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Editing a Channel at the Company Level  
 

As the company level user, you have the ability to select channel distribution partners for the entire company or 
by office. This allows you to control where your listings are distributed. Here are the various channel statuses: 

A. Opted-in: One or more offices in the company have opted-in for this channel. You can edit this status, 
if desired. 

B. Opted-out: No offices in the company have opted-in for this channel. You can edit this status, if 
desired. 

C. Opted-in (Required): The Brand Administrator has made this channel a requirement. You cannot edit 
this channel. Contact your Brand Administrator if you have questions. 

 

 
 
Follow the steps below to edit the Opted-in or Opted-out statuses. You cannot change an Opted-in (Required) 
status. 
 

Opting Out 

 

1. Click the Edit icon  

for the channel you want 
to modify.  

 

 
 

 
2. The Channel 

Preferences screen 
displays. 
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Opting Out (continued) 

 
3a. To opt-out all current 

and future offices in the 
company, click the 
toggle to Yes at the top 
of the screen. 

 
 

Result: All offices are opted out. Any offices added in the future will 
automatically be opted-out. Office level users will not have the option to opt-in 
their office to this channel. 
 
Note: No listings for your company will be sent to this channel from this point 
forward. Any existing listings previously sent will be removed from the channel’s 
display the next time the channel syncs data.  

 
3b. To opt-out all current 

offices in the company, 
click the toggle to No at 
the top of the screen, 
and then click Move All 
in the center of the 
screen. 

 

 

Result: All current offices move from the Opted-In Offices column to the 
Opted-Out Offices column. All current offices are opted out. Any offices added 
in the future will automatically appear in the Opted-In Offices column and will 
need to be manually moved to the Opted-Out Offices column, if desired. Office 
level users will have the option to opt-in their office to this channel.  

Note: No listings for the selected offices will be sent to this channel from this 
point forward. Any existing listings previously sent will be removed from the 
channel’s display the next time the channel syncs data. Any offices added in the 
future will automatically be opted-in, but can be manually opted-out via this 
same process. 
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Opting Out (continued) 

 
3c. To opt-out some offices 

in the company, click the 
toggle to No at the top 
of the screen, and then 
click an office to move it 
from the Opted-In 
Offices column to the  
Opted-Out Offices 
column. 

 

 

Result: Selected offices move from the Opted-In Offices column to the  
Opted-Out Offices column. All offices in the Opted-Out Offices column are 
opted out. Any offices added in the future will automatically appear in the 
Opted-In Offices column and will need to be manually moved to the Opted-Out 
Offices column, if desired. Office level users will have the option to opt-in their 
office to this channel. 

Note: Only listings from offices in the Opted-In Offices column will still be sent 
to this channel. No listings from offices in the Opted-Out Offices column will be 
sent to this channel from this point forward. Any existing listings previously sent 
will be removed from the channel’s display the next time the channel syncs 
data. Any offices added in the future will automatically be opted-in, but can be 
manually opted-out. 

 
4. Click Submit. 

 

 
5. Click OK to confirm the 

change. 
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Opting In 

 

1. Click the Edit icon  

for the channel you want 
to modify.  

 

 
 

 
2. The Channel 

Preferences screen 
displays. 

 

 
 

 
3a. To opt-in all offices in 

the company, click the 
toggle to No at the top 
of the screen. Confirm 
all offices appear in the 
Opted-In Offices 
column. If needed, click 
Move All to move all 
offices to the Opted-In 
column. 

 

 
 

Result: All offices are opted in. Office level users will have the option to opt-out 
their office from this channel. Any offices added in the future will automatically 
be opted-in. 

Note: All listings will be sent to this channel the next time the channel syncs 
data. 
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Opting In (continued) 

 
3b. To opt-in some offices in 

the company, click the 
toggle to No at the top 
of the screen, and then 
click an office to move 
the office from the 
Opted- Out Offices 
column to the Opted- In 
Offices column. 

 

 

Result: Selected offices move from the Opted-Out Offices column to the  
Opted-In Offices column. All offices in the Opted-In Offices column are opted 
in. Office level users will have the option to opt-out their office to this channel. 
Any offices added in the future will automatically be opted-in. 

Note: Only listings from offices in the Opted-In Offices column will be sent to 
this channel the next time the channel syncs data. No listings from offices in the 
Opted-Out Offices column will be sent to this channel. Any offices added in the 
future will automatically be opted-in, but can be manually opted-out. 

 
4. Click Submit. 

 

 
5. Click OK to confirm the 

change. 

 

 


