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How to Activate your listing using the Form Simplicity and Matrix
integration.

1. Go to www.stellarmls.com and login to the Dashboard.

2. Click on the Form Simplicity tile under the Association Resources section.

3. Create a new transaction or add to an existing transaction.
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4. Click on “Add Blank Form” within the transaction.
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5. Select “MLS- Stellar MLS”.

Blank Form Library Select MLS- Stellar MLS

Select Library: Selecta Library Search Forms
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6. Select which input form with the correct property type.
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Select form then click 'Add to
Transaction'

7. Complete form and click the new “Save and submit to MLS” icon.
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8. You should receive a similar dialogue box.

Save & Submit to MLS

Data saved to Form Simplicity.
MLSNumber: J923336

9. You should now be able to find the incomplete listing in Matrix by going to Add/Edit. From here,
you must upload photos to activate your listing.
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Button Definition

Will save the data as an unfinished record but will not display the listing as Active within the digital market place.
Use this function to retain data entry from your current input session. Leaving the input screens will end the input

Save As Incomplete session. You must save the listing as incompleta in order to add photos. Please Note- Incomplete listings that are
not submitted as active in Matrix within 30 days from the last date modified will be purged from the system and
wiill not be able to be recovered.

*¥¥ Photos must be added to a saved, Incomplete listing before the record can be submitted to Active status.

Clicking on the Validate button will start the system check to ensure all required fields are populated. Any
requirements missing for the listing to be made Active will be displayed with a red exclamation icon on the affected
tab and in front of the missing required field within that tab. Click on the exclamation icon for additional
information on how to populate a specific fiald.

Validate

Shows a pop-up window asking for cancellation confirmation. If "Yes" is selected to confirm cancellation, all data
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=RlE=io from that session will ba lost. If "No" is selected, the user will be returnad to the current session without data loss.

Retzins current field data, runs field requirements and format checks, and takes the user to the 'Input Succeeded’

Submit Listi §
ubmit Listing screen or 'Input Warning' screen if a field warning still applies.

By submitting this listing as active you are agreeing that you are
the content creator, own the copyright to or have proper
licensure to upload all content into Stellar MLS.
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