
Creating Clients In Your Online Dashboard 
 

We know that you are very busy with your day-to-day work and 
therefore we have created a way for you to build your HIA™ 
Community using the online platform. This method while useful 
in quickly penetrating your contact list, lacks the market tested 
100% closing rate which Option #1 – Face to Face, provides. 
Needless to say, our recommendation of the best approach 

would be to utilize both methodologies but that is up to you! 
 

Step 1: Add Contacts 
 
A comprehensive flow chart for the online portal onboarding process is found in the 
appendix. The basic flow is as follows: 
 
§ Login to your “Advisor Dashboard” 

§ Then click on the “My Clients” tile (in “My Homeowners” section). 



§ Click a) “Add a Contact” to enter the information manually, or: 

 
§ b) Upload a XLSX file, to import a group of contacts. 

 
§ Once you’ve added your contacts, you’ll receive a confirmation message: 

 
  



Step 2: Send an Invite or Setup Account 
 
Once you have your contact in the contact list, you have an option to send a “Video Invite” 
to introduce homeowners to the HIA™ system (see Step 2A below) or, for people you’ve 
already introduced to the system and want to bypass the video invite, you can choose to 
“Set-up Full Account” right away (jump to Step 2B below) 
 

Step 2A: The Video Invite Method 
 
The “Video Invite” option if for those contacts of yours which you have not talked to 
regarding your new business path as an HIA™. This allows you to send a customizable 
email, which includes a brief video outlining your new business.  
 
 
§ Click “Video Invite” for the Contact you wish to invite 

 
§ Customize your email message 



 
§ IMPORTANT: Prior to sending any communication to a contact the first time through 

the HIA™ Dashboard, you will be asked to confirm that you have obtained C.A.S.L. 
compliance.  

§ If you are unsure, please click the “Unsure” option at this point in time. For more 
information on C.A.S.L., please review Chapter 2. 

 
§ Follow-up with contact to ensure they received your message.  
 
§ IMPORTANT: Email messages sent from your HIA™ dashboard may be slightly delayed 

before they are delivered to your client. If your contact did not receive the message 
after at least 15-30 minutes, ask them to check their “Spam” or “Junk” folder and add 
‘hiacanada.com’ to their safe senders list in their email client. 

 
§ An example of the email invite and link to the webpage with the homeowner video are 

shown on the next pages. These are examples of what your contact will receive. 
 

  



§ Upon sending the “Video Invite”, your contact will receive an email sent by your HIATM 
Dashboard, which looks like the following: 



 



§ Once your contact clicks the “Watch the Video” button in the email, they will be taken to 
the following webpage to watch the homeowner video and learn more: 

 
Upon watching the video, your contact will have three options: 
 
1. Say Yes - Sign Me Up 
2. Request More Information 
3. Do nothing 
 
You will be notified in your HIA™ Dashboard if they choose the options to sign-up or request 
more information. If they do nothing, you will be notified if they watched the video and you 
will receive a reminder in your HIA™ Dashboard to follow up with the contact in 7 days. 
 
  



Step 2B: The Setup Account Method 
 
You understand the business, you know the dialogue, you are ready to build your business! 
More specifically, you are about to make the most important investment in your business; 
you are about to invest time and energy in your most valuable asset, your clients. Without a 
strong foundation your role as an HIA™ will undoubtedly become shaky, so we need to 
make sure we start you off strong. 
 
Upon having your contact watch the video and ask to sign-up, or the “Setup Account” option 
is also the method to use for those clients that you have already told about your new 
system and want to be a part of it. We like to also include family members and close 
friends in this option. As you know that these contacts already want an account, we offer 
you the ability to skip the “Video Invite” process and go straight to setting up their new 
account. 
 
To set up a Homeowner's Account, you start by clicking on “Setup Account”  

 
Upon selecting the “Setup Contact” button, you will first be asked if you have C.A.S.L. 
consent. If you are “Unsure” click that button to view the CREA Whitepaper on CASL. If you 
have obtained consent, then click “Yes” and you will be directed to the Client Profile 
window, which will allow you to fill out all the important information about this Contact. 

 
Once you have entered all your client information, click the “Save” button at the bottom of 
the page. You will then be prompted to add a property for this contact. It is highly 



recommended that you fill out the profile and detailed home information to your best ability 
as this will be the foundation of your online relationship with your homeowner/client. 

 
Near the bottom of the home details page, you will be asked to enter a minimum of (2) two 
property values. For each value you are able to upload a file so for each data point, we 
recommend the following: 
 
§ A Historical Sales Price (with PDF of the historical MLS® sales listing) 
§ Your Client’s Home Purchase Price (with PDF of sales contract) 
§ A Current/Recent CMA Value (with PDF of your current CMA report) 

In the next section we will touch on the importance of completing the value information.  
 
  



Upon completing the Profile, and adding any property data you see fit, the Homeowner will 
be sent the following email asking them to register for the site. 
 

 
 



Upon clicking on the “Setup Your Account” button, your Contact will be redirected to 
my.hiacanada.com registration page, and asked to fill in their password to register. Once 
they create a password and agree to the legal terms of use, this contact is now considered 
to be your client in the Dashboard, and will be found under the “My Clients” tab. 

 
 
Utilizing options A and B, “Video Invite” and “Setup Account”, you now have the tools to 
quickly and efficiently convert your Contacts to Clients! 
 
Once again, we have provided a flowchart in the appendix for your reference. 
 
Now that we have added our clients, we need to know what to do next!  
 
  



 


