
 

 1 

 

 

 

 

MLSSAZ: Flexmls Fundamentals Step One: Choose Firefox as your 

browser when using Flexmls.  Very conducive to computer operating system 

needs.  

Step Two: Navigate to the log-in page for Flexmls: 

www.mlssazgateway.com 
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Features 

All the feature you desire to become assets in managing and connecting with your clients. 

 

Your user name is your MLSSAZ mem-

ber numberðRemember lower case 

letter and a period   Example:  

tar.12345 

You will select the Flexmls icon and click 

You will find the features 

under the Menu icon 
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Some of the gold stars are just place holders when you first sign inð

click on the star to remove it from the quick access bar. 

 

Put your curser to the left of the word and a grey star will appear. 

Click on it and make it a gold star. When you have a gold star it will 

be in your quick access bar. 

 

MLS Intranet, Member Lookup, Contact Management, Quick Search, 

Saved Searches, Tax Search are the most frequently accessed fea-

tures.  (You may have Add Listing yet many agents will not have it as 

a choice).  

This is Your Quick Access Bar... 

Click on the word menuðstar the items below 
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Here are your key ways to  

communicate with your client 

 

Listing Collection: 

Providing a specific set of properties on a one time basis via 

email. No updates. No ability to search MLS directly. 

 

Subscription: 

Setting up a search with specific criteria to send the client an 

invitation to receive additional updates such as new homes 

which meet the criteria or updates to the original list.   

Requires the ñopt inò.  

 

Portal: 

The ability to send feedback to the agent on the selected 

properties in the subscription, to search directly, to hide list-

ings or to save favorites.  Client will accept and set up their 

own password.  
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To Update any of your professional information such as cell phone or web address 

Click on your initials on the upper right hand side 

Chose my profile 

Click on 

the item 

you would 

like to  

update  

Choose 

Edit 

Choose 

Save 
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.  

Enter First Name 

Last Name 

Email 

Click on the +Add sign 
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Quick Search 

Use the drop down arrow to select the type of 

property to search. Please check it each time as it 

remembers the last one you searched.  

 

 

Your Search  
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Page 12 of the  MLSSAZ Rules and Regulations  
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Your Standard Search Fields:  

Choose Zip 

Code  

Or 

Subdivision 

Or  

Community 

Or 

Area 
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Add a field is where  + sign and blank field dis-

plays 

Click on the plus sign of the field and begin to type the 

wordðgas for gas range. (Use the profile sheet for 

fields). 

Click on the word and it will ñmoveò to the left to the search field. 

Make sure you click the box to tell the system to search that field. 


