Account Setup

Access your ShowingTime account by clicking Paragon Preferences > ShowingTime Setup.

Paragon Preferences

N

JRCES PREFERENCES

Home > Edit Profile

Here you’ll see a snapshot of your Profile information, Messages, Showings you requested,
Showings requested on your listings, and Feedback requests.

Click Edit Profile.
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Profile Basics

Here you can upload your agent photo, update your contact information, and select your preferred

contact method. Choose between long or abbreviated text messages (SMS). Abbreviated will have a

link in the text; click to open for info. Long SMS will show all instructions in text and may have

multiple texts to view all instructions.

e (alendar Sync allows you to sync appointments with your personal calendar

e Mass Add Listing Note adds a note in showing instructions to all your unexpired listings
e Resend Login to resend a login in email.

Alice Agent (MLS ID)

First Namag &97
asthame: [Agent |
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Calendar Sync x

You can have all of your Lpcoming appoinimeants sync dinectly fo your
personal calendar Simply ssiect your preflerences then select the Creale
Calendar Sync Link butfon to begin
Sync My Appointrments a5 a

Showing Agent

Listing Agent
Show Unconfirmed Appointments?

® vas O No

Display Past Appointments Older Than

[Select «

My Calendar Sync Link

After the Calendar Sync Link has been crealed click the Sync Mow bulion fo
AUi-SYNe YOUr CaMndar. You Can &350 copy the Sync link 1o your prafamed
calandar chent 1o manualy sel Up your calandar Symc

Create Calendar Sync Link
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Mass Add Mote To Showing Agent x

This will add & note fo Showing Agent in the showing instructions of -
all your unexpired IFslings.

VWhat appointmant type(s) would you like to add a nobe 1o?

O appointment Required

[ courtesy Call or Go and Show

([ View Instructions Only

VWhere would you Bke lo add the nole?

@) Althe end of the existing Notes 1o Showing Agent

".___'_' Al the baginning of the existing Motes to Showing Agent

) Replace the existing Noles to Showing Agent

Add Note To Showing Agent




Listing Agent Preferences (Listing agent notification settings)

You can save time by selecting default settings. These settings can be changed per listing.

Allgw Agents To Reguest Virtual Appts?; | In-Person and Virual Appis v

Default Senings for New Listings

Default Appomtment Mode:  appointment Required ”
Allow Oveddapping Appointments?: | Ne, exclusive showings only w|
Share showing agent details with your chants? _Defa ult (Mo, do not shara) w |
B g oo £
Emad Tex! Message Push ShowingVioice

Notifications for Appointments on my Listings

When appointments are requested J
When appointments are confirmed or cancelled ]

Feedback Requesis
Request feadback from showing agents © @) vas ) No

Humber of times o resend feadback requests: |2 ¥ |

Allow Agents To Request Appointments Online Y/N
e “Yes” allows agents to request appointments using ShowingTime.
Allow Agents To Request Virtual Appts
[ ]
e Select In-Person, Virtual, or both
Default Appointment Mode. If the above is selected to “yes,” you can select one of these
appointment modes:

e Appointment Required

e Goand Show

e View Instructions Only

Allow Overlapping Appointments
o There are four yes or no options
Share showing agent details with your clients
o There are five yes or no options
Notifications for Appointments: you can choose how to be notified of a showing request,
confirmation or cancellation.

¢ Email: Notifications are sent to the email listed in your profile. Emails
include security and access codes to enter the property and should not
be forwarded to anyone.

o Text Message: Notifications are sent to the cell phone listed in your profile.
Listing agent can confirm or reject showing requests by responding to the
text message.

e Push (App): If you have downloaded the ShowingTime app (instructions
below), you will receive notifications on the app with a red dot in the upper
left corner of your cell phone.

e ShowingVoice: You will receive a call with the caller id as
“ShowingTime.” The listing agent can confirm or reject showing requests by
responding to the voice commands on their phone.

Feedback Request: choose number of times and frequency a feedback request is sent to

the showing agent.

oo ——————————————————————

Allow Agents To Reques! Appointments Online? @) yeg ) Mo

Number of days between resends: |1+




Showmg Agent Preferences (Showing agent notification settings)

Notifications for Appointments I Request for appointments requests are received,
viewed, confirmed, cancelled or price change on a listing you’ve shown.

e Emalil

e Text Message
e (Call

e Push

e Offer Registration Notifications: check box if you’d like to receive an email
o ShowingCart® Notifications: select Email, Text Message, or both
o Feedback Requests: select Email, Push, or both
e  Multi-Unit confirmations or cancellations: select yes or no
e Appointment Scheduling: select a default option for new appointments type
and length
o Lockbox Access: select yes or no for SentriLock, Supra, or HUD key
= g ( o0
Emad Text Message Call Push
Notifications for Appointmants | Requaest
When appointment requests are received ]
When appointment requests are viewed ]
When appointments are confirmed or cancelled | [
When there is a price changefisiing notification on a ]
property I've shown
Offer Registration Notifications
When an Offer regisiration noliication & sent
ShowingCan® Notifications
Whan ShowingCarts are assigned Lo me ]
Feadback Requests
Receive feedback requests from other agents ___
Multi-Unit
Per unit notificaions whan units are 7 Yes ® No
confirmed or canceled
Appointmeant Scheduling
Default appointment type for new appointments: | Showing |
Default appointment length for new appointments | 30 min e
Lockbox Access
| can acoess Sentrilock ) Yes @ No
I can access SuprafiBox O ves @ Mo
| have access to a HUD key } Yes ® Mo

Additional Preferences

Messaging, MLS, and Office Broadcasts

e Email
e Text Message
e (Call

e Push (notified in ShowingTime app)
Agent Communication: select an option when you will receive text and push
notifications
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Email Text Message Call Push
Massages

MNew Message Notification
MLS and Office Broadcasts

Wew Broadcast Notification (] |

Agent Communication
Send Notiications

® gam-10pm Only ) All hours
Fior bt masaagis B put® ondy)

Mobile App Access

Tip: The easiest way to download the ShowingTime app is to enter your email address and
click Send Authentication Link. Open the email and download the app. You can also
download the app from Google Play or App Store, but it is a longer process. The app
provides all the same scheduling features as the desktop version, and with added mobility.
An app is available to sellers and controlled by you.

Showing Time has mobdie applicetions svallatie for agents o downioad fo thelr Smartphonas andor tabiefs. Clck the send butfon fo emall yoursall INSruclions on how 1o

fog in along with direc] inks ta insiad e mobde applicalion. Be sure 1o open Ehe emad from the mobile device pou wish fo instad (he app on. Leam man

Devices
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