
Editing a Posted Foreclosure Advertisement 
Correcting, Deleting, Cancelling 

 

Editing an Ad 
 

An Edit feature has been incorporated into the Foreclosure Ad Posting function to allow a Committee to make corrections 
to the data entered, to delete an ad for a sale that will not take place and has not been displayed to the public, or to 
cancel a sale that will not take place but has been displayed to the public on the website.   

Correcting Data Entered:    

Log into E-Services and enter the docket number in the same manner as for posting an ad.  On the Foreclosure By Sale 
by Docket Number screen, click on Edit on the right side of the screen, next to the appropriate property address.  
Provided it is prior to the “notice runs from (start date)”, any information regarding the sale may be corrected.  It is 
important that all information be accurate prior to the start date to be in compliance with the order of the court for posting 
of the ad.  Whenever the information is changed a new Foreclosure By Sale – Confirmation page must be printed for 
submission to the court as part of the Committee Report.   
 

Deleting a Posted Ad: 
Provided it is prior to the “notice to run start date” (the ad is not viewable to the public) a foreclosure ad that has been 
posted may be deleted.  Log into E-Services and enter the docket number in the same manner as for posting an ad.  On 
the Foreclosure By Sale by Docket Number screen, click on Edit on the right side of the screen, next to the appropriate 
property address.   In the edit mode, there is an added function below the “notice runs through (end date)” field.  Click on 
the dropdown, then click on delete.  Scroll to the bottom of the page and click on continue.   On the Foreclosure By Sale 
– Validation page, follow the instructions to be sure this is the ad to be deleted, then scroll to the bottom and click 
submit to delete the ad.  If the incorrect ad was selected or if the delete function was selected in error, click on cancel to 
return to the Foreclosure By Sale by Docket Number screen, or click on modify to return to the posted ad. 
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Placing Cancellation Notice on Posted Ad 
 

If a sale is cancelled (due to redemption or bankruptcy filing, etc.) a notice that the sale is cancelled may be placed on the 
posted ad.  Log into E-Services and enter the docket number in the same manner as for posting an ad.  On the 
Foreclosure By Sale by Docket Number screen, click on Edit on the right side of the screen, next to the appropriate 
property address.   In the edit mode, there is an added function below the “notice runs through (end date)” field.  Click on 
the dropdown, then click on cancel.  Scroll to the bottom and click on continue.  On the Foreclosure By Sale – 
Validation page, follow the instructions to be sure this is the ad to be cancelled, then scroll to the bottom and click 
submit to place the cancellation notice on the ad.  A confirmation screen will verify that the cancellation notice has been 
placed on the ad.  To see the ad, scroll to the bottom and click on Return to Current Case, then click on View Notice of 
Public Auction on the right next to the property address.  The posted ad with the words “This Sale is Cancelled” at the top 
in red should be viewable.   
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