Adding an Open House to Your Listing

To add an Open House to your listing, access Add Edit in RCOS3 either from the Realcomp
Dashboard or the Input menu.
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If your listing is displayed on the dashboard of Add Edit, click the Edit button on the right
side of the desired listing’s line. If it is not displayed, use the search box to search for the
MLS number and then click the Edit button when it displays.
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Select Open Houses from the Actions menu that displays when you click the three dots.

Actions »

Residential Sale

Price Change

Extend

Change to Accepting Backup Offers
Change to Contingent - CCS - Dependent on Sale of Buyer's Home
Change to Active

Change to Pending

Change to Closed

Closed Listing Correction Form

Change to Conditional Withdrawn/CWTH
Change to Unconditional Withdrawn/UWTH

Delete Listing

Admin - CDOM Correction

Admin - Major Correction




Complete the details of the open house including the Open House Type, Date/time, and
any Remarks you would like to include. Click More to add another Open House or click
Submit when you are finished and ready to save it.
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Open House Remarks

Come see this beautiful home on a tree-lined street that is
close to neighborhoed schools and restaurants.

If you need to cancel an open house, go to Open Houses in the Action menu to access this
open house information and change the Open House Status to Canceled. Click Submit to
save your change.
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Come see this beautiful home on a tree-lined street that is
close to neighborhood schools and restaurants.

If you have questions, please contact Realcomp’s Customer Care at (248) 553-3430.



