
CMA > Creating a new CMA in RMLSweb 
Adding a CMA Profile

CMA >  

To access the CMA hover over 
Toolkit and then click on CMA 
Profiles.

• Create a new CMA   
  Profile or access/
  modify a saved CMA.

• Archive CMAs you 
  want to store on 
  RMLSweb. Archived 
  CMAs will be saved for 
  a maximum of 3 years.

Step      : Getting Started

  Overview Tab
• Watch tutorials on how to create a 
  CMA.

• Edit contact and profile information.

• Get a summary of  the # of 
  comparable properties and 
  recommended price (available only 
  after CMA is completed).

• To proceed, click on the Next button 
  or the Subject Property tab.

Step    : Preparing for Your Presentation

Questions? Contact the RMLS™ Help Desk - Phone: 877-256-2169 (toll-free) -  E-mail: helpdesk@rmls.com 

Creating Contacts
The contacts you enter in the CMA Profile 
will auto-update to the Contact Manager. 
Likewise, contacts you have entered into 
Contact Manager will be viewable in the 
“Select Contact” popup window.

Step    : Recommending a List Price

Generate Report
To create a pdf, print 
to your printer, or send 
through email, just go to the 
“Generate Report” tab.

Enter details that will appear on the “Cover 
Page.”

Use saved company information and resume 
from Toolkit/User Preferences or type 
company and agent resume under “Contents 
Pages.”

Customize the report options and generate 
the report under the “Report” section.

The “Recommended 
Price” tab allows you 
to see statistics related 
to your comparable 
properties including 
average and median 
sold prices as well as 
the ability to enter your 
list price recommended 
range.

• Drag and drop to determine 
    the order of your report pages.

• Choose from four different 
   theme colors to customize your 
   report.
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Step    : Defining Your Subject Property
• Clicking the “Auto Populate the 
  Address” link provides options for 
  auto poplulating from your contact 
  information, the Tax ID, or from 
  an MLS number (if the property 
  has been previously listed in 
  RMLSweb).

• Click “Browse” to locate a photo 
  of the subject property and then 
  click “Upload.”

CMA Shortcuts

Back: navigate backwards in the CMA with this button, not the browser arrow.

Save: save a CMA for future access.

Next: this saves your work and takes you to the next step.

Quick Tips

Step    : Finding Comparables
There are several ways to search for 
comparables:
Enter MLS numbers by hand
Search for properties within a radius 
between .25 and 20 miles of the subject 
property.
Use Map Search to search within a defined 
geographic location.
Search by address.
Use Advanced Search in order to search 
all fields.
Utilize the MLS# Search for listings 
previously saved together.
Search by saved MLS number groups.

Adjustments
Enter any necessary adjustments and 
then select “Next” to proceed.

Click on “View and Adjust the Map 
Location” to verify that the property is 
mapped properly. If it is correct click 
“Save.” If it is incorrect click on the 
orange push pin in the toolbar above the 
map. Click on the correct location to set 
the marker.  Click “Save” when satisfied 
with the map location.

Be certain to enter the subject 
property’s approximate square 
footage and other main features. Use 
the fields to select and define which 
features of your subject property will 
be displayed on the “Adjustments 
to Comparables Report.”

To better filter your comps you can 
sort them by the following methods:

• Drag and drop the rows 

• Use the dropdown menu to the 
  right

• “Change Order” column at right

When you are finished selecting your 
comps by checking the boxes on the 
left side, click on “Add to CMA.”



CMA >  CMA >  
Step    : Defining Your Subject Property
• Clicking the “Auto Populate the 
  Address” link provides options for 
  auto poplulating from your contact 
  information, the Tax ID, or from 
  an MLS number (if the property 
  has been previously listed in 
  RMLSweb).

• Click “Browse” to locate a photo 
  of the subject property and then 
  click “Upload.”

CMA Shortcuts

Back: navigate backwards in the CMA with this button, not the browser arrow.

Save: save a CMA for future access.

Next: this saves your work and takes you to the next step.

Quick Tips

Step    : Finding Comparables
There are several ways to search for 
comparables:
Enter MLS numbers by hand
Search for properties within a radius 
between .25 and 20 miles of the subject 
property.
Use Map Search to search within a defined 
geographic location.
Search by address.
Use Advanced Search in order to search 
all fields.
Utilize the MLS# Search for listings 
previously saved together.
Search by saved MLS number groups.

Adjustments
Enter any necessary adjustments and 
then select “Next” to proceed.

Click on “View and Adjust the Map 
Location” to verify that the property is 
mapped properly. If it is correct click 
“Save.” If it is incorrect click on the 
orange push pin in the toolbar above the 
map. Click on the correct location to set 
the marker.  Click “Save” when satisfied 
with the map location.

Be certain to enter the subject 
property’s approximate square 
footage and other main features. Use 
the fields to select and define which 
features of your subject property will 
be displayed on the “Adjustments 
to Comparables Report.”

To better filter your comps you can 
sort them by the following methods:

• Drag and drop the rows 

• Use the dropdown menu to the 
  right

• “Change Order” column at right

When you are finished selecting your 
comps by checking the boxes on the 
left side, click on “Add to CMA.”



CMA > Creating a new CMA in RMLSweb 
Adding a CMA Profile

CMA >  

To access the CMA hover over 
Toolkit and then click on CMA 
Profiles.

• Create a new CMA   
  Profile or access/
  modify a saved CMA.

• Archive CMAs you 
  want to store on 
  RMLSweb. Archived 
  CMAs will be saved for 
  a maximum of 3 years.

Step      : Getting Started

  Overview Tab
• Watch tutorials on how to create a 
  CMA.

• Edit contact and profile information.

• Get a summary of  the # of 
  comparable properties and 
  recommended price (available only 
  after CMA is completed).

• To proceed, click on the Next button 
  or the Subject Property tab.

Step    : Preparing for Your Presentation

Questions? Contact the RMLS™ Help Desk - Phone: 877-256-2169 (toll-free) -  E-mail: helpdesk@rmls.com 

Creating Contacts
The contacts you enter in the CMA Profile 
will auto-update to the Contact Manager. 
Likewise, contacts you have entered into 
Contact Manager will be viewable in the 
“Select Contact” popup window.

Step    : Recommending a List Price

Generate Report
To create a pdf, print 
to your printer, or send 
through email, just go to the 
“Generate Report” tab.

Enter details that will appear on the “Cover 
Page.”

Use saved company information and resume 
from Toolkit/User Preferences or type 
company and agent resume under “Contents 
Pages.”

Customize the report options and generate 
the report under the “Report” section.

The “Recommended 
Price” tab allows you 
to see statistics related 
to your comparable 
properties including 
average and median 
sold prices as well as 
the ability to enter your 
list price recommended 
range.

• Drag and drop to determine 
    the order of your report pages.

• Choose from four different 
   theme colors to customize your 
   report.

1.2016


