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1. Overview 
What is a “claimable listing”?  This is a listing on a website that has been added by the site owner as a 

way of pre-populating the website.  For example, this may be a listing for a local business.  The local 

business may then “claim” their listing by filling out a form on the website. 

This document describes how a site visitor can claim a listing and how a site administrator can manage 

all aspects of claimable listings.  This material applies to MarketGrabber v6.3 or newer. 

2. How to Enter and Make Listings Claimable 
Claimable listings can be entered into a website using one of these methods: 

• Back Office – Import -  via Data Entry 

• Back Office - Import - via a File 

• Back Office – By Setting a Listing as Claimable 

A. Back Office – Import via Data Entry 
Using this method, the site owner may import listings via a simple data entry form in the back office.  All 

listings entered via this form become Claimable listings.  The data entry import form is a simplified way 

to quickly enter a lot of listings and is suitable for use by non-technical staff.  It is also useful to add new 

claimable listings to a site after a site has been operational for some time. 
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B. Back Office – Import via File 
The site owner may import a file of listings using the Import menu option in the back office.  Each listing 

in the file may be set as claimable or not claimable. 

 

The import functions can be used by a site owner to import large lists of listings that are stored in a CSV 

file.   Note: a separate set of instructions is available that describes the file import process in detail. 

Here is an example shown of Import File in Microsoft Excel with all listings in the file set as claimable 

listings. 
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C. Back Office – Set a Listing as Claimable 
In addition to the above methods, an existing listing can be re-set to be a claimable listing.  This feature 

is only available to the site owner via the Back Office. 

 

3. How a Claimable Listing Appears 
When a listing is claimable, the “Claim This Listing” icon will appear when the listing is displayed on the 

public website.  Here is an example: 
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To claim the listing, the site visitor just needs to click on the Claim This Listing icon show above.  Once 

the icon is clicked a form is presented for the site visitor to submit their claim. 

4. How a Site Visitor Submits a Listing Claim 
When a site visitor asks to claim a listing, they are presented with the Claim Listing form.  They enter 

their contact information and submit the claim.  Example: 

 

A confirmation will display after the claim is submitted. 

 

The site owner is then notified that a listing claim has been submitted. 
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5. Reviewing Listing Claims 
The site owner uses their MarketGrabber Back Office to manage all listing claims.  They may review all 

pending, approved and rejected claims.    They may approve, reject and delete any claims submitted. 

The site owner logs into the Back Office to review listing claims.  The summary screen looks like: 

 

The site owner reviews the details of each claim by clicking on the Review Claim link and may: 

• Approve the Claim 

• Reject the Claim 

• Delete the Claim 

 

If the claim is approved, the person who submitted the claim is notified of the approval and the listing is 

assigned to that person.  If that person was not an existing customer on your site a customer record for 

that person is also created an activated. 
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If the claim is rejected, the site owner can enter a reason and send a rejection notice to the person that 

submitted the claim.  In this case the listing may now be claimed by someone else. 

If the claim is deleted, no notice is sent to the claimant and the listing may be claimed by someone else. 

6. Listing Claim Email Templates 
There are 3 email messages that are sent by the website related to listing claims.  The site owner may 

edit these using the Back Office and the Email Templates function: 

 

The templates are: 

• ListingClaimApproved – this is sent to a claimant when the site owner approves a claim – we 

recommend using email text such as the following: 

 
• ListingClaimRejected – this is sent to a claimant when the site owner rejects a claim. 

• ListingClaimReceived – this is sent to the site owner when a listing claim is received on the site. 

The site owner may edit the content of these as desired. 
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