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PropertyPro’

The Edit Menu

The Edit menu provides the facility to change settings and customise lists within your
system. All settings are password controlled, and great care should be taken when
making a change as it may have adverse impact on PropertyPro tables particularly if you
are working in a multi-office environment. If in doubt, please call Support who will be able
to advise on the best options.
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CloX
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HTML Settings
e [f Restrict Advert HTML is set to Yes e
then restricted advertising will upload to :
the web. - —
e Use Negotiator in HTML will add
negotiator details to the property.
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Template Settings

e Specify the Template path
e Specify / change the default templates

for Summary Letter, Full Letter,
Details, and Display
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v e L e e L = Marketing Settings
Marketing Settings
e This screen enables you to specify
T e whether SSTC and Under Offer
o N properties are to be included in mailings
| - T | — and the web.
R cooTm s e You can also specify whether or not to
show the Status in mailing or in the web.
x| e oo |
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e e This is where you can change the
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a maximum of 10)
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User Settings

e To change your company logo, select the
new .jpg file (it does not have to be in the
PropertyPro folder).

e PropertyPro will copy it to the PropertyPro

folder and rename it “CompanyLogo.jpg”.

e Your logo will then display top right of the
front screen.

e e e e e L e e
Miscellansous
Miscellaneous Settings
. . . . e o o =
e This provides for setting miscellaneous
items such as Currency Symbol and the oo 2] —
Screen Font.
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Virtual Tour To e Lised

This is only to be changed by PropertyPro
Installation.
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Publication Details

This screen enables you to add and
set up an additional publication for
the newspaper advert.

If you have a specific newspaper
advert template(s) for this
publication, you can choose it in
this screen.

When you choose the publication,
the relevant template will be listed
for you in the templates list.

Staff Members

New members of staff can be
added in this screen.

Note: For SMS purposes, the staff
member will be included in
the confirmation of an
appointment if they have a
mobile telephone number
stored in the Telephone 2
field on their staff record

cldidIg R

% adit publications

publication information

name

pages booked -

j add publication

= remove publication
brighten pictures by l:l ZI 20

all districts

add to publication

- . remove from publication
districts selected for publication

edit details

[

add

remove

close

=5 staff

idja7

surname ‘

first name‘ ‘
telephone 1‘ ‘
telephone 2‘ ‘

eMalI‘ ‘

password‘ ‘

security IeveID 0=full access,1=superisor, 2=admin, 3=manager 4=negotiator,

offioe| j

add

S=junior neg, 9=view only

delete refresh update close

Record: 65

PropertyPro Support
Tel 01788 862555

The Edit Menu
5



PropertyPro’

Titles

3 Titles &3l Use this screen to add a title that
Type ‘Mr & Mrs ‘ will display in the Title drop down
list in the Customer screen.
add delete refresh update close
| | dodc] b (M

Default Board Company

To set up a default board company, first create a

PropertyPro |§|
customer record for that company. If one has —
already been assigned, you will be asked if you The current default sale board company i:
would like to change it. sl - Mr Andrews

) ) Click Yes if wou would like to change this or Mo to exit
Select the company from the ensuing list of

companies.

Email Message — default covering email

24 covering e-mail text

Message

The following propetty email paticulars are created using PropertyPro. There is an example ofa
typical set of propetty details together with & brief outline of some ofthe key functions of the software

The format used by Proparty Pro when emailing propanty particulars (HTML), is compatible with all
etmail teaders and no additional software is required by the recipient. Your logos and contact
information are embedded within the details to ensure your company image is promated.

Should you have any guestions please do not hesitats to contact me on 01738 862 550

wiith best regards

save as default cancel

When details are emailed to customers, it is this cover message that is sent. This cover
email message can be edited and saved as default.

PropertyPro Support The Edit Menu
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Types

Appliances
Aspects
Cormmercial
Cuskomers
Dimension Text
For Sale Board
Floor Mames
Floors

Gardens
Garages

Houses
Industrial
Instruckion Types
Local Amenities
Locations
Parking

Price

Mortgage Status

Reasons Mot Instrucked

Terure

Yaluakion Status

Cuskormer Source
Customer Status
Contack Method

Ranges

Ages

Areas
Prices
Rents

Rooms

Residential Sales
Fesidential Lettings
Commercial Sales
Commercial Letkings
Industrial Sales
Industrial Lettings

This list of types reflects the fields found in the Property Screen.
Each field is an option choice and it is possible to add to the
choices.

Adding to these tables impacts greatly on your system — if in
doubt, please ask a member of the Support Team before
changing these.

These value ranges
appear in the Property
Screen and can be
customised if required.
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Chain Events

“ chaln svents

Maortgage apphed for
Mortgage offer

Structural Survey redqussted
Structural survey completed

Contracts echanged(*)

Sale completad™)

3RS frorn thair chant?

This screen enables you to hide or show
the events of the Chain by double
clicking the event.

An event can be moved upwards/
downwards through the list to change
the order, and new events can be

7 added.

\

evant

| add cancel

| | = close |

Office Names

ffice names

S=Es

C5L Rughy
C5L 0Id Staff
Osted

Biggin Hil
Edenbridge
Qtfard
Sevenoaks
Tunbridge ‘wWellz
wiezterham
wiest Malling
Fieigate
Lettings

Tonblidg .
Dremo

add

remowve

Office names can be added or removed.

Do seek advice from the Support Desk before removing or
adding an office name

Default Task Assignment

=5 default task assignment

zelect a staff member

|Kate Hoare

select a task

|Agreement End

Agreement
Take On
Price Change
Appointment

Property Change

A task can be automatically assigned to a member
of staff at the point of:

End of Contract
Take on

Price Change
Appointment
Property Change
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SMS Signature

SMS Signature

Use this screen to set the automatic default SMS .
. X X . ignature length  0A1E0
signature. The maximum length for the signature is 50
characters.
Note: A single SMS Message has a maximum length of
160 characters including the signature.
ok cancel
Icon
i - dd 10 change your company logo on the front
Look i [ 3 ProperyPra | &5 B~ . . .
D i e screen, select the new .jpg file (it does not have
NELEI e Do et Seesmme | o be in the PropertyPro folder).
Documents o s yuert 250707 [C)For Karen
’T gidvlartttast glLetters
Deskiop gAEE.!E;EZLm gLZZos PropertyPro will copy it to the PropertyPro folder
Butlers Database MAPS . “ . ”
5 o ezt and rename it “CompanylLogo.jpg”.
My Dacuments S Detals Siphotos
|2 Display () Pictures . . .
’ Eiﬂ DEmaistacimrts Byptses ofce Your logo will then display top right of the front
ly Computer | ¢ 3>
‘}g File name: [ ~| Dpen screen.
My Network  Files of ype: JFEG File Interchange fomat [*jpa) | Cancel
Places I~ Open as ead-only
Front Screen Colours
Customise your front screen with a different text colour, Texk Colour
background colour, or a slideshow background colour. Text Hi-Light Colour

Background Colour

Note: These changes will change all other pcs running Slideshow Background Colour

PropertyPro on the same server!

Home Page

Home Page X Your company website’s home page
— address.
Enter vour agency's home page

p— There are 2 links on the front screen to
your website — mouse over your company
logo, and the orange Globe below the
menu bar.
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