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�

GETTING STARTED 

�

To access calREDD™ go to one of the following 
depending on your board affiliation: 
 
             http://cv.calredd.com 
             http://lc.calredd.com 
             http://cop.calredd.com 
             http://amador.calredd.com  
 
Let the system load the application. It may take a few 
seconds to load, or up to 60 seconds for a dial up 
connection. After the initial login the pages will be 
cached and each subsequent login will be much 
quicker, unless revisions have been made or 
enhancements added to the system. 

�

Login to calREDD™ by entering the 
same Username  and Password  
that you have been using to access 
your former MLS system. Please 
be aware that Passwords ARE 
case sensitive.   

�

The calREDD™ navigational 
Dashboard consists of Widgets, a 
component allowing users an 
interactive interface. Each Widget 
serves a specific purpose and 
allows you easy access to Saved 
Searches, Quick Search, 
Hotsheet, Messages,  Newly 
Matched Listings  for your 
Clients/Prospects, and Search 
History  showing the search criteria 
for your last 15 searches. 
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�

Widgets can be moved around the 
Dashboard and arranged in the 
order you wish. To move a Widget, 
simply place your cursor over the 
dark bar at the top of each Widget, 
click and hold down the left button 
on your mouse to “grab it” moving 
the Widget to the desired position, 
and then release the mouse button 
to “drop it” into place.  

�

You will also find Tabs at the top of 
the Dashboard for conducting 
specific functions in the MLS – 
searching, entering and revising 
listings, managing clients and 
folders.   

SEARCHING�

 

To begin a search click on the 
Search tab on the Dashboard to 
launch the New Search screen. 

�
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 Select the appropriate Property 
Type,  such as Residential , to 
begin your search. You can also 
search or run a Hotsheet for all 
Property Types by selecting Cross-
Type. 
�

 

Enter your search criteria such as: 
 

Property Subtype 
Status 
Price range 
City 
Bedrooms 
Baths 
 

As you enter search criteria, the 
number of listings matching the 
criteria will appear in the lower left 
corner. The maximum number of 
listings for search results is 1000. 
To narrow down the search results, 
enter additional criteria.  

 
 
 

�
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Adding Fields to Your Search: 
You can add additional fields to 
your search by clicking on the Add 
Fields  button. Select the field you 
wish to add from the Available 
Fields  menu and then click on the 
right Arrow  to add it to the 
Selected Fields  menu.  
 

 

After selecting additional fields and 
adding them to the Selected Fields  
menu, you have the option to 
rearrange the fields in the order in 
which you wish them to appear on 
the search screen. Highlight the 
field you wish to move and then 
click on the Up Arrow  to move the 
field up in the order or click on the 
Down Arrow  to move the field 
down in the order. As an example 
the Pool  field has been moved up 
to appear under the Price  fields. 
When you’ve completed moving 
fields click on Save and you will 
then be returned to the Search 
Listings  screen.  
 
NOTE: All fields displayed in the 
Selected Fields  menu can be 
arranged in the order you wish by 
following the above process. 
Additional Fields  that have been 
added, but not arranged in a 
specific order, will appear at the 
bottom of the Search Listings  
screen. To view these fields use 
the scroll bar on the right to 
navigate to the bottom of the 
Search Listings  screen. 
 

�

�
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When you return to the Search 
Listings  screen, you will now see 
that Pool  appears under the Price  
fields. You can now enter data into 
the newly added search fields and 
then click on View Results . 
 
 

 

From the search results List , 
Thumbnail and Detail  views you 
can check the listings you wish to 
view and hide the others from view 
by clicking on the Show Checked 
Only  button. You can toggle back 
and forth to display only the 
checked listings or go back to full 
listings view. 
 

 

 
�
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To add columns of data you want 
included in the view, click on Select 
Columns. The Choose Columns  
menu will appear and you can add 
columns by searching from the 
Available Columns  menu, 
highlighting the column you wish to 
add, and then clicking on the right 
pointing arrow of the Selected 
Columns  menu. The column 
selected will then appear in the 
Selected Columns  menu.  
 
To remove columns from the view, 
highlight the column in the 
Selected Columns  menu you wish 
to remove, and then clicking on the 
left pointing arrow of the Available 
Columns  menu. The column 
selected will then appear in 
Available Columns  menu and will 
no longer appear in the view. When 
finished click on Save & Close . 

 

Sorting Search Results:  You can 
sort data in the columns by clicking 
on the arrow next to the column 
heading to sort in ascending or 
descending order. Clicking on the 
Sort  button will display the Sort by:  
menu which allows you to select 
three different sort options.  
 

 
 
 
You have the ability to move the columns into the order you desire by dragging and dropping it into the desired location. 
Each column also has an auto-sort function. Click on the column header to display ascend and descend arrows. 
 

�

�



9 

 

The search results defaults to the 
List  view. Double clicking on the 
listing number will display the 
Listing Info  screen with the 
property photo.  
 
To change the listing view, click on 
the View tab and slide the arrow 
down to the preferred view.  
�

 

Thumbnail View: Double click on a 
listing to view the listing details in 
the right column. 

 

Map View: Listing Pins  will show 
within the selected area if there are 
less than 250 properties meeting 
the search criteria. Hover your 
cursor over the Pin  to display the 
property address. Double click on a 
Pin  to view the listing, or click on 
View Results  to display the search 
results in another view.  
 

 

Detail View: Double click on a 
listing in the left column to view the 
listing details in the right column. 

�
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SEARCHING USING THE MAP   

 

You can search for property in a 
specific area by using the map. 
From the Search screen, click on 
New Search,  and then click on the 
Open Map  tab on the right.  

 The tools allow you to define the 
search area on the map and then 
enter your search criteria to narrow 
down the search results.  
  
Use the tools at the top of the map 
to draw the area you wish to 
search. You can use the tools to 
draw a rectangle or square .  

�
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 Use the polygon  tool to draw a 
custom shaped area.  

 To use the radius tool to draw a 
circle, click on the Draw Radius  
button and then place the arrow 
over the point you wish to draw a 
radius around. Click and drag the 
arrow to include the area you wish 
to see in the radius. As you drag 
the arrow, the mileage will appear 
within the radius.  

�

�
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 You can draw multiple boxes, 
polygons or radiuses on the map, 
or a combination of all three. If you 
wish to start over, click on the 
Clear Drawing(s)  button to clear 
the map. 
 
Listing Pins  will show within the 
selected area if there are less than 
250 properties meeting the search 
criteria. Hover your cursor over the 
Pin  to display the property address. 
Click on View Results  to display 
the search results in the List view.  
 

SUBJECT PROPERTY SEARCH 

 To search for a subject property on 
the map, click on the Add Pin  button 
and then enter the property address 
in the box and then click on Add .  

�

�
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 After clicking on Add, the subject 
property will be identified by a black 
pin. 

RADIUS SEARCH WITH DISTANCE  

 After identifying a subject property 
you can perform a radius search by 
distance to search for other properties 
in close proximity. First, click on the 
Draw Radius button and then click 
and hold down your cursor on the 
subject property map pin  and drag 
out the circle to the desired distance. 
You will see the distance of the radius 
as you move the circle towards or 
away from the subject property. 

�

�
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�

SAVED SEARCHES & SEARCH TEMPLATES �

 

You can save searches that you 
frequently run so that you do not 
have to re-enter the search 
criteria each time you wish to 
run a search. Simply enter the 
search criteria, click on Save 
Search , type in a Search Name  
and then click on Save Search.  
 
  

 

To run a saved search click on 
the Load Search  button and 
select the search from the Load 
Search  screen and click on 
View Results . 

 

�

�
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You can also create Search 
Templates. Search Templates  
are similar to Saved Searches 
except that you add or delete 
fields that you frequently search 
and then save it as a template.  
   
 

 

After adding or deleting desired 
fields click on Save as 
Template , type in a Template 
Name and then click on Save 
Template. 
 
 

�

�
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To access a template click on 
the Search Template  button 
and select the appropriate 
Template from the menu. Enter 
the search criteria and click on 
View Results . 
 

CLIENTS, AUTO-PROSPECTING, E-MAILING & FOLDERS �

 

The Clients  tab helps you to 
manage your clients, set up auto-
prospecting and save their search 
results for future reference. 
 
To enter a client click on the Clients  
tab. 
 
  

 
  

Next, click on Add New Client  and 
select from the drop-down menu 
Buyer , Seller  or Other . Next, enter 
as much information as you like, the 
Client Type, First Name  and Last 
Name are the only fields required in 
order to save the information as a 
Client. After the appropriate fields 
are completed, click on Save in the 
lower right corner.  

�

�

�
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Your client’s name will now appear 
on the Client  screen.    
 

 

 

To set up auto-prospecting for your 
client, go back to the dashboard and 
click Search  and then select the 
appropriate Property Type,  such as 
Residential , to begin your search. 
 
 
 

 

Enter your client’s search criteria and 
then click on Save Search  and give 
the saved search a name that will 
help identify it as your client’s search 
and then click on Save Search  in the 
lower right corner. 

�

�
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After saving your client’s search go 
back to the dashboard and click on 
the Clients  button to display your 
client list. Double click on your clients 
name to display the Client Details  
screen. 

 Click on the Auto Prospecting  
button and then click on the New 
button (magnifying glass icon) in the 
upper left corner. It will then display 
the search information below where 
you can select the Saved Search  
you just created from the Saved 
Searches  menu by clicking on the 
down arrow. You also have the 
option to email the search results to 
Agent, Client  and Client’s 
Spouse/Partner . Emails of matched 
listings (including new listings and 
listings that have had a change in 
price or status that now match your 
client’s search criteria) are sent out 
twice a day at 12:00 p.m. and 7:00 
p.m. After making the appropriate 
selections, click Save. 

�

�

�
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 After clicking Save, the search 
results will automatically appear.  
 
To remove listings from the search 
results check the box next to the 
listing and then click on the Reject 
icon  (thumbs down); run reports by 
clicking the Report  button; delete 
listings by clicking the Delete button 
(garbage can icon); email listings by 
clicking the Email  button (envelope 
icon); change the View from List  to 
Thumbnails, Map  or Detail ; (sort 
the listings by clicking on the Sort  
button. You can add comments 
about the recent search or your client 
by clicking on the Notes  tab at the 
top. 

 

To Save listings to a folder, check 
the box next to the listings to be 
saved and then click on the Save 
icon and the Save Listings  screen 
will appear. Select Client Folders  
and then click on the arrow of the 
Client  field to display the drop-down 
menu and to select the client. Under 
Select Folders , click on Existing  
and then click on the down arrow to 
display the drop-down menu and to 
select the client folder, or click on 
New and then type in the client name 
to create a new folder. After clicking 
on Save the following message will 
appear. 
�

�
�

�

�
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The Newly Matched Listings  widget 
directly links to your client’s auto 
prospecting. Simply click on Run to 
access your client’s listings 
 
 
 
 
 
 
 
 
 
 
 
 
You will then be directed to the 
client’s Auto Prospecting  page. 
�

 

If you saved your clients search 
results in a folder, click on the 
Folders  button, and then click on the 
arrow to select your client’s name 
from the folder list. 

�

�
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Next, click on the arrow to display 
the drop-down menu and to select 
your client’s name from the folder 
list. The saved listings will appear on 
the screen.�

 

You can e-mail listings from any 
search results screen by clicking on 
the Email  button. When the Email 
Listings  screen appears you can 
enter in the email address manually, 
double click on the name from the list 
on the right, or highlight a name from 
the list on the right and then click on 
Add . You have the option to receive 
the same email by selecting Send 
Me a Copy . After completing the 
desired fields, click on Send Email .  
 
Listings can be sent to multiple email 
addresses. If entering the addresses 
manually please use a coma to 
separate each address (example: 
diannem@car.org, prez@usa.gov). 
Currently blind (Bcc) emails cannot 
be sent.�

�

�
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�

ENTERING A LISTING �

�
To enter a listing click on the 
Listings tab to launch the Listing 
screen . 

�

Next, click on New Listings and the 
Property Type  screen will appear. 
Select the appropriate Property 
Type,  such as Residential, to begin 
entering a listing. 
 
 

�

Listing input is separated into steps. 
For Residential  the steps include: 

·  Property/Type/APN 
·  Listing 
·  Property 
·  Compensation/Showing 
·  Financing/Terms 
·  Exterior 
·  Interior 
·  Rooms 
·  Mobile Home** 
·  Farm – Ranch – Ag**  
·  Media 
 

Required fields are in red and 
denoted by an asterisk (*). When all 
required fields are completed in each 
section, the Red square will turn to 
Green. 
 
* These conditional steps are only accessible 
when Mobile Home  or Farm – Ranch - Ag  
has been selected as the property sub-type. 

�
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�

Step 1 Property Type/APN: � lick on 
the down arrow on the Property 
Subtype  field to display the drop-
down menu and then select the 
appropriate Subtype.  
 
Follow the same procedure above to 
select the appropriate County from 
the County  field. 
 
When all required fields are 
completed, the Red square will turn 
to Green, click on the Next button in 
the lower right corner. 
 
 
 
 

�

Step 2 Listing: Enter the 
appropriate listing information and 
when all required fields are 
completed, the Red square will turn 
to Green. You can continue to enter 
data into the un-required fields or 
click on the Next button in the lower 
right corner. 
 

�

Step 3 Property: Enter the 
appropriate listing information and 
when all required fields are 
completed, the Red square will turn 
to Green. You can continue to enter 
data into the un-required fields or 
click on the Next button in the lower 
right corner. 
 

�
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�

Step 4 Compensation/Showing: 
Enter the Commission and 
information on showing the property 
and when all required fields are 
completed, the Red square will turn 
to Green. You can continue to enter 
data into the un-required fields or 
click on the Next button in the lower 
right corner. 
 
 
 

�

Step 5 Financing/Terms: Enter the 
appropriate information and when all 
required fields are completed, the 
Red square will turn to Green. You 
can continue to enter data into the 
un-required fields or click on the 
Next button in the lower right corner. 
 
 

�

Step 6 Exterior: Enter the 
appropriate information and when all 
required fields are completed, the 
Red square will turn to Green. You 
can continue to enter data into the 
un-required fields or click on the 
Next button in the lower right corner. 
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�

Step 7 Interior: Enter the 
appropriate information and when all 
required fields are completed, the 
Red square will turn to Green. You 
can continue to enter data into the 
un-required fields or click on the 
Next button in the lower right corner. 

�

Step 8 Rooms: Enter the 
appropriate information and when all 
required fields are completed, the 
Red square will turn to Green. You 
can continue to enter data into the 
un-required fields or click on the 
Next button in the lower right corner. 

MEDIA  

 

To load a photo, from the Media 
screen, click on the Upload  button to 
retrieve a photo saved on your 
computer.   

�
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Click on the desired photo and then 
click on Open. The photo will then 
upload onto the listing. You can 
continue the process to upload 
multiple photos, or, click on the folder 
and then click on Open to upload all 
the listing photos at one time.  

 

You can rearrange the order of the 
photos, by simply dragging and 
dropping the photo into the desired 
position. 
 
To have a caption appear with a 
photo, click on the appropriate photo, 
type your caption into the Photo 
Caption  field, and then click on Save 
Changes .  

 

To upload a Virtual Tour  click on 
Virtual Tour Link .  
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 Enter the link into the Virtual Tour 
Link:  field and then click on Save. 
 
 

After completing all the required fields in RED. Click on SAVE to save the file to the system and assign a listing number.   

When the listing has been successfully saved the message to the left 
will appear on the screen. 

 

If you can’t complete all the sections, click on the SAVE AS DRAFT  
button. You can come back at a later time and complete the listing. In 
order to SAVE AS DRAFT you must have  

 

REVISING A LISTING 

�
To Revise  a listing click on the 
Listings tab  on the Dashboard to 
launch the listing screen. 

�

The listing screen will automatically 
populate with your listings. Check the 
box next to the listing to be revised 
and then click on the Revise  button. 
It will take you back to Step 1 of 
listing input and you can either click 
on the Next  button to proceed to the 
next step or click on the button for 
the specific section you wish to 
revise. After making the changes to 
the listing be sure to click on Save.  
 
 

�

�
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�

REPORTS  

� To view and print reports, from the 
search results screen check the 
boxes in front of the listings you wish 
to view you and then click on the 
Report  button.  

� From the Report screen select either 
Agent  or Client  report, and then 
click on the report you wish to 
generate. 

� The report will appear in a new 
window. If you selected more than 
property for a report you can 
advance to the next report by clicking 
on the forward arrow, or click on the 
down arrow of the Page menu to 
select the next report. 
 
The report comes with the following 
menu choices: 

 �

�

�

�
Here you can select the 
file format you wish – 
Pdf, Xls, Rtf, Mht, Text, 
CSV, Image. 
 

Export report and show it 
in a new window. 
 

Export report and save it 
to a disk. 
 

Print current page. 
 

Print entire report(s). 

�

�

�

�
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�

Exporting Data Into a Spreadsheet 
An Export feature is available on all 
search results screens so you can 
easily export the contents of the grid 
you see on the screen into a .csv file 
which will open into a spreadsheet. 
First, run a search and then check off 
the listings you want to include (or 
use the “check all” feature by 
checking the box on the top left of 
the column headers – see red 
arrow). Next click on the Export  
button (see circled in red). 
 
 

�

After clicking on the Export button a 
dialog box will open. You will 
immediately be prompted to select a 
file location (such as your desktop or 
to a folder on your hardrive) and you 
can rename the file if you wish. After 
clicking the Save button, you will find 
the file in the selected location on 
your computer.  
 
 

�

If you have Microsoft Excel installed, 
you can simply double-click on the 
file to open it with Excel. If you don’t 
have Excel, there are other 
spreadsheet programs on the 
Internet available to download free of 
charge such as OpenOffice. 
 
 

�

If you wish to include additional columns of inform ation in the spreadsheet,  
see page 8 for instructions on how to add or remove  columns from your  
search results. This must be done prior to Clicking  on the Export button. �
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�

Through the Export function you can 
also create a Tour Sheet of the 
listings scheduled for Tour/Caravan.  
 
The ability to search for a 
Tour/Caravan Date may not be 
available in all regions using 
calREDD. 
 
To search for a Tour/Caravan you 
will need to add the field 
Tour/Caravan Date  to the Search 
screen. Please see page 6 for 
directions on how to add fields to 
your search and page 13 for adding 
fields and creating a search 
template.  
 

�

Once you’ve added the field, 
Tour/Caravan Date, then you can 
enter in a date range to search for a 
Tour/Caravan during that time frame. 
After entering the dates, click on 
View Results . 

�

From the Search Results, select the 
listings you wish to include and then 
click on the Export  button. 

�
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�

The listings you selected will then 
appear in the spreadsheet. 
Remember, only the columns of data 
showing on the search results will 
appear in the spreadsheet. If you 
wish to have more columns appear 
on the spreadsheet, see page 8 for 
instructions on how to add or remove 
columns from your search results. 
This must be done prior to clicking 
on the Export button.�

� Ranking Reports, Agent  and Office 
Roster s, and an NAR Report  are 
available by clicking on the Report  
tab at the top of the screen. 
 
Please Note: Only Managing 
Brokers, Office Managers and 
Admins have access to the 
Ranking Reports. 
 
 
 
 
 
 

� After the Report  screen opens, 
select the type of report you wish to 
run to display the fields to enter in 
data necessary to produce the 
report. 

�

Tip: Once data has been exported into a spreadsheet, you can move the 
columns of data around on the spreadsheet placing then in the order you wish.  
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� In this example a Company 
Ranking  report has been selected. 
Enter in the data and then click on 
Run Report .  

� The report will open in a separate 
window. You can print the report by 
clicking on the Printer icon or save 
the report by clicking on the Disk 
icon. 

� Agent  or Office Rosters  are also 
available to view or print through the 
Report function. In this example 
Office Roster was selected. You can 
generate a roster of all offices by 
leaving the Company and Office 
fields blank. Or, to view a roster for a 
specific company or office, enter in 
the name in the Company or Office 
Field and then click on Run Report. 

�



33 

� The roster will open in a separate 
window. You can print the roster by 
clicking on the Printer icon or save 
the report by clicking on the Disk 
icon. 

EDIT PROFILE�  

� You have the ability to edit your 
contact information by clicking on the 
down arrow to the right of your name 
in the upper right corner of the 
screen and selecting Edit Profile  
from the drop-down menu.  
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�

The Edit Profile  dialog box will 
display and is populated with your 
contact information on file. You can 
add or revise your contact 
information by typing it into the 
appropriate fields and then clicking 
on Save.  
 
You can also add your personal 
portrait by clicking on the Upload  
button underneath the silhouette to 
retrieve a photo saved on your 
computer. After you’ve uploaded 
your portrait the photo will now 
appear in the Edit Profile dialog box.  
 
The contact information in your 
Profile appears in the emails sent to 
your clients either manually or 
through auto-prospecting. Your 
contact information and personal 
portrait appears at the bottom of 
Client reports that you generate. 

�

�

�


