PHASE 2:accessinG Your NEW

DASHBOARD AND NEW PROFILE TOOLS

In this guide we will be reviewing your new dashboard and your new
profile tools




ACCESSING CATYLIST

To get into the Catylist dashboard you will
want to begin by making sure you are logged
in.

Once you're logged in, you can either select
“My Listings” from the dropdown menu that
appears under “Welcome, Name” or from the
“My Listings” button on the homepage. To get
into Catylist.
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CATYLIST POWERED DASHBOARD

Understanding your new Catylist powered dashboard
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CATYLIST TOOL BAR

Understanding the tool bar

Access your new Catylist

Access your saved lists .
powered e-mail system.

Return to your Catylist Dashboard
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PROFILE TOOLS

How to make changes to and share your profile

CBA Instructor e v

Go to your my listings page ‘ My Listings

My Profile -View, share and make changes to your public profile

. . _ My Company
View your company information and roster

[ Log Out
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PROFILE TOOLS

My Company

[ Log Out

My Listings

Apply filters to help
search for your listings Verify your listings
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For more information about adding, editing and managing listings, view the Listing Management how-to-guide




CBA Instructor e v

My Listings

PROFILE TOOLS =

[ Log Out
My Profile
Make changes to Make changes to
your pUP“C profile your e-mail or
information and add password

_ Your personal a profile photo
information will

appear here.

— ‘ Edit Profile H Manage Listings H Change Email/Password H [ Share Profile

Edit Profile | Manage Listings | | Change Email/Password | | (2 Share Pro

, 7.‘.:1/=: 2 “' A 7

G
T

Your active Access your ASSE : y Elgfﬁ; to
listings will listings via your P P
share

appear here. my listings page

All rights reserved




PROFILE TOOLS
My Profile — Continued

Edit Profile

Send a request to the
CBA staff that changes
be made to your contact
information, upload a
new profile photo and
add your biography.

Edit Public Profile for CBA Instructor

All change requests will be reviewed by research staff.

Profile Photo

e | Upload |

Full Name

CBA Instructor

Email

research@commercialmls.com

Mobile Phone

(555)123-4567

Business Phone

(800) 275-2522

Company

Commercial Brokers Association

Company Role

Select a role... ~

Professional Overview / Biography

| Cancel Request Changes

Change Login Information

Current password

Change Email/Password ‘

Username (Email)

Send a request to the CBA research@commercialmis com
staff to change the
password on your CBA
account.

Mew password

Confirm new password

) Share Your Public Profile
[? Share Profile

You have a public profile on Commercial Exchange

that showcases your biography and any active

Get a ||nk tO Share your publlc property listings. Copy the link below to share that

. profile in your email signature, on social media, etc.
profile.

https:/www.commerciale | Copy Link

Done

Manage Listings

Please view the Listing Management how-to-guide for more information
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CBA Instructor e v

My Listings

PROFILE TOOLS -

[» Log Out

My Company

Catylist Search Lists Reports Email My Listings

Your company contact

information Commercial Brokers Association

12131 113th Ave NE, Suite 101
Kirkland, WA 28034

(425) 820-3348

commercialmls.com

CBA Instructor

Commercial Brokers Association
rescarch@commer: almis.com _ Your company roster
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