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CDSCOPE

searching & Mailing
iNCOSCOPEZODD

CITYSCOPE DATABASE

Exercise 1: Find all propertiesbetween 5 and 10 storeys, and preparelabelsfor a mailing to
theowners.

1.1 Set your preferences asillustrated below (you can change them back any time). To do this, click on
the “Preferences” button near the bottom right of your screen. Set all the small white squares to be
blank except the fourth, “Auto select strata units?” Click in the squares to remove or replace ticks, then
click “Close’.

B COSCOPE 2000 - System Settings |

Preferences IREpurt Templates |

[ ialways give me the option ko save the active list if it's going to be cleared?

[ when map navigating, ask before adding a property I select bo my active list?
[" Ask do I want to start a new list each time I start map navigating?

¥ Auto select strata units?

[~ wWarn each time a demo user item is selected that it can't be edited?

Defaults

Close

1.2 Clear the activelist so the properties you find will not be added to an existing list. EI
Click on the fourth (right end) of the four symbolsto the bottom centre left of screen. d

If there was a property record on the screen, CDSCOPE 2000 will switch to the keymap. “No active
property records’ will be displayed.
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1.3 Select “Searches’ at the top of the screen. Click on the small circle next to “ create new property
search”.

E CDSCOPE - Searching - Control Centre |

Select Property Search |

Descripkion |Date Last Run [Dema? i L
DEMC: Commercial unit sales $5m to $10m | 23/06/2000 Yes Reyiew Search rkeria |
DEMC: Foreign Cwned Residential Uniks 23/06f2000 Yes

DEMO: Refurbishment Candidates Z306/Z000 | Yes Property Search Nates:

DEMC: Res Units WOT Traded since 19392 Z3M0af2000 Yes

DEMC: Sales Price Range 23106/2000 Yes

DEMC: Sales Trends Z3106/2000 Ri=H

DEMC: Sales Trends Far Uniks 26/06/2000 Yes

Property Search options:

" use existing property search 8 copy existing property search

= icreate new property search " delete existing property search

Cancel | Mext == |

1.4 Click on“Next”. Thiswill take you to thefirst of seven screenswhere you can enter search criteria,
“1. AddressDetails’. For information involving the basic description of the property, including number
of storeys, you need the second screen, “2. Property details”.
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1.5 You can go to the next screen by clicking on “Next” or by clicking on “2. Property Details’. And
because any underlined key on abutton isa*“hotkey” you can also get to the next screen with alt+ n
(because the N on the Next button is underlined) or alt + 2 (because the 2 on the 2. Property Details
button is underlined).

E3 CDSCOPE - Searches - Criteria Entiy
5. Sales Details ] 6. Ownership ] 7. Statutory Information ] Summary ]
1. Address Details v 2. Property Details ] 3. Dccupants/Leasing ] 4. Building Services ]
15—
Is/ Is Not Like Criteria Null Clear Page
Description {Text) jls LlContaining ;l |
P Is (Text 1= = |Containin - r Double click
fopcsaliest) j —I ! —I | any caption to
clear the
Historic Listgs {Text) jls ~lcontaining =] | search criteria.
Classification jls = [Exactly A R With classifications, search
@ all " Main Only
1.6
k Is/ Is Not Exact From To Null
(IN].lE‘lher of Storeys I - 5 | ::_:) Property Type Dptions
—
Year Built 1= < N ' Both property bypes
Year Refurbished Is | [ ' Nan-units only
Has Parking? B
- il " Urits only
Mumber of Car Bays 15 - r
Site Area 15 - '
Total Building Area i - N
Typical Floor Area i - N
Strata Units [1s = [ [ |
Unit Area [1s = [ [ | T
Number of Bedrooms |Is ;l | | | r 1.5

e
Cancel Start ‘ =< Back | Next == ‘ Finish

1.6 Movethe cursor to the line“Number of Storeys’. Under “From” enter “5” and under “To” enter
“10".

1.7 Your search criteriaare now entered, so click on the “Finish” button to go to the last search screen,
the “Summary” page. (Y ou can also get there by clicking on “ Summary” or by clicking on “Next”
several times.) Enter adescriptive name for the search such as*All buildings from 5 to 10 storeys’.

B CDSCOPE - Searches - Criteria Entry
1. Address Details ] 2. Property Details ] 3. Occupants/Leasing ] 4. Building Services ]
5. Sales Details ] 6. Dwnership ] 7. Statutory Information Summary

Clear All Pages

Click on the large Search button to Review Search

perform the search. sea rc h Criteria

If you want to review the criteria
you've entered click Review Search

Got a problem with your

Criteria. CDSCOPE will take a few Enter a descriptive name for this search: search?
seconds to analyze the criteria | | :
you've entered and display the Al buildings from S ko 10 storeys ) _

results. Click on Review Search

Extra notes to help you identify this search later: Criteria (above) to email
your search to us and we'll
let you know what the
problem is.

The descriptive name for the search
and extra notes are only required if
you want to save the search. If you
make entries in these fields,
CDSCOPE will assume you want to
save the search. If you don't,
CDSCOPE will ask do you want to save
the search before exiting.

This search was last executed:

e

Cancel Start << Back Next == Finish
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1.8 Click on thelarge “ Search” button. A message will tell you how many hits the search. Click on

“Next” and the Cityscope entry for the first property will appear on your screen.

1.9 Click on“Mailing labels’ near the top right of screen. Thefirst page of the CDSCOPE 2000 Mail

Centre will open. The options should already be set to mail to property owners (not occupants) and to
use al recordsin the activelist. Click on“Next” to moveto the next screen.

B CDSCOPE - Mail Centre
1. Label Source l 2. Label Preferences ] 3. Label Sorting ] 4. Label Destination ] 5. select Label Data Items ] Summary ]
Welcome to the Mail Centre. iantiolnall e
Here you can produce mailing
labels for property owners,
occupants, or tenants in the {" CITYSCOPE OCCUPANTS
lease expiry diary.
o~
These labels can either be
printed, or exported to a
format {such as Microsoft
Excel) suitable for mail merging I want to use:
into a letter you create in your - h ive li
word processor. & ALL RECORDS IN THE ACTIVE LIST ?E;:;rt;g’;tti; zftl'e":s;t
. looking at) can
The next few screens will " CURRENT RECORD DNLY oane
present your options. co“ta':ezgfd';r more
Use the Mext > and << Back I ol d
Lulsons t;: paigarStirouol Iabersoll:::i:":;i.rezoﬁ:l‘; itllc&e
k 3
& screens active list select the first
The Start button will return you option.
to this screen and the Finish f I d
button will take you to the last I T:;E';'(';)"'r:ra:'ﬁ:zlﬂ:zn:ce
screen. record (ie/ the one you are
Use Cancel to exit. I'mks':'?o‘::g ;::ﬁ?l::l the
Cancel Start =< Back Next == Finish
1.10 By clicking on the small circles, select “Use postal address where possible” and “Include care of
addresses’ and “All owners’. Some of these might already be selected.
B CDSCOPE - Mail Centre

| L. Label Source Z.Label Preferences l§. Label Sorting ] 4. Label Destination ] 5. Select Label Data Items ] Surmmaty ]

Address preference: I want to mail to:
Preferences on this

page apply only when
producing mailing labels
for property owners.

+ lise postal address where possible § &+ all owners

" Use street address where possible " Orly ko non-owner occupants

" Orly ko owner occupants

For some property owners, Cityscope
records both a street address and a
postal address. This preference
determines which address to use
where Cityscope records both.

Use this preference to target either all
property owners {the default), owner
OCCUPIErs, OF NON-0OWNEr OCCUPIers.

0On the top of all labels where Cityscope
doesn't have a specific contact, include
the general label header:

Care of addresses:

T don't want to mail to care of addresses |

* TInclude care of addresses

IF Cityscope does not have a specific
contact name for a property owner
(only where it is a company}, the test
you type here will appear at the top of
vour label.

Use this preference to either exclude or
include care of addresses.

An example generic salutation might be
“To the Property Manager". This will
appear at the top of all labels addressed
to companies where Cityscope has no
contact.

Cancel Start << Back Next == Finish
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1.11 We can skip the next screen because we don’t want to sort the labels. Click twice on “Next” or
click on “4. Label Destination” to get to the label destination screen. Select “PRINT LABELS USING A
PREDEFINED LABEL TYPE". (Later, whenyou are doing real mailings, you will need to select the type
of labelsyou are using, such as 3 across and 8 down, but we won’t change the setting now.)

B CDSCOPE - Mail Centre

| 1. Label Source | 2. Label Preferences | 3. Label Sorting 4. Label Destination |§. select Label Data Items | Summary |

—I1 want to:
0On this screen you select the

destination for your labels. ' PRINT LABELS USING A PREDEFINED LABEL TYPE

Dimensions

54,0 mm i 3
&35 mm x 35,1 mm 3
99,1 mrn = 34,00 mem 2

If the mailing label you
use does not appear in
! this list, export the label
g to a file and use your
word processor's mailing
label function to print
your labels.

There are two options: send
them to the printer, or export
them to a file.

A L7159
Avery L7160
Avery L7162

NOTE: Chose the export option
if you want to use the mailing
label in a mail merge.

If you chose to print the labels
you will need to select a
predefined label type. If you
don't have any of the labels

Tip! Word users who don't

listed then export the labels

and print them from your word

Processor.

If you chose to export the
labels, you will need to chose
between Excel and Rich Text

" EXPORT LABEL TO A FILE

|

{8 Microsoft Excel| [Microsoft Excel Version 3

) Rich TextFormat

have Excel use Rich Text
Format.

The advantage of using
Excel is that you can edit
Cityscope's data or add
your own columns for
mail merging.

Format, specify a destination
directory and a file name.

Destination Directory: JSHMy Doacuments

= |

Destination Fle: |[COSCOPELabels
Cancel | Start =< Back Finish |
1.12 Click on “Next” to go to the final screen of the Mail Centre.
B CDSCOPE - Mail Centre

1. Label Source | 2. Label Preferences I 3. Label Sorting | 4. Label Destination | 5. Select Label Data Items Summary |

Labels printed: E
Pages required: 0.00 i

|5I:e|:| 2: Exclude any labels you don't want. You can even edit the labels before printing or export. '

|5I:ep 1: Build the labels. i

You are almost finished. Build Labels |

Follow steps 1 to 3 on this
screen and you'll be done.

Step 1 {completed by
clicking the Build Labels
button) takes all the
choices you've made on
the previous pages and
builds the labels.

Include? Addressee Address Suburb State | Post Code

Step 2 is optional. The
labels will be listed with an
Include? check box. By
default they are all
included. If you want to
exclude some of the labels,
uncheck the Include? box.
If you want to edit the
labels {even add your own
contact!) you can do it
here too.

Step 3 is completed by
clicking the Output Labels
button. This sends the
labels to the desired 1 3

destination.

|5tep 3: Dutput the labels. i

Cancel |

Output Labels

Start | << Back Finish

1.13 Click on“Build Labels’. Theinformation to be printed on the address|abels will appear in
tabulated form. Y ou will see at top right how many labels will be printed. This number will usually be
smaller than the number of properties found in the search, because CDSCOPE 2000 removes duplicates
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if one owner has two or more properties, and afew property owners have asked us not to use their
namesin mailing lists. Click on“Output Labels’. CDSCOPE 2000 will prepare the labels and show them
inapreview. If you click onthe“Print” button the labelswill be printed (assuming your computer is
connected to a printer).
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Exercise 2: Find all strata unitswhich have not been traded since 1995 (excluding
residential units) and which are owned by companies. Producea letter which is
different for every owner, mentioning the address of the property and the date of last
sale. (Notethat thissearch isnot applicableto theresidential Cityscopesfor Sydney
and Mebourne CBDs.)

2.1 If you are still inthe mail centre, “Cancel” to exit. Again, select “ Search” and “ create new property
search” and “2. Property details’.

2.2 Movetothe“Classification” line and change“Is’ to “IsNot”. This can be done by typing into the
field, or by clicking on the small options arrow at the right of the field and choosing the option “Is Not”.
Remember that wherever thislittle downward arrow appears, it tellsyou thereisalist of optionsto
choose from. Enter “Residential” in the classification line below “Criteria’. Now move the cursor to the
right of the screen, to “Property Type Options’ and select “Unitsonly”.

2.3 Movefrom “2. Property Details’ to “5. Salesdetails’. (Click on“5. Sales Details’, or threetimes on
“Next”.) Inthe“SaleDate” line, below “To”, enter “31/12/1995”.

E3 CDSCOPE - Searches - Criteria Entiy
1. Address Details | Z. Property Details I 3. Occupants/Leasing I 4. Building Services I
5. Sales Details I 6. Ownership | 7. Statutory Information | Summary |
Clear Page |
F Is, Is Not Exack From To .
Sale Number |Is ;l | | |
Double click
1= - 311271995
Saleltats | —I | | 112 | any caption to
Sale Price [1s -] [ [ | clear the
search criteria.
Appendiz Number [is i | [ [ |
Sale Code |Is ;IContaining ;l ;l

Hint: When entering Sale
Number criteria, 1 =the

Nl 4 | ) |DI| New | Gale CriteriaGroup 1 of 1 last sale, 2 = the second

last sale, etc.

Is) Is Mok Exact From To
Number Of Sales |Is ;l | | |

Is/ Is Mot Like Criteria MNull
Sales History (Text) jls ;lContaining ;l | o

Sales searching supports multiple groups of sales criteria. This allows you to do searches such as, find
all properties which sold in 1996 and again in 1999. This search would be achieved by entering
Sale Date From 01,/01/1996 To 31/12/1996 in Sales Criteria Group 1 - and -

Sale Date From 01,/01/1999 To 31/12/1999 in Sales Criteria Group 2.
You could even add Sale Price criteria to further refine your search.
Hint: Click the New button to create a new Sales Criteria Group.

Cancel | Start =< Back Next == Finish
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2.4 Moveto“6. Owner Details’. In“Owner Type Options’, select “only companies etc”.

E3 CDSCOPE - Searches - Criteria Entiy
1. Address Details ] Z. Property Details ] 3. Occupants/Leasing ] 4. Building Services ]
5. Sales Details 6. Ownership 7. Statutory Information ] Summary ]
Is/ Is Not Like Criteria Null Clear Page
Dwner (Text) jls = |containing =] | ™
Double click
Owner Name jls ;lExactIy ;I ;I any caption to
clear the
Address suburb jls ;lExactIy ;l ;l search criteria.
Address State jls = Exactly | kA
Is/ Is Mok Exact From To
Address Post Code Is -
Number of Owners Is -
Is/ Is Mot Like Criteria
Owner Origin b = [Excactly =1 -1
Owner Type Options Foreign Interest Options
" all owner bypes * ignare Foreign interests
" owners with Foreign interests
" only individuals " owners with no Foreign inkerests

Cancel Start =< Back Next == Finish

2.5 Movethethelast screen by clicking on “Finish”. Enter the descriptive name “ Strata units unsold
since 1995". Enter the extra notes “Units owned by companies, not residential, not traded since 1995”.

B CDSCOPE - Searches - Criteria Entry
1. Address Details ] 2. Property Details ] 3. Occupants/Leasing ] 4. Building Services ]
5. Sales Details ] 6. Dwnership ] 7. Statutory Information Summary

Clear All Pages

Click on the large Search button to Review Search

perform the search. sea rc h Criteria

If you want to review the criteria

you've entered click Review Search Got bl ith
Criteria. CDSCOPE will take a few Enter a descriptive name for this search: BEaUmd emht;n G
seconds to analyze the criteria SEQRCHIZ
you've ente:ee;lj?: display the |Strata Units Unsold since 1995 Click on Review Search
Extra notes to help you identify this search later: Criteria (above) to emai!
The descriptive name for the search Units owined by companies, not residertial, ot = P searﬁh Lo "shazdt;:'e L
and extra notes are only required if traded since 1995] civon 'LT"" paan e
you want to save the search. If you pronemiisy
make entries in these fields,
CDSCOPE will assume you want to

save the search. If you don't,
CDSCOPE will ask do you want to save
the search before exiting.

This search was last executed:

e

Cancel Start << Back Next == Finish

2.6 Click on*“Search” When the message box appears you will be able to see how many properties you
found. Select “View them” and “Add hitsto new list” if they are not already selected. Complete the
search with “Next”.
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2.7 Savethe completed list. Move the cursor to the fourth button from the left along the top. If it says
“SavelList”, click onit. If it says something else, click on the option arrow and then click on “ Save
List”. Typeinadescription of thelist, “Unsold units’ and click on “Next”. When CDSCOPE 2000 says
it has successfully saved thelist, acknowledge the message by clicking on “OK” (or just Enter).

CDSCOPE 2000 - Save User Item

J List Mgr ;l REDDI‘I:,."'EHDDI‘II | Enter your own description and notes to help identify

this saved item later. If left blank the system will

- = List Mgr name the item using the next available itern number,
Lies I Handpicked jew List puk I for example "My item 1",
Save Lisk Description: [Unsald Units|
ddiselection kol active lisk Eolook atat User Notes:
Save List [ ]

@ ‘our list has been successfully saved as Unzold Units. MNext == |

2.8 Prepare aletter in Microsoft Word which looks as follows:
(Inareal mailing, the letter would continue with your sales message.)

Dear unit owner,

Reyour unit at ;

We note that this unit was last traded on .
Sincethen.....

2.9 Savetheletter as“Unsold” in “My Documents”.

2.10 Back in CDSCOPE 2000, again select “Mailing Labels’. Tell the system you want to mail to
property owners, and to all recordsin the current list.

2.11 Click on “Next” to go to the “Label Preferences’ screen. Thereisan option to typein ageneral
label header. We can put here atitle such as“ The Property Manager”. Thiswill appear asthefirst line
of every address, before the company name (where Cityscope does not have acontact). In thisexercise
we are mailing only to companies. But if an addressee is aperson, or acouple, or any owner not a
company, CDSCOPE 2000 will not add thisline.

2.12 Click on “Next” to go to the next screen “Label Sorting”. In casethereisasort option already
active, click on “Clear ALL Selections’. Under “Select asort option” on the left side of the screen,
highlight “addressee” by clicking onit. Then move the option to the right panel by clicking on the big
right-pointing arrow.

Thereisagood reason for this alphabetical sort. When we prepare a mailing with every letter different,
there must be aletter for each property. Duplicates cannot be eliminated because no letters will be exact
duplicates. So with the letters sorted al phabetically by owner, any multiple |etters to the same owner
will be printed together, and it will be easy to put them into the same envelope.
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2.13 Click on “Next” to go the the next screen “Label Destination”. Select “EXPORT LABELSTO A
FILE” and Rich Text Format. Leavethe“Destination Directory” as C:\My Documents and in the line
below, type the filename “temp”. (If the destination directory has been changed to a different directory
in your copy of CDSCOPE 2000, you can either use that different directory, or changeit to C:\My
Documents. When the destination directory is changed, thiswill remain the default setting until
changed again.)

A warning; if you get an error message beginning “ Folder cA\My Documents does not exist”, this
probably means that the My Documents folder on your computer is not directly attached to the C:\
directory and you will need to specify adifferent directory. Thiswill sometimes happen on computers
using CDSCOPE 2000 on a network..

2.14 Click on “Next” to go to the next screen “ Select Label Data ltems”. If any are selected, and appear
in theright panel, click on “Clear ALL Selections’. Now we can move into “Property datato be added
to thislabel” the extrainformation we want. Y ou don’t have to worry about the name and address, this
will be exported no matter what you do. In theleft panel, highlight “Unit Number” by clicking onit, then
move it to theright panel by clicking on the big right-pointing arrow. Do the same with “ Street Number”
and “ Street Name” and “Last Sale Date” (scroll down to find Last Sale Date).

B CDSCOPE - Mail Centre
| 1. Label Source | 2. Label Preferences | 3. Label Sorting | 4. Label Destination  5- Select Label Data Items I§ummary |
—Show me
& Al data items
Options on this page ' from Group I =]
apply when exporting
mailing labels. Select the data to include from the list below: Property data to be added to this label:
select the property Daka ;tem |C0ntent Tvpe ;I DaFa Item |Sort
data fields you want to SBCLII’It}Iu' Data Item Unit Murnber 1
include in your export Sales History Text Paragraph Street Number 2
from the list on the left, Sale Dates Data Item 3
then click the right ' Sale Prices Data Item 4
arrow button to add Sale Codes Data Ikem
them to your label Sale Murnbers Data Item
export. Lask Sale Date Daka Item Move Up
Last Sale Price Diata Item
Use the Move Up and Last Sale Code Data Ihem Move Down
Move Down buttons to Ot Text Paragraph =
change the sort order of Owner Name Data Them
the property fields Clear ALL
A 5 Owiner Address Data Them
included in your label Selections
export. Owiner Aggr Suburb Data Item
Cwner Addr State Data Item
Why would I want to? Ownier Addr PC Diata Tkem
Adding property fields Owner Addr Country Data Item
to your mailing label will Cwner Detail Text Paragraph
allow you customise Foreign Inkterests Daka Item
your mail merge Foreign Counkries Text Paragraph _I
documents. Title Details Texk Paragraph
Yaluakinns Text Paranranh ;I
Cancel | Start | =< Back | Next == Finish

2.15 Click on “Next” to move to the last page of the Mail Centre. Click on “Build Labels” and after the
details appear, click on “Output Labels’. Acknowledge (with OK or Enter) when CDSCOPE 2000 says it
has exported the |abels.
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2.16 All operationsin the mail merge are now standard Microsoft Word functions. These functions are
performed outside CDSCOPE 2000. First, open the letter “Unsold” and insert the merge fields. After
that has been done the letter (the main document) should look like this;

«ContactTitle» «ContactFirstName» «ContactSurname»
«ContactPosition»

«Addressee»

«Address»

«Suburb» «State» «PostCode»

«Country»

Dear unit owner,

Re your unit «UnitNumber» at «StreetNumber» «StreetName»,

We note that this unit was last traded on «LastSaleDate».

Sincethen.....

Remember that the data source is C:\My Documents\temp.rtf (or whatever different destination directory
and file name you have chosen). |If the name does not appear when you select Open Data Source and
move to that folder, ask Windows to show all files, not just Word files. Thefirst mergefield
“CompanyName” should also be used for names of individuals, couples, organisations (in fact all
owners). Also (to repeat ) note that when you export information from the database for use in mailings,
you do not need to include the fields CompanyName, Address, Suburb, State, PostCode. These are
automatically included in every mailing export from CDSCOPE 2000.

Complete the merge to see how the letters would appear when printed.
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Exercise 3: Find buildings of 5 or mor e storeyswhich have not been refur bhished since 1990,
excluding historic buildings. Sort theresultsby number of storeys. Print out atext
report with the address and description of the properties and a paragraph describing
owner ship of the properties.

3.1 Click on*“Search”, select “create new property search” and “Next”. Move to the second search
screen with another “Next’. At the end of the “Historic Listgs (Text)” line, click on the square “Null”
box (atick will appear). Thistells CDSCOPE 2000 to find properties where the Historic Listingsfield is
empty. Theninthe“Number of Storeys’ line, type“5” under “From”. Inthe“Y ear Refurbished” line,
under “To", type“1990".

E3 CDSCOPE - Searches - Criteria Entiy
5. Sales Details | 6. Ownership | 7. Statutory Information I Summary
1. Address Details 2. Property Details | 3. Occupants/Leasing | 4. Building Services |
Is/ Is Not Like Criteria Null Clear Page |
Description {Text) jls ;lContaining ;l |
P Is (Text s = Jcontaining = Double click
roposals {Text) 3 ia| g - | T any caption to
clear the
Historic Listgs (Text)  p [Is ~|containing -] | & =] search criteria.
*1s = [containing - | = =]
Classification jls = [Exactly A R With classifications, search
@ all " Main Only
Is/ Is Not Exact From To Null
Mumber of Storeys I= o 5 —Property Type Options —
Year Built s M r @ Both property bypes
Year Refurbished 1= - 1990 r ¢ Non-urits anly
Has Parking? B
. = © Units anly
Number of Car Bays 15 - m
Site Area 15 - m
Total Building Area i - I
Typical Floor Area i - I
Strata Units [1s = [ [ |
Unit Area [1s = [ [ |
Number of Bedrooms [1s = [ [ | =
Cancel | Start | =< Back | Next == | Finish
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3.2 Click on“Finish”. Enter adescriptive name, eg “5-storey+, unrefurb since 1990”.
E3 CDSCOPE - Searches - Criteria Entiy
1. Address Details I Z. Property Details I 3. Occupants/Leasing I 4. Building Services |
5. 5ales Details | 6. DOwnership | 7. Statutory Information Summary

Clear All Pages

Review Search
perform the search. Sea rc h Criteria

If you want to review the criteria
you've entered click Review Search
Criteria. CDSCOPE will take a few
seconds to analyze the criteria

you've entered and display the 5 Stories+, Unrefurbished since 1990
results.

Click on the large Search button to |

B ) Got a problem with your
Enter a descriptive name for this search: e

Click on Review Search
Extra notes to help you identify this search later: Criteria (above) to email
The descriptive name for the search yolur sear;h i ushand;]ue I
and extra notes are only required if ElvoLy 'LTW L abthe
you want to save the search. If you DECDICIT=S

make entries in these fields,

CDSCOPE will assume you want to

save the search. If you don't,
CDSCOPE will ask do you want to save
the search before exiting.

This search was last executed:

e

Cancel | Start | =< Back | Next == | Finish |

3.3 Click onthelarge“ Search” button. A message box will appear telling you how many hits were
found. Click on“Next” to accept the option to add the hitsto anew list. The Cityscope record for the
first property found will appear on the screen. Click on “Sorting” at the top of the screen to open the
Property Sorts Control Area. Select “create new property sort”.

B CDSCOPE - Property Sortz - Control Centre |
Select Property Sort Template I
Descripkion |Date Last Used |Demu:u? Properky Sork Mokes:
DEMD: By building name by unit area 27 /06fz000 Yes
DEMO: Cikyscope map and property 271062000 Yes
DEMO: Sork mosk recent sales First 27 /06fz000 Yes

Property Sort Template options:

 use existing property sort 8 edit existing property sort

[0 icreate new property sort - copy existing property sort

" delete existing property sort

Cancel | Mext == |
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3.4 Click on“Next” to go to the next screen. A panel on the left side lists the dataitems by which you
can sort. Click on (and highlight) “Number of Storeys’, then click on the large right arrow to move this
iteminto theright panel. So that the sort will put the tallest buildingsfirst, highlight the “Number of
Storeys’ linein theright panel, then click on the “ Toggle Ascending/Descending” button. Inthe
highlighted line in the right panel, the word below the heading “ Sort” will change from “Ascending” to
“Descending”.

E3 CDSCOPE - Sorts - Criteria Entry

1. Select Data Items for Sorting l Summary ]

Show me

¥ The list on the left shows the data items on which you can sort. The list on the
& Al data items

right shows the data items you've selected to sort by.To move a selection from

™ From Group | | the left list to the right list, highlight your selection{s) and click the right arrow
button, Note: Multiple selections are made by holding down the Shift key when

Select the data by which you want to sort: selecting.

Data Tkem - Change the value of Ascending/Descending by highlighting the item in the right
Cityscope Code list and clicking the Toggle Ascending/Descending button.

Map Mumber

Property Mumber Change the order of you sort items by highlighting the item in the right list and
Unit Murmber clicking either of the Move Up or Move Down buttons.

Building Mame

Street Mumber (Mumerich Clear your sort items by clicking the Clear ALL Selections button.

Street Mumber (Odds then Evens)
Street Mumber (Evens then Odds)
Skreet Marne

[Data Ikem Sort Order
Hurnber of S JEsCel

Year Builk

‘Year Refurbished ﬁ
Has Parking?
Murnber of Car Bays Move Down
Site Area
Tatal Building Area Clear
Typical Floor Area Selections
Strata Units

Unit Area

Murmber of Bedrooms ﬂ

Cancel Start << Back MNext = Finish

i

3.5 Click on“Next”. Inthe next screen, enter a descriptive name such as“ Number of storeys, tallest
first”.
B3 CDSCOPE - Sorts - Criteria Entry

L Select Data Items for Sorting Summary l

Click on the large Apply Sort button

L the crtera speched. | Apply Sort

Enter a descriptive name for this sort:

[Mumber of Storeys - Tallest First]

Enter some extra notes to help you identify this sort later:

This sort was last used:

——

Cancel Start ‘ << Back | Mext == Finish
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3.6 Click onthelarge“Apply Sort” button. The Cityscope record for the tallest building will appear.
Click on “Report/Export” at the top of the screen. When the Report/Export control centre opens, select
“create new report/export”.

E CDSCOPE - Heports/Exports - Control Centre |

Select Report/Export Template |

Description |Date Lask Used |Demu:u? Property Report/Expart Mokes:
DEM: Qccupant Lisking 27106)2000 Yes
DEMD: Property Statiskics 271062000 Yes
DEMZ: Residential Unit Statistics 271062000 Yes
DEMC: Sales Prices and Dates 271062000 Yes
SIMPLE PRINT 271062000 Yes

Report/Export Template options:

" use existing report/export (8 copy existing report/export

% ifreate new report/export " delete existing report /expork

Cancel | Mext == |
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3.7 Click on “Next”. Accept the standard option to use all records in your activelist by clicking again
on “Next”. Thiswill take you to a screen where you can arrange the layout of your printed report. If it's
not already selected, click on the smll circleleft of PRODUCE A PRINTED REPORT. Choosethe
options “Portrait” under “Orientation”, “one after the other down the page” under “ Arrange the data
items’, and “One” under “Columns’. Asareport heading, enter “ CDSCOPE Report; unrefurbished
buildings by height” or similar. Thisheading will |ater appear at the top of the final report.

E3 CDSCOPE - Report/Export - Template Setup

| 1. Select Properties 2. Report/Export Settings |§. select Data Items | 4. Apply a Sort | Summary |

Here you have to decide whether you want to PRODUCE A PRINTED REPORT or EXPORT THE DATA TO A FILE.

If you chose to PRODUCE A PRINTED REPORT you will also need to set the orientation and how the data will be arranged on the
report. You can also select to display your datain 1 to 4 columns.

If you chose EXPORT THE DATA TO A FILE you will need specify the file type you wish to export, plus the destination path and
file name. Use the "Defaults” push button to change any of your default settings.

_ I want to: [Tip! Use ™width Settings” if your report is printing .
with blank or partial pages.

' PRODUCE A PRINTED REPORT

Orientation — — Arrange the dataitems: ——  Columns:
¥ Preview ko screen with option ta prink ' Portrait ) i e SaEss b page

" Save the repart as a Word document ' ore  Three

 Landscape & one after the other down
€ Save the report as a Snapshat file 5 B the page C Two O Four
Width Settings |

Report Heading: |CDSCOPE Report; Unrefurbished Buildings Sorted by Heighl
" EXPORT THE DATA TO A FILE

(% [Micrasaft Excel |Microsoft Excel Wersion 3 =l
€ Richi Text Farmat

Destination Directory: |c:'|,|‘~'1y Dacuments ﬁq |

Destination File: |MyRep0rt Defaults |
Cancel | Start <= Back | MNext == | Finish |
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3.8 Click on “Next” and select the dataitemsfor the report. If theright panel isnot blank, click on
“Clear ALL Selections’ near the bottom right of the screen. Thenin the left panel, highlight the three
items Building Name, Street Number and Street Name. They can be highlighted all at once by clicking
on thefirst, then holding down the shift key and clicking on the third. (This standard Windows method
of selecting multiple items can be used throughout CDSCOPE 2000.) Usethelargeright arrow to shift
theminto theright panel. Intheleft panel, highlight “ Description” and move it to the right panel. Scroll
down in the left panel and do the same with “Owner”. Y ou will see these are described as text
paragraphsin thelist.

E3 CDSCOPE - Report/Export - Template Setup

| 1. Select Properties | 2. Report,/Export Settings 3. Select Data Items | 4. Apply a Sort | Summary |

S A single property can have multiple "lines" of data, eq where

% Al data ikems there are 2+ owners, 2+ building names, 2+ classifications, 2 +

i e I ;I s_ales. Place a tick in this box to restrict your output to only 1

line of data per property: ¥

5elect the data to include from the list below: Data selected for inclusion in this report;/export: Preview
Daka Ikem [Conkent Tvpe ;I Daka Ikem [Content Twpe  [Sort [width [Grow? [align Layoukt |
Fire Services Data Item Building Mame Data Item 1 30 Mo Left
Security Data Itern Street Number Drata Tkem 2 15 Mo Cenkre Move Up |
Sales Histary Text Paragraph Street Name Data Ikem 3 25 No Left
Sale Dates Data Item Description Text Paragraph | 4 50 ves  Left |
Sale Prices Data Item Cner Text Paragraph |5 50 es Left w2 T
Sale Codes Data Item
Sale Mumbers Diaka Tkem width 4
Last Sale Date Data Item I 0 4
Last Sale Price Data Item
Last Sale Code Data Ikem &I
Cwner Texk Paragraph
Crner Mame Data Item n%;r?r?'::nt |
Owner Address Data Item
Ciner Addr Suburb Data Item Toggle
Owner Addr State Data Item Can Grow? |
COwner Addr PIC Data Item
Owinisr Addr Courkrey Diata Them Clear ALL
Cner Detail Text Paragraph _I Selections
Foreign Interests Data Item
Foreign Countries Text Paragraph E;Icutl?:l_:: |
Title Details Text Paragrach LI Eon

Cancel | Start <= Back MNext == Finish |
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3.9 Click on “Finish”. Enter a descriptive name for the report, perhaps “ Unrefurbished buildings by

height”. Thisheading will appear in thelist of report templates next time you open the Report/Export
control centre.
E3 CDSCOPE - Report/Export - Template Setup

1. Select Properties | 2. Report/Export Settings | 3. Select Data Items | 4. Apply a Sort Summary |

Click on the large "Create
Report/Export” button to either c reate Be po rt/ Expo rt
produce your report or perform
your export.

Enter a descriptive name for this report/export:
|UnreFurhished Euildings by Height]

Enter some notes to help you identify this report/export later:

This report/export template was last used:

o

Cancel | Start | <= Back | MNext == | Finish |

3.10 Click onthelarge “Create Report/Export” button. The completed report will appear on screen. It
can be printed out by clicking on the small printer icon to the bottom left of the window.
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Exercise 4: Create a search to study pricetrends of strata units (commercial and residential) in
the decade 1991 to 2000. Export theresult in atabulated form toaWord file.

4.1 Close or cancel any CDSCOPE2000 reporting screens.  Click on “ Search”, then “ create new property
search” then “Next” twice to reach the second criteria entry screen, “Property Details. Under “Property
Type Options” to theright of screen, select “Unitsonly”.

4.2 Moveto thefifth criteriaentry screen, “ Sales Details’. Inthe“SalesDate” line under “From” enter
“1/1/1991", and in the “To” column enter “31/12/1993". Move the cursor down afew lines, and click on
the“New” button left of “Sale CriteriaGroup 1 of 1”. Thislinewill changeto “Sale Criteria Group 2 of
2" and afresh blank “Sales Date” line will appear. Go back to the “ Sales Date” line and enter “1/1/1998"
under the “From” heading.

E3 CDSCOPE - Searches - Criteria Entiy
1. Address Details | Z. Property Details I 3. Occupants/Leasing I 4. Building Services
5. Sales Details I 6. Ownership | 7. Statutory Information | Summary |
Clear Page |
F Is, Is Not Exack From To .
Sale Number |Is ;l | | |
Double click
1= - 010171995
Sale Date | _I | {01/ | | | any caption to
Sale Price [1s -] [ [ | clear the
search criteria.
Appendiz Number [is i | [ [ |
Sale Code |Is ;IContaining ;l ;l
Hint: When entering Sale
Number criteria, 1 =the
14 | 4 | > | [ | | New | Sale CriteriaGroup 2 of 2 last sale, 2 = the second
last sale, etc.
Is) Is Mok Exact From To
Number Of Sales |Is ;l | | |
Is/ Is Mot Like Criteria MNull
5ales History (Text) jls ;lContaining ;l | o

Sales searching supports multiple groups of sales criteria. This allows you to do searches such as, find
all properties which sold in 1996 and again in 1999. This search would be achieved by entering
Sale Date From 01,/01/1996 To 31/12/1996 in Sales Criteria Group 1 - and -

Sale Date From 01,/01/1999 To 31/12/1999 in Sales Criteria Group 2.
You could even add Sale Price criteria to further refine your search.
Hint: Click the New button to create a new Sales Criteria Group.

Cancel | Start | =< Back Next == Finish

4.3 Click on Finish, give the search a descriptive name such as“ Sales trend, strata units’, and click on
the large “ Search” button. Accept the option to view them with “Next” and the record for the first
property found will appear on the screen. Click on “Report/Export” at the top of the screen, and select
“create new report/export”.
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4.4 Click on“Next”. Accept the option to use all records found with “Next” again. In the report/export
settings page, select “Export the datato afile”. Then select “Rich Text Format”. Typein adestination
file name such as UnitTrend. Y ou can probably leave the destination directory as“C\:My Documents”.

E3 CDSCOPE - Report/Export - Template Setup

| 1. Select Properties 2. Report/Export Settings |§. select Data Items | 4. Apply a Sort | Summary |

Here you have to decide whether you want to PRODUCE A PRINTED REPORT or EXPORT THE DATA TO A FILE.

If you chose to PRODUCE A PRINTED REPORT you will also need to set the orientation and how the data will be arranged on the
report. You can also select to display your datain 1 to 4 columns.

If you chose EXPORT THE DATA TO A FILE you will need specify the file type you wish to export, plus the destination path and
file name. Use the "Defaults” push button to change any of your default settings.

—I'want to: [Tip! Use ™width Settings” if your report is printing .
with blank or partial pages.

" PRODUCE A PRINTED REPORT

Orientation —— —Arrange the data items: — —Columns:
1% Ereyiewib scren with iy B s & Bortrat T —— page - -
* One Thiree
€1 Save il FERT a5 BT GGITE () [andscape. €1 one after the other dovwn
= Save bhe report a5 a Snapshotile 5 B tie page ) Tim ) Faur
Width Settings |

Report Heading: |CDSCOPE Report
' EXPORT THE DATA TO A FILE

' Microsoft Excel |Microsoft Excel Wersion 3 =
' Rich Text Format

Destination Directory: |c:'|,|‘~'1y Dacuments ﬁq |

Destination File: |UnitTrend| Defaults |
Cancel | Start | <= Back | MNext == | Finish |

4.5 Click on“Next” and select the dataitems to go into the report. Highlight “Building Name” and “ Unit
Number” and “ Street Number” and “ Street Name” and (scroll down) “ Sale Dates” and “ Sale Prices’.

4.6 Click on*“Finish”. Enter adescriptive name such as*Unit pricetrend”. Click on“Create
Report/Export”. CDSCOPE 2000 will tell you the file has been created; acknowledge the message with
“OK”.

File Export |

@ Rich Test Farmat file Uit Trend.itf was created successfully at ohbdy Documents.

4.7 Thefileyou have created can now be opened in Word. Remember that you might need to tell Word
tolook at “All files” or “Rich text format files’.
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