Tips). 

5. Click Save. 

6. You may now choose to save your changes to the existing saved search or save the criteria 

as an entirely new search. 

 

 To save changes to the existing saved search, click Save Changes.  The system 

automatically stores the new criteria in the existing PRD Saved Search. 

 To save the new criteria as a unique PRD saved search, click Create New.  The Save 

Search screen appears.  Complete the name and description fields; then click Continue. 

Notice the Search option is the only available 

option when running a PRD Saved Search.   

 

When this screen appears, simply click 

Continue to run the saved PRD Search.  The 

Property Listing – One Liner 1 report 

automatically displays. 
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PRD Reports  

After entering the desired criteria and clicking the Search button, Realcomp Online® 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. 

 To change the sort order: 

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

Category heading.  

 To view results on previous and next pages: 

 Click the Previous and Next hyperlinks to view more results.  

 You can also click the number hyperlinks to view the corresponding results page.  

 To select all listings: 

 Click the Select ( ) toggle button. 

 To unselect listings: 

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

 To unselect all selected listings, click the Select ( ) toggle button. 

 To select a different report format: 

 Select the report format you want to use from the Select different report format drop-down 

list.  

 To view the Realist record for this property: 

 Click the  on the far right of the row for that address. 
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PRD One Liner 2 

 

 To download addresses for labeling: 

 Click the Address Labels button.  See more detailed instructions below. 

 To print the list: 

1. Click Printable View. 

2. Click the Printable View button; then choose File – Print from the Printable View’s menu 

bar. 

 To perform a new PRD search: 

 Click the New Search button.  The PRD criteria screen appears. 

 To view more details on an individual listing: 

 Click the Property ID Number hyperlink to get a Full Public Record Data report.  The 

“Flyer Format” of the listing appears. 

 To search MLS listings of an individual listing: 

 Click the  button and view any listing that exists on that particular 

property. 

 

 To view only selected properties in the report: 

 

 Click the check boxes of the properties you want to view. 

 At the bottom of the screen, click View Selected. 
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Taxpayer or Property Address Label Download 

To download addresses from any Property Listing Report, follow these steps. 

 

1. Click the  button. 

The address label page appears. 

 

 

2. Select the appropriate Address and Recipient options. 

 To attach a phrase after the owner name, choose the option. 

 

  

 

 

 To use a phrase instead of the owner name, choose the option.  

  

  

 

3. Click Export CSV. 

4. Click “Save”. 
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5. Choose the destination (Save In) and file name. 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

6. Click Save. 

 

 To print Avery 5160 Labels: 

1. From a Public Records Report, click Address Labels. 

The address label page appears. 

2. Select the appropriate Address and Recipient options. 

3. Click Avery 5160 Labels. 

NOTE: This function only prints within the diameters of Avery 5160 labels (or 

compatible). 

4. When ready to print, right click – Select Print 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 arrow next to the printer icon, select 

page setup. 

 

2. Change your printer margins to “.25”. 
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3. Click OK. 

4. Continue with normal printing procedures. 

 

NOTE: After changing each margin 

field to .25, the margins may 

automatically change to the lowest 

possible margin (based on your 

particular printer). 

 

For Example, the Left margin in this 

picture was changed to.25.  When the 

cursor moved to the Right margin, the 

system automatically changed the zero 

to 0.18 inches. 
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Searching in Realist.com
® 

 
Accessing Realist.com

®
 to Search 

 

To search directly in Realist.com
®
, select the Realist item from the Public Records menu on 

Realcomp Online
®
 and you will automatically be logged into the website.      

                                                        
 

This will take you to the Realist Homepage showing Sales Statistics. From this page, you can 

conduct a number of different searches by selecting Searches from the menu bar. 

 

 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 10 streets at a time. 

 

 Owner Name Search: find any property by the name of the owner. 

 

 Owner Phone Search: track down homes listed For Sale-by-Owner. 

 

 APN/Alt APN/ Folio# /Tax ID/Parcel ID Search: search by the unique parcel number 

assigned by the county assessors' 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. 
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Running A Search 
 

 Select the type of search that you desire from the Quick Search Center page, such as the 

General Query. 

 

 Choose a State (MI) and select a county to begin.  

 

 Enter your desired additional criteria. 

 

 If this is a search that you run often, such as a search to prepare mailing labels, you may 

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

 

 When you are satisfied with the criteria, click   to run the search and view 

the results. 
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Viewing Search Results 
 

When the search results display they can be viewed in either a one-line or multi-line format, the 

user can specify which fields should be displayed and how many results should be displayed per 

report page. These selections are made in the column on the left.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the list format or the desired fields are changed, click  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. 

The results of this search, or selected listings, can be printed by clicking on the  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 clicking on the icon. 

When the email icon is clicked, there is a selection to email either a property 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 property from the summary list, click . 

 

As with Realcomp Online
®
, 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 summary list from a property detail, click the Property List link. 

 

  

 

Select 

report 

format 

Select 

desired 

fields to 

display in 

report 
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Comparable Search 
 

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

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

the comparable search. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

then click .  

 

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

comparable search, click .  

 

 When the list of comparables displays, select the desired listings and click 

 to generate a comparative market analysis. The CMA can 

be printed or emailed. 
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Neighbor Search 
 

To search for information regarding the neighboring houses of a specific property, click 

 from either the summary list or the detail view. 

 

 Enter the desired criteria such as how far from the property to search, then click 

.  

 

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

search, click .  

 

 To cancel the Neighbor Search and return to the previous screen, click 

.  

 

 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 clicking the  button on the search 

results (summary view) page. You can then sort by up to three different columns in either 

ascending or descending order. Click  to return to the search results with the chosen sort 

order applied or click  to return to the search results without sorting. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 from the comparable and neighbor searches that are performed 

from the search results. A maximum of 5000 records can be exported per month. 

 

To begin the export, run the desired search and display the search results. Click  at 

the top of the search results page.  

 

 Creating Mailing Labels From Search Results 
 To create mailing labels, select the type of 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. 

  

  

  

  

  

  

  

  

 
 Select Property Address or Tax Billing Address and the desired salutation for 

the labels. When finished click  which can be found above the 

address type selections. Click OK on the message window that appears. 

 



PRD/CMA User Guide____________________________________ 

 

Copyright © 2009 Realcomp II Ltd. 

Last Modified 04/07/10           8:27 AM 
26 

 

 
 Click the Property List, link to return to the search results. Click the Export 

Manager button to continue with 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. 

 

 

 

 

 

 

 

 

 
 

 

 

The label download may not be immediately available. As soon as you click the 

Export button, 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 Refresh on the browser to update your screen, if desired. 

You can pick up any export that you have produced during the current month. 

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

your labels at any time by clicking on  at the top of most 

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

available in the section entitled “Export Ready To Pick Up”. Click on the link. 

Click Save and save 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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 Full Record Download From Search Results 

 To begin a full record download select either Excel or ASCII from the Full 

Record column. 

  

  

  

  

  

  

 Before clicking the export button, scroll to the bottom of the page to select the 

fields that you want to export. In the section entitled “Fields to Print on Full 

Record Exports”, check or uncheck fields as desired so only the necessary 

information is selected.  

 

 Scroll back up to the top of the page and click . This button is found 

below the Full Record options. 

 

 Click OK on the message window that appears. 

  

  

  

  

  

  

  

 

 Click the Property List, link to return to the search results. Click the Export 

Manager button to continue with your export. 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. 

 

 

 

 

 

 

 
 

 

 

The data export may not be immediately available. As soon as you click the 

Export button, 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 Refresh on the browser to update your screen, if desired. 

You can pick up any export that you have produced during the current month. 
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 If you return to your property list/search results, then you can continue with 

your export at any time by clicking on  at the top of most 

Realist pages. 

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

available in the section entitled “Export Ready To Pick Up”. Click on the link. 

Click Save and save it to the desired location on your computer, such as the 

desktop.  

 
 This export file is 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 want to create a CMA to: 

 

 Ensure an accurate price for your listing. 

 Secure a bid price prior to presenting an offer. 

 Obtain general and/or specific information about an area, subdivision or distinct 

location. 

Beginning a CMA in Realcomp Online
®
  

CMAs can be created from almost anywhere in the Realcomp Online
®
 system, including: 

 CMA Manager Report  

 Property Listings Report 

 Single Property Report (Flyer) 

 Saved Search  

 Saved Prospect 

 Listing Manager  

 

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

 

Building a CMA from a Search 

 

As previously stated, Realcomp Online
®
 allows you to create a Comparative Market Analysis 

from almost anywhere in the program. A useful and simple way to create a CMA is to enter 

search criteria matching 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 the Search menu option choose the appropriate search type.  Choose either: 

 Quick Search 

 MLS Number Search   

 Address 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 choose Search to display matched listing properties. 
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3. On the Property Listing Report, select the listings you want to compare by clicking each 

listing’s check box at the right end of the listing. 

 

 
 

Scroll to the bottom of the page and click CMA Selected.   
 

4. Click New CMA.    

 

The system now displays the CMA Manager Comparables screen with the selected 

properties. 

 
 

Here you can: 

 Add more comparable properties to your list. 

 Make one of the listings the subject property. 

 Remove one or more of the selected listings from your list of comparables. 

Continue to instructions in the Building A Search from the CMA Manager section of this 

Support Guide, beginning with step 4. 
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Building a Search from the CMA Manager 

The CMA Manager allows you to conduct a Comparative Market Analysis report by researching 

and comparing listings. Start from the CMA Manager report option to compare similar MLS 

properties to a specific listing. 

 

CMA Tips 

 

Basic steps to generate a CMA report: 

1. Open the CMA Manager Report. 

2. Enter a subject property. 

3. Add listings to compare to your subject property.  

4. Make any value adjustments if needed.  

5. Indicate printing preferences.  

6. Print, Email and/or Save (if desired) your report.  

 

1. Click the CMA Manager option of the Reports menu option.  The CMA Manager page 

displays. 

 
 

2. Click the Subject Property tab. 
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Conduct one of the following procedures: 

 To use an existing listing, enter the MLS number into the MLS Number field and then 

click the Use This Listing button. 

 To use an unlisted subject property, enter the requested information into the fields. 
 

3. At the bottom of the Subject Property screen click the Build CMA Search button.  

When the Search page appears, you can further define your criteria; then click Search.  
 

 
In the search results page, select the listings you want to compare by clicking each listing’s 

check box at the right end of the listing. 
 

 

Scroll to the bottom of the page and click CMA Selected.   
 

Then click Add to “New CMA”.    
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4. The system now returns to the CMA Manager Comparables screen, displaying the 

selected properties. 

 

 
Here you can: 

 Add more comparable properties to your list. 

 Make one of the listings the subject (this would change your original subject property, if 

one was already selected). 

 Remove one or more of the selected listings from your list of comparables. 

 

5. Click the Value Adjustments tab to change any default adjustments.   

 

NOTE: Value adjustments are only available when a subject property is selected or created.   

Use the "-" symbol to indicate a negative value adjustment. For instance, to make a negative 

value adjustment for a bedroom, enter "-5000" in the Bedrooms field. To make a positive 

$5,000 adjustment for a bedroom, enter "5000". 
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If any values have been adjusted, click the  button to calculate 

the total adjustments and adjusted price.  Then click the  

button to recalculate a new suggested value for the subject property. 

 

NOTE: To display a suggested value in the report, the Include value adjustments in report 

option [located at the top of the screen] must be selected. 

 

6. Click the Report Options tab to include specific report information, such as title, 

subject label and client notes; and/or to define report options like summary placement 

and comparables per page. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Click the Report tab to display the report. 

 

CMA Report Options 

The CMA Manager allows the following functions: 

 

 Start a New CMA 

 Open an existing CMA 

 Save the CMA just created 

 Print the CMA report 

 Email the CMA report 

 

 
 

 Click the New button to start a new CMA. 

 

Here you can: 

 Title your report. 

 Change the label of your subject property. 

 Change the label of your suggested price. 

 Customize to/from. 

 Decide to show/not show a summary. 

 Choose how many comparables to display per 

printed page. 

 Choose sorting order. 

 Add notes. 
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 Click the Open button to open a previously saved CMA.  

   
Choose the CMA from the selection box; then click Load. 

 

 Click the Save button to save your current CMA for later use.  

 
Type a name for the new CMA in the box provided; then click Save. 

 

 Click the Print button to print your CMA report.   
 

 
 

When the Print dialog box appears, click Print to print the report or click Cancel to view the report 

before printing. 
 

 Click the Email button to enter the appropriate address and send the CMA report via 

email. 

 



PRD/CMA User Guide____________________________________ 

 

Copyright © 2009 Realcomp II Ltd. 

Last Modified 04/07/10           8:27 AM 
36 

Working with Saved CMAs 

 

Once you have saved a CMA you can recall it at any time for reuse.  The saved CMA can be 

altered for new specifics to meet current needs. 
 

To Open an Existing CMA: 

 

1. Click the CMA Manager option of the Reports menu option. 

2. Click the Open tab to view saved CMAs. 

 
 

3. Click the name of the saved CMA; then click Load. The list of comparables from that CMA 

is displayed. 

 

To Add Comparables to an Existing CMA: 

 

1. Open the desired CMA. 

2. At the Comparables screen, choose the  button. 

3. The screen now displays the original search criteria.  Modify, add or delete criteria as 

desired; then choose Search. 

4. At the report screen, click the selection boxes  of those properties you want to add to the 

existing CMA. 

5. Click CMA Selected; then choose Add to “”.  
 

 
 

The new list of comparable properties displays. 

 

To Remove a Property from the List of Comparables: 

 

1. At the list of comparable properties, click the selection box(es)  of the property you want 

removed from the list of comparables. 

2. Click the  button.  The screen will refresh with the new list of 

comparable properties. 
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To Delete a CMA: 

 

1. Click the CMA Manager option of the Reports menu option. 

2. Click Open.   

 

 
 

3. Select the appropriate CMA. 

4. Click the   button.  The saved CMA is now removed from the list. 

 


