
 

1 | P a g e  

 

Steps for success and easy transition to BrokerBay Showing System 
The BrokerBay Showing System, owned and operated by Supra, will launch as a new Heartland 
MLS core offering on Nov. 29. The new platform will replace ShowingTime to schedule listings 
online from within the HMLS Matrix system.  Follow these easy steps to claim your BrokerBay 
profile, setup Showing Defaults, setup Showing Instructions on your listings, and attend a training 
webinar to learn about the BrokerBay integrations in Matrix. 

1. Claim your BrokerBay Profile 
 For licensed Agents, Brokers and Office Managers, find the BrokerBay icon on the 

Heartland MLS Dashboard or Matrix External Links and click to access the activation 
process.   

 

 

https://www.brokerbay.com/mls/heartland-brokerbay
https://heartland.clareity.net/
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2. Review your Profile and Create a Password 

 

 Your username (email address) and password can also be used on BrokerBay’s 
website, https://www.brokerbay.com/ or the BrokerBay Mobile App. 

Apple App Store:     Google Play Store: 

                        

https://www.brokerbay.com/
https://apps.apple.com/ca/app/brokerbay/id1493427772
https://play.google.com/store/apps/details?id=com.brokerbay.mobile&hl=en_US&gl=US
https://apps.apple.com/ca/app/brokerbay/id1493427772
https://play.google.com/store/apps/details?id=com.brokerbay.mobile&hl=en_US&gl=US
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3. Setup Showing Defaults and Showing Instructions on Listings 
 

 Navigate to the upper-right of 
the BrokerBay Dashboard and 
click the down arrow next to your 
initials and select Account Settings. 

 
 

 
 Click on Listing Settings and 

complete your default settings that 
you would use on 80 percent of 
your listings.  These defaults are 
now set for all new listing showing 
instructions, and you can then 
change these defaults on the 20 
percent of listings that don’t need 
the defaults 

 

 
 

 

 

 

 Navigate back to the BrokerBay 
Dashboard and complete the 
Showing Instructions on the 
listings in your Tasks area by 
clicking Configure Instructions. 

**Please Note, an Agent may purchase 
the call center option for $15 per month 
for unlimited listings with no contract if 
there is a need for call center 
capabilities for the seller or agent. 
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 For complete information on configuring showing instructions please watch this  

3-minute how-to video. 

 

4. Attend a BrokerBay Training Webinar to learn more 
 Register for Live Training Webinars for Heartland MLS Subscribers Here 

 
 If you can’t attend one of the scheduled webinars, you can watch a recorded 

webinar or training webinars are ongoing after launch for anyone on Tuesdays and 
Thursdays @ 1:30 pm Central by Registering Here. 

 
5. BrokerBay options during Input of Listings 

 Upon Input of new listings in Matrix you will now see the option to select a Showing 
Service, listing-by-listing on the Office Tab.   

 
 Selecting BrokerBay (default) will turn on the showing link/icon for your listing in 

Matrix.  Selecting None will turn off the showing link/icon for your listing in Matrix 
and should only be used if you are not using BrokerBay to facilitate showings.  For 
either selection you will still need to fill out the Showings Co-op Contact field.  If 
using BrokerBay online, simply type BrokerBay, or BrokerBay OL, or Online.  If using 
a call center service, please type in that phone number. 

 

https://vimeo.com/697097708
https://us06web.zoom.us/webinar/register/WN_Q4-bmsYaTdaFEjy4muNwSQ
https://vimeo.com/772160370/9fb83960bc?ts=60000
https://vimeo.com/772160370/9fb83960bc?ts=60000
https://carrier.zoom.us/webinar/register/WN_0cVNO81HSAqZvdTQAhmDuw
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 When BrokerBay (default) has been selected in the ShowingService field, a small BrokerBay 
icon will appear in the single line display as well as the 360/Full display to click on for setting up a 
showing.  If no BrokerBay icon is displaying, then None was selected in the ShowingService field 
and you’ll want to next reference the Showings Co-op Contact field for further instruction / 
direction. 
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6. Scheduling Showings or Tours on Listings from Matrix 

 Click on a BrokerBay icon to be taken into the BrokerBay system to schedule a 
showing on a listing, or click on a few listings then the BrokerBay action bar button 
to start a tour of showings.  Detailed instructions on booking a showing are included 
in this short video. 

 

 

Other Resources Available 

 Register for a webinar, view the FAQs, and read more about BrokerBay, all on the 
Heartland MLS BrokerBay landing page. 
 

 BrokerBay Knowledgebase and Help Center 
o How to Book a Showing 
o How to Add Showing Instructions 
o How to Process a Showing 
o How to Resend a Showing Notification 
o How Do I Pull a Report of Showing Activity 
o How Can I Collect Agent Feedback 
o How Can I Send Feedback Directly to My Client 

 
 BrokerBay Support is available here or connect with your Heartland MLS Help Desk at 913-

661-1600 option 2 or via email at hmls@heartlandmls.com 

https://vimeo.com/700929926/a2caeec597
https://vimeo.com/700929926/a2caeec597
https://www.brokerbay.com/mls/heartland-brokerbay
https://brokerbay.zendesk.com/hc/en-us
https://brokerbay.zendesk.com/hc/en-us/articles/360013223852-Booking-A-Showing
https://brokerbay.zendesk.com/hc/en-us/articles/360012563592-How-To-Add-Showing-Instructions
https://brokerbay.zendesk.com/hc/en-us/articles/360031371671-How-To-Process-A-Showing
https://brokerbay.zendesk.com/hc/en-us/articles/360044673792-How-Do-I-Resend-a-Showing-Notification-
https://brokerbay.zendesk.com/hc/en-us/articles/360016067752-How-Do-I-Pull-A-Report-of-Showing-Activity-
https://brokerbay.zendesk.com/hc/en-us/articles/360031591971-How-Can-I-Collect-Agent-Feedback-
https://brokerbay.zendesk.com/hc/en-us/articles/6855760690957-How-can-I-send-feedback-directly-to-my-client-
https://brokerbay.zendesk.com/hc/en-us/requests/new
mailto:hmls@heartlandmls.com

