
1. You can access the Lincoln County 

Mapping Program through Flex or by 

pointing your browser to: https://

portico.mygisonline.com/html5/?

viewer=lincolnnm  

2. Accept the disclaimer  

3. You can search by address, map code, owner 

number, name, etc. 
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4. Add to Results (you can add multiple 

parcels to your results). 

5.  Click Print 

6. Change the layout (portrait, landscape), change 

the scale (zoom in or out), name your map.  Then 

click “print”. 
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6. A PDF print preview will come up. 

7. At the top right corner of the webpage you will see the option to download the file or to print it 

8. Save the file to your computer so that you can upload and add it to a listing. 
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1. The Documents link in the Media section of the Change Listing page opens the document library for the 

listing.  

2. In the left pane, the Added Documents list shows which documents have 
been uploaded to the listing. The Required Documents list shows the 
documents that are required before the listing can be added to the MLS. A 
green check mark is displayed next to required documents that have 
already been uploaded. 

To add a new document to a listing, click Add Document. Then click Choose 

File and navigate to the document that you want to upload. Type a 

description for the document or use the drop-down list to select a 

document description provided by the MLS. 

Note: In order for Flexmls to recognize a required document, you must select the predefined 
document description from the list. If you type a document description that does not exactly 
match the predefined document, the requirement will not be met. 
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You can upload .pdf files or, as allowed by your MLS, document image files (.png, .bmp, .gif, or .tif). Files should 
be approximately 750 x 1000 pixels and a minimum of 300 dpi. The maximum file size for a listing document is 
10MB. 

3. Click Add to finish adding the document to the listing. You can attach as many documents as necessary. 
Change the order of the documents by using the arrow controls on the left side of the document editor, or by 
dragging and dropping the name of the document. 
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RLCAR MLS requires a plat to be uploaded to all listings.  If 
you Add a Listing without the required document you will 
get a warning.  Rejected listings can be viewed only by the 
listing member and approvers.  

1. To locate the “rejected” listing, click Change Listing under Add/Change on the menu. For your listings on a 
search results page, you can also click the drop-down arrow 
next to the MLS number and click Edit Listing. 

2. To find the listing that you want to change, on the Change 
Listing page, type the MLS number or click an MLS number 
in the list. By default, the My Listings panel shows Active and 
Future listings. Use the drop-down list to select another 
status. 



3. In the left pane, the Added Documents list shows which documents have been uploaded to the listing. The 
Required Documents list shows the documents that are required before the listing can be added to the MLS. A 
green check mark is displayed next to required documents that have already been uploaded. 

To add a new document to a listing, click Add Document. Then click Choose File and navigate to the document 

that you want to upload. Type a description for the document or use the drop-down list to select a document 

description provided by the MLS. 
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RLCAR MLS requires a plat to be uploaded to all listings.  If 
you Add a Listing without the required document you will 
get a warning.  Rejected listings can be viewed only by the 
listing member and approvers.  

Note: In order for Flexmls to recognize a required document, you must select the predefined 
document description from the list. If you type a document description that does not exactly 
match the predefined document, the requirement will not be met. 


