
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. 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 



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. 

 

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

 

Additional Search Fields include:  Property Name, Property Description, Transaction Type, Property Type and more. 

 



Within the Additional Search Fields, the ‘Sort by’ option will sort all matched Listings. 

 

To narrow your search, enter the detailed information into the desired search fields.  Click the ‘Update Count’ button. 

 

OPTIONAL:  Click the ‘Save Search’ button for use in future searches. 

 

 

 



The properties will be displayed on the map below. 

 

The user can toggle to switch from Map View, Grid View, or Compare View for viewing any of the matching results. 

 

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. 



The user also has the option to Export the results of the search.  Click 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). 

 

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

the next step. 

 

Step 2:  The desired properties will be chosen in this step.  The properties the user searched for will be in the grid or 

map below. 



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. 

 

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. 

 

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. 

 

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. 



Update Selected Record Count - If the user changes the number of desired records manually on the list, choose ‘Update 

Selected Record Count’. 

 

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). 

 

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

 

 

 

 

 

 

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

step. 

 

 



Step 3:  What Do You Want To Do Next? 

 

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. 

 

2. Print the record(s) they selected. 

 

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. 

 

4. Run STDB Reports on the record(s) they selected. 

 



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. 

 


