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Only 3 Steps to the Change Listing Screen! 
How many times a day do you have to change a listing?  Is it a pain to always have to look up the MLS# 
or enter the MLS# in the Change area of the Listing Pane? 
 
There is an easier way! 
 

1. Click on My Active Listings or 
My Pending Listings from your Dashboard 

 
 
 
 
 
 
 
 
 

2. Click on the gray down-arrow next to the MLS# 

 
 
 
 
 
 

3. Select Edit Listing 

 
 
 
 
 

4. Voila! You’re at the Change Residential Listing 
Screen!! 


