ID Sharing Setup

1) Person who wishes to share their access with others must log into the MLS. (For
example, if Tom Jones wishes to share his ID with his office assistant Sally, Tom
would log into the MLS and follow these instructions)

2) Select ADMIN then select Authorize Agent ID Sharing
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3) From the Authorize Agent ID Sharing screen, select Add New ID Sharer (look
near the top right hand corner of the screen)
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4) Look up the agent you would like to add, you only need to type in their last name

5) Select the agent you would like to grant sharing access to by clicking on the
Select to the left of their name.

6) You should see the agent you just selected now appearing on the Authorize Agent
ID Sharing screen (ensure that the On button is selected as well)

7) Select SAVE at the top of the screen.

You have now authorized another MLS ID to share your ID!!



