Simple Search Tutorial

The Simple Search feature allows users to search the CCIMREDEX database by a specific address, a standard geography
or a key word filtered by a select number of variables. Search criteria may be saved (10 maximum) for future use.

The step-by-step instructions below take you through the process of using the various functions within Simple Search.

Step 1: Click ‘Simple Search’ located on the Task Menu.

Task Menu

> E Create a Record

STDB Reports
Marketing and Analysis Tools

Sync with Listing Services (CIE

Push to Listing Syndications

Administration

The ‘Simple Search’ workflow will open at the top of the screen.

Simpie Search

Step 1

Find Property | enter property search criteria Go

e Additional Search Fields Save Search
Cancel




Enter an address, Listing ID or Transaction Type to narrow the search.
The following are examples of acceptable searches:

Redlands, 92373

380 New York St, Redlands, CA, 92373

Office, Scottsdale

For Sale, Austin, TX

For Sale, For Lease, Riverside

Click the ‘Go’ button.

Simpie Search -

Step 1 m— - —

Find operty | For Sale, Boston, MA| ; ] )

Additional Search Fields Save Search
Cancel

The user has the option of narrowing the search further by clicking the ‘Additional Search Fields’ button.

Simple Search S

Step 1
Find Property | For Sale, Boston, MA| [E]

¢ Additional Search Fields ) Save Search
Cancel

Additional Search Fields include: Property Name, Property Description, Transaction Type, Property Type and more.
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Within the Additional Search Fields, the ‘Sort by’ option will sort all matched Listings.
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OPTIONAL: Click the ‘Save Search’ button for use in future searches.
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The properties will be displayed on the map below.
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The user can toggle to switch from Map View, Grid View, or Compare View for viewing any of the matching results.
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If multiple properties are listed, the user can sort by numerous variables by clicking the drop down menu. The ‘Sort by’

option here, will sort the top 100 listings.
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The user also has the option to Export the results of the search. C

lick the ‘Export Results’ button. The user will receive

an email containing a link to the export results. The export results will be in Excel format (.xls).

—
(® Map View () Grid View () Compare View PN Date Created (Newest) ‘ Vrasiiai -aes] f' Export Results I
7 oF:;:;"N"C °°":":'u _P:)r_leﬁ; Comars::wm I‘/ Gansevoort oba:‘em 7 | Cambridgesport, &g """ o W A Address (Z to A) flch
ERMICA oomer oon ey : o s ; Athens” jNorth Waipole (Ol Date Created (Newest) Streets  Satellite  Hybrid
Litte Fails Slovarsvile aratoga Springs : - East Adington owibstminstor West )
s U"HQM Milton Center 53“5(‘"‘ Townshend ‘Newtano Date Created (Oldest)
S Fonda enter Buskirk West Dover, cans Manche <
s g spofford, Gross Land Area (High to Low)
nesville, Sp(akers_’r\mslmdam Ea:l Glenville Bennington v s Swanzey Merrim Gulf of
v i G Land Al Low to High ulf o
o rugs° % ATTfC : Schens dy Pénztm\ Hoosick. pHow u;o[ Miflord s ross Land Area (Low to High) .
Fat pringfieid Center Rotiorda ey s .°r°'*5 o “- Whitinghame Viood Shoa, Nashl la Haveml"kr / Newburyport Maine
o e
1oyl Soopersioun Leuails JETroy - Pownal " Noith Adams Northfield ... .. Rindge........N ??_A.“ ; oo JoRiiE
)"w?’ﬁ Cf’%? “Schoharie by Berlin'_Adams, Biiry Glmm - Ashburnham_ Pepperells | ockport
Miford ; i
th Delm: Gardne itchburg /n&
fin Po(uandvy\lg *Wast Fulton g oEast Schodack Diote Monlague Orange o b oShil Chelm! ru “Gloucester
Arabia Coeyman: o Leominster ; w Wakeﬁeld Peab""y
Of i P Y o ek Fmgﬁeldn Poru Conuay Ngw Salem " vnlage Chnlun Reve
o 2 2.
Comwallville . Climax /1 Landing Whately (MASSACHUSETTS (o Walthai "1:\ .
7] | s © e iy \:‘”‘"" N glewiog Slbsile; Hur(:! ayvil Clmbvldge e et RIS RIERES e
oI Do Bovina, Foxbury puieee Hudhon ‘Lo Easthamplon, Ware © - Worcester k- /e, i L
Waest Kill urling |~ 72 Claverack GoSsHeights” Spencers Framin atick
cl °De Lancey il Calslml ¥ % |g\ Holyok G':an:y me ry('_ M-ms P, oWeymouth
TWalton Pine Hill; i jfagnkan.co Craryv»ile Otis™ | \yestfiel ! -;f {V\l':, Cha,,m Cﬂy S Norwell
sty | Catskill State p e “Sheffeld grngne etk "{Wranlham BBrockton
a Big Indiany o Uister Upper Red Hook e, Agawam i) . Southbridge Ow { BDvikaionn ] North Truro
Branch, Mount Tremper Landing Lakevll{e “East Hartland * nfield 7 Woonsocketﬂ r_]\lorth Amebom Hahlax Cape - ,—
s o
ok oS00 West Sho:‘an; w ngston| i get  Winsted Windsor Locks | Stafford” Yoodstock, (Cumbedand Hilf——BAtiaborok Bridgewater i) Truro CCIMREDEX
4 Parksvil iy, C LW, Vemor  Pomfrate : North Eastham
Long Eddy , £ rksville 100' I;?n;sam[eo Ulster Park Winchester Contor” Windsol o swns North valdence“}SRaMUCKEt cg,yg,\ Cod Bay »° Reql Estiite Data BXEhANGE
Hyde Park % ahia Union of C2ntone Mansfield {/ Providence East Frealowr, /areham Cod g neans
Lioy : West Hartfor East Hartford o SIS e ' .
5? Mg o-cHighland  oChastnut Ridge \Bristo;: ‘Hartford i W JYamouth
Poughkeegsne o o A lew Bedford = ol

When the desired properties have been searched and found, click the arrow on the right of the workflow to continue to

the next step.

Find Property | For Sale, Boston, MA

Additional Search Fields

Step 2: The desired properties will be chosen in this step. The p
map below.

“Refine Search Results

roperties the user searched for will be in the grid or

Total # of selected records: 0
[ Select All Displayed Records J [ Unselect All Displayed Records J [ Clear All Selected Records J [ Update Selected Record Count ]
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The user may select an individual record/listing manually or use one of the options to assist in selecting results.
NOTE: Only the top 100 records will be shown as results.

HINT: The user can view the full record by clicking on the ‘Property Name’ of each record.

(© Map View () Grid View (s) Compare View Sort By: Results 1 - 3 of 3} Export Results
[E] 200 Merrimack st (| 33 Longhill St [ 217 NewBoston st =
"v . £ o
=L 5 =L )
Address 200 Merrimack St units 17-15 33 Longhill St, Springfield, M/| 217 New Boston St, Woburn,
Record ID 20434 16024 14220
Listing ID 17312 13482 11664
Asking Price 297000 479999 3200000 £
Suite/Space #
Property Type Office Multi-Family Industrial
Property Sub-Type Office Condominium Manufacturing
Special Use Type Office Condo Units Manufacturing/High-Tach
 Transaction Type For sale For sale For sale
Listing Status Expired Expired Expired
Total Property SF 2000 14499 60000
Land Area 0.07 0.57 3.76
ear Bl i = -

Select All Displayed Records — this option will select all properties listed in the grid or on the map. The ‘Total # of
selected properties’ will update automatically when the user chooses this option.

Refine Search Results

Total # of selected records: 0

‘ [__select All Displayed Records | L Ipselect All Displayed Records | [ Clear All Selected Records | _Update Selected Record Count |

h 4

Unselected All Displayed Records — this option will unselect the properties in the grid below and allow the user to
manually select one or more properties. This is helpful if the user does not want to select all properties listed or if the
user has made a mistake when selecting all properties. The ‘Total # of selected properties’ will update automatically
when the user chooses this option.

TRefine Search Results

Step 1 Total # of selected records: 0
Step 2
‘ [ Select All Displayed Record {__] [ Unselect All Displayed Records J [ ) Clear All Selected Records ] [ Update Selected Record Count J ’
o may select an individual record r use e above options to ssist you e be sed

Clear All Selected Records — this option will clear any selections that the user manually made to select properties or
clear the entire selection if the user chose to select all properties. The ‘Total # of selected properties’ will update
automatically if the user chooses this option.

Refine Search Results

Step 1 Total # of selected records: 0
Step 2
‘ [ Select All Displayed Records ] [ Unselect All Displayed Recor §_J [ Clear All Selected Records ] [7 Update Selected Record Count J ’
ay sele e the e e e use
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Update Selected Record Count - If the user changes the number of desired records manually on the list, choose ‘Update
Selected Record Count’.

Refine Search Results

Step 1

You may select an individual record or

the top 100 records vill be used

Total # of selected records: 0
Step
Step 3
[ Select All Displayed Records ] [ Unselect All Displayed Records. J [ Clear All Selected Record Update Selected Record Count
y click

The user may export all results by clicking the ‘Export Results’ button. The user will receive an email containing a link to
the export results. The export results will be in Excel format (.xls).

Refine Search Results

Step 1 Total # of selected records: 0

Step 2

Step 3

(__select All Displayed Records | (_unselect Al Displayed Records | [ Clear All selected Records | [ Update Selected Record Count |

Cancel
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The user will be notified by email when results are exported successfully.

Export Request Successful

Your export request for the entire search results has been
received. You vill be notified via email once the export has
been completad.

When the desired properties have been selected, click the arrow on the right of the workflow to continue to the next
step.

Refine Search Results
Step Total # of selected records: 0
Step 2

Step 3

(_ select All Displayed Records | (_unselect Al Displayed Records | [ Clear All selected Records | [ Update Selected Record Count |

100 records vill be used

Cancel




Step 3: What Do You Want To Do Next?

Additional Task with Selected Record(s)

What do you want to do next?

» Export

Return to Task Menu

The user has the option to move to other workflows, carrying the record(s) they just selected. They now have the
opportunity to:

1. Export the record(s)/listing(s) they selected.

““Additional Task with Selected Record(s)

What do you want to do next?

J ‘ q My Searches/GeoRSS ‘ ‘ é) STDB Reports

Return to Task Menu

Return to Task Menu

3. Go to My Searches/GeoRSS to set up receiving updates on the properties selected. The user MUST have ‘Saved
Search’ to be able to access the search in My Searches/GeoRSS.

Additional Task with Selected Record(s)

What do you want to do next?

‘ (l ‘ q My Searches/GeoRSS l i) (j) STDB Reports

|
Return to Task Menu H

Return to Task Menu




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.

Additional Task with Selected Record(s)

What do you want to do next?

» Export ‘ W | Print J ‘ q My Searches/GeoRSS J ‘ (]) STDB Reports

-~ Return to Task Menu P




