Entering a Listing into the Matrix System

Inputting a Listing into Matrix

1. Log into Matrix. On the menu across the top, select Input. Under Input click on Add New. This will
take you to the Add New Listing screen.

2. Add New Listing screen
a. 10 choices for adding various types of listings will be displayed.
b. If you are adding an active listing, choose the appropriate property type for your listing
from the first six choices listed.
c. If the listing being added is in sold status and there was no listing agent who is a member
of CVRMLS, then choose the appropriate property type from the remaining choices, each
of which begins with Sold Non-MLS. An example of a Sold Non-MLS listing would be a For
Sale By Owner where you were the buyer agent.
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3. Add New Listing, Screen 2

a. Three choices will now be displayed
i. Start A New Listing From Tax Record – this is required if your listing is in one of
the 16 jurisdictions for which we have tax records.

Under Tax Search select the county or city where the property is located, enter
information in the search section to find the listing – PID, Street Address, and/or
the Owner Name - then click Search. One or more tax records will be displayed.

Find the one for the property you are adding and click the FILL hyperlink on the
row to the far left to populate the listing from the data on that tax record. If no tax
record is found, try changing your search criteria, then search again. If you still get
no results then use “Start New Listing” and input the tax data manually. Be sure to
verify the accuracy of the tax data brought over.

CVRMLS – August 2014

Page 2

Entering a Listing into the Matrix System

When you are first taken into the actual listing input screens, you will be taken to the
Status tab, where you will see this:

You have a choice to select either Incomplete or Active as your status. If you are
entering this listing so that, after you have completed it, you wish other agents to be
able to search for and see this listing, you need to select Active as the status to
use. This does two things. First it highlights all the required fields for the property
type you are entering in yellow throughout all the tabs. Secondly, when you submit
the listing, the listing’s contents are checked to be sure there are no errors – dates
typed incorrectly, too many choices selected for a field, that sort of thing. Once you
have cleared up any of the issues then the listing will be submitted with an Active
status.
By choosing Incomplete under the Status tab, when you click on Submit your
listing will be issued and MLS number and will be saved as an Incomplete listing. The
only people that will be able to see that is yourself and MLS staff. You would use
this if you wanted to start a listing now but not submit it as an active listing into the
MLS until a later date. Another example of saving a listing as an incomplete listing
would be if you were inputting the listing and you had to stop in the middle of doing
so. Saving it as an Incomplete would allow you to come back to it later to complete
it.
ii. Start New Listing – This option takes you directly into the input screens to start
entering the listing.
iii. Copy From Existing Listing – Use this choice to copy either an on-market or offmarket listing that is/was listed by you. An example of a good time to use this
function is if you are adding several similar listings into the system one at a time (a
new subdivision) or if you had listed a property in the past and are listing it again. To
use this function click on Copy From Existing Listing. On the next page enter
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the MLS number of the off-market
listing in the section titled ML
Number From Which To Fill and
click Fill From. The system will
populate your new listing with as much information as it can from the off-market
listingand then bring you the input section where you can fill out the remainder of
the fields needed. Be sure to verify this information to ensure it is correct
for the current market condition of the property you are listing.
b. Once you have chosen one of the above options you will be taken to the actual input
screens. Note: While on the Status tab screen it is important to read all of the
information in red. This information is provided to ensure the correct status is chosen for
the listing.
4. Input Form Tabs

Note there are no Previous or Next buttons. To move from tab to tab simply click on the name of
the tab to be filled. Our recommendation is to go straight across from left to right so as to not miss
any tabs which may contain important fields to be populated. Additionally, the tabs described below
are specific to the Single Family category. The other categories may have the same or similar tabs,
but the functionality will be the same as these.
a. The first tab you will be presented with is the Status tab. This tab has only one selection
block called Status. It has two choices – Incomplete and Active.
i. Incomplete – select this status if you are inputting the listing for later activation.
Note that an Incomplete listing can only be seen by you.
Also please note that this status will not show you the
required fields in the listing. It will allow you, when you
click the “submit listing” button, to save the listing as an
Incomplete which you can then come back to Matrix
and finish at a later time. An Incomplete listing will only
be retained in the Matrix system for 14 days before being automatically deleted.
b. Active – All required fields will be highlighted in yellow and when the listing is Submitted
the listing will be made available to other members in the Matrix system. We
recommend you start AND finish on this tab before submitting the listing to
be sure the status selected is the one you want.
c. Listing Info – This contains the fields for general information about the listing. It also
contains the section where you can set the map that shows where the property is located.
Once you have filled out, at a minimum, the required fields on this tab, go to the map and
click the link that states Get Lat/Long from address. This allows the system to properly map
the property.
d. Room Info – This tab allows you to enter the room information for the listing – the name
of the room, length and width, what level it is on, and a brief description of the room.
Note that there is only one required field in this section, and that only shows up if you
choose the Room Type of Master Bedroom. For that selection the room level is required.
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If you wish to add more than one room, once you have completed your first room click
the “More” tab at the bottom right of the room you just finished. This will add a second
Room Information field. You can do this as many times as you have rooms.

e. Bath Info – Information pertaining to the baths in the property being added. Please note
that all of the Full and Half Bath fields are required, which means you have to put
something in those fields. So if there are no baths on the second level, as an example, you
would have to put a zero in both the full and half bath fields for the second level. Also,
when you enter a number for a full bath field that is non-zero, the Bath Description field
becomes required. You have choices of Tub, Tub and Shower, or Shower.
f. Features – This tab contains the main features for the listing. Note that some of them are
flagged as yellow, which means that they are required and you will have to pick at least
one item from that field. Also, there are some Yes / No fields here, such as Pool Y/N and
Garage Y/N. Note that if you choose YES for some of these fields then the feature field
for that question – Pool for Pool Y/N and Garage for Garage Y/N – will become required.
You will not see those fields change to yellow until you move from this tab, and then
come back. We recommend filling out as many fields as possible here, as the
more information entered in this section, the better chance another
REALTOR® has to find your listing in their searches.
g. General Info – General Information about the listing goes here, such as Assessed Land and
Improvements, tax year, annual taxes, et cetera.
h. Remarks – This tab is where you can enter the Remarks and Agent Only Comments for
the property. Be sure to check the CVRMLS Rules and Regulations for information that
may be prohibited in these fields.
i. Remarks – You may enter up to 1,200 characters in this field. Please note that this
field is for information about the property only. It is not for Open House
information, contact information, or where to go or who to call to schedule a
showing or where to submit your contract of purchase. When the listing is sent to
websites outside of CVRMLS, if the owner made the choice to do so, this field will
be sent with the listing and may be displayed on those sites.
ii. Agent Only Comments – You can enter up to 512 characters in this field. Because
this field is not sent to publications outside of the MLS and this field can only be
viewed by members, use this field to communicate information to agent looking at
this listing in the MLS. Few restrictions apply.
i. Fee Info – Fields for any Fee information are contained in this section.
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Owner Info – Owner information goes here. Please note that the owner name is required.
Putting in something besides the owner’s name may result in a violation notice being sent
from CVRMLS’ compliancy program.
Agent/Office Info – Your name and office should be pre-populated here for you. If you
have a co-listing agent on this property, here is where you would enter their information.
Compensation Info – This is where you would enter the buyer’s compensation
information. At least one type of compensation must be entered.
Showing Instructions – This is where you would enter the showing instructions for the
property. Please note that if you pick instructions that state the listing has a lockbox, then
the Supra Serial LB # field will be required after the third day you put the listing into the
MLS. If you know the serial number when you put the listing in, we recommend that you
enter the serial number at this time. If you don’t then CVRMLS’ compliancy program will
send you an email the day after you submit the listing as Active to remind you to put that
number into the listing. If you do not it will become an actual violation on the fourth day
and a violation notice will be sent to you.
Virtual Tour Info – This is where you can put up to two links to virtual tours about the
property. They should be formatted with the http:// before the actual URL. Note that any
URL entered here must be unbranded.
Internet Display Info – This is the place to put the answer to the four questions your
clients were asked if you were using the CVRMLS standard listing agreement. Or, if you
are using a different agreement, then these would have been answered on the Addendum
for a Non-CVRMLS listing agreement. Select Yes or No for these four fields.

5. Submitting the Listing – Once you have completed all the tabs, you need to submit the listing. There
are two different ways to do this.
a. As An Incomplete – if you have Incomplete selected under the Status tab, then when you
click on Submit Listing at the bottom of any of the tabs, the listing will be saved and given
an MLS number. Please note that this does not mean it is an active listing even though you
have gotten an MLS number for it. Saving the listing as an Incomplete listing will allow you
to come back and submit it as an Active listing at a later time. Until that time the only
people that can see this incomplete listing is you and your broker. One of the CVRMLS
rules and regulations require a listing be in active status in the MLS within
three days of the ratification of the listing agreement. Saving a listing with an
Incomplete status will not satisfy this rule. The listing must be in active status
in order not to violate this rule.
b. Active - If you have Active selected under the status tab, then when you click on Submit
Listing the system will first check the data you put in and flag any errors that it
encounters, such as selecting too many elements in a feature field, or inputting a date
incorrectly.
Note: CVRMLS recommends starting and stopping
your listing input on the Status tab. This will allow
you to check the status you will be submitting on this
listing to be sure it is the one that you wish to use.
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The system will flag these errors by first putting a red circle with a white exclamation
mark in it to the left of the tab where the field in error is located. Click on the tab and
you will see the field, or fields, that have the error because that same red circle will
appear next to the field that has the error. At this point you can click that red circle to
see what the error is. Make the corrections as needed.
6. Receiving an ML number – Whether you save the listing as Incomplete or Active, when you have
completely finished you will be presented with an ML number. This is the unique number that
identifies the listing in the MLS.

7. CheckIT – CheckIT is a function available through our compliancy program. Once you have an
active listing you can run CheckIT against the listing. This will show you any potential rule violations
on the listing, giving you a chance to correct it before it becomes an actual violation. You can find
the CheckIT link in two places. When you submit your listing as an active listing the link will be on
the page where the MLS number is given to you. You can also go to My Listings, select My Editable
Listings in the drop down at the top left, then tag the listing to edit it. When you click Edit on the
bottom menu you’ll be taken to the Modify Listing page. You will find the CheckIT link under the
Other Options section at the bottom of the page. Please note that CheckIT will not work on an
Incomplete listing. If you try to run CheckIT against an incomplete listing you will see the message
displayed at the top of the next page. If you see the message and you did not want to save it as an
Incomplete listing, but rather as an active one, go back in, edit your Incomplete listing (My Matrix,
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My Listings, My Incomplete Listings), select Active under the Status tab, and submit your listing again.
8. Adding Photos and Supplements – Once you have an MLS number you can add up to 24
photographs to the listing and any supplements to your listing. If your listing is in Incomplete status
then only you, your broker, and CVRMLS staff will see those until you make the listing Active. If the
listing is Active when you add the photographs and/or supplements, then those will show up on the
Active listing within twenty minutes of those being added to the listing.

To select the photographs you wish to upload to the listing, click on Browse. You can then upload
the photographs one at a time, or you can select up to 24 and then upload them all at once by
selecting them and clicking Open. Your screen in Matrix should look something like this once you
have uploaded the photographs:
From here you can reorganize your photographs by left clicking the grey bar across the top of the
photograph and drag it to the position you wish it to be when shown. You can add descriptions to
your photo by clicking on the photo you want to add a description on. When you do, a larger
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photograph will appear.

To start to add the description, click on Enter Description. That hyperlink will disappear and a text box
will appear:

Enter the description for the photograph. When you are done you can run the spell checker against
it if you with. Then, to save it, click Done, then Save.
Do this for any of the photographs you wish to update. When you have finished rearranging and
adding descriptions to your photographs, the
last thing you need to do is to actually save
those to your listing. To do that click the
Save button at the bottom of the Add/Edit
Photos screen. This will then save the
photographs to your listing.
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At this point you are finished! We recommend you print out a copy of your listing on the Agent
Complete report and review it to be sure the information you entered is correct.
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