REAL ESTATE CLIENT MANAGEMENT
QUICK START GUIDE

The purpose of the quick start guide is to help you get started using the Real Estate Client Management (RECM)
product quickly. For a more in-depth quick start, watch the Overview Tutorial video at:
www.RealEstateClientManagement.com/Tutorial.aspx

When you first open Microsoft Outlook after the installation, you'll notice a new menu item (RE Client Management)
and a new contact folder (Contacts-Real Estate). We'll walk you through each of these.
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RE Client Management Menu
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1. Show clients. Opens the “Contacts — Real Estate” folder. This is where your Real Estate Contacts are kept.
2. New Client. Creates a new Real Estate Contact. We’ll walk through the forms in the next section.
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3. Convert to Outlook contacts. This will convert your RECM contacts back to the standard Microsoft Outlook format
and copy them to the selected “Contacts” folder.

Convert Qutlook contacts te RECM contacts ==
Copy from Contacts Convert Selected
Full Name | Company | Mobils Phone | Business Phone |
[ Jane Doe (678) 5551212
[ John Doe (301) 555-1315
[T Select Mone ¥ Select All I~ Delete original contacts after mn‘{ersior/,
-

a. Select “Copy to ...” to select the folder you’d like the converted contacts copied to.

b. Check the contacts you wish to convert and then select “Convert Selected” to convert the contacts back to
Microsoft Outlook format.

C. Click on “Select All” at the bottom of the form to select all your contacts.

d. Click on “Select None” to clear all selections

€. Check “Delete contacts after conversion” to delete the old contacts after conversion.

4. Convert to RECM Contacts. This allows you to convert your standard Microsoft Outlook contacts to RECM format.
The Microsoft Outlook contacts will be left in their current folder and a copy created in the “Contacts — Real

”
Estate”.
Convert RECM contacts to Outlook contacts =)
Contacts Convert Selected
Full Name | Company Mobile Phone Business Phone

[ John Doe (301) 555-1315

[” Select Mone W Select All ™ Delete original contacts after oowerslor/,
i

a. Select “Copy From” to choose the folder you wish to convert the contacts from

b. Check the contacts you wish to convert then select “Convert Selected” to convert the contact to RECM
format

C. Click on “Select All” at the bottom of the form to select all your contacts.

d. Click on “Select None” to clear all selections

€. Check “Delete contacts after conversion” to delete the old contacts after conversion.

5. Campaigns. This allows you to create Campaigns Templates such as Action Plans or Drip email that you can apply
to clients. Each campaign can consist of emails, appointments, and tasks. You also have the ability to import
campaign templates that we’ll put on the website. We’ll cover this in more detail in a later section.
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Campaigns =) = s

Subject [
Website Frospect Campaign - 15 Emails
WWebsite Prospect: 15 Email Buyer Campaign

EO| | |

6. Register... Register your product with your Email address you used to purchase RECM and the Key that was sent to
you with your order. Visit www.RealEstateClientManagement/BuyNow.aspx to purchase RECM.

Registration El

Trial for anather 30 days

Email: ||

ey |

Set

7. About. Shows information on RECM such as version number and registration information. If you haven’t
registered, it will also show the days remaining on your trial.

About RECM
Wersion: 1.0
Licensed to: Trial
Licenze Kew: 1

Draps Femaining in Trial: 30
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CONTACTS - REAL ESTATE FOLDER

When you installed RECM, three folders where created: The main folder “Contacts — Real Estate” and two sub-folders:
“Listings” and “Purchases”. The “Contacts-Real Estate” folder contains Client Contact forms. For each Client, you can
create multiple Seller Listing (stored in the “Listing” folder) and multiple Buyer Purchase (stored in the “Purchase”
folder).
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: File Edit View Go Tools Acdions REClient Management Help Type a question for help =
e New ~ »igat | (@ Back | 2 E QA9 B Business Cards - B
: lew +| X Zied Qe @ BER Y YW "
Folder List « ||83 Contacts.. Doe-Smi [Search Cantacts -Real Estate P-]e|l «
All Folders -3 a 493
=
O] All Outlook Items - BrERiane ab ||| ©
=) €4t Personal Folders Rane. el cd OU
£ Catendar (568) 555-1212 Mobil= s || @
.a_jJ Contacts Jane@Doe.com gh e
i=) |85 Contacts - Real Estate -
{8 Listings LB
184 Purchases k iz
(a] Deleted Htems I z
L7 Drafts m 5
L Inbox & £
\_5?10“"13' Smith, lohn
L@ Junk E-mail : cp
k| Notes John Smith q v
5 Outbox (934) 555-1212Mobile r 2
L_E:j RSS Feeds john@smith, com : e
[i=4 sent Items - :
3 Tasks L23Mah st ) =
L@ search Folders SorEwaCte, CA uv =
w
Folder Sizes
Data File Management... %
¥
,,,,, z
2 e [ e T R .| R
2 Items

a. To create a New Client contact, select “New Client” from the RE Client Management menu. Or, you can
double click within the folder (just like creating any standard Microsoft Outlook contact). This will open a
new Client Form.

b. To open an existing Client contact, just double click on the contact.
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Client Form
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In addition to the Client and their Spouse (significant other) information, there are three new areas: 1) Client

Information; 2) Create a New Transaction; 3) Listing, Purchase, and Family Details tabs. We’ve also marked 4) Activities

— this is a standard page on any Microsoft Outlook form but one that we find a lot of Outlook users don’t know about.

Client Information. This lets you track specific information on the client type, status, probability of a transaction,

why they’re working with you and the source of the lead. You can edit the Reasons and Sources. The other fields

will be used for report generation and are not editable.

Create a new Listing or Purchase transaction (click on the button). Will discuss these forms in a the next sections.
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3. Tabs

a. Client Details. This tab contains client details such as their mailing addresses (home, business, etc.) and

client and spouse email. You can also set client follow up appointments and log client

conversations/events (click the Time Stamp button to time stamp the conversation/event). At the bottom

of the form you can also associate specific contacts with the client and set categories (e.g. buyer, seller).

Client Details ]Family Details ] Listings ] Purchases ] Campaigns ]

Client Follow-Up

Remind

123 Main 5t =
Address... Semewhere, FL 03544 Purpose |Prospect Fallow-Up j Date |22-Jun-09 =3 Time |2:00 PM -
Haome & E-mail ﬂ john@doe.com B2 spouse e mail |Jane@doe.com

Time Stamp | IV This is the mailing address Display As: |J0hn Doe (john@doe. com)

Jun 22, 2009 02:38 AM: Called client and discussed sale of his house. Created listing form.

» 31

-

Contacts. .. Jane Doe

Private |

b. Family Details. This tab allows you to track details like Birthdays, Anniversaries, Children. If you click on

the calendar icon, a date picker will pop up allowing you to enter a date. If you click on the remind button,

then an appointment form will open set to the date you entered. You can chose to make this a onetime

event or reoccurring event.

Client Details Family Details ]Listings ] Purchases ] Campaigns ]

Birthday: |Mone| (=3 Remind Spouse Birthday: |None (53] Remind

Contact Notes: Spouse Notes:

Anniversary: |Mone H Remind

Children

Mame Birthday Notes

J Remind

|None

J Remind

|None

J Remind

|Nune

|
|
‘ |None
|
|

|
|
J Remind |
|
J Remind |

|None

C. Listings. If you have created and saved a listing then it will appear on this tab. You can double click the

Listing to openit.

Client Details ] Family Details ~ Listings ]Purchases ] Campaigns ]

Listings (Double Click Listing to Open)

Status | Transaction Name Street Address

Active 123 Main 5t
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d. Purchases. If you have already create and saved a Purchase then it will appear on this tab. You can double
click the purchase transaction to open it.

Client Details | Family Details | Listings Purchases ]Campaigns |

Buying Activity (Double Click Activity to Open)

Status Transaction Name Street Address

Requirements Definition loream e |

€. Campaigns. This tab allows you to apply campaigns templates that you have created or imported to an
individual client. Campaign templates will be covered in a later section, including the usage of this tab.
But, as a quick explanation, campaigns are a series of customized emails, appointments, and/or tasks that
you set to execute on a specific number of days after you apply the campaign to the client (e.g. send
customized email on 10 days after applying to client).

In the left box are the available campaigns. The right box shows the campaigns you have applied to the
client.

Client Details | Family Details | Listings | Purchases Campaigns |

Available campaigns Member of Following Camapigns

Subject | Subject Statuz
“website Progpect Campaign - 15 Emails
“website Progpect: 15 Email Buyer Campaign

<-- REMOVE

i. Add campaign. Apply a campaign by selecting the campaign in the box on the left and then click
the Add button. Once you’ve applied the campaign, the customized events (emails, appointments,
tasks) are created for that client.

ii. Remove campaign. To remove a campaign, select the campaign you wish to remove from the box
on the left and click the remove button. Any future events (emails, appointments, tasks) will be
deleted.
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4. Activities Page. This is very powerful tool found on any Microsoft Outlook contact form and we’ve incorporated it

into our form as well. Basically it allows you to find activities (emails, appointments, tasks, etc.) that are associated

with this contact.
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LISTING FORM

Forms for each Listing transaction are kept in the Listing folder. We strongly suggest that you only create Listing Forms
via the Client Form. This ensures that the each listing transaction is properly associated with a specific client.

There are four main pages on the Listing Form: 1) Property Information; 2) Listing Agreement; 3) Offer; and 4)
Contacts. This guide will give a quick overview of each.

PROPERTY INFORMATION PAGE

1. CLIENT TO LISTING FORM RELATIONSHIP

At the top of the Property Information there are two critical fields: Client and Transaction Name. These two fields
are combined (<client name> <transaction name> ... i.e. John Smith 123 Main St) to create a unique identifier for
the transaction. If you were to look in the Contacts — Real Estate / Listings folder, you would see the below form
named “John Smith 123 Main St”.

Eliant |J0hn Srnith Select Client I(Transaction I‘-lam;”, |123 Main 5t [V iUse Street Address! )

Property Details l Photos And Tours ]

123 Main St ~—  Status Active j List Price $793,000 List Date 18 December, 2008 [
Somewhere, CA
Area | j Qrignal Price [$0 Expiration Date |21 June, 2008 TEl Remind
Subdivision | J Sale Price $0 Sale Date Mone 53|

W Use Client's Home Address

If you create the Listing form from the “New Listing” button in the Client Form, then the Client’s Name is
automatically filled in for you and a relationship established between that client and this listing. If you choose to
create the listing form another way (e.g. double clicking from within the listing folder) then you’ll need to click the
“Select Client” button and choose a client to associate the listing with.

Notice that if you create the listing from the Client form, the listing address is automatically filled in using from the
clients home address. To enter a different address, uncheck the “Use Client’s Home Address”

The “Transaction Name” is uses the Listing’s street address as default. If you enter a different name, uncheck “Use
Street Address”.

We strongly recommend that you create your listings through the Client Form. This will ensure that a proper Client
to Listing relationship is setup. And, fills in the critical parts of the Listing form for you.
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2. PROPERTY DETAILS TAB

Except for the street Address, the other fields on the Property Details are optional. But, we would recommend
filling in at least the “List Price”, setting the List Date, and setting the Expiration Date.

Praperty Details | Photos And Tours |

e 1273 Main St Status
Somewhere, CA
Area
Subdivisian

¥ Use Client's Home Address

General Details

IE;,.,\ - 3 & ¥ 7 John Smith 123 Main St - RECMListings

=

e RECMListings Insert Format Text Develaper

u il %Save SR [ — (7} Listing Agreement \i} :,_éWeb Page I & %IE_ v (%) Private ABC
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Close x Information| | Contacts = Card - - up~ 3‘/ Check Names -
Adtions Show Communicate Options Proafing

Sk JJohn Srrithy Select Client | Transaction Mame 123 Main 5t Vi

$798 000 List Date

Active | ListPrice 18 December, 2008 [
| Orignal Price |$0 Expiration Date |21 lune 2008 = Remind
Sale Price $0 Sale Date Mone S|
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Tipe 1Smgle Family -

1|$':"C"J Tax Year

5S¢ Ft {IJ SqFt Source |PL|in-: Recaord :J
Garage{?. Car - Additional Parking

Room Details
Bedrooom

o =]

Bath- Full [0 =

Living Room
Family Rooam
Bath-3/4 Great Room
Bath- 1/2 Kitchen

Bath - Tatal laundry |0 =

Fireplace |0 =
Office
Study/Den |0 =

Loft |0 =

Style -
1I‘-lotA|J|JIi-:aIJIe -

:J Year Built

:J HOA Dues 1|$'3 Frequency

lotSize [0.00  |Ade

1I‘-lone

Other -

[~ Tenant Dcupiec

Attic m
|
v

No: B [ Nightly Rentals Allawed
o -
o ~

Theater/

IMedlia Room .
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Purpose:
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Faol 1I‘-o

[ Other Restrictions
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To create a reminder for the Expiration date, click the “Remind” button. This creates an calendar appointment

with the subject being the Listing Expiration : <client Name> - <transaction name> (in this case Listing Expiration:

John Smith - 123 Main St).

i} Address Baok

| Spellin
8 check Names e

Prasfing

delress:

Sun Mon Tue Wed Thu  Fri

1 3 4 5§
o809 10 11 12
14 18 168 17 18 18
P 22 23 24 35 B

List Date

|18 Decembir, 2008 ;]/'
Expiration Date 121 June, 2009 E Remind
]None £l \

Sale Date

A 28 29 ;0

T3 Today: 12/19/2008

Hone I QK I Cancsl]

P 13 N |+ isting Expiration: lohn Smith - 123 Main St - Evan = 3
TCla Listi Expirat lohn Smith - 1 M t - Event x
(B ) =
LT o
- Event Insert Format Text Developer (7]
3 |31 catend
E} O et = B show #si | [] Free -y @ %E = %
K Delete = | [
Save & Appaointment|Scheduling i Reminder |15 minutes ~ Recurrence Time Categorize Spelling
Close ko Forward ~ Zanes - 8 -
Actions Show Options = || Praofing
Subject: iL\sting Expiration: John Smith - 123 Main St |
Location: : I
Start time: | Sun 6/21,/2009 v | | [#] Al day event
End time: |Sun §/21/2009 ~ [ |

You can also edit the values for many of the dropdown fields. These changes will be available for all forms. So in

the example below, the “Area” dropdown was edited. If you open the “Area” field on the Purchase Form, the

values you input here would be available there. We recommend that you take a few moments to enter the values

for your local market — then they will be available whenever you create a new listing or purchase transaction.

Status Active MmN EditComboValues
Area ‘ =

01 - Old Town
02 - Lower Deer Valley

Subdivision
03 - Deer Crest
14 - Upper Deer Valle
. _<Edit this list..>

Taxes 1$U.DO

Values

(X

01 - 0ld Town
02 - Lower Deer Yalley
03 - Deer Crest
04 - Upper Deer Valley

zcord j Lot Size |G.UD 1Acre

anal Parking Maone

E] Fireplace IU vi Attic

3 Office |0 vi Theater,

eV alue

Add Mew Valug
Remove Selected

Cancel
Done

Media Raom
= e

T TeL MeItTIea T

I
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3. PHOTOS AND TOURS TAB

To upload a photo, click on the browse button under the image. This will pop-up a file selection window. Navigate
to the windows folder containing your image, select it, and press Open. Future releases of the Real Estate Client
Management application will use the information of this tab to create flyers and other documents.

= & ¥ | John Smith 123 Main St - RECMListings

—’ RECMListings Insert Format Text Develaper

= : > = — [ | Listing Agreement » L!!] Web Page 9;) =N = (5] Private ABC
H k\;hSave&New \) ﬁ JE

|| Offer o> Map [kl Address Book
S5ave & U Delete Property

Call Business Picture Categorize Follow Spelling

Close Information| | Contacts - Card - Up~ 8, Check Names
Actions Show Communicate Options Proofing
Client |Jghn Smith Select Client Transaction Hame 123 Main 5t ¥ Use Street Address
Property Details  Photos And Tours |
4 ™
Image 1l Image 2 Image 3 Image 4 Images

Browse Delete Browse Delete Browse Delete Browse Delete Browse Delete

A /S

Image i Image 7 Image & Image 9 Image 10

Browse Delete Browse Delete Browse Delete Browse Delete Browse Delete

Vicleo Taur [Enter YouTube link starting with http:/

Property Website Link [Enter Link starting with http://) Virtual Tour Link (Enter Link starting with http:/ 7
Ihttp:- www.RealEstateClientManagement.cc Browse | Browse |J|'1=EIXUUG-SB.Q&-:-JIN'?_:0x54ab<l6&.lmr-_'ler=1 Browse

(Mate: You can apen the property website virtual tour, or video tourin Internet Explorer, Then copy the link and paste it into the appropriate box)

At the bottom of the Photos and Tours tab, you can enter the web links to your Property Website, Virtual Tour,
and YouTube Video Tour. After entering the link, you can click on the “Browse” button to open the link in Internet

Explorer (or your default browser if you use a different one).
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LISTING AGREEMENT PAGE

The Listing Agreement tab allows you to track critical details of your listing from a Checklist of items to consider when
you first take the listing to tracking which documents you have on file. We’ve also included a tool to estimate your

commission.

5 4 ¥ 5

N

5
—j RECMListings

Hl ﬁ]ﬁ Save & New -

Insert Format Text

() Offer
Save & X Delete Property . _
Close Information || Contacts
Adtions Shaw

Commissions and Fees

Computed from List Price if no Purchase Price entered

an the Offer Tab
$23,940.00
$23,940.00

Seller Agent Commission 3%

Buyer Agent Commission 3%

Total Commission 0% $47.880.00
Referral Fee * % $0.00

Buyer Agent Bonus

F$0.00

Est. How Much You Will Earn

Office Fee {Spliti * 20% $4.788.00
Franchise Fee ™ 6% $1.435.40

Other Fees (% * 0% f0.00
$0.00

$17,715.60

* Computed as percentage of Seller Agent Commission

Other Fees i§)

Total Est. Earning

Special Terms and Restrictions

[ Keybox Mot Allowed

I Yard Sign Mat Allowed

.- Dipen Haouse Mot Allowed

) Agent Present for All Showings

) Special Terms and Instructions

|j |.j Listing Agreementi

John Smith 123 Main St - RECMListings

T =

Q, A 23 [2] B W
7 Map - | |

Call Business Picture Categorize Follow

= Card =
Communicate

Develaper

Options

— Checklist

v Signed Listing Contract
v Signed Agency Agreement
v Signed Seller Disclosures

[~ Pravide Client Suggested Property Improvements

W Complete MLS Datasheet
W Upload Listing to MLS

W Get key

W Install Keybox  Codle:
Serial Mumber:

| [ Install Sign

W Schedule Office Tour

17672008 12:00 P EI Remind
¥ Schedule Realtor Tour 1/7/2009 10:00 AM 31 Femind
Mane CE|  Remind

[~ Take Pro perty Photaos
[ Add Listing to Website
I~ Just Listed Cards

[~ Create Flyer

(&) Private
[kl Address Book
Up~ 5‘/ Check Names

v

Spelling

Proofing

Documents On File

v Listing Agresment
B Agency Agreement
[ MLS Datasheet

W Seller Disclosuras
[~ 1031 Exchange

[~ Appraisal

[~ Ashestas Inspecian
[~ ccams

I Financials

I Flaad Plain

I Greenbelt

[~ HOA Minutes

I~ House/Flaar Flans
[~ Lead Baserd Paint

[~ Mald Inspedian

[ Permits

[ Peculation Test

K Praperty Inventory
I~ Plat Map

.- Preliminary Title Rpt
[~ Radaon Test

[~ Rental/lease Agres
[~ Rental Revenue

.- Survey

I~ Utilities

[ warranties

Drag & Drop documents to store
them within the contact farm,

Lisking
Agreement., rkf

Disclosures.doc

| » 50

Seller

You can also store critical documents within the associated transaction. Simply drag and drop the document from a
windows folder or from an email into the document storage area. No more searching for documents ... the critical
ones are now stored within the Listing form.

v|¢’|

Search

@uw| <« Real Estate Documents

File Edit View Tools Help

. Organize ~ D@ Views -

=
E: MName Date taken Tags »
r T 7 Drag & Drop documents to stare

Ff Documents @ @ them within the contact farm,

Pictures = \\~> = =

Music Seller @ 4 &
. N Disclosures.rt Drag And Drop . Seller = = 2
4 Recently Changed Disclosures.rt == —
2 : f Onto Form i

More » f Listing Seller

B Agreement. rtf Disclosures.it
Folders A f 7
1 item
b
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When you take the listing, you normally will schedule for the listing to be on your Office and Local Realtor Tours and to
take the Property Photos. You can schedule the date and time for the tour. To set the date and time, can just
manually enter them. You can also set the date by clicking the calendar icon which will bring up the Date Picker ...
choose the date and select “OK”. Then set a Reminder/Appointment by clicking on the “Remind” button. This will

Create
v Complete MLY Datashest
v Upload Listing to MLS
W Get key Sun Mon Tue Wed Thu Fri Sat poalE
28 23 3 #1123
¥ Install Keybox  Code: 4 5 4% 7 8 9 10
LAAT @13 14 15 18 17
Serial Mumber: 19 20 21 P2 23 024
“1 25 2 ZF 28 23 30 #
[~ Install Sign ) 3 il g B 7
| | € Today: 12/19/2008
v i 1/6/2008 12:00 PM =] ] to store
v Schedule Office Tour ] /B =l fo
= |
¥ Schedule Realtor Tour 1/7/2009 10:00 AM B be J ok J Gafice] ‘ =
— T B
[ Take Property Phatas Mane CEll  remind , =4 =4
| \ Listing Seller
Aarssment_rHf Lisrlnsures doc

[~ Add Listing to Website

I.-’E,;\ = = o~ # | = Listing Expiration: John Smith - 122 Main 5t - Appointment = ™ X
[~ Just Listed Cards y =
Appointment Insert Format Text Developer (7]
[ Create Flyer e x 2
12 Calend f‘i T
HJ —Z L { ul E Show As: | [l Busy = t }; """ L : ?
)( Delete : _—"; q
Save & Appointment|Scheduling | 4 Reminder: 15 minutes - Recurrence Time Categorize 5pelling
Clase ‘b Forward ~ Zones = L =
Actions Shaw Cptions || Proofing
Subject: iOffice Tour: John Smith - 123 Main 5t |
Location: | vl
Start time: | Tue 1/6/2009 | [12:00 Pt v | Al day event
End time: | Tue 1/6/2009 ~ | (1230 PM v
E‘aj
F
-
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Offer Page

The Offer Tab contains critical information on any offers you receive on the property. If the offer falls through, you can
clear all the information, including reminder appointments by clicking the “Clear Offer” button on the upper right side
of the page. You also have the ability to set dates and reminders for critical deadlines.

-'\__ i b i John Smith 123 Main St - RECMLIstings

RECMListings Insert Format Text Develaper

u i’ i ﬁi-h e R |_‘;‘ ("7} Listing Agreement \{\» i#] Web Page "g_ Q -] vv £} Private ABC
[f__| Offer| o> Map ¥ L 'JE [kl Address Book d
Save & )( Delete Property Call Business Picture Categorize Follow Spelling
Cloze Infarmation | Contacts - Card - - Up~ 8‘, Check Names v
Actions Show Communicate Options Proofing
Offerred Purchase Price |$795.000.00 v offer Accepted Clear Offer
Offer Amounts | Purchase Contingencies | Contract Deadlines

[~ Purchase Cantingent an Appraisal
Earnest Maney $7.000.00 Seller Response Deadline |12_.19.-2003 —_;Ij Reitid I

I~ Purchase Cantingent on Financing

Loan Amount $755.000.00 Fivsncing e ’m Earnest Money Deposit |12_"22_"2008 EJ
Eash §1& 40,08 Terms | Attorney Review |12_"25"2008 EJ Remind
shLEhancnogl]sa00 [~ Buyer Approval of Seller Disclosures Seller Disclosures To Buyer |12_"25"2008 EJ Remind
i A8 [~ Buyer Approval of Physical Praperty Canditian Inspections Deadline |l_ 16/2009 EJ Remind
Jets! RO [~ Ability ta Obtain Hame Owners Insurance Appraisal Deadline |l_ 16/2009 EJ Remind

Seller Paid .00 j I
Clasing Costs |$ 3 W | Loan Denial Deadline |1'28'2l]l]9 . Remind

% | Closing Deadline |1_'30-2|]|39 EJ M
Seller Concessions | |None EJ Renitai I
| |None EJ Remind
| |None EJ Remind
| |None EJ Remind
Includes the following: Excludes the following:
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Contacts Page
The Contacts page gives you the ability to associate other people that are critical to the success of the transaction —
from the Buyer’s Agent to the Attorney to the Inspector to other critical people.

W] 5 5 ohn Smith 123 Msin St - Listings e
hY @ 7 lah th 123 M 1 - RECMListing X
RECMListings Insert Format Text Develaper '@'
u ﬁl % e AT |_‘_=‘I :l Listing Agreement % :ﬂ Web Page i| = EJE, & Prate uli(
| Offer 7> Map !J ! [l Address Book -
Save & Delete Froperly Call Business Picture Categorize Follow Spelling
Close x Information |__| Contacts - Card c - Up~ B‘, Check Mames =
Actions Show Communicate Options Proofing
Mame Campany Cell Warl
Buyer's Agent  [aokup ] | | | Open Appointment
Attarney  Loakup ] | | | Dpen Appointment
Appraiser  Laokup ] | | | Dpen Appointment
HOA Contact |aakup ] I | | dpen Appointment
Rental Company  Loakup ] | || | Open Appaintment
PestInspectar  |oakup I | | | Open Appaintment
Froperty Inspectar  [oakup I | | | Open Appointment
Property Mgt Company  Laokup I | | | Open Appaintment
Refferring Agent  Loakup I | | | Open Appaintment
Title Escrow Officet  Loakup | | | | | open | Appaintment
Laakup I | | | Open Appointment
Loakup I | | | Open Appaintment
Loakup I | | | Open Appointment
Loakup I | | | Open Appaintment
Loakup I | | | Open Appointment
Loakup I | | | Open Appaintment
Hame Home Cell Waorlc
Tenant/Occupant  Loalkup I ] ] Dpen Appointment

To associate a contact click the “Lookup” button. Select the contact and double click it with your left mouse button.
Now the person is associated with this transaction.

PestInspectar Loakup ]
Real Estate - Contacts
PropertyInspectar Loakup

L. Select Folder Cantacts
Property Mot Company  Loakup E

[3
Bill Wdilliams (935) 555-3910

Double Click the Name with Left Mouse Button

Pestlnspe{turm [ J
Praperty Tnspector T oo JRUIJErtWEst |Flum\a Property Inspecotars |(935_\ 5557345 ‘(935_\ 555-8736 Qpen | Appointment
Property Mat Company  Loakup J | | ‘ —JODEH Lo
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To open the contact’s Contact Form, click the “Open” button. This is useful if you need to send an email to the
contact.

PestInspector  |ogkup J ] | | DOpen Appointment
JRobert West IFlorida Property Inspecators |(935! 555-7345 |t535! 555-8736 Appointment
Property Mot Company Laakup J ] | | / apen Appointment
Refferring Agent  |oakup r (61 H Bl Robert West - Contact / - B X
Ut —

Property Inspector

Ttle/Escrow Officer  Lagkup Contact Insert Format Text Developer

g"_‘ EJSBVE&NEW'

e I B, e | @ dwerse| 23 [T B N Dewc | ABG
i A Certificates 7 Map " : [LEl Address Book
Save & G I| Details call Business Picture Categorize Follow Spelling
Lookup r cloce X Deiete = Al Fields Z Card = v Up~ B Check Names %
Actions Show Communicate Options Proofing
Lookup — —
ook ]"‘ [Ful\ Mame... ] |Robert West | | Robert West
oakup :
Company: | Florida Property Inspecotars | IFlljc;;ii;r’operty Tnspecakors
] Lookup r Job title: |Insped:or |
{935) 555-8736 Work
Lookup r File as: |West, Robert - | {235) 555-7345Mobile
5 Robert. West@FloridaPropertyInspecto...
Internet
[ikﬂ E-mail... ]E] |Robert.West loridaPropertyInspectors. com |
Tenant/Occupant Lookup r i |
Display as: | Robert West [RohErtWest@F[nridaPropertyInspectors.corri Notes
Web page address: | | E’El
IM address: | | .A.
Phone numbers [
[Business.. |- [m3siss54736 |
) |
[Eusiness Fax... ]E] | |
[Mobite.. (-] [i3s15557345 |
Addresses
Business.., E]
[[] This is the mailing
address L4
e

You can also set an appointment with the contact (e.g. the Property Inspector) by clicking the appointment button.

PestInspedtor  Laakup | ] ] I I Open Appaintment
Property Inspectar  |aokup | ]RobertWest ]FIoricIaPropert_vlnspecotors |(935:555-?345 I(S35:555-8?36 Open
Property Mgt Company  Loaokup | ] ] I I
Refferring Agent  Loakup | (Oa H9 Y s 7 Property Inspector Robert West - Event /
Bt 5 =
Title/Escrow Officer  Laokup | | Event Insert Format Text De\reiup_er - L]
| I | (3] catendar EE : Show As: Free - Y @ gﬁ
Lookup g )( helie " H - ﬁ _D z \_, "
| Saved Appaintment|Scheduling | & Reminder 18 haurs ~ Recurrence Time Categorize Spelling
Laokup | Close Lmp Forward ~ Zanes - -
| Actions Show Ciptions Proofing
Lookilp | =i . ot g
Subject: IPropertyInspectorRobertWest |
Laokup |
Location: | V|
Laokup |
Start time: | Fri 12/19/2008 | [1200 am | [l day event
Lookup | End time: | Fri 12/19/2008 ¥ (1200 |

Mame

Tenant/Occupant  Lookup | |

o = =Fh

| » [

4]
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PURCHASE FORM

Forms for each Buyer Purchase transaction are kept in the Purchase folder. We strongly suggest that you only create
Purchase Forms via the Client Form. This ensures that the each purchase transaction is properly associated with a

specific client.

There are four main pages on the Listing Form: 1)Requirements; 2) Candidate Properties; 3) Offer; and 4) Contacts.

This guide will give a quick overview of each.

REQUIREMENTS PAGE

i . N U e e John Smith Quick Start Example - RECMPurchase et
'—j RECMPurchase Insert Format Text Creveloper @J
= | = Mo QX Web P =8 &l |5y Privat ABC
) e RO (0 S0 (R, @ D 8] B WA Y
| | Contacts > Map ! ! [kl Address Boaok
Save & )( Delate Requirements| Candidate Call Business Picture Categorize Follow Spelling
Close Properties ¥ Card o ¥ Up~ a./ChECk Hames %
Actions Show Communicate Options Proafing
Client ]John Smith Select Client Transaction Mame Quick Start Example Status |Rec|L|i|'ements Definitian LJ
‘Would like the home to be within 20 minutes drive of the Technology Center (123 Technology Avel and within 10 minutes of the Country
Club and Golf Course. Wants a real sense of privacy ... woods, doesn’t want his neighbaors watching him entertain ar arill in his back yard,
Description of | Wauld like the community to be gated and with folks who can afford an affluent life style, Wants space to store the tays in a seperate
Requirements building/garage ... Large sailboat and water skies,
-nmeframellnnnecliately j Frice Min/Max I$1_.5UU_.UU'3-UU I$?-.-5UU.-UUU-UU Bedrooom |4 or Maore v
City/State | Sunny [l ~] saFtminmac |0 [o Bath |6 orMore =
Area IIJ]- Old Town j Tipe ISingIe Family j Garage |4 or Mare b
Latsize |1 Acre - Style ] j Aga |1to 5 vears Old -
Interior Features — Exterior Features Lot Features Community Ammenities
W Air Canditioning ¥ Poal [~ Cornerlat W Club Hause
W Farmal Dining |- Spa‘Hot Tub [~ Galf Caurse Lat I~ Poal
v Family Room |- Log Canstruction [ Cul-de-sac Lot [~ Tennis
W Fireplace I Brick Canstructian [ Level Lot ™ Galf
[~ Main Floor Master I Metal Raaf W Waaded W Gated Community
W Den/Office ™ Barn/Horse Facilities I \-’iew:| [ Schaal
| |2ncl Detached & Car Garage | |
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1. CLIENT TO PURCHASE FORM RELATIONSHIP

At the top of the Requirements Page there are two critical fields: Client and Transaction Name. These two fields are
combined (<client name> <transaction name>) to create a unique name for the transaction. In this case the Purchase
Form would be named: “John Smith Quick Start Example”.

(Client |J|:|hn Smikh Select Client El'ransactinn Hame |QL|i-:I- start Exampld )

The Purchase Form is associated back to the client by the client name. If you create the Purchase form from the “New
Purchase” button in the Client Form, then the Client’s Name is automatically filled in for you and a relationship
established between that client and this purchase transaction. If you choose to create the purchase form another way
(e.g. double clicking from within the purchase folder) then you’ll need to click the “Select Client” button and choose a
buyer client to associate the purchase with.

When you initially create the Purchase Form, the Transaction Name is blank. You’ll need to enter a Transaction Name
of your choice before you can save the form.

2. Requirements Page Fields
None the remaining fields on the Page are required ... so, you can decide whether to fill them in or not.

Some the fields are editable (Area, Type, and Single Family). If you enter information into these fields, the information
becomes available for every form that uses that field. To edit a field, click the drop down, then click “<Edit this list...>".
This will bring up a window where you can add new values to the drop down list.

‘Mazx |'] |I] — —_—
EditCombo¥alues
Tvpe| |Sinagle Famil -
z ‘ - y J Walues
Single Family 5 ” New Yalie
Stylel | Candaminium Single Farnily
Multi-Unit Condorminium
ior Featl Appartment iures — | Multi-Unit
Vacant Land Appartment Add Mew Value I
al Commercial rLat Yacant Land
. sEditbthisliste> o Commercial Remove Selected |
a/Hot T it Course L
g Canstruction [ Cul-desaclo
ick Construction I Level Lot
stal Roof ¥ Waaded
rn/Haorse Facilities ™ Wiew:
Jetachec § Car Garage |
| Cancel |
| Done I
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Candidate Properties Page
The Candidate Properties Page is a very powerful tool for helping you keep track of properties you plan to show your
clients and their thoughts on the property. As the saying goes ... We forget the details, but the computer never does.

On the left side you can enter properties that you plan to show your clients. The right side allows you to log the MLS
ID, Property Features, Client Likes/Dislikes and your thoughts on the property. You can also schedule Showing

Appointments for specific properties.

E!_:_; '| H 3 ae | F John Doe Dream Home - RECMPurchase = = X
— RECMPurchase Insert Format Text Developer g
| g sove s ttew - :I _=-| Sloffer :_'Si.*-'_"ﬂ g% \g' L3 Assign Task g}) gl = v 5 || ABC
L LE.J Send - : "l Cantacts = i : @ Web Page = &%
Save & Requirements |Candidate E-mail Meeting Call Business Picture Categorize Follow Spelling
Ciose #% Delets |Properties T £ Map Card A T up- &, T
Actions Show Communicate Dptions Proofing
To log or see your client's thoughts on each property:
Address,.. Click on the Candidate Property MLS ID/Street Address
to see the logged information of that property.
At least the street address is required
to add a new Candidate Property, — Candidate Property Log -

Candidate Properties

Street Address MLSID | _

COpen selected
property in LS 1D I

Internet Explorer
List Price |50 Ranking |Mone v]

Address

Features

Remove

Lik:

Delete selected e

properties
Dislikes

Showing Appoinment
Your Thoughts
To select multiple properties to show, press

the CTRL key while clicking on each MLSID

Save Log

1. Tolog a property, enter the address and click “Add”. The property is then placed on the list of candidate

properties.

Address...

Address,,. | |35 Lake View Dr
Sunry, FL

Ak least the stree
to add a new Can

Candidate Properties Candidate Properties

Street Addre | MLSID [ MLSID

345 Lake Yiew Dr

Open selected
properky in
Internet Explorer
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Once you’ve added the property, you can log the information on the property. Click the “Save Log” to save the
information. Notice that if you enter an MLS ID, that ID is place next to Candidate Property address. If there is an
MLS ID, you can press the “Browse” button to open the property on Realtor.com. If want to change so property is
shown on a different website (e.g. if you know how to configure access to your MLS), then click the “Config MLS
URL” and enter the access URL. The URL for Realtor.com is:

http://www.realtor.com/search/searchresults.aspx?milslid={0}

| ALICOIL UIC 3UCCL QU 33 13 | SyYun cu

to add a new Candidate Property. Candidate Property Log

Candidate Properties

£ ™ Address |3345Lake Dr
Street Address MLSID | Sunmy, FL
3345 Lake Dr 999999 Browse I
\ J ——
Opei
property in
Internet Explorer RIS |gggggg
List Price | 5980,000 Ranking |Top Property -
heavily wooded lot on the lake
Features
Remove Kitchen and water access
Lik
Delete selected fees
properties
25 Minutes to work
Dislikes
Showing Appoinment they really liked this one
Your Thoughts
To select multiple properties to show, press

the CTRL key while clicking on each MLSID

Save Log

If want to change so property is shown on a different website (e.g. if you know how to configure access to your
MLS), then click the “Config MLS URL” under RE Client Management on the main Outlook toolbar and enter the
access URL. The URL for Realtor.com is: http://www.realtor.com/search/searchresults.aspx?mlslid={0}

[, Purchases - Microsoft Qutlook

¢ File Edit View Go Tools Actions HECIientManagementiﬂelp

- 1 L~ i i c S, . =
B New - |3 13 X & R -J_ Show clients biooks < | @ =
| Mew client

‘ Folder List « 5
{ § onvert 3
| Al Folders »
[ Campaigns 3 |
| 2] Al utiook Ttems - B |
| =1 B4 Personal Folders Conligualion Config MLS URL

i Calendar Register... i

|85 Contacts Ao

= 83 Contacts - Real Estate Gk
&4 Listings

85 Purchases

You’ll need to contact your local MLS Board for the URL to use. But, in that URL you’d place {0} where the MLS
number would go. This will then place the MLS number from the Candidate Property Log into the URL and then
open the link in your browser. (Note: some boards like SoCal use both an internal MLS number and provide a
different MLS number to external sites like Realtor.com.)
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showing appointment for. This will create an appointment.

Notice that the

To setup a showing appointment, press the CNTRL key while clicking on the properties you want to setup a

appointment includes the properties

you selected in the notes area. If you've entered an MLS ID, then the link to the property on Realtor.com is

embedded — clicking on it will open the property on Realtor.com in Internet Explorer.

Cmndidats Propertie .
= Aderess a0 Pod
[ et A [ ] Surrey, AL
|t Bt 5 |
| % L Viewr B e
i gy gt
| Hm,':tdmr MLSTD {B3TH
|
| - - i i
| :‘_| J A i Wi Ty 3 Fva iy i -
|
| Appanmen ey Farat Tesl
| [ - . -
| I’I ﬁ Calirsgan [ e i | By G O - &5 Prate
| - 5 £
I W Deiets = = - = s o
el lnelly Appotmaat Schedulin 1 - Returinie Time Citejonis
| Cizia drtendpe Cab Poiwand - {13 Wiy ) Tantd . # Lowimport
| i Ensfinr
| i wHinn
: I € bt wel® Rl sppoistmest B o Cilendis
Sutjert | John SmAh - Quitk Start Euample Thewingt
Lotstjen
agt time | Sab 13000008 fe] [1280m8 o] Ikt eyert
Engbme | Sat 1000000 Il-l 300 Pl -]
o T F BATES 598 Swap Hosd, Sunmy, FL
- SRS 345 Lake View Dr, Sunsy, FL

To select muliple propesties 10 thew. peess
e CTRL by wibaly chickang an dack MRS

Notice that you can also “Invite Attendees” (Outlook 2007). In Outlook 2003, select File/Email.

button, if will allow you to email your client the showing appointment.

If you click that

[ g_g‘ Lg N o 3 |5 lohn Senith - Quick Start Example Showings - Mesting = m X
: Meeting Insert Format Text (7]}
mman || Calend = -
i j i -ﬁ LUJ ﬁShnw As: [l Busy - {-‘ 'Q %lj & ;?
)( Delete H ?
Cancel % Appointment|Scheduling Meeting 2 Peminder 15 minutes - (Recurrence Time Categorize Spelling
Invitation Lz Forward ~ Warkspace Jl-]' Zanes i b
Actions Show Attendees Options ™ || Broofing
Invitations have not been sent for this meeting,
Conflicts with another appeintment on vour Calendar,
TOy |
Subject: John Smith - Quick Start Example Showings
Account = Location: - E‘
Start time: | 5at 12/20/2008 (=] 1200PMm [=| [Jan day eyent
Endtime; |Sat12/20/2003 [+] [200 P [+
ix)
84736 598 Swap Road, Sunny, FL “
399953 345 Lake View Dr, Sunny, FL
b
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Offer Page

The Offer Page allows you to track critical details on an offer your buyers are making on a property. Notice in the
upper right corner there is a “Clear Offer” button. If their offer falls through, you can clear all the details of the offer

including appointments by pressing this button.

l:“_’a \ =] 5 & 9 | F lohn Doe Dream Home - RECMPurchase L o= X
- RECMPurchase Insert Format Text Developer 17}
ﬂ i | ﬂih Save & New ™ _‘_‘—‘I | ":l'_ [ Oﬂ’er| S_-'j = \{\' leJ Assign Task = v %) Private ABC
i i_@.] Send ~ ; [ ] Contacts =F ﬁ £ (] Web Page 7 == [ Address Book
Save B Requirements Candidate E-mail Meeting Call Business Picture Categorize Follow Spelling
Close #% Delete Properties - ZyMap Card i up~ & Check Names =
Actions Show Communicate Options Proafing

Offerred Purchase Price 150.00 %5 Off List 10.00%

Property Details ] Contract Details 1 Documents & Commissions |

Address... iS0.00
Area I _:j
Subdivision I _;J

Offer Status ]

List Price

— aeneral Details

M || Tax 1D ] Taxes ]so.on
sqFt o SqFt Saurce ] :J Lat Size ]o.oo ]

__v_J Additional Parking ]

Tax Year
:J Year Built

Garage]

r— Room Details

Bedrooom ]0 V] Living Room 10 V] Fireplace |0+ Attic |Mo -
] ; ] ] : ] Theater/
¢ 0 a a - M
Eath - Full s Family Room bl Office - Media Rooim o -
Bath -3/4 10 vi Great Room 10 v} Study/Den (0 - Fitness Center Mo -
Bath -1/2 ]0 V] Eitchen 10 V] Loft |0 - Poal |Mao -
Bath - Tatal 10 Laundry iU ']

E

e | 5]
Style ] :J
:J HOA Dues |30 Frequency

— Other

Clear Offer

[~ Tenant Occupied
[ Mightly Rentals Allowed
[ Pet Restrictions

[ Assessment Amount; |S0.00

Purpaose:

[™ Other Restrictions

Noted that at the top of the Page is information the offered price. If you’ve entered the List Price on the Property

Details Tab, it also shows the difference between the offer and the list price.
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1. PROPERTY DETAILS TAB

Allows you to keep track of the specifics of the property your Buyer has submitted an offer on. You can add as
much or as little information as you deem necessary. But, would suggest filling out at least the property address
and the List Price.

Property Details ] Contract Details | Documents & Commissions |

Address... List Price 50,00
Area | j
Subdivision | J

General Details

MDD || TaxID | Taxes  |s0.00 Tax Year Type | |
sqft o SqFt Source | j Lot Size |0.00 | j Year Built Style | j
Garage | j Additional Parking | j HOA Dues |30 Frequency -

Room Details Other

Bedrooom |0 - Living Room |0 Fireplace [0 = Attic Mo -
! [~ Mightly Rentals All d
Bath-Full [0 +| FamilyRoom [0 Office |0 Jiheafes) No  w O LM E R L
Media Room
-

[” Tenant Occupied

[ Pet Restrictions

Bath-3/4 |0 ~ Great Room |0 - Study/Den |0 «|  Fitness Center |Mo  Assessment Amount |50.00
Bath -1/2 a - Kitchen [0 - Loft |0 = Poal |MNo - Purpose:
Bath - Total |0 laundry [0+ [ Other Restrictions

2. CONTRACT DETAILS TAB

The contract details tab allows you to keep track of critical details (including Seller Concessions and what will be
included/excluded) and events associated with the offer. This includes setting dates and reminders for contract
deadlines. To set a deadline, enter the date (or select it from the Calendar Date Picker) and the click the “Remind
Button”.
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Property Details  Contract Details I Documents & Cammissions |

Includes the following:

— Offer Amounts — Purchase Contingencies — Contract Deadlines
. . Seller Response Deadline
Earnest Money <0.00 [~ Purchase Contingent on Appraisal INor‘le
[ Purchase Contingent on Financing Earnest Money Deposit INor‘le
Loan Amount ISU.OO Financing Type I j
Attorney Review INOI"IE
Cash ISG.OO S I
Seller Disclosures To Buyer INOI"IE
Seller Financin ISG.GO
. r Buyer Approval of Seller Disclosures
Inspections Deadline INone
Other ISG.OO
r Buyer Approval of Physical Property Condition
Appraisal Deadline INone
Total ISU.UO
r Ability to Obtain Home Owners Insurance
Seller Paid ISG.GU |—| Loan Denial Deadline IN‘”1E
Closing Costs
F i Mone
|—| Closing Deadline I
I INone
Seller Concessions
I INone
I INone

23| _rening |
23| _rening |
23| _reming |
23| _reming |
| _remns |
| _remns |
| _remns |
5| _remns |
5| _remns |
| _remina |
| _remina |

Excludes the following:

3. DOCUMENTS & COMMISSIONS TAB

The Documents & Commissions Tab allows you to estimate your commission and to store documents associated

with the transaction.

Property Details | Contract Details Documents & Commissions I

— C issions and Fees

on the Offer Tab

Total Commission

Buyer Agent Bonus

Franchise Fee *

Other Fees (%) *

Other Fees (5]

Computed from List Price if no Purchase Price entered

Seller Agent Commission 0%

Buyer Agent Commission Ig%] ISU.OO ™ MLS Datasheet
Io% IS0.00 [~ seller Disclosures

Referral Fee * 0%

Total Est, Earning

— Documents On File

[~ Listing Agreement

<0.00 r Agency Agreement

IF [~ 1031 Exchange

<0.00 r Appraisal

Est. How Much You Will Earn
Office Fee (Split] * 0%

r Ashestos Inspection

|so.00 [¥ ccaRrs

|0% |so.00 [~ Financials
|0% |so.00 [ Flood Plain

|so.00 [ Greenbelt
|so.00 [ HOA Minutes

* Computed as percentage of Buyer Agent Commission [~ House/Floar Plans

[" Lead Based Paint

r Maold Inspection

Drag & Drop documents to store
them within the contact form.

[ Permits

[™ Peculation Test

r Property Inventory

[~ Plat Map

[~ Preliminary Title Rpt
[™ Radon Test

[” Rental/Lease Agree
[™ Rental Revenue

r Survey

[ utilities

[~ warranties

r
r
r
r

<[ [E
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CONTACTS PAGE

The Contacts page gives you the ability to associate other people that are critical to the success of the transaction —
from the Seller’s Agent to the Attorney to the Inspector to other critical people.

Seller's Agent Laokup I

Attomey  Laakup ]

Appraiser  Lookup | |

HOA Cantact  Laakup ]

Rental Company  Lookup I

PestInspectar Loakup I

Property Inspector  |aakup I

Property Mgt Company  Lackup I

Refferring Agent Loakup I

Title/Escrow Officer Loakup I

r—. Lookup ]

I— Lookup ]

I— Lookup ]

I— Lookup ]

I— Lookup ]

I— Lookup ]

Cpen

Open

Cpen

Cpen

Cpen

Qpen

Qpen

Qpen

Qpen

Qpen

Qpen

Qpen

Qpen

Qpen

Qpen

Qpen

B[ [ e
LERRRRRREREERRR

Appaintment

Appaintment

Appaintment

Appaintment

Appaintment

Appaintment

Appaintment

Appointment

Appointment

Appaintment

Appaintment

Appointment

Appaintment

Appointment

Appaintment

Appointment

'\_ = 3 a 9w |7 John Smith Quick Start Example - RECMPurchase b4
RECMPurchase Insert Format Text Creveloper '@'
u ﬁ | Rk save e+ !"_—I |j [T offer \K) (#] Web Page = |5} Private ABC
[I’T:| Contactsi 7 Map 5 ul; [ Address Baok d
Save & )( Delete Reguirements Candidate Call Business Picture Categorize Follow Spelling
Close Properties ¥ Card o ¥ Up~ a./ChECk Names *
Actions Show Communicate Options Proafing
Hame Company Cell Warle

To associate a contact click the “Lookup” button. Select the contact and double click it with your left mouse button.

Now the person is associated with this transaction.

PestInspectar  Loakup ]
PropertyInspectar  Loakup

Property Mat Company

Loalkup

Real Estate - Contacts

| Select Foldar

Contacts

Bill Wdilliams

[3
(935) 555-3910

Double Click the Name with Left Mouse Button

PestInspectar  Loakup J

Pranerty Inspector |{loakup 1| [Robert West

|Flum\a Praperty Inspecators

|(935_\ 555.7345

‘(935_\ 5558736

Property Mgt Company  Loakup J |
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To open the contact’s Contact Form, click the “Open” button. This is useful if you need to send an email to the
contact.

PestInspector  |ogkup J ] | | DOpen Appointment
JRobert West IFlorida Property Inspecators |(935! 555-7345 |t535! 555-8736 Appointment
Property Mot Company Laakup J ] | | / apen Appointment
Refferring Agent  |oakup r (61 H Bl Robert West - Contact / - B X
Ut —

Property Inspector

Ttle/Escrow Officer  Lagkup Contact Insert Format Text Developer

g"_‘ EJSBVE&NEW'

e I B, e | @ dwerse| 23 [T B N Dewc | ABG
i A Certificates 7 Map " : [LEl Address Book
Save & G I| Details call Business Picture Categorize Follow Spelling
Lookup r cloce X Deiete = Al Fields Z Card = v Up~ B Check Names %
Actions Show Communicate Options Proofing
Lookup — —
ook ]"‘ [Ful\ Mame... ] |Robert West | | Robert West
oakup :
Company: | Florida Property Inspecotars | IFlljc;;ii;r’operty Tnspecakors
] Lookup r Job title: |Insped:or |
{935) 555-8736 Work
Lookup r File as: |West, Robert - | {235) 555-7345Mobile
5 Robert. West@FloridaPropertyInspecto...
Internet
[ikﬂ E-mail... ]E] |Robert.West loridaPropertyInspectors. com |
Tenant/Occupant Lookup r i |
Display as: | Robert West [RohErtWest@F[nridaPropertyInspectors.corri Notes
Web page address: | | E’El
IM address: | | .A.
Phone numbers [
[Business.. |- [m3siss54736 |
) |
[Eusiness Fax... ]E] | |
[Mobite.. (-] [i3s15557345 |
Addresses
Business.., E]
[[] This is the mailing
address L4
e

You can also set an appointment with the contact (e.g. the Property Inspector) by clicking the appointment button.

PestInspedtor  Laakup | ] ] I I Open Appaintment
Property Inspectar  |aokup | ]RobertWest ]FIoricIaPropert_vlnspecotors |(935:555-?345 I(S35:555-8?36 Open
Property Mgt Company  Loaokup | ] ] I I
Refferring Agent  Loakup | (Oa H9 Y s 7 Property Inspector Robert West - Event /
Bt 5 =
Title/Escrow Officer  Laokup | | Event Insert Format Text De\reiup_er - L]
| I | (3] catendar EE : Show As: Free - Y @ gﬁ
Lookup g )( helie " H - ﬁ _D z \_, "
| Saved Appaintment|Scheduling | & Reminder 18 haurs ~ Recurrence Time Categorize Spelling
Laokup | Close Lmp Forward ~ Zanes - -
| Actions Show Ciptions Proofing
Lookilp | =i . ot g
Subject: IPropertyInspectorRobertWest |
Laokup |
Location: | V|
Laokup |
Start time: | Fri 12/19/2008 | [1200 am | [l day event
Lookup | End time: | Fri 12/19/2008 ¥ (1200 |

Mame

Tenant/Occupant  Lookup | |

o = =Fh

| » [

4]
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CAMPAIGN MODULE

The Campaign Module allows you to create Action Plan or Drip Email templates that you can use over and over to

market, communicate, and manage your clients and transactions. You also have the ability to import campaigns that

we’ll make available on www.RealEstateClientManagement.com/campaigns.aspx.

If you would like to contribute a campaign for distribution to the RECM user community, please email it to:

support@realestateclientmanagement.com as a Microsoft Excel or Word document (these will need to be your own

creation). We’'ll put it into the RECM format and put up on the website.

CREATE AND MANAGE CAMPAIGN TEMPLATES

EEiIe Edit View Go Tools Actions
iBNew - @I 3 X @ O & -

Folder List

@

All Folders
2] Al Outiook tems

=] @ Personal Folders
:ﬁ Calendar

|

e

*

RE Client Management

Show clients

Mew client
Convert 3
Campaigns 3

Configuration »
Register...
About...

Help

books -

®

ln

Estate

Campaign Creation and Management

Import pre-built campaigns

TSI S

obile

You can access or create campaigns from the main Outlook toolbar under RE Client Management — Campaigns —

Campaign Creation and Management.

Campaigns

Subject

PC Prospect: 15 Email Buyer Campaign
RECM Website Prospect Campaign -

Add | Edit | Delete |

This will bring up the Campaign Module. You won’t see any Campaigns until you’ve created a Campaign or imported a

Pre-built Campaign. We’ll cover how to create a campaign in the Quick Start guide.

©2009 RealEstateClientManagement.com
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CREATE NEW CAMPAIGN

Click the “Add” button will open a New Campaign template form.

& =

Campaign
Campaign Name:
tem Type Subject Days Out
Imiport Add Email Add Appoitment Add Task ‘
OK Cancel | |

Campaigns can consist of customized Emails, Appointments, or Tasks. You also have the ability to import campaigns

that you have previously built into new campaigns.

1. NAME CAMPAIGN

Campaign Name: |HECI'-"| Test Campaign|

We recommend naming your campaign and then clicking the Apply button before creating any Campaign Events.

2. IMPORT CAMPAIGN

Campaignlmport (23]
Subject |
PC Prospect: 15 Email Buyer Campaign
RECM Website Prospect Campaign - 15 Emails
Select only one campaign to view its items
Import | Cancel
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To import an existing campaign, click on the campaign and then click the Import button. All the events (emails,
appointments, and tasks) will be imported and become part of the new campaign.

3. ADDEMAIL

New Email = B [
To... |:Client Email Address>;
Cc... |

Subject  |<Client Full Name: -
Diays Out: o El:
Merge Field: |<Cliert First Name:> -] Insert Account  |RECM Demo |

L
L]
¥
L]

# BB B T |iZiz

Microsoft Sans Ser I -

oK | Cancel |

a. Merge Field: Before covering the rest of the form, we need to discuss the concept of “Merge Fields”

Merge Field: |:Clien1 First Mame: ﬂ Insert

& 53 @ | <Cient Full Name> osoft Sans Ser -
<Client And Spouse First Names:
«Cliert Email Address >
<Spouse Email Address:
<Your Signature Block>

These are fields that are used to merge information contained within an individual client form into the
campaign. This merging occurs when the campaign is applied to an individual client. For example, if you
insert the <Client First Name> merge field into the body of the email, then the client’s first name will be
substituted into the email when the campaign is applied to the client. You would do this by positioning the
cursor on the for where you want the field to go, selecting the field from the Merge Field dropdown, and
click the insert button.

b. Account: This will appear if you have multiple email accounts that you sync with Outlook.

Account |RECM Support =
RECM Demo
< RECM Support

This is used to 1) set which account emails will be sent from and 2) which signature block will be associated

with the <Your Signature Block> merge field. It is set initially to your default email account.

C. TO: Thisfield is pre-populated with <Client Email Address>. If you don’t want the email to go to the client,
delete the merge field. However, you must have at least one email address in the TO: field.
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If you click on the TO: or CC: button, this will bring up a list of contacts (just like it in a normal Outlook
Email). This is useful if you want to someone else to also receive the email ... such as your assistant or
marketing person or business partner.

d. Subject: Pre-populated with “<Client Full Name> - “. You may delete this merge field when adding your
subject. But, we find it useful so you can find individual client emails in your Outbox.

e. Days Out: This sets the date when the email will be sent. For example, if you set this to 10 days and the
date you apply the campaign to the client is 1 January, then this would cause the email to be sent on
11 January (or 10 full days later).

To do this, we use Outlooks ability to “Defer Until” for sending email messages. So, when the campaign is
applied to a client, the email is created and placed in your outbox. It will stay in your outbox until the
deferred date, then will automatically be sent. More on this in a later section.

f. Email Body. This acts just like the body of the standard Outlook email message. With that added ability to
insert merge fields into the text. If you insert <Client First Name>, then clients first name will be merged
and inserted at that the cursor. If you insert <Your Signature Block>, then the signature block associated
with the email account you have selected will be merged and inserted at the cursor.

Once you’ve created the email, click OK and it will be added to the campaign. Remember that the emails
should be written to your client base. Use the merge fields to personalize it for each client.

4, ADD APPOINTMENT

ﬁNewAppoitment =] ®
ST ) [<Client Full Name:> -]
Location: |
Start Days Out [g = 17736 =3 I AN Day Event
End Days Out [p = 7w =

Merge Field: |:Clier|t First Mamez= j Insert

oK | Cancel |

a. Merge Field. As with the email form, the Add Appointment form uses the same Merge Field capabilities
that allow you to customize the appointment to each client. Select the Merge Field you want to use, place
your cursor where you want the merge field to go, and click the insert button.

b. Subject. The <Client Full Name> merge field is automatically included. You can delete this if you wish.
But, we suggest always starting with the client name so you can easily differentiate it from other
appointments.
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C. Start Days Out and End Days Out. This allows you to set the timeframe for when the appointment would
occur. The appointment will be created for X days (based on these fields) after the Campaign has been
applied to a particular client. So, if you set both fields to 10 and you apply the Campaign to a client on
January 1 then the appointment would be created for January 11 (10 full days afterwards). These
appointments are added to your default calendar.

5. Add Task
<] New Task =l B S
Subject: [<Client Full Name:> -]
Start Days Out |0 El: Status: |N01 Started j
Due Days Out | 3: Priority: |Low j

Merge Field: |:Client First Name> j Insert

oK | Cancel |

a. Merge Field: As with the email form, the Add Task form uses the same the same Merge Field capabilities
that allow you to customize the task to each client. Select the Merge Field you want to use, place your
cursor where you want the merge field to go, and click the insert button.

b. Subject. The <Client Full Name> merge field is automatically included. You can delete this if you wish.
But, we suggest always starting with the client name so you can easily differentiate it from other tasks.

C. Start Days Out and End Days Out. This allows you to set the timeframe for when the task would occur.
The task will be created for X days (based on these fields) after the Campaign has been applied to a
particular client. So, if you set both fields to 10 and you apply the Campaign to a client on January 1 then
the task would be created for January 11 (10 full days afterwards).
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IMPORT PRE-BUILT CAMPAIGNS

On the www.RealEstateClientManagement.com website on the Campaigns link, we provide free and commercial

campaign templates that you can download. If you have a campaign of your own creation and you want to make it

available to the RECM community, email a copy of it to: support@realestateclientmanagement.com. It would need to

be in MS Excel or MS Word format (a template is available on the site for download). We'll review it, convert it into

RECM format, and make it available for others to use.

[ Inbox - Microsoft Outlook
i File Edit
| SiNew - i 23 X G
Folder List «
All Folders =

View Go Tools Actions

- -]

2] Al Outiook Items -
= 3;}5 Personal Folders

[ calendar

8= Contacts

Show clients
MNew client
Convert
Campaigns
Configuration
Register...
About...

RE Client Management |

4

3

3

i} Search address books - | @

Suihiart

Campaign Creation and Management

Import pre-built campaigns

# [85] Contacts - Real Estate

Download the campaign to your computer. Then from the main Outlook toolbar, click on RE Client management —

Campaigns — Import pre-built campaigns. This will a Windows File Manager form — navigate to the folder where you

downloaded the Campaign template and select the template.

"-_', Select temprate:ﬁle

ews v _. New Folder

Organize =

MName Date modif...
: |RECM Test Campaign.tmp

Type

Size

@Uv| ChUsers\RECMUser\Downloads\RECM

Fille name: RECM Test Campaign tmp

arch

[ |

L
i
=1

23 |

- |Ternplate files {"tmp)

[Open ]V} | Cancel |

You’ll then see a registration screen. If the it is a commercial campaign (i.e. one that we have to pay for), then a

registration will be provided to you when you purchase it. Else, the registration email and key will be provided on the

www.RealEstateClientManagement.com website on the Campaigns page. Enter the registration and click OK.
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Template Registration El
Email: Icampaigns @reclietmgt.com
Key: |ZN-AITS-KPSK—SM
oK |
RECIM

Successfully imported

If you have entered the information correctly, the you will see a dialog box telling you the Campaign has been
successfully imported.

File Edit View Go Tools Actions | RE Client Management | Help
f e New - @ H X & J L v Show clients books -l@ L
L &
. Mew client
Folder List « Estate
Convert >
All Folders P
£ All Outlook Items - Campaigns 4 Campaign Creation and Management
= Q@ Personal Folders Configuration » Import pre-built campaigns
Calendar Register... obile
|85 Contacts
ENE] About...
Bl =)o =
Subject |

PC Prospect: 15 Email Buyer Campaign

RECM Test Campaign

RECM Website Prospect Campaign - 15 Emails

add | Eit | Delete

Now when you open the Campaigns form, you’‘ll see the imported campaigns as available.
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TIPS AND TRICKS

DEFERRED EMAIL NOT BEING SENT

If you open a campaign email after it has been created, the “Sent” date is set to “None” and the email won’t be sent
out. This is a normal Outlook behavior and occurs for any email in your Outbox. If you need to open an email, after
you are done, close it by clicking the SEND button. This tells Outlook you still want the email sent on the “Defer Until”
date (it won’t immediately be sent out).

SHOW DEFERRED DATE IN OUTBOX

There are two dates associated with an email message:

o Outbox _ , - i il
_Iifi (| ﬂ To Subjert | Diefer Unil I | Sent I Size Categetes vl b
|\=] Date: Taday
' 1 john@dos.com : jonedidoe.co... John Dot - Test Emoil 1 Thu 6/25/2009 437 PM Thu 6/25/2009 451 PM T

=1 john@descam) joneldorco., John Dee - Teil Email 7 i T5/0000 4:35 PM Thi G257 0000 &35 PM kB

|

1) Sent-for campaigns this would be the date the email was actually created and placed in the outbox.
2) Deferred Until —this is the date when the email will actually be sent. This column is not shown by default in

the outbox. So, let’s look at how to add it as a column (like the above image).

2 Outbox search Qutbox 2 v| ¥

Y35 A To Subject Sent Size Categaries ¥ |

=) Date: Today
= john@doe.com’ jane@doe.com’ John Doe - Test Email 2 Thu &/25/2009 4:35 PM 3KB
(=1 ok doe.com’; jar doe.com’ John Doe - Test Email 1 Thu 6/25/2009 4:35 PM KB

For this example, I’'ve applied a Campaign to a RECM client. This created two drip emails and placed them in the
outbox: “John Doe — Test Email 1” and “John Doe — Test Email 2”. The above image shows the standard Outbox view.

b | B ¥ | 2§ Send/Receive ~ [ | [3] bearch address books - | g )
[ Outbox Search Outbox el v| ¥
i 4% [ AT Subject Sent Size Categories 8 | i
Arrange By 3
=) Date: Today }‘_l Sort Ascending
=1 john@doe.com’ jane@doe.com’ John Doe - Test Email 1 Thu 6/25/2009 ﬁL Sort Descending 4 KB
i john@doe.com’: jane@doe.com’  John Doe - Test Email 2 Thu 6/25/2009 =, Group By This Field EN]
ﬁ Group By Box
Remove This Column
52 Field Chooser

Best Fit

Format Celumns...

Customize Current View...

Right click on the column headers (e.g. To, Subject, Sent) and select “Field Chooser”
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Field Chooser ] ||Field Chooser Field Chooser
Frequently-used fields E Frequently-used fields |E| All Mail fields IE‘
i Frequently-used fields "
Auto Forwarded W address figlds = ]| | Aute Forwarded =
Cc Date,/Time fields = Bec
All Document fields 3 - ! =
e Al Mal fields. T || Biling Information
Conversation = []]|A&ll Post fields Cc
/|| |all Cantact fields
e All Appointment fields - || | Shang=d By
Do Mot AutoArchive Do Mot AutoArchive Contacts
Due Date Due Date ||| | Conversation
Flag Completed Date Flag Completed Date Created
Fallow Up Flag Follow Up Flag yefer Until
From From Do Mot AutoArchive
IMAP Status IMAFP Status Due Date
Message T ||| Message ™ ||| | E-mail Account sl

Click on the dropdown menu and choose “All Mail Fields”. Then click on the “Defer Until” and then drag in it onto the

column header. (You drag my clicking and holding down the left mouse button while dragging the chosen field.)

5 Outbhox [search Outbox Py
1 G To | Subject | Sent Size Categories i | -
= I s ——
=) Date: Today Field Chooser B
i john@doe.com’: jane@doe.com’ John Doe - Test Email 1 Thu &.ng 4:45 PM All Ml fields (=]
i1 john@doe.com’; jane@doe.com’ John Doe - Test Email 2 Thu 6/25/20054;35 PM [ Austo Fornarded = |
\ |Bee
|Billing Information 3
I | |G =
D Unti |
el Changed By
|Contacts
| Conversation
éCreahed
| Defer Until
| Do Mot AutoArchive
|Due Date
| E-mail Account i
= Outbox Search Qutbox L v| ¥
Y 8 To Subject Defer Until Sent Size Categaries ¥ |‘
@ Date: Tod ay
i=1  john@doe.com’ jane@doe.co... John Doe - Test Email 1 Thu 6/25/2009 £:37 PM  Thu &/25/2009 4:51 PM 4KB
i=1 john@doe.com’ jane@doe.co... John Doe - Test Email 2 Sun 7/5/2009 4:35 PM Thu &/25/2009 4:35 PM 3KB

Notice that both emails where Sent (Created) on 6/25/2009. But, “John Doe — Test Email 2” is Deferred Until 7/5/2009
— 10 days after it was created.

©2009 RealEstateClientManagement.com Page 37



