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Managing Office Approval Queue (Admin Account)

What is the Approval Queue?

The Approval Queue is an optional feature (enabled upon request) that allows 
brokerages to review and approve listings before they go live.
This feature is only enabled for select offices. Listings will not go live until approved by 
the broker or a designated admin.

This may apply to:
• New listings
• Any updates or changes made to existing listings

Two Ways to Access the  Office Approval Queue

o Option 1: From the ADMIN menu select Approval Queue
o Option 2: From your dashboard, navigate to Company Listings, and select 

Approval Queue

This will display all listings currently pending approval.

Reviewing & Approving Listings

• Click the Listing ID or address to open the listing
• Or use the Actions button

Once inside:
• Review the listing details
• Make edits if needed (based on permissions)
• Select the appropriate approval option to publish the listing
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