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o Click Add New Listing from the Listings
menu

o Choose how you want to create the listing
(e.g., Blank Listing is the most common
option)
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Important: Select the Listing Agent First

Before entering property details, make sure to select the
correct Listing Agent.

o Select the Team (if applicable)

o Choose one or multiple agents for the listing

o The state field will automatically adjust based on the
agent’s license

Note: If the listing agent is not selected first, the state
dropdown may not display the correct options, especially for
brokerages operating in multiple states.
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Add New Listing < R,
How would you like to add your new listing? Select one of the options below. < HOTSHEETS
< NEEDS ATTENTION
Blank Listing — Use this option if the property can't be found using the other methods. The listing will start TODAY'S OPEN HOUSES
off blank and you will enter the property details using our listing wizard, a step by step guide that will take you CCOMPANY LISTINGS
through the process. e this method CURRENT CART (0)
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Search Public Records — Find properties using a public property record search. You need to fill in at MY TRACKED LISTINGS
RECENTLY VIEWED LISTINGS

least the street number, street name, city, and state. This will pre-populate your listing with basic information
Detailed property information will have to be filled in by you this method MY FAVORITES
Clone Company Listing — You may search by Listing ID, property address, and zip code. If the property

exists within your company, this will provide the most comprehensive duplication of the listing. (Use thi

Get Open Listings — Want to increase leads and grow your business with Open Listings? This feature will
allow you to post Open Listings that will show up on our public search. Your photo, name, and company will
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Add New Listing — Property Type and Location Info
Fields labeled in *THIS COLOR are required.

REAL ESTATE TEAM

Team | <select>
LISTING AGENTS
*Listing Agent #1
(#138997)

Cancel Changes

Liating Agent #2 None
Change Agent #2

Listing Agent #3 None
Change Agent #3

Listing Agent #4 None
Change Agent #4

TYPE, STATUS, & PRICING

Want to increase leads and grow your business with Open Listings? [Learn More)
*Property Type | <select> v
*Sale/Rental? | <seiect> v
*Status Active

* Listing Price ¢

Original Price $

LOCATION

State | <select> v

You must have a valid real estate license in the state you select

*Street Info

Street # Street Name

Double check that

information s correct. This information /s used for accurately searching
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*Display Address
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