CMA Manager

Working with the CMA Manager

ML Xchange6s Comparative Market Analysis (CMA) feature |
presentations for both buyers and sellers that can be quickly and easily e-mailed to your clients or saved
as a PDF file.

The CMA Manager displays a list of all existing presentations created for specific clients. To create the
actual report templates that comprise a presentation, see CMA Presentation Library.

u ATo display the CMA Manager list:

1. From the main menu, click CMA > CMA Manager; or click the CMA Quick Link.
The CMA Manager page opens.
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2. From the CMA Manager page, you can change the page view by:

A clicking a column header to sort the list in ascending or descending order or dragging and dropping
a column header to a new location.

3. To narrow the list of presentations displayed, apply a simple filter, by clicking one of the following
drop-down lists:

A Selection 8 displays presentations by selection status: Show all, Show selected, or Show
unselected.

A Clientd di spl ays CMA presentations associated with a sp
name. Or choose All to display a list of all CMAs.

4. To view or edit an existing CMA presentation in the list:
Acl i ck on dickondhe CMAoNae hyperlink.

5. Use the buttons located at the bottom of the page to perform more tasks:
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CMA Manager

A New CMA & create a new Buyer or Seller CMA presentation.

A Copy 8 select one CMA you want to duplicate, then, click Copy.

A Rename & select one CMA you want to rename, then, click Rename.
A Delete 8 select one or more unwanted CMAs, then click Delete.

Creating a New CMA Presentation

When you click the New CMA button from the CMA Manager main page, the CMA Wizard appears to
assist you with creating a new Buyer or Seller CMA. There are 8 easy-to-follow steps that take you from
the basic presentation setup to adding comparables, adjustments, and pricing to finally creating a CMA
report. You can also add a new client or use the library of CMA templates.

u ATo create a new CMA:

1. From the CMA Manager main page, click New CMA; or choose New CMA from the CMA main menu.
The CMA Wizard page opens at step #1 Getting Started.

Getting Started...

CMA Wizard
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Select the type of CMA: Buyer or Seller.

Click the Select Property Type drop-down list and choose the kind of CMA presentation to create
(for example, Residential).

4. Select a Client from the list to associate with the CMA.

91 If the client has not been added to your Client Manager, click Add new client. Click the
Edit client button to change the currently selected client& record.

NOTE!  Be sure to select the correct CMA Type, Client, and Property Type NOW, as
you cannot change these values later.

In the Name of this CMA field, enter a descriptive title.

Click the Use client® home address as Subject Property check box, if appropriate which
automatically copies the property information from the existing Client Record to the new CMA.

7. Click Next Step.
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Adding Subject Property Information

If you selected Use client& home address as subject property when creating the CMA, some of the
fields may already contain information. If not, click Step # 2. Subject Property on the CMA Wizard page
to add, edit or search for subject property information.

NOTE! If you search for and find a property to use as the Subject
Property, the information will replace whatever information is
currently entered.

u ATo add subject property information:

1. From the CMA Wizard page, click step # 2. Subject Property.
The Subject Property page opens.

CMA Wizard D Subject Property - Showw:| A2 Fieich

T Cettony Started I Pece
2. Subsgect Frosersy

FEve |

P

4

= Prevccs 2m0 e et B 33

2. Enter the necessary information in the available fields.

Note: The information you enter here is used in various locations in the CMA,
S0 it is important that you enter as much information as possible.

3. Click the Show drop-down list to filter the fields displayed on the page.
For example, Price Change will only show the fields related to changing the price.

4. You can import subject property information from one of the links in the bottom left corner of the
page:
1 MLS Search if the subject property has a recent listing record in the MLS database, click
the link and perform a search.

I Tax Search if the subject property does not have a listing record in the MLS database,
then, click the Imapp Lookup link and perform a search.

NOTE! Although it is possible to find Subject Property information
through an MLS or tax record search, changes to the subject
property information will NOT affect the listing or tax record
itself. Adding subject property information through an MLS or
tax search makes a copy of the information that can then be
edited independently.

5. Make any changes or additions to the subject property information, as required.
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CMA Manager

If a property photo does not yet exist, click the Add Photo link. The CMA Subject Property Photo
dialog box opens.

If MLXchange is unable to determine (or has incorrectly determined) the property's location on a map,
click the Set Map Location link.

The Set Map Location window opens.

Click Next Step.

Working with Comparable Properties

Use the Comparables feature to search for and list a number of comparable properties for the selected
CMA. The list can be sorted, filtered, reordered, and resized similar to the standard Search Results list.
You can search the MLS, perform a tax search, or add a new comparable manually.

u ATo add comparable properties:

From the CMA Wizard page, click Step # 3. Comparables.
The Search Criteria page is automatically launched, allowing you to look for specific listings.
Perform a search, enter the criteria and click Results.

Select the properties you want to add as comparable properties to the CMA, then, click the Add
Selected Records as Comparables button.

The Comparable Properties page displays the comparable properties list.

CMA Wizard Comparable Properties
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Selecting a record, then using the Reorder arrows to change its order in the list.
Click the Columns drop-down list and choose a column layout grid to work with.

To filter the list by record selection, select any number of records from the list. Click the Selection
drop-down list and select an option: Show all, Show selected, or Show unselected
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7. Tofilter by status, choose an item from the Status drop-down list. Only those items with the
corresponding status are displayed. For example, Closed, Expired, etc.

8. Using the mouse, point to the Information icon to display the Quick Access menu commands:
Report, Tax, Property History, Map, Edit, or Delete.

9. Import comparable properties to the list by clicking the links at the bottom of the page:

1 MLS Search if the comparable property has a recent listing record in the MLS database,
click the link and perform a search.

1 Tax Search if the comparable property does not have a listing record in the MLS
database, click the click the Imapp Lookup link and search the public tax records.

10. Click the Add New link to enter comparable property information manually.
11. Click the Delete link to remove a selected comparable property from the CMA.

12. Click the Search Criteria and Statistics link to generate and print a Statistics report based on the
comparable listings.

13. Click Next Step.

Making Adjustments to Comparables

You can add value adjustments to comparable properties to factor in/out for features not available in the
selected property.

u ATo make adjustments to comparables:

1. From the CMA Wizard page, click 4. Adjustments.

The Comparable Adjustments page opens, displaying a side-by-side comparison of Subject
Property and Comparable property.
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2. If you are making price adjustments to multiple comparable properties:

1 click the left [ K] and right [ B¥] arrow buttons at the top of the page to scroll between
comparables; or

1 click the drop-down list and select a comparable property.
3. Use the buttons at the bottom of the page to manage your comparables:

1 Edit Comparable opens the Edit CMA Property dialog box, letting you make changes to
the selected comparable property, including resetting.

1 Delete Comparable lets you delete the selected comparable property from the CMA.
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4. Scroll down to the bottom of the page and use the empty fields to enter the Adjustment
Description(s) and Adjustment Amount(s) in the fields provided.

The total net adjustments are automatically calculated and are displayed at the top of the page
when you use the TAB key to advance to the next line.

Note: If an amount is meant to reduce the Adjusted List Price of the
comparable property, make sure you put a minus sign ( -) in front of the
amount.

5. Add any Adjustment Comments for the comparable that you want to show up in the finished CMA
report.

1 click the Spell Check icon to check the text for errors.
6. Click Next Step.

Determining the Suggested Price

After reviewing the CMA analysis, you can edit the suggested list price value, if necessary. Remember,
you can go back to previous steps to make any changes.

u ATo determine the suggested price of the Subject property:

1. From the CMA Wizard page, click 5. Pricing.

The Suggested Price page opens, displaying a Pricing Summary of Comparable Properties.

CMA Wizard ([0 suggested Price
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2. Click the Calculate Price Based On drop-down list box and choose from the following options:

1 Manually Entered Price lets you enter your own suggested price, then enter values in
the Suggested Price or the Suggested Price Range fields.
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1 Selling Price automatically calculates a suggested selling price, based on the high, low,
average, or median adjusted selling price (after price adjustments) of sold comparable
properties.

1 Listing Price automatically calculates a suggested selling price, based on the high, low,
average, or median adjusted listing price (after price adjustments) of comparable
properties, regardless of list status.

1 Price Per Sq Ft automatically calculates a suggested selling price per square foot, based
on the high, low, average or median adjusted selling price per square foot of sold
comparable properties, multiplied by the square footage of the subject property (ppsf x
subject property sq. ft.).

1 Assessed Tax Value Ratio automatically calculates a suggested selling price, based on
the tax value ratio (assessed tax value divided by the adjusted selling price) of sold
comparable properties. The assessed tax value of the subject property is divided by the
high, low, average, or median tax value ratio of sold comparable properties.

Note: Only comparables with a Sold/Closed status are included in the
calculations. Suggested price values are calculated after price adjustments
have been applied to the subject property, then rounded to the nearest
$100.

3. Click the [ ®]icon to view an explanation of pricing adjustments.
4. Click the Comp # links in the summary table to return to the Comparable Adjustments page.
5. Click Next Step.

Estimating Net Proceeds and Closing Costs

Use the Net Proceeds page to prepare an estimate of all potential transaction details, including all seller
net proceeds or buyer closing costs to include with the CMA.

u ATo estimate net proceeds or closing costs:

1. From the CMA Wizard page, click 6. Netsheet.
The Estimated Sellers Net Proceeds page opens.
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NOTE! If you are preparing a Buyer Presentation, this page looks
slightly different.

2. Atthe top of the page, enter financial information for the [seller/buyer]. Note: The Estimated Sale
Price is the same as your Suggested Sale Price.

3. To add transactions to the [Settlement Charges/Closing Costs] list, click one of the buttons, located
in the bottom left of the page:

1 New Charge lets you manually add an expense that is not yet listed.

1 Modify opens the Edit expense dialog box, letting you make changes to a selected
expense.

1 Delete lets you delete a selected expense.
1 Apply Defaults lets you apply the list of pre-defined [seller/buyer] expenses .
1 Edit Defaults lets you set up a list of default [seller/buyer] expenses.

4. To change the order of expenses in the list (which is also the order in which they will be printed),
highlight the expense you want to move, then click the up and down arrow buttons on the right side of
the page.

5. Click Next Step.

Adding a New Charge
You can manually add new charges to the Net Proceeds page.

NOTE!  You can also use the Add Expense wind ow to create headings
or blank lines in the list of charges. To create a heading, enter
justa Description ;to make a blank line, enter nothing and
click OK.

u ATo add a new charge to the [seller/buyer] net sheet:

1. From the Net Proceeds page, click the New Charge button.

The Add expense dialog box opens.
&7 Add expense -- Web Page Dialog @
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2. Enter a brief but useful description of the expense in the Description field.

3. Enter the following expense details:

1 Fixed Dollar Amount if the charge is a flat fee, enter only the value of the expense. For
example, $500.
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1 Plus % of [y] if the charge is to be based on a percentage (%) of some other amount, as
chosen from the drop-down list, MLXchange will automatically calculate the amount. For
example, 1% of Seller Total Mortgage.

1 Fixed Dollar Amount Plus [x]% of [y] if the charge is to be based on a flat fee + a
percentage of some other amount as chosen from the drop-down list, MLXchange will
automatically calculate the amount. For example, 1% of Sell Price + $100.

4. Click OK. You are returned to the Net Proceeds page, where the expenses are listed.

Creating and Applying a List of Default Expenses

Before you can apply standard expenses to the Net Sheet, you have to create the list.
u ATo create a list of default expenses:

1. From the Net Proceeds page, click the Edit Defaults button.
The Default Settlement Charges dialog box opens.
At the top of the dialog box, enter the values to be used.
Click the New Charge button.
The Add expense dialog box opens.
4. Add a description and expense details, then click OK. See: Adding a New Charge.

The charge is added to the list.

5. To modify an expense, highlight the item in the list, then click the Modify button. Make the necessary
changes on the Edit expense dialog box, then click OK.
See: Adding a New Charge.

To remove an expense, highlight the item in the list, then click Delete.

Once you have multiple items in the list and want to rearrange their order, highlight an item, then click
the up/down arrow buttons on the right side.

8. Click Close.
You are returned to the Default Net Sheet Information page.
9. Click the Apply Defaults button to add all pre-defined default expenses to the Net Sheet list.

Selecting Pages for the CMA Presentation

Choose the report pages you want to include in the CMA and specify the order in which they appear.
Pages can be edited using Report Manager.

u ATo select the report pages to include in this CMA presentation:

1. From the CMA Wizard page, click 7. Select Pages.
The CMA for [Client name] page opens.
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From the CMA Presentation drop-down list, choose a report format.

From the Owner drop-down list select: All, System, Office, Board, or Personal.

The corresponding reports are listed in the Available reports list.

Highlight one or more pages (or reports) in the Available reports list, then click the right [ » ] arrow
to move them to the Selected reports list.

" to select multiple reports, hold down the cTRL key and click.

To create a new report to use in this CMA, click the New Report button.

To copy or edit an existing report, highlight it in the list, then click either the Copy Report or Edit
Report buttons.

Click the Preview Report button to view a single selected report in the CMA Report Preview dialog
box.

To arrange page order, highlight a page in the Selected reports list, then click the up [ “* ] or down [
¥ ] arrow buttons to move its position in the list.

Note: Changing the order of the report pages does not change the CMA

presentation template, only the order in this particular presentation.

Click Next Step.

Creating, Copying, or Editing Available Reports

If you want to create a new report page from scratch, or a variation of an existing report page, to be
inserted in your CMA presentation, you have the ability to do this from this page.

1.

Note: Adding a report page does not change the CMA template, only the
appearance of this particular report.

u ATo add a new report to the CMA:

From the CMA for [Client Name] page, click the New Report button.
The New Report dialog box opens.
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€1 Mew Report -- Web Page Dialog X |

Type.  Residental [

&) canca |

Click the Type drop-down list and select a report template category.
Click OK.
The CMA Report dialog box opens.
4. Select one of the options, depending on how you want to apply the new report:
" Make this report exclusively for this CMA Presentation
" Allow this report to be available for other CMA Presentations
" Add this report to my Personal Reports so its available everywhere

5. Click OK. The Report Editor opens.
u ATo copy and modify an existing report for the CMA:
1. From the CMA for [Client Name] page, click the Owner drop-down list and select: All, System,
Office, Board, or Personal.
The corresponding reports are listed in the Available reports list.
2. Highlight a report, then click the Copy Report button.
The CMA Report dialog box opens.
3. Select one of the options, depending on how you want to apply the report:
" Make this report exclusively for this CMA Presentation
" Allow this report to be available for other CMA Presentations
" Add this report to my Personal Reports so it is available everywhere
4. Click OK and the Report Editor opens.
Note: Some reports can only be copied if you have access to Designer Tool.

u ATo edit an existing Personal report:

Note: You can only edit reports to which you have access rights, such as a
Personal report.

From the CMA for [Client Name] page, click the Owner drop-down list and select Personal.
2. Highlight a report, then click the Edit Report button.

A message dialog box appears advising you that any modifications to this report will be applied to
all CMAs in which the page is included.

3. Click OK to proceed and the Report Editor opens.

u ATo preview an existing Personal report:
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1. From the CMA for [Client Name] page, click the Owner drop-down list and select a report type.

2. Highlight a report, then click the Preview Report button.

The CMA Report Preview dialog box opens.

Viewing the New CMA Presentation

The final step in the CMA Wizard enables you to view each page in the CMA presentation so that you can
make any last minute changes. Then, save individual pages or the final report to PDF format, attach it to

an e-mail or print it.

u ATo review the finished CMA report:

1. From the CMA Wizard page, click 8. View Report. The CMA presentation page opens.
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2. To review each page of the report:

1 click the left [ !l] and right [ ﬂ] arrow buttons to scroll through each page; or

1 click the drop-down list and choose the page you want to see.

3. To change one or more pages in the final report, display the page you want to modify, then click the

Edit Report button.

The CMA Report dialog box opens.

Select one of the options, depending on how you want to apply the new report, then click OK:

1 Make this report exclusively for this CMA Presentation

1 Allow this report to be available for other CMA Presentations

1 Add this report to my Personal Reports so its available everywhere

4. To remove one or more pages from the final report, display the unwanted page, then click the
Remove Report button.
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Note: Removing report pages does not change the CMA presentation
template , only the appearance of this particular report.

5. The Report Editor opens.

Selecting a Stationery Style

You can choose to give your CMA reports a more attractive look by applying a visual background image
to one or all pages of a report and/or a CMA presentation. Once applied, the stationery appears on-
screen, in print, e-mail and PDF formats. Stationery can be applied to a single report in a CMA or all
reports in the CMA.

u ATo apply a stationery design:

1. From the View Report page of the CMA Wizard, click the Select Stationery icon [ i!:"].
The Select your Stationery dialog box opens.
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2. Click on a design to highlight it. (A red frame appears around the selection).
3. Click one of the option buttons, at the bottom of the dialog box:

1 Apply to this single CMA Report the selected theme is applied only to the report page
currently displayed.

1 Apply to all reports in this CMA the selected theme is applied to all pages of the report.
4. Click Apply.

Selecting a Final Output for the CMA

Once the CMA presentation is complete, there are a couple of ways to present the final report to your
client. You can save the report as a PDF file, which can be easily distributed. The recipient requires
Adobe® Reader (available for free from the Adobe web site) to open and read a PDF file.

If you choose to e-mail your client, you are actually sending a link in the body of the e-mail message
which, when clicked, opens the CMA presentation in a Browser.

Finally, you can print the CMA presentation, in its entirety or one page at a time.
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u ATo save, send, or print the final CMA report:

1. From the final CMA presentation page, click one of the following buttons:

1 Save PDF saves the report as a PDF file for easy readability and distribution.

1 Print Page lets you print a single selected page of the CMA.

1 Print lets you print the entire CMA.

1 E-mail lets you send an e-mail to the client, with a link to the CMA presentation.
2. Click Close.

Creating a Quick CMA

When you are working with a list of search results, you can create a Buyer or Seller Quick CMA based on
the selected property type. This feature enables you to produce a quick presentation using the selected
comparable properties from your search.

u ATo create a quick CMA:

1. From the Search Results page, select one or more property listings (to be used as comparables).
2. Click the CMA Action button.
The CMA Wizard opens at Step 1. Getting Started.

CMA Wizard Getting Started...
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3. Select either the Seller or Buyer Quick CMA option button.
Click the Select Client drop-down list if you want to create the CMA for an existing client.
Note: You cannot change the Property Type.

5. Give the CMA a Name or accept the default title.

Note: For a Seller Quick CMA, complete the Subject Property Address
information.

6. Click Next Step.
The Comparable data is loaded, and the CMA Wizard jumps to Step 8. View Report.
Preview the quick report, and make any modifications.

Use the action buttons to perform more tasks: Save PDF, Print Page, Print, or
E-mail.
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Editing a CMA Presentation

The CMA Manager lets you view or edit a selected CMA presentation at any time. Using the side bar in
the CMA Wizard you can go directly to the areas that require editing.

u ATo edit a CMA presentation:

1. From the CMA Manager page, click on a CMA presentation item in the list.
Note: You can only edit one comparable at a time.
The CMA Wizard page opens.

2. Click one of the CMAWizardbs numbered steps in the side bar to edi
presentation, for example, Comparables.

3. Make the necessary modifications.
Save the changes and click Close.
You are returned to the CMA Manager page.

u ATo edit a comparable property within a CMA presentation:

From the CMA Wizard page of a selected presentation, click 3. Comparables from the side bar.
2. From the Comparable Properties page, select the comparable listing that you want to edit.
Note: You can only edit one comparable at a time.
3. Using the mouse, point to the Information icon to display the Quick Access menu. Select Edit.
The Edit CMA Property window opens.

4. If you are editing the comparable because its price of status has changed, select Status Change or
Price Change from the Show drop-down list.

Only the fields necessary to make status or price changes are now displayed, making it quicker and
easier for you to make these kinds of changes.

Make changes to the property information as required.

Click Save to save the comparable property information; if you want to discard your edits and make
new changes, click Reset.

7. To edit another comparable property, click the left [ Il] and right [ ﬂ] arrow buttons at the bottom of
the window, or select a property from the list to jump to it directly.

8. Click Close to return to the CMA Manager page.

Copying a CMA Presentation

The CMA Manager lets you make a copy of a selected CMA presentation at any time. You can also make
a copy of an CMA for a specific client directly from t

u ATo copy and existing CMA presentation:

1. From the CMA Manager page, select a presentation you want to copy from the list.
Note: You can only copy one CMA presentation at a time.

2. Click the Copy button.
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The Enter CMA Name dialog boxopens. The default name is fACopy of [ Se
Presentation] for [Client Name]o.

3. Type a new name or accept the default.
Click OK.
The copied CMA appears in the list, ready to be modified.

Renaming a CMA Presentation

The CMA Manager lets you rename a selected CMA presentation at any time. You can also rename a
CMAfora specific client directly from the Contact recor di

u ATo rename an existing CMA presentation:

1. From the CMA Manager page, select a CMA presentation item in the list.
Note: You can only rename one CMA presentation at a time.

2. Click the Rename button.
The Enter CMA Name dialog box opens, displaying the current name.

€7 Enter CMA Name -~ Web Page Dialog ‘
Erter name far Cha, then click Qle.
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Ok | Conoat |

3. Type a new name for the CMA in the field, then click OK.
The renamed presentation appears in the list.

Deleting a CMA Presentation

The CMA Manager lets you delete one or more selected CMA presentations at any time. You can also
del ete a CMA for a specific client directly from the Ci

u ATo delete a CMA presentation:

From the CMA Manager page, select one or more CMAs from the list.
Click Delete.
A message box opens, prompting you to confirm the deletion

3. Click OK and the CMA is permanently deleted.

E-mailing a CMA Presentation

When you send a CMA or buyer presentation to a client via e-mail, you are actually sending a link to an
online report. The e-mail message is automatically addressed to the client for whom the CMA is prepared.
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You can also e-mail

NOTE!

a CMA to a specific

Do not delete the line in the message box that begins with
Aihttp.o It is the
delete it.

CMA Presentation Library
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MLXchange has an integrated library of pre-designed CMA report templates.
Use them directly, or copy and modify the templates to suit your needs. Choose and apply the
presentation templates that are to be used by default whenever you create a new CMA. Some
presentations may have been created by your office administrators, while you may have created some

yourself. NOTE!

You can only edit and delete CMA presentations you created yourself.

u ATo access the CMA Presentation Library:

1. From the main menu, click CMA > CMA Presentation Library.

Note: You can also access the CMA

new CMA. Click Select Pages (step #7) and use the drop

-down list.

The CMA Presentation Library page opens with a list of available templates.
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Presentation templates when creating a
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Property Type:| All (¥ Owmer:| All |

s WV Fressniabion Nams Property Type @ Page Read Only Qwner |~

I [ ResSelercma(20 Rasidentia 1 ves System

2 [7] RES Buysr Presentsion (20)  Residential 8 Yes Syslem

3 [C] CON Seler CMA (2.0) CondeminumyTownhouse - Not Used 15 Yes Syslem

¢ [] CON Buyer Fresentation i2.0) CondominumiTownhouss - KoiUsed 3 Yég Syslem

5 [ wan Seler CMA 2.0} Rea Manufaciured Housng - Not Used 13 Yé2 Syatem

6 [ | WANBuyer Fresentoton (2.0) Res Manufaciured Housng - Not Used 7 Yes System

7 [C] MULSeler CUA (2.0) Nutple Dweling 12 Yes System

& [] MUL Buyer Presentabon (20) Nutiole Dweling 9 Yes Syslem

8 [] LND Selier CMA(2.0) Vacant'Subdividee Lang 13 Yes Sysle

10 [_ LND Buyer Prasentstion (2.0) Vacant'Subdivided Lang 9 Ye2 Syatem

" | COM Selier CMA (2 0) Commrerciabinduzinal 13 Y82 Syatem

12 r COM Buysr Presentation (20) Commrercialindustrial 9 Ves System

13 [ LSESeterCMa 20 OfcindRetal Leass 13 Ves System
14 [] LSEBuyer Preseriation (2.0) OfcindRetal Lease g Ves Syslem =
= I_J

To viewr or medify click on the row.

New Cita Fresentaton. | (Ean] (Copy] [Dekze ]| ([Detauts | Close |

y from t

CMA.

2. Click the Property Type drop-down list and choose a category for which you want to view related
templates (for example, Residential).

A select All to display all property type templates.

3. Click the Owner drop-down list and select the type of templates to display: All, System, Office, or

Personal.

4. To sort the list of displayed presentations in alphanumerical order, click in the column header.

A click the same column header again to reverse the sort order.
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CMA Manager

A drag and drop a column header to a new location to rearrange the column order.
5. Use the buttons at the bottom of the page to perform report related functions:

A New CMA Presentation 8 lets you create a new CMA presentation binder by selectively adding
report pages.

A Edit 8 lets you edit a Personal CMA presentation you created by selectively adding, removing
report pages.

A Copy 8 lets you copy a System CMA presentation to modify and re-use.

A Delete 8 lets you delete a CMA presentation.

A Defaults 8 lets you specify CMA Presentation Default Settings to use for each type of property
search.

6. Click Close.

Creating a New CMA Presentation Binder

When creating a new CMA Presentation, you must assign it to a particular property type, then select the
report pages you want to include.
u ATo create a new CMA presentation binder:

1. From the CMA Presentation Library page, click New CMA Presentation.
The CMA Presentation dialog box opens.

&7 CMA Presentation -- Web Page Dialog &3

Salect 3 Progeny Typs for thie O, Presentation

Pioperty Type:  Fesidential ,"1

2. Select a Property Type from the drop-down list.

Note: Depending on the property type you choose, different fields are
available when adding and modifying presentation pages.

3. Click OK.
The CMA Presentation Report Selection page opens.
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10.

11.

Enter the Name and a Description of the new CMA presentation.
Select the Owner Type option, for example Personal.
Note: You will only see the options for which you have access rights.

Click the Owner drop-down list and choose which reports to see in the Available reports list: All,
System, Office, Personal, or Board.

Select one or more pages, (called reports) to add to the CMA presentation binder from the Available
reports list.

A to select multiple reports, hold down the cTRL key and click.
Note: You must include at least one report.

Click the right arrow [ ﬂ] button to move the pages to the Selected reports list.

A to remove an unwanted report from the Selected reports list, highlight it and click the left arrow [
B | button.

To rearrange the order of the Selected reports, select one report at a time, and click the up/down
arrow buttons.

Note: The order of the Selected reports determines the order of the pages
in the presentation.

Use the buttons at the bottom of the page to manage report pages. Click:

A New Report 8 to create a new CMA report from scratch.

A Copy Report 8 to copy an existing report, modify and reuse it.

A Edit Report & to modify an existing report, for which you have sufficient access rights.
Click Save.

The new CMA appears in the CMA Presentation Library list.
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