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How to

MLSSAZ Cancel a Listing

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

(®Flexmls @ o

X Menu Quick Search  Office/Member  Change Listing  Reports - Users  Change User MLS Intrane! Rosters

Q se

Dashboard Add/Change Search

MLS

2. Input listing number in the MLS# space and select “Next”

Change Listing

Find By MLS Number MLS #

3. Navigate to thge bottom and find the header name “Status” and select “Cancel
Listing (Final)”
a. Note: if your listing is in “Coming Soon” status, you must make it active
before cancelling

Status
Current Status (Active Contingent) >
Modify/Remove Contingency >
Extend or Expire Listing >
Pend Listing (Under Contract) >
Close Listing >
Withdraw Listing (Temporary) >
Cancel Listing (Final) >

Instructions continued on the next page
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MLSSAZ Cancel a Listing

Step by Step Instructions (cont.):

4. Select your cancellation date and hit “Save’
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C How to

ussiz Cancel a Listing
FAQs

1. My seller wants to put the property back on market. Can | reactivate the same listing?
a. Yes- if your listing agreement is still active and has not expired, you can relist the
property by selecting the “Back on Market” option in the same area where you
originally cancelled the listing

2. | cancelled the listing, but now my seller wants me to remove the photos. Can | do that?
a. You may submit a status change/report form (with all required signatures) to
info@mlssaz.com requesting to privatize the photos. The primary photo will remain,
but all other photos will be private to the general public
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