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A. Welcome Statement
B. Quarterly Billing Schedule
C. Service Area & Lockbox Requirements

II. WMLS Rules and Regulations

A. Overview

• Top 5 Most Violated
• Hot Topics
• WMLS Fine Chart

B. Forms

• Form 124 – Coming Soon
• Form 125 – Active w/ Contingencies
• Form 128 – Addendum to Non-VR Listing Agreement

C. Help

III. WMLS Ancillary Products & Mobile Apps

A. Clareity Dashboard

• HousingWire
• Homes Pro
• RPR – REALTOR® Property Resource
• SentriKey® Showing Service

B. Matrix

• Home Page
• Settings
• Input

C. Transaction Desk
D. Help
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Welcome WMLS Subscribers & Participants, 

Chartered in 1956, Williamsburg REALTORS® has been a mainstay in Virginia’s Real 
Estate Industry for over 65 years.  The technological advances of the last 20 years have 
required real-time change for the real estate industry and the Williamsburg REALTORS® have 
continuously stepped up to meet these demands.  

The WMLS Board of Directors is focused on providing quality products and services to all 
members. They have centered the Rules and Regulations around accuracy of the database, 
professionalism and timely information to help you better serve your clients. This has provided 
a way to ensure transparency to the consumer while creating an equal ‘playing field’ for all 
firms, big or small. Though technology and the internet have created an advantage for all 
members of the WMLS, it also requires rules, due to the instantaneous nature of information 
being shared to public forums and IDX feeds.  

Current lawsuits, public forums and a highly competitive marketplace demand a 
broker/agent to be better informed than the consumer. The Williamsburg Multiple Listing 
Service’s goal is to ensure you have the proper tools that you need, in order to succeed! 
Welcome and good luck! 

Sincerely,  
WMLS Staff 
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2024 WMLS Quarterly Billing Schedule 

Invoice Date Due Date 
January 3rd January 31st 

April 1st April 30th 
July 1st July 31st 

October 1st October 31st 

Note: WMLS Quarterly fees are invoiced to all Participants and Subscribers on the 1st business 
day of the month prior to a billing quarter (Jan., Apr., July, Oct.) and are due in full no later 
than the last business day of the billing months. There shall be a five (5) business day grace 
period after the due date before unpaid accounts are inactivated and a $100 reinstatement 
fee is required to reactivate WMLS Services.  

WMLS Service Area 
Note: * denotes mandatory WMLS Lockbox Service Area

CITY OF WILLIAMSBURG * CITY OF NEWPORT NEWS 

JAMES CITY COUNTY * CITY OF HAMPTON 

YORK COUNTY * SURRY COUNTY 

YORKTOWN * NEW KENT COUNTY *
 CITY OF POQUOSON   TOWN OF WEST POINT 

 GLOUCESTER COUNTY CHARLES CITY *
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WMLS Rules & Regulations 
(R&R) Overview 

Top 5 R&R Immediate Fine Violations 

1. Listing changed to “Active/Contingent” status without
meeting requirements of and/or completing Form 125

2. Listing not updated to “Sold” status within 7 business days

3. Listing not entered into WMLS w/in 3 business days of Listing
Agreement’s “Commencement/List Date”

4. Listing not marked “Pending” within 3 business days

5. Re-entry of a released listing by same company and agent
with-in 30 days of release

Please note that in most cases, response/action requirements are 
for business days not calendar days.

THE MLS IS A MEANS BY WHICH PARTICIPANTS MAKE BLANKET, 
 UNILATERAL OFFERS OF COMPENSATION TO OTHER PARTICIPANTS. THE 
 “RULES AND REGULATIONS’ ARE IN PLACE TO ENSURE AN EVEN PLAYING 
FIELD FOR ALL SUBSCRIBERS AND TO HELP MAINTAIN DATA INTEGRITY. 
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WMLS Hot Topics 

WMLS Policy RULES & REGULATIONS: 

 Section 13: Password Confidentiality - Authorized WMLS Users should not, under any 
circumstances, share their password and WMLS access with anyone. ($300 fine &
system force password)

 Section 1.2c: CO-LIST - “Co-Listing” within the same WMLS firm is permitted, however
both co-listing agents must be authorized users of the WMLS and indicated as co-listing
agents on the Listing Agreement and WMLS database. Co-Brokerage listings are also
permitted in the WMLS system provided that both firms and co-listing agents are WMLS
authorized users and are indicated as co-listing agents on the listing agreement and
WMLS database

 Use of WMLS products and services are available ONLY to authorized WMLS Subscribers
affiliated with the WMLS Participant (i.e: Name, Reference to, Contact info of  those who
are not subscribers to the WMLS in ‘Agent Comments’ or ‘Public Remarks’. References
to Co-Listing Agents who are not subscribers of the WMLS is strictly prohibited)
(Subject to $100 unauthorized use fine and/or $500 Subscription Waiver Violation that is
invoiced to Broker)

 Section 1.2.1: Listing Audits – In order to ensure database accuracy, The WMLS
randomly selects listings and may submit a request, to the listing office and the listing
agent via email for copies of all or portions of the listing contract(s), and/or any other
information/paperwork needed to verify accuracy and assure compliance with the
WMLS Rules and Regulations.  The listing office or listing agent shall submit the
information/paperwork to the WMLS within two (2) business days of notification.
(Failure to comply can result in $100 fine and risk of the listing being deleted from the
WMLS per Section 7.1d.)
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WMLS Hot Topics 

WMLS INPUT RULES & REGULATIONS: 

 Section 1: Listings of Real property located with the WMLS Service Area (see pg. 4)
MUST be entered into the WMLS Database w/in three (3) business days after a listing
agreement has been ratified. (“Commencement Date”, or the date the listing was
ratified, whichever date is later is considered to be the “List Date”)

 Section 1.01: Clear Cooperation - Within one (1) business day of marketing a property
to the public, the listing broker must submit the listing to the WMLS for cooperation
with other WMLS participants.
NOTE: Public marketing includes, but is not limited to, flyers displayed in windows,
yard signs, digital marketing on public facing websites, 3 brokerage website displays
(including IDX and VOW), digital communications marketing (email blasts), multi-
brokerage listing sharing networks, and applications available to the general public.

 Section 1.c:  Acceptable Contracts - The WMLS shall accept Exclusive Right to Sell listing
contracts and Exclusive Agency Listing contracts, and may accept other forms of
contract which make it possible for the listing broker to offer compensation to the other
Participants of the WMLS acting as subagents, buyer agents, or both, or in a non-agency
capacity as defined by law.
NOTE: Should any non-VR Listing Agreement ("Exclusive Authorization to Sell”) be used,
the Listing Firm shall be required to use the “Non-VR Listing Agreement Addendum”,
WMLS Form 128, signed by the Seller and the Listing Agent. Bank owned properties are 
exempt from using this form.

 Section 1.2e: Lockboxes – Listings located in the Mandatory WMLS Lockbox Service
Areas (see areas in bold and marked * on pg. 4) are required to have a WMLS SentriLock
lockbox on the property, if the Seller authorizes ANY type of lockbox. If no lockbox is
authorized, a signed statement must be kept on file and “Showing Instructions” must
be entered to indicate no lockbox per Seller.
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NOTE: Residential rental listings, land listings, and commercial listings for sale or 
lease are exempt from this requirement.  

 Section 1.2c: Photo and/or Sketch Requirements - A minimum of one (1) photo,
scanned drawing, sketch or plat is required for ALL property types and must be
uploaded with in three (3) business days from the date of the listing.

 Section 1.2f: Photos, Virtual Tours & Videos – All photos, virtual tours and videos that
are uploaded to the WMLS must be unbranded. (Subject to immediate $100 fine)

 Section 1.2h: DISCLOSURE/DISCLAIMER REQUIREMENTS - The following signed
disclosure forms which are mandated by the state or federal government are required
to be uploaded, when applicable, to the listing at the time the listing is input and  must
be placed in the allocated document section of the WMLS Database. NOTE: Uploading
these mandated documents to any other section of the WMLS Database does not
satisfy this requirement.

1. Residential Property Disclosure Statement; 2. Virginia Real Estate Board -AICUZ (noise
and crash) for properties in or adjacent to a military air installation; 3. Virginia Real
Estate Board- Septic; 4. Disclosure of Information of Lead-Based Paint and/or Lead Paint
Hazards 5l Disclosure of Defective Drywall; 6. Disclosure of Property Previously Used to
Manufacture Methamphetamine.

 Section 1.15: Public Remarks and Directions - Public Remarks shall ONLY include
information referring to the specific listing. Any/All showing instructions, all statements
that may present a public safety or vandalism concern (i.e. “vacant”), any statements
that may present a potential violation of fair housing laws, or statements that can be
construed as advertising shall NOT be identified in the “Public Remarks “or “Directions”
sections of the listing data. Public remarks also shall not include any of the following
contact information:
• Call/Contact Listing Agent or Firm or any variation of this intent (Cannot direct the
public to the listing agent or firm in public remarks, this belongs in Agent Remarks
ONLY)
• Listing Agent(s) Telephone Number(s)
• Listing Agent(s) Email and/or Website Addresses
• Listing Company’s Telephone Number(s)
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• Listing Company’s Name
• Listing Company’s Email and/or Website Addresses
• Builder’s Contact Information – Site Name, Address, Site Agent Contact Information, 
Site Telephone Number(s), Email and/or Website Addresses
• Reference to Projects, Contracts, Properties Building Deals
• Reference to Sales Center, Site, or decorated model
• Reference to Branded Virtual Tours
• Reference to Specific Lending Companies or Settlement Services
• QR Codes
NOTE: Agent only comments appearing in any portion of the listing data, other than 
the “Agent Only Comments” section (i.e. “Directions”, Supplement, Open House, etc.), 
shall have a fine and/or sanction imposed. (Subject to an immediate $100 fine)

 Section 2.1: Showing Availability - All listings that are entered into the WMLS must be 
equally and immediately available for appointments to all WMLS Participants and 
Authorized Users as of the List Date, with the exception of listings entered with the
“Coming Soon” status. NOTE: Showing instructions such as “Do Not Show Until (future 
date)” or “Not available for (specific dates)” are not permitted in Agent Comments or 
Public Remarks. (Subject to an immediate $100 fine)

 Section 1.4: Change in Listings - Any change in listed price or other change in the 
original listing contract shall be made only when authorized in writing by the seller and 
shall be entered into the WMLS computer system within three (3) business days after 
the authorized change is received by the listing broker.

 Section 1.6: Listing Status Change - Upon ratification of a contract, Listing Status shall 
be changed to PENDING and listings must be updated in the WMLS computer system as 
such within three (3) business days of contract ratification. (Subject to an immediate
$100 fine)
NOTE: CONTINGENCY EXCEPTION - The owner and agent must complete and sign 
WMLS Form 125 and satisfy all conditions detailed on said form within one (1) business 
day of contract ratification for the listing to remain active in the WMLS system. Upon 
removal of all contingencies, listings must be changed to PENDING status within three
(3) business days. (Subject to $100 fine)
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 Section 1.4.1: Reporting Sales - When the status of a listing changes to “Sold” (or
“Leased”) the status change and sold information shall be entered into the WMLS 
computer system within seven (7) business days after closing. (Subject to an immediate
$100 fine)

 Section 1.5a: Temporarily Withdrawn Listings - The "temporary withdrawn" status is 
not to be used for a "released" or "cancelled" listing. Temporarily withdrawn listings are 
those that are temporarily not available to be shown. If the listing is in fact, "temporarily 
withdrawn'"(for roof repairs, as an example), signed documentation from your Seller is 
required and the listing shall not be in the “temporary withdrawn” status for more than 
30 days, unless Seller’s written authorization to do so is provided to the WMLS upon 
request. In addition, while in the “temporary withdrawn” status, “Agent Only 
comments” shall be used to indicate the reason for the temporary withdraw and the 
date the listing will again be made available to show (status changed back to “active”).

 Section 1.5: Release (Withdrawal/Cancellation) of Listings Prior to Expiration - A listing 
of property may be released from WMLS by the listing broker before the expiration date 
of the listing contract, provided the release is entered into the WMLS computer system 
within three (3) business days. A copy of the agreement between the Seller and the 
Listing Broker which authorizes the withdrawal (cancellation) shall be on file with the 
listing office. Sellers do not have the unilateral right to require the WMLS to release a 
listing without the Listing Broker’s concurrence.

 Section 1.5b: Re- entry of Released Listings - A listing released prior to expiration cannot 
be re-entered as “new” within 30 days of the date released by the same agent/firm. 
NOTE: Re-entry of released listings under new ownership are permitted.
(Subject to fines)



WMLS Rule Fine Amt

2 Day 
Grace 
Period 
(Y=Yes)

Notes

Acceptable Contracts (Sec 1.2c) $100
Accuracy of Listing Data (Sec 1.2.0) $100 Y
Agent Only Comments (Sec 1.17) $100
Change in Listings within 5 business days(Sec 
1.4)

$100

Clear Cooperation (Sec 1.01) $500
Co-List (Sec 1.2a) $100
Coming Soon Listings (Sec 1.19) $500
Contingency Exception Conditions Not Met 
(Sec 1.6)

$100 If still in non-compliance after 2 days, 
subsequent fine is $200, then if still not 
in compliance after 2 more days, listing is 
deleted

Detail On Listings Filed With the WMLS (Sec 
1.2) 

$100

Directions (Sec 1.16c) $100 If still in non-compliance after 2 days, 
subsequent fine is $200, then if still not 
in compliance after 2 more days, listing is 
deleted

Disclosure/Disclaimer Requirements (Sec 
1.2f) 

$100 Y

Disseminating Office Exclusive Listings in any 
electronic format provided by the WMLS (Sec 
1.3) 

$100

Exclusive Agency Listing (Sec 1b) $100
Failure to notify the WMLS in writing that a 
WMLS user who had been authorized is no lon-
ger affiliated with the company (Sec 6c & 6d)

$100 Y

Failure to pay any service charge or fee within 
one (1) month of the date due, and provided 
that at least ten (10) days notice has been given 
(Sec 7.1a) 

$50 WMLS Service suspended until reactiva-
tion fee of $50 and outstanding charges are 
paid in full

RULES & REGS
VIOLATIONS



WMLS Rule Fine Amt

2 Day 
Grace 
Period 
(Y=Yes)

Notes

Intentionally reporting or falsifying listing data 
that compromises the integrity of the WMLS 
database (Sec 7.1g)

$2,500

Internet Data Exchange (IDX Sec 16) $1,000 Plus possible disconnection of IDX Feed
Listing Auction Properties (Sec 1.7a) $100 If still in non-compliance after 2 days, 

subsequent fine is $200, then if still not 
in compliance after 2 more days, listing is 
deleted

Listing Price Specified (Sec 1.7) $100 Y
Listing Procedures (Sec 1) $100
Listing Status Change (Sec 1.6) $100 If still in non-compliance after 2 days, 

subsequent fine is $200, then if still not 
in compliance after 2 more days, listing is 
deleted

Listings with Two (2) Property Types (Sec 
1.18a)

$100 If still in non-compliance after 2 days, 
subsequent fine is $200, then if still not 
in compliance after 2 more days, listing is 
deleted

Lockboxes (Sec 1.2g) $100 Y
Lockbox Service Rules (Addendum B, Sec 3.1 & 
3.2)

$50 Additional offenses = $100 fine. Also see 
“SentriKey Sharing”

Membership Email Information (Sec 14.1) $1,000
New Construction/Proposed Construction (Sec 
1.18) 

$100

Orientation (Sec 15) $100 Service suspended until requirement met
Owner’s Name Required (Sec 1.2d) $100 Y
Password Confidentiality (Sec 14) $300 Plus use of system forced password for 30 

days
Photo and/or Sketch Requirements (Sec 1.2e) $100 Y
Prohibited Listings (Sec 1.1) $100
Public Remarks (Sec 1.16) $100 If still in non-compliance after 2 days, 

subsequent fine is $200, then if still not 
in compliance after 2 more days, listing is 
deleted

QR Codes (Sec 1.16b) $100 Y
Re-Entry of Released Listings (Sec 1.5b) $100 If still in non-compliance after 2 days, 

subsequent fine is $200, then if still not 
in compliance after 2 more days, listing is 
deleted

Release (Withdrawal/Cancellation) of Listings 
Prior to Expiration (Sec 1.5)

$100

Reporting Cancellation of Pending Sale (Sec 
2.7) 

$100



WMLS Rule Fine Amt

2 Day 
Grace 
Period 
(Y=Yes)

Notes

Reporting Pending Sales to WMLS (Sec 2.6) $100 If still in non-compliance after 2 days, 
subsequent fine is $200, then if still not 
in compliance after 2 more days, listing is 
deleted

Reporting Sales to WMLS (Sec 1.4.1 & Sec 2.9) $100 If still in non-compliance after 2 days, 
subsequent fine is $200, then if still not 
in compliance after 2 more days, listing is 
deleted

Requests for Listing Information Submitted to 
the WMLS (Sec 1.2.1)

$100 If still in non-compliance after 2 days, 
subsequent fine is $200, then if still not 
in compliance after 2 more days, listing is 
deleted

SentriKey Sharing (Addendum B) $1,000 Plus use of SentriKey suspended for 10 
days. Second offense = $2,500 fine and Sen-
triKey use suspended for 20 days.

Showing Availability (Sec 2.1) $100 Y
Teams (Sec 1.2b) $100
Temporarily Withdrawn Listings (Sec 1.5a) $100 Y
Unauthorized use of the WMLS, e.g. an unau-
thorized agent identified as the listing agent 
and/or contact agent (Sec 6d)

$100 Plus Participant will be assessed applicable 
subscription fees

Violation of conditions set forth in Addendum 
A - “Application for Waiver of WMLS Subscrip-
tion Fees” and certifications thereof (Sec 6c) 

$500 Plus Participant will be assessed applicable 
subscription fees

Virtual Office Website (Sec 17) $1,000 Plus possible disconnection of VOW Feed
Virtual Tours & Videos (Sec 1.16a) $100 Y





Coming Soon FAQs 
WMLS permits users to enter listings in the Coming Soon status. Review these 
frequently asked questions prior to using Coming Soon to ensure you remain in 
compliance. 

1. How does Coming Soon work?
The Coming Soon status allows listing brokers and agents to place a listing in the MLS for cooperation
for up to 21calendar days (except Rental Listings) while the property is prepared for showings
(staging, professional interior photos, repairs, etc.). Because there are no showings allowed while the
listing is in Coming Soon, Days on Market (DOM) will not accrue during the Coming Soon period. The
listing will automatically update from Coming Soon to Active on Day 22 of the listing’s input date or on
“Expected on Market Date”, whichever is earlier.

2. Can the Coming Soon status be extended beyond 21 days?
No. The 21-day limit on a listing in Coming Soon status cannot be extended under any circumstances
and the MLS system will not allow you to select a date more than 21 days from the entry date. Should
you need more time, you may place the listing in “temporary withdrawn” status.

3. How is Coming Soon Unique?
Coming Soon can only be used for a maximum of 21 days. Showings of any kind are not permitted, by
the listing broker or otherwise. Days on Market do not accrue while in Coming Soon.  Coming Soon
listings go out from the MLS in listing syndication data feeds and in IDX data feeds.

4. When do the Days on Market for a listing start accumulating?
“Days on Market” or “DOM” for a listed property measures the number of days that a property is
listed in the “Active” status until it is “Pended” in the MLS. Once a listing first appears as “Active”, DOM
will begin to accrue.

Please note: DOM is NOT a measure of how many days that the property has been in the MLS.

5. Can I market a Coming Soon listing?
Yes. A listing in the Coming Soon status may be marketed to any consumer, whether they are existing
clients of the brokerage or not, by using flyers, For Sale signs, social media posts, etc., so long as the
marketing clearly labels the listing as “Coming Soon.” However, no showings or open houses may
take place and offers of purchase may not be considered by the sellers.



6. What is considered “Marketing” and “Advertising”?

 “Advertising” includes, but is not limited to: information about the property or its availability for 
sale displayed on any signs, websites, social media, brokerage or franchise operated websites, 
communications (verbal or written), multi-brokerage or franchise listing sharing networks, flyers 
or written material, or on any applications available to the public. 

7. Are the Clear Cooperation rules a consideration for a listing in Coming Soon status?

Clear Cooperation rules require that any off-MLS listing that is marketed to the public must be 
entered in the MLS and display offers of cooperation within 1 business day of the marketing 
commencing. However, once a listing is in the MLS for cooperation, such as a Coming Soon listing, 
the concept of Public Marketing is irrelevant. Listings that are in the MLS can be marketed to 
anyone. 

8. Who can see Coming Soon listings?

All WMLS users and data share partners can view Coming Soon listings in their MLS. WMLS users 
who have IDX or VOW data feeds can also access Coming Soon listings in those feeds. The public can 
view Coming Soon listings on sites that receive a WMLS IDX feed and choose to display this data. 

9. Can a seller show their property or review offers to purchase in the status of Coming Soon?

No. Coming Soon listings cannot be shown by anyone, to anyone, under any circumstances. This 
includes but is not limited to Virtual Open Houses and Virtual Showings. 

Please note: If the seller plans to show the property or review offers to purchase, the listing status 
must be made Active prior to the showing or offer review date. 

10. Can I advertise a future open house while the property is in the Coming Soon status?

Yes. You can advertise an open house, disclose the date on which the property is available to be 
shown, and schedule showing for when the listing becomes “Active”. However, you may not show 
the property prior to the date disclosed unless you update the listing to the “Active” status. 

11. What is the difference between an Office Exclusive Listing and a Coming Soon Listing?

Office Exclusive refers to listing agreements in which the seller has instructed that the listing may 
only be marketed within the broker's firm. The listing will not be entered into the MLS and cannot 
be marketed publicly. Written authorization from the seller must be on file and submitted to the 
WMLS upon request when excluding a listing from the MLS, including that the property will be 
subject to limited exposure, as it is not available for cooperation on the MLS. 

The Coming Soon Addendum, Form 124 is an instruction from the Seller to input the property in the 
WMLS as a “Coming Soon” listing. This form includes disclaimers and disclosures regarding 
limitations to exposure, acceptance of offers to purchase e.g., property showings are not permitted 
while in Coming Soon status. Additionally, the Coming Soon addendum allows the seller to advise 



when the property will be available for showings and review of offers to purchase. 

12. Is a Coming Soon/ Pre-Marketing Addendum form required?
Yes. The Coming Soon Addendum (Form 124) is required and must be obtained from and signed by
the seller(s) prior to using the Coming Soon status. However, you do not need to provide the form to
WMLS unless requested.

13. Do I have to submit the Coming Soon form to WMLS?

No. The form must be obtained from and signed by the seller and kept in your office files, but you do

not need to provide the form to the MLS unless requested.

14. Is a Listing Contract required for Coming Soon?
Yes, a valid listing agreement is required in order for the property to be entered into the MLS for
cooperation. A listing entered in the MLS prior to an effective agreement being in place will result in
a violation of WMLS Rules, and is subject to citation, a fine in the amount of $500, and immediate
removal of the listing.

15. I entered a listing as Active instead of Coming Soon. How do I fix it?
Please contact WMLS staff as soon as possible. Office hours are Monday-Friday, from 8:30am-4:30pm,

phone: 757-757-253-0028.

16. Is a photograph still required for Coming Soon listings?
Yes, at least one exterior photograph that displays a substantial portion of the exterior
structure of the property is required. Coming Soon listings are not exempt from this
requirement.

17. Can I add a virtual tour to a Coming Soon listin

Yes. WMLS provides a field to add an unbranded virtual tour URL. 

18. Can an offer be presented or accepted while in the status of Coming Soon?
No. As outlined on Form 124 “Pre-Marketing Addendum to Exclusive Authorization to Sell, the Owner

of the property agrees that during the coming soon period, no offers may be reviewed, negotiated or

accepted and no showings are allowed. The listing may be changed to “Active” status at any time prior

to the “Expected on Market Date” if the Owner wishes to show the property or review offers to

purchase. Once a listing goes “Active” it cannot return to “Coming Soon” status.

19. Can a listing go from Coming Soon to Pending or Active with Contingencies?
No. While a listing is in Coming Soon status, Owner may not review offers to purchase submitted as a

result of being listed in the WMLS listing database as a “Coming Soon”.  The listing must be changed
to “Active” prior to an Owner reviewing or accepting an “offer to purchase”.

20. Can I modify the Expected On Market Date once the listing is entered as Coming Soon?
Yes. You can make the change prior to the “Expected on Market Date”. The new “Expected on Market

Date” cannot exceed the 21-day time frame allotted for Coming Soon Listings.



FORM 125 

 REQUEST FOR CONTINUED "ACTIVE" STATUS AFTER 
RATIFICATION OF CONTRACT 

My property is located at _________________________________________________ 
(Address) 

and currently listed with _________________________________________________. 
(Name of Firm) 

After accepting a contract to purchase, I wish to keep my property listed as ACTIVE in the 

Williamsburg Multiple Listing Service (WMLS) in order to continue to show the property. 

I agree to the following conditions: 

a. My property will be equally available to all WMLS Participants and authorized users for
showings.

b. My agent will be required to disclose in the WMLS that my property is subject to a ratified
contract with the contingencies marked below:

 First Right of Refusal  Home/Other Inspection(s)

 POA/Condo  Third Party Approval  Other ___________________

c. My agent will be required to add the following statement to both the "Agent Only Comments"
and “Public Remarks” sections of my active listing: "Subject to a ratified contract with
contingencies.  Owner wishes to continue to show the property and will consider other offers."

d. Upon request from other WMLS Participants and authorized users, my agent will be required
to disclose any unsatisfied contingencies.  When all contingencies have been
satisfied/removed, I understand that my property must be marked as PENDING within five (5)
business days in the Williamsburg MLS.

Signatures/Acceptance: 

_____________________________________       ________________________________________ ____________ 
Owner 1         Owner2 Date 

_____________________________________      __________ 
Broker/Agent           Date 



WMLS FORM #128 

WILLIAMSBURG MULTIPLE LISTING SERVICE, INC. 

ADDENDUM TO NON-VR LISTING AGREEMENT/EXCLUSIVE 

AUTHORIZATION TO SELL AGREEMENT (VR FORM 400) 

This is an addendum to a listing agreement which is not a Virginia REALTOR®  Exclusive Authorization to Sell dated: 

_________________, _____, between ___________________________________________(Sellers) and 

______________________________________________________________________________(Listing Firm) for the 

sale of property located at _________________________________________________(Address). 

Sellers acknowledge(s) the Listing Firm’s obligation and/or ability to submit this listing into the Williamsburg Multiple 

Listing Service (WMLS) and to ensure that all listing data is accurate and up-to-date.  This Listing Agreement Addendum 

modifies an already existing market or listing agreement and therefore shall be attached to and made a part of said 

agreement.    

A. Listing Data Authorization

All parties (seller(s), listing agent and listing firm) warrant that they are the sole owners of and hereby transfer to

the Williamsburg Multiple Listing Service, Inc. (WMLS) rights of ownership and copyright to all data including

any images, photographs, templates, animations, video, and audio pertaining to the Property named above.

Seller(s) authorize the Listing Firm to submit data concerning the Property to the WMLS and understands that the

WMLS may use the data for any lawful purpose as deemed necessary by the WMLS. All parties also authorize

and agree to make available to all WMLS Participants and Subscribers all data regarding the Property, including

offers of cooperation and compensation to the Selling Firm.

B. Advertising

• All parties understand that the listing data may get disseminated to third party websites through means

other than the MLS.

• Owner acknowledges that the accuracy of the listing data is controlled by the third-party websites and is

outside the WMLS and Broker’s control.

• The Listing Firm is authorized to make access available to cooperating brokers and their clients and

customers.

• Seller(s) authorize the dissemination of Property/sales information to WMLS Participants, including

electronic format, magazines and other media.

C. Lockbox Authorization

Seller(s) hereby  DOES or    DOES NOT authorize the Listing Firm to place a WMLS lockbox on the

property.  NOTE:  Seller(s) understand that, per WMLS Rules and Regulations, that if the Property is located in

either James City County, City of Williamsburg, York County, Charles City County, or New Kent County and

ANY lockbox has been authorized, then a WMLS lockbox must also be authorized.

D. Listing Dates for WMLS

Seller(s) authorize the Property to be listed in the WMLS commencing on_______________________

and expiring at midnight on ________________________________.

E. No Seller(s) determination of WMLS Rules

Seller(s) understand that WMLS Listing Firms must abide by all local, state, federal and rules and regulations in

connection with the listing and sale of the Property, including, but not limited to, the U.S. Fair Housing Act and

the Rules & Regulations of the Williamsburg Multiple Listing Service.

___________________________________ _________________________________________ 

(LISTING FIRM) (SELLER)        DATE 

 ___________________________________ _________________________________________ 

(LISTING AGENT) (SELLER)        DATE  
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WMLS R&R Help 

 Rock the Rules – A 1 –2 hour online course focused entirely on the WMLS Rules and
Regulations. Hosted by the WMLS Staff twice a year, it accredits attending members
with a $250 credit that can be used for one (1) violation of the Rules and Regs within the
following year. (Only one (1) credit can be used within a calendar year)

• March 27th (9:30 – 11:00am)

• September 26th (9:30 – 11:00am)

NOTE:  Admin and Unlicensed Staff are welcome to attend and the credit is 
transferrable to Brokers/Agents.  

 Staff to Staff – A 1 - 2 hour in-person class provided by WMLS Staff and focused on
Administrative and Staff topics. Lunch is provided.

• October 1st (12:00 – 2:00pm)

 WMLS Administrator Contact information:

Darragh Cutshaw
MLS Operations Manager
Williamsburg Area Association of Realtors®
5000 New Point Rd. Suite 1101
Williamsburg, VA 23188
Tel: (757) 253-0028 Direct: (757) 903-4015
Fax: (757) 253-1559
Darragh@WAARealtor.com

mailto:Darragh@WAARealtor.com
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WMLS Ancillary Products & 
Mobile Apps 

Q & A Clareity Dashboard 

 Q: What is the Clareity Dashboard?
A. A User-friendly SSO (Single Sign On) dashboard that includes Matrix and eliminates

the need to remember multiple logins and passwords when accessing other
applications such as RPR, SentriLock, etc.

 Q: How to access?

A: The website is www.wbgmls.clareityiam.net
 Q: What are the Benefits of the Clareity Dashboard?

A: WMLS Account Balance Displayed w/ option for ‘Easy Pay’
A: WAAR Education/Training Calendar Displayed for reference & registration
A: Notification Center displays important messages from WMLS Staff
A: Easy access to REALTOR® tools, services and resources
A: Stay in the ‘know’ with WAAR’s social media

http://www.wbgmls.clareityiam.net/


SAFER SHOWINGS
SMARTER ENGAGEMENTS

THE APP THAT PROVIDES REAL ESTATE AGENTS INCREASED SAFETY AND EFFICIENCY!

Understand risk by verifying your prospect prior to
showing a property, including any past criminal history.

Verify your customer’s profile to better serve 
each customer e�ciently and e�ectively.

THE VALUE OF INSTANT 
DUE DILIGENCE WITH FOREWARN 
Know your prospect… 

Reverse incoming call to verify prospect 
(name, phone, and address)

Instantly search for criminal history 

Verify financial risks 
(bankruptcies, liens, and judgments)

Verify current assets 
(properties and vehicles)

Agents can properly and safely plan for showings with a higher level of confidence.

www.FOREWARN.com   |   sales@forewarn.com   |   888-424-9276
©2022 FOREWARN, LLC. All rights reserved.

Contact Us Today!

in seconds

FOREWARN is not a "consumer reporting agency" and its services do not constitute "consumer reports," as these terms are defined by 
the Fair Credit Reporting Act, 15 U.S.C. § 1681 et seq. ("FCRA"). FOREWARN services may not be used in whole or in part as a factor in 
establishing an individual’s eligibility for credit, insurance, employment nor for any other purpose under the FCRA.

(NASDAQ: RDVT)













SENTRIKev 

SHO\NI NG SERVICE
® 

MLS Integration ✓ ✓ ✓ 
Self-Scheduling, Web and Mobile ✓ ✓ ✓ 
Showing Request Notifications ✓ ✓ ✓ 
Showing Instructions from MLS ✓ ✓ ✓ 

Team Schedules Sync ✓ ✓ ✓ 
Automated Acceptance Scheduling ✓ ✓ ✓ 

Seller Advance Notice Required ✓ ✓ ✓ 
Temporarily Hold Showings ✓ ✓ ✓ 

Appointment Restriction ✓ ✓ ✓ 
Training & Support ✓ ✓ ✓ 

Showing Activity Reports ✓ ✓ ✓ 
Listing Activity Comparison ✓ ✓ ✓ 

Multi-Showing Scheduling & Routing ✓ ✓ ✓ 
Functionality within SentriKey® Real Estate App ✓ ✓ ✓ 

Out of Area Agent Scheduling ✓ ✓ ✓ 
Reciprocal Agent Scheduling ✓ ✓ ✓ 

Client Roster Import ✓ ✓ ✓ 
Listing Notification Messaging ✓ ✓ ✓ 

Custom Showing Feedback ✓ ✓ ✓ 
Client Activity Tracking ✓ ✓ ✓ 

SentriKey Assistant for Mobile® (SAM®) 
✓ ✓ ✓Varying functionality based on service level 

ClientConnect® App ✓ ✓ 
Real-Time Market Data ✓ ✓ 

Calendar Sync ✓ ✓ 
Offer Comparison ✓ ✓ 

Office Ad min Dashboard ✓ 
Broker Analytics Dashboard ✓ 
Call Center for Scheduling AVAILABLE FOR UPGRADE 
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An Overview of Matrix 

 
 

 

CTRL + Click the picture below to view the Quick Start Guide 
 

 

 
CORELOGIC’S MATRIX IS THE PLATFORM THE WMLS OFFERS MEMBERS 
TO INPUT THEIR LISTINGS INTO THE WMLS DATABASE.  IT IS 
CUSTOMIZABLE, USER FRIENDLY AND OFFERS TRAINING GUIDES, VIDEO 
TUTORIALS, AND SUPPORT WITH THEIR TOLL-FREE ANSWERLINK 
HOTLINE: 844-209-0140 

https://www.corelogic.com/wp-content/uploads/sites/4/2023/02/11.pdf
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WMLS Matrix Tips & Tricks 
 Certain tabs may not be available due to access level or

‘Team Settings’

 ‘Active, Incomplete, Coming Soon, Pending, Temp
Withdrawn and Sold’ statuses are available to all WMLS
Users. NOTE: ‘Released’ status is ONLY available to
Brokers and authorized company staff

 Input forms are available in ‘External Links’ and
‘Transaction Desk’

 Start a new listing from the property Tax ID Number
(auto-populates certain fields from Realist, if available)

 Help Icons are available

 In order for listings to be syndicated to
Zillow/Trulia/etc. you must answer YES to all 4
questions in the ‘Internet Display Info’ section when
inputting a listing.
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Listing Status Guidelines
ACTIVE:

...A fully ratified listing agreement is required

...Listing must be “Active” within three (3) days of the date ratified 

(or commencement date) OR within one (1) day of public marketing, whichever comes first

...Property is available to be shown to prospective buyers

ACTIVE/UNDER CONTRACT WITH CONTINGENCIES:

..Listing can remain “active/continue to show” after a contract to purchase has been accepted, 
with one or more contingencies

...WMLS Form 125 must be executed and the conditions on the form met

...After all contingencies have been fulfilled, renewed, or cancelled, the listing must be changed 
to “Pending” within three (3) business days

PENDING:

...A contract to purchase has been accepted and fully ratified

...Listing must be changed to “Pending” within three (3) business days after contract is ratified

...”Contingency Exception”-Allows listing to remain active when seller wants to continue to show 
and consider back-up offers.  WMLS Form 125 is required and all conditions on the form met.

CLOSED (Sold or Leased):

...Used for all property types when sold and leased rentals

...The purchase agreement has been fulfilled or the lease agreement has been fully executed

...Listing must be changed to “Closed” within seven (7) business days of closing date

COMING SOON:

...The property cannot be shown and no offers can be reviewed while in “Coming Soon” status

...WMLS Form 124 is required and details the conditions of use

TEMP WITHDRAWN:

...Used to temporarily discontinue marketing the property

...Property is not available to show

...Listing Agreement remains in effect

...Days on Market stop accruing while in “Temp Withdrawn” status

*RELEASED:

...The listing agreement has been released, terminated, or cancelled (NOT to be used when 
releasing a contract to purchase or to release a listing prior to it’s expiration date in order to re-
enter as a “new” listing)

EXPIRED:

…The expiration date for the listing has come and gone

...With the seller’s written authorization, MLS users may extend the listing for up to ten (10) 
calendar days after expiration

*Only the Listing Firm Broker and authorized Company Staff can change status to Released
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WMLS Technical Help 

 CoreLogic’s Matrix AnswerLink Support:
844-209-0140

• 8:30am-8:30pm (Mon – Fri)
• 8:30am-3:30pm (Sat & Sun)

 Matrix Help Tab - User Guides, “Learning Lab”, manuals and tutorials
that answer most frequently asked questions.

 Matrix External Links – WAAR Website, Open House map & schedule,
county/city tax records, WMLS Rules and Regulations, Transaction Desk,
RPR, SentriLock, NAR, VR, etc.

 Transaction Desk: 1-800-668-8768 (24/7)

 SentriLock: 1-513-618-5800 (Lockbox Support)

1-513-618-5814 (Showing Support)

 WMLS Administrator Contact information:
Darragh Cutshaw
MLS Operations Manager
Williamsburg Area Association of Realtors®
5000 New Point Rd. Suite 1101
Williamsburg, VA 23188
Tel: (757) 253-0028 Direct: (757) 903-4015
Fax: (757) 253-1559
Darragh@WAARealtor.com

mailto:Darragh@WAARealtor.com
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