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relay® Advanced Training 

Notes:

relay® Advanced Training
Using relay® for marketing, 
communications and office 
management

Putting your files to work

Save time while impressing your 
clients with relay®
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Going Beyond the Transaction File

The basics of creating a file in relay®:
1. Start a New Transaction

2. Add Documents

3. Create a Checklist of Activities

4. Update the Notes (communication log)

5. Invite your buyer or seller

This file can also be used to:
1. Work with Service Providers

2. Market a listing

3. Create a marketing CD or archive the file

Setting Up relay® to Work for You

Time-saving tools 
 Checklist Templates to set up files with

 Activities

 Documents

 Contacts

 relay® Contacts (your address book for all transactions)

 Import contacts from Top Producer or Outlook

 Use contacts in relay® and in zipForm® 6

Office Organization
 Site Manager for brokerage branding and information

 User Manager to add Agents, Assistants, Transaction 
Coordinators
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Five easy steps

Work with service providers online = Fast

Public documents = Marketing

Burning CDs of your files = Better service 

Templates and relay® contacts = Easy

Manage your online office = More organized 

Transaction Contacts (Cover Sheet)

Within the file, the Transaction Contacts track 
contact information and allow you to control 
who has access to the file.

Add Service
Providers
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Share Documents with Anyone

Workspace
Information

Invite Service
Providers

Make 
Documents
Available

Five easy steps

Work with service providers online = Fast

Public documents = Marketing

Burning CDs of your files = Better service 

Templates and relay® contacts = Easy

Manage your online office = More organized 
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Public Documents 

Anyone you 
invite can
“Sign In”

to this website

Five easy steps

Work with service providers online = Fast

Public documents = Marketing

Burning CDs of your files = Better service 

Templates and relay® contacts = Easy

Manage your online office = More organized 
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Burn these files on your CD.
To print the CD Label, open

the cdLabel Folder

Transaction file. 
Opens automatically 

on a Windows 
computer when you

insert the CD

Five easy steps

Work with service providers online = Fast

Public documents = Marketing

Burning CDs of your files = Better service 

Templates and relay® contacts = Easy

Manage your online office = More organized 
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Five easy steps

Work with service providers online = Fast

Public documents = Marketing

Burning CDs of your files = Better service 

Templates and relay® contacts = Easy

Manage your online office = More organized 

Site Administration

Site administration lets you control:
 How your online office looks

 Who has access to your online office

 Checklists and contacts in your online office
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Five easy steps

Work with service providers online = Fast

Public documents = Marketing

Burning CDs of your files = Better service 

Templates and relay® contacts = Easy

Manage your online office = More organized 

Thank You

www.zipLogix.com/relay

Sign in at:

www.relayLogin.com

Support.zipLogix.com


