How Do | Transfer Properties To Another User?

To transfer properties:

1. Log into the Property Data Administrator's (PDA/owner) account (only the PDA can transfer)

2. Make sure you are "connected" to the user that you want to transfer to.

3. On the My Portfolio tab, on the bottom-left, click "Transfer ownership"

Manage Portfolio

Ll* Transfer ownership of a property that
you manage to another Portfolio
Manager user.

iy Upload and/or update multiple
properties at once using an Excel
spreadsheet if you are a pro. This can
be done to create new properties, add
use details, create meters and add
meter consumption data.

# Download vour entire portfolio to Excel
or create a custom download

@ Set a portfolio baseline and/or target to
help measure progress.

* Add sample properties to your account.
Up to five sample properties with pre-
populated data will be added to your
portfolio for testing purposes.

Select the Properties that you want to transfer
Select the Person/Account you want to Transfer to. (You must be "connected" to the user to transfer.)
Click "Transfer Property."
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You'll get a notification that says you have chosen to transfer a property, and if the other person accepts
you will no longer have access to this property. Click "Continue™ to proceed.

8. The person you are transferring to will get a notification that you are transferring a property to them.
They can accept or reject the transfer. If they accept the property will be removed from your account

and put into the new account

Note: When you transfer a property to another user, it will not affect all of the people who have access to that

property. They will all still have the same access.


https://portfoliomanager.zendesk.com/hc/en-us/articles/211028948
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