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Introduction

Aligned Showings is a full featured showing tool for real estate agents that provides an
easy and convenient way to manage and schedule showings and communicate with other
agents about the showings.

Aligned Showings is brought to you by MLS Aligned, a group of forward-thinking Multiple
Listing Services focused on building industry-leading technology.

This user guide provides information on the Aligned Showings web application. For
information on the Aligned Showings mobile application, please refer to the Aligned
Showings Mobile Application User Guide.



Aligned Showings Features

Integrates with your MLS

Aligned Showings works with your MLS App, allowing you to select listings for appointments
directly from the MLS software.

Web and Mobile App

Aligned Showings is accessible via a web browser and mobile app and you can switch
effortlessly between them.

Easy and Comprehensive Scheduling

Aligned Showings offers a simplified experience when scheduling listing appointments. Edit,
reschedule, or cancel showings with ease, and share appointment information with co-
listing agents, office assistants, sellers/tenants, and buyers.

Route Optimization

Planning your day just got easier with route optimization. Add the listings and any
additional stops, order them to suit your needs or calculate the fastest route, then send all
showing requests at once.

Real-Time Chat Messaging

Running behind or stuck in traffic, no problem. Aligned Showings offers a unique, integrated
messaging feature that sends real-time chat notifications and keeps all relevant showing
appointment information organized in one place.

Showing Preferences

Every listing agent and every property has unique appointment needs. From instant
approvals to custom responses, advance notice to overlapping appointments, Aligned
Showings provides a flexible showing system that works for you.

Collaboration Tools

Collaboration is easy with Aligned Showing's involvement features. Sellers, tenants,
assistants, and showing coordinators can quickly approve or decline showings or track a
listing’s showing activity.

Calendar Efficiency

Do you know in advance when a seller or tenant prefers to skip showings? Drop down
menus in Aligned Showings make calendar blocking effortless for listing agents to set up
and easy for showing agents to interpret.

Notification System

Never miss a showing request or important information again. Receive Aligned Showings
notifications by email, text, alerts or push notifications.

Customizable Feedback Surveys

Ask the questions that matter to you after a showing with custom feedback surveys and
request feedback automatically after appointments.



System Requirements

We recommend the following system requirements for the most optimized experience
using the Aligned Showings web application.

General Requirements
« 200 MB of free disk space
« 512 MB of free RAM
Internet connection
Minimum 10-inch display with 1024x600 screen resolution

Operating system requirements
Microsoft Windows 7 or later
macOS® 10.12 or later

Supported browsers
Google Chrome™
« Mozilla™ Firefox™
Microsoft Edge
Safari®



Login to Aligned Showings

To login to Aligned Showings:
1. Navigate to https://alignedshowings.com

' ALIGNED
% stiowings:
Welcome!

Please select your market below.

A Select your Market

-

Learn more about Aligned Showings >

MLS
ALIGNED

Copyright @ MLS Aligned

2. Select your market and then select Continue.

3. Enter your MLS login and password and login. The Aligned Showings Dashboard is
displayed.
Note: The first time you login, you can view and accept the End-User Agreement. You

can view the End-User Agreement at any time by selecting the Settings menu
and then Privacy and Terms.



Overview

When

you login to the Aligned Showings web portal, the Dashboard is displayed.

B ALIGNED
A sHowinas®
By Calendar Filters
Today < > September 2024 Month ~ Week  Day = Custom «
Routes
© Q sun Mon Tue Wed Thu Fri sat
B e 01 02 03 04 05 06 07
i
Y & Q u 5:00 pm 149... 11:00 am 15..
Q Aerts 4 6:00 pm 158...
Appointment Type
[ Roports pp yp
All -
™ Messages 7 08 09 10 11 12 13 14
12:30 pm 24... 12:30 pm 14... 10:00 am 24... 2:00 pm 249... 10:00 am 24...
5 Buyer Name 1L P P am
Az Contacts
@© Add a Showing
Appointment Role
15 18 17 18 19 20 21
_ 6:00 pm 770.. 10:30 am 17... 9:00 am 175... 11:00 am 17...
My Listings
5:00 pm 104... 4:00 pm 157... 12:00 pm 15...
B4 My showings 1:00 pm 326...
Appointment Status +2 more
22 23 24 25 26 27 28
o 1:00 pm 249... 12:00 pm 17...
g’g Approved n 1:00 pm 249...
4 cancelled
Q Declined
2 Expired 29 30
Others
@ Support
£33 Settings

The Navigation Menu on the left contains links to common tasks you can perform.

Note:

The Ali

Calendar - View showing requests and appointment details by selecting a showing
Routes - Schedule multiple showings in a day and view routes

My Listings - View and set showing preferences for your listings

Alerts - View Aligned Showings notifications

Reports - View activity reports

Messages - View showing conversations and send messages

Contacts - View agent, seller/tenant, and buyer contact information

Add a Showing - Create a showing request

Support - View support contact information

Settings - System, profile, and feedback survey settings

If the Routes or Contacts menu options are not available on your left navigation
menu, your MLS has opted out of these features.

gned Showings logo in the upper left corner serves as the Home button to return to

the Dashboard.



Cal

endar

The CALENDAR serves as the home screen, and allows you view and interact with showing
requests and appointments.

ALIGNED

A sHowings

By Calendar Filters
Today <« P September 2024 Month ~ Week Day = Custom ~
Rout
@FES Q sun Mon Tue Wed Thu Fri sat
O wmy Listin o1 02 03 04 05 06 07
i

yEsne Q u 5:00 pm 149... 11:00 am 15...

Q Alerts 4 6:00 pm 158...
Appointment Type
@ Reports PP yp
Al -

[ Messages 7 08 09 10 11 12 13 14
— T 12:30 pm 24... 12:30 pm 14... 10:00 am 24.. 2:00 pm 249... 10:00 am 24...
~= Contacts

@© Add a Showing

@ Support

£33 Settings

Appointment Role
21

16 17 18 20
) 6:00 pm 770.. 10:30 am 17... 9:00 am 175... 11:00 am 17...
My Listings

5:00 pm 104... 4,00 pm 157... 12:00 pm 15...
My Showings 1:00 pm 326...

Appointment Status +2 more
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- 22 23 24 25 26 27 28
1:00 pm 249... 12:00 pm 17...

Approved 1:00 pm 249...

Cancelled

Declined

Expired 29 30

Others

You can use the Filters section to filter the calendar display by:

Address or listing ID

Agent name

Appointment type

Buyer name

Appointment role (Listings, Showings)

Appointment status (Requested, Approved, Cancelled, Declined, Expired, Others/
Non-MLS)

The date controls allow you display the calendar for today, or the previous or next date

range.

You can also change the view to display the calendar by month, week, or day, or a

custom date range.



The week view and custom date range both display the showing agent information for the
showing appointment.

ALIGNED
SHOWINGS®
£ Calend Filters -
Aug 1, 2024 — Sep 17, 2024 Month Week Day Custom
© Routes g Q -
. Date Time Event
£ My Listings a Sat Aug 10 12:00 pm - 12:30 pm 19832 N 44TH Drive | Christi Lott, (623) 313-1158.
0 Alerts " MonAug 12 | 1:00 pm - 1:30 pm 7697 W HONEYSUCKLE Drive | Chad Hutchins, (480) 485-3300
. Wed Aug 14 | 10:00 am - 10:30 am 3240 W PEAK VIEW Road | Traci Daniels, (520) 858-5633
> Appointment Type
Spots Fri Aug 16 1:00 pm — 2:00 pm 7697 W HONEYSUCKLE Drive | Traci Daniels, (620) 858-5633
e = 2:00 pm - 3:00 pm H 7697 W HONEYSUCKLE Drive | Linda Brown, (928) 215-9506
[ Messages 5 3:00 pm - 3:45 pm 7697 W HONEYSUCKLE Drive | Linda Brown, (928) 215-9506
Buyer Name Sat Aug 17 10:00 am - 10:30 am 20313 N 31ST Lane | Steven Moore, (602) 661-9326
= Contacts
11:00 am - 11:30 am 28313 N 31ST Lane | Traci Daniels, (520) 858-5633
i MonAug19 | 1:00 pm - 1:30 pm 7697 W HONEYSUCKLE Drive | Traci Daniels, (520) 858-5633.
Q@ Add a Showing Fri Aug 23 2:00 pm - 2:30 pm 7720 W HONEYSUCKLE Drive | Traci Daniels, (520) 858-5633
Appointment Role Tue Aug 27 4:00 pm - 4:30 pm “ 3719 W Wayne Lane | Cassity Trexler, (480) 518-7231
Fri Sep 06 5:00 pm - 5:30 pm “ 14950 W MOUNTAIN VIEW Boulevard 1203 | Jason Jones, (602) 400-2308
My Listings 6:00 pm — 6:30 pm 15890 W KENDALL Street | Sam George Thomas, (623) 313-3454
My Showings Sat Sep 07 11:00 am - 11:30 am 15757 W INDIANOLA Drive | Candise Klackle, (623) 261-9943
- SunSep08 | 12:30 pm - 1:00 pm 24970 N 173RD Lane | Traci Daniels, (520) 858-5633
Appointment Status
Mon Sep09 | 12:30 pm — 1:00 pm 14917 W HACKAMORE Drive | Steven Moore, (602) 661-9326
Tue Sep10 | 10:00 am - 10:30 am 24970 N 173RD Lane | Danielle Alvarez, (503) 547-5882
Wed Sep 11 | 2:00 pm - 2:30 pm 24970 N 173RD Lane | Steven Moore, (602) 661-9326
Approved
ThuSep12 | 10:00 am - 10:30 am 24970 N 173RD Lane | Kevin Craig, (602) 725-2609
Cancelled Tue Sep 17 6:00 pm - 6:30 pm 7706 W DESERT SPOON Drive | Samantha Kack, (351) 210-4895
Declined
® Support Expired
.4 Others
£33 Settings .

Select a showing on your calendar to view details about the showing details.

Appointment Details

12529 W LUXTON Lanc, Avondale, AZ 86323

Details Contacts History
B View in Calendar

[ View in Messages

@ View Listing

Approve Decline H
MLS# 6759697 SHOWING TYPE

Price: $381.990

Cross Stroot: Broadway Road & Avondale Walk-Through

Boulevard
Directions: Avondale Bivd South To A Right On
Broadway To A Left Onto Alamar Bivd.

Occupancy: Vacant

Private Remarks: BY APPOINTMENT ONLY! Agent
Must Be Identified Upon First Interaction, Including
Self Guided Tours And Phone Calls With The.
Internet Sales Team Whichever Occurs First. Please
Call 602-661-9326 Prior To Showing. A Copy Of
‘The Public Report Is Available On The ADRE's
Website.

SHOWING DATE & TIME

Wed Sep 25th, 12:00 pm (90 min)

TEAM INSTRUCTIONS 2 Edit

10



Select More Details to view more information about the showing.

Appointment Details

24970 N 173RD Lane, Surprise, AZ 85387

Details Contacts

MLSi## 6752279

Price: $392,990

Cross Street: Asante Blvd & N 171st Ave
Directions: 303, West On Grand Avenue. Right On
163rd Ave. Left On Pat Tillman Blvd. Left At The
2nd Asante Blvd (There Are Two And You Will Go
Past The First One). Left On Freedom Way. Left On
174th Drive.

Occupancy: Vacant

Private Remarks: BY APPOINTMENT ONLY! Agent
Must Be Identified Upon First Interaction Including
Self Guided Tours And Phone Calls With The
Internet Sales Team, Whichever Occurs First.
Please Call 602-661-9326 Prior To Showing. A
Copy Of The Public Report Is Available On The
ADRE's Website.

Add to Calendar =

History

B2 View in Calendar
[-] View in Messages
(h View Listing

5 -
Cancel Decline s

SHOWING TYPE  Edit
Showing
SHOWING DATE & TIME / Reschedule

Sun Sep 22nd, 1:00 pm (30 min)

SHOWING DETAILS  Edit
4! Electronic Lockbox: Supra

(® Lockbox Is Located On Garage Entry
Door.

TEAM INSTRUCTIONS # Edit

1



Settings

The SETTINGS menu options lets you set your profile and system settings.

Profile Settings

The Profile Settings menu option gives you the ability to:
« Upload a profile picture
« View your name and office information
« Update your contact information for notifications
« Set your external notification preferences and daily summary email preference

To view or edit your user profile settings:

1. Select Settings from the main menu on the Aligned Showings Dashboard. The Edit
Profile screen is displayed.

B ALIGNED
A sHowings:
e Settings Edit Profile
@ Routes =
(2) Profile
€ My Listings ¢ Update Picture ] [ Remove Picture
0Q Aleris a This account was created on Thursday, November 18, 2021 at
46AM
System 160N
[® Reports
First Name Traci
[ Messages -
Feedback Surveys Last Name Daniels
Q: contacts
Office Name Coldwell Banker
(9 Add a Showing o Privacy and Terms Office Address 6402 E Superstition Springs Blvd Ste #100, Mesa, AZ 85206

External Notification Preferences

* Email Address traci.daniels@cbrealty.com

* Mobile Phone (520) 858-5633

Receive Emails [ As a Listing Agent As a Showing Agent
Receive Text Messages [ asa Listing Agent As a Showing Agent
Receive Daily Summary m

Emails

“When selecting Text Messages, you agree to receive text messages from Aligned Showings

Message and data rates may apply. Message frequency v
STOP but changing the setting here is preferred

ries. You can Opt-out via replying

*Direct Messages sent from Aligned Showings users will follow the external notification path set
for Listing Agent

Download the Aligned Showings Mobile Apps to opt-in for Push
Notifications on your mobile device

£ Available on the GETITON
[ ¢ App Store } * Google Play

@ support Cancel

3 Settings




9.

Select Update Picture and choose a photo.

Note: Either PNG and JPG file formats can be uploaded for your user photo. Your
photo will appear throughout Aligned Showings in Messages, in the Calendar
showing appointment details under Contacts, and in Contacts.

Tip:  Your profile photo will automatically be compressed and reduced to a lower
resolution so it is best to use a clear, high-contrast image.

Select Remove Picture to delete your profile photo.
Your name, office name, and office address are displayed.

Important! Your name, office name, and office address is the information on record
with your MLS. The information can’t be changed in Aligned Showings.
Contact the MLS to make changes to your name, office, or office
address.

Scroll down to view or edit your external notification preferences.
Update your email address and mobile phone number for notifications, if needed.

Check whether to receive emails and text messages as a listing agent, as a showing
agent, or both.

Note: If you elect to not receive email or text message notifications, be sure to check
for messages and alerts in Aligned Showings.

Important. If you elect to not receive email or text message notifications as a listing
agent, you will not receive email or text notifications for direct messages
sent from Aligned Showings.

Select whether you would like to receive the automatic daily summary emails
detailing your showings for the day.

Scroll down and select Save to save any changes.

System Settings

The System Settings menu option gives you the ability to:

Set default time/date restrictions for new listings

Add team members (such as assistants, co-listing agents, or showing coordinators)
to new listings. Note that this setting only affects your new listings that are added
after you save the preferences.

Set default team instructions for all listings (note that this applies to existing and new
listings)
Set default listings settings for new listings

Opt out of receiving showing requests from Aligned Showings for your listings
(depending on the preferences selected by your MLS)

To set the default time/date restrictions for your future listings:

1.

Select Settings from the navigation menu on the Aligned Showings Dashboard.



2. Select System.

2 ALIGNED
A sHowings:

Settings
B Calendar g Default Time and Date Restrictions >
© Routes

(2) Profile
= = Team Settings >

My Listings
Q Alerts Edit Default Listing Setup >
[ R Lol System
Opt-Out of Aligned Showings >

[ Messages

: Feedback Surveys

9= Contacts

(@ Add a Showing \": Privacy and Terms

® Support

{3 Settings

3. Select Default Time and Date Restrictions.

4. Select Add Time/Date Restriction. A calendar is displayed. Choose the Specific Dates
tab to restrict showings on a specific date or multiple dates.

> ALIGNED
A sHowings:

B3 Calendar Settings ¢ Back

© Routes Default Time/Date Restrictions

(2) profile

£ My Listings
Set specific time and/or date restrictions for when your listings cannot be shown. These default settings
0 Alerts will automatically be applied to new listings when you are the listing agent. You can change this at any

7 N time or modify individual listings in MY LISTINGS.
{o! System
[ Reports £
Select Type of Restriction

= M qes - Specific Dates Recurring

‘ Feedback Surveys

9z Contacts Select days to restrict Is this restriction all day?

e
< September 2024 > Yes.

(© Add a Showing | § Privacy and Terms S M T W T E S

19 20 21
22 23 24 25 26 27 28

29 30 1 2 3 4 5

Cancel

® Support

{33 Settings

5. Select the day of the month to restrict showings on that date. Multiple dates can be

14



selected.
B. Select Yes/No to indicate if the restriction is all day.

7. If the restriction is not all day, select the time range showings should not occur. Select
+Add Another to add multiple ranges of time in the dates selected.

8. Select Add Time/Date Restriction when you have completed the selection.

9. Choose the Recurring tab to set restrictions for recurring times, such as every
Tuesday from 8:00 AM to 9:00 AM.

10. Select the days of the week to block showings.
1. Yes/No to indicate if the restriction is all day.

12. If the restriction is not all day, select the time range showings should not occur. Select
+Add Another to add multiple ranges of time in the dates selected.

13. Select Save Time/Date Restriction.

To add team members to your future listings, or change the team instructions for current
and future listings:

1. Select Settings from the navigation menu on the Aligned Showings Dashboard.
2. Select System.
3. Select Team Settings. The Team Settings screen is displayed.

M ALIGNED

o sHowinGs®
B Calendar Settings € Back
© Routes - Team Settings

~,) Profile
£ My Listings
0 Alerts People involved in the listings

System
i) Reports Th Smith
E el ¢ All Showing Notifications
[ Messages S EssabackiSurveys Joel Andresen ¢ All Showing Notifications. ® Remove
2= Contacts
5, Add Team Member

(@® Add a Showing Privacy and Terms

Team Instructions

Instructions for your team members to schedule
a showing or know more about the listing. Only 4
your team members will see these instructions

Cancel

® Support

{53 Settings

4. Select Add Team Member to add a person from your office to all of your new listings.
a. Begin typing the contact’'s name, then choose them from the list.
b. Select the notification preferences.

c. Select whether to include the calendar file attachment if they are receiving
notifications.

d. Select Save Team Member.
15



5. Select Remove to remove a team member from all of your listings going forward.
This does not remove them from any current listings.

6. Enter any Team Instructions that you want to add to all of your current and new
listings.
7. Select Save.

Any contacts added in System Settings will automatically be added as team members to
all of your showing requests for any new listings you add after you save the preferences.
Team members can manage showing preferences and showing appointments. This can
also be modified for individual listings. See Office Involvement for more information.

To set the default listing settings for your future listings:
1. Select More from the Aligned Showings navigation menu.
2. Select Settings.
3. Select System.
4. Select Edit Default Listing Setup. The Default Listing Setup screen is displayed.

| % ALIGNED
A sHowings®
B3 Calendar Settings € Back
© Routes . Default Listing Setup
=) Profile
£} My Listings
0 Alerts Allow overlapping appointments?
{o] System
[® Reports Maximum overlap limit 2 appointments maximum ¥

[ Messages 1 Maximum appointment length 45 minutes ¥

| Feedback Surveys

,Q\E Contacts

(© Add a Showing Privacy and Terms

® Support

£33 Settings

How are requests handled?

Instant message to agent

A message instantly sent to the agent before

you respond.

Lockbox access

Lockbox brand

Showing arrangement
Request callback?

Additional instructions
Sent after APPROVAL.

Buyer Name Required

Advance notice requirements ©

i

Instant Approval

Showing instructions are
instantly sent after each
request

Electronic ¥

SentriLock ¥

® Agent will accompany

[z

Require Approval
Requests must be approved
by the listing agent, assistant,
ar seller

Seller will accompany

7 Request that all showing agents call the listing agent

O

2

Advance Notice: 2 hrs

| Disable same day requests

Cancel

5. Select your showing preferences for your future listings. See Manage Showing.

16



Instructions for Your Listings for detailed information on each of the options.

To opt out of receiving showing requests for your listings:
1. Select Settings.
2. Select System.
3. Select Opt-Out of Aligned Showings.

|
| @™ ALIGNED
o sHowinGs®

B Calendar Settings € Back

® Routes - Global Showings Opt-Out

") Profile

£ My Listings

Q Alerts Accept Showing Requests via Aligned Showings?

System
[® Reports

Cancel

[ Messages e
| Feedback Surveys

2= Contacts

(@® Add a Showing Privacy and Terms

@ Support

23 Settings

4. Select Yes to Accept Showing Requests via Aligned Showings or No to decline
receiving showing requests for your listings in Aligned Showings.

Important! If you opt out accepting showing requests, your listings will NOT be
available for showing requests using Aligned Showings. This setting will
be turned on when you begin using Aligned Showings. Only turn this
off if you do not want to your listings available for showing requests in
Aligned Showings.

Note: Depending on the preferences selected by your MLS, you may need to contact
your MLS to opt a listing out of Aligned Showings.

5. Select Save.

Feedback Survey Settings

The Feedback Surveys menu option in Settings gives you the ability to create and manage
custom feedback surveys sent to showing agents after a showing, and set the default
survey settings for new listings.
To manage a custom feedback survey:

1. Select Settings from the navigation menu on the Aligned Showings Dashboard.

2. Select Feedback Surveys.

17



3. Select Manage Surveys. The Manage Surveys screen is displayed.

% ALIGNED
o sHowings:

B Calendar
© Routes
£r My Listings
0 Alerts

[ Reports

[ Messages

9= Contacts

(@® Add a Showing

(® Support

£33 Settings

Settings

() Pprofile

C’j System

i Feedback Surveys

i"L Privacy and Terms

€ Back

Manage Surveys

Walkthrough Survey

Residential Survey

Commercial Property

Luxury Property

| =+ New Survey

N

4. Select New Survey to create a survey.

Create survey

Survey Name:

Question 1:

Response Type: Multiple Choice

Option 1:

Option 2:

== New Option

4+ New Question

® N o o

Enter the survey name.
Enter a survey question.

Enter the answer options for the recipient to choose from.
Select New Option to add more answer options.

18




9. Select New Question to add another question.
Note: A custom survey can have up to 10 questions.
10. Click Create to save the custom feedback survey.

1. To edit a survey, select the Edit icon next to the survey name. You can then edit the
questions and answer options. Select Remove Question to remove a question, or
Remove to remove an option, or add questions or options. You can then select Save
to save the survey under the same name, or Save as new to save it as a new survey.

12. To delete a survey, select the Delete icon next to the survey name.
Feedback surveys can be assigned to a listing in My Listings. See Feedback Survey for more
information.
Tips!

« If a custom survey is changed, it will change for all the listings assigned to it.

« If you are editing a survey and you do not want the edited survey to affect any
listings it is assigned to, select Save as new to create a new survey.

To set the default feedback survey settings for new listings:
1. Select Settings from the navigation menu on the Aligned Showings Dashboard.
2. Select Feedback Surveys.
3. Select Default Survey Settings. The Default Survey Settings screen is displayed.

> ALIGNED
o sHowings®

B Calendar Settings & Back

© Routes Default Survey Settings

) Profile
£ My Listings

Allow Feedback?

0 Alerts

¢ System
[ Reports Send feedback reminder () 2 reminders v

Show Feedback Analysis?

[ Messages T
= Feedback Surveys

,Q\-: Contacts Use MLS default feedback survey?
>

Use Default survey Use Custom survey

® Add a Showing Privacy and Terms

Select
survey:

Residential Survey Edit Survey

® Support

£33 Settings

4. Select Allow Feedback to set whether you would like a feedback request
automatically sent to the showing agent after a showing for new listings.

5. Select the Request feedback reminder dropdown to set the number of feedback
reminders to go out. You can select between 2 and 6 reminders to be sent out after
an appointment. Once the feedback survey is completed, the reminders are no
longer sent out.

19



Enable Show Feedback Analysis to include a system generated positive or negative
indicator for each response for new listings.

Select Use Default Survey to use the default survey for new listings.

Select Use Custom Survey to use a custom survey for new listings, and then select
the survey from the dropdown.

Select Done.

20



Showing Preferences

You can easily set the showing instructions for your listings to determine how showings are
scheduled, when they can be scheduled, who can view, manage and approve showing
requests, and what feedback to request after a showing.

Tip! Showing preferences for a listing can be set by the LISTING AGENT and any others
designated as involved in the listing through Office Involvement. See Office
Involvement for more information.

Manage Showing Instructions for Your Listings

The showing instructions you can set are:
« Optallisting in or out of allowing showing requests

- Set a listing to allow/disallow overlapping appointments and determine the
maximum number of overlapping appointments

« Set the maximum appointment length

« Set up listings for instant approval or require approval

« Add agent messages to be sent to any appointment requests that require approval
« Select lockbox access type and enter a code for a combination lockbox

- Set default for agent and/or seller to attend each showing appointment, and to
request that showing agents call the listing agent

- Select if a buyer name is required on appointment (if feature is selected by your MLS)
« Add additional messages for all appointment viewers
« Select the amount of notice required in advance of a showing appointment

To view your listings:
. Select MY LISTINGS from the Aligned Showings navigation menu. Your active listings

21



are displayed in a card view.

ALIGNED
SHOWINGS®

B Calendar

© Routes

£ My Listings

Q Alerts 7

[ Reports

[ Messages L 3

A= Contacts.

© Add a Showing

® Support

£33 Settings

Agent: Kevin Test (kevintest)

$449,990

25209 N 173RD Avenue,
Surprise, AZ 85387

MLS Number : 6758364
Active - Showings Enabl

No showings - No messages - No surveys

Kevin Test - Listing Agent
Jack Nelson - Seller Contact

$520,490

17561 W SUPERIOR Avenue,
Goodyear, AZ 85338

MLS Number : 6758489
Active - Showings Enabled

No showings - No messages - No surveys

Kevin Test - Listing Agent
No Seller Contacts

$404,990

15583 W WINSLOW Avenue,
Goodyear, AZ 85338

MLS Number : 6758379
Active - Showings Enabled
No showings - No messages - No surveys

Kevin Test - Listing Agent
No Seller Contacts

$711,990

3239 W PEAK VIEW Road,
Phoenix, AZ 85083

MLS Number : 6758532
Active - Showings Enabled
No showings - No messages - No surveys

Kevin Test - Listing Agent
No Seller Contacts

$876,990

7686 W ANTELOPE Drive,
Peoria, AZ 85383

MLS Number : 6758466
Active - Showings Enabled
No showings - No messages * No surveys

Kevin Test - Listing Agent
No Seller Contacts

$381,990

15044 W HACKAMORE Drive,
Surprise, AZ 85387

MLS Number : 6758542
Active - Showings Enabled
No showings - No messages - No surveys

Kevin Test - Listing Agent
No Seller Contacts

$599,990

3275 N 197TH Lane,
Buckeye, AZ 85396

MLS Number : 6758483
Active - Showings Enabled
No showings - No messages - No surveys

Kevin Test - Listing Agent
No Seller Contacts

$399,990

16707 W ALAMEDA Road,
Surprise, AZ 85387

MLS Number : 6758063
Active - Showings Enabled
No showings - No messages - No surveys

Kevin Test - Listing Agent
No Seller Contacts

a. Select the Agent dropdown in the upper left to display listings of agents who have
added you as a team member in OFFICE INVOLVEMENT.

b. Select the Listing Status in the upper left to display listings with a certain status.

2. Select the button in the upper right corner to switch from card view to table view.

ALIGNED
SHOWINGS®

[ Calendar

© Routes

1 My Listings

Q Alerts 7

[ Reports

[ Messages @

2: Contacts

© Add a Showing

® Support

£33 Settings

Agent: Kevin Test (kevintest) ¥

Listing Status: Active ¥ 29 Listings

Address

25209 N 173RD Avenue, Surprise, AZ 85387
15583 W WINSLOW Avenue, Goodyear, AZ 85338
7686 W ANTELOPE Drive, Peoria, AZ 85383

3275 N 197TH Lane, Buckeye, AZ 85396

17561 W SUPERIOR Avenue, Goodyear, AZ 85338
3239 W PEAK VIEW Road, Phoenix, AZ 85083
15044 W HACKAMORE Drive, Surprise, AZ 85387
16707 W ALAMEDA Road, Surprise, AZ 85387
7706 W DESERT SPOON Drive, Peoria, AZ 85383
15772 W WINSLOW Avenue, Goodyear, AZ 85338
24970 N 173RD Lane, Surprise, AZ 85387

17549 W SUPERIOR Avenue, Goodyear, AZ 85338
29309 N 31ST Lane, Phoenix, AZ 85083

14917 W HACKAMORE Drive, Surprise, AZ 85387

12703 W MARGUERITE Avenue, Avondale, AZ 85323

15875 W KENDALL Street, Goodyear, AZ 85338

MLS # Price
6758364 $449,990
6758379 $404,990
6758466 $876,990
6758483 $599,990
6758489 $520,490
6758532 $711,990
6758542 $381,990
6758063 $399,990
6755243 $824,990
6755260 $506,996
6752279 $392,990
6752290 $489,990
6752311 $626,990
6752340 $407,990
6749188 $454,990
6749199 $494,990

Status

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Allow
Yes 0 0
Yes 0 0
Yes 0 0
Yes 0 0
Yes 0 0
Yes 0 0
Yes 0 0
Yes 0 0
Yes 1new 0
Yes 1new 0
Yes 1 new 0
Yes 1new 0
Yes 0 0
Yes 1 0
Yes 0 0
Yes 1 new 0

Feedback Listing Agent Seller

Kevin Test

Jack Nelson

Kevin Test

Kevin Test

Kevin Test

Kevin Test

Kevin Test

Kevin Test

Kevin Test

Kevin Test

Kevin Test

Kevin Test

Kevin Test

Kevin Test

Kevin Test

Kevin Test

Kevin Test
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3. There are several icons that could be available for each listing.

2905 Green St, Racine, WI 53402

a. Select the Download Activity Report icon to view a report of showings on the
listing. See Reports for more information.

b. Select the View Feedback icon to view feedback from showings for a listing, and
to approve feedback for a seller/tenant to view. See Showing Feedback for more
information.

c. Select the Download Buyer Report icon to view a list of buyers for the listing. See
Reports for more information. Note that this feature is only available in Metro MLS.

d. Select the Broadcast Message icon to send a message to the showings agents
for the listing. See Messages for more information on sending a broadcast
message.

e. Select the Edit listing setup icon to set the showing preferences for your listing.

To manage the showing preferences for your listings:
1. Select MY LISTINGS from the Aligned Showings navigation menu.
2. Select the Edit listing setup icon for the listing.

Note: You can only manage the showing properties for your listings, or listings where
the LISTING agent has added you on as a team member.

3. The listing details are displayed at the top of the screen and the Listing Setup
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sections are displayed below. Click the address link to view the listing in your MLS.

ALIGNED . -
‘ SHOWINGS® Agent: Steven M Moore (sm4204) (AZ)

29309 N 31ST Lane, Phoenix, AZ 85083 ACTIVE e B . o |
B Calendar ‘ 4= Back to Listings

@ 6752311 $§ $626,990 B 4beds £ 3baths [5] 0sqft B
© Routes -

‘ Activity Report | | 4=~ Exit Edit Mode ‘

AR ke Listing Setup

0 Alerts ° o Showing Instructions for Showing Agent Step10f5

[® Reports
Allow property to be shown? ( This button reflects the showing choice you made in your MLS. To change this selection,
please edit your showing options directly in the MLS.
[ Messages 75 Allow overlapping appointments? v Yes .
9\{ Contacts
Maximum overlap limit 3 appointments maximum ¥
© Add a Showing
Maximum appointment length 45 minutes ¥

How are requests handled? ) .
i E:

Instant Approval Require Approval
Showing instructions are instantly sent Requests must be approved by the listing
after each request agent, assistant, or seller
Instant message to agent - y
Enter Instant Message for Showing

A message instantly sent to the agent before
you respond. Vi

Lockbox access None w
Showing arrangement ("] Agent will accompany ("] Seller will accompany
Request callback? 0 Request that all showing agents call the listing agent

Additional instructions
Sent after APPROVAL.

Advance notice requirements @ O

Advance Notice: 3 hrs
|_| Disable same day requests

=3

£33 Settings

4. You can modify the following showing details for a listing in the Listing Setup section:

a. Allow property to be shown - Set to Yes if you want the listing available for
showing requests in Aligned Showings. If you set it to No, you can select the
reason the property can’t be shown for your own information.

Important! If you cannot edit this field, it reflects the showing choice you made in
your MLS. To make changes, please edit your showing options directly
in the MLS or check with your MLS.

4 Exit Edit Mode

Listing Setup

‘ ‘Showing Instructions for Showing Agent

Allow property to be shown? Cm

Why can’t the property be shown? Select Reason w»
Requested time unavailable

Property unavailable for showing m

Seller Unavailable To Attend

e Office Involvement Listing Agent Unavailable To Attend
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Tip!

. Allow overlapping appointments - Set to Yes if you want to allow showing

requests to overlap other appointments.

Maximum Overlap Limit - If you've enabled overlapping appointments, Select the
maximum number of overlapping appointments. You can choose from 2 through
10 or no overlap limit.

. Maximum Appointment Length - Select the maximum length of each showing.

You can choose from None, 10, 15, 20, 30, 45, 60, 90, 120, or 180 minutes.

. How are requests handled - Set whether showing requests receive Instant

Approval or Require Approval. If this is set to Instant Approval, showing requests
are automatically approved if the time slot is available. If this is set to Require
Approval, showing requests will be in a Requested status until approved. Showing
requests can be approved by the listing agent, by a listing team member (see
Office Involvement for more information), or by a seller/tenant the listing agent
has designated as an approver (see Seller/Tenant Involvement for more
information).

Instant Message to Agent - Enter a courtesy message to send to the agent
requesting a showing. The message is sent before the showing is approved.
This option to send an instant message is only available if the showing requests
require approval.

Important. Refrain from entering lockbox codes or any other information that
should not be viewable in the instant message before the showing is
approved.

. Lockbox Access - Select None, Combo, or Electronic lockbox access.

« If you select Combo, you can enter the lockbox combination combo code.
The code is not viewable by the showing agent until the showing is approved,
unless the listing is set to approve showing requests instantly.

 If you select Electronic, you can choose Other, HUD Key, Master Lock,
SentriLock or Supra for the lockbox brand.

. Showing Arrangement - Select whether the listing agent and seller will attend the

showing.

Request Callback - Select this box to request that all showing agents call the
listing agent. Once the showing is approved, a note is automatically added to
the showing conversation to call the listing agent and it includes the listing agent
phone number on file.

Buyer Name Required - Enable to require a buyer name be added to the showing
appointment request. Note this option is only available if selected as an option by
your MLS.

Additional Instructions - Enter additional instructions for showing agents. This is
usually information pertinent to the listing such as the lockbox location. Additional
Instructions are viewable in the showing MESSAGE once an appointment has been
approved.

Advance Notice Duration - Select the amount of advanced notice required for
a showing appointment. Check Disable same day request if you do not want to
allow showing appointment requests the same day of the showing.

m. Select Done to save your settings.

The information in the lockbox access, showing arrangement, request callback, and
additional instructions fields will be the default settings when you approve a showing
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and can be changed for each showing appointment.

Note: Anytime before the showing occurs you can change the type of lockbox, the
combination code, select the showing arrangement, request a call for details, and
change the additional instructions.

Office Involvement

Office Involvement is a powerful feature that allows a listing agent to add team members
to their listings. This allows flexibility for many of the ways real estate professionals work
with co-listing agents, assistants, and showing coordinators in scheduling and managing
showing appointments.

Important! Listing agents can add anyone in their office, but can’'t add someone from
another office.
Team members added to a listing can:
« Set the listing showing preferences
« View showing appointments in their Aligned Showings Calendar
« Add approved showings appointments to their Google or Outlook calendar
« View, approve, decline, or reschedule showing requests
« View showing appointment conversations in Messages
« Send messages to listing and showing teams
+ Send team notes
« Add additional team members to the listing
« Add additional team members to showing appointments in Messages
« Edit showing access details
« Edit team instructions for a showing appointment

« View the seller/tenant contact information and the seller/tenant’s showing
appointment link

« View showing appointment contact information

« View showing appointment history
In the Office Involvement section, you can specify which notifications are sent to yourself
and any team member. You can choose from All Showing Notifications, Approvals and

Cancellations Only, or No Showing Notifications. The following notifications are sent to
listing team members for the each of the selectable options:

NOTIFICATION ALLSHOWING | APPROVALS AND | NO SHOWING
NOTIFICATIONS | CANCELLATIONS | NOTIFICATIONS
ONLY

A showing appointment is requested,

included repeats if no response yes no no
A showing is approved - instant
approval yes yes no
A showing is approved - approval

9 PP PP yes yes no

required
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NOTIFICATION ALLSHOWING | APPROVALS AND | NO SHOWING
NOTIFICATIONS | CANCELLATIONS | NOTIFICATIONS
ONLY
A showing appointment is rescheduled
and preapproved by the listing agent yes yes no
A showing requested is declined yes no no
A showing request is canceled yes yes no
Showing feedback is received yes no no
New message in a showing conversation yes no no
Team note sent on a showing
conversation yes no no
Seller/Tenant unsubscribes from
receiving showing requests yes no no

To manage team members for your listings:
1. Select MY LISTINGS from the Aligned Showings navigation menu.
2. Select the Edit listing setup icon for the listing.
3. Select the Office Involvement section.

ALIGNED Agent: Steven M Moore (sm4204) (AZ) ~

A sHowings:

29309 N 31ST Lane, Phoenix, AZ 85083 ACTIVE

-
B9 Calendar 4=~ Back to Listings ‘
® 6752311 § $626,990 BEs 4beds £ 3baths [F] 0sqft — .
© Routes < a
LIStlng Setup Activity Report | | 4=~ Exit Edit Mode
£ My Listings : : :
0 Alerts 9 ° Showing Instructions for Showing Agent
[® Reports
o Office Involvement Step20of 5
=2 Messages 7 People involved in the showings for this listing
o Jua‘mﬁnnerL. Hla.ll £ All Showing Notifications (%) Remove
= Contacts gl e sl
~
a S‘f\‘l,en T,"\f‘.iore & All Showing Natifications

(@© Add a Showing

5. Add Team Member

Team Instructions

Instructions for your team members to schedule
a showing or know more about the listing. Only )
your team members will see these instructions

=

£33 Settings

4. Select Add Team Member.
Type in the name of the person in your office to add.
Select their name.

Select the notification preferences for the team member. You can choose that they
receive All Showing Notifications, Approvals and Cancellations Only, or No Showing
Notifications.

N oo oo
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10.

1.

12.

Tips!

Select whether you would like to Include calendar event in the email notifications
sent to the team member.

Select Save Team Member.

A team member can be removed by selecting Remove on the line on this screen.
This removes them from access to any showing requests that haven't occurred yet.

Enter any team instructions about the listing.
Select Done to save your settings.

The listing agent can also change their notification preferences and whether they
want to receive the calendar event in Office Involvement.

Team members added to listings do not have access to showing appointments that
occurred before they were added to the listing in Office Involvement.

When a team member is removed from a listing in Office Involvement, they retain
access to showing requests added while they were a listing team member and can
interact with the showings in CALENDAR and MESSAGES, but they will not have access
to any showing requests that haven't occurred yet.

You can add or remove a listing team member to a particular showing appointment
rather than to a listing. See Messages for more information.

Showing agents can add showing team members to an appointment in MESSAGES.
See Messages for more information.

Seller/Tendnt Involvement

Seller/Tenant Involvement allows the LISTING AGENT to designate someone outside the MLS
system to be involved in the showing appointment approval process.

Seller/Tenants receive showing appointment notifications by email and/or text message
(SMS). They can be set up to approve/decline showing appointment requests, view showing
requests, or have no involvement at all.

To manage the seller/tenant involvement for your listings:

1.

2.

Select MY LISTINGS from the Aligned Showings navigation menu. Your active listings
are displayed.

Select the Edit listing setup icon for the listing.
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3. Select the Seller/Tenant Involvement section.

ALIGNED Agent: Steven M Moore (sm4204) (AZ) ¥

A sHowings®

29309 N 31ST Lane, Phoenix, AZ 85083 | ACTIVE
B Calendar ‘ 4= Back to Listings
@ 6752311 § $626,990 k= 4beds {7 3baths [°] 0saft .
@ Routes -
— Activity Report | | 4= Exit Edit Mode
Listing Setup ‘ |
£ My Listings
Q Alerts 9 ° ‘Showing Instructions for Showing Agent
[® Reports
© o mvemen
[ Messages =
© setermenant invoivement
2: contacts
Add a designated Seller/Tenant to be part of
the appointment process E John Smith (® Remove
Seller
(@® Add a Showing
Seller Involvement in Showings Can Approve Showings and Send Comments ¥
Alert Preferences () Email (7] Text Messages
Can View Feedback + Yes .
(® All Feedback O Only Approved Feedback

5, Add Seller/Tenant

© s ==

{8} Settings

4. Select Add Seller/Tenant.
5. Enter the name of the seller or tenant, then click Invite New User.
6. The Add Seller/Tenant screen is displayed.

Add Seller/Tenant X
® Seller () Tenant

First Name Last Name

Primary Phone Number Secondary Number

Email Address

Enter notes about seller (optional).

7. Select Seller or Tenant.

8. Enter the first name, last name, primary phone number, secondary number if
available, and email address.

9. Select Add Person.
10. Select the level of involvement for the seller/tenant.
« Select Can Approve Showings and Send Comments if you want them to have
the ability to approve or decline showings, and be able to include additional
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1.

12.

13.

Tips!

comments or instructions.

« Select Can Approve Showings with No Comments if you want them to have the
ability to approve or decline showings, but not include additional comments.

« Select Notifications Only if you want them to be able to view showing
appointment requests but not approve or decline them.

- Select NONE if you added the seller/tenant for reference only and they will not be
able to approve or decline showings.

If the seller/tenant is set to approve showings or receive notifications, select if they
should receive Email and Text Message alerts.

If you want the seller/tenant to be able to view feedback, enable Can view feedback,
and then select All Feedback or Only Approved Feedback. See Showing Feedback
for information on how to approve feedback for the seller/tenant to view when Only
Approved Feedback is selected.

Select Done to save the seller/tenant settings.

Seller/Tenants view showings on a static web page outside of the Aligned Showings
system to view or approve/decline showing requests. See Manage Showing
Requests as a Listing Agent for more information.

A showing request can be approved by either the listing agent, listing team member,
or seller/tenant.

After a showing request is approved by either the listing agent, listing team member,
or seller/tenant, it can be declined by either the listing agent, listing team member, or
seller/tenant.

Seller/Tenants can view the following information: the address, date and time of the
showing request, the duration of the showing, any optional message entered by the
showing agent and any approved, pending, declined, and canceled appointments
for the listing.

Seller/Tenants names and contact information are only viewable by the listing agent
and listing team members in MY LISTINGS and MESSAGES. Seller/ Tenant information is
not viewable by the showing agent side.

View a list of the seller/tenants you have added to your listings by going to Contacts
and selecting My Sellers tab.

Time/Date Restrictions

You can block showing request for particular dates and times for your listings.

Tip!

Time and date restrictions for a listing can be set by the LISTING AGENT and team
members added to listings. See Office Involvement for more information.

To manage the time/date restrictions for your listings:

1.

2.

Select MY LISTINGS from the Aligned Showings navigation menu. Your active listings
are displayed.

Select the Edit listing setup icon for the listing.
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3. Select the Time/Date Restrictions section.

ASHC‘)\‘;II:NCS Agent: Shane Rogers

2345 N 92ND Streat, Scottsdale, AZ 85258 | ACTIVE

=l | 4 Back fo List
= il @ 6578500 S 3410000 BEs 2beds {7 2 baths Back to Listings
¢ Routes
i~ Listing Setup | 4 Exit Edit Moda
=1 My Listings
0 Alerts ) Showing Instructions for Showing Agent
[ Reports

@ ormce nvonement

Seller/Tenant Involvement

2: Contacts

@ rmeate Restrictions

(@ Add a Showing
Showing Time/Date Restrictions
F% Add Time/Date Restriction

@ Support o Faedback Survey |OPTIONAL |

4. Select Add Time/Date Restriction. A calendar is displayed.

5. Choose the Specific Dates tab to restrict showings on a specific date or multiple
dates.

6. Select the day of the month to restrict showings on that date. Multiple dates can be
selected.

7. Select Yes[No to indicate if the restriction is all day.

8. If the restriction is not all day, select the time range showings should not occur. Select
+Add Another to add multiple ranges of time in the dates selected.

° Time/Date Restrictions Step 4 of 5

Showing Time/Date Restrictions

Select Type of Restriction

Specific Dates Recurring

Select days to restrict Is this restriction all day?

< September 2024 > m

s M T wW T F s X

9:00AM ¥ 4o 1:00PM ¥

=+ Add Another

23 24 25 26 27 28

29 30 1 2 3 4 o
[E8 Save Time/Date Restriction

‘ Cancel

9. Select Save Time/Date Restriction when you have completed the selection.
10. Choose the Recurring tab to set restrictions for recurring times, such as every
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Tuesday from 8:00 AM to 9:00 AM.

Q@ rimernate Restrictions Step 4 of 5

Showing Time/Date Restrictions

Select Type of Restriction

Select days to restrict Is this restriction all day?

_— 0 - o

Mondsy B00AM v | to  11:00AM v | X

=+ Add Another

Tuesday

O Wednesday

Thursday
Friday

O Saturday

[ES Save Time/Date Restriction

| Cancel

1. Select the days of the week to block showings.
12. Yes/No to indicate if the restriction is all day.

13. If the restriction is not all day, select the time range showings should not occur. Select
+Add Another to add multiple ranges of time in the dates selected.

14. Select Save Time/Date Restriction when you have completed the selection.
15. Select Done to save your settings.

Important! Showing appointments can not be requested during blocked dates and times,
however listing agents booking a showing on their own listing can override
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restricted times.

. September 29th €D
Select Time
10:00am - 10:30am W4
° ( é\ Select Time
i = 29309 N 31ST i
7:30 AM ﬁ Lane, Phoenix, AZ
: 85083
8:00 AM
8:30 AM
9:00 AM
9:30 AM Unavailable

10:00 AM

10:30 AM

11:00 AM

11:30 AM

12:00 PM

12:30 PM

1:00 PM

4 Previous

Tips!
« Blocking showing appointments could be useful for occasions such as an open
house, scheduled maintenance, house cleaning, or an animal care appointment.

+  You can set default time/date restrictions that will automatically be applied to your
new listings. See System Settings for more information.

- Aligned Showings will not block any showing requests unless a time/date restriction
is set up, the listing requires advance notice, or the requested time already has a
booked appointment when overlapping appointments are turned off.

« You can override a time/date restriction when scheduling a showing for your own
listing.

« Time and date restrictions for a listing can be set by the LISTING AGENT and team
members added to listings. See Office Involvement for more information.

Feedback Survey

You can set your listings to automatically send a feedback survey after a showing. You can
use the default feedback survey or set your own custom survey questions. See Feedback
Survey Settings for information on setting up custom surveys.

To manage the feedback survey for your listings:
1. Select MY LISTINGS from the Aligned Showings navigation menu.
2. Select the Edit listing setup icon for the listing.
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3. Select the Feedback Survey section.

ALIGNED .
4 SHOWINGS® Agent: Steven M Moore (sm4204) (AZ) ¥
29309 N 31ST Lane, Phoenix, AZ 85083 ACTIVE S|
B Calendar ‘ 4~ Back to Listings
(G 6752311 $ $626,990 B 4beds & 3baths [F] 0sgft —
© Routes
Listing Setu ‘ Activity Report | | 4= Exit Edit Mode
£+ My Listings 9 P '
0 Alerts 9 ° Showing Instructions for Showing Agent
[ Reports

° ©Office Involvement

[ Messages - A

o Seller/Tenant Involvement

9= Contacts

° Time/Date Restrictions

(© Add a Showing

© rocavack sunvey Step 505
Allow feedback?
Send feedback reminder () 4 reminders ¥
Show feedback analysis? ©

Use MLS default feedback survey? -
[ At
L E‘j/

Use Default Survey Use Custom Survey

Select survey: Residential Survey ‘ ‘ Edit Survey

@ s Apply as default settings for newly created listings
upport

{3 Settings

4. Enable Allow feedback if you would like a feedback request automatically sent to
the showing agent after a showing for new listings. Turn this off if you do not want to
have Aligned Showings automatically ask for feedback after a showing.

5. Select the Request feedback reminder dropdown to set the number of feedback
reminders to go out. You can select between 2 and 6 reminders to be sent out after
an appointment. Once the feedback survey is completed, the reminders are no
longer sent out.

6. Enable Show feedback analysis to include a system generated positive or negative
indicator for each response.

7. Select Use Default Survey to use the default survey for new listings.

8. Select Use Custom Survey to use a custom survey for new listings, and then select
the survey from the dropdown.

9. Select Save.
Tip!

« You can create a custom survey for each type of listing you have such as vacant or
residential.
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Schedule and Manage Showings

Aligned Showings makes it easy for showing agents to create a showing appointment and
for listing agents or designated people to approve or decline appointments. Automatic
feedback requests can be sent to showing agents to request feedback after a showing.

Create a Showing Appointment

To create a showing:
1. Select Add a Showing from the Aligned Showings navigation menu.
2. A map and list of 50 randomly selected active listings are displayed.

> ;Hg"“jﬁhcs Search Addressor MLS #  Q, -+ Scheduls Showing
9 Calendar 36,525 listings found Available for showings only
Routes
© 6761003
£t My Listings () Carefree $770,000
ittmann < 4497 N 152ND Drive, Goodyear, AZ 85395
Q Alerts \
[@ Reports 6760880
o ° $449,900
¥ 4220 S LOUIE LAMOUR Drive, Gold Ganyon, AZ
[ Messages 85118
Peoria ) !
8: Contacts 0 7 ¥ 6760957
| Glendale B 550000
¥ X
Scottsdale ¥ 5020 E MORNING STAR Drive E, Phoenix, AZ
(@® Add a Showing ooy i} T 85044
- Phosriz= :
oenix HE> :
o Mesa o Apache Junction 200023
e T R o $315,000
Gilbert
| 6649 E DODGE Street, Mesa, AZ 85205
__ Chandler N
6760031
N $199,000
w 13417 W COPPERSTONE Drive, Sun City West,
) San Tan Valley AZ 85375
v
" 6760998
$750,000
Mobile Maricopa | 19550 N GRAYHAWK Drive 1039, Scottsdale, AZ
\ Florence 85955
w
\ 6760089
b 1,795,000
pesert_
hument~_ o Go 8 3174 E MARLETTE Avenue, Phoenix, AZ 85016
L o0 -
— L
N @ 2 3 4 5 >
Settings o
@ o mapbox © Mapbox © OpenStrectMap Improve this map

3. Search for the listing:

a. Enter the address, MLS#, or listing agent name in the search bar at the top to find
a listing and press Enter or select the search icon.

Tip! You can enter a partial address including the street number, name, city,
or zip code.

Note:  Only listings set to Allow property to be shown are displayed. See
Manage Showing Instructions for Your Listings for more information.
Uncheck Available for showings only in the upper right to view all listings
matching the criteriq, including those unavailable to show.

b. Select the arrow or page number at the bottom of the list view to see additional
listings that meet your search criteria.
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c. Navigate the map using your touchpad, keypad, mouse, or touchscreen monitor:

« Use the mouse to zoom in by double clicking on an area of the map, or zoom
in on an area of the map by clicking and holding shift while dragging the
cursor, or use the scroll button to zoom in and out of the map. Click and drag
the cursor to pan the map, and rotate the map by clicking and dragging the
cursor while holding the right mouse button or the Ctrl key.

« Use a touchscreen monitor to zoom and rotate the map by pinching or
dragging on the touchscreen. Zoom with one finger by double tapping and
dragging and on the second tap, hold your finger down and drag up or down
to zoom in or out.

« Use the keyboard controls - and + to zoom in and the arrow keys to pan the
map. Press the shift and arrow keys to rotate and change the pitch of the map.

4. Select the listing.
Note: You can use the map to highlight the listing, then select the listing from the list.
5. Select the Schedule Showing button.

Select Showing Date September 24th @3
|': 1 ‘ Select Date
29317 N 31ST Lane, Phoenix, AZ 85083 ACTIVE
BEq 5beds & 3baths [°] 0sqft Q

MLS# 6746684

Price: $581,990 23 ¥ 25 26 27 28
Cross Street: Dixileta Dr & 1-17 Frontage Rd
Directions: From The |-17 Heading North, Take 29 30 1 2 3 4 5

Exit 220 For The Frontage Road. Turn Left (West)
On Dixileta Drive And Follow Straight To The
Entry Gate.

Occupancy: Vacant

Select Type: ~ Showing -

Private Remarks: BY APPOINTMENT ONLY!
Agent Must Be Identified Upon First Interaction
Including Self Guided Tours And Phone Calls

Close

6. If you are a listing agent scheduling a showing of your own listings, you can schedule
it on behalf of an agent. In the Setup a showing on behalf of field, enter the agent’s
name and select them from the list.

7. Select the date to schedule the showing and click Next.

8. Select the showing type: Showing, Return Showing, Appraisal, Inspection, and Walk-
Through.

9. Select the desired showing time by dragging the appointment to the time or by
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10. The showing duration defaults to 30 minutes. Change the duration of the showing
by selecting the down arrow next to the showing. You can choose from 10, 15, 20, 30,

1.

clicking the edit button next to the time in the upper right.

Select Time

7:00 AM
7:30 AM
8:00 AM
8:30 AM
9:00 AM
9:30 AM
10:00 AM
10:30 AM
11:00 AM —
11:30 AM
12:00 PM
12:30 PM
1:00 PM

1:30 PM

Close

September 24th @

(3:00am - 11:300m Y

B o
L 2/\ Select Time

ﬁ 29317 N 31ST
“== Lane, Phoenix, AZ
85083

<E> 11:00am 29317 N 31ST Lane, Phoenix, ... 30 mins ~

ki it m

45, 60, 90 minutes, 2 hours, or 3 hours for a showing or return showing, as long as the
length is less than the maximum length allowed by the listing agent. For an appraisal

or inspection, you can also choose, 4, 5, or 6 hours for the duration.

Click Next.
Review & Send September 23rd €
° ° Select Time @)‘ Review & Send
12711 W MARGUERITE Avenue, Avondale, AZ 85323 PENDING

Close

B5 5beds & 3baths [P] 0sqft

Showing Type: Showing
$451,990
MLS# 6746725

4 Add Buyer

 Previous m
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12.
13.
14.

15.
16.

Review the showing request. Select Previous to make changes.
Enter an optional message.

Select the Add Buyer button to enter the buyer for the showing. The Add Buyer screen
displays.

a. Enter the buyer name and select them from the list, or select Create Buyer.

b. Enter the first name, last name, primary phone number, secondary number if
available, and email address.

Add Buyer X

Select Add Person.
Select Send.

When a showing request is sent in Aligned Showings, the following occurs:

The listing agent and any listing team members receive an ALERT, a new
conversation is started in MESSAGES, and an appointment is created on their Aligned
Showings CALENDAR. If they are set to receive showing notifications they will also
receive an email and/or text notification.

The showing agent receives an ALERT, a new conversation is started in MESSAGES,
and an appointment is created on their Aligned Showings CALENDAR. The showing
agent also receives an email and/or text message, depending on what they
designated in SETTINGS.

Any seller/tenant designated for the listing and set to receive an email or text
message will receive a notification.

Any buyer designated for the listing receives an email notification.

When a listing agent schedules a showing on behalf of an agent, the MESSAGES
screen is displayed to approve the listing.

The showing request status will shows as REQUESTED until it is APPROVED or DECLINED by the
listing team, or until the showing agent CANCELS it or it EXPIRES.

Tip!

The listing agent can override unavailable showing times when scheduling showing
appointments on their own listings.

See Messages and Notifications for more information.
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Manage Showing Requests as a Showing Agent

Once a showing request is added, the appointment details can be viewed by both the
listing team and showing team.

As the showing agent or showing team member you can:

Add the appointment to your Google or Outlook Calendar once the showing
request is approved

View the showing in your Aligned Showings CALENDAR
View the conversation about the showing in MESSAGES
View the listing in the MLS

View the showing in ROUTES if it is part of a route
Cancel the showing appointment

Reschedule the showing appointment

Edit the showing type

View the showing instructions

Edit the team instructions

View the appointment contacts on the Contacts tab
View the appointment history on the History tab

To view, cancel, or reschedule a showing request as a showing agent:

1. Locate the showing on your Aligned Showings CALENDAR and select it.

2. Select More Details.

Important! The Appointment Details screen will vary depending on whether you are

the showing agent or the listing side and if the showing request has
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© 0o N o o

10.

1.

been approved.

Appointment Details © Approved
5510 E COLBY Street, Mesa, AZ 85205 Add to Calendar ¥
Details Contacts History

B View in Calendar
21 View in Messages
() View Listing

@® View in Routes

Cancel Reschedule
MLS# 6760814 SHOWING TYPE /7 Edit
Price: $305,000
Cross Street: Higley/University Showing
Directions: E On University, N On 55th PI, W On
Colby To Home SHOWING DATE & TIME # Reschedule

Occupancy: Vacant

Private Remarks: Please Consider Using Mark
Woodworth With Security Title 2913 N. Power
Road, Suite 105, Mesa, Arizona 85215 Phone 480-
325-4744 Fax 480-325-1159 SHOWING DETAILS
Mark.Woodworth@Securitytitle.Com

Thu Sep 26th, 11:00 am (30 min)

TEAM INSTRUCTIONS 7 Edit

Select Add to Calendar to save the appointment to an external calendar. Note that
this is only available after the showing request is approved.

Select View in Calendar to view the appointment in your Aligned Showings
CALENDAR.

Select View in Messages to view the showing conversation in MESSAGES.
Select View Listing to view the listing in your MLS.

Select View in Routes if the showing is part of a route.

Select Cancel to cancel the showing request.

Select Reschedule to select a new date and/or time for the showing request. If the
showing request has already been approved, it will be resent to the listing team for
approval, unless the listing is set to instantly approve showings.

a. Select the new showing date and then Next.
b. Select the new showing time and then Send.

Important! If the showing is part of a route, you can change the showing time and
duration but not the showing date.

Select Edit next to Showing Type and select the type from the dropdown.
Select Edit next to Team Instructions to send a message to your team.

Note: Information entered in the team instructions is only sent to your team, either
the SHOWING or the LISTING team. See Office Involvement or Messages for
information on adding team members.
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12. Select the Contacts tab to view the appointment contacts.

Appointment Details ® Approved
17549 W SUPERIOR Avenue, Goodyear, AZ 85338 Add to Calendar *
Details Contacts History

Appointment Contacts

Steven M Moore (Listing Agent)

Lennar Sales Corp
602-661-9326

steven.m.moore@lennar.com

Joanne L Hall (Co Listing Agent)

Lennar Sales Corp
623-399-0644

joanne.hall@lennar.com

(@ You are the Showing Agent

13. Select the History tab to view the appointment history.

Appointment Details & Approved
17549 W SUPERIOR Avenue, Goodyear, AZ 85338 Add to Calendar ¥
Details Contacts History

Appointment History

4:35 pm, Tuesday, September 17th

You requested to see the property on Tue,
Sep 24th from 12:00 pm to 12:30 pm.
4:35 pm, Tuesday, September 17th
Steven M Moore Approved the showing o
request for Tue, Sep 24th from 12:00 pm to
12:30 pm.

Any changes to showing requests are updated in both the Aligned Showings CALENDAR and
MESSAGES for the listing team and showing team. If the showing request is canceled, the
MESSAGE is updated, and the showing request remains in the Aligned Showings CALENDAR
with a status of Cancelled.

Manage Showing Requests as a Listing Agent

As the listing agent or listing team member you can:

+ Add the appointment to your Google or Outlook Calendar (.ICS) once the
showing request is approved
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« View the showing in your Aligned Showings CALENDAR
« View the conversation about the showing in MESSAGES
« View the listing in the MLS

« Approve or Decline the showing appointment

» Reschedule the showing appointment which allows you to suggest and
preapprove a new showing time

« Edit the showing details once the showing request is approved
+ Edit the team instructions

« View the appointment contacts on the Contacts tab

« View the appointment history on the History tab

« Change the showing status of a showing after a showing ends

Important! If the listing team or seller/tenant has declined the showing request, the date
and time of the showing cannot be edited and the showing agent must add a
new showing request.

The following people can APPROVE or DECLINE a showing request in Aligned Showings:

« Thelisting agent

« Any team members the listing agent has designated in Office Involvement in the
listing preferences

+  Any seller/tenant designated by the listing team in Seller/Tenant Involvement in the
listing preferences
To view, approve, decline, or reschedule a showing request as a listing agent or listing
team member:
. Locate the showing on your Aligned Showings CALENDAR and select it.
2. Select More Details.

Important! The Appointment Details screen will vary depending on whether you are
the showing agent or the listing side and if the showing request has
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been approved.

Appointment Details

12529 W LUXTON Lane, Avondale, AZ 85323

Details Contacts History

=5 View in Calendar

[ View in Messages

() View Listing
.
Approve Decline 2
MLS# 6759697 SHOWING TYPE
Price: $381,990
Cross Street: Broadway Road & Avondale Walk-Through
Boulevard

Directions: Avondale Blvd South To A Right On SHOWING DATE & TIME

Broadway To A Left Onto Alamar Blvd.

Occupancy: Vacant

Private Remarks: BY APPOINTMENT ONLY! Agent
Must Be Identified Upon First Interaction, Including
Self Guided Tours And Phone Calls With The
Internet Sales Team Whichever Occurs First. Please
Call 602-661-9326 Prior To Showing. A Copy Of
The Public Report Is Available On The ADRE's
Website.

Wed Sep 25th, 12:00 pm (90 min)

TEAM INSTRUCTIONS # Edit

Select Add to Calendar to save the appointment to an external calendar. Note that
this is only available after the showing request is approved.

Select View in Calendar to view the appointment in your Aligned Showings
CALENDAR.

Select View in Messages to view the showing conversation in MESSAGES.
Select View Listing to view the listing in your MLS.
Select Approve to approve the showing.

a. If you approve the showing request, the showing access information is displayed.
You can change the type of lockbox, the combination code, select if the agent
and seller will accompany, request a call for details, and enter any additional
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showing instructions.

Showing Access

© None 21 Combo 4 Electronic

Agent will accompany
Seller will accompany

Request call for details

ADDITIONAL INSTRUCTIONS

¥

Clear Approve and Send Instructions

8. Select Decline to decline the showing.

a. If you decline the showing request, you can select the reason the property can't
be shown and add comments.

Add Comments

WHY CAN'T THE PROPERTY BE SHOWN?

Requested time unavailable
Property unavailable for showing
Seller is unavailable to attend

Listing agent is unavailable to attend

Request a call back from the Showing Agent

OPTIONAL MESSAGE

“

Declined appointments cannot be reversed and a new appointment will need to be requested.

Clear Decline and Send Instructions

9. Select the 3 dots and select Reschedule to select a new date and time for the
showing. This allows you to suggest a new date and time and preapprove the
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1.

showing.

Reschedule Showing Date

Thursday, September 26

—
5‘1 ) Select Date

< September 2024

S M T w

23 24 25

29 30 1 2

27 28

a. Select the new showing date and then Next.
b. Select the new showing time and then Next.

Showing Access
Friday, September 27

& None % Combo

Agent will accompany
Seller will accompany

Request call for details

ADDITIONAL INSTRUCTIONS

Clear

/ 3:'\ Showing Access

4 Electronic

Dk

c. Enter the showing instructions and select Preapprove.
10. Select Edit next to Showing Details to edit the showing details. Note that you can only

do this if you are on the LISTING side and this only is available once the showing is

approved.

Select Edit next to Team Instructions to send a message to your team.

45



12.
13.

Note: Information entered in the team instructions is only sent to your team, either
the SHOWING or the LISTING team. See Office Involvement or Messages for
information on adding team members.

Select the Contacts tab to view the appointment contacts.
Select the History tab to view the appointment history.

When a showing request is approved or declined, the following occurs:

Tips:

The listing team members receive an ALERT, any seller/tenants receive an email or
text, the conversation is updated in MESSAGES, and the appointment in the Aligned
Showings CALENDAR is changed to APPROVED or DECLINED. The listing team members
also receive an email or text message, depending on what type of notification they
have designated SETTINGS.

The showing team members receive an ALERT, the conversation is updated in
MESSAGES, and the appointment in the Aligned Showings CALENDAR is changed to
APPROVED or DECLINED. The showing team members also receive an email or text
message, depending on what type of notification they have designated in SETTINGS.

A listing agent can change the status of an appointment after it has ended. This is
useful if an appointment changes at the last minute and isn't updated in Aligned
Showings.

Once a showing request has been approved, it can be declined by the listing agent,
a listing team member, or seller/tenant.

If a listing is set for instant approval, showing requests are automatically approved
as long as the time slot is available.

If a listing is set for instant approval, approved showing requests can be changed by
the SHOWING team without another approval.

When a showing request has been declined, a new showing request must be added.

If the showing team changes the time of a showing after it is approved, the showing
status changes from approved to requested and a new showing request is issued.

To change the showing status of an appointment after the showing has ended:

1.

Select Calendar from the Aligned Showings navigation menu.
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2. Select the appointment and select More Details.

Appointment Details © Approved

17549 W SUPERIOR Avenue, Goodyear, AZ 85338 Add to Calendar ¥

Details Contacts History

B View in Calendar

[2 View in Messages

(A View Listing
MLS# 6752290 SHOWING TYPE
Price: $489,990
Cross Street: S. Avondale Bivd & W. Broadway Rd Showing
Directions: I-10, Take Exit 1248 For AZ-303 Loop
S. Continue From AZ-303 S Onto Cotton Lane. Turn BHOWING DATE & TIME
Right Onto W. Elwood Street. Turn Right Onto W. ¥
Eulton Street. Tue Sep 24th, 12:00 pm (30 min)
Occupancy: Vacant APPOINTMENT STATUS Cancel
Private Remarks: BY APPOINTMENT ONLY! Agent
Must Be Identified Upon First Interaction Including
Self Guided Tours And Phone Calls With The Approved M
Internet Sales Team, Whichever Occurs First.
Please Call 602-661-9326 Prior To Showing. A
Copy Of The Public Report Is Available On The
ADRE's Website. fApproved 4

Declined

Cancelled

Expired

3. Select Edit on Appointment Status and select the new showing status.
4. Select Save.

Showing Feedback

As a listing agent you can set up Aligned Showings to automatically request feedback from
a showing agent after a showing occurs. You can use the default survey or you can set up
custom feedback surveys. See Feedback Survey Settings for more information on how to
set up custom feedback surveys and Feedback Survey to see how to assign a survey to a
listing.

When a listing is set up to send feedback, one hour after a showing appointment has
ended, a feedback request is sent to the showing agent and any showing team members.
The request for feedback appears in ALERTS and in the showing conversation in MESSAGES.
A feedback reminder is sent 24 hours after the showing, and if any additional reminders are
set to go out, they will each follow another 24 hours later.

To leave feedback after a showing as a showing agent:
. Select MESSAGES in the navigation bar.

2. Select the showing conversation.

3. If feedback has been requested since you viewed the showing conversation, the
feedback survey is displayed. If the survey has been closed without being submitted,
the showing agent or showing team member can return to the message and fill out
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feedback later by selecting the Leave Feedback link.

ALIGNED

SHOWINGS® Messages (0) Showings (13)

7 =
£ Galendar E Joanne L Hall, Steven M Moore Am Steven M Moore + 1 more participant MY TEAM
17549 W SUPERIOR Avenue E 24970 N 173RD Lane, Surprise, .. View Listing n —
Routes Event: Traci Daniels has left feedback
(" aEY
o LISTING TEAM
{J
:: 2 Danica Gianni 16h
aw ™ 19550 N GRAYHAWK Drive 1039 m
lerts
Z - Traci Daniels has requested to see yo...
[® Reports SHOWING STATUS

Joanne L Hall, Steven M Moore 6d
E 24970 N 173RD Lane Approved
[SaUESS EERE T | Steven M Moore: Steven M Moore degline....
SHOWING TYPE

R: Contacts : Traci Daniels
ﬁ Victoria M Bryant Sep 10, 11:02am n Showing
11867 WLLDCTOM ¢ Traci Daniels has requested 1o see the property on Sun, Sep 8th from 12:30 pm to 1:00 pm. I\W
® Add a Showing | Me: Traci Daniels has requested to see yo... TR SHOWING DATE & TIME
P _—
Steven M Maore RS0 mine)
Dian Bentinck Sep 10, 10:26am R
eave Feedbad
14113 W PERSHIN... Steven M Moore Approved the showing request on Sun, Sep Bth
| Me: Traci Daniels has requested to see yo... from 12:30 pm to 1:00 pm.

TEAM INSTRUCTIONS
Sent Sep 6, 2:11pm

i»\.« Anne Collins, Greta... Sep 10, 10:26am

17378 W PIMA Street Showing on Sun, 08, at 2:00 pm SHOWING AGENTS
| Me: Traci Daniels has requested to see yo... A, Traci Daniels (520) 858-5633
Showing on Mon, 09, at 1:00 pm (480) 834-9131
3 Luis Hector Herna...  Sep 10, 10:26am
® 12454 N 177TH Drive Message Team Note @ [E8 LISTING AGENTS
| Me: Traci Daniels has requested to see yo... — A, Steven M Moore (602) 661-9326

(480) 476-8470

5 Joanne L Hall (623) 393-0644

i Victoria M Bryant Sep 10, 10:26am (602) 661-3437

11667 W LUXTON ...

@ Support | Me: Traci Daniels has requested to see yo...
[Z8 Serd Revly MLS #

@3 Settings 6752279 <

[ Joanne L Hall, Steven... Sep 9 1:.00pm ¥

Feedback Survey

456 N Test Ln, Adams, WI 99999
Broadcast messages

Did your client like the property?
O Yes
O No
(O Not sure

Did your client feel that the listing was priced appropriately?
QO Yes
O Priced below market value

O Priced above market value

Is your client considering making an offer on this property?
O Yes
O No
O Unsure

Is your client considering another showing of this property?
O Yes
O No

O Unsure

What was your client's favorite aspect of the property?
O Location
O Price
O Floor plan
O Upgrades
(O Not applicable

General Comments

ur answer
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4. Answer the feedback survey questions and select Submit.
5. The feedback is delivered to the showing agent in the MESSAGES showing thread.

Traci Daniels
h 17549 W SUPERIOR Avenue, Goodyear,... View Listing

Traci Daniels

Traci Daniels has requested to see the property on Tue, Sep 24th
from 12:00 pm to 12:30 pm.

Sent 6d ago

Steven M Moore

Steven M Moore Approved the showing request on Tue, Sep 24th
from 12:00 pm to 12:30 pm.

Sent 6d ago
Showing feedback requested on Tue, September 24, at 1:30 pm
Traci Daniels
Traci Daniels left Showing Feedback on Tue, September 24, at 2:34 pm
1. Did you tour the listing?

Yes
How did your client like the listing? Please rate on a scale of 1-5 with 1 being the lowest
and 5 being the highest. : 5
_— What was your client's favorite feature? : Floor plan
m., Do you plan to make an offer? : Unsure

Sent 42s ago

Message Team Note @ [ﬂ

A listing agent can also fill out a showing feedback survey on behalf of a showing agent.
This is useful when feedback is provided to the listing agent directly and the listing agent
wants to add the feedback so it is available to the seller/tenant.
To record showing feedback received from a showing agent:

1. Select Messages from the Aligned Showings navigation bar.

2. Select the showing. Once feedback has been requested but not yet completed by
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the showing agent, a Record Feedback link is available.

ALIGNED .

4 SHOWINGS® All(7)  Messages (0)  Showings (7)

B Calendar E Traci Daniels 1h
17549 W SUPERIOR Avenue

@ Routes | Event: Traci Daniels has left feedback

My Listiry

am = Steven M Moore 1d
24970 N 173RD Lane

Q Alerts 8

| Event: Showing feedback has been reques..
[® Reports

Steve Sudlow 2d
3264 W PEAK VIEW Road

[A Messages ¥ 2l | Event: Showing feedback has been reques...

Steve Sudlow 2d
== 15875 W KENDALL Street

| Event: Showing feedback has been reques..

Q: Contacts

@ Add a Showing
Steve Sudlow 2d
17350 W ARTEMISA Avenue

| Event: Showing feedback has been reques...

L= Samantha M Kack 4d
10402 E JOSEPH Lane

| Event: Showing feedback has been reques..

T Steve Sudlow 5d
® Support 17519 W SUPERIOR Avenue
s | Event: Showing feedback has been reques..
ettings

é Steven M Moore
24970 N 173RD Lane, Surprise,... View Listing

Message

@ If recipients do not have Aligned Showings, messages are sent to them through email

Steven M Moore

Steven M Moore has requested to see the property on Sun, Sep 22nd
from 1:00 pm to 1:30 pm.

Sent 6d ago ™

Steven M Moore Approved the showing request on Sun, Sep 22nd
from 1:00 pm to 1:30 pm.

Sent 6d ago

SHOWING INSTRUCTIONS:
Electronic Lockbox: Supra

Additional Instructions: Lockbox is located on garage entry door.
Sent 6d ago Y

Showing on Sun, 22, at 2:30 pm

Team Note ®

MY TEAM

@mm -

SHOWING TEAM
SHOWING STATUS

SHOWING TYPE

Showing

SHOWING DATE & TIME
,,,,,, = (30 mins)

Record Feedback
TEAM INSTRUCTIONS

SHOWING AGENTS

2, Steven M Moore (602) 661-9326
(480) 476-8470

LISTING AGENTS

£, Steven M Moore (602) 661-9326
(480) 476-8470

3. Select Record Feedback and complete the feedback survey.

When the listing agent or anyone on the listing team completes the survey, the feedback
displays in Messages along with a note at the top who completed it on behalf of the

showing agent.

To view showing feedback from your listing and approve feedback for your seller/tenant

to view:

1. Select MY LISTINGS from the Aligned Showings navigation bar.
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2.

Select the View Feedback icon for the listing.

Feedback Survey X

17549 W SUPERIOR Avenue, Goodyear, AZ
85338

Submitted on

September 24, 2024 at 2:34:35 PM
By Traci Daniels (Coldwell Banker Realty)

Approve For Seller/Tenant Viewing

Feedback Analysis @ Positive @ Negative

®
Did you tour the listing?

O Yes

How did your client like the listing? Please rate on a
scale of 1-5 with 1 being the lowest and 5 being the
highest.

(2

What was your client's favorite feature?

© Floor plan

What was your client's least favorite feature?

e

Do you plan to make an offer?

© Unsure

O,

Select the Approve For Seller/Tenant Viewing checkbox if you have a seller/tenant
set up to view only approved feedback and you want to make this feedback survey
viewable.

Select the arrow buttons at the bottom to view additional feedback.

Feedback can also be included on the Activity Report. See Reports for more
information.

If the seller/tenant has view feedback enabled, they can view feedback by clicking
the View Feedback button on their seller/tenant link.

Feedback Analysis can be enabled or disabled. See Feedback Survey Settings for
more information.
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Routes

The ROUTES feature in Aligned Showings makes it easy to plan a day with multiple showings
and send out all the showing requests at once.

There is no need to schedule each showing individually. ROUTES saves you time and helps
you arrange your day while estimating the travel time to each appointment. You can
choose the order of the showings or let the system determine the fastest route.

The process to create a route is simple. Select the listings, set the order of the
appointments, then send all of the showing requests at once.

Note: If the Routes menu option is not available on your left navigation menu, your MLS has
opted out of using this feature.

Tips!
« You can schedule a maximum of 12 showings per route.
« You can add a stop along the way, including a new appointment or a non-MLS stop.

« You can change the time of showings, add showings, or cancel showings even after
a route is saved and showing requests are sent.

« If you change the time of a showing after it is approved, the showing status changes
from approved to requested and a new showing request is issued.

« Once aroute is scheduled, you can easily share the route details with your clients.

Create a Route

To create a route:
1. Select ROUTES from the Aligned Showings navigation menu.

4;“3“;5&05 @ Upcoming Routes %) Past Routes + Greate New Route:

By Calendar

You have no routes to display.
© Routes

£ My Listings

Q Alerts

How to Make a Route?
@ Reports

[ Messages @

9z Contacts

Select mulitple listings Add a name and date to the route Set the order to your liking and click
"Request Appointments”

@ Add a Showing
That's it. Appointment requests go out at once to all the listings on your route.

2. Select the Create New Route button.
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3. A map and list of 50 randomly selected active listings are displayed.

ALIGNED
A sHowincs
B Calendar ’ ) ° 749 listings found Available for showings only
© Roules E o
6537920 6539554
& MyListngs 8 9 6536235 $490,990
_ ‘%,,'; 18533 W PASEO Way, Goodyear, AZ 85338
Q) Alerts :
y Yuel 46534955
[ Reports o 6539551
:}'?\ 5
& & $339,000
= 2 o 3450 N 146TH Drive, Goodyear, AZ 85305
Messages 2
-
= Contacts 6538417
» .
2 % O $330,000
£ Golf Club of Estrella
© Adda A B 1017 N LOS ROBLES Drive, Goodyear, AZ 85338
Showing i
£
7
2 de s E
= o 6539122
5 We! 8
6538727 % —
=
ol 16955 W CYPRESS Street, Goodyear, AZ 85395
E:'_ 8539016
& Ty ' 14269 W FAIRMOUNT Avenue, Goodyear, AZ
9‘ ’M‘ T m 85305
6537092
6538015
|:| $530,000
A 17148 W Hadley Street, Coodyear, AZ 85338
éﬂq
e
T ﬁ cnnna
653! ) L 2 4 >
o 538567 o 3 5
Seffings C R v
@ (e @ u-?’ i\*‘\\ @ Mapbox © OpenStreetMap Improve this map -

4. Search for the listings to include in the route:

a. Enter the address, listing ID, or listing agent in the search bar at the top to find a
listing and press Enter or select the magnify icon.

Tip! You can enter a partial address including the street number, name, city,

or zip code.

b. Select the arrow or page number at the bottom of the list view to see additional

listings that meet your search criteria.
c. Navigate the map to locate the listings.

5. Select the listings from the list or map to include in the route.
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6. Select Add to Route. The Create Route screen is displayed.

Create Route

New Route

Showing Date Start Time

09/27/2024 ~ 6 -

Buyer

Sl Add Buyer

Appointments:

7869 E Horseshoe Lane, Scottsdale, AZ 85250 Remove

6052 N 80TH Way, Scottsdale, AZ 85250 Remove

6601 N 79TH Place, Scottsdale, AZ 85250 Remove

5120 N 87th Street, Scottsdale, AZ 85250 Remove

7912 E PECOS Lane, Scottsdale, AZ 85250 Remove

5002 N 86TH Place, Scottsdale, AZ 85250 Remove

Note: Select the Existing Route tab if you are adding showings onto an existing route.
7. Enter a name for your route.
8. Select the showing date.
9. Select the start time for the route.

10. Select the Add Buyer button to enter the buyer for the showing. The Add Buyer screen
displays.
a. Enter the buyer name and select them from the list, or select Create Buyer.

b. Enter the first name, last name, primary phone number, secondary number if
available, and email address.
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1. Select Next.

Create Route

Saturday, April 08

Total Route Time: 2:00 PM - 3:66 PM (1 hours 55 minutes)

1030 AM

11:00 AM

11:30 AM

12:00 PM

12:30 PM

1:00 PM

1:30 PM

Show Listing Restrictions: 8

200PM

«%» 17492 W POLARIS Drive

15 mins ~

«» 10847 S DREAMY D

Goodyear.

15 mins -

15 mins ~

15 mins ~

15 mins ~

5:00 PM

530 PM

6:00 PM

6:30 PM

700 PM

7:30PM

&:00 PM

15 mins -~

12. You can adjust the route by clicking the down arrow next to each showing to select
the planned duration of the showing. Select and drag a showing to move it to the

desired time.

13. Select Create & Schedule Route to create the route. The system creates a route from
the listings you selected and displays it on the map along with the showings in order
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of appointment time.

Asiowines
[ Calendar Route Name: Goodyear Tour — A} Fastest Route Add Stop = 11 Re-order Route
Date: April L |
2 Gl 200 PM - 2:15 PM (15 minutes)
£ My Listings
Total Route Time: 2:00 PM - 3:55 PM (1 hours 55 minutes) 17492 W POLARIS Drive, Goodyear, AZ 85338
L) At ® @ 6536235
[® Reports $470,000 Remove fro
=t Travel Time
[ Messages 2
9: Contacts 2:20 PM - 2:35 PM (15 minutes)
10847 S DREAMY Drive, Goodyear, AZ 85338
@® Add aShowing 6537920
3 $525,000 Remove from Route
Estrella
Mountain Ranch
= Travel Time
2:38 PM - 2:53 PM (15 minutes)
11274 5 CAKWOOCD Drive, Goodyear, AZ 85338
@ 8534055
$350.000 Remove from Route
= Travel Time
0 PM - 315 PM (15 minutes)
® Support 18147 W DESERT VIEW Lane, Goodyear, AZ -
Settings
@ @ @ Mapbox © OpenStreetMap Improve this map

14. Use the Fastest Route tool to have the system calculate the quickest route.
a. Select Fastest Route.

Calculate Fastest Route

Select the listing you wish 1o show first:

17492 W POLARIS Drive, Goodyaar, A7 B5338
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b. Select the listing to show first and then Calculate Route.

c. The updated route, order of showing appointments and route time is displayed.

B Calendar Route Name: Goodyear Tour R

Date: April 8, 2023 | < |
AL Start Time: 2:00 PM —
© My Listings

Total Route Time: 2:00 PM - 3:54 PM (1 hours 54 minutes)
0 Alerts
[® Reports
[ Messages 2
9= Conlacts
(© Add a Showing

Estrella
Mountain Ranch
@ Support
&a

@ @ @ Mapbox © OpenStreetMap Improve this map

A} Fastest Routs Add Stop * 1] Re-order Route
2:00 PM - 2:45 PM (15 minutes)
15236 S 183RD Avenue, Goodyear, AZ 85338
@ 6538567
537.00
$537,000 Remove from Route
=t Travel Time
2:20 PM - 2:35 PM (15 minutes)

15156 W DESERT WILLOW Drive, Goodyear, AZ
85338

6537092

$550,960 Remove from Route
= Travel Time & mi
2:40 PM - 2:55 PM (15 minutes)

18147 W DESERT VIEW Lane, Goodyear, AZ

85338
6538727
570,00
#70,000 Remove from Route
=¥ Travel Time 7 i
3:00 PM - 3:15 PM (15 minutes)

Gancel Route

15. Select Add Stop and then either Add New Appointment or Non-MLS Stop to add a
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stop to the route.

ALIGNED

Agubw,,‘cs Seah Addressor MLS#  Q + Add o Rouls

B 36,942 listings found Available for showings only

&

Flagstaff
.

© Roules

§ 6539562

$350,000

e *
i Petrified Forest
Jerome v National Park
[ Alerts

- P CampVerde
m s 5t. Johns
Reporis o

T ARizona o

v
6539557

4a

£ My Listings

13331 W LA TERRAZA Drive, Sun City West, AZ
85375

7157 E RANCHO VISTA Drive 4007, Scottsdale, AZ
85251

B530557
$200,000

72 E Tth Street, Eagar, A7 85025

6539559

$26,900

600 S Idaho Road 756, Apache Junction, AZ
85119

e B
L 5265000

Lords |
o ll 11036 N 28TH Drive 111, Phoenix, A7 85029

@

e Sierra Vista

6538554
$499,990

18533 W PASEO Way, Goodyear, AZ 85338

HeroicalNogales __AguaPrieta | @

(OEphen (3

@ Mapbox © OpenStreetMap Improve this map -

a. For a non-MLS stop, enter the address, pin, or points of interest, then select Next.
Select the time of the stop and then select Add Stop.

b. For a new showing appointment, search for the listing/s to add, then select Add to
Route, then Add Appointments.

Add Appointments

Route: odyear Tour
Date: y, April 8, 2023

Start: 2:00 PM

Appointments:

17185 W HAMMOND Street, Goodyear, A7 85338

c. The updated route, order of showing appointments and route time is displayed.
16. You can re-order the route to change the order of the showing appointments.
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a. Select Re-order Route.

Edit Appointment Time

Saturday, April 08

Show Listing Restrictions:

17492 W POLARIS Drive, Goodyea. 15 mins ~
%, 10647 S DREAMY Drive, Goodyear... 15 mins ~
5 11274 5 OAKWOOD Drive, Goady . 15 mins ~
i+ 18147 W DESERT VIEW Lane, Go 15 mins ~
18156 W DESERT WILLOW Drive, ... 15 mins ~
15236 S 183RD Avenue, Goodyear. .. 15 mins ~
4:00 PM =

i %71 85 W HAMMOND Street, Good... 15 mins ~

4:30 PM

5:00 PM

b. Select and drag the showing to move it to the desired time.
c. Select Apply to save your changes.
d. Select Request Appointments.

B AL IGNED
- sHowiNGs
[ Calendar Route Name: Goodyear Tour S N Fastest Route Add Stop ¥ 1l Re oute
Date: April 8 | <
¢ Routes Start Time: =i
Start:Tipa i 1:30 PM - 1:45 PM (15 minutes)
£ My Listings
Total Route Time: 1:30 PM - 3:55 PM (2 hours 25 minutes) 17185 W HAMMOND Street, Goodyear, AZ 85338
A E i ® @ 8537715
B Reports o Litchfield $449,800
A g Junction
g b z (wess)
i = = Travel Time
] Messapes 2 g &
5 7 WBroadway Rd
Q- Conacis w i @ 2:00 PM - 2:15 PM (15 minutes)
]
o = e &
B 17492 W POLARIS Drive, Goodyear, AZ 85338
(@ Add a Showing 6536235
5] Liberty  mMces 40,000 jove from Route
= Travel Time
2:20 PM - 2:35 PM (15 minutes)
W Ellictid 10847 S DREAMY Drive, Goodyear, AZ 85338
x @ 6537820
>
b $525,000
5 &
o = Estrella Mountain
2 z :
E Regional Park
@ &= Travel Time
® Support -
Seltings.
@ @ apbox @ Mapbox © OpenStreetMap Improve this map

17. You can remove a showing from the route.
a. If the appointment has not been requested, select Remove from Route and Yes,
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Remove to confirm.

Add Explanation

WHY IS THE APPOINTMENT BEING CANCELLED?
Client Availability Changed
Showing Team Availability Changed
Client No Longer Interested
Scheduled in Ermor

OPTIONAL MESSAGE

rd

Canceled appointments cannot be reversed and a new appointment will need to be requested.

b. If the appointment to remove from the route has been requested, select Cancel
Showing. Select the reason for canceling the showing and select Cancel and
Send.

When the showing appointments are requested, the system sends out showing requests
for each listing in your route at the selected date and time. The showing request status
will show as REQUESTED until it is APPROVED or DECLINED, or you CANCEL it or it EXPIRES. New
appointments are created in the Aligned Showings CALENDAR and a new conversation
thread is started for each appointment in MESSAGES.

Tips!

« Some MLS systems support preselecting routes in the MLS and sending the routes to
Aligned Showings to schedule the showings. See your MLS for more information.

« ROUTES can be reordered but not changed to a new date. To change the date of a
route, cancel the route and create a new ROUTE for that date.

« If a showing request on a route is declined because the requested time isn't
available, you will need to add the showing again to request it at a new time, using
the Add Stop feature.

View or Edit a Route

As a showing agent, you can view and edit upcoming routes you have scheduled in Aligned
Showings.

To view or edit a route:
1. Select ROUTES in the navigation menu. Your upcoming routes are displayed.
2. On the route you want to view or edit, select the down arrow to view the list of
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appointments.

A sHowings
] Calendar . . 4R Toleson Route 4/4/2023 - = -
= April 4, 2023 10:00 AM
() Roules N i
- G Appointments | g APPROVED
&1 My Listings
= E é 10822 W MARGUERITE Avenue, Tolleson, AZ 85353 10:00 AM - 10:15 AM
0 Aleris
10318 W Luxton Lane, Tollason, AZ 85353 10:15 AM - 10:30 AM
@ Reporis ﬁ 4517 S 103 Drive, Tolleson, AZ 85353 10:34 AM - 10:40 AM
g 10818 W MARGUERITE Avenue, Tolleson, AZ 85353 10:50 AM - 11:05 AM
——
] Messages 2 M 10345 W Parkway Drive, Tollason, AZ 85353 11:05 AM - 11:20 AM
B 5014 5 06TH Lano, Tolleson, AZ 85353 11:26 AM - 11:41 AM
23 Contacts -
+ Add New Appointment
(© Add a Showing
e e
April 8, 2023 2:00 PM
~ 6 Appointments | g APPROVED
® Support
{3 Setlings

3. Select Route Details.

ALIGNED
A sHowiNGs
4 Calendar Route Name: Tolleson Route 4/4/2023 £ Fastest Route Add Stop = 1l Re-order Route
Date: April 4, 2023 | <5 |
B Rok | =
o Tene 1000 A 10:00 AM - 10:15 AM (15 minutes)
£ My Listings
Total Route Time: 10:00 AM - 11:41 AM (1 hours 41 minutes) 10822 W MARGUERITE Avenue, Tolleson, AZ 85353
S Al 3 A) 8539461
[® Reports g $350.890 Cancel Showing
H
[ Messages 2 10:15 AM - 10:30 AM (15 minutes)
& Gonlacts v 10318 W Luxton Lane, Tolleson, AZ 85353
F = B) 6538853
=
& A
© Adda Showing LSS T o Cancel Showing
=¥ Travel Time 4 i
B W Broadw
LI EINE 10:34 AM - 10:49 AM (15 minutes)
L w
g 4517 S 103 Drive, Tolleson, AZ 85353
>
W Wier Ave H g & 5338270
E 54 B55
é 5 $454.655 Cancel Showing
a
z W Mobile Ln )
Support W Raeser Rd et Tl T i -
I £ T Cancel Route
Settings Cancel Route
@ Settng (®)merbes © Mapbox © OpenSireeiMap Improve this map

4. From the Route Details screen you can:

a. Select Fastest Route to have Aligned Showings calculate the fastest route based
on your first stop.

Select Add Stop to add another stop to the route.
c. Select Re-order Route to change the order of the appointments.
Tips!

« Once a route time has started, you can add a stop to the route but can’t re-order the
route or use the fastest route tool.
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« Reorder the route or calculate the fastest route before you select Request
Appointments to request the showing appointments. If you change a showing time
or reorder the route after the showing requests are issued, new showing requests are
sent out for approval.

« You can add listings to an existing route. Select Routes, then select Create New
Route. Select the listings, then select Add to Route. Select the Existing Route tab and
choose the route. Click Next. You can re-order the route or use the fastest route tool.
Then select Request Appointments to finalize the appointments.

« If a showing is declined because the requested time isn’t available, use Add Stop to
add the showing at a new time.

View Past Routes
As the showing agent, you can view previous routes in Aligned Showings.

To view past routes:
1. Select ROUTES in the navigation menu. Your upcoming routes are displayed.
2. Select the Past Routes tab.

3. Your past routes are displayed. Select the down arrow to view the list of
appointments.

4;‘“8‘5;“65 ® Upcoming Routes D Past Routes ' Croate New Hotte:

B Calendar Hopkins Tues 8/29
| August 30, 2022 4:00 PM
© Routes
5~ 6Appointments | 5 APPROVED
£ My Listings
| @ 432 S SUNLAND WAY 3012, Saratoga Springs, UT 84045 4:00 PM - 4:20 PM
Q Alerts =) =
. . h,z, 1568 N CATAGENA PKWY, Saratoga Springs, UT 84045 4:28 PM - 4:48 PM
[® Reports B ouor . o 5 5 5
B 2428 N EAGLECREST DR, Lehi, UT 84043 4559 PM - 5:19 PM
B 628w 10950 N, Highland, UT 84003 5:26 PM - 5:46 PM
M Messages ® E 10848 N HIGHLAND CIR, Highland, UT 84003 5:51PM -6:11 PM
g 10325 N SANDALWOOD DR, Cedr Hills, UT 84062 6:18 PM - 6:38 PM
2: Contacts —
s ;& & Anderson Family
[ ] August 27, 2022 11:30 AM
@ Add a Showing e
v 4 Appointments | 4 APPROVED
@® Support
3 Settings
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4. Select an appointment to view the appointment details.

Appointment Details

450 W SUNWEST Drive 182, Casa Grande, AZ 85122 Add to Galendar =

Details Contacts History

B View in Calendar

= View in Messages

@ View Listing
MLS ID: 6520547 SHOWING DATE & TIME
Price: $115,000 . - 4
Cross Street: Cottonwood/Pinal Fri Mar 171h, 2:00 pm (30 min)
Directions: West On Cottonwood, North On
Patagonia Ln, West On Gatalina To Lot #182 -
Galn Access Code: TEAM INSTRUCTIONS 2 Edit

Lockbox Location:

Oceupancy: Owner

Showing Instructions

Private Remarks: Personal Belongings Will Be
Taken Knst | arne Fumiture Will Stav Inauire For

Cancel Route

Once a route is scheduled, you can cancel it if plans change. To cancel or change part of a
route, see View or Edit a Route.

To cancel an entire route:
1. Select ROUTES in the navigation menu.
2. Your upcoming routes are displayed.

4;}”'3-;”;(55 (® Upcoming Routes  ¥0) Past Routes
[ Calendar F Tolleson Route 4/4/2023
A April 4, 2023 10:00 AM
(@ Routes
g  GAppoiniments | o APPROVED
£ My Listings
0 Alerts
- B ==
April 8, 2023 2:00 PM
v 6 Appointments | o APPROVED
[ Messages 2
Q: Contacts
@ Add a Showing
@ Support
{32 Seilings
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3. Select the Route Details button. The details of your route is displayed.

ALIGNED
A sHowincs
B Calendar Route Name: Tolleson Route 4/4/2023 — A Fastest Aouts Add Stop = 11 Re-order Routa
Date: April 4, 2023 | L |
© Roules \ e 1O
FarkiTamer G O 10:00 AM - 10:15 AM (15 minutes)
£ My Listings
Total Route Time: 10:00 AM - 11:41 AM (1 hours 41 minutes) 10822 W MARGUERITE Avenue, Tolleson, AZ 85353
0 Alerts ; Al 8530461
5 ®
350
[ Reports $359,890 Cancel Showing
[ Messages 2 10-15 AM - 10:-30 AM (15 minutes)
g EoaE F 3 10318 W Luxton Lane, Tolleson, AZ 85353
ones Ave & B) 5538853
© AddaShowing S Cancel Showing
B W Broadw = Travel Time mit
O ..
O il 10:34 AM - 10:49 AM (15 minutes)
=
=
W Wier Ave z s 4517 S 103 Drive, Tolleson, AZ 85353
3 z C) 6538870
a $454 655 S
@ z W Mobile Ln Cancel Showing
W Roeser Rd s
Sel Lancel nouie
HIELLE (Olaptox © Mapbax © OpenSireetMap Improve this map

4. Select the Cancel Route link.
5. Select Yes, Cancel Route to confirm.
6. The route is canceled and messages are sent to the listing agents informing them of

the cancellations.
Share a Route
Once a route is scheduled, you can share it with your clients.

To share a route:
1. Select ROUTES in the navigation menu to display your upcoming routes.
2. Your upcoming routes are displayed.
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3. Select the Route Details button. The details of your route is displayed.
4. Select the Share button at the top of the screen.

A NED
A sHowINGs
B Calendar Route Name: Tolleson Route 4/4/2023 S N Fastast Route Add Stop = T4 Re-order Route
Date: April 4, 2023 | <y |
© Routes i . 104 1 i
% S Tine 10,00 8M 10:00 AM - 10:45 AM (15 minutes)
€ My Listings
Total Route Time: 10:00 AM - 11:41 AM (1 hours 41 minutes) 10822 W MARGUERITE Avenue, Tolleson, AZ 85353
Q At = Py A) 6530461
Z
o i
[® Reports $359,890 Cancel Showing
[ Messages 2 10:15 AM - 10:30 AM (15 minutes)
3
s e E & 10318 W Luxton Lane, Tolleson, AZ 85353
ones Ave & B) 6538853
® Add a Showing 464,100 Cancel Showing
B W Broadw = Travel Time
U .
D, T 10:34 AM - 10:49 AM (15 minutes)
3
5
Wiae z $ 4517 S 103 Drive, Tolleson, AZ 85353
é g C) B538870
a $454,655 e
@ Support % W Mobile Ln Cancel Showing o
&3 Settings @ ma ;Er d Cancel Route
b @ Mapbox @ OpenStreetMap Improve this map

5. Select Copy to clipboard and you can then paste the route information into an email
as an easy way to share route details with your clients or team members.

6. Select Share via PDF to save the route information to a PDF file.
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Messoges

MESSAGES in Aligned Showings is a powerful communication tool.

There are three types of messages in Aligned Showings:

« Showing conversations - When a showing is requested, a conversation is started
between the listing agent and listing team members, and the showing agent.
Information about the showing such as showing request approvals, showing
instructions, and showing feedback appear within the showing conversation.
MESSAGES allows you to keep all of the information and conversation about the
showing in one easy to reference place.

« Direct messages - Agents can also send a direct message to another agent, or a
group message to agents in their office.

« Broadcast messages - You can send one broadcast message per showing to all of
the showing agents with approved or pending showing requests.
Note: Seller/Tenants can not participate in showing conversations in Aligned Showings.

IA red circle on the MESSAGES menu option in the navigation bar indicates the number of
unread messages. At the top of the Messages screen, you can filter by all messages, direct
messages, and showings and see how many in each category are unread. You can also
search for messages.

The MESSAGES screen consists of a three-panel:

1) A CONVERSATION LIST on the left displays all your conversations in a scrollable view.
Select a message to display it to the CONVERSATION VIEW.

2) THE CONVERSATION VIEW display all messages for the showing.
3) A SHORTCUTS PANEL displays additional information for the showing appointment.

siowines All2) [ —

P | Traci Daniels ¥ Traci Daniels MY TEAM
3582 N Lady Lake Lane Bl 3582 N Lady Lake Lane, Gasa Grande, AZ 85122 View Listing
@ Roules i Me: Debbie Yost has requested you call first E‘ E E m
. Traci Danials I,
@ W b q Vincent P Shook 22h LE!
15236 5 183RD Avenue | | Traci Daniets has requested 1o see the property on Fri, Apr 7th from 4:00 pm to 5:00 pm. ‘ = el
0 Aleris o - SHOWING TEAM
i Me: Debbie Yost has requested to see your... Sent 50s ago w
1
[@ Reports L
Dabbie Yost
™ Shanna Day 22h
AR1RA W DFSFRT WIL L OW Drive Instant Reply: Surmamn oA o
1est. | will reply 10 your request soon.
[ Messages A | ve see your... fihinke
This showing request is still pending. ‘
9= contacts
h
ﬂ showing request on Fri, Apr 7th from
':‘ 4:00 pm to 5:00 pm.
. Me See your.
© Aada Showing SHOWING INSTRUCTIONS:
o Agent will acoomparny your Showing
P
Electronic Lockbox
Debbie Yost has requesied you call first al (520) 836-1717 SHOWING DETALLS o7* EdiL
Contact Debbie Yost . ‘Bl Lrckho
0 A e Ploray G
— A% Agent will accompany
@, Callback is requested
Message Team Note (®
BEE Wosiey Bender 29h TEAM INSTRUCTIONS # Edit
17492 W POLARIS Drive |
| Me: Debbie Yost has requested to see your SHOWING AGENTS
S, Traci Da
@ Support J Ashisy Pickens
% 3914 5 96TH Lane
3 Seftings I Me: Debbie Yost has requested to see your... LISTING AGENTS -




Showing Conversation

To start a new showing conversation in MESSAGES:
« Add a showing request, or
« Create a new route

See Schedule Showings and Create a Route for more information.

Direct Message

To create a new direct message to an agent:
1. Select MESSAGES in the navigation menu.
2. Select the New Message button in the upper right.
3. The New Message screen is displayed.

New Message

Person essage Group Message

4. Select Personal Message or Group Message. Note that group messages are
restricted to team members in your office.

5. Enter the recipient name.

6. For a group message, enter an optional group chat name.
7. Enter the message.

8. Click Send Message.

To send a direct message to an agent from CONTACTS:
1. Select CONTACTS in the navigation menu.

2. Locate the recipient, or one of the recipients for a group message and click the
message icon next to their name.

3. Select Personal Message or Group Message.
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6.
7.

Enter the recipient name(s).

For a group message, enter an optional group chat name. You can also add a group
chat name at the top of a message that begins as a personal message when you
add an additional recipient.

Enter the message.
Click Send Message.

Important! If message recipients do not use Aligned Showings, messages will be sent as

an email.

Broadcast Message

You can send a broadcast message to the agents that have approved or pending showing
requests for your listing. This is a useful tool to let showing agents know if something has
changed with the listing that might be of interest to their clients such a price or feature
change, or as a notice such as accepting final offers on the listing.

Important! Your MLS may restrict you to only send one broadcast message per listing.

To send a broadcast message:

1.

2.
3.

Select MY LISTINGS in the navigation menu.
Select the listing.
Select the Broadcast icon. The Broadcast Message window displays.

Broadcast Message

Omit the following agents from this broadcast

4. Enter the message.
5. To omit any agents from receiving the message, search for their name and select

them.
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6. Select Send.

7. A message is created in MESSAGES and the message is sent to the showing agents
by email and/or text message, depending on their showing notification preferences.

As a showing agent you can opt out of receiving showing messages for a listing.

To opt out of receiving broadcast messages:
1. Select Messages.

2. Locate and select the showing conversation.

All (14) Messages (0) Showings (14) _

£ Calendar Joanne L Hall, Steven M Moore  1d g E Steven M Moore + 1 more participant MY TEAM
15772 W WINSLOW Avenue 15772 W WINSLOW Avenue, Goodyear,... View Listing -
Iy

i Lk
@ Routes i Steven M Moore: Steven M Moore appro... ﬂ *
@ My Listi LISTING TEAM

in: DA
% = sugy J02nne L Hall, Steven M Moore  2d
B s 24934 N 173RD Lane a
- s 21
| Event: Showing feedback has been requ.

[® Reports SHOWING STATUS

[ Messages 14

| Q: Contacts

E Joanne L Hall, Steven M Moore 3d
29309 N 31ST Lane

| Me: Traci Daniels has requested to see y..

‘! T.J. Weirich 3d
3
“iyi 7748 E SAN MIGUEL Avenue

Traci Daniels

Cancel Reschedule

SHOWING TYPE # Edit

Traci Daniels has requested to see the property on Sat, Oct 5th from
12:30 pm to 1:00 pm.

! Me: Traci Daniels has requested to see y...

&
'.
| Showing

Sent 1d ago ¥

(® Add a Showing

D ALIGNED
A sHowines

i Joanne L Hall, Steven M Moore 4d

17549 W SUPERIOR Avenue SHOWING DATE & TIME

&) Stop Work As Steven M Moore

Reschedule
| steven M Moore: Steven M Moore appro... Steven M Moore Approved the showing request on Sat, Oct 5th from Sat Oct 5, 12:30pm (30 mins)
S| 12:30 pm to 1:00 pm. T
7 Joanne L Hall, Steven M Moore  4d Sent 1d ago
E 17549 W SUPERIOR Avenue ° SHOWING DETAILS
I Steven M Moore: Please see the attache...
Message  Team Note ©® E TEAM INSTRUCTIONS 2 Edit
Joanne L Hall, Steven M Moore 54
@ 17561 W SUPERIOR Avenue SHOWING AGENTS
| Event: Showing feedback has been requ. A, Traci Daniels (520) 858-5633
(480) 834-9131
@ Support
F Joanne L Hall, Ste... Sep 24, 5:42pm
£} Settings B8] 12529 W LUXTON .. LISTING AGENTS
- -

3. In the upper right of the conversation view, turn off Receive broadcast messages
from this listing.

View and Manage Messages

Once a showing message is created, there are several tasks that can be done within
MESSAGES.
To view and manage messages:

1. Select MESSAGES in the navigation menu. All messages are displayed by default,
sorted with the most recent at the top.

2. Use the Search field to search for messages by MLS ID, agent name, address, or
keyword.

3. To view only direct messages not tied to a showing appointment, select the
Messages tab. To view only conversations related to a showing appointment, select
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the Showings tab.

B ALIGNED
stowincs
=  Traci Daniels 11s . Traci Daniels MY TEAM
3582 N Lady Lake Lane 3582 N Lady Lake Lane, Casa Grande, AZ 85122 View Listing
s ]
O Roules I Me: Debbie Yost has requested you call first E‘ E m
Traci Daniels =
istings il 2%
G Wy b % Vincent P Shook 22h '}
i === 15236 S 183RD Avenue SHOWING Ti
0 Aleris S SHOWING TEAM
| Me: Debbie Yost has requested to see your. B "
[ Reports Dabbia Yost .
. Shanna Day 22h
18156 W DESERT WILLOW Drive S B
[ Messages 2 l Me: Debbie Yost has requested to see your. -
9= Contacts
m Jennifer W. Holmes 22h 6 TN —
53 18147 W DESERT VIEW Lane Cl ppointmer
® Adda . | Me: Debbie Yost has requested to see your
SHOWING DATE & TIME
% Jesse Schesl 27h Fri Apr 7, 4:00pm (60 mins)
e 11274 S OAKWOOD Drive
| Me: Debbie Yost has requested to sae your, SHOWING DETAILS . Edit
s i E‘ 4 Blectronic Lockbox
™ Rick Metcalfe 22
L 10847 S DREAMY Drive Sent 25m ago *¥ &, Agent will accompany
| Me: Debbie Yost has requested to see your... ‘-L, Callback is requested
Message Teamn Note (&
B Wesiey Bender 22 TEAM INSTRUCTIONS & Edit
- 17492 W POLARIS Drive
| Me: Debbie Yost has requested to see your SHOWING AGENTS
S, Traci Daniets
(D sippos b Ashiey Pickens 1d
& 3914 S 96TH Lane
Seltings
® ] Me: Debbie Yost has requested to s - TING AG hd
ING AGFNTS

4. As alisting agent or listing team member you can:

« Add a listing team member to the showing conversation by selecting the +
button in MY TEAM

« Remove a listing team member (except the listing agent) from the showing
conversation by selecting the x on their tile in MY TEAM

.« View the seller/tenant for the listing; Select a seller/tenant’s tile to view contact
information and copy their unique seller appointment link

« Approve or Decline the showing request

« Edit showing details

« Enter Team instructions viewable only by the listing team

« Send a message to the showing and listing teams

« View showing feedback

« Enter Team Notes only visible by the listing team using the Team Note tab
5. As a showing agent or showing team member you can:

« Add showing team members to the conversation by selecting the + button in
MY TEAM

+ Remove a showing team member (except the showing agent) from the
showing conversation by selecting the x on their tile in MY TEAM

« Cancel a showing appointment
« Edit the date and time of the showing
« Enter Team instructions viewable only by the showing team
« Send a message to the showing and listing teams
« Send showing feedback
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« Enter Team Notes only visible by the showing team using the Team Note tab

Important! Please always use your best judgment when communicating within Aligned

Tips!

Showings. Conversations can be reported for improper conduct or behavior.

Showing agents can add a showing team member is in MESSAGES.

Conversations are viewable by all team members on the listing and showing sides.

Showing conversations and direct messages remain in Aligned Showings.

New messages will generate a notification (ALERT, email, and text messoge) by
default. Users can adjust notification preferences in the SETTINGS section.

The timestamp on each message is in the timezone for the MLS. There is only one
timezone designated for an MLS.

Team Notes are a great option for users to send custom messages to their team

only (i.e. “the listing agent said to make sure to lock the back door”). These notes will

appear in light yellow and are only viewable by team members on their respective
side.

When a team member is removed from a showing conversation, the showing is
removed from their CALENDAR and MESSAGES.

If recipients do not have Aligned Showings, team notes are sent to them by email.
Messages in Aligned Showings can contain emaoji.
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Notifications

Notifications in Aligned Showings send alerts when certain actions have occurred. There
are three types of notifications: ALERTS, EMAILS, and TEXT messages. ALERTS automatically
appear in Aligned Showings. You can opt in to receive EMAILS and TEXT messages. See
Settings for more information on how to opt in or out of emails and text messages.
The following actions generate a notification:

« REQUEST a showing appointment; this is repeated if there is no response

« APPROVE a showing appointment

« DECLINE a showing appointment

« CANCEL a showing appointment

« RESCHEDULE an appointment

+  SHOWING ACCESS is changed on an approved showing request

«  SHOWING FEEDBACK is requested or received

« ACCEPTED OFFER on an approved showing request

«  NEW message in an ongoing conversation

« NEW direct message

« Team note sent on a showing conversation

«+ Auto-generated email/text daily reminder of appointments; note these do not
display as alerts in Aligned Showings but are sent as email and/or text message

- Seller/Tenant Unsubscribes from receiving showing requests

To view notifications in Aligned Showings:

1. Select ALERTS in the navigation menu. The alerts are displayed, sorted with the most
recent at the top. When you have unread alerts, a red circle over the ALERTS menu
option in the navigation bar indicates the number of unread alerts.

B ALIGNED

“sriowings

[ Calendar Filters
Today < | 2 September 2022 Month Day Week
o flodes Q Sun Mon Tue Wed Thu Fri Sat
o1 02 03

£ My Listings
Q Alerts 2

Role
@ Reports 04 05 06 o7 08 09 10

My Listings

k=g 2 My Showings

8: Contacts 1 12 13 14 15 16 17

(@© Add a Showing
18 19 20 2 22 23 24
12:15pm 5... 11:20am 5...

B4 Approved

B4 cancelled

£4 Declined
_ 25 26 27 28 29 30
£4 Expired

@ Support

3 Settings
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2. The alerts are displayed sorted with the most recent at the top. Notifications that are
waiting for your action show as a red dot to the left of the notification.

B ALIGHNED
s sHowincs
£ Calendar ® Mar 17, 4:30pm

Sl ing req) Feedback

© Roules 1736 N HUBBARD
© My Listings

_ uest Feedback Requested
] ks L Drive 74, Casa Grande, AZ 85122
[®) Reporis

Feedback Requested

Jrive 182, Casa Grande,

uest Feedback Requested
165th Lane, Surpri

se, AZ 85388 »

(@ Add a Showing Mar 15, 4:16pm
Showing request Ap

11679 N 165th Lan urprise, AZ 85388

Mar 15, 4:07pm
Showing request
785 W KINGMAN D

asa Grande, AZ 85122

©® Support Mar 15, 4:05pm
Showing request Approved

£} Setiings 1676 N MESA VERDE Drive, Casa Gra

de, AZ 85122

3. Select the address link to view additional information about the alert.
If you opt in to receive notifications via email or text messages, you will receive an email or
text message for each alert.

Note: The example email below could look slightly different depending on the email client
you use.

[ioanne.hall@lennar.com] Request to show 15668 W KENDALL Street, Goodyear, AZ 85338 on Tuesday, Jul 30th at 5:00 pm

Lori Slattery (Aligned Showings) <noreply@alignedshowings.com=>
To Joamne L Hall

Showing Requested (Appraisal)
Click here to approve or decline this showing request.
Showing request from agent via Aligned Showings:

* 15668 W KEMDALL Street, Goodyear, AZ 85338 - 6735022
* Tuesday, Jul 30th at 5:00 pm

Participants: Lori Slattery
Brokerage: Re/Max Vision Realty
Phone: (480) 349-6797

Ernail: lorislattery0@gmail.com

If there is no response to a showing request from the LISTING TEAM, the notification is
repeated two (2) hours after the initial notification and then again two (2) hours later as
long as it is prior to the showing start time.

Approved and canceled showing notification email messages can include a calendar file
attachment (.ICS) that can be imported into popular calendar applications.
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Showing Confirmed: 297 18TH ST SE, Salem, OR 97301 on Friday, Aug 9th at 2:00 pm

@ Dave Smith (Aligned Showings) <noreply@alignedshowings.com>

To Jim Anderson

invite.ics
1KB

Showing Confirmed - Calendar invite ATTACHED.

Showing Confirmed For:

* 297 18TH ST SE, Salem, OR 97301 - 24624150
* Friday, Aug 9th at 2:00 pm
Instructions: Listing agent will accompany, Combo lockbox code (1679)

Participants: Dave Smith
Brokerage: Tradition Real Estate Partners LLC
Phone: (503) 939-7099

Email: dave@traditionrep.com

Click Here to use Aligned Showings to message the agent, modify the showing, update the appointment status, and more.

Additional email notifications are automatically generated in the following instances:

« A daily reminder of upcoming showing appointments is sent if you have showing
appointments or showings occurring on your listing

[steve.studley@cascadehassonsir.com] Steve - you have 2 showings this Wed, Aug 7

Aligned Showings (Regional Multiple Listing Service (RMLS)) <noreply@alignedshowings.com>
To Steve Studley

brought to you by Regional Multiple Listing Service (RMLS)
Message, respond, or edit/view instructions
My Listings
P 10:00 AM — 11:00 AM (60 min)
g i, 5805 BUENA VISTA DR, Vancouver, WA 98661 View in Aligned Showings
Participating Agents: Drew Coleman

£ 2 N 12:00 PM — 12:30 PM (30 min)

= 701 COLUMBIA ST 112, Vancouver, WA 98660 View in Aligned Showings

S Participating Agents: Marin Sinclair

The Aligned Showings Team

«  When an offer is accepted on a listing that has approved showing requests an email

is sent to all showing agents with past and future approved showing appointments
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ACCEPTED OFFER: 11055 W SOUTHGATE Avenue, Tolleson, AZ 85353

Aligned Showings (ARMLS) <noreply@alignedshowings.com>
To Tyler Waite

SHOWINGS
A ARMLS service

Active Under Contract

This is a notice to inform you that one of your future approved showings has an ACCEPTED OFFER.
Use the link below if you would like to cancel or contact the listing agent.

10:00 AM —+ 10:45 AM (45 min)

11055 W SOUTHGATE Avenue, Tolleson, AZ 85353 View in Aligned Showings

Participating Agents: Steven M Moore, Dana S Riggall

The Aligned Showings Team

When a listing is back on market an email is sent to all showing agents with past and
future approved showing appointments

BACK ON MARKET: 10707 S SOUTHRIDGE DR, Portland, OR 97219

e Aligned Showings (Regional Multiple Listing Service (RMLS)} <noreply@alignedshowings.com>

SHOWINGS

A Regional Mustivle Listing Service (RMLS) service

Back On Market
This is a notice to inform you that one of your compleled approved showings is BACK ON MARKET. Use the link bolow if you would like to contact the listing agent.

View in Algrec Showings

15 PM (45
RIDGE DR,
anits: Dwight Schwab, Marcella Moms

ortland, OR 97219

The Aligned Sthowings Team

When the price of a listing is reduced an email is sent to all showing agents with past
and future approved showing appointments

PRICE REDUCED: 11813 NW 38TH AVE F, Vancouver, WA 98685

@ Aligned Showings (Regional Multiple Listing Service (RMLS)) <noreply@alignedshowings.com>

To Heather Deford

/ D
SHOWINGS
A Regional Mufliple Listing Service (RMLS) service

Price Reduced

This is a notice to inform you that one of your approved showings has CHANGED PRICE from $630,000 to $599,000.
Use the link below if you would like to contact the listing agent.

T1.00 AM —+ 17:45 AM (45 mmin)

11813 NW 38TH AVE F, Vancouver, WA 98685 View in Alignad Showings
Participating Agents: Heather DeFord

The Aligned Showings Team
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Contacts

You can quickly find contact information in Aligned Showings for the following:
* All Agents - All of the agents in your MLS
* My Company - Agents in your real estate office

« My Team - Team members that have been added to your listings or showing
appointments

* My Sellers - Sellers or tenants you have added to your listings
* My Buyers - Buyers you have added to your showings or routes

* My Accounts - This tab can be enabled by MLSs that have agents that have multiple
accounts and allows any users with the same MLSID to work as one.

Note: If the Contacts menu option is not available on your left navigation menu, your MLS
has opted out of using this feature. In addition, your MLS may have chosen not to
display some columns of information in Contacts.

To view agent contact information:

1. Select CONTACTS from the navigation menu.

2. Select the All Agents tab to view all agents in your MLS, the My Company tab to view
all agents in your brokerage, My Team to view all agents on your team, My Sellers to
view all the sellers or tenants you have added to your listings, and My Buyers to view
all of the buyers you have added to your showings or routes.

3. From the list of agents, you can filter by name, phone number, address, or company.
You can also click the message icon to send a message to the agent.

“‘ oy o S0 All Agents 1,161 My Company 4 S MyTeam1  MySellers My Buyers
B9 Calendar Filter by Name, Phone, Address, Brokerage Q
DmE 1,161 Agents
£+ My Listings Name Email Phone Brokerage Name City, State -
0 Alerts n Joy Ainsworth 3 keepjoy.1995@gmail.com (575) 631-4116 Distinction Realty Carlsbad, NM
B9 Reports Tania Alday 3 tania.alday@exprealty.com (575) 680-2900 Exp Realty, LLC Albuguerque, NM

m Maria Angie Alfaro E] 505angiea@gmail.com (575) 309-1490 Sagebrush Real Estate Clovis, NM
Messages
9\; Gt m Lee Allison G allison@leeallisonappraisals.com (575) 623-0615 Lee Allison Appraisals Roswell, NM

E Stevey Almanza E] steveyalmanza@gmail.com (575) 936-1895 United Gountry Downtown Real Estate Deming, NM
@ A adtowng ﬂ Beradette Almanzar E] almanzar.bernadette@gmail.com (505) 425-6310 Pueblo Del Sol Las Vegas, NM

E Anika Amon E] agustamon@gmail.com = Amon Appraisals LLC Santa Fe, NM

ﬂ George Anast E] galluphomes@yahoo.com (509) 330-1951 Keller Williams Realty Gallup Living Gallup, NM

m Dominic Anaya E] danaya.realestateservices@gmail.com (424) 303-8429 Molina Real Estate Services Roswell, NM
® Support u Valerie Anaya-Cdebaca 3 aandcappraisal@gmail.com - A &C Appraisal, LLC Las Cruces, NM
£33 Settings E Erin Anderson &3 erinanderson575@gmail.com (575) 694-4717 Permian Real Estate Hobbs, NM

-

4. Select an agent to display more information, including the agent’s active and
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pending listings.

A sidwings: S0 AllAgents 1,161 My Company4 ~ SD.MyTeami My Sellers
7
Kelly Bradley AGENT
M
E Calendar Jbm Realty Grouppd kellyconnects22@gmail. com% (505) 490-3173 EJ essage
@ Routes
CONTACT DETAILS TLISTINGS
13 My Listings _, Office: (575) 268-3512
0 Alerts J Email: kellyconnects22@gmail.com
- 500 E Center Avenue, Melrose, NM 87121 PENDING
[@ Reports Wige: contactis@mraatygroup:com (DMLS# 20245544 $220,000.00 [ 4beds {5 2baths  [7] 2,052sqft () View Listing
[ Messages
341 Wheatridge Drive, Clovis, NM 88101 ACTIVE
2: Contacts

(@DMLS# 20244830  $225,000.00 [9] 3,820sqft () View Listing

(® Add a Showing

866 North Lakes Drive, Clovis, NM 88101 PENDING
G MLS# 20244755 $82,000.00 [} View Listing

868 North Lakes Drive, Clovis, NM 88101 PENDING

@MLS# 20244753 $82,000.00 @ View Listing
(® Support .

£33 Settings

5. Select the Message icon in the upper right to send a message to the agent.

To manage seller or buyer information:
1. Select CONTACTS from the navigation menu.

2. Select My Sellers to view all the sellers or tenants you have added to your listings,
and My Buyers to view all of the buyers you have added to your showings or routes.

ALIGNED
A SHOWINGS® S0, All Agents 42,246 My Company 8 S My Team 4 My Sellers 8 My Buyers 1
B Calendar Filter by Name, Phone, Address, Brokerage Q
© Routes —
8 People in My Sellers Show Archived |  [RSUTR
© My Listings Name Email Phone Created at Last visited Notes
0 Alerts 10 Jack Baker tmpanderson@gmail.com (503) 931-1080 July 08, 2024 Jul 08, 2024, 04:32 PM Jack is a cosigner on the. .
[® Reports . N .
NI=8 John Baker john@testbuyer.com (840) 212-3455 July 08, 2024 Jul 16, 2024, 03:33 PM John's house is on the fl..
m Mary Baker mary@test.com (845) 234-2344 July 08, 2024 Jul 08, 2024, 04:33 PM Mary is not as motivated...
[ Messages 7
BLS  Trent Krimm trent.kimm@test.com (855) 234-0394 May 31, 2024 Jun 03, 2024, 12:16 PM
2: Contacts
L:
Jack Nelson jack@test.com (503) 555-1383 May 22, 2024 May 31, 2024, 04:07 PM
Add a Showin .
@ sick Jack Smith jack@test.com (503) 888-1234 February 14, 2024 Mar 04, 2024, 07:24 PM
John Smith john.smith@realty.com (605) 555-1212 September 23, 2024 Not visited yet
E Kate Smith kate@test.com (503) 555-3423 February 14, 2024 Mar 12, 2024, 10:58 AM

(@ support

| €3 Settings
=

3. Select the Edit button on a seller or buyer record to edit their information or mark
them as archived, then click Update.

4. View archived records by clicking the Show Archived toggle.
5. Export a list of your buyers or sellers by clicking the Export button.

77



Broker-Level Tasks

If you are a designated broker for your office, you can work as an agent in your office
to complete certain tasks. In some markets, broker level logins will also be provided to
assistants and managers.

The Broker-level feature allows you to assist agents with managing appointment requests
and setting showing preferences for listings.

To work as an agent in your office:
1. Select CONTACTS from the navigation menu.
2. Select the Brokerage tab to view all agents in your brokerage.

% ALIGNED

4 SHOWINGS® SQ All Agents 9,258 My Company 33  SQ My Team 8 My Sellers 20 My Buyers 16
] Calendar Filter by Name, Phone, Address, Brokerage Q
© Routes 33 People in My Company
£ My Listings Name Email Phone Brokerage Name City, State =
Q Alerts Fake Agent &3 © amarshall@themarkt.com (414) 778-5400 Nancy Realtors Milwaukee, W1
[ Reports 2 :
é- Frank N Beans dwiltz@thermarkt.com (414) 435-8068 Nancy Realtors Milwaukee, WI

m Mark T Brand o O] jimmycodotcom@gmail.com - Nancy Realtors Milwaukee, W1
™M Messages 3
Oz Gontacts E Fake Broker Owner D) ® notarealemail@fake.com (555) 555-5555 Nancy Realtors Milwaukee, W1

TECH CENTER D) [©] ashley@m3.com (414) 778-5450 Nancy Realtors Milwaukee, WI
® Add a Showing

TECH CENTER1 G2 (O] pavila@themarkt.com - Nancy Realtors Milwaukee, W1

TECH CENTER10 63 © jean@metromls.com (262) 349-0661 Nancy Realtors Milwaukee, WI

TEGH GENTER2 3 © tpayne@themarkt.com (414) 881-9290 Nancy Realtors Milwaukee, WI

TECH CENTER3 3 © rislava@themarkt.com (414) 467-2634 Nancy Realtors Milwaukee, WI
® Support

TECH CENTER4 =3 © support@metromls.com (414) 778-5400 Nancy Realtors Milwaukee, W1

{3 Settings

3. Locate the agent you want to login as and select the EYE icon.
4. Select Yes, Work As to confirm working as the agent.
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5. The Dashboard for the agent is displayed.
Note: The upper left corner displays who you are logged in as.

O ALIGNED

4 SHOWINGS® Logged in on behalf of "Mark T Brand"
B4 Galendar Filters
Today < | 2 September 2024 Month Week Day Custom «
My Listit
© My Listings 3 y 5 Q Sun Mon Tue Wed Thu Fri sat
01 02 03 04 05 06 o7
Q
™M Messages
Q: Contacts Appointment Type
® All - 08 09 10 11 12 13 14
Add a Showing
Buyer Name
& Stop Work As
15 16 17 18 19 20 21
Appointment Role
My Listings
My Showings
22 23 24 25 26 27 28
Appointment Status
Approved
29 30
Cancelled
Declined
Expired
3 Settings Others

6. The navigation menu on the left is limited to the tasks you can perform logged in as
an agent:

+ Calendar - View the agent’s showing requests, approve or decline the
showing requests, and add team instructions

» My lListings - View the agent’s listings and set the listing’s showing preferences

+ Messages - View messages, approve or decline showing requests, send
messages, add team members, and add Team Instructions and Team Notes.

* Add a Showing - Add a showing request
* Stop Work As - log out of the agent’s view
7. Select Stop Work As to stop impersonating the agent and return to your view.
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Buyers

Aligned Showings allows showing agents to add buyers to a showing appointment or
a route. Adding a buyer to showings makes it easy to view showing by buyer on the
CALENDAR.

Once a buyer is added to an appointment, the buyer information displays in the
appointment details and messages, viewable only by the showing team.

When a showing appointment with a buyer name added is approved, the buyer receives
an email with a calendar (.ICS) invitation. Note that the listing agent information is not
included on the email sent to buyers.

Add a Buyer to a Showing Appointment or Route

To add a buyer to a showing:

1.

©® N @ oA ®N

9.

10.

1.

12.

Select Add a Showing from the Aligned Showings navigation menu.
Search for and select the listing.

Select Schedule Showing.

Select the desired showing time.

Select the showing type and click Next.

Select the showing time and duration and click Next.

Select Add Buyer.

Select New to add a new buyer, enter the buyer name, contact information, notes
and select Add.

Important. Include a buyer email address to have a notification of the showing
with a calendar invitation emailed to the buyer when the showing is
approved.

For an existing buyer, enter the name and choose them from the dropdown list.
Select Add Buyer again to add an additional buyer.
Select Send to submit the showing request to the listing team.

When the showing is approved an email is sent to the buyer with a calendar
invitation.

To add a buyer to a route:

1.

© N OO NN

Select ROUTES from the Aligned Showings navigation menu.
Select the Create New Route button.

Search for and select the listings to include in the route.
Select Add to Route. The Create Route screen is displayed.
Enter a name for your route.

Select the showing date.

Select the start time for the route.

Select Add Buyer.
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9. Select New to add a new buyer, enter the buyer name, contact information, notes
and select Add.

Important. Include a buyer email address to have a notification of the showing
with a calendar invitation emailed to the buyer when the showing is
approved.

10. For an existing buyer, enter the name and choose them from the dropdown list.
1. Select Add Buyer again to add an additional buyer.

12. Select Next.

13. Select Create & Schedule Route.

14. Make any modifications to the route and click Request Appointments.

15. When a showing on the route is approved an email is sent to the buyer with a
calendar invitation.

View Showings by Buyer

A showing agent can filter the Calendar to display only showings for a specific buyer.

To filter the showings by buyer:
1. Select Calendar from the Aligned Showings navigation menu.
2. In the Filters section, enter the buyer in the Buyer Naome section and select the buyer.

To view buyer information for a showing:
1. Select the appointment in the Calendar and select More Details.

2. The buyer tile is displayed at the bottom. Hover over it and select Contact to display
contact information.

View and Manage Buyers

The buyer name, contact information, and notes can be viewed and modified by the
showing agent.

To view buyers and modify buyer information:
1. Select Contacts from the Aligned Showings navigation menu.
2. Select the My Buyers tab.
3. Select a buyer to view or edit any buyer information.
4. Select Save if you made any changes.

Note: Depending on the preferences selected by your MLS, listing agents may have the
ability to set a listing to require a buyer name be entered for each showing request in
the Listing Setup. When a listing requires a buyer name be entered, the listing agent
can view buyer information after the listing expires by downloading a buyer report at
My Listings. The report is available in the Aligned Showings web application for 5 days
after a listing expires.
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Sellers

Aligned Showings provides home sellers and tenants with a way to be a part of the showing
process. As a listing agent, you can add a seller or tenant to the listing and designate
whether they can approve and decline showing requests and view showing feedback.
With Aligned Showings, sellers and tenants can:

« Receive showing appointments by email or text message

« Approve or decline showing requests

« View showings included approved, pending, declined, and cancelled appointments

« Add showing appointments to their Google or Outlook calendar

« View showing feedback

+ Manage notifications

Add a Seller/Tenant to a Listing

To add a seller/tenant to your listing:

1. Select MY LISTINGS from the Aligned Showings navigation menu. Your active listings
are displayed.

2. Select the Edit listing setup icon for the listing.
3. Select the Seller/Tenant Involvement section.

ALIGNED Agent: Steven M Moore (smd204) (AZ) ¥

A sHowings:

29309 N 31ST Lane, Phoenix, AZ 85083 ACTIVE e ey
By Calendar ‘ 4= Back to Listings ‘
@ 6752311 $§ $626,990 B 4beds {5 3baths [°] 0sqft -

© Routes -

LIStIng Setup ‘ Activity Report || 4~ Exit Edit Mode ‘
2t My Listings 1 J
0 Alerts o ° Showing Instructions for Showing Agent
[® Reports
Office Involvement
[ Messages 7

© setevmenant involvement

2{ Contacts.

John Smith

Seller

Add a designated Seller/Tenant to be part of E

the appointment process (%) Remove

(@© Add a Showing

Seller Involvement in Showings Can Approve Showings and Send Comments ¥

Alert Preferences [ Email  [_] Text Messages

Can View Feedback v Yes -
(®) All Feedback D Only Approved Feedback

5, Add Seller/Tenant

=

£33 Settings
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4. Select + Add to add a seller/tenant.

Add Seller/Tenant X

Seller Tenant

5. Enter the name of the seller or tenant for an existing contact, or select New and enter
the seller information and select Next.

6. Select the level of involvement for the seller/tenant.

« Select Can Approve Showings and Send Comments if you want them to have
the ability to approve or decline showings, and be able to include additional
comments or instructions.

« Select Can Approve Showings with No Comments if you want them to have the
ability to approve or decline showings, but not include additional comments.

+ Select Notifications Only if you want them to be able to view showing
appointment requests but not approve or decline them.

- Select NONE if you added the seller/tenant for reference only and they will not be
able to approve or decline showings.

7. If the seller[tenant is set to approve showings or receive notifications, select if they
should receive Email and Text Message alerts.

8. If you want the seller/tenant to be able to view feedback, enable Can view feedback,
and then select All Feedback or Only Approved Feedback. See Showing Feedback
for information on how to approve feedback for the seller/tenant to view when Only
Approved Feedback is selected.

9. Select Add to save the seller/tenant.

Obtain Seller Appointment Link

When a seller/tenant is designated to approve or decline showing requests, they receive an
email and/or text message notifying them of the showing request.

When the seller selects the link, the appointment information is displayed including

the address, the requested showing time and length of showing, and any approved
appointments for the listing. The seller/tenant can approve or decline the showing (if
authorized), view feedback (if authorized), and view other appointments for the listing by
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type including pending, declined, and canceled.

' ALIGNED
A SHOWINGS®
APPOINTMENT STATUS

ADDRESS

29309 N 31ST Lane, Phoenix, AZ 85083

DATE & TIME
View Feedback
Wed Oct 2, 12:00pm (30 mins)

OTHER APPOINTMENTS

APPROVED APPOINTMENTS + ]

Sat Oct 5, 4:30pm m E
Fri Oct 4, 10:00am E
Thu Oct 3, 1:00pm m E
Wed Oct 2, 12:00pm m E
Tue Oct 1, 11:00am @ E

Manage your notification settings

When the seller/tenant approves the showing, they can enter or edit showing instructions
if they are set up to approve and send comments. When the seller/tenant declines the
showing, they can select the reason the showing request was declined.

The listing agent can send the appointment link to a seller/tenant that cannot locate their
link, or paste it into a browser to view what the seller/tenant views.
To obtain the seller/tenant’s showing appointment link:

1. Select Messages and locate the showing appointment.

2. Select the Seller/Tenant tile and select Contact.

3. Select Copy Seller Appointment link and then paste it into an email or text message
to the seller/tenant.

View and Manage Sellers

The seller/tenant name, contact information, and notes can be viewed and modified by the
listing agent.

To view and modify seller/tenant information:

Select Contacts from the Aligned Showings navigation menu.

Select the My Sellers tab.
Select a seller/tenant to view or edit any information.

NN

Select Save if you made any changes.
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Reports

There are several reports available in Aligned Showings:
+ Listings Activity
« Price Point Analysis Report
« Download Listing Activity

Listings Activity

The Listings Activity displays a 3-month graph of the approved showings for your listings,
and the number of showings and feedback for each of your listings.

To view your Listings Activity:
. Select REPORTS from the navigation menu.

2. The graph displays the number of approved showings for your listings for the date
range shown.

3. Scroll down to see the number of showings in the 3-month range, the last 30 days,
and the last 7 days for each of your listings. The number of feedback responses
received for your listings is also displayed.

4. Select the Print button to print the report.

ALIGNED l~ My Listings Activity ) Price Point Analysis

A SHOWINGS®

B calend: A e
st My Listings Activity
© Routes
Showings by Date: (08/01/2024 - 10/31/2024)
£ My Listings
0 Alerts 10

[® Reports

15
P
[ Messages 7 g
,QE Contacts ﬁ 10
h-]
:
[+
@ Add a Showing & 5
s
=
: VVVAVN /\/\/\ /\/
S
&) Stop Work As 3 N\ Vet /\
Db ab b b abe ol abo b abe ab abe oD obe Abe Abe o Al abe o Db qbe D
o IRV R R R R IR I R R R AR R R IR IR VAR IR UV VAR g Lal
T S o o o o e T o T U
S W\\\\Q}\@%Q}%WQ}%@%@%%\%D}B\G\Q0 P @ o o o o S
Showing Date
Showings by Listing: (08/01/2024 - 10/31/2024)
24970 N 173RD Lane, Surprise, AZ 85387 N 29309 N 31ST Lane, Phoenix, AZ 85083 [ + "' 17549 W SUPERIOR Avenue, Goodyear, AZ
& 6752079 $ $392,990 e 6752311 $ $626,990 Sigeee~ 85338
A 6750090 $ $489,990
Approved Showings: View Listing | View Message: \ppi ings: View Listing | View Messages Approved Showings: View Listing | View Messages
© Suppot 5 5 0 0 5 5 3 0 4 4 3 1
u
Total 30 days 7 days Feedback Total 30 days 7 days Feedback Total 30 days 7 days Feedback
£33 Settings
-
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Price Point Analysis

This report provides an analysis of the listing price of approved showings by zip code within
the MLS. This indicates the price points where most showings have occurred for a particular
timeframe.
To view the Price Point Analysis:
1. Select REPORTS from the navigation menu.
Select the Price Point Analysis tab.
Select the state date for the report
Select the end date for the report.
Select the number of bedrooms.
Select the number of bathrooms.

Enter the zip code.

Select the price range.

Select the Generate Report to display the report.
10. Select the Print button to print the report.

© ® N OA®N

IGNED i a % ; =
A ;h‘orw[lNGY |~ My Listings Activity ) Price Point Analysis
£ Galendar Filters i
Analysis Chart
© Routes Start Date:  09/03/2024 w Approved showing price-ranges by number of showings
o My Listings Number of showings
End Date:  10/03/2024 + i 5 i . . %
0 Alerts 10
300,000 - $405,999
e Decle: S ’ _
Baths: Al ¥
[ Messages A $406,000 - $511,999
R: Contacts Zip Code: | Enter zip code -
g
Sold < §512,000-$617,999
S S
© Add a Showing s sioms &
$618,000 - $723,999
X Stop Work As Generate Report
$724,000 - $830,000 -
Analysis Details
T — —
$300,000 - $405,999 2917
$406,000 - $511,999 9 37.50 8.71 2.03 1.13
$512,000 - $617,999 3 12.50 2.90 0.68 1.00
618,000 - $723,999 4 16.67 3.87 0.90 2.00
@ Support *
$724,000 - $830,000 1 417 0.97 0.23 1.00
{53 Settings
-

Download Activity Report

This report displays a detailed summary of every approved showing appointment as well
as any feedback submitted for the listing.
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To view the report:

. Select MY LISTINGS from the Aligned Showings navigation menu. Your active listings
are displayed.

2. Locate the listing and select the Download Activity Report icon.
3. Select whether to generate the report activity for all sellers or a particular seller.

4. Select whether to include the showing agent name/brokerage, the showing agent
name/brokerage with phone number, or to exclude showing agent details.

5. Select Download.
6. A new tab opens displaying the report. The report can be printed or downloaded.

Feedback Responses

P Provided by:
Activity Report
S o o itV oo Wed Feb 21, 10:00 AM (60 mins)

Did your client like the property? Yes

As of Thursday, Oct 03,2024 Did your client feel that the listing was priced appropriately? Yes

i A 1234 Test Dr, Adams, W 99999 Is your client considering making an offer on this property? No

o NE $1
.(»\’ MLS # 1861159 Is your client considering another showing of this property? No
What was your client's favorite aspect of the property? Price

Approved Showings:

8 0 0 3
Total 30 days 7 days Feedbacks

Fri Mar 8, 10:05 AM (90 mins)

(no feedback given)

Approved Showings vs Showing Date

Fri Mar 15, 10:00 AM (30 mins)

(no feedback given)

<3
$ s
a
3
] 2
3 Fri Mar 15, 12:30 PM (45 mins)
S
2 Did your client like the property? Yes
p Did your client feel that the listing was priced appropriately? Yes
& s & & g Is your client considering making an offer on this property? Yes
& & & & S
Showing Date Is your client considering another showing of this property? Yes

What was your client’s favorite aspect of the property? Location

Mon May 6, 03:45 PM (30 mins)

Aligned Showings | Activity Report (1 Aligned Showings | Activity Report 21
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Help

Support for Aligned Showings is provided by your MLS. Please contact your MLS with any
questions.

© 2024. MLS Aligned, LLC. All rights reserved. All trademarks are the property of their
respective owners.
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