Simple Steps to Activate the Request a Showing Button

on Listings in Your MLS

Getting Started

To activate the "Request a Showing" button:

1. Log into your MLS
2. Select "Configure ShowingAssist"
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Office Setup tab

The "Request a Showing" button can be enabled for all
e e of your office's current and future listings by
G b selecting the “Office” tab across the top of the screen.
Office: { }denotes required information

On / OM Status: Select defaull ShawingTime setting for ALL kstngs that are kisted by an agent in
this office i

Additional e-mail addresses can be added if you'd like
showing requests copied to others in your office, in

ON ShowingTime default sefting for ALL of this office’s kstngs

NOTE: To adjust the status of an individual listing, go to "Listing Setup” above. To

oo S s e e sy s parialr s geie addition to the primary office e-mail address entered
gt Ii::';‘;::lf‘d::‘ - g notiic ahon preferences for showng requests from agents an MFR i n th e M LS.
Sand showing spmcar | (Howdo |
change his?)
G notific stions to additional email | broker@realestatecompany.com

¥ Cgg Qere appointment reguest emals 10 ksting agent
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Agent Setup tab
An agent's listings can be enabled or disabled separately
_ _ from the office's settings by using the Agent Setup tab.
EI;EE:',T.M. Setup: . — Agents can include other e-mail addresses to be copied
: when showing requests are received, in addition to their
o ¥ e own primary e-mail address in the MLS.
Office Address: 1881 Wantagh ave. IL 11793 | denstes required informatio

S e A R S et For example, if you can receive text messages on your cell
MOTE: To adjust the status of an individusd Esting, oo 10 "Listing Setup” above. To adiust the status of sl phone Or pager’ you Can enter those SpeCific e_mail
the listings in the oMce. 9o 1o "OUMice Setup” above, . .

addresses to be copied when showing requests are

Select defaull snzwsng noliication preferences for Showing requests from agents on Siratus MLS for ALL listings iat ane

Ii#ied by iis agent ; submitted.
Barmd shurveing motificzdioes: b (oficn) [ Jom (How do | change Bis?
OO0 showing nolificaion o (agen] agent@realestatecompany.com
CC nomestons o emons ot | (o g L cnanae i Even when you're in the field, you'll know when an agent

wants to show one of your listings.




(Continued)

ShowingTime Setup: ML #1619

Showing Time preferences for this listing are as follows:
ON ALcegt onling SHowIng Mequests 1or ik Resng

WOTE: To adjust fher status for all of the listings that belong to this isting agent, go o the “Sgent Setup™
‘b above. To adjust the siars of all of the istings in tha office. go 1o “OMfice S81p” above.
$ep Z. Seded showng hoe
=) Appointment Hoquined el
Z) Vi Instructions Orly  Help
Tipe showing inFucsons here Required for View

Oty Opicnad for Requred

1) Qen0bES requined INfonmations
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Listing Setup tab

When a listing office or listing agent activates listings, every
one of their listings will have the "Request a Showing" button
turned on by default.

You can choose to remove the button from individual listings,
if you want, by using the Listing Setup tab.You can also block
out certain times the listing is not available for showings
within this tab (see "Open Hours" below).

Address.

Price

Showing Time preferences for this listing are as follows:

$tep 1: Set onling showing request statuy for this bstng
ON ACCHEN G SHORING TequUETE 106 Tt Redng

WOTE: To adjust e status for all of the lstings that bedong to this isting agont, go (e (he “&gent Setug™
‘b above. To adjust the sianrs of all of the istings in the office. po 1o “OMfice Sa1p” above.
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Please make showing request online. We will confirm with you by phone after we speak to the seller.
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Pre-Setting the Type of Showing

You can specify if an appointment is required to show

the listing, or if the showing agent can simply view the
showing instructions (ie., vacant properties with lockboxes).

1) For a"Standard" appointment, the showing agent will
request a set date and time;

2) For an”Instructions only” showing, you can eliminate
phone calls by including all the necessary information
needed to show the listing. You'll still receive an e-mail
notification on which agents viewed the instructions.

Showing Time Setup: M1 £1

Address
L

aq OF CrEate New CIENOEN BAOCKE 10 561 Svakable Showing Bmes

Shiowtng Reours. Tre Tollouing imes are NOT susilable lor showangs:

5109 &: 401 SROWNG ROUBCABON HRESENENCES 10f SNawing rGue15 oM AgHnts on Sratus MLS
Send showing nolicabons o (ofice) | ] i (w0 1 change Bug?

©C showng noticaion te (agent swocdard@shawangome zom

SO neBRcabons b #oamonal email (Higw 301 Chanos g ?
CC 1 SROM WSS Al rEQUSRTE (IMS)
—

Setting "Open Hours" for Showings

You can restrict the hours a listing is "open" for showings
(ie.,, the homeowner has a commitment on Tuesday
afternoons).

1) Click "Edit Showing Hours"
2) Specify individual or recurring time periods when the
listing should not be shown per the homeowner’s wishes.

This can be done for any listing, with each one edited
separately.

You can add other e-mail addresses here, too, if you'd like
showing requests copied to other individuals.

Showinglime’

For assistance or questions, please contact ShowingTime technical support
at 312-726-6886 or by e-mail at support@showingtime.com.You may also
visit http://www.showingtime.com.


http://www.showingtime.com

