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How to access rightmove admin

1) What is rightmove admin?

If you are not already aware, rightmove admin is a new area within rightmove plus specifically dedicated to
property and product administration. This is the first step in a complete upgrade of rightmove plus.

2) What can I find in rightmove admin?
You will find improved versions of:

- Your property list (with a cleaner layout and added features)
- Property uploading/editing functionality (including a new media uploader)
- Spotlight & Featured New Home administration (simplified)

3) How do | access rightmove admin?

If you are not already located in rightmove admin:

a) Log into rightmove plus as normal

b) Click on the Property tab

c) Select Live Properties from the drop down menu

d) You should be directed to the appropriate section within rightmove admin

1} rightmoveplus Property ~ Reports ~ Marketing - Services ~ Profile Help ~
Liv i
Choose a different branch | Leeds v

Nt live properties

Telephone Lead Sen
. . Featured Mew Home . . -
Are you missing out on vital viewin ave launched a brand new telephone lead service enabling you to track, listen to and replay telephone

calls.
Add property advert

See how this can benefit you Activate telephone recording See your missed calls
Read our guide Download consent form View missed calls and more

4) Where can | find my existing reports?

rightmove plus continues to operate alongside rightmove admin in a separate internet window where you
will find the existing reporting suite including the Best Price Guide, Property Performance Report and the
two lead reports.

<« C' [ https://admin.rightmove.co.uk/branch/1111111, /sales/property/ 'sﬂ

2% Apps @7 Property forsalein.. &7 4 bedroom semi-det.. &7 5 bedroom semi-det... &7 6 bedroom detache...

& rightmove | admin =

I e



The property list

If you are already located in rightmove admin but not in the property list, please click on the
properties tab and select property list.

If you are not located in rightmove admin, please see page 2 as to how to access it.

~ rightmove B

PROPERTIES
Add property advert

& Properylist >

The property list is the place where you go to see all of your properties in one place and can
add/edit property adverts from.

Once you are in your property list, what does it all mean?

Different property lists. Use
radio buttons to navigate

Property “action” between “Live” and “Not Live”
buttons i.e. add/remove Eé(porté{E:w.all,
or make not live opy rint
buttons
Spotlight
sticker text
@ Add a property advert Remove selected properties Mark selected as not live >
2 o)
First Last
Phato - Price + Plot ¥ Style ¥ Type ¥ Beds 3 Live v Updated & Status § H
__‘ £290 000 Plot 3 - The Radford Detached 4 0110714 | 0170215 | Available | 7 2 Viewing
111-13028- Essential
. 003 4 55 101368
» £240,000 Plot 55 - The Qakham | End of 4 03/05/114 | 0200215 | Available | 9 3 Viewing
111-13029- Terrace Essential
055 4 50 101368
LE £235.000 Plot 56 - The Oakham | Terraced 4 1212114 | 03/0215 | Available | 9 3 Viewing
o 111-13029- Essential
056_4 50 101368
Number Number of
of Photo’s Floorplans
Tick boxes to Is property in
select property in Featured New
order to Home?

complete action




Adding a new property advert

1) You can now add a new property advert in two ways:

a) Click on the “Properties” button and select “Add property advert” from the property list

drop down
« rightmove g
PROPERTIES
< Add property advert -
Property list

b) By selecting the “Add a property advert” button from above the property list

‘ @ Add a property advert emave selected properties Mark selected as not live > & |! =

. v .

First Last Sticker
Photo ¥ Price > Plot ¥ Style s Type ¥ Beds 3 Live vy Updated ¥ Status 3 s s Text
™ £290.000 Plot 3 - The Radford Detached 4 01/10/14 | 01/0215 | Available | 7 2 Viewing
111-13025- Essential
003_4 55 101368
£240.000 Plot 55 - The Oakham End of 4 03/05/14 | 02/02M15 Available | 9 3 Viewing
111-1302%- Terrace Essential

055_4 50 101368

IL@ £235 000 Plot 56 - The Oakham | Terraced 4 1212114 | 03/0215 | Available | 9 3 Viewing

111-1302%- Essential
056_4 50 101368

3) You will now be taken through to the start of the add property advert
functionality



Adding a new property — summary advert

Summary Advert

Summary Advert Brochure Media

1. Enter the plot reference

Reference™
Enter a

unique
reference Display Address:
Golden Arrow Way, Brockworth, Gloucester, GL3, GL3 4ED

* Indicate fields that must be completed to make the property live

2. Enter basic property information
number: St\‘."|ej /

Select a price

Price: Price qualifier: / qualifier if
None M appropriate
Price, beds Bedrooms:* Property type:™
and Property A —Eelect a property type »

Type

* |ndicate fields that must be completed to make the property live

3. Enter summary description® Top Tips

Make your property advert stand cut and enceourage users to click through to your full property listing.

Enter summary
description

/

You have a
maximum of 300
Characters 0/ 300 characters used

noann

* Indicate fields that must be completed to make the property live

Save and continue

Click save and

continue to move
onto the next page




Adding a new property advert — brochure

Brochure
Summary Advert Brochure Media
1. Enter additional property details Top Tips

Approximate internal area:
5q. ft v Enter property “Tags”. These “tags”

help your property appear in specific
MNumber of floors:

filter searches on Rightmove e.g.
Parking & Gardens

Entrance locatedon: ¥

Bathrooms: Reception rooms:

Accessibility:

Tenure: Select tenure. Users like this information
Flease select b

Year built:

Tick any applicable

Government schemes: NewBuy I New Home Help to Buy 4._/ Government schemes

2. Enter key features

Highlight the unique selling points of your property and enter information that would appeal to your
target market. Enter Key Features.

Add multiple key features <€— You can either doing this by entering
<+ them individually in each box or by
using the multiple key features box

which allows you to add more than
one at a time

You can have a maximum of 10
key features.

Add mare
\ If you are entering key

features box by box and you

need more boxes, click here




Adding a new property advert — brochure

Brochure continued......

3. Enter full description* Top Tips

Include as much detail as possible about your property that potential home buyers would find useful.

Enter full description.

You have up to 32,000
characters to use

1732000 characters used

* Indicate fields that must be completed to make the propery live Save and continue

Click save and

continue to move to
the media section




Adding a new property — media

Photos Summary Advert Brochure Media

Bl Photos | 0

Add and remove photos using the buttons below, drag the thumbnails to reorder them, and save to
apply your changes.

i 3
@ Choose File to Upload ==
Rel @uv| | » RMs IMAGE TESTING « [ 3 ][ Search STING
Organize + Mew folder == v [l @.
- -
v Favorites a Mame Date medified Type Si:-:
M Desktop [ Bedroom - Copy - Copy 09/04/201409:36  IPEG image
. Downloads i Bedroom - Copy 09/04/2014 09:36 JPEG image
Click “Add photos” % Downioacs |l B o
) & OneDrive @ Righ = || Bedroom 2 - Copy - Copy 09/04/2014 09:36 IPEG image
j f 31 Recent Places |i= Bedroom 2 - Copy (2) 09/04/2014 09:36 JPEG image 2
k. Google Drive k= Bedroom 2 - Copy 09/04/2014 09:36 JPEG image
= Bedroom 2 09/04/2014 09:36 JPEG image
4l Libraries | Bedroom 09/04/2014 09:36 JPEG image
&l Documents b External 09/04/2014 03:36 IPEG image
)l Music = Floer plan1 09/04/201409:36  JPEG image
5 Pictures |i= Floor plan 2 08/04/2014 09:36 JPEG image -
=il Videns a0 1n ] P
File name: "Floor plan 1" "Bedroom 2 - Copy (2)" "Bedroom 2- ( |Cusbom Files (* jpeq:* jpa"jpe -|
Open I [ Cancel l
s .

Select all of the photos that you

require to upload. Then click open.

Cancel changes

sSummary Advert Brochure Media

& Photos | 5

Add and remove photos using the buttons below, drag the thumbnails to reorder them, and save to apply
your changes

You can drag and

Remove (0) drop the photos into

Click to see a any order you require

larger version
of the image

To remove an image, simply click the
Xicon on the photo or by selecting
multiple images (ctrl & click) and
selecting the Remove button

Enter image

captions

Cancel changes

To cancel changes,

click here




Adding a new property — other media

Other Media

Floorplans | 0
Add a floorplan,

either by adding or  Add link

Cancel changes

a saved file or by

adding an . ] )
el [k B8 Additional media (e.g. virtual tours) | 0

Add link

Add an external link for
any other media content

B Brochures | 0

e.g. Virtual Tours, Videos

Follow the same FYST o Addlink & Audio Tours

steps for Cancel changes
Brochures and ¥
EPC's EPC/PEAs | 0

Add file or Add link

Cancel changes

Previewing & Saving

Once you have finished uploading your media, you can preview the property by clicking on the Preview button on
the right hand side of the page

. Select the
Praview

property status

Property Status:
Available v

Save and make live

Save and make live

publishes the property
onto Rightmove

Save as not live adds your
property to the “not live” list

(formerly known as invisible &
draft property lists)




Editing an existing property advert

Editing an existing property

1) Simply click on the property listing that you would like to edit and you will be taken into the property
details.

© Add a property advert Remove selected properties Mark selected as not live = b= |_l [ |

® Al O Live ® NotlLive Showing 1 fo 3 of 3 entries

First Last Sticker
I Photo v Price ¥ Plot ¥ Style ¥ Type ¥ Beds ¥ Live vy Updated ¥ Status & E v F_l] ¥ Text
U ™ £290 000 Plot 3 - The Radford Detached 4 01/10/14 | 01/02115 | Available | 7 2 Viewing
111-13029- Essential
003_4_55_101363
£240.000 Plot 55 - The Oakham End of 4 03/05/14 | 02/02/15 Available | 9 3 Viewing
111-13028- Terrace Essential

055 4 50 101368

=] £235 000 Flot 56 - The Oakham Terraced 4 12/12/14 | 03/02/15 Available Viewing
- 111-1302%- Essential

D56 4 50 101368

w
[#)

2) Depending on the nature of the editing task, follow the various steps on pages 5 to 9.

“Removing” an existing property or making it “Not Live”

1) Simply click on tick box next to the property (or properties) you would like to remove or make “not live” and
select the appropriate button

Marking a property as “Not Live” places the property in the “Not Live” list

Removing it completely removes it from Rightmove and it cannot be recovered.

Select property and then
take the required action

© Add a property advert Remove seleciedproperties Mark selected as not live |! | ]

® Al O Live ® NotlLive Shewing 1 to 3 of 3 entries

First Last Sticker
] Photo 7 Price s Plot ¥ Style ¥ Type s Beds 3 Live v Updated & Status & E] = F_l] ¥ Text
U ™ £290 000 Plot 3 - The Radford Detached 4 01/10/14 | 01/02115 | Available | 7 2 Viewing
111-13029- Essential
003_4 55 101368
£240 000 Plot 55 - The Oakham End of 4 03/05/14 | 02/02/15 | Available | 9 3 Viewing
111-13029- Terrace Essential
055 4 50 101368
FP IE i I i - - .
U ;_‘—-. £235 000 Plot 56 - The Qakham Terraced 4 12012114 | 03/02/15 | Available | 9 3 Viewing
: : 111-13029- Essential

056 4 50 101368



Editing an existing property

Making a “Not Live” property advert, “Live”

1) You need to be within the “Not Live” property list

@ Add a property advert Remove selected properties

® All ® Liv: O NotLive Showing 1 to 2 of 2 entries

L Photo v Price ¥ Plot % Style + Type % Beds % First Live ¥ Last Updated ¥ Status s :Ed 4 stickerText

=] | 1 &, £3625000 | 102 Apartment 2 16/07/14 Available | 5 1
e Plot_102

o : | £250,000 5 The Oak | Semi-Detached 3 16/07/14 Available | 5 1
The_Oak

2) Click on the property you would like to make live. You will be taken into the edit property screen

(Please note, you have to do this on an individual property basis i.e. you cannot make more than one property live at a time)
3) Make any amendments to the property details that you need to by following the instructions on pages 5-9.

4) To change the visibility, simply click on the drop down box and select one of the three options:
- Not Live keeps it as such

- Live publishes it onto Rightmove
- Removed - removes the property completely from rightmove admin

Save and finsh Save and finish =

‘ Preview ‘ Preview
<m Visibility:
Mot Live v < Live
L —
Property Status: Prope -
Available ¥ Available v

5) Once you have chosen your visibility status, click Save



Copying an existing property

Copying an existing property

The copy feature is great if you have multiple plots that are the same style. It enables you to take an existing property
advert that has been created and simply copy it, to make a new listing.

1) Select the property that you would like to copy and tick the tick box next to the main image.

2) Then click on the “copy” icon.

@ Add a property advert Remove selected properties Mark selected as not live

® Al O Live ® NotLive Showing 1 to 3 of 3 entries

First Last Sticker
Ll Photo v Price ¥ Plot ¥ Style ¥ Type v Beds y Live v Updated v Status  « E B F_l] ¥ Text
l £290,000 Plot 3 - The Radford Detached 4 0110114 | 01/02115 | Available | 7 2 Viewing
111-13029- Essential
003_4 55 101368
£240.000 Plot 55 - The Oakham End of 4 03/05/14 | 02/02/15 Available | 9 3 Viewing
111-13029- Terrace Essential
055 4 50 101368
U £235 000 | Plot 56 - The Plot 56 - The Oakham | Teraced 4 12/12114 | 03/02/15 | Available | 9 3 Viewing
Oakham 111-13029- Essential
056_4 50 101368

3) You will then be taken into the “Summary Advert” details of the edit property flow.
4) You are required to enter a new unique property reference in th reference box provided.

5) If you need to make any further amendments to the property advert, please follow the instructions located
on pages 5-9

6) If you are happy with the existing details and simply want to make that property live there and then, you can
do so by clicking on the “save and make live” button located on the right hand side of the page

Save and finish =

‘ Preview ‘

Property Status:
Available r

Save and make live

7) You will be taken back to your live property list where you should see the property you have just copied in
that list.

8) Repeat the above steps as many times as you require.



Listing completion guide

Listing completion is a feature within rightmove admin designed to help you ensure that the
key property details have been added to your listings.

This is designed as a guide to assist you. It is not a definitive guide to successful property listings, as there are many other
factors that also contribute to a successful property listing alongside these.

It uses a simple star system.
No star = criteria has not been met at all
77 Half Star = criteria has been partially met

¥¢  Full Star = criteria has been fully met

As you input the property data, the stars will change in real time to indicate whether you have met the individual criteria.

Please note: You do not have to have a full star for each criteria in order to make a property live. This is for guidelines
only.

What do the stars mean?

Display address including
postcode outcode e.g. MK18

This is auto-filled for you

Full property address

Valid number of
bedrooms
(including house number
& postcode) Specific property sub-type
This is auto-filled for you _ e.g. semi-detached

Increase your listing complejon to attract
mare hoame hunters to yoy/ property

Basic infgmation:
Summary description “w “ y “ w 8 or more key features

provided
Details: / Full description

Additional property w

w w ) ¥
details including /’ \

tenure type provided

_ Property accurately pinned on
Media: amap

w w w

Five or more photos Upload a brochure —
added links to external

brochures cannot be

At least 1 internally displayedion mobile

hosted floorplan

All uploaded uploaded (e.g. jpeg).

photos to be a
minimum of 656 Half star for
x 437 pixels externally linked
floorplan

At least 1 piece of
additional media e.g.
virtual tour, video or

audio tour




