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Overview

SupraWEB is the agent website. With SupraWEB you can perform several functions from your computer or mobile device.
The functions that are displayed in SupraWEB depend on the type of electronic key, key service, device choice, and features
chosen by the association/MLS.

Things you can do \ Key-specific activities on SupraWEB

+ Obtain an update code for a key To learn more about SupraWEB functions available specifically with
« Identify keyholder names by key serial Your key, see the key user manual on www.supraekey.com. Below are
some examples of key specific SupraWEB functions.

number
«  Manage keybox inventory and listing in- *  Set up your market area (eKEY Professional users)
formation *  Change your PIN code (eKEY and XpressKEY users)
* View, email, and schedule activity reports *  Obtain an authorization code to install the eKEY software (eKEY
«  Set up showing notifications users)
+  View and send showing feedback . Mana)ge alerts, if this feature activated (ActiveKEY and XpressKEY
users

*  Manage your bill
* Keybox Assistant (eKEY and XpresskKEY users)

Login to SupraWEB

To log into SupraWEB, a key must be assigned to you first. This first time login requires the user ID and password, key serial
number, PIN, and choosing the board/association from the list.

1. Go to www.supraekey.com. Key Serial Number: [ |
2. Click SupraWEB Login for Real Estate Agents. (L) N

Note: Click Register on the home page to sign up for a Single Sign On ~ AsseeiatieniLs: [5-akc g -
(SSO) user ID and password.

3. Enter your user ID and password and select Login.

Login

SupraWEB Home Page

In SupraWEB, the Showings Dashboard displays the showing activity at your listings (keyboxes in your inventory) for the date
range specified. The showing data is available for the last six (6) months. Boards can opt-in to features, which determine
what is available to view in SupraWEB. The top menu bar links to feature pages. The QUICK LINKS are frequently accessed
actions. In the Showings Dashboard, click on any of the headings with arrows to sort the information.

Change the dashboard

See Feedback
Reminders

HOME LISTINGS REPORT. SETTINGS SUPPORT
/ QUICK LINKS Showings Dashboard
* Update Code Welcome to SupraWEB! This dashboardNgew contains the shoylhg activity for the date r:N
QUICK gaenivEe bl specified. Change the date range to show ™e or less informption on your Showing Dashboard.
LINKS * XpresskEY Alerts Showing
* Add Keybox Dashboard Date Range: 8/9/2015 to 9/8/2015 Change Dashboard

Showing Count: 0 Feedback Count: 0 Feedback Reminders

CONNECT WITH US There are no showings for the date range specified in the dashboard.

Facebook

ONLINE ORDERING Need he|p9
Order Supra

accessories online! e . .
it Ui visit our website www.supraekey.com and click Customer Support.

Call for free support - 7 days a week, 5am to 7pm Pacific time, Toll-free 1-877-699-6787

For more information on how to use your electronic key, Mobile SupraWEB, or keyboxes,
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Home Page Quick Links

QUICK LINKS section on the home page shows the most common tasks used on SupraWEB. Options that are available
depend on the type of key.

QUICK LINKS
eKEY XpressKEY DisplayKEY ActiveKEY
QUICK LINKS QUICK LINKS QUICK LINKS QUICK LINKS
* Update Code * Update Code » UpdateCode * Update Code
* Identify Keyholder * Identify Keyhalder > |dentify Keyhalder * Identify Keyholder
» Authorization Code * XpressKEY Alerts » Add Keyhox # ActiveKEY Settings
* Add Keybox
Common Key Quick Links
Update Code Display a current update code for the key
Identify Keyholder Identify the name of a keyholder by key serial number
Add Keybox Add keyboxes to the Showings Dashboard and in reports
Assign Listing Assign a listing ID to a keybox from the inventory to show where it is placed (except
in ActiveKEY)
Additional Quick Links for eKEY
Authorization Code Generate an authorization code used to install the eKEY software
Change PIN Change the eKEY PIN code
Market Area Setup or make changes to your market area (for eKEY Professional service customers)
Additional Quick Links for XpressKEY
XpressKEY Settings Receive a message when a keybox battery is low
XpressKEY Alerts Set up XpressKEY Alert contacts and message
Note: This is if your association or organization has this feature activated.
Additional Quick Links for ActiveKEY
ActiveKEY Settings Receive a message when a keybox battery is low
ActiveKEY Alerts Set up ActiveKEY Alert contacts and message
Note: This is if your association or organization has this feature activated.

Menu Bar

The Menu Bar at the top of the screen allows for easy navigation through SupraWEB.

HOME LISTINGS REPORTS SETTINGS BILLING SUPPORT
Menu Bar
HOME Returns to the SupraWEB home screen and the Showings Dashboard
LISTINGS View information about your listings and assign them to keyboxes
REPORTS View, schedule, and email showing and key activity reports
SETTINGS View your user information and key information and define email settings
BILLING For agents that pay their fees to Supra, view account balance, make a payment, update account
information, and add or cancel insurance on a key (qualified key types only)
SUPPORT Supra Support team contact information
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Update Code

To obtain an update code for the key, select the Update Code link in the QUICK LINKS section.

If you cooperate in
additional areas, the update codes for each of those areas are shown below your primary update code.

Important! If more than one Supra key is assigned to you by your organization, you can change the key information viewed
by selecting SETTINGS, choose the key serial number at the bottom of the screen, and then click Select.

Update Code
The following update code is valid until December 18, 2013.

S

C upoate coce 6601 - 4134 - 16
r

¥ Authorization Code
* Change PIM
* Market Area
* Add Keybox

i I.i.ssign Listing vl

You may need to perform an eSYNC before you can obtain another update code.
For help entering your update code, please click here.

Coop Update Codes
Board Update Code
2224 -0924 - 38

Valid Until
December 18, 2013

Pegasus Beta

Identify a Keyholder

The steps below show you how to identify a keyholder by key serial number.

1. Click Identify 2. Enter the key serial 3. Click Find.
Keyholder. number.
HOME LISTINGS STINGS REPORTS STINGS REPORTS
- Identify Keyholder Identify Keyholder
QUICK LINKS Showings Da Identify Keyholder ——— Identify Keyholder ———————————
B —— lM
Velcome to Sy
- . To find the name of a keyholder, please | To find the name of a keyholder, please 1
* |dentify Keyholder
specified. Cha button.
* Add Keybox Dashboard D Key Serial
Showing Cou
CONNECT WITH US There are no
Facebook

Manage Keybox Inventory

1. Click LISTINGS.

HOME LISTINGS

QUICK LINKS

supra Keybox
2 Keybox

’ Kevboxes
HOME - Type |B

ACTIONS ﬂ
QUICK LINKS Showings C * Add Keybox
§ DpdaicEnde Welcome to ’ i
* |dentify Keyholder specified. Ch

* Authorization Code

SupraWEB Guide for Agents

2. Click the Keyboxes link.

3. Manage the keybox

information.
HOME LISTINGS
QUICK LINKS Keybox Mar
’ Li"”g 2 Keyboxes -{
Type |MLS{
ACTIONS
* Add Keybox n <0t

* [ Assign Listing » i

Click Add Keybox, enter the
keybox serial number, shackle
code, and MLS number where
the box is located.

To assign a listing to a keybox
already in your inventory,
select the Assign Listing drop-
down, choose the keybox,
and enter the MLS number
where the keybox is located.



Listing Inventory

View all of the listings that have keyboxes assigned to them by selecting LISTINGS. A sortable view of the listings that have
keyboxes assigned to them is displayed. If a photo for a listing was uploaded, a camera icon is shown next to the MLS #, click
the camera icon to see the photo.

HOME LISTINGS REPORTS SETTINGS BILLING SUPPORT
QUICK LINKS Listing Inventory
[ T e o
ling 2 Listings - Print Report
¥ Keyboxes
MLS #~ Keybox #% Address# Actions
ACTIONS !
0987654 30900001 1234 Main St SERG A,
" Add Keybox
* | Assign Listng 8880888 30900007 4001 Faindew Industrial 3 E B L_}éﬁ

Sorton multiple columns by holding down Shitand clicking column header(s).
HiLs 1/1 )M

Listings Per Page:

e Showing Em ail Showing Listing GrantMon-
Legend ShowingTime
: ' - E Activity Eﬁgenta L'} Details Mem ber Access

Showings that aren’t tied to a listing have an Assign Listing MLS# icon in the right column. Click the Assign
Listing MLS# icon to assign the listing ID to the keybox.

Feedback on showings is indicated by a Showing Feedback icon. Click the Showing Feedback icon to view
feedback on a particular showing.

Listing Inventory Screen

MLS # View the listing details.

Keybox # View the settings for the keybox placed on the listing.

Address View a Google map of the address.

ShowingTime icon View a ShowingTime report if your association or organization subscribes to this feature.
Showing Activity icon View the last six months of showing activity for the listing.

Email Showing Agents icon | Send an email to all the agents that have shown the listing.

Listing Details Edit the listing number and address, see the showing hours, add feedback questions,
and set up individual keybox showing notifications.

Keyboxes Link in QUICK LINKS on the left, to view a list of the keyboxes in your inventory.

Add Keybox Link in ACTIONS on the left, to add a keybox to your inventory.

Assign a Listing
B

In QUICK LINKS, click Assign Listing.
Choose the keybox serial number.

Add the MLS number.

Click Assign.

Click Add Address.

Add information and click Done.

o0k N -
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Unassign a Listing

Cick the LISTINGS tab.

Click the keybox serial number.

Click the Listing Details tab.

Click Change MLS#.

Delete the MLS number and leave it blank.
Click Assign.

o0k 0w~

Listing Details

Click on the Listing ID link to view or edit [ 115 # 4001 Fairview
listings from the Showings Dashboard

or click on LISTINGS and then click the KeyboxSetings
MLS# link from your Listing Inventory. Listing Details

Edit information and click Save.
MLS # 4001 Fairdew

Changs MLS #

Address: Add Address

Listing Date: Mot Asailable m

Client: Not &smilable

Occupant: Mot &vailable

Add address before adding a phoip.
Showing Hours
Mon - Fri: 12:15 A - 10:45 PM
Saturday: 12:15 44 - 11:45 44
Sunday: 12:15 44 - 11:45 44
Feedbac k Questions

You can add 10 feedback questions to each listing. Anyone who has shown this listing will be asked
these gquestions when providing feedback

Add Feedback Quesfion
Showing N ofific ations (for individua | keybox)
M send me showing notificafions brthe keyboxassodated with MLS #4001 Fainiew.

Also zend a copy to:

1. |m eita kah ashi@notrealreality.com |

[

3. [5035551234@ vied.com %] 4 | |
5| |

Enabling this feature provides alers via email. To send a iex message via email, address the email alertto
the recipients 10-digit wireless phone number. See examples below

“erzn: 5551234567 @vie . .com

AT&T: 5551234567 @bt attnet

Sprint: 5551234567@m essaging sprintpcs.com

Formore exam ples mouse hover help.

Important: Be sure to ass ign keybares fo lztings to mclude the properly address in show g notifications .

Save Cancel
Listing Inventory Screen
Change MLS # Change the MLS listing number assigned to the keybox.
Edit Address Edit the listing address.
Edit Email CC Designate an email recipient to receive an email anytime the listing is shown.
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Edit Photo Add a photo of the listing. The photo appears on your Listing Inventory page and when
you email agents that have shown your listing as a reminder of the listing.

Add Feedback Question Add questions to solicit specific feedback about the listing from showing agents.

Add Keybox Add a keybox to your keybox inventory.

Unassign Listing Unassign the keybox from the listing when the keybox is removed.

Delete Keybox Delete the keybox assigned to the listing from your keybox inventory.

ShowingTime Activity View your listing ShowingTime activity if your association/MLS subscribes to this feature.

Showing Activity View the last six (6) months of showing activity for the listing.

Assign Listing Assign a listing to a keybox.

Individual Scheduled Report Schedule an email report for the listing.

Activity Reports

There are three (3) main report links to choose from (depending on what options your board chooses) that can be viewed,
printed, or emailed. Click the Scheduled Email Settings link to schedule a recurring report.

¢ Create Showing Report - A Showing Report provides the start of showing and end of showing information plus
feedback for all of the showings at your listings.

¢ Create Key Activity Report - A Key Activity Report displays all the listings you have shown. This report provides the
start of showing and end of showing information for the showings you have performed in the last six (6) months within
your primary association and any cooperating areas.

HOME LISTIN GS REPORTS SETTINGS BILLING SUPPORT
QUICK LINKS Create Reports

* Update Code Create reports from your listings showing data, your showing activity or your non-member access.

* |dentify Keyholder These reports can be viewed, printed or email as a PDF document.

* View Granted

ACCESS If you would like to schedule a recurring report, go to Scheduled Email Settings.

* Authorization Code

Change PIN Create Showing Report

i Market Area This report provides showing and feedback for your listings.

' Add Keybox

| Assign Listing W

Create Key Activity Report
This report provides information on the showings that you have performed.

28) (i)

Create a Report

1. From SupraWEB select REPORTS.
2. Click the type of report to create.

3. Customize the report:
a. For a showing report - click which listings or keyboxes to include.
b. Select the date range.
c. For a showing report - click to include the showing agent’s contact information. If emailing the report to a
client, you may not want to include the showing agent’s contact information.
d. Click to include feedback sent to you from showing agents in the report, if desired.
5. Click Create Report to view the report.
6. To print or email the report, click the Print Report or Email Report icon at the top of the screen.

7. To add your photo and contact information to the email, see the next section.

SupraWEB Guide for Agents 6



Set up Scheduled Email Showing Report

Set up SupraWEB to send yourself a weekly or monthly Showing Report. The scheduled reports automatically include the
showing information for all of the keyboxes in your inventory.

HOME LISTINGS

QUICK LINKS
* Update Code
¥ ldentify Keyholder
* Authorization Code
* Change PIN
' Add Kevbox

Create Reports

REPORTS

SETTINGS

BILLING SUPPORT

Create reports from your listings showing data, your showing activity or your non-member access. These
reports can be viewed, printed or email as a PDF document.

If you would like to schedule a recurring report, gc@duled Email Settings. )

From SupraWEB select REPORTS.
Click Scheduled Email Settings.
Enter your email address.

Bl N=

Choose from the weekly or monthly
drop-down menu.

5. Click to include in the report any
feedback sent to you from showing
agents.

6. Enter any additional email addresses to
send the report.

7. In the Personalized Signature Image
section, click Browse and choose a
picture you would like shown on emails
and reports.

8. Fill out your contact information in the
Personalized Signature Text box to
have your contact information display
on emails and reports.

9. Click Save.

Showing Notifications

Email Address: buyers.agent4011@gmail.com

If this email address is not the same as the one your MLS, it may be overwritten by the email your organization has on record.

Showing Emails

Send me an email when another agent shows my listings

Once a Week on  NONE -
I Include feedback

Once a Month on  None -
[ Include feedback
Also send a copy to:{CC)

Separate multiple addresses with a semicolon

Personalized Signature Image

Upload Image:

(Maximum resolution: 300X300 and < 4MB)

Save Cancel

Personalized Signature Text

B I U é'|§ = = = | FontFamily
= =i

Bria Jones

Notreal Realty
503-555-5050

buyers.agent4011@gmail_com
hitp:ifwww.notrealrealty.com

Path:

Signature User Guide

~ Font Siz

Listing agents have several options for sending showing notifications. Use SupraWEB to add multiple people (i.e. the listing
agent, office staff, and the home owner) to receive beginning and ending showing notifications. Notifications are sent to

email addresses or cell phone numbers (as text).

Notification Recipient

Showing Notification Action

Listing agent

To receive notifications, make sure your email is correct in the Email Address field and
check the Send me showing notifications... box in General Email Settings.

Partner or team member

Add partners to receive all showing notifications by entering their email in the Also send
a copy to: (CC) field.

Client

To have your client receive notifications, go to the specific keybox in your inventory,
check the box and enter your client’'s email.

The Showing Notification feature alerts the listing agent when a keybox key container is opened to start a showing. This
information can be displayed on all activity reports.

SupraWEB Guide for Agents



Showing information includes keybox serial number, associated listing address/information, date of showing, the beginning
and the end of the showing time (if enabled), and displays on all activity reports in SupraWEB.

End-of-Showing Notification

Boards or associations must contact Supra to “opt-in” to showing notifications first for this feature to be available. The eKEY
application uses multiple methods (including GPS data captured when the keybox is opened) to detect when the showing
has ended. End of Showing (EoS) information includes the listing address (or keybox serial number if the listing address is
not available), and date and time the showing ended. End of Showing notification allows the listing agent and designated
recipients to see when the showing ended for the property.

Notification Enabled Showing Notification Checkbox Says:

Not Enabled [] Send me showing notifications for all keyboxes in my inventory

QUICK LINKS General Email Settings

! Update Code
" Identify Kayheldsr | Emajl Address: |bria jones@notrealreality.com
! Add Keybox . . . : ;
. If this email address is not the same as the one your MLS, it may be overarit
' Aszign Listing racord

Showing Notifications (for all keyboxes) Feedback Emails

Send me showing notifications for all Send me an email wh
keyboxes in my inventory mmy listings.

Enabled [l Send me beginning and estimated end of showing notifications for all keyboxes
in my inventory

QUICK LINKS General Email Settings

' Update Code
" Identify Keyholder | Email Address: bria jones@notrealreality.com
! Add Keybox ) . . . ;
. If this email addrass is net the same as the one your NMLS, it may be overari
" Assign Listing | od

Showing Notifications {for all keyboxes) Feedback Emails

Send me an email w
listings.

Send me beginning and estimated
end of showing notifications for all
keyboxes in my inventory

Also send a copy to:{CC)

Below is an example of an EoS notification message that is transmitted to the designated recipients.

From: SupraShowing@fs.utc.com [mailto:SupraShowing@fs.utc.com]
Sent: Tuesday, November 28, 2017 9:02 AM

To: Smith, Jane

Subject: [External] Supra Showings - End of Showing Notification

The Supra system detected the showing by Bria Jones (877 6996787
bjones@notrealreality.com) at (KeyBox# 33274106) that began 11/28/2017 7:33AM has
ended 11/28/2017 8:31AM. Estimated showing duration is 1 hour.

This notification does not guarantee the showing agent is no longer at the listing.

SupraWEB Guide for Agents 8



Set Up Notifications for All Inventoried Keyboxes

Set up notifications for all the keyboxes in your inventory at once.

1. Click the SETTINGS tab.

su ra Bria Jones | [Log Out ]
p SupraWEB
Management Website

HOWE LISTINGS REPORTS @ BILLING SUPPORT

QUICK LINKS Showings Dashboard

2. Click the General Email link.

Email: bria jones@notrealreality.com
Board: Helena MLS Devit

Login: Update Login Settings

General Settings

¥ General Email - P)sonalize email notifications, email signature an

Scheduled a listing activity report.

i hMan Mambhar Armane T eamfirnra Man Mamshoar Arnncn an Himme

3. Check Send me showing notifications...

T laenuTy Reynolder | Email Address: |bria jones@notrealreality com
! Add Keybox

' Assign Listing

If this email address is net the same as the one your MLS, it may be overari

record.

evboxes) Feedback Emails

Sand me an email w
my listings.

Send me showing notifications for all

keyboxes in my inventory

Alzn send & monw tocd00

4. Add recipients to Also send a copy...

Sepsrate multiple sddres

5. Click Save.

Note: The recipients get an email from the
Supra system indicating their email address is
subscribed to receive showing notifications.

(Maximum rezolufion: 300X300 and < 4ME)

Set Up Notifications for Individual Keyboxes

Set up showing notifications to the individual keyboxes in your inventory.

1. Click the LISTINGS tab.

HOME @ REPORTS SETTINGS BILLING SUPPORT

QUICK LINKS Chumuinees Pasbhased
2. Click the Listing Details icon for the keybox.
|MLS #v Keybox #¢ Address# Actions
4001 Fairdew 30900007 & @u} i
EI Sorton multiple columns byholding down Shift and clicking column headen(s).
M)A 1;1 L
Listings PerPage:

SupraWEB Guide for Agents




3. Check Send me showing notifications...

LIGSE YUSILUIS WS Uy iU Iy 1 SEura L.

Add Feedback Quesfion

ing M ofifications (for individual keybox)
] send me showing notificaions brthe keyboxassociated with MLS #4001 Fairview.

4. Add recipients to Also send a copy...

Showing N ofific ations (for individual keybox)
M send me showing nofifications brthe keyboxassociated with MLS #4001 Faindew.

Also send a copy o

1. |meiiakahashi@nnh’ealrealihﬁmm | 2. | |

3. [5035551234@ viext.com x 4 |

5. |

5. Click Save.

Note: The recipients get an email from
the Supra system indicating their email
address is subscribed to receive showing
notifications.

G

Verzn: 5551234567@viex.com
ATAT: 5551234567 @b¢ attnet
Sprint: 55512 34567{@m essaging s prinipcs.com

L L L Y e

Formars sxamples mouse hover NEIp.

sure fo ass ign keybaxes to lstings to nciude the property address in showing notifications.
ancel

Showing Activity

Each time a keybox key container is opened, the keybox records the showing information, communicates with the key, and
the key sends the information to the Supra network. You can view and manage your keybox inventory on the Supra website.
Once the keyboxes are in inventory and placed at a listing, you can view the last six (6) months of showing information.

1. Click the LISTINGS tab.
HOME REPORTS SETTINGS BILLING SUPPORT
QUICK LINKS Showings Dashboard
PUREEBES Welcome to SupraWEB! This dashboard view conlains the showing activity for the dale range
* Identify Keyholder specified. Change the date range to show more or less information on your Showing Dashboal
* XpressKEY Alerts
2. Click the Keyboxes link in QUICK LINKS.
QUICK LINKS Listing Inventory
1 Listing - = Print Report
DLS #~ Keybox #¢ Address# Actions
ACTION: 4001 Fairdew 30900007 0|
! Add Keybox
sl - FYSER Cart an muoltinla falumne kvhaldina Anun ©hif and clidkinae calimn haadansl
QUICK LINKS Keybox Management
¥ Listi o
Deivee 2 Keyboxes - —— PrintReport
¥ Keyboxes
Type |MLS #~ Keybox #4 Shackle Code# CBS Code # Actions
ACTION S a .
8880333 30900007 1234 0126041 %
* add Keybox ~ E >
g : a 28300000 1234 4522839 p < Q7 B

Sort on multiple columns by holding down Shiftand clicking column header(s).

H) M

11 DIC

Keyboxes Per F‘age:

Legend

32 oeiete From Inentory ) Assign Listing MLS#
B snowing Acivity

E Email Showing Agents l-l} Settings ‘ ShowingTim e

SupraWEB Guide for Agents
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Keybox Showing Report

View a report on the showing activity for a specific keybox.

1. Click the LISTINGS tab.

HOME REPORTS SETTINGS BILLING SUPPORT

QUICK LINKS Showings Dashboard

* lindate Cnde VAfmln mmm $m Ele e m AT Thain A mmbebemmord «simns &b i Sham b s e e b S b A b e
2. Click the Showing Activity icon for the I
keybOX. 1 Listing - = Print Report
MLS #~ Keybox #4 Address # Actions
123456 31304454 3 Lancaster Drive NE @@

=1 Email Report =5 Print Report B New Report

Showing report for MLS # 123456

J Lancaster Drive NE Salem OR 97301
Showings from 6/1/2016 to 12/1/2016
Report Generated on 12/1/2016

2 Records
DateTime # ListinglD ¢ |Address % Showing Agent# |Keybox## |Key#4 |Showing Office 4 |Feedback
5 Call Center
3Oct 27, 2016 3 Lancaster Drive NE
551 PM 123456 Salem OR 97301 Blackstone Reaity 31304454 |8255138| Blackstone Realty
(503)555-0000
3oct 27, 2016 Kris Smith
1216 PM 3 Lancaster Drive NE | kris@notrealreality.com .
206127, 2016 123456 Salem OR 97301 (503)555-1111 31304454 |5008072| Mot Real Reality
1:16 PM Not Real Reality
Timeout : 60 min

11

W ()

| enand

F Showinn Start €] Shawing End 2 Shawina Timanut

Modify Email Settings

The system can send you an email when someone opens one of your keyboxes or sends showing feedback.

1. Click SETTINGS.

2. Click General Email.

3. Enter your email

address.

receive and a
addresses.

REPORTS BIL

oard
WEB! This dashboard view contains the showing
the date range to show more or less information

Range: 8/9/2015 to 9/8/2015 Change
Feedback Count: 0 Feedback Reminders

ings for the date range specified in the dashboar

General Settings

+ General Email - Pergynalize email
Sl = acheduled alis

+ eKEY Showings - Configure the da

record

If this email &

General Email Settings

PR

4. Check each notice to

dd email

Iy

me showing notificstions for 1

Address: |bris. jones@notrealreal ity com

Showing Notifications (for all keyboxes)

Send me showing nofifications for all
keyboxes in my inventory
Imporiant: Be sure to assign keyboxes to
listings to include the property address in
showing notifications.

Also send a copy t0:(CC)

in my imventary

listings to include the property address in
our LS showing notifications.

Alsa send 3 copy 1o:(CC)

Zeparate mulfiple sddrezsee with 3 zemicolon

Feedb,
Separste muitiple addresss with a senicolon
5 Tip : To send showing notifications on &
my list particular listing to a recipient, click on
LISTINGS 2t th top cf e page, dlick on the
Also 52 desired listing ID and enter the recipient's
information.
der Emails
Reflind me by email to send feedbad
*  Separ listings Jllave shown.

il Folicable for ActiveKeyz)
Personalized Signature Image

ons

Y 5=\l me an email wnen &n
my s
nt: Be sure to assign keybexes to End  copy 10:(CC)

le listing sssignment emsil reminders.

Ssparate mulfiple addresses with

g Update Emails

listing 2gents to send

Personalized Signature Text

Tip : To send showing

SupraWEB Guide for Agents
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5. Click Browse and select 6. Enter your contact 7. Click Save.

a photo.

information.

Not applicable for Activekeys) shown.

Personalized Signature Image Personalized Sigi e

Upload Image:

Path

(Maximum re:

ozl
Signature User Guide

n: 300X300 and < 4MB)

When one of your listings has been shown and the showing information is sent to the network, you'll receive a new showing

email.

From: SupraShowing@fs.utc.com [mailto:SupraShowina@fs.utc.com]
Sent: Tuesday, November 28, 2017 7:42 AM
To: Smith, Jane

Subject: [External] Supra Showings - New Showing Notification

The showing by Bria Jones ( bjones@notrealreality.com) at 1234 Main Court SE, Salem, OR 97306

(KeyBox# 33530657) began at 11/28/2017 7:33AM.

For additional information on your showings please login to Supra\WEB.

Showing Feedback

Feedback sent to you from when your listings were shown can be viewed on SupraWEB. You can send feedback on your
showings to the listing agents through SupraWEB.

View Feedback

Feedback sent to you on a showing is indicated by a Showing Feedback Q icon

view the feedback on a particular showing.

QUICK LINKS

» Update Code

+ |dentify Keyholder
+ \fiew Granted

Access

» Authorization Code
* Change PIN

* Market Area

» Add Keybox

¥ Assign Listing -

CONMECT WITH US
Facebook

ONLINE ORDERING

Order Supra
accessories online!
Click Here

Showings Dashboard

Welcome to SupraWEB! This dashboard view contains the showing activity for the date range
specified. Change the date range to show more or less information on your Showing Dashboard.

Dashboard Date Range: 10/4/2015 to 11/3/2015 Change
Showing Count: 23 Feedback Count: 0 Feedback Reminders

DateTime ~ ML #4 |Address#+ ShowingAgent Actions
Kris Smith
o 123 Main St buyers.agentd011@gmail.com
',E?' gep ]:- ;gH ?g?gée‘rm 4124124 | Salem, OR (503)555-1111
ep b . 97302 Blackstone Realty
Timeout ; 60 min (503)555-0000
Kris Smith
2 2 458 Market 5t buyers.agentd011@gmail.com
EII gep B “gH S;;g i’r:: 4123456 | Salem, OR (503)585-1111 7
ep 13. & - 97302 Blackstone Realty

Timeout ; 60 min (503)555-0000

. Click the Showing Feedback icon to

e AR
Contact: Please contact me
Interest: High
Source: Drive By
Price: Within Buyers Range
Recommended Price: 200,000
Notes: My client LOVES this listing!
Call me!

[Close]

Sort on multiple columns by holding down Shift and clicking column header(s).
My 1 ,J’ 1 Wi
Showings Per Page: 10 «

SupraWEB Guide for Agents
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Leave Feedback on a Showing

1. Click Feedback 2. Click Leave Feedback

Reminders. icon.
RTS SETTINGS BILLING SETTINGS BILLING SUPPORT
This dashboard view contains the showing activity fi
te range to show more or less information on your {
Ignore All Feedbadk Requests
B14/20 : Chan
back Feedback Reminders Address & ™

4001 Fairview Industrial Salem OR 57302

ML#& (Addresz# |ShowingAgent®

@

y holding down Shift and cliding column headers).

Mei Takahas E
n m.takahashi@natr Y 11 AL
t Reminders Per Page: 10
Lisa Jacksg
lisaj@fakerzali

Add a Feedback Question

3. Use the drop-down 4. Click Submit Feedback.
menu and Notes field to

provide feedback.

Keybax#: J05T6420
Adress;
Add Feadback

Address: 4001

Buyers interast lave

Buyers interest level Moderate v

Buyer heard about listiflf from: | My Recommendation
Buyer heard about lsirg fom:  Drve By v
Price: Within Buyer's Range

x Price Wthn Buyers Rangs ¥
Recommended Fri
scommendzd Fri Recommended 7rice:
lwill contsctyou & Follow-u Please contact e v
T noticed it vas by appairtment only. | would ks
schedule a showing.

Notes:

Submt Feedback

1. Is this praperty in the buyers price range?

Add up to ten custom feedback questions that are displayed when a showing agents leaves you feedback on one of your

listings.

From SupraWEB click LISTINGS.

From the Listing Inventory, click the listing ID link.
Click Add Feedback Question.

Enter a question and click Save.

W IN=

When the showing agent goes into SupraWEB to leave
feedback on the showing, any additional feedback
questions you’ve entered for the listing are displayed.

Manage Billing Information

Add/Edit Feedback Question for Listing# 343434
Adding a custom feedback question allows you to solicit detailed feedback about your listing. Keep

your question short and concise to ensure the showing agent provides the feedback you are looking
for.

Enter a feedback question:

L]

What did you like about the listing?

K1l

Save Cancel

If you pay key fees to Supra, you can manage your billing information online. If you pay your key fees to the association or
MLS, the Billing Menu option is not displayed. Automatic payment is required for eKEY keyholders.

Select the Billing Menu option at the top of the SupraWEB screen and your account balance and the Billing Menu options

are shown.

Billing Menu

Account Balance

View a current account balance and make a payment.

Billing History

View invoices and payment history.

Account Information

billing and electronic invoicing.

View or change the billing address and payment method and enable/disable automatic

Contracts Displays key information and the start of your contract, billing frequency, and next
billing date and allows you to add or cancel insurance if applicable.
FAQ View frequently asked questions about managing your billing information.

SupraWEB Guide for Agents
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Add/Cancel Insurance

If the key has not connected with the Supra network recently you must open a key container or release a shackle to verify
the key is in your possession and functioning before you can purchase insurance.

1. From SupraWEB select BILLING.
2. Click Contracts.

3. Click the appropriate link to Add
Insurance or Cancel Insurance.

4. Click Email or Print icon.

Pay with SupraWEB

=1 Email & Print
Contracts

Customer: Robert Becker
Customer Number: 1345465
Agent ID: 207187
Serial # 7419722
Key Type: ActiveKey

Date: 3/18/2010
Key Contract Start End Billing Next Billing
Number Description Date Date Frequency Date
7418722 ActiveKEY 1142010 Annually 7M312010 Add Insurance

1. Click BILLING.

Note: Open invoices show in the Account Balance by default when billing is clicked.

2. Click an invoice from Account Balance.

3. Choose to use the card on file or add a new card and expiration date.
4. Click the box under Terms and Conditions.
5.

Click Make Payment of $xx.xx.

Change the Billing Credit Card

To change the billing credit card information in SupraWEB, follow the steps below.

In SupraWEB, click BILLING.
Click Account Information.
Click New Credit Card #.
Add the new card number.

ok wbdh -

From the drop-down, add the
expiration date.

o

Clickthe boxunder Terms and Conditions.
7. Click Save.

SupraWEB Guide for Agents

Credit Card Information

Credit Card # on File; ===*=x=22224015

Expiration Date on File: g1/2021

(¥ New Credit Card # | |

Expiration Date: o ’*
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