
1) Click on “Menu.”

2) Click on “General Preferences below the Preferences 
heading.

3) Scroll down to the “Expiring Listing 

Notification” section.

4) Check the box and put in the number

of days before the listing expires that

you would like to receive daily

notifications.

5) Go to the bottom center of the page 

and click the “Save” button.
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9) Click the 3 dots and click on “Settings…”

10) Add the Area, City, Subdivision or Property 

Type of your choice.

11) Save.

EASY HOT SHEETS
6) Click on the “Daily” Link.

7) In the Hot Sheet section click the “Add Another” 

button. If there are no Hot Sheet Gadgets on your 

Dashboard the button will say “Add Gadget.”

8) After adding the Gadgets, click “Return to Dashboard” 
up at the top right side of the screen.
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EASY HOT SHEETS
This is a Sample Dashboard with Multiple Hot Sheets


