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3. Click on the Unit Type’s name 

4. Click on Edit next to the Unit name 

5. Edit the Unit Type by following the guidelines starting on page 11 with step 2 
a. If you don’t want to edit any of the Unit information, skip to step 3 on page 12.  

This will take you to the page where you can edit the Unit’s features 

In this example, I 
would click on One 
Bedroom 
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How to Delete a Property Listing 
 
1. Click on Property Admin from the drop down box on the left-hand side of the screen 

2. Click in the white box to the left of the name of the property you want to delete 
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3. Click on Delete 
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How to Delete a Unit Type 
 
1. Click on Property Admin from the drop down box on the left-hand side of the screen 

2. Click on the name of the property with the unit type you want to edit 
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3. Click in the white box to the left of the name of the property you want to delete 

 
4. Click on Delete 
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How to Change Your Profile 
 
1. After you have signed in, select Update Profile from the drop down box on the left-

hand side of the screen that says -Admin Options- 

2. To change your password, enter your new password in both white boxes to the right 
of Password: (Your password is case sensitive) 

3. To change your contact information, first remove any incorrect information by 
clicking on the incorrect information and then clicking Remove 

 

1.    First click on 
the incorrect 
information 

2.    Click on 
Remove
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4. To add new contact information, first choose the type of contact from the drop down 
box that says – select type – 

 
5. Type your contact information in the white box to the left of the Add button.  Then, 

click on Add 

 
6. Click on Save Changes 
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How to View Statistics 
 

1. After you have signed in, select Statistics from the drop down box on the left-hand 
side of the screen that says -Admin Options- 

 
2. Then, select the appropriate date, report type, and data range 

a. Report Type: 
i. Totals-Graph of total data 
ii. Breakdowns-List of data 

b. Data Range: 
i. Click Thrus-Number of times the public clicked on a property 
ii. Impressions-Number of times each property showed up as a featured 

property or in a search result 
iii. Emails-emails that are sent when adding a new property and emails 

the public sends when clicking on tell-a-friend and contact landlord 

 
3. Click Generate 

 




