Working with Buyers
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Working with Buyers:

Buyers like immediate gratification and love e-mails with each new listing that
matches their search criteria, you may give them this satisfaction by setting up
Prospecting in NTREIS Listings. Do you know the one question that will get a
buyer to sign a buyer rep agreement every time?

‘Do you want me to be able to tell you if the house is over priced?” Followed
with,” | cannot do that unless | am working in your best interests, this Buyer Rep
agreement is the document that gives me the authority to represent you and it
tells the rest of the industry that | am on your side in this transaction. It actually
spells out how we may work together to get you the best price and terms based
upon your financial situation, of course.”

Using LMP for Buyer presentations. The one mistake that most REALTORS
make with buyers will be revealed and how to simply avoid it will be discussed.

It is so simple that it may seem silly when | explain this but, | have found it to be
true: Most REALTORs™ don’t ASSUME that the buyers that have asked them
for help to find a home, REALLY want to buy. The REALTOR will pull listings
and go show them but, they probably won’'t do a CMA on the subdivision so that
an offer could be constructed, on the trunk of the car if they so desired! Listing
Manager Pro assumes that the Buyer will make an offer from the first and every
other time they show property.

We will visit the Buyers Tour in Listing Manager Pro today.

Accessing Prospecting in NTREIS Listings

Click Prospects from the NTREIS Listings Navigation bar.

@ My Page | Search | Reporis | Prospects | Tax | Transactions | Financial | Member Info E E
]

| View Prospect List | Welcome Soesn | E-ail | Help | Marketlin:
Haome I &dd New Prospect |
| Reverze Prozpecting

This area is used to store a prospect’s personal information and associate one or
more custom searches created for them. Associating a custom search with the
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prospect allows the user to find new listings, or listings that have changed in
status or price that meet specific criteria for the prospect, and gives an option to
print a report(s) or e-mail the listings to each prospect. Auto-notification of the
prospect’s matches can also be activated or deactivated from the Prospect
screen.

View Prospects

The View Prospects screen lists prospects in a line item format, with their
associated custom searches and summary information.

Wiew Frospect List s Mevr Prospect Hmverse Frospecting

s Prospect Hams l:l_ Ermall -ﬂu.rl.n Dete o fagt Lamd Li:_linq Expirstian
Search Mame Humb_nr Motk Time Hemp Email Qe

1 Creighton, |surie 274 Email Hix Faciratian Sl
T irsahizn Search 13 Ha Py 18 2002 GRGBAN |z Erreiz Szl

4 Fleifler, Pepey 2H3 Ema o Exanstian Sel
[l piw#ier Seara Tl Hix aug 18 N0E BFnsaN Yo E ks San

3. Wayne, Bruce a3 Emai i Expirstion Set
Elvvaina saarnch g =] Ho dug 2T HIE 0:00AN deEreeds Sl

Wi Listings | [ Chgck Al Prospacis ] | Merwr Prasparl | | FExoar ] i Imipar

The prospect’s name will be colored and underlined, indicating that the name is a
link. Point and click on the link to display the prospect’s information screen where
information can be updated, including name, address and phone information,
along with their custom search, auto notification and email history.

The E-mail address of the prospect also displays as a link. Click on the E-mail
link to send a prospect a personal E-mail without listings.

Clicking a Custom Search link displays the customized search criteria, allowing
changes to be made. A search of the entire database can also be made from
this screen without regard to any date range.
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. For ease of use, we recommended creating one or more custom
searches for the prospect and saving the searches with the prospect’s
name before adding the prospect to the NTREIS Listings system.

The Time Stamp column displays the last date and time the prospect’s listings for
a particular custom search were viewed and time stamped.

Add New Prospect

Click on the “New Prospect” tab at the top of the screen or the “New Prospect”
button on the bottom of the prospect list to record personal information for a
client.

Wiew Prospact List Aol Hew! Prospect Aovprac Proapecting

Contact Information
Last Harme! Buyer First Hame: Bob

Heihe Pl ' ' OfFice: Phame:
Cell Phone Bumber:

Addrasc 1 Bddress

o) State:
Zip Code:
ERasi: BBuyer@anyisp ¢

Feporate mottioe addresses WET D sEMColn:

Save AutoHodiftcation Ernaill History: {=iyes {_iNo
Prospect Expires in: Mara % foys
Conlinug ==

Tips for Recording Prospect Information

1. The phone number fields will each hold two telephone numbers, separated
by a

comma.

2.  Type the prospects full E-mail address (if any) in the E-Mail box. (Example:
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jsmith@isp.com.) Please note: the email address must be provided for
auto notification to send emails to a prospect. Sent once per day early in the
morning.

. Choose whether to store an email history for listings sent via auto-
notification by the system by clicking on either “yes” or “no”.

The “New Comment” button stores up to 255 characters of personal
information on each of the prospects. For example, the prospect’s children’s
name, the pet dog, or birthdays could be placed in this area.

. Note that the Portal default information can be reviewed by clicking on the
“Preview Portal” button. Changes to the defaults can be made at this time if
desired.

: To save prospect information, press the “Update” button located under the

Stored Search box. This will save the information for later viewing in the View
Prospects screen. Every time prospect configuration information is added or
changed the “Update” button must be pressed.

Linking to New Custom Search

To link a Prospect Record to a New Custom Search, click on the Prospect’s
Name from the View Prospects Screen and the “Add New Custom Search to
Prospect” Button will be displayed at the bottom of the screen.
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Clicking on the “Add New Custom Search to Prospect” Button displays the
following screen.

| SswdSemchlst _ Seachiorfiski

Selacted Fislds.
| Stams L

. |3rea- Office Tempiats eeserm e e .
| Creighton Search
|Elavalor Search

- |Jones Search

- |Marual Listings
Fieifier Search

~ |PoolZearch

| T5- Office Templats
‘Wayne Search

_ Avilabls Fields
| # Bedrooms |-
| #Camport Spaces =i
| & Tiining Areas '
| #Fireplaces
| #Full Baths
# Full Baths: Tst Laval [ e
| #Full Baths: 2nd Level iz it
[ #Full Balhs. 3rd Leval :
#Full Esths: BEzmi Leval
# Garage Spaces

i M et A ey Rt A B
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+ Search Criteria maybe chosen and the search saved by keying a name in the
“Search Name” field.

Linking to Existing Custom Search

To link a Prospect Record to an Existing Custom Search, click on the Prospect’s
Name from the View Prospects Screen and the “Add Existing Custom Search to
Prospect” Button will be displayed at the bottom of the screen.

Wiewr Prospect List Al Hawr Progpact £ Reverse Prospacling

Contact Information

Last Karm=: m I Firss Narme: |Laurie

Home Phoiie: [ Dffice: Phions:

Calt Pitone Numisr

Adidresa1: [ ] Adidrgas 2t

Citys State:

f1p Code;

e |LoC@snyspeom
Ssparate subipie adcrmsnas wih a samicokn

Save Auto-Notfication Email Mistony “vas  Dine

Prospect Expires .H.(; |1;#|:h_.'-,

Addipelate

Custom Search Configuration
SEanh: Crafghton Search Last Timestamip: SENRA00Z NHORAT
Search Typer Active Listing Reverse Prospect: o
LastListing Emailz 111052003 18:30:00
Descopfion:
Auto-Rotify: N

Sl Seninas - Relsis

| Add Easting Custom Search to Prospect | | Add Mew Custom Ssarch 1o Prospact

Clicking on the “Add Existing Custom Search to Prospect” Button displays the
following screen.
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Step 1:  Click the down arrow next to Stored Search and all saved Custom
Searches will be displayed. One may be chosen from the list.

Step 2:  Click on the “Submit” button.

Auto-notification

The Auto-notification function allows the NTREIS Listings system to automatically
search and email matching listings on a daily basis.

Step 1:  Activate auto-notification by clicking on the radio button preceding
“Yes.”
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Step 2:  Click on the “Submit” button.

The Custom Search Configuration screen will be displayed.

Click on the “Edit Settings” link that appears in blue.

An Auto-notification input screen will display. This is the most important button in
the entire Prospect function! It defaults to NO! So watch for it!
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Step 1: Indicate that you want email notifications sent to your client and/or
you.

Step 2: Key information in Subject and Body.
Step 3:  Click on the report that you'd like to display the listing within.
Step 4: Click on the “Submit” button.

An email containing links to properties that meet your prospect’s criteria will be
sent daily and you will be copied if you choose. Auto-notification may be
deactivated at any time by choosing the “No” option next to Activate Auto-
notification.

NTREIS Listings will time stamp so that duplicate properties will not be sent in
the future. However, the Search Date will not be changed in the prospect record
and the emails will not be listed if email history for auto-notification was not
selected

Delete Prospect

Wiy Srnepest et At Yy Ermiegar Swuaran FronecaciTi

Erviaer Infarmarinm

B mre Hame: Ciuyed Frat Uama, B::b
Home Phone: | CHhier Heone:
Codl Phone Kuimbis:
ADTERS 1 AddEss L
e = e e
Fip Gt
Etul BBu-.'fl'Z:n:‘;-l".":pf.u"l )
Eearans ni i ok e e v & naTiGa e
Baesp Ao UcdfAration Tmall 1edooy Yives o 1 tHo
Frososo] Caplras in: Mane "’rl.mu
Oelebs | Sdoidpdalz ]

To delete a prospect, click on the prospect’s name and then click the “Delete”
button located to the left of “Update” in the prospect information screen. The
system will ask for confirmation of the request to delete the prospect information,
click “OK” to confirm or “Cancel” to discontinue the deletion.

This will delete the prospect, but not the custom search. If the user desires to
delete the custom search they must go to the custom search section and delete
the search from there.
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View Listings for Prospects

To view a prospect’s listings, check the boxes to the left of the custom search
you wish to run and click on the View Listings button. The user can select one or
more searches to view listings for or all of the searches at once. To select all of
the searches, click on the “Check All Prospects” button.

After the “View Listings” button has been clicked, a new screen appears with the
prospect’s name, the search name and any matching listings that are either new,
have come back on the market or involve a price change for each of the
searches chosen.

1. Prospect Name: Laurie Creighton

Custom Search: Creighton Search

Hespaalial - Frice Changas

RE, gt Fispny Ty Lt Blabe | e s
[ Chack 2l Lstings for Lauie

BN [ graion il [y e |

g [ L;.u ' 5 AET " |

B 71w 3 HCT 108

Resendal- Seer LIRS

R Miot Ersuety Trm Leifilie | Ao Huliimen ) s
W [ s § ACT b -
B [ =oaas 5 AL I
. HEIEEREEN 5 A 124 5 THE050
Search o ek L miStatus P Maet ) S50 Aren i 908 T AL RIPricsr= 1002001 &ND (Bt eS| AND [EalfaFcfaady AR FraliTia

CaleTere Apoge Aug 16 3003 (5084 - Bow 18 3005 4102440

Availeble Reporta;

— = e Full Fepaon 5
Chack &1 Lisdrgs Sgentty P

Agent Bref Repod

Sussarer Full Rezan

[ MaiiowLstngs) Tugiorar Erigf Maport
Cugmomer BrigtwHamanks fegon
E-rnail Lislings) l‘:':..’.ll!dl"": i I.{Ep':".l -

View a Report for the Listing

To view an agent report for a listing, click on the MLS number. Once inside the
report, a navigation bar will appear allowing the user to go to the next or previous
listing for the prospect, select the listings of interest or click on the “To List”
button to return to the Prospect’s Listings page.

After the listings have been selected for each prospect, click on the “Narrow”
button to view only the listings that were selected. The user can now print from
the available reports list or e-mail the listings to the prospect.
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Print a Report for the Prospect.

The Available Reports box will list the reports available for printing, including
custom reports corresponding to the property type of the listings. After selecting
the listings, select the report to be printed.

How to Time Stamp the Prospect(s) Listings

Time Stamping sets the current date and time as the starting point for the next
time the prospect’s listings are checked. To update the time stamp for printed
reports, click once on the “Time Stamp” button located at the bottom of the
search results screen. The next time “View Listings” is selected for the prospect,
only the properties that have been added to NTREIS Listings since the previous
time stamp will be shown along with any listings that have been changed, for
example, a status or price change.

This feature is used to provide a continuous update of new listings that meets
prospects’ criteria and to keep from viewing old listings.

* It is important to remember that if you intend to e-mail listings and the “Time Stamp”
button below the Available Reports box is clicked, there will be no listings to send. If
you intend to e-mail, use the “Time Stamp” button that appears after the “E-Mail
Listings” button is clicked.

E-Mail a Prospect's Listings

Once listings have been selected to E-mail, click on the “E-mail Listings” button
and the Time Stamp Confirmation Screen will appear with following options.

Would vou like to set the TimeDate for vour
Selected Prospects?
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If the choice is “Yes,” all prospects chosen for e-mail will be timed stamped.
Those prospects not chosen will not be time stamped. Choosing “No” allows the
prospect’s listings to be e-mailed but not time stamped.

It is recommended that the time stamp feature be used on a regular basis as a
type of Hot Sheet for the prospect.

After the Time Stamp choice has been made, the E-mail Prospect screen
appears.

View Prospect List Add Hew Prospect Reverse Prospeciing

MLS#: 9736820
MLS#: 9704391
MLS#: 9730441
[ E-Mail Laurie Creighton: Creighton Search ]

[ Return to Listings ]

Each selected prospect will appear with the selected listings beneath their name.
An “E-mail” button will be located below each prospect’s listings.

To choose a prospect to e-mail, click the “E-Mail” button located below the
prospect’s listings.

E-Mail Screen

C:\Winnt\Profiles\Dak\Working with Buyers.doc 3/24/05 2:58 PM Dak

13



E-Mail Listings to Laurie Creighton: Creighton Search

Yos LCCEsnyizp.cam

GG

BCC: |

Send me a copy: [~

From: hitiEmarkatlin oo

Subjort: Mew Lishings

Body of Message: |Taks & Iook 2t th=ss propersiss sps I'11 gall yoo tomorng
Signarare:

Signakure not selected

Select what yon wonld like to send:

Froperties: | Buyer Short Page (Preview) Baves Short Bage
Bleaca lzﬁﬁ- thas these are the comedt j‘Bu}'E‘l’ Ful Pagc -\';P!'C"-‘.il:'l‘-'j Baes Full PEEE
pripertiag. CEMA Page (Preview]) ChiA Pags

I Custoter: Brief o Remarks ReportiPreview) Costoorsr Bl v Remarks Repon

| Sand E-Mail 1 Cancal

The E-mail screen will appear with the Prospect’s name already listed in the To:
field.

The E-mail screen will list the types of reports available for e-mail to prospects.
To choose a report(s) for a prospect to view, check the box next to each report to
be sent.

The links located under these reports allow the user to preview the listings before
sending the e-mail to the prospect.

Sending the E-Mail

Click the “Send E-Mail” button once and a confirmation will display letting the
sender know that e-mail has been sent. They will be returned to the E-mail
screen and an entry will be made to the prospect’s History section. Should the
user to decide to cancel E-mail, click the “Cancel” button.

What should the Prospect do when they receive the LINK?

The e-mail recipient clicks on the report link to view the listing(s). The number of
links the client receives depends on how many report formats the sender
selected.

When the recipient clicks on any of the report link(s) they will be taken to the live
NTREIS Listings site and shown only the listing(s) the NTREIS Listings user has
selected for them to view. The recipient may re-open the e-mail at a later date
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(for up to 30 days) and click on the report link and receive up to date information
on the listing(s) including any changes that have been made to the listing(s).

Frusi: By 5 Setl: - Woey d10 7005 13 A D
Tar LEE o dzn. com
=] Feena

Subech  hiew Ushogs

Tabe u book o these propedtizs and T wil call you
TOMRHATOT

17 v ar= wsing the Nemmcape Mavigamar 5.0 Mad Clisce ar faser, Micrasoft Oelonk 97 ar later, or an email application that sopearts hypedinks, ckcic on the Tk
bk to open vour web browser. Those usig other soffweze that does not sapport bvporkeds may noed to copy snd paste the Bk ieto the locetion bar of their
wely henwser

Thee timkes st with this E- o will expire 30 dags frome 110072003

Bauyer Ful Page

Some e-mail applications do not display URLs as links in messages. In those
cases, recipients of the e-mail listings should copy the URL from the e-
mail message and paste them into their browser’s Address bar.

E-Mail History

Each time a user sends listings to a prospect via e-mail (including auto
notification) and time stamps the results of their search, a history may
be built at the bottom of the prospect screen, providing that the email
history choice is set to “yes.” The date and time of the message will
be displayed along with a link to what was sent.

Ermtry Date Comments

Fiely 2 2004 9:30AM Bluyer Full Pags, Edt  Delets
Fely 5 2004 11:37AM Buyer 114 Page Edt  Delate
Fely 5 2001 3:24PM Buyer 14 Page, Edt  Delate
Fiely 5 2001 8:14PM Buyst Full Pacgs Edt  Delete
Feby & 2001 11:058M Buyet 1/4 Page, Edt  Delete
Feia & 2001 4:11PM Buyet Full Pags Edt Dtete
Feby & 2001 8:35PM ChA Pags Edt  Delete

Reverse Prospecting

Once a listing agent has entered a listing and saved it as active, they may then
reverse prospect to locate other users who have prospects in the NTREIS
Listings system with matching custom search criteria. Note: The listing agent will
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NOT see the prospect’s name, but rather, they will see the other user's name
and a prospect id.

To reverse prospect:

Step 1:  Click the Reverse Prospecting tab, which appears in the Prospect
area, or can be accessed by pointing at Prospects on the Navigation Bar and
then clicking on Reverse Prospecting.

View Prospect List L.Add Hewr Prospect Reverse Prospecting

Step 2: Choose a listing(s) to view potential prospects for by clicking in the
checkboxes in front of your active listings OR click the “Check All Listings” button
and then click “Search.”

Vfiew Prospect List  Add New Prospect Reverse Prospecting

Your Current Active Listings:

a

Q O 701490 4840 OLD MOUNTAIN PARK RD $425000 |Commercial
§ O 642963 3905 SEALDING BLUEE $459,000 |Residential
H O 650761 |490 FIRELITE DRIVE $ 209,900 |Residential
ﬁ O 654068 |220 PARKSIDE CLUE COURT $ 269,900 |Residential
§ 0O 701228 3646 CHURCHWELL COURT $479,900 |Residential
ﬁ 0O 702487 2096 BEOADGREEN DEIVE $ 255,000 |[Residential
ﬁ O 704940 157 SPRUCE STREET $ 349,000 |Residential
ﬁ 0O 709725 |9090 CAMPESTRAL CT $ 829,900 |Residential

[ CheckAllListings | [ Search |

If no matching prospect information was found, the system notifies you with a
short prompt.

Step 3: To contact the potential prospect, click the other agent’s name link and
their Information Screen will appear. You could either phone the agent, or click
the agent’s email link and send an email message.
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1 CAREEN A CATDWELL 5403

1 HEATHEE CLANCY 7220

Step 4: Clicking the agent’s email address link will open your email client
software, with the prospect agent’s name already typed in the “To:” field.

Exporting/Importing Contact Information

Prospect information from the NTREIS Listings system can be exported to a file,
which can be used by other programs or imported from Outlook.

To export prospect information:

Step 1:  Click on the “Export” button on the Prospect List screen.

Ve Prozpect Lise sl e Wﬁ.ﬁw"%
i [ S mrospectieme e
e Hame e

Foal | AU Bt 0 Lastlsng O ietan
o Lk Rl 2 i

— Y| Exal| I | Ho Expiration Set
I o s |}z | | Tie W12 2002 o anes. - | t Emals Sert |
(2 Cieighion, Ls Al LB dEE = ] R B R il | M Edpiishion St

N e T la o | e vl

"3 Pheiffer, Poier |23 [ Emal-| | |~ MerExpitztian et
N e e | T | | s aig 1020050580 | tiz Lrats Tars

W aas. - R erkhdewiipinbe: L ..

[ T

B [waves scash | tizs | W | evabnzoronen | ta Enaks Sans

i He Expirstinn Set

.'-.l'inwLi:Ijug: J I CheckAll Piospects ] l Mew Prazspect J lE:-:p:rIJ |'mpm|..

Step 2: When the File Download box appears on the screen, choose whether
to open or save the file. To export and open in another application, choose
“save.”
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File Download

b ] Some files can ham your computer. i the file information below
- J loks suspicious, or you do not fully trust the source, do not open or
save this file.
File name: contacts.txt

File type:  Text Document

From: nireis. marketling, com

{4\ This type of file could ham your computer f it contains
malicious code.

Would you like to open the file or save it to your computer?

[ Open ] [ Save ][ Cancel ] [ Mare Infa

Step 3: If saving the file, designate the location to store the file.

Step 4: Open the application you want to import the information into and
follow that application’s import procedure.

To import contact information from Outlook:

Step 1:  Click the Import button on the Prospect List and follow the instructions
given:

* In Microsoft Outlook, go to “File” and click "Import and Export."

Select "Export to a file" and click "Next."

Select "Tab Separated Values (Windows)" and click "Next."

Select the Contacts you wish to export and click "Next."

Select where you wish to save the contacts on your computer and click "Next."

* Click "Finish."

Step 2:  On the NTREIS Listings Import page, click "Browse..." and select the
file you just saved.
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Step 3:  Click "Import."

Listing Manager Pro Buyers Tour
Choosing Menu Commands

The right angle bracket symbol (>) denotes the path for menu items. Items will be
in boldface type.

For Ex:To choose the Address Book function under Contact Database which is

in the Setup menu, the instruction would be: Click Setup > Contact Database >
Address Book.

Mouse Clicking

When a mouse click is required, the default is left-click. If a right-click is required,
it will be stated in the documentation.

For Example:Click Get Photos button means left-click. Right-click Get Photos
means, obviously, right-click.

Help Information

There are five types of Help in this program. They are as follows:

1 Smart Help - Dialog Box - Access by clicking the Help button on the dialog box.
This opens the main help file, with full help text and images, to the topic that
relates to the open dialog box.

2 What'’s This? - Identify components of a dialog box using the following method:

a. Click the question mark in the top right corner of the dialog box or click Shift
+ F1.

b. Drag the question mark to the area in question.

c. Click once on the area. This opens a small text-only popup box with a brief
description of the component.

d. Click on the text box to close it when finished.
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3. Smart Help - Menu - Access by selecting a menu function with your mouse.
Instead of clicking on your mouse to execute the function, press the F1 button on
your keyboard. This opens the main help file with full help text and images.
4. Smart Help - Button - Access by selecting a menu function with your mouse.
Instead of clicking on your mouse to execute the function, press the Shift + F1
button on your keyboard, or do the following:

a. Click on the Standard toolbar.

b. Place the what’s this symbol over the desired function.

c. Click again.
5.General Access - This accesses the entire Help file, not a specific topic as 1-4

do. Click Help > Help Topics to access the Index. In the field #1, enter a key word
and click Display. To access the Table of Contents, click Contents.

Technical Support

When you call, please be at your computer with Buyer’s Tour running and have
your serial number and this manual within easy reach.

We can serve you better if you have the following information available when you
call:

1. The version of Buyer’s Tour you are running. (Go To Help>About)
2. The type of hardware you are using. Specifically:
PC model
Video card model

Printer model

3. A clear description of what happened when you encountered the problem.
4. The exact wording and number of the error message.

5. A summary of any attempts that you made to try to solve the problem.
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Loading Properties

There are two methods for importing properties from the Property Listings Table
to Buyer’s Tour:

Method 1:

1. Display the desired properties in the Property Listings Table.

2. Download any desired photos.

3. Click Buyer’s Tour on the toolbar or click Tools > Buyer’s Tour.

4. Open a New or Manual Tour. See Opening Contacts and Tours in Contact
Mode for more. After you create a new Tour and select your Contact data, click
Yes to confirm importing the properties from the Property Listings Table into your
Tour.

Method 2:

1. Display the desired properties in the Property Listings Table.

2. Download any desired photos.

3. Open Buyer’s Tour using any standard Windows method.

4. Open a New or Manual Tour. See Opening Contacts and Tours in Contact
Mode for more.

5. Click on the Properties tab.

6. Click Edit > Replace Properties. Click Yes to confirm importing the properties
from the Property Listings Table into your Tour.

Tour supports the inclusion of up to 40 comparable properties in any Tour report.
If your search results contain more than 40 properties, a warning dialog box will
open when you create a new Tour:

If this occurs, and you want properties other than the first 40 listed imported into
your Tour, then mark the properties that you wish to include in the Tour report by
doing the following:

1. Close Tour.

2. Click with your mouse in the M column on the Property Listings Table.
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3. Click Edit > Delete Unmarked Records(s).
4. Click Tour on the Quick Access toolbar to reopen it.

5. After you create a new Tour and select your Contact data, click Yes to confirm
importing the properties from the Property Listings Table into your Tour.

Contact Database

The Contact Database is the same throughout the entire program. Please refer to
the Contact Database section in the User Manual for more information.

Contact Mode

Contact Mode is a state where all actions performed are associated with the
open Contact. When you open a Tour, contact information is imported into the
Contact/Client information section. When you save a Tour, it is associated with
the open contact.

Opening Contacts and Tours in Contact Mode
If you open Buyer’s Tour, through the Quick Access toolbar, while you are in

Contact Mode, you will remain in Contact mode and the saved Tour will be
associated with the open Contact.

1. Click File > Open Client/Contact or click Open Client g] on the
Standard toolbar. The Open Contact dialog box opens.
2. Select a contact name using one of three methods:

# Click on a contact name in the Select Contact column. If the contact
name isn’t visible, scroll down to the name.

# Click on the first letter button of the contact’s last name.

T N PN =1 51 0 1) 8 (53 21 I B S

* Enter the first few characters of the contact’'s last name in the
Search on Last Name field.

3. Highlight the contact's name in the Select Contact from List section.

Select Contact from List
Caulfield, Haolden

Yorkosigan, Miles
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4. In the Associated Files list, double-click on the file that you want to open.

Azzociated Files

L] o hliztingsskourhleo. bir

5. Click Open. The contact's name will appear in the title bar at the top of your
screen.

Note: If there are no contacts in the contact database, the Open Client
buttonE will be disabled.

Exiting Contact Mode

You must leave Contact mode if you want to create Buyer’'s Tours that will not be
associated with the open Contact. If you decide to associate them with a contact,
see Associating Files with a Contact.

To leave Contact mode:

1

Click tlosetour - Close Tour

Associating Files with a Contact

The Associate w/ Contact option lets you associate a Buyer’s Tour with a
particular contact. To do this:

1. Open the Buyer’s Tour file you want to associate with your contact.
2. Click File > Associate w/ Contact.

3. The Contact Address Book opens. Click on the contact name that you want
to associate with the Buyer’s Tour.

Note: In version 5.0, you can associate multiple reports with a contact.

4. Click Associate.
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5. If the contact in the owner information window is different than the contact
with whom you want to associate the Buyer's Tour, a warning dialog box

Buyer's Tour
Client Infarmation does not match Owner Information.

I Owverride the Cvwvner Information?

opens:

Viewing Associated Files
To see a list of the files associated with a contact:
1. Click File > Open Client or click Open Client.

2. The Open Contact Buyer's Tour dialog box opens. Highlight the contact's
name in the Contact Names section.

3. Click Files in the lower right corner. The Files List section will open and list all
of the files associated with that contact.

Un-associating Files with a Contact

The Un-associate w/ Contact option lets you un-associate a Buyer's Tour with a
particular Contact. To do this:

1. Open the Contact from which you want to un-associate the file.
2. Click File > Un-associate w/ Contact.

3. A warning dialog box opens. Click Yes to un-associate the file from the
Contact.

Buyer's Tour

@ Are you sure you wwant to unassociate file
o tourtest btr' weith client ' Tom Paris'?
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Setting Up the Default for Closing Costs

Buyer’s Tour has a Default Closing Costs which allows you to enter the following
information for your contact:

*Loan Information
*Prepaid ltems
*Non-Recurring Costs

*Monthly Payments

Default Closing Costs

Buyer's Tour has Default Closing Costs which allows you to enter the following
information:

Loan Information

Prepaid ltems

Non-Recurring Costs

Monthly Payments

You may find that in general, the closing costs information is the same for all your
contacts. If this is the case, you can use this information in all of your closing
costs. If they don’t work for a particular contact, you can modify the default costs
for that contact. These fees have been setup for this area. You may want to

check them for accuracy several times a year. They may be modified as seen
below.

Modify Closing Costs

From the information entered in this dialog box, Buyer's Tour calculates all
closing costs for the selected properties. To set up your Default sheet:

1. Click Setup > Modify Closing Costs.
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Modify Clozing Costs |

Select Cloging Cozts ta M adify:

I Drefault j

J DK il:ancel

? Help

2. Click OK to open the Default dialog box.

Default E
— Loan [nfarmation — Prepaid [tems
|Hterest B ate: IE.EIEIEIEI = || Prepaid Insurance; I':'-E':":":I %
& ZofPrice Fixed Cost
Loan Fee: IE.EIEIEID A

Ppd Int # of Daps Max30; [0
&dditional Loan Fee:  § [100

Impounds: [P, bax, ete]: § IU
Loan Term [years]: |3':|

Diowin Payment: IE.EIEIEII:I 5| [ Monthly Payment

EMI- [os750 %

f %ofloan © Fixed Cost

Cazh Deposit; t IEI Froperty T azes: |1 2800 3

Credits: $ ||:| & %of Pice  © Fired Cost

Hazard Inzurance: IEI.SEIEIEI 4

' %of Price  © Fixed Cost

MNon-Recuring Caosts | Homeowner Dues: & |IZI
Add Closing Costs Dialog Box

* % of Price " Fixed Cost

If you do business in more than one jurisdiction, you may need to maintain
several closing costs sheets to account for differing tax rates. The Add Closing
Costs dialog box provides you with an area to enter the new closing costs sheet
name and base it on a previously-saved closing cost sheet.

To access closing costs

1. Click Setup > Add New Closing Costs when in the main window of Buyer’'s
Tour.
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Add Clozing Costs

— Mew Cloging Costz Mame:

— Baze Cloging Cogtz On;

IDefauIt j
J Ok ﬂEancel

2. After you have selected a name and an existing closing costs sheet to base
the new one on, click OK to open the New Closing Cost dialog box.

Default EE3 |
— Loan |nfarmation — Prepaid [tems

Irterest B ate: IE.EIEIEIEI % Frepaid |nsurance: IU-EDDD %
[2ooo0 ¥ % of Price " Fixed Cost
Loan Fee: 2.0000 % of Frice imed Cos

Ppdlnt # of Days Max30; [0
Additional Loan Fee:  $ 100

Impounds: [PHI, tax, ete]: $ IU
Loan Term [pears]: |3':|

Down Payment: IE.EIEIEIEI | [ Monthly Payment
Prl: ||:|. a7a0 4

¥ %ofloan Fised Cost

Cash Deposik: % IEI Property Tares: I'I 2600 4

o P . o

= % of Price " Fixed Cost

3. Complete the information in this dialog box.

4. Enter all of your Buyer's loan information, recurring costs and payments.
Payments may either be based on a % of Price, or a Fixed Cost. To add any
non-recurring costs, click Non-Recurring Costs on the lower left (see above) to
open the Default Non-Recurring Costs dialog box.

5. Enter any additional costs, their amounts, and types in these fields.

6. You can enter up to 16 Additional Costs. For each cost, choose the type of
cost from the drop-down menu.

7. Title Insurance and Escrow Fee tables are provided. You can choose whether
to calculate based on 100%, 50%, or None. You can click Change to open the
Fee Table dialog box to edit these three tables as needed.
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8. Click OK to close this dialog box and return to the Default Non-Recurring
Costs dialog box.

9. After you have completed the Fee Tables, click OK to continue.

Delete Closing Costs Dialog Box
To delete a Closing Costs:
1. Choose Setup> Delete Closing Costs.

2. Using the down arrow, select the Closing Costs you wish to delete.

Delete Clozing Costs | 7] |
Clozing Costs to Delete:
Iterst j

J K iEancel

? Help

3. Click OK to delete the Closing Costs.
4. Click Yes to confirm the deletion.

Notes
Page:
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Buyers Tour- Listing Manager Pro
Opening a New or Manual Buyer's Tour

In a new Tour, Buyer’s Tour will import property listings from the Property Listing
Table. In a manual tour, you must enter the properties manually.

To open a new or manual Buyer's Tour:

1. Click New or Manual Tour. The Select Property Type dialog box opens.

Select Property Type |

— Select Property Type:

2. Condorminiuinm
3. bulti-F amily

4. Mabile Home
5. Yacant Land

/ oK. *Eancel ? Help

2. Click on your desired property type.
3. Click OK.
4. The New Buyer's Tour dialog box opens.

Mew Buyer's Tour

— Select Client:

& |lze exizting client

' Create new client

" No clisnt

ox| o] Prep

5. Choose a client mode.

6. Click OK.
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Create New Client
If you choose Create new client, the Contact Wizard opens.
1. Enter contact information; click Next.

Contact Wizard

Enter required fields. then click Next.

— Contact Mame

* Last Mame || Title: ] j

* Firgt Hame I

Middle Marme |

* Contact Type I Buyer j

Additional Contact I

* = required fields

¢ Hack | Eirret | Cancel I

2. Enter residence address information (optional); click Next.
3. Enter business information, (optional); click Next.

4. Enter important notes, if desired.

Creating a New Tour - No Client

Buyer’s Tour can not create a Tour without name and address data. If you don’t
have a specific client, enter any information to proceed.

Opening an Existing Buyer's Tour
Open a saved Buyer’s Tour by doing one of the following:

Enter the Tour’s name in the File Name field; click OK.
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ki E3

File Open
Logk in: | ‘= TOUR

| « & cf E-

] zalezplanz

caulfield bir
Princeton. bty
. thiornbiuzh, bitr

work.osigan. bir I

File name: |thu:|rnbush.l:utr

Open I
j Cancel |
=

Double-click on the desired file in the File Name list box

Files of type: IBuyer's Tour Files [*.btr)

Entering Client Info and Property Search Criteria

The first window of Buyer’s Tour is used to: enter contact information, property
search criteria, and Agent notes. If you select Create a New Client or Use
Existing Client, then the contact information will automatically import into this
window.

1. Enter your contact name and address information into the Client Information
section.

— Clignt Information

Client Mame: Agent Motes |
Title Firzt biddle Last
IMr. Huolden | IEaquieId
Address City State Zip
|1 32 Salinger Street ISan Francizco IEa |95444
T

2. In the Property Search Criteria section at the bottom of the dialog box, enter
specific details about your contact’s property in the field’s provided.

3. In the Key Feature fields, enter the important features your contact is looking
for, such as a pool or garage.

4. In the Client Notes on Desired Feature section, enter more for your contact's
desired property features.
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— Property Search Criteria

AIES Beds B aths Frice
IP‘residn |4 |4 IdEEIEIEIIII
Sqg. Ft. Lot Size Age
|4nnn |2 acies |1 0
K.ep Featurel F.ep Feature? F.ep Featured

I‘»-"iew of Golden Gate Bridge I I

Client Maotes on Desired Features:

N IO

To access the Agent Notes for Client Information dialog box:

Click Agent Notes located in the upper right of the Client Information section.
This dialog box allows you to enter specific information about your client.
Consider asking those 3 questions:

A. Tell me what you absolutely have to have in your new home?
B. What would be nice to have?
C. What do you absolutely not want?

This serves 2 purposes. It will save you from having to show a lot of properties
and if you ever get to the point where a buyer is asking you, “I don’t know which
one would you buy?” You may refer them back to these questions and hopefully
help them DECIDE! Which house to offer on first.

“This will help me to narrow down and identify the few properties that are the
closest to what you are looking for in your new home. “

Agent Hotes for Client Info EH |
—Agent Motes:
J e iEancel |
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Add/Edit/Delete Properties

The Props section displays the properties imported into Buyer's Tour. You can
append, replace add, edit, or delete any of these properties as needed for your
Buyer’s Tour. Only the properties you choose are included in the Buyer's Tour
report.

Status (Address Beds |Baths |Beds

1
edit 2 [ACTIWVE 1134L 5t 5 400 A
3 |ACTIWE 4811 Haru 4 200 4
'._ 4 |ACTIVE 2840 Katalla Cir 5 37% 4
acld 5 |ACTIVE 2266 St. Elias Dr 4 300 4
= 6 |ACTIWVE 2637 Arlington Dr 3 275 3
‘_f ' ¥ |ACTIWE 2324 Hialeah Dr 5 Joo A
delete 8 |ACTIWVE L23 B5 Flagstone Cir i} Joo A
9 |ACTIVE L16 Chevigny St 4 250 4
Q 10 |ACTIVE 3648 Mary Anne Ct 4 300 4
wigw criteria f 14 ncmi 7827 Stanley 3 200 3
12 [AC L15 B5 Katahdin 4 250 4
13 IACTWE 7610 Berrv Cir 4 300 4

Adding Properties

The Add Properties dialog box provides you with an area in which you can add
other properties to your properties list.

Above is an example. Your MLS may have different fields.

To add properties:
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Add Comparable

Statuiz I-‘:"-':TNE i I

Field | value -
Address 1256 kain =t
Bedrooms 4]
Bathrooms .00
Square Footage 2800
Original List Price $350,000 o
List Price $325.000
Sale Price $324,000
Lizt D ate
Staries I
|

Remarkz

ol
| g
dd%

e

J Ok ﬂl:anl:el

? Help

1. Click the ADD icon.
2. Enter the new property information.

3 . Click Add to add the current property and continue adding more properties.

4 Click OK when finished adding properties.
Editing Properties

In the Edit Comparables dialog box you can edit the property information for any
property in your list. This box can also be opened by double-clicking on the
desired property on the Property Listing Table.
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E dit Comparables BEE

Status:

Field Walue -

Address 1143+ St

Bedrooms 4

B athroomsz 2480

Bedrooms 4 I
KN — i
Femarks
Stately family-friendly b in keart of Inlet Yiew/Bootlegaer's Cover area. ;I
Lovely curh appeal. Fabulows kit for gourmet/entertaining. Charming sunmn aff
kit far morming coffee. Owersized garage w'storage galore. Deck over gar off
MBR. &l BR lg. Even has LI

J Ok il:ancel ?Help o | Prev et (b e

To edit properties:

1. Click the Edit icon.

2. Edit the property information.

3. Click Prev or Next to modify the property and continue editing more properties.

4. Click OK if you are finished editing properties.

Deleting Properties

To delete properties:

1. Highlight the desired property.

2. Click the Delete icon.

Note: Select Edit > Undo Delete to restore the deleted property.
View Search Criteria

This feature allows you to review the search criteria that you set for the Property
Listings table.
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View/Edit Search Criteria EHE

Records added to Buyer's Tour at 06:24 P, Jul 05, 2007, il

Area B- Downtown

Lizt Price: 250000-300000

Baths: 4+ I
Status Code: Active

Bedrooms: 4+

Records added toBuyer's Tour at 08:30 P, Jul 05, 2001,

v & ﬂ ﬂ

Replacing MLS Photos for Tour Properties

You can add or substitute a photo for any of the Tour property photos that were
downloaded from the MLS system. To include a different property photograph in
your Tour:
1. Scan the photo and save the image as a BMP, TIF, GIF, or PCX file.
2. Save the picture to the picture folder.
3. Rename the first photo so that it matches the MLS number of the desired
listing and add a .000 extension. If your graphics program can’t do this then do
the following:

a. Open Windows Explorer.

b. Right-click on the image and select Rename.

c. Delete the current suffix and enter .000.
4. Rename the second photo with a .001 extension.
For Example: If you want to replace a photo for a property with an MLS# of

908233, you must name the first photo: 908233.000, the second 908233.001 etc.
Then move it into the picture folder.
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Appending Properties

You can add additional properties that are based on new search criteria in the
Property Listings Table to a saved Buyer’s Tour. To do this:

1. In the Properties window, click Edit > Append Comparables. If the listings are
not current, a dialog box opens to alert you and to confirm using them.

“'ou are about to append to the Buyer's Tour
Property Takle with Property Listings data
created at 0859 PMW on Jul 05, 2001 .

Do you want to continue?

2. If they are current, a dialog box opens asking to confirm that you want to
append your Buyer’'s Tour with the current listings.

3. Click Yes to confirm append.

Note: If you click No, then return to the Property Listings Table and run a new
search to update your listings.

4. Buyer’s Tour will then add the properties that were just imported from the
Property Listings Table to your comparables list.

5. You can now print the Buyer’s Tour with all of the previously saved settings.

6. Everything that relates to comparables - graphs, market analysis, comparable
property pages - will be reflected in your new criteria.

Replacing Properties in a Saved Tour

To replace the properties in a saved Buyer’s Tour without changing the search
criteria:

1. Go to the Properties window and click Edit > Replace Properties. If the listings
are not current, a dialog box opens to alert you and to confirm using them..
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You are about to replace the Buyer's Taur
Propetty Tahle withProperty Listings data
created at 06:59 PM on Jul 05, 2001 .

[ you vwant to continue?

2. Click Yes to confirm replacing the properties.

Note: If you click No, then return to the Property Listings Table and run a new
search to update your listings.

3. Buyer’s Tour will then replace the properties in your Tour with those that were
just imported.

4. You can then print the Tour with all of the previously saved settings, and
everything that relates to comparables - graphs, the market analysis page, and
comparable property pages - will be automatically updated.

Scheduling Tasks

The calendar displays the current month and can be used to schedule various
tasks. You can schedule events up to nine months in advance by simply clicking
on the next month button. You can scroll back for up to three months.

You might notice that this function is exactly the same as the CMA calendar. We
recommend that you start with the move date and work backwards. Mark 30 days
prior to the move date for the “UNDER CONTRACT DATE” This will add urgency
and even if your affiliates can get a property closed faster, You just look better if
it has to happen that way so plot the time and then schedule the showing date(s).
Give them reminders along the way about the lender and create a new calendar
when you are under contract remember to remind them about insurance and if
they are going to be there for the inspections try to put the date on the calendar.
If there are additional funds due on the down payment and you have deadlines,
include them as well. These calendars usually end up on the fridge so if you use
magnets, now is a good time to hand some out.
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ME}F 2001 Diouble click on the date to add an activity.

sunday [Monday |Tuesday |\Wednesday [Thursday|Friday |Saturday

1 2 3 |4 |5
6 7 8 9 10 |11 |12
13 14 15 16 17 (18 |19
20 | 21 22 | 23 24 |25 |26

27 | 28 29 | 30 31

1 Double-click on the day you want to schedule an activity. You can include
up to two activities per day.

July 08, 2001
— Activity #1
IListing Review j J K
Stat———— [~ Finsh————
+ AM 0+ AM *,:
500 [17:30 ancel
|V = P |7 = P e
o wieeklfor 24 weeks ?Help
 Monthly for |5 months. —
— Auctivity #2 Claar
IEIpen House j _v

2. In the Activity combo box, type in the name of the activity or choose from a list
of pre-defined activities by clicking on the down arrow and selecting a topic.

=]
Board Tour

Office Tour
Open House

3. Enter a start and finish time for this activity.
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4. If the event will be recurring weekly or monthly, check the appropriate radio
button and enter a duration into the field.

5. Enter information for a second activity if desired.
6. Click clear if you make an error and want to delete the contents of the box.

7. Once you have completed this dialog box, click OK to re-display the current
month with the added activity.

15

Listing Review
8:00-10:00am
Listing Review
10:00 - 11:30 am
27

Listing Review
10:00 - 11:30 am
29

Listing Review
10:00 - 11:30 am

Note:You may scroll through up to three additional months and add activities as
needed.

Modifying Calendar Activities

If the list box doesn’t contain appropriate categories, you can modify the list and
add your own categories.

You may add these additional items by simply typing them in the box. Be
cautious about the upper case/lower case as it will print as you type! Watch your
spelling as well. To edit follow the following procedures:

1 Click Edit.

2 The Modify Calendar Activities dialog box opens.

C:\Winnt\Profiles\Dak\Working with Buyers.doc 3/24/05 2:58 PM Dak

40



Modify Calendar Activities EHE

— Activities

Mew Tour J ok

Board Tour

Listini Review

él]elete

Ao | @)Mnd

3. Enter your desired activity.
4. Click Add.

5. Add more activities in the same manner or click OK to return to the Tasks
dialog box.

Clearing the Calendar
To delete all activities from the calendar:

1. Click Clear on the vertical toolbar. A dialog box opens:

Buyer's Tour B

@ Clear dizplayed month’?

2. Click Yes to confirm the deletion.

Sales Plan

You may find that for each contact, you have the same methodology for selling
their property.

For Ex:Every Monday: Open House 9am - 12pm. Every Tuesday - Listing
Review 11:30am.
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Instead of entering these plans in each Buyer's Tour file, you can make a Sales

Plan, and import it into every Buyer’s Tour. The Sales Plan allows you to define

and record a typical pattern of activities and then display them in a calendar with
one action.

To insert a Sales Plan:

1. Clicksales plan. to open the Sales Plan dialog box.

Salez Plan |

— Select Sales Plan — Select Starting Sunday

i Create Sun Mon Tue Wed Thu Fn  Sat
2AOZ2E O 2801 2 3

Capy 4 5 = 7 g 9 10
__ 11 12 13 14 15 16 17
Edit 18 19 20 21 22 23 24
Dl @ 25 27 28 29 30 A
- | 1 2 3 4 ] = 7

7 & sdcance ﬁl

2. Click on the starting day on the calendar in the Select Starting Sunday section.
This instructs Buyer’'s Tour on which date to begin your pattern of activities.

3. Click Create to open the Sales Plan Name dialog box.
Salez Plan Hame |

M arne of Mew Sales Plan

*Eancel

J .

4. Enter a name for your Sales Plan.

5. Click OK to open the calendar.
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Month #1
Sunday [Monday | Tuesday |Wednesday |Thursday [Friday| Saturday

el em

6. Double-click on the day that you want your activities to begin. The Activities
dialog box will open.

7. Enter information in the dialog box in the same manner that you did when you
were scheduling a task for the individual contact. See Scheduling Tasks for
more. The only difference between the two dialog boxes is the heading. The
Sales Plan Task dialog box has the day and week stated in the upper-right
corner; the Contact Task dialog box has the date.

Wednezday, Week 2, Month 2 HE
April 11, 2001 '

Editing Sales Plans

To edit any Sales Plan, do the following:

1. Click s8les plan. to open the Sales Plan dialog box opens.

2. If you want to add activities that with a different starting day, click on the new
starting day on the calendar in the Select Starting Sunday section.

3. Click once on the Sales Plan that you wish to edit.
4. Click Edit.

5. Double-click on a day and modify your activity. See Modifying Calendar
Activities for more.

6. Click OK twice when finished to return the contact calendar.
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7. If you want to edit the start date, simply click on the new start date in the Sales
Plan dialog box.

8. Click OK when finished. You will see your activities display on the Sales Plan
Calendar starting during the assigned week.

9. Click OK when finished to return the contact calendar.

Copying Sales Plans

You may find that you want to create a new Sales Plan based on an old one.
Rather than redo the entire plan, you can copy a Sales Plan and then edit it. To
do this:

1. Click on the Sales Plan button on the toolbar. The Sales Plan Name dialog box
opens.

2. Highlight a Sales Plan Name; click Copy
3. Type in a name for a new Sales Plan.
4. Click OK to return to the Sales Plan dialog box.

5. If you want to modify the copied Sales Plan, see Editing Sales Plans.

Deleting Sales Plans
To delete a Sales Plan:

1. Click on the Sales Plan icon on the toolbar. The Sales Plan Name dialog box
opens.

2. Highlight a Sales Plan Name; click Delete.

3. Click Yes to confirm deletion.

Personal Documents

The Personal Documents dialog box is only accessible when you are in the Print
section. It allows you to customize various documents and include them in your
Buyer's Tour. The software defaults to the files shown in the following illustration.
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Personal Documents E |

— Introducton Letter Bodu

File M arne: I."utl:uur_rpt"xcuverltr.t:-:t

Browse | Open |

[ Prompt before Printing

—Agent Resume

File: Marme: I."-.h:nur_rpt"'.resume.wri

Browsze | Open |

[~ Prompt before Printing

—Awailable Personal Documents

[ Prompt before printing

Title | Path |
by letterthead | fharchivehwtt letterthead. doc
My ervelope | Eharchivewiftenvelope.doc

Hemaye |
() =l |
Browse |

[~ Save all file name settings: as default

JDK

=

i Add I
Help

e

1. To access Personal Documents, click Setup > Personal Documents or click
Setup on the Print Window.

2. To edit any of the documents shown above, click Edit or Open. For the Agent
Resume, the file opens in WordPad. The cover letter body opens in the following

dialog box.

Note:You should not modify the default cover letter body unless you are sure that
you will not want to use the original version in the future. You can create as many
additional cover letter bodies as you need.

3. Click OK to go back to the Personal Documents dialog box.

Creating a New Cover Letter Body

Buyer's Tour should display the following name, or something very similar to it, in
the File Name edit field of the Cover Letter Body section of the Personal
Documents dialog box:

c:\...\Tour_rpt\coverltr.txt

If you want to create a new cover letter body, do the following:
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1. Change the name in the File name field.

For Ex:If you wanted the new file to be called newcover.ixt, then change the text
to read as follows:

c:\ ..\Tour_rpt\newcover.txt

2. Click Open and the Modify Cover Letter Body dialog box opens with no text
showing.

3. Type in whatever information you wish to include in your Buyer's Tour cover
letter and click OK. This new letter will now be saved under the new name
newcover.txt. Remember that you have only changed the body of the cover letter
and that Buyer’s Tour will fill in all of the other necessary information.

Select a Cover Letter

From the Personal Documents dialog box click Browse in the Cover Letter Body
section. The Select an Cover Letter Body dialog box opens. Choose the cover
letter body desired for the current Buyer's Tour. You can use any cover letter you
have created, including documents created in WordPad.

Select an Agent Resume

1. The Agent Resume section is located in the same folder as the cover letter.
Click Browse and the Select an Agent Resume dialog box opens.

2. Choose any document to be your resume including those created in
WordPad. Change directories if necessary.

3. You can add, edit or delete any information from the resume. Since it is a

WordPad file, any changes made or information added is done so through
WordPad.

Adding Personal Documents

You can add your own personal documents to enhance your Buyer’s Tour report.
In the bottom of the Personal Documents dialog box, there is a section entitled
Available Personal Documents. In this section you can add, remove, open or
browse additional documents.

To add a personal document:

1. Click Add. The Add Personal Document dialog box opens.
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Add Perszonal Document |

Document Title:

| My Letterhead

Document Path:

I frarchivetwtt letterhead.doc Browsze. ..
Cancel |

2. Enter a name for your document in the Document Title field.

3. In the Document Path field, type in the path of your file, or click Browse and,
using standard Windows techniques, navigate to the folder containing the file.

4. Click OK when finished. You will return to the Available Personal Documents
dialog box and your file will be added.

— &vailable Personal Documents

Title [ Path add |
My Perzonal envelope | fharchivewitervelope. doc Femae |
by Letterhead f:harchivehwit letterhead, doc

Open

Browze

i

¥ Prampt befare printing

To remove a personal document:

1. Select the document you wish to remove.

2. Click Remove.

3. Click Yes to confirm the deletion.

To open a personal document:

1. Select the document you wish to open.

2. Click Open. The file will open in its associated program.

The browse document feature allows you to change the path of an existing file,
but maintain the title. To browse a personal document:

1. Select the document you wish to browse.
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2. Click Browse.
3. Using standard Windows techniques, navigate to the folder containing the file.
4. Select the file.

5. Click Open. You will return to the Available Personal Documents section and
the new path will be displayed.

Choosing which Documents to Print

This screen displays all of the available pages that may be included in your
Buyer’s Tour. There are four report configurations: Mini, Standard, and Long and
Default.

Note: If no pages are selected, a warning dialog box opens.

You can select a report in one of three ways:

1. Click on a button in the toolbar on the left.

2. Select a report from the Format menu.

3. Click in the appropriate checkboxes in the Select Reports dialog box.

Select a Buyer's Tour Report Style

IDefauIt Report Style j
— |ntroductony Farms — Property Info & Marketing &nalysis
[ Introductany Letter
W
[ Buyer's Tour Cover Page I Property Shests
— Client Fequest Inffo————————— W Phata Farmat
I F'rlpert_l,l R equest Criteria I™ 1 prop/page
[ Client Tour Sheet [~ Market Analyzis Sheet
I™ Agent Tour Sheet [~ Buyer's Closing Costs
— Mizcellaneous — Perzonal Documents
™ Cument Map View Highlight documents to be included
[ Calendar

[ Agent Besume

Save Az Default |

The four options available for printing contain the following documents:

1. Option #1: Mini report - Contains Contact and Agent Tour sheets.
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2. Option #2: Standard report - All mini-report forms, plus the Property Request
Criteria with Agent notes.

3. Option #3: Long report - Includes all page options available.

4. Option #4: Default report - Saves the current settings as your user-defined
default.

For Ex:If you always print the Tour Cover Page, and the Calendar, you can set
them to default so that they will always be selected when you open the print
window.

To print:

1. Click on the Print Tab.

2. In the print window, check the boxes next to the reports that you want to print,
or click on the Long, Mini or Standard buttons on the toolbar.

. Save b Default | .
3. Click Save As Default if you want to set these reports as your
default report.

4. This default setting is saved globally so if you want to use these settings on
any other Tour, click Default to restore those settings.

The Clear button removes all of the checkmarks on the display screen. You can
customize your Buyer’s Tour by including or excluding any of the available pages
or options.

Print Dialog Box

Once you have configured the Buyer’s Tour to your satisfaction, you can do the
following:

1. Print it

2. Preview it

3. Change the printer

4. Choose the number of copies to print
5. Change the print quality

To print the report:
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1.Click Print Tour.

iy b 1

4
2. Click OK.
To preview the report:
1. Click Print Tour.
2. Click Preview.
3. Click Next to scroll through your report pages.
4. Click Zoom to magnify your report if needed.
5. Click Close when finished or click Print to print the report.
To change the printer:
1. Click File > Set Up. The System Printer List dialog box opens:
2. After selecting which printer to change to, click OK.

3. Once you have set up your printer (you may never have to do this), click OK to
return to the Buyer’s Tour dialog box.

4. Click OK to print your Buyer’s Tour.
To choose the number of copies to print:
1. Click Print > Tour.

2. In the Copies section, delete the current number and type in your desired
number.

3. In the Print Quality section, click on the arrow on the list box and choose a
quality. Remember that the higher the number, the better the print quality and the
larger the file.

Customizing the Default Buyer’s Tour Reports

Buyer’s Tour has the following default pages:
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Agent Tour Sheet with Photo | Property Setup with Photo - 1 propenty/page

Agent Tour Sheet Property Setup - 1 property/page

Calendar Property Setup with Photo - Multiple properties/page
Client Tour Sheet with Photo | Property Setup - Multiple properties/page

Client Tour Sheet Property Request with Notes

Cover page Property Request—l-

Cover Letter Agent Hesume

Market Analysis

You can customize any of the other reports described above using Report Writer.
In that program, you can do the following to a Buyer’s Tour report:

1. Add your photo

2. Add your Company logo

3. Insert Clip art

4. Reformat the layout

5. Add data fields

6. Subtract data fields

To edit these reports, please refer to the Report Writer's User's Guide.

Notes:
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