SHOWINGTIME FOR THE MLS QUICK START GUIDE

ShowingTime for the MLS has many features that save time, reduce phone

calls, and generate more showings, all of which helps you provide better 5ﬁ0Mﬂ ”me

service to clients. This Quick Start Guide will help you get started.

HOW TO SCHEDULE A SHOWING

Step One: Step Two:
Log in to Flexmls, locate the listing you want to show and From the Terms & Conditions screen, confirm your
click the ShowingTime button. default showing agent preferences, agree to the Terms &

Conditions and click on Schedule a Single Showing.
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Eroperty Type Residential
Step Three: Step Four:
Fror'n the Appointment Calendar, select a date and time Indicate the type of appointment, and optionally select the
you'd like to schedule your showing and a pop-up will end time, provide the buyer's name and enter any notes
appear to verify your appointment details. to share with the listing agent. Once complete, click Yes to

submit your request to the listing agent for confirmation.
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showing agent preferences.

Suggested Lead Time Lo ]

_ Shaded time slots are Address: | 21 ELIZABETH LAKE
. 9 . x CHICAGO, MI 60606
._'_ con5|dgred short notice and Listing ID: | 28024192
are available to show.

Price: | $16,450
Status: | XTND
Appointment | Appointment Required: Wait
Type: | for confirmation

Requested date and time: Sat, March 25,11:00 am
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Appointment

Optionally indicate the latest time that

you might be at the property 12:00 pm v
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Optionally indicate the buyer's name .
Times in black are for your reference: Hazel James m
u naValIabIe to ShOW d u rlng Optionally add a note for the listing representative below:

I have a cash buyer who is ready to make an offer for the right property.

those times.

Is this information correct?

*Appointment Calendar does not appear when listings are set to View
Instructions Only.




SHOWINGTIME FOR THE MLS QUICK START GUIDE

Customize your notification preferences and listing settings to make
scheduling appointments more efficient. jﬁopm ’7[77

LISTING SETUP

flexmls  Q enteranaddress. city, 21>, MLS #, or Conta
Log in to Flexmls and click on the Menu tab at the top of the Home page and T
then on ShowingTime under Products to access your ShowingTime Setup. o s
Click Listing Setup in ShowingTime from the left side-menu and select a T T

listing. This will take you to the Listing Worksheet where you can set up your
listing with ShowingTime for the MLS.
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Need help? We're here. Contact Member Support at Log in to Flexmls and :
. Also, videos and training ;I"‘Ck on Menu ano(ljthen
materials can be found under the section el L R 7 1
. . . Products.
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et Add Contacts
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Add Access Information -
Lockbox & Access Details: Alarm Details:
Select how agents can L
Would you like to provide alarm details to the agent for os e .
access the home and enter e - accessng e o Additional Instructions
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Additional Instructions
Type your Showing Instructions here (Required for View Instructions Only Listings): Add From Predefined Notes +

information if available. showing agents on how to access

the property so they can show the
‘home.

Driving Directions

Directions:
Take 1-90/1-94 to exit 53B. Head W on Elizabeth Lake to property.
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