Express Entry Tutorial

Express Entry is a simple easy alternative to quickly create a new record and listing.

The step-by-step instructions below take you through the process of creating a record/listing within the
Express Entry tab.

Step 1: Click ‘Express Entry’ located on the Task Menu.
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Step 2: Enter an address

Input a specific address with or without a street number or any standard geography to begin creating a
record, and then click the ‘Search’ button.

The following are acceptable address formats:
85260 (i.e. Zip Code)
Scottsdale, AZ

380 New York St, Redlands, CA
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Step 3: Select ‘For Sale’ or ‘For Lease’

Express Entry defaults to a ‘For Sale’ listing. If the user wishes to create a ‘For Sale’ listing, proceed to
Step 4. If the user wishes to create a ‘For Lease’ listing, simply click the ‘For Sale’ button to switch to the
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‘For Lease’ listing workflow.
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After clicking the ‘For Sale’ button, the user will notice the change to the ‘For Lease’ listing workflow.
Users may toggle between the ‘For Sale’ and ‘For Lease’ workflows by clicking this button.
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Note: The procedure to create a ‘For Lease’ listing follows the same instructions as below. Simply click
the ‘For Sale’ button to switch to a ‘For Lease’ listing. After clicking the ‘For Sale’ button, the button

will read ‘For Lease’.

Step 4: The user must now enter the property details for the record/listing. All required fields within
CCIMREDEX are indicated by a red asterisk (*). Property Name, Property Type, Total Property SF, Gross
Land Area, Property Description, Asking Price, Listing Status, Expiration Date, and Sales Description are

all required fields for a “For Sale’ listing in this step.
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The user may add location details by clicking the “Location Details’ bar.
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Users may also add property details by clicking the ‘Property Details’ bar.
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Users may also add For Sale Details by clicking the ‘ForSale Details’ bar.
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Step 5
Option 1: Save With Image

Once all for sale required fields and any additional field details have been entered, the user may click
the ‘Save With Image’ button to add an image saved to the users’ computer to the record/listing.
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To add an image to the listing, click the ‘Browse’ button.
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Add Image to Your Listing

You may add one an image to your listing by (1) click Choose File and navigate to the image {2) click Add Image. After clicking the
add Image button your image will be inserted and your recrod will be completed.

| (|[ Browsze... ] _ Add Image ]

Locate the desired image on your computer and click ‘Open’.
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Click ‘Add Image’ to save the listing.

Add Image to Your Listing

You may add one an image to your listing by (1) click Choose File and nawvigate to the image (2) click Add Image. after clicking the
Add Irmage button your irmage will be inserted and your recrod will be completed.
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A notification will appear to let the user know the listing has been successfully created and inserted into
the CCIMREDEX system. The user may click ‘HERE’ to create another listing, or exit the internet window

or tab to return to the CCIMREDEX Home Page.

Listing Created
Your listing has been successfully created and inserted into the CCIMREDEX system,

You may clicidHERE o create another listing.

If you are finished, please return to the CCIMREDEX Home Page where you may perform one or more of the following tasks

. Edit the listing.

. Add additional images/attachments.,

. Publish the listing for viewing by other CCIM Mermbers.,

. Create flyers, investment packages, flash websites, and mare for both prospecting and marketing.

. Obtain STOB, Walk Score, and Environmental Screening Reports. Complete an investment/lease analysis.
Push wour listing to one of the many Commercial Information Exchange(s) and Syndications,
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Option 2: Save No Image

If the user does not have an image to add to the listing at this time, click the ‘Save No Image’ button.
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A notification will appear to let the user know the listing has been successfully created and inserted into
the CCIMREDEX system. The user may click ‘HERE’ to create another listing, or exit the internet window
or tab to return to the CCIMREDEX Home Page.

Listing Created
Your listing has been successfully created and inserted into the CCIMREDEX system,
You may clicidHERE o create another listing.
If yvou are finished, please return to the CCIMREDEX Home Page where you may perform one or more of the following tasks:

. Edit the listing.

. Add additional images/attachments.,

. Publish the listing for viewing by other CCIM Mermbers.,

. Create flyers, investment packages, flash websites, and mare for both prospecting and marketing.

. Obtain STOB, Walk Score, and Environmental Screening Reports. Complete an investment/lease analysis.
. Push wour listing to one of the many Commercial Information Exchange(s) and Syndications,
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