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Creating an Assignable Action on a Property Record

. ) Navigate to the yellow Actions
& Notes section of a property
record and click + New.

: /

A pop-up window will appear. Select the Action with Due
Date radio button, choose a date using the calendar icon,
and assign the action to yourself or a colleague using the
Me in red and drop-down menu. Once your action is
assigned, you may enter a message about the property.

Click [di{F:\4 Y to save your action.
Once the action is created, your colleague will receive an

email and/or mobile notification with a link directly to your
note in the LE database.

The action will now be attached to the
property record and will be displayed in
the Actions & Notes section of the record.
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Creating an Assignable Action on a Company Record

s Navigate to the green Actions &
“ | Notes section of the company
record and + New.

A pop-up window will appear. Select the Action with Due — — —
Date radio button, choose a date using the calendar icon,

and assign the action to yourself or a colleague using the

Me in red and drop-down menu. Once your action is

assigned, you may enter a message about the property.

Click [i{F:\4 to save your action.

Once the action is created, your colleague will receive an
email and/or mobile notification with a link directly to your
note in the LE database.

The note will now be attached to the company
record and displayed in the Actions & Notes
| section of the record.
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Viewing Assignable Actions in Your LE Database

To view all of your Assigned Actions & Notes, as well

as those shared with

Customize your
“Written by...”
and “Assigned
to...” views by
clicking on the red
drop down text
menu to select
specific users

Customize

your “Written
by...” view by
clicking the red
drop down text
menu to select a
specific user

Th

in your organization, click on the
Actions & Notes option in the left navigation menu.

Actions Tab View

The Actions tab
o 0 view is divided

into two columns:

All Actions and Notes Tab View

0 Q The Actions & Notes tab view
is divided into two columns:

o Properties (yellow sidebar)
0 Companies (green sidebar)

Note on Privacy and Collaboration

Notes are private to your organization and can only be viewed by users with a login.
is ensures privacy, prevents sales overlap, and promotes effective team collaboration.
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