Updating your Contact Information in MLXchange

If you change offices or contact information you will need to update your Contact
information in MLXchange.

Follow the following steps:

1. Once you are logged into MLXchange; Click on Settings:
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+ Contact Information: Modify your contact information (email addresses, phone numbers, etc.) On the Settlng Screen -
+ Website Management: Manage your website. Clle on Personalize

Click on Contact Information

+ E-mailed Reports: Setup how you want your clients to view reports, within the Agent Web Page or not
o E-mail Templates: Add, edit, or delete e-mail templates.
¢ Personal Defaults: Edit the defaults for each search type
+ Upload Agent Photo: Upload agent photo for use in Custom Reports
; + Personalize Home Page Resource Link: Edit the Resource links that appear on your Home page
s Change Password: Change your login password
« Edit Favorites: Change your Favorite Report selections
+ E-mail Disclaimer- Edit the disclaimer text that appears at the bottom of all e-mail sent from MLXchange in this office

s Change Secret Question: Change your secret question and answer
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