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ACE - Quick Start Guide ​- Feel free to review this from start to finish or proceed to specific 
areas via this index. 

● How to signup for ACE​  - ​If you already have an ACE account you can skip this area. 
● How to Personalize your account​ -​ How to upload your picture, logos, update contact 

info so that your ACE story pages are branded to you. 
○ Add your Contact Information 
○ Uploading your picture / headhshot 
○ Upload Your Logo 
○ Link to your listings and using the “Misc field”  

● About Connecting to Social Media​ -   
○ How to Setup ACE Auto-Posting to Facebook  
○ How to Setup ACE Auto-Posting to Linkedin 
○ How to Setup ACE Auto-Posting to Twitter 

● About the Add, Edit, and Reset buttons 
● How to Manually Post Content to Social Media Sites Anytime!​ ​- Even if you have 

auto-posting "ON" you can update your social media accounts more frequently, anytime, 
and still have it branded to you! 
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How to sign up for ACE: 
 
 

Go to RISMedia.com click the ACE Login button  at top right of the menu bar... 

 

 
 

On ACE welcome page click “here” to sign up for RISMedia’s ACE... 
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Fill out the signup form and be sure to 
enter your company's promo code* to 
receive any applicable discounts.  
 
*If your broker / company has signed up for 
ACE, then as an agent of that company you 
should have been sent a promo code from 
your  broker / company.  
 
If you do not know your promo code please 
check with your office admin or broker owner. 
 
If  your broker / company is not yet a member 
of ACE have them call the RISMedia ACE 
sales team to find out more about joining and 
the benefits for their company. 
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 Personalize your account… 
If you are not already here, select My Account > Profile from the top ACE menu. The Profile 
area brands the content you share with your information helping to promote your business to 
your social contacts. Fill out the profile form with as much information as you can.  You will be 
able to return to this area to update or make changes anytime however it is strongly 
suggested that you complete this profile area before you begin sharing.   It is important that 
this form is completed in full so that your friends see your proper information.  There is 
specific help for uploading headshot and logo(s) below.  
Be sure to click “Save/Update Your Profile” after making any changes. 
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Uploading Your Headshot 
 

 

1) Below the default headshot 
placeholder, click the words “Click here” 
to begin the process... 

 

2) Click “Browse” to navigate to  your 
headshot and click it to select it… 
 
 
Note: Your headshot file cannot be larger 
than 500KB. 
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3) Navigate to your headshot...Click the headshot to highlight it, then click “Open” to 
select…. 

 

 
 
 

4)  You should see the name of your headshot file. Click Upload!  
(If you do not see the name file name, click “Browse…” and repeat the process to this point. 
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5) Optional: Crop Your Photo.  
 
With your mouse, click and drag the 
borders of the clear box to crop the 
picture to your liking.  
 
Click “Save Image” 
 
This will become the headshot that will 
appear along with your contact info on 
your branded pages. 
 

 
 

6) Your headshot is loaded.  If you are not happy with your current headshot repeat the 
steps to your liking.  If you are ready move on to add your company logo(s). 



Revised 03/10/2017 
 

 

 

 
 
 
 
 
Uploading Your Logo 
 

You may upload two logos to your ACE account to help brand your landing pages. 
Again this is the information readers will see when they click to read the full article 
from your social media sites.  
 
Why two logos?  Some agents might be part of a team and may want to show the team 
logo as well as their company or brand logo.  

 

 

If you only have one logo then use the 
“Click here”  in the top, primary, logo box. 
 
Only use the secondary logo if you have 
already added a logo to the primary logo 
area. 
 
Similar to you headshot, click “Click here” 
to upload and crop your logo(s) 
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As you did for your headshot, click 
“Browse” to navigate to your logo, 
upload, crop, and save. 

 
 
 
 
 
Complete the Remaining Profile Fields 
Fill in any of the remaining areas of your ACE profile that you would like to be shown to your 
readers such as a link to your listings, your phone, website, etc. 
 
 

 

 
If your listings are online add anchor text like, 
“Featured Listings” to the “Listings Website 
Name” area.  
 
Copy and paste your listings page URL into 
the “Listings Website Link” area. 
 
If your State requires you to include your real 
estate agent license number you may add 
that to the “Misc Field”. 
 
 
Include the REALTOR and Equal Housing 
Opportunity icon if you like. 
 
Click the “Submit” button to save any 
changes. 
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ACE Social Media Setup: Auto-Posting to Social Media Sites 
 
Here are some tips about ACE and auto-posting to social media websites: 

● VERY IMPORTANT: LOG OUT OF SOCIAL MEDIA SITES BEFORE PROCEEDING. 
Example go to http://www.facebook.com, if you are logged in,  click the upside 
down triangle at top right and select logout.  Go to Linkedin.co, if you are logged 
in click your picture at top right and click log out.  Go to Twitter.com, log out. 
Doing this will help ensure ACE creates a good connection in the steps below. 

● ACE is secure.  ACE does not capture or hold your social media password, all social 
logins are done through the social media provider itself.  

● From time to time you may need to log back into your social media account to renew 
permissions in order for ACE to continue auto-posting on your behalf. 

● With ACE you can manually or automatically post to your social media sites with fresh, 
relevant content from RISMedia the leader in real estate information.  

● If you turn Auto-Post “ON” you can still manually share from the ACE exclusive Content 
area or share just about anything from the RISMedia.com website. 

● If you elect not to use the Auto-Post feature you can still manually share from the ACE 
exclusive Content area or share just about anything from the RISMedia.com website. 

● You can turn Auto-Post ‘OFF’ anytime. 
● ACE will send you an email alert to let you know what content has been automatically 

posted for you.   You can turn these notifications off. 
● If, for some reason, you did not like the content that was automatically posted you can 

login to your social media account to remove the post. 
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 How to Setup ACE Auto-Posting to Facebook 
 
Be sure that you are logged out of social media sites before proceeding!  
Example, go to ​Facebook.com​, if you are logged in,  click the upside down triangle at top 
right and select logout.  
 
All Facebook users have a “profile”, your Facebook profile is typically used to connect with friends 
and can only be seen by others if they log into Facebook. Many FB user also have a separate 
Facebook “page” which is typically used for businesses and can be accessed by the public, in other 
words visitors do not need to be logged in, or a member of Facebook to see a business page.  ACE 
can post to your personal profile or any business page that you control. You can change your ACE 
auto-post settings anytime to stop.  
 
In ACE top menu click “Social Network Setup”... 

 

 
 
 
Click the “Add” button near the Facebook area to get started…. 

 

Continued... 

 
 
 
 
 
 
 
 

https://facebook.com/
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Start by giving your connection a name.  It can be any name like, “My FB account” , 
just give it a name so that you can identify this connection.     (We have heard that 
some clients have more than one FB account  - give this connection a name so you 
know which account you are using.)  
 
Next, click “Create Connection”  to launch the Facebook login... 

 

Continued... 
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The Facebook login window will launch... 

 

 
*** IMPORTANT *** 

 
IF THIS IS YOUR FIRST TIME CONNECTING ACE TO FACEBOOK PLEASE FOLLOW 

ALL STEPS. 
 

FACEBOOK IS ASKING YOU TO GRANT ACE PERMISSION TO POST TO YOUR 
FACEBOOK ACCOUNT ON YOUR BEHALF. 

 
PLEASE SAY “YES” OR “OK” TO ALL PROMPTS. 

 
AFTER THESE STEPS YOU WILL BE RETURNED TO ACE WHERE YOU CAN SELECT 

WHICH OF YOUR PAGE(S) OR PROFILE ACE CAN POST TO. 
 

YOU ARE ALWAYS IN CONTROL OF YOUR FACEBOOK ACCOUNT AND CAN CHANGE 
THESE SETTINGS FROM ACE OR FACEBOOK ANY TIME -  BUT IF THIS IS YOUR 

FIRST TIME YOU MUST DO THESE STEPS FIRST. 
 

*** IMPORTANT *** 
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After successfully entering your Facebook username and password, Facebook will ask 
you several questions to confirm that ACE can post on your behalf.  

● If you have previously connected ACE to Facebook you might not see all of 
these steps.  

● Completing these steps will add ACE to your Facebook > Settings >Apps area. 
Say, “Continue as…” to get to next screen... 

 

Continued… 
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Select Who Can See the Posts: 
 
Choose who can see: just your Friends, Friends of Friends, or the Public.  
You can change these settings anytime in your Facebook > Settings > Apps area. 

 

Continued… 
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Confirm:  Facebook is asking you to confirm that ACE can post on your behalf.  Click 
the ‘OK’ otherwise ACE will not be able to post on your behalf. 
 

YOU WILL BE RETURNED TO ACE WHERE YOU CAN DECIDE WHETHER ACE CAN 
POST TO YOUR FACEBOOK PROFILE, OR FACEBOOK PAGES, OR BOTH. 

 
You can change these settings later from the ACE > Social Network Setup area or 
Facebook > Settings > Apps area.  
 

You are always in control of your Facebook account. 
 

 

Continued ... 
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ACE will list your personal profile as well as any Facebook business pages that it has 
found in your FB account.... 

 

 
Check the boxes near the Facebook areas that you want to have automatically updated 
with ACE posts.  You can change this later, anytime.  Click Update... 

 

Continued... 

 
 
 
 
 
 
 
 



Revised 03/10/2017 
 

Success!  ACE is now ready to start auto-posting to the selected area of  your 
Facebook account.  Auto-posting will begin within 24 hours…. 
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Edit Auto Post Settings:  Need to make a change to your Facebook auto-post settings? 
Click “Setup Social Network” from the top menu to access the “ACE Social Media 
Setup” page. Click “Edit” button near your Facebook connection. 

 

 
 
Make any changes or delete the connection altogether. 

 

Depending when you have completed the Facebook connection it may take ACE 24 hour 
to post on your selected Facebook profile and or pages. 
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How to Setup ACE Auto-Posting to Linkedin 
Be sure that you are logged out of social media sites before proceeding!  
Example, go to Linkedin.com, if you are logged in,  hover over your thumbnail picture at 
top right and click Sign Out.  

● If not already, ​login to RISMedia’s ACE​ and click Social Network Setup in the top menu. 
● Click the blue “Add” button near the Linkedin area. 
● Enter your Linkedin username and password. 

 

 
 
 
 
 
Continued below... 
 
 
 
 
 
 
 
 
 

http://rismedia.com/ace-login/
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Give your Linkedin connection a name, like “My LI Connection” .  This is for your 
reference, no one else will see this…. (continued) 
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You will be returned to ACE…. 
 

 
Depending on the time of day it may take 24 hours before posting starts. 
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 How to Setup ACE Auto-Posting to Twitter 
 
Be sure that you are logged out of social media sites before proceeding!  
Example, go to ​Twitter.com​, if you are logged in,  click your thumbnail picture at top right 
and click Log out.  

● If not already, ​login to RISMedia’s ACE​ and click Social Network Setup in the top menu. 
● Click the blue “Add” button near the Linkedin area. 
● Enter your Linkedin username and password. 

 

 
 
Next, give your Twitter connection a name... 
 

 

https://twitter.com/
http://rismedia.com/ace-login/
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Enter your Twitter username and password and click “Authorize”... 
 

 
 
 
Green Edit is Good! 
 

 
Depending on when connection was created it may take 24 hours to post. 
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 Social Network Setup:  The Add, Edit, and Reset Button 

 

 
 
There are three buttons you might see in the ACE Social Network Setup area. 
 

 

The “Add” button indicates that a connection has not yet been made. 
Click the “Add” button to connect to a social media account and begin 
auto-posting. 

 

“Edit” - indicates we have established a connection to the social 
media account.  Click “Edit” to adjust posting schedule,  and for 
Facebook page selection options,  or delete the connection altogether. 

 

“Reset” - indicates ACE no longer has permission to post to your 
social media account.  Sometimes this referred to as a “broken 
token”. This could be the result of changing your social media 
password, or from time to time the social media provider might 
require you to confirm that ACE can post on your behalf.  ACE will 
email you an alert if a reset is needed. 
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How to Manually Post Content to Social Media  Anytime! 
 
With ACE you can update your social media sites anytime with content branded to you!  
As you know, if you have auto-posting "ON" ACE will automatically post to your selected 
social media site(s) late in the afternoon.  If you would like to update your social media 
accounts more frequently or share a breaking news story from RISMedia you can manually 
post content anytime  - and still have the content branded to you!  Here’s how: 

 
 
 
You can manually share from two areas: 

1. The ACE Exclusive Content area: While logged into ACE notice the "ACE Exclusive 
Content" top right, blue menu.  That content is exclusive to ACE members only - it will 
not appear in any other areas of rismedia.com. 

2. RISMedia: Or post news from RISMedia,  RISMedia has been writing real estate news 
for over 35 years - it is a great place to go to share the latest real estate news.  As an 
ACE member when you share from RISMedia the content will be branded you you! 

 
 

Screenshot of how to get to manual sharing areas: 
 

 
 
How to Share: 

1. Whether from ACE Exclusive Content or from general news on ​http://rismedia.com​ click 
the headline to get to full story. 

2. Look for the social media icons near the “ACE Brand this Post Now!” area. 
a. Optional: Click the green “Preview My branded story” to see what your ACE 

branded page will look like to your followers.  Notice if sharing new from 
http://rismedia.com​ any competitive ads shown on that public page will not 
appear on your branded page. 

http://rismedia.com/
http://rismedia.com/
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3. Click one of the social media icons near the “ACE Brand this Post Now!” area, you will 
be taken to the pre-share page...  

4. Here you can adjust the post message  and if Facebook decide whether to post to page 
or profile or both. 

5. Be sure “Brand this Post” is selected. 
6. Click the share button. Your post will appear on your social media site shortly. 

  
See screenshots of these steps below! 
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After clicking Facebook share icon you have option to modify comment…. 

 
For Facebook, select whether to post to profile and / or pages... 
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Be sure “Brand this post” is selected... 

 
Click the share icon.  Your post will appear on Facebook in a few minutes. 
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