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Course Objective

ShowingSmart allows both consumers and Realtors to efficiently approve, decline, or suggest
an alternative date and time for all appointments requested though the ShowingSmart call
center or online for homes for sale or lease in MLS. The notifications can be sent by text or
email to the Listing agent and any additional contacts that need to be in the approval process.
Members and consumers can keep a record of all appointment times and dates scheduled on
their home as well as have automatic feedback sent out to all showing agents. Members will
learn how to enable showing instructions for their listings and have the call center take their
appointment requests. Members will learn how submit showing request via

the ShowingSmart platform for ANY MLS listing regardless of the showing service being
used. Members will also learn how to create a map tour and showing reports.

This class will show you how to:

¢ Add/edit showing instructions to your listings
¢ Matrix & ShowingSmart
¢ Schedule showings for your clients
* Create tours
* Matrix & ShowingSmart
* Create custom Feedback Forms
* Change/print/share/customize frequency
* Create Reports
* Navigate the ShowingSmart mobile app

Important information-

* The ShowingSmart call center number is 713-930-0427
¢ 8:00 a.m. - 7:30 p.m. - seven days a week
* ShowingSmart mobile notifications will come from 67651

Additional help -
 www.ShowingSmart.com/FAQ
* feedback@ShowingSmart.com
* support@ShowingSmart.com

NalelW/ialeNaslels Revision date: 1/2026



http://www.showingsmart.com/FAQ
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How to get to the ShowingSmart platform —
*  www.ShowingSmart.com

* HAR.com log-in credentials
* ShowingSmart Mobile Application
¢  Members Only Portal
* Matrix —

* Add/Edit (Input ) Tab

* Add showing instructions and select showing platform/contact

number
* Search Tab

* Create Tours with several properties

* Schedule appointments for select listings

Creating a listing

Listing Information

List Type
Exclusive Right to Sell/Lease

Also For Lease

Street Number St Direction
39 ®@ ~ 2
City/Location

Sugar Land

Subdivision
Chimneystone Sec 2

Legal Description

Master Planned Community Y/N
Tax ID #

2520-02-001-0010-907

Tax ID # 2

I [ save as Incomplete [*g Validate € Cancel Input [0

Priced at Lot Value Only

Street Name(rax 50 Characters)

Kitchen Hill

state Zip Code
B Texas ~ @ 77479

Section #

Legal Subdivision Lookup Subdivision
CHIMNEYSTONE SEC 2, BLOCK 1, LOT 1, R/P

Master Planned Community Name

Key Map
sooa (D 6741

List Date

Street Type

Lane

Zip Cod
D 1742

MLS Number: 34844253

Expiration Date

St Direction Unit #
e Ext County
2 Fort Bend v (7

After creating or editing a new listing in Matrix, select the ‘Save as Incomplete’ button. Access the new
incomplete listing by clicking Add/New and “Edit an existing.”

| Modify Listing

NOWPICTOTERVSIIable

Select Form

Single-Family Add/Edit
Change to Coming Soon
Syndication (Staff)
Manage Tours Links
Delete Incomplete Listing

Other Options
Manage Photos

Manage Attachments
Show Input Audit

12326 Mullins Drive, Houston

MLS#: 64212014 Price:
Type: Single-Family

Status: Incomplete

SqFt: 1,692 Lot Size:
Beds: 3/ Baths:
List Date: Exp Date:
Pend Date:

Est Closing Date:

Add Showing Instructions to ShowingSmart

9,100
2/0

« Input Succeeded

Continue Editing | %, Add / Edit Photos

Add Showing Instructions to ShowingSmart

Your Listing has been successfully saved as Incomplete. MLS Number: 34844253

.=, Add / Edit Attachments

NalelW/ialeNaslels
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Inputting Showing Instructions in ShowingSmart
A new tab will open to the ShowingSmart site where you can begin adding your listing’s showing

instructions. Once you have added all instructions you can select the ‘Save Showing Instructions’ button at
the bottom of the page.

Listing / Showing Details

39 Kitchen Hill Lane

Setup Showing Instruction
Last Updated: Feb 7, 2023 2:48 pm

Showing Setup
Approval Type (required] Watch & Learr

Please Select One
Home Status

Status is Unknown
Showing Start Date

mm/dd/yyyy
Showing Agent Instructions

e your instruction for showing

Showing Preferences i«

Minimum hours before Showing

hreena Patel

COPY FROM

Contacts (Approval, Notifications, Feedback) ..

Shreena Patel (Listing Agent)
sp@na.com - 281-281-2812
Method of Notification

v Email v Call v TXT

Notification Types
v Receive Showing Approval Requests
v Receive Showing Status Notifications

v Receive Showing Feedback

+ Add New Contact 4 Add Shreena Patel 4 Add Shreefa &

Temporary Notes .-

+ Add Temporary M

= Showing Block it & tear

Look out for the
‘Watch & Learn’
buttons throughout
the page for tips and
instructions on how to
fill in each section

Once you have saved the showing instructions to your listing you can find them under the Listings Tab.
Click on the address of any listing to edit instructions to Listings Enabled on ShowingSmart or select Add
Showing Instructions to add new instructions to Listings not enable in ShowingSmart

n Sh0W|ng Smart Home Listings Showings Tours Buyers Reports Su

Listings enabled on ShowingSmart

1 Listings Enabled

Address MLS # Status/Type  Approval Type Call Center | Showings Feedback Report

a4

ew Histor

0000¢CO
©-00€0
000060

Listings not enabled in ShowingSmart

Address MLS # List Status List Type

COMPLETE

COMPLETE
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‘Listings’ tab information

Showings Feedback Report

© 00

Showings icon — See showing history, get showing agent information, request feedback
from agent. Select the Action tab to email all agents or print showings schedule. Select
the Showing ID number to manually input agent feedback. Navigate to the Feedback,

Showing Instructions tab (edit instructions), Client Portal and Settings tab.

Action tab :

Listing / Showing Details

"/" \\
| Action )
\. /

Email Agents

ed
View Previous Emails

Print Showings &

a Celia Lopez
3 Valzel Properties - Conroe

Feedback

=
Request
Request )

512 Cypress Avenue $195,000
ype: Single-Family
isting Agent: Shadrick Bogany
SHOWINGS EEDBACK VING INSTRUCTI CLIENT PORTA
32 Total Showings
All Showings -
Showing Date Status Agent Contact
Q Huong Tang hntang9@hotmail.corr
Sth Stream Realty .
[ Confirmed ] @, Alexandria McDaniel
[ canceled ] @, Alexandria McDaniel

Showing ID

IAR.com »

Showing ID: Select the Agent’s Showing ID (in blue) to view showing details, add private notes and
manually enter Showing Agent’s verbal feedback by selecting Provide Feedback as Listing Agent.

Showing ID: #1729457

512 Cypress Avenue (MLS# 73835915)
T

Showing Details

Date Friday, February 3, 2023
Time 11:30 AM -12:00 PM
Type Showing

My Private Notes

Click to Add Notes

Detail for Listing Agent

Alexandria McDaniel (SA)

ShowingSmart Call Center (HAR)

Showing Status
Serviced By

Showing Service Ph# 713-930-0427

Provide Feedback as Listing Agent

Showing Details

February 3,2023
1:30 AM -12:00 PM

Showing Serviced By

Showing Service Phit

Phone

NalelW/ialeNaslels

MLS# 73835915

ingle-Family

View property details 7

Showing ID # 1729457

ShowingSmart Call Center (HAR)
713-930-0427

Showing Agent Information

e Alexandria McDaniel
Ist Class Real Estate Elevate

Email

elevatewithtaylor@gmail.com

Please provide feedback:

rovide feedback

Revision date: 1/2026




showings Feedback meport | Feedback icon — View agent received feedback; number indicates how many
e a @ completed Feedback forms have been received. Detailed View will show agent
information by their respective feedback.

Listing / Feedback
426 E 41st Street $345,000
View Details in HAR.com »

Type: Single-Family MLS Number #11915247

View Details in MATRIX
jent: Shadrick Bogany Status

SHOWINGS FEEDBACK SHOWING INSTRUCTIONS CLIENT PORTAL SETTINGS

Question 1: Is your client interested in this listing? Question 2: What do you think about the list price?

Interested A Littie High
Not Interested Fair
Somewhat Interested

Very Interested

Question 3: How does this listing compare with others you
have seen in this price range (not just with this client)?

Less Desirable
More Desirable

Report icon - View/print/share the listings Showing Report, Showing & Feedback Report, or the Feedback
Report. All reports are available in Client View.

Showings Feedbacl Report

© 00

Select an Report Type X

Showing Report

Showing Report Client View

Showing & Feedback Report

Showing & Feedback Report Client View
Feedback Report

Feedback Report Client View
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Settings tab — Temporarily pause showings by selecting the Stop Showings Icons. You can resume at any
time by selecting the same button.

Customized Feedback Form Settings — change the feedback form assigned to the listing. The system will
automatically send the default form out based on your settings. Choose a maximum of 4 questions.

Listing / Showing Details

10714 Braes Forest Drive $345,000
View Details in HAR.com »
Type: Single-Family MLS Number #57454878 o et TR
iew Details in >
Listing Agent: Shadrick Bogany Status (Active
SHOWINGS FEEDBACK SHOWING INSTRUCTIONS CLIENT PORTAL SETTINGS

Showings Request Setting

Current Setting

Active, Accepting Showing Request

Customized Feedback Form Setting

Default Form Y @ Preview g Create Customized Feedback Form

Disable ShowingSmart Showing Service

Disable ShowingSmart Service means that you no longer wish to use
ShowingSmart system and will switch to other type of service instead.

< Disable ShowingSmart Service > Download Mobile App
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Showings Tab — Request to schedule a showing for a listing by selecting the Request Showings icon.
Type in the address or MLS number and select from the drop-down menu.

ﬂ Showing Smart

Showings for My Buyers v

Listings

e February 2023 °
View Calendar

Showings Tours Buyers Reports

Support v &~ % -

Request Showings

1. Begin typing address or MLS number in search box.

n Showing Smart

New Showing Request

Q 4n

_ 411 Austin Road (#3573135)

411 Avenue G (#6020562 - Rental)

530 (ACTVE)

411 Blanco Lane (#5817062)

(aave)
411 Corydon Drive (#86065795)
Geve)

o 411 County Road 282 (#78586016)

e
4 (AcTIvVE)

Home Listings Showings Tours Buyers Reports S|

Smart Call Center (HAR)
R Showing Info/Remarks +

Remove

IR
( GoBack )
Ng .

upport v &~ a'

2. After selecting listing select the Schedule button.

New Showing Request

Schedule —

839401)

Showing Info / Remarks +

800-746-9464 [ ShowingTime

Remove

NalelW/ialeNaslels
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3. Follow steps to schedule appointment then Submit Showing Request. If the listing agent is using
something other than ShowingSmart, you will be redirected to the appropriate site to complete

scheduling.

n Showing Smart

New Showing Request
Q 4n

_ 411 Austin Road (#3573135)
Conroe, TX 77301 ((ACTIVE )

Schedule —

Home Listings Showings

713-930-0427 / ShowingSmart Call Center (HAR)
Home is Occupied / OTHER Showing Info / Remarks «

Remove

Tours Buyers Reports

Support ¥ [0 a .

Showing Type

Showing

Select Showing Type

Re-Show

Agent Preview
Photography
Inspections
Appraisals

Final Walk Through

22 23 24 25 26 27 28

29 30 3

New Showing Request

2347 Turnbury Elm Court (#70839401)
Spring, TX 77386 ((ACTIVE )

J
Schedule —

800-746-9464 / ShowingTime

Showing Info / Remarks «

Remove

When would you like to see it?

February »

SUN MON TUE WED THU FRI SAT

13 14 16 17 18

19 20 21 22 23 24 25

26 27 28

What Time? (45 min length)

0815 AM 09:00 AM|

Submit Showing Request

NalelW/ialeNaslels
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Tours Tab — Create a Tour from the Matrix Search results by selecting the properties you would like
to schedule and selecting the ShowingSmart bubble under the Actions tab in Matrix.

HAK Homepage | EQucauon | HAK Connect | Feeaback | CoreLogic Live ¢

MY MATRIX | ADD/EDIT | SEARCH | TAX | STATS | MARKET REPORTS | FINANCE | LINKS

Hello, Shreena ~

&

@, Criteria

™ Email

{2 Print/Email PDF

© resacT3+ X n Include other criteria Recent Searches Y
3= Criteria ([0 Map  EB Results
Previous Next -1-7of7 Checked3  All - None - Page Display Agent Single Line v at 25 v per page )
S OH MLS # Statdy AR Office Address Subdivision Lot Size  SF Price\, Prc/SF - YB
(Y ! o] 56844277 A 29 RMXSO01 4510 Silverlake Drive New Territory 5,748 1,693 $319,000 $188.42 1995
Bl 2 QU 10637666 A 29 RCCEO1 119 Chandler Court New Territory 5,886 2,249  $347,000 $154.29 1994
L] 3 O] 64823767 A 29 CDRS01 1030 Evandale Lane New Territory Prcl Sf-34 7,721 2,556  $385,000 $150.63 1997,
B OM O] J 91096239 A 29 GMORO1 707 Presley Way New Territory Prcl Sf-35 6,516 2,336  $420,000 § $179.79 1997,
B Ok O 18598357 A 29 MAILO1 1423 Tahoe Valley Lane New Territory Prcl 5f-38 7,788 3,116  $450,000 $144.42 1999
Bl QU0 M 33048605 A 29 KWSWO01 2023 Crisfield Drive New Territory Prcl Sf-22 9,057 3,490  $599,000 $171.63 1998
B OWw O 18987510 A 29 PIRAO1 1910 Crisfield Dr Drive New Territory Prcl 5f-22 11,624 3,487  $639,000 § $183.25 1998]
YL Refine  Save  Carts Previous Next

Baova ol Stats | [P Export | 8 Quick CMA | I Cloud cMA HAR Directions Text/Shd H ShowingSmart |

After selecting the ShowingSmart tab, you will have two options. Schedule a showing or Create a Tour. You
will be able to schedule a showing for the properties after you Create the Tour.

o Showing Smart Home Listings Showings Tours Buyers Reports Support v S ~ a
How would you like to proceed?
You have selected 3 listing(s).
Request Showings for These Listings
Create a Tour for These Listings
13 1 1 2 1
Once you select “Create a Tour for These Listings” enter tour details and Create.
h Show|ng Smart Home  Listings Showings Tours Buyers Reports Support~ &~ a
Create Tour X
) Creating Tour FROM MATRIX Brasrocaenaar @ Touro Ve * Map Vi
Choose Tour Date (Required) -
02/25/2023 o 5 mi. to 3 Location(s) - Clients: no client assigned A e
Name your Tour +Add Listings to Tour Sugar Land Y
Creating Tour FROM MATRIX
Feb 25th, 2023
Client's Name + Add New g tichmond
., #5 4 M9 Chandler Court (£10637666) 713-930-0427 / ShowingSmart Call Center (HAR)
Add Starting Point — 9 GREATWO00D
v
1234 Noodle Road
1.3 mi + 4 mins
bl G i e |
3.8 mi - 12 mins o
[
Eﬁ 2023 Crisfield Drive (33048605 713-977-7469 / ShowingTime BN (O mapbo; o
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Add to Calendar — Add Tour to your calendar
Tour Detail Link — Share this with your clients. Once you have scheduled showings, this link will have

Listing information along with confirmed time of showing
Edit — Edit Tour details here

Schedule — Schedule a showing for listings by selecting the blue Schedule button and selecting date/time

To reposition listing order for tour — Drag and drop the listings by selecting the listing cover photo and

dragging it to the desired position in tour.

Create Tour from ShowingSmart.com -

n Showing Smart Home Listings

My Tours

Tours

Mullins tour - Feb 26, 2022
Sally Jones - New Territory - Jul 22, 2022

Home Sweet Home - Jan 20, 2023

Showings Tours

Buyers

Distance

90 mi.

82 mi

6 mi.

Reports Support v <~ a -

Create New Tour

# Listings

4 Listing(s)

6 Listing(s)

3 Listing(s)

You can perform the same task by selecting the Create New Tour link from the Tours Tab in
ShowingSmart.com. Simply add the required criteria and enter the MLS number or addresses of the

properties you wish to create a tour for.

You will be able to schedule a showing of the properties after you have created the tour.

n Showing Smart

My Tours

Tours

Mullins tour - Feb 26, 2022

KW example - May 21, 2022

Sally Jones - New Territory - Jul 22, 2022
Keller Williams - Dec 10, 2022

Home Sweet Home - Jan 20, 2023

Home Listings Showings

Terms of Use | Privacy Policy
Copyright® 2023, ShowingSmart

Tours Buyers Reports Support v {é’} v 9. 4

Distance

90 mi.

20 mi.

82 mi.

6 mi.

6 mi

# Listings

4 Listing(s)

3 Listing(s)

6 Listing(s)

4 Listing(s)

3 Listing(s)

Create New Tour

View all upcoming and past Tours/Edit/Create/Manage Tours from the Tours tab.

NalelW/ialeNaslels
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Buyers tab — Manage Buyer information from the Buyer’s tab. Select Add New to create a new contact
and send Welcome Email (default option will be to send the Welcome email, uncheck if preferred)

First Name Last Name
type here type here
Email* Phone
type here type here

Send welcome email.

Add Cancel

n Showing Smart Home  Listings  Showings
Buyers
Client Name Email Phone
Neo Anderson shai@ndjwm.com (281) 281-28M
Add New Buyer X

Tours

Buyers

Buyer Portal

Open Buyer

Reports  Support v &~ @D i

portal ®

Reports tab — Create 2 different reports by selecting the desired report and entering criteria.

Showing Distribution Report — Our showing data is a compilation from multiple sources, which
include ShowingSmart, ShowingTime, Appointment Manager and Supra Activities. You may use this
report to check which price range is getting the most showings.

Company Showing Report — You may view all showings for your company's listing. Use this report to see

which agents in your company has shown similar properties.

n Showing Smart Home  Listings

Reports

Showing Distribution Report
Our showing data is a compilation from multiple sources, which include

ingTime i Y ger and Supra

Activities. You may use this report to check which price range is getting
the most showings.

Company Showing Report

You may view all showings for your company's listing. You may
use this report to see which agent in your company has
showed similar home recently.

Showings

Tours

Buyers

Reports

Support ¥ [ a -

NalelW/ialeNaslels
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nshowingSmart Home Listings ~Showings Tours Buyers Reports Support~y &~ &v

Company Showing Report

You may search and viey

)sin all your cor

city Zip Code Geomarket Area Subdivision Min. List Price Max. List Price
Type here. Type here. Select GeoMarket Are v | | Type here. Select Min Price v ) | select Max Price -
Listing Status Showing Status Showing Date Range Showing Date From Showing Date To Order By
Please Select - Please Select - Please Select - mm/dd/yyyy [u] 01/16/2023 [u] Please Select -
.
n Showing Smart Home Listings Showings Tours Buyers Reports Supportv @+ 7

Showing Distribution Report

Showing data is privided by HAR Techlonolgy department. Data is a compilation from multiple sources, which = Showi ingTi i Manager and Supra Activities
city Zip Code Geomarket Area Subdivision
Type here Type here. Select GeoMarket Are. v | Type here.
Min. List Price Max. List Price
Select Min Price v ) [ Select Max Price -
Showing Date Range Showing Date From Showing Date To

Please Select v mm/dd/yyyy =] 01/16/2023 =] w

Get started by adding criteria to see reports

Print/Share/Save PDF copy of the report by selecting the Print icon after you Submit report request.

Support Tab — Sign up for additional Training, view our FAQ page (with instructional videos) and
view Benefits of using ShowingSmart for Listing and Buyer agents. Contact Us will let you send
technical issues or request additional information from HAR.

Listings Presentation — share/print PDF of benefits of using ShowingSmart
Showing Instructions Form (PDF) — Use this form to fill out listing client’s information
Contact us — Send HAR updates of Bugs, Enhancement Requests or General Feedback

o Showing Smart Home Listings Showings Tours Buyers Reporty Support a &~ a o

Training

d [J pownload the App Now:! D H.
( ownload the App Now! |
L p FAQ

Showing Instruction Form (PDF)

Upcoming Showings on My Listings Upcoming Show |
Listing Presentation

Benefits for Listing Agents
Benefits for Buyer Agents

Contact Us
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Gear tab — Assigning an Admin to Manage a Listing — select the gear tab followed by Admin User Setting
then click Add New. Select if the person is an MLS Subscriber or Non-MLS Subscriber. If the individual is
an MLS Subscriber, you can search for their name or public ID. If the individual is a Non-MLS Subscriber,
you will need to provide their email address. You can select which options you want the user to have access
to, such as Add/Edit Showing Instructions for My Listings, View Showings for My Listings, and View
Feedback for My Listings.

Feedback Template/Settings - Control the frequency that feedback is requested from the Showing Agent,
create customized Feedback forms, and choose to receive feedback before sending to your clients.

n ShOWing Smart Home Listings Showings Tours Buyers Reports Support ¥ {"6} - a v

/ N Admin User Setting
L D Download the App Now! |

4

Feedback Templates / Settings

Upcoming Showings on My Listings Upcoming Showings for My Buyers

Admin User Setting — Select appropriate subscriber (MLS or Non-MLS) and follow steps to select what kind
of access they will have. Edit access at any time from the Admin User Settings tab.

hShowingSmart Home Listings Showings Tours Buyers Reports Supportv — {G+ av

ShowingSmart Admin Users

My Admin Users
MLS Subscriber

Access To ;
User Login Name MLS Subscriber Access Type  Showing Instructions | Showings | Feedb ck Non MLS Subscriber
shreena29@gmail.com Shreena Patel No agent Yes | Yes | Yes EdIT| Delete
ShreenaP Shreena Patel Yes agent Yes | Yes | No Edit | Delete
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Feedback Templates/Setting - Choose frequency of Feedback request, create customized forms and choose to
receive feedback before your clients.

n Showing Smart
Feedback Template / Settings

Feedback Form Template

Mullins Listing
Jane Smith 61
Sally Jones

Mobile App - Class Example

+ Create New Template

# Of Listings

Tours Reports a 34

Support v

@}v

Home Listings Showings Buyers

&

Feedback Preview

(D I would like to review feedback before sharing with my clients

Feedback Request Frequency

System will automatically send out up to 4 feedback requests to showing agent on your
behalf. Please choose your own preferred frequency.

C) Do not send feedback request for all my listings. | will send
them manually.

() Send a request 30 minutes after a showing.

(D Send a request 2 hours after a showing.

() Send a request 2nd day after a showing.

(D Send a request 3rd day after a showing.

Create New Template — to create a custom feedback template select and save up to four questions.

Feedback Preview — Alert system if you would like to receive feedback before your clients. You will have
ability to release Feedback upon receipt. Click gear icon to show options.

Feedback Frequency — Select to send Feedback requests manually or let the system automatically send it out

for you up to 4 times.

Profile Picture tab — Edit contact information, notification alerts and view Showing Code.

n Showing Smart

/ Download the App Now! )
R U »/

Upcoming Showings on My Listings

View more showings

ShowingSmart

Home Listings Showings Tours Buyers Reports Support ¥ S~ |

Communication Settings

E Showing Code: 941396

Sign Out (Shreena Patel)
Upcoming Showings for My Buyers

View more showings

Revision date: 7/2023




Communication Settings — Edit contact information and select desired method of Notifications.

Showing code can be used in place of your Public ID number for personal verification when speaking to the
call center in case you need to make changes to a scheduled appointment.

ﬂ Showing Smart

Your Showing Code: @=Z4 ki[5 Copy

Confirm Contact Information

Shreena Patel
Houston Assn of REALTORS

Home

All ShowingSmart notifications will be sent to the phone number and/or email listed below:

Phana Email

1£01) ©2B-L22D Shreena.Patel@har.com
Method of Notification
Text Call Email

Listings Showings Tours Buyers Reports Support v {:c:)} - a w:

POSTED 4/4/25

New HAR MLS Rule for

CANCELING SHOWING
APPOINTMENTS

Effective immediately, members who are unable
to attend a scheduled showing MUST cancel it
within the scheduled appointment time.

You may report any violations by FINE AMOUNT:
emailing mlsqa@har.com along with the

listing and appointment information and 50
the name of the showing agent.

ShowingSmart

New MLS Rule: Showing agents
must cancel an appointment during
the showing window if you cannot
make it. The listing agent can be
called, texted, or you may cancel in
the showingsmart app. You have the
entire showing window to make this
cancellation. If you have any
questions or would like to report a
no-show on your listing email:
mlsqa@har.com
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