This class is designed to teach you the skills needed to create a
comprehensive CMA. You will learn how to import properties that are
listed outside of the MLS, into your CMA along with valuable tips and
techniques for creating a professional CMA.

Create a new seller or buyer CMA

Importing subject property from MLS or iMapp Tax search and entering
additional information about the subject property

Adding MLS and tax comparables

Adjustments, pricing, net sheet, selecting pages, and viewing report
Edit and remove reports

Emailing, saving and printing CMA

Customizing a personal CMA and setting it as the default
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Working With the CMA Manager

The Comparative Market Analysis (CMA) MLXchange feature lets you create
attractive, graphical presentations for both buyers and sellers that can be quickly
and easily e-mailed to your clients or saved as a PDF file.

The CMA Manager displays a list of all existing presentations. Click the CMA tab
and the CMA Manager page opens. To sort the list of presentations displayed,
apply a simple filter, by clicking the Selection or Client drop-down lists.

To view or edit an existing CMA presentation, click on a row or the CMA Name
blue hyperlink. Buttons are located at the bottom of the page to perform tasks:
New CMA — creates a new Buyer or Seller CMA presentation. Copy — select
one CMA, then click Copy. Rename — select the CMA you want to rename,
then, click Rename. Delete — select one or more CMA'’s and click Delete.

ANOE  Msnednes Cindy Rayteld, -PRo i
Home Messages Schedule Clients Search Tax Hotsheet CMA Reports Tools
E!ﬁ CMA Manager / CMA Manager
New CMA

Selection: Show all - Client: Al v .éh CMA Presentation Library
#| M| Type | Client Name | CMA Name | Property Type | # Comps | LastModified |  Purge Date

1 0O CMA David Letterman David Letterman 65th RES 6 12/712010 3712011

2 [ CMA Brad Pitt Brad Pitt's 4010 Swann RES 7 12/8/2010 3182011

3 [ CMA Brad Pitt Brad Pitt 4424 Mangrove RES 5 11312011 4/113/2011

4 [ CMA Barney Fife Barney FifE 2090 CAMBRIDGE RES 6 1/4/2011 41412011

5 [ CMA Josh Freeman Josh Freeman 397 Wentworth RES 5 12/13/2010 3/13/2011

6 [ CMA Josh Freeman Josh Freeman 2039 4th RES 7 12/20/2010 3/20/2011

7 [0 CMA Aaron Rodgers Aaron Rodgers 7459 Capital RES 8 31372011 6/1/2011

8 [ CMA Aaron Rodgers Aaron Rodgers 10167 Cherry Hills RES 4 31172011 530/2011

9 [ CMA Aaron Rodgers Seller CMA for Aaron Rodgers RES 6 311/2011 5/30/2011

/ ;

New CMA | Copy | Rename | Delete | To View or modify an existing CMA, click on the row.

There are 8 easy-to-follow steps that take you from the basic presentation setup
to adding comparables, adjustments, and pricing to finally creating a CMA report.
You can also add a new client or use the library of CMA templates.
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From the CMA Manager main page, click New CMA; or choose New CMA from
the CMA main menu. The CMA Wizard page opens at step #1 Getting Started.

in as: Cindy Rayfield, e-PRO

Home Messages Schedule Clients Search Tax Hotsheet

CMA Wizard ‘ A Getting Started...

1. Getting Started Select Type of CMA: @ Seller © Buyer

mLxchange

Enter the basic information ~ Select Property Type: Residential
necessary to start working Residential
on your CMA. Select Client: Commercial

Income
Name of this CMA.  |vacant Land

Rental |
[T Use client's home address as Subject Property

Cancel Next Step >>

Select the type of CMA: Buyer or Seller and click the Select Property

Type drop-down list to create, for example, Residential for a Residential CMA.
Select a Client from the list to associate with the CMA or if the client has not yet
been added to your Client Manager, click Add new client . Click the Edit client
button to change the currently selected client’s record. In the Name of this
CMA field, enter a descriptive title and select the Use client's home address as
Subject Property check box, if appropriate and click Next Step. NOTE! Be
sure to select the correct CMA Type, Client, and Property Type NOW, as you
cannot change these values later.
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Adding Subject Property Information
MLXCh an ge " '"“"?’;” as: Cindy Rayfield, e-PRO

= Sign out - Settings § Help

Home Messages Schedule Clients Search Tax Hotsheet

Reports Tools
CMA Wizard Eﬂ Subject Property Show: CMA Fields -
1. Getting Started iy Enteryour Subject Property information
2. Subject Property =~ FRETo
Enter or find the data for Street# 7459 TH
the Subject Property.
Street Name CAPITAL HEIGHTS v !
3. Comparables E oz
Street Type ST 5 g W
4. Adjustments PR
Str. Dir. Pre ¥ Desc |1
5. Pricing p— * :
Str. Dir. Post o - - 1
6. Netsheet Desc _if',.l_;,,. =27 | G
< Subdivision/Community Name PORT CHARLOTTE SEC 84 v Add Photo Delete Photo
_ 7. Select Pages
B ML# (wiBoard ID) L x
8. View Report @ ] o
i List Price 5 3 oz g
3 H 3
- - ) 4 8 - g
VRangeListLowPrice 5 ‘g = Q
= h-]
5 &
Status 9 = . k] S 3
Property Style Single Family Home v @) lefi) [enl
g ly Dest  pifosson Carpesiive 0 20) HigorE vann
Unit # Set Map Location
Model/Make I l /
< * vm | »
Import Subject Property From: MLS Search iMapp Lookup Resst | Deleta ]
<< Previous Step Close Next Step =>

You can import subject property information from one of the links in the bottom of
the page: MLS Search if the subject property has a recent listing record in the
MLS database, click the link and perform a search or click on the IMAPP Tax
Lookup link to search the public tax records.

A copy of the selected records information is imported. Make any changes or
additions to the subject property information, as required.

If a property photo does not yet exist, click the Add Photo link. The CMA
Subject Property Photo dialog box opens.
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»

CMA - Subject Property Photo i

Image Name: Exterior Front  Dimensions: 512 x 400

File Name:  C\Users\crayfield\Pictu [ Browse.. | Max file size 6MB Save Cancel —
3 /1 i

Use the Browse button to locate the photo, use the using the + sign to zoom in
and you can pan the photo by holding the left mouse down in the photo and
dragging it left, right, top or bottom and then, click the save button.

Click on the Set Map Location link. Change to Aerial or Bird’'s eye view, if
available, use the + sign to zoom in, then, click on the rooftop of the subject
property. Click the radio button to change the street front location, click OK.

7459 CAPITAL HEIGHTS ST, ENGLEWOOD FL 34224
This property was MANUALLY located. Automatically set the map lecation for me

Manually Change Map Location

i Click map to set location of Rooftop/Center of Property ’;‘}
€ Click map to set location of Street Front location for Driving Directions =

Lai e Longitude: |-82. 1 Refresh map

prnt |[ ok || ciose

Click Next Step .
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Working with Comparable Properties

The Search Criteria page is automatically launched, allowing you to look for MLS comparables
Enter the criteria in the Search Form and/or Search Map screen and click Results .

| search Form H Search Map |
E Search type: Search template:
Residential Previous CMA Search -

ML# (w/Board ID): Equals % @ -
Status™: Equals ~ ACTPNCSLD M &  Desc

Contract Status: Equals Any  ~ v P Desc

County™: Equals - 3 @ Desc

City™: Starts With  ~ @ |
MLS Area - Zip*: Equals - v 7 Desc [
Tampa Area: Equals - v P Desc

Subdivision/Community Name™: Contains - e d

Special Sale Provision: Equals - - P Dasc

List Price™: Between - and g in 000s. I
Property Style: Equals ~ Single Family Home v 7 Desc

Property Description: Equals Any - v P Desc

Street#: Equals - @

Street Name: Starts With  ~ @

Beds: Equals -3 ) t

Full Baths: ‘Equals -1k @ +

Sq Ft Heated: B n ~ 1700 and 1900 P -

e Matches found: 5
L Hide advanced search options Clearfields [1| < Results Concel

Click on Show Map to see a split screen of the listing results grid and map. Select the
properties you want to add as comparable properties to the CMA, and then, click the
Add Selected Records as Comparables  button.

Columns: RES Sold Grid - Selection: Show selected  ~
- . + | Multi-Field Sort
Status: All - Price Range:
| F [ U] Mz |/ sauws Address Zip Code | HTD | List Price | P ~ Y ‘ T, 3
1 ‘l/ D5774301 ACT 1145 TIMBER TRL 34223 1,817 $183,000 Y .
2 ‘l/ N5768576 PNC 308 PINE GLEN CT 34223 1,715 $146,000 Y
3 .!/ N5769940 SLD 11 PERIMETER DR 34223 1,851 $138600 Y
4 J/ D5775220 SLD 640 VIRIDIAN ST 34223 1,857 $299.900 Y
Lemon  orio a,
Bay Park ”‘% 640 VIRIDIAN ST
and 1
Nature g Type RES ML# D5775220 ’é
Center 2 Status SLD SP $275,000 i
é 5 Beds 3 e Fon
Stewart St @ & @ G 0 ® 1D
Harvard St
® @ 3
Ml " W Wentworth St — =
4 ul} 2 r d W Perry St 220 MR PR 5101#:? Sar
ﬁ' Movelisting Up ‘ [Move Listing Down * Showy Criteria ‘ @Beﬂ Fit @Hide Map

4 selected; 4 shown; 5 total

Add Selected Records as Comparables
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Click the Columns drop-down list to change the column layout grid, filter the list by record
selection, selecting any number of records from the list. Click the Selection drop-down list and
select Show all, Show selected , or Show unselected . Filter by selecting a Status from the
drop-down list. Click on the Mult-Field Sort button to utilize three “sort by” drop down filter lists.

You can perform a tax search by clicking on Imapp Lookup or add a new comparable manually
by clicking on the Add new button. Click the Delete link to remove a selected comparable

property from the CMA. Click Next Step .

Making Adjustments to Comparables

You can add value adjustments to comparable propert ies to factor in/out for features
not available in the selected property.
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Click the left [ ] and right [ ] arrow buttons at the top of the page to scroll between
comparables or click the drop-down list to select a comparable.

Edit Comparable opens the Edit CMA Property dialog box, letting you make changes to the
selected comparable property, including resetting. Delete Comparable lets you delete the
selected comparable property from the CMA.

Scroll down to the bottom of the page and use the empty fields to enter the Adjustment
Description (s) and Adjustment Amount (s) in the fields provided.

The total net adjustments are automatically calculated and are displayed at the top of the
page when you use the TAB key to advance to the next line.

Note: If an amount is meant to reduce the Adjusted List Price of the comparable
property, make sure you put a minus sign (-) in front of the amount. Click the Spell Check
icon to check the text for errors and

Determining the Suggested Price

After reviewing the CMA analysis, you can edit the suggested list price value, if necessary.
Remember, you can go back to previous steps to make any changes.

The Suggested Price page opens, displaying a Pricing Summary of Comparable Properties.

Click the Calculate Price Based On drop-down list box and choose from the following options:

Manually Entered Price lets you enter your own suggested price, then, type values in the
Suggested Price or the Suggested Price Range fields.

Rev. 12/14/10 Page 8 of 15
training@mfrmis.com MFRMLS Help Desk 1-800-686-7451




Selling Price automatically calculates a suggested selling price, based on the high, low,
average, or median adjusted selling price (after price adjustments) of sold comparable
properties.

Listing Price automatically calculates a suggested selling price, based on the high, low,
average, or median adjusted listing price (after price adjustments) of comparable properties,
regardless of list status.

Price Per Sq Ft automatically calculates a suggested selling price per square foot, based on
the high, low, average or median adjusted selling price per square foot of sold comparable
properties, multiplied by the square footage of the subject property (ppsf x subject property
sqg. ft.). Note: Only comparables with a Sold/Closed status are included in the calculations.
Suggested price values are calculated after price adjustments have been applied to the
subject property, and then rounded to the nearest $100.

Click Next Step .
Estimating Net Proceeds and Closing Costs

Use the Net Proceeds page to prepare an estimate of all potential transaction details, including
all seller net proceeds or buyer closing costs to include with the CMA.

To add transactions to the [Settlement Charges/Closing Costs ] list, click one of the buttons
located in the bottom left of the page. New Charge lets you manually add an expense that is
not yet listed. Modify opens the Edit expense dialog box, letting you make changes to a
selected expense. Delete lets you delete a selected expense. Edit Def aults lets you set up
a list of default [seller/buyer] expenses. Apply Defaults lets you apply the list of pre-defined
[seller/buyer] expenses.
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Adding a New Charge

You can manually add new charges to the Net Proceeds page. NOTE!  You can also use
the Add Expense window to create headings or blank lines in the list of charges. To create a
heading, enter just a Description ; to make a blank line, enter nothing and click OK.

From the Net Proceeds page, click the New Charge button and the Add expense dialog box
will open. Enter a brief useful description of the expense in the Description field.

Fixed Dollar Amount if the charge is a flat fee, type the value of the expense. Ex. $500.

Plus % of [y] if the charge is to be based on a percentage (%) of some other amount, as
chosen from the drop-down list, MLXchange will automatically calculate the amount. For
example, 1% of Seller Total Mortgage.

Fixed Dollar Amount Plus [x]% of [y]  if the charge is to be based on a flat fee + a
percentage of some other amount as chosen from the drop-down list, MLXchange will
automatically calculate the amount. For example, 1% of Sell Price + $100.

Click OK. You are returned to the Net Proceeds page, where the expenses are listed.
Creating and Applying a List of Default Expenses

From the Net Proceeds page, click the Edit Defaults button and the Default Settlement
Charges window opens. At the top of the dialog box, enter the values to be used.

Rev. 12/14/10 Page 10 of 15
training@mfrmis.com MFRMLS Help Desk 1-800-686-7451




Click the New Charge button. Add a description and expense details, then, click OK. The
charge is added to the list. To modify an expense, highlight the item in the list, then click the
Modify button. Change the amount or percentage in the Edit expense dialog box, then, click
OK. To remove an expense, highlight the item in the list, then, click Delete. Once you have
multiple items in the list and want to rearrange their order, highlight an item, then, click the
up/down arrow buttons on the right side. Click the Save button. Click the Apply Defaults
button to add all pre-defined default expenses to the Net Sheet list.
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Selecting Pages for the CMA Presentation Step 7 Select Pages

Choose the report pages you want to include in the CMA and specify the order in which they
appear. Some pages can be edited using Report Manager.

From the CMA Presentation drop-down list, choose a report format.

From the Owner drop-down list select: All, System , Office , Board, or Personal . The reports
will be listed in the Available reports list.

Highlight one or more pages (or reports) in the Available reports list and then, click the
right [ ] arrow to move them to the Selected reports list. To select multiple reports, hold
down the cTRL key on your keyboard and click on the reports.

To create a new report to use in this CMA, click the New Report button.

To copy or edit an existing report, highlight it in the list, then click either the Copy Report or
Edit Report buttons. Click the Preview Report button to view a single selected report.

To arrange the page order, highlight a page in the Selected reports list, then click the up [ ]
or down [ ] arrow buttons to move its position in the list. Note: Changing the order of the
report pages does not change the CMA presentation template, only the order in this one
presentation. Click Next Step .
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Creating, Copying, or Editing Available Reports

If you want to create a new report page from scratch, or a variation of an existing report page,
to be inserted in your CMA presentation, you have the ability to do this from this page.

Note: Adding a report page does not change the CMA template, only the appearance of
this particular report.

From the CMA for [Client Name] page, click the New Report button. The New Report dialog
box opens.

Click the Type drop-down list and select Residential, Rental, Vacant Land, Income,

or Commercial. Click on the type of report, for example, Flyer and Click OK. The CMA Report
dialog box opens. Select one of the options, depending on how you want to apply the new
report: Make this report exclusively for this CMA Presentation or Allow this report to be
available for other CMA Presentations. Click OK. The Report Editor opens.

To copy and modify an existing report for the CMA:

Highlight a report, and then click the Copy Report button. The CMA Report dialog box opens.
Select one of the options, depending on how you want to apply the new

report: Make this report exclusively for this CMA Presentation or Allow this report to be
available for other CMA Presentations. Click OK. The Report Editor opens.

To edit an existing Personal report: Note: Youc an only edit reports to which you have
access rights, such as a Personal report.

From the CMA for [Client Name] page, click the Owner drop-down list and select Personal .
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Highlight a report, and then click the Edit Report button. A message dialog box appears to
advise you that any modifications to this report will be applied to all CMAs in which the page
is included. Click OK to proceed. The Report Editor opens.

To preview an existing Personal report: Highlight a report, and then click the Preview Report
button. The CMA Report Preview dialog box opens.

Viewing the New CMA Presentation Step 8 View Report

To review each page of the report: click the left [ ] and right [ ] arrow buttons to scroll through
each page; or click the drop-down list and choose the page you want to see.

To change one or more pages in the final report, display the page you want to modify, and
then, click the Edit Report button. The CMA Report dialog box opens. Select one of the
options, depending on how you want to apply the new report: Make this report exclusively for
this CMA Presentation or Allow this report to be available for other CMA Presentations. Click
OK. The Report Editor opens.

To remove one or more pages from the final report, display the unwanted page, then, click the
Remove Report button. Note: Removing report pages do not change the CMA presentation
template, only the appearance of this particular report.

Selecting a Stationery Style

You can choose to give your CMA reports a more attractive look by applying a visual
background image to one or all pages of a report and/or a CMA presentation. Once applied,
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the stationery appears on-screen, in print, e-mail and PDF formats. Stationery can be applied
to a single report in a CMA or all reports in the CMA.

From the View Report page of the CMA Wizard, click the Select Stationery icon i’ and the
Select your Stationery dialog box opens.

Click on a design to highlight it. (A red frame appears around the selection).

Click one of the option buttons, at the bottom of the dialog box: Apply to this single CMA
Report the selected theme is applied only to the report page currently displayed or Apply to
all reports in this CMA the selected theme is applied to all pages of the report. Click Apply .
Selecting a Final Output for the CMA

Once the CMA presentation is complete, there are a couple of ways to present the final report
to your client. If you choose to e-mail your client, you are actually sending a link in the body of
the e-mail message which, when clicked, opens the CMA presentation in a Browser.

Finally, you can print the CMA presentation, in its entirety or one page at a time.
From the final CMA presentation page, click one of the following buttons:

Save PDF saves the report as a PDF file for easy readability and distribution.

Print Page lets you print a single selected page of the CMA.

Print lets you print the entire CMA.

E-mail lets you send an e-mail to the client, with a link to the CMA presentation.
Click Close.
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