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CREATE LISTING CATALOGS

You must first Login before you can create a listing catalog.

You can assemble and save a collection of listings in a catalog. The listings in this catalog can be
rearranged, e-mailed, mapped, or used to create a report.

e Run a property search.

e From the search results page, select the listings you would like to add to your catalog by checking
the box to the left of each listing or click the Check All box to select all listings on that page.

TIP: If you would like all of the listings in the search results to be saved in the Listing Catalog, you
will need to click the Check All box on each page of the search results. Catalogs can hold a
maximum of 100 listings.

e Click the Add to Catalog button above the listing search results.
e Click the box labeled Create New Catalog.
e Enter New Catalog Name and Description.

e Click Submit.

Adding Listings to a Previously Saved Catalog
e Following the process above, generate search results and click the Add to Catalog button.
e Choose the catalog(s) to which you would like to add the listing and click Submit.

e To view the listings within that catalog, click the catalog name.

Managing Listing Catalogs

e From MY CIE, click View/Edit Listing Catalogs located under Search.
e To access listings within a catalog, click on the name of that catalog.

e To change the catalog name or description, click Edit.

e To remove a listing from a catalog, click the catalog name.

¢ In Manage Catalog, check the box located to the left of the listing and click the Delete
button.

e To remove a saved catalog from your catalog menu, check the box next to the catalog name and
click the Delete button.
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Map, Email, Create Reports or Export an Entire Catalog
e Check the box located to the left of the catalog.

e Click Map, Email, Create Report or Export in the Catalog navigation bar.

m Search Properties Find a Professional My CIE My Listings My Account ﬁ

Catalogs
Home = User's Conscle = Catalogs

Description Type Created  Modified
n Untitled Listing Catalog Empty 8/17/2006 8/17/2006 Edit
LB Exract Listing 11212007 112/2007 Edit
[ temp test catalo Listing 8/17/2006 1/16/2007 Edit
[ festeat Listing 21112006 21/2006  Edit
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