
1. Go to connect2crm.porchlightgroup.com and login using your porchlightgroup.com account.

2. Go to Deals ⊲ Submit a Listing 

3. Select a contact by clicking the box under “Select a Contact” 
and starting to type in the contact’s first or last name. Select the 
correct contact once it pops up. NOTE: if you need to add a 
contact to the CRM for the listing, you’ll need to close out of this 
window, go to Contacts ⊲ Create Contact. Once entered then 
come back to Deals ⊲ Submit a Listing.

• Choose the correct deal opportunity for the listing by clicking 
on it (and skip to Step 4), or submit a new deal opportunity, 
by clicking “Add a New Deal Opportunity” and answering 
all the questions that come up. If you have a listing that isn’t 
going on the market right away, but is being submitted right 
away (and you have a signed listing agreement from your 
client), select “Immediately” when answering “How soon is 
{client name} selling?” 

• On the Sell Deal Opportunity screen, you’ll be asked to 
enter the property address. The system requires the address 
match one that is already in the PDC, so start typing the 
address, then select the address as it comes up in the  
auto-populated list, rather than typing one in. 

• In the rare case that the property address doesn’t populate, 
choose the one that is closest to the accurate address. You’ll 
be able to further edit that address once you’re inside the 
Listing Submission 1.

4. Click Submit Listing. This will open a new tab or  
window inside Connect2, and you’ll be at the start of the  
Listing Submission 1.
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5. Walk through all steps of the LS1, clicking “Next” to get to the 
next tab. Once all required fields are complete, and you’re 
ready to submit, you’ll “Review Submission,” click “Submit,” 
and then verify your submission.

6. You can access your LS2 (and start working on it right away) 
via either the CRM or Connect2. You can also access the 
Contract button to submit an U/C when the time comes, from 
either the CRM or Connect2.

S Y S T E M S  T R A I N I N G

SUBMITTING A LISTING (continued)

If you have any questions or problems submitting using these instructions,  
please reach out to your Operations Leader or TC.


