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STEP 1 - CREATE 
A CONTACT 

In the Contacts module, select "add contact." On the next screen, enter at 
least their first and last name and an email address, then click save.



STEP 2 - CREATE A 
SEARCH 

From the contact activity page, click 
"Next" twice, or select "Add Search" 
from the Buyer Activity section of the 
left menu. Click "Add New Saved 
Search" and enter the necessary search 
criteria. Run the search. If the results 
look right, click "Save Search."
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STEP 3 - INVITE TO 
COLLAB CENTER AND 
SCHEDULE NOTIFICATIONS 

Send your contact a welcome email, so they have the link they 
need to access the Collab Center. Click the "Send Welcome 
Message" button to open the email window, write a message, 
then click "Preview" to see the email before you send it. The 
listings that are already on the market that meet the search 
criteria will show in your contacts Collab Center. 

Note: Clients no longer need a password to access the CC. 
They only need to click on the link in the email. 
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STEP 3 - INVITE TO 
COLLAB CENTER AND 
SCHEDULE 
NOTIFICATIONS 

You can adjust the notification 
settings by clicking "options". 
You can choose to be copied 
on automatic emails to 
clients, set notifications to 
occur immediately, daily, 
weekly, etc., and edit triggers 
and the message body. 
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CLICK "VIEW COLLAB CENTER" TO SEE WHAT 
OUR CLIENT WILL SEE 
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