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e Using your CBRE email address and “Property

Name” as your name.

e Under “Accounts & Lists” select “Create A List".

e Under “Create A List” you will have the option to
choose if your list is for you or someone else. You
can also create a name for your list and decide if
itis public or private.

*  Example shown chose “someone else”, and
named it “800 Connecticut Backpack Drive” and
made sure it was set to “public”.

*  When asked to enter a recipient name, we put
in “800 Connecticut” as the first name and
“Backpack Drive” as the last name).

e Use the dotted icon to select “Manage List”, where
you can enter in a description of what this list is for
and enter a shipping address to have items sent to.

*  Example shown decided to have all backpack
drive items shipped directly to the CBRE Property
Management office.
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