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Managing Office Payments (Admin Account)

Admin users with the appropriate permissions can 
manage and update office payment information 
directly in MyStateMLS.

This feature allows administrative staff to securely 
access billing details, review payment activity, and 
consult payment history, including generating 
invoices from the Payment History page.

Accessing Office Payment Settings

To manage office payments:

o Click the ADMIN menu at the top of the 
navigation bar

o Select Manage Offices
o From the Actions menu, click View Office
o Scroll down to the Payment Info section

Updating Payment Information

Scroll down in the Office View page, to the Payment Info section:

o Click Update Card Info within the Payment Info section
o Enter the new payment details
o Click Save to update the office billing method
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