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Withdraw and Reactivate Listings 
 

There are times when you may need to withdraw a listing from being displayed on the public websites. For 
example, the seller may have requested for the listing to be removed or the listing may have expired.  
 
Sometimes, you may also need to reactivate a listing after it has expired. 
 
Fields marked with an asterisk (*) are mandatory.  
 

Withdraw an Active Listing using Quick Search: 

The fastest way to locate an 
active listing you want to 
withdraw is to use the Quick 
Search located at the top 
right side of Listing home 
screen. 

   
 

1. In the Quick Search field, 
enter either the Listing 
ID, MLS ID or Property 
Address to locate the 
listing. 

 
2. Click the edit pencil tool 

for the listing you would 
like to update from the 
results. 

 

 
 

 
The Edit Residential Sales 
Listing screen displays. 
 
3. Click the Actions button.  

 
4. Next, click Withdraw 

this Listing. 
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A listing withdrawal 
confirmation window 
displays. 
 
5. Click the calendar to 

select the withdraw date. 
6. Click Withdraw Listing. 

 
Note: The Withdraw Date 
cannot be a future date.   

 
 

 
 

A confirmation message 
displays, letting you know 
that the listing has been 
successfully withdrawn.  
 
Also, you will see multiple 
options to select any action 
for your next step, as 
needed.  
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The updated listing is 
displayed on the Listing 
homepage with new 
Withdrawn Status 
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Withdraw an Active Listing from the Browse Grid: 

1. From the Listings Browse 
Grid, locate and click on 
the listing you want to 
Withdraw. 

 

 
 

The actions pop up window 
displays. 
 
2. Click Withdraw. 

 

  
 

A listing withdrawal 
confirmation window 
displays. 
 
3. Click the calendar to 

select the withdraw date. 
4. Click Withdraw Listing. 

 
Note: The Withdraw Date 
cannot be a future date.   
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A confirmation message 
displays, letting you know 
that the listing has been 
successfully withdrawn.  
 
Also, you will see multiple 
options to select any action 
for your next step, as 
needed. 

 
 

 
 
 

The updated listing is 
displayed on the Listing 
homepage with new 
Withdrawn Status 
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To Reactivate an Expired or Withdrawn Listing: 

1. Click Advanced Search. 
 

 

 
 

The Advanced Search screen 
displays. 
 
2. Provide the required 

information on the screen, as 
indicated by an asterisk (*). 

3. Click the dropdown for 
Status and select Expired or 
Withdrawn. 
 
 

 

 
 

4. Scroll to the bottom of the 
screen and click Search. 
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The Advanced Search Result 
screen displays. 
 
5. Click the expired listing you 

would like to reactivate. 

 

 
 

A pop up window displays. 
 
6. Click Reactivate this listing. 

 

 
 

A confirmation window displays. 
 
7. Click Reactivate Listing to 

confirm. 

 

 
 

The Edit Listing screen will be 
displayed. 
 
8. Make any necessary updates 

to the listing prior to 
completing the reactivation 
process. 
 
Note: You will be required to 
enter the new listing 
expiration date in the 
Expires On field. 
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9. Click Save to reactivate the 
listing back to an Active 
status. 

 

A confirmation window displays, 
letting you know that your listing 
has been updated successfully. 

 
Also, you will see multiple 
options to select any action for 
your next step, as needed. 

 
 

 
 

 


