
 

  

 

 

 

 
 

 

 

 

Flexmls Fundamentals  

Your Home Dashboard  
Menu and Favorites  

MLS Intranet - Rules and Forms  
Your Profile  

Contact Management  
  

   

www.mlssaz.com  
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MLSSAZ: Flexmls Fundamentals   
  

Access:  www.mlssaz.com  

  

Browser:  Firefox   

  

Member ID: tar.#####     Password:         Click the MLS LOGIN button  
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1. The Blue Icon is the MLSSAZ Area Map—allows you to enter an       

address and determine the area for you address  

2. The Red Icon is the MLSSAZ YouTube Channel.  25 plus 4–12-minute 

videos from getting started to searching to CMA’s  

3. The Green Icon is MLSSAZ Online Bill Payment—gives you access to 

annual MLS Fees Invoice and any other invoices you have outstanding for 

T.A.R.   
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1. A gold star indicates it will be in your quick access bar  

2. Clicking on the gold star will be remove it  

3. To add a star—click next to the category you want on your access bar and the 

light gray star will turn to gold  

Categories you will want to be sure and include on your bar:  

• MLS Intranet—online forms  

• Contact Management-putting in your client’s name and email  

• Quick Search-locating properties  

• Saved Searches-the searches you send or subscriptions  

This is Your Quick Access Bar Circle in Blue: 
  

Click on the word menu   

Star the items to make them a favorite   
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• Access MLSSAZ forms such as Listing Transfer and Coming 

Soon/Exempt/Delay  

• Access MLSSAZ Rules and Regulations - allows you to research 

definitions and details before calling tech support  

• Access to your Profile Sheets—easy reference while working in Flexmls  

MLS Intranet    
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UPDATE YOUR INFORMATION FOR YOUR SIGNATURE OR ONE-SHEETS 

       Click on your initials on the upper right-hand side of your screen   

     

 

 

 

 

 

 

 

 

 

 

 

          

          

        Click on My Profile  

Choose the category you want to update. This is also where you add your 

photo or logo  
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Add a contact:   

1. Click on Contact Management   

 

2. Enter First Name, Last Name and E-mail in the blue boxes and click the  

+Add   

 

3. This screen will appear—if you want to add phone number click on EDIT 

CONTACT   
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SEE WHAT YOU HAVE SENT YOUR CONTACTS  

Go to Contact Management  

Click on the client’s name  

Go to the right and click on LINKS or MORE for LINKS  

 

You may click on Search Results to see the properties   
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Watch your Client’s Activity  

See the days they view and what exact listings they are looking at—even 

how many times they review the property.   

 

 

Click on their name — then the Activity tab    


