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Activity Report Tutorial 

The Activity Report feature allows users to obtain a pre-formatted activity report pertaining to a 

record/listing.   The Activity Report will show the number of members that searched/viewed the 

property during the last 7-day and 30-day periods, the member’s contact information and more.  The 

Activity Report will be delivered in Excel (.xls) format. 

The step-by-step instructions below take you through the process of generating an activity report. 

Step 1: Click ‘My Records’ located on the Task Menu. Select ‘Activity Report’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The ‘Activity Report’ workflow will open at the top of the screen. 
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Select a record in the table on the left to generate an activity report. 

 

When the desired record has been selected, click the ‘Get Activity Report’ button. 

 

 

Note: The user must have pop-up blockers turned off in order to allow the activity report to appear 

immediately.  

 

The computer will prompt the user to open or save the file. Select ‘OK’ to open the activity report. 
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When the user has created activity reports for the desired records/listings, the user may now click the 

‘Return to Task Menu’ button to be taken back to the CCIMREDEX home screen. 

 


