MARIS

How to Input a Listing

1. Sign into Matrix on marismls.com/products

Matrix”

a ntral to the
Matrix

Learn More Sign In

2. Select Input

MY MATRIX | SEARCH

Matrix”

INPUT

ROSTER | STATS | FINANCE

3. Select Add New

<= Input
Listings

Edit existing Listings

Select a Listing v ortype — MLS # - Edit

a. If you receive an error message, you need to be given further listing
capabilities, please contact your Managing Broker.

4. Choose your property type

| Add New Listing
Select Form

Residential Data Input
Condominium Data Input

New Construction & Display
Residential Lots up to & incl ten acre
Multi-Family 2-4 Units

Multi-Family 5 or more units
Commercial and Industrial

Acreage & Farms


https://marismls.com/products

5. Choose between one of the following options

4+ Add a New Cross Property Listing

Fill from Existing Listing | Start with a blank Listing | Fill From Tax

a. Fill from Existing Listing
i. Clone one of your previously listed properties to fill from.
b. Start with a blank listing
c. Fill from tax using the search criteria provided
6. Fill in mandatory data within each tab which are highlighted in yellow and
will show according to the status selected

Status Agent Information General Rooms & Baths Descript

Agent Information

Find an Agent Agent
Listing Agent MLS ID
Agent Name:

Refresh R

a. For more information on status, please view the Status Guide here.
7. Once completed, you may select Validate to scan your listing for missing

fields

"0 Validate @ e=ile=IR eIl +" Submit Listing

8. Click Submit to complete your listing input, add it to the selected status
type, and receive your MLS number.

If you have any questions, please contact support@marismls.com



https://marismls.com/userfiles/kcfinder/files/Office_Manual_0622_statuses_pkt(1).pdf
mailto:support@marismls.com
mailto:support@marismls.com
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Add photos and supplements

Once a listing is submitted, the option to add/edit photos and supplements will be
displayed.

# Input Succeeded

Listing has been successfully updated. Listing Number:
Your Listing has been successfully updated and will appear on the system shortly.
Manage ShowingTime

Assign a Lockbox

Continue Ed{ing | %, Add / Edit Photos | % Add / Edit Supplements

Photo Uploads

Add / Edit Photos for MLS:

To upload, click Browse. To upload Multiple photos at once, hold the Ctrl (Option) key down when clicking on the filenames. To Order your
photos once uploaded, drag by the grey title bar. Click on any image to view its Details. For maximum quality, upload photos at least 1600
x 1200 pixels in size. Photos must be less than 20MB.

Click here to import photos from another listing.

'JO Browse...
Click Browse to select photo(s) to upload (99 max).

IMAGE UPLOAD CERTIFICATION

I hereby certify the following with respect to the images, photographs, visual recordings or created graphics, renderings, floor plans or
other digital content (collectively "Images”) to the multiple listing organization (including its parents, affiliates, subsidiaries,
successors, and assigns) (collectively, "MARIS") to which I am uploading the Images:

For Participants (and those acting_under the authority of Participants)

For those Images created by me, I hereby grant to MLO, or, if applicable, certify and confirm a prior grant that I have made to MLO in

@ Cancel



Supplement Upload

| Manage Supplements for 22042600

Add Supplement (10MB max)

Supplement Description

Select File Choose File | No file chosen Upload

Supplement Type Seller's Disclosure ~

@ Cancel

Manage Showingtime

The instructions for this listing are not complete.

We've gone ahead and filled in your notification preferences; please verify these are correct for
this listing, make any other changes to the listing, and click "Save’ to complete your instructions.

Showing Time for the MLS

Allow Showing Agents to Request Appts Online? @ ves O No

Allow Showing Agents to Request Virtual Appointments? | In-Person and Virtual Appts V|

INCOMING

Presented By:
Realtor Name

Reactivate ; Appointment Settings

Listing Activity Report [ Appointment Type: Appointment Required

Showing Instructions Showing Restrictions

Listing Changes Log  © Is this a listing agent accompanied showing? O Yes ® No

Feedback Template: | ShowingTime Template hd |

]

| Contact Details | Can Confirm Appts By:
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Add an open house m
1. Select Input in Matrix

Matrix” MY MATRIX | SEARCH | ROSTER | STATS | FINANCE | INPUT |

2. Select your listing from the pull-down menu

<= Input
Listings

Add new or Edit existing Listings

Select a Listing v gytype - MLS # - Edit

3. Click Open House

Select Form

Residential Data Input

4. Enter Open House Data (yellow highlighted fields are mandatory) and
Submit.

Jpen House

Date Open House Type
=[6 public
Start Time BILET)
ompany Only
@O @ Office Only



Add a virtual tour qﬁ
1. Select Input in Matrix

Matrix” Mymamix | SEARCH | ROSTER | STATS | FINANCE | INPUT |

2. Select your listing from the pull-down menu

== Input
Listings

Add new or Edit existing Listings

Select a Listing v g)type — MLS # - Edit

3. Select Virtual Tours

Residential Data Input
Open Houses

4. Add the unbranded Link to one of the three options and Submit.

Virtual Tour

Virtual Tour Links MLS Number:

Virtual Tour Link 1

Virtual Tour Link 2

Video Open House

“g Validate €3 Cancel Input [REERHIISEE N
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You can email listingchanges@marismls.com for updates needed to current on-
market listings.



mailto:listingchanges@marismls.com
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