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Introduction

In this chapter:

e “What Is Top Producer 7i Remote?” on page 11
e “About This User Guide” on page 12

e “About The Online Help” on page 14

e “Contacting Technical Support” on page 15
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Introduction

Top Producer 7i Remote User Guide

What Is Top Producer 7i
Remote?

Top Producer 7i Remote is a desktop version of

Top Producer 7i, the powerful and easy-to-use real estate sales
productivity application. Top Producer 7i Remote only requires
an Internet connection when you want to synchronize your
data with Top Producer 7i, so you can work offline with your
own data while using the same great features of the

Top Producer 7i online application.

You can synchronize your Top Producer 7i Remote data with
Top Producer 7i, keeping your database up to date with the
latest information that’s been entered. For more information on
synchronizing your data, see “Synchronizing Your Database
With Top Producer 7i” on page 65.

However, before working with Top Producer 7i Remote, you
need to install the software onto your desktop computer. For
more information, see “Installing Top Producer 7i Remote” on
page 25.
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For more information
about Adobe Reader,
please refer to Adobe
Reader’s online Help. To
access the online Help,
point to Help, then click
Reader Help.

Printing this user
guide

Saving this user
guide

Top Producer 7i Remote User Guide

About This User Guide

This guide is saved in Portable Document Format (PDF). You
can view it in the Adobe® Reader®.

This guide was written to:

= help you start working effectively with Top Producer 7i
Remote in as little time as possible.

e provide you with an easy-to-use “How-to” reference.

= provide you with tips and explain program features and
functionality.

You can print and save this user guide, as well as search for
specific information.

This section tells you how to print this User Guide.
To print this guide:

1. From the Adobe Reader page, point to File, then
click Print.

The Print pop-up window opens.

2. Specify your print options, then click OK.

Although you can access this user guide any time from

Top Producer 7i Remote by pointing to Help, then clicking
User guide, you may want to save this guide to your hard
drive if you're using a slower Internet connection. This lets you
access the user guide more quickly.

To save this guide to your hard drive:
1. Point to File, and then click either Save as or Save
a copy, depending on what version of Adobe Reader
you are using.
The Save As or Save a Copy... dialog box opens.

2. Specify a folder and file name, then click Save.

Now you can quickly access this user guide from its
saved location whenever necessary.

12
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Searching for
specific
information

Another way to access the
Find dialog box is to point
to Edit, then click Find.
You can also press
[Ctrl+F].

Navigating within
this guide

Top Producer 7i Remote User Guide

You can automatically locate specific information by searching

for key words, such as “technical support”, “email”, or
“listings”.

To search this guide for specific information:

1. From the Adobe Reader toolbar, click the Search
icon.

'@File Edit Document Tools Wiew ‘Window Help

(@B S48 MR- B> M|

To search through this
guide for specific infor-
mation, click the
Search icon.

The Find pop-up window opens.

Find/what &l
™ Match Whale Word Only Cancel |
[ Match Case

™ Find Backwards

2. In the Find What field, type a key word. For
example, if you’re looking for information about
vendors, type “vendor”.

3. Depending on your search preferences, select one
or all of the check boxes.

4. Click Find.

If you are reading this guide online, click any text that appears
in blue to automatically jump to the specified section. For
example, if you see: For more information, see “Working With
The Scheduler” on page 182, click the text that appears in blue
(in this case, “Working With The Scheduler” on page 182) to
automatically jump to the section.

13
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About The Online Help

Top Producer 7i Remote includes online Help. Use the online
Help to quickly find out how to do something or to access this
user guide in Adobe Acrobat (PDF) format. This section tells
you how to access and use the online Help.

Please refer to the online Help before contacting Top Producer
Technical Support, (see “Contacting Technical Support” on
page 15).

To access the online Help:
1. From the:

e main menu in Top Producer 7i Remote, point to
Help, and then click Help topics.

< Windows desktop, point to Start, Programs,
Top Producer 7i Remote, and then click
Top Producer 7i Remote Help.

The main online Help page opens.
2. In the main online Help page:

« click the Contents tab to navigate to the topic you
need help with.

« click the Index tab, then type a key word, and
then select from the topic list that appears.

< click the Search tab, then type the topic you want
help with, and then press Enter.

View the help topic.
3. To print the topic, point to File and then click Print.
To print a specific online Help topic:

1. Click the mouse cursor anywhere in the displayed
topic (located in the right pane).

This ensures that the topic displayed will be the one you
print.

2. Click the Print icon from the toolbar of your web
browser; or point to File, then click Print.
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Contacting Technical
Support

Please refer to the online Help before contacting technical
support. For more information about how to access the online
Help, see “About The Online Help” on page 14.

Top Producer Technical Support personnel are available
Monday - Friday, 6:00 AM - 5:00 PM (Pacific Time).

e Email: support@topproducer.com
e Telephone: 1-800-830-8300
» Fax: 604-270-6365

To view product information and FAQs, go to
www.topproducer.com.
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Learning The Basics

In this chapter:

e “Action Menu” on page 17

e “Calendar Icons” on page 17

e “Check Boxes” on page 18

e “Control Menu” on page 18

e “Drop-Down Lists” on page 18

e “Headings” on page 19

e “[jst Icons” on page 19

e “Main Menu” on page 20

e “Option Buttons” on page 20

e “Selecting Items From Lists” on page 21
e “Shortcut Menu” on page 21

e “Specifying Date Ranges” on page 22
e “Spin Buttons” on page 23
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Action menus appear
on the left side of
most pages. Click an
action menu item to
initiate an action,
such as printing or
deleting.

Top Producer 7i Remote User Guide

Working With Top Producer
71 Remote

This section explains how to work with the elements on

Top Producer 7i Remote’s pages (for example, menus and
icons). You can click most page elements, letting you initiate
commands, such as saving information or selecting items from
a list.

All of the pages in Top Producer 7i Remote have the same
types of elements, such as a feature menu, feature submenus,
and clickable icons.

Action Menu

The action menu appears on the left side of most pages. Action
menu items let you perform tasks, such as adding, editing, and
deleting. Some action menu commands will appear disabled,
indicating they are currently unavailable. After selecting a
relevant item on the main page, the associated action menu
items become available.

ch | Mail | Email [[EEGEY Closings

[Current listing: Current listings
Create listing
Date range: Mo

Selectall Unse Listing preferences

® Yiew or edit
listing

us |All active Start search

Listing expiration reminders

® preate listing

o Address Lieig) TS % | Seller | Listprice = |

Delete listing 9271 BEth Aver | McBride, Jennifer; Smith, Michael $410,000
.......................................... Listing uploads |

® Wail showing 4125 W 415, G Miven, Fred $378,000

agents 412481 80th Avenue, Beverly Hills, LA Imar, Jason; Jones, Steven $350,000

® iew repart

Calendar Icons

On some pages you will see a small calendar icon next to a date
field. Click the calendar icon to display a pop-up calendar, then
click a date on the calendar to automatically enter it into the
field. Today’s date is displayed at the bottom of the calendar,
which when clicked, will automatically enter today's date in the
date field. If you need to select a date outside the current
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month, click the arrows at the top to scroll forward and
backward through the months.

4 April P 4 2003 p
Sun Mon Tue WMed Thu Fri Sat
o1 203 404
B 7 &8 &9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 I6
27 28 29 30 1 2 3
4 54 B ¥ &8 &8 10

Click calendar icons to Today is:
display a pop-up calendar. Sunday April 6 2003
You can automatically
specify a date from the
pop-up calendar.

| 04/06/2003 |

Check Boxes

Check boxes are used to select or deselect an option. Click the
check box, or its label, to choose the option. A check mark
appears in the check box. Click the check box again to clear the
check mark to deselect the option. For example, click Show
listing expiration reminders to be reminded about expired
listings each time you start the program.

[ Include date, time and created by stamps in notes

[ ] Abways check for duplicate contacts

Control Menu

Control commands appear at the bottom of most pages.
Examples of typical controls are OK, Cancel, Enter next, and
Close. Use these commands to confirm and save changes,
proceed to the next page, cancel an action, or close a page.

QoK @cancel

This is a control menu. Control menus appear at the
bottom of some pages. Click any of the control com-
mands, such as Cancel, to initiate a command.

Drop-Down Lists

Drop-down lists show the currently selected item; or the first
item in a list. Click the down arrow to display the full list of

18



Learning The Basics

Top Producer 7i Remote User Guide

available items. Once you click an item from the list, it will be
selected and displayed.

Display the Day wiew [~]
YEAr view i
Manth view
Weelk view
Dvay wigwn

Headings

You can click most column headings to change the data's order
of appearance on the page. A darker colored column heading
with an arrow next to the heading name (shown in the Date
column below) indicates that the data is being sorted by date.
To sort by flyer name you would click the Flyer heading.

Date = | Flyer
010062005 01:32PM Sidebar Title
1001372004 02:57PM Arched Title
List Icons

List icons appear next to some text fields. Click the list icon to
display a list of commonly used words or phrases (called a pick
list). List icons make tasks such as entering new contacts quick
and easy because instead of typing the item repeatedly, you
can click the list icon and quickly select an item from the pick
list that appears. Your selection appears in the text field.

« To set a list icon to automatically appear when the cursor
is placed in its field, select the Pop-up automatically
option button.

e To set a list icon to automatically insert a default item
when the cursor is placed in its field, click the list icon,
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then select the desired default item and click the Insert
data automatically option button.

city E

== Selectthe itern and click OK. To
| | | @ update this list click Modify list.
| iBoston -
Chicago ]
Houston
Los Anoeles
Montreal
Click list icons to display a pick e rork
list. Highlight an item from the San Francisco
list and click OK. You can also Seattle
choose the Manual, Pop-up Wancauver N
automatically, or Insert data YWashington -
automatically option. ® Manual
1 O Pop-up automatically
() Insert data automatically
Maodify list QK Cancel

Main Menu

The main menu, located at the top of the application, provides
access to all of the pages in Top Producer 7i Remote. Hover the
mouse over any of the feature menu items to display a
submenu of related functions. Select the function you want,
then click the left mouse button.

eatch | (ET] | Etmail | Listing= | Closings | Flyers | Presentstions | Financial | Setup | Help |

Schedule KeElyeTs:

Hover your mouse
over any of the
feature menu items
to display a sub-
menu of related
functions.

Today's business
Wy schedule

Option Buttons

Option buttons are used to present a selection between two or
more choices, where only one may be selected at a time. A
group of option buttons usually appears with one choice
already selected as the default. Make your selection by clicking
the circular option button or the adjacent text.
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Occurrence
To make your selec-
tion, either click the
option button or the
adjacent text. @ One time () Repeating

Selecting Items From Lists

To work with single or multiple items, such as contacts, you will
need to select them from various lists in Top Producer 7i
Remote.

To select items from lists:
1. Click an item once to select it.
It will appear highlighted.

2. To select additional items, press the [Shift] or
[CtrI] key, then select the additional items.

Selectall Unselect all

Activity | Description

Call Thank-you

Ernail Change of address
Call How's evernthing going?
Email Testimonials email 1

Note: Some lists purposely allow only one item to
be selected at a time.

3. To deselect items, press the [Ctrl] key, then select
the items.

4. Some pages provide Select all and Unselect all
commands. Use these commands to select and
deselect ALL items in a list at once.

Shortcut Menu

When you right-click on highlighted text or an image in the
body of a mailing or email message, a shortcut menu opens so
that you can quickly select some editing commands. These
editing commands use the clipboard to perform the same
function as the corresponding toolbar icons.
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Note: The list of available editing commands will
vary slightly, depending on where you are in
the program when you open the shortcut
menu.

The shortcut menu commands include:

Cut — cuts the selection.
Copy — copies the selection to the clipboard.
Delete — deletes the selection.

Paste — pastes the cut or copied selection at the cursor
insertion point in the document.

Select All — highlights all contents within the document.

Hyperlink — edits a selected hyperlink in the document.
The Edit hyperlink pop-up window opens, letting you
modify the URL or web site address, or change the link to
ordinary text. Click Test link to check if the URL is work-
ing properly.

Properties — edits a selected picture or picture merge
code. The Picture properties pop-up window opens, let-
ting you modify layout, spacing, and size attributes.

Specifying Date Ranges

To see information that was created or modified on a certain
date (or specified date range), use the Enter date range pop-
up window. The window appears throughout Top Producer 7i
Remote, usually from clicking a Date range link on a summary
page. For example, you can specify whether you want to
display listings that were created today, last week, or during a
specific date range.

Enter date range

From: [0312/2004 [ to [03/26/2004

: OK : Cancel

To specify date ranges:

1. Click the Date range link.

The Enter date range pop-up window opens.

2. To specify a:

Top Producer 7i Remote User Guide

« start date, click the From calendar icon.
e end date, click the to calendar icon.

22



Learning The Basics

Top Producer 7i Remote User Guide

Note: There may or may not be an added check
box called No date range. Selecting the
check box will NOT allow you to filter out any
records by date.

3. Click OK.

Spin Buttons

Spin buttons appear next to some numeric text fields, enabling
you to enter numbers quickly and easily. The spin buttons are
small up and down arrows. Each click of the up arrow increases
the number in the box incrementally, and conversely, each
click of the down arrow decreases the number.

Reminder and Drop off

Remind me dayis)
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Setting Up

In this chapter:

e “Installing Top Producer 71 Remote” on page 25

e “Opening And Closing Top Producer 7i Remote” on page 30
e “Agent and Assistant Setup” on page 31

e “Automatically Applying Action Plans To Leads” on page 33
e “Exporting Contact Information” on page 34

e “Setting Up Printer Defaults For Envelopes, Labels And Reports” on
page 37
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Installing Top Producer 7i
Remote

To install Top Producer 7i Remote, you must:

1. Assign a Top Producer 7i Remote license from
Top Producer 7i (see page 25).

2. Download the installation file (see page 26).
3. Install Top Producer 7i Remote (see page 26).

4. Download your Top Producer 7i data into
Top Producer 7i Remote (see page 28).

Assigning a This section tells you how to assign a Top Producer 7i Remote
TOp Producer 7i license from Top Producer 7i.

Remote license

Note: You can also assign a Top Producer 7i
Remote license from the Remote manager -
user summary page by clicking the Assign
license action menu item. For more infor-
mation on accessing the Remote manager -
user summary page, see “Accessing the
remote manager” on page 61.

To assign a license:

1. From the main menu in Top Producer 7i, point to
Setup and then click Agent setup.

The Agent information page opens.
2. In the Additional Top Producer applications
section, select the Top Producer 7i Remote check

box.

The displayed agent now has a Top Producer 7i Remote
license.

3. Click OK.
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Downloading the
installation file for
Top Producer 7i
Remote

Installing
Top Producer 7i
Remote
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1.

6.

This section tells you how to download the Top Producer 7i
Remote installation file from the Top Producer 7i application.

To download the installation file:

From the main menu in Top Producer 7i, point to
Setup, Applications setup and then click
Top Producer 7i Remote.

The Remote manager - user summary page opens.

Click Download Top Producer 7i Remote
Software from the action menu.

The File Download pop-up window opens.
You can either:

< open the file and begin installation (see step 4).
« save the file to your hard drive (see step 5).

Click Open.

The Top Producer 7i Remote installation wizard
opens. Skip to “Installing Top Producer 7i Remote”
on page 26.

To save the installation file to a location on your
hard drive:

* click Save.
The Save as pop-up window opens.

« from the Save in: drop-down list, specify the drive
where you want to save the file, for example C:.

« select the folder you want to save the file in.

e note the name of the installation file
(TP7iRemote.exe) in the File name: field.

e click Save.

The file is saved to the location you specified.

Click Close.

This section tells you how to install Top Producer 7i Remote.
Before installation, you must have downloaded the installation
file. For instructions on downloading this file, see “Downloading
the installation file for Top Producer 7i Remote” on page 26.

If two agents each have Top Producer 7i Remote accounts,
they can NOT install two separate instances of Top Producer 7i
Remote on the same computer. Also, if an account only has one
license, you can only install Top Producer 7i Remote on one
computer. However, if an account contains two licenses (for
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example, an agent and assistant license), Top Producer 7i
Remote can be installed on two computers.

To install Top Producer 7i Remote:

1. To locate the TP7iRemote.exe file you saved to

your computer:

Note: The following instructions may vary depend-
ing on what version of Windows you are
using.

e click Start, Find, Files or folders or click Start,
Search, For files or folders...

e in the Named: or Search for files or folders
named: box, type TP7iRemote.exe.

< from the Look in: drop-down list box, select My
computer.

e click Find now or Search now.

« double-click the TP7iRemote.exe file to begin
installation.

The TOP PRODUCER 7i Remote installation wizard
opens.

. To begin the installation, click Next.

The next step of the installation wizard opens,
displaying the license agreement.

In order to proceed with the installation, you must
read and accept the terms of the license agreement.
Review the license agreement carefully. If you agree
to its terms, select the 1 accept the agreement
option button and then click Next.

. By default, the program is installed to the following

location on your hard drive:
C:\Program Files\Top Producer\Remote.
To:

* accept this location, click Next and skip to step 6.

< specify a different location, click Browse.
The Select Destination Directory pop-up window
opens.
Select the drive you want Top Producer 7i Remote
installed to by selecting the drive letter from the
drop-down list at the bottom of this window.
Specify the folder to install to from the middle sec-
tion of this window.
Click OK.
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The location you specified appears in the Destina-
tion folder section.

5. Click Next.

6. By default, you can access Top Producer 7i Remote

from the Programs item in the Start menu.
To:

= accept this location, click Next and skip to step 7.
< change this location, select a different option from
the list below, and then click Next.
The next step of the installation wizard opens, informing
you that the installation may take some time depending
on the speed of your Internet connection.

. Click Next to begin the installation.

During the installation, a progress bar appears showing
you the progress of the installation.

. Once the installation is complete, the Top Producer

7i Remote installation wizard opens, prompting you
to restart your computer. Click Finish to restart
your computer.

Once your computer has restarted, the next step of the
installation process appears which is to download your
Top Producer 7i data into Top Producer 7i Remote. Skip
to the next section for instructions on downloading your
data from Top Producer 7i.

Before you begin working with Top Producer 7i Remote, you
must download your Top Producer 7i data into Top Producer 7i
Remote. Only users with a Top Producer 7i Remote license can
perform this download. However, once the download has been
performed, all users of that account can log into Top Producer
7i Remote and work with the program.

Note: You will require an Internet connection to
complete this process.

1. Once the installation is complete and your computer

has restarted, the first page of the data import
wizard opens.
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The system tray is part of
your taskbar and is usually
located in the bottom
right corner of your
screen. The system tray
can contain many items,
but it usually always
contains a clock.

Top Producer 7i Remote User Guide

Enter your Top Producer 7i username and password
in the appropriate fields, and then click Continue.

A data request is sent. Your request may take some time
to process, depending on how many requests are
currently being handled.

. While your request is processing, Top Producer 7i

Remote has automatically begun downloading the
files necessary to complete the import process.

Depending on how many requests are currently
being processed, the next page of the data import
wizard may appear showing you the remaining time
it will take to process your request.

To:

< automatically download your data once it’s avail-
able, select the Keep the program running in
the system tray and automatically download
the import file when the request is complete
option button.

You will be informed when your data is being
downloaded.

You can check the status of your request at any
time by double-clicking on the Top Producer 7i
Remote icon in your system tray.

« receive a notification email that your data is ready
for download, and to manually start the download
process yourself, select the Send me an email
when my import file is complete. | will start
the download manually option button. Type
your email address in the adjacent field.

You will receive a notification email that your data
is available for download. You will then need to
begin the download process manually by double-
clicking the Top Producer 7i Remote icon on
your desktop.

. Once you’ve been informed that your request has

been processed, click Continue to begin
downloading your data.

A progress bar appears showing you the progress of the
download.

. Once the download is complete, click Continue to

log into Top Producer 7i Remote.
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Opening And Closing
Top Producer 71 Remote

To open Top Producer 7i Remote:
1. Either:

e double-click the Top Producer 7i Remote icon
located on your desktop
Or

« click Start, point to Programs, Top Producer 7i
Remote and then click Top Producer 7i
Remote.

The Top Producer 7i Remote page opens.
2. Specify your:

e username in the Username field.
e password in the Password field.

3. Click Login.

After a few moments, Top Producer 7i Remote’s main
menu is displayed.

Note: If you want your username remembered the
next time you access Top Producer 7i
Remote, select the Remember my user-
name check box. After you select this check
box, the Remember my password check
box becomes available. If you also want
your password remembered, select the
Remember my password check box.

To close Top Producer 7i Remote:
1. Click Exit on the right side of the main page.

2. Top Producer 7i Remote closes.
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Agent and Assistant Setup

You can view agent and assistant information and manage
agent, assistant and company logo images from Top Producer
7i Remote. (Although you can view agent and assistant
information and administer images, you can NOT specify agent
or assistant information in Top Producer 7i Remote. If you want
to enter agent or assistant information, you must do this from
Top Producer 7i. For more information, see the Top Producer 7i
documentation.)

This section tells you how to view agent information. Although
you can view an agent's details in Top Producer 7i Remote, you
can NOT enter agent information. All agent information MUST
be entered in Top Producer 7i. For more information on
specifying agent information, see the Top Producer 7i
documentation.

Note: This page is only available if you are logged
in as the agent.

1. From the main menu, highlight Setup, then click
Agent setup.

The Agent information page opens.

2. Once you've finished viewing the agent information,
click OK.

This section tells you how to view assistant information.
Although you can view your assistant information in

Top Producer 7i Remote, you can NOT enter assistant
information. All assistant information MUST be entered in
Top Producer 7i. For more information on specifying assistant
information, see the Top Producer 7i documentation.

Note: This page is only available if you are logged
in as the assistant.

1. From the main menu, highlight Setup, then click
Assistant setup.
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Adding your
company logo and
agent/assistant
pictures

To remove a picture,
select the picture you
want to remove by using
the <<Previous and
Next>> links, and then
click Remove. The Remove
picture dialog box opens.
Click Yes.

Top Producer 7i Remote User Guide

The Assistant information page opens.

2. Once you’'ve finished viewing the assistant
information, click OK.

This section tells you how to add agent and/or assistant

pictures, as

well as your company logo. Pictures must be in

Joint Photographic Experts Group (.JPG or .JPEG) format.

To add images:

1. If you are logged in as the:

agent, point to Setup and then click Agent setup.
From the Agent information page, click Agent or
assistant pictures from the action menu.
assistant, point to Setup and then click Assistant
setup.

From the Assistant information page, click Assist-
ant pictures from the action menu.

2. To add a picture:

in the appropriate section (for example, Company
logo), click Add.

The Select picture pop-up page opens.

use the Look in: drop-down list to select where
the file is saved.

find and select the graphic file you want to attach,
then click Open.

Note:

Use the <<Previous and >>Next links to
view any other pictures you have added.

3. Click

OK.
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Automatically Applying
Action Plans To Leads

You can set up rules that will determine how plans are
automatically applied to leads from:

e the REALTOR.com Marketing System
* a lead inquiry form.

Note: You can only VIEW rules in Top Producer 7i
Remote. If you want to add, modify or delete
rules, you must do this from
Top Producer 7i. However, any changes
made to the rules in Top Producer 7i will
appear in Top Producer 7i Remote AFTER
you have performed a synchronization with
Top Producer 7i. For more information on
synchronizing your data, see “Synchronizing
Your Database With Top Producer 7i” on
page 65.

1. From the main menu, point to Setup and then click
Auto apply plans setup.

The Auto apply plan rules page opens, displaying all the
rules that are currently set up.

2. Click the More information link for the answers to
some commonly asked questions.
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Exporting Contact
Information

Basic contact information, including the default property photo
for each contact in your Top Producer 7i Remote database, can
be transferred to Hot Marketer 2.0 by exporting the data to a
file and then running the Hot Marketer Data Transfer Wizard
found on the Hot Marketer CD.

1. From the Top Producer 7i Remote main menu,
highlight Setup, Data transfer, then click
Transfer data to Hot Marketer.

2. Read the information in the Transfer data to Hot
Marketer dialog box and click OK.

3. Save the file Tp_to_hm.csv to a directory (the
Windows Desktop is recommended for
convenience).

4. Read the information in the Data transfer complete
dialog box, and click OK.

5. Use the Hot Marketer Data Transfer Wizard on your
Hot Marketer 2.0 CD to import the data file you
saved into Hot Marketer. Please refer to the Hot
Marketer Quick Start Guide or Online Help for
instructions on how to do this.

You can export contact, listing, closing, lead and referral
records from Top Producer 7i Remote to a standard comma-
separated values (.CSV) file, which you can then import into
other programs (such as Microsoft Outlook, ACT!, etc.). This
makes it easy to transfer your contact information from one
program to another.

Note: If you are part of a team or partnership
account and the Export data menu item is
unavailable, this indicates the responsible
agent has not granted you export permis-
sions. Contact the database owner for
export rights.
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1. From the main menu, highlight Setup, Data
transfer, then click Export data....

The Export contacts page opens.
2. Select an export option:

e Export all contacts — select this option to export
all contact, listing, closing, lead, and referral
records.

e Search for contacts to export — select this
option to search for and select specific records for
export.

3. Click Next to proceed.

« If you selected Export all contacts (in step 2),
the Export contacts to a file page opens. Skip to
step 6.

< Ifyou selected Search for contacts to export (in
step 2), the Search contacts for export page
opens. Proceed to step 4.

4. From the Search contacts for export page:

e Perform either a Quick search or an Advanced
search to specify the types of records you want to
export. For more information on performing a
search, see “Searching For Contacts” on page 124.

* Click Display all from the control menu to retrieve
all records.

5. The Contact search results for export page is
displayed with the results of your search.

e Use the Select all link to highlight the entire list of
records.

< Hold down the [Ctrl] key and click on specific
records to select multiple records from the list.

= Click the Search results total link in the bottom
right corner to get a count of how many records
you have in the list.

6. Click Next to proceed.

7. From the Export contacts to a file page, select an
export option:

e Export all columns — choose this option to

export all Top Producer 7i Remote database col-
umns.
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8.

10.

* Select the columns for export — choose this
option to customize your export by selecting the
columns and the order in which you want to
export.

Double-click the columns you want to export from
the Columns available for export grid (or select
the respective columns and use the right arrow
icon) to move them into the Columns selected
for export grid. The order you choose the col-
umns in the Columns available for export grid,
determines their order in the export file. Use the
Move up/Move down links to change the order.

e Export search results columns only — if you
chose to search for the contact(s) you want to
export in step 2, you can export only the three col-
umns that were displayed on the Contact search
results for export page (contact name, address
and main contact number). This option will NOT be
available if you chose to export ALL contacts.

Click Start export to begin. The Save exported file
as... pop-up window opens.

. Select a location (your Windows desktop for

example) and type a name for the .csv export file in
the File name field. Click Save.

The Exporting records to file dialog appears, asking
you to wait until the export process is complete.
When the Export complete dialog box is displayed,
click OK.
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Setting Up Printer Defaults
For Envelopes, Labels And
Reports

You can set up printer defaults for:
< envelopes (see below).
* labels (see page 38).
* reports (see page 38).

This section tells you how to specify printer defaults, such as
the feed method and envelope size, to use when printing
envelopes. If you do not set the defaults, you can specify
printer settings at the time you print envelopes.

To set up your default envelope printer:

1. Point to Setup, Printer setup, and then click
Default Envelope Printer.

The Default envelope printer pop-up window opens.

Note: The following printer setup options may vary
slightly depending on your printer configura-
tion.

< specify how the envelopes will be fed to the
printer, select an option from the Feed method
section.

- specify the printer you want to use when printing
envelopes, select an option from the Printer drop-
down list.

« specify the paper size, select an option from the
Paper Size drop-down list.

= specify the source tray for envelopes, select an
option from the Paper Source drop-down list.

« specify the envelope template you want to use,
click Select default envelope template. Select
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the appropriate envelope template and size, and

then click OK.
3. Click OK.
Specifying label This section tells you how to specify printer defaults, such as
printer defaults the paper source and label size, to use when printing labels. If

you do not set the defaults, you can specify printer settings at
the time you print labels.

To set up your default label printer:

1. Point to Setup, Printer setup, and then click
Default Label Printer.

The Default label printer pop-up window opens.

2. To:

< specify the number of labels per contact that you
want to print, either type the number in the
Labels per contact: text box or use the spin but-
tons.

= specify the printer you want to use when printing
labels, select an option from the Printer: drop-
down list.

« specify the source tray for labels, select an option
from the Paper Source: drop-down list.

- specify the size of label you want to use, click
Select default label template. Select the appro-
priate label size and then click OK.

A preview of the label template appears in the Sample
area in the top left corner of the Default label printer
pop-up window.

3. Click OK.
Setting default You can specify whether you want reports printed in portrait or
report orientation landscape orientation.

Note: Regardless of the settings you specify here,
the Weekly Schedule report will always print
in landscape orientation.

1. From the main menu, point to Setup, Printer
setup, and then click Default report orientation.

The Default page orientation for reports pop-up window
opens.
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2. Select the orientation you want reports to print in
by choosing the appropriate option button.

3. Click OK.

All reports (except the Weekly Schedule report) will
print in the orientation you specified.

[ ' This section tells you how to clear printer defaults. If all printer
Clearing printer h I h | defaults. If all
defaults defaults have been cleared, you will be prompted to specify

printer settings when you print envelopes or labels.

To clear printer defaults:

1. Point to Setup, Printer setup and then click Clear
Default.

The Clear defaults dialog box opens.

2. Click Yes to clear all specified printer information.

3 To view/modify your contact information:

e Contact Information line, click Edit.

e |In the Customer Information section, make
your modifications, then click Update to save the
information and return to the screen.

4 To view/modify your billing information:

= Subscription Information section, click one of
your subscription’s Subscription Detail button.

< To make changes, click Edit Billing Information
for this Subscription.

< Modify the information, then click Update to save
the information and return to the screen.

5 To view your invoice information

e Subscription Information section, click
Invoices.

< When you’re finished, click Back to Account
Manager to return to the screen.
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Setting Preferences

In this chapter:

e “Setting General Preferences” on page 41

e “Setting The Scheduler Preferences” on page 45
e “Setting Email Preferences” on page 47

e “Setting Listing Preferences” on page 48

e “Viewing the Unsubscribe Text” on page 49
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Setting which
feature to display
on start up
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Setting General Preferences

You can:

« set which feature you want displayed each time you start
Top Producer 7i Remote (see below).

* specify user settings, including disclaimer information,
whether to check for duplicate contact records, and more
(see page 42).

- set the ability to multitask in Top Producer 7i Remote
(see page 43).

This section tells you how to load a certain feature, which will
be displayed each time you start Top Producer 7i Remote.

To specify which feature to display on start up:

1. Point to Setup, Preferences, and then click
General.

The Preferences page opens.

2. In the Auto display on start up section choose
which feature, if any, you want to be displayed when
you start the program:

e Home: Select Home if you want to display the
Dashboard each time you open the program. For
more information, see “About the Dashboard” on
page 51.

e Today's business: Select Today's business if
you want Today's business displayed each time
you open the program.

< New leads: Select this option if you want to dis-
play the Lead manager each time you open the
program.

< Address book: Select this option if you want to
display the Address book each time you open the
program.

< My email: Select this option if you want to display
My email each time you open the program.

< None: Select this option if you do not want to dis-
play any feature.
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Specifying user
settings

Top Producer 7i Remote User Guide

3. Click OK.

You can set program preferences, including the default
message body to use when publishing items to the web,
whether to check for duplicate contact records, how Home
Market Reports (HMRs) are sent, and more.

Note: You can NOT set disclaimer information in

Top Producer 7i Remote. This must be done
from Top Producer 7i.

To specify user settings on the Preferences page:

1. Point to Setup, Preferences, and then click
General.

The Preferences page opens.

be notified when all listings are about to expire,
select the Show listing expiration reminders
check box.

A reminder will be displayed of all listings expiring
when you start the program.

include date and time information on any notes
entered into Top Producer 7i Remote, select the
Include date, time and created by stamps in
notes check box.

Every time notes are entered into Top Producer 7i
Remote the date, the time and person who
entered the note will be included.

notify you when a duplicate record is about to be
added, select the Always check for duplicate
contacts check box.

Selecting this option lets you specify how duplicate
records will be handled.

specify the default body text to be displayed when
service reports, flyers, and presentations are
posted on the web, in the Publishing messages
section, click the Message type drop-down list
and choose an option from the list. Enter the
default message text to use when you email the
web link to your contacts.

make the DOM (days on market) value editable in
all new presentations, select the check box in the
CMAs, Buyer presentations, and Home Mar-
ket Reports section.
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Setting the ability
to multitask in
Top Producer 7i
Remote
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« specify how you want to send Home Market
Reports (HMRSs), select the appropriate option but-
ton in the CMAs, Buyer presentations, and
Home Market Reports section.

If you want to send HMRs as a URL link of the .PDF
format, select the Send Home Market Reports
as a link and thumbnail option.

If you want to send HMRs as a .PDF attachment,
select the Send Home Market Reports as an
Adobe® .PDF file option.

Each time you send an HMR, you have the option
to specify how to send the report (i.e. as either a
link or an attachment). To receive this prompt
each time you send an HMR, select the Ask me
every time | send a Home Market Report
check box.

3. Click OK.

If you have the option selected on the Preferences page, you
can access up to four additional pages while performing a task.
For example, you are creating a listing in Top Producer 7i
Remote and a client calls asking what time their showing is.
Instead of saving and closing the listing file to look up details
in the Scheduler, you can click the Scheduler icon on the main
menu bar and the Scheduler will open in a separate window.
Your listing file will remain open in the Main page window until
you can resume working on it.

Currently there are three pages you can access while another
page is open:

e Scheduler (see page 188).

* Quick contact list — a list that displays all contacts in your

database. You can also look up a contact's details. See
page 80.

* Quick contact entry (see page 74).

>» Click one of the three icons on the right side of the main
menu bar to open a new page:

X2
i
>» To switch between open pages, click the tabs along the
bottom:

@ close

Main page & Scheduler /( Quick contact entry
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To set up multitasking:

1. Point to Setup, Preferences, and then click
General.

The Preferences page opens.

2. Select the Show quick access icon toolbar check
box.

3. Click OK.
The Settings updated successfully page opens,
informing you that you will have to log out and log back

in before this feature will be available.

4. Click OK.
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This section

Setting The Scheduler
Preferences

tells you how to specify the settings for how the

scheduler will appear each time it’s displayed.

To set scheduler preferences:

1. Point

to Setup, Preferences, then click Scheduler.

The Scheduler preferences page opens.

2. In the Appearance section, specify:

the view you want displayed each time the sched-
uler is opened. Use the Display the drop-down list
to select the day, week, month, or year view.

Note:

The user must log out of Top Producer 7i
Remote and log back in before this setting
will take effect. For more information on log-
ging in and out, see “Opening And Closing
Top Producer 7i Remote” on page 30.

whether you want the time displayed in 15, 30, or
60 minute intervals by choosing the appropriate
option in the View times in drop-down list.

how long the work day is. Type the start time in
the Work day starts at text box or use the spin
buttons. Type the end time in the and ends at
text box, or use the spin buttons.

3. When a timed call or appointment becomes due, a
dialog box will appear, reminding you that the
appointment is due. If you do not want to complete
the activity at the time the reminder appears, you
can choose to be reminded at a later time.

In the Activity reminders section, specify the
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default time that will pass before the reminder
reappears by selecting an option from the Remind
me again in drop-down list. For example, if you
select 5 minutes from the drop-down list, the
reminder will reappear in 5 minutes.

4. Click OK.

The settings you specified will take effect the next time
the Scheduler is displayed.
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Setting Email Preferences

This section tells you how to view the email preferences that
have been specified in Top Producer 7i. (Although you can view
email preferences in Top Producer 7i Remote, you can NOT
actually specify email preferences or setup email. You must do
this in Top Producer 7i. For more information, see the

Top Producer 7i documentation.)

To view email preferences:
1. Point to Setup, Preferences, then click Email.
The Email preferences page opens.

2. View the email preferences, then click OK.
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Setting Listing Preferences

This section tells you how to determine how listing expiration
dates and expiration reminders will be calculated.

To set listing preferences:

1. Point to Setup, Preferences, and then click
Listing.

The Listings preferences page opens.

2. In the:

< Expiration date field, specify how many days
must pass before a listing becomes expired.

e Expiration reminder field, specify how many
days before a listing expires that you want to be
reminded about the upcoming expiration, (see

“Setting Listing Expiration Reminders” on
page 419).

3. Click OK.
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Viewing the Unsubscribe
Text

Federal Can-Spam laws require the inclusion of unsubscribe
options (i.e., the ability for your email recipients to opt out of
receiving email messages from you in the future) in all email
communications. To this end, Top Producer 7i inserts a "How to
unsubscribe™ message and Unsubscribe link into all email
messages. Recipients who click this Unsubscribe link will be
identified in your contact database as being unwilling to receive
future email.

You can prevent the unsubscribe link from appearing on email
messages sent from the Compose Email screen (see

page 282). However, all correspondence sent using the Mass
Email feature (i.e. flyers, presentations, customer web pages,
email activities, action plan email and service reports) will
contain the unsubscribe link.

Notes: The unsubscribe text cannot be modified.

This text is not displayed when you are cre-
ating the email message. It will be appended
to your email after you send it.

To view your unsubscribe preferences

1. From the Setup menu, under Preferences, click
Unsubscribe.

The unsubscribe text that appears on outgoing email
messages appears in the Unsubscribe text sample
section.

2. Click OK.
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The Dashboard

In this chapter:

e “About the Dashboard” on page 51

e “Working with Activities from the Dashboard” on page 52

e “Working with Leads from the Dashboard” on page 54

e “Working with Contacts from the Dashboard” on page 56

e “Adding Contacts and Activities from the Dashboard” on page 58
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About the Dashboard

The Dashboard provides a snapshot of the day's activities,
displays any new leads, and provides shortcuts to many of the
program's main features. Set the option to display the
Dashboard each time you log in to stay organized and
efficiently perform tasks from one main page. For more
information on specifying startup options, see “Setting which
feature to display on start up” on page 41.

From the Dashboard you can:

Manage activities (see page 52).
Perform follow-up actions for leads (see page 54).

View a list of contacts, search for and display a contact's
record, and view and manage your favorites (see
page 56).

Quickly add a contact or activity (see page 58).

To open the Dashboard:

Top Producer 7i Remote User Guide

From the main menu, click Home.
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Working with Activities
from the Dashboard

All the appointments, calls and to-do activities for the day are
displayed in the Today's Activities section in the Dashboard.
You can manage your activities and view your partner/team/
assistant activities (if applicable).

Additionally you can quickly add activities from the Dashboard.
For more information, see “Adding Contacts and Activities from
the Dashboard” on page 58.

Important: Scheduled appointments or timed calls
that are not linked to a contact record will be
deleted from your database after one year.

If you don't want them deleted, make sure
that you link them to the associated contact
record when you schedule them. Doing this
allows you keep a permanent database
record of appointments and calls.

To work with Today's Activities:

1.

To open the Dashboard, from the main menu, click
Home.

From the Show drop-down list, select whose
activities you want to view.

If many activities are listed, click Expand to view
more activities. Click Collapse to return to the
previous view.

Click Show outstanding items to view a complete
list of activities, regardless of date, from Today's
business.

To view activities for another day, click the
appropriate date from the calendar on the right.
Bolded dates indicate there are activities scheduled
for that day.
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A dialog box opens, displaying the appointments and
calls for the selected date.

. Contacts associated with the activity are displayed

in the Contact column. Click the contact's name to
display their details below in the Contacts section.

. Click the View/Edit icon (/") adjacent to an

activity to modify it. For more information, see
“Modifying An Activity” on page 199.

. Click the Mark done icon () adjacent to an

activity to mark it done. More Info:

. Click the Delete icon (fii) adjacent to an activity to

delete it. When the Delete activity dialog box opens,
click Yes.

The activity is removed from Today's Activities.
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Working with Leads from
the Dashboard

The Today's New Leads section displays any new leads you
have received each time you open Top Producer 7i Remote.
Perform follow-up actions, such as applying an action plan,
creating a presentation and sending an email. You can also
access a lead's contact record and the Lead manager from the
Dashboard.

Additionally, you can quickly add a lead from the Dashboard.
For more information, see “Adding Contacts and Activities from
the Dashboard” on page 58.

Note: If there are no new leads, the Today's New
Leads section won't be displayed.

To work with leads from the dashboard:

1. To open the Dashboard, from the main menu, click
Home.

2. From the Show drop-down list, select whose leads
you want to view.

Note: This drop-down list is only available if you
are subscribed to a team or partnership ver-
sion.

3. If many leads are listed, click Expand to view more
leads. Click Collapse to return to the previous view.

4. Click the lead's name to display their details below
in the Contacts section.

5. Double-click the lead’'s name to view their contact
record. For more information, see “Viewing And
Modifying Contacts” on page 80.

6. Click Go to Lead manager to display the Lead
manager.
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7. Click the View/Edit icon (,/) adjacent to a lead to
modify it. For more information, see “Viewing And
Modifying Contacts” on page 80.

8. Click the Create presentation icon (=) adjacent to
a lead to create a CMA, Home Market Report or
Buyer presentation.

Tip: If the lead does not have address information
entered in their record, double-click the lead's
name to enter address details.

9. Click the Apply action plan icon (|-]) adjacent to a
lead to apply an action plan.

< From the Available plans list, select the plan you
want to apply, and then click Add.

< From the Start date field on the Select plan start
date dialog box, type the start date of the plan or
click the calendar icon to select a date.

< From the Select plan start date dialog box, click
OK.

< From the Apply action plan dialog box, click OK.

10.If the lead's email address is displayed in the
Contact info column, click it to send an email to
that lead. For more information, see “Composing
And Sending Email” on page 282.
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Working with Contacts from
the Dashboard

The Contacts section displays your contacts in a convenient
Rolodex format. You can search for and display a contact, view
and manage your favorites list, scroll through multiple
contacts, quickly send an email, and more.

To work with contacts from the Dashboard:

1. To open the Dashboard, from the main menu, click
Home.

2. Click a letter to display contacts whose last name
begins with that letter.

3. If a list of your contacts is displayed, click Quick
view to display additional details about a contact
(for example, their address, contact information and
contact type). You can do the following from the
Quick view:

* Click Show/Add notes to view or add contact
notes.

« Click Add to favorites to add the displayed con-
tact to your favorites list.

The favorites list makes those contacts you deal
with easily accessible.

= Use the Previous (#) and Next (®) arrows to
switch between contacts. This can be a useful tool
when cold calling.

e Click Close to return to the list view.

4. Click Full view adjacent to a contact's name to
display their contact record. For more information,
see “Viewing And Modifying Contacts” on page 80.

5. In the text box on the right side of the Contacts
section, search for a contact by entering the
contact's last name, phone number or email

address. Click the Start search icon (.L3)-

56



The Dashboard

Top Producer 7i Remote User Guide

6. Click the Favorites icon to display all contacts that
you have added to your favorites list.

7. If the contact's email address is displayed in the
Contact at column, click it to send an email to that
contact. For more information, see “Composing And
Sending Email” on page 282.
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Adding Contacts and
Activities from the
Dashboard

You can quickly add:
e a contact (see below).

* an activity (i.e., an appointment, call or to-do activity).
See page 59.

To add a contact:

Note: Top Producer 7i Remote will not check for
duplicate contacts when a contact is entered
from the Dashboard. If you need to deter-
mine if a contact already exists, search or
look for the contact in the Contacts section.
For more information, see “Working with
Contacts from the Dashboard” on page 56.

1. To open the Dashboard, from the main menu, click
Home.

2. In the Quick Entry section, click the Contact tab.
3. Enter the contact's first and last name.

4. In the Contact info section, complete the
following:

 From the drop-down list, select the type of contact
information you want to enter (for example, home
phone number or email address).

< In the text field below, enter the primary method
of contact (either a phone number or email
address).

5. From the Source field, select the origin of the
contact.
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6.

7.

Tip: Entering a source (for example, your web
page) will help you determine where new
business is coming from. If you enter a
source, the contact will be marked as a lead
and will appear in the Lead manager, ready
for follow up. If you enter "TP IDX" (Top Pro-
ducer IDX), you will automatically have the TP
IDX Dashboard link added to the action menu.
When clicked, this link will take you to the Top
Producer IDX login page or directly to the
dashboard (only if you are subscribed to Top
Producer Websites).

In the Note section, enter any comments or details
about the contact.

Click Save.

To add an activity:

You can add an appointment, call or to-do activity.

1.
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To open the Dashboard, from the main menu, click
Home.

In the Quick Entry section, click the Activity tab.

From the Type drop-down list, select whether you
are adding an Appointment, Call or To-do.

Enter the activity's Description.

Select the activity's Date.

Note: If you are creating a to-do activity, skip to
step 7.

Enter the activity's Start time and End time.

. Click Save.
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Synchronization

In this chapter:

e “Working With The Remote Manager” on page 61
e “Synchronizing Your Database With Top Producer 7i” on page 65

Top Producer 7i Remote User Guide 60



Synchronization

Working With The Remote
Manager

The Remote manager - user summary page in Top Producer 7i
allows you to manage Top Producer 7i Remote users. From the
Remote manager - user summary page you can:

* view a Top Producer 7i Remote user summary (see
page 62).

e remove a Top Producer 7i Remote license from a user
(see page 62).

e view a user’s synchronization log (see page 63).
« download Top Producer 7i Remote’s installation file (see

page 26).
Accessing the This section tells you how to access the Remote manager - user
remote manager summary page in Top Producer 7i.

To access the remote manager:

1. From the main page in Top Producer 7i, point to
Setup, Applications setup and then click
Top Producer 7i Remote.

The Remote manager - user summary page opens.

2. All Top Producer 7i Remote users appear in the grid.
In this grid you can view:

e the user’s name in the License owner column.

« the remote license’s current status (for example,
Synchronization pending) in the Status col-
umn.

< when the Top Producer 7i Remote license was
assigned to the user in the Registered column.

< when the user last synchronized their data in the
Last used column.
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A unique device number is e the device number in the Device # field.
assigned to each
computer that you install 3. Click Close.

Top Producer 7i Remote
on. This number is used
for identification
purposes when you
synchronize with

Top Producer 7i.

Viewing a This section tells you how to view details for a specified user,
TOp Producer 7i including license, registration and synchronization information.

Remote summary To view a user’s summary information:
1. From the main page in Top Producer 7i, point to
Setup, Applications setup and then click
Top Producer 7i Remote.

The Remote manager - user summary page opens.

2. Select the user that you want to view, and then click
View from the action menu.

The Remote manager page opens.
3. View the user’s information.

4. Click Close.

Removing auser’s This section tells you how to remove a Top Producer 7i Remote
; license from a user. This license will be freed up and available
Top Producer 7i for Use.

Remote access .
To remove a user’s license:

1. From the main page in Top Producer 7i, point to
Setup, Applications setup and then click
Top Producer 7i Remote.

The Remote manager - user summary page opens.
2. Select the user that you want to remove

Top Producer 7i Remote access from, and then click
Delete from the action menu.

Note: If you have NOT yet downloaded your
Top Producer 7i data into Top Producer 7i
Remote, skip to step 4.
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Viewing a user’s
synchronization
log

A unique number is
assigned to each
computer that you install
Top Producer 7i Remote
on. This number is used
for identification
purposes when you
synchronize with

Top Producer 7i.
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3.

If you have already downloaded your

Top Producer 7i data into Top Producer 7i Remote,
the Delete license owner dialog box opens.

To:

e synchronize your data before removing
Top Producer 7i Remote access, click No. This is
recommended. For information on performing a
synchronization, see “Synchronizing Your Data-
base With Top Producer 7i” on page 65.

< NOT synchronize your data and remove
Top Producer 7i Remote access from the specified
user, click Yes. Skip to step 4.

When the Free up license dialog box opens, click
Yes.

The specified user will no longer have access to
Top Producer 7i Remote, and the license is available
for another user.

This section tells you how to view a user’s synchronization
information.

To view a user’s synchronization log:

1. From the main page in Top Producer 7i, point to
Setup, Applications setup and then click
Top Producer 7i Remote.
The Remote manager - user summary page opens.
2. Select the user whose synchronization log you want
to view, and then click View log from the action
menu.
The Synchronization log page opens.
3. To view:

< synchronization performed on a specific computer,
select the device from the Device # drop-down
list.

e synchronizations that occurred within a specific
timeframe, enter these dates in the from and to
fields, or click the calendar icons.

All synchronizations matching your search criteria
appear below.
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4. To view a specific synchronization, select the event
you want to view, and then click View event from
the action menu.
The Remote manager page opens, displaying
information such as the date and time the synchroniza-
tion occurred.

5. Click Close.
The Synchronization log page reopens.

6. Click Close.

The Remote manager - user summary page reopens.
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How data conflicts
during
synchronization
are handled
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Synchronizing Your
Database With
Top Producer 7i

When you enter data in Top Producer 7i Remote, this
information will not appear in Top Producer 7i until you
perform a synchronization. Also, emails and published
materials will not be sent or posted to the web until you
perform a synchronization with Top Producer 7i. For example,
if you want to send an email while using Top Producer 7i
Remote, the email will be assigned a pending status and will
NOT be sent until a synchronization is performed.

It is mandatory to synchronize your data every 15 days.
However, it is recommended to synchronize as often as
possible. If you do not synchronize your data for 15 days, you
will NOT be able to use Top Producer 7i Remote until you
perform a synchronization. For more information on
performing a synchronization, see “Performing a synchroniza-
tion” on page 67.

During the synchronization process, conflicts in data may
occur. These conflicts will be automatically solved by the
system. Generally, the latest change that was entered will
“win”. For example, if you modify a contact’s first name in
Top Producer 7i, and a different modification was made to the
same name in Top Producer 7i Remote, whatever change was
entered last will “win”, and the other change will be overwrit-
ten.

Warning: If an item is deleted in one program, and
the same item is modified in the other
program, the item will ALWAYS be
deleted. For example, if you delete an
activity in Top Producer 7i Remote, and
the same activity is modified in
Top Producer 7i, the modifications you
made to the activity will be lost and the
activity will be deleted.

There are some exceptions to the “latest wins” rules. These
exceptions are described in the following table:
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This exception also applies
to income and expense fold-
ers, plan names, and all
other template types in the
Communication library.
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Table 1: Synchronization exceptions

Changes made in
Top Producer 7i

Changes made in
Top Producer 7i Remote

Result after
synchronization

An activity is deleted in
the morning

The same activity is
modified in the evening

The activity will be
deleted from both
systems

An activity is marked
done in the morning

The same activity is
deleted in the evening

The activity will be
deleted

A template named ‘Gen-
eral letter’ is created

A template named ‘Gen-
eral letter is created

Two templates will
be created in both
programs — one
named ‘General let-
ter’ and the other
named ‘General let-
ter (Remote)’

A one-time activity is
changed to a repeating
activity

The one-time activity is
deleted

The one-time activ-
ity will be deleted,
and the new repeat-
ing activity will
remain in both pro-
grams

An activity is marked
done

The same activity is
modified

The modifications
will be merged and
the activity will be
marked done

The frequency of a
repeating activity is
modified

The same activity in the
sequence is changed to a
one-time activity

Data will be merged
so that the one-time
activity and the
updated repeating
series will both
remain

A repeating activity is
changed to a one-time
activity

The same repeating
activity is changed to a
one-time activity

There will be two
one-time activities
in both programs

An activity is marked
done

The same activity is
marked dependant on
the completion of
another activity

The activity is
marked done

Activity1 is marked done

Activity2 is marked
dependant on Activity1

Activity1 will be
marked done,
Activity2 will be
dependant and
marked active
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Table 1: Synchronization exceptions

Changes made in
Top Producer 7i

Changes made in
Top Producer 7i Remote

Result after
synchronization

A contact is linked to an
activity

A different contact is
linked to the same activ-
ity

The activity will be
linked to both con-
tacts

An applied plan is
removed from a listing,
closing or contact record

One of the plan’s activi-
ties is modified

The modification is
applied to the activ-
ity, and the plan will
be removed from the
record

An applied plan is
removed from a listing,
closing or contact record

An activity in the same
plan is marked done

The plan will be
removed from the
record, but any plan
items that were
marked done will
remain in the record

This section tells you how to synchronize your Top Producer 7i

Remote data with Top Producer 7i. Only the user that initially
downloaded the Top Producer 7i data into Top Producer 7i
Remote can perform the synchronization. For more information
on the download process, see “Downloading your data into
Top Producer 7i Remote” on page 28.

To synchronize your data:

Note: If you already have Top Producer 7i Remote
open, click Synchronize from the main
menu and skip to step 5.

1. Double-click the Top Producer 7i Remote icon
located on your desktop

Or

Click Start, point to Programs, Top Producer 7i
Remote and then click Top Producer 7i Remote.

The Top Producer 7i Remote page opens.

2. In order to synchronize your Top Producer 7i
Remote data with Top Producer 7i, you must specify
your Top Producer 7i username and password

information.

3. Click Synchronize.

The Synchronizing with Top Producer 7i page opens.
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4. Click Continue.

6.

The synchronization process begins.

The progress bars show you the progress of the
synchronization.

Once the synchronization process has finished, the
Synchronization complete page opens.

To:

« work with Top Producer 7i Remote, click Con-
tinue.
Top Producer 7i Remote’s main page opens.

e close Top Producer 7i Remote, click Close.
Top Producer 7i Remote closes.
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In this chapter:

e “Creating Contacts” on page 70

e “The Address Book” on page 76

e “Viewing And Modifying Contacts” on page 80

e “Entering Property Statistics For A Contact” on page 89

® “Adding Pictures To A Contact Record” on page 91

e “Adding Information About A Contact’s Present And Future Home”
on page 93

e “Managing A Contact’s Multiple Properties” on page 96

e “Creating A Flyer from A Contact Record” on page 106

e “Sending A Flyer From A Contact Record” on page 107

e “Creating A Presentation From A Contact Record” on page 109

e “Scheduling A Follow-Up Activity For A Contact” on page 111

e “Viewing A Contact’s History” on page 112

e “Viewing Transactions Related To A Contact” on page 114

e “Assigning A Contact To Another Team Member” on page 115

e “Viewing Or Printing A Contact Summary Report” on page 116

e “Viewing Or Creating A Referral From A Contact Record” on
page 117

e “Deleting A Contact” on page 118
e “Mass Updating Contacts” on page 120
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Creating Contacts

One of Top Producer 7i Remote’s most powerful features is the
ability to enter and store data on the contacts involved in your
business.

You can enter detailed information into a contact record,
including:

e Contact types — a further way of classifying and orga-
nizing contact records, and a searchable criterion that
can be user-defined.

 Name and address information — the contact’s resi-
dence and business address, first name, last name, salu-
tation, and partner name.

e Contact information — the contact’s home phone,
business phone, fax number, and email address. You can
enter an unlimited amount of contact information for any
contact you enter in Top Producer 7i Remote.

Top Producer 7i Remote has a duplicate contact record feature
that searches your contacts for duplicate names, home and
business phone numbers, and email addresses. The feature
checks for an exact match in the following scenarios:

« the contact’s primary first and last name (regardless of
contact information) is the same

* the contact’s secondary first and last name (regardless of
contact information) is the same

e a company name (if no other name details are entered)
is the same

When enabled from the Preferences page (see “Specifying user
settings” on page 42), the feature checks for duplicate records
when you add and save (by clicking OK) a new contact record
that you entered manually.
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Finding a duplicate contact record

If Top Producer 7i Remote finds a duplicate contact record, the
Duplicate contact found pop-up window opens.

Duplicate contacts found

You are attempting to add this new contact:
Reg Blair

However, contacts with similar names already exist in your database.
Chooge Create new to create an entirely new cantact recard.

Choose Update existing to update and overwrite the selected contact's recard with all ofthe
data from the new contact.

Choose Use existing to stop the creation ofthe new contact. The existing contact will not be
madified in any way.

List of duplicate contacts

Contact harme |Address | Contact at
Blair, Reqg 111-3322 (Home)
Blair, Req 11 Meil 5t 111-3322

| Create new :

1. Highlight a record in the List of duplicate
contacts section of the pop-up window.

2. You will be asked to perform one of the following
actions, based on your selection:

* Create new — Click this button to create a new
contact record. The existing record will remain
untouched. If you choose this option, you may be
creating a duplicate contact record.

» Update existing — Click this button to overwrite
certain existing field information and merge new
data into the existing selected record. The infor-
mation entered in the new contact record will
overwrite the information in the existing contact
record.

* Use existing — Click this button to save the exist-
ing selected contact record, as is, without modifi-
cation. The duplicate contact record (along with its
linked listings, closings, referrals, flyers, and pre-
sentations) will NOT be saved.

Note: The listings, closings, flyers, presentations,
mailouts, and emails, etc. will be kept for
existing contact records.
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For more information on the Duplicate record check
feature as it applies to leads, see “Checking for duplicate
contacts” on page 70.

A hidden contact is created when you choose NOT to show a
new contact record in the Address book. For example when
creating a closing, you can choose the option to create a new
contact record, but not show it in your Address book.

[ Don'tsearch, |will create a new contact record for this closing.
i) Show this new contact record in my address hook

This current functionality creates a couple of unique situations:

< when you send an email to a hidden contact through the
View contact link off the Closing parties tab of a cur-
rent closing, the message will NOT be linked to the hid-
den contact record. Rather a new “dummy” contact
record will be created that has no first or last name. This
is necessary in order to track that the email was actually
sent, as checking the contact’s transaction history (click
View history from the action menu) will not show this
event ever took place.

= you may see multiple contact records with the same
email address in your database.

For more information, see “Linking email to contacts and
viewing an email correspondence history” on page 277.

There are two ways to add a contact record:

e Quick contact entry — enter a contact's details quickly.
Most action menu items aren't available if you choose this
option, and only the main fields appear.

e Detailed contact entry — enter detailed information
about a contact. All action menu items are available if you
want to perform a task immediately after entering the
contact (for example, apply a plan).

Note: If you have selected the option on the Pref-
erences page (see page 42) to allow multi-
tasking in Top Producer 7i Remote, you can
quickly add a new contact while performing
another task. For more information, see
“Creating a contact record while performing
another task” on page 74 and “Setting the
ability to multitask in Top Producer 7i
Remote” on page 43.
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To create a contact record:

quickly add a contact, point to Contacts, and then
click Quick contact entry.

add detailed information about a contact, point to
Contacts, and then click Detailed contact
entry.

If you chose Quick contact entry, only cer-
tain fields will be available. For additional
fields, click the Name details, Contact
information, and Address details links.

name, address and contact information:

to specify detailed name information, click the
Name details link. On the Name details for [con-
tact name] page, enter information about the
names of the primary and secondary contact per-
sons. Click OK to return to the [Quick/Detailed]
contact entry - Add new contact page. For more
information on entering name details, see “Modi-
fying name details” on page 82.

to enter detailed contact information, click the
Contact information link. Fill in the fields on the
Contact information for [contact name] page. Click
OK to return to the [Quick/Detailed] contact entry
- Add new contact page. To specify what type of
contact information (for example, email address or
home phone number) to display on the Search
results page, select an option from the Show in
list drop-down list. The information appears in the
Contact at column on the Search results page.
For more information on performing a search, see
“Searching For Contacts” on page 124.

to enter detailed address information, click the
Address details link. Fill in the fields on the
Address details for [contact name] page, then click
OK to return to the [Quick/Detailed] contact entry
- Add new contact page.

1. To:
Note:

2. Enter
Note:

The Direction prefix drop-down list lets
you select whether a direction appears
before a street name, such as W 29. If the
direction appears after the street name,
such as 29 W, use the Direction suffix
drop-down list instead.
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3. Enter the contact type (for example, investor or
listing prospect) in the Contact types field. Either
type the contact type directly in the text box, or
click the list icon to select a preset item.

4. Click OK once you’'ve entered the contact’s
information; or click Enter next to add another
contact.

If an existing contact in your database matches the
contact’s information you have just entered, the
Duplicate contact found pop-up window opens.

Note: The duplicate contact check will only appear

IF you have the option selected in the Gen-
eral preferences section, (see “Setting
General Preferences” on page 41).

create a new contact record, click Create new.

A new contact record will be created and the
existing record will remain untouched. If you
choose this option, you may be creating a
duplicate contact record.

overwrite the information in the existing record
with the information from the new record, click
Update existing.

The information entered in the new contact record
will overwrite the information in the existing
contact record.

keep the existing contact’s information and disre-
gard the information you entered in the new con-
tact record, click Use existing.

The existing contact’s information will remain the
same, and ALL the data you entered into the new
record will NOT be saved.

If you have selected the option on the Preferences page (see
page 42) to allow multitasking in Top Producer 7i Remote, you
can quickly add a new contact while performing another task.
This can be very useful if, for example, you are typing a letter
and a lead calls you for information on a property. Instead of
saving and closing the letter to add the lead's information to
your database, you can quickly add their details in a separate
window. Your letter will remain open until you can resume
working on it.
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Note: The Quick contact entry icon will only
appear if you selected the Show quick
access icon toolbar option on the Prefer-
ences page (see page 42).

1. Click the Quick contact entry icon on the right
side of the main menu bar.

The Quick contact entry - Add new contact page opens
in a separate window. The page you were previously
working on remains open and can be accessed via the
Main page tab along the bottom of the page.

2. Enter the contact's details in the appropriate fields.
For additional fields, click the Name details,
Contact information, and Address details links.
For more information on entering contact
information, see page 73.

3. Click OK to save the contact.
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The Address Book

The Address book provides you with a quick and easy summary
of all your contacts' basic information, including name, contact
type, phone numbers, next call date, urgency, action plans,
and the number of investment properties.

Use the Address book just like you would use a real address
book to find a phone number or to keep a list of favorite
contacts (see page 79). You can use the Address book to
access the contact record where you'll find more detailed
information.

You can add or delete contacts, send an email, or create a flyer
directly from the Address book. You can even configure the
Address book to appear automatically every time you start the
program (see page 41).

Address hook

o Add to favarites Show notes ol Show favorites

Brian Barker
ACME Industries Carp. A |A\I contacttypes

5 Birch Street, #28 . 3

Seattle, WA 12345 Name ~

Barker, Brian
Broughton, Theresa
Byrnes, Brandon
Harris, Fred

Katz, Jeremy
Contact information Lane, Robera
bh@igpproducer.com (Email) Levin, Richard
Lyons, Tony

Pepin, Rene
Sustar, Ralph
Talbot, Quincy
Zanik, Billy

Contact types
Investor

Mext call date: 09/22¢2003 - Follow-up

Urgency:

Investment properties: 2

Flans: 10-Year after sale prospecting plan (email}

I 132 [ 12 | 1 [0 0 2 [ 2 [ B e v [ M 6 e

=

This section tells you how to work with the various features of
the Address Book.

To access the Address Book:
1. Point to Contacts and then click Address book.

The Address book opens.
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2. Use the right page to browse through your contacts
by using the alphabet links listed down the right

edge,

just like a real address book. Click any letter

to view contacts whose last name starts with that

letter.

The selected contact's commonly needed

information appears on the left side of the Address

book

page.

3. Use the scroll bar to the right to scroll through your
contacts.

Note:

The scroll bar will not be present if all of your
contacts can fit on the page at once.

see contacts of a specific type, click the drop-down
list on the right side of the Address Book and select
a contact type.

reverse the direction of alphabetic sorting, click
the Name heading.

display a contact’s record, click the contact’s name
link on the left side of the Address Book

OR

select the contact and then click View or edit
contact from the action menu.

The Contact details for [contact name] page
opens. For more information on viewing or editing
a contact record, see page 80.

display notes for the selected contact, click the
Show notes link on the left side of the Address
Book.

The Notes for [contact name] pop-up window
opens. For more information on managing contact
notes, see page 87.

add a new contact, click Add new contact from
the action menu.

For more information on adding a contact, see
page 72.

send an email to the selected contact, click Send
email from the action menu.

The New email message page opens. For more
information on composing and sending an email,
see page 282.

Note:

When you send an email from Top Producer
7i Remote, the email will not be sent until
you synchronize with Top Producer 7i. For
more information on performing a synchro-
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nization, see “Synchronizing Your Database
With Top Producer 7i” on page 65.

create a flyer for the selected contact, click Create
flyer from the action menu.

The Create flyer page opens. For more information
on creating a flyer, see page 309.

send a flyer to the selected contact, click Send
flyer from the action menu.

The Send flyer page opens. For more information
on sending a flyer, see page 315.

Note:

When you publish a flyer from Top Producer
7i Remote, the flyer will not be published to
the web until you synchronize with

Top Producer 7i. For more information on
performing a synchronization, see “Syn-
chronizing Your Database With

Top Producer 7i” on page 65.

create a presentation for the selected contact, click
Create presentation from the action menu.

The Create CMA - Select template page opens. For
more information on creating a presentation, see
page 340.

send mail to the selected contact, click Perform
mail out from the action menu.

The Perform mail out - select template page
opens. For more information on performing a mail-
out, see page 268.

view or print a report for the selected contact, click
View report from the action menu.

The Report options page opens. Select the report
information you want to view by choosing the
appropriate option button, and then click View
report from the control menu.

The Top Producer 7i Report -- [report type] page
opens.

To print the report, click the Print icon at the top
of the page. For more information about how to
work with this page, including the toolbar icons,
see “Viewing And Printing Reports” on page 501.
The Print pop-up window opens. Specify your print
settings, then click OK.

to view or modify a referral that is linked to the
selected contact, click View or edit referral from
the action menu.

The Referral details page opens. For more infor-
mation on modifying a referral record, see

page 161.
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to create a referral record for the selected contact,
click Create referral from the action menu.

The New referral page opens. For more informa-
tion on creating a referral record, see page 153.
delete a selected contact, click Delete contact
from the action menu.

When the Delete contact dialog box opens, click
Yes.

The contact is removed from the Address Book and
your database.

5. Click Close.

Managing your You can create an unlimited list of favorite contacts, for

favorites list example those cor\tacts whom you_caII _the_ most. This section
tells you how to view the contacts in this list, add contacts or
remove contacts from your favorites list.

To mark favorite contacts:

1. Point to Contacts and then click Address book.

The Address book opens.

2. To:

add a contact to your favorites list, select the con-
tact in the Address book so that the name is high-
lighted, and then click the Add to favorites link
in the top left of the Address book page.

view your list of favorites, click Show favorites at
the top right of the Address book page. Click
Show all contacts to return to the previous view.

remove favorite status from a contact, highlight
the favorite contact in the Address book or from
the favorites page, then click the Remove from
favorites link at the top left of the page.

3. Click Close to return to the main menu.

Top Producer 7i Remote User Guide
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Viewing And Modifying
Contacts

VieWing a contact This section tells you how to view contact records.
record

Note: If you have selected the option on the Pref-
erences page (see page 42) to allow multi-
tasking in Top Producer 7i Remote, you can
search for and display a contact's informa-
tion while performing another task. For more
information, see “Looking up a quick contact
list while performing another task” on
page 80 and “Setting the ability to multitask
in Top Producer 7i Remote” on page 43.

To view a contact record:
1. Point to Contacts and then click Address book.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

« search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.

Looking upa QUiCk If you have selected the option on the Preferences page (see
; ; page 42) to allow multitasking in Top Producer 7i Remote, you
contact _IISt while can search for and display a contact's information while
performlng performing another task. This can be very useful if, for
another task example, you are typing an email and need to look up a

contact's email address. Instead of saving and closing your
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email to look it up, you can display the contact’s details in a
separate window. Your email will remain open until you can
resume working on it.

Note: The Quick contact list icon will only appear
if you selected the Show quick access icon
toolbar option on the Preferences page (see
page 42).

. Click the Quick contact list icon on the right side

of the main menu bar.

The Quick contact list page opens in a separate window.
The page you were previously working on remains open
and can be accessed via the Main page tab along the
bottom of the page.

. Search for a specific contact by selecting the option

button next to the type of criterion you want to
search for. Enter your search criteria in the
appropriate fields, and then click Start search.

Contacts matching the search criteria appear in the grid
below.

. You can view more of a contact's details by double-

clicking the contact's name, or by selecting the
contact and then clicking View contact from the
action menu.

The [Contact name] pop-up window appears, displaying
contact information, property and email addresses, next
call date, and assigned contact types.

. Add a contact quickly by clicking Add new contact

from the action menu. The Quick contact entry -
Add new contact page opens. Enter the contact's
information, and then click OK from the control
menu. For more information on entering contact
information, see page 73.

. To close the Quick contact list page, click Close

from the control menu.

Use the Contact tab on the Contact details page to enter their
birthday, contact and property details, information about their
family or friends, property information and much more.

If you are part of a team or partnership account, the top right
of the contact's record displays the agent that is assigned to
the contact.
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You can do the following from the contact record:

< modify a contact’s name details (see page 82).

< modify contact information (see page 84).

< modify the contact types that are applied to a con-
tact (see page 85).

< modify address details (see page 86).

= manage a contact’s multiple properties (see
page 96).

e set up appointments and calls and apply action
plans for a contact from their contact record (see
page 86).

« specify how you heard about the contact and

assign a level of urgency in relation to your other
contacts (see page 86).

+ add, modify and delete notes associated with a
contact (see page 87).

To modify a contact record:
1. Point to Contacts and then click Address book.
The Address book opens.

2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

« search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.

Modifying name details

1. On the Contact tab of the Contact details for
[contact name] page, click the underlined contact’s
name.

The Name details for [contact name] page opens.
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2. In the Primary person and Secondary person
sections, specify the contact’s name details.

To:

e include the contact’s company name on any outgo-
ing mail, enter the name in the Company name
field, and then select the On mail check box.

Note: This feature works in conjunction with mail-

ing templates and merge codes. For exam-
ple, if you select the On mail check box, the
company name will only appear on letters or
envelopes if the mail template has a com-
pany name merge code. See “Performing A
Mail Out” on page 268.

specify a different Letter Salutation, click the list
icon and select another option; or type one in the
field.

specify a different Envelope/label salutation,
click the list icon and select another option; or type
one in the field.

specify the contact’s birth date and include a
reminder in Today’s business, type the date in the
Birthday text box or click the calendar icon. If you
want to be reminded a certain numbers of days in
advance, select the Remind me check box, and
then type the number of days in the adjacent field
or use the spin buttons.

The birthday reminder will appear under the To-
dos section in Today’s business on the date you
specified. For more information on working with
Today’s business, see page 189.

include information about the contact’s family or

friends, under the Family and friends tab, click
Add new. The Add family or friend pop-up window
opens. Specify the person’s information, including
their relation to the primary contact and whether
the individual lives with the primary contact, and
then click OK.

To modify a family or friend’s information, select
the contact’s name and then click Edit. The Edit

family or friend pop-up window opens. Modify the
details and then click OK.

To remove a family or friend from the contact’s
record, select the contact and then click Delete.
When the Delete family or friend dialog box opens,
click Yes.
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« include information about the contact’s assis-
tant(s), under the Assistants tab, click Add new.
The Add assistant pop-up window opens. Specify
the assistant’s information, and then click OK.

To modify an assistant’s information, select the
assistant and then click Edit. The Edit assistant
pop-up window opens. Modify the details and then
click OK.

To remove an assistant from the contact’s record,
select the assistant and then click Delete. When
the Delete assistant dialog box opens, click Yes.

3. Click OK to return to the Contact details for [contact
name] page.

Modifying contact information

1. On the Contact tab of the Contact details for
[contact name] page, click the Contact
information link to edit additional contact
information, such as email addresses and phone
numbers.

The Contact information for [contact name] page opens.
2. Modify the necessary fields.

To specify what type of contact information (for
example, email address or home phone number) to
display on the Search results page, select an option
from the Show in list drop-down list. The information
appears in the Contact at column on the Search results
page. For more information on performing a search, see
“Searching For Contacts” on page 124.

3. Under Email status, select:

e Subscribed: When you perform a mail out or
when you send a mass email, flyer, or other email
messages, this contact will be included in the list
of recipients. However, when you change this con-
tact's status to Subscribed, you are prompted to
confirm that changing this contact's email status
will not violate the laws regulating SPAM.

e Unsubscribed: When you perform a mail out or
when you send a mass email, flyer, or other email
messages, this contact will be identified as an
Unsubscribed contact and will be removed from
the list of recipients. For most email activities, you
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have the option to add this contact back to the list
of recipients.

4. To specify additional phone numbers, email and

Internet addresses, click the Other contact
information tab.
To:

< enter additional phone numbers, click Add new
under the Other phone numbers section. The
Add phone number pop-up window opens. Modify
the information, then click OK.

e edit a phone number, highlight the number you
want to modify, then click Edit under the Other
phone numbers section. The Edit phone number
pop-up window opens. Modify the information,
then click OK.

e delete a phone number, highlight the number you
want to delete, then click Delete under the Other
phone numbers section. When the Delete phone
number dialog box opens, click Yes.

e enter additional email and web site addresses,
click Add new under the Other email and web
addresses section. The Add email or web address
pop-up window opens. Enter the required informa-
tion, then click OK.

« edit an email or web site address, highlight the
address you want to change, then click Edit under
the Other email and web addresses section.
The Edit email or web address pop-up window
opens. Modify the information, then click OK.

« delete an email or web site address, highlight the
address you want to remove, then click Delete
under the Other email and web addresses sec-
tion. When the Delete [address type] dialog box
opens, click Yes.

5. Click OK to return to the Contact details for [contact

name] page.

. To add or remove contact types associated with the

displayed record, click the Contact types link
located in the top right of the Contact details for
[contact name] page. The Contact types pop-up
window opens. Apply or remove a contact type by
clicking it. Click OK. For more information on
working with pick lists, see “List Icons” on page 19.
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Modifying address details

1. From the Contact details for [contact name] page,
click the Address details tab to edit address
information.

2. Modify the necessary fields by typing in the
appropriate fields, or using the drop-down lists and
list icons.

Note: The Direction prefix drop-down list lets
you select whether a direction appears
before a street name, such as W 29. If the
direction appears after the street name,
such as 29 W, use the Direction suffix
drop-down list instead.

3. Click the Contact tab.
4. To:

< manage the displayed contact’s multiple proper-
ties, click the Properties link. For more informa-
tion on managing a contact’s multiple properties,
see page 96.

= set up a call for the displayed contact, click Next
call date. The Add new call page opens. Enter the
call details and then click Finish. For more infor-
mation on entering a call activity, see page 111.

= modify call details (if a call has already been set up
for the displayed contact), click Next call date.
The View or edit call for [contact hame] page
opens. Modify the call details, and then click OK.
For more information on modifying a call’s details,
see page 199.

e set up an appointment for the displayed contact,
click the Appointments link. The Add new
appointment page opens. Enter the appointment
details, and then click Finish. For more informa-
tion on entering an appointment, see page 192.

< modify appointment details (if an appointment has
already been set up for the displayed contact),
click the Appointments link. The View or edit
appointment for [contact name] page opens. Mod-
ify the appointment details and then click OK. For
more information on modifying an appointment’s
details see page 199.
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To remove an applied
plan, select the plan from
the Current plans grid
and then click Remove.
The plan moves to the
Available plans grid.
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apply an action plan to a contact record, click the
Action plan link. The Action plan for [contact
name] page opens. Click Select plan from the
action menu. The Apply action plan pop-up win-
dow opens. Select the plan you want to apply from
the Available plans grid, and then click the Add
arrow. The plan moves to the Current plans grid.
Click OK.

specify how the contact heard about you (for
example an ad or a lawn sign), type in the Source
field.

Setting the source will mark the contact as a lead,
enabling you to view it from the Lead manager.
For more information about the Lead manager,
see page 135. If you selected "TP IDX" (Top Pro-
ducer IDX), you will automatically have the TP IDX
Dashboard link added to the action menu. When
clicked, this link will take you to the Top Producer
IDX login page or directly to the dashboard (only
if you are subscribed to Top Producer Websites).

specify a number to rate this contact's priority in
relation to your other active contacts, type in the
Urgency field or click the list icon to select a pre-
set item.

Managing notes from the contact record

1. Click the Contact notes or (Listing notes or
Closing notes) tabs to view notes associated with
the displayed contact.

add a note, click Add new. A new note box will
appear in the list, with the cursor at the beginning
ready for you to type the new note. Type your
note, or click the Pick from list link to select a
phrase from the pick list.

print a list of the displayed notes, click Print
notes. The — Print Notes page opens. Click the
Print icon at the top of the page. For more infor-
mation about how to work with this page, includ-
ing the toolbar icons, see “Viewing And Printing
Reports” on page 501. The Print pop-up window is
displayed. Specify your print settings, then click
OK.

view your notes, use the scroll bar located to the
right of the Notes box.

view an additional 10 notes, click the View 10
more link. Use the scroll bar to view the notes.
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Note: When the contact record is displayed, only
the last ten notes entered will be shown.

« view all the notes for the specified record, click the
View all link. An hourglass will be displayed while
the notes are being downloaded. Once complete,
use the scroll bar to view the additional notes.
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The fields considered “self
explanatory” are not
described herein. See the
online Help for more
descriptions.
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Entering Property Statistics
For A Contact

This section tells you how to enter property statistics for a
contact.

To enter a contact’s property statistics:
1. Point to Contacts and then click Address book.
The Address book opens.

2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.
4. Click the Property statistics tab.

5. In the Address: [property address] section,
specify details about the contact’s property.

* in the Taxes field, type the dollar amount of prop-
erty tax that was paid in the last tax year.

* in the Tax year field, type the year that the prop-
erty taxes were last paid.

« in the Tax assessment field, type the total value
of the land assessment and building improve-

ments. This value is determined by the tax assess-
ment department.
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* select the Attached check box if the property is
attached to another property (for example, a con-
dominium or a townhouse).

6. In the Room dimensions section, located in the
bottom left of the page, specify the size of the
property’s various rooms.

7. In the Additional rooms section, add, edit, or
delete information for any extra rooms.
To:

+ add an additional room click Add.
The Add additional room pop-up window opens.
Enter the Description, Length and Width of the
room, then click OK.

Note: The Description and Length fields are
required fields.

< modify a room’s details, select the room, then click
View or edit.
The View or edit additional room pop-up window
opens.
Make any necessary modifications, then click OK.

e delete a room, select the room, then click Delete.
When the Delete additional room dialog box
opens, click Yes.

8. In the Features and amenities section, complete
the following for any additional features:

* Room — Enter one or more types of rooms (i.e.
Eat-in kitchen, Screen room), or click the list icon
to select a preset item.

e Features — Enter one or more features (i.e.
Sauna, Pool), or click the list icon to select a preset
item.

* Site/view — Enter one or more view descriptions
for the property (i.e. Ocean view), or click the list
icon to select a preset item.

9. Click another tab to continue working with the

contact record; or click Close once you've
completed entering the property statistics.
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Adding Pictures To A
Contact Record

This section tells you how to add pictures of a property, person,
or map directions to a contact record. Pictures must be in Joint
Photographic Experts Group (.JPG or .JPEG) format.

To insert images into a contact record:

1. Point to Contacts and then click Address book.

The Address book opens.

2. To:

e see acertain type of contact only, such as buyers,

click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last

name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.

4. Click the Pictures tab.

5. To add a picture:

Top Producer 7i Remote User Guide

specify the type of picture you want to add from
the Picture drop-down list.

select the Display picture check box to view the
picture being added.
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To remove a picture,
select the picture type
from the Picture drop-
down list. Select the
picture you want to
remove by using the
<<Previous and Next>>
links, and then click
Remove. When the
Remove picture dialog box
opens, click Yes.
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e click Add. The Select picture pop-up window
opens. Click the Look in drop-down list to select
where the file is saved. Find and select the graphic
file you want to attach, then click Open.

< choose a merge code that will represent this pic-
ture from the Merge code drop-down list. For
example, if you are adding a picture of the front of
the property, choose the view_front merge code
from the Merge code drop-down list.

Note: Use the <<Previous and Next>=> links to
view any other pictures you have loaded.

6. Click another tab to continue working with the
contact record; or click Close once you've
completed entering pictures.
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Adding Information About
A Contact’s Present And
Future Home

You can add present home information for a contact, as well as
information for the type of house details the contact(s) may be
looking for in the future.

To enter present and future home information:
1. Point to Contacts and then click Address book.
The Address book opens.

2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

« search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.
4. Click the Present/future home tab.

5. In the Present home: [property address] and
Future home sections, specify:

e the minimum and maximum prices for the proper-
ties in the Minimum price and Maximum price
fields.

« the house style in the House style fields, or click
the list icon to select a preset item.
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6.

the square footage of the properties in the Square
feet fields.

the number of bedrooms and bathrooms the prop-
erties have in the Bedrooms and Bathrooms
fields.

the location of the properties in the Area fields, or
click the list icon to select the preset item.

the distance from the property to the nearest
school in the Distance to school fields, or click
the list icon to select a preset item.

any features, such as a hot tub or sauna, that the
properties may have in the Features fields, or
click the list icon to select a preset item.

the property ID for the present property in the
Property ID field.

Note:

The Property ID field is only available in
the Present home: [property address]
section.

the type of parking available for the properties,
such as underground parking or a two car garage,
in the Parking fields, or click the list icon to select
a preset item.

any other items the property may have, such as a
built-in vacuum or a playground, in the Other
items fields, or click the list icon to select a preset
item.

In the Present home notes and Future home
notes sections, view any additional notes about the
properties.

To:

add a note, click Add new. A new note box will
appear in the list, with the cursor at the beginning
ready for you to type the new note. Type your
note, or click the Pick from list link to select a
phrase from the pick list.

print a list of the displayed notes, click Print
notes. The Top Producer 7i-- Print Notes page
opens. Click the Print icon at the top of the page.
For more information about how to work with this
page, including the toolbar icons, see “Viewing
And Printing Reports” on page 501. The Print pop-
up window opens. Specify your print settings, then
click OK.

* view your notes, use the scroll bar located to the

right of the Notes box.
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e view an additional 10 notes, click the View 10
more link. Use the scroll bar to view the notes.

Note: When the contact record is displayed, only
the last ten notes entered will be shown.

« view all the notes for the specified record, click the
View all link. An hourglass will be displayed while
the notes are being downloaded. Once complete,
use the scroll bar to view the additional notes.

7. Click another tab to continue working with the
contact record; or click Close once you've

completed entering the present and future home
information.
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Adding an
additional property
to a contact record
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Managing A Contact’s
Multiple Properties

If a contact owns more than one property, use the Property
summary page to enter additional property information. To
manage a contact’s multiple properties, you can:
+ add additional properties (see page 96).
< modify additional property information (see
page 99).
« delete an additional property (see page 100).
e set a primary property (see page 101).
« set whether mail will be sent to a particular prop-
erty (see page 102).
e add tenant information (see page 103).
< modify tenant information (see page 104).
e delete tenant information (see page 105).

This section tells you how to add an additional property to a
contact record.

To add a property to a contact record:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.
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4. Click the Properties link under the Contact tab.
The Property summary page opens.

5. Click Add property from the action menu.
The Add new property page opens.

6. Specify:

* the property type (Investment, Primary or
Other) from the Property type drop-down list.

- the property’s address details by typing in the
appropriate fields.

Note: The Direction prefix drop-down list lets
you select whether a direction appears
before a street name, such as W 29. If the
direction appears after the street name,
such as 29 W, use the Direction suffix
drop-down list instead.

< whether you want this property to be a mailing
address for the contact by selecting the Make this
a mailing address check box.

7. In the Property notes section, add any additional
notes about the properties.
To:

* add a note, click Add new. A new note box will
appear in the list, with the cursor at the beginning
ready for you to type the new note. Type your
note, or click the Pick from list link to select a
phrase from the pick list.

* print a list of the displayed notes, click Print
notes. The Top Producer 7i-- Print Notes page
opens. Click the Print icon at the top of the page.
For more information about how to work with this
page, including the toolbar icons, see “Viewing
And Printing Reports” on page 501. The Print pop-
up window opens. Specify your print settings, then
click OK.

* view your notes, use the scroll bar located to the
right of the Notes box.

e view an additional 10 notes, click the View 10
more link. Use the scroll bar to view the notes.
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To remove a picture,
select the picture type
from the Picture drop-
down list. Select the
picture you want to
remove by using the
<<Previous and Next>>
links, and then click
Remove. When the
Remove picture dialog box
opens, click Yes.
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Note:

When the contact record is displayed, only
the last ten notes entered will be shown.

8. Click

view all the notes for the specified record, click the
View all link. An hourglass will be displayed while
the notes are being downloaded. Once complete,
use the scroll bar to view the additional notes.

Next to enter the property’s statistics.

The second page of the Add new property wizard opens.

9. Enter as much information as you can about the
property’s statistics.

Note:

For more information on entering property
statistics, see page 89.

10. Click

Next.

The third page of the Add new property wizard opens.

11. To add a picture:

specify the type of picture you want to add from
the Picture drop-down list.

select the Display picture check box to view the
picture being added.

click Add. The Select picture pop-up window
opens. Click the Look in drop-down list to select
where the file is saved. Find and select the graphic
file you want to attach, then click Open.

choose a merge code that will represent this pic-
ture from the Merge code drop-down list. For
example, if you are adding a picture of the front of
the property, choose the view_front merge code
from the Merge code drop-down list.

Note:

Use the <<Previous and Next>=> links to
view any other pictures you have loaded.

12. Click

Finish.

The Property summary page opens, displaying the new
property you just added.
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Modlfylng This sections tells you how to view and/or modify an additional
additional property property’s information.
information To modify an additional property:

1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

= see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.
4. Click the Properties link under the Contact tab.
The Property summary page opens.

5. Select the property you want to modify and then
click View or edit property from the action menu.

The [Property type] property details for [Contact name]
page opens.

6. Modify the property’s address details by typing in
the appropriate fields. To specify whether you want
this property to be a mailing address for the contact
by selecting the Make this a mailing address
check box.

Note: The Direction prefix drop-down list lets
you select whether a direction appears
before a street name, such as W 29. If the
direction appears after the street name,
such as 29 W, use the Direction suffix
drop-down list instead.

7. Modify notes associated with the property in the
Property notes section.
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Note: For more information on working with the
notes section, see page 97.

8. Click the Property statistics tab to modify a
property’s statistical details.

Note: For more information on modifying a prop-
erty’s statistics, see page 89.

9. Click the Pictures tab to view, add or delete
pictures associated with the property.

Note: For more information on working with a
property’s pictures, see page 98.

10. Click Close.

Deleting a property This section tells you how to delete a property.
To delete a property:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

= search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.
4. Click the Properties link under the Contact tab.

The Property summary page opens.
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5. Select the property you want to delete and then
click Delete property from the action menu.

The Delete property dialog box opens.
6. Click Yes.

The property is removed from the Property summary
page.

If you are deleting the primary property, the Select new
primary pop-up window opens. Select a new primary
property from the drop-down list, and then click OK.
The property you selected to delete is removed from the
Property summary page, and the word Primary will
appear in the Property type column beside the new
primary property.

Setting a primary This section tells you how to set a primary property for a

property contact.
To set a primary property:

1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.
4. Click the Properties link under the Contact tab.
The Property summary page opens.
5. Select the property you want to set as primary and

then click Set primary property from the action
menu.
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Setting whether
mail will go to a

property
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The Change original primary property pop-up window
opens, displaying the original primary property.

6. From the drop-down list, select a new property
type, and then click OK.

The Property type column is updated.

When you add an additional property, you select whether mail
for a contact would go to this property. For more information,
see “Adding an additional property to a contact record” on
page 96.

This section tells you how to change whether mail will be sent
to a particular address.

To set whether mail goes to a particular property:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.
4. Click the Properties link under the Contact tab.
The Property summary page opens.
5. To:
= prevent mail from going to a particular address,

select the property and then click Unmark as
mailing address from the action menu.

The word No appears in the Mail column,
indicating that mail will no longer be sent to this
address.
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Adding tenant
information for a

property
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6.

1.

2.

« send mail to a particular address, select the
address and then click Mark as mailing address
from the action menu.

The word Yes appears in the Mail column, indicating
that mail will be sent to this address.

Click Close.

Only pre-owned properties cannot have tenants.

To add tenant information:

Point to Contacts and then click Address book.
The Address book opens.
To:
e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.

The contact information changes to reflect your
settings.

= search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.
All contact names beginning with the letter you
selected are displayed.

Select the contact record you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.
Click the Properties link under the Contact tab.
The Property summary page opens.

Select a property from the list and click View or
edit property from the action menu.

The [Property type] property details for [contact name]
page opens.

Click Add tenant information from the action
menu.

The Add tenant information page opens.

In the Primary person and Secondary person
sections, specify the contact’s name details.
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Modifying tenant
information
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9.

1.

2.

In the Contact information section, specify the
contact information, and a short description if
necessary.

Click OK.

This section tells you how to view or edit a tenant’s information.

To modify tenant information:

Point to Contacts and then click Address book.
The Address book opens.
To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

« search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

. Select the contact record you want to view, then

click View or edit contact from the action menu.
The Contact details for [contact name] page opens.
Click the Properties link under the Contact tab.
The Property summary page opens.

Select a property from the list and click View or
edit property from the action menu.

The [Property type] property details for [contact name]
page opens.

Click View or edit tenant information from the
action menu.

The View or edit tenant information page opens.

Modify the necessary fields, and then click OK.
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Deleting tenant This section tells you how to remove tenants from a contact’s
information property information.

To delete tenants:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:
= see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.

The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.
4. Click the Properties link under the Contact tab.
The Property summary page opens.

5. Select a property from the list and click View or
edit property from the action menu.

The [Property type] property details for [contact name]
page opens.

6. Click View or edit tenant information from the
action menu.

The View or edit tenant information page opens.
7. Click Delete from the action menu.
The Delete tenant dialog box opens.

8. Click Yes.
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Creating A Flyer From A
Contact Record

This section tells you how to create a flyer from the Contact
details for [contact name] page.

To create a flyer from a contact record:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to create a flyer
for, then click View or edit contact from the action
menu.

The Contact details for [contact name] page opens.

4. Click Create flyer from the action menu.

The Create flyer - Select the flyer you want to create

page opens; or if the contact has multiple properties,
the Create flyer - Select a property page opens.

Note: For more information on creating a flyer, see
“Creating A New Flyer” on page 309.
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Sending A Flyer From A
Contact Record

This section tells you how to send a flyer from the Contact
details for [contact name] page.

Note: When you publish a flyer from Top Producer
7i Remote, the flyer will not be published to
the web until you synchronize with
Top Producer 7i. For more information on
performing a synchronization, see “Syn-
chronizing Your Database With
Top Producer 7i” on page 65.

To send a flyer from a contact record:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to send the flyer
to, then click View or edit contact from the action
menu.

The Contact details for [contact name] page opens.
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The Send flyer action 4. Click Send flyer from the action menu.

menu item will not be

available if an email The flyer will be sent AFTER you synchronize with
address has not been Top Producer 7i. For more information on performing a
entered into the displayed synchronization, see “Synchronizing Your Database
contact’s record. For more With Top Producer 7i” on page 65.

information on modifying

a contact record, see

page 80. Note: For more information on sending a flyer, see
“Sending Flyers To Contacts” on page 315.
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Creating A Presentation
From A Contact Record

This section tells you how to create a presentation from the
Contact details for [contact name] page.

To create a presentation from a contact record:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to create the
presentation for, then click View or edit contact
from the action menu.

The Contact details for [contact name] page opens.

4. Click Create presentation from the action menu.

Note: For more information on creating a presen-
tation, see “Creating A New Presentation” on
page 340.
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Performing A Mail Out From
A Contact Record

This section tells you how to perform a mailout from the
Contact details for [contact name] page.

To send a mailing from a contact record:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to send a
mailing to, then click View or edit contact from
the action menu.

The Contact details for [contact name] page opens.

4. Click Perform mail out from the action menu.

The Perform mail out - select template page opens.

Note: For more information on performing a mail
out, see “Performing A Mail Out” on
page 268.
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Scheduling A Follow-Up
Activity For A Contact

This section tells you how to add an activity for a contact from
the Contact details for [contact name] page.

To add an activity from a contact record:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact record you want to schedule for
follow-up activity for, then click View or edit
contact from the action menu.

The Contact details for [contact name] page opens.

4. Click Schedule follow-up from the action menu.

The Add new activity page opens.

Note: For more information on adding an activity,
see “Scheduling An Activity” on page 192.
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Viewing A Contact’s History

This section tells you how to view a history of all the activities
and correspondence for the contact.

Note: Activities that have been marked done for
more than a year are automatically moved
to the History Manager area of
Top Producer 7i. The History Manager is not
available in Top Producer 7i Remote.

To view a contact’s history:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

« search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact nhames beginning with the letter you
selected are displayed.

3. Select the contact’s history you want to view, then
click View or edit contact from the action menu.

The Contact details for [contact name] page opens.
4. Click View history from the action menu.
The Contact history for [contact nhame] page opens.
5. To:
< view history items of a specific type, select an item
from the drop-down list. For example, to view all

emails sent to this contact, select Sent emails
from the drop-down list.
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* view a specific history item, select the item and

then click View from the action menu. For exam-
ple, to view the details of a specific appointment,
select the appointment and then click View. The
View [activity type] for [contact name] page
opens.

View the activity details and then click Close.

« view or print a report of the contact history, click

View report from the action menu. The

Top Producer 7i-- Contact history page opens.
Click the Print icon at the top of the page. For
more information about how to work with this
page, including the toolbar icons, see “Viewing
And Printing Reports” on page 501. The Print pop-
up window opens. Specify your print settings, then
click OK.

« delete a history item, select the item and then click

Delete from the action menu. When the Delete
dialog box opens, click Yes.

reverse an activity’s “done” status, select the item
and then click Undo mark done from the action
menu. The item will be removed from the Contact
history for [contact name] page, and the activity
will reappear in Today’s business.

6. Click Close.
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Viewing Transactions
Related To A Contact

This sections tells you how to view any transactions a contact
is associated with.

To view transactions related to a specific contact:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact whose transactions you want to
view, then click View or edit contact from the
action menu.

The Contact details for [contact name] page opens.

4. Click either View listings or View closings from
the action menu.

The Current [transaction type] for [contact name] page
opens.

Note: For more information on working with this
page, see “Working With Listings” on
page 376 and “Viewing Or Editing A Current
Closing” on page 432.
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Assigning A Contact To
Another Team Member

If you are part of a team or partnership account, you can assign
a contact to another team member.

You can also assign a lead or referral to another team member.
For more information, see “Assigning a lead to another team
member” on page 145 and “Assigning a referral to another
team member” on page 158.

To assign a contact to a team member:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

- search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact you want to assign, and then
click View or edit contact from the action menu.

4. From the action menu on the Contact details page,
click Assign to agent.

The Select agent page opens.

5. Select the team member you want to assign the
contact to.

6. From the control menu, click OK.

The Agent label in the top right of the Contact details
page will display who the contact is assighed to.
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Viewing Or Printing A
Contact Summary Report

This sections tells you how to view a summary report of a
contact’s information.

To view a contact summary report:

1. Point to Contacts and then click Address book.

The Address book opens.

. To:

e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

. Select the contact you want to view, then click View

or edit contact from the action menu.

The Contact details for [contact name] page opens.

. Click View report from the action menu.

The Report options page opens.

. Select the type of report you want to view by

choosing the appropriate option button.

. Click View report from the control menu.

The Top Producer 7i-- [report type] page opens. Click
the Print icon at the top of the page. For more
information about how to work with this page, including
the toolbar icons, see “Viewing And Printing Reports” on
page 501. The Print pop-up window opens. Specify your
print settings, then click OK.
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Viewing Or Creating A Referral

From A Contact Record

This section tells you how to view an associated referral from
the Contact details for [contact name] page. You can also
create a referral record from a contact record.

To view or create a referral record:

1. Point to Contacts and then click Address book.

The Address book opens.

2. To:

e see acertain type of contact only, such as buyers,

click the drop-down list and specify a contact type.
The contact information changes to reflect your
settings.

e search for a contact by the first letter of their last

name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact you want to view, then click View
or edit contact from the action menu.

The Contact details for [contact name] page opens.

4. To:

view an associated referral record, click View or
edit referral from the action menu.

The Referral details page opens. For more infor-
mation on modifying a referral record, see “View-
ing or editing referrals” on page 161.

create a referral that is associated with the dis-
played contact, click Create referral from the
action menu. The New referral - select referral
direction page opens. For more information on
creating a referral, see “Creating a referral” on
page 153.
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Frozen listings are listings
with a status of Cancelled,
Withdrawn or Expired.
Frozen closings are
closings with a status of
Fell thru or Closed/Paid
Transferred.
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Deleting A Contact

This section tells you how to delete a contact. Since you can
NOT retrieve contact records that have been deleted, make
absolutely sure that you no longer need the record before
deleting it.

When a contact is deleted, all associated properties, activities
and active listings and closings are also deleted.

However, any frozen listings or frozen closings associated with
the contact will remain in the database.

Note: If you are an assistant or are part of a team
or partnership account and the Delete con-
tact action menu item is unavailable, this
indicates the responsible agent has not
granted you deletion permissions. Contact
the database owner for deletion rights.

To delete a contact:
1. Point to Contacts and then click Address book.
The Address book opens.
2. To:
e see acertain type of contact only, such as buyers,
click the drop-down list and specify a contact type.

The contact information changes to reflect your
settings.

« search for a contact by the first letter of their last
name, click the appropriate letter located to the
right of the Address book.

All contact names beginning with the letter you
selected are displayed.

3. Select the contact you want to delete, then click
View or edit contact from the action menu.

The Contact details for [contact name] page opens.
4. Click Delete contact from the action menu.

The Delete contact dialog box opens.
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5. Click Yes.

The contact is deleted.

Top Producer 7i Remote User Guide 119



Managing Contacts

Top Producer 7i Remote User Guide

Mass Updating Contacts

The Mass update feature lets you quickly and easily add,
remove or change contact information for multiple contacts.
Using Mass update, you can modify names, addresses,
telephone numbers, contact types, apply action plans, add
contact notes, and more, all at the same time.

For example, you could use the Mass update feature to:

e add a custom action plan to all your contacts who live in
a certain city

< change the capitalization on all occurrences of a contact
type

« if an area code changes, you can change all occurrences
of the area code to the new code

+ add a city entry to all contacts with a certain area code

e add a contact type of “no email” to all contacts without
an “@” in the their email address

Mass update is particularly useful for updating imported
contacts, which may be missing certain fields (for example,
contact type).

To start a mass update:
1. Point to Contacts and click Mass update.

The Mass update - step 1 of 3 page opens. This page

looks and functions exactly the same as the Advanced
search page. For information on searching for records
you want to update, see “Using Advanced Search” on

page 128.

Once the search is complete, the matching contacts
appear in the Mass update - step 2 of 3 page. This page
looks and functions exactly the same as the Search
results page.

2. Select the contacts you want to update from the
Mass update - step 2 of 3 and click Next.

The Mass update data entry - step 3 of 3 page opens.
This page contains 5 tabbed sections. The first tab,
Address/phone, allows you to update address and
phone information.
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To update address and phone information:

1. The fields in the top of the page are used for

modifying address information, (such as House
number, Street name, City, State, Zip, etc.) and
Company name. Any information entered will
replace the current values for all selected contacts.
Fields left blank will be unchanged.

. The fields at the bottom of the page are used for

modifying business, fax and area code phone
numbers, and must be used in a very particular
way':

e if you enter a value in a Remove field and in an
Add/replace with field, Mass update will replace
all occurrences of the former value with the latter,
for the selected contacts.

« if you enter a value in a Remove field but not in
an Add/replace with field, all occurrences of the
specified value will be deleted for the selected con-
tacts.

- if you enter a value in an Add/replace with field
but not in a Remove field, the value will be added
to the field, only if it is empty (no data will be over-
written).

To update contact descriptions:

1. Click the Description tab to update the Contact

type/Urgency fields.

. The Contact type and Urgency fields are used

similarly to the phone number fields in the
Address/phone tab:

« if you enter a value in a Remove field and in an
Add/replace with field, Mass update will replace
all occurrences of the former value with the latter,
for the selected contacts.

< if you enter a value in a Remove field but not in
an Add/replace with field, all occurrences of the
specified value will be deleted for the selected con-
tacts.

< if you enter a value in an Add/replace with field
but not in a Remove field, the value will be added
to the field, only if it is empty (no data will be over-
written).
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To update follow up plans and call dates:

1. Click the Follow-up tab to update follow-up plans
and next call dates.

e To add action plans, select the plan you want to
add from the Add action plan drop-down list.

< To remove action plans, select the plan you want
to delete from the Remove action plan drop-
down list.

= To add or change the next call date, select the date
by clicking the calendar icon adjacent to the Next
call date field.

To update salutations:

1. Click the Salutations tab to update
communications salutations.

2. Enter data in the salutation fields you want to
update, or select the salutations using the list icon.

< If you enter a value in a Remove field and in an
Add/replace with field, Mass update will replace
all occurrences of the former value with the latter,
for the selected contacts.

< If you enter a value in a Remove field but not in
an Add/replace with field, all occurrences of the
specified value will be deleted for the selected con-
tacts.

« If you enter a value in an Add/replace with field
but not in a Remove field, the value will be added
to the field, only if it is empty (no data will be over-
written.

To update notes:
1. Click the Notes tab to update contact notes.

2. Enter data in the notes field, or select standard
notes using the Pick from list link.

« If you enter a value in a Remove field and in an
Add/replace with field, Mass update will replace
all occurrences of the former value with the latter,
for the selected contacts.

< If you enter a value in a Remove field but not in
an Add/replace with field, all occurrences of the
specified value will be deleted for the selected con-
tacts.
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« If you enter a value in an Add/replace with field
but not in a Remove field, the value will be added
to the field, only if it is empty (no data will be over-
written.

To perform the update:

1. When you have finished entering update data, click
Start to perform the mass update.

< If you have chosen to add an action plan to the
contacts, the Select plan start date window is dis-
played. Select the start date for the plan, then
click OK.

< If you have chosen to remove an action from the
contacts, the Keep activities history window is dis-
played. Click Yes to keep activity histories, click
No to delete the histories.

2. The Mass update confirmation dialog box
summarizes the updates you have requested. Click
Yes to proceed with the update.

The Updating contacts message box shows the progress
of the update.

3. Click OK in the Mass update message box.
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Searching For Contacts

In this chapter:

e “Using Quick Search To Find Contacts” on page 125
e “Using Advanced Search” on page 128
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Using Quick Search To Find
Contacts

Locating and displaying contacts is quick and easy with

Top Producer 7i Remote’s powerful search engine. You can
view a list of all contacts, or use the Quick search feature to
perform searches based on the following criteria:

e Last name, including the last name of a contact’s assis-
tant or family and friend

« First name, including the first name of a contact’s assis-
tant or family and friend

= Contact type

= Search templates
= Street name

< City name

= State name

- Company

< Phone numbers
< Email address

Searching for This section tells you how to locate contact records quickly and
contacts using easily using the Quick Search feature.
Quick search To search for contacts using Quick Search:

1. Point to Search and then click Search for
contacts.

The Search contacts page opens.

2. Click the Quick search tab.

3. Select the type of information you’re searching for
(for example, Contact type) by choosing the
appropriate option button.

4. In the Search for field, specify the search criteria

that matches the type of information you're
searching for:
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« type a full or partial search criterion in the text

box(es) for the Last name, First name, Street
name, Phone numbers, or Email address
options. For example, if you selected Last name,
type the contact’s full or partial last name.

« click the drop-down list and select an item for the

Contact type, Search templates, City name, or
State name options.

< click the list icon and select a pre-set item for the

Company option.

Note: You can search by partial items. (For exam-

ple, if you select the Last name option but-
ton, type ‘C’ in the Search for text box, then
click Start search, all contacts that have a
last name beginning with the letter ‘C’ are
displayed.

Search contacts

Search far

Quick search %_Advanced search

Enter the information you want to search for and then click Start search. If you want to view a list
of all the contacts in your datahase, do not enter any infarmation and click Display all

|v|
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) Last name () Street name ) Company
() First name () ity name (1 Phone numbears
® Contacttepe ) State name 1 Email address

) Search termplates

5. Click Start search from the control menu.

The Search results page opens, showing you the results

of your search.

Note: If you enter search criteria that matches a
contact’s assistant or family/friend informa-
tion, the primary contact record will be dis-
played. For example, you have a primary
contact in your database named Jane Smith.
This contact has an assistant by the name of
Jim Johnson, whose information is entered
in Jane’s contact record. If you select the
First name option button, then enter Jim in
the Search for field, Jane Smith’s record
will be displayed because her assistant
matches the search criteria you entered.
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Displaying all
contacts using
Quick search
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If only one match was found, the contact record is
displayed. For more information on editing contacts, see
“Viewing And Modifying Contacts” on page 80.

If no matches are found, the No matches dialog box
opens. Click OK, then revise your search criteria and
retry the search.

Note: If you are searching for Search templates,
please see “Saving a new search template”
on page 133 in the “Advanced search” sec-
tion.

This section tells you how to display all contacts from the
Search contacts page. The Search for field must be blank in
order to display all contacts.

To display all contacts:

1. Point to Search and then click Search for
contacts.

The Search contacts page opens with the Quick search
tab displayed.

2. To display all contacts in your database, click
Display all from the control menu.

The Search results page opens, displaying a list of every
contact in the database.
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An advanced search query
lets you specify exact,
detailed searches that can
be saved as a search
template for reuse.

Using Boolean
field operators
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Using Advanced Search

Use the Advanced search feature to set up more detailed
queries for records using search operators and partial
descriptions to specify the exact nature of your search. You can
then save these search queries as templates that can be used
again in the future. See “Using search templates” on page 133
for more information.

An advanced search operation uses Boolean logic, a form of
algebra that uses the operators AND, OR, NOT within the
search query. The query processes search variables based on
true or false logic. Different search variables may have
different types of search constraints, which are applied to them
within each search query.

Numeric Field Constraints

The numeric field constraint options are displayed when you
select a search criterion that is a numeric field. The available
numeric selection criteria constraints include:

= equal

< do not equal

< are greater than

e equal or greater than
e are less than

e are equal or less than
= range between

For example:

List price equal to [x] will display those listings that match the
list price that is exactly the specified value [X].

Alphanumeric Field Constraints
The alphanumeric field constraint options are displayed when

you select a search criterion that is an alphanumeric field, one
that accepts alphabetic as well as numeric characters.
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The available alphanumeric selection criteria constraints
include:

< contain any of

e contain all of (for queries with multiple values)

< don’t contain any of

« don’t contain all of (for queries with multiple values)
< match any of

< match all of (for queries with multiple values)

= start with

For example:

Phone number records that contain any of [x] will display those
contact records that have phone numbers including any of the
specified values.

Date Field Constraints

The date field constraint options are displayed when you select
a search criteria that is a date or date range. The available date
selection criteria constraints include:

< on this date

< not on this date

-« after this date

= before this date

< between these dates
< within the month of
= within the year of

For example:

Expiry date on this date [x] will display those records that have
the specified expiry date.

Yes/No Values

When you select some search criteria, such as Air
Conditioned and RV parking in the Listing search category,
the available value is either Yes or No. Make your selection
from the drop-down list.

For example:

If you want to search for a property that has air conditioning,
you could specify the following criterion during a Listing
search:

Air conditioned = Yes
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AND/OR Field Operators

When you assign the AND operator to search criteria within a
category, the search process will find all contacts who meet
both search criteria conditions. The operator is available when
you have added more than one search string to the Perform
search based on grid.

For example:

If you want to search for a property that has a specific price and
is located in a certain area:

List price = [x] AND Area contains [y]

Your search will look for records that match both conditions.
When you assign the OR operator to search criteria within a

category, the search process will find all contacts who meet
either one or the other search criteria conditions.

For example:

If you want to search for a property that has a specific price or
is located in a certain area:

List price = [x] OR Area contains [y]

Your search will look for records that match either the specified
price or those that are located in a certain area.

Modifying the AND/OR operators in a search string

Once you have more than one search string entered into your
query definition, you will see the AND/OR operators appear in
between each string. Should you want to modify these in your
search string(s), select the Modify AND/OR check box, then
use the drop-down list to modify the value.

Note: Changing AND/OR between search strings
will produce a completely different query.

For example:

If you want to search for a contact who is looking for an
investment property downtown, and a home for their family on
the West Side, the AND/OR operator enables you to perform
this multiple search once, instead of having to perform two
searches; one for the investment property and one for the
family home.

The search string may look like this:
(Contacts = Investors
AND
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Performing an
Advanced search
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Bedrooms = 3
AND
Area = Downtown)

OR

(Contacts = Friends
AND

Bedrooms = 5
AND

Area = West Side)

Note: Top Producer 7i Remote will NOT show the
brackets, as displayed in the example
above.

This section tells you how to search for contact records using
the Advanced search feature.

The Advanced search tab has three distinct grids from which
to build your query:

The left grid displays the search category and a list of
related search criteria.

The middle grid displays the type of Boolean constraints
available, based on the selected criterion; the Value
field, where you can enter a specific value; and/or a list
of values that were used in your database records. See
“Using Boolean field operators” on page 128.

The Perform the search based on grid on the right dis-
plays the search string(s) that make up your query. This
query can be saved as a search template for re-use. See
“Using search templates” on page 133.

To build a search query, you follow several steps:

Select a search category
Select a search criterion

Determine what constraints and/or values you want to
use to narrow the search results

Add the search string (criteria, constraint, and value) to
the processing grid.

Repeat for each search string in your query

Use AND/OR operators, if required, between search
strings to further define your query
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To perform an advanced search:

1.
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Point to Search, then click the type of search you
want to perform.

For example, if you want to perform a contact search,
click Search, then click Contacts search.

Click the Advanced search tab.

From the Search category drop-down list, select
the type of criteria you want to search by.

Select a specific search criterion from the Search
criteria grid.

The Search for grid displays a complete list of all
available values belonging to the search criterion you
selected in the Search criteria drop-down list. These
specific values are taken directly from the information in
your database.

From the Return records that drop-down list,
select a search constraint.

The Search for list of values may or may not change to
reflect the specified constraint.

Note: Most searches are text-based and use
alphanumeric field operators to define a con-
straint. See “Alphanumeric Field Con-
straints” on page 128. However, there are
also numeric searches and searches based
on ranges and dates. The search constraints
shown depend on the search criterion that
has been selected. See “Numeric Field Con-
straints” on page 128 and “Date Field Con-
straints” on page 129.

Highlight an item from the Search for list

OR

Enter a value in the Value text box. If you are
defining a range, enter both values.

Click the right arrow to add the item(s) to your
search.

The search criteria you specified appears in the
Perform search based on grid.
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Using search
templates
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8.

10.

Review the search string definition. To add more
search parameters, repeat the procedure again until
you are satisfied with the query definition.

Click the Clear Search link to clear your search
string. This allows you to start building your query
over from the beginning.

Note: Once you have more than one search string
entered into your query definition, you will
see the AND/OR operators appear in
between each string. Should you want to
modify these in your search string(s), select
the Modify AND/OR check box. For more
information see “Modifying the AND/OR
operators in a search string” on page 130.

Click Start search from the control menu.
The Search results page opens.

If only one match was found, the contact record is
displayed. For more information on editing contacts, see
“Viewing And Modifying Contacts” on page 80.

If no matches are found, the No matches dialog box
opens. Click OK, then revise your search criteria and
retry the search.

If you have defined a search query that you know you will use
again, you may save it as a search template, which you can re-
use to perform a repeat search.

Saving a new search template

You can save a search template from either the Advanced
search tab before you’ve performed a search, or after you've
performed a search and are viewing the results in the Search
results page.

To save a search template:

1. To save a search template from the:

e Advanced search tab, click the Save Search link
at the bottom right of the page

e Search results page, click Save search results
from the action menu.

The Save search template pop-up window opens.
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2. Enter a name for the new search template in the
Search template name text box.

3. Click OK.

Using saved search templates

You can use an existing search template from the Advanced
search tab to specify your search parameters.

To use an existing search template:

1. Click the Search templates link in the bottom left
of the page.

The Select templates pop-up window opens.
2. To:

< make a copy of a saved template, click the Copy
link. The Copy search template pop-up window
opens. Enter a new name in the text box; or
accept the default name with (copy) appended to
the name, then click OK.

< rename a saved template, click the Rename link.
The Rename [template name] search template
pop-up window opens. Enter a new name in the
text box and click OK.

« delete a saved template, click the Delete link. The
Delete [template name] search template dialog
box opens. Click Yes to confirm the deletion.

3. To use a search template, highlight the name of a

template from the Saved search templates list
and click OK.
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Managing Leads

In this chapter:

e “About Leads” on page 136
e “Using The Lead Manager” on page 137
e “Working With Lead Details” on page 147
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About Leads

Since Top Producer 7i Remote does not require an Internet
connection, the following lead features are unavailable in
Top Producer 7i Remote:

* setting up the program to automatically receive leads
* lead inquiry forms

The features listed above are available in Top Producer 7i. For
more information, see the Top Producer 7i documentation.

There are several types of leads, as outlined below.

Automatically generated leads

When a contact is interested in a posted listing on your
REALTOR.com Marketing System web site, or fills in a lead
inquiry form on your own web site, their information is
automatically downloaded into Top Producer 7i and appears as
a lead. However, their information is NOT automatically
downloaded into Top Producer 7i Remote. These leads will only
appear in Top Producer 7i Remote after a synchronization with
Top Producer 7i has been performed. For more information on
synchronizing your data, see “Synchronizing Your Database
With Top Producer 7i” on page 65.

User-entered leads

If you do not have time to set up an action plan for a new
contact, or an assistant is entering new contact information
from a phone lead, you can manually enter a lead. You will be
reminded in Lead manager that the lead requires follow-up.
See “Adding a new lead manually” on page 140.

4. If you are part of a team or partnership account,
select the agent you are creating the inquiry form
for from the Agent drop-down list box.
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Using The Lead Manager

Top Producer 7i Remote provides a sophisticated facility for
lead management, so that you can ensure that leads are
always followed up promptly and effectively. With the Lead
manager, you can maintain a list of new leads, which remains
separated from your regular contact records until you perform
follow-up actions. Once you complete an activity and mark it
done, the lead’s status changes to ‘Followed up’.

Accessing the lead You can access the Lead manager from three locations:
manager = Point to Contacts and click Leads.
« Point to Schedule, Today’s business, then click Leads.

e Point to Schedule, Today’s business, then click Sum-
mary. From the Today’s business for [date] page, click
the Leads link.

About the lead The Lead manager displays a list of all your leads. From this
manager page, you can fully manage your leads.

To view the Lead manager:
1. Point to Contacts, then click Leads.

The Lead manager page opens, where you can view the
following information:

< Date time — shows the date and time the lead
was created or generated from your REALTOR.com
web site.

* Name — shows the name of the lead in [last
name, first name] format.

e Contact at — shows the lead’s preferred contact
number. This is the number where they can most
likely be reached, and is specified on the Contact
information page.

e Source — shows where the lead was generated
from. This may be REALTOR.com, or another web
site.

e Status — shows the lead’s status, such as New,
Followed up, Listing, Listing-closing or Clos-
ing.
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 Assigned to — shows who the lead is assigned to.
This column is only available if you are part of a
team or partnership account.

2. You can sort the leads in ascending or descending
order by clicking any column heading in the list.

3. Click the drop-down list to display only leads of a
specified status:

* New — a new lead that has not yet been followed-
up.

 Followed up — the first scheduled follow-up
activity for the lead has been completed.

* Listing — a listing has been created from the lead.
e Listing-closing — a closing has been created
from a lead listing.

 Closing — a closing has been created from the
lead without first creating a listing.

4. Highlight a lead in the list, or click Select all, then
use the action menu items to work with the lead(s).

5. Click Close.

Top Producer 7i Remote has a duplicate record check feature
that searches your leads for duplicate names, home and
business phone numbers, and email addresses. The feature
checks for an exact match in the following scenarios:

* the lead’s primary first and last name (regardless of con-
tact information) is the same

« the lead’s secondary first and last name (regardless of
contact information) is the same

= a company name (if no other name details are entered)
is the same

When enabled from the Preferences page (see “Specifying user
settings” on page 42), the feature checks for duplicate records
when you add and save a new lead record that you entered
manually.
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Finding a duplicate contact record

If Top Producer 7i Remote finds a duplicate contact record, the
Duplicate contact found pop-up window opens.

Duplicate contacts found

You are attempting to add this new contact:
Reg Blair

However, contacts with similar names already exist in your database.
Chooge Create new to create an entirely new cantact recard.

Choose Update existing to update and overwrite the selected contact's recard with all ofthe
data from the new contact.

Choose Use existing to stop the creation ofthe new contact. The existing contact will not be
madified in any way.

List of duplicate contacts

Contact harme |Address | Contact at
Blair, Reqg 111-3322 (Home)
Blair, Req 11 Meil 5t 111-3322

| Create new :

1. Highlight a record in the List of duplicate
contacts section of the pop-up window.

2. You will be asked to perform one of the following
actions, based on your selection:

* Create new — Click this button to create a new
contact record, regardless of whether it is a dupli-
cate or not.

» Update existing — Click this button to overwrite
certain existing field information and merge new
data into the existing selected record.

e Use existing — Click this button to save the exist-
ing selected contact record, as is, without modifi-
cation. The duplicate contact record (along with its
linked listings, closings, referrals, flyers, and pre-
sentations) will be deleted.

Note: The listings, closings, flyers, presentations,
mailouts, and emails, etc. will be kept for
existing contact records.

Note: In order to keep the contact record as a
lead, you must have a value in the Source
and Inquiry form fields.
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Adding a new lead
manually

When the time comes to
apply an action plan to
the lead, rather than
having to search through
the whole contact
database for the lead, it
will appear in the Lead
Manager as requiring
action.

If you enter a source in a
regular contact record, it
will be considered a lead
and will henceforth

appear in Lead manager.

Viewing or printing
a lead report
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For more information on the Duplicate record check
feature as it applies to contact management, see
“Checking for duplicate contacts” on page 70.

If you do not have time to set up an action plan for a new
contact, or an assistant is entering new contact information
from a phone lead, enter the contact through Lead Manager
rather than from the Address book.

To manually enter a lead:

1. From the Lead manager page, click Add new lead
from the action menu.

The Source pick list automatically opens.

2. You must select a lead source from the list, or type
one in the field provided. Click OK.

3. Enter the lead information just like any other
contact. The contact will appear in the Lead
manager list, ready for follow-up or to have an
action plan applied.

For detailed information on the fields and tabs of the
Detailed contact entry - Add new contact page, see
“Creating a contact record” on page 72.

You can display leads of a specified type, then run a report from
the Lead manager.

To generate a leads report:
1. From the Lead manager page, click the Only
display leads with the following status drop-
down list and choose a status from the list.

The corresponding lead types are displayed in the list.

2. Highlight one or more leads from the list, then click
View report from the action menu.

A new browser window opens with the lead report
displayed.

3. Use the browser controls to print the report, if
desired.
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Sending an email You can send an email to a selected lead, however, they must
have a valid email address entered in their contact information.

Note: When you send an email from Top Producer
7i Remote, the email will NOT be sent until a
synchronization with Top Producer 7i has
been performed. For more information on
synchronizing your data, see “Synchronizing
Your Database With Top Producer 7i” on
page 65.

To send an email to a lead:

1. From the Lead manager page, highlight a lead in the
list.

2. Click Mass email from the action menu.

The Mass email page opens, with the lead’s email
address already filled in.

3. Follow the instructions on composing and sending
emails in the Email chapter. See “Composing And
Sending Email” on page 282.

4. Click Next.

5. Review the email and make any changes, then click
Send from the control menu.

The email will be sent AFTER you synchronize with
Top Producer 7i.
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You can send a mailing to a selected lead.

To send a letter, envelope, label, or postcard to a lead:

1.

From the Lead manager page, highlight a lead in the
list.

. Click Perform mail out from the action menu.

The Perform mail out - select template page opens.

Follow the instructions on performing a mail out in
the Mail chapter. See “Performing A Mail Out” on
page 268.

You can send a flyer link to a selected lead.

Note: When you send a flyer from Top Producer 7i
Remote, the flyer will NOT be sent until a
synchronization with Top Producer 7i has
been performed. For more information on
synchronizing your data, see “Synchronizing
Your Database With Top Producer 7i” on
page 65.

To send a flyer link to a selected lead:

1.

From the Lead manager page, highlight a lead in the
list.

Click send flyer from the action menu.

The Send flyer page opens, displaying a list of existing
flyers.

Select a published flyer from the list and click OK.

The Send flyer link wizard opens displaying a link to the
published flyer in the body of an email message.

Follow the instructions on sending a flyer in the
Flyers chapter. See “Sending Flyers To Contacts” on
page 315.

Click Next.

Review the email and make any changes, then click
Send from the control menu.

The flyer link will be sent AFTER you synchronize with
Top Producer 7i.
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1.

You can create a presentation for a selected lead.

To create and send a presentation link to a selected lead:

From the Lead manager page, highlight a lead from
the list.

. Click Create presentation from the action menu.

The Create CMA - Select template page opens.

Select one of the Presentation type option
buttons.

Click the Template Category drop-down list and
choose the name of a template category.

Highlight a template from the list and click Finish.
Follow the instructions on creating a new

presentation in the Presentations chapter. See
“Creating A New Presentation” on page 340.

. After you have created the presentation, you can

save it as a PDF file and send it as an attachment,
publish it to the web and send a link via email, or
print it out. See “Working With Saved
Presentations” on page 357.

Follow up on leads by applying an action plan, which automates
your follow-up activities, or by scheduling an individual follow-
up activity for the lead. For information on lead status, see
“About the lead manager” on page 137.

To apply an action plan to the lead:

1.

From the Lead manager page, highlight a lead from
the list.

Click Apply action plan from the action menu.

The Apply action plan pop-up window opens.

. Select an action plan you want to apply from the

Available plans grid.

Click the Add button to add the plan to the Current
plans grid.

The Select plan start date pop-up window opens.
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5. Type a start date for the selected action plan, or
click the calendar icon to choose from the calendar.
Click OK.

6. Click OK to close the Apply action plan pop-up
window. The plan appears on the Contact details for
[lead name] page. See “Working With Lead Details”
on page 147 and “Working With Plans” on page 164.
To schedule a follow-up activity for a selected lead:

1. From the Lead manager page, highlight a lead from
the list.

2. Click Schedule follow-up from the action menu.
The Add new activity page opens.

3. Select the activity type that you want to create for
the lead and click Next.

4. Follow the instructions on creating new activities in
the Activities chapter. See “Scheduling An Activity”
on page 192.

Note: Once the follow-up activity has been marked
done, the lead’s status will change to “Fol-
lowed up” and it will no longer appear in
Lead manager as a lead with “New” status.

5. To see leads that have been followed up, select
Followed up from the drop-down list on the Lead
manager page. For more information on marking
events done, see “Marking An Activity Done” on
page 206.

Entering a If you have completed an activity (for example an unscheduled
i phone call) outside of Top Producer 7i Remote, you can enter
Completed aCtIVIty it manually and enter a description into the contact history.

To enter a completed activity:

1. From the Lead manager page, highlight a lead from
the list.

2. Click Enter completed activity from the action
menu.

The Enter completed activity for [lead name] pop-up
window opens.
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3. Complete the following fields:

* Activity type — click the drop-down list and
select the type of activity you performed.

» Date completed — enter the date this activity
was completed; or click the calendar icon to select
from the calendar.

e Time — use the spin buttons to set the time you
completed this activity.

e Description — enter a brief description for the
activity in the text box.

4. Click OK.

The lead no longer appears as a new lead in the Lead
manager. To see it, select Followed up from the drop-
down list.

. Click View or edit from the action menu.

The Contact details for [lead nhame] page opens.

. Click View history from the action menu to see the

completed activity you just entered.

If you are part of a team or partnership account, you can assign
a lead to another team member.

Note: If the lead's record that you want to assign
is already displayed, skip to step 2.

. From the main menu, point to Contacts and then

click Leads.

The Lead manager page opens.

. Select the lead you want to reassign, and then click

Assign to agent from the action menu.

The Select agent page opens.

. Select the team member you want to assign the

lead to, then click OK from the control menu.

The lead will appear on the Lead manager page with the
agent's name displayed in the Assigned to column.
Also, when the lead's contact record is displayed, the
assigned agent's name will appear in the top right.
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You can delete a lead from the Lead manager page, or while
viewing it from the contact record. When a lead is deleted, all
associated properties, activities and active listings and closings
are also deleted. However, any frozen listings or closings
associated with the lead will remain in the database. Frozen
listings have a status of Canceled, Withdrawn, or Expired.
Frozen closings have a status of Fell thru or Closed/Paid.

Note: If you are an assistant or are part of a team
or partnership account and the Delete
action menu item is unavailable, this indi-
cates the responsible agent has not granted
you deletion permissions. Contact the data-
base owner for deletion rights.

To delete a lead from the Lead manager:
1. Highlight a lead from the list.
2. Click Delete from the action menu.
The Delete lead dialog box opens.

3. Click Yes to confirm deletion of the selected lead.
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Working With Lead Details

Leads are identical to contacts except that a lead record has an
entry in the Source field and has a lead Status. Otherwise the
fields and tabs on the Contact details for [lead name] page are
the same as working with a contact record. For more
information, see “Creating a contact record” on page 72.

Viewing or editing To view leads of a specific status:

leads < From the Lead manager page, click the Only display
leads with the following status drop-down list and
select a lead status.

To view or edit a selected lead’s details:

1. From the Lead manager page, highlight a lead from
the list.

2. Click View or edit from the action menu.

The lead is displayed in the Contact details for [contact
name] page, like any other contact record.

3. You can apply all program features that can be
applied to contacts to the leads, as well. Follow the
instructions for adding contacts. See “Creating a
contact record” on page 72.

4. Use the action menu items to work with the selected
contact (lead):

« Create flyer — design a new flyer for the selected
contact. See page 309.

» Send flyer — send an email message with the
flyer link in the body of the email. See page 142.

« Create presentation create a new presentation
for the selected contact. See page 143.

e Schedule follow-up — create and schedule a
new activity for the selected contact. See
page 143.

e Perform mail out — send a letter, envelope,
label, or postcard to the selected contact. See
page 142.
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View history — view the past year’s worth of
completed activities for the selected contact. See
page 144.

View listings — view any current listings for the
selected contact. See page 379.

View closings — view any current closings for the
selected contact. See page 432.

View report — view and print one of the many
contact reports available. See page 506.

Assign to agent — assign the currently displayed
lead to another team member. See “Assigning a
lead to another team member” on page 145.

Create referral — change the selected lead into a
referral. If you do this, the Source field will
change to Referral and the contact will now be
displayed on the Referral manager page. See
page 161.

Delete contact — click Delete contact from the

action menu. When the Delete contact dialog box
opens, click Yes to confirm the deletion

5. Click Close.

Note: When a lead is deleted, all associated prop-

erties, listings, closings, and assigned activ-
ities are also deleted.
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Managing Referrals

In this chapter:
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“Using The Referral Manager” on page 150

“Creating a referral” on page 153

“Viewing or editing referred contact” on page 155

“Viewing or editing referred by/to details” on page 155
“Viewing the Referral business summary” on page 157
“Applying an action plan to a referral” on page 157
“Assigning a referral to another team member” on page 158
“Viewing the sent and received referrals report” on page 158
“Viewing your top referral sources” on page 158

“Deleting a referral” on page 160

“Working With Referral Details” on page 161

“Viewing or editing referrals” on page 161

“Performing a mail out” on page 163

“Following a referral’s progress” on page 163
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Using The Referral Manager

The Referral manager is the coordination center for all your
referral records. You can track the referrals you send and
receive, view referral sources, view the referred contact details
and the details of each referral agreement.

You can view detailed referral statistics or print them in report
form. The Referral manager even includes a Top referral
sources page that lets you track those who send you the most
referral business, so you can strategically reinforce those
connections.

The Referral manager displays a list of all your referrals. From
this page, you can fully manage your referral records.

To view the Referral manager:
1. Point to Contacts and click Referrals.
The Referral manager page opens.
2. View the following information:

e Referral date — the date that the referral was
either sent or received.

e Transaction status — the referral’s transaction
status, such as Active, Pending, Closed, etc.

e Direction — the referral’s direction, either Sent
or Received.

e Referral source — the source, such as a reloca-
tion company.

» Referred contact — the name(s) of the referred
contact(s).

< Referred by/to name — the name(s) of the
referring contact(s).

* Progress status — the referral’s progress status,
such as New, etc.

« Assigned to — who the referral is assighed to.
This column is only available if you are part of a
team or partnership account.
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To search for referrals:

1. Click the Search by drop-down list, and select a
category to search by:

« Referral direction

e Referral source

e Referral progress status

» Referred by/to name

e Referred contact name

e Referral transaction status

2. The second drop-down list options will change to
reflect the Search by selection you made in step 1.
Select the option that you want to search for.

3. Click Start search.

Referrals matching your search are displayed.

Top Producer 7i Remote has a duplicate record check feature
that searches your for duplicate names, home and business
phone numbers, and email addresses. The feature checks for
an exact match in the following scenarios:

< the referral’s primary first and last name (regardless of
contact information) is the same

= the referral’s secondary first and last name (regardless of
contact information) is the same

= a company name (if no other name details are entered)
is the same

When enabled from the Preferences page (see “Specifying user
settings” on page 42), the feature checks for duplicate records
when you add and save a new referral record that you entered
manually.
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Finding a duplicate contact record

If Top Producer 7i Remote finds a duplicate contact record, the
Duplicate contact found pop-up window opens.

Duplicate contacts found

You are attempting to add this new contact:
Rey Blair

However, contacts with similar names already exist in your database.
Choose Create new to create an entirely new contact recard.

Choose Update existing to update and overwtite the selected contact's record with all ofthe
data frorm the new contact.

Choose Use existing to stop the creation ofthe new contact. The existing contactwill not he
madified in any way.

List of duplicate contacts

Contact name | Address | Contact at
Blair, Reg 111-3322 (Home)
Blair, Reg 11 Meil 5t. 111-3322

i Create new :

1. Highlight a record in the List of duplicate
contacts section of the pop-up window.

2. You will be asked to perform one of the following
actions, based on your selection:

* Create new — Click this button to create a new
contact record, regardless of whether it is a dupli-
cate or not.

» Update existing — Click this button to overwrite
certain existing field information and merge new
data into the existing selected record.

e Use existing — Click this button to save the exist-
ing selected contact record, as is, without modifi-
cation. The duplicate contact record (along with its
linked listings, closings, flyers, and presentations)
will be deleted.

Note: The listings, closings, flyers, presentations,
mailouts, and emails, etc. will be kept for
existing contact records.

For more information on the Duplicate record check
feature as it applies to contact management, see
“Checking for duplicate contacts” on page 70.
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Creating a referral Creating a referral involves two parties, therefore you must
select or create two contacts in your database.

Note: The referred by/to contact is the person you
receive referrals from and send referrals to.
The EIRST time a referral is received from/
or sent to this contact, click Create referral
from the action menu to create their referral
record. After this, any time you have future
referral business with this contact, select
their existing record and click Add new
referral from the action menu.

To create a new referral record:

1. From the Referral manager, click Create referral
from the action menu.

The New referral wizard starts.

2. Select the referred contact(s), by doing one of the

following:
Click Next without = search for the referred contact by selecting either
entering any information the Name or Address option, then entering the
in the search area to corresponding search criteria in the text boxes
display all referrals in the provided. Click Next. Select the referred con-
database. tact(s) from the search results list and click Next.

- create a new referral contact record for your data-
base by selecting the Don’t search. I will create
new contacts check box. Click Next. Enter as
much information as you can in the Detailed con-
tact entry - Add new contact page, then click OK.

3. Select the referral direction:

« click Sent if you are sending this contact to
another agent.

« click Received if another agent has referred this
contact to you.

4. Click Next.

5. Select the referred by/to contact or agent, by doing
one of the following:

= search for the contact you are sending/receiving
this referral to/from by selecting either the Name
or Address option, then entering the correspond-
ing search criteria in the text boxes provided. Click
Next.
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« create a new referred to/by contact record for your
database by selecting the Don’t search. 1 will
create new contacts check box. Click Next.
Enter as much information as you can in the
Detailed contact entry - Add new contact page,
then click OK. Select the contact(s) you are send-
ing/receiving a referral to/from from the list and
click Finish.

The Referral details page is displayed, where you can
view or edit the referral record details.

For more information, including viewing or editing
referrals, and performing a mail out, see “Working With
Referral Details” on page 161.

You can send out mass emails to the parties associated with a
selected referral(s). You must have your email account setup
in Agent setup.

To send mass email by selection from the Referral manager:

1. From the Referral manager, highlight a referral
record from the list. They must have a valid email
address in their contact information.

2. Click Send email from the action menu.

The Mass email page opens. See “Sending Mass Email”
on page 286.

To send mass email while viewing a referral record:

1. From the Referral details page of a selected referral,
click Send email from the action menu.

The Mass email page opens. See “Sending Mass Email”
on page 286.

To send mass email while viewing the referred by/to details:
1. From the Referral details page of a selected referral,
click View or edit referred by/to details from the
action menu.

The Referred by/to details page for the referring party
page opens.

2. Click Send email from the action menu.

The Mass email page opens. See “Sending Mass Email”
on page 286.

154



Managing Referrals

Viewing or editing
referred contact

Viewing or editing
referred by/to
details

Top Producer 7i Remote User Guide

You can view or edit the contact record of the referred contact.

To view or edit the referred contact record:

1.

From the Referral manager, highlight a record from
the list.

. Click View or edit referred contact from the

action menu.

The Contact details for [contact name] page opens. See
“Managing Contacts” on page 69 for more information.

Use the Referred by/to details page to view or edit the details
of the agent or contact to whom the referral was sent or
received, and related statistics.

To view or edit the referred by/to details:

1.

From the Referral manager, highlight a record from
the list.

Click View or edit referred by/to details from
the action menu.

The Referred by/to details page opens. The top section
of the page displays the referred by/to contact’s name
and address.

. Click the contact’s name link to view or edit their

contact record.

Click the Contact type link to display the pick list of
contact type(s). Click the drop-down list to view any
contact types that are currently applied.

Click the Action plan link to apply or modify the
contact’s action plan(s). Click the drop-down list to
view any action plans that are currently applied.

If there is a call scheduled to the contact, the first
scheduled call’'s date will be displayed in the Next
call date field. Click the Next call date link to
schedule a new call.

. Click the Statistics tab to display the referral

business statistics for this contact.

. Click the Contacts referred tab to view a list of

referrals that you have received from and sent to
this contact.
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10.

Click the Referred by/to contact notes tab to
view and work with notes for the referred by/to
contact.

Click Close.

Adding a new referral

The referred by/to contact is the person you receive referrals
from and send referrals to. Once the referral record already
exists in the system, and you have future referral business with
this contact, you must select the Add new referral item from
the action menu.

To add a new referral:

1.

From the Referred by/to details page, click Add
new referral from the action menu.

The New referral wizard opens.

Select the referred contact(s) by doing one of the
following:

« search for the referred contact by selecting either
the Name or Address option, then entering the
corresponding search criteria in the text boxes
provided. Click Next.

e create a new referral contact record for your data-
base by selecting the Don’t search. I will create
new contacts check box. Click Next. Create a
new contact then skip to step 4. See “Creating a
contact record” on page 72.

Highlight the referred contact(s) from the list, and
click Next.

Select the referral direction:

« click Sent if you are sending this contact to
another agent.

« click Received if another agent has referred this
contact to you.

Click Finish.

The Referral details page opens. See “Working With
Referral Details” on page 161.
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Viewing the The Referral business summary page lets you see a breakdown
Referral business of the monthly and yearly totals for your referral business.
summary To view the Referral business summary details:

1. From the Referral manager, click View referral
business summary from the action menu.

The Referral business summary page opens.

2. To filter the referrals being displayed, use the
Month and Year drop-down lists to narrow your
view.

3. Click the Display link (located to the right of the
Year drop-down list). The following information is
automatically summarized, based on the specified
time frame:

- Sent

< Received

< Total referrals

< Closed/paid

< Fees paid

= Fees received

= Net commission on received referrals

= Total of all referral income

4. Click View report from the action menu to open a

new browser window with the Referral Business
Summary report. Use the browser controls to print
the report. See “Viewing And Printing Reports” on
page 501.

5. Click Close.

Applylng an action You can apply an action plan to the referred contact(s).
plan to a referral To apply an action plan:

1. From the Referral manager, highlight a referral
record from the list.

2. Click Apply action plan from the action menu.
The Apply action plan pop-up window opens.

3. Select the plan you want to apply from the
Available plans list, then click OK.
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The Select plan start date pop-up window opens.

4. Click the calendar icon to select a start date, then
click OK.

Assigning a If you are part of a team or partnership account, you can assign
referral to another a referral to another team member.

team member

Note: If the referral's record that you want to
assign is already displayed, skip to step 2.

1. From the main menu, point to Contacts and then
click Referrals.

The Referral manager page opens.

2. Select the referral you want to reassign, and then
click Assign to agent from the action menu.

The Select agent page opens.

3. Select the team member you want to assign the
referral to, then click OK from the control menu.

The referral will appear on the Referral manager page
with the agent's name displayed in the Assigned to
column. Also, when the referral's record is displayed,
the assigned agent's name will appear in the top right.

Viewing the sent The Sent and Received Referrals report lets you see the details
; of your sent and received referrals, such as name, address,
and received referral source, etc.

referrals report , ,
To view the Sent and Received Referrals report:

1. From the Referral manager, highlight a referral
record from the list.

2. Click View report from the action menu.

The Sent and Received Referrals report is displayed in a
new browser window.

3. Use the browser window controls to print and view
the report. See “Viewing And Printing Reports” on

page 501.
Viewing your tOp The Top sources page lets you see a list of your top referral
referral sources sources, including a breakdown of commission/fees and

number of referrals sent and received.
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To view the Top sources page:

1.

From

the Referral manager, highlight a referral

record from the list.

. Click

View top sources from the action menu.

The Top sources page opens.

You can filter the displayed referrals by:

. Click

clicking the Referral source drop-down list and
choose a source item.

clicking the Referral direction drop-down list and
choose All, Sent, or Received.

the Start search link.

The search results are displayed in the main area of
the page and shows:

Referred by/to name
#Sent

Commission/Fees received
#Received
Commission/Fees sent

6. Highlight one or more referrals from the list and

then:

click Send email from the action menu to com-
pose and send an email from the referrals area to
the selected referral (with a valid email address in
their contact record). See “Sending Mass Email”
on page 286.

Note:

When you send an email from Top Producer
7i Remote, the email will not be sent until
you synchronize with Top Producer 7i.

click Add new referral from the action menu if
you need to create a new referral record. See
“Creating a referral” on page 153.

click View or edit Referred by/to details from
the action menu to view or edit the details of the
agent or contact to whom the referral was sent or
received.
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« click View report from the action menu to display
the Top Sources report in a new browser window.
See “Viewing And Printing Reports” on page 501.

7. Click Close.

Deleting a referral You can delete a referral record, with the referral viewed or
selected.

Note: If you are an assistant or are part of a team
or partnership account and the Delete
referral action menu item is unavailable,
this indicates the responsible agent has not
granted you deletion permissions. Contact
the database owner for deletion rights.

To delete a referral record by selection:

1. From the Referral manager, highlight a referral
record from the list.

2. Click Delete referral from the action menu.
The Delete referrals dialog box opens.
3. Click Yes to confirm the deletion.
To delete a referral record while viewing it:

1. From the Referral details page of a selected referral,
click Delete referral from the action menu.

The Delete referral dialog box opens.

2. click Yes to confirm the deletion.
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Working With Referral
Details

The Referral details page enables you to edit referral details,
send mass email, send a mailing, view reports, and more.

Viewing or editing Use the Referral details page to view or edit the details of the
referrals referral:

contact details for the referred party
referral number, direction, source
referral date

transaction status

referral fee information

notes

To view or edit a referral:

1.

Top Producer 7i Remote User Guide

From the Referral manager, highlight a record from
the list.

Click View or edit referral from the action menu.
The Referral details page opens.
In the Referred contact section:

e click the Add link to create a new contact and link
them to the referral.

< highlight a referred contact in the list and click the
View or edit link to modify their contact record.

« highlight a referred contact in the list and click the
Remove link to remove the contact from the
referral.

Note: This does NOT delete the contact records
from the database.
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4. The Referred by/Referred to section (depending
on the referral direction), displays the referred by/to
contact’s name and address. Click the contact’s
name link to view or edit their contact record.

5. In the Referral details section, view or edit the
following information:

e Referral direction — click the drop-down list and
select either Sent or Received.

e Referral number — type a referral number.

» Referral source — click the drop-down list and
select the source of the referral, such as Corpo-
rate relocation, etc.

e Referral date — click the calendar icon and select
the date the referral was sent or received.

e Transaction status — click the drop-down list
and select the referral’s transaction status, such
as Active, Pending, Closed, etc.

e Closing date — click the calendar icon and select
the date the closing concluded for a sent referral.
For a received referral this field will be automati-
cally filled in if the closing already exists.

e Sale price — type the amount of the sale price for
a sent referral. For a received referral, this field
will be automatically filled in if the closing already
exists.

e Commission amount — type the amount of the
commission the agent is receiving for a sent refer-
ral. For a received referral, this field will be auto-
matically filled in if the closing already exists.

» Referral fee — select either the Percent or Flat
fee option. Use the spin buttons to set the per-
centage of the agent’s commission that the sender
of the referral will receive. Or, type the dollar
amount (flat fee) that the sender of the referral
will receive. The percentage option will be auto-
matically calculated based on the Commission
amount.

e Check amount — type the referral fee check
amount that you have sent/received. This field
should only be filled in when a referral fee check
has actually been sent or received.

e Check sent/received date — click the calendar
icon and select the date that you sent or received
the referral fee check.

6. In the Referral notes section:

Top Producer 7i Remote User Guide 162



Managing Referrals

Performing a mail
out

Following a
referral’s progress

Once the referral status is
changed, it cannot be
changed again. For
example if the status
changes from New to
Listing, and then you
delete the listing, the
referral’s status remains as
Listing.
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« click the Add new link, then type the notes in the
text field.

e click the Pick from list link and select from a pick
list of pre-defined notes. Click OK.

« click the Print notes link to open a new browser
window displaying a report of referral notes that
you can print. Click the Print button. See “Viewing
And Printing Reports” on page 501.

« If you have a lot of notes and want to view them
in batches of ten, click the View 10 more link.

< To see a complete list of notes, click View all.

7. Click Close.

To perform a mail out to selected referrals:

1. From the Referral details page of a selected referral,
click Perform mail out from the action menu.

The Perform mail out — select template page opens. See
“Performing a mail out to a contact or group of contacts”
on page 268.

A referral always has a progress status, which can be viewed
from the last column of the Referral manager page.

To follow-up on a referral, perform a single activity or the first
activity in an action plan. If you link any of the associated
contacts of the referral record to a listing or closing, or if you
create a closing from a listing, the progress status of the
referral changes.

< New — the referral has been accepted but no actions
have yet been taken.

e Followed up — when you mark a single activity as
“done” for any of the contacts attached to the referral,
the progress status changes to “Followed up”, (see
“Marking An Activity Done” on page 206).

e Listing — when you create a listing for any of the con-
tacts attached to the referral, the progress status
changes to “Listing”, (see “Creating a listing” on
page 377).

e Closing — when you create a closing for any of the con-
tacts attached to the referral, the progress status
changes to “Closing”, (see “Adding closing details” on
page 426).

e Listing-Closing — when you create a closing from the
existing listing, the progress status changes to “Listing-
Closing”, (see “Turning A Listing Into A Closing” on
page 416).
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Working With Plans

In this chapter:

e “Action, Listing And Closing Plans” on page 165
e “Marketing Service And Closing Report Plans” on page 175
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Default plans, which are
included with the
program, cannot be
modified or deleted. For
more flexibility, create a
personal plan to apply to
multiple contacts. You
can easily modify the
activities later. See
“Copying an action, listing
or closing plan” on

page 172.
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Action, Listing And
Closing Plans

When you’re setting up action, listing or closing plans, you’ll be
performing tasks such as:

e adding an activity to a plan (for example, a To-do that
involves putting up a sign on a new listing’s property).
< modifying existing activities, (for example, assigning an

activity to a different agent).

e generating a report to make a printout of all the activities
that belong to a specific plan.

Action, listing and closing plans can all be applied and removed
throughout Top Producer 7i Remote. For example, listing plans
will be applied in listing-related pages while closing plans will
be applied in closing-related pages. For more information, see
“Applying marketing service report plans” on page 393 and
“Closing Service Plans” on page 459.

Top Producer 7i Remote comes with default action, listing and
closing plans. You can also create your own plans from scratch
or use a default plan from which to build and tailor a new plan
from.

Note: You cannot make global changes to the
activities in default action plans. Once you
have applied a default action plan to several
contacts, you cannot modify an activity
later. It is recommended that you create a
personal copy of a default plan if you antici-
pate making changes to the plan after it has
been applied.

This section tells you how to:
e create an action, listing or closing plan (see page 166).
< modify an action, listing or closing plan (see page 171).
e copy an action, listing or closing plan (see page 172).
< rename an action, listing or closing plan (see page 172).
< delete an action, listing or closing plan (see page 173).

e generate an action, listing or closing plan report (see
page 173).
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listing or closing
plan
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For more information about working with market report plans
and closing report plans, see “Marketing Service And Closing
Report Plans” on page 175.

You can create action, listing or closing plans. Each plan
consists of one or more activities which can be assigned to a
user. The activity will appear in the user’s Today’s business. For
more information about Today’s business, see “Working With
Today’s Business” on page 189.

To create an action, listing or closing plan:

1.

Point to Setup, then click Plans setup.

The Plans setup page opens.

. Select the appropriate tab (for example, Listing

plans).

. Click Create new (above the [Plan type] name

drop-down list).
The Create new [plan type] pop-up window opens.
Type a name for your plan, then click OK.

The new plan name is displayed in the Action plan
name drop-down list, and is a personal plan.

The Sort chronologically check box is selected by
default and is relevant for printing reports, working
with activities in Today’s business and Scheduler.

« if the check box is selected, the activities in the list
will be sorted by date order (plan start date, listing
or closing date).

« jf the check box is cleared, the activities in the list
will be sorted according to parent activities in an
action plan, followed by their dependent sub-
activities (or children).

To add an activity to the plan, click Create new
activity from the action menu.

The Add new activity to [plan type]: [Plan name] page
opens.

In the Activity type section, specify the type of
activity (for example, a Letter) you want to add to
your plan by choosing the appropriate option
button, then click Next.
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The Add new [activity type] to [plan type]: [Plan name]
page opens.

8. In the top section of the window:

e type a description in the Description text box.
Either type the description directly in the text box
or click the pick list.

« specify the priority level in the Priority text box.
Either type a value directly in the text box or use
the spin buttons.

« specify who the activity is assigned to by selecting
an employee from the Assign to drop-down list.

« specify the template you want to use by clicking
the Select [activity type] template link.

Note: This link will only be available if the activity
type is an email, letter, postcard, envelope
or label.

The Select [Mail type] template page opens. Select
the template that contains the format you want,
then click OK.

« attach any files you want by clicking the Attach-
ments link.

Note: This link will only be available if you’re cre-
ating an email activity.

The Attachments page opens. Click Attach file.
The Select the file to attach pop-up window opens.
Browse for the file to attach and click Open.
Repeat this step if you need to attach additional
files.

* Click the Sort mail by drop-down list to sort the
plan activity by Last name, Street name, or Zip
code.

Note: This option will only be available if the activ-
ity type is a letter, postcard, envelope or
label.

9. In the [Activity type] to be performed [#]
day(s) section, specify when the activity should
occur.
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If the activity is part of an action plan, specify whether

the activity should occur:

a certain number of days after the plan’s start date
by selecting the From plan starting date option
button.

after a preceding activity is completed by selecting
the After preceding activity is completed
option button.

To make sure this activity only appears in the
assigned user’s Today’s business after a preced-
ing activity has been marked done, select the
After the preceding activity is completed
option button, then select the preceding activity
from the Select preceding activity drop-down
list. (When you do this, you are creating a cascad-
ing activity.)

Note:

You can only select from activities that
belong to the plan you are currently working
in. You will NOT be able to create a cascad-
ing activity if it’s the first one in the plan.

If the activity is part of a listing plan, specify whether

the activity should occur:

after the listing date by selecting the After listing
date option button.

before the expiration date by selecting the Before
expiration date option button.

after the expiration date by selecting the After
expiration date option button.

after a preceding activity is completed by selecting
the After the preceding activity is completed
option button.

To make sure this activity only appears in the
assigned user’s Today’s business after a preced-
ing activity has been marked done, select the
After the preceding activity is completed
option button, then select the preceding activity
from the drop-down list. (When you do this, you
are creating a cascading activity.)

Note:

You can only select from activities that
belong to the plan you are currently working
in. You will NOT be able to create a cascad-
ing activity if it’s the first one in the plan.
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If the activity is part of a closing plan, specify whether

the activity should occur:

after the acceptance date by selecting the After
acceptance date option button.

before the closing date by selecting the Before
closing date option button.

after the closing date by selecting the After clos
ing date option button.

after a preceding activity is completed by selecting

the After the preceding activity is completed
option button.

To make sure this activity only appears in the
assigned user’s Today’s business after a preced-
ing activity has been marked done, select the
After the preceding activity is completed
option button, then select the preceding activity
from the drop-down list below. (When you do this,
you are creating a cascading activity.)

Note:

You can only select from activities that
belong to the plan you are currently working
in. You will NOT be able to create a cascad-
ing activity if it’s the first one in the plan.

10. The selections you made in step 8 will be reflected
in the Perform event [#] day(s)... field, in the
Activity dates section. Use the spin buttons to set
the number of days.

11.

Note:

The starting date is defined when the plan is
applied.

days

To set up a reminder to occur a certain number of

before the to-do date, set the Reminder [#]

day(s) before [activity type] field. Either type a

value directly in the text box or use the spin

buttons.

Note:

When the Reminder field is set to zero, the
assigned employee will be reminded (from
Today'’s business) to perform the activity on
the same day it is scheduled to occur.
Today’s business is a scheduling feature
available in Top Producer 7i Remote. For
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more information, see “Working With
Today’s Business” on page 189.

12. In the event that the activity is NOT completed on
the scheduled date, you may want it removed from
Today's business after a certain time. If so, select
the Apply drop off to Today's business check
box, then set the Drop off [#] day(s) after
[activity type] date field.

13. In the Move event to section:

14. To:

specify whether to move the activity to the previ-
ous or next business day if the activity falls on a
Saturday. Select the If event falls on Saturday
check box, then select the appropriate option but-
ton.

specify whether to move the activity to the previ-
ous or next business day if the activity falls on a
Sunday. Select the If event falls on Sunday
check box, then select the appropriate option but-
ton.

create another activity belonging to the current
plan-type, click Enter next.

save the activity and return to the Action plans
library page, click Finish.
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Modifying an To modify an action, listing or closing plan:

action, listing or
closing plan

10.
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1.

Point to Setup, then click Plans setup.
The Plans setup page opens.

Select the appropriate tab (for example, Listing
plans).

From the [Plan type] name drop-down list, select
the plan you want to modify.

To sort activities by the time they’re scheduled to
occur, select the Sort chronologically check box.

To add a new activity to the plan, click Create new
activity from the action menu.

The Add new activity to [plan type]: [Plan name] page
opens.

Specify the activity’s details, then click Finish. For
more information about how to set each field, see
“Creating an action, listing or closing plan” on
page 166.

To view or edit a specific activity, highlight the
activity, then click View or edit activity from the
action menu.

The View or edit [plan type] [activity type]: [Plan name]
page opens.

. Modify the activity, then click OK. For more

information about how to set each field, see
“Creating an action, listing or closing plan” on

page 166.

To delete an activity from the displayed plan, select
the activity, then click the Delete activity action
menu item.

The Delete activity dialog box opens.

Click Yes.
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Copying an action,
listing or closing
plan

Renaming an
action, listing or
closing plan
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Use the copy feature to save valuable time. You have the
option to copy a plan when you want to adapt an existing plan
to suit a different purpose but still retain the original plan.

For example, if you want to create a new plan, but have an
existing plan that is similar to the one you want to create, use
the copy feature to duplicate the plan, then make the changes
to suit the individual needs of the new plan.

To copy an action, listing or closing plan:
1. Point to Setup, then click Plans setup.
The Plans setup window opens.

2. Select the appropriate tab (for example, Listing
plans).

3. From the [Plan type] name drop-down list, select
the plan you want to copy.

4. Click Copy.

The Copy [plan type]: [Plan name] pop-up window
opens.

5. Type a name for the new plan in the New [plan
type] name field, then click OK.

You can NOT rename default plans. To see which plans are
default, look to the top-right of the Plans setup page to see if
the phrase This is a default plan appears.

To rename an action, listing or closing plan:
1. Point to Setup, then click Plans setup.
The Plans setup page opens.

2. Select the appropriate tab (for example, Listing
plans).

3. From the [Plan type] name drop-down list, select
the plan you want to rename, then click Rename.

The Rename [plan type]: [Plan name] pop-up window
opens.

4. Type a new name for your plan, then click OK.
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Deleting an action,
listing or closing
plan

Generating an
action, listing or
closing plan report

For more information
about working with

reports, see “Running
Reports” on page 504.
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Make sure you no longer need the plan before deleting it. When
you delete a plan, all the activities that belong to the plan are
also deleted. Deleted plans can NOT be retrieved.

You can NOT delete default plans. To see which plans are
default, look to the top-right of the Plans setup page to see if
the phrase “This is a default plan” appears.

To delete an action, listing or closing plan:
1. Point to Setup, then click Plans setup.
The Plans setup page opens.

2. Select the appropriate tab (for example, Listing
plans).

3. From the [Plan type] name drop-down list, select
the plan you want to delete, then click Delete.

The Delete [plan type]: [Plan name] dialog box opens.

4. Click Yes.

Generating and printing a report is a good way to see ‘the big
picture’ -- that is, ALL of a plan’s activities, when they’re
scheduled to be completed by, as well as who is responsible for
completing the activity. See “Running Reports” on page 504.

To generate an action, listing or closing plan report:
1. Point to Setup, then click Plans setup.
The Plans setup page opens.

2. Select the appropriate tab (for example, Listing
plans).

3. From the [Plan type] name drop-down list, select
the plan you want to generate a report for.

4. Click View report from the action menu.

The Top Producer 7i Report — [plan type] page opens in
a separate browser window.

5. You can download the report in one of three
formats. Select one of the file formats from the
drop-down list, then click the Download Report
link:

e Portable Document Format (.pdf)
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« Microsoft Excel Format (.xlIs)
e Plain Text Format (.csv)

6. To print the report, click the Print button at the top
of the page.

The Print pop-up window opens.

7. Specify your print options, then click Print.
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Marketing Service And
Closing Report Plans

When you’re working with marketing service and closing report
plans, you can work with:

1. the report plan in its entirety (see “Working with
plans” on page 175).

2. the individual reports that make up the plan (see
“Working with the reports in a marketing service or
closing plan report” on page 178).

Marketing service plans can be applied to listings, while closing
report plans to closings. For more information about working
with marketing service reports and closing reports, see
“Working With Marketing Service Reports” on page 395 and
“Closing Service Reports” on page 448.

This section tells you how to:
< view or edit a plan (see page 175).
e create a new plan (see page 166).
e copy a plan (see page 172).
e rename a plan (see page 177).
- delete a plan (see page 177).

To view or edit a plan:
1. Point to Setup, then click Plans setup.
The Plans setup page opens.

2. Select the appropriate tab (for example, Marketing
report plans).

3. Select the plan you want to view or edit, then click
View or edit from the action menu.

The View or edit report plan [report name] page opens.

From here you can manage the plan’s scheduled
reports, including adding a new report and modifying an
existing report.
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For more information, see “Working with the reports in
a marketing service or closing plan report” on page 178.

To create a new plan:

1. Point to Setup, then click Plans setup.

The Plans setup page opens.

. Select the appropriate tab (for example, Marketing

report plans).

. Click Create new from the action menu.

The Create new report plan pop-up window opens.

In the Report plan name field, type a new name.

. Click OK.

The View or edit report plan [report name] page opens.

. From here you can manage the plan’s scheduled

reports, including adding a new report and
modifying an existing report. For more information,
see “Working with the reports in a marketing
service or closing plan report” on page 178.

To copy a plan:

1. Point to Setup, then click Plans setup.

The Plans setup page opens.

. Select the appropriate tab (for example, Marketing

report plans).

. Select the plan you want to copy, then click Copy

from the action menu.
The Copy report plan pop-up window opens.

In the Report plan name field, type a new name
(if necessary).

. Click OK.

The View or edit report plan [report name] page opens.

. From here you can manage the plan’s scheduled

reports, including adding a new report and
modifying an existing report.
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For more information, see “Working with the reports in
a marketing service or closing plan report” on page 178.

To rename a plan:

1. Point to Setup, then click Plans setup.

The Plans setup page opens.

. Select the appropriate tab (for example, Marketing

report plans).

. Select the plan you want to rename, then click

Rename from the action menu.
The Rename report plan pop-up window opens.

In the Report plan name field, type a new name.

. Click OK.

The plan is renamed.

To delete a plan:

1. Point to Setup, then click Plans setup.

The Plans setup page opens.

. Select the appropriate tab (for example, Marketing

report plans).

. Select the plan you want to delete, then click

Delete from the action menu.

The Delete report plan pop-up window opens.

. Click Yes.

The plan is deleted.
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Working with the This section tells you how to:
I‘eportS in a = add a new report to a plan (see page 178).
marketing service = rearrange reports in a plan (see page 179).

or Closing plan < modify an existing report (see page 180).

report

- delete an existing report (see page 180).
To add a new report:
1. Point to Setup, then click Plans setup.
The Plans setup page opens.

2. Select the appropriate tab (for example, Marketing
report plans).

3. Select the report plan, then click View or edit from
the action menu.

The View or edit report plan: [report name] page opens.
4. Click Add new from the action menu.
The Add new plan item page opens.

5. In the Report name field, type a name for the new
report.

6. From the Assigned to drop-down list, specify a
person to assign the report to.

7. Schedule how many days, weeks or months after
the previous report the new report should run.
Either type a number value in Schedule this
report field or use the spin buttons, then, from the
adjacent drop-down list, select Day(s), Week(s)
or Month(s).

8. Specify whether to include all activities that
occurred since the previous report or since the start
of the plan by selecting the appropriate option
button.
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To add new comments,
click Add new from the
action menu. The Add
comment dialog box
opens. Type a description,
then the comments, and
then click OK.

To set a default comment,
select the comment, then
click Set as default from
the action menu.

To delete a comment,
select the comment, then
click Delete.
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10.

11.

To include introductory comments or summary
remarks, either type the comments in the
Introductory comments or Summary remarks
area, or click Introductory comments or
Summary remarks to insert existing text.

If you have selected to insert existing text, the Insert
comments/remarks page opens.

Select whether you want to select introductory or
summary text by selecting the appropriate option
button, then, in the Comments description area,
select the text you want. Click OK.

The Add new plan item page reopens.
To spell check:

« introductory comments, click Spell check (top
right of the Introductory comments area).

< summary remarks, click Spell check (top right of
the Summary remarks area).

Click OK.

The View or edit report plan [report name] page reopens
with the new report. See “Viewing And Printing Reports”
on page 501.

To rearrange the order of reports:

1.

Point to Setup, then click Plans setup.
The Plans setup page opens.

Select the appropriate tab (for example, Marketing
report plans).

Select the report plan, then click View or edit from
the action menu.

The View or edit report plan: [report name] page opens.
Select the report you want to move, then click the

Move up or Move down from the action menu as
many times as necessary.
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To modify an existing report:
1. Point to Setup, then click Plans setup.
The Plans setup page opens.

2. Select the appropriate tab (for example, Marketing
report plans).

3. Select the report plan, then click View or edit from
the action menu.

The View or edit report plan: [report name] page opens.

4. Select the report you want to modify, then click
View or edit from the action menu.

The View or edit service report plan item window opens.

For more information about the fields in this window,
see page 178.

To delete a report:
1. Point to Setup, then click Plans setup.
The Plans setup page opens.

2. Select the appropriate tab (for example, Marketing
report plans).

3. Select the report plan, then click View or edit from
the action menu.

The View or edit report plan: [report name] page opens.

4. Select the report you want to delete, then click
Delete from the action menu.

The Delete report dialog box opens.
5. Click Yes.

The report is deleted.
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Working With
Activities

In this chapter:

e “Working With The Scheduler” on page 182

e “Working With Today’s Business” on page 189

e “Scheduling An Activity” on page 192

e “Modifying An Activity” on page 199

e “Marking An Activity Done” on page 206

e “Deleting An Activity” on page 209

e “Scheduling A Meeting” on page 211

e “Responding To A Meeting Request” on page 214

e “Viewing Who Will Attend A Scheduled Meeting” on page 215

e “Modifying A Meeting’s Details” on page 216

e “Working With Service Reports From Today’s Business” on
page 217
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Working With The
Scheduler

Top Producer 7i Remote’s comprehensive Scheduler offers a
visual representation of the busy times for any given day, and
enables you to schedule personal appointments and access
them in daily, weekly, monthly and yearly views. To specify the
settings for how the scheduler will appear each time it’'s
displayed, see “Setting The Scheduler Preferences” on

page 45.

Important: Scheduled appointments or timed calls
that are not linked to a contact record will be
deleted from your database after one year.

If you don't want them deleted, make sure
that you link them to the associated contact
record when you schedule them. Doing this
allows you keep a permanent database
record of appointments and calls.

The Scheduler’s This section describes the different views available.
different views

The Scheduler’s day view

Schedule for 03/15/2002 (Today)
— B (T
= un Men Tue Wed Thu Fii_Sal

0°m |les 10:00 am- 10:30 am Discuss email sent on cunent properties lisked | J‘ u 5‘ H ? 'B g
1011 12 13 14 450 16
= 1719 19 20 21 2 2

26 26 26 27 23 20 .
B 1 4 5 6

X
3

Todayis
Friday March 15, 2002

|3

(5]
|3

w
3

IS
3

The current day (today) is displayed by default. The month
calendar located to the right, lets you move to any day in the
current month, simply by clicking on the desired date. Use the
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arrows at the top of the calendar to switch between months
and years.

Using the drag and drop features in the Scheduler’s day view,
you can:

< move an activity earlier or later in the day by clicking and
dragging the activity up or down the page.

e adjust the activity’s start and end time by clicking and
dragging the top and bottom edges of the activity.

e copy an activity by holding down the [Ctrl] key on your
keyboard while clicking and dragging an activity to the
desired location on the page.

The Scheduler’s week view

Schedule for 08/14,2005 to 08/20/2005
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The weekly view shows Sunday through Saturday, with the
current day displayed in red, bold font. Use the <<Previous
week and Next week=>=> links located at the bottom of the
page to switch to a previous or following week.

Using the drag and drop features in the Scheduler’s week view,
you can:

= move an activity earlier or later in the day by clicking and
dragging the activity up or down the page.

= move an activity to a different day in the week by clicking
and dragging the activity into another day column.

« adjust the activity’s start and end time by clicking and
dragging the top and bottom edges of the activity.

e copy an activity by holding down the [Ctrl] key on your
keyboard while clicking and dragging an activity to the
desired location on the page.
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Working with the
Scheduler
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The Scheduler’s month view

Schedule for March, 2002
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The month view looks much like a calendar, with the current
day displayed in red, bold font. Use the <<Previous month
and Next month>=> links located at the bottom of the page to
switch to a previous or following month. View activities for a
specific day by clicking the appropriate number. For example,
if you wanted to view the day’s activities for the 6th, click the

number 6 to display the day view. Click an activity to view the
details.

Viewing the Scheduler’s year view

Schedule for 2002
January March =
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The yearly view displays the selected year, bolding any days
that have event(s) scheduled. The current day appears in red,
bold font. Single-click any date to display the day view, or click
the appropriate month to display the month view. Use the
<<Previous year and Next year>> links located at the
bottom of the page to switch to the previous or following year.

This section tells you how to view your schedule, manage
activities from the Scheduler, print your schedule, and view
another user’s schedule.
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Note: If you have selected the option on the Pref-
erences page to allow multitasking in
Top Producer 7i Remote, you can look up
schedule information while performing
another task. For more information, see
“Looking up schedule information while per-
forming another task” on page 188 and
“Setting the ability to multitask in
Top Producer 7i Remote” on page 43.

1. Point to Schedule and then click My schedule.

The Schedule for [date] page opens.

Schedule for 0371572002 (Today)
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Depending on the option you chose on the Scheduler
preferences page, you will see either the day, week,
month, or year view. For more information on specifying
scheduler preferences, see “Setting The Scheduler
Preferences” on page 45.

If either the Scheduler’s 2. To add an activity:

day view or week view is

displayed, quickly enter < click Schedule an activity from the action menu.
the time of the activity by The Add new activity page opens.

selecting a specific block . . .

of time and clicking = select either the Appointment or Call option but-
Schedule an activity, or ton, and then click Next.

double-clicking the
appropriate time block.

Note: When adding an activity through the Sched-
uler, you only have the option to create an
appointment or call activity. For more infor-
mation on adding an appointment or call,
see page 192.
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When you complete an
activity you should always
be sure to mark it done.
Once marked done, the
activity will be added to
the associated contact’s
history, and will no longer
appearin Today’s business
to remind you to perform
it.
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3. To mark an activity done:

= highlight the activity you want to mark done, then
click Mark done from the action menu.

The Mark done dialog box opens.
* click Yes.

Note: Activities that have been marked done for
more than a year are automatically moved
to the History Manager area of
Top Producer 7i and removed from
Top Producer 7i Remote upon the next syn-
chronization. The History Manager is not
available from Top Producer 7i Remote.

4. To modify an activity:

= highlight the activity you want to modify.
< click View or edit activity from the action menu.

The View or edit Contact [activity type] page
opens.

< make your changes, then click OK.

Note: For more information on viewing or editing
an activity from the Scheduler, see
page 192.

5. To delete an activity:

« highlight the activity you want to delete.
e click Delete from the action menu.

Note: You can only delete an activity from the day
or week view.

< when the Delete activity dialog box opens, click
Yes. Skip to step 6.

6. To delete a repeating activity:

= highlight the repeating activity you want to delete.
e click Delete from the action menu.
The Delete repeating activity dialog box opens.

e click Delete all to delete all instances of the
repeating activity
OR
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For more information
about how to work with
this page, including the
toolbar icons, see
“Viewing And Printing
Reports” on page 501.
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click Delete to delete only this instance of the
repeating activity.

7. Click the Day view, Week view, Month view, or
Year view to change the currently displayed
scheduler view.

Note: For more information on the different views,
see “The Scheduler’s different views” on
page 182.

8. To print a daily, weekly or monthly schedule:

« select the desired view by clicking Day view,
Week view or Month view from the action
menu.

Note: This option is not available for the yearly
view.

« click Print schedule from the action menu.
The Top Producer 7i Report -- [view type]
schedule page opens.

« click the Download Report link and select one of
the formats: Portable Document Format (.pdf);
Microsoft Excel Format (.xIs); or Plain Text
Format (.csv).

« click the Print icon at the top of the page. The
Print pop-up window opens. Specify your print set-
tings, then click OK.

9. To view another employee’s schedule:

< click Select a different user from the action
menu.
The Select a different user pop-up window opens.

« use the drop-down list to select the employee’s
schedule you want to view.

e click OK.

10. Click Close.
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Looking up If you have selected the option on the Preferences page (see
page 42) to allow multitasking in Top Producer 7i Remote, you

_SChedUIe_ . can look up schedule information while performing another
information while task. This can be very useful if, for example, you are creating
; a listing in Top Producer 7i Remote and a client calls asking
performmg what time their showing is. Instead of saving and closing the
another task listing creation to look up details in the Scheduler, you can click

the Scheduler icon on the main menu bar and the Scheduler
will open in a separate window. Your listing file will remain open
until you can resume working on it.

Note: The Scheduler icon will only appear if you
selected the Show quick access icon tool-
bar option on the Preferences page (see
page 42).

1. Click the Scheduler icon on the right side of the
main menu bar.

The Schedule for [date] page opens in a separate
window. The page you were previously working on
remains open and can be accessed via the Main page
tab along the bottom of the page.

2. View your schedule information.

3. Click Close to exit the Scheduler.
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Viewing the
Today’s business
page
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Working With Today's
Business

Today’s business provides a quick reminder about your
scheduled activities and it tracks your activities for a certain
length of time, depending on the activity reminder "drop off"
setting. This ensures you don't forget about important tasks
that you may have put on hold.

Today’s business provides a numeric count of scheduled
activities and gives you instant access to the activities
themselves, letting you review the details of each activity one-
by-one and mark them “done” as they are completed.

Important: Scheduled appointments or timed calls
that are not linked to a contact record will be
deleted from your database after one year.

If you don't want them deleted, make sure
that you link them to the associated contact
record when you schedule them. Doing this
allows you keep a permanent database
record of appointments and calls.

This section tells you how to view a summary list of all activities
for any specified day, which provides instant access to an
individual activity.

To view Today’s business:

1. Point to Schedule, Today’s business, then click
Summary.

The Today’s business [today’s date] page opens.
2. To see:
« activities for a specific date range, click the Date
range link. Specify a date range, then click Start

search. For more information on applying date
ranges, see “Specifying Date Ranges” on page 22.
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Viewing a
summary report of
a user’s schedule
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3.

4.

* activities assigned to a specific user, select the
user from the assigned to drop-down list, then
click Start search.

In the Activities section, click the desired activity
type to view a detailed list of those activities.

Click Close to return to the main menu.

This section tells you how to view and/or print a summary
report of the activities for a specified user.

To view a report:

1.

Point to Schedule, Today’s business, then click
Summary.

The Today’s business [today’s date] page opens.

. Click View report from the action menu.

The Report options for [User name] on [Today’s date]
page opens.

To view a report that includes:

< new lead information AND scheduled activities for
the day, select the All activities (including
leads) option button.

« scheduled activities for the day, select the Daily
schedule (text only) option button.

Click View report from the control menu.

The Top Producer 7i Report -- Today’s business page
opens.

. You can download the report in one of three

formats. Select one of the file formats from the
drop-down list, then click the Download Report
link:

e Portable Document Format (.pdf)
e Microsoft Excel Format (.xls)
* Plain Text Format (.csv)

. Click the Print icon at the top of the page.

The Print pop-up window opens.

190



Working With Activities

7. Specify your print settings, then click OK. For more
information about how to work with this page,
including the toolbar icons, see “Viewing And
Printing Reports” on page 501.

Top Producer 7i Remote User Guide 191



Working With Activities

Top Producer 7i Remote User Guide

Scheduling An Activity

From the Add new activity page, you can add appointments,
calls, to-dos, emails, letters, labels, envelopes or postcards.

To schedule an activity:

1. Point to Schedule and then click Schedule
activity.

The

Add new activity page opens.

2. If you are scheduling a call or an appointment, in
the Individual/Group activity section, select
whether this is an individual or a group activity.

This section is available only if you are creating a call or
appointment activity, and have an assistant record
entered in Top Producer 7i Remote or are subscribed to
a team/partner version.

3. In the Activity type section, select the type of
activity you want to schedule, then click Next.

The

Add new [activity type] page opens.

4. Complete the following information in the Activity
details section:

enter a description in the Description text box.
Either type the text directly in the field, or click the
list icon to select a preset item.

enter the date in the Date field. Either type the
date directly in the field, or click the calendar icon.

if you are entering a call or appointment, enter the
Start time and End time by typing in each field
or using the spin buttons.

Click the Rest of day check box after setting the
Start time to automatically set the End time to
11:59 PM.

Click the All day check box to automatically set
the Start time to 12:00 AM and the End time to
11:59 PM.
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Note: If you set a time for a call it will appear in
both My schedule and Today’s business as
an appointment.

« specify who the activity is assigned to by choosing
a person from the Assigned to drop-down list.

= specify a priority level for the activity in the Prior-
ity text box. Either type a value directly in the field
or use the spin buttons.

5. Click the Contacts link to associate any contact(s)
with the activity.

The Select contacts page opens.
6. To see:

< a specific contact, select the type of criterion you
want to search for by choosing the appropriate
option button from the Search contact by sec-
tion. Then, in the available fields below, type the
corresponding item description for which to
search.

For example, if you want to search by last name,
select the Name option button, then type “Jones”
in the Last name text box.

Click Start search.

Click Clear search to clear your search criteria.
To exclude unsubscribed contacts from the search,

select the Filter unsubscribed contacts check
box.

< all contacts, select the All contacts option button.
Click Start search.

7. To add the contact(s) to the activity, highlight the
contact(s) in the Available contacts grid, then
click Add.

The contact(s) move to the Selected contacts grid.

8. Click OK.

The Add new [activity type] page reopens.

9. To select a template for a correspondence item
(emaiil, letter, envelope, label or postcard):
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« click the [activity] template link.
The Select [activity type] template page opens.

« click the List of categories drop-down list to
select a template category.

« select a template from the list.
* click OK.

10.To customize the content for a correspondence item
(emaiil, letter, envelope, label or postcard):

« click the View or edit [activity type] link.

The Edit [activity type] for: [# of contacts] page
opens.

< For more information on working with templates,
see “Customizing A Template’s Content” on
page 238.

11. Click the Sort mail by drop-down list and select
one of the mail sorting options:

e Last name
e Street name
e Zip code

12. If you are creating an email activity and want to
attach any files, such as a picture:

« click the Attachments link.
The Attachments page opens.
To remove an attachment, < click Attach file.
select the attachment in The Select the file page opens.

the Attgchments page, < browse for the file you want to attach and click
then click Remove (at the

bottom of the page). A Open. Repeat this step if you need to attach more
dialog box appears, asking than one file.

if you're sure you want to Your attachment, along with its size, appears in
remove the attachment. the Attachments page. If you've attached more
Click Yes. than one file to your email, the combined size of

all your attachments appears in the bottom left.

« click OK. (To NOT save the attachment to the
email and to remove the attachment from the
Attachments page, click Cancel.)

Your attachment is saved to the email and the Add
new email page reopens.
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Note: Attaching large files can take longer to send.
You will NOT be able to send files that
exceed 2 MB (megabytes).

13. To link the activity to a listing or closing, in the Link
to section:

- specify the transaction type you want this activity
linked to by selecting the appropriate option but-
ton. If you do not want this activity linked to any
transaction, select None and skip to step 14.

« click the Select [transaction type] property
link to select the transaction you want the activity
linked to. The Select [transaction type] page
opens. Select the property and then click OK.

14. In the Occurrence section specify whether you
want to set up a one-time activity or a repeating
activity by selecting the appropriate option button.
If you chose to schedule a one-time activity, skip to
step 15.

If you chose to schedule a repeating activity, click
the Setup repeating activity link.

The Setup repeating activity page opens.
Specify:
< whether you want this activity repeated daily,
weekly, monthly, or yearly. In the Repeat this
activity... section, choose the appropriate option
button.
< when you want this activity repeated in the Spec-
ify how you want this activity to repeat... sec-
tion. If you chose to have the activity repeated:

e Daily — choose the Every option button
to have the activity repeated every cer-
tain number of days. Use the spin but-
tons to select the number of days in the
adjacent text box.

OR

select the Every weekday option but-
ton to have the activity repeated every
week day (Monday-Friday).

* Weekly — select the interval of weeks

for the repeating activity by using the
spin buttons, then select one or more
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check box(es) for each day of the week
you want the activity to occur on.

e Monthly — choose the first option to
have the activity repeat on a specific
date of every month or month interval.
Use the spin buttons to set the date and
month interval. (For example, if you
want the activity to be repeated on the
8th of each month, set the first text box
to 8, and the second text box to 1.)

OR

choose the second option to have the
activity repeat on a specific day of every
month or month interval. Use the drop-
down lists to select whether it is the
first, second, third, fourth, or last of that
day that occurs in the month. Use the
spin buttons to set the monthly interval.

e Yearly — choose the first option to have
the activity repeat on a specific date of
each year. Use the drop-down list to set
the month, and the spin buttons to set
the date.

OR

choose the second option to have the
activity repeat on a specific day of every
year. Use the drop-down lists to set the
day of the week and whether it is the
first, second, third, fourth, or last of that
day that occurs in the month. Select the
month of the year you want the activity
to occur in by choosing the appropriate
option in the third drop-down list.

Specify the date you want the first occurrence of
the repeating activity to occur on. In the Activity
starts to repeat on... section, type the date in
the text box or click the calendar icon.

If you want the activity to stop repeating on a cer-
tain date. In the Activity stops repeating... sec-
tion, select the On [date] option button, then
type a date in the text box or use the calendar
icon.

OR

if you want the activity to occur a specific number
of times. In the Activity stops repeating... sec-
tion, select the After [#] occurrences option
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button, then use the spin buttons to set the num-
ber of occurrences of the activity.

Click Finish.
The Add new [activity type] page reopens.

15. In the Reminder and Drop off section complete
the following:

use the spin buttons to change the Remind me
value if you want to be reminded (from Today’s
business) any number of days in advance.

When the Remind me field is set to zero, you will
be reminded (from Today’s business) to perform
the activity on the same day it is scheduled to
occur.

if the system detects a Palm device, then you can
set an alarm on your Palm device. The system
must be synchronized before the alarm is dis-
played on the Palm device.

Note:

For appointments, a dialog box will appear
instead, reminding you that the appointment
is due. Select the Remind me check box,
and then use the drop-down list to set the
amount of time in advance to be reminded.
A reminder will appear at the time you spec-

ify.

If the system detects a Palm device, then
the Palm controls are available for you to set
an alarm on your Palm device. Check the box
to set an alarm on your Palm device. Use the
spin buttons to set the time you want to be
notified before the appointment.

if you want the activity to be removed from
Today’s business after a certain period of time in
the event that the activity is not completed on the
scheduled date, select the Apply drop-off to
Today’s business check box. Type a value
directly in the drop off field, or use the spin but-
tons to select the appropriate number of days.
(For example, if you set the drop off to 5, you will
be reminded in Today’s business to perform the
activity for 5 days after the activity’s original
date.)
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When the Drop off is set to zero, the activity will
be removed from Today’s business the next day.

16. Click Finish.
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Modifying An Activity

To modify an activity:

1.
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Point to Schedule, Today’s business, then click
the activity type you want to modify. (For example,
if you want to modify an appointment, point to
Schedule, Today’s business, then click
Appointments.)

The [Activity type] assigned to [user name] on [today’s
date] page opens.

To see:

e activities from a specific date range, specify the
date range in the Activities from and to text
boxes, or click the calendar icons. Click Start
search.

= activities assigned to a specific user, select the
user from the assigned to drop-down list. Click
Start search.

Highlight the activity you want to modify and then
click View or edit from the action menu.

The View or edit [activity type] for [contact name] page
opens.

You can modify the following information in the
Activity details section:

e enter a description in the Description text box.
Either type the text directly in the field or click the
list icon to select a preset item.

= enter the date in the Date field. Either type the
date directly in the field, or click the calendar icon.

< if you are entering a call or appointment, enter the
Start time and End time by typing in each field
or using the spin buttons.
Click the Rest of day check box after setting the
Start time to automatically set the End time to
11:59 PM.
Click the All day check box to automatically set
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To remove a contact,
select the contact in the
Selected contacts grid,
and then click Remove.
The contact moves to the
Available contacts grid.
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the Start time to 12:00 AM and the End time to
11:59 PM.

Note: If you set a time for a call it will appear in
both My schedule and in Today’s business as
an appointment.

« specify who the activity is assigned to by choosing
an option in the Assigned to drop-down list.
= specify a priority level for the activity in the Prior-

ity text box. Either type a value directly in the field
or use the spin buttons.

. Click the Contacts link to add or remove any

contact(s) that are associated with the activity.

The Select contacts page opens.

. To see:

= a specific contact, select the type of criterion you
want to search for by choosing the appropriate
option button from the Search contact by sec-
tion. Then, in the available fields below, type the
corresponding item description for which to
search.

For example, if you want to search by last name,
select the Name option button, then type “Jones”
in the Last name text box.

Click Start search.

Click Clear search to clear your search criteria.

< all contacts, select the All contacts option button.
Click Start search.

7. To add the contact(s) to the activity, highlight the

contact(s) in the Available contacts grid, then
click Add.

The contact(s) move to the Selected contacts grid.

. Click OK.

The View or edit [activity type] for [contact name] page
reopens.

. To add a template for a correspondence item (email,

letter, envelope, label or postcard):
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« click the [activity] template link.
The Select [activity type] template page opens.

« click the List of categories drop-down list to
select a template category.

« select a template from the list.
* click OK.

10. To modify the content for a correspondence item
(email, letter, envelope, label or postcard):

« click the View or edit [activity type] link.

The Edit [activity type] for: [# of contacts] page
opens.

< For more information on working with templates,
see “Customizing A Template’s Content” on
page 238.

11. Click the Sort mail by drop-down list and select
one of the mail sorting options:

e [ ast name
e Street name
- Zip code

12. If you are creating an email activity and want to
attach any files, such as a picture:

e click the Attachments link.
The Attachments page opens.
To remove an attachment, e click Attach file.

select the attachment in

The Select the file page opens.
the Attachments page,

. < browse for the file you want to attach and click
then click Remove (at the . .
bottom of the page). A Open. Repeat this step if you need to attach more
dialog box appears, asking than one file.
if you're sure you want to Your attachment, along with its size, appears in
remove the attachment. the Attachments page. If you've attached more
Click Yes. than one file to your email, the combined size of

all your attachments appears in the bottom left.

« click OK. (To NOT save the attachment to the
email and to remove the attachment from the
Attachments page, click Cancel.)

Your attachment is saved to the email and the Add
new email page reopens.
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Note: Attaching large files can take longer to send.
You will NOT be able to send files that
exceed 2 MB (megabytes).

13. To link the activity to a listing or closing, in the Link
to section:

- specify the transaction type you want this activity
linked to by selecting the appropriate option but-
ton. If you do not want this activity linked to any
transaction, select None and skip to step 15.

« click the Select [transaction type] property
link to select the transaction you want the activity
linked to. The Select [transaction type] page
opens. Select the property and then click OK.

14. In the Occurrence section specify whether you
want to set up a one-time activity or a repeating
activity by selecting the appropriate option button.
If you chose to schedule a one-time activity, skip to
step 16.

If you chose to schedule a repeating activity, click
the Setup repeating activity link.

The Setup repeating activity page opens.
Specify:
< whether you want this activity repeated daily,
weekly, monthly, or yearly. In the Repeat this
activity... section, choose the appropriate option
button.
< when you want this activity repeated in the Spec-
ify how you want this activity to repeat... sec-
tion. If you chose to have the activity repeated:

e Daily — choose the Every option button
to have the activity repeated every cer-
tain number of days. Use the spin but-
tons to select the number of days in the
adjacent text box.

OR

select the Every weekday option but-
ton to have the activity repeated every
weekday (Monday-Friday).

* Weekly — select the interval of weeks

for the repeating activity by using the
spin buttons, then select one or more
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check box(es) for each day of the week
you want the activity to occur on.

e Monthly — choose the first option to
have the activity repeat on a specific
date of every month or month interval.
Use the spin buttons to set the date and
month interval. (For example, if you
want the activity to be repeated on the
8th of each month, set the first text box
to 8, and the second text box to 1.)

OR

choose the second option to have the
activity repeat on a specific day of every
month or month interval. Use the drop-
down lists to select whether it is the
first, second, third, fourth, or last of that
day that occurs in the month. Use the
spin buttons to set the monthly interval.

e Yearly — choose the first option to have
the activity repeat on a specific date of
each year. Use the drop-down list to set
the month, and the spin buttons to set
the date.

OR

choose the second option to have the
activity repeat on a specific day of every
year. Use the drop-down lists to set the
day of the week and whether it is the
first, second, third, fourth, or last of that
day that occurs in the month. Select the
month of the year you want the activity
to occur in by choosing the appropriate
option in the third drop-down list.

Specify the date you want the first occurrence of
the repeating activity to occur on. In the Activity
starts to repeat on... section, type the date in
the text box or click the calendar icon.

If you want the activity to stop repeating on a cer-
tain date, in the Activity stops repeating... sec-
tion, select the On [date] option button, then
type a date in the text box or use the calendar
icon.

OR

if you want the activity to occur a specific number
of times, in the Activity stops repeating... sec-
tion, select the After [#] occurrences option
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button, then use the spin buttons to set the num-
ber of occurrences of the activity.

Click Finish.
The Add new [activity type] page reopens.

15. In the Reminder and Drop off section complete
the following:

use the spin buttons to change the Remind me
value if you want to be reminded (from Today’s
business) any number of days in advance.

When the Remind me field is set to zero, you will
be reminded (from Today’s business) to perform
the activity on the same day it is scheduled to
occur.

if the system detects a Palm device, you can set an
alarm on your Palm device. The system must be
synchronized with the Palm device before the
alarm is displayed.

Note:

For appointments, a dialog box will appear
instead, reminding you that the appointment
is due. Select the Remind me check box,
and then use the drop-down list to set the
amount of time in advance to be reminded.
A reminder will appear at the time you spec-

ify.

If the system detects a Palm device, then
the Palm controls are available for you to set
an alarm on your Palm device. Check the box
to set an alarm on your Palm device. Use the
spin buttons to set the time you want to be
notified before the appointment.

if you want the activity to be removed from
Today’s business after a certain period of time in
the event that the activity is not completed on the
scheduled date, select the Apply drop-off to
Today’s business check box. Type a value
directly in the drop off field, or use the spin but-
tons to select the appropriate number of days.
(For example, if you set the drop off to 5, you will
be reminded in Today’s business to perform the
activity for 5 days after the activity’s original
date.)
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When the Drop off is set to zero, the activity will
be removed from Today’s business the next day.

16. Click Finish.
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Marking An Activity Done

When you complete an activity you should always mark it done.
Once marked done, the activity will be added to the associated
contact’s history and will no longer appear in Today’s business.

Note: Activities that have been marked done for
more than a year are automatically moved
to the History Manager area of
Top Producer 7i. The History Manager is not
available in Top Producer 7i Remote.

If the activity is linked to To mark an activity done:

a listing or closing, you

can add it to the service 1. Point to Schedule, Today’s business, then click
report when you have the activity type you want to view. (For example, if
completed it, see “Working you want to view all appointments, highlight

With Marketing Service Schedule, Today’s business, then click

Reports” on page 395; or
“Closing Service Reports”
on page 448.

Appointments.)

The [Activity type] assigned to [user name] on [today’s
date] page opens.

2. To see:

* activities from a specific date range, specify the
date range in the Activities from and to text
boxes, or click the calendar icons. Click Start
search.

* activities assigned to a specific user, select the
user from the assigned to drop-down list. Click
Start search.

3. To mark an activity done:

< highlight the activity you want to mark done, then
click Mark done from the action menu.

< when the Mark done dialog box is displayed, click
Yes.

Note: If the activity is a listing or closing type
activity, the Add activity to service report
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dialog box opens. For more information, see
page 207.

4. Click Close.

To mark a listing/closing activity as done and add it to the
service report:

1.
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Point to Schedule, Today’s business, then click
the activity type you want to view. (For example, if
you want to view all appointments, highlight
Schedule, Today’s business, then click
Appointments.)

The [Activity type] assigned to [user name] on [today’s
date] page opens.

To see:

e activities from a specific date range, specify the
date range in the Activities from and to text
boxes, or click the calendar icons. Click Start
search.

* activities assigned to a specific user, select the
user from the assigned to drop-down list. Click
Start search.

To mark an activity done:

= highlight the activity you want to mark done, then
click Mark done from the action menu.

< when the Mark done dialog box is displayed, click
Yes.

If the selected activity is linked to a listing or
closing, the Add activity to service report dialog box
opens. To add this activity to the listing or closing
service report, click:

* Yes (or Yes to all for multiple activities)
< No (or No to all for multiple activities)

The Add activity for [property address] pop-up window
opens.

Complete the following:

< Description — type the activity’s description; or
click the list icon to select from the pick list.

« Date — click the calendar icon to specify the date
the activity was completed.
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e Time — use the spin buttons to specify the time
the activity was completed.

< Cost — enter the cost of the activity.

 Details — type the details in the text box; or click
the link to select from the pick list.

6. Click OK.

The service report is updated.
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Deleting An Activity

This section tells you how to delete one-time activities and
repeating activities.

To delete an activity:

1. Point to Schedule, Today’s business, then click
the activity type you want to view. (For example, if
you want to view all appointments, highlight
Schedule, Today’s business, then click
Appointments.)

The Activities assigned to [User name] page opens.
2. To see:

« activities from a specific date range, specify the
date range in the Activities from and to text
boxes, or click the calendar icons. Click Start
search.

* activities assigned to a specific user, select the
user from the assigned to drop-down list. Click
Start search.

3. To delete an activity:

< highlight the activity you want to remove.
« click Delete from the action menu.

< when the Delete activity dialog box opens, click
Yes.

4. To delete a repeating activity:

< highlight the repeating activity you want to
remove.

e click Delete from the action menu.
The Delete repeating activity dialog box opens.

« click Delete all to delete all instances of the
repeating activity
OR
click Delete to delete only this instance of the
repeating activity.
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5. Click Close.
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Scheduling A Meeting

If you have assistants entered in Top Producer 7i Remote, or
are part of a team or partnership account, you can schedule a
meeting and invite other team members to attend. When
scheduling a meeting, select a timed activity type (i.e., an
appointment or a timed call).

To schedule a meeting:
1. From the Schedule menu, click Schedule activity.

2. From the Add new activity page, select the Call or
Appointment option button, and then click Next.

3. Select the Group activity attendees option
button.

4. To select the team members you want to invite to
the meeting, complete the following:

a) Click the Group activity attendees link.

b) From the Add or remove attendees page, click
Add to select attendees.

¢) From the Add attendees dialog box, select the
team members you want to attend the meeting.

d) Click OK.

Note: Solid blue blocks under a specific time indi-
cate the adjacent user is busy during that
time.

5. Enter the meeting's Description and Date.

Note: Along with a short description of the meet-
ing, you may want to enter the meeting's
location in the Description field.

6. Specify the meeting's time by completing the
following:
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 Enter the meeting's Start time and End time.
< If the meeting will take the entire day, select the
All day check box.

- If the meeting will take the rest of the day, select
the Rest of day check box, and then specify the
meeting's Start time.

7. To select any contacts that you want to apply the
meeting to, complete the following:

a) Click the Contacts link.

b) Select the contact(s) from the Available
contacts grid, then click Add.

The contact(s) move to the Selected contacts
grid.

To modify the list of contacts to choose from, use
the Search Contact By options to specify your
search criteria. To exclude unsubscribed
contacts, select the Filter unsubscribed
contacts check box.

c) Click OK.
8. To attach a document to the meeting request:

a) Click Attachments from the action menu.
b) From the Attachments page, click Attach file.

¢) From the Select the file page, browse for the file
you want to attach and click Open. Repeat this
step if you need to attach more than one file.

Your attachment, along with its size, appears in
the Attachments page. In addition, the total size
of all attachments appears in the bottom left.

d) Click OK.

9. If the meeting is related to a listing or closing, you
can link the meeting to it.

a) In the Link to section, use the option buttons to
select whether to link this activity to a Listing or
Closing.

The Select [listing/closing] property box
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displays the listing or closing this activity is
currently linked to.

b) To choose a different listing or closing with which
to associate this activity, click the Select
[listing/closing] property box.

c) Select the listing or closing you want to link this
activity to and click OK.

Once the meeting activity has been marked
done, it will appear on the appropriate service
report.

10. To set up a repeating activity, in the Occurrence
section click Repeating, and then click the Setup
repeating activity link to specify the recurrence
pattern. For more information on specifying
repeating activity details, see step 14 on page 202.

Note: This option is only available when None is
selected in the Link to section.

11. To set reminders for the meeting:

a) Select the Remind me check box.

b) Use the drop-down list box to set the amount of
time in advance to be reminded.
A reminder will appear at the time you specify.

¢) If the system detects a Palm device, you can set
a reminder on your Palm device. Use the spin
buttons to select the time you want to be notified
before the appointment.

Note: The system must be synchronized before
the alarm is displayed on the Palm device.

12. Click Enter next to schedule another meeting, or
click Finish.
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Responding To A Meeting
Request

If a partner or team member has invited you to a meeting, you
should respond and let the meeting organizer know if you will
attend.

To respond to a meeting request:
1. From the Schedule menu, click My schedule.
2. From the Schedule page, select the meeting.
3. From the action menu, click View or edit activity.
4. From the View or edit [activity type] page, select
one of the following from the Meeting status
section to determine if you're going to attend the

meeting:

e Accept: Indicates you will attend the meeting.

e Tentative: Indicates you are interested in attend-
ing the meeting, but aren't sure you'll be able to
make it.

e Decline: Indicates you can't attend the meeting.
5. Click OK.

The meeting organizer can see if you're attending the
meeting by viewing the activity in their Schedule.
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Viewing Who Will Attend A

Scheduled Meeting

If you've scheduled a meeting for your partner/team members,
you can view who will be attending the meeting from My
schedule.

To view meeting attendees:

1.

2.
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From the Schedule menu, click My schedule.

From the Schedule page, click either Day view or
Week view from the action menu.

. Select the day the meeting is scheduled for by doing

any of the following:

- |If the Day view is displayed, from the calendar on
the right side of the page, select the day the meet-
ing is scheduled for.

- |If the Week view is displayed, if necessary, use the
«Previous week and Next week>> links until the
meeting is in view.

Select the meeting and then click the View or edit
activity action menu item.

Click Group activity attendees.
The attendees' status is displayed on the left side of the
page in the Status column. In addition, a solid blue

block indicates the user has accepted your meeting
invite.
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Modifying A Meeting's
Details

If you have scheduled a meeting for your partners/team
members, you can update meeting details, if necessary.

To modify a meeting's details:

1.

2.

From the Schedule menu, click My schedule.

From the Schedule for [date] page, select the
meeting.

From the action menu, click View or edit activity.
From the View or edit [activity type] page, modify

the activity's details. For more information, see step
4 on page 211.

. To notify all attendees of the change, from the

control menu click Send update.

A notification email will be sent to all attendees after you
synchronize with Top Producer 7i. In addition, all
changes will appear in the attendees' Schedule.

To save the meeting's details without sending an
update, click OK from the control menu, and then
choose one of the following:

« If you didn't add or remove attendees from the
meeting, click OK to save the changes without
sending an update.

All changes will appear in the attendees' Schedule,
and a notification email will not be sent.

« If you did add or remove meeting attendees, you
will need to send out a notification email. Click Yes
to send the update after you synchronize with
Top Producer 7i.
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Working With Service
Reports From Today’s
Business

Any service reports assigned to a Top Producer 7i Remote user
to print or email will appear in Today’s business. This section
tells you how to work with service reports from Today’s
business, including how to:

view service reports (see page 217).
print service reports (see page 218).

publish a service report to the web AND send an email
with a link to where the published report is displayed (see
page 218).

mark a service report-related activity done (see

page 221).

view the listing/closing associated with a service report
(see page 221).

view or edit a service report (see page 222).

add an activity to the listing/closing associated with the
service report (see page 222).

delete a service report (see page 223).

To view service reports:

1. Point to Schedule, then Today’s business, and

then click Service reports.

The Service reports assigned to [user name] on [date]
page opens.

To only see service reports:
« created on a certain date or within a date range,

set the two date fields. Either type the date(s) or
click the calendar icon(s).

e assigned to a specific user, select the user from
the drop-down list.

Click Start search.
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All of the service reports assigned to the selected user
on the specified date or within the specified date range
appear below.

To print a service report:

1. Select the service report you want to print, then
click Print from the action menu.

The Print pop-up window opens.

2. Specify your print options, then click OK.
The Mark done dialog box opens.

3. If you:

< want to mark the report as done, click Yes.
< do NOT want to mark the report as done, click No.

If you marked the report as done, it disappears from
Today’s business.

To publish a service report to the web AND send an email with a
link to where the published report is displayed:

Note: When you publish a service report from
Top Producer 7i Remote, the report will not
be published until you synchronize with
Top Producer 7i. For more information on
synchronizing your data, see “Synchronizing
Your Database With Top Producer 7i” on
page 65.

1. Select the service report you want to publish to the
web, then click Publish and send from the action
menu.

If you have:

e set up your customer web pages, the report is
published to the web and the Send service report
link page opens. Go to step 2.

« NOT set up your customer web pages, you must do
this first from Top Producer 7i. For more informa-
tion about creating customer web pages, see the
Top Producer 7i documentation.

218



Working With Activities

Top Producer 7i Remote User Guide

2.

8.

In the Send service report link page, instead of
typing a new email, you may use one of the pre-
written email templates. From the Category drop-
down list, select a template category. From the
Template drop-down list, select the template. Click
Use this template.

An email subject appears in the Subject field and the
email’s text appears.

Either type the addresses for the email recipients in
the To field or click the link to search for a contact
that is already in your system.

If you want to attach any files, such as a picture,
click Attachments.

The Attachments page opens.
Click Attach file.
The Select the file page opens.

Browse for the file you want to attach and click
Open. Repeat this step if you need to attach more
than one file.

Your attachment, along with its size, appears in the
Attachments page. In addition, the total size of all
attachments (this includes one or more attachments)
appears in the bottom left.

Click OK. (To NOT save the attachment to the email
and to remove the attachment from the
Attachments page, click Cancel.)

Your attachment is saved to the email and the Send
service report link page reopens.

Note: Attaching one or more large files can take
longer to send. You will NOT be able to send
a file that exceeds 2 MB (megabytes). In
addition, if you are sending more than one
file, the combined size of all files must not
exceed 2 MB.

To:

< include an email signature, select the Include
signature check box.
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< include a picture merge code, click the location
within the body of the email that you want the
merge code inserted, then click Insert picture
merge code. For more details, see “To insert a
picture merge code:” on page 293.

< insert a merge code, click the location within the
body of the email that you want the merge code
inserted, then click Insert merge code. The
Insert merge code pop-up window opens. Select a
merge code and click OK.

< insert a link to the published service report, click
the Insert service report link.

- insert a marketing link, click the location within the
body of the email that you want the marketing link
inserted, then click Insert link. The Select mar-
keting link page opens. Select the marketing link,
then click OK.

+ clear the email message and start again, click
Clear message.

9. Click Next.

The View or edit email for [contact name] on [property
address] page opens.

10. If necessary, modify the email and then click Send.

Note: When you send an email from Top Producer
7i Remote, the email will be assigned a
pending status and will NOT be sent until
you synchronize with Top Producer 7i.

The Mark done dialog box opens.
11. If you:

 want to mark the report as done, click Yes.
< do NOT want to mark the report as done, click No.

If you marked the report as done, it disappears from
Today’s business. However, the report is still accessible
from the Scheduled reports tab of the listing or closing
record. For example, if the service report is associated
with a listing and is marked done, the service report can
be found in the Scheduled reports tab of the Listing
details for [seller’s name] page. In addition, the service
report is accessible from the record of the associated
contact.

For more information about working with listings, see
“Working With Listings” on page 376.
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For more information about working with closings, see
“Working with Closings” on page 422.

For more information about working with contact, see
“Managing Contacts” on page 69.

To mark a service report-related activity done:

Once the service report is printed or emailed, you should mark
it done.

1. Select the service report(s) with the activity, such

as printing, that you want to mark done. (You may
select more than one service report.)

. Click the Mark done from the action menu.

The Mark done service report dialog box opens.

. Click Yes.

The Saving history dialog box opens. This indicates that
the service report is being saved in the associated
contact’s record, as well as the associated listing/closing
record.

Once the service report information is saved, the dialog
box closes and the report disappears from Today’s
business. However, the report is still accessible from the
Scheduled reports tab of the listing or closing record.
For example, if the service report is associated with a
listing and is marked done, the service report can be
found in the Scheduled reports tab of the Listing
details for [seller’s name] page. In addition, the service
report is accessible from the record of the associated
contact.

For more information about working with listings, see
“Working With Listings” on page 376.

For more information about working with closings, see
“Working with Closings” on page 422.

For more information about working with contact, see
“Managing Contacts” on page 69.

To view the listing/closing associated with a service report:

1. Select the service report associated with the listing/
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closing you want to view, then click View listing/
closing from the action menu.
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Depending on whether the service report is associated
with a listing or closing, the Listing details for [seller
name] or Closing details for [buyer name] page opens.

For more information about working with listings, see
“Working With Listings” on page 376.

For more information about working with closing, see
“Working with Closings” on page 422.

To view or edit a service report:

1. Select the service report you want to view or edit,

then click View or edit from the action menu.

Depending on whether the service report is for a listing
or closing, the Marketing report plans or Closing report
plans page opens.

For more information about working with marketing
service reports, see “Working With Marketing Service
Reports” on page 395.

For more information about working with closing service
reports, see “Closing Service Reports” on page 448.

To add an activity to a service report:

1.

3.
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Select the service report you want to add an activity
to, then click Add activity from the action menu.

The Add activity for [address] pop up window opens.

Enter:

= the activity’s description by typing in the Descrip-
tion field or click the list icon to select a preset
item.

= enter the activity’s date by typing in the Date field
or clicking the calendar icon.

= enter the time of the activity by typing in the Time
field or by using the spin buttons.

= enter the total cost it took to perform the activity
by typing a value in the Cost field.

* enter any details for the activity by typing in the
Details section or click the Details link to select a
preset item.

e click OK.

Repeat step 2 for each activity you need to add to
the service report.
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To delete a service report:

1. Select the service report(s) you want to delete, then
click Delete from the action menu.

The Delete scheduled report dialog box opens.
2. Click Yes.

The selected reports are deleted.
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In this chapter:

e “Using The Communication Library” on page 225
e “Working With Template Categories” on page 226
e “Creating A New Template” on page 228

e “Customizing A Template’s Content” on page 238
e “Working With The Letter Library” on page 248

e “Working With The Envelope Library” on page 252
e “Working With The Label Library” on page 256

e “Working With The Postcard Library” on page 260
e “Working With The Flyer Library” on page 264

e “Performing A Mail Out” on page 268
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communication
library
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Using The Communication
Library

You can produce highly professional correspondence and
marketing materials by using Top Producer 7i Remote’s built-
in communication templates.

The Communication library contains an extensive selection of
templates that you can use “as is” or customize to reach any
demographic segment. The use of merge codes and the word
processing tools, give you the flexibility to personalize and
customize your correspondence.

You can perform single or mass mailouts for any number of
contacts and manage all of your correspondence from one
location — the Communication library.

This chapter will address working with letters, envelopes,
labels and postcards. The other components of the
Communication library will be dealt with in their own chapters.

There are two ways to access the Communication library.

To access the communication library:

1. Point to either Setup or Mail, then click
Communication library.

2. Select the tab of the type of correspondence you
want to work with:

< Letters

< Email messages
< Envelopes

= Labels

= Postcards

= Flyers

= Presentations
< Marketing links
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Default vs.
personal
categories

Viewing categories

Creating a new
category
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Working With Template
Categories

All mail templates are stored within categories to assist you in
keeping them organized. You can add your own categories to
store and manage all of your personalized letters, envelopes,
labels, and postcards. These are called personal categories and
you have the flexibility of renaming and deleting them. When
you select a personal category, you will see the following
sentence next to the drop-down list: This is a personal
category.

Default categories are included with the program and you
cannot rename or delete them, nor can you rename or delete
the templates within default categories. When you select a
default category, you will see the following sentence next to
the drop-down list: This is a default category.

To see a list of available categories:

1. Click the tab of the type of correspondence you
want to work with, such as letters.

2. Click the List of categories drop-down list to
choose from all of the available categories. The type
of category you have selected (default or personal)
is indicated to the right of the drop-down list.

The templates contained within the selected category
are shown in the list.

3. To sort the mail templates, click the heading (or the

small black arrow) to sort the templates in
ascending or descending order.

To create your own template category:

1. From the Communication library page, click the tab
of the type of mailing you want to work with.

2. Click the Add link above the List of categories
drop-down list.
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The Create new category pop-up window opens.

3. Type the name of the new category and click OK.

Renaming a To rename a template category:
Category 1. Select a personal category from the List of

categories drop-down list.

Note: You cannot rename default categories. If
you try to rename a default category, the
Cannot rename this category message box
opens. Click OK.

2. Click the Rename link above the drop-down list.

The Rename [category name] category pop-up window
opens.

3. The current name of the category appears
highlighted in the text box. Type the new name for

the category and click OK.

Deleting a To delete a template category:
Category 1. Select a personal category from the List of

categories drop-down list.

Note: You cannot delete default categories. If you
try to delete a default category, the Cannot
remove this category message box is dis-
played. Click OK.

2. Click the Delete link above the drop-down list.
The Delete [category name] category dialog box opens.
3. Click Yes to confirm the deletion.

The selected category and all of its contents are deleted.
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templates
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Creating A New Template

There are two ways to access the New [mail type] template
page. These instructions assume you are working with the
Communication Library.

Top Producer 7i Remote gives you the flexibility of the built-in
word processor to work with page elements, and you can add
links and merge codes to personalize your template with
specific information retrieved from the database.

To create a new letter template:

1. Point to Mail, then click:

Create new template, then click Letter; or

Communication library, then click the Letters
tab. Click Create new from the action menu.

The New letter template page opens in editing mode.

2. Do the following:

Use the built-in word processor to work with the
content of your new template. See “Using the
word processor” on page 238.

Click the Insert picture merge code link in the
bottom right corner of the page to automatically
merge a picture into the template. A pick list of
merge codes opens, for you to select from.

Click the Insert merge code link if you want to
merge a piece of contact or agent information
when printing this item. A pick list of merge codes
opens for you to select from.

* Click Insert marketing link if you want to merge

a marketing link into this template. The Select
marketing link page opens for you to select the
link from.

3. Click Save or OK.

The Save template pop-up window opens.

4. Select a personal category from the drop-down list
in which you want to save the new template.
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5. Type a name for the new template in the text box,
and then click OK.

6. Click Print from the control menu to send this new
template to the printer. The Print pop-up window
opens, letting you set your printer options.

New emalil To create a new email template:

templates 1. From the main menu, point to Mail, then click:

< Create new template, then click Email; or

e Communication library, then click the Email
messages tab. Click Create new from the action
menu.

The New email template page opens in editing mode.
2. Do the following:

 Enter a description in the Subject text box.

e Use the large editing area to type the body of your
email message (which will be in HTML).

Note: HTML mode allows you to add pictures and
picture merge codes to your email template.
As you cannot create a new Email template
in Plain text mode, the Preferences icon
will not be visible on the toolbar. See “Using
the HTML Editor” on page 289.

e Click the Insert merge code link if you want to
merge a specified string of contact information.
See “Inserting pictures, text, and marketing links”
on page 245.

* Click the Insert picture merge code link if you
want to insert a picture merge code or a picture
into the body of your email message (available in
HTML mode only).

* Click Insert marketing link if you want to merge
a marketing link URL into the email template.

3. Click OK.
The Save template pop-up window opens.

4. Select a personal category from the drop-down list
in which you want to save the new template.

5. Type a name for the new template in the text box,
and then click OK.
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New envelope, To create a new [Envelope/Label/Postcard] template:

label, and postcard
templates

1. Point to Mail, then click:

< Create new template, then click [Envelope/

Label/Postcard]; or

Communication library, then click the [Enve-
lopes/Labels/Postcards] tab. Click Create
new from the action menu.

The Select [Envelope/Label/Postcard] size pop-up
window opens.

2. Select the size of the mailing template you want to
create and click OK.

Note: The Select [envelope/label/postcard] size

window displays all of the sizes available.
Custom sizes are not supported.

The New [Envelope/Label/Postcard] template page
opens in editing mode.

3. Do the following:

Click the Insert text box toolbar icon to insert a
text box into the template. You must do this before
you are able to type the body of your [envelope/
label/postcard]. See “Working with text” on

page 246.

Use the built-in word processor to work with the
content of your new template. See “Using the
word processor” on page 238.

Click the Insert picture merge code link in the
bottom right corner of the page to automatically
merge a picture into the template. A pick list of
merge codes opens, for you to select from.

Click the Insert merge code link if you want to
merge a piece of contact or agent information
when printing this item. A pick list of merge codes
opens for you to select from.

Click Insert link if you want to merge a marketing
link into this template.

The Select marketing link page opens for you to
select the link from, (see “Working With Marketing
Links” on page 371).

4. Click Save or OK.

The Save template pop-up window opens.
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5. Select a personal category from the drop-down list
in which you want to save the new template.

6. Type a name for the new template in the text box,
and then click OK.

7. Click Print from the control menu to send this new
template to the printer.

The Print pop-up window opens, letting you set your
printer options.

New flyer To create a new Flyer template:

templates 1. Point to Mail, then click:

< Create new template, then click Flyer; or

e Communication library, then click the Flyers
tab. Click Create new from the action menu.

The Input the count of properties pop-up window opens.

2. Use the spin buttons to set the number (to a
maximum of 30), then click OK.

The New flyer template page opens in editing mode.
3. Do the following:

e Click the Insert text box toolbar icon to insert a
text box into the template. You must do this before
you are able to type the body of your flyer. See
“Working with text” on page 246.

e Use the built-in word processor to work with the
content of your new template. See “Using the
word processor” on page 238.

* Click the Insert picture merge code link in the
bottom right corner of the page to automatically
merge a picture into the template. A pick list of
merge codes opens, for you to select from.

+ Click the Insert merge code link if you want to
merge a piece of contact or agent information
when printing this item. A pick list of merge codes
opens for you to select from.

e Click Insert marketing link if you want to merge
a marketing link into this template. The Select
marketing link page opens for you to select the
link from.
4. Click Save or OK.

The Save template pop-up window opens.
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5. Select a personal category from the drop-down list
in which you want to save the new template.

6. Type a name for the new template in the text box,
and then click OK.

7. Click Print from the control menu to send this new
template to the printer.

The Print pop-up window opens, letting you set your
printer options.

New presentation To create a new Presentation template:
templates

1. Point to Mail, then click Communication library.
2. Click the Presentations tab.
3. Click Create new from the action menu.

The Create new template pop-up window opens.

4. Select the template type by choosing one of the
available option buttons.

5. Click the Select the category you want to save
this template into drop-down list and choose a

personal category.

6. Type a name for the new presentation template in
the text box, and click OK.

The Pages in [template name] template page opens, but
will remain empty until you add some pages.

Working with pages in a presentation template

Once you have created and named a new presentation
template, you need to create new pages, add or edit existing
pages from other templates, and decide on page order.

< Any pages in the presentation template are displayed in
the order in which you add them. To rearrange the order
of the pages, select one or more pages then click the
Move up or Move down links.

Creating a new presentation page

1. From the Pages in [template nhame] template page,
click Create new from the action menu.
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The Create new page in [template name] template page
opens.

. Type the body of your page in the large text box.

. Click the hyperlinks at the bottom of the page to

insert text and picture merge codes. See “Inserting
pictures, text, and marketing links” on page 245.

. Use the built-in word processor to format text, work

with graphics, and more. See “Working with text” on
page 246.

. Click the Insert comparables link if you want to

display comparables on the current page:

« from the Insert comparables pop-up window,
select a comparable type from the drop-down list
box.

= click an option button to select the page layout for
the comparables, then click OK.

- a frame representing the comparable information
now appears on the page. Click and drag from the
middle of the frame to move it. You can resize the
frame by clicking and dragging the square “han-
dles” around the inner border.

. Click the View or edit comparable link.

The Edit comparable page opens.

. Make any necessary changes to comparables you

have already added to the current page. If you are
viewing or editing a page that displays more than
one comparable, click to select the desired
comparable to work with before making changes.

« use the word processor to make changes to the
comparable. See “Using the word processor” on
page 238.

< click Insert picture merge code if you want to
automatically merge a picture when printing the
presentation for a contact. A pick list of merge
codes will appear for you to select from, such as
CMA.listings.picture.

< click Insert merge code if you want to merge a
piece of information when printing this item for a
contact. A pick list of merge codes will appear for
you to select from, such as CMA.listings.area.

< click Change page size from the action menu to
display the Change page size pop-up window. Use

233



Managing Mail

the spin buttons to set the height and width, and
number of rows and columns of comparables, then
click OK.

e click Close when finished.

8. From the Create new page in [template name]
template page, you can click, drag and drop
comparables up and down or from side to side
(depending on the selected layout) to change the
order in which they are displayed on the page.

9. Click Insert picture merge code if you want to
automatically merge a picture when printing this
item for a contact or contacts. A pick list of merge
codes will appear for you to select from, such as
Property.map_directions.

10. Click Insert merge code if you want to merge a
piece of contact or agent information when printing
this item for a contact or contacts. A pick list of
merge codes will appear for you to select from, such
as Agent.address.

Note: When inserting a merge code into a text
box, if the merged information exceeds the
size of the text box, the text box will not be
resized automatically. The result is that
merged information can later appear to be
“missing” from the page. You must manually
resize the text box to accommodate the
merged information.

11. Click OK.
12. If you clicked OK, type a name for the new page in

the Create new page in [template name] template
pop-up window, then click OK.

Adding pages from a presentation template

1. From the Pages in [template name] template page,
click Add from template from the action menu.

The Add pages from a template page opens.

2. Click the Select category and Select template
drop-down list boxes to select both the category
and template that contain the desired page.

3. Select the page you want to use from the list, and

click OK.
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The page will be copied into your presentation template.

Setting page stationery

1.

4.

From the Pages in [template name] template page,
highlight the page from the list that you want to
apply page stationery to.

Click Set page stationery from the action menu.

The Set page stationery pop-up window opens.

. Choose one of the option buttons:

= Apply cover page stationery to this page
< Apply normal page stationery to this page
< Don’t apply stationery to this page

Click OK.

Customizing pages and adding theme graphics

1.

From the Pages in [template name] template page,
highlight the page from the list that you want to
create customized stationery for.

. Click Customize stationery from the action menu.

The Customize stationery for this template page opens.
It has two tabs:

= Cover page
< Presentation page

. Click the hyperlinks at the bottom of the page to

insert text and picture merge codes, and a theme
graphic. See “Working with text” on page 246 and
“Working with pictures” on page 246.

Click the Insert theme graphic hyperlink at the
bottom of the page to add a graphic to your
stationery.

The Insert theme graphic pop-up window opens.

. Select one of the prepared themes from the drop-

down list box.

. Choose either the Color or Grayscale option

button.

Click OK.
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9.

Use the built-in word processor to format text, work
with graphics, and more. See “Using the word
processor” on page 238.

Click OK.

Renaming a presentation page

1.

3.

From the Pages in [template name] template page,
highlight the page from the list that you want to
rename.

Click Rename from the action menu.

The Rename [page name] page in [template name]
template dialog box opens.

Type a new name for the page, then click OK.

Deleting a presentation page

1.

3.

From the Pages in [template nhame] template page,
highlight a page in the list that you want to remove.

Click Delete from the action menu.
The Delete page(s) dialog box opens.

Click Yes.

New marketing link To create a new Marketing links template:

templates

2.
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1.

Point to Mail, then click Communication library.
Click the Marketing links tab.

Click Create new from the action menu.

The New marketing link page opens.

Do the following:

* Use the Enter the URL or web site address for
this link field to specify the URL for the marketing
link.

* Use the Enter the new marketing text for this
link text box to type the text that will appear for
this marketing link when it is inserted into a docu-
ment.

e Use the Enter a description for this link text
box to type a description for the marketing link.
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5. Click OK.
The Save template pop-up window opens.
6. Do the following:

- use the Select the category you want to save
this template into drop-down list to choose an

personal category.

« Enter a name in the Type in the name of this
template field, then click OK.

See “Managing Marketing Links” on page 370.

Top Producer 7i Remote User Guide 237



Managing Mail

Using the word
processor
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Customizing A Template’s
Content

This section describes how to use the built-in word processor,
work with picture and text merge codes, and set up rulers and
guidelines.

The word processor is used to create or edit letters, envelopes,
labels, postcards, presentations and flyers (it is not used for

email). You can print these materials or save them in Portable
Document Format (PDF).
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Here is an example of merge codes and picture/text boxes:

Hew letter templa

This is a merge code.

This is a “handle”. Click and drag
it to change the size of text and
picture boxes (in this example, a

Hi, how are you doing? I just thought T would get in

- touch with you because we haven't spolen for
1 sOtne time. Agent.photo

7 T 100% -
ﬁn@'ﬂj_ e wy g X B ——— text box). —
B 7 U A- === Times NewRor/ v 12 v|iZE€
[ T o G e 2 e g Co

Tou can also msert a text boz.. ...

merge codes and text boxes.

This is text that has been typed into
the page. It “runs around” picture

This is the “padding” area. It controls the distance

Top Producer 7i Remote User Guide

between the text or picture box and the outside elements,
such as text. Click on it and drag to change the padding
area.

Word Processor Commands

The word processor's toolbar functions are described below.
In addition to the toolbar functions, the word processor also
includes:

= aconvenient right-click menu that enables you to quickly
cut, copy, paste, and delete selected text.

- standard Windows keyboard shortcuts, for example,
[CTRL] + U to underline, [CTRL] + C to copy, etc.

« shortcut keys that allow you to insert symbols into your
document, for example, [CTRL] + [ALT] + [T] will dis-
play the ™ symbol, and [CTRL] + [ALT] + [R] will dis-
play the ® symbol.
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The edit bars at the top of the page allow you to control the
appearance of the text and other objects on the page.

i yufvg Be ETREX F 100% T ROE- B

B 7 U A~ == = Times NewRorman > |12 = |[iZ = EEiE S

Top Toolbar

& Print — set up your printer and paper options
g0 Page setup — define paper size and margins
[& Print preview — view a letter before printing (not
for templates
T Save as PDF file — save in Adobe PDF format
e Spelling — run the spell checker on your document
@4 Find and replace — search for and replace text
¥ Bz E Cut, Copy, and Paste — edit selected text
v« =« Undo/Redo — undo or redo your last operation
Insert picture from file — add a picture into your
document
Ty, By Bring to front, Send to back — send selected over-
lapping elements backwards or forwards
Insert text box — add text into your document
¥ Delete object — remove selected text or picture
Insert page numbers — add page numbers to let-
ters and presentations and set the alignment and
format
1o0% = Zoom — change the viewing size of the document
g Insert hyperlink — add hyperlinks into the docu-
ment
& Set color properties — define and add flood fill
color to a selected element.
] - All borders — specify which borders are visible
— Border line weight — specify the thickness of the
= border lines
== Border line style — set the border line style
g Preferences — set ruler and guideline preferences
—_— Inserting a hyperlink

1. Click the Insert hyperlink toolbar icon to insert a
hyperlink into the document.

Top Producer 7i Remote User Guide

240



Managing Mail

The Insert hyperlink pop-up window opens.

2. Type the text you want to appear in the document in
the Enter the text for this hyperlink field.

3. Enter the Web address for the site in the Enter the
URL or web site address field.

Setting color properties

1. Click the Set color properties icon to select the fill
4‘@' or border color of selected objects.

Color properties

Fill color: Border color:
L]
H
He || o
AEE ENEE H H
EEENENEE H ]
EEEEEEEE = HEEN

(] Transparent (Mo filly

OK Cancel

2. Select the desired fill or border colors from the
respective menus.

e Select the Transparent (no fill) check box if you
want the object to be transparent.

Setting borders

1. Click the All borders icon to determine which
v borders of the selected text or image box are visible
or invisible. By default, all border are turned on.

2. Select one of the six border options to toggle that
option on or off. For example, click the Top and
Right border buttons to make the top and right
borders invisible. Click the buttons again to make
them visible.
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Setting border line weight

1. Click the Border line weight icon to adjust the
weight of the borders of the selected text or image
box.

[ F pt
—_— p't
— ot
1pt

114 pt

204 pt

EE— 3F:It

e 45 Pt

ot

2. Select the desired weight for the border.
Setting border line style

1. Click the Border line style icon to adjust the style
of the border of the selected text or image box.

2. Select the desired line style for the border.
Setting preferences

1. Click the Preferences icon to set ruler and
guideline preferences.

Preferences

] Show rulers
] Show guidelines
[] Snap to guidelines

OK Cancel

2. Select one or more of the following check box(es):

< Show rulers to display rulers.
e Show guidelines to display guidelines.
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= Shnap to guidelines to have objects automatically
align themselves with the guidelines.

For more information, see “Using Rulers” on page 243,
“Using Guidelines” on page 244, and “Using Snap” on
page 244.

Bottom Toolbar

B Bold, Italic, Underline — text formatting attributes

y
=

Font color — click the arrow and select text color

>

Align left, Center, Align right — text alignment
settings

arial =  Font type — click the arrow and change text font

10  Font size — click the arrow and change text size

:= Bullets — create a bulleted list from selected text
= Numbered list — create a numbered list

Increase indent, Decrease indent — change text
indent from the margin (in 0.5 inch increments)

Tl
m
i
m

Insert page break — insert a page break in the doc-
ument

Using The Mouse

You can right-click on selected areas of text or objects to cut,
copy, paste or delete text or merge codes.

Contact letter_sg

. C
Une sure sign of
Del
they're successfin Eeﬁi
practical ﬁmdamlm
. . . 1=]1<]
their clients' obiecs

the marlket 1
onsequently,

Using Rulers

Rulers provide an easy method to view and adjust the page
margins and guidelines.

e To turn the rulers on, click the Preferences icon and
select the Show rulers check box. See “Inserting a
hyperlink” on page 240.

The dark areas at the ends of each ruler display the
margins.

O R T T T T S - S I R TR TR I ACI |  E
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 To adjust a margin, move the mouse pointer over the
margin line on the ruler. The pointer will change to a dou-
ble-ended arrow.

R S A

Simply move the arrow pointer to change the margin.

Using Guidelines

Guidelines provide an aid to placing objects on the page. They
consist of a dotted line drawn across the page, either
horizontally or vertically.

« To turn guidelines on, click the Preferences icon and
select the Show guidelines check box. See “Inserting a
hyperlink” on page 240.

< Move the mouse pointer over a ruler and click to insert a
guideline.

< To adjust a guideline, move the mouse pointer over the
guideline. The pointer will change to a double-ended
arrow. Simply move the arrow pointer to adjust the
guideline.

< To remove a guideline, move the mouse pointer over the
guideline marker on the ruler. The pointer will change to
a double-ended arrow. Click with the mouse button to
remove the guideline.

Using Snap

Snap automatically aligns objects such as text and image
boxes with guidelines. To turn on snap, click the Preferences
icon and select the Snap to guidelines check box, (see
“Inserting a hyperlink” on page 240).

When you move a text box or other object close to the
guideline, it will automatically snap into alignment.
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Inserting piCtUI’ES, The New [mail type] template page has three links at the

; bottom of the page. Use these links to insert merge codes for
t_eXt’ and marketmg text and pictures, and to insert the URL or web site address for
links marketing links.

To insert a picture into your new template:

1. Click the Insert picture merge code link if you
want to insert a picture automatically when printing
this item for one or more contacts.

2. A pick list of available merge codes is displayed for
you to choose from. Examples include
[Agent.company_logo] or [Agent.photo].
Select from the list and click OK. For information on
using pick lists, see “List Icons” on page 19.

To insert specified strings of text into your new template:

1. Click the Insert merge code link if you want to
insert a specified string of contact information
automatically when printing this item for one or
more contacts.

2. A pick list of merge codes is displayed for you to
choose from. The specified data is retrieved from
the database. Examples include [Agent.address]
or [Closing.closing date]. Select from the list and
click OK.

Note: If a merge code is inserted into a text box,
if the merged information exceeds the size
of the text box, the text box will not be
resized automatically. The result is that
merged information can later appear to be
"missing” from the page. You must manually
resize the text box to accommodate the
merged information.

To insert a marketing link into your new template:
1. Click Insert link if you want to insert a marketing
link URL or web site address automatically when
printing this item for one or more contacts.

The Select marketing link template page opens.

2. Choose a link from the list and click OK. See
“Working With Marketing Links” on page 371.
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Working with text

Working with
pictures
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If you are creating a new envelope, label, postcard, or flyer
template, you must first insert a text box by clicking the toolbar

icon.

To add text into a text box on a new template:

1.

6.

7.

Size the text box by clicking and dragging the
handles on the border of the box.

Click inside the text box to place your cursor, then
type the required text.

. Use the word processor to modify your template.

Note that to modify text, you must highlight the text
first, then click the desired toolbar button.

When you are finished editing the content of your
template, click Save or OK.

The Save template pop-up window opens.

Use the Select the category you want to save
this template into drop-down list to choose a
personal category in which to save the new
template.

Type a name for the new template.

Click OK.

To insert a picture into your new template:

1.

Click the Insert picture from file toolbar icon.

The Open pop-up window opens.

. Navigate to the picture file you want to insert, then

click Open.

Use the Bring to front/Send to back toolbar icons
to position your graphic in front of, or behind other
elements.

When you are finished, click Save or OK.

The Save template pop-up window opens.

. Use the Select the category you want to save

this template into drop-down list to choose a
personal category in which to save the new
template.
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6. Type a name for the new template.

7. Click OK.

Printing new mail You have the option to print new letter, envelope, label,
templates postcard, and flyer templates from the control menu.

To print a new mail template to preview it:

1. From the New [mail type] template page, click
Print from the control menu at the bottom of the

page.
The Print pop-up window opens.

2. Customize your print job using the various options,
then click OK.

Top Producer 7i Remote User Guide 247



Managing Mail

Viewing or editing
letter templates

Top Producer 7i Remote User Guide

Working With The Letter

Library

Top Producer 7i Remote comes pre-loaded with an expandible
library of default letter templates. These letters — which have
primarily been written for use in assigned action plans — can
also be used “as is,” or maodified in terms of content and design
to suit your needs. You can also create your own customized

letters and store them in your personal letter library.

You can view, edit, copy, rename, and delete existing letter
templates.

To view a selected letter template:

1. From the Letters tab, select the category in which

the letter template you want to view, belongs.

. The letter templates that are part of the selected

category, are listed on the page. Click the Letter
name heading (or the little black arrow) to sort the
letter templates in ascending or descending order.

. Highlight the letter template in the list, then click

View or edit from the action menu.

The text of the selected letter template is displayed in
the View or edit template [template name] from
category [category name] page.

. The letter template will display merge codes, such

as General.date, Contact.name, or
Contact.company. When you print the letter, the
merge codes will be automatically replaced with
actual information from your database.

To edit a selected letter template:

1. From the Letters tab, select the category in which

the letter template you want to edit, belongs.

2. Highlight the letter template in the list, then click

View or edit from the action menu.
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The text of the selected letter template is displayed in
the View or edit template [template name] from
category [category name] page.

. Use the built-in word processor to edit the letter

template. See “Using the word processor” on
page 238.

. Click the Insert picture merge code link in the

bottom right corner of the page to automatically
merge a picture when printing this item for one or
more contacts.

A pick list of merge codes opens, for you to select from.

. Click the Insert merge code link if you want to

merge a piece of contact or agent information when
printing this item.

A pick list of merge codes opens for you to select from.

. Click Insert link if you want to merge a marketing

link into this template.

The Select marketing link page opens for you to select
the link from. See “Working With Marketing Links” on
page 371.

. Click Save or OK.

. Click Print from the control menu to send this

modified template to the printer.

The Print pop-up window opens, letting you set your
printer options.

Copying templates is a good idea when you want to personalize
a default letter template.

To copy a selected letter template:

1. From the Letters tab, select the category in which

the letter template you want to copy, belongs.

2. Highlight the letter template in the list, then click

Copy from the action menu.

The Copy template [template name] from [category
name] category pop-up window opens.
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3. Specify a new letter template name in the text box,
or accept the existing name with a (1) appended to
the name.

4. Select the category to which you want to copy the
letter template to, and click OK.

Renaming letter You can rename your personal letter templates.
templates To rename a selected letter template:

1. From the Letters tab, select the category in which
the letter template you want to rename, belongs.

Note: You cannot rename default templates. If you
try to rename a default template, the Cannot
rename message box is displayed. Click OK.

2. Highlight the letter template in the list, then click
Rename from the action menu.

The Rename [template name] template in [category
name] category pop-up window opens.

3. Specify a new name for the letter template in the
text box, then click OK.

Deleting letter You can delete your personal letter templates.
templates To delete a selected letter template:

1. From the Letters tab, select the category in which
the letter template you want to delete, belongs.

Note: You cannot delete default templates. If you
try to delete a default template, the Cannot
delete message box opens. Click OK.

2. Highlight the letter template in the list, then click
Delete from the action menu.

The Delete [template name] template from [category
name] category message box opens.

3. Click Yes to confirm the deletion.

Note: Since you cannot retrieve letter templates
that have been deleted, make absolutely
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sure that you no longer need the template
before deleting it.

Print for contact(s) For instructions on printing the selected letter for a contact, see
“Print for contact(s)” on page 251.
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Working With The Envelope

Library

Top Producer 7i Remote comes with a library of standard
envelope sizes that you can use to print envelopes to
accompany your mailouts. You can also create your own
customized envelopes and store them in your personal
envelopes library.

You can view, edit, copy, rename, and delete existing envelope
templates.

To view a selected envelope template:

1. From the Envelopes tab, select the category, in

which the envelope template you want to view
belongs.

The envelope templates that are part of the selected
category, are listed on the page.

. Click the Envelope name heading (or the little

black arrow) to sort the envelope templates in
ascending or descending order.

. Highlight the envelope template in the list, then

click View or edit from the action menu.

The selected envelope template is displayed in the View
or edit template [template name] from category
[category name] page.

. The envelope template will display merge codes,

such as Contact.first_name,
Contact.last_name. When you print the envelope,
the merge codes will automatically be replaced with
the actual user information from your database.

To edit a selected envelope template:

1. From the Envelopes tab, select the category in

which the envelope template you want to edit,
belongs.
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2. Highlight the envelope template in the list, then
click View or edit from the action menu.

The envelope template is displayed in the View or edit
template [template name] from category [category
name] page.

3. Use the built-in word processor to edit the envelope
template. See “Using the word processor” on
page 238.

4. Click the Insert picture merge code link in the
bottom right corner of the page to automatically
merge a picture when printing this item for one or
more contacts.

A pick list of merge codes opens, for you to select from.

5. Click the Insert merge code link if you want to
merge a piece of contact or agent information when
printing this item.

A pick list of merge codes opens for you to select from.

6. Click Insert link if you want to merge a marketing
link into this template.

The Select marketing link page opens for you to select
the link from. See “Working With Marketing Links” on
page 371.

7. Click Save or OK.

8. Click Print from the control menu to send this
modified template to the printer.

The Print pop-up window opens, letting you set your
printer options.

Copying envelope It is a good idea to make a copy of a default envelope template
templates if you want to personalize it.

To copy a selected envelope template:
1. From the Envelopes tab, select the category in

which the envelope template you want to copy,
belongs.
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2. Highlight the envelope template in the list, then
click Copy from the action menu.

The Copy template [template name] from [category
name] category pop-up window opens.

3. Specify a new envelope template name in the text
box, or accept the existing name with a (1)
appended to the name.

4. Select the category to which you want to copy the
envelope template to, and click OK.

Renaming You can rename your personal envelope templates.
enveIOpe To rename a selected envelope template:
templates

1. From the Envelopes tab, select the category in
which the envelope you want to rename, belongs.

Note: You cannot rename default templates. If you
try to rename a default template, the Cannot
rename message box opens. Click OK.

2. Highlight the envelope template in the list, then
click Rename from the action menu.

The Rename [template name] template in [category
name] category pop-up window opens.

3. Specify a new name for the envelope template in
the text box.

4. Click OK.

Deleting envelope You can delete your personal envelope templates.
templates To delete an envelope template:

1. From the Envelopes tab, select the category in

which the envelope template you want to delete,
belongs.
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Note: You cannot delete default templates. If you
try to delete a default template, the Cannot
delete message box opens. Click OK.

2. Highlight the letter template in the list, then click
Delete from the action menu.

The Delete [template name] template from [category
name] category message box opens.

3. Click Yes to confirm the deletion.

Once you have printed your mail out letters, print envelopes to
accompany them. Or, if preferred, print the addresses on a
sheet of labels. For more information, see “Print for contact(s)
on page 259.

For instructions on printing the selected envelope for a contact,
see “Printing Envelopes” on page 272.

255



Managing Mail

Working With The Label
Library

Top Producer 7i Remote comes with a library of standard
Avery™ label sizes that you can use to print envelopes to
accompany your mailouts. You can also create your own
customized labels and store them in your personal label library.

Viewing or editing You can view, edit, copy, rename, and delete existing label

label templates

templates.

To view a selected label template:

1.

From the Labels tab, select the category in which
the label template you want to view, belongs.

The label templates that are part of the selected
category are listed on the page.

Click the Label name heading (or the little black
arrow) to sort the label templates in ascending or
descending order.

. Highlight the label template in the list, then click

View or edit from the action menu.

The label is displayed in the View or edit template
[template name] from category [category name] page.

The label template will display merge codes, such as
Contact.first_name, Contact.last_name, or
Property.address. When you print the label, the
merge codes will be automatically replaced with the
actual contact information from your database.

To edit a selected label template:

1.
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From the Labels tab, select the category in which
the label template you want to edit, belongs.

Highlight the label template in the list, then click
View or edit from the action menu.
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The label template is displayed in the View or edit
template [template name] from category [category
name] page.

3. Use the built-in word processor to edit the label
template. See “Using the word processor”, on
page 238.

4. Click the Insert picture merge code link in the
bottom right corner of the page to automatically
merge a picture when printing this item for one or
more contacts.

A pick list of merge codes opens, for you to select from.

5. Click the Insert merge code link if you want to
merge a piece of contact or agent information when
printing this item.

A pick list of merge codes opens for you to select from.

6. Click Insert link if you want to merge a marketing
link into this template.

The Select marketing link page opens for you to select
the link from. See “Working With Marketing Links”, on
page 371.

7. Click Save or OK.

The Save template pop-up window opens.

8. Select a category from the drop-down list in which
you want to save the new label template.

9. Type a name for the new label template in the text
box, and then click OK.

10. Click Print from the control menu to send this
modified template to the printer.

The Print pop-up window opens, letting you set your
printer options.
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COpylng Iabel It is a good idea to make a copy of a default label template, if
templates you want to personalize it.

To copy a selected label template:

1. From the Labels tab, select the category in which
the label template you want to copy, belongs.

2. Highlight the label template in the list, then click
Copy from the action menu.

The Copy template [template name] from [category
name] category pop-up window opens.

3. Specify a new label template name in the text box,
or accept the existing name with a (1) appended to
it.

4. Select the category to which you want to copy the
label template to, and click OK.

Renaming label You can rename a personal label template.
templates To rename a selected label template:

1. From the Labels tab, select the category in which
the label template you want to rename, belongs.

Note: You cannot rename default templates. If you
try to rename a default template, the Cannot
rename message box opens. Click OK.

2. Highlight the label template in the list, then click
Rename from the action menu.

The Rename [template name] template in [category
name] category pop-up window opens.

3. Specify a new name for the label template in the
text box.

4. Click OK.
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Deleting label You can delete personal label templates.
templates To delete a selected label template:

1. From the Labels tab, select the category in which
the label template you want to delete, belongs.

Note: You cannot delete default templates. If you
try to delete a default template, the Cannot
delete message box opens. Click OK.

2. Highlight the label template in the list, then click
Delete from the action menu.

The Delete [template name] template from [category
name] category message box opens.

3. Click Yes to confirm the deletion.

Print for contact(s) For instructions on printing labels for a contact, see “Printing
Labels” on page 272

Printing labels is easy
with the library of
standard Avery label sizes.
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Working With The Postcard

Library

Top Producer 7i Remote comes with a library of standard
postcard sizes that you can use to quickly create a mail out on
standard card stock. You can also create your own customized
postcards and store them in your personal postcard library.

You can view, edit, copy, rename, and delete existing postcard
templates.

To view a selected postcard template:

1. From the Postcards tab, select the category in

which the postcard template you want to view
belongs.

The postcard templates that are part of the selected
category, are listed on the page.

. Click the Postcard name heading (or the little

black arrow) to sort the postcard templates in
ascending or descending order.

. Highlight the postcard template in the list, then click

View or edit from the action menu.

The postcard template is displayed in the View or edit
template [template name] from category [category
name] page.

. The postcard template will display merge codes,

such as Contact.letter_salutation,
Contact.name, or Listing.address. When you
print the postcard, the merge codes will be
automatically replaced with actual information from
your database.

To edit a selected postcard template:

1. From the Postcards tab, select the category in

which the postcard template you want to edit
belongs.
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2. Highlight the postcard template in the list, then click
View or edit from the action menu.

The postcard template is displayed in the View or edit
template [template name] from category [category
name] page.

3. Use the built-in word processor to edit the postcard
template. See “Using the word processor”, on
page 238.

4. Click the Insert picture merge code link in the
bottom right corner of the page to automatically
merge a picture when printing this item for one or
more contacts.

A pick list of merge codes opens, for you to select from.

5. Click the Insert merge code link if you want to
merge a piece of contact or agent information when
printing this item.

A pick list of merge codes opens for you to select from.

6. Click Insert link if you want to merge a marketing
link into this template.

The Select marketing link page opens for you to select
the link from. See “Working With Marketing Links”, on
page 371.

7. Click Save or OK.

The Save template pop-up window opens.

8. Select a category from the drop-down list in which
you want to save the new postcard template.

9. Type a name for the new postcard template in the
text box, and then click OK.

10. Click Print from the control menu to send this new
template to the printer.

The Print pop-up window opens, letting you set your
printer options.
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It is a good idea to make a copy of a default postcard template,
if you want to personalize it.

To copy a selected postcard template:

1. From the Postcards tab, select the category in

which the postcard template you want to copy,
belongs.

. Highlight the postcard template in the list, then click

Copy from the action menu.

The Copy template [template name] from [category
name] category pop-up window opens.

. Specify a new postcard template name in the text

box, or accept the existing name with a (1)
appended to the name.

. Select the category to which you want to copy the

postcard template to, and click OK.

You can rename your personal postcard templates.

To rename a selected postcard template:

1. From the Postcards tab, select the category in

which the postcard template you want to rename,
belongs.

Note: You cannot rename default templates. If you
try to rename a default template, the Cannot
rename message box opens. Click OK.

. Highlight the postcard template in the list, then click

Rename from the action menu.

The Rename [template name] template in [category
name] category pop-up window opens.

. Specify a new name for the postcard template in the

text box.

4. Click OK.
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1.

3.

You can delete your personal postcard templates.

To delete a selected postcard template:

From the Postcards tab, select the category in
which the postcard template you want to delete,
belongs.

Note: You cannot delete default templates. If you
try to delete a default template, the Cannot
delete message box opens. Click OK.

Highlight the postcard template in the list, then click
Delete from the action menu.

The Delete [template name] template from [category
name] category message box opens.

Click Yes to confirm the deletion.

Printing postcards is easy with the library of standard
postcards. You can also create your own customized postcard
and store them in your personal postcards library.

For instructions on printing the selected postcard for a contact,
see “Printing Postcards” on page 273.
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Working With The Flyer
Library

Top Producer 7i Remote comes with a large library of attractive
and customizable flyers that cover all the standard prospecting
and marketing themes: Just Listed, Just Sold, Open House,
Agent Open, Multiple Listings, Priced To Sell, Price
Reduction, etc., as well as service-related themes, and many
more you can print or add to prospecting action plan email.

These instructions assume you are working from the
Communication library. For more information on working with
flyers, see “Working With The Flyer Library” on page 308.

You can view, edit, copy, rename, and delete existing flyer
templates.

To view a selected flyer template:

1. From the Flyers tab, select the category in which
the flyer template you want to view, belongs.

The flyer templates that are part of the selected
category, are listed on the page.

2. Click the Flyer name heading (or the little black
arrow) to sort the flyer templates in ascending or
descending order.

3. Highlight the flyer template in the list, then click
View or edit from the action menu.

The flyer template is displayed in the View or edit
template [template name] from category [category
name] page.

4. The flyer template will display merge codes, such as
Property.view_front, Agent.name,
Listing.flyer_description, or
Property.address_flyer. When you print the flyer,
the merge codes will be automatically replaced with
actual information from your database.
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To edit a selected flyer template:

1.

10.
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From the Flyers tab, select the category in which
the flyer template you want to edit belongs.

. Highlight the flyer template in the list, then click

View or edit from the action menu.

The flyer template is displayed in the View or edit
template [template name] from category [category
name] page.

Use the built-in word processor to edit the flyer
template. See “Using the word processor”, on
page 238.

Click the Insert picture merge code link in the
bottom right corner of the page to automatically
merge a picture when printing this item for one or
more contacts.

A pick list of merge codes opens, for you to select from.
Click the Insert merge code link if you want to
merge a piece of contact or agent information when

printing this item.

A pick list of merge codes opens for you to select from.

. Click Insert marketing link if you want to merge a

marketing link into this template.

The Select marketing link page opens for you to select
the link from. See “Working With Marketing Links”, on
page 371.

Click Save or OK.

The Save template pop-up window opens.

Select a category from the drop-down list in which
you want to save the new flyer template.

. Type a name for the new flyer template in the text

box, and then click OK.

Click Print from the control menu to send this new
template to the printer.

The Print pop-up window opens, letting you set your
printer options.
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Copying ﬂyEr It is a good idea to make a copy of a default flyer template, if
templates you want to personalize it.

To copy a selected flyer template:

1. From the Flyers tab, select the category in which
the flyer template you want to copy, belongs.

2. Highlight the flyer template in the list, then click
Copy from the action menu.

The Copy template [template name] from [category
name] category pop-up window opens.

3. Specify a new flyer template name in the text box,
or accept the existing name with a (1) appended to
the name.

4. Select the category to which you want to copy the
flyer template to, and click OK.

The copy of the template is saved in your personal template
category.

Renaming fIyer You can rename your personal flyer templates.
templates To rename a selected flyer template:

1. From the Flyers tab, select the category in which
the flyer template you want to rename, belongs.

Note: You cannot rename default templates. If you
try to rename a default template, the Cannot
rename message box opens. Click OK.

2. Highlight the flyer template in the list, then click
Rename from the action menu.

The Rename [template name] template in [category
name] category pop-up window opens.

3. Specify a new name for the flyer template in the
text box.

4. Click OK.
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Deleting fIyer You can delete your personal flyer templates.
templates To delete a selected flyer template:

1. From the Flyers tab, select the category in which
the flyer template you want to delete, belongs.

Note: You cannot delete default templates. If you
try to delete a default template, the Cannot
delete message box opens. Click OK.

2. Highlight the flyer template in the list, then click
Delete from the action menu.

The Delete [template name] template from [category
name] category message box opens.

3. Click Yes to confirm the deletion.

Create and send Once you have created your own customized flyers, store them
in your personal flyer library. For information on sending flyers
to contacts, see “Managing Flyers” on page 307.
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Performing A Mail Out

These instructions assume you are mailing letters, envelopes,
labels or postcards using the Perform mail out menu option.

For information on Emails, see “Managing Email” on page 275.
To send marketing links, see “Working With Marketing Links”
on page 371.To send presentations, see “Publishing And
Emailing A Presentation” on page 364.

Note: You can also access the Perform mail out
function from the Communication library,
(see “Print for contact(s)” on page 251).

1. Point to Mail, then click Perform mail out.
The Perform mail out — select template page opens.

2. Select the type of mailing you want to create by
clicking the Letter, Envelope, Label, or Postcard
option button.

3. Use the [mail type] categories drop-down list to
select a category.

The templates within the category are displayed in the
list.

4. Select a template, then:

* Click the Change template for this mailing only
link to customize the template for this mailing
only. If you edit the template and then change
your mind, click Restore original template.

* Click the Communication library link to go
directly to the Communication library page.

Click Next.

5. Select one of the tabs on the Perform mail out -
search contacts page, depending on which type of
contact search you want to perform:

* Quick search — select this tab to perform a
search by selecting one of the options: Last
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name, First name, Contact type, Search tem-
plates, Street name, City nhame, State name,
Company, Phone numbers, or Email address.

Type the corresponding information in the Search
for text box, then click Start search.

Note: To display all contacts, leave the Search for
text box empty and click Display all.

« Advanced search — select this tab to perform a
more detailed search. Click the Search category
drop-down list and choose an option: Contact
Information, Property Statistics, Present/
Future Home, Listings/Closings, or Other. The
Search criteria grid displays the available search
criteria within the selected category. Build your
search query, (see “Using Advanced Search” on
page 128), then click Start search.

Note: You can save your customized advanced
search query by clicking the Save Search
link. Similarly, you can use your saved
search templates to perform the advanced
search by clicking Search templates. For
more information, see “Using search tem-
plates” on page 133.

The search results are displayed in the Available
contacts grid of the Perform mail out - select contacts

page.

Highlight one or more contacts in the list, click Add
to move them to the Selected contacts grid.

Note: Each list has a Total count link located at
the bottom of the page. Click the link to get
an instant tally of how many records appear
in each list.

. Click Next.

The Perform mail out — view or edit [mail type] page
opens.

In this final step you have the option to view and
edit the mailing for each recipient.

< If you selected multiple contacts, use the <Previ-
ous contact and Next contact> links at the top
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10.

11.

12.
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right of the page to switch between contacts, or
click Show contact list to expand the view to
show all your selected recipients, and select from
the list.

Note:

You can sort the multiple contacts in the list
by Last name, Street name, or Zip code.
Click the Sort mail by drop-down list and
select one of the options.

Click Hide contact list to revert back to the
previous view.

Click the Change mailing info link to modify the
selected contact’'s name and/or address informa-
tion. The Change mailing info pop-up window
opens. Modify the contact or address details by
typing in the appropriate fields, then click OK.

Make your editing changes in the editing area.
Click the Save link, (located in the lower left cor-
ner) after editing each recipient's mailing.

Click the Reset link to revert the template to its
original state.

Click the Delete link to remove the selected con-
tact from the mailing.

Click the Insert picture merge code link to add a
picture merge code into the mailing.

Click

Insert merge code to display a pick list from

which you can choose merge codes.

Click

Insert link to add a marketing link to the

mailing.

The Select marketing link page opens, letting you
choose a link from the list. The program will retrieve the
appropriate information from the database.

When your mailing is ready:

Click Print now to print the entire mailing now; or

Click Print later to schedule the mailing for print-
ing at a later date. When the Print later dialog is
displayed, enter a personal Description of the
mailing, the Date you want to print it on, and the
user to assign it to. The mailing will appear in
Today's business on the scheduled date.
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If you are printing draft
copies for editing
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document stays open in
the Perform mail out
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Once you have created or selected a letter, envelope, label or
postcard, you can print the item for a single contact or multiple
contacts.

Note: These instructions assume you are printing
from the Perform mail out wizard, (see
“Performing a mail out to a contact or group
of contacts” on page 268).

If your mail out is still in the editing stage and you need to print
draft copies for review, click the Print icon from the toolbar.
This ensures that the mailing remains open in the Perform mail
out wizard and is NOT marked done.

When your mailing is ready, click Print now from the control
menu to print the entire mailing. Once done, the mailing
activity is considered complete and is automatically stored in
the contact history section of each contact record.

To print the selected mail out now:

1. From the Perform mail out - view or edit [mail type]
page, click Print now from the control menu.

The Print pop-up window opens.

2. Specify the printer settings according to the type of
mail item you are printing.

Note: Print setup options will vary slightly depend-
ing on the type of mail item you want to print
and depending on the printer you have
installed.

Printing Letters and Flyers

1. From the Print pop-up window, customize your
[letter/flyer] print job by specifying the following:

e Printer — the name of your default printer auto-
matically appears in this field. To specify a differ-
ent printer, use the drop-down list.

» Paper Size — the default paper size is automati-
cally set to Letter. To specify another size, use the
drop-down list.

» Paper Source — to specify another type of paper
source, use the drop-down list. Depending on the
printer you have selected, the options may indi-
cate paper types, such as Plain, etc.; or the loca-
tion of the paper feed, such as Auto Select, etc.
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[Letters per contact/Copies of flyer] — use
the spin buttons to specify the number of copies to
print for each contact.

Pages per sheet — use the drop-down list to
specify how many template pages you want to
print on each sheet of paper.

Orientation — select either the Portrait or Land-
scape option buttons.

Print on both sides — use the drop-down list to
specify the two-sided print options, if available.
The default is None.

2. Click OK.

Printing Envelopes

1. From the Print pop-up window, customize your
envelope print job by specifying the following:

Feed method — click on the icon which best rep-
resents how you will feed the envelope into the
printer.

Printer — the name of your default printer auto-
matically appears in this field. To specify a differ-
ent printer, use the drop-down list.

Paper Size — the default paper size is automati-
cally set to Letter. To specify another size, use the
drop-down list.

Paper Source — to specify another type of paper
source, use the drop-down list. Depending on the
printer you have selected, the options may indi-

cate paper types, such as Plain, etc.; or the loca-
tion of the paper feed, such as Auto Select, etc.

2. Click OK.

Printing Labels

1. From the Print pop-up window, customize your label
print job by specifying the following:

Preview — click a label position on the label sheet
preview to determine exactly where on the sheet
the printer will begin printing.

Labels per contact — use the spin buttons to
specify the number of labels to print for each con-
tact.

Printer — the name of your default printer auto-
matically appears in this field. To specify a differ-
ent printer, use the drop-down list.
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Printing the mail
out later
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Paper Source — to specify another type of paper
source, use the drop-down list. Depending on the
printer you have selected, the options may indi-

cate paper types, such as Plain, etc.; or the loca-
tion of the paper feed, such as Auto Select, etc.

2. Click OK.

Printing Postcards

1. From the Print pop-up window, customize your
postcard print job by specifying the following:

Preview — once you’ve chosen your Orienta-
tion, Horizontal and Vertical alignment set-
tings, the preview pane shows you where the
postcard will be printed on the page.

Orientation — select either the Portrait or Land-
scape option buttons.

Horizontal alignment — select the Left, Center,
or Right option button to specify the horizontal
position of the postcard on the page.

Vertical alignment — select the Top, Middle, or
Bottom option button to specify the vertical posi-
tion of the postcard on the page.

Postcards per page — use the spin buttons to
specify the number of postcards to print on each
page.

Margins & Spacing tab — use the spin buttons to
specify the Top/Bottom, Left/Right page mar-
gins (in inches); and the Horizontal/Vertical
spacing of the postcard on the page.

Paper size & Printer tab — use the drop-down
lists to change the Printer, Paper Size or Paper
Source settings.

2. Click OK.

Once you have created or selected a letter, envelope, label or
postcard, you can print the item at a later date.

When you choose to print the mail item later, the item will
appear in Today’s business on the specified date, (see “Viewing
the Today’s business page” on page 189).

Note: These instructions assume you are printing

from the Perform mail out wizard, (see
“Performing a mail out to a contact or group
of contacts” on page 268).
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To print the selected mail out later:

1. From the Perform mail out - view or edit [mail type]
page, click Print later from the control menu.

The Print later pop-up window opens.
2. Specify:

a) a description for the mailing in the Description
field; or click the list icon and select a description
from the list.

b) click the calendar icon to specify the Date you
want this mailing to be sent.

c¢) click the Assigned to drop-down list and select
the person responsible for sending this mailing.

3. Click OK.

The Perform mail out wizard closes. To see the deferred
mailing item, point to Schedule, Today’s business,
and then click the appropriate submenu item, for
example, Letters.

Note: Alternately, you can point to Schedule,
Today’s business, Summary, then click
the appropriate link on the Summary page.
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Managing Email

In this chapter:

e “Using Email” on page 276

e “Composing And Sending Email” on page 282

e “Sending Mass Email” on page 286

e “Using the HTML Editor” on page 289

e “Working With The Email Template Library” on page 298

Top Producer 7i Remote User Guide 275



Managing Email

About email

Viewing email

Checking for new
email messages
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Using Email

You can compose and send email directly from Top Producer 7i
Remote using either the Compose new message command
or else an email message template from the Email library.

When sending messages to contacts, the contact’s history is
automatically updated with the date and description of the
email that was sent.

When you receive an email, you can create a contact directly
from the message, or link it to a contact already in your contact
list.

When you open My email, any new email messages appear in
bold font.

To access My email and view messages:

1. From the main menu, select Email, then click My
email.

The Emails for first_name last_name- Inbox page
opens, listing your messages. New messages are
displayed in bold font.

2. In the Show emails for first_name last_name drop
down list, select the user whose emails you want to
see. Use this feature to see emails for people who
have given you access to see their emails.

3. Click a message to preview its contents in the
window below the message list.

4. To view a message in a full page, highlight the
message and click Open email from the action
menu or double-click the message.

Since checking for email requires an Internet connection, you
cannot check for new email in Top Producer 7i Remote.
However, new email will appear in Top Producer 7i Remote
after you perform a synchronization with Top Producer 7i. For
more information on performing a synchronization, see
“Performing a synchronization” on page 67.
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Creating contacts
from incoming
email

Linking email to
contacts and
viewing an email
correspondence
history

To remove links to an
email, highlight the email
and click Remove links.
Click Yes to confirm you
want to remove the link.
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My email makes it easy to create a new contact from email you
receive. If the contact you are sending the message to is
already in your database, do not create a new contact record.
Instead, link the email to the contact as described in the next
section.

To create a new contact record from an incoming email message:

1. In the My email - Inbox page, highlight the email
message you want to create the contact record for.

2. Click the Create contact link at the bottom of the
page.

3. In the Detailed contact entry - Add new contact
page, fill in any additional data fields you can, add
notes if desired, then click OK.

For more information on adding a new contact, see
“Creating Contacts” on page 70.

When you receive an email from a contact who is already in
your database, you should link the message to the appropriate
contact. Linking the email ensures that it will appear in the
contact’s history and you will be able to easily view the history
of your correspondence with the contact.

To link an incoming email message to a contact or contacts:

1. In the My email- Inbox page, highlight the email
message you want to link to a contact record.

2. Click Link to contact(s).

3. From the Select contact(s) page, search for and
highlight the contact or contacts that you want to
link the email message from the Available

contacts grid.

4. Click Add to move them to the Selected contacts
grid.

5. Click OK.

To view all email messages linked to a specific contact:

1. In the My email- Inbox page, select the Show
messages linked to specific contact(s) check
box, located in the upper right corner of the page.
The Show messages linked to specific contact(s)

link becomes available.
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A “hidden” contact is a
contact that you have
entered into the system
but chosen NOT to add to
your Address book. For
more information, see
“About hidden contacts” on
page 72.

Working with
custom folders
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Click the link.
The Select contact(s) page opens.

Search for and select the contact(s) from the
Available contacts grid, whose linked email
messages you want to view.

Click Add to move the contacts to the Selected
contacts grid, then click OK.

Your correspondence history of messages linked with
this contact are displayed.

To return to viewing all messages, clear the Show
messages linked to specific contact(s) check
box.

To view the contact details of a linked contact:

1.

In the My email- Inbox page, highlight an email
message that is linked to a contact (look for the

chain link symbol (ﬁ,) to the left of the message).

. Click View contact from the action menu.

The Contact details for [linked contact name] page
opens.

For more information on working with contact details,
see “Viewing a contact record” on page 80.

Note: If you are viewing an email that was sent to
a “hidden” contact, you will see a new empty
contact record has been created and associ-
ated with the message. This contact record
does NOT have a First name or Last name,
but bears the correct email address.

Top Producer 7i Remote does this so that
you can track emails sent to hidden con-
tacts, as these events are NOT available in
the transaction history.

You can create your own custom folders in addition to the
default folders provided. Once created, you can rename and
remove the custom folders, as well as move or copy any emails
you want into them.

For example, create a folder called “Immediate” and move or
copy any email requiring immediate action into it.
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Note: You cannot, however, modify or delete any
of the default folders.

To create and manage custom folders in My email - Inbox:

1. In the Folders section, located in the bottom left
corner of the page:

= create a new folder by clicking the New link. Type
a folder name, then click OK.

< rename a folder by selecting a personal folder,
then clicking the Rename link. Type a new folder
name, then click OK.

« delete a folder by selecting a personal folder, then
clicking the Delete link. A dialog box opens and
asks you to confirm deletion of the folder and all
emails inside. Click Yes to continue.

To move or copy an email from one folder into a different folder:

1. Highlight an email in the Inbox (or any other
highlighted folder).

2. Click Move to folder or Copy to folder from the
action menu.

The Move to folder or Copy to folder pop-up window
opens.

3. To:

e copy or move the email into an existing folder,
select the destination folder from the list, then
click OK.

= copy or move the email into a NEW folder, type the
name of a new folder in the text field at the bottom
of the pop-up window, then click the Add new
folder link. The new folder appears in the list.
Click OK.

4. To view the contents of a folder, click on it.

Viewing your To view your assistant’s email:

assistant’s email = Click the drop-down list at the top of the My email page
and select your assistant.

e To return to viewing your own email, click the drop-down
list and select Show emails for (your) first name last
name, and select your name.
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Reply/RepIy to all You can easily send a reply to an email message sender (and
all other recipients).

To reply to an email:

« With the email message in view or selected, click one of
the following action menu items:

* Reply — to reply only to the message sender.

< Reply to all — to reply to the message sender
AND any other people listed in the original mes-
sage’s [To/Cc] fields.

Note: In the reply email message, the To and
Subject fields will be completed automati-
cally, however, any attachments will NOT be
included.

The New email message page opens. For more
information, see “Composing And Sending Email” on
page 282.

Forwarding email You can easily forward an email message to a third party.

To forward an email:

« With the email message in view or selected, click For-
ward from the action menu.

Note: The To and Subject fields will be completed
automatically AND any attachments from
the original email WILL be included.

The New email message page opens. For more
information, see “Composing And Sending Email” on
page 282.

Printing an email To print an email from the My email - Inbox page:

1. Highlight or double-click the email message from
the My email - Inbox page and click Print.

2. Set up your printer settings, then click OK.

Emptylng the trash When you delete an email, the email moves to the Trash
folder. When you click the Empty trash action menu item, all
emails in the Trash folder will be permanently deleted.
Messages in the Trash folder will automatically be deleted after
15 days.
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To remove all emails located in the Trash folder:
1. Click Empty trash from the action menu.
The Empty trash dialog box opens.

2. Click Yes to proceed.

Note: If you want to permanently delete selected
emails without sending them to the Trash
folder, press [Shift] + [Delete] on your
keyboard. When the Delete email messages
dialog box opens, click Yes.

Setting email Select the Preferences action menu item to change your
email preferences and manage email accounts. See “Setting
preferences Email Preferences” on page 47.
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Composing And Sending
Email

The My email feature provides all the functions of a standard
email program, including composing and sending email,
replying to email, forwarding email, replying to all email
recipients, and deleting email. In addition, you can use the
HTML editor to insert text and picture merge codes and print
the message in HTML.

For instructions on sending pre-written marketing email from
the email library, see “Working With The Email Template
Library” on page 298.

Note: When you send email from Top Producer 7i
Remote, the email will NOT be sent until a
synchronization with Top Producer 7i is per-
formed. For more information on performing
a synchronization, see “Synchronizing Your
Database With Top Producer 7i” on page 65.

At any time during the To compose and send an email:

composition of an email,

click Save to save to the 1. Point to Email, then click Compose new
email in the Drafts folder. message.

Open the Drafts folder
and double-click the email
to continue where you left Note: Alternatively, from My email, click Com-
off. pose from the action menu.

The New email message page opens.
2. Click the [To/Cc/Bcc] link(s).

The Select recipients for this email message page
opens.

Note: There are three grids on the right side of the
page, enabling you to select contact(s) for
the To recipients, Cc recipients, or Bcc
recipients fields.
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Hold down the [Ctrl] or
[Shift] keys while
highlighting contacts to
select groups of contacts.
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a) In the Search contact by section, choose one of
the option buttons:

* Listing (address)

 Name

« Address

= Contact type

« All contacts (displays all your contacts)

b) Enter a search criterion (for example, a last
name) in relevant box and click Start search.

Note: Only contacts with an email address are dis-
played.

¢) Highlight the contact or contacts to whom you
wish to send the email from the Available
recipients grid, and click Add to move them to
the appropriate [To/Cc/Bcc] recipients
grid(s). You may select as many contacts as you
want.

d) Click OK when you have selected all the contacts
to whom you wish to send the email.

The New email message page re-opens.

. Type a subject for the email into the Subject box.

If you want to add a file attachment, click the
Attachments link.

The Attachments page opens.

a) Click the Attach file link (located in the bottom
right corner of the page).

b) Use the Select the file to attach pop-up window
to navigate to the attachment file location on
your computer.

¢) Click the Look in drop-down list and navigate to
the folder the file is stored in. Select the file you
want to attach and click Open.

The file appears in the File name list of the
Attachments page.
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Mass email only allows
you to work in HTML
mode. For more
information, see “Sending
Mass Email” on page 286.

The agent signature is
specified in the Agent
setup section of

Top Producer 7i. For more
information on specifying
agent information, see
the Top Producer 7i
documentation.
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d) Repeat to add more attachments, if desired, then
click OK.

. Click the Preferences toolbar icon (|2=)) and select

the message format you want to use (HTML or
Plain text), then click OK.

Note: HTML is the default selection. If you switch
from HTML to Plain text, all text formatting
will be lost in your email message. A dialog
box opens, asking you to confirm the change
of message format. Click Yes to continue.

. With the cursor in the message body of the New

email message page, type a message.

Use any of the toolbar icons (available in HTML
mode) to customize your message, (see “The HTML
editor commands” on page 290).

. Click any of the following links at the bottom of the

page:

* Insert signature — click this link to add the
agent signature in the email message.

* Insert company logo — click this link to add a
company logo in the email message. This link is
NOT available in Plain text mode. To set up the
company logo, see “Adding your company logo
and agent/assistant pictures” on page 32.

e Insert user photo — click this link to add an
agent or assistant photograph. This link is NOT
available in Plain text mode. To set up this fea-
ture, see “Adding your company logo and agent/
assistant pictures” on page 32.

e Request a read receipt — select this check box
if you wish to get notification that your email was
received by the selected contact.

* Insert unsubscribe text — remove the text and
link that enables email recipients to opt out of your
mailouts by clearing this check box. For more
information, see “Viewing the Unsubscribe Text”
on page 49.

* Insert marketing link — click this link to insert a
marketing link URL or web site address into the
email. The Select marketing link page opens,
enabling you to highlight a URL from the list. Click
OK. This link is NOT available in Plain text mode.
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For more information, see “Sending marketing
links to your contacts” on page 375.

e Clear message — click this link to clear the exist-
ing email message content so you can start over.
This link is NOT available in Plain text mode.

9. Click Print from the action menu to set up your
printer options and print the email.

10. Click Send from the control menu to send the
email.

11.Click Save as draft from the control menu to save
your message. You can retrieve it, work on it and
send it at a later date.

The email will be sent AFTER a synchronization with
Top Producer 7i has been performed.

Note: For information on sending multiple email in
HTML, see “Sending Mass Email” on
page 286.

Top Producer 7i Remote User Guide 285



Managing Email

Top Producer 7i Remote User Guide

Sending Mass Email

You can access the Mass email function from three different
areas of the Email menu:

Mass email (as outlined in this section).

Email library, (see “Sending library email to contacts”
on page 304).

My email - Inbox, (by clicking Mass email from the
action menu).

The Mass email page only supports the HTML text mode. For
more information, see “Using the HTML Editor” on page 289.

To send a mass email (with attachments):

1.

Point to Email, then click Mass email.
The Mass email page opens.

Select an email category and template from the
Category and Template drop-down lists, then click
the Use this template link.

Click the To link and select the contact(s) you want
to send the email to (the contact must have an
email address to be displayed), then click OK. Or
type an email address in manually.

Check that the Subject line of your email is
appropriate (if necessary, edit the subject).

If you want to add a file attachment, click the
Attachments link.

a) From the Attachments page, click the Attach file
link.

b) Select the drive your file is stored on in the Look
in drop-down list, navigate to the folder the file
is stored in, select the file you want to attach and
click Open.

The file will appear in the File name list of the
Attachments page.
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If you have completely
filled in your agent
information in

Top Producer 7i, your
agent information will
automatically appear in
the email, as will today’s
date and the contact
salutation (for example,
“Dear Bill”). For more
information on specifying
agent information, see
the Top Producer 7i
documentation.
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c) Repeat to add more attachments, if desired, then
click OK to return to the Mass email page.

6. With the cursor in the message body, compose an
email message (which will be in HTML).

Note: Mass email only allows you to work in HTML
mode, enabling you to add pictures and pic-
ture merge codes in addition to text merge
codes and marketing links to your email.
Therefore, the Preferences icon will not be
visible on the toolbar. See “Using the HTML
Editor” on page 289.

7. Select the Include signature check box to insert
the agent signature that you specified in Agent
setup. The agent signature is specified in the Agent
setup section of Top Producer 7i. For more
information on specifying agent information, see the
Top Producer 7i documentation.

8. Click any of the links located at the bottom of the
page:

« Insert signature — select this check box to add
the agent signature in the email message.

* Insert picture merge code — lets you insert a
picture merge code into an email template or mes-
sage, (see “Inserting a picture merge code into the
email message” on page 292).

 Insert merge code — lets you insert a text
merge code into an email template or message,
(see “Editing an email in HTML editor” on
page 295).

e Insert marketing link — lets you insert a mar-
keting link into an email template or message,
(see “Inserting pictures, text, and marketing links”
on page 245).

e Clear message — lets you clear the email mes-
sage content.

9. Click Print from the action menu to set up your
printer options and print the email.

10. Click Next from the control menu.
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11.

12.

The View or edit email for [To] page opens.

Use the editing toolbar to format your text. For
more information, (see “The HTML editor
commands” on page 290).

When you are ready to send the email, click Send
from the control menu.

The mass email will NOT be sent until after a synchroni-
zation with Top Producer 7i has been performed. For
more information on performing a synchronization, see
“Synchronizing Your Database With Top Producer 7i” on
page 65.
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Selecting the email
message format
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Using the HTML Editor

Top Producer 7i Remote has an integrated email editing
environment that supports both HTML and Plain text modes.
When you view a new email message, you will be able to see it
in HTML.

When you edit or compose an email message, you can:

choose HTML or Plain text formats (mass email supports
HTML only)

insert pictures and picture merge codes into the message
body

print a formatted email message in HTML

HTML mode is the default setting for the editor, which makes
all of the toolbar items available for your use. If you are using
Plain text mode, available when composing a single email, only
some of the toolbar icons are available.

To select the email message format:

1.

From the main menu, point to Email, then click
Compose new message; or Mass email.

The New email message or Mass email page opens.

Click the Preferences toolbar icon (|3=) to open the
Preference pop-up window.

Select one of the following options, then click OK:

e HTML (the default selection)
* Plain text

Use the HTML editor commands. For more, see “The
HTML editor commands” on page 290.
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The HTML editor The toolbar at the top of the message area allows you to control
commands the appearance of the text and other objects:

(] Undo/Redo — undo or redo your last operation
% Spelling — run the spell checker on your document
@  Find and replace — search for and replace text

¥ Bz Eg  Cut, Copy, and Paste — edit selected text

Bold, Italic, Underline — text formatting attributes
(available in HTML mode only)

A -  Font color — click the arrow and select text color
(available in HTML mode only)

= == Align left, Center, Align right — text alignment
settings (available in HTML mode only)

Arial - Font type — click the arrow and change text font

1m0 - Font size — click the arrow and change text size

. Bullets — create a bulleted list from selected text
*=  (available in HTML mode only)

i—  Numbered list — create a numbered list (available
= in HTML mode only)

Increase indent, Decrease indent — change text
indent from the margin (in 0.5 inch increments)
(available in HTML mode only)

[T}
[0
¥
[0

Insert horizontal line — insert a horizontal line in
the message at the cursor point (available in HTML
mode only)

- Insert hyperlink — add hyperlinks into the docu-
% ment (available in HTML mode only)

Insert picture from file — add a picture into your
document (available in HTML mode only)

o= Preferences — set the message format to HTML or
B= Pplain text
Inserting a text The Insert merge code link is used in HTML mode if you want

merge code into toinsert a specmed_ string of_ cqntact mformatlon automatically
when you are sending or printing email for one or more

the email message  contacts.

The link is NOT available If you are working with mass email, the actual data (instead of
from the New email the merge code) will be inserted into the document when you
message page, when send the email.

working with a single

If you are working with an email template, as in the Email

email. library, the merge code will be inserted into the document.
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To insert a text merge code:

1. Click the Insert merge code link at the bottom of
the Mass email, New email template, or View or edit
template page.

The Insert merge code pick list opens.

2. Click the Select category drop-down list and
choose a category of merge codes, for example,
Agent or Property.

3. Select a merge code from the list, for example
[Property.address].

4. Click OK.

The specified data will be retrieved from the database
when you send or print the document.

Inserting a picture You can insert an inline picture into the email message body.
from a file into the This function is only available in HTML mode and supports the

) following file formats: .bmp; .gif; .jpeg; .jpg; or .png.
email message

To insert a picture into an email message:

1. From the HTML editor toolbar, click the Insert
picture from file ([) icon.

The Insert picture pop-up window opens.

Insert picture

Picture source
|ﬂ|e:IC:IDocumems and Settingsitgentipy | Browse

Alternate text
[check this aut |

] Show advanced aptions

Layout
Alignmment Barder thickness
Baseline [=] [+
Dimension
® Actual size O Custom size
Spacing
Verical Harizantal

0K  Cancel
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2. Specify the path of the picture file in the Picture
source text box, or click the Browse link to open
the Select file pop-up window. Navigate to the
picture file location on your computer, then click
Open.

3. In the Alternate text field, type a text string that
will appear in lieu of the picture, should the email
recipient not be able to view the inserted picture.

4. Select the Show advanced options check box to
display the rest of the window. If the check box is
NOT selected, the Layout, Dimension, and
Spacing sections of the window will be hidden from
view.

5. In the Layout section:

< click the Alignment drop-down list and select the
type of alignment option you want for the picture:
Baseline (default), Left, Right, Top, Middle, or
Bottom, (see “Aligning a picture” on page 294).

< specify (in pixels), the thickness of the border
around the picture by typing in the Border thick-
ness text box. The allowable range is from 0-500
pixels.

6. In the Dimension section:

« if you select the Actual size option, the Width
and Height settings (in pixels) of the picture are
displayed.

< If you select the Custom size option, you can
specify new custom Width and Height settings
(in pixels) for the picture.

7. In the Spacing section:

« specify (in pixels) the amount of space across the
top and bottom of the picture in the Vertical text
box. The allowable range is from 0-500 pixels.

« specify (in pixels) the amount of space along the
left and right sides of the picture in the Horizontal
text box. The allowable range is from 0-500 pixels.

8. Click OK.
Inserting a picture The Insert picture merge code link is NOT available from the
merge code into New email message page, when composing and sending a

) single email. It is available when composing and sending mass
the email MmesSage email or when working with an email template.
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To insert a picture merge code:

1.

7.

8.
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From the main menu, point to Email, then click
Mass email.

The Mass email page opens.

. Click the Insert picture merge code link at the

bottom of the page.
The Insert picture merge code pop-up window opens.

Click the Select merge code link to open the
Insert picture merge code pick list. Highlight a
picture merge code, for example
[Property.map_city], from the list and click OK.

Your selection appears in the Picture source text box,
and in the Alternate text field.

In the Alternate text field, type a text string that
will appear in lieu of the picture, should the email
recipient not be able to view the inserted picture; or
accept the merge code that is automatically filled in.

Select the Show advanced options check box to
display the rest of the window. If the check box is
NOT selected, the Layout, Dimension, and
Spacing sections of the window will be hidden from
view.

In the Layout section:

« click the Alignment drop-down list and select the
type of alignment option you want for the picture:
Baseline (default), Left, Right, Top, Middle, or
Bottom, (see “Aligning a picture” on page 294).

« specify (in pixels), the thickness of the border
around the picture by typing in the Border thick-
ness text box. The allowable range is from 0-500
pixels.

In the Dimension section:

< if you select the Actual size option, the Width
and Height settings (in pixels) of the picture are
displayed.

« If you select the Custom size option, you can
specify new custom Width and Height settings
(in pixels) for the picture.

In the Spacing section:

293



Managing Email

Top Producer 7i Remote User Guide

« specify (in pixels) the amount of space across the
top and bottom of the picture in the Vertical text
box. The allowable range is from 0-500 pixels.

« specify (in pixels) the amount of space along the
left and right sides of the picture in the Horizontal
text box. The allowable range is from 0-500 pixels.

9. Click OK.
Aligning a picture

When you insert a picture, you can choose an alignment option
from the Layout section of the Insert picture pop-up window
while you are adding the picture, (see “Inserting a picture from
a file into the email message” on page 291).

If you are aligning a picture merge code already added to the
message body of the email, right-click on the merge code to
open the shortcut menu. Select Properties to open the Picture
properties pop-up window. For more information on shortcut
menus, (see “Using the Shortcut Menu” on page 295).

To align a picture or picture merge code:

1. Click the Alignment drop-down list and choose one
of the following options, depending on how you
want to align your picture:

< Baseline — the image is aligned with the baseline
of the adjacent text:

baselne |FI:.‘- aligrment

e Left — the image is aligned with the left margin;
the text is able to wrap around the image:

left aligned
P left aligned
left aligned

left aligned

< Right — the image is aligned with the right mar-
gin; the text is able to wrap around the image:
right aligned
right aligned |
right aligned
right aligned
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e Top — the top of the image is aligned with the top
of the largest item in the line of text:

Top aligned |FI:: aligned Top

< Middle — the middle of the image is aligned with
the middle of the line of text:

Middle aligned [P Middle aligned

e Bottom — the bottom of the image is aligned with
the bottom of the line of text:

Bottom aligned ||’E'- Bottom alighed

2. Click OK.
Edltlng an email in You can make changes to the text or pictures in an email
HTML editor message by right-clicking on a selection (an image or a portion

of highlighted text). A shortcut menu opens, displaying editing
options. Or, you can use the toolbar icons and links to edit your
email message, depending on what you want to do.

Using the Shortcut Menu

When you right-click on highlighted text, an image or table, a
shortcut menu opens so that you can quickly select some
editing commands. These editing commands use the clipboard
to perform the same function as the corresponding toolbar
icons.

Note: The Hyperlink and Properties commands
can be accessed only from the shortcut
menu.

To edit text, an image, or table using the shortcut menu:

1. Highlight the selection you want to change, then
right-click to open the shortcut menu.

ot

Copy
Paste

Select All
Hypetlink...

Propetties

2. Click one of the following, depending on what you
want to do:
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e Cut — to cut the selection
< Copy — to copy the selection to the clipboard

» Paste — to paste the cut or copied selection at the
cursor insertion point

« Select All — to highlight all contents

To edit a hyperlink using the shortcut menu:

1. Highlight a hyperlink in the email message, then
right-click to open the shortcut menu.

2. Click Hyperlink... from the shortcut menu.
The Edit hyperlink pop-up window opens.

3. Enter or edit the hyperlink address in the Enter the
URL or web site address text box. Click Remove
link to change the hyperlink to ordinary text.

4. Click OK.

To edit picture properties using the shortcut menu:

1. Select a picture or picture merge code, then right-
click to open the shortcut menu.

Note: To select a picture you can double-click on
the image, right-click on the image, or press
the [Shift] + [arrow] keys.

2. Click Properties.
The Picture properties pop-up window opens.

3. Make changes to fields as necessary, following the
field descriptions and options outlined in “Inserting
a picture from a file into the email message” on
page 291.

4. Click OK.

Deleting a picture

You can delete an unselected picture by clicking either the
[Delete] or [Backspace] keys to remove the image just like
you would a character. Or, you can select a picture or picture
merge code, then do one of the following:

« right-click to open the shortcut menu and use the
Cut command.

e press the [Delete] key.
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Printing anemailin You can print a received email message, sent, saved, or
currently edited email message in HTML format. If there are

HTML format any attachments, they will not be printed. All margins are set
to 0.75 inch and cannot be edited.

To print an email message in HTML format:

1. While viewing the email message, click Print from
the action menu.

The Print pop-up window opens.
2. Customize your print job by setting the following:

* Printer — click the drop-down list to choose a cur-
rently installed printer.

» Paper Size — click the drop-down list to choose
an available paper size, for example, Letter,
Legal, etc.

e Paper Source — click the drop-down list to
choose the printer tray you want to use and the
paper source, for example, card stock, recycled,
etc.

* Number of copies — use the spin buttons to
specify how many copies you want to print.

+ Orientation — choose either the Portrait or
Landscape option button.

e Print on both sides — click the drop-down list
and specify if you want two-sided printing, flipped
on their long or short edge.

3. Click OK to send the email message to the printer.

Note: Print settings are not saved. Once you have
finished printing and close the Print pop-up
window, the settings are returned to their
default values.
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Personalizing an
email template
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Working With The Email
Template Library

Top Producer 7i Remote comes pre-loaded with an expandible
library of email templates that have been written to serve a
variety of marketing and prospecting purposes. Some email
are more sales-oriented, while others are more informative and
communicate that you are an expert in all matters of financing,
buying, selling and maintaining a home. Some email
emphasize traditional people skills, network-building and
negotiating experience, while others emphasize market
knowledge, marketing expertise and techno-savvy in today’s
increasingly Internet-based sales and marketing environment.
All email, however, convey sincerity and are meant to facilitate
the “client for life” ideal.

These email — which have primarily been written for use in
assigned action plans — can also be used “as is,” or modified
in terms of content and design to suit your needs. In addition,
you can create your own email. For a description of some of the
action plans, see “Working With Plans” on page 164.

When you personalize an existing email template in the Email
library for general use (i.e. not as part of an assigned action
plan), you should:

1. Create your own email category in the Email library
(perhaps call your new category “My Email”).

2. Make a copy of the specific email and name this
copy something similar to the original email’s name
(so you can still easily associate the original and the

copy).

3. Personalize the copy (the original email cannot be
edited and will remain intact).

4. Save the personalized copy in your new email
category.

Before you personalize an existing email for general use, you
will need to create and work with personal email categories.
These instructions are outlined in the Mail chapter, (see
“Working With Template Categories” on page 226).
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Creating a New
Email Template
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To personalize an email template’s content and design:

1.

3.

From the Email messages tab in the
Communication library, select the email category
you want to view in the List of categories drop-
down list.

The list of available email in that category appear in the
Email messages list.

Highlight the email template you want to work with
from the Email messages list, then click View or
edit from the action menu.

The template is displayed in the View or edit template
[template name] from category [category name] page.

You now have the following options:

« View or edit the template (see page 300).

< Insert merge codes, pictures, and/or marketing
links into the template (see page 245).

* Print the email template (see page 280).

< Save the template, and return to the Email mes-
sages page.

Note: If you have personalized a default template,
the Save template pop-up window prompts
you to rename the revised template and
save it in a personal category. This way, the
original email template’s content and design
remains intact. For more information, see
“Viewing or editing email templates” on
page 300.

Unless you want to add your email to a category in the Email
library, it is recommended that you create your own personal
category before you create a new email template.

To create a new email template:

1.

2.

Point to Email, then click Email library.

From the Email messages tab, click Create new
from the action menu.

The New email template page opens.

Do the following:
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To insert an image into
the body of your email
template, use the Insert
picture from file toolbar
icon.

Viewing or editing
email templates
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Type a subject heading for the new email template
in the Subject text box.

Type your email message in the body of the blank
template (which will be in HTML).

Note:

HTML mode allows you to add pictures and
picture merge codes to your email template.
As you cannot create a new Email template
in Plain text mode, the Preferences icon

will not be visible on the toolbar. For more

information, see “Using the HTML Editor” on
page 289.

Use the HTML editor toolbar commands to format
the content of the new template, (see “Using the
HTML Editor” on page 289).

Click the Insert merge code link if you want to
merge a piece of contact or agent information
when printing or sending this item. The Insert
merge code pick list opens. See “Editing an email
in HTML editor” on page 295.

Click the Insert picture merge code link if you
want to merge a picture into the body of your
email message when printing or sending this item.
The Insert picture merge code pop-up window
opens. See “Inserting a picture merge code into
the email message” on page 292.

Click Insert marketing link if you want to merge
a marketing link into this template. The Select
marketing link page opens. See “Working With
Marketing Links” on page 371.

. Click OK.
The Save template pop-up window opens.

. Select a personal category from the drop-down list
in which you want to save the new template.

. Type a name for the new template in the text box,
and then click OK.

To view or edit a selected email template:

1. From the Email messages tab, select the category
in which the email template you want to view or
edit, belongs.

The email templates that are part of the selected
category, are listed on the page.
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2. Click the Email messages heading (or the little
black arrow) to sort the email templates in
ascending or descending order.

3. Highlight the email you want to view or edit in the
Email messages list.

4. Click View or edit from the action menu.

The email message is displayed in the View or edit
template [template name] from category [category
name] page.

Note: When you view an email in the View or edit
template page, you will see the merge field
designations. However, when you send this
email to one or more contacts, the actual
date, name(s), address(es), etc. will be
automatically filled in from the information
in your database.

5. Use the HTML editor toolbar commands to edit and
format the email message (which will be in HTML).
For more information on using the HTML editor, see
“Using the HTML Editor” on page 289.

Note: Email templates only allow you to work in
HTML mode, enabling you to add pictures
and picture merge codes. Therefore, the
Preferences icon will not be visible on the
toolbar.

Top Producer 7i Remote User Guide 301



Managing Email

Some email in the Email
library contain
conditional inserts
enclosed in arrow symbols
(for example, <<year>>)
that allow you to customize
the email’s content. For
instance, one email reads
“I've been helping first
time home buyers since
<<year>>." When you see
these inserts, you will
need to edit the email to
fill in the desired content
(in the example above, a
specific year). Make sure,
when you fill in the
desired content, that you
completely remove the
arrows (<< >>).
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10.

11.

Click the Insert merge code link if you want to
merge a piece of contact or agent information when
printing or sending this item.

The Insert merge code pick list opens. For more
information, see “Editing an email in HTML editor” on
page 295.

Click the Insert picture merge code link if you
want to merge a picture into the body of your email
message when printing or sending this item.

The Insert picture merge code pop-up window opens.
For more information, see “Inserting a picture merge
code into the email message” on page 292.

Click Insert marketing link if you want to merge a
marketing link to pictures on your web site in the
email template. Clicking on this link will open the
picture in the recipient’s browser. This way, you can
avoid having to email large pictures. This is
especially useful if you are conducting a mass email.

The Select marketing link page opens. For more
information, see “Working With Marketing Links” on
page 371.

Click OK.

The Save template pop-up window opens.

Select a category from the drop-down list in which
you want to save the revised email template.

Type a name for the email in the text box, and then
click OK.
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Copylng email It is a good idea to make a copy of a default email template, if
templates you want to personalize it.
To copy a selected email template:

1. From the Email messages tab, select the category
in which the email template you want to copy,
belongs.

2. Highlight the email template in the list, then click
Copy from the action menu.

The Copy template [template name] from [category
name] category pop-up window opens.

3. Specify a new email template name in the text box,
or accept the existing name with a (1) appended to
the name.

4. Select the category to which you want to copy the
flyer template to, and click OK.

Renaming email You can rename a personal email template.
templates To rename a selected email template:

1. From the Email messages tab, select the category
in which the email template you want to rename,
belongs.

Note: You cannot rename default templates. If you
try to rename a default template, the Cannot
rename message box opens. Click OK.

2. Highlight the email template in the list.
3. Click Rename from the action menu.

The Rename [template name] template in [category
name] category pop-up window opens.

4. Specify a new name for the email template in the
text box.

5. Click OK.
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Deleting email
templates

Sending library
email to contacts

If you have completely
filled in your agent
information in

Top Producer 7i, your
agent information will
automatically appear in
email, as will today’s date
and the contact salutation
(for example, “Dear Bill").
For more information on
how to specify agent
information, see the

Top Producer 7i
documentation.
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You can delete your personal email templates.

To delete a selected email template:

1.

4.

From the Email messages tab, select the category
in which the email template you want to delete,
belongs.

Note: You cannot delete default templates. If you
try to delete a default template, the Cannot
delete message box opens. Click OK.

Highlight the email template in the list.
Click Delete from the action menu.

The Delete [template name] template from [category
name] category message box opens.

Click Yes to confirm the deletion.

Top Producer 7i Remote gives you many ways to send
marketing email (with attached flyers or other files, if desired)
to contacts. The instructions in this section assume that you
have already created /edited and saved the email you want to
send (with the exception of minor changes) according to the
appropriate instructions in “Creating a New Email Template” on
page 299.

Note: When you send an email from Top Producer
7i Remote, the email will NOT be sent until a
synchronization with Top Producer 7i is per-
formed. For more information on performing
a synchronization, see “Synchronizing Your
Database With Top Producer 7i” on page 65.

To send a selected email message template (with attachment):

1.

From the Email messages tab, select a category
from the List of categories drop-down list.

Highlight a message from the Email messages list.
Click Send from the action menu.

The Mass email page opens.
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The agent signature is
specified in the Agent
setup section of

Top Producer 7i. For more
information on specifying
agent information, see
the Top Producer 7i
documentation.
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10.

Select an email category and template from the
Category and Template drop-down lists, then click
the Use this template link.

Click the To link and select the contact(s) you want
to send the email to (the contact must have an
email address), or type an email address in
manually.

Check that the Subject line of your email is
appropriate (if necessary, edit the subject).

If you want to add a file attachment, click the
Attachments link.

a) From the Attachments page, click the Attach file
link.

b) Select the drive your file is stored on in the Look
in drop-down list, navigate to the folder the file
is stored in, select the file you want to attach and
click Open.

The file will appear in the File name list of the
Attachments page.

c) Repeat to add more attachments, if desired, then
click OK to return to the Mass email page.

. Closely review the email, and make any necessary

changes using the HTML editor, (see “The HTML
editor commands” on page 290). For more
information on modifying templates, see “Viewing or
editing email templates” on page 300.

Select the Include signature check box to insert
the agent signature.

Click any of the links located at the bottom of the
page:

* Insert picture merge code — lets you insert a
picture merge code into the email, (see page 292).

* Insert merge code — lets you insert a text
merge code into the email, (see page 295).

e Insert marketing link — lets you insert a mar-
keting link into the email, (see page 371).
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11.

12.

13.

14.

15.

e Clear message — lets you clear the email mes-
sage content.

Click Print from the action menu to send the email
to the printer.

Click Next.

The View or edit email for [To] page opens showing you
the email message as it will appear to the recipient.

Make any further modifications, if required.

Click Print from the action menu to see a print out
of the email message.

Click Send from the control menu to send the
email.

For more detailed information on working with mass
emails, see “Sending Mass Email” on page 286. The
email will be sent AFTER a synchronization with

Top Producer 7i has been performed. For more
information on synchronizing your data, see
“Synchronizing Your Database With Top Producer 7i” on
page 65.
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Managing Flyers

In this chapter:

e “Working With The Flyer Library” on page 308
e “Creating A New Flyer” on page 309

e “Sending Flyers To Contacts” on page 315

e “The ‘My Flyers’ Page” on page 317
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Working With The Flyer
Library

Top Producer 7i Remote comes with a large library of attractive
and customizable flyer templates that cover all the standard
prospecting and marketing themes, such as:

<« Just Listed

« Just Sold

= Open House

= Agent Open

< Multiple Listings
= Priced To Sell

< Price Reduction

As well, there are service-related themes you can print or add
to your prospecting action plan emails.

Accessingtheflyer  To access the Flyer Library:
library

1. Point to Flyers, then click Flyer library.

The Flyers tab is displayed on the Communication
library page.

2. For instructions for viewing, adding, renaming, and

deleting personal flyer templates categories, see
“Working With Template Categories” on page 226.
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Creating A New Flyer

You can create a professional looking, customized flyer from
two areas in Top Producer 7i Remote.

To create a new flyer from the My flyers page:
1. Point to Flyers, then click:

e Create flyer; or
< My flyers to display the My flyers page. Click Cre-
ate new from the action menu.
The Create flyer — Select the flyer you want to create
page opens.

2. Select a flyer category from the Categories list on
the left side of the page.

Flyers available in this category will be displayed as
thumbnail images in the Templates section of the
page. Click View link under each flyer template to
preview the flyer in a new window.

3. Click on the thumbnail representing the flyer you
want to create so that there is a border around the
image. Click Next.

The Create flyer - Select property page opens.

Note: If the flyer you are creating requires multi-
ple properties, the Create flyer - Select prop-
erty page is slightly different than if the flyer
requires a single property or does NOT
require a property at all.

4. To search for a single or multiple propert(ies), select
an option button in the Search contact by section
and enter the search criteria; or select the All
contacts option and leave the text boxes blank.

5. Click the Start search link to perform the search.
For more information on searching for contacts, see
“Searching for contacts using Quick search” on
page 125.
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10.
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The search results are displayed.

< If the selected flyer is a single property template,
the contacts are displayed in the list box. Highlight
the property and click Next.

< If the selected flyer is a multiple property tem-
plate, for example the “11 Houses” template, the
contacts are displayed in the Available contacts
grid. Highlight the properties, then click Add to
move them to the Selected contacts grid. Click
Next.

Note: If you have selected a flyer that requires a
specific number of properties, such as the
“11 Houses” template, you must select
exactly 11 properties in order to proceed.
Only then will the Next button be available.

« If the selected flyer template does NOT require a
property selection, for example some of the flyers
available in the Miscellaneous category, the Cre-
ate flyer - Select property page does not appear.

The Create flyer — Edit text and pictures page opens.
Click the Insert picture merge code link in the
bottom right corner of the page to automatically
merge a picture into the template.

A pick list of merge codes opens for you to select from.

. Click the Insert merge code link if you want to

merge a piece of contact or agent information when
printing this item.

A pick list of merge codes opens for you to select from.

. Click Insert marketing link if you want to merge a

marketing link into this template.

The Select marketing link page opens for you to select
the link from. See “Working With Marketing Links” on
page 371.

Click Next.

The Create flyer — Distribute flyer page opens.

Click on one of the following options that represents

the method of distribution you want to use for this
flyer:
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Sending a new
flyer link in an
email
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I want to publish this flyer to the web and
email it as a link to my contacts

I want to print this flyer
I want to publish this flyer to the web

I want to finish this flyer and print, send, or
publish it later

These options are discussed in the following sections.

To publish a flyer and email the link:

1.

Follow the instructions in “Creating A New Flyer” on
page 309 until you get to the final step; or follow
the instructions in “Sending an existing flyer” on
page 315.

. Select the 1 want to publish this flyer to the

web and email it as a link to my contacts
option.

Click Finish.

The Send by email link page opens, showing an email
message containing the link to the flyer.

Enter any additional text you desire (such as
“Please click this link to view an exciting property”).

. Do the following to complete your email message:

e Use the Category and Template drop-down lists,
at the top of the page to choose a different mes-
sage. Then click the Use this template link.

e Click the To link to search for and highlight the
contact(s) you want to send the flyer to.

« Edit the Subject text, if you want to.

e Click the Attachments link to add any additional
files to the email. For more information on adding
attachments, (see “Sending Mass Email” on
page 286).

« Select the Include signature check box to ensure
your email sighature, as set up in Agent setup, is
included on the email message.

* Click the Insert picture merge code link if you
want to merge a picture into the email message. A
pick list of merge codes opens for you to select
from.

e Click the Insert merge code link if you want to
merge a piece of contact or agent information in
the email message. A pick list of merge codes
opens for you to select from.
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* Click Insert flyer link to add the flyer name as a
hyperlink at the cursor point in the body of the
email message.

e Click the Insert marketing link if you want to
merge a marketing link into this message. The
Select marketing link page opens for you to select
the link from.

e Click the Clear message link to clear the contents
of the email message so you can begin again. A
dialog box appears to confirm that this is what you
want to do. Click Yes.

6. Click Next.

Top Producer checks the email addresses to ensure that
they have the proper syntax and they do not have an
unsubscribed email status. If there are any recipients
with an unsubscribed email status, they are removed
from the email and are displayed in a dialog box. Review
this list and select the check box next to the contacts
who you wish to add back to the email.

The View or edit email for [contact name and address]
page opens.
* Click Insert flyer link to add the flyer name as a
hyperlink at the cursor point in the body of the
email message.

e Click the Insert marketing link if you want to
merge a marketing link into this message. The
Select marketing link page opens for you to select
the link from.

7. Click Print from the action menu to send the email
message to the printer.

8. Make sure the email is correct, then click Send from
the control menu. To change anything, click
Previous.

The email containing a link to the flyer will be sent
AFTER a synchronization with Top Producer 7i has been
performed. For more information on synchronizing your

data, see “Synchronizing Your Database With
Top Producer 7i” on page 65.

Printing a flyer To print a flyer:

1. Follow the instructions in “Creating A New Flyer” on
page 309 until you get to the final step.

2. Select the I want to print this flyer option.
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Publishing a flyer
to the Web

Saving a flyer for
later use

Adding or
removing a flyer
from My favorites
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Note: Alternatively, highlight a previously created
flyer from the My flyers page and click Print
from the action menu.

3. Click Finish.
The Print pop-up window opens.

4. Make sure the printer settings are correct, then click
OK to print the flyer.

To publish a flyer to the web:

1. Follow the instructions in “Creating A New Flyer” on
page 309 until you get to the final step.

2. Select the I want to publish this flyer to the
web option.

3. Click Finish.

The flyer will be published AFTER a synchronization with
Top Producer 7i has been performed.

To save a flyer for later use:

1. Follow the instructions in “Creating A New Flyer” on
page 309 until you get to the final step.

2. Select the I want to finish this flyer and print,
send, or publish it later option.

3. Click Finish.
The Create flyer dialog box opens, informing you that
you can view the flyer in printer format for printing,
publish the flyer, or send the flyer later from the My
flyers page.

4. Click OK.

Adding or removing a flyer from My favorites

For quick access to a flyer, you can add or remove a flyer from
My favorites in the Category list.

To add a flyer to My favorites:
1. If you are creating a flyer, click Add to favorites.

The flyer is added to My favorites in the Category list.
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To Remove a flyer from My favorites:

1. In Create a flyer, select My favorites in the
Category list.

Thumbnails of all the flyers in the My favorites are
displayed.

2. Select the flyer you want to remove.
3. Click Remove from favorites.

The flyer is removed from My favorites.
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Sending Flyers To Contacts

Top Producer 7i Remote gives you complete flexibility in how
you transmit your flyers to contacts. You can print them in the
traditional manner for mailing, or you can publish them to the
Web and email the link to your contacts.

When contacts view your published flyers they have the option of
printing the flyer, sending you an email or linking to your home

page.

Note: When you send a flyer link to a contact via
email from Top Producer 7i Remote, the
email will not be sent until you synchronize
with Top Producer 7i. For more information
on performing a synchronization, see “Syn-
chronizing Your Database With
Top Producer 7i” on page 65.

If you have flyers that you previously created, but did not send,
you can use the Send flyer feature to forward your flyers to one
or more contacts.

1. Point to Flyers, then click My flyers.
The My flyers page opens.

2. Highlight the flyer you want to send, and then click
Send by email from the action menu.

3. If the flyer has not yet been published, the Flyers
dialog box asks you if you want to publish it after a
synchronization with Top Producer 7i has been
performed. Click Yes to proceed.

The Send by email page opens.

4. Select the contact(s) to whom you want to send this
flyer.

< |If the contact you want does not appear in the list,
perform a search by Listing, Name, Address,
Contact type, or All contacts. Click Start
search.
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e Click Add new contact to create a new contact
record.

Note: Click the Total count link beneath each col-
umn to see the total number of contact
records in each of the lists.

5. Click OK.

The Send flyer link page opens. To continue, follow the
steps outlined in “Sending a new flyer link in an email”
on page 311.
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The ‘My Flyers’ Page

The My flyers page lets you manage all of your flyers by
providing the following functions:

Creating new flyers (see page 309).

Sending flyers (see page 315).

Publishing flyers to a web page (see page 317).
Printing flyers (see page 312).

Viewing or editing flyers (see page 318).

Adding flyers to the Marketing link library (see
page 319).

Deleting flyers (see page 319).

Accessing the My To access the My flyers page:

flyers page

1. Point to Flyers, then click My flyers.

The My flyers page provides a list of flyers you have
created, when they were created, flyer title and
category, address they were created for, and whether
they have been published.

PUblIShlng fIyers Your subscription includes computer storage space in which
you can publish flyers. To “send” the flyer to a contact, you
email a link to the Web address of your flyer so the contact can
view the flyer using their Web browsers.

Note: When you publish a flyer from Top Producer
7i Remote, the flyer will not be published to
the web until you synchronize with
Top Producer 7i. For more information on
performing a synchronization, see “Syn-
chronizing Your Database With
Top Producer 7i” on page 65.

To publish a flyer you have already created:

1. Select the flyer from the My flyers page and click

Publish.

2. When the Publish flyer dialog box opens, click OK.

Top Producer 7i Remote User Guide
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The flyer will NOT be published until you perform a
synchronization with Top Producer 7i. For more
information on synchronizing your data, see
“Synchronizing Your Database With Top Producer 7i” on
page 65.

To view or edit a flyer you have already created:

1.

Point to Flyers, then click My flyers.

The My flyers page opens displaying a list of all existing
flyers.

Select a flyer from the list and click View or edit
from the action menu.

The View or edit flyer page opens.

Make any changes to the text, picture merge codes,
merge codes or marketing links. For more
information, (see “Creating A New Flyer” on

page 309).

Click Save.
The Save flyer dialog box opens.
To:

« update the flyer with the changes you just made,
click Update existing.

< make a copy of the flyer that includes the changes
you just made, click Create new. A new flyer con-
taining your changes will be created, and the orig-
inal flyer will remain untouched.

You can preview a completed flyer, to make sure it is ready to
be sent out.

To live preview a flyer

1.

Point to Flyers, then click My flyers.

The My flyers page opens displaying a list of all existing
flyers.

. Select a flyer from the list and click Live preview

from the action menu.

A.PDF version of the flyer opens in a new window for
you to view.
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Place a link in the You can place a link to your published flyers in the Marketing
marketing links links library.
|ibrary To add a link to your flyer into the Marketing links library:

1. From the My flyers page, highlight a published flyer
in the list.

2. Look in the Published column for the word, “Yes”.
If the flyer has not yet been published, click
Publish from the action menu.

Note: The flyer will NOT be published until a syn-
chronization with Top Producer 7i has been
performed. For more information on syn-
chronizing your data, see “Synchronizing
Your Database With Top Producer 7i” on
page 65.

3. Click Add to marketing link library from the
action menu.

The Add to marketing link library page opens. At the top
of the page, the URL to the link is displayed as a
hyperlink.

4. Select the category from the drop-down list that you
want to save the marketing link to.

5. Type a name for the link in the text box.
6. Type a description for the link in the large text box.

7. Click OK.

Deleting d fIyer From the My flyers page you can easily delete the flyers you
have created.

To delete a flyer you have already created:
1. Point to Flyers, then click My flyers.
The My flyers page opens.
2. Highlight the flyer you want to remove.
3. Click Delete from the action menu.

The Delete flyers dialog box opens.
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4. Click Yes to confirm the deletion.
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Managing
Presentations

In this chapter:

e “About Presentations” on page 322

e “Working With The Presentation Library” on page 324
e “Creating A New Presentation” on page 340

e “Working With Comparables” on page 348

e “Working With Saved Presentations” on page 357

e “Publishing And Emailing A Presentation” on page 364
® “Saving A Presentation As A PDF File” on page 367

e “Exporting CMA Presentation Data To Top Presenter 2.0” on
page 369
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About Presentations

The Presentations feature gives you everything you need to turn
prospects into clients.

The types of presentations available are:
» Comparative Market Analysis (CMA) — a report for

the seller that focuses on the subject property and pro-
vides a comparative analysis to homes in the surrounding
area. This report is designed to familiarize the seller with
the market prices in their area so they can price their
home accordingly. For information on creating a CMA,
see “Creating a CMA” on page 340.

Home Market Report (HMR) — a report for someone
who is considering selling their home in the near future.
This report is a smaller version of the CMA, which can be
created in a matter of minutes, and provides the poten-
tial prospect with an overview of the market in their area.
For information on creating a HMR, see “Creating a Home
Market Report (HMR)” on page 343.

Buyer presentation — a report for the buyer that
focuses on an analysis of homes in a particular area. This
report is designed to provide the buyer with market
prices in an area they have expressed interest in. For
information on creating a buyer presentation, see “Cre-
ating a buyer presentation” on page 344.

Community Report — a report for a buyer who wants a
detailed analysis of the city in which they are thinking
about buying a property. This report contains city reports
(such as, city population, income, age, and employ-
ment), school reports (such as, education levels, educa-
tional trends and student to teacher ratio) and crime
statistics (such as, types of crime and crime trends). This
report can only be created from Top Producer 7i.

All presentation types come with a pre-written library of
customizable templates that can be quickly modified to create
presentations for targeting specific prospects, homes and
markets.

When you’ve created your presentation, you can print it, Web
publish it and email the link, or save it as an Adobe Acrobat
Portable Document Format (PDF) file onto your hard drive or
portable media such as a floppy disk.

You can manually enter comparables into your presentation
from Top Producer 7i Remote. However, you can NOT
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download comparables from your MLS board from

Top Producer 7i Remote — this must be done from

Top Producer 7i. For more information on downloading
comparables from your MLS board, see the Top Producer 7i
documentation.
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Working With The
Presentation Library

Top Producer 7i Remote comes with ready-made presentation
templates that you can use immediately. However, you may
want to create your own customized presentations to suit your
particular style.

While you can create presentation pages from scratch, the
easiest way to create personalized presentation templates is to
use the default presentation pages supplied with the default
presentation templates.

The Presentation library enables you to create new presenta-
tion templates for your personalized categories. You can:

< Modify a presentation template (see page 325).

« Create a new presentation template (see page 327).

« Create new pages for the presentation (see page 332).
* Set page stationery (see page 329).

 Customize pages and add theme graphics (see
page 339).

< Rename presentation pages (see page 328).
e Delete presentation pages (see page 328).

This information is discussed in the Mail chapter, (see “New
presentation templates” on page 232).

To access the Presentation library:

1. Point to Presentations, then click Presentation
library.

The Presentations tab opens.

Presentation templates are stored in template categories. The
pre-written templates (that you cannot modify) are stored in
the default Standard presentations category.

Presentations that you have customized or created from
scratch are stored in personal template categories. You can
add, rename, and delete these personal presentation template
categories.
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Note: To find out if a category is a default one,
select the category, then look to the right. If
you’ve selected a default category, the fol-
lowing sentence appears: This is a default
category. If you've selected a personal cat-
egory, the following sentence appears: This
is a personal category.

For information on working with template categories, see
“Working With Template Categories” on page 226.

Top Producer 7i Remote comes with ready-made presentation
templates that you can use immediately. However, you may
want to create your own customized presentations to suit your
particular style.

When you create a new template, you are starting from scratch
with blank pages. You can then copy and edit pages from
existing templates into your new template (which saves time),
or you can create your own pages from scratch.

You can only create new templates in a personal category that
you've created yourself.

For information on viewing, creating new, renaming, and
deleting presentation templates, see “New presentation
templates” on page 232.

About presentation merge codes

Presentations have their own special merge codes that can be
used to insert information such as average list price, average
price per square foot, etc.

The presentation-specific merge codes are prefixed by “CMA”,
and are available for each of the comparable types (listings,
pendings sales, recent sales and expireds).

There are also presentation-specific picture merge codes that
can be used to insert charts or maps.

The easiest way to create a personalized template is to use

pages from the default templates. While you cannot change the
templates in the default categories, if you edit them you will be
prompted to save the edited template into a personal category.

To edit a presentation template:

1. Point to Presentations and then click
Presentation library.

The Presentations page opens.
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2. From the List of categories drop-down list, select
a category.

The templates belonging to the category you selected
appear in the list.

3. Highlight the template you want to view and/or edit
in the list, then click View or edit from the action
menu.

The Pages in [template name] template page opens.

4. From this page you can:

rearrange the template’s page sequence —
select the page you want to move up or down in
the list, then click either the Move up or Move
down link at the bottom of the page until the page
is positioned where you want it.

view or edit a specific page — select the page
you want to edit, then click View or edit from the
action menu. Make any changes, insert text or pic-
ture merge codes, or insert comparables. Click
OK. See “Editing presentation pages” on

page 359.

create a new page — click Create new from the
action menu. Design a new page for the presenta-
tion by using the word processor, inserting text or
picture merge codes, or by inserting comparables.
Click OK. See “Creating a new presentation page”
on page 232.

add an existing page from the template —
click Add from template from the action menu.
The Add pages from a template page opens. Select
the category, template, and page(s) you want to
add. Click OK. See “Adding pages from a presen-
tation template” on page 234.

rename a page — select the page you want to
rename, then click Rename from the action
menu. The Rename [page name] page in [tem-
plate name] template pop-up window opens. Type
a new name, then click OK. See “Renaming a
presentation page” on page 236.

set the page’s stationery — select the page you
want to apply stationery to, then click Set page
stationery from the action menu. The Set page
stationery pop-up window opens. Choose an
option and click OK. See “Setting page stationery”
on page 235.

apply customized stationery to the template
— click Customize stationery from the action
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menu. Design a cover page and/or presentation
page for the template by inserting graphic themes,
text or picture merge codes. Click OK. See “Cre-
ating A New Presentation” on page 340.

 delete a page — select the page you want to
delete, then click Delete from the action menu.
The Delete page(s) dialog box opens. Click Yes.
See “Deleting a presentation page” on page 236.

Note: If you make changes to a read-only default
template, the Modify [name] template from
[default category] category message box
will prompt you to enter the new template
name and choose the personal category to
save it in.

5. Click Close.

Creating a new To create a new presentation template:

presentatlon 1. Point to Presentations and then click
template Presentation library.

The Presentations page opens.
2. Click Create new from the action menu.

The Create new template pop-up window opens. For
detailed instructions, see “New presentation templates”

on page 232.
Copying a To copy a presentation template:
presentatlon 1. Point to Presentations and then click
template Presentation library.

The Presentations page opens.

2. Click the List of categories drop-down list and
choose a category.

3. Highlight a template you want to copy from the list.

4. Click Copy from the action menu.

Note: If you choose a read-only default template
to copy, you will be prompted to specify a
personal category and new template name.
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7.

The Copy template [template name] from [category
name] category pop-up window opens.

The New template name text box displays the
existing name with (1) appended to it. You can
accept this suggested name or type a new one.

In the Copy to category list, highlight the category
in which you want to save the template copy.

Click OK.

To rename a presentation template:

1.

5.

Point to Presentations and then click
Presentation library.

The Presentations page opens.

Click the List of categories drop-down list and
choose a category.

Highlight a template you want to rename from the
list.

Click Rename from the action menu.

The Rename [template name] template in [category
name] category pop-up window opens.

Enter a new name for this template, and click OK.

To delete a presentation template:

1.

Point to Presentations and then click
Presentation library.

The Presentations page opens.

Click the List of categories drop-down list and
choose a category.

Highlight a template you want to rename from the
list.

Click Delete from the action menu.

The Delete [template name] template from [category
name] category pop-up window opens.

Click Yes to confirm deletion of the template.
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Setting Up/ The presentation stationery defines the look of your presenta-
i tions; the background, header and footer graphics, company

custom|2|_ng logo, etc.

presentatlon You can set the default stationery that presentations you

Stationery create will use, and you can also change the stationery for
individual presentations when you edit them.

Note: You can only change the stationery in per-
sonal categories, not default categories.

To modify the default presentation stationery:

1. Point to Presentations, then click Presentation
library.

2. Click the Presentations tab and click Default
stationery setup from the action menu.

Note: Default stationery affects the personal pre-
sentations you create; it does NOT apply to
the presentations in the default categories.

3. There are two tabs on this page: Cover page and
[Presentation type] page.

« click the Cover page tab to setup stationery for
the presentation cover page.

« click the [Presentation type] page tab to set
stationery for all other pages in the presentation.

4. Use the word processor to edit the presentation
pages as necessary.

For more information on using the word processor, see
“Using the word processor” on page 238.
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5. Click the Insert theme graphic link to select the
background graphic used throughout the
presentation.

Insert theme graphic

Select theme graphic
| Connections =]

@ Color i Grayscale

¥ OK 3 Cancel

6. From the Insert theme graphic pop-up window, click
the Select theme graphic drop-down list to select
a graphic style (for example, Connections,
Country life, Garden, etc.).

A preview of the selected style is displayed.

7. Select either the Color or Grayscale option.

Note: It is recommended to use a color graphic for
the cover page and a grayscale graphic for
the other pages.

8. Click OK.

Note: The standard presentation page (the page
you view under the Presentation page tab)
includes a merge code for an agent dis-
claimer at the bottom the page (the name of
the merge code is Agent.disclaimer). If
you have set your general preferences to
include a presentation disclaimer in
Top Producer 7i, your disclaimer will be dis-
played here when the presentation is pro-
duced. Otherwise, it will be left blank. See
the Top Producer 7i documentation for infor-
mation on setting a disclaimer.

If you want to use a different disclaimer on
your presentations, erase this merge code
and type a disclaimer manually.

9. Click the Insert picture merge code link to
automatically merge a picture into the template.
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A pick list of merge codes opens for you to select from.

10.Click the Insert merge code link to merge a piece

11.

of contact or agent information when printing this
item.

A pick list of merge codes opens for you to select from.

Click OK when you are finished setting up
stationery.

To modify the stationery for a personal presentation template:

1.

Point to Presentations, then click My
presentations.

. Highlight a presentation from the Presentations

page.
Click View or edit from the action menu.

The [Presentation type] for [buyer name/seller name]
page opens.

Click View or edit presentation from the action
menu.

. From the [Presentation type] for [property address]

page, click Customize stationery from the action
menu.

The Customize stationery for this presentation page
opens with two tabs: Cover page and [Presentation

type] pages.

. Click one of the following:

< Cover page tab to setup stationery for the pre-
sentation cover page.

« [Presentation type] pages tab to set stationery
for all other pages in the presentation.

. Use the word processor to edit the presentation

pages. For more information on using the word
processor, see “Using the word processor” on
page 238.

Click the Insert theme graphic link to select the
background graphic used throughout the
presentation. See step 5 in “To modify the default
presentation stationery:” on page 329.
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9. Click the Insert picture merge code link to
automatically merge a picture into the template.

A pick list of merge codes opens for you to select from.
10. Click the Insert merge code link to merge a piece

of contact or agent information when printing this

item.

A pick list of merge codes opens for you to select from.

11. Click OK.

Working with The easiest way to create a personalized template is to use
presentation pages from the default temp_lates. You can also _create new

pages, add pages from existing templates, specify custom
template pages stationery and more.

To access a template’s pages:

1. Point to Presentations and then click
Presentation library.

The Presentations page opens.

2. From the List of categories drop-down list, select
a category.

The templates belonging to the category you selected
appear in the list.

3. Highlight a template you want to work with from the
list.

4. Click View or edit from the action menu.
The Pages in [template name] template page opens.

Viewing or editing presentation template pages

1. To edit a specific template page, select the page you
want to edit.

2. Click View or edit from the action menu.

< If you are modifying a default template you will be
prompted to specify a personal category and tem-
plate name to save the modified template under.
After specifying this information, click View or
edit again to continue modifying the desired
pages.
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The View or edit [page name] page in [template name]
template page opens.

3. Edit the page as necessary:

= Use the word processor to format the content, (see
“Using the word processor” on page 238).

* Click the Insert comparables link to insert com-
parables into the template page, (see “Inserting
and editing comparable templates” on page 333).

< |If you have comparables inserted into the tem-
plate page, click the View or edit comparable
link to modify them, (see “Inserting and editing
comparable templates” on page 333).

e To add maps or charts, click the Insert picture
merge code command. A pick list opens, letting
you select a category and related picture merge
code.

* Click the Insert merge code link to open a pick
list of available merge codes. Click the drop-down
list to choose a category.

4. Click OK.

5. If you have not already done so, enter a new
template name and choose the personal category to
save it in the Modify [name] template from [default
category] category message box, then click OK.

The Pages in [template name] template page opens.

6. Click Close to finish editing the template.

When editing presentation pages (either in an existing
presentation or a template), the word processor includes
special functions that allow you to insert comparable templates
and edit their format. For more information, see “Using the
word processor” on page 238.

These comparable templates contain merge codes, and when

you use the template to create a presentation for a contact, the
merge codes are filled in with information that you’ve entered
manually (see “Entering comparables manually” on page 348).

You can create your own comparables from scratch, but the
easiest way to add comparables is to copy and edit a
comparable from one of the default templates.

To edit comparable templates:
1. Edit a presentation or template page that contains a

comparable template (these will usually be named
Current listings, Recent sales, Pending sales,
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or Expired listings), following the instructions in
“Editing presentation pages” on page 359,
“Inserting and editing comparable templates” on
page 333. For information on copying comparable
templates from one of the default templates, see
“Copying pages from an existing template” on
page 338.

2. From the View or edit [page name] page in
[template name] template page, click View or edit
comparable.

The comparable’s merge codes and text are displayed.

[11
[T
Il
TN
"Wl
ki
[0

A - = = = Times New Roman v 12 - i

\CMA.pendings.address| Style [CMA pendines t Taxes CMA. pendings. tas
CMLA pendings ared- ListPrice |CIMA pendingsl8ale Date  [CIA nendings sal
List$/Sqft [CMA pendines 1Sale $/Sqft  [CMA nendines. sal

Square Ft  [CT4 pendines : DOM CMA pendings. D
Bedrooms [CTA pendings tAge [CMA pendings. ace

CMé. pendings. picture Baths T4 pendings.t Lot Size IO & nendines Inf

Parking O A nendines 1 Levels CMA pendings lev

Features: [CMA pendines featires|
Comments: [CWA pendines comments

3. Edit the comparable as desired. You can delete un-
wanted merge codes and text descriptions, or add
merge codes (using the Insert merge code
commands) and text as needed.

For more information on 4. Click Close when you are finished editing the

using the word processor, comparable.

see “Using the word

processor” on page 238, and The View or edit [page name] page in [template name]

for more information on template page reopens.

editing comparable

templates, see “Editing 5. You can adjust the area that the comparables are

comparable templates” on displayed in by moving the handles around the

page 336. comparables. The number of comparables per page
is automatically adjusted to fit within the defined
border.

6. Click OK when you are finished adjusting the
comparable layout.
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To create your own comparable template:

1. Edit a presentation or template page, following the
instructions in “Editing presentation pages” on
page 359, and “Inserting and editing comparable
templates” on page 333. Usually you will want to
create and edit a blank page to place the
comparable template on.

2. From either the View or edit [page name] page in
[template name] template page, or the Create new
page in [template name] template page, click the
Insert comparables link from the bottom of the

page.

The Insert comparables pop-up window opens.

Insert comparables

Selecttype of comparables
|Current Listings |'|

Select page layout

[ ]
[ ]

® One perpage O Two perpage ) Three perpage

1

() Four per page ) Tahle

0K Cancel

3. Select the type of comparables you want to insert
from the Select type of comparables drop-down
list.

4. Select the page layout, based on how many
comparables you want to appear on each page. If
you want to include property photographs, ensure
that you allow enough space in each comparable. If
you are not including property photographs, you
may wish to use the Table option.

5. Click OK to insert the comparable template.
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Editing comparable templates

1. You can adjust the size of the comparable frame by
dragging the “handles”.

This is a “handle”. Use it to adjust
the size of the frame.

The number of comparables per page is automatically

adjusted to ensure that the comparables will fit inside

the comparable frame. So, if you choose 2 comparables
per page but then make the comparable frame smaller,
the number of comparables used per page will change
to 1 per page.

2. Click View or edit comparable.

The Edit comparable page opens.

Note: The Edit comparable page edits the individ-
ual comparables that will be repeated across
the page (depending on the number of com-
parables per page chosen, and the size of
the comparable frame).
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3. To adjust the size of the individual comparables,
click Change page size from the action menu.

Change page size
Specify the size for one comparable
N o]
Width: 712 B
o =]
Height EENE
Specify the rows and columns of comparables
. [a]
Murmber of columns: ﬂ
. [a]
Mumber of rows:; n
OK  Cancel

4. Enter the following:

< Width and Height of the comparable in inches, or
use the spin buttons

e Number of columns and Number of rows, or
use the spin buttons

5. Click OK.

Now that you have created a comparable template, you
should insert text or picture merge codes into the
comparable, (see “Using the word processor” on

page 238).

6. Click the Insert picture merge code or Insert
merge code links, select a merge code from the
pick list and click OK.

Take note of the following points:

< When you insert merge codes, they are inserted
inside text boxes.

< When a merge code is inside a text box, the
merged information may exceed the size of the
text box. Since the text box will not be resized
automatically, the result is that merged informa-
tion can later appear to be "missing" from the
page. You must manually resize the text box to
accommodate the merged information.

= Only the relevant comparable merge codes can be
inserted. You cannot insert merge codes such as
average list prices (for example
CMA.avg_list_price_sales) into individual com-
parables. Place merge codes like this into the pre-
sentation page next to the comparable frame.
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* You cannot type text straight into the comparable.
Click the Insert text box icon and type text into
the text box, or type into the text boxes inserted
along with merge codes.

. Click Expand box to fit merged text from the

action menu to be able to resize the text box.

Note: You must click on the text box to select it
before you can resize it.

Click Keep box dimensions from the action menu
to maintain the text box size.

When you have finished editing the comparable
template, click Close.

Creating a new presentation page

For details on adding a new presentation page to a template,
see “Creating a new presentation page” on page 232.

Copying pages from an existing template

1.

To add one or more pages from an existing
template, click the Add from template action
menu item.

If you are modifying a default template you will be
prompted to specify a personal category and
template name to save the modified template under.
After specifying this information, click Add from
template again to continue adding the desired
pages.

From the Select category drop-down list, specify a
category.

From the Select template drop-down list, specify a
template.

The pages belonging to the category and template you
selected are displayed in the list.

Select the pages you want to add to the new
template, then click OK.
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Renaming a presentation page

For details on renaming an existing page in a presentation
template, see “Renaming a presentation page” on page 236.

Setting page stationery

For details on specifying page stationery to selected pages in
the template, see “Setting page stationery” on page 235.

Customizing page stationery for a template

For details on adding themes to design your own custom
stationery to apply to your template, see “Customizing pages
and adding theme graphics” on page 235 and “Setting up/
customizing presentation stationery” on page 329.

Deleting a presentation page

For details on removing a page from your presentation
template, see “Deleting a presentation page” on page 236.
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Creating A New Presentation

You can create the following types of presentations:
e Comparative Market Analysis (CMA), see page 340.
< Home Market Report (HMR), see page 343.
 Buyer presentation, see page 344.

Note: Community Reports can only be created
from Top Producer 7i.

For information about these presentation types, see “About
Presentations” on page 322.

If you are a new or relatively new user, you will generally use
the pre-designed presentation templates provided. However,
as you become increasingly familiar with the program, you will
find it easy to custom-create your own library of presentation
templates and then select the template appropriate for the
specific seller, home and market conditions. For information on
creating your own templates, see “New presentation templates”
on page 232.

When you create a new presentation, you'll:
« select a template.
« select the seller and their property from your contact list.

After creating the presentation, you’ll view the finished product
in the word processor where you can modify individual
presentation pages, and email, print, or Web-publish the
presentation. You can also export the CMA data to

Top Presenter 2.0 where you can prepare a multimedia
presentation. See “Exporting CMA Presentation Data To

Top Presenter 2.0” on page 369.

To create a new CMA presentation:

1. From the Presentations menu, under Create
presentation, click CMA.

The Create CMA - Select template page opens.

2. Click the CMA option button.
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3. From the Template Category drop-down list,
select a template category.

The templates belonging to the specified category
appear in the Template name list.

4. Highlight a template, then click Next.

Note: If you are creating a presentation directly

from the Address book, you will already have

selected a contact. In this case, skip to step 6.

The Create CMA - Select subject property page opens.
This page lets you select a subject contact and property.

5. To search for the seller by their:

name, select the Name option button. Specify a
first and/or last name (you may type either the full
name or just the first few letters), then click Start
search.

property address, select the Address option but-
ton. Enter information in one or more of the
address related text boxes, then click Start
search.

Sellers matching your search criterion appear in the list.

6. Highlight the seller, then click Finish

Note: The seller’s contact record must contain at

least a property address. If you have not
entered an address for this contact, click
View or edit contact, then click the
Address details tab and enter the property
address information.

The CMA for [seller name] page

Updating property statistics

Click the Subject property statistics link and enter as much
information as you can, then click Close.

Determining a recommended price

1. Click the Recommended price link.
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The Price calculation for [property address] page opens.

Price calculation for 54 Ann Arhor Way, #2B, Dallas, TX
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Select recommended price based on recent sales or enter manually

() High sale price $340,000.00
() Awerage sale price $340,000.00
() Low sale price $340,000.00
() Price range: Laow sale - High sale $340,000.00 - $340,000.00
® Manual
Price
© [$350,000.00 |
Fange low High
@ |$299,000.00 | [$350,000.00

[v] Use adjusted sale prices

e To use either the High, Average, Low, or Low-
to-High price range options, select the appropri-
ate option button. Prices are calculated based on
the recent sale prices from your comparables.

« If you want to manually specify a price or price
range, select the Manual option button, then
select the appropriate option button below. Type
the prices in the text boxes. (For example, if you
want to specify a low-to-high price range, type the
low price in the Range low text box and the high
price in the High text box.)

* Select the Use adjusted sale prices check box to
automatically calculate the High, Average, Low,
or Low-to-High price range values based on the
adjusted sale prices. Clear the check box to calcu-
late prices based on the sale prices (without
adjustments).

2. Click OK.
Viewing, adding, or editing comparable properties

1. You can determine what column headings you see in
the Comparable properties grid.

« click the Column settings link to display a pop-up
window with a list of all available headings.

e select any number of field name check boxes in the
Display column. The check boxes showing a
check mark will be visible in the grid.
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* click the Move up/Move down links to set the
order of the field names in the grid.

« click OK. See “Reordering and sorting the compa-
rables list” on page 351.

2. Click the View by status drop-down list, located to
the right of the page, to choose the type of
comparable properties viewed.

3. You can now add or review (and if necessary,
adjust) the comparables in the bottom part of the
page. See “Viewing or editing comparables” on
page 350

4. Using the action menu items, you can do the
following:

« View or edit the presentation, (see page 359).
< Print the presentation, (see page 362).
= Send the presentation via email, (see page 364).

e Save the presentation as a local file on your com-
puter, (see page 367).

« Configure charts, (see page 346).
« View or edit the contact’s details (see page 80).

* Send this CMA to Top Presenter 2.0, (see
page 369).
« Delete the presentation, (see page 347).

5. Click Close.

Creating a Home When you create an HMR, you will:
Market Report - select a template.
(HMR) « select the contact and property you are creating the pre-

sentation for.

To create an HMR:

1. From the Presentations menu, under Create
presentation, click Home Market Report.

The Create [Presentation type] - Select template page
opens.

2. Select the Home Market Report option button.
3. Select the category that contains the presentation

template you want to use from the Template
Category drop-down list.

Top Producer 7i Remote User Guide 343



Managing Presentations

The templates belonging to the specified category
appear in the list below.

4. Select a template from the list, then click Next from
the control menu at the bottom of the page.

Note: If you are creating an HMR from the Address
book, you will already have selected the sub-
ject property. In this case, skip to step 6.

The Create Home Market Report - Select subject
property page opens.

5. Select the contact and property you are creating the
presentation for from the list.

To search for a contact by their:

< name, select the Name option button, then enter
the first and/or last name in the appropriate text
boxes. Click Start search. Select the contact from
the list below.

* address, select the Address option button, then
enter full or partial address information in the

appropriate text boxes. Click Start search. Select
the contact from the list below.

6. Click:

e Finish from the control menu if you are entering
comparables manually.
For more information on entering comparables,
see “Entering comparables manually” on
page 348.
For more information on working with the Home
Market Report for [seller name] page, see “The
CMA for [seller name] page” on page 341.

Creating a buyer When you create a new buyer presentation, you will:
presentation - select a template.

- select the buyer from your contact list.

 add comparables manually.

After creating the presentation, you’ll view the finished product
in the word processor where you can add, modify, and delete
comparables, modify individual presentation pages, and email,
print, or Web-publish the presentation.
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To create a new buyer presentation:

1. From the Presentations menu, under Create
presentation, click Buyer Presentation.

The Create Buyer Presentation - Select template page
opens.

2. Click the Buyer presentation option button.

3. From the Template Category drop-down list,
select a template category.

The templates belonging to the specified category
appear in the list.

4. Highlight a template from the list, then click Next.

The Select contact page opens.

Note: If you are creating a presentation directly
from the Address book, you will have already
selected the buyer. In this case, skip to step
6.

Search for and select the 5. To search for the buyer by their:
buyer
< name, select the Name option button. Specify a
first and/or last name (you may type either the full
name or just the first few letters), then click
Search.

e address, select the Address option button. Enter
information in one or more of the address related
text boxes, then click Search.

Contacts matching your search criterion appear in the
list.

6. Highlight the buyer, then click Finish.

The Buyer presentation for [buyer name] page

1. You can determine what column headings you see in
the Comparable properties grid.

« click the Column settings link to display a pop-up
window with a list of all available headings.

e select any number of field name check boxes in the
Display column. The check boxes showing a
check mark will be visible in the grid.
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* click the Move up/Move down links to set the
order of the field names in the grid.

« Click OK. See “Reordering and sorting the compa-
rables list” on page 351.

2. Click the View by status drop-down list, located in
the top right of the page, to choose the type of
comparable properties viewed.

3. You can now review (and if necessary, adjust) the
comparables from this page. See “Viewing or editing
comparables” on page 350.

4. Use the action menu items to:

< View or edit the presentation in the word proces-
sor, (see page 359).

< Print the presentation, (see page 362).

« Send the presentation via email, (see page 364).

e Save as a file, (see page 367).

« Configure charts, (see page 346).

« View or edit the contact’s details (see page 80).

* Delete the presentation, (see page 347).

5. Click Close.

The presentation templates contain map merge codes that
display the locations of subject and comparable properties. You
can NOT preview maps from Top Producer 7i Remote.
However, during synchronization the maps will be downloaded
into the current presentation.

Some of the presentation templates contain charts which
graphically compare the prices of comparable properties. You
can adjust which comparable properties are displayed in the
charts, and preview charts as follows.

To configure charts:

1. From the [Presentation type] for [buyer/seller
name] page, click Configure charts.

The [Presentation type] charts for [property address]
page opens.

2. The left side of the screen previews selected charts
using your comparable data. To view different
charts, select them from the Select chart to
preview drop down list. You can select:
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* Visual market analysis (default)
< Average days on market

3. Select one or more of the Select comparable
types to be displayed in charts check boxes to
specify which comparable types you want displayed
in charts. Use the Check all and Uncheck all links
to quickly select and de-select all comparable types.

4. The order in which comparable types are listed
determines the order in which they are displayed in
charts. To rearrange the order in which comparables
are displayed in charts, select comparable types and
click the Move up or Move down links.

5. To preview the chart with your new selections, click
Update charts.

6. Click Close.

Note: To insert charts into presentation templates,
use the Insert picture merge code com-
mand in the word processor. See “Using the
word processor” on page 238.

Deleting a Since you can NOT retrieve deleted presentations, make
; absolutely sure you no longer need the presentation before
presentatlon deleting it.

Note: If you delete a presentation from My presen-
tations that has been published to the Web,
it will be deleted from My presentations but
will NOT be removed from the Web.

To delete a presentation while viewing it:
1. From the [Presentation type] for [buyer name/seller
name] page, click Delete presentation from the
action menu.

The Delete presentation dialog box opens.

2. Click Yes to continue.
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Working With Comparables

This section tells you how to:
* enter comparables manually (see page 348).
< view or edit comparables (see page 350).

= reorder and sort the way comparables are displayed (see
page 351).

e add an adjustment to a comparable (see page 352).
< modify an adjustment (see page 354).
« delete an adjustment (see page 355).

Using Top Producer 7i Remote, you enter comparables
manually. However, you can NOT download comparables from
your MLS board into Top Producer 7i Remote — this must be
done in Top Producer 7i. This section tells you how to manually
enter comparables into your presentation.

These instructions assume you have the [Presentation type] for
[buyer name/seller name] page open. For instructions on
getting to this page for an existing presentation, see “Viewing
and editing existing presentations” on page 357.

To add comparables manually to an existing presentation:

1. From the [Presentation type] for [buyer name/seller
name] page, click the Add new link at the bottom
right of the page.

The Comparable property for [property address] page
opens.

2. Click the Comparable status drop-down list and
specify the comparable’s type.

Note: The text boxes that appear in the bottom of
the page depend on which comparable type
you choose.

3. In the Features text box, specify the comparable’s
features.

4. To add commentary, type in the Comments box.
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5. Click the Add picture link to add a new picture. The

Select picture pop-up window opens. Locate the
picture file you want to add, then click Open. To
remove an existing picture, click Remove picture.

Note: Picture files must be in .JPG format.

. Specify the comparable’s address and property

details in the text boxes. Text boxes worth noting
include:

e DOM — Days on Market (the number of days the
property was for sale). Click the DOM link to make
this field editable. If you choose this option, the
“days on market” figures will NOT be automatically
kept up-to-date with respect to the listing date
and sold date.

e List price/sq. ft. — The List price per square
foot value is automatically calculated and dis-
played in this field. The value is based on the List
price and Square feet text box entries.

. The text boxes available for you to complete depend

on the type of comparable you are working with. If
you are working with a Recent sale or Pending
sale, the following additional text boxes are
available:

e Sale date — Click the calendar icon to enter the
date the property was sold.

e Sale price — Enter the amount the property sold
for (does not include adjustments).

e Adjustments — Click the Adjustments link to
manage any property adjustment amounts, (see
“Adding an adjustment to a comparable” on
page 352).

« Adjust sale price — The Adjusted sale price
value is automatically calculated and displayed in
this field. The value is based on the Sale price
amount plus/minus the total Adjustments
amount.

e Sale price/Sq. ft — The Sale price per square
foot value is automatically calculated and dis-
played in this field. The value is based on the Sale
price and the Square feet text box entries (does
not include adjusted amounts).

e Adj. price/sq. ft — The Adjusted price per
square foot value is automatically calculated and
displayed in this field. The value is based on the
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Adjusted sale price and the Square feet text
box entries (includes any price adjustments).

8. Click OK to finish entering comparables, or click
Enter next to enter another.

For instructions on adjusting the comparables you have
entered, see “Viewing or editing comparables” on

page 350.
Viewing or editing After you have created a presentation and manually entered
comparables the comparables, you should preview the comparables and

make any necessary alterations, including adjusting the sale
price (for comparable sales) and the order of display. You may
also remove comparables.

These instructions assume you have the [Presentation type] for
[contact name] page open. For instructions on getting to this
page for an existing presentation, see “Viewing and editing
existing presentations” on page 357.

To view or edit a comparable:

1. From the [Presentation type] for [buyer name/seller
name] page, highlight the comparable you want to
view and/or edit.

2. Click the View or edit link at the bottom of the
page.

The Comparable property for [contact name] page
opens.

3. To edit the comparable:

< click the Comparable status drop-down list and
select a type.

e add, modify, or remove the text in the Features
box.

= add, modify, or remove text in the Comments
box.

e click the Add picture link to add a new picture.
The Select picture pop-up window opens. Locate
the picture file you want to add, then click Open.
To remove an existing picture, click the Remove
picture link.

Note: Picture files must be in .JPG format.
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< modify the address and property details, such as
House number, Listing date, and MLS number
in the appropriate text boxes.

e to delete the comparable while viewing it, click
Delete from the action menu. When the Delete
comparable dialog box appears, click Yes.

Note: If you are editing recent or pending compa-
rable sales, you can adjust the sale price to
account for specific features of the property.
See “Adding an adjustment to a comparable”
on page 352.

4. Click OK to return to the [Presentation type] for
[buyer name/seller name] page.

You can adjust the order that the comparables are displayed in
by clicking the relevant heading. For example, to sort the
comparables by sale price, click the Sale price heading. An
arrow displays the order of sorting. Click the heading again to
reverse the order.

You can change the order of display of comparable columns by
simply clicking on the heading and dragging it to a new
position.

You may also reorder the list of comparables to ensure that
selected properties appear prominently at the top of the list. To
move a comparable up or down the list, highlight the
comparable and click Move up or Move down, or simply drag
and drop the comparable.

Filtering the comparable list
To filter the list of comparables you see:
1. From the [Presentation type] for [buyer name/seller
name] page, click the View by status drop-down

list.

2. Choose the type of comparables you want to see.

Choosing which field name headings are visible in the grid

1. From the [Presentation type] for [buyer name/seller
name] page, click the Column settings link to
select which field headings are displayed in the
Comparable properties grid.
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2. Select any number of the check boxes in the
Display column to determine which field name
headings will be visible in the Comparable
properties grid.

3. Click Move up or Move down to rearrange the
column order.

4. Click OK.
Deleting a comparable
To delete one or more comparables:

1. Highlight the comparable(s) in the grid.

2. Click the Delete link at the bottom right of the
page.

The Delete comparable dialog box opens.

3. Click Yes to confirm the deletion.

Addlng an Some of your recent or pending comparable sales may have
; specific features (such as a pool, landscaped yard, etc.) that
adJUStment toa increases their value. Alternatively, the property may have
Comparable characteristics that decrease its value (such as poor state of
repair). You can enter a price adjustment to sale prices of your
recent or pending comparable sales so that they more
accurately reflect the characteristics of your listing.

To add an adjustment for a Recent or Pending sale:

1. From the [Presentation type] for [buyer name/seller
name] page, highlight the comparable you want to
add an adjustment to.

2. Click the View or edit link at the bottom of the
page.

The Comparable property for [contact name] page
opens.

3. Click the Adjustments link next to the Sale price
field.

Note: This will only be available for recent or pend-
ing sales.
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The Price adjustments for [property address] page
opens.

If:

< you think you will only use the adjustment for this
presentation, click Add new from the action menu
and proceed to step 5.

« you think you may use the adjustment in future
presentations, click Pick from common from the
action menu. This will save the adjustment feature
in a list that you can later select from when you are
creating other presentations. Click the Add new
link in the bottom right to display the Adjustment
feature details pop-up window and proceed to step
5.

< you have already entered an adjustment feature
into the common list and want to apply it to the
currently displayed presentation, click Pick from
common from the action menu. From the Select
adjustment factors pop-up window, select the
adjustment feature and then skip to step 9.

. Type the feature you are making the adjustment for

in the Feature name field (for example, swimming
pool).

. Type the dollar amount of the adjustment in the

Amount field.

. Use the Note box to type any notes about the

adjustment.

If you are adding an adjustment that you will use in
future presentations (i.e. you chose the second
option in step 4 above), click OK on the Adjustment
feature details pop-up window and proceed to step
9.

. Select whether you want to Add or Deduct the

adjustment from the comparable sale price.

< |If the comparable property has a feature that is
superior to the subject property (for example, a
swimming pool), select the Deduct option button
to deduct the amount you specified in step 6
above. This will ensure that the comparable prop-
erty is an accurate comparison for the subject
property.

e |If the comparable property has a feature that is
inferior to the subject property (for example, the
comparable property is close to an airport), select
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the Add option button to add the amount you
specified in step 6 above. This will ensure that the
comparable property is an accurate comparison
for the subject property.

10. If you are adding an adjustment that you will use in
future presentations (i.e. you chose the second
option in step 4 above), you can:

« apply only one adjustment by selecting the adjust-
ment and then proceeding to step 11.

< apply multiple adjustments by selecting an adjust-
ment and then clicking Select next. Repeat this
step until you have applied all the adjustments you
want.

11. Click OK. The adjustment will be displayed on the
Price adjustments for [property address] page.

Viewing or editing To modify an adjustment:
adjustments

1. From the [Presentation type] for [buyer name/seller
name] page, highlight the comparable that contains

the adjustment you want to make changes to.

2. Click the View or edit link at the bottom of the
page.

The Comparable property for [contact name] page
opens.

3. Click the Adjustments link next to the Sale price
field.

Note: This will only be available for recent or pend-
ing sales.

The Price adjustments for [property address] page
opens.

4. To:

< modify an adjustment for the currently displayed
presentation, select the adjustment and then click
View or edit from the action menu. Proceed to
step 5.

< modify an adjustment feature that has been added
to the common list, click Pick from common
from the action menu. From the Select adjustment
factors pop-up window, select the adjustment and
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then click the View or edit link in the bottom
right. Proceed to step 5.

In the Feature name field, modify the feature for
which you are making the adjustment (for example,
swimming pool).

. Modify the dollar amount of the adjustment in the

Amount field.

. Use the Note box to edit any notes about the

adjustment.

If you are modifying an adjustment from the

common list (i.e. you chose the second option in

step 4 above), click OK on the Adjustment feature
details pop-up window and proceed to step 9.

. To change whether you want the adjustment added

or deducted from the comparable sale price, select
the Add or Deduct option button.

« If the comparable property has a feature that is
superior to the subject property (for example, a
swimming pool), select the Deduct option button
to deduct the amount you specified in step 6
above. This will ensure that the comparable prop-
erty is an accurate comparison for the subject
property.

« If the comparable property has a feature that is
inferior to the subject property (for example, the
comparable property is close to an airport), select
the Add option button to add the amount you
specified in step 6 above. This will ensure that the
comparable property is an accurate comparison
for the subject property.

10. Click OK when finished.

To remove an adjustment from a comparable:

1. From the [Presentation type] for [buyer name/seller

name] page, highlight the comparable that contains
the adjustment you want to delete.

. Click the View or edit link at the bottom of the

page.

The Comparable property for [contact name] page
opens.
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3. Click the Adjustments link next to the Sale price
field.

Note: This will only be available for recent or pend-
ing sales.

The Price adjustments for [property address] page
opens.

4. To remove:

« an adjustment from the currently displayed pre-
sentation, select the adjustment and then click
Delete from the action menu. Proceed to step 5.

< an adjustment feature that has been added to the
common list, click Pick from common from the
action menu. From the Select adjustment factors
pop-up window, select the adjustment feature you
want to delete and then click the Delete link in the
bottom right. Proceed to step 5.

5. When the Delete [adjustment/feature] dialog box is
displayed, click Yes.

6. Click OK when finished.
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Working With Saved
Presentations

Any presentation that you have created and not deleted is
accessible from the Presentations page, where you can edit or
adjust the presentation or its comparables, print it, Web
publish or save the presentation as a Portable Document
Format (PDF) file. You can also export CMA presentation data
to Top Presenter 2.0. See “Exporting CMA Presentation Data To
Top Presenter 2.0” on page 369.

You can modify a CMA, Buyer presentation or Home Market
Report (HMR).

A Community Report cannot be edited after it has been
created. For example, you cannot change when the report was
created, for whom it was created, and for what community it
was created. Also, you cannot change the data gathered in this
report. This is because live and actual data is collected at the
time you generated this report. However, you may edit the
presentation pages of your report. For more information,
“Editing presentation pages” on page 359.

To view and/or edit an existing presentation:

1. Point to Presentations, then click My
presentations.

The Presentations page opens.
2. To see:

« all of the presentations in your system, click the
All presentations option button.

< only CMAs, click the CMAs option button.

= only buyer presentations, click the Buyer presen-
tations option button.

< only Home Market Reports (HMR), click the Home
Market Reports option button.

Presentations matching your filter settings appear in the
grid. You'll see information about the date and time a

presentation was created, its subject property address,
contact name, presentation type (CMA, buyer or HMR),
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and whether the presentation has been published to the
Web.

. Select the presentation you want to view and/or

edit, then click View or edit from the action menu.

The [Presentation type] for [buyer name/seller name]
page opens.

Note: If you selected a Buyer presentation, skip to
step 5.

If you are viewing a CMA or Home Market Report

(HMR), the top section of the page shows you

information about the subject property. To edit the
subject property’s:

e address, click the Subject Property link. In the
Address details page, edit address details, then
click Close.

= statistics, click the Subject property statistics
link. In the Property statistics page, edit the
appropriate statistics, then click Close.

< recommended price, click the Recommended
price link. The Price calculation for [property
address] page opens. To use the high (default),
average, low, or low-to-high price range, select
the appropriate option button. Prices are calcu-
lated based on recent sale prices of comparables.

If you want to manually specify a price or price
range, select the Manual option button, then
select the appropriate option button below. Type
the prices in the text boxes. (For example, if you
want to specify a low-to-high price range, type the
low price in the Range low text box and the high
price in the High text box).

Click OK to exit this page and return to the [Pre-
sentation type] for [seller name] page.

5. The bottom part of the [CMA/HMR] for [seller name]

page, or the top part of the Buyer presentation for
[buyer name] page, shows you the comparables
used in the presentation.

You can add, edit, and reorganize the comparables

by using the links at the bottom of the page. See
“Working With Comparables” on page 348.
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6. You may filter the comparables you see by setting
the View by status drop-down list. For example, to
only see current listings, select Current listing
from the drop-down list. For more information about
comparables, see “Viewing or editing comparables”
on page 350.

7. If you want to reformat the presentation, click View
or edit presentation from the action menu. See
“Formatting a presentation” on page 359.

8. If you want to print the presentation, click Print
from the action menu. See “Printing a presentation”
on page 362.

9. If you want to delete the presentation, click Delete
from the action menu. See “Deleting a presentation”
on page 363.

Formatting a After you have created a presentation, you can adjust the
presentation _forr_ngt of the presente}tlon before you use it. You can modify

individual pages, modify the layout, rearrange the page
sequence or apply a new template.

To edit or reformat a presentation:

1. From the Presentations page, highlight a
presentation you want to reformat.

2. Click View or edit from the action menu.

The [Presentation type] for [buyer name/seller name]
page opens.

3. Click View or edit presentation from the action
menu.

The first page of the presentation is displayed.

Editing presentation pages

1. From the [Presentation type] for [buyer name/seller
name] page, use the drop-down list to select the
page you want to edit.

2. Click Edit page from the action menu.

The selected page opens in editing mode.
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3. Edit the page as desired, using the word processor
and the hyperlinks, then click OK. See “Using the
word processor” on page 238, “Inserting pictures,
text, and marketing links” on page 245, and
“Working With Comparables” on page 348.

4. To add, reorganize, or apply a different template to
the presentation, click Organize pages from the
action menu on the [Presentation type] for [buyer
name/seller name] page.

The Pages for [Presentation type] - [property address]
page opens.

Adding additional pages

1. To add additional pages to the presentation, click
Add from template from the action menu.

The Add pages from a template page opens.
2. Use the Select category and Select template
drop-down lists to choose a category and template

from which you can select a page.

3. Highlight the page or pages you want to add to the
presentation, and click OK.

4. The pages are added at the end of the list of
presentation pages. Move them to the desired
location by rearranging the page order.

Rearranging the page order

1. Select the page or pages you want to move in the
list.

2. Click either the Move up or Move down links,
located in the bottom right corner of the page, until
the page is positioned where you want it.

Deleting pages

1. To remove a page, select the page you want to
remove.

2. Click Delete from the action menu.
The Delete page(s) dialog box opens.

3. Click Yes to confirm the deletion.
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Using a different template

1. To apply a different template to the presentation,
click Apply template from the action menu.

The Apply new template for presentation warning box
opens.

2. Click OK to proceed.
The Select template page opens.

3. Use the Select category drop-down list to choose
a category. The names of the templates are listed in
the grid. Highlight a template and click OK.

The selected template’s pages appear in the Pages for
[Presentation type] for - [property address] page.

4. Click Close when you are satisfied with the new
page arrangement.

The [Presentation type] for [contact name] page
reopens.

Changing the stationery

1. To change a page’s stationery, use the drop-down
list to select a page you want to work with.

2. Click Customize stationery from the action menu.

For more information on changing the stationery for the
specified presentation, see step 3 on page 329.

PUb|IShIng aHome Unlike CMAs and Buyer Presentations, Home Market Reports
(HMR) can be published to a site before they are sent to a

Market Report customer. If you modify a published HMR, you can re-publish
it to the same URL to which it was originally published. This
ensures that all customers who have received a link to this
report will be able to access the latest HMR. The link to the
published site can also be added to the Marketing links page.
This enables you to reuse this link multiple times.

To publish an HMR

1. On the Presentations menu, click My
Presentations.

2. Locate the HMR you wish to publish.
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If the HMR has not been published, click the Publish
and create marketing link action menu item. The HMR
is published and added to the Marketing link page.

- or -
If the HMR presentation was previously published, click
the Publish action menu item.

The link in the Marketing link page is updated with the
latest HMR.

3. Optionally do the following:

e Click on the link to view the report in a separate
window.

« Select the Marketing Link Category under which
you wish to save this link.

e Enter a custom name for the link.

4. Click OK.
Printing a There are several places from which you can print the selected
presentation presentation.

To print a presentation from the Presentations page:

1. Point to Presentations, then click My
presentations.

The Presentations page opens. By default, all your
presentations are listed.

2. Optionally select the type of presentation to display.

Presentations matching your filter settings appear in the
grid. You'll see information about the date and time a
presentation was created, its subject property address,
contact name, presentation type (CMA, buyer, HMR or
Community Report), and whether the presentation has
been published to the Web.

3. Select the presentation you want to print, then click
Print from the action menu.

The Print pop-up window opens.
4. Set your printer options:
< In the Page range section a list of pages in the
presentation is displayed. Determine which pages
you want to print by selecting one of the following

option buttons: All pages, Current page, or
Selected pages.
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« Specify the Printer, Paper Size, and Paper
Source using the drop-down lists.

+ Click OK.

To print a selected presentation while viewing or editing it:

1. From the Presentations page, highlight a
presentation from the list.

2. Select the presentation and then click View or edit
from the action menu.

* Click Print from the action menu on this page; or

e Click View or edit presentation from the action
menu to open the [Presentation type] for [prop-
erty address] page and click Print from the action
menu at this location.

3. Specify your Page range and printer options, then
click OK.

Deleting a To delete a selected presentation:

presentatlon 1. Point to Presentations, then click My

presentations.
The Presentations page opens.

2. Select the presentation you want to delete, then
click Delete from the action menu.

The Delete dialog box opens.

3. Click Yes.
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About emailing
presentations

Because presentations
can have a large file size,
it is recommended to
email your presentations
as links to the Web. Some
email accounts will not
accept large attachments,
and users may be
reluctant to open
attached files because of
the fear of viruses.

Presentations are
published to the Web as
Adobe Acrobat Portable
Document Format (PDF)
files.
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Publishing And Emailing A
Presentation

You can email presentations by publishing the presentation to
the Web as a PDF file, and then emailing the link. When the
recipient clicks on the link, your presentation will open in their
web browser. However, the presentation will not be published
and the email will NOT be sent until a synchronization with
Top Producer 7i has been performed.

You can also email HMRs as PDF attachments (see step 4
below). However, to email a CMA, buyer presentation or
Community Report as a PDF attachment, you must save it as a
PDF file first, and then manually attach it to an email. For more
information on saving a CMA or buyer presentation as a PDF
file, see “Saving A Presentation As A PDF File” on page 367.

To email a presentation as a link to the Web:

1. Point to Presentations, then click My
presentations.

The Presentations page opens.

2. Highlight the presentation you want to email, then
click Send from the action menu.

A dialog box opens telling you that the presentation will
be published AFTER a synchronization with
Top Producer 7i has been performed. Click OK.

If you're publishing a presentation that has already been
published, you’ll overwrite the existing PDF with the new
publication.

Note: If you are creating an HMR, skip to step 5.

3. From the Publishing options pop-up window,
specify:
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a) the presentation’s file size by choosing the
Small, Medium, or Large option button. If you
choose Small, the presentation will take up less
space in your storage area on the Web. However,
the presentation’s quality diminishes when you
choose a smaller file size.

b) the pages you want to publish by selecting either
the All pages or Selected pages option button.
If you choose the Selected pages option,
specify the pages you want to publish by
highlighting the pages in the Selected pages
grid.

¢) click OK and skip to step 6.

. From the Send Home Market Report pop-up

window, specify how you want to send the report.
To:

e send the HMR as a URL link of the .PDF format,
select the Send Home Market Report as a
hyperlink with a thumbnail preview option.
Once the email has been received, clicking the link
or double-clicking the thumbnail will open the .PDF
version of the HMR in a separate window.

e send the HMR as a .PDF attachment, select the
Send Home Market Report as an Adobe®
.PDF attachment option. If you choose this
option, the email's size will be much larger than if
you send the report as a link/thumbnail.

« apply the setting you just specified to all HMRs you
send, select the Always use the above selec-
tion and never display this message again
check box. This setting can be changed at a later
date from the Preferences page. For more infor-
mation on setting preferences, see “Setting Gen-
eral Preferences” on page 41.

e click OK.

When the presentation has been published, the Send
[Presentation type] page opens.

. The Category and Template drop-down lists are

automatically filled in with the presentation’s
category and template information. Use the drop-
down lists to choose another category and template,
if you want, then click the Use this template link.
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6. The To text box is automatically filled with the

default email address of the presentation’s primary
contact. To add additional email addresses, click the
To link.

The Select contacts page opens.

Search for and select other contacts to email the
presentation link to. Click OK.

The Send [Presentation type] page reopens.

. You can:

< modify the subject line

e add attachment files

* add text to the body of the email

e insert a merge code or link

« specify whether to include a predefined signature

For more information about how to do all these things,
see “Composing And Sending Email” on page 282.

. After you’'ve finished creating the email, click Next.

The View or edit email for [contact nhame] page opens,
showing you exactly how the email will appear to the
recipient(s).

If you're NOT satisfied, click Previous and modify
the email as necessary. Otherwise, click Send.

The presentation will be published and an email will be
sent to the specified contact(s) AFTER a synchronization
with Top Producer 7i has been performed. For more
information on performing a synchronization, see
“Synchronizing Your Database With Top Producer 7i” on
page 65.
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Saving A Presentation As A
PDF File

You can save a presentation onto your computer as an Adobe
Acrobat Portable Document Format (PDF) file. You can then
save the file onto removable media (for example a floppy disk),
or email the file as an attachment. For example, you could save
a presentation onto a floppy disk to take to a commercial
printer for printing.

Note: At any time when you are working in the
Presentation manager, Presentation details
or Presentation editor pages, you can click
Save as file from the action menu.

To save a presentation as a PDF:

1. Point to Presentations, then click My
presentations.

The Presentations page opens.
2. Highlight the presentation you want to save.

3. Click Save as file from the action menu.
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The File options pop-up window opens.

File options
Size

Saving a presentation to the smallest size allows itto
he viewed faster. However, the presentation's guality
diminishes when you choose a smaller size.

1 Small ® Medium ) Large

Pages to include

@ Allpages (O (") Selected pages

FPages selected
Cover page

Cover padge with phato
Cover [etter

Tahle of contents
Adent resume b

H

OK  Cancel

4. Specify:

- the presentation’s size by choosing the Small,
Medium or Large option button. If you choose
the Small option, the presentation will take up
less space. However, the presentation’s quality
diminishes when you choose a smaller file size.

- the pages you want to include by selecting either
the All pages, Current page, or Selected pages
option button.

If you choose either Current page or Selected
pages, highlight the pages you want to include in
the Pages selected grid.

5. Click OK.

The Save as pop-up window opens.

6. Browse to the location on your computer where you
want to save the file. Type a name for the file in the
File name text box.

7. Click Save.

You will now have a copy of the presentation which can
be viewed using the freely available Adobe Acrobat
Reader.
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You can also export data
directly from the Presenta-
tion for [contact] page
(see “Creating a CMA” on
page 340).
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Exporting CMA Presentation
Data To Top Presenter 2.0

You can easily export CMA presentation data into

Top Presenter 2.0, where you can create a multimedia
presentation. To do this, you must have Top Presenter 2.0
installed on the same computer you are using Top Producer 7i
Remote on.

To export your CMA presentation data to Top Presenter 2.0:

1.

Point to Presentations and click My
presentations.

Select the CMA that you want to export and click
Send to TOP PRESENTER.

The Select presentation style page opens. This page
allows you to select the style that will be used for the
presentation in Top Presenter 2.0.

. Select a presentation template from the Sort by

drop-down list box, or select All to view all available
presentation styles.

Select the style you want the presentation to use in
Top Presenter 2.0 from the Presentation style list,
then click Send.

When the data have been sent to Top Presenter 2.0, the
Exporting CMA data is complete message box appears.

. Click OK.

The CMA will now be available in Top Presenter 2.0.

369



Managing Marketing Links

Managing Marketing
Links

In this chapter:

e “Accessing the Marketing links library” on page 371

e “Creating a new marketing link” on page 371

e “Viewing or editing marketing link templates” on page 373
e “Copying link templates” on page 374

e “Renaming link templates” on page 374

e “Deleting link templates” on page 374

e “Sending marketing links to your contacts” on page 375

e “live preview” on page 375
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Accessing the
Marketing links
library

Creating a new
marketing link

For more information on
adding, renaming, or
deleting categories, see
“Working With Template
Categories” on page 226.
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Working With Marketing
Links

If you have marketing materials published on the Internet on
your own or other web sites, you can send your contacts links
to these materials.

To access the Marketing links library:

1.

2.

Point to Mail, then click Communication library.

Click the Marketing links tab. From this page, you
can maintain a library of commonly used Internet
links (URLS).

Before you can send your published marketing materials to
your contacts, you must create a new marketing link.

To create a new marketing link from the Communication library:

1.

Select a category from the List of categories drop-
down list box.

. Click Create new from the action menu.

The New marketing link page opens.

In the Enter the URL or web site address for
this link field, type the full URL to the web site you
are creating a link to. For example: "http://
www.website.com/mysite.htm"

Complete the Enter the new marketing text for
this link field. This will be the text people will click
to view the link. For example: "Click here to view
this great property!."

Type a description in the Enter a description for
this link field, for your own reference.

Click OK.

The Save template dialog box opens.
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Use the drop-down list box to select a category in

which to save the template, then type a name for

the template and click OK.

. When finished creating your template, click Close.
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Viewing or editing
marketing link
templates
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Working With The
Marketing Links Library

The Marketing links page in the Communication library enables
you to create and manage a list of Internet links and web site
addresses. Set up topical categories to contain related links. If
you want, you can send a marketing link via email. However,
the email will NOT be sent until a synchronization with

Top Producer 7i has been performed. For more information on
performing a synchronization, see “Synchronizing Your
Database With Top Producer 7i” on page 65.

For instructions for working with template categories, see
“Working With Template Categories” on page 226.

You can view, edit, copy, rename, and delete existing
marketing link templates.

To view or edit a selected marketing link template:

1. From the Marketing links tab, select the category
in which the link template you want to view or edit,
belongs.

The link templates that are part of the selected
category, are listed on the page.

2. Click the Name heading (or the little black arrow)
to sort the links in ascending or descending order.

3. Highlight the link template in the list, then click
View or edit from the action menu.

The View or edit marketing link [template name] from
category [category name] page is displayed.

The URL or web site address, marketing link text and
description are displayed.

4. Make any necessary changes, then click OK.
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COpylng link Copying templates is a good idea when you want to personalize
templates a default marketing link template.

To copy a selected marketing link template:

1. From the Marketing links tab, select the category
in which the link template you want to copy,
belongs.

2. Highlight the link template in the list, then click
Copy from the action menu.

The Copy marketing link [template name] from
[category name] category pop-up window opens.

3. Specify a new marketing link template name in the
text box, or accept the existing name with a (1)
appended to the name.

4. Select the category to which you want to copy the
link template to, and click OK.

Renaming link You cannot rename a marketing link in a default category. You
must select a personal category before you can rename the
templates oy

To rename a selected marketing link template:
1. From the Marketing links tab, select the category
in which the marketing link template you want to
rename, belongs.

2. Highlight the link template in the list, then click
Rename from the action menu.

The Rename [template name] marketing link in
[category name] category pop-up window opens.

3. Specify a new name for the link template in the text

box.
4. Click OK.
Deleting link You cannot delete a marketing link in a default category. You
templates :2;1:&216?“ a personal category before you can delete the link

To delete a selected marketing link template:

1. From the Marketing links tab, select the category
in which the link template you want to delete,
belongs.
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2. Highlight the link template in the list, then click
Delete from the action menu.

The Delete [template name] marketing link from
[category name] category message box opens.

3. Click Yes to confirm the deletion.

Sending marketing You can email marketing links to your contacts, so that they
links to your may view any published marketing materials that you have

posted on a web site.
contacts

1. From the Marketing links page, highlight a link in
the list.

2. Click Send from the action menu.
The Mass email page opens.

3. For in-depth information on this feature, see
“Sending library email to contacts” on page 304.

Note: The email will NOT be sent until a synchro-
nization with Top Producer 7i has been per-
formed. For more information on performing
a synchronization, see “Synchronizing Your
Database With Top Producer 7i” on page 65.

Live preview The Live preview feature allows you to view the marketing link
in your web browser. However, since the Live preview feature
requires an Internet connection, this feature is NOT available
in Top Producer 7i Remote. To use this feature, log into
Top Producer 7i. For more information, see the Top Producer 7i
documentation.
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Working With Listings
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In this chapter:

“Creating And Specifying Information For A Listing” on page 377
“Working With Marketing Service Reports” on page 395

“Viewing Or Editing Property Statistics” on page 407

“Viewing, Adding Or Deleting Property Photos” on page 408
“Viewing All The Activities That Have Been Performed For A List-
ing” on page 410

“Mailing Agents Who Have Shown A Listing” on page 414
“Turning A Listing Into A Closing” on page 416

“Viewing A Seller’s Contact Record” on page 417

“Setting How To Calculate Expiration Dates And Automatic Re-
minders” on page 418

“Deleting A Listing” on page 421
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For more information
about creating flyers, see
“Creating A New Flyer” on
page 309.

Creating a listing

You can create a listing
from the Current listings
page, which lets you view
a summary of all the
listings in

Top Producer 7i Remote,
by clicking Create listing
from the action menu.
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Creating And Specifying

Information For A Listing

Once you create a listing, you can specify a variety of
information about the listing, such as property features that
are excluded in the sale, marketing information that should go
into any flyers created for the listing, as well as associated
sellers. You can also add activities, such as phone calls and
appointments, that should be performed to help sell the listing.

This section is meant to help you create a listing from scratch,
as well as modify the information for a listing that has already
been created.

This section tells you how to:

create a listing (see page 377).

view an existing listing (see page 379).
modify a listing (see page 379).

assign activities to a listing (see page 384).
add miscellaneous notes (see page 388).

specify property features to include or exclude (see
page 389).

specify flyer information (see page 390).
specify seller information (see page 390).
apply a marketing service report (see page 393).

Once you have a property to sell, create a listing record for the
property.

To create a listing:
1. Point to Listings, then click Create listing.

The Create listing page opens.

If you want to search for the contact that you are
creating the listing for, in the Search by section
select one of the following:

* Seller — Select this option button if you want to

search for the seller. In the First name and Last
name text boxes, type the first and last name of
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the seller you want to create the listing for, then
click Next. Skip to step 5.

e Address — Select this option button if you want to
search by the contact’s address. In the House
number and Street name text boxes, type in the
house number and street name of the contact you
want to create the listing for, then click Next. Skip
to step 5.

If you want to create a new contact for this listing,
select the Don’t search, 1 will create a new
contact record for this listing check box.

. Click Next to display the Detailed contact entry -

Add new contact page. Enter the contact’s
information, then click OK. Skip to step 6.

Note: If the contact you just created has multiple
properties, the Create listing page opens.
Select the address you want to create the
listing for and then click Next. Skip to step 6.

From the search results page, highlight the contact
you want to create the listing for, then click Next.

Note: If no matches are found, click the Previous
link and re-enter your search criteria.

. To select additional sellers, highlight the contact(s)

in the Available contacts grid and then click the
Add arrow.

Note: You can add as many sellers as you want.

. Click Next.

Note: If you are not subscribed to a team or part-
nership version of Top Producer 7i, skip to
step 10.

. To select listing agents, highlight the agent(s) in the

Available agents grid and then click the Add
arrow.

. Click Next.

378



Working With Listings

The Service report tab
lets you generate a report
of services that have been
performed in order to sell
a new listing. If you are
creating a listing, it's
likely that no services
have been performed yet.
For more information
about service reports, see
“Working With Marketing
Service Reports” on

page 395.

Viewing an
existing listing

Modifying a listing
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Listing plans appear on a separate page.

10. Select the listing plan you want to apply, then click
Finish. For more information about listing plans,
see “Action, Listing And Closing Plans” on page 165.

The Listing details for [seller] page opens. The activities
that belong to the listing plan you selected appear in the
Activities tab.

11. In the top portion of the Listing tab, specify as
much information as you can (for example, specify
List price, Commission, and MLS number.).

To specify terms, click the Terms link, and select an
option from the pick list.

To specify instructions on how to show the listing,
click the How to showv link, and select an option
from the pick list.

This section tells you how to find a specific listing. For more
information about working with the tabs in the listing record,
see the rest of this section.

To view an existing listing:
1. Point to Listings, then click Current listings.
The Current listings page opens.
2. To see:

< listings with a certain status, specify the status
from the View by status drop-down list. Click
Start search.

< listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, see “Specifying Date
Ranges” on page 22.

3. Select the listing you want to view, then click View
or edit listing from the action menu.

The Listing details for [seller] page opens.

This section tells you how to modify a listing’s information. You
can view the listing’s information, add new details, as well as
modify and remove details.

1. Point to Listings and then click Current listings.
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The Current listings page opens.

2. To see:

listings with a certain status, specify the status
from the View by status drop-down list. Click
Start search.

Note:

If you are modifying a listing with a status of
Cancelled, Withdrawn, Closed/Paid
(when NOT linked to a closing), Expired, or
Closed/Paid Transferred (when linked to
a closing), certain options will NOT be avail-
able. For more information on working with
frozen listings, see “Changing a listing’s sta-
tus” on page 383.

listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information on specifying a date
range, see “Specifying Date Ranges” on page 22.

3. Select the listing you want to view, then click View
or edit listing from the action menu.

The Listing details for [seller] page opens.

4. To modify any addresses associated with the listing:

click the listing’s address in the top left of the
page.
The Select address page opens.

select the address you want to modify and then
click View or edit address from the action menu.
The Primary property details for [contact] page
opens.

modify the address information by typing in the
appropriate fields, or using the drop-down lists
and list icons.

Note:

The Direction prefix drop-down list lets
you select whether a direction appears
before a street name, such as W 29th. If the
direction appears after the street name,
such as 29 W, use the Direction suffix
drop-down list instead.

add property notes in the Property notes tab. For
more information on working with notes, see
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“Managing notes from the contact record” on
page 87.

add tenant information by clicking Add tenant
information from the action menu. Click OK to
return to the Listing details for [contact] page. For
more information on entering tenant information,
see “Adding tenant information for a property” on
page 103.

click Close to return to the Select address page.

click OK to return to the Listing details for [con-
tact] page.

5. To modify the:

Listing date — Type the date the listing takes
effect (if it is other than today’s date), or click the
calendar icon to select a date.

Expires — Type the date the listing expires, or
click the calendar icon to select the listing’s expiry
date. When the specified expiry date arrives, the
listing’s status will automatically change to
Expired and the listing activity reminders will stop
being displayed in Today’s business. For more
information on working with Today’s business, see
“Working With Today’s Business” on page 189.
Expiration reminder — Type the listing’s expiry
reminder date, or click the calendar icon to select
the listing’s expiry reminder date. If you set up the
General preferences option to display listing
expiration reminders upon login, the Listing expi-
ration reminder page will be displayed to remind
you of this expiration date in advance. For more
information on setting preferences, see “Setting
General Preferences” on page 41.

Listing term (days) — Type the number of days
the property has been listed. The number auto-
matically reflects the difference between the List-
ing date and the Listing expiry date.

List price — Type the list price of the property.
Commission — Type the commission amount you

stand to make on the sale of the property in the
Commission text box.

Source — Click the list icon to select a preset item.
Use the item that best describes the source of the
listing, such as Ad, Referral, Sphere of Influ-
ence, Past client, For Sale by Owner
(F.S.B.0O.), Expired listing.

House style — To change the house style of the
listing property, type a descriptor in the text field,
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or click the adjacent list icon to select a preset
item.

Sign placed — The Sign placed check box should
only be selected when the “for sale” sign has actu-
ally been placed on the property. Click the check
box to indicate that the “for sale” sign has been
placed.

Lock box number — Enter the number of the lock
box if one has been installed on the property.

MLS number — Type the listing’s MLS number in
the MLS number text box field if you are upload-
ing this listing to a web site.

Terms — The Terms text box is used to record
financial requirements that are particular to the
contact. For example, a seller might require that
potential buyers have pre-approved financing.
Enter any specific terms, or click the Terms link to
select a common transaction term from the pick
list.

How to show — This field is used to record the
methods you may use to show the contact’s prop-
erty. For example, the seller might stipulate that
all showings are “By appointment only” or that
they “Require 24 hours notice”. Enter the showing
methods/restrictions, or click the How to show
field link to select an item from the pick list of com-
mon showing arrangements.

Property type — Enter the type of property (i.e.
Commercial/Industrial land; New single
family); or click the list icon to select a preset
item.

Status — Use the drop-down list box to select the
status of the listing. If you change the status to
anything other than Active or Pending showing,
and there are activities that you have not yet com-
pleted, the Stop reminders dialog box will be dis-
played. Clicking Yes will remove the activity
reminders from Today’s business.

6. To add or edit a closing activity or a listing plan,
click the Activities tab. For more information on
listing activities, see “Assigning activities to a
listing” on page 384.

. Enter notes related to the listing under the Notes
tab. For more information on working with notes,
see “Managing notes from the contact record” on
page 87.
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8. Click the Include/Exclude tab to create and
maintain two lists that detail which property
features do and do not come with the property after
the sale. For more information, see “Assigning
activities to a listing” on page 384.

9. The Flyer information tab lets you enter short
descriptions to be used when creating flyers for the
selected listing. For more information, see
“Specifying flyer information” on page 390.

10. To view the sellers associated with the listing, click
the Sellers tab. For more information, see
“Specifying seller information” on page 390.

11. If you are part of a team account, click the
Agent(s) tab to view agents associated with the
displayed listing. For more information, see
“Managing listing agents” on page 392.

12. To apply automatic marketing report plans, view,
edit, or delete service reports, click the Scheduled
reports tab. For more information, see “Applying
marketing service report plans” on page 393.

When a listing’s status changes to Cancelled, Withdrawn,
Closed/Paid (when NOT linked to a closing), Expired, or
Closed/Paid Transferred (when linked to a closing), the
listing will become “frozen”, thereby disabling some of the
action menu items and locking certain listing details.

The following action menu items are disabled for the listing
record:

= Create closing
< View or add property photos
< Create flyer

On the Listing details for [contact name] page, the following
are locked:

e Listing address hyperlink
« Source field
» House style field

« Activities tab (Add, View or edit, Delete, or Select
plan hyperlinks)

e Sellers tab (Remove and Add from address book
hyperlinks)

Note: For frozen records, you can still edit the con-
tact’s record and the data will be saved in
the Address book. However, the snapshot
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“Action, Listing And Closing
Plans” on page 165.
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information will NOT be updated on the List-
ing details for [contact nhame] page.

If you selected a listing plan when you first created the listing,
(see step 4 of “To create a listing:” on page 377) the activities
that belong to the listing plan you selected appear in the
Activities tab.

You can:

add an activity (see page 384).

mark an activity done (see page 386).

view or edit an activity (see page 386).

delete an activity (see page 387).

apply and unapply a listing plan (see page 387).

specify whether you want the listing’s activities to appear
in Today’s business (see page 388).

To add a new activity:

1.

In the Activities tab, click Add.
The Add new activity page opens.

Specify what type of activity you want to create by
selecting the appropriate option button, then click
Next.

The Add a listing [activity type] page opens.

In the Activity details section, specify the
particulars of the activity, including a brief
description about the activity and who the activity is
assigned to. The Contacts field will automatically
display the name(s) of the seller.

Note: Depending on the activity-type you are cre-
ating, the fields in this section will vary.

In the Activity dates section, specify whether the
activity date should be fixed or auto-adjusted:

* to make the activity due on its specified date
regardless of whether there is a change in either
the listing or expiry date, select the Fixed date
option button.

« to automatically reschedule the activity due date if
the listing date changes, select the If the listing
date changes auto-adjust option button. If the
listing date changes, then the activity will be

384



Working With Listings

For more information
about working with
Today’s business, see
“Working With Today's
Business” on page 189.

Setting a drop off value is
particularly useful if you
suspect that the activity
may NOT be completed on
the scheduled date.
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5.

rescheduled to occur the same number of days
earlier or later (for example, if the listing date is
moved one week later, then the activity date will
be moved one week later as well).

« to automatically reschedule the listing activity due

date if the listing expiry date changes, select the
If the expiry date changes auto-adjust option
button. If the expiry date changes, then the activ-
ity will be rescheduled to occur the same number
of days earlier or later (for example, if the expiry
date is moved one week later, then the activity
date will be moved one week later as well).

In the Reminder and Drop off section, specify
whether you want to be reminded of the activity or
remove the activity from Today’s business after a
certain amount of time:

if you want to be reminded (from Today’s busi-
ness) a certain number of days before the activity
is scheduled to occur, set the Remind me field.
Either type the number of days in the text box or
use the spin buttons.

if the system detects a Palm device, you can set an
alarm on your Palm device. Check the box to set
an alarm on your Palm device. Use the spin but-
tons to set the you want to be notified, before the
appointment. The system must be synchronized
with the Palm device before the alarm is displayed.

Note:

When the Remind me field is set to zero,
you will be reminded (from Today’s busi-
ness) to perform the activity on the same
day it is scheduled to occur.

if you want the activity to be removed from
Today’s business after a certain number of days,
select the Apply drop-off to Today’s business
check box. Type a value directly in the second field
or use the spin buttons. (If you set the Drop off
value to 5, you will be reminded in Today’s busi-
ness to perform the activity for 5 days after the
activity’s scheduled date.)

Note:

When the Apply drop-off to Today’s busi-
ness check box is cleared, the activity will
remain in Today’s business until you mark it
done.

6. Click Finish.
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The Listing details for [seller] page reopens.

To mark an activity done:

1.

5.

In the Activities tab, select the activity you want to
mark done, then click Mark done.

The Mark done dialog box opens.

Click Yes.

The Add activity to service report dialog box opens.
Click Yes to add the activity to the service report.

The Add activity for [Listing address] pop-up window
opens.

Specify:

= the activity’s description by typing in the Descrip-
tion field, or click the list icon to select a preset
item.

« the activity’s date by typing in the Date field, or
clicking the calendar icon.

< the time of the activity by typing in the Time field,
or by using the spin buttons.

< the total cost it took to perform the activity by typ-
ing a value in the Cost field.

= any details for the activity by typing in the Details
section, or click the Details link to select a preset
item.

Click OK.

To view or edit an activity:

1.

In the Activities tab, select the activity you want to
view or edit, then click View or edit.

The View or edit [activity type] for [seller] page opens.

The fields in this page are the same ones you saw when
you created the activity, except for a few additional
fields in the Activity dates section. Depending on the
type of activity you are viewing or editing, these
additional fields will vary.
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2. If you want to edit whether the activity date should
be fixed or auto-adjusted, proceed to step 3.

If you are finished viewing or editing the activity,
skip to step 4.

3. In the Activity dates section, edit whether the
activity date should be fixed or auto-adjusted:

* to make the activity due on its specified date
regardless of whether there is a change in either
the listing or expiry date, select the Fixed date
option button.

e to automatically reschedule the activity due date if
the listing, expiry, closing or acceptance date
changes, select the If the listing/Zexpiry/clos-
ing/acceptance date changes auto-adjust
option button. If the listing, expiry, closing or
acceptance date changes, then the activity will be
rescheduled to occur the same number of days
earlier or later (for example, if the listing date is
moved one week later, then the activity date will
be moved one week later as well).

- if the activity is related to another activity, select
the If preceding activity changes auto-adjust
option button, then select the preceding activity
from the drop-down list.

Note: You can NOT clear or change the preceding
activity in the drop-down list. To do this,
select the Fixed date option button.

4. When you're finished viewing or editing the activity,
click OK.

The Listing details for [seller] page reopens.
To delete an activity:

1. In the Activities tab, select the activity you want to
delete, then click Delete.

The Delete activity dialog box opens.
2. Click Yes.
To apply and unapply a listing plan:

1. In the Activities tab, click Select plan.
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The Select listing plan pop up window opens. The Select
listing plan pop up window shows you all the available

listing plans and the plans that have been applied to the
listing.

2. To:

e apply a plan, from the Available plans column,
select the plan you want to apply, then click Add.

< unapply a plan, from the Current plans column,
select the plan you want to unapply, then click
Remove.

3. Click OK.

To specify whether you want the listing’s activities to appear in
Today’s business:

1. You can specify whether you want the listing’s
activities to appear in Today’s business by selecting
or clearing the Stop reminders check box in the
Activities tab.

2. To make the listing’s activities:

< NOT appear in Today’s business, select the check
box.

e appear in Today’s business, clear the check box.

Addlng You may want to add miscellaneous notes about the listing or
; about the seller. You can do this after you create a listing, in
miscellaneous the Notes tab of the listing record. For more information about

notes creating a listing, see “Creating a listing” on page 377.

This section tells you how to:
< write your own note
= pick from a list of existing notes
« edit an existing note
* print a listing’s notes

To work with a listing’s notes:
1. In the Notes tab, click Add new.

2. To write your own note, click Add new and begin
typing your note.
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For more information
about pick lists, including
how to add an item to a
pick list, see “List Icons”
on page 19.

Specifying
property features
to include or
exclude in a sale

For more information
about pick lists, including
how to add an item to a
pick list, see “List Icons”
on page 19.
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10.

To pick from a list of existing notes already in your
system, click Pick from list.

The Listing notes pop up window opens.

Select a note, then click OK.

To edit an existing note, click where in the note you
want to make the edit and begin typing your

change.

To print the notes, click Print notes.

The Top Producer 7i Report -- Print Notes page opens.
Click the Print icon at the top of the page.

The Print pop up window opens.

Specify print options and then click Print.

. To view the next 10 notes (if there are a lot of notes

added to the listing) click View 10 more.

To show ALL the listing’s notes, click View all.

You can specify what features of a property will be included or
excluded after a sale. For example, if an owner does NOT want
to include their above ground pool in the sale of their home,
this would be a property-feature to put in the exclusion list.

You can do this after you create a listing, in the Include/
Exclude tab of the listing record. For more information about
creating a listing, see “Creating a listing” on page 377.

To specify property features to include or exclude in a sale:

1.

You can add property features in the Include/
Exclude tab by either:

* picking from a list of existing items

< typing the feature directly into Top Producer 7i
Remote

To pick from a list of existing items, click either
Include or Exclude.

The Include/Exclude pop up window opens.

Select the item to include or exclude, then click OK.

389



Working With Listings

Specifying flyer
information

Specifying seller
information

Top Producer 7i Remote User Guide

4. The item you selected appears in either the Include
or Exclude column, depending on whether you
specified a feature to include or exclude in the sale.

5. To type the feature directly into Top Producer 7i
Remote, click the (To add new item, click here)
phrase, which appears in red.

Your cursor appears, which lets you know you can type
the feature you want to include or exclude.

6. If you'd like to type another feature, press the
[Enter] key to create a new line, then start typing.

7. To edit an existing feature, click the feature, then
type the edit.

8. To delete an existing feature, click the feature, then
press the [Delete] key.

You can specify information about a listing that will automati-
cally appear if the corresponding merge code is used when the
flyer is created. For more information about creating flyers, see
“Creating A New Flyer” on page 309.

You can do this after you create a listing, in the Flyers tab of
the listing record. For more information about creating a listing,
see “Creating a listing” on page 377.

To specify flyer information:

1. In the Description column, type a formal
description of the property. For example, “This is a
four-bedroom rancher with an ocean view that is
only five minutes away from schools and shopping.”
Whatever you type in this column will automatically
appear when the FLYER_DESCRIPTION merge
code is used in the flyer.

2. In the Flyer text column, type information about
the home that has a marketing slant. (For example,
“Grab this one before it's gone! Beach front property
at this price is a rare opportunity!) Whatever you
type in this column will automatically appear when
the FLYER_TEXT merge code is used in the flyer.

If any sellers are associated with the listing, you can add them
to the listing record. To add a seller to the listing, however, the
seller must have a contact record in Top Producer 7i Remote.
For more information about working with contacts, see
“Managing Contacts” on page 69.

You can also:
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To clear your search
criteria, click Clear
search.

To remove any contacts
you may have selected,

select the contacts from
the right column, then

click Remove.
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remove a seller

view a seller’s contact record

send an email to a seller

send a letter, envelope, label or postcard to the seller

You can do this after you create a listing, in the Sellers tab of
the listing record. For more information about creating a listing,
see “Creating a listing” on page 377.

To specify seller information:

1. To add a seller, click Add from address book.

Note: To add a seller, the seller must have a con-
tact record in Top Producer 7i Remote. If
you want to add a seller who does NOT have
a contact record, you must first create a con-
tact record. For more information about cre-
ating a contact record, see “Creating a
contact record” on page 72.

The Select contacts page opens.

To search for a specific contact, select the
appropriate option button for the type of search
criteria you’d like to use, then specify the
corresponding information in the fields below. For
example, if you select Name, specify a first or last
name, or a company name. (You may use
incomplete search criteria, such as “Smi” or
“Smith™.)

Click Start search.

The contacts matching your search criteria appear in the
left column.

Select the contact(s) you want to designate as
sellers who are associated with the listing, then click
Add.

The selected contacts move to the right column.

Click OK.

The Sellers tab reappears.

. To remove a seller from the listing, select the seller,

then click Remove.

The Remove seller dialog box opens.
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7. Click Yes.
The seller is removed.

8. To view the contact record for a seller, select the
seller, then click View contact.

The Contact details for [seller] page opens. You can
modify the seller’s contact record, if necessary. For
more information, see “Modifying a contact record” on
page 81.

9. To send an email to a seller, select the seller, then
click Send email.

Note: The email will NOT be sent until you perform
a synchronization with Top Producer 7i. For
more information on performing a synchro-
nization, see “Synchronizing Your Database
With Top Producer 7i” on page 65.

The Mass email page opens. For more information about
sending a mass email, see “Sending Mass Email” on
page 286.

Note: If there is no email address specified in the
contact’s record, you will NOT be able to
click Send email. For more information
about contact records, see “Managing Con-
tacts” on page 69.

10. To send a letter, envelope, label or postcard to a
seller, select the seller, then click Perform mail out.

The Perform mail out — select template page opens. For
more information about sending a letter, envelope, label

or postcard from this page, see “Performing A Mail Out”
on page 268.

Managing Iisting If you are part of a team account, click the Agent(s) tab to
agents display agents associated with the displayed listing.

1. From the main menu, point to Listings and then
click Current listings.

The Current listings page opens.

2. Select a listing and then click View or edit listing
from the action menu.
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The Listing details for [contact nhame] page opens.
3. Click the Agent(s) tab.

All agents involved with the displayed listing are
displayed.

4. To add an agent:

* Click the Add or Remove link.
The Agent(s) page opens.

e Select the agent you want to add from the Avail-
able agents grid, and then click the Add arrow.
The agent's name appears in the Selected
agents grid.

* Click OK from the control menu to return to the
Listing details for [contact nhame] page.

5. To remove an agent:

e Click the Add or Remove link.
The Agent(s) page opens.

« Select the agent you want to remove from the
Selected agents grid, and then click the Remove
arrow.

The agent's name moves to the Available agents
grid.

* Click OK from the control menu to return to the
Listing details for [contact name] page.

Applylng For each listing, you can apply and remove marketing service
; ; report plans. You can also view all marketing service reports

marketmg Service that have already been generated for a listing, in addition to

report plans reports that are scheduled to be generated in the future. For

more information about working with marketing service
reports, see “Working With Marketing Service Reports” on
page 395.

This section tells you how to:
< apply and remove a report plan
e view a report
< modify a report
* delete a report

You can do this after you create a listing, in the Scheduled
reports tab of the listing record. For more information about
creating a listing, see “Creating a listing” on page 377.
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To apply marketing service reports:

1. To apply or remove a report, click Automatic
reports.

The Marketing report plans page opens.
2. Select the plan you would like to:

= apply, then click Apply from the action menu.

< remove, then click Remove applied from the
action menu.

Note: If you can NOT see Apply in the action
menu, then the plan you have selected is
already applied.

If you can NOT see Remove applied in the
action menu, then the plan is NOT applied.

For more information about the other tasks you can
perform in this page, such as renaming or deleting a
marketing report plan, see “Managing a marketing
service report’s automatic reports” on page 401.

3. To view a report, select the report you would like to
view, then click View report.

The Marketing service report page opens. For more
information about how to fill each field, see “Creating a
marketing service report” on page 395.

4. To modify a report, select the report you would like
to modify, then click Modify report.

The Modify scheduled report page opens. For more
information about how to fill each field, see “To add a
new report:” on page 404.

5. To delete a report, select the report you would like
to delete, then click Delete.

The Delete scheduled report dialog box opens.
6. Click Yes.

The report is deleted.

Top Producer 7i Remote User Guide 394



Working With Listings

Creating a
marketing service
report

Top Producer 7i Remote User Guide

Working With Marketing
Service Reports

The marketing service report feature lets you generate a report
of services that have been performed in order to sell a new
listing.

You can:
e create a marketing service report (see page 395).

e add activities to a marketing service report (see
page 399).

= manage a marketing service report’s activities (see
page 400).

< manage a marketing service report’s automatic reports
(see page 401).

= manage the plans for a marketing service report’s auto-
matic reports (see page 403).

This section tells you how to create a marketing service report,
that can later be printed or published for viewing on the web.

To create a new marketing service report:
1. Point to Listings, then click Current listings.
The Current listings page opens.
2. To see:

= listings with a certain status, specify the status
from the View by status drop-down list. Click
Start search.

< listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, see “Specifying Date
Ranges” on page 22.

3. Select the listing you want to create a marketing
service report for, and then click View or edit
listing from the action menu.

The Listing details for [seller] page opens.
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An alternative way to
access the Marketing
service report page is by
clicking the View report
action menu item from
the Current listings page or
from the Listing tab on
the Listing details for
[seller] page. When the
Report options page
opens, select the
Marketing service report
option button, and then
click Create service
report from the control
menu.
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. Click the Service report tab.

. Click Report from the action menu.

The Marketing service report page opens.

. Select the seller you want to create the report for by

selecting an option from the Create for drop-down
list.

In the Introductory comments and Summary
remarks sections, you can:

« spell check the comments by clicking the Spell
check link.

< add a new comment by clicking either the Intro-
ductory comments and Summary remarks
links.

The Insert comments/remarks page opens.
Specify whether you want to add an introductory
or summary remark by selecting the appropriate
option button.

Click Add new from the action menu.

The Add comment pop-up window opens.

Enter a description and comments in the appropri-
ate sections, and then click OK.

The comment is saved for future use.

Click OK to return to the Marketing service report
page.

« set a comment as default by clicking either the
Introductory comments and Summary
remarks links.

The Insert comments/remarks page opens.
Select the comment you want to set as default
from the Comment description section.

Click Set as default from the action menu.

The word (Default) appears beside the comment.
Each time a service report is created, the default
comment will be applied. However, you can
change the default comment at any time.

Click OK to return to the Marketing service report
page.

e remove a comment by clicking either the Intro-
ductory comments and Summary remarks
links.

The Insert comments/remarks page opens.
Select the comment from the Comment descrip-
tion section, and then click Delete from the action
menu. The Delete comment dialog box opens.
You can NOT delete a comment that is set as
default.
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Click OK to return to the Marketing service report
page.

In the Report options section:

select the Include property picture check box to
include the property picture in the report.

select the Include market data check box if you
want to include marketing data in the report.

select the Include cash expenses check box if
you want to include expenses in the report.

specify marketing data options by clicking the Set
up market data link.
The Service report — market data page opens.

specify advanced report options by clicking the
Advanced report options link.
The Report options page opens.

In the Include/exclude tab specify the informa-
tion you want to include in the report by selecting
the appropriate check box(es).

To save these settings for future use, click the
Remember options link. The Set as default dia-
log box opens. Click OK to set the specified report
options as default. These options will be used
when future listing service reports are created.
However, you can modify these options at any
time.

Click the Load default options link to use default
options you have specified in the past. When the
Restore defaults dialog box opens, click Yes.

Click the Report text tab to specify the report’s
heading and body information. Type the heading
and body information in the appropriate boxes.
To save these settings for future use, click the
Remember options link. The Set as default dia-
log box opens. Click OK to set the specified report
text as default. This text will be used when future
listing service reports are created. However, you
can modify this text at any time.

Click the Load default options link to use the
default text you have specified and saved in the
past. When the Restore defaults dialog box opens,
click Yes.

Click the Colors tab to specify the report’s back-
ground and font colors. Specify the report’s back-
ground and font colors by clicking a color in the
appropriate section. A preview of how the report
will look with the specified colors is displayed on
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the right.

To save these settings for future use, click the
Remember options link. The Set as default dia-
log box opens. Click OK to set the specified set-
tings as default. These settings will be used when
future listing service reports are created. How-
ever, you can modify these settings at any time.
Click the Load default options link to use the
default color settings you have specified in the
past. When the Restore defaults dialog box opens,
click Yes.

e Click OK to return to the Marketing service report
page.

9. In the Service activities section:

« specify the date range of the activities you want to
include on the report by entering a date in the
from and to text boxes, or by clicking the calendar
icons.

< add a showing by clicking Add showing in the
bottom right corner of the page. Enter the show-
ing’s information, and then click OK.
Note: Click Select from Database. Click Add a
new contact. Make sure the Always check for
duplicate contacts check box in general prefer-
ences is selected, if you want to do a duplicate
check, see “Checking for duplicate contacts” on
page 70

« add an activity to the report by clicking Add activ-
ity from the bottom right corner of the page. Enter
the activity’s details, and then click OK.
For more information on entering an activity, see
page 399.

< modify an activity by clicking Change activity
from the bottom left corner of the page. Modify the
activity’s details, and then click OK.
For more information on modifying an activity’s
details, see page 399.

< remove an activity from the report by selecting the
activity and then clicking Delete activity from the
bottom left corner of the page. When the Delete
dialog box opens, click Yes.

10. Once you've finished specifying the report

information, click Save and print later from the
control menu.
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The Print later pop-up window opens.
11. Specify:

e the report’s name in the Report name field.
« the date you want to send the report by typing a
in the Date field, or by clicking the calendar icon.

< who to assign the report to by selecting an option
from the Assigned to drop-down list.

12. Click OK.

The report will be displayed in Today’s business on the
date you specified. For more information about working
with service reports from Today’s business, see

“Working With Service Reports From Today’s Business”

on page 217.
Addlng activities This section tells you how to add activities to a marketing
to a marketing service report.
service report 1. From the main menu, highlight Listings and then

click Current listings.
The Current listings page opens.
2. To see:

« listings with a certain status, specify the status
from the View by status drop-down list. Click
Start search.

< listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, see “Specifying Date
Ranges” on page 22.

3. Select the listing you want to create a service report
for, and then click View or edit listing from the
action menu.

The Listing details for [seller] page opens.
4. Click the Service report tab.
5. To add an activity to the service report:
< click Add activity from the action menu.

The Add activity for [Listing address] pop-up win-
dow opens.
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« enter the activity’s description by typing in the
Description field, or click the list icon to select a
preset item.

= enter the activity’s date by typing in the Date
field, or clicking the calendar icon.

< enter the time of the activity by typing in the Time
field, or by using the spin buttons.

« enter the total cost it took to perform the activity
by typing a value in the Cost field.

e enter any details for the activity by typing in the
Details section, or click the Details link to select
a preset item.

« click OK.

6. Repeat step 5 for each activity that you need to add
to the service report.

7. Click Close to return to the Current listings page.

Managing a This section tells you how to add, modify and delete a
marketing service marketing service report’s activities.
report’s activities To manage a marketing service report’s activities:

1. Point to Listings and then click Current listings.
The Current listings page opens.
2. To see:

< listings with a certain status, specify the status
from the View by status drop-down list. Click
Start search.

< listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, see “Specifying Date
Ranges” on page 22.

3. Select the listing you want to create a service report
for, and then click View or edit listing from the
action menu.

The Listing details for [seller] page opens.

4. Click the Service report tab.

5. To:

e add an activity to the report, click Add activity

from the action menu. Enter the activity’s details,
and then click OK.
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For more information on entering an activity, see
“Adding activities to a marketing service report”
on page 399.

< modify an activity, click Change activity from the
action menu. Modify the activity’s details, and
then click OK.
For more information on modifying an activity’s
details, see “Adding activities to a marketing serv-
ice report” on page 399.

< remove an activity from the report, select the
activity and then click Delete activity from the
action menu. When the Delete dialog box opens,
click Yes.

6. Click Close to return to the Current listings page.

You can apply an automatic report to a marketing service
report plan. Only one automatic report can be applied at a

time.

This section tells you how to:

apply a plan (see page 402).
remove a plan (see page 402).

view and edit a plan (see page 402).
create a new plan (see page 402).
copy a plan (see page 403).

rename a plan (see page 403).
delete a plan (see page 403).

To manage a service report’s automatic report plans:

1. Point to Listings and then click Current listings.

The Current listings page opens.

2. To see:

< listings with a certain status, specify the status
from the View by status drop-down list. Click
Start search.

< listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, see “Specifying Date
Ranges” on page 22.

3. Select the listing you want to create a service report

for, and then click View or edit listing from the
action menu.

The Listing details for [seller] page opens.

401



Working With Listings

4. Click the Service reports tab.
5. Click the Automatic reports action menu item.

The Marketing report plans page opens.

To apply a plan:

You can only apply one 1. Select the plan you want to apply, then click the
plan to a listing or closing Apply action menu item.

at a time. This means that

ifyou have plan A applied, Yes appears in the Applied column.

but want to apply plan B,

you must remove plan A. To remove a plan:

1. Select the plan you want to remove, then click
Remove applied from the action menu.

No appears in the Applied column.

To view or edit a plan:

1. Select the plan you want to view or edit, then click
View or edit from the action menu.

The View or edit report plan [report name] page opens.

From here you can manage the plan’s scheduled
reports, including adding a new report and modifying an
existing report. For more information, see “Managing
the plans for a marketing service report’s automatic
reports” on page 403.

To create a new plan:
1. Click Create new from the action menu.
The Create new report plan pop up window opens.
2. In the Report plan name field, type a new name.
3. Click OK.
The View or edit report plan [report name] page opens.
4. From here you can manage the plan’s scheduled
reports, including adding a new report and
modifying an existing report.
For more information, see “Managing the plans for a

marketing service report’s automatic reports” on
page 403.
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To copy a plan:

1. Select the plan you want to copy, then click Copy
from the action menu.

The Copy report plan pop up window opens.

2. In the Report plan name field, type a new name
(if necessary).

3. Click OK.

The View or edit report plan [report name] page opens.
From here you can manage the plan’s scheduled
reports, including adding a new report and modifying an
existing report.

For more information, see “Managing the plans for a
marketing service report’s automatic reports” on
page 403.

To rename a plan:

1. Select the plan you want to rename, then click
Rename from the action menu.

The Rename report plan pop up window opens.
2. In the Report name plan field, type a new name.
3. Click OK.

The plan is renamed.

To delete a plan:

1. Select the plan you want to delete, then click
Delete from the action menu.

The Delete report plan pop up window opens.
2. Click Yes.

The plan is deleted.

You can work with the plans within an automatic report plan.
This section tells you how to:

< add a new report to a plan (see page 404).
e rearrange reports in a plan (see page 405).
< modify an existing report (see page 405).
« delete an existing report (see page 406).
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To manage plans for a marketing service report’s automatic
reports:

1. From the main menu, highlight Listings and then

click Current listings.

The Current listings page opens.

2. To see:

< listings with a certain status, specify the status
from the View by status drop-down list. Click
Start search.

« listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, refer to “Specifying
Date Ranges” on page 22.

. Select the listing you want to create a service report

for, and then click View or edit listing from the
action menu.

The Listing details for [seller] page opens.

. Click the Service reports tab.

. Click Automatic reports from the action menu.

The Marketing report plans page opens.

. Select the plan you want to view or edit, then click

the View or edit from the action menu.

The View or edit report plan [report name] page opens.

To add a new report:

1. Click Add new from the action menu.

The Add new plan item page opens.

In the Report name field, type a name for the new
report.

. From the Assigned to drop-down list, specify a

person to assign the report to.
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To add new comments,
click Add new from the
action menu. The Add
comment dialog box
opens. Type a description,
then the comments, and
then click OK.

To set a default comment,
select the comment, then
click Set as default from
the action menu.

To delete a comment,
select the comment, then
click Delete.

. Schedule how many days, weeks or months after

the previous report the new report should run.
Either type a number value in the Schedule this
report field or use the spin buttons, then, from the
adjacent drop-down list, select Day(s), Week(s)
or Month(s).

. Specify whether to include all activities that

occurred since the previous report or since the start
of the plan by selecting the appropriate option
button.

. To include introductory comments or summary

remarks, either type the comments in the
Introductory or Summary area, or click
Introductory comments or Summary remarks
to insert existing text.

If you have selected to insert existing text, the Insert
comments/remarks page opens.

Select whether you want to select introductory or
summary text by selecting the appropriate option
button, then, in the Comments description area,
select the text you want. Click OK.

The Add new plan item page reopens.

. To spell check:

e introductory comments, click Spell check (top
right of the Introductory comments area).

< summary remarks, click Spell check (top right of
the Summary remarks area).

. Click OK.

The View or edit report plan [report name] page reopens
with the new report.

To rearrange the order of reports:

« Select the report you want to move, then click Move up
or Move down as many times as necessary.

To modify an existing report:

1. Select the report you want to modify, then click
View or edit from the action menu.

The View or edit service report plan item page opens.

For more information about the fields in this page, see
“To add a new report:” on page 404.
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To delete a report:

1. Select the report you want to delete, then click
Delete from the action menu.

The Delete report dialog box opens.
2. Click Yes.

The report is deleted.
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Viewing Or Editing Property
Statistics

If you want to view detailed information about a property, such
as the dimensions of individual rooms, zoning, and when the
property was last sold, then view the listing’s property
statistics.

Property statistics can also be specified and modified from the
seller’s contact record. For more information, see “Modifying a
contact record” on page 81.

To view or edit property statistics:
1. Point to Listings and then click Current listings.
The Current listings page opens.
2. To see:
< listings with a certain status, specify the status

from the View by status drop-down list. Click
Start search.

< listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, see “Specifying Date
Ranges” on page 22.
3. Select the listing whose property statistics you want

to view or edit, then click View or edit listing from

the action menu.

The Listing details for [seller] page opens.

4. Click View property statistics from the action
menu.

The Contact details for [seller] page opens.

5. Modify the fields as necessary, then click Close.
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For more information
about working with
correspondence, see
“Using The Communication
Library” on page 225.
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Viewing, Adding Or
Deleting Property Photos

You can add property photos to a listing, as well as remove
property photos.

You can also associate a photo with a merge code so that when
the associated merge code is used in correspondence, such as
a letter, the photo will automatically appear. For example, if
you have added a picture of a property’s garden, associate the
picture with the view_garden merge code to make that
picture appear every time the view__garden merge code is
used in correspondence.

Property photos can also be added and removed from the
seller’s contact record. For more information, see “Adding
Pictures To A Contact Record” on page 91.

To view, add or delete property photos:
1. Point to Listings and then click Current listings.
The Current listings page opens.
2. To see:

< listings with a certain status, specify the status
from the View by status drop-down list. Click
Start search.

« listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, see “Specifying Date
Ranges” on page 22.

3. Select the listing whose photos you want to work
with, then click View or edit listing from the
action menu.

The Listing details for [seller] page opens.

4. Click View or add property photos from the
action menu.

The Contact details for [seller] page opens.
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5. To see any pictures that have already been added or
about to be added, select the Display picture
check box. When this check box is cleared, you will
NOT be able to see any pictures.

6. To view all pictures associated with the listing:

e use the Picture drop-down list to select the pic-
ture type (a property photo or map).

« specify the associated merge code by selecting an
option from the Merge code drop-down list.

= scroll through all pictures associated with the dis-
played listing by using the <<Previous and
Next=>= links.

7. To add a picture:

< use the Picture drop-down list to select the type
of picture you want to add (a property photo or
map).

* click Add to add a new picture from your com-
puter. The Select picture pop up window opens.

< browse your computer and select the file to add.
Click Open. The picture is displayed.

« specify the merge code to associate with the pic-
ture by selecting an option from the Merge code
drop-down list.

Note: Pictures must be in Joint Photographic
Experts Group (.JPG or JPEG) format.

8. To remove a picture:

« use the Picture drop-down list to select the pic-
ture type (a property photo or map).

- specify the associated merge code by selecting an
option from the Merge code drop-down list.

« select which picture you want to remove by using
the <<Previous and Next>=> links.

< click Remove. The Remove picture dialog box
opens.

e click Yes.

Note: Removing a picture from a record does NOT
remove the picture from your computer.

9. Click Close.
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For more information
about working with a
listing’s activities, see
“Assigning activities to a
listing” on page 384.

For more information
about Today’s business,
see “Working With Today's
Business” on page 189.

Viewing a listing’s
history
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Viewing All The Activities
That Have Been Performed
For A Listing

If you want to see all of the activities that have been performed
for a listing, such as appointments or emails, look at the
listing’s history.

The activities that appear in a listing’s history page have all
been marked done. If necessary, you can mark an activity
undone. This returns the activity to the Activities tab of the
listing record, as well as Today’s business.

This section tells you how to:
« view a listing’s history (see page 410).

< view the details for an activity that has been marked
done and appears in a listing’s history (see page 411).
When you view the details for an activity that has been
marked done, you can remove the activity from the list-
ing’s history.

e generate a report of a listing’s history (see page 412).

< mark an activity undone (see page 412).

To view a listing’s history:
1. Point to Listings and then click Current listings.
The Current listings page opens.
2. To see:

< listings with a certain status, specify the status
from the View by status drop-down list. Click
Start search.

« listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, see “Specifying Date
Ranges” on page 22.
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3. Select the listing whose history you’d like to see,

then click View or edit listing from the action
menu.

The Listing details for [seller] page opens.

Click View history from the action menu.

The Listing history for [property address] page opens.
This page shows you all of the activities that have been
performed for the listing and marked done.

To only see a specific activity, such as

appointments, select an option from the drop-down
list at the top of the page.

Because historical activities have been marked done, you can
NOT edit their details. However, you can delete the marked
done activity so it no longer appears in the listing’s history. You
can also add new notes and edit existing notes.

You can view the details for a historical activity after you have
accessed the Listing history for [property address] page for a
specific listing. For more information see, “Viewing a listing’s
history” on page 410.

To view the details for an activity:

1.

In the Listing history for [property address] page,
click View from the action menu.

The View [activity type] for [seller] page opens.
Click Notes from the action menu.

The Activity notes page opens.

. To:

« write your own note, click Add new and begin typ-
ing your note.

* pick from a list of existing notes already in your
system, click Pick from list. The Notes pop-up
window opens. Select a note, then click OK.

« edit an existing note, click where in the note you
want to make the edit and begin typing your
change.

e print the notes, click Print notes. The
Top Producer 7i Report -- Print Notes page opens.
Click the Print icon at the top of the page. The
Print pop up window opens. Specify print options
and then click Print.
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« view the next 10 notes (if there are a lot of notes
added to the listing) click View 10 more.

< show ALL the listing’s notes, click View all.

4. To remove the activity from the listing’s history,
click Delete from the action menu.

The Delete activity dialog box opens.
5. Click Yes.

The Listing history for [property address] reopens with
the activity no longer appearing.

You can generate a print-able report that shows you ALL of the
activities that have been performed for the listing. For more
information about working with reports, see “Viewing And
Printing Reports” on page 501.

You can generate a report after you have accessed the Listing
history for [property address] page for a specific listing. For
more information see, “Viewing a listing’s history” on

page 410.

To generate a report of the listing’s history:

1. In the Listing history for [property address] page,
click View report from the action menu.

The Top Producer 7i — Listing history page opens.

2. To print the report, click the Print icon at the top of
the page. For more information about the how to
work with this page, see “Viewing And Printing
Reports” on page 501.

The Print dialog box opens.

3. Specify print options and then click Print.

The activities that appear in a listing’s history page have all
been marked done. If necessary, you can mark an activity
undone. This returns the activity to the Activities tab of the
listing record, as well as Today’s business.

For more information about working with a listing’s activities or
Today’s business, see “Assigning activities to a listing” on
page 384 or “Viewing the Today’s business page” on page 189.

You can mark an activity undone after you have accessed the
Listing history for [property address] page for a specific listing.
For more information see, “Viewing a listing’s history” on
page 410.

412



Working With Listings

To mark an activity undone:

1. In the Listing history for [property address] page,
select the activity you’'d like to mark undone, then

click Undo mark done from the action menu.

The activity is marked undone and removed from the
Listing history for [property address] page.
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Mailing Agents Who Have
Shown A Listing

These are the types of mailing activities you can create and
schedule to send to agents who have shown a listing:

e email
- letter
e postcard
* envelope
- label

For more information about creating and specifying information
for listings, see “Creating And Specifying Information For A
Listing” on page 377.

To mail agents who have shown a listing:
1. Point to Listings, then Current listings.
The Current listings page opens.
2. To see:

= listings with a certain status, specify the status
from the View by status drop-down list. Click
Start search.

« listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, see “Specifying Date
Ranges” on page 22.

3. Select the listing, then click Mail showing agents
from the action menu.

The Mail showing agents page opens, showing you all of
the showing agents for the selected listing.
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To select ALL of the
agents, click Select all (at
the top of the window).
For more information
about selecting multiple
items from lists, see
“Selecting Items From
Lists” on page 21.
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. Select the agent(s) you want to mail, then click

Next.

The Mail showing agents window opens.

. Select the appropriate option button for the type of

mail you want to send the agent (for example,
Email).

The Mail showing agents page opens.

. The information you can specify in this window

varies, depending on the type of mailing activity you
are creating. For more information about creating:

 an email activity, see “Working With The Email
Template Library” on page 298.

- a letter activity, see “Working With The Letter
Library” on page 248.

e a postcard activity, see “Working With The Post-
card Library” on page 260.

e an envelope activity, see “Working With The Enve-
lope Library” on page 252.

- a label activity, see “Working With The Label
Library” on page 256.

If you are creating an email activity, you may send
the email now. Click Send.

The email will be sent AFTER a synchronization with
Top Producer 7i has been performed. For more
information on performing a synchronization, see
“Synchronizing Your Database With Top Producer 7i” on
page 65.

If you are creating a postcard, envelope or label
activity, you may print the activity now or later. To
print a postcard, envelope or label activity:

< now, click Print. The Print pop-up window opens.
Specify your print setting, then click OK.

« later, click Print later. The activity is saved in
Today’s Business, appearing on the date specified
in the activity’s Date field. For more information
about working with Today’s business, see “Work-
ing With Today’s Business” on page 189.
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Turning A Listing Into A
Closing

When a property sells, you must turn the listing record into a
closing record. You can locate the listing record for the property
that has sold, then turn the listing into a closing.

To turn a listing into a closing:
1. Point to Listings and then click Current listings.
The Current listings page opens.
2. To see:

< listings with a certain status, specify the status
from the View by status drop-down list. Click
Start search.

< listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, see “Specifying Date
Ranges” on page 22.

3. Select the listing you’d like to turn into a closing,
then click View or edit listing from the action
menu.
The Listing details for [seller] page opens.
4. Click Create closing from the action menu.
The Create closing page opens. For more information on

creating a closing, see “Creating A New Closing” on
page 424.
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Viewing A Seller’'s Contact
Record

You can view the contact record for sellers who are associated
with a listing. Once you access the contact record, you can add
new information or modify existing information.

To view a seller’s contact record:
1. Point to Listings and then click Current listings.
The Current listings page opens.
2. To see:

< listings with a certain status, specify the status
from the View by status drop-down list. Click
Start search.

< listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, see “Specifying Date
Ranges” on page 22.

3. Select the listing with the seller whose contact
record you'd like to see, then click View or edit
listing from the action menu.

The Listing details for [seller] page opens.

4. Click View contact from the action menu.

The Contact details for [seller] page opens. For more

information about editing a contact record, see
“Modifying a contact record” on page 81.

Top Producer 7i Remote User Guide 417



Working With Listings

Setting How To Calculate
Expiration Dates And
Automatic Reminders

You can set how you want Top Producer 7i Remote to
automatically calculate when a listing expires, based on when
a listing was created.

Once you have set how listing expiration dates will be
calculated, you can set how many days before a listing expires
that you’'d like to receive an automatic reminder about the
upcoming expiry.

To set how to calculate expiration dates and reminders:
1. Point to Listings, then click Listing preferences.
The Listings preferences page opens.
2. In the:

< Expiration date field, specify how many days
must pass before a listing becomes expired.

« Expiration reminder field, specify how many
days before a listing expires that you want to be
reminded about the upcoming expiry.

3. Click OK.
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For more information on
setting listing
preferences, see “Setting
Listing Preferences” on
page 48.
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Setting Listing Expiration

Reminders

The Listing expiration reminder page shows you the listings
that are about to expire. You can see the listing address, seller
name, agents involved with the listing (if you are part of a team
or partnership account), list price, status and expiry date.

To view listing expiration reminders:

1. If you select:

a) the Show listing expiration reminders check
box in the General preferences section, the
Listing expiration reminder page will be displayed
as soon as you log into the program, reminding
you of expiring listings before the expiry date.

These reminders are calculated on the Listing
preferences page, (see “Setting How To
Calculate Expiration Dates And Automatic
Reminders” on page 418).

For example, if the Listing expiration reminder is
set to remind you 14 days before the listing
expires, the Listing expiration reminder page will
be displayed every time you log into the program
for two weeks prior to the listing expiring.

b) Listings, then click Listing expiration
reminders from the main menu, the Listing
expiration reminder page opens.

2. From the Listing expiration reminder page:

e click Cancel if you do not want to view the list-

ing(s). You will be returned to the main menu.

highlight a listing from the list and click OK to view
the details of the selected listing(s) that is soon to
expire. The Listing details for [contact name] page
opens.
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Use the Previous listing and Next listing links to
view each listing.

Note: These links will only be available if you have
more than one listing that is soon to expire.

Once you've finished viewing the listing(s), click
Close to return to the main menu.
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Deleting A Listing

Make sure you no longer need the listing before deleting it.
Once you delete a listing, it can NOT be retrieved.

Note: If you are an assistant or are part of a team
or partnership account and the Delete list-
ing action menu item is unavailable, this
indicates the responsible agent has not
granted you deletion permissions. Contact
the database owner for deletion rights.

To delete a listing:
1. Point to Listings and then click Current listings.
The Current listings page opens.
2. To see:
= listings with a certain status, specify the status

from the View by status drop-down list. Click
Start search.

< listings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, see “Specifying Date
Ranges” on page 22.

3. Select the listing you want to delete, then click
Delete listing from the action menu.

The Delete listing dialog box opens.
4. Click Yes.

The listing is deleted.
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Working with Closings

In this chapter:

e “About Closings” on page 423

e “Creating A New Closing” on page 424

e “Viewing Or Editing A Current Closing” on page 432
e “Working With Closing Parties” on page 439

e “Managing Closing Agents” on page 445

e “Creating A Closing From A Listing” on page 446

e “Closing Service Reports” on page 448

e “Closing Service Plans” on page 459
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About Closings

The efficiency and ease of using Top Producer 7i Remote to
finalize a sale begins with your ability to instantly convert a
listing into a closing by simply clicking Create closing in the
listing. That done, you can now use the comprehensive Closing
services checklist — which includes all of the main financial and
service tasks that must be performed to complete a transaction
— as a foundation for custom-creating a closing plan by adding
your own to-dos, calls, appointments and correspondence. You
can even build your own library of plans for use in a variety of
transactions involving specific types of sale conditions,
financing, properties, and so on.

Your plan activities can be scheduled for a fixed date, or for a
date relative to the offer acceptance date or closing date, and
will automatically appear in Today's business as they come
due. This ensures you will have a reliable reminder of what
needs doing each day to provide excellent service to your
sellers and all parties in the transaction.

When the deal is done, you can immediately transfer the
property statistics, pictures, etc., to the new buyer.
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If you have a client
looking to buy a property
and you are not listing a
property for the client,
you can create a closing
for the client once you
find a suitable property
for them to purchase.
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Creating A New Closing

The Create closing wizard guides you through the steps of
creating a closing, based on new or existing seller and buyer
information. You also have the option to customize and apply
a closing plan, which allows you to keep track of the activities
needed to service the closing and automatically remind you
when to perform the activities.

To create a new closing:

1. Point to Closings, then click Create closing.

Note: Alternatively, from the Current closings
page, click Create closing. You can also
click View closings from the contact
record, then click Create closing.

The Create closing wizard opens.
2. If the seller you are creating the closing for:

a) already exists in your database, select one of the
following options in the Search by section:

< Name — select this option button if you want to
search for the seller in your database. Enter the
seller’s First name and Last name in the text
boxes, then click Next.

< Address — select this option button if you want to
search for the seller’'s address in your database.
Enter the seller's House number and Street
name in the text boxes, then click Next.

Once the search results are displayed, proceed to
step 3.

Note: If you leave the text boxes empty and click
Next, all contacts in your database will be
retrieved. Proceed to step 3.

b) does NOT exist in your database, and you want
to add a new contact record, select the Don’t
search, | will create a new contact record
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for this closing check box. Then, select one of
the following options:

Show this new contact record in my address
book — select this option if you want the new con-
tact to appear in your address book. Click Next.

Don’t show this new contact record in my
address book — select this option if you do not
want the new contact to appear in your address
book. This option creates what is known as a “hid-
den” contact (see “About hidden contacts” on
page 72). Click Next.

The Detailed contact entry - Add new contact page
opens. Enter the seller’s information, then click
OK. For more information on adding a new contact
record, see “Creating a contact record” on

page 72. SKip to step 4.

Note:

If the contact you just created has multiple
properties, the Create closing page opens.
Select the address you want to create the
closing for and then click Next. Skip to step 4.

3. Once

the search results are displayed on the Create

closing page, select the seller from the list and click

Next

4. From

the Create closing page, complete the

following:

specify the party or parties you represent by
choosing the appropriate option button from the
top right of the page. For example, if you repre-
sent both the seller and the buyer, select the
Seller and Buyer option button.

Note:

Your selection determines who the closing
service report is created for, (see “Closing
Service Reports” on page 448).

select additional sellers and/or buyers by high-
lighting the contact(s) in the Available contacts
grid and then clicking the Add arrow for the appro-
priate grid.

Note:

You can add as many sellers and buyers as
you want. If you select more than one buyer
at a time without specifying which one is pri-
mary, the program will automatically select
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Adding closing
details
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the first buyer you entered as the primary
buyer. For information on setting a primary
buyer, see step 11 in “Working with the
Closing parties tab” on page 439.

To remove a seller or buyer, highlight the contact
in the appropriate grid and then click the Remove
arrow.

e you can use the search feature to look for addi-
tional sellers and/or buyers. See step 2(a) for
more information.

< if you want to add a new contact, click Add new
contact from the action menu. The Detailed con-
tact entry - Add new contact page opens. See
“Creating a contact record” on page 72 for more
information.

. Once you have selected all the sellers and buyers

for this closing, click Next.

Note: If you are not subscribed to a team or part-
nership version of Top Producer 7i, skip to
step 8.

. To select agents involved with the closing, highlight

the agent(s) in the Listing side or Selling side
section, and then click the Add arrow.

. Click Next.

. Select the closing plan you want to assign to this

closing by highlighting the plan name from the
Available plans list.

If you want to view, edit, or add a new plan, click
the Closing plan library link in the lower left
corner of the page. The Closing plans page opens.
See “Creating an action, listing or closing plan” on
page 166.

. Click Finish.

The Closing details for [seller name] page opens.

The Closing details for [seller name] page lets you organize all
your information about the closing, make detailed notes, view
and modify your closing plan, link to the Flyer library, even
send the closing parties email.
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There are two tabs: Closing and Service report. This section
describes working with the Closing tab. For information on
Service reports, see “Closing Service Reports” on page 448.

Note: The Closing details for [seller name] page
can also be accessed from the Current clos-
ings page. Highlight a closing from the list,
then click View or edit closing from the
action menu.

To add closing details:

Note: If you are modifying a closing with a status
of either Fell thru or Closed/Paid Trans-
ferred, certain options will NOT be avail-
able. For more information, see “Assigning
activities to a closing” on page 428.

1. The address of the property associated with this
closing appears in the upper left corner as a
hyperlink. To select a different property address to
associate with this closing, click the link.

The Select address page opens.

2. Choose a different address from the Current
sellers list for the closing, then click OK.

3. In the upper right corner, select one of the following
options, depending on whom you represent.

< Buyer
= Seller
< Buyer and Seller

Note: Your selection determines who the closing
service report is created for, (see “Closing
Service Reports” on page 448).

4. Complete the following fields:

< Acceptance date — type the acceptance date for
the closing or click the calendar icon to select a
date.

 Closing date — type the closing date or click the
calendar icon to select a date.
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Possession date — Type the possession date or
click the calendar icon to select a date.

Sale price — Type the agreed upon sale price of
the property.

MLS number — Type the MLS number for the
property. The MLS number was assigned when the
listing was originally posted on an MLS board. If
the property was never listed on an MLS board,
leave this field blank.

Status — Click the drop-down list and select the
status of the new closing, such as Pending
(showing), Pending (not showing), Pending/
Backup or Pending/Firm.

Commission — Type the commission amount you
will make on the sale of this property.

File number — Type the closing’s file number.
This is for your own reference only and is not a
required field.

Property type — Enter a property type descrip-
tion or click the list icon to select from a pick list of
preset items. For example, New - single family.

Source — Type the source of the closing, or click

the list icon and select from a pick list of preset
items. For example, Referral, Lawn sign, etc.

Assigning Note:
activities to a
closing

If you are modifying a closing with a status
of either Fell thru or Closed/Paid Trans-
ferred, you will NOT be able to modify the
closing’s activities.

1. Click the Activities tab to work with the activities
associated with the closing plan you selected when
you created this closing. Do the following:
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Click the column heading (or the little black arrow)
to sort the activities by date, activity type, descrip-
tion, completed activities, and the assignee.

Select the Stop reminders check box if you do
not want these activities to appear in Today’s busi-
ness. See “Working With Today’s Business” on
page 189.

Click the Add link to add a new closing activity.
Highlight an activity from the list, then click the
View or edit link to make modifications to the
closing activity.

Highlight an activity from the list, then click the
Delete link to remove an unwanted activity. When
the Delete activities dialog box is displayed, click
Yes to proceed.
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Adding
miscellaneous
notes

Specifying closing
parties

Managing closing
agents

Applying
scheduled reports

Viewing property
statistics
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* Click the Select plan link to display the Select
closing plan pop-up window. Highlight the closing
plan(s) you want to add from the Available plans
list, click Add to move them to the Current plans
list. Click OK.

See “Modifying an assigned closing service plan” on
page 459.

To add notes, click the Notes tab and use the following links:

e Click Add new to insert a new note.

* Click Pick from list to open a pick list, from which
you can select a commonly used comment.

e Click Print notes to create a closing notes report
in a new browser window that you can send to the
printer.

« If you have more than 10 notes, click View 10
more to view them in multiples of ten.

e Click View all to view all the notes.

Click the Closing parties tab to work with the closing parties
involved with this closing. You can add, remove, change the
selected party’s role, perform a mailing, or send an email. See
“Working With Closing Parties” on page 439.

If you are part of a team account, click the Agent(s) tab to
view agents associated with the closing. For more information,
see “Managing Closing Agents” on page 445.

Click the Scheduled reports tab to apply automatic closing
report plans, view, edit, or delete closing service reports. See
“Closing Service Reports” on page 448 and “Closing Service
Plans” on page 459.

You can view or edit the property statistics from the Closing
details for [seller name] page. Information includes room
dimensions, land assessment, tax assessment, house style,
property description, etc. This is discussed in more detail in the
Contacts chapter. See “Managing Contacts” on page 69.

Note: You can also access property statistics from
the seller’s contact record.

1. Click View property statistics from the action
menu.

The Property statistics tab of the Contact details for
[seller name] page opens.
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2. View or edit statistics for the closing property.

Note: If the closing you are currently working with
has a status of either Fell thru or Closed/
Paid Transferred, you will NOT be able to
modify the closing’s property statistics.

3. Click Close to return to the Closing details for
[contact name] page.

Top Producer 7i Remote User Guide 430



Working with Closings

Viewing or addlng You can view, add, or remove property photographs from the
property phOtOS Closing details for [seller name] page.
Note: If the closing you are currently working with

has a status of either Fell Thru or Closed/
Paid Transferred, the View or add prop-
erty photos action menu item will NOT be
available.

1. Click View or add property photos from the
action menu.

The Pictures tab of the Contact details for [seller name]

page

opens.

Click the Picture drop-down list to select the type
of picture you want to view or add: Property or
Map.

Check the Display picture check box to see a pre-
view of the picture.

Click the Add link to add a new picture. The Select
picture pop-up window appears. Browse your
computer and select the file to add. Click Open.
Use the Merge code drop-down list to select the
merge code you want to associate with the picture,
for example view_garden, view_pool, etc.

Click the Remove link to remove the current pic-
ture from the record.

Note:

Removing a picture from a record does not
affect the local copy on your computer.

2. Click
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Use the <<Previous and Next>> buttons to view
any other pictures you have loaded. The picture in
view when you leave this page will be used as the
default.

Close.
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Viewing Or Editing A
Current Closing

The Current closings page displays a list of all your closings.
From this page you can fully manage your closing records, and
do the following:

« View or edit a selected closing
e Create a new closing

e Delete a selected closing

= Generate a closing report

VIEWIﬂg a selected You can view a list of your current closings by specifying a date

Closing range or by sele_‘cting the closing type. In addition, the Current
closings page displays the Total volume and Total
commissions amounts for the displayed list in the bottom left
corner of the page.

To view your current closings:

1. From the main menu, point to Closings, then click
Current closings.

The Current closings page opens.
2. To see:

< closings created within a specific date range, click
the Date range link to open the Enter date range
pop-up window. Clear the No date range check
box, then specify a date range by using the calen-
dar icons. Select the No date range check box
only if you do not want to specify a date range.
Click OK.

< closings with a specific status, click the View by
status drop-down list and choose a closing status,
such as All statuses, Closed/Paid, Fell Thru,
etc. Click Start search.

3. The current closings are listed in the grid, based on

the viewing criteria you specified. The page shows
you an overview of the following information:
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e Property address

e Seller name

e Buyer name

< Agent(s) (if you are part of a team account)
* File number

e Sale price

e Status

e Closing date

4. Use the action menu items to work with the current

5.

closings:

* Click View or edit closing to open the selected
closing’s details. See “Adding closing details” on
page 426.

< Click Create closing to create a new closing. See
“Creating A New Closing” on page 424.

« Click Delete closing to permanently delete the
selected closing. When the Delete closing dialog
box is displayed, click Yes to proceed.

« Click View report to generate a summary report
of all your closings, a detailed report of selected
closings, or a closing service report. See “Closing
Service Plans” on page 459 and “Closing reports”
on page 509.

Click Close.

Editing a selected Use the Current closings page to select and edit specified

closing closings.
To edit a selected current closing:

1.
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From the main menu, point to Closings, then click
Current closings.

. From the Current closings page, highlight the

closing(s) you want to edit, or click Select all.

. Click View or edit closing from the action menu.

The Closing details for [seller name] page opens. For
details on working with the fields and tabs on this page,
see “Creating A New Closing” on page 424.

As the status of the closing changes — for instance,
from Pending (showing) to Pending (not
showing) or Pending/Firm, use the Status drop-
down list to adjust the status accordingly.
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Note: If you change the closing’s status to Fell
thru or Closed/Paid Transferred you will
NOT be able to modify certain areas of the
closing.

5. Use the action menu items to perform the following
functions:

< Viewing and printing closing and service reports.
See “Closing reports” on page 509 and “Closing
Service Reports” on page 448.

= Viewing or editing property statistics. See “Viewing
property statistics” on page 429.

< Viewing or adding property photos. See “Viewing
or adding property photos” on page 431.

« Transferring the property. See “Closing a sale and
transferring the property” on page 434.

« Viewing the historical activities associates with this
closing. See “Viewing the closing’s history” on
page 436.

< Deleting the selected closing. See “Deleting the
closing” on page 437.

6. Click Close.

Closing a sale and When the status of a closing changes to Closed/Paid, you can
transferring the click Transfer property to transfer the property to the buyer.

If you change the closing status to any option, except Pending

property (showing), you will be asked whether you want all the
reminders about outstanding tasks in your closing services plan
to be stopped, so they do not appear in Today’s business.

Note: If the closing you are currently working with
has a status of either Fell thru or Closed/
Paid Transferred, the Transfer property
action menu item will NOT be available.

To close the sale and transfer the property:

1. From the Closing details for [seller] page, select
Closed/paid from the Status drop-down list.

If there are outstanding reminders associated with this
closing the Stop reminders dialog box opens.

2. Click Yes to stop outstanding reminders.
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You can also select Don’t
choose a property at this
time if you do not wish to
specify the seller's new
property.
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10.

11.

12.

13.

The Transfer property dialog box opens, asking if you
want to transfer the property now.

Click Yes to proceed.
The Transfer property page opens.

Click one of the following option buttons to set the
property type:

* New primary property — if this buyer already
has a primary property and you choose this option,
two more options appear: Change it to an
investment property or Delete the property.
Depending on whether they are keeping their old
property or selling it, determines which option you
select.

< An investment property — choose this option if
the buyer already has a primary property, and this
property is for investment purposes.

Click Next.

From the Transfer property page, select the Add a
new property option, then click Next.

In the new address page, fill in all the fields you can
for the seller’s new primary address, then click
Next.

. Verify that the new address for the seller is correct,

and that you transferred the closing property
correctly, then click Finish.

Click Close to exit the Closing details for [seller]
page.

From the main menu, point to Contacts and click
Address book.

In the Address book, select the contact whose home
you just sold, then click View or edit contact.

Under the Contact tab, click Action plan, then
click Select plan from the action menu.

In the Plans assigned to [contact] page, highlight
10-Year After Sale Prospecting Plan, (or
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For more information on
modifying action plans, see
“Action, Listing And Closing
Plans” on page 165.

Viewing the
closing’s history
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14.

15.

another appropriate After Sale Prospecting Plan
you have created), then click Add.

Enter the date you want the plan to start on in the
Start date box, then click OK.

Make any changes you want to the Contact record,
then click Close.

If it is appropriate for you to do so, repeat steps 10 - 15
for the new owner of the home you sold. In addition, you
might consider applying, for instance, a 5-Year Sphere
Of Influence Prospecting Plan to one or more of the
other professionals involved in the transaction.

If a deal falls thru:

1.

In the Closing details for [seller] page, select Fell
thru from the Status drop-down list box.

If you want to stop the outstanding closing plan
reminders from appearing in Today’s business, click
Yes in the Stop reminders dialog box. If you do not
want the reminders to stop, click No.

You can view the closing’s history from the Closing details for
[seller name] page. Items you can see include activities, such
as sent email, appointments, letters, closing to-dos, etc.

To view the selected closing’s activity history:

1.

3.

From the Closing details for [seller name] page,
click View history from the action menu.

The Closing history for [property address] page opens,
showing you the following overview information:

« Date — displays the date the activity was created.
« Activity — displays the type of activity.
» Description — displays the item’s description.

Click the Select the type of history items you
want to view drop-down list and choose the type
of completed activity you want to see; or choose
All.

Highlight a completed activity from the list. You can:
< click View from the action menu to see the activ-
ity’s details. From the View [activity type] for

[property address] page, click Notes from the
action menu to view, add new, or print the activ-
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ity’s notes; or click Delete from the action menu
to delete the selected activity. Click Close.

e click View report from the action menu to display

the “Closing history report for [property address]”
in a new browser window. Use the browser con-
trols to print the report.

click Delete from the action menu to permanently
remove the selected activities from the list. When
the Delete dialog box opens, click Yes to continue.

reverse a completed activity’s status from

click Undo Mark done from the action menu to

“marked done”. The item will no longer be shown

on this page.

4. Click Close.

Deleting the You can delete a selected closing from the Current closings
page, or while you are viewing its details.

closing

To delete a selected closing from the Current closings page:

1.

Note: If you are an assistant or are part of a team
or partnership account and the Delete clos-
ing action menu item is unavailable, this
indicates the responsible agent has not
granted you deletion permissions. Contact
the database owner for deletion rights.

From the main menu, point to Closings, then click

Current closings.

Highlight a closing on the Current closings page,
then click Delete closing from the action menu.

When the Delete closing dialog box is displayed,
click Yes to proceed.

To delete a selected closing while viewing it:

1.
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From the Closing closings page, highlight a closing
from the list.

Click View or edit closing from the action menu.
The Closing details for [seller name] page opens.
Click Delete closing from the action menu.

The Delete closing dialog box opens.
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4. Click Yes to confirm the deletion of the selected
closing.
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Working with the
Closing parties tab
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Working With Closing
Parties

The Closing parties tab on the Closing details for [seller
name] page, lets you keep track of everyone involved in the
sale of a property: seller, buyer, buyer agent, lawyers,
bankers, etc.

[EY

Note: If the closing you are currently working on
has a status of either Fell thru or Closed/
Paid Transferred, some options will NOT
be available.

. From the Current closings page, highlight a closing

from the list, and click View or edit closing from
the action menu.

The Closing details for [seller name] page opens.

Click the Closing parties tab.

. Highlight a party in the list box to display their

details to the right of the list box.

You can view any of the closing parties' contact
records at any time by highlighting the desired
party in the list, then clicking the View contact
link.

The Contact details for [contact name] page for the
selected party opens. For more information on viewing
and modifying a contact’s information, see “Viewing And
Modifying Contacts” on page 80.

Click Close to return to the Closing parties tab.

To add a closing party from the Closing contact
list:

+ Click the Add from closing contact list link.

The Add party from closings contact list page
opens.
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. To ad

Highlight the contact you want to add in the Clos-
ing contact list section, then click Add to par-
ties in this closing.

The contact will appear in the Parties in this
closing list.

Click Close to return to the Closing parties tab.

d a closing party from the Address book, click

the Add from address book link.

The Select contacts page opens.

. To:

search for a seller or buyer, select how you want
to search by selecting the appropriate option but-
ton from the Search contact by section. Enter
your search criteria in the fields and then click
Start search.

The search results will be shown in the list box.
add additional sellers and/or buyers, highlight the

contact(s) in the Available contacts grid and
then click the Add arrow.

Note:

You can add as many sellers and buyers as
you want.

To remove a seller or buyer, highlight the contact
in the appropriate grid and then click the Remove
arrow.

add a new contact, click Add new contact from
the action menu. The Detailed contact entry - Add
new contact page opens. Enter the contact’s infor-
mation and then click OK.

A pop-up window opens asking you to specify the
new contact’s role. Select either the Seller, Buyer
or Other option button.

If you chose either the Seller or Buyer option,
click OK and skip to step 7.

If you chose the Other option:

< Enter the party’s description in the adjacent
text box or click the list icon to select a preset
item.

« Specify whether the party represents the listing
or selling side by selecting either the Repre-
sents the listing side or Represents the
selling side check box.

= Click OK.
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9. To change the role of a closing party:

« Highlight the desired contact under the Name
heading, then click Change role. The Change role
for [contact name] pop-up window opens.

Note: You cannot change the role or delete the pri-
mary closing party from the list. You wiill
notice that these options are not available
when the primary closing party is high-
lighted.

« Select one of the following options: Seller, Buyer,
or Other.

If you chose either the Seller or Buyer option,
click OK and skip to step 8.

If you chose the Other option:

< Enter the party’s description in the adjacent
text box or click the list icon to select a preset
item.

« Specify whether the party represents the listing
or selling side by selecting either the Repre-
sents the listing side or Represents the
selling side check box.

= Click OK.

10. To remove a closing party from the displayed
closing:

< highlight the desired contact then click Remove.
The Remove parties dialog box opens.

e click Yes.

11. To send an email to a closing party, highlight the
name of the contact, then click the Send email
link. For more information on sending an email, see
“Composing And Sending Email” on page 282.

Note: When you send an email from Top Producer
7i Remote, the email will NOT be sent until a
synchronization with Top Producer 7i has
been performed. For more information on
synchronizing your data, see “Synchronizing
Your Database With Top Producer 7i” on
page 65.

12. To send a letter, envelope, label or postcard to a
closing party, highlight the name of the contact,
then click the Perform mail out link. For more
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Managing the
closing contact list
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13.

5.

information on performing a mail out, see
“Performing A Mail Out” on page 268.

To set a primary buyer for the displayed closing,
select the contact and then click the Set this buyer
as primary link.

The buyer’s role will be changed to Primary buyer.

An unlimited number of closing contacts can be added to the
master closing contact list. Closing contacts are individuals or
professionals (lawyers, mortgage brokers, inspectors, etc.)
who you frequently work with in the closing of a sale. Having a
master list of these contacts allows you to quickly and
conveniently add any of them to a new closing file.

Note: For instructions on managing closing parties
for a particular closing, see “Working with
the Closing parties tab” on page 439.

From the Current closings page, highlight a closing
from the list, and click View or edit closing from
the action menu.

The Closing details for [seller name] page opens.

Click the Closing parties tab.

Parties involved with the displayed closing are shown.

. Click Add from closing contact list.

The Add party from closings contact list page opens.
To add a contact to the Closing contact list:

« Click the Add link from the Closing contact list
section.

The Select contacts page opens.

< Highlight the contact(s) you want to add to the
closing contact list, then click the Add arrow.

The contact(s) move to the Selected contacts
list.

= Click OK.

The Change role for [contact name] pop-up
window opens. See the second bullet in step 6 for
instructions on assigning a closing party role.

To remove a contact from the Closing contact list:
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6. To ch

In the Closing contact list section, highlight the
party and then click Remove.

The Remove from closing contact list dialog box
opens.

Click Yes.
ange the role of a party:

In the Closing contact list section, highlight the
desired contact under the Name heading, then
click Change role.

The Change role for [contact name] pop-up
window opens.

Note:

You cannot change the role or delete the pri-
mary closing party from the list. You wiill
notice that these options are not available
when the primary closing party is high-
lighted.

Select one of the following options: Seller, Buyer,

or Other.

If you chose either the Seller or Buyer option,

click OK and skip to step 7.

If you chose the Other option:

« Enter the party’s description in the adjacent
text box or click the list icon to select a preset
item.

= Specify whether the party represents the listing
or selling side by selecting either the Repre-
sents the listing side or Represents the
selling side check box.

= Click OK.

7. To view the contact record of any party listed in the
Closing contact list section:

Click View or edit.

The Contact details for [contact name] page
opens. For more information on modifying contact
information, see “Viewing And Modifying Contacts”
on page 80.

Once you are finished viewing the contact record,
click Close.

The Add party from closings contact list page
opens.
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8. Once you’'ve completed editing the Closing contact
list, click Close to return to the Closing details for
[contact name] page.
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Managing Closing Agents

If you are part of a team account, click the Agent(s) tab to
view agents associated with a closing.

1. From the main menu, point to Closings and then
click Current closings.

The Current closings page opens.

2. Select a closing and then click View or edit
closing from the action menu.

The Closing details for [contact nhame] page opens.

3. Click the Agent(s) tab.

All agents involved with the displayed closing are
displayed.

4. To add an agent:

Click the Add or Remove link.

The Agent(s) page opens.

In the Listing side or Selling side section, select
the agent you want to add from the Available
agents grid, and then click the Add arrow.

The agent's name appears in the Selected
agents grid.

Click OK from the control menu to return to the
Closing details for [contact name] page.

5. To remove an agent:
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Click the Add or Remove link.

The Agent(s) page opens.

In the Listing side or Selling side section, select
the agent you want to remove from the Selected
agents grid, and then click the Remove arrow.
The agent's name moves to the Available agents
grid.

Click OK from the control menu to return to the
Closing details for [contact name] page.
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Creating A Closing From A

Listing

This section shows you how to create a comprehensive closing,
once your seller has accepted the offer.

To create a closing from an existing listing:

1. From the main menu, point to Listings and click

Current listings.

. Highlight the listing you want to create the closing

from and click View or edit listing.

In the Listing details for [seller] page, click Create
closing from the action menu to immediately
create a closing for the seller.

The Create closing - indicate representation and/or
select additional sellers and buyers page opens.

If you want to search for an additional buyer and/or
seller, in the Search contact by section select one
of the following options, then click Start search:

< Name — select this option button if you want to
search for the contact by name. Enter the search
criteria in the First name, Last name, or Com-
pany name text boxes.

» Address — select this option button if you want to
search for the contact’s address. Enter the search
criteria in the House number, Street name,
City, State, or Zip code text boxes.

« Contact type — select this option button if you
want to search by contact type. The Contact
types drop-down list appears, from which you can
make a selection.

« All contacts — select this option button if you
want to display all contacts in the database. The
contacts are displayed without having to click
Start search.
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If you want to view, edit
or add a new plan, click
the Closing plan library
link (see “Action, Listing
And Closing Plans” on
page 165).
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10.

Specify the party or parties you represent by
choosing the appropriate option button from the top
right of the page. For example, if you represent both
the seller and the buyer, select the Seller and
Buyer option.

Select additional sellers and/or buyers by
highlighting the contact(s) in the Available
contacts grid, then clicking the appropriate Add
arrow.

The selected contacts will be moved to the Selected
seller(s) or Selected buyer(s) grid.

Note: You can add as many sellers and buyers as
you want. If you select more than one buyer
at a time without specifying which one is pri-
mary, the program will automatically select
a primary buyer at random (usually the first
selection).

To remove a seller or buyer, highlight the contact in
the appropriate grid, then click the Remove arrow.

. Click Next.

The Create closing - select closing plan(s) page opens.

Select the closing plan you want to assign to this
closing by highlighting the plan name from the
Available plans list.

Click Finish.
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Creating a closing
service report
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Closing Service Reports

The closing service report feature lets you generate a report of
services that have been performed in order to close a sold
listing.

You can:

create a closing service report (see page 448).
add activities to a closing service report (see page 452).

manage a closing service report’s activities (see

page 453).

manage a closing service report’s automatic reports (see
page 454).

manage the plans for a closing service report’s automatic
reports (see page 456).

This section tells you how to create a closing service report,
that can later be printed or published for viewing on the web.

1. From the main menu, highlight Closings and then

click Current closings.

The Current closings window opens.

2. To see:

< closings with a certain status, specify the status
from the View by status drop-down list box. Click
Start search.

« closings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, refer to “Specifying
Date Ranges” on page 22.

Select the closing you want to create a service
report for, and then click View or edit closing from
the action menu.

The Closing details for [Buyer name] window opens.

Click the Service report tab.
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An alternative way to
access the Closing service
report window is by
clicking View report from
the action menu on the
Current closings window or
from the Closing tab on
the Closing details for
[Seller name] window.
When the Report options
window opens, select the
Closing service report
option button, and then
click Create service
report from the control
menu.
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. Click Report from the action menu.

The Closing service report window opens.

. Select the seller you want to create the report for by

selecting an option from the Create for: drop-down
list box.

In the Introductory comments and Summary
remarks sections, you can:

< spell check the comments by clicking the Spell
check link.

 add a new comment by clicking either the Intro-
ductory comments and Summary remarks
links.
The Insert comments/remarks window opens.
Specify whether you want to add an introductory
or summary remark by selecting the appropriate
option button.
Click Add new from the action menu.
The Add comment pop-up window opens.
Enter a description and comments in the appropri-
ate sections, and then click OK.
The comment is saved for future use.
Click OK to return to the Closing service report
page.

< set a comment as default by clicking either the
Introductory comments and Summary
remarks links.
The Insert comments/remarks window opens.
Select the comment you want to set as default
from the Comment description section.
Click Set as default from the action menu.
The word (Default) appears beside the comment.
Each time a service report is created, the default
comment will be applied. However, you can
change the default comment at any time.
Click OK to return to the Closing service report
window.

e remove a comment by clicking either the Intro-
ductory comments and Summary remarks
links.

The Insert comments/remarks window opens.
Select the comment from the Comment descrip-
tion section, and then click Delete from the action
menu.

You can NOT delete a comment that is set as
default.

Click OK to return to the Closing service report
window.
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In the Report options section:

* select the Include property picture check box to

include the property picture in the report.

+ select the Include cash expenses check box if

you want to include expenses in the report.

- specify advanced report options by clicking the

Advanced report options link.
The Report options window opens.

In the Include/exclude tab specify the informa-
tion you want to include in the report by selecting
the appropriate check box(es).

To save these settings for future use, click the
Remember options link. The Set as default dia-
log box opens. Click OK to set the specified report
options as default. These options will be used
when future closing service reports are created.
However, you can modify these options at any
time.

Click the Load default options link to use default
options you have specified in the past. When the
Restore defaults dialog box opens, click Yes.

Click the Report text tab to specify the report’s
heading and body information. Type the heading
and body information in the appropriate boxes.
To save these settings for future use, click the
Remember options link. The Set as default dia-
log box opens. Click OK to set the specified report
text as default. This text will be used when future
closing service reports are created. However, you
can modify this text at any time.

Click the Load default options link to use the
default text you have specified and saved in the
past. When the Restore defaults dialog box opens,
click Yes.

Click the Colors tab to specify the report’s back-
ground and font colors. Specify the report’s back-
ground and font colors by clicking a color in the
appropriate section. A preview of how the report
will look with the specified colors is displayed on
the right.

To save these settings for future use, click the
Remember options link. The Set as default dia-
log box opens. Click OK to set the specified set-
tings as default. These settings will be used when
future closing service reports are created. How-
ever, you can modify these settings at any time.
Click the Load default options link to use the
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default color settings you have specified in the
past. When the Restore defaults dialog box opens,
click Yes.

e Click OK to return to the Closing service report

window.

9. In the Service activities section:

« specify the date range of the activities you want to

include on the report by entering a date in the
from and to text boxes, or by clicking the calendar
icons.

add an activity to the report by clicking Add activ-
ity from the bottom left corner of the page. Enter
the activity’s details, and then click OK.

For more information on entering an activity, see
page 452.

modify an activity by clicking Change activity
from the bottom left corner of the page. Modify the
activity’s details, and then click OK.

For more information on modifying an activity’s
details, see page 452.

remove an activity from the report by selecting the
activity and then clicking Delete activity from the
bottom left corner of the page. When the Delete
dialog box opens, click Yes.

10. Once you've finished specifying the report
information, click Save and print later from the
control menu.

The Print later pop-up window opens.

11. Specify:

the report’'s name in the Report name field.
the date you want to send the report by typing a
in the Date field, or by clicking the calendar icon.

who to assign the report to by selecting an option
from the Assigned to drop-down list box.

12. Click OK.

The report will be displayed in Today’s business on the
date you specified. For more information about working
with service reports from Today’s business, see
“Working With Service Reports From Today’s Business”
on page 217.
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Adding activities
to a closing
service report
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This section tells you how to add activities to a closing service

1. From the main menu, highlight Closings and then

click Current closings.

The Current closings window opens.

. To see:

« closings with a certain status, specify the status
from the View by status drop-down list box. Click
Start search.

« closings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, refer to “Specifying
Date Ranges” on page 22.

. Select the closing you want to create a service

report for, and then click View or edit closing from
the action menu.

The Closing details for [Buyer name] window opens.

. Click the Service report tab.

. To add an activity to the service report:

« click Add activity from the action menu.
The Add activity for [Closing address] pop-up win-
dow opens.

= enter the activity’s description by typing in the
Description field, or click the list icon to select a
preset item.

= enter the activity’s date by typing in the Date
field, or clicking the calendar icon.

= enter the time of the activity by typing in the Time
field, or by using the spin buttons.

= enter the total cost it took to perform the activity
by typing a value in the Cost field.

* enter any details for the activity by typing in the
Details section, or click the Details link to select
a preset item.

« click OK.

. Repeat step 5 for each activity that you need to add

to the service report.

. Click Close to return to the Current closings

window.
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Managing a This section tells you how to add, modify and delete a closing
Closing service service report’s activities.
report’s activities 1. From the main menu, highlight Closings and then

click Current closings.
The Current closings window opens.
2. To see:

« closings with a certain status, specify the status
from the View by status drop-down list box. Click
Start search.

« closings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, refer to “Specifying
Date Ranges” on page 22.

3. Select the closing you want to create a service
report for, and then click View or edit closing from
the action menu.

The Closing details for [Buyer name] window opens.

4. Click the Service report tab.

5. To:

+ add an activity to the report, click Add activity
from the action menu. Enter the activity’s details,
and then click OK.

For more information on entering an activity, see
page 452.

= modify an activity, click Change activity from the
action menu. Modify the activity’s details, and
then click OK.
For more information on modifying an activity’s
details, see page 452.

= remove an activity from the report, select the
activity and then click Delete activity from the
action menu. When the Delete dialog box opens,
click Yes.

6. Click Close to return to the Current closings
window.
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Managing a You can apply an automatic report to a closing service report
closing service plan. Only one automatic report can be applied at a time.

) . This section tells you how to:
report’s automatic
« apply a plan (see page 454).

reports e remove a plan (see page 455).
< view and edit a plan (see page 455).
e create a new plan (see page 455).
e copy a plan (see page 455).
e rename a plan (see page 177).
- delete a plan (see page 177).
To manage a service report’s automatic report plans:
1. From the main menu, highlight Closings and then
click Current closings.
The Current closings window opens.
2. To see:
« closings with a certain status, specify the status
from the View by status drop-down list box. Click
Start search.
< closings created within a specific date range, click
Date range. Specify the date range, then click
OK. For more information, refer to “Specifying
Date Ranges” on page 22.
3. Select the closing you want to create a service
report for, and then click View or edit closing from
the action menu.
The Closing details for [buyer name] window opens.
4. Click the Service reports tab.
5. Click the Automatic reports action menu item.
The Closing report plans window opens.
To apply a plan:
You can only apply one 1. Select the plan you want to apply, then click Apply
plan to a listing or closing from the action menu.
at a time. This means that
ifyou have plan A applied, The word “Yes” appears in the Applied column.

but want to apply plan B,
you must remove plan A.
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To remove a plan:

1. Select the plan you want to remove, then click
Remove applied from the action menu.

The word “No” appears in the Applied column.

To view or edit a plan:

1. Select the plan you want to view or edit, then click
View or edit from the action menu.

The View or edit report plan [report name] window
opens.

From here you can manage the plan’s scheduled
reports, including adding a new report and modifying an
existing report. See “Managing the plans for a closing
service report’s automatic reports” on page 456.

To create a new plan:
1. Click Create new from the action menu.
The Create new report plan dialog box opens.
2. In the Report name field, type a new name.
3. Click OK.

The View or edit report plan [report name] window
opens.

From here you can manage the plan’s scheduled
reports, including adding a new report and modifying an
existing report. See “Managing the plans for a closing
service report’s automatic reports” on page 456.

To copy a plan:

1. Select the plan you want to copy, then click Copy
from the action menu.

The Copy report plan dialog box opens.

2. In the Report plan name field, type a new name
(if necessary).

3. Click OK.
The View or edit report plan [report name] window

opens. From here you can manage the plan’s scheduled
reports, including adding a new report and modifying an
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existing report. See “Managing the plans for a closing
service report’s automatic reports” on page 456.

To rename a plan:

1. Select the plan you want to rename, then click
Rename from the action menu.

The Rename report plan dialog box opens.
2. In the Report name plan field, type a new name.
3. Click OK.
The plan is renamed.
To delete a plan:

1. Select the plan you want to delete, then click
Delete from the action menu.

The Delete report plan dialog box opens.
2. Click Yes.

The plan is deleted.

Managing the You can work with the plans within an automatic report plan.

plans for a Closing This section tells you how to:
service report’s + add a new report to a plan (see page 178).

automatic reports

e rearrange reports in a plan (see page 179).
< modify an existing report (see page 180).
« delete an existing report (see page 180).

To manage plans for a closing service report’s automatic reports:

1. From the main menu, highlight Closings and then
click Current closings.

The Current closings window opens.
2. To see:

< closings with a certain status, specify the status
from the View by status drop-down list box. Click
Start search.

< closings created within a specific date range, click
Date range. Specify the date range, then click
OK. See “Specifying Date Ranges” on page 22.
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3. Select the closing you want to create a service
report for, and then click View or edit closing from
the action menu.

The Closing details for [buyer name] window opens.
4. Click the Service reports tab.
5. Click the Automatic reports action menu item.
The Closing report plans window opens.

6. Select the plan you want to view or edit, then click
View or edit from the action menu.

The View or edit report plan [report name] window
opens.

To add a new report:
1. Click Add new from the action menu.
The Add new plan item window opens.

2. In the Report name field, type a name for the new
report.

3. From the Assigned to drop-down list, specify a
person to assign the report to.

4. Schedule how many days, weeks or months after
the previous report the new report should run.
Either type a number value in Schedule this
report field or use the spin buttons, then, from the
adjacent drop-down list, select Day(s), Week(s)
or Month(s).

5. Specify whether to include all activities that
occurred since the previous report or since the start
of the plan by selecting the appropriate option
button.
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To add new comments,
click Add new from the
action menu. The Add
comment dialog box
opens. Type a description,
then the comments, and
then click OK.

To set a default comment,
select the comment, then
click Set as default from
the action menu.

To delete a comment,
select the comment, then
click Delete.
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. To include introductory comments or summary

remarks, either type the comments in the
Introductory or Summary area, or click
Introductory comments or Summary remarks
to insert existing text. If you have selected to insert
existing text, the Insert comments/remarks window
opens.

Select whether you want to select introductory or
summary text by selecting the appropriate option
button, then, in the Comments description area,
select the text you want. Click OK.

The Add new plan item window reopens.

. To spell check:

« introductory comments, click Spell check (top
right of the Introductory comments area).

< summary remarks, click Spell check (top right of
the Summary remarks area).

. Click OK.

The View or edit report plan [report name] window
reopens with the new report.

To rearrange the order of reports:

1. Select the report you want to move, then click

Move up or Move down from the action menu as
many times as necessary.

To modify an existing report:

1. Select the report you want to modify, then click

View or edit from the action menu.

The View or edit service report plan item window opens.
See “To add a new report:” on page 178.

To delete a report:

1. Select the report you want to delete, then click

Delete from the action menu.

The Delete report dialog box opens.

2. Click Yes.

The report is deleted.
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Modifying an
assigned closing
service plan

If you set an activity time,
the activity will be
displayed under
Appointments in Today's
business.
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Closing Service Plans

Similar to a listing plan, an effective closing plan must provide
a stable framework for your activities, while at the same time be
flexible enough to meet scheduled changes. Once you assign a
closing plan to a seller, Top Producer 7i Remote makes it easy for
you to modify this plan by adding, changing or deleting activities
as required.

To add an activity to your closing plan:

1. In the Closing details for [seller] page, under the
Activities tab, click Add.

2. In the Add new activity page, click the type of
activity you want to add, then click Next.

3. Select who the activity is assigned to in the
Assigned to drop-down list.

4. Set the activity date, time and duration, as
appropriate, in the Date, Start time and End time
fields.

5. Optionally fill in a description of the activity in the
Description field.

6. Click Finish to save the activity and return to the
Closing details for [seller] page.

To mark an activity done in an assigned closing plan:

1. In the Activities tab, select the activity you want to
mark done, then click Mark done.

The Mark done dialog box opens.
2. Click Yes.

The Add activity to service report dialog box opens.
3. Click Yes to add the activity to the service report.

The Add activity for [Closing address] pop-up window
opens.
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To view your daily closing
activities, point to
Schedule, Today’s
business and click
Closing to-dos.

For example, if you delete
a parent activity and a
child activity is scheduled
for 5 days after the
parent, you must choose
how to reschedule the
child activity. For
example, selecting After
closing date will schedule
the child activity 5 days
after the closing date.
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4. Specify:

5.

« the activity’s description by typing in the Descrip-
tion field, or click the list icon to select a preset
item.

« the activity’s date by typing in the Date field, or
clicking the calendar icon.

< the time of the activity by typing in the Time field,
or by using the spin buttons.

« the total cost it took to perform the activity by typ-
ing a value in the Cost field.

e any details for the activity by typing in the Details
section, or click the Details link to select a preset
item.

Click OK.

To change an activity in an assigned closing plan:

1.

In the Closing details for [seller] page, under the
Activities tab, highlight the activity you want to
change, then click View or edit.

In the View or edit [activity] page, make the desired
changes (for example, change the activity, add
notes, mark the event done, etc.), then click OK.

To delete an activity from an assigned closing plan:

1.

In the Closing details for [seller] page, under the
Activities tab, highlight the activity you want to
delete, then click Delete.

Click Yes in the Delete activity dialog box.

If the activity has a child activity, the Delete preceding
activity window is displayed.

. Select one of the After acceptance date, Before

closing date, or After closing date option buttons
to schedule the dependent activity relative to the
respective date.

Select the After a different preceding activity
occurs option button to select a different preceding
activity for the dependent activity. Select the new
preceding activity from the Select preceding
activity drop-down list box.

. Click OK to save the changes.
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Scheduling an activity for a fixed or a relative date

You can schedule an activity for a fixed date by selecting the
Fixed date option, or schedule the activity for a date relative
to the closing or acceptance date by selecting the If the
acceptance date changes auto-adjust or If the closing
date changes auto-adjust option. Setting the activity to one
of the auto-adjust options will automatically change the activity
date if you change either the acceptance or closing date.

Setting a reminder alarm

When adding or updating appointments and timed calls, you
can set an email reminder alarm. Select the Remind me check
box and choose how long before the activity time you want to
be reminded from the drop-down list box. The reminder will be
sent to your default email address, or you can enter a different
address.

If the system detects a Palm device, then the Palm controls are
available for you to set an alarm on your Palm device. Check
the box to set an alarm on your Palm device. Use the spin
buttons to set the time you want to be notified before the
appointment. The system must be synchronized with the Palm
device before the alarm is displayed.

Setting reminders and drop off

When adding or updating non-timed activities (to-dos, calls or
email) you can fill in the Remind me [X] days before
(activity) date field to set a preliminary reminder of the
activity in Today'’s business. If you want the activity to drop off
Today’s business, enter a value in the drop off [ X] days after
(activity) date field.

Setting the activity’s priority

When adding or updating to-dos and timed calls, set their
Priority (“1” is highest, “99” is lowest).

Marking activities “done”
Once you complete an event, you can mark it done by clicking

Mark done from the action menu. The activity will no longer
appear in Today’s business.

Linking the activity to another contact

To link an activity to one or more contacts other than the seller,
click the Contacts link, select the contact(s) in the Select
contacts page, then click OK. Note that the number of linked
contacts appears in the Contact field in the View or edit
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Custom-creating
your own closing
plans
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activity page. These contacts can be accessed in the Contacts
drop-down list.

Adding notes to an activity

When adding or updating an appointment, call or to-do, click
Notes in the action menu to open the Activity notes page if you
want to add notes.

Depending on the nature of the plan you want to create, all
methods have their advantages. If you are creating a
specialized kind of plan, or a short-term plan, it is best for you
to create your own plan from the ground up. However, you will
find the Closing services checklist a very useful template to
begin from if you are designing longer and more generic plans.

There are three ways that you can create your own Closing
service plans:

e Start from scratch.

« Make a copy of the Closing services checklist, rename it and
modify it.

< Make a copy of a closing plan you have created, rename it
and modify it.

To create a new closing plan:

1. From the main menu, point to Closings and click
Closing plans.

2. Click the Create new link (NOT the action menu
option).

3. In the Create new closing plan pop-up window,

name your plan in the Closing plan name field,
then click OK.

Adding a new activity

4. From the action menu, click Create new activity.

5. In the Add new activity to closing plan page, select
the activity type you want to add, then click Next.

6. Click the Assign to drop-down list box to select
who the event will be assigned to.

Note: The assigned user must have access privi-
leges to the database to perform the event.

462



Working with Closings

7.

10.

The Add new [activity] to closing plan page has
different functions depending on the event type you
selected in step 5:

< If you select Email, click Select email template
to assign a template to the email.

Schedule the event for a date relative to the closing
or acceptance dates by selecting one of the After
acceptance date, Before closing date or After
closing date option buttons. Schedule the event
for a date relative to a parent activity by selecting
the After the preceding activity is completed
option button, then select the parent activity from
the Select preceding activity drop-down list.

In the Perform event [X] days [after/before]
[date type] field, fill in when you want the event to
occur relative to the date that you selected in step 8.

< If the event will require preparation, fill in the
Reminder [X] days before event field to set
how much advance notice you will receive in
Today’s business.

< Set how many days you want the event to appear
in Today’s business by clicking the Apply drop off
to Today’s business check box, then filling in the
Drop off [ X] days after [event] date field.

* You can also make sure the event will not land on
a Saturday or Sunday by clicking If event falls on
a Saturday or If event falls on a Sunday and
selecting whether you want to move the event to
Next business day or Previous business day.

You have now defined the event you want to add to
the closing plan. To save the event in your plan and
create further events, click Enter next, then repeat
steps 5 - 9. To save the event and return to the Plans
setup - Closing plans page, click Finish.

Modifying an activity

1.
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To edit an activity, highlight the activity in the Plans
setup - Closing plans page, then click View or edit
activity from the action menu.

The View or edit [activity type] page opens.

Make the desired changes — for instance, change
the event date — then click OK.
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In order to keep the
existing plan intact for
further use, be sure to
make a copy of it, and
then use the renamed
copy as the template for
your new plan.
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Note: If the activity has dependent activities, the
Drop off controls will be unavailable.

Deleting an activity

1.

5.

To delete a plan activity, highlight the activity in the
Plans setup - Closing plans page, then click Delete
activity from the action menu.

The Delete activity dialog box opens.
Click Yes to delete the activity.

If the activity has a child activity, the Delete preceding
activity window opens.

Select one of the following options buttons to
schedule the child activity relative to the respective
date:

< After acceptance date
= Before closing date
= After closing date

Select the After a different preceding activity

occurs option button, then select an activity from
the Select preceding activity drop-down list to

select a new parent activity.

Click OK to save the changes.

To use an existing closing plan as a template for creating a new
closing plan:

1.

2.

Point to Closings and click Closing plans.

Select the plan you want to copy in the Closing
plan name drop-down list, then click Copy.

The Copy closing plan pop-up window opens.

Overwrite the copied plan’s name with your new
plan’s name, then click OK.

Highlight the renamed copy in the Closing plan
name drop-down list.

The activities in the plan are listed.

To:
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« add new events to the plan, click Create new
activity from the action menu and follow the
instructions outlined in “Adding a new activity” on
page 462.

< modify an existing event in the plan, highlight the
event, click View or edit activity and follow the
instructions outlined in “Modifying an activity” on
page 463.

« delete an existing event in the plan, highlight the
event, then click Delete activity and follow the
instructions outlined in “Deleting an activity” on
page 464.

6. When you are finished creating the closing plan,

click Close.

Viewing or printing To view closing plans:

closing plans

2.

1.

Point to Setup, then click Plans setup.
Under the Closing plans tab, select a closing plan.

The activities in the selected plan are displayed in
chronological order.

The Sort chronologically check-box is selected by
default. If you sort by any other criterion (by
clicking a heading), select this check box to return
the list to chronological order.

To view or print a closing plan report:

1.

2.
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Point to Closings, then click Closing plans.

Select a closing plan.

. Click View report to view or print the activities in

the plan.

For more information, see “Closing reports” on
page 509.
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Working With Reports
And Financials

In this chapter:

e “Income And Expense Tracker” on page 467
e “Buyer Net Sheets” on page 480

e “Seller Net Sheets” on page 491

e “GST Tax Calculation Setup” on page 499

e “Viewing And Printing Reports” on page 501
® “Running Reports” on page 504
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expense folders
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Income And Expense
Tracker

The Income and Expense tracker provides you with an easy-to-
use accounting tool for recording and organizing your real
estate relevant earnings and expenditures. Use it to summarize
financial information and run several types of reports for a
specified period of time.

The Income and Expense tracker uses folders, categories, and
item details to categorize and organize your data. If you have
Canada set as your Country in the Agent information page, or
work with Canadian accounts, you can set up the GST and PST
tax rates. See “GST Tax Calculation Setup” on page 499.

To add new income and expense folders:

1. Point to Financial, then click Income and
expenses.

The Income and expense tracker page is displayed.
The Folder list displays the list of folders.

2. Sort the folders in ascending or descending order by
clicking the arrow in the title bar.

3. To add a new folder, click Add new from the action
menu to define your personal income or expense
folders.

The Add new income and expense folder pop-up window
opens.

4. Enter the name for the new income or expense
folder in the New folder name text box.

5. If you want to password-protect the new folder now,
select the 1 want to protect this folder with a
password check box. The window expands to
reveal the following fields:

e Password — enter a password for the folder (min-
imum of 4 characters).
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e Confirm password — retype the password
exactly as entered above.

Note: You can set a password for this folder later,
by clicking Set up password from the
action menu.

6. Click OK.
The new folder appears in the Folder list.

7. Highlight the new folder in the list and click View or
edit from the action menu to set up categories.

For more information, see “Viewing or editing income
and expense categories” on page 475.

Renaming Income You can rename your existing income and expense folders.
and EXpense To rename existing income and expense folders:
folders

1. From the Income and expense tracker page,
highlight a folder from the list.

2. Click Rename from the action menu.

The Rename [Folder name] folder pop-up window
opens.

3. Enter the new name for the selected folder in the
New folder name text box.

4. Click OK.
Setting password You can set up a password on your income and expense folders
protection for an to ensure a level of security.

income or expense To password-protect existing income and expense folders:

folder 1. From the Income and expense tracker page,
highlight a folder from the list.

2. Click Set up password from the action menu.

The Set up password for [folder name] pop-up window
opens.

3. Enter a password in the text box, then re-type it
exactly in the Confirm password text box.
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A small lock icon appears
next to a password-
protected folder.

¥ Folder=
V& Expense
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4.

Click OK.

A small lock icon appears beside the folder in the list.
You will be prompted for the password when you:

e double-click on the locked folder

< highlight a locked folder and click View or edit
from the action menu

< highlight a locked folder and click Rename from
the action menu

« highlight a locked folder and click Report from the
action menu

« highlight a locked folder and click Delete from the
action menu

In all the above instances, the Enter password for
[folder name] pop-up dialog box opens.

. Type the password in the text box and click OK.

The action menu command now appears as Change
password.

To change or remove the password on an income or expense

folder:

You can change or remove the password on password-
protected folders in the Income and expense tracker.

1.

From the Income and expense tracker page,
highlight a password-protected folder from the list.
You can tell that a folder is password-protected by:

< a small lock icon appears beside the folder in the
list.

* the action menu command is Change password.

. Click Change password from the action menu.

The Change password for [folder name] pop-up window
opens.

In the Old password text box, type the password
for the folder.

In the New password text box, type a new
password or leave it blank if you do not want the
folder to be password-protected.

In the Confirm new password text box, retype
the new password exactly as you entered it in the
previous text box, or leave it blank if you do not
want the folder to be password-protected.
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Running income
and expense
reports
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6. Click OK.

Note: If you have removed the password, the lock

icon disappears from beside the folder and
the action menu command changes to Set
up password.

You can generate four types of income and expense reports for
the folder you are viewing for a specified date range. The
reports can be previewed, saved as local files, or sent to the

Note: You can only select one folder at a time.

To run income and expense reports:

1. From the Income and expense tracker page,
highlight a folder for which you want to run a report.

. Click Report from the action menu.
The Income and expense report page opens.

. In the Select date range section, enter a Start
date and an End date by typing in the fields; or

click the calendar icons.

In the Select report type section, select one of the
following report type options:

Overview — this report shows totals for each
income category, each expense category, as well
as the total income, total expenses, and net
income for a selected folder within a specified date
range.

Summary — this report shows more detail than
the Overview report. It summarizes the total
income, total expenses, and net income for each
of the sub-categories within the income and
expense categories; and the total income, total
expenses, and net income overall for a specified
date range.

Detailed — this report shows all the items in each
category and sub-category, as well as the total
income, total expenses, and net income for each
category in the selected folder.

Month to month net income — this report shows
the income, expenses, and net income for each
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Deleting income
and expense
folders

Viewing or editing
income and
expense folders
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5.

month in the selected date range, as well as the
overall total income, total expenses, and net
income.

Click View report from the control menu.

A new browser window opens, from which you can send
the report to the printer; or download the report as
a.pdf,.xls or. csv file.

For more information on reports, see “Running Reports”
on page 504, and “Downloading reports” on page 503.

You can permanently remove an income or expense folder and
all its contents from the Income and expense tracker.

To delete existing income and expense folders:

1.

From the Income and expense tracker page,
highlight a folder from the list.

Click Delete from the action menu.
The Delete [Folder name] folder dialog box opens.

Click Yes to confirm deletion of the folder and all its
contents.

The view or edit function lets you manage the categories in the
selected income or expense folder. You can also specify how
you want the summary financial information displayed.

Note: The total of the data is displayed in the bot-
tom right corner of the page. If you are using
the Canadian version of the product, there
are additional GST totals displayed.

To view an existing income or expense folder:

1.

From the Income and expense tracker page,
highlight a folder in the list.

Click View or edit from the action menu.
The [Folder name] page opens.

Click the Income and expense view drop-down
list box and select one of the following views:

< Show month/year to date — this is the default
view. Select this view to display the month-to-date

471



Working With Reports And Financials

Top Producer 7i Remote User Guide

and the year-to-date totals of all income and
expense categories.

The month-to-date amounts are calculated on all
item entries entered from the first date of the
current month to the current date (inclusive). The
year-to-date amounts are calculated on all item
entries entered from the first date of the current
year to the current date (inclusive). The Month
and Year drop-down lists are not available, but
show the current information.

Show monthly total — select this view to display
the total amount of all income and expense cate-
gories, calculated on all item entries entered dur-
ing the specified month.

Show yearly total — select this view to display

the total amount of all income and expense cate-
gories, calculated on all item entries entered dur-
ing the specified year.

< Show total between — select this view to display

the total amount of all income and expense cate-
gories, calculated on all item entries entered dur-
ing the specified date range.

4. Depending on which of the views you selected in
step 3, the corresponding date range controls are
available:

< When you select Show monthly total from the

drop-down list, the Month and Year fields are
available. Specify the month and the year you

want the total to reflect, then click the Display
link.

< When you select Show yearly total from the

drop-down list, the Year field is available. Specify
the year you want the total to reflect, then click
the Display link.

< When you select Show total between from the

drop-down list, the Start date and End date
fields are available. Specify the date range by typ-
ing in the field, or click the calendar icon. Click the
Display link.

5. You will need to click Add new from the action
menu to define a new income or expense category

types.

See “Adding new income and expense categories” on
page 473.

6. Click Close.
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Adding new income and expense categories

You can add categories in each of your income and expense
folders to further organize your entries.

To add a new income or expense category to the selected folder:

1. From the Income and expense tracker page,
highlight a folder for which you want to add
categories.

2. Click View or edit from the action menu to display
the [Folder name] page.

The page is divided into two grids: the top section shows
a list of Income categories; and the bottom section
shows a list of Expense categories.

The bottom of the page displays the summary
information for the selected folder. These types of totals
displayed can be set up in “Renaming income and
expense folders” on page 468.

3. Click Add new from the action menu.

The Add new category pop-up window opens.

4. Type a name for the new category in the New
category name text box.

5. Select the category type option button: Income or
Expense.

6. Click OK.
The category appears in the appropriate list box on the

[Folder name] page, with a running Month-to-date
and Year-to-date total.
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Renaming existing income and expense categories

You can rename a category you select from either the income
or expense section of the selected folder page.

To rename an existing income or expense category in a selected
folder:

1. From the [Folder name] page, highlight an item
from either the Income categories or Expense
categories list box.

2. Click Rename from the action menu.

The Rename [Category name] category pop-up window
opens.

3. Enter the new name for the selected category in the
New category name text box.

4. Click OK.
Running income and expense categories reports
You can generate four types of income and expense reports, for

the folder you are viewing. The reports can be previewed,
saved as local files, or sent to the printer.

Note: You can only select one folder at a time.

See “Running income and expense reports” on page 470.

Deleting income and expense categories

You can permanently remove a category and all its entries from
either the income or expense section of the selected folder

page.

To delete an existing income or expense category from a selected
folder:

1. From the [Folder name] page, highlight an item
from either the Income categories or Expense
categories list box.
2. Click Delete from the action menu.
The Delete [Category name] category dialog box opens.
3. Click Yes to confirm deletion of the category and all

its contents.
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Viewing or editing
income and
expense
categories
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The view or edit function lets you manage the sub-categories
and individual entries in the selected income or expense
category. You can also specify how you want the summary
financial information displayed.

Note: The total of the data is displayed in the bot-
tom right corner of the page. If you are using
the Canadian version of the product, the
total will include GST tax amounts.

To view an existing income or expense category:

1.

From the Income and expense tracker page,
highlight a folder in the list.

Click View or edit from the action menu to display
the [Folder name] page.

Highlight a category in either the Income
categories or Expense categories section of the

page.
Click View or edit from the action menu.
The [Category name] in [Folder name] page opens.

Click the [Income/Expense] view drop-down list
and select one of the following views:

< Show month to date — Select this view to dis-
play the total amount of all entries in the specified
category, calculated on all item entries made from
the first date of the current month to the current
date (inclusive). The Month and Year fields are
not available, but show the current information.

< Show monthly total — Select this view to display
the total amount of all entries in the specified cat-
egory, calculated on all item entries made during
the specified month.

< Show yearly total — Select this view to display
the total amount of all entries in the specified cat-
egory, calculated on all item entries made during
the specified year.

« Show total between — Select this view to dis-
play the total amount of all entries in the specified
category, calculated on all item entries made dur-
ing the specified date range.
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6. Depending on which of the views you selected in

step 5, the corresponding date range controls are
available:

< When you select Show monthly total from the
drop-down list, the Month and Year fields are
available. Specify the month and the year you
want the total to reflect, then click the Display
link.

< When you select Show yearly total from the
drop-down list, the Year field is available. Specify
the year you want the total to reflect, then click
the Display link.

< When you select Show total between from the
drop-down list, the Start date and End date
fields are available. Specify the date range by typ-
ing in the field, or click the calendar icon. Click the
Display link.

7. Click Add new from the action menu to enter a new

income or expense entry.

See “Adding new income and expense entries” on
page 476.

8. Click Close.

Adding new income and expense entries

You can add details of a new entry within a selected income or
expense category.

To add a new income or expense entry to a selected category:

1.

From the Income and expense tracker page,
highlight a folder from the list.

Click View or edit from the action menu.
The [Folder name] page opens.

Highlight a category in which you want to add
specific entries.

Click View or edit from the action menu.
The [Category name] in [Folder name] page opens.
Click Add new from the action menu.

The Add new [Income/Expense] pop-up window opens.
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6. Complete the following details:

Date — type the date the income or expense item
was created (MM/DD/YYYY); or click the calendar
icon to select from a calendar. The default is
today's date.

Sub category — type the sub-category you want
the income or expense item to be included in; or
click the list icon and choose a preset item.
Description — type a description of the income or
expense item in the text box.

Amount — type the amount of the income or
expense item in the text box.

Note:

If you are using the Canadian version, you
will have to set up the GST tax calculation.
Click the GST link to do this, (see “Using the
GST calculation link” on page 478).

7. Click
item.

Paid by — type the method by which the income
or expense item was paid (for example, cash,
check, or credit card); or click the list icon and
choose a preset item.

Invoice number — type an invoice number for
the income or expense item in the text box, if nec-
essary.

Check number — type the check number for the
income or expense item in the text box, if neces-
sary.

OK; or click Enter next to add another new

Viewing or editing existing income and expense entries

You can view or edit the details of a selected entry within a
selected income or expense category.

To view or edit an existing income or expense entry in a selected

category:

1. From

the [Category name] in [Folder name] page,

highlight an entry from the list.

2. Click View or edit from the action menu.

The View or edit [Income/Expense] pop-up window
opens.

3. View or edit the following details:
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e Date — view or edit the date the income or
expense item was created (MM/DD/YYYY); or click
the calendar icon to select from a calendar. The
default is today's date.

e Sub category — view or edit the sub-category
you want the income or expense item to be
included in; or click the list icon and choose a pre-
set item.

e Description — view or edit a description of the
income or expense item in the text box.

* Amount — view or edit the amount of the income
or expense item in the text box.

Note: If you are using the Canadian version, you
will have to set up the GST tax calculation.
Click the GST link to do this, (see “Using the
GST calculation link” on page 478).

e Paid by — view or edit the method by which the
income or expense item was paid (for example,
cash, check, or credit card); or click the list icon
and choose a preset item.

e Invoice number — view or edit an invoice hum-
ber for the income or expense item in the text box,
if necessary.

e Check number — view or edit the check number
for the income or expense item in the text box, if
necessary.

4. Click OK.

Using the GST calculation link

The GST calculation feature is only applicable to the Canadian
version of Top Producer 7i Remote. It enables you to select
how the Goods and Services Tax (GST) and Provincial Sales
Tax (PST) amounts are calculated on the income and expense
entry you are working on.

To use the GST link for the Canadian version only:

1. When adding or editing individual income or
expense entries, the Add new [Income/Expense] or
the View or edit [Income/Expense] pop-up window
has an additional field called GST. Above it, click the
GST link to display the GST calculation pop-up
window.
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2. In the GST and PST options section, determine
how the GST and PST values will be calculated on
the entry amount (the $in the Amount field):

e Amount includes GST and PST — if you select
this option, both the GST and PST amounts are
included in the entry amount. The GST text box
displays how much the GST was using this calcu-
lation method.

* Amount includes GST only — if you select this
option, only the GST amount is included with the
amount shown in the Amount text box. The GST
text box displays how much the GST was using this
calculation method.

< Amount includes PST only — if you select this
option, only the PST amount is included with the
amount shown in the Amount text box. The GST
text box will be empty.

e Amount is before GST and PST — if you select
this option, both GST and PST amounts are calcu-
lated and automatically added on top of the
amount shown in the Amount text box. The GST
text box displays how much the GST was using this
calculation method.

3. The GST and PST rates section is view-only and
shows you the current tax rates you've set up.

To change these, see “GST Tax Calculation Setup” on
page 499.

4. Click OK.

Deleting existing income and expense entries

You can delete an existing income or expense entry from a
selected category.

To delete an existing income and expense entry from a selected
category:

1. From the [Category name] in [Folder name] page,
highlight an entry from the list.

2. Click Delete from the action menu.
The Delete [Income/Expense] dialog box opens.

3. Click Yes to confirm deletion of the selected item
from the category.
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Buyer Net Sheets

The buyer net sheet feature lets you prepare a presentation-
quality report that itemizes a buyer's costs and calculates the
approximate cash necessary to close the sale.

You can create a default list of closing costs and prepaid
expenses that can be added automatically to every buyer net
sheet you create. When a new buyer net sheet is created, these
default cost items can be edited or deleted if not applicable to
the transaction.

The Buyer net sheets page displays all of the buyer net sheets
that have been created, and lets you manage them. You can
also use this page to define default buyer closing costs, define
default prepaid expense entries, and generate a report.

To view a summary list of all existing buyer net sheets:

1. From the main menu, point to Financial, then click
Buyer net sheet.

The Buyer net sheets page opens.

2. Click the small arrow next to the Contact label to
sort the sheets in ascending or descending order.

3. Use the action menu items to add, view, edit, and
delete net sheets.

4. Click Close.

The Add new buyer net sheet wizard lets you select a specific
property, apply the default closing cost and prepaid expense
entries, and enter the details.

To create a new buyer net sheet:

1. From the Buyer net sheets page, click Add new
from the action menu.

The Add new buyer net sheet — Select property page
opens.
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Use the action menu
items to view or edit the
contact, or to add a new
contact. For more
information, see “Viewing
And Modifying Contacts” on
page 80.
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Use the search function to find and select the
property for which you want to create the buyer net
sheet.

« choose one of the Search contact by options:
Name, Address, Contact type, or All contacts,
then enter the information in the relevant text
boxes.

e click the Start search link.

From the Contact name list, highlight a record
from the list.

e use the action menu items to view or edit the con-
tact, or to add a new contact.

. Select the Use default closing costs and prepaid

expenses check box in the bottom left corner of
the page, if you want to apply the default closing
cost and prepaid expense entries to this buyer net
sheet.

. Click Next.

The Add new buyer net sheet — Enter details page
opens.

Based on the contact record, the Prepared for,
Prepared by and Address text boxes are
automatically filled in with the buyer's name and
address and the agent's name. Enter the following
information:

» Purchase price — Enter the purchase price of the
property.

< Date — By default, the current date is displayed.
Type the creation date of this buyer net sheet; or
use the calendar icon.

< Mortgage amount — Enter the value of the mort-
gage amount.

< Interest rate — Enter the interest rate percent-
age.

< Mortgage type — Enter the type of mortgage; or
click the list icon to select a preset item.

Use the action menu items to add a closing cost or
prepaid expense, apply default entries, view or edit
the closing cost and prepaid expense entry items,
and remove a selected entry item.
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The Closing costs list box shows all the closing costs of
the buyer net sheet. The Prepaid expenses list box
shows all the prepaid expenses of the buyer net sheet.

Note: If the Use default closing costs and pre-
paid expenses check box is selected on the
first page of the wizard, these two grids are
filled in automatically.

8. Click Finish.
You are returned to the Buyer net sheets page, where
the new buyer net sheet now appears in the list.
Defining default Use the Buyer net sheet defaults page (when opened from the
closing costs and Defaults command) to pre-define default closing cost and

prepaid expense entries, which can then be applied to selected

prepaid expenses buyer net sheets.

To define a closing cost or prepaid expense to be applied as a
default entry:

1.

From the Buyer net sheets page, click Defaults
from the action menu.

The Buyer net sheet defaults page opens.

The Closing costs list displays the Description,
Percentage and Amount columns:

. Click the arrow next to the Description label to sort

the items in ascending or descending order.

. The Prepaid expenses list displays the

Description and Amount columns. Click the arrow
next to the Description label to sort the items in
ascending or descending order.

Use the action menu items to add new default
closing cost or prepaid expense entries, view or edit
existing entries, or delete unwanted entries.

Click Close.

Adding default closing costs

You can add a new predefined closing cost entry to be applied
later to a selected buyer net sheet.
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To add a default closing cost entry:

1. From the Buyer net sheet defaults page, click Add
default closing cost from the action menu.

The Add default closing cost pop-up window opens.
2. Complete the following text boxes:

» Description — Enter a description of the closing
cost entry.

< Amount — Enter an amount for the closing cost
entry.

Note: If you enter a percentage amount in the
Percentage text box, the Amount text box
will be cleared of any values.

e Percentage — Enter a percentage amount in the
text box. The option buttons in step 3 become
available.

3. Select one of the following option buttons to be
used in conjunction with the Percentage text box:

e Base percentage on purchase price — select
this option to calculate the amount of the default
closing cost entry on a percentage of the purchase
price.

< Base percentage on mortgage amount —
select this option to calculate the amount of the
default closing cost entry on a percentage of the
mortgage amount.

4. Select the Include on report check box to show
this default closing cost entry on the report, when
applied to a selected buyer net sheet.

5. Click OK; or Enter next to add another default
closing cost entry.

Adding default prepaid expenses

You can add a new predefined prepaid expense entry to be
applied later to a selected buyer net sheet.

To add a default prepaid expense entry:

1. From the Buyer net sheet defaults page, click Add
default prepaid expense from the action menu.
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The Add default prepaid expense pop-up window opens.
2. Complete the following text boxes:

e Description — Enter a description of the prepaid
expense entry.

* Amount — Enter an amount for the prepaid
expense entry.

3. Select the Include on report check box to show
this default prepaid expense entry on the report,
when applied to a selected buyer net sheet.

4. Click OK; or Enter next to add another prepaid
expense entry.

Viewing or editing default closing costs or prepaid expenses

You can view or edit a predefined closing cost or prepaid
expense entry.

To view or edit a default closing cost/prepaid expense entry:
1. From the Buyer net sheet defaults page, highlight
either a closing cost entry or a prepaid expense
entry in the corresponding list.

2. Click View or edit from the action menu.

The View or edit default [closing cost/prepaid expense]
pop-up window opens.

3. Make any modifications as necessary.
For more information on the specific fields, see “Adding
default closing costs” on page 482 and “Adding default

prepaid expenses” on page 483.

4. Click OK.

Deleting default entries

You can delete selected predefined closing cost/prepaid
expense entries.

To delete a default closing cost/prepaid expense entry:
1. From the Buyer net sheet defaults page, highlight
either a closing cost entry or a prepaid expense
entry in the corresponding list.

2. Click Delete from the action menu.
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3. When the Delete default [closing cost/prepaid
expense] dialog box is displayed, click Yes to
confirm the deletion.

The View or edit buyer net sheet looks like the second page of
the Add new buyer net sheet wizard. It displays the details of
the selected buyer net sheet and lets you modify the contents.
For more information, refer to “Creating a new buyer net sheet”
on page 480.

To view or edit a selected buyer net sheet:

1. From the Buyer net sheets page, highlight a contact
from the list, then click View or edit from the
action menu.

The View or edit buyer net sheet page opens.
2. Make modifications to the fields, if required:

* Prepared for — view or edit the buyer's name.

e Purchase price — view or edit the purchase price
of the property.

< Date — By default, the current date is displayed.
View or edit the creation date of this buyer net
sheet; or use the calendar icon.

e Prepared by — view or edit the agent who pre-
pared the selected buyer net sheet.

« Address — view or edit the buyer's property
address.

e Mortgage amount — view or edit the value of the
mortgage amount.

« Interest rate — view or edit the interest rate per-
centage.

< Mortgage type — view or edit the type of mort-
gage; or click the list icon to select a preset item.

3. Use the action menu items to add a closing cost, a
prepaid expense, generate a report, apply default
entries, and remove a selected entry item. You can
also edit the items listed in the Closing costs or
Prepaid expenses grids.

The Closing costs list box shows all the closing costs of
the buyer net sheet. The Prepaid expenses list box
shows all the prepaid expenses of the buyer net sheet.

Note: If the Use default closing costs and pre-
paid expense check box was selected when
the net sheet was created, these two grids
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are filled in automatically, (see “Creating a
new buyer net sheet” on page 480).

4. Click Close.

Adding a closing cost

From the View or edit buyer net sheet page, use the action
menu item to create new closing costs.

To add a new closing cost:

1. From the View or edit buyer net sheet page, click
Add closing cost from the action menu.

The Add closing cost pop-up window opens.

Note: You can also access the Add closing cost

action menu item from the Add new buyer
net sheet page, (see “Creating a new buyer
net sheet” on page 480).

2. Complete the following:

Description — Enter a description of the closing
cost; or click the list icon to select a preset item.

Amount — Enter an amount for the closing cost.

Note: If you enter a percentage amount in the

Percentage text box, the Amount text box
will be cleared of any values.

Percentage — Enter a percentage amount in the
text box. The option buttons in step 3 become
available.

3. Select one of the following option buttons to be
used in conjunction with the Percentage text box:

Base percentage on purchase price — select
this option to calculate the amount of the closing
cost entry on a percentage of the purchase price.

Base percentage on mortgage amount —
select this option to calculate the amount of the
closing cost entry on a percentage of the mortgage
amount.
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4.

Select the Include on report check box to show
this closing cost entry on the buyer net sheet
report.

For information on generating a buyer net sheet report,
see “Running a buyer net sheet report” on page 489.

Click OK; or Enter next to add another closing
cost.

Adding a prepaid expense

From the View or edit buyer net sheet page, use the action
menu item to create new prepaid expenses.

To add a new prepaid expense item:

1.

From the View or edit buyer net sheet page, click
Add prepaid expense from the action menu.

The Add prepaid expense pop-up window opens.

Note: You can also access the Add prepaid
expense action menu item from the Add
new buyer net sheet page, (see “Creating a
new buyer net sheet” on page 480).

Complete the following:

e Description — Enter a description of the prepaid
expense; or click the list icon to select a preset
item.

e Amount — Enter an amount for the prepaid
expense.

. Select the Include on report check box to show

this prepaid expense entry on the buyer net sheet
report.

For information on generating a buyer net sheet report,
see “Running a buyer net sheet report” on page 489.

Click OK; or Enter next to add another prepaid
expense.
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Applying default closing entries

Use the Buyer net sheet defaults page (when opened from the
Apply defaults command) to apply the pre-defined default
closing cost and prepaid expense entries to the selected buyer
net sheet.

To apply default closing entries from the View or edit buyer net
sheet page:

1.

From the Buyer net sheets page, highlight the
contact from the list, whose buyer net sheet you
want to work with.

Click View or edit from the action menu.

The View or edit buyer net sheet page opens.

Note: You can also access the Apply defaults
action menu item from the Add new buyer
net sheet page, (see “Creating a new buyer
net sheet” on page 480).

Click Apply defaults from the action menu.
The Buyer net sheet defaults page opens.

The Buyer net sheets default page has two grids;
Closing costs and Prepaid expenses. Each grid
displays all of the default entries you have defined,
showing the description, percentage and amount
values.

* in the Select column, click the check box of the
entries that you want to apply to the selected
buyer net sheet. Use the Select all link to high-
light the entire list.

« click the arrow next to the Description label to
sort the items in ascending or descending order.

Use the action menu items to add new default
closing cost or prepaid expense entries, view or edit
existing entries, or delete unwanted entries.

Click Apply. The pre-defined entr(ies) you selected
are applied to the selected buyer net sheet.

You are returned to the View or edit buyer net sheet
page.
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Viewing or editing closing cost and prepaid expense entries

You can view or edit a selected closing cost/prepaid expense
entry while editing a selected buyer net sheet.

To view or edit a selected closing cost/prepaid expense entry:

1. From the View or edit buyer net sheet page,
highlight either a closing cost entry or a prepaid
expense entry.

2. Click View or edit from the action menu.

The View or edit closing cost/prepaid expense pop-up
window opens.

3. Edit the fields as required.

4. Click OK.

Deleting closing cost and prepaid expense entries

You can delete a selected closing cost/prepaid expense entry
while editing a selected buyer net sheet.

To delete a selected closing cost/prepaid expense entry:

1. From the View or edit buyer net sheet page,
highlight either a closing cost entry or a prepaid
expense entry.

2. Click Delete from the action menu.

3. When the Delete closing cost/prepaid expense
dialog box is displayed, click Yes to delete the
selected entry.

You can run a buyer net sheet report for a selected contact
from two locations, (see “Running Reports” on page 504).

To access the reporting feature in a selected buyer net sheet:

1. From the Buyer net sheets page, highlight a contact
in the list.

2. Click Report from the action menu; or while editing
the selected buyer net sheet from the View or edit
buyer net sheet page, click Report from the action
menu.

The buyer net sheet report is displayed in a new browser
window.
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3. Use the browser controls to print, change the view,
and move through multiple pages of the report.

Deleting a buyer You can remove an existing buyer net sheet for a selected

net sheet contact.
To delete an existing buyer net sheet:

1. From the Buyer net sheets page, highlight a contact
from the list.

2. Click Delete from the action menu.

3. When the Delete buyer net sheet dialog box is
displayed, click Yes to confirm the deletion.

Top Producer 7i Remote User Guide
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Seller Net Sheets

The seller net sheet feature lets you prepare a presentation
quality report that itemizes a seller's expenses and calculates
an approximate cash payout or equity amount.

You can create a default list of selling expense items that can
be added automatically to every seller net sheet you create.
When a new seller net sheet is created, these default items
may be edited or deleted if not applicable to the particular
transaction.

The Seller net sheets page displays all of the seller net sheets
that have been created, and lets you manage them. You can
also use this page to define default selling expenses and
generate a report.

To view a summary list of all existing seller net sheets:

1. From the main menu, point to Financial, then click
Seller net sheet.

2. Click the small arrow next to the Contact label to
sort the sheets in ascending or descending order.

3. Use the action menu items to add, view, edit, and
delete net sheets. As well, you can define seller
selling expense default entries and generate a
report.

4. Click Close.

The Add new seller net sheet wizard lets you select a specific
property, apply the default selling expense entries, and enter
the details.

To create a new seller net sheet:
1. From the Seller net sheets page, highlight a contact
from the list, then click Add new from the action
menu.

The Add new seller net sheet — Select property page
opens.
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Use the search function to find and select the
property for which you want to create the seller net
sheet.

« choose one of the Search contact by options:
Name, Address, Contact type, or All contacts,
then enter the information in the relevant text
boxes.

e click the Start search link.

From the Contact name list, highlight a record.

. Select the Use default selling expenses check

box in the bottom left corner of the page, if you
want to apply the default selling expense entries to
this seller net sheet.

Use the action menu items to view or edit the
contact, or to add a new contact.

. Click Next.

The Add new seller net sheet — Enter details page
opens. Based on the contact record, the Prepared for,
Prepared by and Address text boxes are automatically
filled in with the seller's name and address, and the
agent's name.

Enter the following information:

« Selling price — Enter the selling price of the prop-
erty.

< Date — By default, the current date is displayed.
Type the creation date of this seller net sheet; or
use the calendar icon.

Use the action menu items to add a selling expense,
apply default entries, view or edit the default selling
expense entries, or remove unwanted entries.

The Selling expenses list box shows all the selling
expenses of the seller net sheet.

Note: If the Use default selling expenses check
box is selected on the first page of the wiz-
ard, this grid is filled in automatically.

. Click Finish.
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You are returned to the Seller net sheets page, where
the new seller net sheet now appears in the list.

Defining default Use the Seller net sheet defaults page (when opened from the
; Defaults command) to pre-define default selling expense
Se”mg EXpenses entries, which can then be applied to selected seller net sheets.

To define a selling expense to be applied as a default entry:

1. From the Seller net sheets page, click Defaults
from the action menu.

The Seller net sheet defaults page opens.

The Selling expenses list displays the Description,
Percentage and Amount columns.

2. Click the arrow next to the Description label to sort
the items in ascending or descending order.

3. Use the action menu items to add new default
selling expenses, view or edit existing entries, or
delete unwanted entries.

4. Click Close.

Adding default selling expenses

You can add a new predefined selling expense entry to be
applied later to a selected seller net sheet.

To add a default selling expense entry:

1. From the Seller net sheet defaults page, click Add
default selling expense from the action menu.

The Add default selling expense pop-up window opens.
2. Complete the following text boxes:

e Description — Enter a description of the selling
expense entry.

e Amount — Enter an amount for the selling
expense entry.

Note: If you enter a percentage amount in the
Percentage text box, the Amount text box
will be cleared of any values.

< Percentage of selling price — Enter a percent-
age amount in the text box.
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3.

Select the Include on report check box to show
this default selling expense entry on the report,
when applied to a selected seller net sheet.

Click OK; or Enter next to add another default
selling expense entry.

Viewing or editing default selling expenses

You can view or edit a predefined selling expense entry.

To view or edit a default selling expense entry:

1.

4.

From the Seller net sheet defaults page, highlight a
selling expense entry in the list.

Click View or edit from the action menu.

The View or edit default selling expense pop-up window
opens.

Make any modifications as necessary.

For more information on the specific fields, see “Adding
default selling expenses” on page 493.

Click OK.

Deleting default entries

You can delete selected predefined selling expense entries.

To delete a default selling expense entry:

1.

From the Seller net sheet defaults page, highlight a
selling expense entry in the list.

. Click Delete from the action menu.

When the Delete default selling expense dialog box
is displayed, click Yes to confirm the deletion.

Viewing or editing The View or edit seller net sheet page looks like the second

a seller net sheet

page of the Add new seller net sheet wizard. It displays the
details of the selected seller net sheet and lets you modify the

contents. For more information, see “Creating a new seller net
sheet” on page 491.
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To view or edit a selected seller net sheet:

1. From the Seller net sheets page, highlight a contact
from the list, then click View or edit from the
action menu.

The View or edit seller net sheet page opens.
2. Make modifications to the fields, if required:

* Prepared for — view or edit the seller's name.

e Selling price — view or edit the selling price of
the property.

< Date — By default, the current date is displayed.
View or edit the creation date of this seller net
sheet; or click the calendar icon.

e Address — view or edit the seller's property
address.

e Prepared by — view or edit the name of the agent
who prepared the selected seller net sheet.

3. Use the action menu items to add a selling expense,
generate a report, apply default entries, and
remove a selected entry item. You can also edit the
items listed in the Selling expenses grid.

The Selling expenses list box shows all the selling
expense entries of the seller net sheet.

Note: If the Use default selling expenses check
box was selected when you created the
seller net sheet, this grid is filled in automat-
ically, (see “Creating a new seller net sheet”
on page 491).

4. Click Close.

Adding a selling expense

From the View or edit seller net sheet page, use the action
menu item to create new selling expenses.

To add a new selling expense:

1. From the View or edit seller net sheet page, click
Add selling expense from the action menu.

The Add selling expense pop-up window opens.
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2.

3.

Note: You can also access the Add selling
expense action menu item from the Add
new seller net sheet page, (see “Creating a
new seller net sheet” on page 491).

Complete the following:

e Description — Enter a description of the selling
expense; or click the list icon to select a preset
item.

* Amount — Enter an amount for the selling
expense.

< Percentage of selling price — Enter a percent-
age of the selling price.

Select the Include on report check box to show
this default selling expense entry on the report,
when applied to a selected seller net sheet.

Click OK; or Enter next to add another selling
expense entry.

Applying default selling expenses

Use the Seller net sheet defaults page (when opened from the
Apply defaults command) to apply the pre-defined default
selling expense entries to the selected seller net sheet.

To apply default selling expense entries from the View or edit
seller net sheet page:

1.

From the Seller net sheets page, highlight the
contact from the list, whose seller net sheet you
want to work with.

Click View or edit from the action menu.

The View or edit seller net sheet page opens.
Click Apply defaults from the action menu.

The Seller net sheet defaults page opens.

The Selling expenses list displays the Select,
Description, Percentage and Amount columns:

e select the check box in the Select column to apply
the entry to the selected seller net sheet.

« click the arrow next to the Description label to
sort the items in ascending or descending order.
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5.

Use the action menu items to add new default
selling expense entries, view or edit existing entries,
or delete unwanted entries.

Click Apply from the control menu.
The pre-defined entr(ies) you selected are applied to the

selected seller net sheet. You are returned to the View
or edit seller net sheet page.

Viewing or editing selling expense entries

You can view or edit a selected selling expense entry while
editing a selected seller net sheet.

To view or edit a selected selling expense entry:

1.

3.

4.

From the View or edit seller net sheet page,
highlight a selling expense entry.

Click View or edit from the action menu.
The View or edit selling expense pop-up window opens.
Edit the fields as required.

Click OK.

Deleting selling expense entries

You can delete a selected selling expense entry while editing a
selected seller net sheet.

To delete a selected selling expense entry:

1.

From the View or edit seller net sheet page,
highlight a selling expense entry.

Click Delete from the action menu.
When the Delete selling expense dialog box is

displayed, click Yes to confirm deletion of the
selected entry.

You can run a seller net sheet report for a selected contact from
two locations, (see “Running Reports” on page 504).

To access the reporting feature in a selected seller net sheet:

1. From the Seller net sheets page, highlight a contact

in the list.
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2. Click Report from the action menu; or while editing
the selected seller net sheet from the View or edit
seller net sheet page, click Report from the action
menu.

The seller net sheet report is displayed in a new browser
window.

3. Use the browser controls to print, change the view,
and move through multiple pages of the report.

4. Click the drop-down list at the bottom of the page to
download the report in one of three formats. For
more information, see “Downloading reports” on
page 503.

Deleting a seller You can remove an existing seller net sheet for a selected

net sheet contact.
To delete an existing seller net sheet:

1. From the Seller net sheets summary page, highlight
an item from the list.

2. Click Delete from the action menu.

3. When the Delete seller net sheet dialog box is
displayed, click Yes to confirm the deletion.
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GST Tax Calculation Setup

The tax calculation feature is for the Canadian users only and
becomes visible in the program:

e during initial sign up.

< when the Country is set to Canada on the Agent infor-
mation page during Agent setup. For information on
viewing agent information, see “Agent and Assistant
Setup” on page 31.

This feature lets you to set up the tax calculation options and
rates that the program will use to automatically calculate the
Goods and Services Tax (GST) and the Provincial Sales Tax
(PST) amounts incurred on income and expense activities.

1. From the main menu, point to Financial, then click
Tax calculation setup.

The Tax calculation setup page opens.

2. In the GST and PST options section, select one of
the following options:

Amount includes GST and PST — this is the
default setting. Income and expense entries will
be calculated to include both the GST and PST.

Amount includes GST only — if you select this
option, income and expense entries will be calcu-
lated to include only the GST.

Amount includes PST only — if you select this
option, income and expense entries will be calcu-
lated to include only the PST.

Amount is before GST and PST — if you select
this option, both GST and PST amounts are calcu-
lated and automatically added on top of the
income and expense entries.

3. In the GST and PST rates section, use the spin
buttons to set up the following:
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Current GST percent rate — the default setting
is 7.00 percent. Enter the currently applicable GST
rate.
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e Current PST percent rate — the default setting
is 0.00 percent. Enter the currently applicable PST
rate for your province.

. Select the PST is calculated on amount + GST

check box to calculate the PST only after the GST
has been added to the entry.

. Click OK.
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Viewing And Printing

Reports

You can generate reports from the following areas in

Top Producer 7i Remote:
e Today’s business
e Schedule

e Contacts, Search, Leads, Referrals

* Listings
e Closings

« Income and Expenses
« Buyer and Seller net sheets

* Plans setup

Some reports have various options that need to be set up
before you can view or print them. You will be prompted with
the Report options page, if this is the case.

Viewing reports 1. To generate a report, highlight one or more records
from the list (or proceed straight from the page you

are viewing).

2. Click View report from the action menu.

Note: If you are viewing reports from the Buyer or
Seller net sheets pages, the action menu

item is Report.

In many cases the Report options page is displayed.

3. Set up any options, if required. For example, you
may be required to select a summary report or a

detailed report.

4. Click View report from the control menu at the

bottom of the page.

The report is displayed in a new browser window.

Top Producer 7i Remote User Guide
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5. Use the browser toolbar buttons to manage your
report, as follows:

Click the Table of Contents icon to display a Contents
column on the left side of the page. Click the X in the upper
right corner of the column to close the Contents view.

Click the Print icon to display the Print pop-up window,
enabling you to specify your printer settings.

Click the Copy icon to make a copy of the report so that it can
be pasted into an email or document.

Click the Find icon to display the Find pop-up window. Type the
text you want to search for in the Find what field. Select the
Match whole word only or Match case check box(es) if
applicable. Specify the search direction by choosing the Up or
Down option. Click Find Next to begin the search.

Click the Single Page/Multiple Pages icons to display the
report in a single page on the screen; or as multiple pages on
the screen. If you select Multiple Pages, a submenu enables
you to select how many pages you want to display on the
screen at one time.

Click the Zoom Out/Zoom In icons to control the view size on
a single page display of the report. The view size changes in
increments of 10%.

Click the Zoom drop-down list and select a page display view;
or manually type a size in the field.

Click the Previous Page/Next Page icons to navigate up or
down within the report, one page at a time. These icons are
also known as Page Up/Page Down.

Use the Page Counter/Page Total icon to view the page
number of the report currently being viewed; followed by the
total number of pages in the document. For example, 1/15
means you are viewing page 1 out of a total of 15 pages.

Click the Move Backward/Move Forward icons to navigate
back to a previously viewed page; or to navigate ahead in the
report to a previously viewed page.

502



Working With Reports And Financials

Downloading You can download a report in one of three formats.
reports

1. Select one of the following file formats from the
drop-down list:

e Portable Document Format (.pdf)
» Microsoft Excel Format (.xls)
e Plain Text Format (.csv)

2. Click the Download Report link.

Prlntlng reportS Note: In order to properly print reports, you
should be running Internet Explorer 5.0 or
higher (the upgrade version) and have
installed at least Service Pack 2.

To print reports from your browser:

1. Click either the Print this page or Print all pages
link.

The standard Windows Print dialog box opens.

2. Set your printer options, and click Print.
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Running Reports

Today’s business You can generate an overall summary report, a leads or

referrals report, and a report for each of the activity types
reports . a repo
available from Today’s business.

To access Today's business:

< From the main menu, point to Schedule, Today’s busi-
ness, then click Summary or any one of the sub-
options.

To view the Summary report:

1. From the Today’s business page, specify a date
range and an assigned agent.

« click the Date range link to display the Enter date

range pop-up window. Click the calendar icons to
choose a to and from date, then click OK.

« click the Assigned to drop-down list and select an
agent name, or All.

« click the Start search link to update the summary
items for the specified date and agent.

2. Click View report from the action menu.
The Report options page opens.
3. Select one of the following:

< All activities (including Leads)
 Daily schedule (text only)

4. Click View report from the control menu.
To view activity reports:
1. From the [activity type] assighed to [agent] on
[date] page, highlight an item from the list. Use the
Select all link to highlight the entire list.

2. Click View report from the action menu.
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Daily, weekly, or
monthly schedule
reports

Click either the Week
view or Month view from
the action menu to
change the schedule view.

Lead reports
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To view lead and referral reports:

You can view reports from the Lead manager and Referral
manager pages. These are accessible from both the Schedule
and Contacts main menus. See “Lead reports” on page 505
and “Referral reports” on page 506.

You can print a selected agent’s schedule for a specified day,
week, or month. You are unable to print a report for the annual
view of the scheduler.

To access the agent’s schedule:

1.

From the main menu, point to Schedule, then click
My schedule.

. By default, the Day view is displayed. Click on a

date from the calendar at the right.

. Click Print schedule from the action menu.

The report is displayed in a new browser window.

You can run a report for a selected agent’s leads, of all
statuses.

To access the lead reports:

1.

From the main menu, point to:

e Contacts, then click Leads

e Schedule, Today’s business, then click Leads
The Lead manager page opens.
Select a lead status from the drop-down list: All,
New, Followed up, Listing, Listing-closing, or
Closing.

Highlight a lead from the list. Click the Select all
link to highlight the entire list.

Click View report from the action menu.
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Referral reports You can search for specific referrals and run a report for a
selected agent.

To access the referral reports:
1. Point to:

e Contacts, then click Referrals; or

e Schedule, Today’s business, then click Refer-
rals

The Referral manager page opens.

2. Click the Search by drop-down list to select one of
the following:

< Referral direction

« Referral source

» Referral progress status

e Referral to/by name

e Referral contact name

e Referral transaction status

The corresponding fields are displayed beneath the list
box.

3. Enter the appropriate text, or select the item for
which you want to search, then click the Start
search link.

4. Highlight a referral from the list. Click the Select all
link to highlight the entire list.

5. Click View report from the action menu.
The “Sent and Received referrals” (corresponding to

your search criteria) report is displayed in a new
browser window.

Contact reports You can run contact reports based on the address book and the
search component. Also, you can generate a report of
unsubscribed contacts.

To run the contact reports from the Address book:

1. From the main menu, point to Contacts, then click
Address book to display the Address book.

2. Highlight a contact in the Address book, then click
View report from the action menu.

The Report options page opens.

Top Producer 7i Remote User Guide 506



Working With Reports And Financials

3. Select one of the following options:

e Short phone and address list
e Full phone and address list

e Summary of contacts

e Detailed contact entry report
« Investment property report
 Other property report

< Contact history

= Contact notes

4. Click View report from the control menu.

The specified report is displayed in a new browser
window.

To run the contact reports by performing a search:

1. From the main menu, point to Search, then click
Search for contacts.

2. Perform either a quick search or advanced search,
(see “Searching For Contacts” on page 124).

The Search results page opens.

3. Highlight an item from the list, or click the Select
all link to highlight the entire list.

4. Click View report from the action menu.
The Report options page opens.
5. Select one of the following options:

e Short phone and address list
e Full phone and address list

e Summary of contacts

e Detailed contact entry report
< Investment property report
 Other property report

< Contact history

= Contact notes

6. Click View report from the control menu.

The specified report is displayed in a new browser
window.
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To run an unsubscribed contacts report

1. On the Setup menu, under Preferences, click
Unsubscribe.

2. On the action menu, click View report.

3. If you wish to include your subscribed contacts in
this report, select the Include subscribed
contacts check box. Otherwise, skip this step.

4. Select the date range for this report.

5. Click OK.

Top Producer generates the report.

Listing reports You can run listing reports based on a specified date range and
listing status.

To access the listing reports:

1. From the main menu, point to Listings, then click
Current listings.

The Current listings page opens.
2. Specify a date range and a listing status.

« click the Date range link to display the Enter date
range pop-up window. Click the calendar icons to
choose a to and from date, or select the No date
range check box. Click OK.

« click the drop-down list and select a listing status,
such as All active, Expired, Withdrawn, etc.

< click the Start search link to update the summary
items for the specified date and status.

3. Highlight a listing from the list. Click the Select all
link to highlight the entire list.

4. Click View report from the action menu.
The Report options page opens.
5. Select one of the following options:

e Summary report
e Detailed report
< Marketing service report
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6. Click View report from the control menu.

The specified report is displayed in a new browser
window.

Closing reports You can run closing reports based on a specified date range and
closing status.

To access the closing reports:

1. From the main menu, point to Closings, then click
Current closings.

The Current closings page opens.

2. Specify a date range and a closing status:

« click the Date range link to display the Enter date
range pop-up window. Click the calendar icons to
choose a to and from date, or select the No date
range check box. Click OK.

< click the drop-down list and select a closing status,
such as All statuses, Closed/Paid, Fell Thru,
etc.

< click the Start search link to update the summary
items for the specified date and status.

3. Highlight a closing from the list. Click the Select all
link to highlight the entire list.

4. Click View report from the action menu.
The Report options page opens.
5. Select one of the following options:

e Summary report
e Detailed report
« Closing service report

6. Click View report from the control menu.

The specified report is displayed in a new browser
window.

Action plan reports You can run reports for the several types of action plans found
in Top Producer 7i Remote.
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To run action plan reports:

1. From the main menu, point to Setup, then click
Plans setup.

Note: If you are running listing or closing plan
reports, you can also access the Plans setup
page by pointing to Listings, then clicking
Listing plans; or pointing to Closings,
then clicking Closing plans.

The Plans setup page opens.

2. Click the tab of the type of plan you want to see in a
report:

e Action plans

* Listings plans

e Closing plans

« Marketing report plans (see “Working With Mar-
keting Service Reports” on page 395).

e Closingreport plans (see “Closing Service Plans
on page 459).

3. From the Action plan name drop-down list, select
a plan from the list.

4. Highlight one or more of the plan’s activities in the
list. Click the Select all link to highlight the entire
list.

5. Click View report from the action menu.

The “Action Plan for [plan name] report” is displayed in
a new browser window.

To run marketing service reports:

1. From the main menu, point to Listings, then click
Current listings.

The Current listings page opens.

Note: The Marketing report plans tab from the
Plans setup page is used to create, edit, and
manage marketing report plans. To run a
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marketing service report, you must do so
from the Current listings page.

2. From the Current listings page, specify a date range
and a listing status.

« click the Date range link to display the Enter date
range pop-up window. Click the calendar icons to
choose a to and from date, or select the No date
range check box. Click OK.

< click the drop-down list and select a listing status,
such as All active, Expired, Withdrawn, etc.

« click the Start search link to update the summary
items for the specified date and status.

3. Highlight a listing from the list. Click the Select all
link to highlight the entire list.

4. Click View report from the action menu.
The Report options page opens.
5. Select the Marketing service report option.

6. Click Create service report from the control
menu.

The Marketing service report page is displayed, enabling
you to create your report. See “Working With Marketing
Service Reports” on page 395.

To run closing service reports:

1. From the main menu, point to Closings, then click
Current closings.

The Current closings page opens.

Note: The Closing report plans tab from the
Plans setup page is used to create, edit, and
manage closing report plans. To run a clos-
ing service report, you must do so from the
Current closings page.

2. From the Current closings page, specify a date
range and a listing status.

« click the Date range link to display the Enter date
range pop-up window. Click the calendar icons to
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Income and
expense reports

Top Producer 7i Remote User Guide

choose a to and from date, or select the No date
range check box. Click OK.

< click the drop-down list and select a closing status,
such as All statuses, Closed/Paid, Fell Thru,
etc.

< click the Start search link to update the summary
items for the specified date and status.

Highlight a closing from the list. Click the Select all
link to highlight the entire list.

Click View report from the action menu.
The Report options page opens.
Select the Closing service report option.

Click Create service report from the control
menu.

The Closing service report page opens, enabling you to
create your report. See “Closing Service Reports” on
page 448.

Run a report for the folder you are viewing in the Income and
expense tracker for a specified period of time. Choose from:

e Overview

e Summary
e Detailed
e Month-to-month net income

Each report is more detailed than the last, as you progress
down the list.

To access the income and expense reports:

1.

From the main menu, point to Financial, then click
Income and expenses.

The Income and expense tracker page opens.

Highlight a folder from the list, then click Report
from the action menu.

From the Income and expense report page, specify
a date range and a report type.

« In the Select date range section, specify a Start
date and End date by clicking the calendar icons.
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« In the Select report type section, select the type
of report that you want to generate (as outlined
below).

4. Click View report from the control menu.

Overview report

This report displays the following information for a selected
folder and a specified date range:

Note: If you are using a Canadian version, the
total amount of GST for each category will
also be displayed.

< Income — displays the total income amount for each
category within the selected folder.

 Total income — displays the total income amount for all
of the categories within the selected folder.

< Expense — displays the total expense amount for each
category within the selected folder.

e Total expenses — displays the total expense amount for
all of the categories within the selected folder.

< Total netincome — displays the total net income for the
entire folder.

Summary report

This report goes a step further than the Overview report. It
displays the same information as the Overview report, but
also includes the sub-category level information for a selected
folder and a specified date range:

Note: If you are using a Canadian version, the
total amount of GST for each sub-category
and category will also be displayed.

* Income — displays the total income amount for each
sub-category within each category in the selected folder.

 Total income — displays the total income amount for all
of the sub-categories within each category.

e Expense — displays the total expense amount for each
sub-category within each category.

e Total expenses — displays the total expense amount for
all of the sub-categories within each category.

< Total netincome — displays the total net income for the
entire folder.
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Detailed report

The Detailed report displays all item information in each sub-
category and category of the selected folder. Item information
includes date of item creation, amount, check number, invoice
number and taxes.

Note: If you are using a Canadian version, the
total amount of GST for each item will also
be displayed.

Month-to-month net income report
This report displays the income, expense and net income for

each month in the selected date range, as well as total income,
total expenses and net income.
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Troubleshooting

In this chapter:

e “Virus Scanners And Firewalls” on page 516
e “Repairing Top Producer 7i Remote” on page 517
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Virus Scanners And Firewalls

While Top Producer 7i Remote does not require an Internet
connection for its day-to-day operation, there are periods
during installation and data synchronization where the
program must make contact with our servers via the Internet.

If your computer uses a firewall or virus scanner, you may see
warnings during the installation or data synchronization that
Top Producer 7i Remote is attempting to connect to the
Internet or run scripts on your computer. It is important that
you allow Top Producer 7i Remote to access the Internet at
these times.

Unfortunately, due to the wide variety of firewalls and anti-
virus programs that are currently available, it is not possible to
provide you with specific steps. However, as a rule, if messages
are generated by your firewall or anti-virus program during the
installation or synchronization of Top Producer 7i Remote,
offering you the choice to grant a file access to the Internet or
deny it, make sure you grant access. Otherwise, the
installation and/or data synchronization may fail.

In addition, most firewalls have a setting to remember your
preference and act in the way that you choose. During the
installation of Top Producer 7i Remote, if you see a dialog box
asking if you want to grant a given program access to the
Internet, look for an option similar to Remember my answer
and do not ask me again for this application, or Always
allow access (exact wording will vary depending on the
firewall or anti-virus product). Choosing these options will
reduce or eliminate the number of interruptions and ensure a
proper installation of Top Producer 7i Remote.

If at any time during the installation of Top Producer 7i Remote
you receive a message from your firewall or anti-virus program
and you are not sure how to proceed, leave the message on

screen and contact Top Producer Technical Support, by phone
at 1-800-830-8300 or by email at support@topproducer.com.
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Repairing Top Producer 7i
Remote

You can run the repair utility if you receive an error while
synchronizing your Top Producer 7i Remote database with
Top Producer 7i.

1. From your Windows desktop, click Start, point to
Programs, Top Producer 7i Remote, and then
click Repair Top Producer 7i Remote.

The Repair Top Producer 7i Remote wizard opens.

2. Ensure the Repair Top Producer 7i Remote
option button is selected, then click Next.

The Repair Top Producer 7i Remote dialog box opens,
showing you the progress of the repair.

3. Retry the synchronization process. If the problem
persists, contact Top Producer Technical Support.

For support information and FAQs, go to
www.topproducer.com.
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