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ADD PROPERTY LISTINGS

You must login before adding a listing.

From the CIE home page, click Add a Property Listing or Login.

From Market Monitor, click Add a Property Listing located on the right hand side of your
screen.

Enter a Listing Title, Property Type, and Location.

TIP: If your listing is available for both Sale and Lease, select either one. After you have created and
saved the listing, you can create the other For Sale or For Lease entry by simply clicking the
Sale/Lease drag-down menu on the Manage Property Listing page, and choosing the ‘Create Sale
Listing’ or ‘Create Lease Listing.” For further details on the Manage Listing page, please see Adding
For Sale or For Lease to an Existing Listing later in this document.

Enter ALL FIELDS of requested information
Click Create New Listing.

Using the tab format, enter the applicable information. Tabs with required fields are highlighted in
red.

After the location data is entered, you can confirm the map location for the listing. If the location is
mapped correctly, you can move to the Listing Information tab. If the location maps incorrectly,
simply point and click the correct location on the map and select the Update button.

You can navigate from section to section by using the Next button located at the bottom of each
profiler. You do not need to use the “Save” button until you are done entering information and are
ready to return to the listing overview.

Once the required fields in the General Information section have been completed and saved, you
may select any section or tab to enter additional information.

TIP: If you have trouble saving the listing, try removing any non-numeric characters, such as $ signs
and decimal points from your entries, and then save again.
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For Lease Listings Only

One suite will be created during the initial listing creation process
To enter additional suite(s) click the Space tab and then the Add Suite button
Add the Suite information.

TIP: Even if your listing does not technically have a suite number, you must enter one. You may
simply call it suite “1”.

Enter the required fields indicated in red.
Click Save Suite Info.
To add multiple suites, repeat the process above.

TIP: You must click the Save Suite Info button to save your data. Clicking to go to a different
profiler section will not save the current data on this page.

Add For Sale or For Lease to an Existing Listing

If the listing is also For Sale or For Lease, click Manage Property Listings.

To select the listing, click the Property Title, Edit Listing or the listing Photo.
Click the “Sale/Lease’ drop-down to Create Sale/Lease Listing.

TIP: Information from the current For Sale/For Lease listing will be pre-populated, including photos
and media, eliminating the need for redundant data entry.

Enter additional required information.
Click Save.

TIP: From this point forward, each listing must be maintained separately.

Manage Property Listing weicome, Gary L Lillie

Back to: Manage Property Listings m

Your listing is ACTIVE.
Enter additional details, contacts, or attachments using the tabs below. Once your presentation is complete, use the "Promote” button above to
choose how to market your listing, and the "Track™ button to monitor the results.

Office building: Taylor, Ml io-1373e75 Copy | Delete
Address: 9025 - 9029 Pardee
Property Type | Office ~ Taylor, Wi
— Size: 4,275 SF
SalelLease |§F0rSaIe e Price: $450,000
ieti Updated: 3/24/2008
Status ICreate Lease Listing :
Expires:
Added:

Actions  Preview Verify (7)
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Promote Your Listing

Once your listing is complete, click the Promote arrow located at the top of the page to market your
listing online to multiple listing services and websites, via print, broadcast emails, and more! Click

through the tabs to make sure your listing is receiving maximum exposure.

Catylist Data Sharing - Listing Access Permissions

You control how much information is shared with public viewers and the private members for each

listing as well as each exchange.

e For each exchange, click Preferences, to set access levels.

TIP: If you restrict access to Basic or Limited, viewers will need your Full Access password to unlock
all information contained within the listing. (Viewers obtain this password by contacting you

directly.)

e Public Exposure refers to information available to all viewers.

e Member Exposure refers to information available to members and requires a Login to view.

Back to: Manage Property Listings

Property Listings weicome, Gary L Litiie

List Online Email Print / Export

PROMOTE

Preferences

Preferences

Market your listings through the following channels

Commercial IQ
c“"merddw EXPOSURE The premier NATIONAL LISTING EXCHANGE, drawing thousands of visitors daily. Find out more

Public Exposure
@® Full
All infarmation is visible
O Basic
Restricted to basicinfo & images

O Limited
Restricted to info in search results

Member Exposure
® Full
All information is visible
O Basic
Restricted to basicinfo & images
O Limited
Restricted to info in search results

Commercial Property Information Exchange (CPIX)
CPIX EXPOSURE Your communitys COMMERCIAL INFORMATION EXCHANGE (CIE). Find out more
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Access Levels

Overview | Details Available Attachments Maps Comp Info
Space
Full Access X X X X X X

Basic Access X - - - - _
Limited - - - - - -
Access

Offline - - - - - -
Access

TIP: The chart above summarizes the options for setting listing access permissions. The available options
may also depend on your membership type, and whether you hold a real estate license. For more
information, please contact the Catylist Help Desk.

Maximize Your Listing Exposure

To maximize listing exposure, click
Find out More for additional
information on how to PUSh your Back tx Manage Property Listnos PROMOTE
property to our partner websites
without redundant entry.

Property Listings weicome, Gar 1 tillie

List Online Email Print / Export
Market your listings through the following channels

. . . FULL Commercial IQ
ThIS IS a FREE service for CatYIISt FU”' Commercial () The premier HATIONAL LISTING EXCHANGE. drawing thousands of wsitors daily. Find cut mare
Pr

Access members.
Commercial Property Information Exchange (CPIX)

Your COMMUN'S COMMLRTIAL INFORMATION EXCHANGE (CIE). Find out more

Michigan Economic Development Corporation
MICHIT /AN EXPOSURE

Preferences

Sperry Van Ness | Lillie & Associates LLC
epsmens RS ¥our COMPANY WERSITE is powersd by Catplists SiteLink. Find out mans

Profmses

RE Business Online
RE&sMEs: Wasilioll 1ho 12005t PUBLISHER GF COMMERCIAL REAL ESTATE MAGAZINES I the US, with substansal
Pr =2

onling readership. Find oul more

i FuLL Heartland Real Estate Business

HEARTLAKD EXPOSURE

REAL lsﬂlg Heartiand Real Estate Business i a reglonal branch of France publications.
BUSINES

5 B
Gor lgh? Sl Th: wocelchs leaing search ergine Liskings ane submiied fo both fhe: GHLINE CLASSIFIEDS

Preferences  SERVICE and to Google's search indexes. Find oul more

CIMLS

Algacng apen COMMERCLALANVESTMENT MLS with cver 100,000 registerad mambars

CIMLS

o
Lwos EXPOSURE Two of ihe largest CHLINE CLASSIFIERS Sendces. bringing fogeder thousands of lisings from

humdreds of local and national sources. Find out mare

oedle B

Preferences

e
vast S g VERTICAL SEARCH PLATFORM for real uslate (a5 well 35 utos and bavel). with millions

Preferences ol USeds a Mo visiing Vasts network o partner websies. Find oul more

Zana Broadcast Network

A emenging WTERNATIONAL NETWORKING POATAL Tor by s, Fin out
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