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How To Add or Edit an Agent’s MLS ID   
 

Persons with Brokerage Admin and Office Manager security roles in dash can add or edit person records in 
dash.  Here is how to add or edit an agent’s MLS ID.   

 

 
  
• Click the dropdown list in 

the Quick Search box.  
 

• Select Person.  
 

 

 
 

 
 
 

• Type the name of the 
person you’re searching 
for.  
 

• From the search results, 
click the edit pencil tool to 
the left of the person’s 
name you wish to update.  

 
• This will bring you to the 

Edit Person screen.  
 

 
 

 

 
• Select the Positions tab.  
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• Under the Sales Position 
section 

a. Enter the 
agent’s MLS ID  

b. Enter the MLS 
Name 

c. Click on the 
MLS Name 
from the search 
results 

 

 
 

 
• Click SAVE.   

 

 
 

• Confirmation message 
will appear. 
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