Showing Time for FlexMLS

ShowingTime, the real estate industry’s leading showing management technology provider, has partnered
with the Metro MLS to provide our members with a powerful showing management tool.

The top benefits of using ShowingTime via FlexMLS include:
e Empowers agents to be contacted as they wish
e Used through FlexMLS, there are no extra logins or passwords
e All showings are scheduled online
e Add secure showing instructions
e Ability to create Bulk Showing Requests Buyer Tours (ShowingCart)
e Agent Setup — default preferences and mobile app
e Office Setup — add company branding
e ShowingTime works 24/7
e Listing Setup — feedback and adding sellers
e ShowingTime app with push notifications
e ShowingTime Listing Activity Report for Sellers

In the FlexMLS Menu button, under the Schedule /Message section, you will find ShowingTime. From
here, you can configure your settings for showings.

NOTE: Some of you settings may differ if you are a broker or have ShowingTime via your office.

Home

The Home screen is your agent ShowingTime dashboard. This dashboard highlights key activity of your
ShowingTime account. Clicking on any of the activity numbers in each of the dashboard sections will take
you to that action’s report.
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Showings

The Showing menu gives you access to multiple showing functions regarding your listings or on requests
you have made on listings.

On My Listings

This screen allows you to view showing requests made on any of your listings. You can edit the date range
to view any requests that apply to that date range.

~ Showings ‘9

On Wy Listings ~~  Showings Requested on My Listings

Make New Request Showings requested from: Today | Last 7 Days | All Upcoming From:|03/29/2016 j Tu.‘ | j Hew Showing Request (&
| Have Requested There are no requests in selected date range.

ShowingCart™ There are no requests or instructi viewed in selected date range.

» Listing Setup

My Agent Setup

Feedback

» Reports

Help and Training

Matke New Request

You can initiate a request to show a listing in this screen; simply use the Search field to bring up the listing.
Click on the listing to begin your request.
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+ Reports
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I Have Requested

This screen allows you to view any requests you have made on any listing. You can edit the date range to
view any requests that apply to that date range.
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ShowingCart™ There are no requests or instructions viewed in selected date range.
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ShowingCart

You would like to set up a day of showings for your buyer, but you'd like a quicker way to do it versus
making countless phone calls, playing phone tag and waiting for confirmations. Great news - you can use
the ShowingCart to schedule multiple showings all in one place!

e Enter the listing numbers your buyer wants to see

e View them on a map and arrange them in a logical order
e C(lick the Send Requests button to send the requests all at once

You can name it and save it ('Henrietta Buyer'), print out the map, and view which requests have been
confirmed. ShowingCart is a time-saving way for putting buyer's tours together, and is accessible from your
smartphone and tablet, too.

+ Home

On My Listings
I Have Requested
ShowingCart™
» Listing Setup
» My Agent Setup
» Feedback
» Reports

» Help and Training

Make New Request

ShowingCart™

ShowingCart™ Tour Information

Tour Date: |4/2/2016 @ E %
Tour Name: |Henr\etta Buyer ‘
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NOTE: To learn how to create a ShowingCart from the Search Results screen, review the section labled
‘How to Request a Showing on a Listing’ at the end of this guide.



Listing Setup

Listing Setup will take you to the screen to view all of your active listings. From this screen, you can click on
any listing to which you would like to add instructions.
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~ Listing Setup

Listing Setup

Home

Showings

My Agent Setup
Feedback
Reports

Help and Training

Search for a Listing

Search: | |

‘Search listing’s add 1
roh by lising's sadress of Advanced Search

Search Archived Listings: [

Mass Add Notes

Found 1 results in 1ms.

MLS Listing ID Listing Agents Owners |Address City Zip Subdivision

Status

In-House Status

Listing Price

Wetro MLS 1162128 Rosie Realtor | 1234 Easy St Milwauke 53

REE

ACTIVE

$119,900

B page 1 of 1 2 X

You will be routed to that listings worksheet. The listing worksheet will allow you to edit the settings on that
individual listing. This is where you can also enter secure showing instructions.

» Home

» Showings

Listing Setup
» My Agent Setup
» Feedback
» Reports

» Help and Training

SIS showing Restrictions

Allow Showing Agents to Request Appts Online? @ ves O No

Appointment Type: Appointment Required

Feedback Template: ShowingTime Template

Archive

Appointment Handling
Appointment Settings

Merge

Listing Activity Report [ Order] Contact Details Can Confirm Appts By:

Notify of ConfirmediCanceled Appts By:

Listing Changes Log st

»  Aftachments @

TextMessage Email ShowingVoice Text Message

Motifications will be copied to: showings@firstweber.com

Ne Upcoming Restrictions Exist

Access Details: Alarm Details:

Required Lead Time Maximum Length [2hrs >
(Excluges inspections & Appraisals) -
Lead Time: 1hour  « Allow Overlapping Appointments?: |\‘ss‘ No need to inform the showing agents
Add New Sh g Restriction +
Start Date End Date Days & Time Restriction Reason

Access Type: | SeledtOne ~ MarmDisamCoder | |
e | —— |

Alarm Passcode: ‘

Alarm Notes:

Type your Showing il here (Required for View i Only Listings):

How will this work ? Advanced Notifications Add New Co-Listing Agent # Add New OwneriOccupant #
Appointment Restrictions

Access Information

Additional Instructions

Add From Predefined Notes

Direclions:

Driving Directions

Morgan Ave. to 46th St, south on 46th St. to St. Francis, west on St Francis to 46th Place. South to property.




My Agent Setup

In this screen, the information is populated from your FlexMLS Quick Profile Maintenance section. You
can edit your ShowingTime profile and set your ShowingTime preferences.

» Home TECH CENTER? (TC7)

jSoowinas Profile Basics
Listing Setu|
S A First Name: |Rosie NLS: Metro MLS
ly Agent Setup LastName: |Realtor AgentlD: TC7
My Agent Setup [Office Direct Line v | ‘[414) 778-5450 ‘ Office Name: Nancy Realtors

Feedback - — Office ID: NANCY
i’ Calendar Sync ‘ Phone Type | ‘ ‘
-- Phone Type Office Phone: (414) 778-5450

+ Reports
Mass Add —‘ Office Fax: (414) 778-6161
» Help and Training Listing Note Fax -
Email: |support@metromls.com ‘ EEETeE :'j
Text Message: ‘ ‘ ‘ Select Carrier V‘ SRR :'

Listing Agent Preferences

Allow Agents To Request Appointments Online?: @ yves O no

Default Appointment Mode:  Appointment Required -
= ¢ (
Email Text Message ShowingVoice

Notifications for Appointments on my Listings
When appointments are requested :

O
O

When appointments are confirmed or cancelled :

Feedback Requests
Send feedback requests to agents who showed my listings : ® ves O No

Number of imes to resend feedback requests:

MNumber of days between resends:

Showing Agent Preferences

= ¢ (
Email Text Message Call

Notifications for Appointments | Request
When appointment requests are received :

‘When appointment requests are viewed :

When appointments are confirmed or cancelled :

When a price changes on a property ['ve shown ©

Feedback Requests
Receive feedback requests from other agents ©

Multi-Unit
Per unit notifications when units are ® ves O no
confirmed or cancelled
Lockbox Access
| can access SentriLock O ves ® No
| can access SuprafiBox O ves ® 1o
I have access to a HUD key O ves @ no

Messaging Preferences

= ¢
Email Text Message
When new message comes in

Mobile App Access

ShowingTime has mobile applications available for agents to download fo their smartphones and/or tablets. Click the send button to email yourself instructions on how
io log in along with direct links to install the mobile application. Be sure to open the email from the mobile device you wish to install the app on. Learn more.

|suppnr‘t@metrnmls.cnm | Send Authentication Link

Appointment Download Service Key

Download service key: | |

System Information

LastModified On: 3/29/2016 1:47 PM Last Modified By: System




Calendar Sync allows you to sync your ShowingTime appointments directly to a personal calendar, such as
Outlook or Google.

| Calendar Sync ®
‘You can have all of your upcoming appointments sync directly to your

personal calendar. Simply select your preferences then select the Create
Calendar Sync Link button to begin

Sync My Appointments as a:
M showing Agent
Listing Agent

Show Unconfirmed Appointments?

| ®ves ONo

Display Past Appointments Older Than:

| |

My Calendar Sync Link:

After the Calendar Sync Link has been created click the Sync Now button to
auto-sync your calendar. You can also copy the sync link to your preferred
calendar client to manually set up your calendar sync.

Create Calendar Sync Link

The Mass Add Listing Note function allows you to add a note to all of your active listings regarding
specified instructions you would like for the showing agent to be aware of.

Mass Add Note To Showing Agent *

This will add a note to Showing Agent in the showing instructions of n
| all your unexpired listings.

What appointment type(s) would you like to add a note to?

Appointment Required

Courtesy Call or Go and Show

View Instructions Only

Where would you like to add the note?

@ Atthe end ofthe existing Notes to Showing Agent

O Atthe peginning of the existing Notes to Showing Agent
| O Replace the existing Motes to Showing Agent |

Notes for Showing Agent: Add From Predefined Notes +

Please call mobile phone to notify my of any scheduling changes.|

| Add Note To Showing Agent



Feedback

The Feedback screen allows you to perform functions regarding viewing feedback left on your listings or

submitting feedback on listings you have shown.

My Feedback

o Feedback Search

» Showings
Search for Feedback by Listing Address, Agent Name, or Listing ID

» Listing Setup

On My Listings Listings | Have Shown

» My Agent Setup

03/22/2016 - 03/29/2016

All Feedback

~ Feedback

My Feedback

Form Design &
Settings

» Reports

» Help and Training

No results found.

Form Design & Settings

You can create different templates to use when requesting feedback on your listings, and create custom

questions.
e Feedback Form Design
» Shonangy
+ Listug Sstan Fasdhack Tomplate m
* Wy Agen Sen

euter theweg sfour 3 SEESHEI 1 o0 (0I5B L3 HE JCHICTEACK 36 your #naing dapamncs, Fleas c3ck 0a
e s beiow ) angwer 2 bew ek uiatins. TRk jeu ey much

These naiuchons wil s o begrming o/t fes Back surves

Vo8 ous] ADOARCND SOUT CHSTATHI'S COMANS 303 0y SOB000E TV 10u T Fase. TR 108 by T 0 J0r Masiitance:

T bt s £ 30 B o B e g

Thari you or yous asEEance! Fiaaae cich “EUaNE Deizw 19 3e8dUs wour Mediack

e Feeduack Form Design
» S
» ity Sy Fombach Tempian] g Terpin [~ e i T |
My Ageet s e e Rl oo e ]
|
Sumtican

« tag ane Ty,

" o A e



Reports
Agent Activity Report
Agents can view a summary of their activity in one report, including total new listings taken, price changes,

status changes, total showings and listings nearing expiration. In addition, managers can monitor each
agent’s activities by viewing their Agent Activity Reports.

e Agent Activity Report
» Showings EEl UL AR R A clivity For: Last 7 Days | Last 30 Days  From: [03/23/2016 [ 7e: |DS)‘31{2016 g m
» Listing Setup Display Options ~ ~ N cnapshot for Mar 23, 2016 - Mar 31, 2016
» My Agent Setup Email Report [z} Mew Listings: Showings: Feedback Waiting on Responses from Showing Agent
5 Price Changes: Previews: Feedback Requests Unable to Be Sent
» Feedback Print Report a X ) )
Status Changes: Inspections: Feedback Made Available to Homeowner(s)
Download PDF [l | Mearing Expiration: Appraisals: Feedback Not Yet Made Available to Homeowner(s)
Reports

» Help and Training

New listings: 0
There were no new listings within this date range.
Price Changes: 0
There were no price changes within this date range.
Status Changes: 0
There were no status changes within this date range.

Other Activities: 0

There were no other activities within this date range.
Appointments: 0

There were no appointments within this date range.

Listings Nearing Expiration: 0

There are no listings expiring within 14 days.

Clicking the Display Options button allows you to select what you would like your report to display.

Display Options »

You can rearrange the report sections by dragging the
boxes below.

t Snapshot Information Hide []

1 New Listings Hide ]

1 Price Changes Hide [ ]

1 Status Changes
1 Other Activities

1 Appointments

1 Listings Nearing Expiration

Hide [ ]
Hide [ ]
Hide[]

Hide []



Email Report is a quick and easy way to email the report to your seller.

’ Email Report x i

To: |

Mote: Mo recipient of this message will see any other recipient's names or email addresses.

’ Subject:

Agent Activity report for Angela Washington-Marshall

Attached: Agent Activity report for Angela WashingtonMarshall pdf

Listing Activity Report

e

Review all activity details for the life of each listing. You can easily review feedback from showings,
document open houses, advertisements or other events and display basic information that can be printed
and shared with sellers. You can even market the listing from this report by sending out a group email to
showing representatives who have brought buyers to the listing, notifying them of an upcoming open house
or recent price adjustment.

+ Home

» Showings

» Listing Setup
+ My Agent Setup

+ Feedback

Reports

» Help and Training

Search for a Listing

Search: | 1451234
Saarch by fisting's address or |3

|

Advanced Search

Search Archived Listings: [

Found 0 results in 1ms.

MLS Listing ID ‘ Listing Agents Owners Address

‘Cﬂ)‘ |li|) ‘ Subdivision

Status In-House Status Listing Price

Mo matches found.




Showings I Have Requested

Showing representatives can easily review all appointments they have scheduled with any office using
ShowingTime products.

» Home 1- s
K0
- Showings | Have Requested

On My Listings

Make New Request Showings requested from: Today | Last 7 Days | All Upcoming me-\nm‘zafzmﬁ | To-|naf31f2mﬁ )| m
| Have Requested
ShowingCart™ There are no requests or instructions viewed in selected date range.

» Listing Setup

» My Agent Setup
+ Feedback
+ Reports

» Help and Training

How to Request a Showing on a Listing

To request a showing on a listing, on the Search Results screen you can navigate to the Details tab of the
listing and click the ShowingTime button; you can also use the ShowingTime icon located at the upper left
corner of the Detail tab screen, or the Additional Actions menu (black triangle to the right of the listing
number in the thumbnail area of the listing) and select ‘Show via ShowingTime’ from the pop-up menu.

NOTE: This applies to the highlighted listing, which may or may not be the selected (checkbox) listing.

My Office Listings work on behalf of a contact [:] save = E-Mail & Print @ CMA é) Export

q b List Detail Photos Map Compare Messages
Results: 12| Selected: 0 « Ea&E \@ Report v | History TaxInfo Mortgage Info l! ShowingTime l Calculator

= Price | Status | MLS # 2 Address: 111 MVTB‘ W153216-1130 County: Adams MLS #: 1456075

$1

1234 N Easy St
Peeksville, WI 53299
Active / 1162128 ~

i
S

11430 W. North Ave
Wauwatosa, W 53226
Phone: 414-778-5400

Fax: 414-778-6143

Email: support@metromis.com
http:ifw ww. metremis.com

$1

2 o 1111 !
ﬁ’\ Adams. WI 53215-11}[/
S :
Active / 14860

@

Provided as a courtesy of:
TECH CENTERT e-PRO

Nancy Reattors
Schedule a Showing
Directions:
Match Contacts
Property Type: Single-Famity List Price: 31 Rooms: 1 Baths: 1 /1
Show via ShowingTime Status: Active Bedrooms: 1 Est. Total Sq. Ft.: 1
Garage Spaces: 1 Est. Year Built: 1 Taxes: 51 Tax Key: 1
Garage Type: Attached Lot Description: Tax Year: 1111 Zoning: res
) Flood Plain: No Occ. Permit Required: N Conforming Use: No
- E $10 = P —— = = — T =




A window will appear for the listing showing the appointment type. In the My Profile section of this

window, choose your desired type of delivery for showing confirmation (email, phone call, or text message),
and click the Schedule a Single Showing button.

Welcome Rosie Realtor
Property: 111 1, ADAMS
@ Return to listings

Tell us a

t  Submit
little more e

Listing Details

Address: | 1111
ADAMS, WI 53216
Listing ID: | 1456075

PHOTO NOT Price: | $1
AVAILABLE Status: | ACTIVE
Appointment | Appointment Required: Wait for confirmation
Type:
My Profile

Mot Rosie Realtor?

First Name: | Rosie
Last Name: | Realtor
Company: | Nancy Realtors

Please send me appointment confirmations for this listing by:
Email: | |support@metromls.com
Phone Call: | |(414) 778-5450

Text Msg: ‘ H Select Carrier hd

Click here to view Terms and Conditions

[ we have updated our Terms and Conditions agreement. Agree to the Terms and Conditions above for
using this service

Schedule a Single Showing [</gll Add to ShowingCart™ (select one) +

If you would like to create a ShowingCart (maximum of 10 listings), select ‘Create a New ShowingCart’
option after you click the Add to ShowingCart button; now, click the Next button.

Welcome Rosie Realtor

Property: 4520 N 109TH ST, WAUWATOSA Powared by

~ . e Tell us a Submit
@ Return to listings Showmglime Hittle o NS thna

Listing Details

Address: | 4520 N 109th St
Wauwatosa, Wisconsin 53225
Listing ID: | 1460874

PHOTO NOT Price: | $240,000
AVAILABLE Status: | ACTIVE-WITH OFFER
Appointment | Appointment Required: Wait for confirmation
Type:

My Profile

Not Rosie Realtor?

First Name: | Rosie
Last Name: | Realtor
Company: | Mancy Realtors

Please send me appointment confirmations for this listing by:

Email: ‘suppor‘t@metromls.com ‘

Phone Call: | |(414) 778-5450

O Text Msg: Add to ShowingCart™ (select one)

Create a New ShowingCart™

Click here to view Terms and Conditions

Upcoming Tours:
Agree to the Terms and Conditions above for | Add to Tour on 4/2/2016

Henrietta Buyer
Schedule a Single Showing [«J8 \




At the ‘New Tour’ screen, select your desired showing date, and then give your tour a name. Click Ok.

1) Choose a date for your tour:

4] April 2016 [ +]

| | S50 Mo Tu We Th Fr 3a [ ]

2
| [ [ Py o e T | |
10 1 12| 13| 14 5] 18
17| 18| 19| 20/ 2/ 22| 23
24| 28] 26| 27/ 28] 28 30

2) Give your tour a name:

(e.g. Afternoon with John and Jane
Smith)

Buyer Sunday Tour|

You will be routed to your ShowingCart; set a appointment time using the Pick a Time button. After
entering your information, click the Return to Listings button; highlight the next listing and repeat steps
for each listing you would like to add to your ShowingCart.

NOTE: You may also add properties to your ShowingCart (maximum of 10) by entering the listing
numbers in the appropriate field and clicking the Go button.

ShowingCart™ Tour Information

Tour Date |4/3/2016 =]
Tour Name: ‘Buyer Sunday Tour |

Appointment Information
[Enter Listing s (separate multiples s with a comma) \m Add Listing Stop | Return to Listings
Add Other Stop

Update @) Address @)

Appointment Type Appointment Status  Appointment Time &}

4520 N 108th St
Wauwalosa Wisconsin [145@) Appointment Required Mot Yet Requested © Pick a Time
Remove
< >
*Selecting an appointment status for any of your stops is for your reference only. hore ==
Map  Saelite =
=
L
S
2
=z
=]
=
=
@« 8
- w
+
Google Map dats 82016 Google _Terms of Use _ Report a map ermor

Return fo Listings



