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Customising Search Results in 
Property Guru 

 
Property Guru has the unique ability of allowing you to generate lists of properties (for 
example by entering a street or suburb) which you are then able to easily refine to create 
a list of comparable properties.  
This module shows you how to customise your search results in order to generate lists 
that can be easily used for prospecting and sales comparisons purposes. A list of 
properties is most commonly created by using a street or suburb search, following on 
from the instructions in Module 1. 
 
2.1 – Adding or Removing Information from your list of results  
 
When a list of results is displayed in Property Guru, it provides summary details about 
the properties in columns. These can then be manipulated to include/exclude 
information, as required . The default  set of columns–– can be changed at any time, to 
reflect the information you wish to view or present to a client. 
 
By clicking on the ‘Columns” button’ above the list of results,  a menu will appear that 
allows you to select or deselect the desired information to be displayed. 
 

 
 
 
In the upper, left-hand corner of the menu there are the words ‘All’, ‘None’, and 
‘Default’.   

• If you click on ‘All’ all options in the menu will be selected 
• If you click ‘None’ all options on the menu will be de-selected 
• If you click on ‘Default’, the default columns in the normal search result will be 

re-instated.  
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Columns of information can be added or removed by ticking or ‘un-ticking’ the boxes 
you wish  to include/exclude. Only those items with

 

 a ‘tick’ next to them will appear on 
the list. 

Items without

 

 a ‘tick’ next to them will not be displayed on the list as a column of 
information. 

Once you have edited the information you would like to see on the list, select the 
‘Update Results’ button (in the bottom left-hand corner of the menu).  This will refresh 
the  results list to  display the information you have chosen to view. 
 
2.2 - Sorting the list by Columns of Information  
 
The list displayed in the property return results is automatically sorted by address (in 
ascending order) however this can easily be changed to ascending or descending order 
by any other column  - you just need to select to sort the order from another column. 
 

 
 
To change the sort order, hover your curser under the title of a given column and two 
arrows in blue boxes will appear (screen shot  above uses ‘Town’ as an example).   
Upwards facing arrows sort the list in ascending order; downward facing arrows sort the 
list in descending order. If you leave your cursor hovered over one of these two arrows, 
a tool tip (or an information box) will appear highlighting which way that particular arrow 
will sort the list. Once selected, the list will refresh by the column and order chosen. A 
sorted column will show a red arrow indicating whether it is ascending or descending.  
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2.3 - Removing Individual Properties from the list of results  
 
If you have a property in the list of results that you wish to remove, Property Guru has a 
simple solution. To the right of each property entry there is a red X.  By clicking on this 
“X” the property will be removed from the list.   
 

 
 
Removed properties are listed in the ‘Previously Removed Properties’ section found in 
the upper right hand corner of the Property Guru screen.  To restore any previously 
removed properties to your list, click on the arrow beside the property.  
 

 
 
 
2.4 – Searching for other locations and adding them to a list 
 
If you have searched for a particular street or area and would like to add additional 
locations, use the ‘Add other location’ panel found to the right hand side of the list of 
results. This feature will list a series of locations that are within close proximity to the 
street or suburb you have already searched for.   
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Just tick the box next to the location/s you want to add. Once you are satisfied with your 
selection of other locations, click ‘Apply’. These locations will now be added to your 
current list of results. 
 
You can also choose to add your own locations. By clicking on the ‘Search for 
locations’ button, a new menu will appear with a search field that allows you to 
manually type in the street or road name you would like to add. When you have finished 
adding the locations, close the dialogue box - the selected location/s will appear above 
the list of suggested locations with a green ‘tick’ next to it.   
To remove any locations simply ‘un-tick’ the property and the list will refresh to show the 
updated results. 
 

 

 
 
 

 
2.5 - Refining your Search Results 
 
The “Refine your search” function is a powerful tool that allows you to manipulate a list of 
results by applying one or more filters. These filters when applied, refine the current list 
you have created to give a truly comparable list of properties. Applying one or more 
filters can quickly and simply transform a list by using filters such as sale date, sale 
price, floor area; and land area, to name a few. 
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This easy to use function is located in the ‘Refine Your Search’ panel found in the 
upper-right hand side of the screen.  
 

 
 
There are a comprehensive set of filters you can use to refine your results and you can 
apply multiple filters to your results.  
 
Each field you add will further refine your list of results – i.e. the changes are cumulative. 
For example, the screenshot below shows how to refine your results to show properties 
that are residential only, have sold between January 2005 and January 2010, and have 
between 3 and 5 bedrooms. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Any filters applied will appear in a series of new panels above the ‘Refine Your Search’ 
panel. 
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You will see next to each of the filters,  two blue icons.  The first will re-open the filter 
panel so that you can adjust the settings of that particular filter i.e. change the sale date 
period. The second when clicked, simply removes any applied filters. 
 
2.6 - Detailed List View 
 
The ‘Detailed List’ view displays a more comprehensive view of your search results or 
property lists. When creating a comparable list of properties for a client, the Detailed List 
view offers a more professional report when printed, providing an aerial image along with 
a wider description on the properties shown. In most cases the Aerial Images of the 
property will have the legal property boundary included.  
 
You are able to add comments to individual properties through the detailed list view and 
property summary page. The comment (up to 1,000 characters) will permanently stay 
with that property for you to refer to. By printing and exporting the detailed list view it will 
ensure the comments are included in the property information. Please note – When you 
enter a comment it automatically adds the date that comment was entered. 
 

 
 
If there is too much information, you can always remove or add fields of information by 
clicking on the ‘Fields’ button.  
By clicking on the ‘Fields’ button above, the fields selected/de-selected will dictate what 
fields are shown in the Detailed List view. 
 
2.7 - Finding owner contact details – the White Pages search 
function 
 
Property Guru has a direct link to the ‘White Pages’ website so that with a single click 
the ‘White Pages website’  will automatically open and any registered contact details 
will be found and displayed. In order to access this function you will need to click on the 
telephone icon  found by an owner’s name either in the search results list or Property 
Summary. 
 
  
Refer to Module 3 for more information on saving and printing a list. 


