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C o n t e n t s 
 

This course will cover how to create custom searches and custom results grids, 
use advanced map features and create a CMA with the CMA wizard. 

 
 Custom Searches (Create “Extra Features” search to match the Tempo “And, Or, 

Not” fields; how to save custom searches as default) 

 Search by Map (3 different drawing shapes and their functions; multiple shapes; 

toolbar items such as location finder & overlays; Filter by map in results) 

 Hotsheet and Custom Hotsheet Reports (must create custom search first) 

 Customize Results (Sort/Rearrange Default Grid for search results and Contacts; 

create and set new report defaults; Gallery View; Custom Grids) 

 Driving Directions (rearrange route; add/remove additional locations; how to 

change route type) 

 Quick CMA, Stats Pro and CMA Wizard Overview 
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C u s t o m S e a r c h e s 
 

To create a custom or saved search, begin by performing a standard Quick Search. 
 

The search tab contains the criteria, results and details screens used to conduct searches. 
1. Searches Bar: displays your open searches 
2. Searches Task Bar: enables you to switch from criteria to results to details screens, displays search 

matches and enables you to perform other search-related tasks. 
 
 




 

 
 

Multiple Searches Feature 
While working on one search, you can begin another or several others and have them all open and 
accessible at once. The title of each search and the number of listings it returned appear in the Searches 
Bar. You can switch from search to search by clicking the search title. You can also move from one 
module of Fusion to another (i.e. click the Home tab, the Contacts tab, etc.) and your searches will remain 
open and accessible by simply clicking the Search tab to return to that module. 

 
To begin a new search, hover your mouse on the Search tab, then click to select the preferred property 

class (Single-Family, Townhouse/Condo, etc.). Clicking the icon will open a Single-Family search. 

 
Searches Task Bar 
Icons in the Searches Task Bar enable you to save the current search criteria, enable the search by map. 
Once criteria is entered, click Results to view the resulting property information. 

 
There is no “search” button in Fusion. Results are automatically filtered and the total number displayed 
as you enter your criteria. The count indicator shows the total number of results in red letters until the 
total falls below the 500 property result maximum. 
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Entering Search Criteria 
To create and save new searches, enter your criteria using the Quick Search page. Searches can be saved 
for your own benefit or be saved and attached to a client to automatically send listings via email. 

 

Suggested fields to be added: 
Style Desc Room Desc Bedroom Desc 
Lot Desc Interior Features Waterfront Features 
Exterior Const Exterior Desc Restrictions 
Disclosures Property Type Financing Available 
Green/Energy Certifications Energy Features 

 
Remove a field from the search criteria page: 

1. Move your cursor over the field so that the 
Options link becomes visible. 

2. Click the Options link to open the options 
panel. 

3. Click Remove This Field 

 

 
Rearrange fields on the search criteria page: 

1. Move your cursor over the field you want to 
move. 

2. Hold down the left mouse button and drag 
the field to its new location. 

3. Release the left mouse button. 
 
 

To add search fields: 
1. Click the Add Fields tab at the bottom left of 

the page to open the field selector. 
2. Select a field to add to the search criteria 

page from the drop-up menu. 
 

 
 
 
 
 
 
 
 
 

3. Click the Add Field button. 

Clearing a Field: 
To clear an input field: 
Click the clear button icon) 
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Saving Searches 
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H o t s h e e t G a d g e t 
 

The “Today’s Hotsheet” gadget on the home screen allows you to quickly and easily view activity that has 
occurred since midnight. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Today’s Hotsheet gadget defaults to all property types, all types of activity and all MLS areas. To 
customize those variables, click the Change My Criteria button in the top right of the gadget, make your 
selections on the next screen then click the Save Search button in the upper right. Once saved, you can 
click the Count menu to view the results. You can also click the Home tab, click the refresh icon to 
update the gadget to reflect the result count of your new criteria then, click the number shown to view 
full property result details. 

 
Custom Hotsheet 
You can further customize the Hotsheet search/results by incorporating saved custom search criteria. 
Your results will then reflect the properties that meet your saved custom criteria and that have also had 
specific Hotsheet activity since midnight. 
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S e a r c h b y M a p 
 

The search map, available from the search criteria screen, enables you to define search areas in addition 
to or instead of the text fields of criteria you may have included.  It also displays the location of listings 
that match your current search criteria.  Click the map button to enable or hide the map. You can also 
create a saved custom search that includes mapping as criteria. 
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Use the locator tool to mark a certain location on the map (i.e. specific address, business by name, 

MLS#). The Overlays menu  found in the center of the toolbar on the right of the map offers 
additional mapping tools that can aid in your property search.  Check the box to the left of the overlay 
layer(s) that you wish to enable. Use the navigation tools in the upper left area of the map to zoom in 
and out, pan and view the Road, Aerial, Hybrid or Birdseye map views. 
 
  
 

When viewing the results on the map, you can click to enable the Filter by Map feature. Once enabled, 
pan and zoom to change the map view and filter the results list on the left to reflect only what is shown in 
the current map view.  Click the Filter by Map button again to disable the function. 
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D r i v i n g D i r e c t i o n s 
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C M A R e p o r t s 
Fusion MLS offers two CMA Reports: The Quick CMA and the CMA Wizard .  The icons for 
the Quick CMA and the CMA Wizard are located in the upper right corner of the results page. 

 
The Quick CMA or CMA Summary, generates a one page report which breaks the property results 
into individual grids by property class with minimum, average and maximum statistical information 
at the bottom of each. 
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The CMA Wizard features more detailed property pages, charts and graphs and allows for 
adjustments such as closing costs and repairs. An unlimited number of additional personal pages 
(market plan, personal bio, company history, etc.) can also be imported and incorporated into the 
final CMA. 

 

 

Wizard Step 1: Review/Edit your personal information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Wizard Step 2: Complete the client and subject 
property information 

 

 
Wizard Step 3: Select the features that will be used as 
column or field headers in the CMA (usually "All"). 
These items can be rearranged to suit your preferences 
and/or to remove or add them to the list. Whatever is 
on the right side of the screen will be included on the 
pages throughout your final report. 

Wizard Step 4: Complete as many items about the 
subject property as possible, leaving those blank that 
you do not know or that are not relevant at this time 
(i.e. Days on Market, etc.). Upload a subject property 
photo if available or be sure to adjust the settings of the 
cover page to accommodate no photo prior to printing 
the final report in Wizard Step 8. 

 

 

Wizard Step 5: Review the comps.  Add, remove or 
refresh with current Tempo data if necessary 
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Wizard Step 6: Scroll down to account for adjustments 
in the Closing Costs or Repairs 

 

 

Wizard Step 7: Be very sure to select “Sold Properties 
Only” and “Price Range” from the drop-down menus. 

 

 

Wizard Step 7 (cont.):  Use the percentage of difference 
from the Quick CMA to fill in the blank for the range 
percentage or ‘swing’. 

 
 
 

Wizard Step 8: In addition to choosing a custom theme, 
adding page numbers, etc., you can also import an 
unlimited number of additional PDF documents to 
supplement the Wizard pages. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Wizard Step 8 (cont.):  Use the pencil icon to minimally 
edit pages, the magnifying glass to preview that page 
and the trash can to delete that page from this current 
CMA. View/Print CMA using the “View Report” button 
at the top of the page. The CMA can also be sent via 
email using the “Email Report button” also at the top of 
that screen. 


