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Listing Process 
 

Enter the Listing 
 
▪ Login to FMLS, hover over Products, then click on Matrix.  Click Add/Edit.  Then click Add New.  On the next screen, select 

the type of property you’re entering, most often Residential Input. 
 

      
 

▪ You can choose to search the tax records to begin your listing entry, and it will automatically fill in some fields for you.  Or 
you can choose to Start with a Blank Property.  This second option is sometimes a better choice, if the tax records aren’t 
correct or may not exist yet (like with new construction or recently sub-divided land, for example). 
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▪ Begin filling in the required fields either by typing in the info or selecting an option from the various drop-down menus or 
checkboxes.  Be sure to complete the fields on all tabs.  When you are finished, click Save as Incomplete and make a note 
of the FMLS #. 
 

 
 

▪ Next, click Manage Photos, then click Browse.  Navigate to the folder on your computer where you’ve saved the photos for 
the property and select all photos.  Allow them time to upload, rearrange them if necessary, then enter a description on 
each photo, if so desired.  Click Certify and Save when you are done. 
 

 
 

▪ Next, you will click Continue Editing to return to the input form, then click Submit Property.  If you’ve made any errors, the 
system will alert you so you may correct them.  Once submitted, the listing is live and viewable by other agents and any 
buyers that are set up on a portal. 
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▪ Next, you will set up ShowingTime so that buyer’s agents can schedule showing appointments.  From the Add/Edit tab, 
select the property, then click Manage ShowingTime. 
 

      
 

▪ Typically, you would leave the top section at its default settings.  Any of this can be changed to suit your and the seller’s 
needs.  For instance, if the house is vacant, you might select Go and Show for the Appointment Type, and the system will 
automatically approve showing requests.  Or if the seller wishes to have you present for all showings, then switch Listing 
Agent Accompanied Showing to Yes. 
 

 
 

▪ In the Contacts section, you can Add a New Co-Listing Agent, if applicable.  You will then Add Owner/Occupant for any 
sellers that will be approving showing requests.  Select the best way to contact each person, typically Text. 
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▪ When you click Add Owner/Occupant, this dialogue box appears.  Click the Add New tab and enter the seller’s first and last 
name and their mobile phone number.  Check Use for Text Messages.  You may also choose to enter the seller’s email 
address.  If you do, they will receive an invitation to the showing portal and they will be able to review showing feedback.  
Then Save when you are done.  Follow the same process to add any additional sellers.   
 

 
 

▪ Scrolling down to the Appointment Restrictions settings, you can change Advanced Notice Required to reflect the seller’s 
needs.  A lead time of 1-2 hours is typical to allow the sellers time to tidy up, secure pets, and vacate the home.  Change 
Maximum Appointment Length to 1 Hour to allow buyers ample time to view the property.  Less time may be necessary if 
the listing is receiving very high activity.  If there are any additional showing restrictions, click Add New Showing 
Restriction. 
 

 
 

▪ In the dialogue box that appears, type in the reason for the restriction (for example, “No showings until Fri 7/22 at 10 am” 
or “Toddler nap time each day 3-5 pm”).  Then select either timed restriction and enter the effective times or select all-day 
restriction.  From there, you can select the restricted days and set a repeating restriction, if necessary.  Then click Save. 
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▪ In the Access Information section, you can enter the details for the Supra lockbox.  When you are done with all these 
steps, you can click Save Changes at the top.  But don’t exit ShowingTime just yet - we have one more thing to do. 
 

 
 

▪ Our final step here will be to add the property disclosures to ShowingTime as attachments.  This setting will automatically 
email the property disclosures to any agents that request a showing.  Click on Attachments, then Add/Remove. 
 

 
 

▪ You will click Choose File, then navigate to the saved disclosures on your computer.  You may include up to 5 attachments.  
You may choose to upload the Legal Description, Plat, Seller’s Property Disclosure, Community Association Disclosure, 
Lead-Based Paint Exhibit, and/or HOA Documents, as applicable.  Then Click Done.  You may now exit ShowingTime. 
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▪ Back on the Add/Edit tab in Matrix, select the subject property, and click Upload Documents.  This will attach the property 
disclosures to the listing itself. 
 

 
 

▪ This will open the Remine Docs+ Dashboard.  Click on Upload a File.  Navigate to the saved disclosures on your computer.  
Upload the Legal Description, Plat, Seller’s Property Disclosure, Community Association Disclosure, Lead-Based Paint 
Exhibit, and/or HOA Documents, as applicable.  You are not limited to the number of attachments you can upload here.  
Click Continue. 
 

 
 

▪ Select Create New Folder at the bottom, then enter the property address at the top.  Then click Done. 
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▪ Within the property folder, put a check mark next to each document, then click MLS Visibility. 
 

 
 

▪ Enter the FMLS #, select Shared, then click Update.  If it displays an error that there are no listings found, it’s because the 
system hasn’t refreshed yet.  Give it about 10 minutes then come back to try again.  Once you’ve successfully linked the 
disclosures to the listing, you can exit Remine Docs+. 
 

 
 

▪ If you wish to hold an open house, return to the Add/Edit tab and select the property.  Then choose Manage Open Houses. 
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▪ Select Open House for a public open house.  Select Caravan for an agent only open house.  Enter the date and times, then 
change the Status to Active and then Submit Property. 
 

 
 

▪ The final step in FMLS is to save a copy of the listing for your broker.  In the speed bar, you can enter the FMLS # then hit 
Enter. 
 

 
 

▪ Open the listing, then click Print at the bottom.  Select Agent Full, then Print to PDF.  Save it to your computer. 
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▪ Next, you will need to enter the listing in Georgia MLS.  Login and click on Ditto.  This will copy the listing from FMLS, so 
you won’t have to enter it from scratch again. 
 

 
 

▪ You want to send the listing to Georgia MLS. 
 

 
 

▪ You want to get the listing from First MLS. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Tutorial provided by SDC Consulting, LLC www.sdcconsulting.net Page 10 of 22 

▪ Enter the FMLS # and click Search. 
 

 
 

▪ Ditto will pull the listing from FMLS and ask you to verify that it is the correct one to use.  If it is correct, click Use This 
Listing. 
 

 
 

▪ Select the property type from the drop-down menu and click Next. 
 

 
 

▪ Select the property sub-type from the drop-down menu and click Next. 
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▪ Select New and click Next. 
 

 
 

▪ Ditto will now auto-fill most of the information from FMLS, but it might not pull all of the fields.  Scroll down the form, 
looking for blanks and missing info.  Be sure any required fields marked with an asterisk are filled in.  When you’re done, 
click Save. 
 

 
 

▪ Click Send Listing to Connect MLS. 
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▪ Make a note of the Georgia MLS #, then click Yes to add photos. 
 

 
 

▪ Click in the bar to add photos.  Navigate to the property’s photos on your computer.  Wait for all photos to load, then click 
Next. 
 

 
 

▪ If you need to rearrange the photos, you may drag and drop them in this screen.  When you are finished, click Save 
Changes.  Then wait while the system uploads the photos. 
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▪ When the photos are done uploading, the system will return to this screen.  You can exit the Ditto tab, but do not exit 
Georgia MLS just yet.  You still need to upload the disclosures. 
 

 
 

▪ Back on the Georgia MLS home screen, you’ll click on Paragon. 
 

 
 

▪ Hover over Listings, then in the Maintain section, click on Listings. 
 

 
 

▪ Find the listing you’re working on and to the right, click on Select An Action. 
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▪ Click on Associate Documents.  
 

 
 

▪ Click Add New. 
 

 
 

▪ Navigate to the saved disclosures on your computer.  Upload the Legal Description, Plat, Seller’s Property Disclosure, 
Community Association Disclosure, Lead-Based Paint Exhibit, and/or HOA Documents, as applicable.  Type the name of the 
disclosure in the Description field, then check the Public box, then click Save for each disclosure. 
 

 
 

▪ To add an open house, return to the Input Maintenance screen and click Add/Edit Open House. 
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▪ Click Add New.  
 

 
 

▪ Select the date and set the start and end times for the open house, then click Save.  Note that Georgia MLS only allows 
you to enter public open houses.  They do not have a separate option for agent caravans. 
 

 
 

▪ Our final step in Georgia MLS is to save a copy of the listing.  You can close out of the Input Maintenance screen and return 
to the Paragon dashboard.  In the Quick Search section, enter the Georgia MLS # then click Search. 
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▪ When the listing appears, click Print, then Print+. 
 

 
 

▪ Full Report is selected by default, and that’s the one you want, so click Print. 
 

 
 

▪ Once the report appears, click the Download button and save it on your computer.  You may now exit Georgia MLS. 
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▪ You’re going to briefly return to FMLS to merge the ShowingTimes.  This prevents different agents from accidentally 
double booking showings at the same time by making appointments in the separate MLSes.  In FMLS, go to Matrix, then 
Add/Edit.  Select the subject property, then Manage ShowingTime.  Then click Merge. 
 

 
 

▪ The FMLS listing will be highlighted in pink.  Find the corresponding Georgia MLS listing and select it by clicking to the left 
of it.  They may or may not be listed right next to one another, so you may need to scroll to find it. 
 

 
 

▪ You may have to scroll up or down to click Continue.  
 

 
 

▪ The FMLS listing should show on the left and the Georgia MLS listing on the right.  The boxes on the FMLS listing should all 
be selected by default, but if not, select the FMLS boxes, then click Merge.  You may now exit FMLS. 
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▪ Next, you need to attach the Supra lockbox to the listing.  Login to the Supra website then select the correct lockbox from 
the drop-down menu labeled Assign Listing. 
 

 
 

▪ Enter the FMLS # then click Assign. 
 

 
 

▪ In the Listing Details view, the address should automatically pull from FMLS, but if it doesn’t, you can manually enter it.  
It’s also nice to upload a photo of the property.  This helps to remind buyer’s agents of which property it was when they 
leave feedback. 
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▪ Scrolling down a bit, in the Showing Notifications section, put a check in Send Me Showing Notifications box.  Then under 
Also Send a Copy To, you can enter the email address of anyone else that you might want to copy on showing 
notifications, like a Co-Listing Agent or an Admin.  Click Save at the bottom, wait for the confirmation message, then you 
may exit Supra. 
 

 
 

▪ If you are a KW agent, you’ll need to login to Command to submit your new listing to your broker.  From the Command 
dashboard, click on Opportunities. 
 

 
 

▪ From the Opportunities page, you’ll click on Create Opportunity. 
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▪ Choose Listing as the Opportunity Type.  Enter the seller’s name.  It will automatically pull matches from Contacts.  (If your 
seller isn’t in your Contacts, you’ll need to stop and add them now.)  The Opportunity Name is usually “Property Address - 
Seller Last Name - Listing.” 
 

 
 

▪ Scroll down a bit and enter the List Price and Commission Rate.  Change the Opportunity Phase to Active and the 
Opportunity Stage to Showing.  Add any co-listing agents as Assignees.  Then click Create. 
 

 
 

▪ It will take you to the Property Details tab.  Click on the Edit icon to the right of the Property box to enter the property 
address. 
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▪ As you’re entering the property address, it will automatically find matches for you (it pulls from Google).  If it can’t find any 
matches, it will allow you to enter it manually.  Once the address is in place, click Save. 
 

 
 

▪ Next, click on the Documents tab, then select the Checklist Type from the drop-down menu.  In most cases, it’ll be 
Residential. 
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▪ In the Listed section, click Browse to begin uploading the listing agreement, disclosures, and MLS listings in their 
corresponding slots. 
 

 
 

▪ When you’re done, click Submit to MC.  You may now exit Command. 
 

 
 

▪ Be sure to alert your seller that their listing is now live, and prepare them for handling ShowingTime requests. 
 


