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Please be sure that you have taken MLS Basic prior to this course (MLS Basic is 
required for all new subscribers within their first 60 days of joining Stellar MLS). 
 

Adding Fields to Search Forms 
 
Near the bottom left of Matrix search forms, there 
is an option to manage the display of additional 
criteria fields. For this first example, please use the 
Residential Quick form.  
 
To begin, scroll down to the bottom left corner, and 
select the link that reads "Add" to open a list of 
Frequently Used Fields in Matrix that may be 
added to a form.  
 
On the page that follows, navigate the available 
fields either by scrolling through the list or by using 
the Search box. When using the Search option, 
results are returned as soon as matches are 
available based on the information entered. 
 
It is important to note that when reviewing the list, 
the selections shown are field names rather than 
options that may be selected within those fields 
(when applicable). For instance, “View” is a field 
name in Matrix, however that field contains values 
that may then be selected from a predefined list 
such as City, Garden, Golf Course, Pool, etc. 
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Move the field(s) you wish to add to the search form from the Available Fields box on 
the left to the Selected Fields box on the right by first highlighting the field name then 
using the Add button between the two boxes. 
 

 
When you first begin adding additional fields to search forms, you will probably 
encounter a situation where the criteria you want does not appear in the Available 
Fields list. One example of this would be the word “fenced”. Although this word does not 
appear as a field name, that does not mean “fenced” could not be an option somewhere 
within a criteria field in Matrix. 
 
So, how can you strategically add fields to your search forms? For this, we will review a 
document that is required to be completed (and signed) before listings are activated in 
the MLS. That document is called a Listing Data Entry Form. 
 
Data entry forms are available for all 
property classifications in the MLS (e.g. 
Residential, Income, Vacant Land, etc.) 
and contain all of the fields available in 
Matrix for that particular property type.  
 
Listing forms can be accessed in the 
Document Library under the Resources 
tab of Stellarmls.com, from a link on the 
Products & Services page of Stellar 
Central, TransactionDesk and Form 
Simplicity, as well via links from within 
Matrix. In this class, we will focus on the 
Residential Listing Data Entry Form. 
 
For your convenience, you may access all the data entry forms by selecting the link 
shown here: 

https://www.stellarmls.com/documents/listing-forms 

https://www.stellarmls.com/documents/listing-forms
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Please note that MLS Data Entry Forms are updated periodically, so be sure that you are 

using the most current version! 

 
 
 
For this class, open the Residential Listing Data Entry 
Form. The current version (when these course notes 
were prepared) is titled Residential - January 2023. 
 
With the PDF form displayed on your computer, open 
a search box by first typing Ctrl+F on a PC or CMD+ F 
on a Mac. These are usually the keyboard shortcuts 
for the find function but, if not, you may need to locate 
the option depending on your computer setup. The 
goal is to search the PDF for your desired word. 
 
For this example, type “fenced” into the search box 
and two matches should show within the field titled 
Fencing. 
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Again, depending on how you opened the PDF (downloaded to your computer or 
displayed in your web browser), as well as the computer operating system you are 
using, the search box may appear in a different location than shown in the above image. 
 
The takeaway is that you are now able to confirm that “Fenced” is an option that could 
have been selected in the Fencing field when the property was entered into the MLS. 
 

 
 
Now that we know the field name, return to Matrix, select Fencing from the Available 
Fields list (1), choose the Add button (2) to move the field to the Selected Fields 
window, then use the Back button (3) to return to the search form. 
 

 
 

Scroll to the bottom of the form and the Fencing field will now be available for you to 
select “Fenced” from the list of the available options. 
 

 
Notice that the link next to the words “Additional Fields” now reads “Add/Remove”. It is 
important to note that any fields added to a particular search form in Matrix will remain 



Advanced Matrix Searching 
 
 
 

 5 rev. February 2023 

 

Advanced Matrix Searching | Course Notes 

on that form until you remove them. Moreover, fields are only added to the form being 
used at the time and not globally in Matrix. 
 
Add fields as desired and reorder them using the Move Up or Move Down buttons to the 
right of the Selected Fields once you highlight the field name in the list. To remove a 
field, simply select it and use the Remove button between the list windows. 
 

 
 

In addition to the example above for fenced properties, another use of this process can 
be demonstrated with the word “Fixer”. Fixer is not an available field in Matrix but by 
searching the Listing Data Entry Form, you will find it as an option within the field titled 
Property Condition. 
 
It is important at this point to note two things, (1) the data in the MLS is only as good as 
what the listing agent has entered and (2) each of these examples is predicated upon a 
list of predetermined options within the field. 
 
So now the question is, where else could keywords or terms appear if they are not in a 
list that an agent chooses from on the Data Entry Form? 
 
The answer? Open text fields such as Public Remarks! This field is one location where 
a listing agent can describe features of the property in their own words and which may 
not have been a selectable value in one of the other fields. 
 
To search in text-based MLS fields, you can use wildcards…. 

Using Wildcards 
 
To demonstrate wildcard searching, we will begin with the Legal Subdivision Name field 
which is already a default on the Residential search forms in Matrix. 
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A wildcard is represented by an asterisk character (*) and used in place of what is 
unknown. 

 
For example, if a customer mentions interest in a subdivision, but cannot recall any 
portion of the name other than it contained the word “Ranch”, this is a perfect use for 
wildcards. Because the letters “ranch” could appear anywhere in the name of the 
subdivision, enclose the characters with asterisks (e.g., *ranch*). When *ranch* is 
placed into the Legal Subdivision Name field, any property with those letters appearing 
anywhere in the field (and matching the rest of your search criteria of course) will be 
returned. 
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Saved Searches vs Carts 
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Saved Searches 
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Carts 
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Speed Bar & Search Widget 
 
Have you ever used the Matrix Speed Bar? 
 

Speed Bar 
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On the page that follows, existing Speed Bar 
Shortcuts are displayed in alphabetical order 
along with the search criteria and description 
(if entered).  
 
The name of the shortcut is a hyperlink and, 
when selected, a new page will display the 
search criteria in an editable form. 
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This page is then followed by a screen that allows you to update the name and/or 
description of the Speed Bar Shortcut, similar to when it was first created. 
 

 
 
After choosing to either cancel or save any changes, 
you will then be returned to the list of existing Speed 
Bar Shortcuts. 
 
Should you wish to delete a Speed Bar Shortcut, 
check the box to the left of the shortcut name and 
the option to delete will become available in the 
button bar near the lower-left of the display. 
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Search Widget 
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