Roster Admin: Adding a Pre-Listing on Behalf of an Agent

As an admin, you may need to help your agents by adding Pre-listings on their behalf. Follow the steps below to learn
how to add listings to your agent’s account.

Adding a Pre-Listing on Behalf of Your Agent

1. From your Roster, select Manager Company.
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2. Select the Office your agent is associated with.

M Maoxi Works

Details

Office Name Public Key Number of People Location

E Appleton 10859019 3 101 Broadway Averue
I E Client Services M195586 4 815 Western Ave
‘ Microsoft Azure 13291974 4 1300 Krystie Court NE

‘ Onelogene Team 13672956 2 1050 Western Ave

3. Find your agent from the list or use the search box in the top right hand corner of the window.

Support Level Context: MoxiWorks > Franchise Company > Mari Works > Client Services
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Select an Alternate Office:

Client Services

Name w Email Address MLS ID# Phone #

4. From your agent’s page, select the action button.
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5. Select View Listings.
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6. Select the agent’s name.

' Leslic Chou - Active & Perding

Yo do ot have any Active of Pending listings ot this fime

7. From the drop-down menu, select Unpublished.
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8. From here you will be able to add a Pre-Listing.

Create Pre-Listings and Non-MLS Listings
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You can create pre-listings that will automatically merge with the listing once the listing is live on the MLS or create a non-
mls listing that is exclusive fo your agent brokerage websites and any syndicated parner sites. Pre-listing must be merged
and non-mls listings must be published prior to their 60 day expiration date.

If you need help creating the Pre-Listing please see the “Adding a Pre-Listing” help article.



