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Inter Office Activity Visibility 

You can now share your prospect list with another user or have another user share their prospect list with you, so that you can collaborate and 
streamline your recruiting efforts. You can now view each other’s notes and activities associated with the prospect. 

MANAGE PROSPECT ACCESS 

To manage prospect access: 

a. Click menu to expand the left-hand side 
menu panel. 

b. Click Manage Prospect Access 
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MANAGE PROSPECT ACCESS (CONT’D) 

You will be taken to the My Access Log screen. 

Note: The initial screen will have no data. 

a. Click Manage Access.  

A popup will appear, allowing you to grant or 
remove access to your prospect list by PC or 
office.   

b. If any are available, a list of users who 
are eligible for access will appear. 

c. Check the box to select who you wish to 
grant access to your prospect list. 

d. Click Save & Close to confirm your 
selection(s). 

 

e. Your access log will be updated, showing 
who now has access to your prospects. 

f. A notification will also be delivered to 
the user who has been granted access.   

 

 
 
 

Manage Prospect Access (RBG) Manage Prospect Access (RFG) 
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ACCESS REMOVAL 

There may be instances when you wish to 
remove access to a user.   

To remove access: 

a. Click the menu button. 

b. Click Manage Prospect Access. 

c. Find the user and select a reason for 
removing their access. 

d. Click Save & Close. 
 
 

 
 
 

e. The user who has been removed will 
receive notification that they have had 
their access removed.  

f. Your access log will be updated, showing 
that you removed a recipient and why 
you removed them.  

 

 
 



Inter Office Activity Visibility 
P a g e  4 | 13 

     
 

VIEWING SHARED PROSPECTS 

Your prospect list will look different once you 
are given shared access to another user’s 
prospect list. 

Once you are granted access to another user’s 
prospects, you will see the name of the user 
who added the prospect under the prospect 
name.  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

VIEW MY PROSPECTS SCREEN 
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PROFILE UPDATE 
When a shared prospect’s profile is updated by 
someone, other than the original owner, a Last 
Updated By label will appear on the bottom 
right of the prospect card.   
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ACTIVITY ENTRY 

When you add an activity to a shared prospect, it will be recorded against the account of whoever originally added the prospect to their list. 
When you view the prospect activity history, you will see a field called Logged By. This tells you when an activity has been entered by someone 
who was not the original owner of that prospect. 

If you own the prospect and add an activity, you will not see the Logged By label next to any activities that you have added. 

In this example, you can see that the activity was added to one of Judith’s prospects by Ross, as highlighted by the Logged By label. 
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NEXT ACTIVITY DISPLAY 

When you share a prospect with 
someone else, activity lists will include 
both user entries.  
 
Next activities are specific to the user 
who created them.   
 
In this example, you can see two 
recruiting activities for the prospect 
Jim Bell, who was originally Judith’s 
prospect. One activity is created by 
Ross and the other created by Judith. 
You will see the Logged By field, 
showing where Ross has an activity 
with the prospect. 
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NEXT ACTIVITY DISPLAY 

The View All Prospects screen and the 
Upcoming schedule screen displays a 
different result for each user against 
the same prospect.  

The next activity shown is a task for 
the individual recruiter and not a 
shared item. 

You will only see activities in the 
Upcoming Schedule screen that apply 
to you. 

So, in the example, Judith will only see 
her upcoming activities, not Ross’s. 
Notice that Ross’s View All Prospects 
screen shows that the prospect Jim 
Bell was originally added by Judith 
Mitchell. His upcoming dates are 
different than Judith’s. 

 

Judith’s View All Prospects Screen 

    

     

J     Judith’s Upcoming Schedule Screen 

Ross’s View All Prospects Screen 

Ross’s Upcoming Schedule Screen 
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SEARCH MLS STATUS 
When Ross is in Search MLS 
and happens to be looking at 
Jim Bell’s record, he will notice 
that a new status is available.   
 

a. The “S” status indicates 
that someone is sharing 
this prospect with you.   

 
b. Click the “S” to see the 

name of who has 
shared their prospect 
with you. 
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EMAIL DISTRIBUTION LIST 
When an email is being drafted from within 
iProspect, all users who have updated a shared 
prospect’s profile or have created an activity for 
the shared prospect will be included in the CC 
list.  
 
For example, if Ross starts an email to a shared 
prospect, Judith’s name will automatically 
appear in the CC field since Judith has been 
active in recruiting this prospect.  
 

 

ADDITIONAL NOTIFICATIONS 
Whenever a shared prospect’s information is 
changed or an activity has been entered, the 
other users will be notified. 
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OPTING OUT OF NOTIFICATIONS 
You can opt out of receiving inter office 
notifications.  

a. Click the menu button 
b. Select User Settings 
c. Toggle the Receive Interoffice 

Notifications button. 
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POTENTIAL PROSPECT SHARING 
OPPORTUNITY 

a. In the Search MLS screen, 
you will see an “O” indicating 
that another user in your 
office already has this 
prospect on their list. If you 
still decide to add the same 
prospect to your own list, the 
person who already 
“claimed” this prospect will 
be notified.  
 

b. In this example, Trina Parker 
decided to add the prospect 
to their list even though 
Judith already has this 
prospect on her list.   
 

c. Judith receives a notification 
which could potentially be a 
prompt to begin sharing her 
list with Trina. 

 
NOTE: Users must be within the 
same company/office in order to 
see that Trina has added Judith’s 
prospect to her list. 
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Notices  
COVID-19 – The COVID-19 crisis has resulted in executive orders and other protective guidance at the state and local levels. Please make sure you are reviewing the requirements in your area with your 
broker, including those related to non-essential businesses and telemarketing to consumers.  
Non-Mandatory Learning – As an independent contractor sales associate affiliated with an Anywhere-brand brokerage office, you have a variety of resources, tools, technologies, and educational opportunities 
available to you. The educational materials, programs, or meetings are not mandatory. This document may contain suggestions and best practices regarding specific issues you may encounter for you to use at 
your discretion. Affiliation/Recruiting - Nothing in this document is intended to create an employment relationship with you and Anywhere and/or its affiliated companies. Any affiliation by you with an 
Anywhere-brand brokerage is intended to be that of an independent contractor sales associate. Third Party Materials or Video - Use of materials drafted by a third party and any related program or meeting 
are not mandatory but instead are completely voluntary for you to use at your discretion. Furthermore, any statements in third-party educational material or made during any related program or meeting are not 
those of Anywhere or its affiliated companies. Any videos contain suggestions and best practices about specific issues you may encounter for you to use at your discretion to assist you in your career as a real 
estate sales associate. The views expressed in any program videos produced by independent third parties are not necessarily the views of Anywhere or its affiliated companies. Please note that any opinions, 
comments, or advice expressed by speakers or bloggers are their own and do not necessarily reflect the positions of Anywhere or its affiliated companies.  
If you are attending a live program, the facilitator or presenter of the program is not an employee of Anywhere or its affiliated companies. Anywhere and its affiliated companies provide materials to the facilitator 
or presenter as a guide for addressing the particular subject matter. Neither Anywhere nor its affiliated companies require the facilitator or presenter to follow the materials verbatim. The instructions and 
questions provided to the facilitator or presenter are suggestions and recommendations, and are not intended to be used verbatim. Any presentation attended by you may contain information, anecdotes or 
other material that has not been preapproved and is not endorsed by Anywhere or its affiliated companies. Each franchised office is independently owned and operated.  
Copyright - ©2022 Anywhere Real Estate Services Group LLC. All Rights Reserved. Better Homes and Gardens® Real Estate, Century 21®, Coldwell Banker®, Coldwell Banker Commercial®, Corcoran®, 
ERA®, Sotheby’s International Realty® and all related logos are service marks owned or licensed by Anywhere or its affiliated companies. Anywhere and its affiliated companies fully support the principles of 
the Fair Housing Act and the Equal Opportunity Act.  
License - Subject to the Terms of Use, Anywhere hereby grants the user of these materials a non-exclusive, non-sublicenseable, non-transferable right to access and use these materials solely for purposes of 
educational advancement in connection with an Anywhere-brand real estate brokerage and related activities. The participant is permitted to access and use the learning materials only for so long as the 
participant is affiliated with an Anywhere-brand brokerage. The participant shall not reproduce, alter, adapt, modify, display, perform, distribute or make derivative works of the learning materials, in any medium 
now known or hereafter developed, without written permission from Anywhere. The participant agrees that Anywhere solely and exclusively owns the learning materials and will continue to own all right, title and 
interest in and to the learning Materials. The participant will not challenge said ownership, and agrees that no title or ownership in the learning materials or any associated intellectual property rights embodied 
therein is transferred to the participant under the Terms of Use.  
Scripts - Any sample dialogue or script contains suggestions and is not intended to be used verbatim. The sample dialogue is designed to offer you suggestions for what you might say in some of the most 
common situations you may encounter as a real estate agent. These words are only a guide, however. The most effective dialogue will be the one that is authentically your own. You are encouraged to review 
these sample dialogues if you believe they may be helpful and to think about how you would present these resources when the opportunity arises in your real estate business. You should always revise any 
sample scripts to ensure they are factually accurate.  
General Guidelines and Reminders - Anywhere and its affiliated companies fully support the principles of the Fair Housing Act and the Equal Opportunity Act. Each affiliated sales representative and broker is 
responsible for complying with any consumer disclosure laws or regulations. Each franchised office is Independently Owned and Operated.  
Wire Fraud - Wire fraud scams continue to affect the real estate industry. Given the ongoing risks of wire fraud previously shared by the Federal Trade Commission and the National Association of 
REALTORS®, it is imperative that brokers and agents continue to be vigilant to this very real threat.  
Advertising Guidelines - Claims in advertisements should be truthful, should not be deceptive or unfair, and should be fact-based. Do Not Call Registry - The FTC’s Telemarketing Sales Rule helps protect 
US-based consumers from fraudulent telemarketing calls and gives them certain protections under the National Do Not Call Registry. Companies also need to be familiar with rules banning most forms of 
robocalling. If you or someone working on your behalf is telemarketing, know the dos and don’ts before you plan your strategy. Similar laws may apply outside of the United States, including, but not limited to 
the CAN-SPAM Act, by way of example.  
• Before making a sales call, you, or a third-party vendor you hire should determine whether the consumer’s phone number has been included on the National Do Not Call Registry and your company-specific 
Do Not Contact list. We recommend that you speak to your broker about compliance with these rules.  
• Any sales calls or communications to consumers must follow the requirements of the Telephone Consumer Protections Act (“TCPA”), state, and local telemarketing laws, including but not limited to 
requirements that messages or calls may not be sent using an automatic telephone dialing system or an artificial or prerecorded voice, unless you have express written consent from the consumer.  
• We recommend that you review your local MLS rules and regulations regarding the proper use of listing data for other commercial purposes such as soliciting new clients or contacting expired listings.  
Website Considerations - If you have a website, you may consider Privacy Policies about how you intend to use any data you might collect over the Internet, and incorporating terms of use.  
Copyright and Trademark Issues - Be mindful of using materials including but not limited to photos, videos, and music, that may be copyrighted or trademarked. You must obtain permission to use any 
copyrighted or trademarked materials before using them.  
General Guidance - The information herein is intended for informational purposes only and is not intended, nor shall it be deemed, to provide or offer legal or financial advice or guidance. We recommend you 
consult with your own advisor when dealing with any of the issues visited herein. 
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