
CMA

By clicking CMA from the Navica main menu, you are able to Create and Save a ComparaƟve Market
Analysis for your Clients using data that is already stored within the system.  The CMA feature within
Navica offers addiƟonal inserts to be included with your  Analysis such as a  Resume, Comparable
Pricing,  EsƟmated  Seller  Proceeds  and  a  Comparable  Bar  Chart.   In  addiƟon,  the  fields  for  the
Comparison  are  Adjustable  so  that  your  Client can  get  a  more  Accurate  RepresentaƟon of  a
Suggested List Price for their Property. 

CREATING A CMA

When you create a CMA you have 3 OpƟons for your Subject Property.  You are able to Enter Data for
your Subject Property,  create a CMA Without a Subject Property or create a CMA by using a LisƟng
Currently In The System for your  Subject Property.  If  you  Select to use an  ExisƟng LisƟng  as your
Subject Property the data will display in the Fields you have selected.

You also have Several Search OpƟons for Searching your Comparables.  The 1st OpƟon allows you to
Choose  a Radius surrounding the  Subject Property when  CreaƟng  your CMA.  You are also able to
enter  any  AddiƟonal  Search Criteria  before conƟnuing.   The 2nd OpƟon uses the  Fields you have
entered as your Search Criteria.  
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To Create A CMA, follow these steps:
1. Click CMA from the Navica main menu.
2. Click Create CMA tab.
3. Enter the Required Fields.
4. If you are using an ExisƟng LisƟng for the Subject Property enter the Subject MLS Number.
5. If you are using the Radius Search please select the desired Radius.
6. Click Next.

To Create A CMA With a Subject Property, follow these steps:
1. Follow Steps 1 – 6 Above.
2. To Add a Subject Photo Click the Plus Sign in the Upload Subject Photo Box.  Once you have

selected your photo Click Upload Subject Photo.
3. The First Time you Create a CMA you will be prompted to Select the Fields you wish to include.

Drag and Drop Desired Fields from the Available Fields Box to the Selected OpƟons Box.  You
have the OpƟon to Save As Template or Use Selected Fields. If you Save As Template you will
be able to Set as your Default.

4. If you need to make Changes to the Create CMA Page (ie Such As Adding/Changing a Radius)
click on Edit CMA Setup.

5. If you need to Change your Search Seƫngs click Edit Default Search. Once there you will be
able  to  Set Fields as  an  Exact  Match  or  Change  the Default  Search  Criteria.   By  Default
Bedrooms and Baths are set to =/+1 and Square Footage to +/-200.
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6. Enter  your  Subject  Property  Details and  Click  ConƟnue.   If  you  entered  an  ExisƟng  MLS
Number for your Subject Property these Fields will be Populated.

7. Prior to geƫng the Search Results  you may Choose to Add Saved LisƟngs or  Add Comps By
The MLS Number or Select AddiƟonal Comp Criteria.

8. Click Get Results.
9. Place a Check in the Box for the Comps you wish to use and Click Use Selected LisƟngs.

10. You will be able to do the following:
Add/Edit:  Subject Data, Custom Remarks, Non MLS LisƟngs
Search AddiƟonal Comps

March 28, 2018                                                                                                                                       3



Add/Remove Fields
Edit Default Adjustments
Sort Comp Order

11. You have 3 Types of Adjustments Available:
Overall Adjustments
Miscellaneous Adjustments
Individual Comp Adjustments

       12. If using MulƟple Statuses for your Comps you are also able to Select to Only Use Sold Prices  
 In The Comparison.
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       13. Click Complete CMA.
       14.  You will be able to do the following:
    Email

  Add/View Non MLS LisƟngs
  Search More Comps
  Add/Remove Fields
  Add/Remove Pages
  Edit Subject Data
  View/Adjust Comps
  Print
  Save as PDF

To Create A CMA Without A Subject Property, follow these steps:
1. Enter CMA Name and Add Subject Check No.
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2. Click Next.
3. You may Add/Edit Fields or Select a Different Template and Search Comps or you may Click on

Full Search Screen where you can enter your Search Criteria.

4. Place a Check in the Box for the Comps you wish to use and Click Use Selected LisƟngs.

5. Click Complete CMA.  At any Ɵme you may Edit your CMA and Add A Subject Property.
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CREATING A CMA FROM A SEARCH

You may also Create a CMA from a Search, a Saved Search or from your Saved LisƟngs.  

To Create A CMA From Searching, follow these steps:
1. Click Search from the Navica menu.
2. Choose your Property Type, enter your Search Criteria, click Start Search.
3. Place a Check in the Box for the Comps you wish to use and Click Use Selected LisƟngs.
4. Click Comparison on the Toolbar.

5. Select Full CMA, enter Your InformaƟon and click Submit.
6. To Add a Subject Photo Click the Plus Sign in the Upload Subject Photo Box.  Once you have

selected your photo Click Upload Subject Photo.
7. The First Time you Create a CMA you will be prompted to Select the Fields you wish to include.

Drag and Drop Desired Fields from the Available Fields Box to the Selected OpƟons Box.  You
have the OpƟon to Save As Template or Use Selected Fields. If you Save As Template you will
be able to Set as your Default.

8. Enter  your  Subject  Property  Details and  Click  ConƟnue.   If  you  entered  an  ExisƟng  MLS
Number for your Subject Property these Fields will be Populated.

9. You will be able to do the following:
Add/Edit:  Subject Data, Custom Remarks, Non MLS LisƟngs
Search AddiƟonal Comps
Add/Remove Fields
Edit Default Adjustments
Sort Comp Order 

10. You have 3 Types of Adjustments Available:
      Overall Adjustments

Miscellaneous Adjustments
Individual Comp Adjustments
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       11.  If using MulƟple Statuses for your Comps you are also able to Select to Only Use Sold  
 Prices In The Comparison.

              12. Click Complete CMA.
 13. You will be able to do the following:

                     Email
                     Add/View Non MLS LisƟngs
                     Search More Comps

        Add/Remove Fields
        Add/Remove Pages
        Edit Subject Data
        View/Adjust Comps
        Print
        Save As PDF
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To Create A CMA From A Saved Search, follow these steps:
1. Click Search from the Navica menu.
2. Beside the Property Type click the BuƩon Saved Searches.
3. Click on the Saved Search and click Get Results.
4. Follow Steps 4 – 12 in CreaƟng A CMA From Searching.

To Create A CMA From Saved LisƟngs, follow these steps:
1. Click Saved LisƟngs from the Navica menu.
2. Click on the Name of the Folder you created and Saved your LisƟngs for the CMA.
3. Follow  Steps 4 – 12 in CreaƟng A CMA From Searching.

CMA SETTINGS

CMA SETTINGS provides the OpƟons to Edit Default Seƫngs, Edit Default Search Seƫngs,  Create a
Resume and Change the Name of the Suggested List Price Field.

EDIT DEFAULT ADJUSTMENT VALUES
Choose the  Format you wish  to  Edit.   You  will  have  All of  the Fields  Available for you to  enter
Adjustment Values.  You will need to Enter the Dollar Amount for Each Field that you wish to Adjust.
Some Fields provide you with the OpƟon to Set a Per Feature or an Individual Adjustment.  To Use a
Per Feature Adjustment enter the Dollar Amount in the Category Name and Select Per Feature.  By
SelecƟng this OpƟon the Adjustment will be made on all of the Fields within this Category.  To Use an
Individual  Adjustment  enter the  Dollar Amount beside each  Field you wish to  Adjust  and Select
Individual Adjustment. By using this Feature you are applying an Across Comp Adjustment.  Entering
a Value here will ensure that the Value is Added or Subtracted to each applicable Comp within your
CMA.

March 28, 2018                                                                                                                                       9



EDIT DEFAULT SEARCH SETTINGS
When  Searching Comps for  your  CMA  you have the  OpƟon of  entering  Specific  Criteria for  your
Searches.  This  OpƟon allows you to place Value on  Certain Fields by requiring that the system on
Search Comps that have the Exact Features  as the Subject, or have Features that Closely Resemble
the Subject within a Specified Range. For example, if your Subject Property has 4 Bedrooms you can
set your Search Seƫngs to only Retrieve Comps that have 3, 4 or 5 Bedrooms.

Place a Check beside the Fields that you want the Comps to be Exact Matches of the Subject.

For  Fields such as  Bedrooms  and Baths you may assign a  Range Value.   You may then determine
whether your Range will be =/+, -/=, +/-,  =/= to your Subject.  For Example, if you assign a range of 1
beside Bedrooms and Select +/- and your Subject Property has 4 Bedrooms the System will Search for
Comps that have 3, 4 or 5 Bedrooms only.
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EDIT RESUME SETTINGS
Under the Resume Seƫngs OpƟon you are able to add your Personal InformaƟon to Navica in order
to compile a  Resume to be  included with your  CMA.   To do so  Click on  Resume.   The  Fields of
InformaƟon to  include  when  entering  a  Resume are:   Resume  Heading,  ObjecƟve,  EducaƟon,
Experience, Personal AssociaƟon and Personal InformaƟon.  When you add your Resume you may
Select it as the  Default Resume that will automaƟcally be placed in the  CMA when you choose to
include the Resume as an insert.

CHANGE NAME OF SUGGESTED LIST PRICE FIELD
When creaƟng your CMA you may wish to Change the Name of the Suggested List Price Field.  To do
so Click the link and then enter the New Name, Select Yes or No to use and Click Save.
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ADDITIONAL OPTIONS AND FEATURES

From the  CMA Side By Side  Screen you are able  to  Add/Edit  Subject  Data,  Add/View Non-MLS
LisƟngs, Search More Comps, Add/Remove Fields, Edit Default Adjustments and Sort Comp Order.

ADD/EDIT SUBJECT DATA

To Add/Edit your Subject Property Data click Add/Edit Subject Data on the Toolbar.  Click Submit.

ADD/VIEW NON-MLS LISTINGS

If there is a Property you would like to use within your CMA that was not in the MLS such as a FSBO
you may enter the LisƟng to Add/View Non-MLS LisƟngs by clicking the feature on the Toolbar.  This
LisƟng becomes part of your CMA’s only.  The Data Fields for the Non-MLS LisƟng will be the same as
the Template or Default you are using.
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SEARCH MORE COMPS

If you need to Add AddiƟonal Comps you can Search for more from the CMA Side By Side Screen.
Click Search More Comps on the Toolbar. You may Add AddiƟonal Comp Criteria, Add Comps By MLS
Number and Add Comps from your Saved LisƟngs Folders.

ADD/REMOVE FIELDS

If you wish to Change the Fields that are currently being used on your CMA Click Add/Remove Fields
on the  Toolbar.   To  Add Fields  Drag  and Drop  the Fields from the  Available OpƟons Box to  the
Selected OpƟons Box.  To Remove Fields Drag and Drop the Fields from the Selected OpƟons Box to
the Available OpƟons Box.  You may also Adjust the Fields Up or Down in the Selected OpƟons Box.
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ADJUSTMENTS

There are 3 Types of Adjustments Available; Overall Adjustments, Miscellaneous Adjustments,  and
Individual Comp Adjustments.

OVERALL ADJUSTMENTS

You will have All of the Fields Available for you to enter Adjustment Values.  You will need to Enter
the Dollar Amount for Each Field that you wish to Adjust.  Some Fields provide you with the OpƟon to
Set  a Per Feature or an  Individual Adjustment.  To  Use a  Per Feature Adjustment enter the  Dollar
Amount in the Category Name and Select Per Feature.  By SelecƟng this OpƟon the Adjustment will
be made on all of the Fields within this Category.  To Use an Individual Adjustment enter the Dollar
Amount beside each Field you wish to Adjust and Select Individual Adjustment. By using this Feature
you are applying an  Across Comp Adjustment.  Entering a  Value here will ensure that the  Value is
Added or Subtracted to each applicable Comp within your CMA.
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Overall Adjustments can be Preset In CMA Seƫngs, Edit Default Adjustment Seƫngs.

You are also able to make Adjustments on each CMA by clicking on the Overall Adjustments BuƩon
or on Edit Default Adjustments  in the Toolbar.

You may also Adjust each Individual Comp by clicking on Adjust Comp underneath each Comp Photo.
If  you are  SubtracƟng Value  for  a Field  you  MUST put  the  Minus (-)  Sign  in  front  of  the  Dollar
Amount.

You also have the ability to make Miscellaneous Adjustments to Each Individual Comp as well as the
Subject Property.  You may enter up to 5 Miscellaneous Adjustments.  If you are SubtracƟng Value
for a Field you MUST put the Minus (-) Sign in front of the Dollar Amount.
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SORT COMP ORDER

To  Change the Order the Comps  are Displaying,  Click Sort Comp Order on the Toolbar.  Drag and
Drop to your Desired Order and Click Submit.

Once you Click Complete CMA you will have further AddiƟonal OpƟons and Features such as:  Email,
Add/Edit  Custom  Remarks,  Add/View  Non-MLS  LisƟngs,  Add/Remove  Fields,  Add/Remove  Pages,
View/Adjust Comps, Upload Subject Photo, Print and Save as PDF.
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EMAIL CMA

To Email your CMA Click Email on the Toolbar.  Enter your informaƟon and Click Send With N-Mail.
This will convert the CMA to a PDF file and Email it  from you to  your customer thru the Navica Email
Server.  NOTE:  If you want to use your Email Signature within Navica please be sure to place a Check
in the box.  If you do not have and Email Signature it can be Added by clicking either on your Photo in
the Top Right Corner of the Screen or the Gear directly beneath it.

ADD/EDIT CUSTOM REMARKS

On the Toolbar Click on Add/Edit Custom Remarks.  These Remarks will appear on the Cover Page of
your CMA.
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ADD/REMOVE PAGES

This feature allows you to determine which Pages you wish to Include in Each CMA. To Enter a Seller’s
Proceeds Sheet Click Edit beside Proceeds.

SAVE PDF
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Once you have Completed the CMA you may choose to Save as a PDF file.  Click Save PDF and then
you may choose the locaƟon where you Save the File.  You may then Print  as  a PDF or Send as an
AƩachment in your Personal Email Package.

Once your  CMA has been Completed you will have the OpƟons to Edit,  Clone or Delete your CMA.
You will also be able to View any Custom Notes you have entered.
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CLONE CMA

If you choose to Clone an ExisƟng CMA you will be prompted to Name it and you will have the OpƟon
to Use the Comps for the New CMA. Place a Check in the box for Use Comps.

AGENT NOTES

You will be able to View any Custom Remarks you have entered by clicking on Agent Notes.
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