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Create a For Sale/For Lease Listing Tutorial 

The For Sale Listing and For Lease Listing buckets, located within ‘Create a Record’ and ‘Edit’, allows users to create a for 

sale/for lease listing for a record in CCIMREDEX. 

The step-by-step instructions below take you through the process of creating for sale/for lease listings using the various 

functions within the ‘For Sale Listing bucket’. 

*NOTE:  The ‘For Lease Listing’ bucket follows the same instructions as below.  Simple choose the ‘For Lease Listing’ 

bucket in the carousel. 

All required fields within CCIMREDEX are indicated by a red asterisk (*). 

Step 1: Click the ‘For Sale Listing’ bucket located on the carousel. 

 

The ‘For Sale Listing’ bucket will open and the user may enter the ‘For Sale Listing’ information.  
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Users are required to input certain information, such as listing status, asking price, expiration date and sales description 

associated with the for sale listing.  The user can also add any additional information such as asking price per SF, vacant 

SF, sales type and sales term (optional). 

 

The user can also add financial information by clicking the ‘Financial Information’ bar.  The user can enter any of the 

optional information in the ‘Annual Operating Data’ and/or ‘Pro Forma Annual Operating Data’ fields. 

 

Click the ‘Required Fields and Additional Info’ bar to go back to this menu.  When all edits made to the for sale listing are 

complete, click the ‘Save’ button. 
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The user should now click the ‘Close’ button . 

 

 

 

 

 

 

 

 

 

 

 

 

Click the ‘Save’ button after all for sale listing property details have been entered, then click the arrow on the right of 

the workflow to continue to the next step. 

 

Step 3: What Do You Want To Do Next? 
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The user has the option to move to other workflows, carrying the record(s)/listing(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) recently created. 
 

 
 

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

 

4. Sync recently published record(s) to Listing Service(s) (CIE). 
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5. Quickly sync recently published record(s). 
 

 
 

6. Push the recently published record(s) to Listing Syndications. 
 

 
 

7. Use Marketing Tools on the record(s) recently created. 

 
 

8. Use Analysis Tools on the record(s) recently 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. 


