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Managing Office Listings (Admin Account)

The Manage Listings section allows administrative staff to view, filter, and 
manage all listings associated with their brokerage or specific office locations. 
To manage office listings:

o Click the ADMIN menu at the top of the navigation bar
o Select Manage Listings

This will display a complete list of listings (past, current, draft) associated with 
your brokerage.

Searching and Filtering Listings

Use the available filters to quickly locate specific listings. You can 
search by Listing ID, Property type or listing type, Location (city, 
state, zip), Agent or office,  Status, price, or keywords, etc.

Listing Actions

From the Actions menu next to each listing, Admin users may be 
able to:

o View/Edit – open the listing to review or update details

o Add or Save to Cart – add the listing to your current cart for 
quick access or for future reference

o Delete – remove the listing (if permissions allow)
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