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CMA ï New and Improved 
  
CMA is arguably one of your most important tools as a buyerôs or sellerôs agent. With Matrix 5.3, CMA 
is more robust, and allows you to create a complete CMA packet through a series of tabbed 
instructions.  
 
This module explains the process of creating and saving a CMA packet using the CMA Wizard.  
 
How Does It Work? 
 
Step 1: Input search criteria and click the Search action button 

Note: When you enter a date, or days (i.e. 180+) the automatic pop-up calendar will no longer appear 

 

 

Step 2: Select listings that are most similar to your subject property and use the action buttons (partially 

visible, lower right corner) to keep or drop listings as needed. 
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Step 3: Click the CMA action button and create a new contact or select from existing contacts using the 

dropdown menu. Add a description (if desired). 

 

Note: Although the CMA Wizard has eight tabs, you will be able to toggle back and forth or skip tabs 

based on your specific CMA needs. The tabs include: 

 

 

Start ï Select/Create a contact. Add a description 

Pages ï Cover page, Generic Marketing pages, Subject/Adjustment pages ï all available in a dual 

pane view 

Subject ï Subject Property information 

Cover ï Customizable for property/agent information. First sheet of CMA packet 

Comparables ï Properties used to compare to the subject property 

Adjustments ï Dollar value amounts added to or subtracted from the sales price of a Comparable 

entered here in the Matrix CMA Adjustment Tab may provide a potential way to demonstrate variation 

in the features of the comparable relative to the subject (check w/your Broker prior to using this 

feature). 

Pricing ï Price recommendation  

Finish ï Review CMA packet, email and print 

The CMA automatically saves to the contact, every time you move to the next tab in the Wizard.  If you 

wish to save the CMA click the disk icon, to the right on the Wizard. 

Note: This CMA can be edited at any point by clicking on the contactôs name. See the My Matrix Job 

Aide for additional information. 
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Step 4: Begin to customize your CMA in the Pages tab. Select the pages you want to include in your 

CMA, by clicking the name of the page in the Available Pages pane. If you want to use the entire 

subject section: Cover, Marketing, Subject/Adjustments, you can click on the subject name and all the 

pages will be moved to the Selected Pages pane.   

You can change the order the pages will appear in the CMA by selecting the page name and using the 

up/down arrows to the right.  You can also remove a selected page by clicking the red X on the right. 

Once you know which pages you want to you on most of your CMAs, you can select to Set as Default.  

Once the default is selected you can make changes to the Selected Pages at anytime and not worry 

about having to reset your default; just click Restore Defaults. 

  

Note: The CMA Wizard tabs are not all available unless certain pages are selected: 

 

The following tabs are only usable if the corresponding pages are selected: 

Cover Tab ï Only available if Cover Sheet is selected. 

Adjustments ï Only available if Price Analysis with Photo page is selected. 

Pricing ïOnly available if Price Recommendation page is selected. 
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Step 5: Select the Subject Tab to select the subject property. You are still able to manually type in the 

information or search by entering a ML #, or Tax ID. But now, you can also search for a Residential 

Listing or Tax Record to auto-fill, without having to start the CMA process over. 

 

 

Step 6: Click Search for a Residential listing to auto-fill and enter your listingôs criteria. 
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Step 7: Select the listing you want to use for the comparable 

 
 

Step 8: The listing will automatically fill and display a photo if applicable. All the fields are adjustable so 

any information can be updated/changed as necessary. 

 
 

 

 


