
How to create a Listing in Skyslope 

On your dashboard there will be an icon labeled Create a Listing. 

If you have previously created a listing, the icon will be labeled Manage Listings. 

1. Click on Create a Listing or Manage Listings

2. It should default to your name. If you are a team, it defaults to the Team

Leader, and you will have to manually add your team members.

3. Enter the property address. When the address pops up click on it and hit

Let’s go. If the address does not show up or if it’s new construction, hit the

x and manually enter the address.

4. Choose the type of Listing: Mass Listing, NH Listing or Commercial Listing

5. Enter your commission list side and buy side. So if you are getting 5% 3% to

the list side and 2% to the buy side, you need to enter it that way 3% then

2%.

6. Enter the list date and the expiration date.

7. Enter the year the property was built, which can be found on the tax card.

8. Enter the source of the deal; choose from the drop down menu.

9. Enter the Sellers names.

10. Click Create My Listing.

11. You will then be brought to the checklist where you can see the required

documents that you need to upload.

12. Each Listing will have its own unique email address. You can upload your

listing documents directly to that email address or if they are already saved

on your computer, you can upload them directly into the checklist by

clicking on the ATTACH button.

13. If you upload the documents to that unique email address they will show

up as one document (a numbered document) under the Documents tab.

You then need to split them.

14. Click on the split button and start typing what the document is. For

example exclusive listing agreement. When it appears, click on and put in

the number of pages. Continue doing this until all the documents are split.


