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AGENTS GUIDE TO AN “ACTION LIST”          

This Action List tool makes it quick and easy to create a list of items for the seller to address. We send 

you an email with a link to open the Action List screen online, shown below. You can select the items 

you want and publish the PDF to email to the seller.  

We hope this makes your life a little easier. 

Here’s how it works:  

1. Click the link in the email to open this screen online. 
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2. Select items you want from the report. (Summary items appear first.) 

 

  

This  item is from 

Summary 

Check box 

to select 

This is what is in 

the report 
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3. If you want, you can - 

a. Edit the text 

b. Add photos 

c. Choose an Action  

d. Add a Cost 

 

 

 

 

  

3. Click to select from 

dropdown list or type 

anything. 

4. Add a cost (optional) 

1. Click to add photos (optional) 

here 

2. Edit text (optional) 

here 
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4. Go through the rest of the items, adding any you want. 

5. Preview any time and Publish to PDF when ready. 

 

 

6. Send PDF to seller! 

You can revise the list and Publish new versions if needed. (All versions are saved for you.) 

END 

 

 

 

 

 

Click Publish at bottom of 

screen to create PDF list. 

Click Preview to see what list will look like. 


