
Dear SAHometraders User

Thank you for choosing SAHometraders.co.za to market your on-line portfolio of
property.  Please follow the intr oductory guide to loading your property listings
onto the www .sahometraders.co.za website.

Office:
Tel: 0861 102 379
E-Mail: Office:  admin@sahometraders.co.za

WEBSITE
USER GUIDE
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1. How to login
Connect to the Internet  -
Open your favorite web browser
Go to http ://www.sahometraders.co .za and find the “agency login” link on the top right of the navigation
bar
Click on the” AGENCY LOGIN  “ button

Click on the ”A GENCY
LOGIN“ button



Type in your Agency ID, Password and Username and click on the  but ton.

2. Admin

Once you have successfully logged in, a new menu wi th your agency details will appear. Click on the
relevant sections to manage and add your listings.

YMAN3J90

UserName

********



3. Agents Admin

Agents admin allows you to administer agents. You are able to add a new agent, edi t an existing agent 's details
and delete an agent. The picture below demonstrates the menu.

Add a new agent

Edit an Agents Details

Deleting an Agent

You should be in the Agents admin section to add a new agent.
Click on “NEXT” below “Add a New Agent”.
A new form will open, your agency ID and agency name will appear at the top , enter al l the necessary
information. Fields indicated with ** ar e compulsory.
You can add a photo of the agent b y clicking in the tick bo x next to pictur e. Please keep in mind that the
photo must be resized before you can add it
Save the agent, cl ick on “Save New Agent” at the bot tom of the f orm.

By using the Pull down menu select the agent you which to update/edi t
Click on “NEXT” next to “Edit an Agent's Details”, make the necessary changes and click on the “UPDATE
AGENT” bar.

By using the Pull down menu select the agent you which to delete. Click on the “NEXT”
button next to the “Delete an Agent “ bar and cl ick on the “CLICK TO CANCEL” but ton at the bot tom of the
page.



Agents user name and
password must be

unique

Click on the check bo x
to add an agent photo



4. Managing contacts

Managing contacts allows you to administer contacts. You are able to add a new contact and l ist contacts (buyers).
The picture below demonstrates the menu.

Add a new contact

List contacts

Click on the next but ton below  “ Add a New Agent “
Type in the buyer's details. Fields indicated with * needs to be fi lled in before the buyers details will be
added to the contact l ist.
Select a contact category by ticking in the appr opriate box and select by using the Pull down menu , select
the province, region and area.
Click “Add contact” to add the buy ers details that you have provided.

By using the Pull down menu select the agent and contact t ype you wish to l ist. Also select whether you
would like to view al l or only contacts that ar e active. Click on the “NEXT” button next to the “Contact t ype
“ bar or cl ick on the “RETURN TO AGENCY ADMIN” button at the bot tom of the page to r eturn to admin.
The results of your contact t ype will display. It wi ll display the contact 's name, type, phone number, status,
email address and action.
In the action column, select i f you would like to edit, email or delete the contact.

Select the type of contact
from the drop down.



Add a new contact
Click on the next but ton below  “ Add a New Agent “
Type in the buyer's details. Fields indicated with * needs to be fi lled in before the buyers details will be
added to the contact l ist.
Select a contact category by ticking in the appr opriate box and select by using the Pull down menu , select
the province, region and area.
Click “Add contact” to add the buy ers details that you have provided.

Indicates the type of
contact. May be nmore that

one as indicated here.

Select action here
Send and email, edit

this contact or
view details.

Buyer and tentan ’s
requirements at a

glance



5. Property Admin(Rentals work in a similar manner)
Property admin allows you to add a new pr operty, list all properties by an agent/t ype and quick search a
property by providing a reference or property ID.

Add a new Property
Go to the “Add a new property” bar
Select a Province  use your pull down menu bar to select.
Select Region  use your pull down menu bar to select
Select Property Area   use your pull down menu bar to select
Select Agent   use your pull down menu bar to select
Select Type  use your pull down menu bar to select

Click on “Next” icon.

Start adding proper ty here
by selecting province, region,

area, agent and typr .



Adding a new property - Step 1 of 3

If y ou are not sure what
information to t ype in the
blocks, click on the red ?
question marks and a short
description of what to
include will appear

When typing in the prices, do
not include full stops,
commas or spaces as these
will be generated by the
website.



Adding a new property - Step 1 of 3... Cont.

Note: I ndicate the property
features by clicking or
entering values in the
relevant fields



Adding a new property - Step 1 of 3... Cont.

Note: All fields indicated by *
are compulsory.
Please ensure that they ar e
filled in before clicking next



Your property has now been added. Complete Step 2 of 3 if you would like to add images. NB Your
property will not be included in the main landing page f eatured property if i t is not l isted with an image.

Click on “add image” but ton below the Listing images bar. Follow the instructions in the pop up window to
upload an image.
Click on  “add gal lery” but ton to include a gal lery of up to 12 images. Click on “help” f or instructions/help
when uploading images.
Click on “next ” but ton to pr oceed to Step 2 of 3.

Click the “Add Image” button
to include a property image

To select the image stored
on your computer hard drive,
click on the browse button.



To change the view in your
file browser to thumbnai ls,
click the display icon in the
tool bar and select
“Thumbnails”

Preparing your images
In order to speed up the image uipoading process, start by copying your images into a “web r eady” folder.
Create a new folder for each property by using the property address or reference number.
Re-name the images as to how they wi ll apear such as, main image,  and the gallery images in order of
appearance, 1,2,3 etc.
Finally, re-size the images using image editing software such as Photo Shop or the software that came with
your camera. The resolution should be 72 DPI and the physical size should be about 350 pixels wide.
Image file size should not be larger that 150KB. Select the “Detai ls” view f rom the display icon to see the
file size.



All 12 gallery images can be
select durring the same
process, Use the Browse
button to select the image
files  on your computer hard
drive.

Tnumbering your images will
help make this process
easier.



Remember to click on the  “NEXT” icon at the bot tom of the page, which wi ll take you to the r eview page.

NB: Do not use the browser “back button” to r eturn to the add new pr operty page as this will result in an err or.
Follow the “next ” but ton prompts to the pr eview page.

Once you have selected all
your gallery images, click on
the next but ton to upload the
files.Note that this may take
a few minutes depending on
the size of your fi les.



Image Preview
If y ou are happy with all the inf ormation and images click on the “GO” icon to r eturn to Property
admin, or i f you are not happy and would l ike to make a change, click on the “EDIT” icon which wi ll
take you back to the pr evious page.
To continue adding properties in the same area, select a Type  use your pull down menu bar to select.
Click on “NEXT” icon.

Use the action box to select
your next option; edi t this
property, add a new property
in this area return to the
property admin page.

Check that all your details
are correct before
continuing. At this stage,
your property has already
been added to the website.



List properties
Go to the “List al l properties by Agent/Type” bar
Select an Agent use your pull down menu bar to select.
Select the status - use your  radio button to select.
Select the listing type - use your  radio button to select.
Select price range from -  use your pull down menu bar to select.
Select price range to -  use your pull down menu bar to select.

Click on “Next” icon.

Use the “List property”
section to view and manage
your property stock.

Use the “Quick Search” to
find and edit a property by
using the web or agency
reference or SAHT ID.



List property brings up the main pr operty management dashboard. From here, you will be able to manage
most aspects of your listings and also download a  CSV file of the r esults.

(on right hand side)

If would l ike to make a change, click on the “EDIT” icon which wi ll take you back to the edi t property
page which holds all of the curr ent information.

Click on the “DELETE” icon
A page will appear with all the inf ormation of the pr operty about to be deleted. Click on the  “DELETE
PROPERTY” at the bot tom of this page and this pr operty will be deleted.

will open a new window l ike the one below. I n this window you will be able to edit and delete
as in the previous table, however you are able to put the pr operty , or .
Click on the relevant icon to continue.

Action Links
To Edit a property

To Delete a Property

Details
on Show Auction Open Hour

Action Buttons (at the end of the r esults)
By selecting the check box on the left of the i tem line you will be able to perform the f ollowing. Select
multiple l istings to perform the same action on all.

Sends brochures of the selected property to the agent 's contacts (the ticked properties will be sent)

Properties marked inactive will not be displayed in the property listings.

Properties marked active will be displayed in the property listings.

Properties marked sold will be displayed as sold in the property listings

Properties marked for sale will be displayed as for sale in the property listings

Prints a brochure of the selected properties.

Send to contact

Make inactive

Make active

Mark sold

Mark for Sale

Print Brochure



Property Details

On show

On Auction

Open hour

Featured property

Send Brochure

Select the show date, start and finish time and dir ections followed by the “ADD SHOW DAY” ICON.
Your on show house will now be added to the “On Show” pr operties on the SA Hometraders website.

Select the show date, start and finish time and dir ections and conditions followed by the “ADD
AUCTION DAY” ICON. Your house on auction will now be added to the “On A uction” properties on the
SA Hometraders website.

Select the show date, start and finish time and dir ections followed by the “ADD OPEN HOUR” ICON.
Your open hour wi ll now be added.

Select the properties that you wish to add as your featured property

This will allow you to send an HTML brochure to one recipient by email.

Edit

Delete

If would l ike to make a change, click on the “EDIT” icon which wi ll take you back to the edi t property
page which holds all of the curr ent information.

Click on the “DELETE” icon. A page will appear with all the inf ormation of the pr operty about to be
deleted. Click on the  “DELETE PROPERTY” at the bot tom of this page and this pr operty will be deleted.

Property Quick Search
If y ou know your Web reference, agency reference or SAHT id, you are able to do a quick search,
which will take you straight to your agency or property admin.
Simply enter the I d in the field pr ovided followed by  “NEXT”.



6. Development Admin
Go to the development admin section on the main admin page. Click on “NEXT”. I n the Administer Developments
bar you can add, edit and delete a Development

Add a new Development

Edit a Development

Go to the “Add a New Development” bar
Select a Province  use your pull down menu bar to select.
Select Region  use your pull down menu bar to select
Click on “Next” icon.

Fill in the inf ormation on the “ Add a New Development” page.
At the top of the page y ou will receive a Development ID, keep a record of this, as i t is your reference to
the development.
Click on “Add Development”
Note: Development Name, Type, Ownership, ti tle and description are compulsory. These fields need to be
filled in before you can continue to the next step .

Go to the “Edit Development” bar
Select Development  use your pull down menu bar to select.

Click on “Next” icon.

A page displaying the previously added information for the development will appear. To edit the
development simply change the fields that r equire changes and click on Update Development.

A development preview will open, displaying the changes that you have just made. If y ou are happy with
all the inf ormation and images click on the “GO” icon to r eturn to Property admin, or i f you are not happy
and would like to make a change, click on the “EDIT” icon which wi ll take you back to the pr evious page.
To continue adding properties select a Type  use your pull down menu bar to select. Click on “NEXT” icon.


