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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.



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).
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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.
e | CMA Servlces | Oueick Search
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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).
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Choose the appropriate property type from the Property Type list (6), then

scroll down to fill in more of the description form.

oeg | CMA Sendlces

Click Sawe when you're done
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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).
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The Grid Finder shows the property in our example is in area 32 grid D2.
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The Grid Finder information
is gathered from properties
that were recently listed, so
the accuracy of the results
cannot be guaranteed. =

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).
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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).
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no.

Additional Information
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Continue describing the CMA property by indicating the Bedrooms (15), Full
Bathrooms (16) and Half Bathrooms (17).
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Enter the heated space available in the CMA property (18). Also enter the

age (19) and approximate acreage (20).
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20

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.
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Report . ]
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Fill in the items in the Additional Information section (circled), then click on the

Save button (22).
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The additional information
items are used to describe
the owner’s property in the
comparison section of the

CyberCMA™ Report. =
——“w
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22

When the profile confirmation appears, the property has been added to your

CMA list.
page.
s\ iy it Tell us what you think...
A comments?
= suggestions? We're listening

Chck im oo

oy Listinghaok

Click on the Continue button (23) to view the property’s menu
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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.

Entered

Larst Edine Mong el
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24

From the Suggested Active Comps list, select the active/pending properties
you want in the CyberCMA™ Report by clicking on the tag boxes (circled).

P
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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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If you change your mind
the comps you
choose, you can make
changes when you review

X 4

«

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).
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Quick Search for Comps.
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When the property’s menu page displays, click on the Suggested Sold

Comps link (27).

Fromipange CMA Sprvices
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From the Suggested Sold Comps list, select the sold properties you want in the

CyberCMA™ report by clicking on

CMA Sprvices

the tag boxes (circled).

\/\ "_I]%..I.:iﬂ Te” us what };ﬂu think_ Chick io comment "[%
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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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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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B a0 omond br Hepe Valley 10 3 3@ 7 M 3IF VD HEO000  0O-1800 T34
B =540 Haps vales Rd Heps Walley 10 2 @1 7 ¥ 3m IO piceco oeEea et [
B =550 sdun Caud Hepe Walley 10 4 3@ 7 ¥ 33 MM pEm000 4242c0smis [
B 7o Potasia B Heps Walley 10 4 3@ 1 ¥ 33 M3 §BS000 GMFoOsmis [
W s magasine e Heps Valley 10 4 3@ 7 ¥ 33 WM iS00 eMFoOsEo1 [
W msiom I Heps Wallay 10 4 30 7 ¥ 13 W IS0 4mo0emas [
B 051 Qmord Drivs Heps Walley 10 4 3@ 7 ¥ 33 34 JiSS000 GESCO s [
W 1oec Fenan Fecshall 18 3 20 0 M 313 30 FELCO CMACA smoo [
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You can search for additional comps by clicking on the Quick Search for
Comps link (30).

Fronipage uyrr Sendces | CMA Services | Ouick Search | Message Box | Calendar | Profile
\/\ "_I]%..I.Iuljll.l.i TE‘” us what };nu think_ Chick io comment ‘.f[%
m r— comments?
= [ suggestions? We're listening. il Listinghook
u ChAA Lt — OMA [ 2976 Kedion C1 ] Logout
2976 Kedron Ct Suggested Active Comps
Entered 12 33pen Mar 4, 2002 Wiew and selecl ecommended acive comps from

e subjecl propedy's arsa

Suggested Sold Comps

Wi gl 2sbec] recommendsd ol comps om the
sukyEr] progerty's ansa

Quick Search for Comps g 30

Larst Editel Mang et

-

Find and =elecl comps using Duick Search
CyberCMA Report

Wity thie CyberCMA generaled from the comparable
ligdinggz that you have selected

Give Seller a Web Account

Click here to give 1he seller a Ligtingook web
account

Area Activity

Wigw the recent market actwity srourd this propeny
Edit this Property

Chek here to edd the CThAA properly descnplon
Transfer this Property

Chick here to trarsder this propedy to sn agend in
youur address book

Remove this Property -

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).

Frontpage | Buyer Senvices | CMA Services | Quick Search
= Tell us what you think... n e
COMMents
MI ﬁ“ suggestions? We're listening il Listingtack
u ChA List —+ CMA | 2978 Kedion Cf | - Duick Search Logeaut
Istatus ____Barea  W|Filters #]search Criteria
¥ fcieea ¢ Conimpan S F ity -] Shesl Mame i
31 P [l Corty 21 T T p—
=R S Foravth Coundy B-lhri = Fiien Raisge li

™ Wil RE Forsyth Colnty s
I e SF Forsylh Coamnly Bt 1] HLE Humbar I
. Y PN stonSalam A =1 -
g =1 |5 vinston Seem =™ s [ company Listisgs Oty | Smarch I
[zrea= 3] R

o aimpls mods
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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).

Frontpage | Buyer Serdces | CMA Services

5 comments?

‘\f\l i ot Tell us what you thmk n e

Bk suggestions? We're listening il Listingbook
® WA List — CAA | 2975 Kedor Cf | - Duick Search Frskie

m gearch Criteria :

P sciw 2 Condmgant [—— |<. s F iy =] sveetmaee [

7] Funding Pris SubDiviios ] < 32
I Eekd £ Forsyth Count Bath] |_ R

find win L =
L o SF Forsylh Coamnly Bl HLE Humbar i

[ Eapires . I_ I_
) o i A [ Campans Listings Orby | Seach I -

m T Wl on-Saem _"J ""“I_ H I_ 33

o aimpls mods

P 1955-2000 Launglboak Sarvices. AT Rights Raiervad

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) .

7 st § Corrlin gard

I : _l_ljm ;TI:IEH!ILEH%Swh -dt yuu th tnk CHek 1o ¢ amimarnl. __i;

|_\}ﬁ| £ I;tm suggestions? We're listening il Listingbook

= s =+ e | 976 Kedmn Ct | - Ouick Search Lo
status  Slarea  Wleiters Wlscorchcritera B

FF Fending
F Beid
I st ipeen
I Espired Y PR S alem
Tvears =] [Z*vinston Ssism __'-_] ot

lmm [ |You can add or change
Sul-Diwid on r

4—|—, ,.,,,,,7 Areas, Filters, and
«[—  |Search Criteria when

T Company Litisgs Oriy you see how many

mamsnmedn | Properties were found.

Euhlent Property —
e 121

Eold  Mithdrawn  offlpined

Lols | Bad |Bath | Prik | Bst | hge | SqFt |Prce

TET K dun 01 Hiewa Walley 185 2 T4 WA Y 33 300 §1S0000  Ho 818

Search Resultsi 19 propbmies Wiasi Dive Uit | Thesmbangil Ot by

£ Puint o Croee -
Wctive Blontingend  [Elanding ﬁ Tag Selected

. | Ll [Bod |Rath | Pek | Bat | Age | sqFe
W = taps alng e Hegs Wallsy 83 242 ¥ (38 0 §ipooog OAOROR Fim -]
W =41 Kaguni Heow Wallsy 8 4 26 2 M ¢ ZE0 jisspy 080860 1187 5
W S Qmand by, Heps Wallay 8 3 24 2 M 33 2070 gisoo0g Oe-1E00 T2ae [
B St binme Uit Bl Hess Uailas A e B 3w AW e eiecdtn ARG SR A i

g LUirkag Salectad
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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.

Search Results) 13 poopgities

2 Panl

Wictive  Blorzingant  Elending
Boid Bithdrawn Mplr\c\d

Wik O L | Thsyir ben i Dirdier by
Efcfw Croies il
© Tao Selectad
@'I rfag Selactad
Lwls | B | Bath)| i | B v | SqFt Prce Date $/SqFt

10 3 34 2 ¥ 3B 2@ 3is0p00 G80804 713w r @-
18 4 280z M W 0 piEamo ceoeco T [ @
i0 3 28 2 M M\ V0 o000 Gesso Tz [
10 (3 23 2 ¥ ‘3= 4@ 3MIec0 Oe13DR TR [
1003 38 1 ¥ W Em weran pesoE rim [ &
0 4 20 2 ¥ 13 2 FIES000 21200 smas [
10 4 38 1 ¥ 1\ 398 swven emom et [ &
104 3@ 1 ¥ 33 1 ER0N0 oHTToo mmis [
10 4 30 ‘2 ¥ 13 2@ FpSscO OTFoOsmot [

10 4 1o 2 A 12 2891 RITIS00  0&-3000 288 I_

W G ans aly i Heas Valley
W EE41 Hadun G Heas Vallsy
W == amard br Heas Walley
B 550 e Valae i,  Heas Valley
[ s umard Rt Hegs Vallsy
W Esmcbadianteun Heas Vallsy
B e amand Hegs Walley
W e rntania B Mg Vallsy
W 2;e0 Maqamne by Heas Vallsy
W ot Omend D Hegs Valley
W 25t Qimird Ditss Hee Valley
[ R Hipe Vallay
B 2901 Qi) it Hege Malley

Bath| Pk | tst | Age | sqFe

10 02 200 1 N 36 168 BUID000  OROAOW a0 [T
1003 30 1 ¥ 36 e §07.000 COO0F02 G227 FF
EEE @2 RS 2050 B201200  AH0R0 SRS [l

If you selected properties
from the Suggeted
Comps List, they will be
tagged when you view
them in Quick Search for

Comps.
R

S Tag Seleciey -
& Urtay Selected

34

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

35

|ﬁ e

suggestions? We're listening

CHek 1o comimaril. _,if

i
-. Listinghaok

= s =+ e | 976 Kedmn Ct | - Ouick Search

= T Condingant

FF Fending M Forayfin County
FF Baid S5 Foraytis Coundy
I i g HE Fowanih sourcy
SE Foraryth Cownby

[ Expired R e S alem
Svears ] |5HVnsion-Saem

[Egeruty B tonetisms [
Os :I:r_ fa [_ Sul-Diwid on r
md [ Prieerange |7
Ll I_ S I_ wig Wumenr |

B fa
- [~ Campany Lidisgs Oy Sesnch

to mimgle mosds

Subject Proparty —

| Sarls- Ervriaten

TET K dun 01 Hioga Valley

Searih Resultei 19 sropaites
4 Pl

Wctive Blontingend  [Elanding
Eold  Mithdrawn  offlpined

LT e

W e g alig N4

Heas Vallsy
W =41 Kaguni Heow Wallsy
W iEE Qimand b, Heps Walley

I St e Viaiiee Hid

Hronw Wiallan

Lols | Bad | Bath | Pri | Bst | hge | SqFt

16 3 21 WA Y 3@  Ja00  §im0000  Ho o5 18

Wi i Diie ldeie | Thaimbegil Dirder by
F".'AC"«D e =
& Tag Selecied

g LUirkag Salectad

Uws |Bed | Bath | Pl | Bat | Age | SqF

tolla 24002 ¥ |3 2o gieooog oeoeo 1w [ &
250 Jipspop Osomba FieF [ 5

18 3 324 2 M 3 MU0 pimooog oesoa e [ @
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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).

CMA Sprvices

F roe ) a2 HuyRr HEnices

Ouick Search | Message Box | Calendar | Profile

Chck iocomment,

® CHAA Uit — CMA [ 2976 Kedron 1]

2976 Kedron Ct
Emtered 12 33pmn Mar 4, 2002
Larst Editel Mang et

Tell us what you think... i
comments ¥
suggestions? We're listening il Listingbook
Logpoanil

Suggested Active Comps

Wiew and select ecommended active comps fram
e subjecl propedy's arsa

Suggested Sold Comps

Wiy and ssbecl ecommendsd 2ok comps nom the
sl propert :."‘:- area

Quick Search for Comps

Find and =elecl comps using Duick Search
CyberCMA Report

Wiety the CyberCMA gensraled fram the comparable
ligdings: thal you have salacted

Give Seller a Web Account -

Click hare to gase 1he seller & Ligtingoook web
account

Area Activity

Wiew the recent market ackmity smursd this propery
Edit this Property

Click herg bo edit the CH& propedy description
Transfer this Property

Chck here to trarsder this propedy 1o an agend in
your address book

Remove this Property

36

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

ces | CMA Serelces | O

Ao | i

Tell: us what }rc U th I':n k. ™ Clek 1o comimenl. 1‘:5

procand

Gave Seller Arsa Activity

Expires Mever 8

Fill canl the form balow, requred gemis are in bold. When you'ne resdy, click Sawe 1o £

Seller Information

= camments?
oo (o] M suggestions? We're listening. i Listingback o
® DR Lt — CMA | 2976 Kedron Ct | = Creats Wab Account Logout

Gluick Saarch

Slatus |-"-\..'_uJ||I.-'u.1r~.n:- o

st Hams:

———

li Last Hame: é} <

Address 1

37

Address 2
Cilw;

Home Phone:
Fan

Commerits

38 - Email: [_
I
|

Fioi yous inbainnes apfy.

[ State l_ il l_
[ 4 wekprone [ e[
T wwe [ T

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

«
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To create the seller’s Web account, which includes the CyberCMA™ Report,
click on the Save button (39) .

i Tell us what you think... Cack o comment.
m — e comments? y ] I%
mm suggestions? We're listening il Listingbook
u ChA List -+ CMA | 297E Kedimn Ot | - Creats Web Accoaunt Lot
Fi . [ f ’ 5
FL-:::;.M S bebows, recurad e s in bold, When you're resdy, click Save 1o P 39
Sealler Information
Cive Seller Area Brtiily B Ouick Seasch F
Enpires: Mewer = Slatus: AccountActive =
First Hama: EJc-"m & hary Last Name; |Jones
Email: fohryanast 11222@eot com You can save the seller's
Address 1: [ contact information into the
Address 2: I remainder of the form . =
City: | Stale I_ Tipe
Hame Phone 4 4 Work Phone [ 4 2R
Fax: !_.E .! Pobdle l_.l_.
b =

Your Web developer seller will receive the account information by the time

you read the notice.
Continue button (40).

& Back 1o Top

—— CMA Services | Ouick Search | Message Box | Calends
\f\ L_I]Hmtu. Tell us gﬂihﬂt you think... Chick 1o comment I%
m TR comments;
Bk SHQQ&S:EUL‘S? We're ||$=Eh|nﬂ s Listingbook
m Chie L — CAS | 29PE Kedion Cf ] = Creste Web Account Lapatit

To return to the property menu page, click on the

Seller Account Created

Meosminis ok & Mars Jonas (S00602])

Tou s oexied 5 esllar pazaust far thie papesty, Jehn &
Miary Jensa will be a3e B0 cee this sccoant B0 scosm the
Tell ety Lifingbeh oot Araa A<tivily, Qi Saanch,
b gaTah, Regon. Calandar, ard Besaging.

an small ivheduedng the cellerds Listinghack bar besn
sand ko tha sgdrean chnjanes 1t 12228l con. Than amail
coabinind thin #allafs usai eed i Pt id, ind inlivedioad an
Ty b by B Lishin gl ol Fre e masie S e that The seliars
emaid addiees hag bieen endered comesly,

e 40

& 193%0-200L Urtingbook Samicen. Al Rights Reramed

Page 18



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.

ces | CMA Senvices | Quick Search | Message Box | Calendar | Prafile

_l_ljm Tel |: us wh at yuu th ink- = LRk 16 €omifmail. __if
A | s comments? i *
| L pagk suggestions? We're listening il Listingbook
w DA et -+ CRA, [ 28976 Kedron Ci | LOgout
2976 Kedron Ct Suggested Active Comps
Entered 12 Fpen Mar 4, 2002 Wiew and ==lac] recommended 3C1ve Comgs rom

the subject property's area

Suggested Sold Comps

Wiews sl sekar] recommended sodd comps fram the
subect property's area

Quick Search for Comps

Find and =alect comps using Cuick Search
CyberCMA Report

“hew the CybersMa generated from the comparable
ligtings thal you have selactad

Area Activity

Wiets the racent market actmty sround thes property
Edit this Froperty

Chick here to edi the CHWA properly descnplion
Transfer this Property

Chek here Lo trarstar Ehis propedy 1o an agent in
it afldiess book

Remove this Property

Click herg bo rerrose this propedy fom your CHA
List

Last Editad tkana el

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.
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