Clients and CMA

Lesson 3

Client Manager

The Client Manager is a powerful tool for working with your list of contacts. Using

the Client Manager, you can sort and display contact information any way you want,

making it easy to locate the clients you want to work with. From the Client Manager,

you can quickly import, export, delete or send e-mail to a group of clients. MLX

Professional users can also view and modify different list formats (column layouts),

filter by Contact Type and Status, merge duplicate Client Records, reassign clients to

other users, change the status of multiple client records simultaneously, quick search

by first or last name, and perform advanced client searches using MLXchange’s

configurable Search Criteria screen.

In this section, you will learn about:

• Adding New Clients .......................................................................................... 3 - 2

• Changing the Client List View .......................................................................... 3 - 4
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Adding New Clients

The Client list on the Client Manager page displays a summary of all the different

contacts that exist in your client database. You can enter client information manually,

but you can also import client information from other sources such as Microsoft

Outlook or Top Producer. For MLX Professional users, client information is also

added automatically whenever a prospect electronically inquires about a listing on

your Agent Web Site.

To add a new client:

1 Click the Clients menu item near the top of the screen. The Client Manager page

appears.
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Adding New Clients
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2 Click Add New Client. The Add a New Client window appears. (Alternatively,

you can place the mouse pointer over the Clients menu and select the Add a client

menu item to access this window directly.) MLX Professional users can also click

the Add a new client link on the Home page to open this window.
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3 Enter all known information about your client.

• First Name and Last Name are the only required fields, but you should be

sure to enter the client’s e-mail address so you can send them listing reports.

• The Status and Contact Type fields are used to categorize and sort your

contacts. You can assign up to eight different contact types to a client record.

• Use the two fields that have editable labels to store custom information, such

as additional phone numbers, Web addresses, etc.

• If you select Yes for the Do you want to share this client with everyone in

the office? option, then other members of your office will also see the client in

their Client Manager list. This is useful for sharing preferred business contacts

with other agents.

• Click Add a Note to create a date/time stamp in the notes field, then type the

details of the note.

4 Click Save when you have finished entering the contact information. The client’s

name now appears in the client list.

NOTE! For MLX Professional users, the New Leads counter on the home page increases by one if you

assigned the contact a Status of New.

Tip: Press TAB to move

quickly to the next field.
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Changing the Client List View

The MLX Professional Client list can be quickly and easily sorted, rearranged, and

filtered to display your client information in the manner that suits your needs best.

To change the client list view:

1 Click on a row to see an expanded preview of the Client Record. Click the row

again to hide the preview.
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2 To sort the list, click on a column header. Click the same column header again to

reverse the sort order.

3 To change the width of the columns, click the edge where two column headers

meet and drag it left or right. If you are asked if you want to turn off the “best fit”

option, click OK.

4 To view different columns of information, select an option from the Columns list.

Refer to the section below for instructions on creating a new column layout.

5 To filter the list of clients, select an option from the Contact Type and/or Status

lists. Only those contacts with the matching Contact Type and Status are displayed.

6 To filter the list by selection, first select any number of clients from the list. Now

select an option from the Selection list. If you choose Show selected, only the

selected clients are displayed; if you choose Show unselected, only the clients that

are not selected are displayed.

NOTE! You can make hidden clients reappear by clearing any filters that you have applied.

Creating New Column Layouts

MLX Professional allows you to create custom column layouts (or “grid views”) for

the Client list that will let you present your client data any way you want. This feature

is particularly useful for preparing custom export formats.

To create a new column layout:

1 On the Client Manager page, select Column Manager from the Action list and

click the arrow button. Alternatively, click the small icon to the right of the

Columns list. The Column Manager page appears. (Refer to the Search Manager

section for a complete description of the functionality of this screen.)

2 To create a new column layout from scratch, click Create new column report. To

create a new column layout using from an existing column layout, select a column

layout from the list and click Copy. The Column Manager Edit page appears.

3 Select the field(s) that you want to appear in the column layout from the Available

grid fields list and move them to the Selected grid fields list by clicking the left

arrows.

4 To remove a field, select the unwanted field from the Selected grid fields list and

click the right arrow.

Client Manager
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5 Change the order of the selected fields by selecting each field and clicking the up/

down arrows. The uppermost field will appear as the far left column; the

bottommost field will appear as the far right column.

6 When you are satisfied with the list of selected fields and their order, click Finish.

The new column layout name now appears in the Grid list.

Searching for Clients

MLX Professional provides two convenient ways to search for clients from the Client

Manager page: a quick search and an advanced search.

To quick search for a client:

1 On the Client Manager page, type the first name and/or last name of the client you

want to find in the Search for a client field and click the arrow button. The Client

list now displays just those records that contain the name you entered.

2 To display all clients in the Client list again, clear the Search for a client field and

click the arrow button again.

To search for clients using the Advanced Search:

1 On the Client Manager page, click Advanced Search near the top right corner of

the screen. The Advanced Search page appears.

The Advanced Search page has the same functionality as the MLXchange listing

Search Manager. Refer to the Search Manager section for a complete description

of the functionality of this screen.

2 Enter the search criteria in the fields. As you enter criteria, the Matches found

area shows you how many clients match your search criteria.

3 Click Results to see the list of matching clients on the Client Manager page, or

click Details to jump directly to the matching Client Records.

Client Manager
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Editing Client Information

To edit a client record:

1 On the Client Manager page, place the mouse pointer over the information icon of

the client you want to edit until the quick access menu appears.

2 Click the icon that looks like a paper and pencil. The Edit Client Information

window appears.

Alternatively:

1 On the Client Manager page, select the client you want to edit from the Client list.

2 Select Edit from the Action list and click the arrow button. The Edit Client

Information window appears.

3 Make the necessary changes and click Save. The client record is updated.

Deleting Clients

NOTE! MLXchange does not have a “Recycling Bin.” Deleted records are gone for good.

To delete a client:

1 On the Client Manager page, place the mouse pointer over the information icon of

the client you want to delete until the quick access menu appears.

2 Click the icon that looks like an X.

3 Click OK to proceed with the deletion.

To delete multiple clients:

1 On the Client Manager page, select the clients you want to delete from the Client

list.

2 Select Delete from the Action list and click the arrow button.

3 Click OK to proceed with the deletion.

Sending E-mail Messages

From the Client Manager page, you can send an e-mail message to any number of

clients.

To send an e-mail message to a client:

1 On the Client Manager page, place the mouse pointer over the information icon of

the client you want to e-mail until the quick access menu appears.

2 Click the icon that looks like an envelope. The Send Email window appears (see

below).
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To send an e-mail message to multiple clients:

1 On the Client Manager page, select the clients to whom you want to send the email

message.

2 Select Send Email from the Action list and click the arrow button. The Send

Email window appears.

The selected clients’ e-mail addresses automatically appear in the To field.

NOTE! Cc means “Carbon Copy” and Bcc means “Blind Carbon Copy.” Bcc recipients are not visible to other

message recipients, which is ideal when sending bulk e-mails to prospects.

Your e-mail signature

will be automatically

inserted.

Link to address book

Client Manager
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3 Click the “click here” link to the right of the address fields to select any additional

clients or MLS members to whom you want to send the message. (Alternatively,

you can simply type additional e-mail addresses in the appropriate field, separated

by semi-colons.) The Select Clients or Members window appears.
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4 Choose the kind of e-mail address records you want to Search for: Clients or

Members.

5 If you are looking for client addresses, you can quickly locate a client by typing

their name in the field. If you are looking for MLS member addresses, you must

enter a first name, last name, or office code and click Find.

6 Select the contacts in the list that you want to send the e-mail message to and click

either To, Cc, or Bcc to add them to the appropriate address field. You can select

multiple contacts by holding down the CTRL or SHIFT key while you click.

7 Click OK to add the selected contacts to the list of e-mail recipients and return to

the Send E-mail window.

8 Type the message’s Subject.

9 Type your Message. Alternatively, MLX Professional users may select an E-mail

template from the list to pre-populate the Message field. Once you select a

message template, you can modify the message without affecting the template

itself. Refer to the Settings section for more information on creating e-mail

templates.

NOTE! Disclaimer text may be added to the end of your e-mails. This text is maintained by your office

manager and cannot be removed.

10 If you want to create a follow-up activity, select Schedule a follow-up and choose

the activity type from the list. When the e-mail has been successfully sent, you will

be prompted to enter the details of the follow-up task.

Client Manager
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11 Click Send. You are notified when the e-mail message has been successfully sent.

NOTE! To view, forward, or delete messages that you have sent, open the Client Record and click Client

History.

Viewing Client Records

The Client Record provides a consolidated view of a client’s contact information,

correspondence history, saved searches, CMAs, and buyer presentations. MLX

Professional users can also see completed tasks, schedule new Appointments and To-

Dos, and add listings to the client’s Property List.

To view a client record:

1 On the Client Manager page, select the clients you want to view from the Client

list. To view all clients, do not select any records.

2 Click Details. The Client Record page appears.
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3 The Client Record groups information into several expandable sections: Client

Information, Client History, Search History, and CMAs. Additionally, MLX

Professional users can view any Scheduled Client Interaction, the client’s Property

List, and the client’s Net Sheets.

4 Click the section title to expand the section for viewing. Click the section title

again to hide the contents of the section.

If multiple records are

open, use these

controls to view the

different clients.

Client Manager
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5 If you selected to view multiple client records, they will be loaded in an electronic

“rolodex.” To view different client records, select a client from the list at the

bottom of the screen, or click the arrow buttons to move from one record to the

next.

6 To view the Client Information in a different report format, select a different

format from the View list.

7 To remove a record from the group of clients you are currently viewing, click

Discard.

NOTE! Don’t worry - using the Discard button will NOT delete the client record.

8 To return to the Client Manager, click Manager.

Printing Client Reports

The client Print feature lets you print a variety of different client reports, including

lists, custom-designed reports, and mailing labels. Different client reports can be

created using the MLXchange Designer Tool. Refer to the “Tools” chapter for more

information on installing the Designer Tool.

To print a list of clients:

1 On the Client Manager page, select the clients you want to print from the Client

list and click Print. The Print dialog box appears. (The Print dialog box can also

be accessed by clicking Print when viewing a Client Record.)

2 Select the Print the Clients Grid option if it is not already selected.

3 Select which Client Records you want to print: a Single Client, just the Selected

Clients, or All Clients. If you select to print just a Single Client, select the

specific client you want to print from the list.

4 Choose the Paper size and page Layout.

5 Click OK. A standard Windows Print dialog box appears.

6 Choose any additional report options (e.g., number of copies, destination printer,

etc.) and click Print.

NOTE! If you choose Landscape orientation for your page Layout, you must also set your printer’s paper

orientation to Landscape. To do this, click Properties on the Print dialog box before starting the print

job.

To print a client report:

1 On the Client Manager page, select the clients you want to include in the printed

report from the Client list and click Details to view the Client Record.

2 Select the report format from the View list in the Client Information section and

click Print. The Print dialog box appears. (The Print dialog can also be accessed

by clicking Print on the Client Manager page.)

3 Select the Print report(s) option if it is not already selected.

Client Manager
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4 Select the report page(s) you want to include in the printed report: a Single Page

or All Pages. If you select to print just a Single Page, select the specific page

number you want to print from the list.

5 Select a report to print from the list. The report format you selected earlier from

the View list should be pre-selected.

6 Click OK. A standard Windows Print dialog box appears.

7 Choose any additional report options (e.g., number of copies, destination printer,

etc.) and click Print.

To print client labels:

1 On the Client Manager page, select the clients for which you want to print labels

from the Client list and click Print. The Print dialog box appears. (The Print

dialog box can also be accessed by clicking Print when viewing a Client Record.)

2 Select the Print labels option.

3 Select the label page(s) you want to include in the printed report: a Single Page or

All Pages. If you select to print just a Single Page, select the specific page number

you want to print from the list.

4 From the list of available label reports, Select a label to print.

5 Select the Avery Label style that matches the kind of labels you are using.

6 Click OK. A standard Windows Print dialog box appears.

7 Choose any additional report options (e.g., number of copies, destination printer,

etc.) and click Print.

Scheduling Client-Related Tasks

To schedule a new client-related task:

1 On the Client Record page, select either Add New To-Do or Add New

Appointment from the Action list and click the arrow button. The New To-Do or

New Appointment window appears.

2 Enter the details of the activity. For an Appointment, enter a Start date/time, an

End date/time, and a Location. If you are entering a To-Do that has already been

completed, you can choose to Schedule a follow-up event immediately.

3 Click Save to create the task and return to the Client Record. The task appears in

the Scheduled Client Interaction section. If you chose to create a follow-up

activity, you are prompted to enter the details of the task immediately.

NOTE! To-Dos automatically move to the Client History section when marked complete; Appointments

moves to the Client History section when their End date/time has passed.

NOTE! Tasks that are associated with a specific client are automatically displayed on the client’s Private

Client Web Page.

Client Manager
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Adding Listings to a Property List

The Property List is a place where you can keep track of all the properties a client is

interested in, recording their interest level and making detailed notes as required.

To add listings to a client’s Property List:

1 On the Client Record page, click and expand the Property List section.

2 Select Add Properties from the associated Action list and click the arrow button.

The Search Criteria page appears.

3 Enter the appropriate search criteria to locate the desired listing(s) and then click

Results to execute the search. A dialog then asks if you want to create a saved

search for the client.

4 Click OK or Cancel as desired. If you click OK, the Saved Search Settings page

appears. From this page you can enter a Search Name, a Search Description, and

make changes to the Notification Setting; refer to Search Manager section for

more information on Saved Searches.

5 Click OK to save the search. The Search Results page appears.

6 Select the listings you want to add to the client’s Property List, select Associate to

Client from the Action list, and then click the arrow button. When you return to

the Client Record, the selected listings now appear in the client’s Property List.

NOTE! Listings that are added to a client’s Property List are automatically displayed on the client’s Private

Client Web Page.

7 To record additional information about these listings, select the listings from the

Property List, then select View Details from the associated Action list and click

the arrow button. The Listing Detail page appears.
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8 At the top of the page just under the main menu, click the text that says Property

is being watched for [client name] to expand the section.

9 You can now assign the property to a specific Group (e.g., “for Investment,” “for

Primary Residence”, etc.), indicate the client’s Interest Level in the property,

whether or not it has been shown to the client, etc. You can add and edit the groups

by clicking Add/Edit group, and can enter any additional Comments regarding

the client’s interest in the property.

10 Click Client Record to return to the Client Record.

Importing and Exporting Clients

To import clients:

1 On the Client Manager page, select Import from the Action list and click the

arrow button. The Client Import page appears.

2 Select the application (and version) that you want to import clients from: Outlook

2000 (or newer), Top Producer 6.0 or 6i, or Top Producer 7i.

3 Select what you want MLXchange to do if the program already contains a record

with the same name as one that is being imported: Keep the client record,

Overwrite the client record, or Add a new client record.

If you choose to keep the client record, the new contact record will not be

imported. Overwriting the client record will delete the existing client information

and replace it with the imported client information. Adding a new client record

will preserve both the existing and imported client records, but this may result in

duplicate records.

NOTE! MLX Professional users can use the Client Manager’s Merge feature to combine duplicate client records. See below for more information.

4 Click Next. If you selected to import from Microsoft Outlook, simply click

Import to begin importing records from the Contacts folder located in Outlook’s

Personal Folders.

If you selected to import from Top Producer, you must first follow the

instructions displayed on the screen to export your Top Producer contacts to a

text file (.txt or .csv) before you can import them.

NOTE! It is a good idea to save the text file to a location on your computer where you will be able to easily

find it again, like the Desktop.

5 When you have created the Top Producer export file and saved it, return to

MLXchange and click Next again. The last page of the import wizard appears.

6 Click the Browse. Use the Choose File dialog box to locate the Top Producer

export file that you created. When you have selected the file, click Open.

7 Click Import to begin importing the records.

Client Manager
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To export clients:

1 On the Client Manager page, select the clients you want to export from the Client

list. If you want to export all clients, you do not need to select any of them.

2 Select Export from the Action list and click the arrow button. The Client Data

Export page appears.

3 Select which records you want to export: All records or just the Selected records.

4 Choose the data export format: Comma delimited (i.e., values in the text file will

be separated by commas) or Tab delimited (i.e., values will be separated by the

Tab character).

5 If you are performing a large export (more than 100 records) and want to decrease

the size of the file and the time it will take to download it to your computer, select

the Compress file option.

6 Click Next.

7 Choose the Export Grid Format from the list. The grid format determines which

fields are exported, and the order in the which they are exported.

NOTE! Before exporting client data, MLX Professional users may want to use the Column Manager to create

a special Grid format (i.e., column layout) that contains additional and/or different Client Record

fields. This will allow MLX Professional users to create an export file in the precise format required.

8 If you want to included the column headers as the first record in the exported file,

select Include Column Headers.

9 Click Next. A File Download dialog box appears.

10 Click Save. Use the Save As dialog box to choose the location on your computer

where you want to save the file, then click Save again to complete the process.

11 Click Back to return to the Client Manager page.

NOTE! It is a good idea to save the text file to a location on your computer where you will be able to easily

find it again, like the Desktop.

Merging Duplicate Records

To merge duplicate Client Records:

1 On the Client Manager page, select two or more clients from the list that you want

to merge into a single Client Record.

2 Select Merge from the Action list and click the arrow button. The Merge Clients

dialog box appears.

3 Select the client from the list into which the other client records will be merged.

NOTE! The contact information for only the selected client will be retained; any unique contact information

in the Client Records that you do NOT select will be permanently deleted. The Scheduled Interactions,

Client History, Search History, Property List, and any CMAs and presentations from the other clients

will be added to the selected client’s Client Record.

4 Click OK to complete the merge procedure.

Client Manager
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Changing the Status of Multiple Clients

MLX Professional provides the ability to change the status of a group of clients en

masse, which can be especially useful after importing a large number of clients from

another program.

To change the status of multiple clients simultaneously:

1 On the Client Manager page, select the clients from the list whose status you want

to change.

2 Select Change Status from the Action list and click the arrow button. The Change

Status dialog box appears.

3 Select a status from the list and click OK. All of the selected clients are assigned

the selected status.

Reassigning Clients

MLX Professional users can reassign clients to other MLX Professional users within

the same office. This causes the client to disappear from your Client list and appear

within the other user’s Client list.

To reassign a client to another user:

1 On the Client Manager page, select the clients from the list that you want to

reassign to another user.

2 Select Reassign from the Action list and click the arrow button. The Reassign

Clients dialog box appears.

3 Select the name of the user from the list to whom you want to reassign the selected

clients.

NOTE! Standard MLXchange users and users from outside your office will not appear in the list of users.

4 Click OK to reassign the clients. If the clients are designated as Private, they no

longer appear in your Client list.

CMA Manager

MLXchange’s Comparative Market Analysis (CMA) feature lets you create attractive,

graphical reports that compare a seller’s property with comparable properties,

showing price adjustments and a variety of calculated values, such as average prices

and estimated net proceeds. Presentations can also be created for your buyers, and all

reports can be quickly and easily e-mailed to your clients.

In this section, you will learn about:

• Making New CMAs........................................................................................... 7 - 2

• Working with Comparable Properties ............................................................... 7 - 3

• Adding Subject Property Information ............................................................... 7 - 6

• Determining the Suggested Price ...................................................................... 7 - 8

• Estimating Net Proceeds and Closing Costs...................................................... 7 - 9

• Previewing and Printing CMAs....................................................................... 7 - 11

• E-mailing CMAs.............................................................................................. 7 - 13

• Working with the CMA Manager .................................................................... 7 - 15

• Making a New CMA Presentation Template................................................... 7 - 16

• Working with the CMA Presentation Library ................................................. 7 - 18

• Using the Online Report Editor ....................................................................... 7 - 19
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Making New CMAs

To make a new CMA:

1 Click the CMA menu item near the top of the screen. The CMA Manager page

appears.

The CMA Manager shows a list of all CMAs and presentations that you have

created. Refer to the section “Working with the CMA Manager” for more

information on using this page.
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2 Click New CMA. The Create a New CMA Presentation page appears. You can

also place the mouse pointer over the CMA menu and select the New CMA menu

item to access this window directly.
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3 Select the Type of CMA: Buyer or Seller. (For the purposes of this tutorial, this

section will focus on making a Seller CMA.)

4 Select the Property Type for the CMA from the list.

5 Select a Client to associate with the CMA. If the client has not yet been added to

your Client Manager, click Add a new client.

NOTE! Be sure to select the correct CMA Type, Client, and Property Type because you cannot change these

values later.

6 Select the CMA presentation template you want to use from the list.

7 Enter a Presentation Name.

Click here to create

a new CMA.

CMA Manager
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8 If appropriate, select Use client’s home address as subject property. This option

automatically copies the property information from the Client Record to the new

CMA. Once you have created the new CMA, you will also have the option of

adding Subject Property information directly from an MLS or Tax search (where

available).

9 Click Next. The main CMA page appears, and then the program automatically

launches the Search Criteria page in a pop-up window so you can immediately add

comparables properties to the CMA.

10 As described in the Search Manager section, enter your search criteria and click

Results. The Search Results page appears.

11 Select the comparable properties that you want to use and click Add selected

records to CMA. The window closes and the main CMA page reappears.
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12 Click Back to return to the CMA Manager page where the new CMA will appear

in the list.

Working with Comparable Properties

The main CMA page shows a list of comparable properties. The list can be sorted,

filtered, and resized similar to the standard Search Results list. Refer to the Search

Manager section for more information on these functions.

To add comparables from an MLS or tax search:

1 On the main CMA page, select MLS Search or Tax Search (if available) from the

Comparables list and click the arrow button. The Search Criteria page appears.
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2 As described in the Search Manager section, enter your search criteria and click

Results. The Search Results page appears.

3 Select the comparable properties that you want to use and click Add selected

records to CMA. The window closes and the main CMA page reappears, showing

the list of selected comparable properties.

Click here to determine

how the Suggested

Price is calculated.

Click here to edit

or search for the

subject property.

Click here to edit

the Net Sheet.

Place the cursor over

this icon for quick

access to a variety

of operations you

can perform on the

comparable.

Click on a row to see

a property preview.
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To manually add comparables:

1 On the main CMA page, select Add New from the Comparables list and click the

arrow button. The Edit CMA Property window appears.

2 Enter as much information as possible in the fields provided. If some fields are not

visible, select All Fields from the list at the top of the page.

3 To upload a photo for the comparable, click Add photo. The CMA Image Upload

window appears. Click Browse, locate and select the image file you want to use,

and click Open. If you are satisfied with the displayed image, click Save to upload

the picture.

4 If the program is unable to determine (or has incorrectly determined) the

property’s location on a map based on the address you entered, click Set Map

Location. The Set Map Location window appears.

5 Use the controls to pan and zoom the map view until you find where the property

is located, then click on the map to set its location. Alternatively, you can enter the

property’s Latitude and Longitude if you know it.

6 Click OK to save the location and return to the main Edit CMA Property window.

7 Click Save to save the comparable property information; if you want to discard

your edits and make new changes, click Reset.

8 Click Close to return to the main CMA page.

To edit a comparable:

1 On the main CMA page, select the comparable in the list that you want to edit.

2 Select Edit from the Comparables list and click the arrow button. The Edit CMA

Property window appears (see above).

When using this

window to edit a

comparable property

after a status or price

change, you can use

this filter to quickly

display just the fields

that need to be

modified.
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3 If you are editing the comparable because its price of status has changed, select

Status Change or Price Change from the list. Only the fields necessary to make

status or price changes are now displayed, making it quicker and easier for you to

make these kinds of changes.

4 Make changes to the property information as required.

5 Click Save to save the comparable property information; if you want to discard

your edits and make new changes, click Reset.

6 To edit another comparable property, click the left/right arrow buttons at the

bottom of the window, or select a property from the list to jump to it directly.

7 Click Close to return to the main CMA page.

To delete comparables:

1 On the main CMA page, select the comparables in the list that you want to delete.

2 Select Delete from the Comparables list and click the arrow button.

3 Click OK to confirm the deletion.

To make adjustments to comparables

1 On the main CMA page, click Adjustments. The CMA Comparables page

appears.
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2 Enter the Adjustment Descriptions and Amounts in the fields provided. 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.

Use these controls

to switch between

properties

Enter adjustment

descriptions and

amounts here.
3 Add any Additional Comments for the comparable that you want to show up in

the finished CMA report.

4 To make price adjustments to other comparable properties, click the left/right

arrow buttons at the bottom of the window, or select a property from the list to

jump to it directly.

5 To edit the Subject Property or the displayed comparable property, click Edit. The

Edit CMA Property window appears (see above for more information).

6 When you have finished making adjustments, click Close to return to the main

CMA page.

Adding Subject Property Information

To add subject property information:

1 On the main CMA page, click Subject Property to add, edit or search for the

subject property. The Edit CMA Property window appears.
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This same window is also used for editing comparable property information. If

you selected Use client’s home address as subject property when creating the

CMA, some of the fields may already contain information.

2 If the subject property has a recent listing record in the MLS database, select MLS

Search from the Add Subject list and click the arrow button. If the subject

property does not have an listing record in the MLS database, select Tax Search

from the Add Subject list (if available) and click the arrow button.

3 The Search Criteria window appears. As described in the Search Manager section,

enter your search criteria and click Results. The Search Results page appears.

CMA Manager

Adding Subject Property Information
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4 Select the tax or listing record you want to use for the Subject Property

information and then click Use Selected Record as CMA Subject. The window

closes and the Edit CMA Property window reappears, showing a copy of the

selected record’s information.

5 Make any changes or additions to the subject property information as required.

The information you enter here is used in various locations in the CMA, so it is

important that you enter as much information as possible.

NOTE! Although it is possible to get Subject Property information through an MLS or tax record search,

changes to the subject property information will NOT affect the listing or tax record itself. Adding

subject property information through an MLS or tax search makes a copy of the information that

can then be edited independently.

6 If a property photo does not yet exist, click Add photo. The CMA Image Upload

window appears. Click Browse, locate and select the image file you want to use,

and click Open. If you are satisfied with the displayed image, click Save to upload

the picture.

7 If the program is unable to determine (or has incorrectly determined) the

property’s location on a map, click Set Map Location. The Set Map Location

window appears.

8 Use the controls to pan and zoom the map view until you find where the property

is located, then click on the map to set its location. Alternatively, you can enter the

property’s Latitude and Longitude if you know it.

9 Click OK to save the location and return to the main Edit CMA Property window.

10 Click Save to save the Subject Property information; if you want to discard your

edits and make new changes, click Reset.

11 Click Close to return to the main CMA page.

CMA Manager

Determining the Suggested Price

7-8 MLXchangeTM Training Workbook

Determining the Suggested Price

To determine the suggested price of the subject property:

1 On the main CMA page, click Suggested Price. The CMA Suggested Price

window appears. 
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2 If you want to manually enter your own suggested price, select Use manually

entered price and then enter the Suggested Price or the Suggested Price Range.

3 If you want to calculate the suggested price, choose whether you want to base it on

the Selling Price, the Price Per Square Foot, or the Tax Value Ratio. Within the

chosen section, select if you want to use the High value, the Low value, the

Median (i.e., middle) value, or an average calculation of all the values.

4 Click Save to save your selections and return to the main CMA page.

CMA Manager

Estimating Net Proceeds and Closing Costs

MLXchangeTM Training Workbook 7-9

Estimating Net Proceeds and Closing Costs

To estimate net proceeds or closing costs:

1 If you want the CMA to include a statement of buyer closing costs or the proceeds

your seller can expect from the sale of their property, click Estimated Net

Proceeds or Estimated Closing Costs on the main CMA page. The Net Sheet

Information window appears.[image: image15.png]Select an expense
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If you are preparing a Buyer Presentation, this window will appear slightly

different. Instead of calculating net proceeds from the sale, this page will

calculate the total Closing Costs the buyer will have to pay.

2 Enter the seller or buyer’s financial information in the fields in the upper part of

the screen. The Estimated Sale Price is the same as your Suggested Sale Price.

3 The list of Settlement Charges or Closing Costs should show all of the

hypothetical transaction details, including all of the seller or buyer-paid fees and

closing costs. To quickly add a list of standard seller or buyer expenses, click

Apply Defaults. (To set up your list of default settlement charges, click Edit

Defaults. Add default charges in the same was as described below and click Close

when you are finished.)

Select an expense

and click the arrows

to change its order

in the list.
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4 Click New Charge to add an expense that is not yet listed. The Add Expense

window appears.
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5 Enter a Description of the expense. Enter the value of the expense as a Fixed

Dollar Amount plus/or as a percentage (%) of the Sale Price or some other

amount. Click OK to return to the Net Sheet Information and add the new charge

to the list.

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.

6 To change the order of expenses in the list (which is also the order in which they

will be printed), select the expense you want to move and click the up and down

arrow buttons.

7 To modify an existing expense, select it and click Modify.

8 To delete an expense, select it and click Delete.

9 Click Close to return to the main CMA page.
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Previewing and Printing CMAs

You can print CMAs from either the CMA Manager page or the main CMA page.

To preview and print a CMA:

1 From the main CMA page, click Report. The CMA Report Preview window

appears.
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2 To preview different pages, click the left/right arrow buttons at the bottom of the

window, or select a page from the list to jump to it directly.

3 If you want to create the CMA presentation using a different presentation

template, click Select a different CMA presentation. The Select CMA

Presentation dialog box appears. Select the presentation template that you want to

use from the list then click OK.

4 To quickly remove the report you are currently viewing from the CMA

presentation, click Remove Report.
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Previewing and Printing CMAs
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5 If you want to add, remove and/or change the order of the pages in the CMA

presentation, click Add and Reorder Reports. The CMA Presentation Report

Selection window appears.
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6 Select the report(s) that you want to appear in the presentation from the Available

reports list and move them to the Selected reports list by clicking the left arrow.

To select more than one report at a time, hold down the CTRL or SHIFT key while

clicking.

7 To remove a report, select the unwanted report from the Selected reports list and

click the right arrow.

8 Change the position of the Selected reports by selecting each report and clicking

the up/down arrows. The order of the selected reports determines the order in

which they will be displayed in the CMA presentation.

9 When you are satisfied with the list of selected reports, click Save to return to the

CMA Report Preview window.

NOTE! Adding, removing, and changing the order of the reports in this way does NOT change the

presentation template, only this particular CMA presentation.

10 To print the CMA report, click Print. A standard Windows Print dialog box

appears. Choose any additional report options (e.g., number of copies, destination

printer, etc.) and click Print.

11 Click Close to close the CMA Report Preview window and return to the main

CMA page.

Use the arrows to

move the selected

reports from one

list to the other.

Use the arrows to

change the order in

which the reports

are displayed.
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E-mailing CMAs

When you send a CMA or buyer presentation to a client via e-mail, you are actually

sending a link to an online report.

To e-mail a CMA:

1 From the main CMA page, click Report. Alternatively, you can select the CMA

that you want to e-mail from the list on the CMA Manager page and click Report.

The CMA Report Preview page appears.

2 Click E-mail. The Send E-mail page appears.

The e-mail is automatically addressed to the client that the CMA presentation is

linked to.

NOTE! Cc means “Carbon Copy” and Bcc means “Blind Carbon Copy.” Bcc recipients are not visible to other

message recipients.
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3 Click the link to the right of the address fields to select e-mail addresses from your

personal MLXchange address book. (Alternatively, you can simply type e-mail

addresses in the appropriate field, separated by semi-colons.) Your address book

Link to address book

Link to properties must

appear in the message

Your e-mail signature is

automatically inserted.
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contains the e-mail addresses of any clients you have previously entered, plus email

addresses for other members of your MLS. The Select Clients or Members

window appears.
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4 Choose the kind of e-mail address records you want to Search for: Clients or

Members.

5 If you are looking for client addresses, you can quickly locate a client by typing

their name in the field. If you are looking for MLS member addresses, you must

enter a first name, last name, or office code and click Find.

6 Select the contacts in the list that you want to send the e-mail message to and click

either To, Cc, or Bcc to add them to the appropriate address field. You can select

multiple contacts by holding down the CTRL or SHIFT key while you click.

7 Click OK to add the selected contacts to the list of e-mail recipients and return to

the Send E-mail window.

8 Enter the Subject of the e-mail.

9 Make any changes to the Message that you want.

NOTE! Do not delete the line in the message box that begins with “http.” It is the link to the CMA. You can

move it, but do not delete it.

10 Click Send. You are notified when the e-mail message has been successfully sent.

NOTE! To view, forward, or delete messages that you have sent, open the Client Record and click Client

History.
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Working with the CMA Manager

The CMA Manager page lets you perform a variety of common operations on your

CMAs and presentations, including filtering, editing, copying, renaming, and deleting.

To filter the list of CMAs:

1 To filter the list by selection, first select any number of CMAs from the list. Now

select an option from the Selection list. If you choose Show selected, only the

selected CMAs are displayed; if you choose Show unselected, only the CMAs

that are not selected are displayed.

2 To only view CMAs and presentations associated with a specific client, select the

client from the Client list.

To edit a CMA:

1 From the CMA Manager page, click the CMA you want to edit. The main CMA

page appears.

To copy a CMA:

1 From the CMA Manager page, select the CMA you want to copy.

2 Click Copy. The Enter CMA Name window appears.

3 Enter a name for the copy of the CMA and click OK. The new CMA copy appears

in the CMA Manager list.

To rename a CMA:

1 From the CMA Manager page, select the CMA you want to rename.

2 Click Rename. The Enter CMA Name window appears.

3 Enter a new name for the CMA and click OK. The renamed CMA appears in the

CMA manager list.

To delete a CMA:

1 From the CMA Manager page, select the CMAs you want to delete.

2 Click Delete, then click OK to confirm the deletion. The deleted CMAs no longer

appears in the CMA Manager list.
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Making a New CMA Presentation Template

To make a new CMA presentation template:

1 Place the mouse pointer over the CMA menu item near the top of the screen until

the CMA menu appears. Click CMA Presentation Library. The CMA Presentation

Library page appears.
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2 The CMA Presentation Library shows a list of all the different presentations

available for your use. Some presentations may have been created by your office

administrators, while you may have created others yourself.

3 Click New CMA Presentation. The CMA Presentation dialog box appears.

CMA Manager
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4 Select the Property Type for the presentation. Depending on the property type

you choose, different fields are available when adding and modifying presentation

pages. The CMA Presentation Report Selection page appears.
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5 Enter the Name and a Description of the new presentation.

6 Select the report(s) (i.e., pages) that you want to add to the CMA presentation from

the Available reports list and move them to the Selected reports list by clicking

the left arrow. To select more than one report at a time, hold down the CTRL or

SHIFT key while clicking.

7 To remove a report, select the unwanted report from the Selected reports list and

click the right arrow.

8 Change the position of the Selected reports by selecting each report individually

and clicking the up/down arrows. The order of the Selected reports determines

the order of the pages in the presentation.

9 To make a new report (i.e., page) from scratch, click New Report. (To create a

new report from an existing report, select one of the Available reports from the

list and click Copy.) The New Report dialog box appears.

10 Select from the list the Type of report you want to create and click OK. The

Report Editor window appears. Refer to the Reports section for more information

on using the Report Editor.

11 When you have finished creating the CMA presentation, click Save to return to the

CMA Presentation Library.
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Working with the CMA Presentation Library

The CMA Presentation Library lets you perform a variety of common operations on

your CMA templates, including filtering, sorting, editing, copying, and deleting. The

CMA Presentation Library also lets you choose the presentation templates that are

used by default when creating new CMAs and buyer presentations.

NOTE! You can only edit and delete presentations you created yourself.

To filter and sort the list of presentation templates:

1 From the CMA Presentation Library page, select the Property Type of the

presentations you want to view. Just the presentations designed for use with the

selected property type are displayed. To view all presentations again, select All

from the Property Type list.

2 Click the column header to sort the list of displayed presentations

alphanumerically. Click the same column header again to reverse the sort order.

To edit a presentation template:

1 From the CMA Presentation Library page, click on the name of the presentation

you want to edit. The CMA Presentation Report Selection window appears.

Alternatively, you can select the presentation you want to edit and then click Edit.

NOTE! To modify a presentation template created by a system or office level administrator, you must make

a copy of the presentation template first.

2 Make changes to the CMA presentation template as described in the “Making a

New CMA Presentation” section.

3 When you have completed you modifications, click Save.

To copy a presentation template:

1 From the CMA Presentation Library page, select the presentation template that

you want to copy.

2 Click Copy. A dialog box appears notifying you that the copied presentation

template has been saved.

3 Click OK to close the dialog box. The new presentation template now appears in

the list with the name “Copy of [the original presentation name]”.

To delete a presentation template:

1 From the CMA Presentation Library page, select the presentation templates that

you want to delete.

2 Click Delete, then click OK to confirm the deletion. The deleted presentation

templates no longer appears in the CMA Presentation Library list.
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To set your default presentation templates:

1 From the CMA Presentation Library page, click Set default CMA Presentations.

The CMA Presentation Default Settings window appears.
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2 This window lets you choose two default presentation templates per property type:

one for seller presentations and one for buyer presentations.

3 Select a Search Type from the list.

4 Select a Default seller CMA presentation from the list. The selected template

will be used by default whenever you create a new create a new seller CMA for the

selected property type.

5 Select a Default buyer CMA presentation from the list. The selected template

will be used by default whenever you create a new create a new buyer presentation

for the selected property type.

6 Click Apply.

7 Select a different Search Type from the list and repeat steps 4 through 6 above

until you have specified default presentation templates for each search type.

8 Click Close when you are done to return to the CMA Presentation Library.

Using the Online Report Editor

The online report editor lets you customize CMA report pages and create new CMA

report pages from scratch.

NOTE! NOTE: Currently, the online report editor can only be used to make or modify simple, flyer-style pages.

More complex pages that display tabular and/or calculated values can only be created or edited using

the Designer Tool. Refer to the Tools section for more information on the Designer Tool.

1 Place the mouse pointer over the CMA menu item near the top of the screen until

the CMA menu appears. Click CMA Presentation Library. The CMA

Presentation Library page appears.

2 Make a new CMA presentation template or edit an existing template as described

earlier in this chapter.

3 From the CMA Presentation Report Selection window, click New Report to create

a new report page from scratch. (Alternatively you can use an existing report page

as a template by making a copy of it first, selecting the copied report page from the

Available reports list and clicking Edit Report.)
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