
 
  

5.  Complete the Buyer/Seller information. Enter the e-mail 
address to send an electronic notification to the newly added 
participant. Click Submit. 

How to Add a Buyer/Seller 
           Quick Reference Guide 

1.  Go to the logon page and enter you user name and 
password then click Log in. 

3.  To add a buyer or seller, click on the Add Buyer/Seller to 
do item in the Things To Do section or the Add link in the 
Participants section and select Buyer/Seller. 

4.  If the user is in your Contact Manager, you can search 
and add them from your contacts.  Otherwise, click the Enter 
New User Information radio button and click Next.  

6. Your participant has been added.  If you chose to notify the 
participant, you can now choose which notifications the 
system will send.  If you added the Buyer/Seller from a to do 
item, it will be marked as completed. 

To contact MarketLinx please call 866-904-0640 or email at Support@tm.marketlinx.com  

2.  Click on the Subject Property  
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