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Step by Step Instructions:

1. Login to your MLSSAZ account, go to FlexMLS and open the menu and select
“Change Listing”
a.lf this is not at the top of your taskbar, you can favorite this to add to your
taskbar by selecting the star that appears to the left of it
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2. Input listing number in the MLS# space and select “Next”

Change Listing

Find By MLS Number MLS #

3.All options available for selection or editing appear onscreen

General Price
Listing Information Change List Price
Supplement

Media

Map Lacation
Raset Geocode Photos (25)
Listing/Salling Membars Flacr Plans
Supra functions Deguments (1}

Videas and Virtusl Tours
Status

Scheduled Marketing Activities

Current Status (Active Contingent)
ModifyRemaove Contingency Fublic Open House
Extend or Expire Listing Eroker Opan House
Fend Listing (Under Cantract) Chack IT
Close Listing

Withdraw Listing (Temparary]

Cancal Listing (Final)
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Step by Step Instructions (cont.):

4. Select “Document” under “Media”
Media

Photos (33) )
Floor Plans )
Documents >
Videos and Virtual Tours >

5. Select “Add Document” on the top right corner

Documents in Incomplete Listing Add Bocument

123 N Test Lane, Tucson, AZ 85716

Listing Membar: rolke Mary Pallanes (ollies) g of TUCSON ASSOCIATION OF REALTORS (1) Entry Dats: 47002005

Status: Incomplete LISt Price: 50

Documents

Lead Paint Biscl Public

6. Select “Choose File” and select document to be uploaded and click “Open’
a.Note: You can only upload one document at a time
Add Document

Uplead Document

Document Description
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Step by Step Instructions (cont.):

7. Select a description from the drop down menu choices or type your description
and select “Save”

Upload Document

m No file chosen

Document Description

Select a Description hd

Documents
Green Documents
Lead Paint Discl
Seller Disclosure
Docur
Other

@ Punie Prvate

Cancel Save

8. After saving, you will see your document listed to the right. If you are unhappy
with the order of the documents, you may reorganize them by clicking and
holding the icon to the left of the document description and drag it to your
desired location.

i

ok | Documents

9. You may review how your documents appear on the Detail Report at the top
under “Documents”
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