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FlexmlsTip! 
How to Set Up and Adjust an Existing Subscription in Flexmls 
Created March 2023 

 
Agents can set up subscriptions for a client. The subscription can send new listings to a client when the are added or 
changed on the MLS. This way a listing is never missed! 

Existing Contacts: 

1. Log into Flexmls. 
2. Open a Quick Search.  
3. Fill in needed criteria.  

 
 
4. Select Save and Save Search. 

 
 
5. Choose New for Save Type. 
6. Name the search and add a description if you desire. 
7. Select Existing under Contact. 
8. Search the existing contact’s name. 
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9. When contact(s) have been selected, select Save and Add Subscription. 
 

 
 
10. An Add Subscription screen will appear. Make the frequency selection you desire and update the email message, if 
needed.  
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11. When complete, select Save. 

 

12. Once the subscription is saved, the screen will immediately go back to the Edit Search screen. A box with options 
will automatically appear. Use these options to send listings that were on the market before the creation of the sub-
scription.  

 
 
13. Now your subscription has been created and all current listings have been sent to the client. 

 

New Contacts: 

1. Follow Steps 1 – 6 from above. 
2. Select New under Contact. 
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3. Enter the new contacts Name and Contact E-Mail.  
4. Continue with Steps 9 – 13 from above. 

Adjusting an Existing Contact Subscription 

After a Subscription has been created you may find times that the information or frequency of the Subscription needs 
to be adjusted. Follow these easy steps to make changes to an existing Contact Subscription.  

1. Log into your MLS account and select Contact Management from the Menu. 
2. Select the Contact that needs their Subscription modified. 
3. Choose Searches/Subscriptions. 

 
 
4. Select the Subscription name to open the edit page. 
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5. Now you can adjust send notifications, the frequency, email content, and more. 

6. Select Save. 

 

 

 

 


