Instructions for the 1004 MC Spreadsheet for MLS Listings
An MLS in Santa Clara, San Mateo, CA., and some other areas
Don Machholz, Colfax, CA (530) 320-8204
Thanks to Matt Boxberger for his assistance in preparing this procedure
For the 1004 MC it is important to gather the proper information from the MLS system. One
tool that will do this is the Spreadsheet For The 1004 MC 4ba Excel program which I wrote
and made available free to all appraisers. It is available at www.donsappraisals.com, my website
which has frequent updates. These instructions tell how to use it.
It makes it easier if the information is properly formatted when it is copied off the MLS and
placed into a separate spreadsheet prior to being pasted into the Spreadsheet program. The MLS
Listings (former REIL) MLS does not easily give us this information. Therefore, you must use
the “Spreadsheet for the 1004 MC 4b for REILS and MLS Listings”.
We can begin by setting our preferences so that your data is in the same order as is needed for
the spreadsheet program. Once you make these changes in your MLS setting, you do not need to
change it again. However, I do not know how to do that without first searching for comparables,
and then getting results. So do a search, any search, or re-run a saved search, do anything to get
to the results page.
After that, you will find “Customize List View” somewhere above your results near the middle
of the page. Click on that to show the “Modify Format” link, and click.
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You will find a page like that shown below. At the bottom of the page you can add categories to
the columns of results you display, and by clicking on the green boxes near the top, you can drag
them and place them into any order you wish.

This is what is needed for the 1004 MC program, in this order:
1) Status
2) Street Address
3) List Price
4) Sale Price
5) Age
6) Bldg SqFt
7) Lot size
8) List Date
9) Pend Date
10) COE Date (not Sale Date as used in earlier versions of this tool)
11) DOM
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When they are in the correct order, click on “Save”. Use the ‘Custom Format’ label offered, and
make sure the ‘Use as Default’ box is checked. You have now created the display results order,
and also the order they will be in when you export them. You do not need to do this again.
We are ready to get comparables for the subject property we are appraising for the 1004 MC.
We are going to conduct the search and scoop up all the actives and solds in the past year. To do
this in one search we will also pick up “Expired”, “Withdrawn”, etc over the past two years.
When you fill in the other search criteria, remember, we want comparables from the subject’s
market area. You, the appraiser, have to decide what that is.

For Status we want “All Statuses”.
If you do not have a “Status Change Date” option, click on the Customize Search icon on the
upper right of the page and bring in the “Status Change Date” search option. Tell it you want to
find all whose status changed in the past 2 years. Do not put any dates in the “Orig List Date”
box, or in any other date boxes.

Now hit Search, soon the Results page will come up.
Click on the drop-down menu for
More Options and click on Export.
You will see a screen like that seen
below.
Click on Save and remember where
it is being saved so that you can find
it later.
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You may now log off of MLS.
Copy the 11 columns of data
beginning with Status (but don’t
copy the Header Row, at the very
top!) and paste into the Spreadsheet
for 1004 MC 4ba Excel program.

Follow the instructions at the top of the spreadsheet. Be sure to save the file to a new name and
make sure the date in B13 is correct.
End
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