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Stellar MLS is a for profit corporation whose shareholders and members are engaged 

in similar businesses and Stellar MLS provides services to such shareholders and 

members. 

Whenever such persons engaged in similar businesses gather or when corporations 

provide services to such similar businesses, there is a risk of antitrust liability or of 

the appearance of anti-competitive activity.

Stellar MLS has adopted strict policies to avoid any such liability or appearances. 

Any departure from these policies could result in severe civil and criminal penalties 

to you as individuals, to your company and to your association/board and Stellar 

MLS.

ANTITRUST OBLIGATION
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CHAT = Your 
answers

Q&A = ASK 
questions

 About & Access ShowingTime -

 Office Setup

 Agent Setup –

 Default Preferences Listing Setup

 Feedback and Adding Sellers

 Schedule Showings Online in Matrix

 ShowingCart™ - Plan and Schedule Buyer Tours

 Agent Reports

 Mobile App

 Access Help & Training

Agenda
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Why use ShowingTime?

•Save Time
•Generate more Showings
• Increased Accountability
•Enhanced Security
•Provide Better Customer 
Service

Accessing

5

6



Introduction to ShowingTime 7/28/2022

4

OFFICE SETUP

As an Office Manager, there are several 
settings that you can configure that will 
affect your office, agents, and listings.

Ability to Set Defaults for Office
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Office Defaults

Office Defaults
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AGENT SETUP

Your 
Photo 
Here

Your Contact Information Here
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Upload 
Your 

Photo

• Upload your photo
• Verify your contact information and add or edit as needed
• Email address must be the email associated with your Stellar MLS account
• If you want to use text messaging, add your cell phone number

Edit/Update Profile

These are your DEFAULT settings and may be changed for each individual listing.

LISTING AGENT PREFERENCES (Defaults)
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Listing Agent Preferences (defaults)

Listing Agent Preferences (defaults)
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Listing Agent Preferences (defaults)

FEEDBACK FORMS
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Feedback Forms

Customize Feedback Forms

You may use the 
ShowingTime Template 

OR 
Create a new template 
with your own feedback 

questions.
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LISTING SETUP

Set up Listings in

ShowingTime works with the MLS to get listing updates 
automatically. This means that once the listing is entered 

into the MLS, set to an active (on-market) status, and 
assigned to you, it will appear in ShowingTime.

Once in ShowingTime, there are some things you should 
update. These include the Access 

Information, Appointment Rules, and Contact 
Information.
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Set up Listings in

Click on the “ShowingTime” 
tab from Matrix 

Click on the “ShowingTime” 
icon from Stellar Central

My Matrix>My Listings 
or My Listings Widget
Select listing to Modify

Set Up Showing Instructions
1. Click on the “Listing Setup” tab to access 

2. Click on listing you would like to customize 
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Appointment Handling
Select “Yes” to allow online showing 
requests, or select “No” if you don’t want 
to use ShowingTime for this listing. 
Select whether or not agents can 
request Virtual Appointments

Appointment Setting
Set the “Appointment Type” to
“Appointment Required,” 
“Courtesy Call or Go and Show,” 
or “View Instructions Only.”
Indicate if listing agent is to 
accompany.
Select Feedback Template, if 
desired.

Set Up Showing Instructions for a Single Listing

Set Up Showing Instructions (cont.)

Add your sellers so that they can be notified of showings, 
confirm or decline showings, and communicate with you 
using the ShowingTime app. 

Click “Add New Owner/Occupant”, and fill out the information 
in the pop-up window 

Enter the phone number and choose “yes” for 
“Use for Text Messages” 

Enter their email address for email notifications 

Click “Save” to add your seller to the listing 

1

2

3

4

Contacts - Add Sellers 
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Set Up Showing Instructions (cont.)

Set Up Showing Instructions (cont.)
Set up the seller’s settings by selecting how they can confirm appointments (if desired) and how they should be notified of 
confirmed or canceled appointment 

6

Contacts – Add Co-Listing Agent
IMPORTANT: If you are co-listing with another broker, the listing will automatically show in both brokers’ ShowingTime accounts. The co-listing 
agent feature only needs to be used if you want to give another broker access to ShowingTime for a listing you are NOT co-listing with them. 

Click “Add New Co-Listing Agent” and fill out 
the information in the pop-up window. 

The Seller and Co-Agent information will now show in the “Contacts” section. 

5
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Contacts – Add Co-Listing Agent
Select how Co-Agent added would like to be notified.

Set Appointment Restrictions
If your sellers would like advance notice before 
showings, use the “Required Lead Time” to prevent 
showings without notice or “Suggested Lead Time” to 
alert showing brokers of their request. 

You can also choose to “Allow Overlapping 
Appointments” or to only have exclusive showings. 

To block out specific showing times, click the “Add New 
Showing Restriction” button 
In the “Add Showing Restriction” pop-up window: 

Type in the reason for the restriction 

Pick the duration of the showing restriction 

Pick the dates for the showing restriction 

Click “Save Showing Restriction” 

1
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4

5

6

7
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Add Access Information
Enter information such as keybox location and alarm details. Note: To receive showing information from Supra in 
ShowingTime, choose “Supra iBox” from the access type, then enter the keybox serial number. 

Add Additional Instructions
IMPORTANT: Duplicate any important showing information into ShowingTime:  your “ShowingTime Secure Remarks” will auto-populate  
from Matrix.  Note:  Instructions only auto-pop if they are input when the listing is made active.  Any edits to ShowingTime Secure 
Remarks should be done directly in ShowingTime.  These remarks will be visible to the showing brokers when they schedule the showing. 

Add/Edit Driving Directions 

The “Driving Directions” that you entered in Matrix for this listing will auto-populate over to ShowingTime. 
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View the “Showing Restrictions” Tab
If you would like to see a calendar view, of your 
showing restrictions, click the Showing Restrictions 
tab at the top. 

You can review, add or edit showing restrictions 
quickly and easily by simply clicking on a date or 
an existing restriction. 

1

2

SCHEDULING SHOWINGS
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SCHEDULING A SINGLE SHOWING

Set up a Single Showing
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Open ShowingTime to Schedule

View the showing instructions View Instructions Only, Appointment Required, Go & Show

Schedule a Single Showing
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By selecting this option, the showing agent 
is indicating to the listing agent that their 
customer would prefer a virtual showing of 
the property.

The showing agent can also add a note for 
the listing agent indicating which streaming 
video technology they prefer to use for the 
showing.

Virtual Showings

• To start, select the 
property you want to 
show and request the 
showing. 

• Then, choose a time 
and date. 

• When the appointment 
details page appears, 
select Virtual Showing.

You will have the same options 
when requesting appointments 
through the ShowingTime App.

Schedule a Virtual Showing
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• Select the 
properties you 
wish to show.

• Click the 
“ShowingCart” 
button.

Planning a Buyer Tour & Multiple Listing

Once ShowingTime’s scheduling screen has loaded, select your preferred method of 
contact for confirmations, then continue by clicking the “Add to ShowingCart” button

Planning a Buyer Tour & Multiple Listing

Once ShowingTime’s
scheduling screen 
has loaded, select 

your preferred 
method of contact for 
confirmations, then 
continue by clicking 

the “Add to 
ShowingCart” button

Select your 
preferred 
method of 
contact
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1. Selected properties will display 
with showing instructions.

2. Add Listing Stop –
Add additional properties

3. Add Other Stop –
Additional stops on the tour, for 
example lunch location. 

4. Schedule Tour by
- SmartRoute
- Appointment Time
- Drag & Drop

5. Automatically calculates distance 
and driving times.

6. If the listing agent has turned off 
online showings, you would need 
to contact the listing agent.

The status of appointments made will 
also display as you set up the 
showings.

1

2 3

4

5
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Setting Up Showings from ShowingCart

ShowingCart™ determines listing locations which will then provide you with driving 
distances and driving times between each location.

Adding Listings or Stops to your Buyer's Tour
There are 3 ways to add additional Listings or Stops to your buyer's tour:

1. Using multiple MLS ID's or MLS numbers
Use this option if you already know the MLS ID's for the listings which you would 
like to show

2. "Add Listing Stop" button
Use this option to search for a listing if you don't know the listings MLS ID

3. "Add Other Stop" button
Use this option to add NON-MLS stops, these can include your Office as a starting 
point, coffee or lunch spots, or points of interest in the area. (e.g. local schools, 
parks or attractions, etc.)

Creating a Buyer Tour
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SmartRoute
Once clicked, it will automatically sort your stops in the most logical order, picking 
the best route for you. It will use the first stop on your list as the starting point and 
then will organize your other stops based on driving times and distance.

To organize your tour using SmartRoute, you will first need at least 2 listings 
added to your buyer's tour, once that has been done you will be presented 
the SmartRoute button underneath your tour's listings.

Tip: This is best used before scheduling appointment times.

By Appointment Time
By Appointment Time will organize your route by scheduled 
appointment times, if appointments have already been confirmed 
for each listing.

For this to work you will first need appointment times set for the 
listings on your tour, then you will need to click on 
the Appointment Time heading at the top of the list.

Drag & Drop
Drag & Drop enables you to manually organize the route according 
to your preferences

Listings can be organized in 3 different ways depending on your needs.

Organizing the Buyers Tour

Step 1
Start off by clicking on the Pick a Time button

Step 2
Choose your Type of Showing

Step 3
Choose your Appointment's Start and End Times

Step 4
If a note needs to be passed along to the Listing Agent, add that now

Step 5
Click Save

Step 6
Repeat the process for all the listings you are ready to schedule on.

Step 7
Click on the Send Requests button located in the upper right corner of the Appointment Information window.

Step 8
Once the appointment requests have been sent, the Appointment Status section will keep you up to date with your 
showings status.

Choosing Appointment Times (Step by Step)
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 Point-to-Point Map
 Turn-by-Turn Directions
 Print Your Tour

The buyer's version of the tour contains the tour's map 
and the stops in detail, including the listings photo, price, 
location, scheduled appointment time, appointment 
status, & basic listing details. 

A Buyer's Tour can be emailed directly to your customers 
from within the ShowingCart™ Interface.

Additional Features

SHOWINGTIME REPORTS
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Agent Reports

By default, the results will show you activity 
from the current week, but this can be 
adjusted at the top up to a 30-day range 
followed by clicking Submit.

You will then be able to review all of your 
agent activity within that time frame.

From here you can
1. Adjust display options
2. Email Report
3. Print Report
4. Download as a PDF
5. Go back to Report List

Agent Activity Report
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Showing Agent Name, Company, 
Phone Number, and Email Address 
display here.

Listing Activity Report

By default, the results will show you all requests made within the current week, 
but you can adjust this by selecting another date range (up to a month range), 
then click Submit.

You will then be able to review all showings that you have requested within that 
time frame, along with each appointment's status and if applicable the showing 
instructions. From here you can 
1.  Map Appointment Route
2.  Print Instructions

(Optional)You can sort by buyer.
On Mobile you can toggle between past 
and upcoming showings

Showings I Have Requested
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ShowingTime
Mobile App

ShowingTime Mobile App
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To download the ShowingTime Mobile App from your Agent Profile:
• Insert your Stellar MLS email address (the email associated with your MLS 

account)
• Click “Send Authentication Link”
• Open the email you will receive and follow the instructions for downloading the app

ShowtingTime Mobile App

ShowingTime Help & Support
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Product Support or Questions:

Toll Free: (800) 686-7451
Local: (407) 960-5300

Email: support@stellarmls.com

Hours:
Mon. – Fri. 8:00 a.m. – 6:30 p.m.

Saturday 8:00a.m. – 6:00p.m.
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