= Managing Open Houses (Admin Account)

The Manage Open Houses section allows administrative staff to
view, schedule, update, and remove open house events associated
with listings across the brokerage. To manage open houses:

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

This will display a list of all open houses associated with your
brokerage.

Viewing Open Houses

The open house management page provides key details, including
Listing ID and property information, Assigned agent, Open house
date and time, Listing status and location.

Click View/Edit from the Actions menu to access the listing and
open house details.

Creating & Editing Open Houses

From the listing page:

O

Scroll to the Open Houses section

Enter the date, start time, end time, and event type
(public/private/virtual)

Add any notes if needed

o Click Schedule Open House to save

O

O

You can also edit or remove existing open house events from this
section.
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Upcoming Open Houses
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Saturday March 21st 10:00am to 2:00pm (Public) Edit Remove

Owner Information Edit

No contact information
Marketing Text Edit

EREREIREEEREERERE A

£ MyStateMLS


http://www.mystatemls.com/

