SCCMLS UPGRADE GUIDE

WELCOME TO SCCMLS ON FLEXMLS

Old platform or new, SCCMLS is always
South Carolina’s home for commercial agents.

WELCOME

The leadership and staff of the South Carolina Commercial MLS
(SCCMLS) are excited to share the new platform: FBS Data: FlexMLS.

FBS Data has been an innovative leader of MLS software for more
than 44 years and is well-known in the industry for their standards of
excellence and for providing business-solution products to nearly
320,000 real estate professionals.

The change is driven by a desire to provide a more customizable,
modern, and functional system based on your feedback, while
maintaining the highest level of broker control over your data.



GETTING STARTED / LOGGING IN

Goto | SCCommercialMLS.com O

Login with your commercial credentials.

Note: Don't forget the “scc.” prefix in front of
your member number.

If you get redirected to CHS MLS, type |
scc.flexmls into the address bar on your first o |
login.

If you do not know your SCC Flex credentials, email us at
Support@SCCMLS.com

SYSTEM STRUCTURE

SCCMLS on Flexmls is built with a better foundation for data accuracy
and reporting. However, the property categories and subtypes you
are used to are the same!

On the core COMMERCIAL Property Types in FlexMLS
categories of LISTING
commercial CATEGORIES Commercial Sale Commercial Lease
sale and .
Property Sub Types in FlexMLS
commercial Pty ¥
lease, you'll Office Multi-Family
find 8 familiar Retail Agriculture
sub types: Special Purpose Unimproved Land
Industrial
Hospitality

N .




PROFILE

Not sure where to start in the new system? wi v e

B u | |d yO u r prOﬂ |e| .SOt‘Jlth Carolina Commercial MLS

S

Usernarme: sce

There are a variety of ways to enhance

your profile. Dive in by accessing your Use Drafts and Reces
profile from the upper right corner of i
any FlexMLS page. <)/ ot
ﬁ\ Log Cut
Click on “My Profile” B —— s

There, you'll see several
options to update your

Quick Profile Maintenance >

B MyNames > profile. Some options of
@ My Documents > things to add:

[27 myAddresses >

Qg My Phone Numbers > « Additional email

B3 MyEmail Addresses > contacts

G MyWeb addresses > « A web address
S , » A headshot

T S « Company logo

LISTING INPUT

A cornerstone of the MLS system, listing input is a simple and
straightforward set of pages. Flex's goal is to help you get the listing
in easily, and SCCMLS has worked to auto populate as much
information as possible.

Some information will auto-populate, such as zoning. If you believe it
to be incorrect, just let us know at Support@SCCMLS.com!



LISTING INPUT (CONT.)

To dive into a new listing, click the main Menu button in the upper
left corner of any FlexMLS screen.

+ In the Add/Change Section, click on “Add Listing”

o Choose the correct property type (there are only 2!)
Commercial Sale or Commercial Lease

GENERAL ADDRESS MAIN FIELDS DETAILS EROKER DISTRIEUTION

General Listing Information
B pery Do Commercial 5ale

e Hess, Mary of Unknown Office % v

Co-listing Member:

- Short ID -

Your listing id should auto populate in the Listing Member line.
If there is a Co-Listing Member, type in their name on the Co-
Listing Member line

Across the top of the General Listing Information Screen you'll
see 5 tabs: General, Address, Main Fields, Details, Broker
Distribution

Fill out all of the required information in each of these tabs.

When you're finished, you can either “Save Incomplete Listing”
or “Add Listing”



LISTING INPUT (CONT.)

If you would like to save the “Add Listing” shortcut to your Header
bar menu on the FlexMLS dashboard:

« Click on Menu
+ Click the star = by Add/Change Listing

@ Flexmls Q. Enter an Address, City, ZIP, MLS #, or Contact Guided Help

X Menu Quick Search  Add Listing  Change Listing  HotSheet  Contact Management  Market Summary My Mes

Q Ssearch the menu...

To add a menu item to your favorites, hover over any item and click the Yoy icon. Dismiss
Dashboard Add/Change Search
MLS Add Listing Quick Search
Tracking Change Listing MLS # Search
Listings in Moderation Address Search
Dally Functions My Incomplete Multiple Address
Hat Sheet My Unmapped My Listings
I"."I'\; rdl:sir:gcﬁ [t A rnblaem b

« You'll now see “Add Listing” and “Change Listing” on the menu
bar

@ Flexmls Q. Enter an Address, City, ZIP, MLS #, or Contact... Guided Hel,

= Menu Quick Search  Add Listing  Change Listing  Hot Sheet  Contact Management



SEARCHING

Quick Search is where you'll live in FlexMLS!

Step number one is undoubtedly to save it as a favorite along your
top navigation bar so that it is always at hand.

1 . CliCk on the Menu @F'exmls Q. 1000000-3000000 ©  Guided Help
X Menu Quick Search  Office/Member  Change Listing
from the Dashboard. \
2.Under Search, click on o\ "
1
Qu I Ck Sea rCh . To add a menu item to your favorites, hover aver \"\":\"\IQIT and click the icon. Dismiss
3.1f you'd like to have
. Dashboard Add/Change Search
Quick Search on the satisng -
. . Home Change Listing MLS # Search
Men u Ba r, SI m ply Cl ICk ) ’ My Incomplete Address Search
Daily Functions My Unmapped Multiple Address 2
O n t h e Sta r. HocSheer Copy My Listings.
. . My Messages Full Copy Office Listings
4.You'll immediately see s o
. . MLS E:Mal) Transfer Listing Collections
It N th e M enu B ar. MLS Witranat Saue:Searches
Input Forms Contacts

Once you are on the quick search screen, choose Commercial Sale
or Commercial Lease. We recommend searching each category
individually, as sale and lease have unique criteria in each.

@ Flexmls <@ 296187

For the best

. = Menu Quick Search  Add Listing  Change Listin,

experience,
searching each .

individually 1 - Commercial Sale o
allows for more Change Search Template v
category specific

criteria to be 1 - Commercial Sale

entered. <

2 - Commercial Lease | Browse »



SEARCHING (CONT.)

Once you Choose Sale Or |ease' Simply fi” weum:lResmtlSG':mut' map overlay Br’Dwse:
out the additional criteria along the left 2 statws of acis
Current Price
sidebar as you go down the page. it ricessart
List Price/Acre
Property Sub Type
. . Secondary Property Sub Type
You can also add fields to the search, if the —
. city
default options are not enough. ———
Pastal Code
Building Area Total
1- Commercial Sale o e ,
Change Search Template ~
View Results: 640 ¢
(VLS #, adoross or mapoverlay ] Browses When you select a field, it will open up
/| Status of Active . A
[ | with other options or text boxes for you
Pendin: . .
' . See All and Select Date Ranges... to fl” In.

Current Price
! min| 'tol rnH:<1||:]
List Price/SqFt

[min | to [max

List Price/Acre

[min | to [max
Property Sub Type
[ [Btart typing to search... J
SeeAll.,

You can view the results several different ways. We like to jump
right to the “Detail” view to view full listing reports while scanning
the additional property thumbnails along the left sidebar.

1 - Commercial Sale 10 Work on behalf of ... sh:N Save rrink Report Viclation
Change Search Template v
/ () EditSearch List Detall Photos Map Stats  «
! il (i) NOAVIING e N e 5 = P Rty Mot NEgsHesd
View Results: 640 ¢ Dufreesborg) Pigean Forgel e Raleigh %

= . Hickary B NORTH Satellite | Overlays « |
L. S #, addres map overlay | Browse» :SSEE e Ashevile Moo esvile CARGUINRA e




SEARCHING (CONT.)

Quick Launch Bar

The Quick Launch Bar allows you to start a search quickly. Simply
type in a price range or status and then click the appropriate
response in the dropdown.

@ Flexmls < iooooco:3000000 ) Guided Help

Q Start New Search
= Menu Quick Se;
1- Commercial Sale 1

1 = COmmerci 2 - Commercial Lease %1

Change Search Template + 3 - Commercial Sale and Lease %1

From there you can modify your search criteria, view the results
or save the search.

Saved Searches

When you save searches, you can access them from your
dashboard. Simply click on the saved search to see the most
up-to-date results.

We were able to import your saved searches from Catylist, but
please do check for accuracy and adjust as needed, as it is
extremely difficult data to convert.

@Flexmls 2 o300 O GuidedHelp i pald

= Menu Quick Search  Office/Member  Change Listing Reorder.

Contacts i New Search

Tyes 1o filler contacts Stroet Address or MLS §

o results for your eriteria

Hat Sheet 2 Saved Searches

24 hours w Typs to filter searches /
: o | tame .
P ot Commercial Sali - Active 1

o ooao

o =0 o oe



SEARCHING (CONT.)

Search from the Dashboard

The one click wonder that we use everyday! From your Home
dashboard, you have a “New Search” widget. You can click on one
of the property categories to be directed to the Quick Search page,
with your category already selected.

@Flexm[s Q, Enter an Address, City, ZIP, MLS #, or Contact.. Guided Help Help v asv @
= Menu Quick Search  Office/Member  Change Listing Reorder...
HOME ~ CUSTOMIZE ~
Contacts i New Search
Type to filter contacts Street Address or MLS # Run Search
Name « Listings Last Match Listings to Approve 1- Commercial Sale
e . . . \

There is a level of customization available in FlexMLS that will blow
you away! Everything from your listing views, dashboard, and email
settings, to the full build of the system fields that have been set by
SCCMLS, is built intelligently to sustain a wide variety of needs.

Create Your Favorites =~ @Flexmls & s cozris oo e
o C | | Ck O n M e n u X Menu Quick Search  Add Listing  Change Listing  HotSheet  Contact Management  Market Summary My Mes
« Click on the star =
next to any item
you want added to
your menu tOO| bar Dashboard Add/Change Search
« You'll now be able
-to see a | | Of -th e Daily Functions LI\_I,,"M:L“ - Tul,l,‘:;L :1:.‘;
. Hol Sheet My Unmapped My Listings
Ite m S yo u h a Ve My Messages Copy .fJ.:: :r.".‘.:-.':.*l"

“starred” on the

You can also reorder your favorites on this bar b
tool bar y y

clicking on the Reorder button on the right end of
the favorites bar.



SETTINGS/DASHBOARD (CONT.)

Keoraer...

Adding/Removing Gadgets on Home

CUSTOMIZE +

Dashboard - | _:
In the right top corner of the Home Dashboard, Add Gadgets..
click on “Customize” to see the following :;“a”g"’ Layoue..
Opt| ons: Recommend Dashboard...

Make Default

. Remove...

From this screen you can add gadgets, change "
the layout of your dashboard, rename it, make Add..

Reorder...

it your default dashboard, or add a brand new
dashboard (for example, one of just statistics).

My Recommendations...

ADMINISTRATORS

Admins can either have default office access or superuse as any agent
in their office, while still only using their own credentials.

Superusing allows you to access the Helpv | cwassccv #

MLS as if you were that agent. If
needed, you can also superuse as the
full office itself. As long as we have BIC

approval, SCC staff is happy to setup ~ earcn > ﬂ

any permissions yOU need! Addre  Username: scc

nmeri

ssage N
s Caitlin Webb as

South Carolina Commercial MLS

Use Drafts and Recents

To superuse, enter the ID of the user

you are accessing as into the upper Change User
right hand corner drop down in

FlexMLS

My Profile

eet fc Log Out

1k e
Read the admin post at:

www.sccommercialmls.com/po
st/admin-functions-in-flexmls



http://www.sccommercialmls.com/post/admin-functions-in-%EF%AC%82exmls

ADMINISTRATORS (CONT.)

To easily view all of the listings for your office, Add the "Office
Listings" shortcut to your favorites bar by clicking the yellow star
beside that item in the Menu in the upper left corner of FlexMLS.

@ Flexmls Q. Enter an Address, City, ZIP, MLS #, or Contact... Guided Help

| ¥ Menu Quick Search  Hot Sheet  Contact Management My Messages  Market Summary  IDX Manager N

Q Search the menu...

To add a menu item to your favorites, hover over any item and click the .7 icon. Dismiss

Click the star to add it to your top nav!

Dashboard Add/Change Search
MLS Add Listing Quick Search
Home Change Listing MLS # Search
Classic My Incomplete Address Search
My Unmapped Multiple Address
Daily Functions .
Copy My Listings
EIRESNESE Transfer '. Office Listings
My Messages Of aw v
Show all of your office's listings
Market Areas Contacts

Listing Collections

DUAL USERS

If you are an SCCMLS member and you also access the residential
MLS as a member of the CHS Regional MLS, then you are what we call
a Dual User!

As such, there are a few things that are important to note, and you'll
want to visit the Dual User Resource at SCCommercialMLS.com.

www.sccommercialmls.com/post/dual-user-resource-center



http://www.sccommercialmls.com/post/admin-functions-in-%EF%AC%82exmls
http://www.sccommercialmls.com/post/dual-user-resource-center

DUAL USERS (CONT.)

Primarily, you may find that if you use the same browser to access
both the commercial and the residential Flex databases, the browser
cookies will "remember" which one you were most recently on, and
try to force-load that one. This can cause issues, especially over time.

We recommend simply using two browsers OR an incognito/private
browser window using the same browser.

Login to the residential MLS at CHSMLS.com

Login to the commercial MLS at SCCommercialMLS.com

. | AT
L . ATTN:
DUAL

LOGIN BASICS USERS!

SCCMLS.com

add scc. in front of
your MLS ID Number

C}ﬁs CHSMLS.com

M| S add chs. in front of
your MLS ID Number

Il


http://www.sccommercialmls.com/post/dual-user-resource-center
http://www.sccommercialmls.com/post/dual-user-resource-center
http://www.sccommercialmls.com/post/dual-user-resource-center

FAQ'S

Will I still have to "update" my listings every 45 days?

No! That is not required on the FlexMLS platform. Your listings will remain in
whatever status you sent them to (of course until they reach an expire date, if
they do). Just be sure that you update them to any other appropriate status
as needed (Contingent, Closed, etc). Yay!

Is there an app?

Yes! FBS Data has a dedicated app. Read more about the app at
SCCommercialMLS.com. Download FlexMLS Pro for iOS or Android.

Will | be logged out regularly through the day?

No! Any secure system must have an auto logout programmed in. However,
FlexMLS allows for a longer period, so you will be able to stay in MLS much
longer. It IS important that you logout when on a shared computer, however!

Can | customize my searches so | don't have to keep adding fields?
Yes! Flex is very...flexible. You can add your own search defaults so that if
there is one you run frequently, you only have to click once to bring it up and
view fresh results (and refine criteria as needed.

Did Saved Searches transfer over?

Yes - We were able to convert some of your saved search data into FlexMLS.
Not all saved search data pieces were able to transfer for a variety of
technical reasons. Ultimately, you will still need to proof the saved searches
that you intend to use for accuracy, and refine as needed! It is extremely
difficult data to convert, and we hope that what data we were able to add, is
helpful to you! Read more at SCCommercialMLS.com

Can | have an IDX feed?

Yes! FlexMLS actually has very easy options available to make this whole
process more manageable. Read the details at SCCommercialMLS.com. If
you already had an IDX feed, your vendor was contacted prior to the
conversion.


https://www.sccommercialmls.com/post/flexapp
https://sccommercialmls.us14.list-manage.com/track/click?u=07cd66727339b46784ce73750&id=6f03ded27d&e=6f97747106
https://www.sccommercialmls.com/post/__idx

