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Add a Listing 
 

1. To add a listing, click to select the property type on the left side of the screen. 
 

 
 

2. Click the “Add Listing” button. 
 

 
 

3. Before advancing to the listing input screen, there is a pop-up box where you have the opportunity to auto-fill the 
standardized address and other key fields from the public tax record.  This is highly recommended if your listing is in 
one of the 30+ counties where we collect public records data.  If you wish to bypass this step, click the “Bypass” 
button.  Otherwise, locate the public record in one of 3 ways: Parcel ID number, property address or owner name. 
Click the tab for the option you want to use (Parcel ID selected by default).  After entering the information, click the 
“Next” button. 
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4. Depending on what you searched, there may be more than one record in the results.  Click the radio button next to 
the record you want to use, and then click the “OK” button. 
 

 
 

5. The new listing input screen will load with key fields auto-filled from the public tax record.  With Add/Edit, the 
entire listing input form is on one screen.  The first field you will complete is “Status.”  The default is “Active.”  
Leave this selected unless you want to enter a Comp Sold listing.  In that case, click the box and select “Comp Sold.” 
 

 
 

6. Work your way through the entire input form, ensuring you complete all required fields.  Required fields are 
designated with a white asterisk in a blue circle.  Optional fields are designated with a blue question mark in a white 
circle. 
 

 
 
You may roll your cursor over either of these icons to get a help text pop-up for that field. 
 
Save as Incomplete 
The system will automatically save your work every 5 minutes.  To save your listing as Incomplete at any time, click 
the “Save As Incomplete” link in the upper right corner of the section where you are working.  Clicking this link will 
save your listing as Incomplete and also take you out of “edit” mode and into “view” mode.  To return to edit mode 
and resume input, click the “Edit Listing” link on any section. 
 
TIP—Keyboard Entry:  It’s easy to work your way through the form solely with your keyboard if you prefer.  Use the 
tab key to advance to the next field (or Shift-Tab to move back).  When you come to a drop-down box, type the first 
letter of your selection. For example on Construction Status, type the letter “C” to bring up “Completed New 
Construction” and press the Enter key to select it. 
 
Multi-Select Boxes 
A number of fields are multi-select boxes in which you make one or more selections from a list (such as Basement, 
Appliances, bath Description, etc.  You can make these selections using your mouse or keyboard. 
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Using your Mouse:  Click the square icon to the right of the field name to open the select box.  Click the check box 
next to all the values you want to select.  When you are finished, click the “OK” button to close the window. 
 
Using your Keyboard: Tab to the field to highlight it.  Press the Enter key to open the select box.  Use your tab key or 
cursor keys to move down the list.  When you reach an item you want to select, press the space bar to select it.  
When you are finished, press the Enter key to close the window. 
 

 
 
Your selections will now show on the input screen: 
 

 
 
Entering a Date Field 
To enter a value in a Date field, you may type it in the mm/dd/yyyy format, or you may select the date from a pop-
up calendar.  To select, click the icon to the right of the date field (or press Enter on your keyboard after you tab to 
the field to highlight it).  Click a date on the calendar which will select it, close the pop-up and fill in the date for 
you. 
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7. When you have completed all of the fields and are ready to save the listing as Active on NorthstarMLS, click the 
“Save As Active” link at the bottom of the screen. 
 
If you made any errors that the system is set up to be able to catch, the fields with errors will be marked with an X 
in a red circle.  Only the fields with errors will show, making it easier to see and correct them.  Mouseover the red X 
icon for information about why the field has been flagged as in error. 
 

 
 
If at any point you want to see all of the fields on the form and not just the ones in error, click the “Show All Fields” 
link at the top of the screen.  Correct all of your errors, and then click the “Save As Active” link again. 
 
When your listing is successfully submitted, you will be brought to the “View” screen that shows all the data you 
entered and the MLS number that has been assigned.  From here you can add photos, supplements, virtual tours 
and open houses, as well as edit the listing, move the map pin or view the listing history. 

 
 

Add Photos 
 
Now that you have added you’re listing, you are ready to upload photos.  At the top right of the screen is a list of options: 
 

 
 
NOTE:  If you want to add or change photos on an already existing listing, find the listing on the Home page using the 
Search box (or click the Property type and check under the “Recently Edited Listings” section).  Click the MLS Number to 
open the View screen. 
 

1. Click the link labeled “Add/Edit Media.”  A pop-up box will open.  There are three tabs available.  The photos tab is 
selected by default. 
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2. Choose Your Photos 
Click the blue rectangle (below the tabs) with the text “Click Here to Select Image(s).” 
 

 
 

3. A file browser window will open.  Navigate to the space on your PC or network where your photos are stored.  Hold 
down the Shift (or Alt) key on your keyboard and click to highlight/select all of the photos for this listing. 
 

 



Page | 7 

 

 
The photos will all load into the Media Manager window: 
 

 
 

4. Rearrange Your Photos 
The photo labeled “Primary” is the main photo that will display on Matrix reports and public Websites.  The rest of 
the photos are in the order they will display on Matrix.  To move a photo, click on the photo holding your left 
mouse button down and drag it to the position you want, then release the mouse button.  Your photo will 
automatically reposition and renumber.  Repeat as necessary to get the order you want. 
 
NOTE:  If you are using Internet Explorer and not able to rearrange your photos, check which version you are using.  
If you are using version 7 or earlier, you may need to upgrade to version 8 for this function to work.  Contact our 
Help Desk if you need help with this. 
 

5. Add Captions 
We recommend that you add captions to all of your photos.  This gives you the opportunity to add more 
information about what is shown, such as recent updates, building materials, etc.  Click the blue box with the white 
letter “i” below the photo.  In the Caption pop-up box, type in your caption, then click the “Save” button. 
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6. Delete Photos 
To delete a photo, click the red circle with the white x below the photo.  Confirm your delete in the pop-up 
confirmation box.  This will immediately delete the photo. 
 

7. Add More Photos 
To add more photos, click the blue box at the top again, labeled “Click Here to Select Image(s).”  Repeat the process 
described in step 3 above. 
 

8. Save Your Photos 
At any time, you can save your work in progress by clicking the “Save” button at the bottom of the window.  To 
Save your photos and close the Media Manager window, click the “Save and Close” button. 
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Add Supplements and Virtual Tours 
 
Supplements and Virtual Tours are managed using the same Media Manager window as you use for photos. 
 
NOTE:  If you want to add or change supplements/virtual tours on an already existing listing, find the listing on the Home 
page using the Search box (or click the Property type and check under the “Recently Edited Listings” section).  Click the MLS 
Number to open the View screen. 
 
Click the link labeled “Add/Edit Media.”  
 

 
 
A pop-up box will open.  There are three tabs available.  The photos tab is selected by default. 
 

Supplements 
 

1. Click the middle tab labeled “Supplements.” 
 

2. Choose Your Supplements 
Click the blue rectangle (below the tabs) with the text “Click Here to Select File(s).” 
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3. A file browser window will open.  Navigate to the space on your PC or network where your supplements are stored.  
Hold down the Shift (or Alt) key on your keyboard and click to highlight/select all of the supplements for this listing.  
Supplements may be PDF, RTF or TXT files. 
 
The supplements will all load into the Media Manager window.  There are separate sections for your PDF files and 
your Text files: 
 

 
 

4. Add Descriptions 
You should add a description that will display on the MLS for each supplement so that agents and consumers know 
what they are before they open them.  By default, the file name is used for the description.  To change it, click on 
the file name to highlight it. Press your Backspace key to erase the file name, and then type in your description.  
When you are finished, click the “OK” link to the right of the Description. 
 

 
 

5. Delete a Supplement 
To delete a supplement, click the red circle with the white X to the left of the Supplement Description.  When you 
get the pop-up warning asking if you are sure, click the “OK” button. 
 

6. Save Your Supplements 
At any time, you can save your work in progress by clicking the “Save” button at the bottom of the window.  To 
Save your supplements and close the Media Manager window, click the “Save and Close” button. 
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7. Preview Your Supplements 
To preview a supplement you have uploaded, click the green circle with the white arrow to the left of the 
Supplement Description.  A new window will open containing your supplement. 
 

  
 
NOTE:  At this time, the green preview icon is only available if you click the “Save and Close” button and then re-
open the Media window. 

 
 

Virtual Tours 
 

1. In the Media window, click the “Virtual Tours” tab on the right. 
 

2. Type in the Web address of your Virtual Tour in the “URL 1” box.  Click the OK link to the right of the URL. 
 

3. Type a description of the Virtual Tour in the “Description 1” box.  Click the OK link below the Description. 
 

 
 
PLEASE NOTE:  Be sure to confirm that the Virtual Tour(s) you upload are the UNBRANDED version with no 
agent/broker contact information or agent photo.  Uploading the Branded version could result in a $100 fine. 
 

4. If you wish, you may add a second Virtual Tour using the “URL 2” and “Description 2” boxes. 
 

5. At any time, you can save your work in progress by clicking the “Save” button at the bottom of the window.  To 
Save your virtual tours and close the Media Manager window, click the “Save and Close” button. 



Page | 12 

 

Add Open Houses 
 
Find the listing on the Home page using the Search box (or click the Property type and check under the “Recently Edited 
Listings” section).  Click the MLS Number to open the View screen.  At the top right of the screen is a list of options: 
 

 
 
1. Click the link labeled “Open Houses.” 

 
2. In the Open Houses pop-up window, click the “New” button. 

 
3. Enter the information for your Open House. 

 

 
 
The date, start time, end time and type are required fields.  Put am or pm after the start and end times.  When you 
are finished, click the “Save” button. 
 

4. To make changes to the Open House, click the radio button to the left of the Open House ID and then click the 
“Edit” button.  Make you changes and then click the “Save” button. 
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To delete an Open House, select it and then click the “Delete” button. 
 
To add another Open House, click the “New” button. 
 
When you are finished, click he “Close” button. 
 
Open Houses are automatically deleted from the system overnight the day the Open House expires. 
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Edit a Listing 
 

Find the listing on the Home page using the Search box (or click the Property type and check under the “Recently Edited 
Listings” section).  Click the MLS Number to open the View screen. 
 
To go to “Edit” mode, click the blue “Edit Listing” button at the top right or any of the “Edit Listing” links in each of the 
section headers. 
 

 
 
 
To quickly move to a particular section, use the “Jump To” drop-down box at the top of the screen to select the section you 
want to edit. 
 

 
 
 
After completing your edits, click the “Submit Changes” link in any of the section headers or at the bottom of the screen. 
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Change the Status of a Listing 
 

Find the listing you want to change and go into “Edit” mode as described on the previous page under “Edit a Listing.” 
 
The Status section is at the top of the form.  Click the drop-down box to see the status changes that are available. 
 

 
 

Cancelled 
Select “Cancelled.” Click the Submit Changes” link. 
 

Temporarily Not Available for Showing 
Select “Temp Not Avail for Showing.”  Click the Submit Changes” link. 
 

Pending 
1. Select “Pending.” A new section for “PENDING” will display below. 

 

 
 

2. Complete the Pending Date, Selling Agent ID # and Projected Close Date fields.  Tom complete the Selling Agent’s ID 
# field, click the small square icon to the right of the field to pop up a search box.  Type all or part of the Selling 
Agent’s name in the search box and click the “Search” button.  Click the radio button next to the agent you want to 
select and then click the “OK” button. 
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The Selling Agent Name, Selling Office ID # and Selling Office Name will automatically fill. 
 

 
 

3. Click the “Submit Changes” link in the PENDING section header to finalize the status change. 
 

 
Sold 
Select “Sold.” A new section for “SOLD” will display below. 
 

 
 
Fill out all of these fields.  Click the “Submit Changes” link on the right side of the section header to finalize the status 
change. 
 
 

Back to Active 
Select “Active.” Click the Submit Changes” link. 
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View/Move the Map Pin 
 
Find the listing on the Home page using the Search box (or click the Property type and check under the “Recently Edited 
Listings” section).  Click the MLS Number to open the View screen.  At the top right of the screen is a list of options: 
 

 
 

1. Click the “View/Move Map Pin” link. 
 

2. In the Map pop-up window, click on the red map pin, hold down the left mouse button and drag the pin to the 
desired location. 
 

3. Click the “Save” button. 
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Copy a Listing 
 

Find the listing on the Home page using the Search box (or click the Property type and check under the “Recently Edited 
Listings” section).  Click the MLS Number to open the View screen. 
 
Click on the blue “Copy Listing” button. 
 

 
 
Click the “OK” button on the pop-up confirmation box. 
 

 
 
Make changes as needed and check that all information is still accurate.  Save as Incomplete or Submit as Active.  
Submitting it as Active will assign it its own MLS number. 
 
NOTE:  Be sure to check that the property is not already listed as Active by another agent before submitting your copy as 
Active.  Listing a property that is still under the listing contract of another agent is subject to a $1,000 fine. 
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Search for Listings 
 

On the Home Screen (or within one of the property types), click the “Search By” drop down box to select your search 
method.  MLS number is selected by default. 
 

 
 

MLS Number 
Enter one or more MLS ID numbers separated by commas. Press the Enter key on your keyboard or click the blue “Search” 
button. 
 

Agent or Office Code 
Your Agent ID (or Office Code) will auto-fill.  If you want to search a different agent (or office), backspace over your Agent ID 
(or Office Code) and enter one or more Agent IDs (or Office Codes) separated by commas.  If you do not know the Agent ID 
(or Office Code), click the search icon  to the left of the field. Type part or the entire agent (or office) name and click the 
“Search” button.  Click to select the agent (or office) from the search results, and then click the “OK” button. 
 
By default, the system will search Active, Pending and TNAS statuses.  If you want to change this, click the icon  to the left 
of the Status field.  Click the checkboxes to select or deselect statuses.  When finished, click the icon again to close the box.  
Click the blue “Search” button. 
 

Listing Address 
Enter one or more of the address fields.  Click the blue “Search” button.  Street Number and Street Name are usually 
sufficient, but you can also use City and Zip Code as needed.  Click the blue “Search” button. 
 

List Date 
Enter the List Date range you want to search.  You can type the dates in mm/dd/yyyy format or click the calendar icon to 
the right of each field to select your dates.  Click the blue “Search” button. 
 

Expiration Date 
There is no Expiration Date search.  However, you can use any of the search methods above and then click the “Expiration 
Date” column header in the search results to sort by Expiration Date.  You will only be able to view the Expiration Dates for 
the listings covered by your permissions level. 
 

Sort Your Listings 
In your search results, click any column header to sort the results by that field in ascending order.  Click it again to sort in 
descending order. 
 

View/Edit Your Listings 
Click the MLS number of any listing to view it.  If you have Edit Permissions for the listing, you may click the “Edit Listing” 
button at the top of the View screen. 
 

Incomplete Listings 
Click “Home” or any of the property types on the left side menu.  Your Incomplete listings are all there below the Search 
section.  Use the “Edit” and “Remove” links to the left of each Incomplete to manage them.  


