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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
number some examples of key specific SupraWEB functions.

+  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 «  Manage alerts, if this feature activated (ActiveKEY and XpresskKEY

« Manage your bill users)

______ - - +  Keybox Assistant (eKEY and XpressKEY 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. Goto WWWSUQraekeE com. | Key Serial Number: e i
' 2. Click SupraWEB Login for Real Estate Agents | 17 | i

\ Note: Click Register on the home page to sign up for a Single Sign On it | (EETE Vi
| (SSO) user ID and password. 1

\ 3. Enter your user ID and password and select Login. \ 7 ’

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

TOD Menu Bar \ date range

See Feedback
Reminders

HOME LISTINGS REPORT: SETTINGS SUPPORT
QUICKLINKS ‘ Showings Dashboard
Kilpdale Cota | welcome to SupraWEB! This dashboardngiew contains the shoyng activily for the date range
QUICK * Identify Keyholder | gpecified. Change the date range to show Mge or less informyition 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 WITHUS | There are no showings for the date range specified in the dashboard.
l] Facebook
TV Need help?
Order Supra A = 5 y
Sepassbrias dnlinet For mare information on how to use your electronic key, Mobile SupraWEB, or keyboxes,
T 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

SupraWEB Guide for Agents 1



Home Page Quick Links

QUICK LINKS section on the home page shows the most common tasks used on SupraWEB.

depend on the type of key.

eKEY

QUICK LINKS
* Update Code
¥ |deniify Keyholder
+ Authorization Code
* Change PIN
¥ Market Area
* Add Keybox

|4 Iﬁssign Listing vl

Options that are available

QUICK LINKS
XpressKEY DisplayKEY AcliveKEY
QUICK LINKS QUICK LINKS QUICK LINKS
* Update Code » UpdateCode " Update Code
* ldentify Keyholder » identify Keyholder * Identify Keyholder
* XpresskKEY Aleris * Add Keybox * ActiveKEY Settings
* Add Keybox » I_Assign Listing ,l * ActiveKEY Alerts
* Add Keybox

Common Key Quick Links

Update Code

Display a current update— code for the key

Note: For BlackBerry devices, set up the market area on the BlackBerry first.

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

Set up or make changes to your market area (for eKEY Professional service customers)

Note: For BlackBerry devices, set up the market area on the BlackBerry first.

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 mt
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

SupraWEB Guide for Agents




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.

! Update Code 6601 - 4134 - 16
* Authorization Code
* Change PIN

* Market Area
* Add Keybox

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 Valid Until
Pegasus Beta 2224-0924-38 December 18, 2013 |

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.
R TINGS REPORTS THGS REPORTS
- - Identify Keyholder Identify Keyholder
QUICKLINIKS Showings D: Kdentify Keyholder —————————— Identify Keyholder

Welcomelo S . S
‘: " identf Keyholder | >sp€ciﬁed. cha oﬁndlhe name ol a keyholder, please :.;:::me name of a keyholder, please
* Add Keybor ' Dashboard D| ySeral. = Key Serial: =

Showing Co

CONNECTVWITHUS | There are no
[i Facebook

L - =

Manage Keybox Inventory

1. Click LISTINGS. 2. Click the Keyboxes link. | 3. Manage the keybox Click Add Keybox, enter the
information. keybox serial number, shackle
— code, and MLS number where
the box is located.

HOME LISTINGS HOME LISTINGS

Supra QUICKLINKS |

) [ — > Listings ameboxes -| | 10 @ssign a listing to a keybox
e X . M
- Crepoes Y ! already in your inventory,
HOME m | 5 , Type |MLS

Keybox QUICK LINKS Keybox Ma

= - e T select the Assign Listing drop-
QUCKLIKS | Showings Das - AcTions | g * A Keybon B | | down, choose the keybox,
.*:Joiﬂ;sf;ew Welcome o Sy <’*::“E¥*:j—‘h o Fsssentun ¥ °] and enter the MLS number
* XpressKEY Aleds Laamiel . | a where the keybox is located.
* Add Keybax Dashboard Da
Ll | Showing Coun — -
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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
S
Lislinga 2 Listings -7 Print Repod
* Keyboxes
MLS #~ Keybox ## Address# Actions
ACTIONS =
0987654 30900001 1234 Main St CARD=EE

* AXdd Keyoox : ;
* | Assign Listng ™ 8880888 30900007 4001 Fainview Industrial C AR

Sort on mullipke columns by holding dova Shifand clicking column header(s).
H)iy) i 08}

Listings Per Page:

Lagend ‘Showing‘fime Showing EEI‘HBII Shoving 5 Listing ,Gmntrlon-

Member Access

Activity Agents Details

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 an 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

3. Add the MLS number.
) 4, Click Assign:
] 5. Click Add Address.

SupraWEB Guide for Agents

1. In QUICK LINKS, click Assign Listing.
~ 2. Choose the keybox serial number.

6. Add information and click Done.



Unassign a Listing

Steps
1. Cick the LISTINGS tab.

Click the Listing Details tab.
Click Change MLS#.

o o s w

Click Assign.
Listing Details

Click on the Listing ID link to view or edit
listings from the Showings Dashboard
or click on LISTINGS and then click the
MLS# link from your Listing Inventory.
Edit information and click Save.

2 Click the keybox serial number. -

Vfi)glgte the MLS number and [eav_e i_t_ I:_nlank.

MLS # 4001 Fairview

KeyboxSetings. |

Lisfing Details

MLS #: 4001 Faindew

| Change MLS #

Address: | Add Address
Listing Date: Mot Available m
Client: Not Available

Occupant: Not Asailable
Add address before adding a photo.

Showing Hours
Mon -Fri: 12:15 A8 - 10:45 P

Saturday: 12:15 AW - 11:45 A
Sunday: 12:15 A8 - 11:45 A4

Feedback Questions
You can add 10 feedback questions to each listing. Anyone who has shovn this listing will be asked
these questions when providing feedback
Add Feedback Quesfon

Showing Nofifications (for individual keybox)
] send me showing nolificaions Drthe keyboxassodated with MLS #4001 Faindew.

Also send a copy to:

1. [meitakahashi@notealreality.com | 2. | |
3. [5035551234@visd.com | 4. [ ]
8 [ |

Enabling this feature pronides alerts via email. To send a t2xt message via email, address fe email alertto
the redpienfs 10-digit vireless phone number. See examples below.

Verimn: 5551234567@viert.com

AT&T: 5551234567@bt.atinet

Sprint: 5551234567@messaging sprinfpcs.com

Formore examples mouse hover help.

Important: Be sure to ass ign keybaces to Bstings to inciude the property address in s how ing 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 fo receive an email anytime the listing is shown.

SupraWEB Guide for Agents




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) manths 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.

HONME LISTINGS 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 emai as a PDF document.
! View Granted

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

' Authorization Code
» d
é ;hz{ngii:’m O Create Showing Report

SlIRc e o s| | This report provides showing and feedback for your listings.
’ Add Keybox
' | Assign Listing VvV

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

Create a Report

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

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.

Q_Iicizar;ate Report to view the report. -
To print or email the report, click the Print Report or Email Report icon at the top of the screen.

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.

¥ Identify Keyholder
* Authorization Code
* Change PIN

HOME LISTINGS REPORTS
QUICK LINKS Create Reports
* Update Code

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‘o Scheduled Email Settings. ,

* Add Kevbox

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

>N

Choose from the weeklryrdr mo'nthiryr
drop-down menu. ‘
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 displayi
on emails and reports. g

9. Click Save.

Showing Notifications

| Upload Image:

| |Email Address: buyers agentd011@gmai com

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

| | Showing Emails

Send me an emal when another agent shaws my kstings

| | OnceaWeekon NONE -

O Include feedback

Once a Monthon  None o
1 Include feedback
Aso send a copy 10:(CC)

Separale multiple addresses with a semicofon

Personalized Signature Image

| S
&\

(Maximum resofution: 300X300 and < 4MB)

Save Cancel

Personalized Signature Text

B J UA-|EEHEB )| Fudtfmy
= EE|

Bria Jones

Notreal Realty

503-555-5050

buyers.agent401 1@gmail.com
hittp-hwww.nolrealrealty.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 natifications, 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

[1 sendme showing natifications for all keyboxes in my inventory

| QuickLnks | General Email Settings
' Update Code 1
{ |
\
\

|' Identify Keyholder | gmaj| Address: bria.jones@notrealreality. com |
! Add Keybox

e If this emsil address is not the same as the one your MLS, it may be ovenwril!
|" | Assign Listing ¥

record.

Showing Notifications (for all keyboxes) Feedback Emails

Send me showing notifications for all Send me an email wi
eyboxes in my inventory my listings.

[1 sendme beginning and estimated end of showing notifications for all keyboxes
in my inventory

Enabled

QuICK LINKS | General Email Settings
|' Update Code

|! Identify Keyh"—"der; Email Address: briajones@notrealreality.com |

[t Add Keyb -
asalabid 3 | If this emeil address is not the same as the one your MLS, it may be ovenuri
' Assign Listing ¥ | T

! Showing Hotifications (for all keyboxes) Feedback Emails

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

Send me an email w
listings.

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@notreaireality.com) at (KeyBox# 33274106) that began 11/28/2017 7:33AM has
ended 11/28/2017 8:31ANM. Estimated showing duration is 1 hour.

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

SupraWEB Guide for Agents



Set Up Notifications for All Inventoried Keyboxes

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

1. Click the SETTINGS tab.

u ra Bria Jones [ Log Out ]
% SupraWEB

Management Website
HOUE LISTINGS REPORTS @ BILLING SUPPORT

QUICKLINKS Showings Dashboard

2. Click the General Email link.

Email: bria jones@notrealreality.com
Board: Helena MLS Devit
Login: Update Login Settings 1

General Settings

1 General Email - Pg)sonalize email notifications, email signature an
..... all - Scheduled a listing activity report.

¥ Man Mamhar Ananna

Nanfiniea Man Mamhar Anaana aatbinan

3. Check Send me showing notifications...

]"‘:'E’“"Y MEeYNoIo=r | Email Address: bria.jones@notresalreality.com |

'AddKeybox

If this email address is not the same as the one your MLS, it may be ovenwri
' Assign Listing ¥

record.

Showing

eyboxes) Feedback Emails

[@] send me showing notifications for all
keyboxes in my inventory

[@] send me an emsil w
my listings.

- Ra cire tn assinn ke

Alzn zand a onnv 0 (CC)

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

listings to inclu

erty address in

otifications.

Separste mulfiple addras:

srate multiple addreszes with a &

5. Click Save.

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

(Maximum rezolution: 300X300 and = 4MB)

Save “ ancal ‘

Set Up Notifications for Individual Keyboxes

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

1. Click the LISTINGS tab.

HOLE m REPORTS SETTINGS BILLING SUPPORT

QuICK llNK; I Chauinme Nachhaard
2. Click the Listing Details icon for the keybox.
m_ Keybox # ¢ Address#® Actions
4001 Fainview 30300007 & @sﬁ- s
_T:‘ Sorton multiple columns byhoding down Shit and cicking column headern(s),
OO Fs B D10,
Listings PerPage:
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3. Check Send me showing notifications...

WITIT YUESIVIZ TS 1 Uriuniy 1SS uratn

Add Feedback Quesfon

ing N ofific ations (for individua | keybox)
4] Send me shoving notifcatons brihe keyboxassodated wih MLS #400

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

WD
Showing N otific ations (for ndividual keybox)

M sendme showing notificaiens brthe keyboxassodated with MLS #4001 Faindevs

Also senda copy ta
1. [meiakahashi@notealrealitzeom | 5. | ]
3. [G035E51234@ viestoom % 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.

sure to ass ign key baces to Estings fo include the property address in showing notifications.
ancel

PR TPV

Vernmon: 5551234567@vis . com
AT&T:5551234567@bd altnet
Sprink: 5551234567@messaging sprinfpcs.com

G MM T AN D I T M A A ML T S L T

Formore examples mouse hover elp.

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 SUPPCRT
[ERQUICKIHES Showings Dashboard
| Update Code Welcome to SupraWEB! This dashboard view contains the showing activity for the dale range
|" Identify Kegholder | specified. Change the date range to show more or less information on your Shawing Dashboal
i’pressKE\‘Nens |
2. Click the Keyboxes link in QUICK LINKS. :
Listing Inventory

1 Listing - = PrinfReport

QUICK LEIKS

#ix Keybox # ¢ Address¢ Actions
ACTIONS =
S
A b 400 Faniew 30900007 @[l
£ ) N P Raan mulfinla mlitmne hishnldinn daun Chif and rhdbinn salumn hasdane )
QUICK LINKS Keybox Management
S | -
LATIgs l 2 Keyboxes - PrintReport
' Keyboxes [
(
Type |MLS #~ Keybox ## Shackle Code# CBS Code ¢ Actions
ACTION S { i :
1 ? o
s ATHTeL e ! 8880888 3090000 1234 0126041 @ XRG
" [ Assign Listing V|| =
' 2 - | E 28300000 1234 4822839 Lo

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

Ww 1 W

Keyboxes PerPage:

Legend

“ Delete From In\enbrym Assign Listing MLS#
Showing Adivity

EmaiIShowing Agents *“Q Seltings ’ ShowingTime

SupraWEB Guide for Agents
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Keybox Showing Report

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

Modify Email Settings

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

1. Click SETTINGS. %

Click General Email. 3. Enter your email
address.

1. Click the LISTINGS tab. , - , -
HOLIE REPORTS SETTINGS BILLING SUPPORT
QUICKUINKS | showings Dashboard
I lindata Code 1 AR it e B By ot AT Thaia etk mmoad s Snsne mmebmdon Ha alaridem mabil e e e Kn . dnda. mmemma
2. Click the Showing Activity icon for the T
keybox' 1 Listing - & Print Report
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5. Click Browse and select | 6. Enter your contact 7. Click Save.

a photo. information.
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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.éom [méﬂto:SupraShowiug@.utc.oom]
|| 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 SupraWEB.

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. Click the Showing Feedback icon to
view the feedback on a particular showing.
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Leave Feedback on a Showing

1. Click Feedback
Reminders.

2. Click Leave Feedback
icon.

3. Use tﬁe drop:down
menu and Notes field to
provide feedback.
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Add a Feedback Question

Click éubmit Feedback.

Add up to ten (10) 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 1D link.
Click Add Feedback Question.
Enter a qﬁestion and click Save,

Pl B | I s

'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 soficit detailed feedback about your listng Keep
your question short and concise to ensure the showing agent provides the feedback you are looking
for.

Enter a feedback question:

Vihal did you ke about the lising?

L]

| 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.

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

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

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.
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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. =1 Email & Print
2. Click Contracts. | | ESoacts
. 2 e - Customer: Robert Becker
3. Click the appropriate link to Add Customer Humber: 1345465
Agent ID: 207187
Insurance or Cancel Insurance. Serial £ 7419722
. . % A o Key Type: ActiveKey
4. Click Email or Print icon. Y pate: 31812010
1 Key Contract Start End Billing Hext Billing
} Humber  |Description Date Date Frequency Date
; 7419722 ActiveKEY 114010 — Annually 7132010 Add Insurance
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