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Step by Step Instructions:
1.  To copy a listing, open the Menu in FlexMLS, in the center column under the

header “Add/Change” find and select “Copy” (the fifth option)

2.   Input the listing number (MLS#) in the box and indicate by selecting the
checkbox if you would like ot copt the photos. Click “Next”

3.  After you have input the listing ID you whish to copy, ou will be redirected to
the listing maintenance page where you can edit all fields

Instructions continued on the next page
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4.  Once you have verified the acuracy of all fields, click “Add Listing” to save and
publish the listing

a.Note: All detail fields for a listing will be copied, but prices, dates, or remarks
will not- you will want to utilize the “Full Copy” function for this

Step by Step Instructions (cont.):
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FAQs
1.  Why would I copy a listing?

a.  Your listing may have expired, been cancelled, or you need to re-list for various
reasons- this will streamline the listing process and save your time vs. re-listing from
the very beginning.

b.  Although a basic Copy will bring over all of your details fields, always be sure to
review athe information input from the previous listing is correct.

2.  Can I copy a listing that had the incorrect property type?
a.  If you are re-listing to indicate a different property or listing type, you cannot use

the Copy function as it will bring all of that information over into your new listing.
You must start from the beginning to change these features.
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