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Realcomp Online® Comparative Market Analysis – Quick Reference 
Guide 

 
Quick Search CMA (and how to e-mail off-market listings to clients) 
 

1) Choose SEARCH & QUICK SEARCH 
2) Decide STATUS (be sure to choose on-market & PENDING & SOLD if you would like to 

include off-market listings in your results) 
3) Decide on PRICE range for your area (eliminate any LEASES by setting this price at a 

reasonable range) 
4) Choose Bedroom range & Bath/Lavs 
5) Garage-Yes or No? Basement-Yes or No? Complete any features that you would like to 

include in your CMA  
6) ALWAYS ADD: STATUS DATE (include the last six (6) months or the period of time your 

prefer) 
7) Add any Geographic Location (legal-map letter & number-zip code-school dist-water 

name, etc.) 
8) Select Count at the bottom of the page to see if the number of returns is reasonable. 

(Modify any of the criteria entered to further narrow your search as necessary). Choose 
Search 

9) Change REPORT to ONE LINER #2  
10) Check the boxes of the comparables you’d like to include in your CMA 
11) Choose CMA SELECTED at the bottom of the page – SKIP to REPORT 
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12) If you would like to e-mail the report, simply click Save and give it a name then select 

Email.  
 

 
 
13) You can always print a CMA. After step 10, simply select PRINT SELECTED. 
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CMA Manager 
 
1) Enter CMA MANAGER 
2) REMEMBER to work the gray tabs LEFT to RIGHT  
3) SUBJECT PROPERTY tab (enter an MLS number to have the system fill in the 

information from the listing) 
4) Choose Build CMA Search to search for Comparables 
5) When using Search Price, remember the price assumes thousands of dollars in this 

area. For example, you must enter 100 to search $100,000. 
6) Don’t forget to add a status date and geographic location 
7) Count (decide if you need to modify the results depending on the number of returns)  
8) Select SEARCH 
9) Change REPORT format to your preference 
10) Pick COMPS by checking the appropriate boxes 
11) Choose CMA SELECTED & ‘ADD to NEW CMA’ 
12) Decide if you will use Value Adjustments – DO NOT USE IF YOU DON’T HAVE 

PROPER FIGURES 
13) Go to Report Options and add your marketing info 
14) Choose REPORT (print-email or save report) 
15) If you SAVE a CMA keep it 4 to 6 weeks (they automatically update) 
 

MAP Search CMA 
 
1) Choose SEARCH & Map Search 
2) Enter SUBJECT PROPERTY address & decide the radius around the address 
3) CLICK on ‘FIND’ 
4) Once the map appears - the House Icon is the subject property 
5) Click  ‘ACCEPT SEARCH AREA’ 
6) The screen will refresh and the address will appear at the bottom of Search Criteria 
7) Enter your criteria  
8) REMEMBER to add ‘STATUS DATE’ 
9) Count – the system will give you the results of your criteria within your radius  
10) Modify if necessary and SEARCH 
11) Choose REPORT format of your choice 
12) Pick COMPS  
13) Choose Print Select,  Email Selected Wide CMA or CMA SELECTED & ‘Skip to Report’  
14) Print or E-MAIL after saving the CMA 

 


