
Canopy MLS:
Get Started!

Presenter
Presentation Notes
Hello, and welcome to “Canopy MLS: Get Started.” 
Our team is here today to share the information you need to succeed as a Realtor®. 
Our region is growing quickly, and Canopy MLS is the most comprehensive source for accurate real estate listings. 
Think of us as your technology hub. Today we’re going to cover several important areas. 
We’ll take you through policies; member benefits, technology and tools; a demonstration of our electronic key and lockbox system, and a look inside Matrix, our online MLS platform. 
After you complete “Canopy MLS: Get Started” we want you to feel confident in starting your career along with a full understanding of all that’s available to you at Canopy MLS. 
Remember, we’re always here to help you succeed, every step of the way. 
So let’s get started! 




Canopy MLS Orientation

● This is only the MLS portion of your professional development.  You 
will also need to check with your local Realtor® association about 
specific membership requirements/additional classes.
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Learning Modules

● Canopy MLS Technology and Tools / Member Benefits

● Electronic Key and Lockbox Systems

● Canopy MLS Policies

● Matrix™ 101

4



Your Real Estate Toolbox
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Presenter
Presentation Notes
We are more than Matrix. 
We offer many technology tools and apps included in your member benefits. 
Be sure to download these apps on your mobile device. 
After you complete orientation and receive your MLS password, that same password will work for each of these apps. 




Your Real Estate Toolbox
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ShowingTime is our showing service that gives you the ability to manage showings on your listings and schedule showings for your buyers. 
ShowingTime.com and the ShowingTime mobile app also track showing activity and feedback. 



Your Real Estate Toolbox
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Realist is a web-based public record service that integrates with Matrix to deliver up-to-date public records for all counties in N.C. and S.C. (146 in total). 
These services marry MLS listing information with robust public record features. 
To get the Realist mobile app, after you complete Get Started and receive your MLS password, log into Matrix and click on Realist Tax Search. 
Click on the Realist Mobile link at the top right then complete the registration form.  
You will receive an email invitation to download the app.



Your Real Estate Toolbox
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SAM (Statistical Analysis Module) allows you to position yourself as a market expert. 
Use SAM to create fast and easy reports, charts and presentations about the current market. 
SAM is an interactive market analytics Web tool for custom documents. 



Your Real Estate Toolbox
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Homesnap Pro is the technology partner for the Broker Public Portal, which is a nationwide collaboration between brokers and MLSs designed with the objective of building an alternative consumer home search experience that is a not-for-profit extension of the MLS value proposition. 
Homesnap allows you to send Rapid CMAs, connect and collaborate with your clients, other agents and more. 
It also allows you to “snap” a picture of a property with your device to instantly receive data about the property.



Your Real Estate Toolbox
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RatePlug is a tool for MLS Subscribers, lenders and prospects. 
Through the "Customer Reports" that MLS Subscribers provide to prospects via email and the Client Portal, the homebuyer can play "what if" with the numbers to find the mortgage program that best fits their home-buying scenario. 
Interested? In Matrix, click the "RatePlug" link on the “Resoures” tab in Matrix. 



Your Real Estate Toolbox
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We have partnered with zipLogix to make zipForm® MLS Connect available to zipForm® Plus users. 
This allows residential listing data to be easily imported or pushed into zipForm®.  



Your Real Estate Toolbox
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Remine combines consumer data and property data onto a single platform that delivers more actionable intelligence to real estate agents than any other tool.



Your Real Estate Toolbox
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We have partnered with Move/ListHub to provide data syndication to more than 900 real estate channels on the internet. 



Your Real Estate Toolbox
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RPR (Realtors® Property Resource) and app: RPR has more than 147 million property records that have layers of data such as zoning, permits, and mortgage and lien data, schools and the largest database of foreclosure information in the industry. 
Realtor® members also have localized MLS active and off-market data integrated. 



Your Real Estate Toolbox
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realtor.com® Pro Search (and app): This property-centric national database of more than 100 million property records is available right at your fingertips. 
Access property detail information quickly and easily, and generate effective customer reports. 
Find property valuation information from multiple sources and top selling agents in other states to refer relocating clients. 



Your Real Estate Toolbox
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Go CarolinaMLS App: The Go CarolinaMLS app with HomeAssist is a real-time client collaboration app allowing you to trade messages, view favorites, and act on client needs in the moment. 
It contains all of your listing data and your contacts that you save in Matrix and allows you to share the app with your clients using all of the same reliable data that you use in the MLS. 
It has the “find near me” feature and allows users to draw a circle on the screen to search within a specific area. 
It also has criteria to filter the listings by bedrooms, bathrooms, etc. and it is branded to you so your clients know who provided the service to them. 
Inman Select: Members also enjoy a free Inman Select membership, a member discount at the Realtor® Store and the Canopy Real Estate Institute, can attend exclusive Canopy MLS and association events, and more.




MLS Support
Phone: 704-940-3159 / 828-239-2900

Fax: 980-556-7810

Email: support@carolinahome.com

Canopy MLS Knowledge Base (Powered by HappyFox): 
https://carolinamls.happyfox.com

Monday-Friday: 8:30 a.m.-5 p.m.
Saturday: 8:30 a.m.-3 p.m.
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You have access to MLS software support six days a week including Matrix, ShowingTime, Realist, mobile apps, logging in, and other related products.
Add this information to your contacts on your phone.
Well-trained staff members are available Monday-Friday, 8:30 a.m.-5 p.m., and Saturdays, 8:30 a.m.-3 p.m., to answer your questions. We strive to ensure you never need to leave a voicemail during normal business hours, and that you never need to wait longer than 24 hours to have your emailed questions answered.
You may submit requests by phone, e-mail or walk-in. There are also numerous FAQs, manuals and other support documents available to you 24/7 in Matrix.
You have access to free computer training too!  We offer customized Matrix MLS system training; training on Microsoft Word, Excel, PowerPoint, Publisher and Outlook; plus numerous educational opportunities and events at no additional charge. The trained and friendly staff members are also available to come to your office to train your staff.  We even offer webinars!



ShowingTime Service

● MLS-wide showing service

● 24/7 call center

● 800-746-9464 (800-SHOWING)

● Mobile or desktop
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As I mentioned before, you get an integrated, MLS-wide showing service at no additional charge.  
We offer ShowingTime as a member benefit to all Subscribers for all listings.
ShowingTime makes showings easy for Subscribers by providing one phone number and one-click appointment scheduling. 
Subscribers can conveniently update showing statuses, manage showings and share feedback with clients.
Take advantage of ShowingTime service.  
Add this phone number to your contacts too, and don’t forget to get additional training on how to use ShowingTime.  




ShowingTime Service

● Schedule a single showing
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● Schedule multiple showings at once



ShowingTime Service
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Listing Syndication

● Internet Data Exchange (117 vendors) [brokerage to brokerage]

● Office Syndication in Matrix (11 options)

● ListHub (750 websites)

21

Presenter
Presentation Notes
We provide an Internet Data Exchange (IDX) program, a virtual office website (VOW) program, a Broker Download and other contracted download options. 
Plus, we provide 11 office syndication options in Matrix.  
Finally, we partner with Move/ListHub to provide data syndication to more than 154 publishers on the Internet. 
Most importantly, your Canopy MLS provides a comprehensive set of rules and policies that govern the display of listing data by all parties. 
Member Participants decide if and when the firm’s listings are distributed to third parties.
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Governance and Compliance

● Bylaws

● Rules and Regulations

● Listing Data Checker

● Realtors® hold each other accountable
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We are the most reliable source for real estate data because we have rules, and we enforce them.
Our bylaws and MLS rules and regulations are established and enforced by our board of directors, and fully comply with the National Association of Realtors® (NAR). 
The MLS staff use a tool called Listing Data Checker to validate the quality and accuracy of the listing data, and enforce the correction of violations. 
Staff members accept complaints from members, and work diligently to investigate and resolve them.
Each Canopy MLS Subscriber is responsible for complying with the Bylaws and MLS Rules and Regulations as a condition of subscription to the service.




Before You List Property in MatrixTM

● Must be an active member affiliated with a firm

● Must have a signed listing agreement with the seller(s)
○ Effective Date (or Marketing Date)
○ Termination/Expiration Date

● Seller must offer compensation to the buyer’s side

● Co-listing with a non-subscriber is a violation
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Entering a listing without a valid, signed listing agreement is a violation. The following are common errors:
The listing agreement is not signed by all of the owners of the property
Failure to report in the MLS the full gross listing price from the listing agreement.  
A poorly written listing agreement that does not meet the criteria of an Exclusive Right to Sell or Exclusive Agency listing agreement as defined by the National Association of Realtors®. 
Listings submitted to the MLS shall bear a definite and final termination date as negotiated between the listing brokerage and the seller. Reporting an incorrect execution or marketing date or termination date is a violation. 
Failure to offer cooperation and compensation to other Member Participants




Cooperation and Compensation

● Enter all Exclusive Right to Sell Listing Agreements (rental and 
commercial listings are optional)

● Compensation must be expressed as a percentage of the gross-
selling price or a definite dollar amount

● Offers are blanket, unilateral and unconditional
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Violations include listings that stipulate:
Compensation will be based on the sales price minus seller-paid closing costs 
No compensation will be paid to buyers who are real estate licensees




Your Role in Data Quality

● Listing data must be complete and accurate in every detail that is 
reasonably ascertainable

● Never rely on data from a previous listing

● “Zero” or “N/A” is not acceptable in any required field

● If information is not readily available, call the tax office

● Canopy MLS staff proactively monitors select fields
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Keep Originals on File

● Listing agreements

● Offer to Purchase and Contract and addenda

● TRID/HUD statements

● Extensions, withdrawals and terminations
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The listing brokerage is required to keep on file the originals of all the listing forms in accordance with state licensing law and must make them available to Canopy MLS staff upon request. 
A record request is not a violation but can become one if the requested documentation is not provided within two business days.
The North Carolina Real Estate Commission says three years, SCREC says 5 years.  




Complete and Accurate Information

● Although the North Carolina Real Estate Commission (NCREC) does 
not require square footage to be reported, Canopy MLS does:

○ Must be measured according to NCREC Residential Square 
Footage Guidelines

○ South Carolina does not have similar standards or guidelines to 
North Carolina
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Remember not to include any square footage for areas where the ceiling is less than 5’ in height.
The “Total HLA” field includes finished, heated living area above- and below-grade, and directly accessible from other living area through a door or by a heated hallway or stairway. 
“Additional Square Footage” includes heated, unheated or unfinished SqFt not directly accessible from other living area through a door or by heated hallway or stairway (e.g., second living quarters or basement not directly accessible from the main dwelling, detached garage, etc.).  Additional SqFt should be described in the “Remarks” or “Agent Remarks” fields. 




Listing Statuses
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Status Definition
Business

Days
to Report

DOM 
Accrue?

IDX/
Syndication 

Display?

Coming Soon No Show Up to 21 days prior to Marketing Date Optional No Yes/No

Active Currently on the market 2 Yes Yes

Under Contract Show Under contract, seller wants to continue to 
market

2 No Yes

Under Contract No Show Under contract, seller does not want to 
continue to market

2 No Yes/No

Temporarily Off Market Listing agreement still in place, no showings 2 No No

Withdrawn Listing agreement no longer in place 2 No No

Expired Listing contract expired Auto No No

Closed Listing sold 5 No Yes

Presenter
Presentation Notes
If the listing is under contract with contingencies or conditions, but the listing agent leaves the listing’s status as active in the MLS, a violation has occurred.
The listing brokerage must report closed sales within 5 business days. 




Optional: Coming Soon-No 
Show (CSNS)
● Must have a signed listing agreement

● Must use CSNS status form

● Listing moves to active on Marketing Date (max 21 days)

● No DOM!

● IDX and VOW displays only; not syndication

● $1,000 fine for showing a property while in CSNS status.
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Pocket/Withheld Listings

● If the Seller refuses to permit the listing to be disseminated by the 
Service

● Withheld listings - must submit a certification signed by the Seller 
within two business days from the “Effective Date” (or, if applicable, 
the “Marketing Date” if a specific “Marketing Date” is provided in the 
listing agreement)
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Not prohibited, BUT undermines the purpose of the MLS which is cooperation and compensation. 
Written listing agreement required prior to any marketing.  A “Coming Soon” is marketing! 




Limited Service

● Limited service = the listing broker will not provide one or more of the 
following services: 
○ Arrange appointments
○ Accept and present to the seller(s) offers to purchase
○ Advise the seller(s)
○ Assist the seller(s) in presenting counteroffers
○ Participate on behalf of the seller(s) in negotiations

● “Full Service=No”
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A listing is considered “limited service” if the listing broker will not provide one or more of the following services. 
Arrange appointments for cooperating brokers to show listed property to potential purchasers. Instead, cooperating brokers are authorized to make appointments directly with the seller(s). 
Accept and present to the seller(s) offers to purchase procured by cooperating brokers. Instead, cooperating brokers can present offers to purchase directly to the seller(s). 
Advise the seller(s) as to the merits of Offer to Purchase contracts. 
Assist the seller(s) in developing, communicating or presenting counteroffers. 
Participate on the seller(s) behalf in negotiations leading to the sale of the listed property. 




Limited Service

● Buyer agents must report accepted offers and prices that are fully 
executed to the Listing Brokerage in writing within 48 hours 
(excluding holidays and weekends) after the “Effective Date.”

● Listing Brokerage shall report accepted offers and prices that are 
fully executed to the MLS within 48 hours (excluding holidays and 
weekends) after receiving notice from the Cooperating Brokerage.
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Potential Fair Housing Violations

When describing properties in the MLS you should avoid:

● Indicating a preference of one group over another
● Descriptions that relate to race, color, religion, age, familial status, 

national origin, sexual orientation or gender identity
● References to racial, ethnic or religious landmarks nearby

Canopy MLS checks for potential fair housing violations, but does not 
issue fines.
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Inappropriate Branding

● Any information that might lead a consumer directly back to the 
listing agent, listing brokerage or seller

● Branding is not allowed in public remarks, directions, photos, photo 
captions and unbranded virtual tours

● Branding is allowed in agent, company and syndication remarks and 
branded virtual tours
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[Why no branding?  The Client Portal]
Do not include company, agent or seller contact information in the fields that appear on the Customer Report.  It could be construed as communicating directly with the buyer agent’s client, jeopardizing the buyer agency relationship. 
Branding includes but is not limited to: 
phone numbers 
e-mail addresses 
websites that give reference to the listing agent, Listing Brokerage or Seller 
company and/or personal names 
“for-sale” signs (excluding signs required by neighborhood restrictions if the text of the sign is illegible) 
logos 
slogans 
recorded sound that gives reference to the listing agent, Listing Brokerage or Seller 
theme songs 
In addition, Public Fields cannot include content such as: 
any reference to commission, compensation, referral fees or incentives offered to a buyer’s agent; 
any reference to a scheduled open house, model open, sales office open or to a TV showing of the property; or 
instructions to place offers on eBay or other auction websites. 
When in doubt, refer to the policy.  http://www.carolinarealtors.com/files/branding.pdf 




Digital Images

● Photo required immediately upon saving a listing as Active

● Exceptions: land, or if the seller opts out

● Take your own photos or contract with a photographer

● Do not copy other agents’ photos

● Respect copyrights

● Virtual staging

● New construction:  If using a photograph (excluding artist renderings) 
that is similar to but not a photograph of the actual listing, you must 
include the disclaimer “example photo" across the photograph. 
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Written documentation requesting that a digital image not be submitted, signed by the seller, should be available for review if requested by Canopy MLS staff for Sellers who expressly direct that photographs of their property not appear in the MLS. 
For new construction only, if using a photograph (excluding artist renderings) that is similar to but not a photograph of the actual listing, users must include the disclaimer “example photo" across the photograph. 
The Listing Brokerage must obtain the necessary rights to use and reproduce the Media from the copyright holder for use by the MLS and all other authorized entities anywhere the MLS data is intended to appear. By submitting Media to the MLS, the Listing Brokerage grants the MLS and the other Member Participants and Subscribers the right to reproduce and display the Media in accordance with these rules and regulations. 
To read the entire photo policy visit http://www.carolinarealtors.com/files/Photos%20Policy.pdf.
Disclosure of virtually-staged photo(s) is required to be readily visible on the image, and a non-staged image must be included immediately following or preceding the virtually-staged photo(s).



Security

● No lockbox/security system codes in the MLS ($100)

● An agency agreement is required to install a lockbox ($500)

● Keep your PIN private ($500)

● Never attach PIN to Supra key or SentriKey card ($500)

● Never loan your key ($1,000)
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These are our most costly fines. 
It is a violation to include a combination lockbox code or security system code in any field of the MLS system. 
The property owner, as well as any tenant(s) in possession of the property, if applicable, must provide prior written authorization to install or use a lockbox before a lockbox is installed or used on any piece of real property. Canopy MLS requires a written agency agreement to install or use an iBox on any real property. 
All key holders must maintain the security of the equipment as well as the personal identification number (PIN) of their key and any lockboxes they own.  
Agents are prohibited from attaching their confidential PIN to any Supra product, key or lockbox. This includes writing your PIN on a piece of paper and keeping it with the key or taping it to the key or lockbox. 
Use of any Supra product by an unauthorized individual is also a violation. Only key holders who have signed a lease agreement with Canopy MLS may use a Supra key. Loaning your key to another individual, whether that individual is another agent, a spouse, best friend or assistant, is a major violation.



Security
● Always make an appointment ($500) 

● Make sure you’re at the right house before you open the door.
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Canopy MLS requires cooperating brokers to make a showing appointment with the listing brokerage prior to entering a listed property submitted to the service, unless otherwise instructed in the listing.
Failure to do so is a $500 fine!



Security

● Protect your login name and password

● Immediate $1,000 fine for sharing with anyone

● Everyone using Matrix must have their own login, including 
assistants and teammates

● Security software detects possible password sharing
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Each user must use his or her own MLS login name and password, and he or she shall not disclose a MLS login name or password to anyone. The fine for this violation starts at $1,000!
Listings that are co-listed with other licensees who are not Member Participants or Subscribers of Canopy MLS are prohibited. 



Questions?
Phone: 704-940-3159 / 828-239-2900

Fax: 980-556-7810

Email: support@carolinahome.com

Canopy MLS Knowledge Base (Powered by HappyFox): 
https://carolinamls.happyfox.com

Monday-Friday: 8:30 a.m.-5 p.m.
Saturday: 8:30 a.m.-3 p.m.
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Thank you for joining us today for the Canopy MLS Orientation. If you have any questions, please reach out to us. 
Remember, we’re always here to help you succeed. 
Think of us as your technology hub, with a range of tools you need to navigate this competitive industry. 
Thanks again -- we’re glad to have you as a member! 
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