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MyDealerCenter Quick Start Guide  
This guide will help you get started using MyDealerCenter and posting listings in no time. 
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How do I get to my listings?  
LǘΩs easy. Click on the InventoryEditor menu heading at the top of the page. ¸ƻǳΩƭƭ ǎŜŜ LƴǾŜƴǘƻǊȅ 9ŘƛǘƻǊ ǳƴŘŜǊƭƛƴŜ 

once you roll your mouse over the menu. 

 

How do I add a listing to Cars.com?   
Click on the InventoryEditor menu option at the top of the page. 

 

Lƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ŎƻǊƴŜǊ ȅƻǳΩƭƭ ǎŜŜ ŀ ōǳǘǘƻƴ ǘƘŀǘ ǎŀȅǎ Add New Vehicle. 
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From here you can use our VIN decoder to help fill out vehicle information. You can also fill out information 

using our dropdown and fill-in menus. Once your information is complete, you can click on the Save button at 

the top of the page. 

 

άSave and Add Photosέ will take you to the add photos screen, άSave and Previewέ will show you how your ad 

will generally show on Cars.com and, άSave and Return to Inventoryέ will take you back to the Inventory Editor 

screen. 

How do I get to photos on my listings?  
There are two ways to get to your photos in MyDealerCenter. First, click on the InventoryEditor menu option at 

the top of the page. 

 

Then, select your listing on the page. 

 

Finally, click the Save and Add Photos button at the top or bottom of the page. 

 

Alternately, you can click directly on the number of photos from the Inventory Editor page. 
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How do I add photos to my listings?  
Once the photo page loads, it should look like this. 

 

As you add photos from the left hand ǎƛŘŜ ƻŦ ǘƘŜ ǎŎǊŜŜƴΣ ǘƘŜȅΩƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ǊƛƎƘǘΦ ¢ƘŜ ǊƛƎƘǘ ƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ 

screen, Vehicle Listing Photos  ǊŜǇǊŜǎŜƴǘǎ ȅƻǳǊ ƛƳŀƎŜǎ ŀǎ ǘƘŜȅΩŘ ŀǇǇŜŀǊ ƻƴ /ŀǊǎΦŎƻƳ 

To move photos from the left to the right, first, select the folder or camera where your folders are stored: 

 

Select the check boxes in the middle of the screen, then hit Send in the upper right hand corner of this box. 
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)ȭÍ ÈÁÖÉÎÇ ÔÒÏÕÂÌÅ ÕÓÉÎÇ ÔÈÅ ÁÄÖÁÎÃÅÄ ÐÈÏÔÏ ÕÐÌÏÁÄÅÒȟ ×ÈÁÔ ÃÁÎ ) ÄÏ? 
If at any time you have trouble using our photo tool, there exists another option. At the top of the photo page is 

a link to our Simple Photo Uploader. 

 

The simple photo uploader has you select images one by one, instead of by the whole folder. We encourage you 

to use the Simple Photo Uploader ONLY if you have trouble using our advanced photo tool. First, click the 

individual Choose File boxes. 

 

hƴŎŜ ȅƻǳΩǾŜ ŎƘƻǎŜƴ ŀƭƭ ƻŦ ȅƻǳǊ ǇƘƻǘƻǎΣ ŎƭƛŎƪ ǘƘŜ ǳǇƭƻŀŘ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜΦ 

 

!ƎŀƛƴΣ ǘƘƛǎ ƻǇǘƛƻƴ ǎƘƻǳƭŘ ƻƴƭȅ ōŜ ǳǎŜŘ ƛŦ ȅƻǳΩǊŜ ƘŀǾƛƴƎ ǘǊƻǳōƭŜ ǿƛǘƘ ǘƘŜ ŀŘǾŀƴŎŜŘ ǇƘƻǘƻ ǳǇƭƻŀŘŜǊΦ ²ƘŜƴ ȅƻǳΩǊŜ 

done adding photos, click the Return to Inventory button at the top and bottom of the page. 
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How do I see which listings are missing photos (formerly the photo availability 

report)?  
To see which listings are missing photos, first go to your listings. Click on the Inventory Editor menu option at the 

top of the page. 

 

bŜȄǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ƘŜŀŘŜǊ ǘƘŀǘ ǎŀȅǎ άІ ƻŦ tƘƻǘƻǎΦέ 

 

CǊƻƳ ƘŜǊŜ ȅƻǳ Ŏŀƴ ŜƛǘƘŜǊ ŎƭƛŎƪ ƻƴ ǘƘŜ ǇƘƻǘƻ ƴǳƳōŜǊǎ ǘƻ ŀŘŘ ƳƻǊŜ ǇƘƻǘƻǎ ǘƻ ǘƘŜ ƭƛǎǘƛƴƎ ƻǊ ŎƭƛŎƪ άǇǊƛƴǘŀōƭŜ ǇŀƎŜέ 

to print this page for your records. 

How do I change my account information?  
¢ƻ ŎƘŀƴƎŜ ȅƻǳǊ ŀŎŎƻǳƴǘ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άaȅ tǊƻŦƛƭŜέ ƻǇǘƛƻƴ ǳƴŘŜǊƴŜŀǘƘ ǘƘŜ ¦ǎŜǊ aŀƴŀƎŜƳŜƴt menu 

at the top of the screen. 

 

From here you can edit your username and password for MyDealerCenter. Please note, in the new 

MyDealerCenter your username must be a unique e-mail address. If your username is not currently an e-mail 

address, MyDealerCenter will ask you to update it at this time. 

To edit items like your sales lead e-mail addresses, toll free phone numbers or monthly reports, please contact 

your Cars.com Sales Representative. 
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What is the Photo Lot?  
Cars.com offers a tool called the Photo Lot to temporarily store photos. The Photo Lot allows you to store up to 

рлл ǇƘƻǘƻǎ ŦƻǊ ол ŘŀȅǎΦ ²Ƙȅ ǿƻǳƭŘ ȅƻǳ ǿŀƴǘ ǘƻ Řƻ ǘƘƛǎΚ [ŜǘΩǎ ǎŀȅ ǘƘŀǘ ȅƻǳΩǾŜ Ƨǳǎǘ ǘŀƪŜƴ рл ƻǊ сл ǇƘƻǘƻǎ ŦƻǊ ƴŜǿ 

vehicles on your lot. Uploading your photos to the Photo Lot first can drastically help reduce the time it takes to 

get your vehicles online by uploading them all in one batch. 

How do I upload photos to the Photo Lot?  
First click on the Photo Lot option underneath the Inventory Editor menu. 

 

Now, uploading photos to the Photo Lot is just like adding them to your listing. Select the folder on the left hand 

side of the screen, check the photos you want to upload, and then hit the send button. 

How do I add photos from the Photo Lot to my l ist ings? 
hƴŎŜ ȅƻǳΩǾŜ ǳǇƭƻŀŘŜŘ ƛƳŀƎŜǎ ǘƻ ǘƘŜ tƘƻǘƻ [ƻǘΣ ȅƻǳ ƘŀǾŜ ǘǿƻ ƻǇǘƛƻƴǎΦ ¢ƘŜ ŜŀǎƛŜǎǘ ǿay to get photos out of the 

Photo Lot is to go to the edit photo page for the individual vehicle. As you might remember, there are two ways 

to get to this page: 

1. Click on the number of photos on the Inventory Editor page, or 

2. hǇŜƴ ŀ ƭƛǎǘƛƴƎ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜ ŀƴŘ !ŘŘ tƘƻǘƻǎΦέ 

hƴŎŜ ȅƻǳΩǊŜ ƻƴ ǘƘŜ ǇƘƻǘƻ ŜŘƛǘ ǇŀƎŜΣ ȅƻǳΩƭƭ ǎŜŜ ŀ ǎŜŎǘƛƻƴ ŎŀƭƭŜŘ From  My Photo Lot . 

 

¢ƻ ŀŘŘ ǘƘŜǎŜ ǇƘƻǘƻǎ ǘƻ ȅƻǳǊ ƭƛǎǘƛƴƎǎΣ ǎƛƳǇƭȅ ŘǊŀƎ ǘƘŜ ǇƘƻǘƻǎ ŦǊƻƳ ǘƘŜ άCǊƻƳ aȅ tƘƻǘƻ [ƻǘέ section to the 

ά±ŜƘƛŎƭŜ [ƛǎǘƛƴƎ tƘƻǘƻǎέ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ ǊƛƎƘǘ ǎƛŘŜ of the page. 
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How do I auto -match my photos to my listings?  
In the older MyDealerCenter, the Directory Photo upload feature would auto match photos to listings based on 

the name of the photo. For example, if you uploaded a photo AZHB1-01.jpg it would appear as the first photo on 

vehicle AZHB1. MyDealerCenter still supports this feature. 

First, upload your photos to the Photo Lot as detailed above. Once the photos are in the photo lot, click the 

Match Lot Photos to Listings button at the bottom left of the page: 

 

tƘƻǘƻ [ƻǘ ǎǳǇǇƻǊǘǎ ŀ ƴǳƳōŜǊ ƻŦ ŘƛŦŦŜǊŜƴǘ ƴŀƳƛƴƎ ŦƻǊƳŀǘǎΣ ƛƴŎƭǳŘƛƴƎ ǘƘƻǎŜ ŦǊƻƳ !ǳǘƻ¢ǊŀŘŜǊΦŎƻƳΦ IŜǊŜΩǎ ŀ Ŧǳƭƭ 

list of the naming formats supported: 

Stock#.jpg (for a single photo) VIN.jpg (for a single photo) 

Stock#-Photo#.jpg Photo#-Stock#.jpg 

Stock#_Photo#.jpg Photo#_Stock#.jpg 

VIN-Photo#.jpg Photo#-VIN.jpg 
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VIN_Photo#.jpg Photo#_VIN.jpg 

 

As long as your photos are named in one of the formats aboveΣ ǘƘŜȅΩƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƳƻǾŜ ǘƻ ȅƻǳǊ ƭƛǎǘƛƴƎǎ ƻƴ 

Cars.com. 

How do I unlock my listings?  
Click on the Inventory Editor menu option at the top of the page. 

 

Each vehicle in MyDealerCenter shows an owner field. Locked records are shown as being owned by the Dealer 

while unlocked records are shown as owned by the Feed.  

 

Clicking on Dealer link under the owner column brings up the following message: 

 

Click on the Unlock button to unlock these records. 

How do I undelete my listings?  
Click on the InventoryEditor menu option at the top of the page. 

 

Click on the Advanced Search link to view all options. 
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For Search By Status choose DELETED from the drop-down. Next, locate the vehicle(s) you wish to undelete and 

place a check mark in the box to the left. 

 

Click on the Undelete button at the top left of the page. 

 

Finally, click on Reset to return to your regular inventory view. 

 

 


