
 

 

Shift and Ctrl – Your “Keys” to Selecting Multiples 
 

In calREDD, whether entering a listing or conducting a search, you have the ability to select multiple items from the 
menus by using the Shift key and the Ctrl key on your keyboard. 
 
 Ctrl key: Holding down the Ctrl key allows you to select 

multiple random items from the menu. As an example, if 
you’re searching for a property or entering a listing with 
specific Exterior Features, you can select multiple features by 
clicking on the first menu item you wish to include, then hold 
down the Ctrl key (the bottom left corner of your keyboard) 
and select any other menu items you wish to include in your 
search or listing input. After all of the desired items have been 
selected, release the Ctrl key and then click Select.  
 
Note: When entering a listing, you can only select multiple 
menu items only if the field allows for multiple choices. For 
example, Apx SqFt Source only allows for the entry of one 
source in listing input. 

 Shift key: If the items you wish to include in a search or 
when entering a listing are listed one right after another, you 
can click on the first item you wish to select, such as Balcony, 
then hold down the Shift key (the bottom left corner of your 
keyboard above the Ctrl key), and then click on the last item, 
such as Covered Patio. Holding down the Shift key will select 
everything between Balcony and Covered Patio. After all of 
the desired items have been selected, release the Shift key 
and then click Select. 
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You can also use the Shift key to select 
a range of listings on your search 
results without having to check each 
box individually. For example, the box 
on Listing Number 56424 was checked 
first, then the Shift key was held down 
and the box on Listing Number 55444 
was checked, which then automatically 
checked all the listings in between. 


