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The Home dashboard is your personal dashboard. The information on this dashboard is displayed based on 
the current user.  

• Log-in to www.mlssaz.com 

• Click the CUSTOMIZE button in the upper right-hand corner of the screen 

• Click ADD GADGETS 

o If you do not see this option, make sure that the button in the upper left-hand corner of the 

screen is showing HOME, if not, change it and then try CUSTOMIZE button again 

Contacts Gadget  
The Contacts gadget displays a list of your contacts and a summary of the listings that match their assigned 
searches. Type in the box at the top to filter the list or go directly to a contact. If you have set up groups for 
your contacts, you can select a group to display in the gadget. Click on a column header to sort by that 
column. Use the gadget settings to add or remove columns from the gadget.  

Click a number in the Listings column to see listings sent to the contact via a subscription. Click a number in 
the Listings to Approve column to review and approve listings sent via a subscription that uses preview mode. 
Click a contact name to open the Contact Management page with the contact selected.  

  
  
MLS Links Gadget  
Find useful links like Pima County GIS, Pima County Assessor, and many others  

  
• Click DAILY on the left-hand side 

• Find MLS LINKS and click ADD GADGET  

Customize Your   Home Dashboard 
  

http://www.mlssaz.com/
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Hot Sheet Gadget  
The Hot Sheet gadget gives you one-click access to any section of the hot sheet. Click on the header to open 
the Hot Sheet page, where you can run a custom hot sheet.  

By default, the gadget shows listing updates for the past 24 hours. Click the drop-down list at the top of the 
gadget to change the time frame to 48 hours, 72 hours, or the past week. The newly selected time frame 
becomes the default for that gadget. If you use the gadget’s settings to modify the hot sheet’s filters (for 
location, property type, etc.), the time frame will not change unless you manually change it again.  

  
  
Saved Searches Gadget  
The Saved Searches gadget displays a list of your saved searches. Click on the header to open the Saved 
Searches page, where you can view details about all your saved searches. Start typing in the text box at the 
top of the gadget to find a saved search.  

Use the gadget settings to customize the number of searches displayed in the gadget, the order they are 
displayed in, and whether all saved searches or just favorites are displayed. (To mark a search as a favorite, 
click the star icon next to the search name on the Saved Searches page.)  
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My Listings Gadget  
The My Listings gadget gives you one-click access to your active, pending, withdrawn, expiring, or recently sold 
listings. Click on the header to open the My Listings page. (The statuses included on the My Listings page are 
controlled by the My Listings setting in General Preferences.)  

Click one of the gadget links to view the listings in a category. Use the Listing Maintenance section of the 
gadget to add a listing, change a listing, or continue working with an incomplete listing.  

Use the gadget settings to customize the time period when expiring and sold listings are displayed in the 
gadget. You can also select whether the gadget displays listings for yourself, your office, or your company.  

  
  
Display Listings Gadget  
Use the Display Listings gadget to display listings based on a saved search. Use the gadget settings to 
customize which listings are displayed in the gadget.  

  


