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Managing Your Agents (Admin Account)

Admin users with the appropriate permissions can manage agents 
directly from the ADMIN menu.

The Manage Agents section allows administrative staff to view 
agents within the brokerage, update profile details, and access their 
associated listings. To manage agents:

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

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

Updating Agent Information

Once you select an agent and click Edit, you can access their full profile and make 
updates based on your permission level.

This may include updating contact information, office assignments, license 
details, or account settings.

Agent Actions

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

o Edit – access and update the agent’s profile, including personal details, 
office/association, and account settings.

o Email – quickly send an email directly to the agent.
o View Listings – access all listings associated with that agent.
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