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Creating and Saving Your Favorite Appraisal Search 
 

1. Select  then click . 
 
2. Scroll down to the “search criteria” portion of the screen to view the default criteria for this search. 
 

3. Add your favorite search fields by clicking the  button located at the top and bottom of 
the search criteria section.  

 

        
 
 
 To add a field, find the desired field name on the left side of the Additional Fields box and double-click 

(or click once, then click the  button).  The field will be placed on the right side (Selected Fields). 
 
 To remove criteria from the selected fields, double click that field name (or click once, then click the  

 button).  The field will be removed from the list of selected fields. 
 
 To re-order criteria, click on a field in the Selected Fields box and use the Up and/or Dn buttons to sort 

the order according to your liking. 
 

When you are finished adding and/or deleting criteria, click the  button. The screen will re-
display with your favorite search fields included. 

  

4. To save this search for future use, click the  button at the top or bottom of the search criteria 
screen.  The Save Search window will appear. 

 

 

Criteria Note: 
The additional fields that you 
add into your search are up to 
your discretion. Some of the 
fields you may want to include 
are as follows: Bedrooms, 
Baths.Lavs, Basement, 
Garage, Architecture, Style, 
Square Footage, and Status 
Date. The success of using 
each of these fields is, of 
course, dependent on the 
inclusion of this data in the 
listings by the listing agents. 
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5. In the Save Search window, enter the desi red name into the Name field. In the Description field, 

enter a descr ipt ion that  wi l l  he lp you ident i fy  th is  search  as your favori te appraisal  
search.  

 
 

6. Click the Continue button. 
 

Running Your Favorite Saved Appraisal Search 

1. Run your saved search, by choosing the  and  menu options. 
 
2. Click your saved search to select it. It will be highlighted in green. 
 
3. Click the Criteria button to begin entering the actual criteria for your search. 
 
4. To begin, modify your radius search to “1” mile. Then enter the address, city & zip code (optional) of your 

subject property into the appropriate fields. The proximity search criteria will allow you to narrow your 
search results to listings located within a one (1) mile radius of your subject property. Note: This may be a 
better alternative for you to use rather than using the map coordinate (i.e. map letter and map number) or 
subdivision fields. 

 

 
 
5. Click the Find button. Realcomp’s mapping interface should appear with your subject property plotted on 

the map. 
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6. Click the  button. 
 
7. When the screen redisplays, your proximity search criteria will be included at the bottom of the screen. You 

may scroll down to view this information if you wish. 
 

 
 
8. Enter the remaining search criteria for your search (i.e. minimum search price, minimum bedrooms, 

minimum baths, etc). 
 

 
 

Note: To exclude rentals from appearing as matches, you may want to enter “10” (for $10,000) as your 
minimum search price. 

Hint! To adjust the 
radius left click, hold and 
drag the blue handles. 
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9. Enter the remaining search criteria for your search (i.e. minimum search price, minimum bedrooms, 
minimum baths, etc.) and click Search to view your results. 

 
10. If you would like to save this search, including the actual search data, click Save and enter a new name 

(i.e. the address of the property) so you can reference this search in the future. 
 
 
If you have any questions about this information, please contact Realcomp’s Customer Care 
Department (866) 553-3430 option 2 or support@realcomp.com. 


