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Introduction 
 
Listingbook offers you a new way of servicing your buyers and sellers.  
The Quickstart Guides are designed to introduce you to what you will see 
when you use Listingbook.  Though not designed to take you through 
every step of the service, the goal of the guides is to familiarize you with 
the most common operations in Listingbook. 

Covered in this Guide 
 
1) Describing the CMA Property (page 3) 
 
2) Location, Location, Location (page 5) 
 
3) Providing Property Details (page 7) 
 
4) Selecting Comparable Properties (page 10) 
 
5) Quick Searching for Comps (page 14) 
 
6) Giving Sellers a Web Account (page 17) 

How to Use This Guide 
 
Follow each numbered step in the order presented.  While performing a 
step, use the illustration beneath the step to guide you.  Each numbered 
instruction has a numbered arrow pointing to the item being discussed.  
The notes next to the illustrations give quick tips and useful information. 
 
We hope you enjoy using the Quickstart Guides as a valuable Listingbook 
service.  If you have any questions regarding the guides, please contact 
the Help Desk at helpdesk@listingbook.com. 
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Describing The CMA Property 
 

Preparing a Listing Call CMA in Listingbook is surprisingly easy if you take a 
minute or two to properly describe the CMA property.  To begin, click on the 
CMA Services link on your Frontpage (1).    

When your CMA List appears, click on the New CMA link (2).  
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Fill in the property’s address information (Street Number and Name, and Zip 
Code (4), then click on the Property Type menu (5).   

When the Property Description form appears, fill in the seller’s first and last 
names (3).  The names will be used to personalize the CyberCMA™ cover 
page. 

If the property has an 
MLS#, you can enter it in 
the MLS# space and click 
Auto-Load to fill-in the 
property description. If you 
do not know the MLS# 
(but know the property 
was listed in the past two 
years), you can use Quick 
Search to find and load 
the description.    

Personalizing the CyberCMA™ 
cover page with the seller’s 
name will help your CMA make 
a fantastic impression on the 
owners. 
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Location, Location, Location 
 

If the CMA property is NOT located on the default grid map, select the grid 
map you will be using (7).  Find the grid coordinates for the CMA property on 
the appropriate grid map or click on the Grid Finder link if you do not have a 
grid map available (8). 

Choose the appropriate property type from the Property Type list (6), then 
scroll down to fill in more of the description form. 

The Listingbook assistant 
ONLY looks for comparable 
properties that are the same 
property type as the CMA 
property. 
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The Grid Finder shows the property in our example is in area 32 grid D2.   

Indicate the area coordinate by selecting 32 from the first pull-down menu (9).  
Indicate the first grid coordinate by selecting D from the second pull-down 
menu (10).  Indicate the second grid coordinate, 2, from the third pull-down 
menu (11).  Finally, complete the location information by entering the        
Sub-Division name (12). 

The Grid Finder information 
is gathered from properties 
that were recently listed, so 
the accuracy of the results  
cannot be guaranteed. 
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Providing Property Details 
 

Select the number of heated levels in the CMA property from the Levels    
pull-down menu (13).  Next, indicate if the CMA property has a basement    
using the Basement pull-down menu (14). 

Continue describing the CMA property by indicating the Bedrooms (15), Full   
Bathrooms (16) and Half Bathrooms (17). 

If there is a finished 
basement or one that 
can be finished, answer 
yes.  Otherwise, answer 
no. 

We suggest that you 
make Split Levels 1.5 
levels and Split Foyers 
2 levels.  

Select 0 (zero) if the 
CMA property does not 

have any half baths. 



Enter the heated space available in the CMA property (18).  Also enter the 
age (19) and approximate acreage (20).  
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Try to determine from the owner(s) the price at which they think their property 
should be put on the market.  Enter that price in the List Price space (21).  
Scroll down to reveal the remainder of the form. 

Providing the suggested list 
price makes it easier for 
the owner(s) to see how 
their property compares to 
comparable properties in 
the CyberCMA™        
Report . 



Fill in the items in the Additional Information section (circled), then click on the 
Save button (22). 

 Page 9 

When the profile confirmation appears, the property has been added to your 
CMA list.  Click on the Continue button (23) to view the property’s menu 
page. 

The additional information 
items are used to describe 
the  owner’s property in the       
comparison section of the 
CyberCMA™ Report. 



Selecting Comparable Properties 
 

When the property’s menu page displays, click on the Suggested Active 
Comps link (24) to view the comps suggested by the Listingbook assistant. 
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From the Suggested Active Comps list, select the active/pending properties 
you want in the CyberCMA™ Report  by clicking on the tag boxes (circled). 

The Suggested Active 
Comps list is in Comp 
order with the properties 
most likely to be comps 
at the top of the list. 



When you finish selecting the active and pending comps you want  included in 
the CyberCMA™ report (circled), save your selections by clicking on the Tag 
Selected link (25). 
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The red circles with the check marks (circled) confirm that the properties you  
selected were added to the CyberCMA™ report.  Return to the property’s menu 
page by clicking on the property address on the Navigation bar (26). 

If Listingbook fails to find 
good comps, you can find 
comps yourself by using 
Quick Search for Comps. 

If you change your mind 
about the comps you 
choose, you can make 
changes when you review 
the CyberCMA™. 



When the property’s menu page displays, click on the Suggested Sold 
Comps link (27). 
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From the Suggested Sold Comps list, select the sold properties you want in the 
CyberCMA™ report by clicking on the tag boxes (circled). 

You can use Quick 
Search for Comps 
if you are not happy 
with the suggested 
comps. 



The red circles with the check marks (circled) confirm that the sold properties 
were added to the report.  To return to the property’s menu page, click on the 
property address on the Navigation bar (29). 
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When you finish selecting the sold comps (circled), click on the Tag Selected 
link (28) to add the sold comps to the CyberCMA™ Report. 
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You can search for additional comps by clicking on the Quick Search for 
Comps link (30).   

Unless you want to include Withdrawn and Expired properties in your report, 
skip Status (it’s auto-loaded) and use the Area menu to indicate the county 
where your CMA property is located (31). 
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Since the property type (Single Family) is auto-loaded, type the sub-division 
name in the Sub-Division criteria space (32) and click the Search button (33). 

The properties are arranged in Comp Order with the best comps at the top of 
the list.  Scroll down and select any properties you want to add to the              
CyberCMA™ report by clicking on the tag box (circled) . 

You can add or change 
Areas, Filters, and 
Search Criteria when 
you see how many  
properties were found. 
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When you finish selecting the properties, click on the Tag Selected link (34) to 
add the properties to the CyberCMA™ Report. 

When you finish tagging (or untagging) properties, click on the property address 
on the Navigation bar (35) to return to the menu page. 

If you selected properties 
from the Suggeted 
Comps List, they will be 
tagged when you view 
them in Quick Search for 
Comps. 
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Giving Sellers a Web Account 
 

Your report is now complete.  Adding notes and making changes were 
covered in the previous guides, in addition to printing the report or sending it 
to someone in your Address Book.  Let’s assume, though, that the property 
owner is a Web developer who wants the CMA presented online.  Click on the 
Give Seller a Web Account link (36). 

Type in the seller’s first and last name (37) and email address (38). 

You decide if you want 
the seller to receive Area 
Activity and Quick 
Search. You can also set 
the account to expire in 
30 days in case you 
don’t get the listing . 



To create the seller’s Web account, which includes the CyberCMA™ Report, 
click on the Save button (39) . 
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Your Web developer seller will receive the account information by the time 
you read the notice.  To return to the property menu page, click on the      
Continue button (40). 

You can save the seller’s   
contact information into the 
remainder of the form .  



The Seller Account box (circled) has been added to the property menu page. It 
contains useful information like the seller’s User Code, Password, and when the 
seller last logged into his account. 
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Congratulations!  In just a few minutes you created a CyberCMA™ report and 
gave the owner a Seller Web account.  You are now ready to meet the owner in 
Cyberspace (through Listingbook) to review the CyberCMA™ report online. 


