
Create a Record Tutorial 

The Create a Record feature allows users to create a new record by first entering an address or clicking on a map and 

then using a blank record template or if available, information from a matching record. 

 The step‐by‐step instructions below take you through the process of creating a record and using the various functions 

within Create a Record.  

 

Step 1: Click ‘Create a Record’ located on the Task Menu.  Select ‘Create a Record/Listing’ to create new records/listings. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The ‘Create a Record’ workflow will open at the top of the screen. 

 

 

  

 



Option 1:  Enter an Address 

Input a specific address with or without a street number or any standard geography to begin creating a record. 

The following are acceptable address formats: 

85260 (i.e. Zip Code) 

Scottsdale, AZ 

380 New York St, Redlands, CA 

 

Click the ‘Find’ button. 

 

 

 

 

 

 

 

If the property location is not correct on the map, the user has the ability to move the balloon to the correct location.  

Simply click the balloon and move to the correct property location. 

If multiple locations are found, choose the correct one you would like to proceed with. 

 

If the user wants to clear the map and begin the process over, click the ‘Clear Map’ button. 

 

Once the desired address is located successfully on the map, click the arrow to the right of the workflow to proceed to 

the next step. 



Option 2:  Add Point on Map (Clicking Map) 

This option is very useful for land that may be difficult to locate by address, or large parcels that contain multiple 

buildings.  Click the ‘Add Point on Map’ button.  The user will now see a red balloon with their mouse.  Click the desired 

location of the property to place the balloon on the map.  The balloon will turn green once the location has been found. 

For added accuracy, select Hybrid map type at the top right corner of the map. 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the Property Label is incorrect, click the balloon and then click the ‘Edit’ button and type in the correct address.  

 

 

 

 

 

 

 

 

 

 



If the user wants to clear the map and begin the process over, click the ‘Clear Map’ button. 

 

Once the desired address is located successfully on the map, click the arrow to the right of the workflow to proceed to 

the next step.  

 

 

Step 2:   

The user can build the record using a blank template or select a closely matched record from the table and press the 

‘Copy Selected Record as Template’ button to use the matching record as a data template for your new record. 

The user is also able to filter the search results by Property Type, if desired, by choosing the Property Type from the drop 

down menu. 

 

Users can preview the full existing record or the record summary for closely matched records in the window located 

below the table. 

Note:  If you are not the owner of the record to be copied, the For Sale Listings, For Lease Listings, Property Financial Information, 

Sale History and Attachments will not be copied to the new record. 

If the user chooses to create the record using a blank template, click the ‘Use Blank Record template’ button.  The 

workflow will automatically move to the next step. 

 
 



Step 3:  The user must now enter the property details for the record.  All required fields within CCIMREDEX are indicated 

by a red asterisk (*).  Property Name, Property Description, Total Property Square Feet, Land Area and Property Type are 

all required fields in this step. 

  

 

Click the ‘Save’ button after entering the required information.  

 

 

After the Property Details are saved, the information buckets on the carousel below will activate.  The user can now 

enter additional details/information about the record in the buckets. 

 

 



Once you click on the ‘Property Information’ bucket in the carousel below, the screen will open to enter 

additional details about the property.    Click on the ‘Property Additional Information (Continued)’ bar to 

continue entering additional property details.   Once all information has been entered, click the ‘Save’ 

button. 

 

 

 

 

 

 

 

 

 

 

 

 

The primary contact for each record will be the CCIMREDEX user.  If additional contacts are needed for 

the record, click the ‘Contacts’ bucket to add them. 

 

 

 

 

 

 

 

 

 

 

 



Once you click the ‘Location Information’ bucket in the carousel below, the screen will open to enter 

additional location information about the property.  Once all information has been entered, click the 

‘Save’ button. 

 

 

 

 

 

 

 

 

 

 

Once you click the ‘Financial Information’ bucket in the carousel below, the screen will open to enter 

financial information about the property.  Once all information has been entered, click the ‘Save’ button. 

  

 

 

 

 

 

 

 

 

 

 

 



Once you click the ‘Mechanical Information’ bucket in the carousel below, the screen will open to enter 

mechanical information about the property.  Once all information has been entered, click the ‘Save’ 

button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you click the ‘Utility Information’ bucket in the carousel below, the screen will open to enter utility 

information about the property.  Once all information has been entered, click the ‘Save’ button. 

 

 

 

 

 

 

 

 

 



Once you click the ‘Amenities’ bucket in the carousel below, the screen will open to enter amenities 

information about the property.  Once all information has been entered, click the ‘Save’ button. 

 

 

 

 

 

 

 

 

 

 

Once all property details and additional information has been added for the record, click the arrow on the right of the 

workflow to continue to the next step. 

 

Step 4:  What Do You Want To Do Next? 

 

The user has the option to move to other workflows, carrying the record(s) they just created with them.  They now have 

the opportunity to: 



1. Publish the record(s) they recently created. 

 

2. Print the record(s) they recently created. 

 

3. Run STDB Reports on the record(s) recently created. 

 

4. Access Marketing Tools to create flyers, flash websites and more using the record(s) they just created. 

 

5. Access Analysis Tools to complete an analysis on the record(s) they just created. 

 



If the user does not want to continue to a new workflow with one of the options listed above, they can click the ‘Return 

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

 


