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Login 
 
Type in your Agency ID, User Name and Password in the fields and select “Login” 
 

 
 
 

Agents 

Adding Agents 
 
Before you can start adding listings, you are required to add the Agent(s) to the “Agents 
Profiles” tab by typing in the agents name in the text field provided and select “Add”.   Once 
you have added the agent(s) you are able to “Edit” or “Delete” their profiles.   
 
 

 
 

Editing Agents 
 
Here you are able to enter in a mobile number, email address (mandatory field), a small 
description and an image.  Once you have filled in the text fields and navigated to the image 
select “Update”. 
Please take note of the following image management criteria: 
Agent Pictures:             120 width x 108 height 
Files Sizes:                   Not exceeding 100 kb 



 
 

Deleting Agents 
 
Should you want to delete an agent, then select “delete”, you will be promoted with a 
message confirming that you would like to delete this agent.   
Please note: Once you have selected “OK” the record will be permanently deleted. 
 

 
 

Add New Property 
 
Once you have added the Agent(s) you are ready to start adding new property listings to the 
portal. 
Please Note: There is a Time Out Period of 15 Minutes on this page. This means you must 
start and complete each listing within 15 minutes. 
 
Fill in the relevant information either in the text fields provided, from selecting from the drop 
down menus or checking the tick boxes, taking note of the * which indicates mandatory fields. 
And then select “Save” 
Please note:  

• Do not enter in a letter or spaces in the Price field 
• Only Subscribers can add Featured Properties that will appear on the Front Page of 

SAHomes4Sale.  Should you wish to upgrade, please contact us. 
• Image management criteria: 

Property Images:           200 width x 150 height 
Files Sizes:                   Not exceeding 100 kb 
No. of Images:               12 
Captions:                      You can add captions for your images 

 



 

 
 

 

 
               

 
 
 
Once you have selected “Save” you will be taken through to preview page, should you need 
to make further changes then select “Edit”, this will take you back to the previous page or you 
can select “Delete” should you want to remove this listing. 
 



Removing Images 
 
Should you want to delete an image from a listing you will need to navigate to the listing by 
selecting the “List All Properties” tab and select “edit” under the listing. 
 

 
 
Once the listing has opened, scroll down to the images section and select “delete” located 
under the image, you will be promoted to confirm the delete.   
Please note: Once you have selected “OK” the record will be permanently deleted. 
Select “Save” 

List All Properties 
 
This tab allows you to view, edit or delete some or all of the properties you have depending 
on your search criteria   



 
 

Agency Profile 
 
This window gives you the ability to add the Agencies information.  Fill in the relevant 
information either in the text fields provided or from selecting from the drop down menus and 
navigated to the image select “Update”, taking note of the * which indicates mandatory fields. 
And then select “Update” 
Please take note of the following image management criteria: 
Agent Pictures:             100 width x 66 height 
Files Sizes:                   Not exceeding 100 kb 
 



 
 
 
 
 
 
 
 


