DASHBOARD AND PROFILE
BENEFIT OVERVIEW

In this how to guide we will cover how to use the toolbar and user
dashboard as well as how to access and share your public profile.
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ACCESSING THE LISTINGS PLATFORM AND
PERFORMING SEARCHES

Once you have logged into the CBA main
page you can access your searching and
listing management tools via three different

access points: Welcome, Kaylynn Admin CMsS
If you WOUlq “ke to edit or manage your ﬁ BA Research & Listings Legal Forms Library Education & Events Member Network Membership
sale/lease listings you would want to select A ————
“‘My Sale/Lease Listings” from the dropdown iy satftonse
menu that appears under “Welcome, Name” g e R
N My Bus Ops

If you would like to log directly into the search My Purchases
map you can select the orange “Search Manags Account HELPING MEMBERS INCREASE SUCCESS AND
ﬁgnTergaegzlal Llstlngs button on the CBA APl RAISE THE STAN DARD OF PRACTICE

. Logout
If you would like to just access the Caty“st
main page you can select the light blue
“Catylist Dashboard” on the CBA homepage. t t
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NAVIGATING THE TOOLBAR

Once you've followed the steps to access the listings platform you will have access to the below toolbar.

This toolbar will appear no matter which access point you used, and you can use the toolbar to jump directly into the different areas of the listing platform.

Access your marketing

Access the dashboard Access your saved lists e-mail tools

@CBA MOODY!S Search v Lists Reports My Listings Help

: Manage your listings
Return to the CBA Search f(lnirS tri)r:c;z?rtles and Generate a report gey g
Homepage Note: If you do not see this button that means you
*Quickly jump into a do not currently have any active listings. If_th_is iS
specific search type the case, you will need to access the "My Listings"

page via the profile tools dropdown menu. See

page 5 for where to find this.
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THE DASHBOARD

How to use your dashboard

If you selected “Catylist Dashboard” on the homepage or on the blue toolbar once the
listings platform has launched, you will be taken to your dashboard. The dashboard consists of
several quick links to help make your user experience easier than ever!

@CBA MOODY!S Search v Lists Reports Email My Listings Help CBA Instructor @ v
Quick links into Hello, CBA Instructor l .
searches for active Profile tools:
listings, closed ~ EEEES———)  q Search @ Help View your
transactions, and Search by keyword Q| | Tutorials & Guides listings and
View my Profile . .

your Saved Search Properties Search Transactions Saved Searches Change Password pUb“C prOflle
searches. For Lease CBA CMA 4-27 Practice

Forsale sold Feb 25rd View our tutorial video below to learn how

For Sale/Lease Leased Practice List 2 5-4-23 N S e '

. - to manage your images using our new
New Listings (1 day) Practice list 4-27 &
: photo management tool
. . . New gs (7 days)
Quick links into New Listings (30 days)

adding a listing, All Properties
managing your

_ - F > >
listings, and viewing T mmm——") & My Listings Manage Photos

Moony's

the traffic of your AddaListing OB RG S

L Manage my Listings

IIStIngS. View Traffic

View Leads
COMMERCIAL
. . EXCHANCE

Quick links to - Broadcast Email y Reports | LearnMore || 2 Share Profile
Send e_malls and Send a Listing Broadcast Generate a Report
adjust your system Post a Need/Want Download Quarterly Reports

e-mail preferences.
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PROFILE TOOLS: VIEWING AND SHARING YOUR
PUBLIC PROFILE

To view your listings, your office information or your public profile you can click on the profile navigation on the upper right-hand
side of the page.

@CBA MOODY!S Search v Lists Reports Email My Listings Help CBA Instructor @ v

CBA Instructor

My Listings

Access your listings

View and share
your public profile

My Profile

View your company profile to view your
office’s contact information and company q My Company
roster
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