Update Listings
There are times when you may need to update the information for a listing that you've already entered in dash.

Fields marked with an asterisk (*) are mandatory.

To Update a Listing Using Quick Search:

1. Inthe Quick Search box on @ @ o ‘9 s EmEEE L

your dash homepage, type

the Listing ID, MLS ID, or

property address for the Active Listings || palmer X [ Advanced Search

listing. e £
2. Click the edit pencil tool for LFPGPP ~shef#7) 190 Palmer Ave,

. . . eanec

the listing you would like to

update from the results.
The Edit Residential Sale EDIT RESIDENTIAL SALE LISTING
L|St|ng form displays_ 234 McCurdy Rd , Florence| Listing 1D : SZ3Y3NAZL | MLSID: | Listing Status: Active | Markee Status:

m Features Property Details Media Seller Additional Details

3. Navigate to any of the tabs ororery e (MR .

and make the necessary PROPERTYSUBTYPES | Single Family Detached .

Updates. PROPERTY STYLE* 1 Level Ranch -

4. Scroll down and click Save

at the bottom of each tab you

update.
UPDATE A RESIDENTIAL SALE LISTING
. . . . @ Listing has been updated successfully

A Confll’matlon W|nd0W dISp|ayS, " 190 Palmer Ave, Teaneck, New Jersey (Listing ID: LFPGFP)
letting you know that your listing
has been updated successfully. MORE ACTIONS

ljéj Print listing with Map & Media
Also, you will see mu|t|p|e zn Printlisting without Map & Media
options to select any action for [E Gotolistings Home Page
your next step, as needed. =2 View this Listing

[52" Add Transaction to this Listing
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To Update a Listing from Browse Listing Grid:

1. On the Browse Listings grid
at the bottom of the dash
homepage or Listings
homepage, click the
dropdown menu.

2. Select the appropriate option
from the list.

The listings that match the
option you selected display on
the results grid.

3. Click on the listing you would
like to update.

4. From the Actions Overlay,
click the appropriate action to
update the listing.

1 é Recently Updated Listings v III Set as default Filter

2 q Recently Updated Listings v ;ERTY ADDRESS

My Listings 1 180th Street, Lester Prairie

On Market Listings f Dupont 5 Avenue 5, Minneapolis
Recently Accessed Listings ) Melady Lane , Chanhassen

Draft Listings ) Clearwater Road , Saint Cloud
Open/Pending transactions 3 145th W Street, Rosemount
Recently Updated transactions § 13th 5 Street, Saint Cloud
Rencently Accessed transactions $0 197th Street 1016, Litchfield

Lake S Boulevard , Buffalo

e B B o

Quick b Copy ¢ ViewDetails | g Delete |

ACTIONS A ypdate
ADD ADD ADD == h
= f [l
Residential Sale Listing Residential Rental Commercial Sale Lisg e
Listing Update Media OpenHouse | Withdraw J
Details
| S|
Print listing without %} Print listing with Map ~ [f
— . j Map & Media i &Media
Recently Updated Listings v || Set as Default Filter ]
$ -? k Add Transaction
Exportto Excel | Exportto PDF Created : Nov 29, 2017 by Last Update : Jan 24, 2018
Angelia Stamatis by Angelia Stamatis
MLS # LISTING ID PROPERTY ADDRESS STATL
shgjg7j LFPGFP 190 Palmer Ave, Teaneck ! ! ! campus EHVS.:!CHGHG&EY " Active
435345 LQSVET Street 21, Au Sable Forks 0001 - 1 campus drive, Schenectady Active
123456 DHA9MK 1, campus drive , parsippany 0001 - 1 campus drive, Schenectady Active
kjg678 8D682C 238 Vista Drive , Edison 0001 - 1 campus drive, Schenectady Closet
tgtsryht S6DVXZ 5465+6+65+64 , thytrh 0001 - 1 campus drive, Schenectady Pendil

a. Quick Update: Edit basic listing information such as list price, listing expiration
date and remarks.

b. Copy: Copy an existing listing

c. View: Access entire listing detail in a long form view.

d. Delete: To permanently remove the listing from your inventory.

e. Update Details: Update listing information by navigating the tabs at the top of
the screen.

f. Media: This brings you directly to the Media tab of the Edit Listing form, where
you can quickly add and edit photos.

g. Open House: Quickly enter or update your Open House information.

h. Withdraw: To remove an active listing from public display.

i. Print listing without Map & Media: Print your listing text only, without any
media or maps included.

j. Print listing with Map & Media: Print your full listing, including media and
maps.

K. Add Transaction: If there is a buyer’s contract on the listing, Add Transaction

to Pend/Close.
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5. Scroll down and click Save

at the bottom of each tab you
update.

UPDATE A RESIDENTIAL SALE LISTING
A C_Onfirmation WindOW displays, @ Listing has been updated successfully
letting you know that your listing 190 Palmer 2 ting ID
has been updated successfully.

Ave, Teaneck, New Jersey (Listing ID: LFPGFP)

MORE ACTIONS

Also, you will see multiple &} Print listing with Map & Media
OptiOﬂS to select any action (%3 Print listing without Map & Media
for your next step, as [ Go toListings Home Page
needed. =® View this Listing

79 Add Transaction to this Listing
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