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Downloading a Roster of Agents (Admin Account)

o Click the ADMIN menu and select Manage Agents
o Scroll through your entire active roster
o If needed, use the search filters at the top of the page to narrow your 

list to specific agents (e.g., by office name or member status)

Once the list of agents is displayed:

o Click Tools at the top of the screen
o Select Download Agents
o In the pop-up window, choose your preferred file format (TSV or CSV)
o Click Download

The file will download and be saved to your computer.
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