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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 
              
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. 

� After the system has loaded, 
the first screen you’ll see 
includes the Update 
Information  box. This section 
contains pertinent information 
regarding the calREDD® 
system, such as any changes 
or enhancements added to the 
system, or any issues currently 
affecting the system. 
 
To access the MLS, click on 
Continue to Login . 

� 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.  After entering 
your Username and Password, 
click on Login  
 
 

�
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� 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. 
 

� Newly Matched Listings 
Widget:  For those that use 
Auto Prospecting, the Newly 
Matched Listings widget will 
show your clients name and 
the number of listings that 
have met their search criteria.  
 
Clicking on the arrow next to 
the client’s name will show the 
name of the Saved Search 
that has been assigned to the 
client. Clicking on Run, will 
take you into Auto 
Prospecting. 

� Saved Searches Widget:  The 
Saved Searches widget 
displays all Saved Searches 
(in alphabetical order) that you 
have created. Clicking on the 
down arrow next to Standard, 
will show a drop down menu 
allowing you to select the 
saved searches you wish to 
view - Standard, Hotsheet, 
Auto Prospecting  and All . 
You can quickly locate a 
Saved Search by typing in a 
few characters in the Search  
field.  
 
Clicking on Run will launch the 
search. Clicking on Delete  will 
delete the search. 
 
 

�

�
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Quick Search Widget:  Quick 
Search allows you to quickly 
locate listings from the 
homepage. It defaults to 
Cross-Type , but you can click 
on the down arrow to display 
the Property Type menu. Use 
the scroll bar on the right to 
scroll down and display the 
additional fields available for 
searching.  
 
 

 Quick Hotsheet Widget: Here 
you can quickly view New 
listings, or listings with the 
“change type” noted in the 
widget, such as Back on 
Market, Price Increase, etc.  
 
Quick Hotsheet defaults to 
Cross-Type, but you can 
change the property type you 
wish to view by clicking on the 
down arrow next to Cross-
Type to display the property 
type menu. You can also 
change the default of 7 Days 
Back by clicking on the down 
arrow, and then selecting from 
0, 1, 3, 7, 14 or 30 Days Back.  
 
Clicking on View All  in the 
lower left corner of the widget 
will display all Change Types.   

 Message Widget: Here you 
can view messages from your 
local Association and from 
calREDD®. The default is set 
at last 7 days, but you can 
click on the down arrow to 
select the last 24 hours, 7 
days, 14 days, or 30 days. 
 
Clicking on the arrow next to 
the date will display the entire 
message 

�

�

Note: There are a limited number of fields available in the Quick Search widget. If 
you plan to search for listings in more detail, please click on the Search tab to 
launch the standard search, which allows for more detailed searching and the 
ability to add fields to your search. 
�

Note: The Quick Hotsheet will display listings in the entire database. If you plan 
to search for listings in more detail, such as by city or county, please click on the 
Search tab and select Hotsheet as your search, which allows for more detailed 
searching and the ability to add fields to your search. 
�

�
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� Search History Widget: The 
Search History widget 
automatically saves your last 
15 searches. Each new search 
that you conduct will appear at 
the top of the list. To display 
the search criteria, click on the 
arrow on the left. To run the 
search, click on Run. 
 
Note:  Searches that haven’t 
been run in 30 days will 
automatically be deleted from 
the Search History widget. 

� 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. Currently, after logging 
out and then logging back in, 
the widgets will return to their 
default placement. In the near 
future there are plans to allow 
you to save the positioning of 
the widgets. 

� 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. 
These tabs are your source for 
navigating through the system. 
Do not use the back arrow in 
your toolbar.  If you do, you 
will receive the message – Are 
you sure you want to 
navigate away from this 
page? Press OK to continue, 
or cancel to stay on the 
current page. 
 
Tip:  To avoid clicking on the 
back arrow in your toolbar, 
click on the F11 key at the top 
of your keyboard to hide the 
toolbar. Clicking on F11 again 
will bring the toolbar back into 
view. 

�

 

 
�
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�

SEARCHING�

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

 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.  
 
Note:  When searching Cross-Type  
and entering data into the following 
fields Bedrooms, Full Baths, 
Partial Baths, Square Feet,  and 
Year Built , Land listings will be 
excluded from your search results. 
�

 

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 a Search   

 

Adding Fields to a 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.  
 
Note:  When adding fields to a 
Cross Type search, only those 
fields that are common between all 
property types will be available to 
add to the search.  
 

 

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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Adding Columns to the List View   

 

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.  
 

�

�

Note:  When adding columns to a Cross Type search results, only those 
columns that are common between all property types will be available to add 
to the search results list view.  
�
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Each column also has an auto-sort function. Click on the column header to display ascend and descend arrows. 
You have the ability to resize the width of the columns, and to move the columns into the order you desire by dragging 
and dropping the column into the desired location. The system will automatically remember the changes you’ve made to 
the List view – columns added or removed, the order in which the columns appear, and the width they have been 
resized. Note: these settings are saved per search type (Standard, Hotsheet, and Quick Search) and per property type 
(Cross-Type behaves like a separate property type). 

 

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. 

�
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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: Click on a thumbnail 
listing on the left to view the listing 
in detail. To view additional photos, 
click on the thumbnail photos, 
under the primary photo, or the 
arrows to advance to the next 
photo. If the listing features a virtual 
tour, you can view it by clicking on 
the Virtual Tour  tab above the 
primary photo. To view the 
property’s history on the MLS, click 
on the Property History  tab. The 
history can be printed by clicking on 
the Print  button on the upper right 
of the Property History screen. If 
the listing includes associated 
documents, such as a pest report, 
flood plain map, etc., an additional 
tab, entitled Documents, will 
appear. Clicking on the Documents 
will display the associated 
documents 

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.  

�
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 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 . To 
draw a rectangle or square, click on 
Draw Box , place the cursor on a 
location on the map as your starting 
point, hold down the left mouse 
button, move the mouse to the 
desired size and then release the 
mouse button. 

 Use the polygon  tool to draw a 
custom shaped area. To draw a 
custom shape, click on Draw 
Polygon , place the cursor on a 
location on the map as your starting 
point, click on the left mouse button 
and release and you will now see a 
green dot. Move the cursor to 
another point on the map, click on 
the left mouse button and you will 
see a line from the green dot to this 
next point. Continue moving the 
cursor and clicking the mouse 
button until you’ve achieved the 
desired shape. To close the shape, 
click on the green dot and the 
shape will become highlighted in 
orange. This area is now the area 
that will be searched.  

�
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 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 on the left 
mouse button 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. Release the mouse button 
when the desired sized radius is 
achieved.  

 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.  
 

�
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�

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 .  

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

�

�
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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 place 
the arrow over the point you wish to 
draw a radius around. Click on the left 
mouse button 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. 
Release the mouse button when the 
desired sized radius is achieved. 

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 select a 
property type and enter the 
search criteria, click on Save 
Search , type in a Search Name  
and then click on Save Search.  
 
  

�

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

 

 

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.  
 
Saved Templates differ from 
Saved Searches in that the 
fields in a Template are blank, 
while the fields in a Saved 
Search contain the search 
criteria. After creating a Saved 
Template, you can enter search 
criteria and save it as a Saved 
Search. 
   
 

�
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 After adding or deleting desired 
fields, click on Save as 
Template . Type in a name in 
the Template Name  field and 
then click on Save Template. 
You can opt to make a Saved 
Template your default search 
screen (for specific property 
types) by checking the box Set 
as Default . The next time you 
click on Search, and select the 
Property Type you created the 
template for, it will automatically 
load that template as your 
default search. 
 
 

 

To access a template, click on 
the Search Template  button 
and select the appropriate User  
Template from the menu. Enter 
the search criteria and click on 
View Results . 
 
Note:  On the Search Template 
menu, a Del link appears to the 
right of the template name, 
making it possible to delete a 
search template, if desired.  

�

�

�
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�

Tax Search   

 calREDD® features reInsight 
tax records developed by LPS 
Real Estate Group. You have 
the ability to search the tax 
records for all California 
counties simply by clicking on 
Search , and then selecting Tax 
Search  from the New Search 
window. 

 Once reInsight has launched, 
click on the Help  button in the 
upper right corner of the screen 
to view Training Videos , a 
Quick Start , and an extensive 
User Guide. 
 
reInsight tax records may not be 
available in all regions using 
calREDD®. 

�

�
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�

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.  

 

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. 
 

�

�

�

��
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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. 
 
Note:  You must create a Saved 
Search  (NOT a Saved Template) 
with your client’s criteria in order to 
assign the search for Auto 
Prospecting. 

 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. 

�

�
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 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 
a list of your saved searches. You 
can then 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 
your Client  and Client’s Spouse/ 
Partner .  
 
When setting up a new auto 
prospect search (or modifying an 
existing one), you will see a field 
labeled Include Link To , with 
options for Client View, Client 
Report,  and Agent Report . With the 
default option, your client will receive 
auto prospecting e-mails with a link 
to view the newly matched listings in 
an interactive Adobe Flash web 
page, called the Client View . 
However, if you choose the Client 
Report or Agent Report  options, 
you can then select any one of the 
available calREDD® 'Print'  report 
formats, and your client will receive 
auto prospecting e-mails with a link 
to view the selected report. After 
making your selections, click on 
Save. 

 After clicking on Save, the listings 
matching your client’s search criteria 
will appear. At this point, select the 
listings you want your client to 
receive by checking the box in front 
of the listing, and then click on the 
Email  button to send them off to 
your client. Auto Prospecting e-mails 
are sent out at 12 noon  and at 7:00 
PM. After this initial e-mail has been 
sent, your client will not receive 
another e-mail until listings matching 
your client’s search criteria become 
available. These may be newly 
entered listings, or existing listings 
that have had a revision and now 
meet your client’s criteria, such as a 
price reduction or change in status. 

 

�

�

Note:  Selecting a calREDD® report offers more flexibility: since the 
calREDD® reports are HTML-based, they may be more suitable for viewing 
on a slow internet connection...and they will also work on any internet-
capable PDA! 

�
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 You have the option to remove 
listings from the search results by 
checking the box next to the listing 
and then clicking on the Reject icon  
(thumbs down); run reports by 
clicking the Print  button and then 
selecting a report from the menu; 
delete listings by clicking the Delete 
button (garbage can icon); export 
the listings into a spreadsheet by 
clicking on the Export  button; 
change the View from List  to 
Thumbnails, Map  or Detail ; (sort 
the listings by clicking on the Sort  
button.  
 
You can add comments on the 
recent search or about your client by 
clicking on the Notes  tab at the top. 
Type your notes into the Add Note  
field, and then click on Save to add 
them to the Notes Archive . You can 
revise your notes by clicking on Edit , 
or remove your notes by clicking on 
Delete which appears to the left of 
your notes and then click on Save. 
 

 You can create a .csv (Comma-
Separated Values) file with your 
clients' contact information by 
clicking on the Export  button at the 
top-right. You will be prompted to 
select a location on your computer 
where the file can be saved. You 
can easily use this .csv file to import 
the information into another 
application, if desired, or simply 
double-click on it to open with 
Microsoft Excel (if you have Excel 
installed).  

 

�

�
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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. 
�

 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 back to the 
client’s Auto Prospecting  page.  
Click on the Auto Prospecting 
Name (the name of the Saved 
Search assigned to the client) to 
display the matched listings below. 
�

�
�

�
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 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. 

 

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. 
If you have entered your clients into 
the Client  module, their names and 
e-mail addresses will appear on the 
list on the right. 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 e-
mail addresses. If entering the 
addresses manually please use a 
coma to separate each address 
(example: diannem@car.org, 
prez@usa.gov). You can also send 
blind carbon copy e-mails by 
entering an e-mail address into the 
BCC Addresses  field.  �

�

�

�

Note:  If you have entered an e-mail address incorrectly, i.e. no @ sign or an 
incorrect file extension such as .not instead of .net, the Send Email  button will be 
dark and won’t allow the e-mail to be sent until the e-mail addresses is corrected. 
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ENTERING A LISTING �

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

� The Listings module will populate 
with your Active, Backup  and 
Pending  listings. If you wish to view 
listings under another status, click on 
the down arrow in the Status  box to 
display the Status menu, and then 
select the additional status. 
 
If you began entering a listing, but 
couldn’t complete it, you can save it 
as a Draft  listing. To complete a 
Draft listing or revise an existing 
listing, check the box in front of the 
listing, and then click on the Revise  
button. 
 
To enter a new listing, 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 circle will into turn 
to Green check. Your goal is to have 
all Green checks in order to Save as 
Published . 
 
* 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 : Click 
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 circle will turn to 
a Green check, 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 circle will turn to 
a Green check. You can continue to 
enter data into the un-required fields 
or click on the Next button in the 
lower right corner. 
 
Note:  Upcoming listing expiration 
alerts are e-mailed to listing agents 
nightly - at 7 days, 3 days, and 1 day 
prior to the actual expiration date. 
 

� Step 3 Property: Enter the 
appropriate listing information and 
when all required fields are 
completed, the Red circle will turn to 
a Green check. You can continue to 
enter data into the un-required fields 
or click on the Next button in the 
lower right corner. 
 
Note:  A spell check feature is 
available on all text fields that allow 
200 or more characters. To use, 
simply click the ‘abc’  button to the 
right of such fields.  
 
All text fields include a character 
counter, showing both the current 
count and the maximum allowed 
(Exp. 25/1000). 
 

�

�

�

�

Note:  To save an incomplete listing as a Draft, you must specify Listing Office, 
Listing Agent, and Status before clicking on Save as Draft . Draft listings that 
have been unmodified in the last 30 days will be purged from the system.   
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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 circle will turn to 
a Green check. 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 circle will turn to a Green check. 
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 circle will turn to a Green check. 
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 circle will turn to a Green check.  
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 circle will turn to a Green check.  
You can continue to enter data into 
the un-required fields or click on the 
Next button in the lower right corner. 

Media – Adding Photos, Virtual Tours & Documents  

 To load a photo, from the Media 
screen, click on the Upload  button to 
retrieve a photo saved on your 
computer.  
 
Tip:  calREDD® does not restrict the 
number of photos you can upload to 
a listing. You can upload 2 photos, or 
you can upload 20 photos. You can 
upload as many or as little photos as 
you like, as long as you follow the 
guidelines established by your local 
board. 

�

�

�

�
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 Click on the desired photo and then 
click on Open.  

 A dialog box will pop up, click on Yes 
to upload the photo. There is a bit of 
a lag time, and just about the time 
you’re tempted to click on yes, again, 
the photo(s) will begin to upload.  
 
 

 You also have the ability to upload 
multiple photos at one time by using 
the Shift  and the Ctrl  keys. To 
upload all of the photos in a folder, 
click on the first photo to highlight it, 
and then hold down the Shift  key 
and click on the last photo. All the 
photos will then become highlighted. 
To continue, click on Open to upload 
all the listing photos at one time. 
 
If you wish to select specific photos 
from of a group of photos in a folder, 
hold down the Ctrl  key as you click 
on the photos.  
 
Note:  When new listing pictures are 
uploaded, calREDD® enforces a 
maximum size of 640x480 to ensure 
reasonably fast downloads (for other 
users) on the Listing Detail page, 
reports, etc. If necessary, photos are 
automatically reduced in size on your 
local computer as they are uploaded 
to calREDD®.  

�
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 You can rearrange the order of the 
photos, by simply dragging and 
dropping the photo into the desired 
position. To do so, place the cursor 
over the chosen photo, hold down 
the left button on the mouse, and 
then drag it to the desired position 
and release the mouse button. 
 
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 .  

 Enter the link into the Virtual Tour 
Link:  field. You can view the virtual 
tour to make sure it’s the correct tour 
for the property, or to confirm that the 
link has not expired, by clicking on 
View.  When complete click on Save. 
 
 

�

�

�



32 

 In addition to uploading photos or 
adding a virtual tour, you also have 
the ability to upload associated 
documents.  
 
To upload documents, click on the 
Media tab, click on Documents,  and 
then click on Upload Document  to 
retrieve the document saved on your 
computer and then click on Open. 
 
Note:  Any document you upload 
must be in PDF format. If you do not 
have software that allows you to 
create PDF files from any printable 
document, a free download is 
available at www.cutepdf.com. 
  
 

 A dialog box will pop-up, click on Yes 
to upload the selected file.  
 

 

After the document has been 
uploaded it will appear on the 
screen. Next, click on Save as 
Published .  
 
Note:  Documents marked as Private  
will only be visible to you, a co-agent, 
your broker/office mgr, and 
Board/MLS staff. 
 

�
�

�
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 When one or more documents have 
been uploaded to a listing, a new tab 
entitled, Documents,  will appear at 
the top of the Listing Detail page, 
allowing you and other agents to 
view them.  
 
Note:  Documents are never shown 
on the Client View.   

 While in the Listings  module, you 
can view when a listing is set to 
expire by using the scroll bar at the 
bottom of the screen to display the 
Expiration Date  column on the far 
right. 
 
Note:  Upcoming listing expiration 
alerts are e-mailed to listing agents 
nightly - at 7 days, 3 days, and 1 day 
prior to the actual expiration date. 
 

Map – Repositioning a Map Pin   

 After entering the property address 
during listing input/revise, you can 
use the Map tab (found just below 
the existing 'Media' tab) to preview 
the map pin placement (shown in 
blue). When necessary, you can 
manually reposition the pin by simply 
clicking on the desired spot (new pin 
shown in black). Subsequently, when 
other agents search using the map, 
you can rest assured they will find 
your listing. 

�

�

 

 
�
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After completing all the required fields in RED, click on Save as Published  to add the property to the MLS 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,  the following three fields must be populated – Office, Agent  and Status . 
Be aware, draft listings that have been unmodified in the last 30 days will be 
purged from the system.    

 

REVISING A LISTING 

�
There are several ways to access a 
listing for the purpose of revising it. 
The first option is to click on the 
Listings tab  on the Dashboard to 
launch the listing screen. 

�

The listing screen will automatically 
populate with your listings with 
Active, Backup  and Pending  
status. To view all other statuses, 
click on the down arrow in the 
Status field  and select Browse  to 
view the status menu.  
 
From the list, 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 will see the 
Listing Number  displayed in the 
upper left corner. 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 such as Financing/Terms. 
After making the changes to the 
listing, be sure to click on Save. 

�
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REPORTS  

 

Current List View  print option is 
available on all search results and 
list/grid views for those who wish to 
print out a simple list of properties. 
First select the properties to be 
included by checking the box in front 
of the Listing Number, check the very 
top box to include all listings. Next, 
click on the arrow  on the Print  
button in the toolbar to display the 
drop-down menu. Select the Current 
List View  option and a print-ready 
version of the current List View is 
sent to the printer of your choice. 
Statistics , based on the properties 
selected, will appear at the top of the 
report.    

 

�

You can also access a listing (except 
Draft listings) for revising directly 
from the homepage by using the 
Quick Search  widget. Simply type in 
the Listing Number,  and if you have 
privileges to modify the listing, the 
Revise  button will appear next to the 
View button. 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.  
 

�

You can also access a listing (except 
Draft listings) for revisions from the 
Detailed View  screen. If this is your 
listing and you have privileges to 
modify the listing, the Revise  button 
below the photo will be active. Click 
on Revise  and it will take you back 
into listing input to make revisions. If 
this is not your listing, or if you do 
not have privileges to modify listings, 
the Revise  button will be “grayed-
out.” 
 

�

Tip:  By customizing the set of columns in your List View, you can generate 
dynamic one-line reports! When printing, you may opt to change the printing 
preferences to Landscape to accommodate the horizontal format.�



36 

�

To view and print reports, from the 
search results screen check the 
boxes in front of the listings you wish 
to print reports for. Next, click on the 
arrow  on the Print  button in the 
toolbar to display the drop-down 
menu, and then click on Reports  to 
launch the Reports screen.  

� The Report screen defaults to Agent  
reports and you will need to use the 
scroll bar on the right to scroll down 
the menu to display all of the reports 
available. If you wish to generate a 
client report, click on Client  to 
display the reports available. You 
also have a choice in the format in 
which the report will be created – 
PDF, Word or CSV (spreadsheet 
format). It defaults to PDF, which is 
the most used format option (some 
reports may not be available in all 
output formats). Click on the report 
name you wish to generate.  
 
In addition to the Appraiser 
Statistics , a 1004MC report is also 
available.  

� Reports will appear in a new window, 
or in a new tab. If you selected more 
than one 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 property 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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�

Quick Stats   

 

Quick Stats  are available on all 
search results and list/grid views. To 
view the Stats, first select the 
properties from your search results 
that you wish to include the statistical 
calculations, and then click on the 
Stats  button. A set of quick stats will 
display, showing high, low, average, 
median, and total figures for Original 
Price, Listing Price, Sold Price, 
CDOM, Apx Sq Ft, and Apx Lot Size. 
You will also find a button to Print , 
which immediately produces a report 
with the stats viewed on-screen, 
followed by the supporting listing 
information in the Current List View. 

Exporting Data into a Spreadsheet   

�

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. 

�

Note:  If you wish to include additional columns of information in the spreadsheet,  
see page 10 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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� 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.   
 

The listings you selected will then 
appear in the spreadsheet. Only the 
columns of data showing on the 
search results will appear in the 
spreadsheet. If you wish to have 
additional 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. 
 

�

Tip:  Once data has been exported into a spreadsheet, you can move the 
columns of data around on the spreadsheet placing them in the order you wish.  
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�

Tour Report �  

�

To print a Tour Report , you must 
first search for the properties on tour. 
Open up a search screen and then 
add the field Tour/Caravan Date  to 
the Search screen (please see page 
8 for directions on how to add fields 
to your search). You may also want 
to add the field County  if your MLS 
database includes multiple counties 
and the field Association  if you wish 
to only search for properties on tour 
specific to your local association. 
 
The ability to search for a 
Tour/Caravan Date may not be 
available in all regions using 
calREDD®. 

�

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 . 

�
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� From the search results screen, 
check the uppermost box in order to 
select all listings. Next, click on the 
Print  button to display the Reports  
menu. Use the scroll bar on the right 
to scroll down the menu, and then 
select Tour . 

CMA�  

� calREDD® features rDesk CMA, 
developed by LPS Real Estate 
Group. You have the ability to create 
a full CMA package that includes not 
only comparable properties, plus an 
array of reports that you can 
customize to fit your needs. 
 
To begin a CMA, you must first 
conduct a search of properties, using 
statuses, date ranges, etc., that allow 
you to come up with a comparable 
price for the subject property. After 
selecting the properties you wish to 
include in the CMA, click on the 
down arrow next the Print button, 
and then select CMA Package  form 
the menu.    

� The New CMA Package  window will 
appear, enter a name for your CMA 
and then click on Continue .  
 
 
 
 
 

�

�

�
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� After clicking on Continue , you will 
enter the rDesk CMA module. The 
first screen you’ll see is Summary 
Information , which includes all of 
the listings you’ve selected to be part 
of your CMA. It is highly suggested 
that you watch the short demo to get 
full instruction on how to use rDesk, 
by clicking on Click here to watch a 
demo . If you’ve used rDesk before, 
and do not wish to view the demo, 
click on the right pointing arrow on 
the right side of the screen to 
advance to the next step. 

� CMAs created through rDesk will be 
saved on rDesk servers and it’s not 
necessary to save the CMA on your 
own computer. However, you do 
have that option, but you will not be 
able to edit the CMA saved on your 
computer. If you wish to edit a CMA, 
click on the CMA tab to display the 
Existing CMA Packages  screen. 
Double click on a CMA name to 
launch rDesk and open the CMA you 
wish to edit. 

Saving Photos From the MLS to Your Computer �  

� In some instances you may need to 
copy and save a property photo (to 
your computer) that appears on the 
MLS for use in a CMA, BPO report, 
appraiser reports, etc. To save a 
photo to your computer, place your 
cursor on the photo and click on the 
right mouse button. A pop-up window 
will display; click on Save Picture 
As… You will then see the message: 
Are you sure you want to save this 
picture?  Click on Yes, and then 
select a location (desktop or folder) 
on your computer in which you wish 
to save the photo, and then click 
Save.   
  �

� �����
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�

Ranking Reports, Agent & Office Rosters �  

� 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. 

� In this example a Company 
Ranking  report has been selected. 
Enter in the data and then click on 
Run Report .  

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

� Agent  and Office Rosters  are also 
available to view or print through the 
Report function. In this example an 
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 the 
name in the Company or Office Field 
and then click on Run Report . 

� 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. 

�
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�

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.  

�

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 click on Save and the 
photo will now appear in the Edit 
Profile dialog box.  
 
The contact information in your 
Profile appears in the e-mails 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. 

�

�

�


