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1. How do I log into my website? 

To log into your website, click on άAgent Centerέ at the very bottom of any page of your 

website.  From there, log into the Agent123 using the username/password provided.  

2. How do I change the Meta Tags on my website? 

Each individual page will have its own keywords/titles/descriptions. To view the Meta Tags on 

ȅƻǳǊ ǿŜōǎƛǘŜΣ ȅƻǳ Ƴǳǎǘ ŦƛǊǎǘ ƭƻƎ ƛƴΦ /ƭƛŎƪ ƻƴ άAgent Centerέ ŀƴŘ ǘƘŜƴ ƭƻƎ ƛƴǘƻ ǘƘŜ !ƎŜƴǘмноΦ 

CǊƻƳ ƘŜǊŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άManage Pagesέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ŘŀǎƘboard. Next, click on the edit pencil 

ƴŜȄǘ ǘƻ ǘƘŜ ǇŀƎŜ ȅƻǳ ǿŀƴǘ ǘƻ ǾƛŜǿΦ CƛƴŀƭƭȅΣ ŎƭƛŎƪ ƻƴ άSave and Edit This PageΦέ ¢Ƙƛǎ ǿƛƭƭ ōǊƛƴƎ 

you to the admin view of that page and the Meta Tags will be at the very top of the page under 

the dashboard. If making chŀƴƎŜǎΣ ōŜ ǎǳǊŜ ǘƻ ŎƭƛŎƪ άUpdateέ ōŜŦƻǊŜ ƭŜŀǾƛƴƎ ǘƘŜ ǇŀƎŜΦ  

Section - My Password 
3. How do I change my password for the website? 

¢ƻ ŎƘŀƴƎŜ ȅƻǳǊ ǇŀǎǎǿƻǊŘΣ ȅƻǳ ǿŀƴǘ ǘƻ ŎƭƛŎƪ ƻƴ άAgent Centerέ and log into the Agent123. Click 

ƻƴ ǘƘŜ άMy Passwordέ ōǳǘǘƻƴ ƻƴ ȅƻǳǊ dashboard. You will then be prompted to put in your old 

ǇŀǎǎǿƻǊŘ ŀƴŘ ȅƻǳǊ ƴŜǿ ǇŀǎǎǿƻǊŘ ǘǿƛŎŜΦ /ƭƛŎƪ άUpdate Passwordέ ǿƘŜƴ ŘƻƴŜΦ ¢ƘŜ ŎƘŀƴƎŜ ǿƛƭƭ 

ōŜ ǾŜǊƛŦƛŜŘ ǿƛǘƘ ǘƘŜ ƳŜǎǎŀƎŜ άPassword Changedέ ƛƴ ǊŜŘ ǘŜȄǘΦ  

Section - Site Settings  
4. What is Marquee text? 

The Marquee text refers to the line of scrolling text in your header. 

5. How do I change my Marquee text? 

 You can change the messages that the marquee text displays by first clicking on άAgent 

Centerέ ŀƴŘ ǘƘŜƴ ƭƻƎƎƛƴƎ ƛƴǘƻ ǘƘŜ !ƎŜƴǘмноΦ Next, click on the άSite Settingsέ button on your 

dashboard. At the bottom of the page, you can change the messages as need and ŎƭƛŎƪ άSave 

ChangesέΗ  
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6. What is the email at the bottom of this page used for? 

This email address ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ȅƻǳǊ άSite Settingsέ page will be notified whenever a client 

Ŧƛƭƭǎ ƻǳǘ ǘƘŜ ŦƻǊƳ ƻƴ ȅƻǳǊ άContact Usέ ǇŀƎŜ ƻǊ ŀƴȅ ŎǳǎǘƻƳ ŦƻǊƳ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŎǊŜŀǘŜŘΦ  

7. How dƻ L ŎƘŀƴƎŜ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ άSite SettingsΚέ 

To change this email address, first click on άAgent Centerέ and log into the Agent123. Next, 

click on the άSite Settingsέ button on your dashboard. Change or add to the email addresses as 

ƴŜŜŘŜŘ ŀƴŘ ŎƭƛŎƪ άSave ChangesέΗ 

Section - Design Center 
8. How Do I change my template? 

To choose your template, ŦƛǊǎǘ ŎƭƛŎƪ ƻƴ άAgent Centerέ ŀƴŘ ƭƻƎ ƛƴǘƻ ǘƘŜ !ƎŜƴǘмноΦ bŜȄǘΣ click on 

ǘƘŜ άDesign Centerέ button on your dashboard. You will then see a list of templates to choose 

from. Click on the template layout that you like. Lastly, choose the header image/theme that 

you like and click on it. The website will automatically change to the new template design! 

9. ²Ƙȅ ŘƻŜǎƴΩǘ Ƴȅ ǘŜƳǇƭŀǘŜ ƭƻƻƪ ƭƛƪŜ ǘƘŜ ƻƴŜ ƛƴ ǘƘŜ ǇǊŜǾƛŜǿΚ  

The template previews are there to show you what the color and layout looks like. The content 

of your site WILL NOT change when changing templates 

Section - Manage Forms 
10. Where does a ŎƭƛŜƴǘΩǎ ƛƴŦƻ Ǝƻ ǿƘŜƴ ǘƘŜȅ Ŧƛƭƭ ƻǳǘ ŀ /ǳǎǘƻƳ CƻǊƳ ǘƘŀǘ LΩǾŜ ŎǊŜŀǘŜŘΚ 

To see what email address will be notified when a custom form is ŦƛƭƭŜŘ ƻǳǘΣ ŦƛǊǎǘ ŎƭƛŎƪ ƻƴ άAgent 

Centerέ ŀƴŘ ƭƻƎ ƛƴǘƻ ǘƘŜ !ƎŜƴǘмноΦ bŜȄǘΣ ŎƭƛŎƪ ƻƴ the άSite Settingsέ button on your dashboard. 

The email address at the bottom of this page will be the one notified when a client fills out a 

ŎǳǎǘƻƳ ŦƻǊƳ ǘƘŀǘ ȅƻǳΩǾŜ ŎǊŜŀǘŜŘ.  
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Manage Pages 
11. How do I remove pages from the left navigation? 

To remove a page from the left navigation, ȅƻǳ Ƴǳǎǘ ŦƛǊǎǘ ŎƭƛŎƪ ƻƴ άAgent Centerέ ŀƴŘ ƭƻƎ ƛƴǘƻ 

the Agent 123. Next, click on the άManage Pagesέ button on your dashboard. Find the page 

that you want to remove from the left navigation and un-ŎƭƛŎƪ ǘƘŜ άVisibilityέ ŎƘŜŎƪ box. The 

page will still be active, (you can link to it if you want) but will no longer be shown on the left 

navigation.  

12. How do I change the order of pages in my left navigation? 

To change the order of pages on your ƭŜŦǘ ƴŀǾƛƎŀǘƛƻƴΣ ŦƛǊǎǘ ŎƭƛŎƪ ƻƴ άAgent Centerέ ŀƴŘ ƭƻƎ ƛƴǘƻ 

the Agent 123. Next, click on the άManage Pagesέ button on your dashboard. Next, find the 

page that you want to move. Click/drag the  icon for this page and move it up/down to 

where you want it.  

Page Attributes Within Manage Pages 

13. What is the menu name? 

The menu name is the text that will be displayed on the left navigation should that page be 

ƳŀǊƪŜŘ ŀǎ ά±ƛǎƛōƭŜΦέ 

14. What is the page name? 

The page name is part of a pages URL.  Example: www.mydomain.com/MENU-NAME. Since this 

is a URL, there ŎŀƴΩǘ ōŜ ŀƴȅ ǎǇŀŎŜǎ ƻǊ symbols.  

15. What is the page description? 

The page description is part of a page's Meta tags. You can put a short description about that 

particular webpage here.  

  

http://www.mydomain.com/MENU-NAME


 Updated 1/23/12 

16. What is the page type? 

This will change how a page opens in your website. You can change the page type as follows: 

 Edit this page manually ς This gives you a completely blank page to edit 

Frame URL into Agent123website ς This will give you a space to paste in a URL to 

another site, blog, IDX search link, etc... When clicked on, the link will be framed within 

your website (header and left navigation will still be available). An example of a framed 

ǇŀƎŜ ƛǎ ȅƻǳǊ άProperty Searchέ ǇŀƎŜ 

Open URL in New Window ς This will give you a space to paste in a URL to another site, 

blog, IDX search link, etc. When clicked on, the ǳǎŜǊΩǎ browser will launch another 

window with this link.  

Open URL in Same Window ς This will give you a space to paste in a URL to another site, 

blog, IDX search link, etc. When clicked on, the user leaves your website completely and 

will open the new URL in the current window. 

17. How do I create a new page? 

To create a new page on your website, ŦƛǊǎǘ ŎƭƛŎƪ ƻƴ άAgent Centerέ ŀƴŘ ƭƻƎ ƛƴǘƻ ǘƘŜ !ƎŜƴǘ мноΦ 

bŜȄǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άManage Pagesέ ōǳǘǘƻƴ ƻƴ ȅƻǳǊ ŘŀǎƘōƻŀǊŘΦ CƛƴŘ ŀƴ ŜƳǇǘȅ ά/ǳǎǘƻƳ tŀƎŜέ 

and click the edit pencil next to it. You can then fill out the page attributes (page 

name/description/page type) and make the page visible 

18. L ŘƻƴΩǘ ƘŀǾŜ ŀƴȅ ƳƻǊŜ ŎǳǎǘƻƳ ǇŀƎŜǎ ǘƻ ǳǎŜΧ²Ƙŀǘ Řƻ L ŘƻΚ 

LŦ ȅƻǳ ƘŀǾŜ ǘƘŜ !ƎŜƴǘмно [L¢9 ǇǊƻŘǳŎǘΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ǳǇƎǊŀŘŜΗ LŦ ȅƻǳ ƘŀǾŜ ǘƘŜ ǎǘŀƴŘŀǊŘ !ƎŜƴǘмно 

website, send us an email at support@realtytech.com ŀƴŘ ǿŜΩƭƭ ŀŘŘ up to 100 blank pages to 

your website.  

Section - Edit Thank You Page 
19. L ŘƻƴΩǘ ƭƛƪŜ ǘƘŜ ŦƻǊƳŀǘ ƻŦ ǘƘŜ ά¢Ƙŀƴƪ ¸ƻǳέ ǇŀƎŜΧ/ŀƴ L ŎƘŀƴƎŜ ƛǘΚ 

Since these websites are template based by nature, there are certain pages that you cannot 

change. The format of tƘŜ ά¢Ƙŀƴƪ ¸ƻǳέ ǇŀƎŜ Ŏŀƴƴƻǘ ōŜ ŎƘŀƴƎŜŘ ŀǎ ƛǘ ƛǎ ŀ ǘŜƳǇƭŀǘŜ ōŀǎŜŘ ǇŀƎŜΦ  
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Section - Contacts 
20. How do I delete contacts? 

¢ƻ ŘŜƭŜǘŜ ƻƴŜ ƻŦ ǘƘŜ ŎƻƴǘŀŎǘǎ ƻŦŦ ȅƻǳǊ ƭƛǎǘΣ ŦƛǊǎǘ ŎƭƛŎƪ ƻƴ άAgent Centerέ ŀƴŘ ƭƻƎ ƛƴǘƻ ǘƘŜ !ƎŜƴǘ 

мноΦ bŜȄǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άContactsέ ōǳǘǘƻƴ ƻƴ ȅƻǳǊ ŘŀǎƘōƻŀǊŘΦ CǊƻƳ ǘƘŜǊŜΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ ά·έ 

next to each contact you want to delete. You will be warned that you are about to permanently 

delete the information ς ŎƭƛŎƪ άhYέ ŀƴŘ ǘƘŜȅ ǿƛƭƭ ōŜ ŘŜƭŜǘŜŘΦ   

21. How do I export these contacts to another program? 

To export your contacts to use in another program, you must ŦƛǊǎǘ ŎƭƛŎƪ ƻƴ άAgent Centerέ ŀƴŘ 

ƭƻƎ ƛƴǘƻ ǘƘŜ !ƎŜƴǘ мноΦ bŜȄǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άContactsέ ōǳǘǘƻƴ ƻƴ ȅƻǳǊ ŘŀǎƘōƻŀǊŘΦ CǊƻƳ ǘƘŜǊŜΣ 

you can click the check box next to each contact you want to export. Lastly, click the  image 

at the very top of your contacts. This will automatically save the contacts as a CSV (Comma 

Separated Values) file that you can open in Microsoft Excel.  

Section - IDX Related 
22. How do I log into the IDX? 

To log into your website, cƭƛŎƪ ƻƴ άAgent Centerέ ŀǘ ǘƘŜ ǾŜǊȅ ōƻǘǘƻƳ ƻŦ ŀƴȅ ǇŀƎŜ of your 

website.  From there, log into the IDX123 using the username/password provided. If you are 

already logged into your website, you can alternatively log into the IDX by clicking on the 

άContactsέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ŘŀǎƘōƻŀǊŘΦ !ǘ ǘƘŜ ǾŜǊȅ ōƻǘǘƻƳ ƻŦ ǘƘŜ άŎƻƴǘŀŎǘǎέ ǇŀƎŜΣ ǘƘŜǊŜ ƛǎ ŀ ƭƻƎ ƛƴ 

area for the IDX.  

23. How do I change my information that is listed next to properties? 

To your information that is listed next to properties, you must log into the IDX. To do so, click 

ƻƴέAgent Centerέ at the very bottom of any page of your website.  From there, log into the 

IDX123Φ bŜȄǘΣ ƘƛƎƘƭƛƎƘǘ ƻǾŜǊ άMy Accountέ ŀƴŘ ŎƭƛŎƪ ƻƴ άYour ProfileΦέ !ŦǘŜǊ ƳŀƪƛƴƎ ŎƘŀƴƎŜǎΣ 

ƳŀƪŜ ǎǳǊŜ ǘƻ ŎƭƛŎƪ άUpdateέ ǘƻ ǎŀǾŜ ȅƻǳǊ ŎƘŀƴƎŜǎΦ  
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24. How do I change my picture that is next to properties? 

To your information that is listed next to properties, you must log into the IDX. To do so, click 

ƻƴέAgent Centerέ ŀǘ ǘƘŜ ǾŜǊȅ ōƻǘǘƻƳ ƻŦ ŀƴȅ ǇŀƎŜ of your website.  From there, log into the 

IDX123. Next, ƘƛƎƘƭƛƎƘǘ ƻǾŜǊ άMy Accountέ ŀƴŘ ŎƭƛŎƪ ƻƴ άYour PictureΦέ /ƭƛŎƪ άUploadέ ǘƻ ǾƛŜǿ 

ǘƘŜ άƛƳŀƎŜ ŜŘƛǘƻǊΦέ /ƭƛŎƪ ƻƴ ǘƘŜ άChoose Fileέ ōǳǘǘƻƴ ǘƻ ōrowse the photo on your computer. 

/ƭƛŎƪ ¦ǇƭƻŀŘ ǘƻ ƭƻŀŘ ǘƘŜ ǇƘƻǘƻΦ ¸ƻǳ Ŏŀƴ ǘƘŜƴ ŎǊƻǇ ǘƘŜ ǇƘƻǘƻ ƛŦ ƴŜŜŘ ōŜΦ /ƭƛŎƪ άSaveέ and you 

are done! 

25. How do I change what Featured Homes are on my website?  

To change the featured homes on your website, you must log into your IDX. To do so, click 

ƻƴέAgent Centerέ at the very bottom of any page of your website.  From there, log into the 

IDX123Φ bŜȄǘΣ ƘƛƎƘƭƛƎƘǘ ƻǾŜǊ άPropertiesέ ŀƴŘ ŎƭƛŎƪ ƻƴ άFeatured PropertiesΦέCǊƻƳ ƘŜǊŜΣ ȅƻǳ 

Ŏŀƴ ŜƛǘƘŜǊ ŀŘŘ ŀƴƻǘƘŜǊ ŀƎŜƴǘ ǘƻ ȅƻǳǊ άCŜŀǘǳǊŜŘ !ƎŜƴǘǎέ όǿƛǘƘ ǘƘŜƛǊ ǇŜǊƳƛǎǎƛƻƴύ ǘƻ ŘƛǎǇƭŀȅ ŀƭƭ ƻŦ 

ǘƘŜƛǊ ƭƛǎǘƛƴƎǎΣ ŀŘŘ ŀ άCŜŀǘǳǊŜŘ aŀǊƪŜǘέ όŘƛǎǇƭŀȅ ƭƛǎǘƛƴƎǎ ǘƘŀǘ ƻƴƭȅ fit the criteria you input), or 

add listings by MLS number.  

26. L ŎƘŀƴƎŜŘ ŎƻƳǇŀƴƛŜǎΣ Ƙƻǿ Řƻ L ŎƘŀƴƎŜ Ƴȅ άhŦŦƛŎŜ [ƛǎǘƛƴƎǎΚέ 

To change the featured office on your website, you must log into your IDX. To do so, click 

ƻƴέAgent Centerέ at the very bottom of any page of your website.  From there, log into the 

IDX123Φ bŜȄǘΣ ƘƛƎƘƭƛƎƘǘ ƻǾŜǊ άPropertiesέ ŀƴŘ ŎƭƛŎƪ ƻƴ άFeatured OfficesΦέCǊƻƳ ƘŜǊŜΣ ȅƻǳ Ŏŀƴ 

ŜƛǘƘŜǊ ŘŜƭŜǘŜκŀŘŘ άCŜŀǘǳǊŜŘ hŦŦƛŎŜǎέ ŀǎ ƴŜŜŘŜŘΦ 

27. How do I add an open house to my website? 

To add an open house to your website, you must log into your IDX. To do so, click ƻƴέAgent 

Centerέ at the very bottom of any page of your website.  From there, log into the IDX123. Next, 

ƘƛƎƘƭƛƎƘǘ ƻǾŜǊ άPropertiesέ ŀƴŘ ŎƭƛŎƪ ƻƴ άOpen HousesΦέ /ƭƛŎƪ άAdd Open Houseέ ŀƴŘ Ŧƛƭƭ ƻǳǘ 

the ŦƻǊƳ ǇǊƻǾƛŘŜŘΦ [ŀǎǘƭȅΣ ŎƭƛŎƪ άSaveέ ŀƴŘ ǘƘŜ ƘƻƳŜ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ōŜ ŀŘŘŜŘ ǘƻ ȅƻǳǊ άhǇŜƴ 

IƻǳǎŜέ ǇŀƎŜ ƻƴ ȅƻǳǊ ǿŜōǎƛǘŜΦ ¢ƘŜ ƘƻƳŜ ǿƛƭƭ ŀƭǎƻ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ōŜ ŘŜƭŜǘŜŘ ŦǊƻƳ ǘƘŜ ǇŀƎŜ ŀŦǘŜǊ 

the open house is over.  
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28. How do I add sold homes to my sold listings page? 

To add ŀ ǎƻƭŘ ƭƛǎǘƛƴƎ ǘƻ ȅƻǳǊ άMy Recent Salesέ ǇŀƎŜΣ ȅƻǳ Ƴǳǎǘ ŦƛǊǎǘ ƭƻƎ ƛƴǘƻ ǘƘŜ L5·Φ ¢ƻ Řƻ ǎƻΣ 

click on έAgent Centerέ at the very bottom of any page of your website.  From there, log into 

the IDX123Φ bŜȄǘΣ ƘƛƎƘƭƛƎƘǘ ƻǾŜǊ άPropertiesέ ŀƴŘ ŎƭƛŎƪ ƻƴ άSold PropertiesΦέ Click on the 

άSelect Systemέ ŘǊƻǇ Řƻǿƴ ƳŜƴǳ ŀƴŘ ŎƘƻƻǎŜ ǘƘŜ a[{ ōƻŀǊŘόǎύ ǘƘŀǘ ȅƻǳ ōŜƭƻƴƎ ǘƻΦ bŜȄǘΣ ŦƛƴŘ 

ȅƻǳǊ ƴŀƳŜ ƛƴ ǘƘŜ ƭƛǎǘ ǘƻ ǘƘŜ ǊƛƎƘǘ ŀƴŘ ŎƭƛŎƪ άAdd Selected Agent(s) to the List BelowΦέ ¢Ƙƛǎ ǿƛƭƭ 

automatically add any properties ȅƻǳΩǾŜ ǊŜŎŜƴǘƭȅ ǎƻƭŘ ǳƴŘŜǊ ǘƘŜ ǎŜƭŜŎǘŜŘ a[{ ƴǳƳōŜǊǎ ǘƻ ȅƻǳǊ 

sold listings page. Alternatively, you can also type in MLS numbers for sold properties 1 at a 

ǘƛƳŜ ƛƴ ǘƘŜ άAdd Sold Listings by MLS#έ ōƻȄ ƻǊ ŎƭƛŎƪ ƻƴ άAdd Sold Listings Manuallyέ ǘƻ ǘȅǇŜ ƛƴ 

your ǎƻƭŘ ƭƛǎǘƛƴƎΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƳŀƴǳŀƭƭȅΦ  

29. How do I change the settings for my IDX? (Price sort direction, property types shown, 

colors of IDX, Require users to log-in to view listing details, allowable property types) 

To change the IDX settings for your website, you must log into your IDX. To do so, click 

ƻƴέAgent Centerέ at the very bottom of any page of your website.  From there, log into the 

IDX123Φ bŜȄǘΣ ƘƛƎƘƭƛƎƘǘ ƻǾŜǊ άSettingsέ ŀƴŘ ŎƭƛŎƪ ƻƴ άIDX Settings.έ Change the settings as need 

be and click the άUpdateέ button when done. 

30. How do I change what message is sent out with my listing alerts? 

To change the email message for your listing alerts, you must log into your IDX. To do so, click 

ƻƴέAgent Centerέ at the very bottom of any page of your website.  From there, log into the 

IDX123Φ bŜȄǘΣ ƘƛƎƘƭƛƎƘǘ ƻǾŜǊ άSettingsέ ŀƴŘ ŎƭƛŎƪ ƻƴ άEmail Settings.έ Next, choose which 

template you want to edit from the dropdown menu. This will bring up a preview of that 

template. The area in yellow is the only section of this template that can be edited. To do so, 

ŎƭƛŎƪ ƻƴ άEditέ next to the drop down menu. This will then bring up a blank editor that you can 

ǘȅǇŜ ŀ ƳŜǎǎŀƎŜ ƛƴǘƻΦ ²ƘŜƴ ŘƻƴŜΣ ŎƭƛŎƪ ά¦ǇŘŀǘŜέ ƴŜȄǘ ǘƻ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳ ƻƴŎŜ ŀƎŀƛƴΦ  

31. What are the differences between these 3 email templates? 

Verification Email ς This is the initial email asking your client to verify their account. If they do 

not verify their account, they will not receive listing alerts 

Additional Verification Email ς If a user has not verified their account, this email will go out 

after 30 days, and again at 60 days.  

Daily Email ς This is the template that is sent out with listing alerts 
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32. ²Ƙŀǘ ŜƳŀƛƭ ŀŎŎƻǳƴǘ ƛǎ ƴƻǘƛŦƛŜŘ ŦƻǊ Ƴȅ ŎƭƛŜƴǘΩǎ ƭƛǎǘƛƴƎ ŀƭŜǊǘǎΚ 

To view what email address is notified with your cƭƛŜƴǘΩǎ ƭƛǎǘƛƴƎ ŀƭŜǊǘǎΣ ȅƻǳ Ƴǳǎǘ ŦƛǊǎǘ ƭƻƎ ƛƴǘƻ 

ȅƻǳǊ L5·Φ ¢ƻ Řƻ ǎƻΣ ȅƻǳ Ƴǳǎǘ ƭƻƎ ƛƴǘƻ ǘƘŜ L5·Φ ¢ƻ Řƻ ǎƻΣ ŎƭƛŎƪ ƻƴέAgent Centerέ at the very 

bottom of any page of your website.  From there, log into the IDX123Φ bŜȄǘΣ ƘƛƎƘƭƛƎƘǘ ƻǾŜǊ άMy 

Accountέ ŀƴŘ ŎƭƛŎƪ ƻƴ άYour Profileέ The email address listed will be the one notified when 

your listing alerts go out.  

33. Iƻǿ Řƻ L ǎŜŜ ǿƘŀǘ ŀ ŎƭƛŜƴǘΩǎ ƭƛǎǘƛƴƎ ŀƭŜǊǘ ŘŜǘŀƛƭǎ ŀǊŜΚ όǿƘŀǘ ǘƘŜȅ ŀǊŜ ǎŜŀǊŎƘƛƴƎύ 

¢ƻ ǾƛŜǿ ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ ȅƻǳǊ ŎƭƛŜƴǘΩǎ ǎŀǾŜŘ ǎŜŀǊŎƘŜǎκǇǊƻǇŜǊǘƛŜǎ ȅƻǳ Ƴǳǎǘ first log into the IDX. To 

do so, click ƻƴέAgent Centerέ at the very bottom of any page of your website.  From there, log 

into the IDX123Φ bŜȄǘΣ ŎƭƛŎƪ ƻƴ άUsersέ ǘƻ see everyone who has signed up for listing alerts. If 

you highlight over one of these clients, you will how many searches they have, and can also 

ŎƭƛŎƪ άView DetailsΦέ ¢Ƙƛǎ ǿƛƭƭ ƎƛǾŜ ȅƻǳ ŀ ƭƛǎǘ ƻŦ ǇǊƻǇŜǊǘȅ ǎŜŀǊŎƘŜǎ ǘƘŀǘ ǘƘŜ ŎƭƛŜƴǘ Ƙŀǎ ǎŀǾŜŘ όƛŦ 

they have any), list of saved properties (if they have any), and the option to change their log-on 

information.  

34. How do I delete a user who has signed up for listing alerts? 

To view the delete one of your users who are receiving listing alerts, you must first log into the 

IDX. To do so, click ƻƴέAgent Centerέ at the very bottom of any page of your website.  From 

there, log into the IDX123Φ bŜȄǘΣ ŎƭƛŎƪ ƻƴ άUsersέ ǘƻ ǎŜŜ ŜǾŜǊȅƻƴŜ ǿƘƻ Ƙŀǎ ǎƛƎƴŜŘ ǳǇ ŦƻǊ ƭƛǎǘƛƴƎ 

ŀƭŜǊǘǎΦ IƛƎƘƭƛƎƘǘ ƻǾŜǊ ǘƘŜ ŎƭƛŜƴǘ ȅƻǳ ǿƛǎƘ ǘƻ ŘŜƭŜǘŜ ŀƴŘ ŎƭƛŎƪ άDelete.έ ¸ƻǳ ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ 

ŀƎŀƛƴ ǘƘŀǘ ȅƻǳ ŀǊŜ ŀōƻǳǘ ǘƻ ŘŜƭŜǘŜ ǘƘŜ ǳǎŜǊΦ /ƭƛŎƪ άhYέ ŀƴd the user will now be highlighted in 

ǊŜŘΦ ¢ƘŜ ŎƭƛŜƴǘ ǿƛƭƭ ƴƻ ƭƻƴƎŜǊ ǊŜŎŜƛǾŜ ŀƭŜǊǘǎΣ ōǳǘ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ άRestore Userέ ŦƻǊ 

30 days. After 30 days the system will permanently delete them.  

35. How do I create a user to receive listing alerts? 

To create a user and set them up for listing alerts, you must first log into the IDX. To do so, click 

ƻƴέAgent Centerέ at the very bottom of any page of your website.  From there, log into the 

IDX123 and click on άUsersΦέ bŜȄǘΣ ŎƭƛŎƪ ƻƴ άCreate New Userέ ƻn the right of the table. You will 

Ŧƛƭƭ ƻǳǘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ȅƻǳǊ ŎƭƛŜƴǘ όƴŀƳŜΣ ŜƳŀƛƭΣ ǇŀǎǎǿƻǊŘΣ ŜǘŎύ ŀƴŘ ŎƭƛŎƪ ǘƘŜ άCreateέ 

ōǳǘǘƻƴ ǿƘŜƴ ŦƛƴƛǎƘŜŘΦ  ! άCreate a New Searchέ ƭƛƴƪ ǿƛƭƭ ŀǇǇŜŀǊ ŀǘ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƻŦ ǘƘƛǎ ŦƻǊƳΦ 

/ƭƛŎƪ ƻƴ άCreate a New Searchέ ŀƴd fill out the search criteria for your client. When done, click 

ǘƘŜ άUpdateέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ǘƻ ǎŀǾŜ ǘƘŜ ǎŜŀǊŎƘΦ ¸ƻǳǊ ŎƭƛŜƴǘ ǿƛƭƭ ǊŜŎŜƛǾŜ ǘƘŜƛǊ 

listing alerts within the next 24hrs.  
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Section ς Agent Gallery 
 

36.  How do I log into the agent gallery? 

To log into your profile on the agent gallery, you will go to 

http://gallery.realtytech.com/youroffice/agent/. Use the username and password provided and 

you will automatically be directed to your own personal profile page.  

37. What content should I put in my Agent bio? 

Your agent bio can include anything that you want. For best results, showcase what makes you 

special as a person and a Realtor, whether it is the number of years that you have serviced your 

industry, knowledge of your areas, or personal experiences that shaped you as a person. What 

will sell your clients on you? 

38.  What properties are shown under my Agent bio? 

¢ƘŜ ǇǊƻǇŜǊǘƛŜǎ ǳƴŘŜǊ ȅƻǳǊ !ƎŜƴǘ ōƛƻ ŀǊŜ ȅƻǳǊ άCŜŀǘǳǊŜŘ tǊƻǇŜǊǘƛŜǎΦέ These featured properties 

come directly from the IDX. These properties will be your listings currently on the MLS and/or 

the featured ŀǊŜŀόǎύ ǘƘŀǘ ȅƻǳΩǾŜ ŎƘƻǎŜƴ ǘƻ ǎƘƻǿŎŀǎŜΦ CƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǎŜǘǘƛng your 

άCŜŀǘǳǊŜŘ tǊƻǇŜǊǘƛŜǎΣέ you can look at #25 above in the IDX section. 

39. How do I upload my photo? 

To upload your agent photo, you will first need to log into your personal profile using the 

information in step 35. Once successfully logged in, you will ŎƭƛŎƪ ƻƴ ά{ŜƭŜŎǘ !ƎŜƴǘ tƘƻǘƻΦέ 

Browse your computer for the photo that you want to use and ŎƭƛŎƪ άhǇŜƴΦέ ¸ƻǳǊ ǇƘƻǘƻ ǿƛƭƭ 

automatically re-size as needed and be added to your profile. (NOTE ς optimized images sized 

200px X 250px will not need resizing)  

40.  ²Ƙȅ ŘƻŜǎƴΩǘ Ƴȅ ǿŜōǎƛǘŜκǇƘƻƴŜ ƴǳƳōŜǊκŜƳŀƛƭκǎƻŎƛŀƭ ƳŜŘƛŀ ƛŎƻƴ ǎƘƻǿ ǳǇ ƻƴ ǘƘŜ 

broker site? 

¢ƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ .ǊƻƪŜǊΩǎ ƎŀƭƭŜǊȅ ǿƛƭƭ ƻƴƭȅ ŘƛǎǇƭŀȅ ǿƘŀǘ ȅƻǳ input. This means if you leave 

ŀ ǎŜŎǘƛƻƴ ōƭŀƴƪ ǎǳŎƘ ŀǎ ȅƻǳǊ ǇƘƻƴŜ ƴǳƳōŜǊΣ ƛǘ ǿƛƭƭ ƴƻǘ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ .ǊƻƪŜǊΩǎ ƎŀƭƭŜǊȅΦ  
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41. How do I input my social media links? 

To input your social media links, you will first need to visit your public profile (Example: 

www.facebook.com/yourID or 

https://www.facebook.com/profile.php?id=1111111111&ref=ts). By inputting your social 

media link, a badge for that social media profile will automatically be added to the Broker 

gallery under your name. 

42. How do I input a YouTube or Vimeo Video? 

To add a video to your profile, you will first need to get the public URL for the video (Example: x 

http://www.youtube.com/watch?v=tK847HxuVqE or http://vimeo.com/1111). Copy this URL in 

your browser by highlighting it and either right-clicking on it and hitting copy OR pressing ctrl+C 

on your keyboard. Next, log into your profile on the agent gallery (step 35 above). Lastly, paste 

ȅƻǳǊ ǾƛŘŜƻ ƭƛƴƪ ƛƴǘƻ ǘƘŜ ά¸ƻǳ¢ǳōŜκ±ƛƳŜƻ ¦w[έ ǎǇŀŎŜ ǇǊƻǾƛŘŜŘΦ /ƭƛŎƪ ά{ŀǾŜέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ 

the profile and you are done! The video will automatically size itself and be added to your 

profile.  

43. What type of video should I have on my Agent bio? 

You can upload any video you want on your Agent bio, BUT we suggest a nice introduction 

video about yourself. This will give your clients a chance to meet and get to know you, which 

will encourage them to give you a call sooner than later.   



 Updated 1/23/12 

How-To Upload Your Agent Photo 
1. Dƻ ǘƻ ȅƻǳǊ ǿŜōǎƛǘŜ ŀƴŘ ŎƭƛŎƪ ƻƴ άAgent Centerέ at the very bottom of your page 

 

 
2. [ƻƎ ƛƴǘƻ ȅƻǳǊ άAgent123έ 

 

3. After you log in, you will see the Dashboard at the top of your website. Click on      

άSite Settingsέ 
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4. Click the edit pencil associated with the agent photo 

 
5. CƛǊǎǘΣ ŎƭƛŎƪ ƻƴ άChoose FileΦέ This will allow you to browse for your agent photo on your 

ŎƻƳǇǳǘŜǊΦ hƴŎŜ ȅƻǳΩǾŜ ǎŜƭŜŎǘŜŘ ŀ ǇƘƻǘƻΣ ŎƭƛŎƪ άUploadΦέ You will then be given a chance to 

ŎǊƻǇ ȅƻǳǊ ǇƘƻǘƻΦ ²ƘŜƴ ŘƻƴŜΣ ŎƭƛŎƪ ά{ŀǾŜέ ŀƴŘ ȅƻǳ ŀǊŜ ŘƻƴŜΗ 

 

 



 Updated 1/23/12 

How-To Upload Your Company Logos 
1. Go ǘƻ ȅƻǳǊ ǿŜōǎƛǘŜ ŀƴŘ ŎƭƛŎƪ ƻƴ άAgent Centerέ 

 

 
2. [ƻƎ ƛƴǘƻ ȅƻǳǊ άAgent123έ 

 

3. After you log in, you will see the Dashboard at the top of your website. Click on      

άSite Settingsέ 
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4. Click the edit pencil next to the company logo you want to upload 

 
5. CƛǊǎǘΣ ŎƭƛŎƪ ƻƴ άChoose FileΦέ This will allow you to browse for your company logo on your 

ŎƻƳǇǳǘŜǊΦ hƴŎŜ ȅƻǳΩǾŜ ǎŜƭŜŎǘŜŘ ŀ ǇƘƻǘƻΣ ŎƭƛŎƪ άUploadΦέ ¸ƻǳ ǿƛƭƭ ǘƘŜƴ ōŜ ƎƛǾŜƴ ŀ ǇǊŜǾƛŜǿ ƻŦ 

ȅƻǳǊ ŎƻƳǇŀƴȅ ƭƻƎƻΦ LŦ ƛǘ ƭƻƻƪǎ ƎƻƻŘΣ ŎƭƛŎƪ άSaveέ ŀƴŘ ȅƻǳΩǊŜ ŘƻƴŜΗ 
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RealtyTech Tech-Tips! 
9ǾŜǊ ǿƻƴŘŜǊŜŘ Ƙƻǿ ǘƻ ǳǘƛƭƛȊŜ ǘƘƻǎŜ ŎǳǎǘƻƳ ¦w[{Ωǎ ȅƻǳΩǾŜ ŎǊŜŀǘŜŘ ƛƴ ȅƻǳǊ L5·мно ǇǊƻǇŜǊǘȅ 

ǎŜŀǊŎƘΚ ²ŜΩǾŜ ŘŜŎƛŘŜŘ ǘƻ ǎǘŀǊǘ ǿǊƛǘƛƴƎ ǎƻƳŜ ǘŜŎƘ-tips for our loving clients to give them ideas 

on how to personalize their websites.  

Create A Custom Link 
The first thing that one needs to do before creating a custom hyperlink is to create the link 

ƛǘǎŜƭŦΦ ¦ǎŜ ǘƘŜ άCustom Link Creatorέ ƛƴ ȅƻǳǊ L5· ŀŘƳƛƴ ǘƻ ǘŀƪŜ ǘƘŜ ǿƻǊƪ ŀǿŀȅ ŦǊƻƳ ȅƻǳǊ 

clients! Nobody wants to work very hard to find what the homes that they are looking for, so 

ƛǘΩǎ ȅƻǳǊ Ǝƻŀƭ ǘƻ ƳŀƪŜ ǘƘƛǎ ŀǎ Ŝŀǎȅ ŀǎ ǇƻǎǎƛōƭŜΦ ¢ƘŜ άCustom Link Creatorέ ǿƛƭƭ ƎƛǾŜ ȅƻǳ ǘƘŜ 

option to create IDX searches that can be as narrow or wide as you want. To do so follow the 

steps ahead: 

*NOTE* - LŦ ȅƻǳ ƘŀǾŜƴΩǘ ŀƭǊŜŀŘȅΣ Ŧƻƭƭƻǿ ǘƘŜ ǎǘŜǇǎ ƛƴ άCreate A Custom Linkέ ŀōƻǾŜ ŦƛǊǎǘΗ  

 

1. Dƻ ǘƻ ȅƻǳǊ ǿŜōǎƛǘŜ ŀƴŘ ŎƭƛŎƪ ƻƴ άAgent Centerέ at the very bottom of your page 

 

 

2. Log into your άIDX123έ 
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3. Hover over widgets, and click άCustom Link Creatorέ on the drop down menu. 

 
 

4. Click άAdd Custom Linkέ ŀƴŘ Ŧƛƭƭ ƻǳǘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǎƻ ǘƘŀǘ ƛǘ Ǉǳƭƭǎ ǘƘŜ ŎŜǊǘŀƛƴ ǘȅǇŜǎ ƻŦ 

listings you want.  

 

*Tech Tip* - Try creating searches for certain areas and certain price ranges. You can also 

search by keywords such as REO, pool, etc! 
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5. hƴŎŜ ȅƻǳΩǾŜ Ŏreated a custom link, you will highlight the URL it gives you and copy it. 

 

bƻǿ ȅƻǳ ŀǊŜ ǊŜŀŘȅ ǘƻ ǳǎŜ ǘƘƛǎ ŎǳǎǘƻƳ ƭƛƴƪ ƻƴ ȅƻǳǊ ǎƛǘŜΦ LΩƭƭ Ǝƻ ǘƘǊƻǳƎƘ ǘƘŜ ǎǘŜǇ ōȅ ǎǘŜǇ ǇǊƻŎŜǎǎ 

on how to create 3 types of hyperlinks.  
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Hyperlinked Text 
The goal of a text hypŜǊƭƛƴƪ ƛǎ ŦƻǊ ȅƻǳǊ ŎƭƛŜƴǘǎ ǘƻ ŎƭƛŎƪ ƻƴ ǎƻƳŜǘƘƛƴƎ ȅƻǳΩǾŜ ǿǊƛǘǘŜƴΣ ŀƴŘ ƘŀǾŜ 

ǘƘŜƳ ŘƛǊŜŎǘŜŘ ǘƻ ŀ ǇǊƻǇŜǊǘȅ ǎŜŀǊŎƘ ȅƻǳΩǾŜ ǎŜǘ ǳǇ ǳǎƛƴƎ ǘƘŜ άCustom Link Creatorέ ƛƴ ǘƘŜ 

IDX123. The directions below are specifically for IDX property search links.  

 

 

 

6. Go to your ǿŜōǎƛǘŜ ŀƴŘ ŎƭƛŎƪ ƻƴ άAgent Centerέ at the very bottom of your page 

 

 

 

7. [ƻƎ ƛƴǘƻ ȅƻǳǊ άAgent123έ 
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8. Find the page/section you want to edit and click on the edit pencil so that the text 

field pops up.  

 

 
 

9. In the text field, write what you want your client to click on. When you are done, 

ƘƛƎƘƭƛƎƘǘ ǘƘŜ ǘŜȄǘ ŀƴŘ ŎƭƛŎƪ ǘƘŜ άlinkέ ōǳǘǘƻƴΦ  
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10. tŀǎǘŜ ȅƻǳǊ ¦w[ ȅƻǳ ŎƻǇƛŜŘ ŦǊƻƳ ǘƘŜ L5· ƛƴ ǘƘŜ άURLέ ǎǇŀŎŜ ǇǊƻǾƛŘŜŘ ŀƴŘ ŎƭƛŎƪ ǘŀǊƎŜǘΦ  

 
 

11. /ƭƛŎƪ άғƴƻǘ ǎŜǘҔέ ŀƴŘ ŎƘƻƻǎŜ άFramed Windowέ ƛƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳΦ ¢Ƙƛǎ ǿƛƭƭ 

ensure that your IDX property search is framed within your website.  
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12. /ƭƛŎƪ άOKέ ŀƴŘ ȅƻǳ ŀǊŜ ŘƻƴŜΗ aŀƪŜ ǎǳǊŜ ǘƻ ŎƭƛŎƪ άupdateέ and test the link.  

 

 

  



 Updated 1/23/12 

Hyperlinked Button 
Button hyperlinks are another way to implement IDX property searches. The goal of a button 

ƘȅǇŜǊƭƛƴƪ ƛǎ ŦƻǊ ȅƻǳǊ ŎƭƛŜƴǘǎ ǘƻ ŎƭƛŎƪ ƻƴ ŀ ōǳǘǘƻƴ ȅƻǳΩǾŜ ŎǊŜŀǘŜŘ ŀƴŘ ƘŀǾŜ ǘƘŜƳ ŘƛǊŜŎǘŜŘ ǘƻ ŀ 

ǇǊƻǇŜǊǘȅ ǎŜŀǊŎƘ ȅƻǳΩǾŜ ǎŜǘ ǳǇ ǳǎƛƴƎ ǘƘŜ άCustom Link Creatorέ ƛƴ ǘƘŜ L5X123. The directions 

below are specifically for IDX property search links.  

*NOTE* - LŦ ȅƻǳ ƘŀǾŜƴΩǘ ŀƭǊŜŀŘȅΣ Ŧƻƭƭƻǿ ǘƘŜ ǎǘŜǇǎ ƛƴ άCreate A Custom Linkέ ŀōƻǾŜ ŦƛǊǎǘΗ  

 

 

1. Dƻ ǘƻ ȅƻǳǊ ǿŜōǎƛǘŜ ŀƴŘ ŎƭƛŎƪ ƻƴ άAgent Centerέ at the very bottom of your page 

 

 
 

 

 

2. [ƻƎ ƛƴǘƻ ȅƻǳǊ άAgent123έ 
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3. Find the page/section you want to edit and click on the άEdit Pencilέ so that the text 

field pops up.  

 

 
 

 

4. /ƭƛŎƪ ƻƴ άRich Buttonέ ǎƻ ǘƘŀǘ ǘƘŜ ōǳǘǘƻƴ ǇǊƻǇŜǊǘƛŜǎ ǇƻǇ ǳǇΦ  

 

 
 

 

5. Type in the text you want for your button, paste your URL you copied from the IDX in 

ǘƘŜ ά¦w[έ ǎǇŀŎŜ ǇǊƻǾƛŘŜŘ ŀƴŘ ŎƭƛŎƪ ǘŀǊƎŜǘ ǘƻ ŎƘŀƴƎŜ ƛǘ ǘƻ άFramed WindowΦέ  
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6. /ƘƻƻǎŜ ǘƘŜ ŎƻƭƻǊ ŦƻǊ ȅƻǳǊ ǘŜȄǘΣ ŀƴŘ ŦƻǊ ȅƻǳǊ ōŀŎƪƎǊƻǳƴŘ ŎƻƭƻǊΦ /ƭƛŎƪ άOKέ 

 

*Tech Tip* - You can use a program such as Adobe Photoshop to get color codes to match the 

colors on your website exactly!  

 

 

 

13. aŀƪŜ ǎǳǊŜ ŀƭƭ ƻŦ ǘƘŜ ŦƛŜƭŘǎ ŀǊŜ ŦƛƭƭŜŘ ƛƴ ŎƻƳǇƭŜǘŜƭȅΣ ŎƭƛŎƪ άOK,έ ŀƴŘ ȅƻǳ ŀǊŜ ŘƻƴŜΗ aŀƪŜ 

ǎǳǊŜ ǘƻ ŎƭƛŎƪ άupdateέ and test the link.  



 Updated 1/23/12 

 

*NOTE* - We left width and Height blank. By doing so, the button will automatically 

choose the values for you. Only choose these numbers if you want the button to have 

more padding around the text.  
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Hyperlinked Image 
Image hyperlinks are yet another way to implement IDX property searches. The goal of an 

image hyperlink is for your clients to click on the image which will then direct them to a 

ǇǊƻǇŜǊǘȅ ǎŜŀǊŎƘ ȅƻǳΩǾŜ ǎŜǘ ǳǇ ǳǎƛƴƎ ǘƘŜ άCustom Link Creatorέ ƛƴ ǘƘŜ L5·мноΦ ¢ƘŜ ŘƛǊŜŎǘƛƻƴǎ 

below are specifically for IDX property search links.  

 

 

1. Dƻ ǘƻ ȅƻǳǊ ǿŜōǎƛǘŜ ŀƴŘ ŎƭƛŎƪ ƻƴ άAgent Centerέ at the very bottom of your page 

 

 
 

2. [ƻƎ ƛƴǘƻ ȅƻǳǊ άAgent123έ 
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3. Find the page/section you want to edit and click on the άEdit Pencilέ so that the text 

field pops up.  

 

 
 

4. /ƭƛŎƪ ƻƴ άimageέ ǎƻ ǘƘŀǘ ƛƳŀƎŜ ǇǊƻǇŜǊǘƛŜǎ ǇƻǇ ǳǇΦ CǊƻƳ ƘŜǊŜΣ ŎƭƛŎƪ ƻƴ ǳǇƭƻŀŘ 
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5. Click browse and find an image on your desktop that will represent your IDX property 

search. We usually use photos of homes for this step.  

 

 

6. Once uploaded, you will see a preview of the image size. If you used a large image, you 

ǿƛƭƭ ǿŀƴǘ ǘƻ ǎƛȊŜ ƛǘ ŀǇǇǊƻǇǊƛŀǘŜƭȅ ōŜŦƻǊŜ ǎŀǾƛƴƎΦ hƴŎŜ ŘƻƴŜ ƳŀƪƛƴƎ ŎƘŀƴƎŜǎΣ ŎƭƛŎƪ άOKΦέ 
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7. Once you see the image in the editor, you are going to click the image once so that it is 

selected and there are 8 squares surrounding it. After selecting the image, click the 

link button.  

 

 

 

8. tŀǎǘŜ ȅƻǳǊ ¦w[ ȅƻǳ ŎƻǇƛŜŘ ŦǊƻƳ ǘƘŜ L5· ƛƴ ǘƘŜ άURLέ ǎǇŀŎŜ ǇǊƻǾƛŘŜŘ ŀƴŘ ŎƭƛŎƪ ǘŀǊƎŜǘΦ  
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9. /ƭƛŎƪ άғƴƻǘ ǎŜǘҔέ ŀƴŘ ŎƘƻƻǎŜ άFramed Windowέ ƛƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳΦ ¢Ƙƛǎ ǿƛƭƭ 

ensure that your IDX property search is framed within your website.  

 

10. /ƭƛŎƪ άOKέ ŀƴŘ ȅƻǳ ŀǊŜ ŘƻƴŜΗ aŀƪŜ ǎǳǊŜ ǘƻ ŎƭƛŎƪ άUpdateέ ŀƴŘ ǘŜǎǘ ǘƘŜ ƭƛƴƪΦ  

 

*Tech Tip* - 5ƻƴΩǘ ƭƛƪŜ ǘƘŜ ōƭǳŜ ōƻǊŘŜǊ ŀǊƻǳƴŘ ȅƻǳǊ ƘȅǇŜǊƭƛƴƪŜŘ ƛƳŀƎŜΚ Go back into the 

ŜŘƛǘƻǊΣ ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ƛƳŀƎŜΣ Ǝƻ ǘƻ άimage propertiesέ ŀƴŘ ǎŜǘ ǘƘŜ ōƻǊŘŜǊ ǾŀƭǳŜ ǘƻ άлέΦ ±ƛƻƭŀΗ 

No more border! 

Things for you to try yourself: 

¶ Try making a uploading Facebook/Linkedin/Twitter badges and linking  them to your site
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Uploading PDF 
¢ƘŜ ƛŘŜŀ ƘŜǊŜ ƛǎ ǘƻ ǇǊƻǾƛŘŜ ȅƻǳǊ ŎƭƛŜƴǘǎ ǿƛǘƘ ǳǎŜŦǳƭ ƛƴŦƻǊƳŀǘƛƻƴκŦƻǊƳǎ ŀǎ t5CΩǎ ƻƴ ȅƻǳǊ ǿŜōǎƛǘŜΦ 

From here, your clients will click on this hyperlink and then be given the chance to view or save 

the PDF for future use.  

  

 

 

1. Go to your website and ŎƭƛŎƪ ƻƴ άAgent Centerέ at the very bottom of your page 

 

 
 

 

2. [ƻƎ ƛƴǘƻ ȅƻǳǊ άAgent123έ 
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3. Find the page/section that you want to edit and click on the edit pencil so that the text 

field pops up ŀƴŘ ŎƭƛŎƪ ǘƘŜ άlinkέ ōǳǘǘƻƴ.  

 

 
 

4. /ƭƛŎƪ ƻƴ ǘƘŜ άuploadέ ǘŀōΦ  
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5. /ƭƛŎƪ ƻƴ ǘƘŜ άBrowseέ ōǳǘǘƻƴ ŀƴŘ ŦƛƴŘ ǘƘŜ t5C ȅƻǳ ŀǊŜ ƭƻƻƪƛƴƎ ǘƻ ǳǇƭƻŀŘ 

 

*NOTE* - If your PDF file is very large, it will not upload 

6. Rename your PDF link here. This is going to be the text name that your clients will click 

to open the PDF. 

 

7. /ƭƛŎƪ άOKέ ŀƴŘ ȅƻǳ ŀǊŜ ŘƻƴŜΗ aŀƪŜ ǎǳǊŜ ǘƻ ŎƭƛŎƪ άUpdateέ ŀƴŘ ǘŜǎǘ ǘƘŜ ƭƛƴƪΦ  
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Uploading HTML Widgets 
{ƻƳŜ ǿƛŘƎŜǘǎ ǎǳŎƘ ŀǎ ǘƘŜ άQuick Search Widgetέ Ƴǳǎǘ ōŜ ƛƳǇƭŜƳŜƴǘŜŘ ǳǎƛƴƎ I¢a[ ŎƻŘƛƴƎΦ 

You will also see this HTML coding when you upload YouTube videos, pre-fabbed 

Facebook/Twitter badges, and most 3rd ǇŀǊǘȅ ǿƛŘƎŜǘǎΦ ¢ƘŜ ŘƛǊŜŎǘƛƻƴǎ ōŜƭƻǿ ŀǊŜ ŦƻǊ ŀ άQuick 

Search Widgetέ ǎǇŜŎƛŦƛŎŀƭƭȅΦ  

 

1. Dƻ ǘƻ ȅƻǳǊ ǿŜōǎƛǘŜ ŀƴŘ ŎƭƛŎƪ ƻƴ άAgent Centerέ at the very bottom of your page 

 

2. Log into your άIDX123έ 

 


