ADMIN DASHBOARD

In this guide, we will be reviewing the dashboard tools available to
our admin users.
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THE ADMIN DASHBOARD

Accessing your dashboard
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To access the listings platform you will want to click on "Catylist Dashboard” on the CBA homepage once you have logged into your CBA account.
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THE ADMIN DASHBOARD

Getting familiar with your dashboard

After you have followed the steps to access your dashboard this is what your screen will look like. The dashboard is separated into three sections:

Listings view and manage your office’s active
and off-market listings.

Transactions view and manage your office’s
sold or leased listings.

Agents access the agents in your office to log
in as the user and perform a search, open
listing links, manage that agent’s listings, or
make an edit to their public profile.

@CBA MOODY’S Listings

CBA Boise
O Listings
1 Transactions

2 Agents

Transactions

Agents

Email

Help CBA Test Admin @ v

Manage Listings ‘ View Listing Traffic

‘ Manage Transactions

Manage Agents
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MANAGE LISTINGS

Accessing your office listings

You can access your office’s active and

off-market listings by selecting “Listings”

on the toolbar.

You can also access them by selecting
“‘Manage Listings” in the listings section
of your dashboard.

@CBA MOODY’S Listings

CBA Boise
O Listings
1 Transactions

2 Agents

Transactions

Agents Email Help CBA Test Admin @ v

!

Manage Listings View Listing Traffic

‘ Manage Transactions

‘ Manage Agents
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MANAGE LISTINGS
Navigating the Manage Listings page

B Listings/C Locati T Price/Si N L a - ) ) _ Apply filters to search|for
cation v ype v rice/size ~ - More v {eyword ear | O properties - O spaces e e
stings/Comps ocation ype ce/Size or \ O Clear Dt specific listings
Listings for CBA Boise +Add a Listing | @ Verify Listings ‘ Export Listings ’ View Traffic ’
Active (] Leased () Sold (] withdrawn () Expired () Hold () Expand All \ Filter by Agent | ] Sorting by Modified Date v |

Add a new listing

, No results! Choose how you'd
Toggle between your office . . v like to sort your
Terms of Use Privacy Policy Do Not Sell My Personal Information ©2023 Moody's Analytics, |

Manage the listings
of a specific agent
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MANAGE LISTINGS

Quick tips to help with managing your office listings

Filter by Agent

Only listings from the selected agents will appear on your list and on generated reports.

[ Listings/Comps Location v Type v | Price/Size v More v | Keywo Q| | ©Clear | O properties - O spaces
@ You are searching for ce in all types of building search by name
- . You are searching for space in of buildings
Listings for CBA Bois [0
Type Space Use Property/Building

D CBA Admin C] CBA Test Admin

Active () Leased (J) Sold (J Wit () auction ) Expand Al

2 Agents | Prev |1 Next

If you would like to view the listings of a specific agent,
you can do so with the Filter by Agent search filter.

023 Moody's A

Filter by Agent Sorting by Modified Date v

Primary

You can apply filters at the top of the Manage

Listings page to make locating a specific listing o
easier than ever! oeal Ao <F Use different methods to sort your office’s listings to

Building Size < make the listing management process even easier for
Land Size yOU'

n
Street Address nce Apply

_| City

Modified Date - | Desc v

Center/Park Name

Property Type

Modified Date
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MANAGE LISTINGS
Quick tip for adding a listing

As an admin user, you can input listings for agents
while logged in to your own account. Once you get to
the end of the listing input screen you will simply type
in the primary listing agent’s name. Once you find the
appropriate agent after you have begun typing, click
on their name and the system will add the broker as
the listing agent and the listing will then appear in the
broker’s my listing page once you submit the listing!

If you need to add more than one agent, click “Add
Secondary Agent” and repeat the process above as
many times as you need to add all of the appropriate
listing agents!

Listing Agents

Primary
Agent

cbal

CBA Admin

CBA Boise

CBA Test Admin

CBA Boise

D

Company:

Listing Agents

Primary
" Agent

CBA Admin

Add Secondary Agent

CompaiBA Boise

For more information view the Listing Management how-to-guide
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MANAGE LISTINGS

Pulling office inventory reports

You can pull an office inventory report by selecting
“Export Listings” on the Listings page. @ Lstings/Comps e o
Listings for CBA Boise ‘ @ Verify Listings ‘ ‘ Export Listings ‘ ‘ View Traffic

Location v Type v  Price/Size v More v | Keyworc Q| | oClear | O properties - O space

Once you have selected this a pop-up window will
appear allowing you to select between a Summary with
Space (PDF) inventory report or a Single Line (CSV)

Manage Listings Export Listings

View Listing Traffic ‘

report.

Inventory Report Inventory Report
If you would like to include your off-market listings in i —— . s ;
your inventory report you will want to select the Single ) lnclude efi-enarkTiibgs s ihdran
Line (CSV) report and select the off-market listing types Y el soieisasecd Ermnsachins
you would like to include.
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VIEW LISTING TRAFFIC

Accessing traffic count reports for your office listings

@CBA MOODY'’S Listings Transactions Agents Email CBA Test Admin @ v

CBA Boise
To review the traffic reports on your
office listings you can select “View .
Listing Traffic” on the listing section of O Listin gs
your dashboard.

Manage Listings View Listing Traffic

1 Transactions

Manage Transactions

2 Agents

Manage Agents
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LISTING TRAFFIC
The different types of traffic reports

30 days - All Company Listings ¥ Locations Sources
cBA
research.commercialmis.com
400 155
273
350
300
250
H
© 200 Commercial Exchange
150
Commercial Exchange 2737
100
research.commercialmls.com 273
50
CBA 155
0
079‘ 07» 027 a’/,, 0’5 Q75 /G’—‘ ,C’; 0‘/, ’0{: % ) 49» /4@; ;“’/ ,/ge, Catylist !
2 2 & 2, & ) 2, 2, 2, 2, 2, 2 2, 2, =8
1 I 1735
Top Us Cities Other Countries
VIeWS Boise, Idaho 581 Canada 5 Sou rces.
Meridian, Idaho 327 United Arab Emirates 3
H . Nampa, Idaho 249 Qatar 1 - : :
The views traffic report shows the total number of The sources traffic report shows which website your
New York, New York 182 Ireland 1 .y .
views on your listings. e 1 listings have been viewed on.
Mountain Home, Idaho 108 Costa Rica 1
Caldwell, Idaho 93
Eagle, Idaho 9
Portland, Oregon 64
Washington, District of Columbia 56

Locations:

The locations traffic report shows the general
location of those who have viewed your listings.
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MANAGE TRANSACTIONS

Accessing your offices sold and leased listings

@CBA MOODY’S Listings Transactions Agents

Help

CBA Test Admin @ v

CBA Boise
You can quickly access the listings in
your office that have been sold or leased PR
by selecting “Transactions” on the Y LIStmgS
toolbar or “Manage Transactions” in the
transactions section of your dashboard. 1 Transactions
2 Agents

Manage Listings

View Listing Traffic

Manage Transactions -

Manage Agents
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MANAGE TRANSACTIONS

Navigating the manage transactions page

B Listings/Comps = Location v = Type v Price/Size v = More v | Keyworc Q | O Clear pel space _ Apply filters to search for specific listings
Transactions for CBA Boise +Add a Listing \ @ Verify Listings \ Export Listings | | View Traffic ‘
() Active @@ Leased € Sold () withdrawn (] Expired (] Hold (D Expand All [ Filter by Agent |[ Sorting by Modified Date |
"' Banner Bank Building ® Office 0sF Add a leased or
950 W Bannock St Genera 132,9¢ sold property that - :
Existing Bldg status 0414 was not listed _ Show 1 Trargction v ’
previously in CBA*. Filter
tre;)nsactlo?s Sort your
yagent  cocu OﬁICQ
transactions
Terms of Use Privacy Policy Do Not Sell My Personal Information ©2023 Moody's Analytics, Inc
*A property can only be entered as a transaction if it was not originally listed in CBA and has already been sold or leased
**Any properties that you enter as a transaction are private and viewable to your office only
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MANAGE AGENTS

Accessing your office roster

You can access your office roster via the
“Agents” button on the toolbar or by selecting
“Manage Agents” on the agents section of
your dashboard.

You will do this to make changes to the
agent’s public profile or log in as the agent
and perform a search* for them.

*If you have a listing link from another

Listings Transactions Agents

CBA Boise
130 L I St | N g S Manage Listings | Export Listings | View Listing Traffic
199 Tl’ansaCtlonS Manage Transactions
31 Ag e nts Manage Agents

company you need to open you will also want
to login as an agent in order to view the
listing.

L
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MANAGE AGENTS

Accessing and managing agent profiles

Log in as the

Manage the agent to perform

Agent N
gent Name agent’s listings

2 Results Prev 1  Next
CBA Admin CBA Boise ‘ Manage Listings H Edit Profile H Log In As ‘ Edit Public Profile for CBA Admin
All change requests will be reviewed by research staff.
CBA Test Admin CBA Boise ‘ Manage Listings H Edit Profile H Log In As ‘ profile Photo
‘ Upload ‘
2 Results Prev 1  Next
Full Name
CBA Admin
Email

cbaadmin@commercialmls.com

Mobile Phone

Office Name

555) 123-4567

Smelt an OfﬂC'al Buiness?hone

requesttomakea | ...,
Change to the CceA Boise
agent’s public cormomny ok ;

profile information. | s overiew  sisrsony

‘ [echENl  Request Changes
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ADMIN E-MAIL

Accessing the e-mail dashboard

@CBA MOODY’S Listings Transactions Agents CBA Test Admin @ v

CBA Boise

To set up your broadcast e-mail preferences .y — S :
or to send out broadcast e-mails for your O Listings Manage Listings | View Listing Traffic |
office listings you will want to select “Email”

on the toolbar.

1 Transactlons ‘ Manage Transactions ‘

2 AgeﬂtS ‘ Manage Agents ‘
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ADMIN E-MAIL

Understanding the e-mail dashboard

. _ Send a want or need e-mail
Adjust your e-mail preferences request out to the membership.

|

¥ Preferences

Date

Sent History

Status Type Subject Recipients Opens

You haven't sent any emails yet.

‘—>

[# New Need/Want [# New Listing Broadcast

—

For more information, please view the Email Marketing Tools how-to-guide.

Send out a broadcast
e-mail alert to the
membership.

View the details on your
sent broadcast e-mails
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