
www.mystatemls.comwww.mystatemls.com | All Copyrights© Reserved

Cloning a Listing

Cloning the Listing

o Once you find the listing, click on the Listing ID. Once opened, select the Clone option.

o After cloning, your new listing will be created as a Hidden Draft and will NOT be active.

Clone a Company Listing

Cloning a listing allows you to create a new listing from an existing company listing. This is helpful 
when relisting a property, updating an expired listing, or using a previous listing as a template.

Finding a Listing to Clone

o To begin, select New Listing from the left-side menu, or open the Listings tab at the top and 
choose Clone Company Listing.

o You will be taken to the Company Listings search page, where you can filter by Listing ID, 
property type, status, agent name, address, and more.

o Use the search filters to locate the listing you would like to duplicate.

Editing and Submitting

o Select Edit New Listing to enter the Listing Wizard. Review and update all required 
fields, including price, dates, and property details.

o When complete, submit the listing for approval if required by your office settings. Your 
listing will become active once approved.

**Important: Cloned listings are NOT automatically active!!! You must review, complete 
any required fields, and submit the listing before it can go live.
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