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Step 1: 

To make changes to 
your active ad, select 
the ‘Edit’ button.
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Step 2:

The listings form will 
appear to make changes 
or updates to your ad.
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Step 3:

When you have 
completed making edits, 
save changes at the end 
of the form. Your active 
ad on our website will 
automatically reflect any 
changes made with the 
exception of comments 
and images. Those two 
edits will need to be 
approved by our office 
during business hours.
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Step 4:

Comments and image 
changes will be approved by 
our office during business 
hours. You will see the ‘Edits 
Pending’ button appear if 
you have submitted changes 
that require approval. You 
can click that button to view 
your pending edits.
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Pending Edits

• View your submitted comment
changes here or cancel your edit

• View your submitted image
changes here or cancel your edit
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Step 1:

To make changes 
to your inactive 
ad, select the 
‘Edit’ button.



Edit an Offline Ad

Off-Campus Housing Services

Step 2:

The listings form will 
appear to make changes 
or updates to your ad.
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Step 3:

If you only want to update 
your ad and not renew it, 
then save changes at the 
end of the form.

If you want to update 
your ad and renew it, 
choose the length of 
time you want your ad to 
run for and select the 
‘Save & Add Renew to 
Cart’ button to add it to 
your shopping cart.
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Step 4:

Comments and image 
changes will be approved by 
our office during business 
hours. You will see the ‘Edits 
Pending’ button appear if 
you have submitted changes 
that require approval. You 
can click that button to view 
your pending edits.
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Pending Edits

• View your submitted comment
changes here or cancel your edit

• View your submitted image
changes here or cancel your edit


