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Basic Quick Search Tips & Tricks

Step 1: Click on the Menu Button and Type Quick Search or select Quick Search

» Menu Quick Search Change Listi

from the top bar. From here you can do both a standard Quick Search or

Map Search as needed. Q quick search|

To add a menu item to your favorites,

Search

Quick Search

Step 2: You can now start setting your search parameters on the left by clicking on the word to open up the field.
The results will auto update as you change the criteria.

If you need to search by a different property type (i.e. Rental, Mobile, Land) select this first by clicking the drop
down menu at the upper left of the criteria where it says, Change Search Template.
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Important Tips and Tricks:
v" To make multiple selections in a field (For example, choosing multiple statuses)
Hold down the Ctrl key (PC) or Command key (Mac) as you
Click. M status of Active. Active Under Contract, Pending.

Closed £
Active
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Status of Coming Soon, Active, Active Under

v" When off market statues are selected (Pending, Closed) you can now adjust the
date range. You can select a date from the calendar, manually type it in
or......if you click the little arrows to the left you can change it to Days Back.
Click on the word Days and it changes to Months, or click again and it changes
to Years.
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What if you want to search by a field that isn’t on the default list? Click the green plus sign where it says add a
field to the search. When the add a field box pops up to the right, then the add a field box on the left now works
as a search bar. Type in what you are looking for (example: Senior Commuinty) and the system will look for any
matches. Once found, click on it in the box on the right and it will add it to your list on the left to select as
needed.
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== Add a field to the search

- Additional Search Options
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v" How to Exclude Items from a Search. Sometimes you may need to exclude an item from your search. For
example, lets say your client is interested in all of Simi Valley except Simi Valley East. Instead of entering all the
areas individually you can select the City of Simi Valley and exclude the Area Simi East. To do so, add the Area
Simi Valley East as you normally would. After selecting you will notice it now says Area of SVE- Simi East. Next,
take note that the word of is blue and underlined. If you click on the word of it now changes it to not. This now
changes the selection to Area not of SVE- Simi East. This can be used for any search criteria that shows an

underlined of option. Clicking it agin will change it back to of.
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v Lastly, If you need to edit your serach after you have viewed the results,

DO NOT use the Internet browsers back button
Instead click the Tab that says Edit Search.
This will take you back to the criteria without making you start over.
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