
 

 
 
 
 
 
 

 
 
 
 
 

 
 
Á The Listing Central User Guide provides instructions on how to fully utilize the tool and features 

available through the Listing Central system. 
 

 
   

Listing Central  
User Guide 

 

 
 

 
 

 



Listing Central User Guide ς Page 2 of 28 
 

Listing Central 

Listing Central is the essential tool to enhance your listings. It includes more robust property 
descriptions, adding of photos, scheduling of Open Houses, designing of slide shows and even uploading 
video and tours, all within one easy to use application. Brokers can also create listings as well as enhance 
their own.  Best of all, any additions and enhancements will update CREST EDG and century21.com 
immediately.  

Accessing Listing Central 

Listing Central can be accessed by the following 21online user roles:  
 
Broker (Broker, and/or Owner) 
Agent (An account that holds a sales position in Crest EDG) 
Office Admin High (Office Managers, Office Admin; non-sales position in Crest EDG) 
Office Admin Low (Office Admin; non-sales position in Crest EDG) 
 
NOTE:  At this time any company participating in the 3PI ǇǊƻƎǊŀƳ ŀƭǎƻ ƪƴƻǿƴ ŀǎ ΨBack End Office SystemΩ 
will not be able to access Listing Central. Refer to the FAQ at the end for detail. 
 
A user will be able to access Listing Central in 21Online.com from (3) different locations: 

1- Tool Library module 
2- My Listings module 
3- Listings link 
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Listing Central Home Page 

The Listing Central home page contains modules with menus that allow a user access to create a new 
residential listing, to manage your listings and even continue on a previous listing(s) by using ǘƘŜ άMy 
Alerts άǎŜŎǘƛƻƴΦ  
 
5ŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ǳǎŜǊΩǎ 21online.com role (Broker, Agent, Office Admin High, and Office Admin Low) 
different information and tools will be accessible to them in Listing Central.  
 
Listing Central is broken down into 2 views: Agent view (Agent access role) and a Broker view (Broker, 
Office Admin High, and Office Admin Low access role) Difference between both views will be on the 
oǇǘƛƻƴ ƛƴ ŎǊŜŀǘƛƴƎ ŀ ƴŜǿ ƭƛǎǘƛƴƎ ōȅ ǳǎƛƴƎ ǘƘŜ άCreate a New Residential Listingέ which is part of the 
Broker view as oppose to Agents view, where they will only be able to PREVIEW or Edit their own 
listings. 
 

         Agent       Broker Office Admin H. Office Admin L. 

Edit listings           YES         YES          YES         YES 

Create a new 
listing. 

          NO         YES          YES         YES 

 

Broker view 

 
Listing Central Broker view with the option to CREATE and EDIT listing records. 
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Agent view 

 
Listing Central Agent view has almost similar view as Broker view with the difference that the Agent can 
only see and use the Edit option for existing listing records.  
 
 
 

My Alerts 
Located top left just below Listing Central Main Menu title 
 

 
 
My Alerts ƴǳƳŜǊƛŎŀƭƭȅ ŀƎƎǊŜƎŀǘŜǎ ŀƴŘ ŎŀǘŜƎƻǊƛȊŜǎ ŀƭƭ ƻŦ ǘƘŜ ƭƛǎǘƛƴƎǎ ǘƘŀǘ ǊŜǉǳƛǊŜ ǘƘŜ ǳǎŜǊΩǎ ŀǘǘŜƴǘƛƻƴΦ  



Listing Central User Guide ς Page 5 of 28 
 

My Alerts Categories 

Listings You Are Editing 

This will displays all of the listing records with edits currently waiting to be published.  Users have the 
option to άtǊŜǾƛŜǿέ ƻǊ ά9Řƛǘέ Χ {ŜƭŜŎǘƛƴƎ ǘƘŜ 9Řƛǘ ƻǇǘƛƻƴ ǿƛƭƭ ƭƻŀŘ ǘƘŜ ƭƛǎǘƛƴƎǎ ƛƴ ȅƻǳǊ ƭŀǎǘ ǎŀǾŜ ƭƻŎŀǘƛon. If 
all information is correct the user can then publish the listing to display on Century21.com and back feed 
the information into Crest EDG.  

CREST Updates Failed  

The CREST Updates Failed alert displays a count of all listing records that when sent from Listing Central 
to CREST EDG encountered a failure.  The CREST Updates Failed alert details screen displays both current 
status of the listing record and the failure details.  

Archived Listings  

The Archived Listings alert displays a count of all listing records archived by either the agent or broker.   
The Archived Listings alert details screen displays all currently archived listing edit records and allows 
users to un-archive the records.  {ŜŜ ǎŜŎǘƛƻƴ άƭƛǎǘƛƴƎ ŘƛǎǇƭŀȅέ ŦƻǊ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ User interface 
design standards. 

Recently Published Listings 

The Recently Published Listings alert displays a count of all listing records published within the last 7 
days.  
 
 
Create a New Residential Listing  
 
This functionality is only available to Broker(s), Office Manager(s) and Office Admin(s) access role in 
21Online.com. They will be able to create a new residential listing for use with Century21.com and 
CREST EDG.  
 
To begin a new listing, click on the Create a New Residential Listing button (Below).  
 

 
 
Accessing this section will lead ǳǎŜǊǎ ǘƻ ǘƘŜ /ǊŜŀǘŜ bŜǿ [ƛǎǘƛƴƎΩǎ dialogue screen starting with Ψ1. 
Property TypeΩ (First Step) 
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1. Property Type: Users must select the appropriate ΨProperty TypeΩ and click CONTINUE in order to 
proceed to next step: 2. Basic Property Information (Second Step) 

 

 
 
 

2. Basic Property Information: in this section users are asked to enter basic property information 
about the listing such as Address, City, and State, as well as the ability to select the agent 
representing the listing. 

 

 
bƻǘŜΥ ǿŜ ǳǎŜŘ ά{ƛƴƎƭŜ CŀƳƛƭȅ !ǘǘŀŎƘŜŘέ as the selected property type for our example shown.  
 
When filling the basic property information sectionΥ ά½ƛǇκtƻǎǘŀƭ /ƻŘŜέΣ ά!ŘŘǊŜǎǎ ƭƛƴŜ мκ!tbέΣ ά/ƛǘȅΣ and 
ά{ǘŀǘŜκtǊƻǾƛƴŎŜέΣ the map tool will automatically auto populate the ƭƛǎǘƛƴƎΩǎ exact location.  If the 
location is not right where it should be or you would like to move the pin closer to the actual property, 
use instructions mentioned under map tool. 
 
 
 


