ClickFORMS Quick Start Guide

Instructions on Comp List Grouping

1. To Group the comp records, click on any column heading i.e. address, city, state Etc. and
simply drag and drop that heading into the grouping area as shown below.

Database Records Photos List Options Maintenance

Search List Detail E xport/Print Preferences

Drag a column header here to group by that column
4

StreetName
BLUE CREEK DR.
PEPPER RIDGE LANE

VICKSBURG
VICKSBURG

2. In this example "City" has been dragged in to the grouping area and you see the cities
displayed below the grouping area in the grid. You can click on the [+] next to each city to view
all comparables in that city.

&% List of Comparables

Database Records Photos List Options Maintenance

Search List ’ Detail

CompslD © = |SlreelNu... v |StreelName
+|iCity : Boulder

#+| City : Lincoln Park

#+| City : Nampa

+| City : Ridgefield Park

+| City : VICKSBURG

+| City : Yucca Valley

Database Records Photos List Options Maintenance

Search List Detail

CompsiD © ]StreetNu... v lStreetName
+|iCity : Boulder
| City : Lincoln Park

—| City : Nampa
20 1694 N. Darmady Loop
21 646 E. Dannsmore Dr.
22 1657 N. Tullamore Dr.
23 751 Edgebrook Dr.
24 683 E. Greens Dr.

+| City : Ridgefield Park
+| City : VICKSBURG
#+| City : Yucca Valley
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Performing List Un-grouping
You can ungroup your list by simply dragging and dropping that item (City) from the grouping
area back into the list area or going to list options and selecting undo grouping.
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Search | List Detail E xport/Print

CompsiD © IStreelNu... v IStleetName
+|:City : Boulder
#+| City : Lincoln Park

+| City : Nampa City
+| City : Ridgefield Park
+| City: VICKSBURG

+| City : Yucca Valley

WA Maintenance

Find... Ctrl+F
Find All Ctrl+A
Undo Grouping

Undo Sorting

Restore Defaults

List Sorting

Sort alpha numerically by clicking on any of the column headings which will sort all records by
the alpha numeric sequence of the column. The example below shows the street name selected
and the records sorted in alphabetical order by street name.
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Search List Detail E xport/Print Preferences
Drag a column header here to group by that column
CompsiD » ]StreetNu... v ]SlreetName v ]City v ]
7137 4th Street k Ridgefield Park
10 225 5th Street Ridgefield Park
11 14 Bth Street Ridgefield Park
12 44 Bth Street Ridaefield Park
9 84 7th Street Ridaefield Park
1175 BLUE CREEK DR. VICKSBURG
5 314 COOPER DRIVE VICKSBURG
16 7428 Del Monte Avenue Yucca Valley
21 6463 E. Dannsmore Dr. Nampa
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1. Sort by entering a custom search string which will only find and display records in the column
that contains the numeric and/or alphabetic characters you enter.
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Search A List ‘ Detail
Drag a column header here to group by that column
CompsID v |StreetNu... v | StreetName v [
7137 All A
10 225
11 14 4TH STREET
5TH STREET
12 44 B6TH STREET
9 94 7TH STREET
1175 BLUE CREEK DR.
COOPER DRIVE \
5314 DEL MONTE AVENUE .
16 7428 E. DANNSMORE DR. h
21 B463 E. GREENS DR. "
e EDGEBRODKDR. 5

2. The custom window will open, type in your search word (6th Street as example) and click on
Ok.

Custom AutoFilter @@

Show rows where:
StreetName

| equals v|  |Bth Street|
®and  O0Or
| =] |

[ 0K ‘J[ Cancel ]

3. The comparable record grid will now show only records that contain the search word (6th
Street for example).
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Search | List A Detail | Expo

Drag a column header here to group by that column

CompsID « ]StreetNu... v ]StreetName v lCity
11 14 Bth Street Ridgel
12 44 Bth Street Ridgel
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Performing List Unsorting

You can unsort the records by clicking on the header column's drop down options and select
(All) or go to list options and click on undo sorting.

Drag a column header here to group by that column

CompsID v | StreetNu... v | StreetN ame _.t'] . : -
HEAel{ N Maintenance
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12 44 [Custom...) :  Find... Ctrl+F
4TH STREET Find Al Chrl+A
5TH STREET |
6TH STREET Undo Grouping
7TH STREET T
BLUE CREEK DR. Bl SEilny
COOPER DRIVE { " Restore Def ?\
DEL MONTE AVENUE [ Restore Defaults
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