Photographer Toolkit

LOGIN INSTRUCTIONS

Access the Flexmls database via our homepage https://www.realmls.com/ then click
realMLS Login or go directly to https://www.real.flexmls.com

When logging in you will use your login name
which begins with the prefix real.

Example: Login name real.12345

If you do not know your password, please click re a l
on Forgot Password. This will send a reset

password link to the email address we have on | | M LS
file. )
A Service of NEFMLS, Inc.
Sharing login credentials is prohibited. Should Log In
you have a photographer’s assistant that needs Username
access to upload photos please have them real. 12545
submit an application to the realMLS
Photographer’s Network. e

Once you are logged in you will be in the Change Listing homepage. Here you will see
listings where you have been added as a photographer. From this screen choose the
listing number from the list or enter the MLS number in the search bar. Filter by listing
status by clicking the dropdown menu “All Listing”

Change Listing

Find By MLS Number MLS #

My Listings

Al Listings v

MLS # Address List Price Listing Agent
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] Active Under Contract
Coming Soon

Incomplete
T



https://www.realmls.com/
https://www.real.flexmls.com/

You will receive an email when you are added to a listing. It will appear similar to
the following:

From: flexmls <notify@flexmail.flexmls.com>

Date: Tue, Jul 22, 2025, 15:25

Subject: You've been added as a photographer on listing: ####### (Listing
Member: FIRSTNAME LASTNAME of ABC REALTY

To: <Photographersemail@emaildomain.com>

You are receiving this email because you have been added as the participating
photographer on ####### (Listing Member: FIRSTNAME LASTNAME of ABC
REALTY. Login to Flexmls to add media to the listing

You are receiving this email because you have a flexmls account. Manage your e-
mail subscriptions by logging into flexmls Web
FBS, Creators of flexmls, 4601 33rd Ave S, Fargo, ND 58104

The email will include the listing number, the agent’s first and last name, and the name of
their associated office. Although this email will not contain their contact information you
will find these details by navigating to your Change Listing homepage and selecting the MLS
listing that matches the information from notification email.


https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmembers.flexmls.com%2Fcgi-bin%2Fmainmenu.cgi%3Fcmd%3Durl%2Bbrokerload%2Fchangelisting%2Fstep1a.html%26comingfrom%3Dsearchresults%26prefix%3D00%26list_nbr%3D2099610&data=05%7C02%7Ckimberly%40realmls.com%7Cde4cae67292a4750ceff08ddca324493%7C9664f6d22bf9443aa686e9a3e83dc02b%7C0%7C0%7C638889039444454434%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=gd3MOPEf35z%2FVsuqEY%2BVtzN7Ar9LViunEcYpsr72jz4%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.flexmls.com%2F&data=05%7C02%7Ckimberly%40realmls.com%7Cde4cae67292a4750ceff08ddca324493%7C9664f6d22bf9443aa686e9a3e83dc02b%7C0%7C0%7C638889039444470187%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=WDz1Ifj0jWQGz3VGzUe9RI9T4hIl0Eku3oMxf89syIA%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.google.com%2Fmaps%2Fsearch%2F4601%2B33rd%2BAve%2BS%2C%2BFargo%2C%2BND%2B58104%3Fentry%3Dgmail%26source%3Dg&data=05%7C02%7Ckimberly%40realmls.com%7Cde4cae67292a4750ceff08ddca324493%7C9664f6d22bf9443aa686e9a3e83dc02b%7C0%7C0%7C638889039444485839%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=90Pk6vTVqcbAU2M8DuKe3ksbILi1tUU8QM%2FCd6D1ayE%3D&reserved=0

To Upload Photos, click on Photos under the media group.

¢ Back

Change Incomplete Residential A Listing

Listing Member: Rebecca Dawson (rdawson@fbsdata.com) of Support Training Office (sto) Entry Date: 07/23/2025 Status: Incomplete Approval
Status: Awaiting Review List Price: $0

Media
Photos >
Floor Plans >
Videos and Virtual Tours >

e Click on Add Photos. This opens your files on your desktop.

Eal Add Photos

e Select the photos you wish to upload to the listing. You can upload the photos in
bulk.

e The photo will have the loading symbol while it is still processing the photo. It will
turn green to indicate it is added.

3 w depositphotos 5582... [ 4 ~ istockphoto-145646...

To add or change the title of a photo, clickin the title bar and type your title. To
add a caption, hover over the caption bar and click the pencil icon. Click the checkmark

icon to save your changes.

Captlon example on a listing search:

Detached garage with workshop




To reorganize the photos, you can use the drop-down and choose a different
number order. Or you can click and drag the photo to a new position.

pexels-photo-106399

B

B Q O

<«—— Select the photo as the primary photo.

<—— Replace the currentimage

<« Usethese to rotate the photo

Remove a photo from the listing

Remember that all changes are
automatically saved in the photo section.

To add a listing video or virtual tour click on Videos and Virtual tours under
the media group. Start by clicking on add video or add virtual tour, the following steps are

the same for either.

Branded vs. Unbranded Videos/Virtual Tours

e Branded videos/virtual tours
contain the agent/brokerage

contact information or personal

image.

e Unbranded videos/virtual tours

include only images of the
property with no contact
information or personal
branding.

Add Video

Description *

Video Embed Code * @

(0 Thisvideo contains branding ()

Visibility Status
® Putlic @

O private ()

O Private While Off-Market (&)
(@ Listing is currently Incomplete (Off-Market)

*indicates required field




Step 1 - Upload
For Videos, use the embedded code if available.

If the embedded code is not available, a URL link is acceptable. Flexmls will attempt to
generate a valid embedded code from a URL. If you are only using Unbranded
Videos/Virtual Tours just complete first action in the list below and proceed to Step 2.

If you have both a branded and unbranded version of the media, it is recommended that
you begin with the branded version.

1. Enterthe embedded code or link for the video/virtual tour.

2. Ifthe link contains branding, select the checkbox “This video (or Virtual Tour)
contains branding” (not disclosing
branding is a violation of Rules and Regulations)

3. Acheckbox will appear titled “Alternate Unbranded video (or Virtual Tour) embed
code”

4. Enterthe unbranded information for the video/virtual tour

Step 2 - Select Visibility Status
You will choose one of the following three options as directed by the listing agent(s):
¢ Public (82 Recommended)
o Allows distribution to consumers through emails and public websites.
e Private

o Videos and virtual tours will only be visible within the Flexmls system to
members only.

o Private While Off-Market

o Preventsvideos and virtual tours from displaying once a listing is in an off-
market status (e.g., Closed, Expired).

Step 3 —Save Your Changes

To add a floor plan(s), select Floor Plans from the media group then follow the
same instructions as adding a listing photo.

* Return to edit your listing

Floor Plans in Incomplete Listing Add FI

1833 FOREST Boulevard, Jacksonville, FL 32246 Eal s '
Listing Status: Incomplete (Off-Market)

No Floor Plans Uploads@)




MLS rules and regulations regarding listing photos/videos/virtual tours

All content including but not limited to Photographs, images, graphics, audio and
video recordings, virtual tours, drawings, descriptions, remarks, narratives, pricing
information, and other details or information related to listed property must be an
accurate depiction of the property without enhancement, editing, alterations or
misrepresentation.

At least one photo must show a majority of the total home/building/lot including a
front exterior photo or rendering for Residential, Residential Income, and Residential
Lease.

Front photos of the Condominium unit is acceptable.

A photo or a map for Vacant Land is acceptable.

All media submitted to the MLS must be specific to marketing the real property/listing.
Watermarks and/or text added to any media must be limited to clarifying the type of
listing (e.g. Not for rent) and/or marketing the real property/listing.

Any media that is enhanced or contains virtual staging must display a before and after
image of the property or room.

No contact information of any type may appear in submitted media to include
identifiable and readable brokerage signs.

Identifiable persons shall not be permitted in photos, unbranded tours or videos.
Virtual tours without advertising (Unbranded Virtual Tours) must be supplied when
available.

LOGIN CREDENTIALS MAY NOT BE SHARED. Logins are monitored daily and this will
be considered a violation of the agreement

Do not delete media unless they are being replaced or are no longer representative of
the property, this is also applicable prior to the listing undergoing any status change.
Media may be made Private which keeps it in the MLS systems but is removed from
IDX or Third Party websites. If you find that someone has copied photos or is misusing
photos, please contact us.

Specifications for photographs

The MLS system does not have a maximum limit for the number of photos. The maximum
file size per photo is 15 MB or 3000 x 2000 pixels. Flexmls supports .jpg, .jpeg, .gif, .tif, .tiff,
.bmp, .png, .pgm, .pbm, .ppm, and HEIC photo formats. Note that large files take longer to
upload than smaller files.
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