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OneKey MLS Rules and Procedures – h ps://www.hgar.com/content/uploads/2022/03/OneKey-MLS-Rules-and-
Procedures.pdf  

OneKey MLS Lis ng Status Overview - h ps://www.hgar.com/document/lis ng-status-overview  
 

Quick Lis ng Compliance Check List 

 Enter a lis ng before midnight of the day a er their Lis ng Date. (302) 
 Upload lis ng within 24 hours of the lis ng going to Ac ve or Coming Soon Status (303.1)  Add/Edit Documents 
 Enter at least one photo within 24 hours of entering the lis ng as Ac ve or Coming Soon, and must include at least one 

front exterior photo. (309.1, .2, .3. .4) Manage Photos or Add/Edit Photos 
 Public Remarks are for descrip on purposes only, similar to what would be in an ad. Do not include contact info such as 

names, phone numbers, website or email addresses, or links to virtual tours 
 All price changes, extensions, compensa on changes, withdrawals, or cancella ons of any lis ng contract must be 

entered into the database within 24 hours a er the effec ve date of such change. (310.3) 
 Pending and closing reports must be entered into the database within 24 hours of contract signing by all par es or of 

the closing. (311.3) 
 

Required Lis ng Documenta on 

 Lis ng Agreement (Exclusive Right to Sell/Rent/Agency) 
 Coming Soon Authoriza on 
 Owner’s Name Withheld (Required IF you enter “withheld” in the Owner’s Name field of the lis ng.) 
 Extension Agreement (Required if you are extending the expira on date of the lis ng.) 
 Withdrawal Form (Required if you are changing a lis ng status to Withdrawn) 
 Lis ng Cancella on Form (Required if you are changing a lis ng status to Cancelled.) 
 Lis ng/Status Change Form (Not required unless requested by OneKey MLS or HGAR staff, or if there is a change that 

cannot be completed by the Par cipant, Subscriber, or office administrator.) 
 

Star ng a New Lis ng in Matrix 
 

 Once logged into Matrix OneKey MLS go to the menu op on Add/Edit,  In the Lis ng Sec on click Add New 
 Select the Property Type 
 Three op ons to start your lis ng - Pull informa on from tax record - Start with an exis ng lis ng – Start a Blank Lis ng 
 Fill out all the required fields, Save as Incomplete or Submit as Ac ve or Coming Soon.  Upload documents and photos. 

 

Edi ng an Exis ng Lis ng in Matrix  
 

 Once logged into Matrix OneKey MLS go to the menu op on Add/Edit  
 In the Lis ng Sec on select your lis ng or type in the MLS# 
 Select the form you need to complete (Status changes, upda ng lis ng content, etc.) 
 Upload documents and photos as needed. 

Add/Edit Single Family 
Lis ng  Input  
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Save As Incomplete – Use this op on when you ARE NOT ready to enter your 
lis ng as Ac ve or Coming Soon (MLS# Generated). Saves lis ng as Incomplete.  
Only the Lis ng Agent and Office can see this lis ng. 

VALIDATE – Alerts the lis ng agent if any required field is not filled in correctly. 
 

Cancel Input – Use this op on when you do not want to save any changes.  
 

Submit Lis ng – Use this op on when YOU ARE READY to submit your lis ng as 
Ac ve or Coming Soon (MLS # Generated) 
 

You can move between the Add/Edit tabs without losing informa on, but if you leave without 
saving as incomplete or Ac ve the system will not save the lis ng. 
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AVM – Automated Valua on Model: is a term for a service that combines 
mathema cal or sta s cal modeling with databases of exis ng proper es and 
transac ons to calculate real estate values. The majority of AVMs compare the values 
of similar proper es at the same point in me. Example – Zillow AVM is the 
Zes mate.  

 

VOW – Virtual Office Web: A VOW feed is a data connec on between your website 
and your MLS that allows you to import and display VOW data. 
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Use “More” to enter an 
addi onal Room Type or 
Floor  
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