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CUSTOMERS 
 

Existing Customers 
 
Customer Already on Database? 
 
Always check to see if a customer has already been entered into PropertyPro to prevent 
duplication: 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Open an Existing Customer 
 
 
 
 

Click to check for 
existing customers 

If the customer is listed, 
select it and click ‘open 
customer’ 

Enter the name and 
click ‘verify’ 

If the customer is not listed, 
click ‘new customer’ to 

create a new record 

Click View or Open to change an 
existing customer 

Note: The option to view  an existing 
customer opens a customer record 
which is locked for editing.   
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Click the field you want to search, 
and enter what you want to find.   

If the customer you are 
searching does not already 
exist, then you can select to 
create a new customer  

�  Select the customer 
and click ok  

 
Alternatively double 
click the customer 

To search a customer by other 
criteria, click the search  link 

The Select Customer screen enables you to show a complete list of customers, or filter by 
customer type and this office only.  
 
As soon as an entry is made in any of the selection boxes the list of matching customers 
will be shown.  You can also enter an email address, house number / street name, 
customer reference. 
 

 

 

 

 

 

 

 

 

 

 

Search Customer 
 
 
 

 
 

 
 
Open a Recent Customer 
 
PropertyPro lists up to 12 last opened customers.   
 

�  From the Front Screen – or Customer screen, select File, Recent Customers�  
 
 

Use the Search  link to enable a search for a 
customer by other criteria (for example, 
mobile phone number), which is useful if you 
don’t have the name. 
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Create a New Customer 

 
Customer Type 
 
ALL applicants, vendors, solicitors, surveyors, banks, are customers and are identified by 
their 'Customer Type'.  It is essential to specify the customer type and ensure this is 
updated as the customer’s business develops (for instance an applicant may also become 
a vendor).   The customer type is used to filter groups of customers for mailouts, reports, 
and many other useful applications. 
 

Multiple Customer Types 
 
Since it is likely that a customer could come under more than one 
category, it is possible to specify more than one customer type by 
clicking additional types and selecting one or more of the types. 
 
This will enable you to create Customer Searches on these types and 
ensure this customer will be included in each category. 

Create a New Customer 

For customers who 
would like contact by 
SMS, tick to allow 
SMS Text Messaging 
and enter a mobile 
phone number 

Always ask if they 
would like to receive 
details by email and 
click �  email 

Specify Customer Type 

Click to specify 
additional Customer 
Types 
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Solicitor Details 
 
If known, enter the Solicitor details (the Solicitor should already be entered as a customer 
with the Customer Type “Solicitor”). 
 

 
Identity Verification 
 
Up to 3 documents can be entered for verification purposes.  Each document can be 
scanned in or photographed, and the picture file saved and then brought in to this screen. 
 
 
 

Click the 
Solicitor Tab 

Click to select 
the solicitor  

 
Click the 
Identity tab 

Choose the type 
of document 

Click “add doc” and 
browse for the picture file 

Double click on the 
picture to add it 

Click to show 
Identity has 
been verified 

Specify up to 3 
documents in the 
same way 
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The Customer Toolbar 
 
 

Back one customer  the arrows enable you to scroll through open records 

Forward one customer 
 
New customer  - create a blank customer record 

Copy customer  - copy the current customer record 

Delete customer – delete the current customer record 

View/Edit  - toggle between View and Edit mode 

Property Search – create a full property search for the current customer 

Search Wizard – create a quick property search for the 
current customer 

Print Screen – Quick print of the current record 

Mail – Create a letter or email addressed to the customer, 
record details have been taken, or record customer is not 
interested in viewing a property 

 

 

 

 

 

 

Diary – view the customer’s diary 

New appointment – create new viewing appointment  

Potential Viewing – record the customer’s interest in a 
property 

New task – create a task related to the customer 

Customer Notes – view the customer notes 

Show matching properties – show list of properties that 
match this customer 

Offers – view the Offers Screen 

Chain – view the Chain 

Fees – view fees 

Relationships – create and view related customers 

Refresh Screen – refresh the current screen 

Exit – choose to close current or all customer record(s) 
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Create a Property Search 
 
Using the full Search allows you to multi-select within certain fields, view the matched 
properties and their details, print / email details, and save the search. 

 

Create an appointment 
 
�  Select a property and click Diary – choose Make an appointment 

 
Make a potential viewing 
 
�  Select a property and click Diary – choose Make a potential viewing. (See P.30) 

 

Enter Price Range 

Clicking on a red label 
will allow a multiple 
selection 

Shows number 
of properties 

matched 

Right Click a property 
Then choose with left click 

Right click a property 
and choose: 
 
�  View 
�  Details Taken 
�  Not interested 
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View Property Details 
 
�  Right click a property in the Search Screen and chose View. 

 
This screen allows you to view a property’s photos, description, its details and notes, and 
you can create an appointment from here also. 
 
�  Choose View and select from this menu 

 

 
 
�  Choose minimise to return to the first screen of the Property Search 

 
�  Choose File, Save Search, to save and then include/exclude 

properties from mailing (see next page) 
 
Choose File, Save Search and Exit, to save and exit this search  
 
 

Click to view another property 

Shows full property 
description 

HTML details, notes, 
marketing history. vendor’s 
details & notes can all be 

accessed from here 

Click Diary to create an appointment 
or potential viewing 

View internal pictures by 
clicking on them 

New 
(V21) 
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Save the Search 
 
If you choose Save Search, the matched properties are listed.  Here you can select to 
exclude from mailing and note that details have been taken or enter why the customer is 
not interested in a particular property.  This will be recorded in each property’s Marketing 
History. 
 

 
 
 
 
�  Save and close  will 

return you to the first 
screen of the Property 
Search 

 
�  Save as only search  will 

override any previous 
search(es) 

 
 
 
Printing/Emailing Details 
 

�  Choose File, Print or Email, Selected Properties  
Or 

�   All Matched Properties 
 
 
 

From this screen you can then select/deselect 
properties from the listing if you wish. 

 
The options include producing: 

 
�  A Report  on the selected properties 
�  Single page  details of each property  
�  Summary Letter  
�  Email  details 
�  Email summary 
�  Full Details 
�  Screen View  – this produces a Word 

document featuring the selected 
properties displayed as on-screen. 

 
Click ok  to perform the chosen action. 
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Total properties 
matched 

Mailing status 

Mailing Status 
 

 
 
 
 
 

The property search results screen 
shows matching properties with their 
mailing status showing whether a 
property has been mailed before. 
 
 
 
 
 
 
 
 
 
 
 
It is also possible to run a previously saved search and show only properties available to 
mail. 
 

 
 
 
Quick Search  
 
The Search Wizard provides a quick search and match of properties.  It will automatically 
save the search without going into the Property Search screen, and will search rental as 
well as sales properties. 
 
 

 

New 
(V21) 



 

�

PropertyPro Support  
Tel 01788 862555 

Create a Property Search  
15 

�

Saved Searches 
 
A Search, whether full or quick search, is saved against the customer record, and more 
than 1 search may be saved. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Delete Searches 
 
From the Customer screen, choose Edit, View/Delete Searches 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note:  You can also delete searches from the Customer Search screen.  (See Page 40 - 

Customer Search Screen ) 
 
When a search is deleted, the details are added to the comments field on the customer 
screen, together with the negotiator name and the date and time.  This can be very useful 
for later contact with a customer, as you can easily see that “in June Mr Jones was looking 
for a 3-bed semi between £180-200k”.  This provides a high level of customer service. 

Choose Next or Back 
to find the Search to 

be deleted 
and press Delete 

The first search is always 
visible on the front screen 

The tab shows how 
many searches are 
saved 
 
 

Use back/next to scroll 
through searches 
 
 

Each search is detailed 
in the customer record 
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Mail Matching Properties to Applicant 
 
By Email 
 
There are two email formats – summary  email details and full  email details.  

Summary Email Details 
 
 
 
 

Select:  Mail \ Matching Properties \ 
Email Summary – and then select 

the office(s) and agency type. 
 

 
Select which properties to 
send (or click select all) 

 
Click OK and you will then 
be prompted to select a 
listings (email) template 

The customer will receive 
an email in the following 
format: 

The covering email will display for 
you to complete.  Click OK to send 

 
Confirm you wish to 
continue and send 
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Full Email Details 
 
�  Choose Mail, Matching Properties, Email 

 
The customer will receive a covering email if you chose to send one, and then an email 
message (in HTML) for each property sent. 
 
When you click OK, the email will be queued in the Server’s Outbox and you can see full 
content from View, Email Messages on the front screen 
 
 
Note:  An HTML message is smaller than a pdf file or Word document attachment and is 

unlikely to block the customer’s mailbox. 

Select:  Mail \ Matching Properties 
\ Email  -  choose agency type 

Highlight properties to send or select 
all and click OK.   

Then choose the appropriate template 

Answer Yes to send a covering 
email, and then Yes again if you 

wish to edit the email 
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By Post 
 
�  Choose Mail, Matching Properties, Summary.  This will generate the Summary Letter. 

 
 
 
Select  the office(s) 
and agency type 
when prompted 
 
 
And then select the 
properties you wish 
to send out: 

 
 
 
 
 
 
 
 
 
 

 
 
 

�  Select Select Template  
(default: Summary Letter 
Template)    

 
 
 
The letter appears on screen for editing before 
printing. 

 
 
 

Minimise  Word to return to PropertyPro® and 
choose to print this document before closing it. 
 
The letter does not automatically save, but each 
property is recorded in the Customer Notes (and 
against each property’s history) 
 
 
Note:  It is possible to select properties from 
specific offices for inclusion! 
 



 

�

PropertyPro Support  
Tel 01788 862555 

Mail Matching Properties to Applicant  
19 

�

Send an individual property to Applicant 
 
To send an individual property, from the Customer screen, choose Mail, Individual 
Property, and how you wish to send it.  Then choose the property to be sent. 

 
 
Recording Details Taken 
 
If property details have been handed to a customer, this should also be recorded: 
 

 
 
This also will be recorded in the Customer Notes and in the Marketing History  

Click the Mail button 
drop down arrow 

Select Details Taken  
and then choose the property 
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Create a Customer Letter / Email  
 
To create a letter or email addressed to a customer: 
 
Email 
 
Open the customer record and click the email button alongside the email address.  The 
salutation will be automatically inserted. 

 
 
 
 

 
 
 

�  Enter the Subject 
 
�  If the email refers to a property, then 

choose the property so that the email is 
recorded in the property’s marketing 
history. 
 

 
�  Complete the body text 

 
�  Choose a template (and attachment(s) if 

required) 
 
 
 
 
When you click send  the email will be sent via PPEmailer.   
 
Before queuing the email, spell checker will check the message.   
 
The email will be recorded in the Customer Notes – as will any attachments that are sent.   
 
 

New 
(V21) 

If the words ‘attachment’ or ‘enclosed’ 
appear in the message, PropertyPro will 
check that you remembered to add the 
attachment before sending the email. 
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Letters 
 
As a rule of thumb:  
 

Letters sent to Applicants are generated from the Customer Record 
 
Letters sent to Vendors are generated from the Property Record. 

  
 
�  Open the customer record and select Letter from the Mail drop down 

button 
 
 
 
 
 
 

The letter will open in Word addressed to the customer.  
 
When you have completed the letter, minimise  Word to return to PropertyPro.  
(Please see 

�  Choose a letter template and then OK 
 

Tip:  the Customer letter template 
provides a blank letter 



 

�

PropertyPro Support  
Tel 01788 862555 

Create a Customer Letter / Email  
22 

�

PropertyPro and Word , page 25) 
 

You will be asked if you want to print the document 
and also whether you want to create a follow up task. 

 
The letter can be viewed and accessed in Customer 
Notes (see Customer notes page 27). 
 

Emailing the Letter 
 
If the customer has ‘email preferred’ marked on their customer record, an additional option 
is available to email the document.  The Word document will not be attached – instead 
PropertyPro will convert it into HTML. 
 

 
 
Property Letters 
 
In general, letters will automatically include the customer’s name and address, date, 
salutation, and negotiator’s name.  These letters can be generated from the Customer 
record as above – most usually applicants, etc. 
 
Property Letters, however, are always generated from the property record.  These letters 
are usually sent to vendors and/or their solicitors and have reference to the vendor’s 
property. 
 
As a rule of thumb:  
 

Letters sent to Applicants are generated from the Customer Record 
 
Letters sent to Vendors are generated from the Property Record. 

  

Create a letter addressed to the Vendor: 
 

If you select Yes, PropertyPro will convert the letter 
into HTML (Hypertext Markup Language) and send 
the email through PPEmailer to the customer.   
 

The letter will be saved in the Customer Notes as a Word 
document and can be accessed in the normal way. 
 



 

�

PropertyPro Support  
Tel 01788 862555 

Create a Customer Letter / Email  
23 

�

�  Open the Property and from the Letters menu, choose the letter you wish to create. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note : There are various property letters that have to be generated from their own 

application screen: 
 
 
�  Appointment letter  is generated from the Appointment Screen (see P.72) 

�  Offer letters  are generated from the Offers screen (see P.81) 

�  Marketing History Letter  is generated from the Marketing History Screen (see P.78) 
 
 
 

 

Letters that are commonly sent 
to Vendors are listed and you 
can select the letter you want. 

Select Property Letters to choose 
a letter from your templates folder 
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The Letters Grid 
 
There are various letters (e.g. PV Letter, Sale Agreed) that when selected, a grid is 
displayed.  The grid suggests the default template(s), but enables you to choose a 
different template, and select / deselect various options. 
 
This is an example of the Sales Letters grid: 

 
�  Click edit  to start generating the letters  

– in this example the Vendor, Vendor’s legal, Buyer, Buyer’s legal letters will be 
generated, together with the Memorandum and the property details. 

 

Withdrawn Letters 
 
 
 
Choosing one of these letters not only generates the 
letter, but also marks the property as ‘Withdrawn’ and it is 
effectively archived. 
 
 

Create or not create the letter Choose a different recipient 
Choose a different 
letter template 

Choose to print 
property details 

Choose to create a 
follow up task – 
Standard Task or 
Linked Task 



 

�

PropertyPro Support  
Tel 01788 862555 

PropertyPro and Word  
25 

�

PropertyPro and Word 
 
PropertyPro uses Microsoft Word to produce letters, forms, and reports.  When creating a 
document, PropertyPro will automatically open Word which enables you to view, complete, 
and edit the document using all of Word’s editing tools. 
 
It is good practice that you minimise the Word program when you have finished.   
 
     MINIMISE button in Word.   
 
 
 
 
Minimising Word triggers a series of actions automatically: 
 

1. You will be switched back to PropertyPro 

2. A screen prompts you to print and/or email the document  

3. The same screen also gives you the option to create a follow up task related to the 
letter. 

4. The document is closed and is saved in the PropertyPro folder under the Customer 
Reference.   

5. The document is recorded in Customer Notes with a date and time stamp and all 
documents created through PropertyPro can be accessed and opened through 
Customer Notes. 

 
 
Word is automatically launched when you first create a letter or report from PropertyPro.  It 
will then remain running for the rest of your session in PropertyPro.  When you exit 
PropertyPro, Word will also be exited. 
 
 
If you click CLOSE by mistake, PropertyPro will automatically minimise the document, 
thereby switching back to PropertyPro and then saving and closing the document. 
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View Customer Notes and Marketing History 
 
All mailings, letters, emails, and appointments are automatically recorded in the Customer 
notes (see P.27) and in the Property’s Marketing History (see P.78) 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Details sent are automatically 
recorded in customer notes  

Click All to display all 
Customer Notes 
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Customer notes   
 
Any letters and emails created through PropertyPro® are automatically recorded in 
Customer Notes.  If your company has selected the option to save letters, then a letter can 
be opened by selecting and right-clicking the note and then choosing Open Letter. 
 

�  Notes can detail telephone calls and any other information relevant to the 
customer 

 
�  Notes also detail all property details that have been mailed, emailed, or taken.  
 
�  The Viewings tab will show all viewings booked for this customer. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Add a new 
Customer note 

Click ‘OK’ and the latest note 
appears at top of list 

If the note relates to a property – select the property 
to record this note in the property’s Marketing History 

Automatic date and time stamp 
also shows negotiator name 
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Tick the box to list the notes of 
related customer(s) 

Click selected 
properties to filter 
the notes and letters 
relating to one 
property. 

Contact Activity 
 
If the note or email is about a particular property, then this should be recorded as 
marketing activity and reference made to the property. 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Filtering Notes 
 
Customer Notes can be filtered – for instance to list just 
letters. 
 

�  Click Select and choose how you wish to filter. 
 
 
It is also possible to view related customer records and also 
customer notes relating to a particular property: 
 
 
 
 
 
 

 

Create a customer note and select 
the property it relates to  

Create an email and select the 
property it relates to  

The note is also recorded in the 
property’s marketing history 
under the Contact tab 

New 
(V21) 
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Create an appointment from the Customer Screen 
(see also booking an appointment from the Property Screen page 71) 

 
�  Choose New Appointment  

 
 
This appointment will now show in the Customer Diary, the Property Diary and, if 
accompanied, in the Accompanier’s Diary – and in the Office Diary. 
 

Note :  Appointments can also be made from the Property Screen and the Diary. 
 

To follow up viewings (unconfirmed, unaccompanied, uncompleted) see page 73 
Viewings Follow up 

 

Select the 
Property 

View the 
Vendor Details Viewing notes (brought 

through from the 
Property Record) 

Tick to indicate 
viewing is confirmed 

Links to 
applicant’s  
previous 
viewings, 

outstanding 
feedback and 

tasks  

Select whether or not 
viewing is 

accompanied 

�  Specify the date and 
time and select the 
property. 

 
�  Tick the confirm 

boxes as appropriate 

Emails can be created 
and sent to the vendor 

and/or customer if 
required 
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Create a Potential Viewing 
 
PropertyPro® enables you to log a customer’s interest in a property with a Potential 
Viewing, which can later be converted into an actual appointment: 
 

�  From the Property screen, or the Customer screen, click the Potential Viewing 
button on the toolbar: 

 

 
View Potential Applicants 
 
From the property record, potential viewings can be viewed in the marketing History screen 
and the PT View in the property’s diary. 
 
 
From the Marketing 
History screen ,  
it is possible to select a 
potential viewing and open 
the customer record 
 
 
 
From the property’s diary  it is 
possible to open and convert to an 
appointment and to delete a 
potential viewing. 
 
 

It is also possible to email the 
list of Potential Applicants by 
clicking on the link.   
 
The email can be edited as 
necessary. 

 

Specify Property 
and Customer 

Select the Potential 
Viewing type 
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Tasks 
 
 
Follow up Tasks 
 
You will discover that PropertyPro® will often prompt you to create a follow up task.   
 
Accepting the task produces a task screen relating to the action you have just performed.  
When you click OK it will be automatically added to your task list (and that of the relating 
property or customer) for the end date you have specified.   
 
Note: The end date is when the task will appear in the task list in the Calendar View and 

also in the diary’s Task view (see Tasks – page 119) 
 
 
 
Create a Task 
 
You can also create a Task from the Customer or 
Property screen, and again this will be added to that 
customer or property diary (or both) as well as your own 
diary (or the member of staff if you have assigned it to 
someone else). 
 
 
 
 
 
 
 
Recurring Task 
 
To set a task to recur, create a task in the normal way.  
 
 
 
 

�  Click the recurs  link and you will be prompted to click 
Ok to save the first occurrence. 
 

 
�  The Recurrence screen will then appear where you 

can specify how and when you want the second and 
following tasks to recur. 
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View and Complete a Task 
 
The task will be listed in the task list in the diary’s Calendar View on the End date. 
 

�  Double click the task to open it. 
 
 
Use the underlined links to open  the customer record, or 
view  the customer or vendor contact details . 
 
 
 
 
 
 
 
 

 
 
 
Use the send e-mail  links to create an email to the 
vendor and/or customer 
 
 
 
When the task is complete, tick the completed box. 
 
 
A note will be inserted in the Comments box 
showing the date completed and by whom. 
 
 
 
The task will no longer show on the diary’s PP 
Today front screen in the list of tasks. 
 
It will remain in the diary’s day view in the task list 
showing completed, and it will show in the diary’s 
Task view when a date range is specified and the 
completed �  is marked. 

From here you 
can view and add 
customer notes 

New 
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Create a new Main Task 

Selecting a default staff member will 
ensure the task will appear in the 
diary of that member of staff. 
 
Leave it blank for the staff member to 
remain the same as the Main task. 

Linked Tasks 
 
This feature will enable you to create associated tasks automatically when a main task is 
created.  This is useful for regular jobs that involve a string of tasks, instead of creating a 
number of tasks individually.  The setup screen allows you to define sub tasks, the duration 
and how many days after the main task each subtask should start, as well as allocate the 
task to another member of staff if required.   
 

Setup a Linked Task 
 

�  Select Edit, Linked Tasks, from the front screen. 
 
 

�  Set up the Main Task  
 

 
 
 
 

 
 
 

�  Set up Subtasks  
 
Subtasks can be set to start so many 
days after the main task with a set 
duration. 

 
 
 
 
   
 
 

 



 

�

PropertyPro Support  
Tel 01788 862555 

Tasks  
34 

�

Create a Linked Task  
 
 
 
 
 
 
 
 
From the new task screen, the linked task link 
will enable you to select a previously set up 
main task. 
 

�  The main task will drop into the subject 
line and become a standard task.  You 
can now specify the end date.   

 
�  When you click ok, the first subtask 

will drop into the subject line and the 
dates will reflect the start date and 
duration which were set when the 
linked task was set up. 

 
�  Click ok again to create the next 

subtask automatically. 
 
 
 
Follow-Up Linked Tasks 
 
When the follow up task box is ticked, there is now an option to select a Linked Task that 
has already been set up.   
 

 
 

When property letters are generated from the property screen eg Take On, Offers, Sales 
Letters, the letters grid will include the Task Type option and your last selection will be 
remembered in each letter type.  The letter screen, eg Marketing History, Withdrawn, will 
show this option also. 
 
You can of course, select <standard> to create the usual follow up task. 

New 
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Valuation Appointment 
 
The Market Appraisal Wizard creates a new property linked to the current customer, 
creates a valuation appointment, and a Market Appraisal Form. 

 
 
Step 1  – Entering Property Information 
 
Note: You only need enter the information that the potential vendor provides and leave 

other fields blank.  The information can be completed at a later stage. 
 

 
PropertyPro creates a property record with the information you have entered. 
 

After entering customer information, 
select market appraisal  

Complete the property information 
and select ‘Next’ 

Enter room information for the new property and 
choose whether to book an appointment and/or 
print a market appraisal form and click ‘Finish’ 
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Step 2 – Creating the Valuation appointment 
 
 
Next, the diary displays so 
that you can check 
availability and select a time 
slot.  
 
 
 
 
 

�  The Appointment screen then displays for you to 
complete the Valuation appointment  
 

�  If you wish to send a letter confirming the 
appointment, then click the appointment letter  link` 
 

�  Click OK 
 

 
You will then be asked to choose a template for the 
Market Appraisal Form 

 
 
 
 
 

Step 3 – Creating the Market Appraisal Form 
 
 
�  Select the ‘Market Appraisal Form’ template 

 
 

�  The Market Appraisal Form is generated in Word 
and pulls through all relevant information given in 
the steps above, ready to be printed and given to 
the Valuer. 

 
 
Minimise  Word to return to PropertyPro® and choose 
to print it. 
 

Select another Member of Staff to 
display their diary, and double click 

on a suitable time slot  
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On returning to the customer screen after minimising Word, it is now possible to open the 
property. 
 
 

�  Click open property  and you will see a list of all properties linked to this vendor 
 

 
 
 
 
 
 
 
 
 
 
 
�  Double click a property from the list to 

open the property record 
 

 
 
Note: Do not use the Market Appraisal Wizard if the property has already been created 

otherwise a duplicate property will be created.  
 
 
The Market Appraisal Form will be saved in the vendor’s customer notes from where it can 
be accessed and reprinted if necessary. 

The valuation date is automatically 
inserted in the new Property record 
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Customer Relationships 
 
Relationships can be created for any purpose and the relationship can be named to reflect 
the reason for the link.  An example may be beneficiaries, or a marital split, where multiple 
customers are involved in a sale and they have different correspondence addresses.  
 
First ensure that the customers are entered into PropertyPro as separate records. 
 
 

�  Open the main customer record and select the Relationships icon. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

�  Click the new customer 
link and then click into 
the diagram 

�  Choose the related 
customer 

�  Right click one customer and then 
right click the other. 

 
�  Enter a name for the relationship. 
 
�  Close the relationship screen. 
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When opening a customer that has a related 
record, you will be prompted and asked if you 
would like to open the relating record in the 
background 
 
 
 
. 
When creating correspondence you will be 
prompted to review and select the relating 
customers so that the same correspondence 
can be made with them if required. 
 
 
 

Letters will now be generated to all chosen 
parties.  Useful for divorcing partners, 

probate, etc., 
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Customer Search Screen 
 
The Customer Search Screen can be used to perform various mailings, or create reports 
and filter customers by more specific criteria. 
 

 
Using Filters 
 

 

Allows you to filter negotiator, type 
of customer and / or status Select customers recently contacted 

Right Click in Green Area to 
Select All and obtain menu  

Produce mass 
mailing to clients 

Generate Standard size 
labels of selected customer 

names and addresses 

Allows multiple deletion 
of customer searches 

Open selected 
Customer Records 

Filter customers 
with email 

preference and 
send an email 

Further filter 
customers with 
mail preference 
and send a letter 
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Searching within Date Range  – either First Entered or Last Contacted  
(maybe create a report detailing customer and customer notes created within a period)  

 
 
Customers with Saved Searches 

(perhaps send an email/letter to customers on the mailing list with specific requirements) 

 
 

By Customer Address 
(maybe send a canvassing letter to all customers in a specific area) 

 
 
By Property viewed and/or mailed 

(Inform all customers who have viewed and/or have received details of a property that it has 
been reduced in price – or that a similar property has come on to the market) 

 

 
 

Who have Viewed 
and/or been Mailed the 

selected properties 

Select and Add 
Properties 
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Customer Search Functions 
 
 
When your customers have been filtered by any of the various methods above, it is then 
possible to perform the following: 
 
 
Right click the list and choose Select All  
 

�  Show only customers who are email preferred, or those who are mail preferred.  
This is useful to send an email or email details, and then send a letter to those 
who are not email preferred. 

 

�  Open Customers.   Choosing this option, you will be able to scroll through all 
customer records using the blue arrows in the top left of the screen.   
(see Open Multiple Customer Records from Customer Search Screen on page 
108) 

 

�  Delete Searches .  When deleting searches from a list of customers, it is possible 
to change the customer type to for example ‘Archived applicant’.   This requires a 
first time call to Support and specifying the customer type you wish to use when 
deleting searches.  

 

�  Create a Report  - detailed or summary - in Word listing all selected customers 
and if you wish showing customer notes and/or customer comments. 

 

�  Send an SMS, Email, Letter, Full Details, Email details, Single Page Details, 
Summary Details, Create Mailing Labels, Output to Excel. 

 
 
 
Note:  This screen allows any form of marketing – n ot just about property. 
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Enter a house 
number or the 

first letters of the 
Street name to 

filter the list 

Choose property type / 
class to narrow the list Further filters 

Select and double 
click the property you 
wish to view / open 

You can also search by 
Property Reference 

PROPERTIES 
 
Open or View an Existing Property 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Select Property screen appears for you to choose and open a property. 

 
The list first presents instructed properties.  If you cannot see the property in the list, it may 
be because it is not instructed – or it may be archived.  Ticking the ‘not instructed’ or 
‘archived’ boxes will change the list. 
 
Tip : If an entry in the list is single- 

clicked and the mouse is moved 
over the list, the property reference 
is shown in a tool tip. 

Open or View an 
existing Property 



 

�

PropertyPro Support  
Tel 01788 862555 

PROPERTIES  
44 

�

Create New Property 
 
If the property has not been created through the Customer record, it is possible to create a 
property and link it to the vendor. 

   
 
Enter Property Address and Attach Vendor 
 

 
It is important to attach the property’s vendor.   
 

�  If the vendor has already been entered into PropertyPro®, then you can attach it to 
the property.   Alternatively you can create a new customer from the Property 
screen which will automatically attach it to the property. 

 
 

Create a New Property 

Enter Property 
address 

Create a new 
vendor 

Or  
Attach an 
existing  

Customer 

Specify Property Type 
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Select another Member of Staff to 
display their diary, and double click 

on a suitable time slot  

Manual Valuation Appointment 
 
There are 2 methods of creating a valuation appointment, depending on which screen you 
are currently working in.  The first is using the Market Appraisal Wizard link in the 
customer record – and this has been detailed on page 35.  The other place is from the 
property record itself: 
 

�  Double click on the ‘valued’ box and the diary will appear for you to choose a time 
slot.  

 
 

 
 
 
 

�  Double click on the required time slot, and the 
new appointment screen will display. 

 
 
 
 
 
 
 

�  The Appointment screen displays for you to 
complete the Valuation appointment  
 

�  If you wish to send a letter confirming the 
appointment, then click the appointment letter  
link` 
 

�  Click OK to book the appointment. 
 
 
 
 
 

 
 
Create a Market Appraisal Form 
 

�  From the property record, choose Letters, Market Appraisal Form. 
 
The form will be generated in Word and can be edited if there is a need.  Remember to 
minimise  Word to switch back to PropertyPro. 
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Comparables  
 
PropertyPro® will enable you to compare a property with other properties held on your 
database by certain criteria.  You can define a specific date range if you choose the 
Comparables Report, which also displays thumbnail pictures and can include customers 
who have viewed the properties.   
 
 
 
 
 
 

Change the criteria until you have a suitable number and types of properties to act as a 
sensible list of comparables that assist in the valuation of the property. 

Amend information to be 
compared as required 

'View Comparables' will display matching properties 
 
'Comparables Report' will create a report using the criteria selected within 
a date range and include thumbnail pictures.  You can also choose to 
include details of applicants who have viewed the property. 
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Potential Vendor Letter 
 
 
Enter the Valuation Price  (Tip:  Enter 250k to quickly enter £250,000) 

 
�  Choose Letters, Potential Vendor, to create the letter with all details entered. 

 

 
 
 
 
 

�  The letter will be generated in Word. 
 
�  Minimise Word to return to PropertyPro® 

 
 
 

Enter the Valuation Price 

Potential Vendor Letter 

Click 
edit 
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Rental Properties 
 

 
 
Note: It is possible to have a different set of “default” rooms for your rental properties.  If 

you need this please call Support. 

Create a new property and select 
‘Residential Lettings’ 

The ‘Availability’ tab 
provides for rental 

information to be held 

Enter property information.  
Price information defaults 

to ‘rent’ 
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�  

Property Record 
 
Add Photos 
 
Property photos can be downloaded to any folder you specify – or can be dragged and 
dropped directly from a camera or camera card reader.  When photos are added to the 
property record, PropertyPro® will save them in its own folder and will automatically resize 
the photo and optimise the resolution when creating property details, window cards, and 
adverts.  You will also be able to adjust the image from within the Property record. 

 
` 

 
With the picture 
folder still open, click 
a room tab and drag 
and drop the 
appropriate photo on 
to the picture 
placeholder.  
 
Repeat this to include 
all the required 
photos. 

 
 
 

Click the Album icon 

Click File and choose 
Change Directory 

Select the folder where you have 
downloaded the property’s photos 
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Click the Adjust 
Image button 

Save Image 
changes 

Undo Image 
changes 

Adjust 
Contrast 

Crop the 
Image 

Adjust 
Brightness 

Click Add Room 

Adjust the Image 
 
Internal photos can be adjusted by cropping, adjusting the contrast and brightness. 
 
 
 

 
 
 
 
 
 
 
 
 

Any changes you make can be 
undone or saved using the buttons on 
the toolbar. 

 
 
 
 
 
 

Add Additional Photographs 
 
To add more than one internal photo for a room, activate the room and add a room tab 

 
 
 

 
 
 
 
 
When naming the new room, 
ensure you choose the room 
type “Other” so that it is not 
calculated in the number of 
rooms in the Checklist.  
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Description, Advert & List Text  
 

 
 
The Advert Tab  is used for Adverts + Window displays (and web, summary mailings, and 
residential sales list if List Text tab is empty). 
 
The List Text Tab  is used for Internet pages, Summary mailings & Residential Sales List.  

* if nothing is entered on the list text tab then information for Internet pages, 
Summary mailings & Residential sales list will be taken from the Advert Tab. 

 
 
 
Tip : When typing in the Description text, if you click on the Word Icon on the top toolbar, 

you can continue typing in Word and use any of the features.   
 
Click Minimise  to return to the property screen and the text will be transferred into 
the description box. 

 
 

Description here is used on the front 
of a set of details  
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Room information 
 

 
Clicking the Word icon will transfer the text into a Word document and let you use Word 
features to edit the text.  When finished, click Minimise to switch back to the property 
record, and the text will transfer into the description box. 
 
 
 
Note: To create floorplans quickly, ensure the room dimension boxes are completed.  This 

will enable PropertyPro® to create the rooms to scale.   
(See page 55 - Create a Floorplan using Dimensions) 

 
 
 

Add 
Room 

Add 
Photo 

Rename 
Room 

Add 
Room 

Delete 
Room 

Spell 
Check 

Re-order 
Rooms 

Adjust 
Photo 

Add text 
to Photo 

Word 

Room 
Dimensions 

Extra 
wording Click the small tick to transfer individually the 

dimensions and text into the description box. 
 

Click the large tick to transfer both sets of 
dimensions and text into the description box 
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Instruction Detail 
 
When instruction is captured, the property will be automatically uploaded to the Web.   
(See Restrict Marketing page 54 to restrict the Web if required) 
 

Board Request 
 
To request a board, click board request  
 

Edit the message if 
necessary 

Choose appropriate 
message 

Choose to email or 
send to Word 

Mark as Instruction 
Captured 

Double-click to enter 
contract start date 

Specify Commission 
Rate 

And the fee will be 
automatically 

calculated 

Click to request a 
board 

If not instructed, select 
the reason 
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Checklist 
 
The checklist screen includes information for search criteria – therefore the more that is 
included, the more accurate your property searches will be.  It also calculates the number 
of rooms, enables you to restrict/derestrict marketing, and includes viewing information 
(which appears in appointment forms, and optionally in property details). 
 

Restrict Marketing 
 

�  If Restrict Searches is ticked no customers will match to this property 

�  Tick Restrict Web to prevent this property from uploading to the Web 

�  With Restrict Display ticked you will get a message when creating a window card 
asking if you want to continue. 

�  If Restrict Advertising is ticked this property will not show in the list of properties to 
be advertised 

 
By default, all new properties entered will have all four restrictions unmarked.  If you would 
like this changed, then please let us know. 

 

Details Checked 
 
Tick the Details Checked �  to indicate the Property Details have been checked by the 
Vendor.  The property is then rated as “On Market” and will be included in Searches, 
Mailings and Adverts.   
 
“Draft” will be removed from the property details automatically. 

Ensure number of rooms calculated correctly.   
+ 

Click to confirm details ‘ready to mail’  

Restrict Searches / 
Web / Display / Advert 

Notes and Viewing 
Information 

(this information can 
be seen in 

appointment screens) 
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Choose the rooms you want 
to include in the floorplan, and 
then in the right hand column 
select the floor. 

Floorplans 
 
Import a 3rd Party Floorplan 
 
Floor-plans can be added from external sources.  Windows metafiles (.wmf) from any 
source are fully compatible and there is an interface to The Mobile Agent. 
 
From the property record, select File, Import Floorplan  
 

�  Browse for the file  
 

�  and enter a name for the Floorplan.    
(Do not call it ‘Floorplan’ ) 

 
 
A new tab with the floorplan will be 
automatically inserted into the property 
record. 
 
The Floorplan will now be held in 
PropertyPro and will be brought through into 
details and be uploaded to the web. 
 
 
 
Create a Floorplan using Dimensions 
 
You can include as many floor plans as you require for any one property.  A Floorplan can 
be created using the room dimensions stored against the property (or you can draw the 
plan from scratch).   
 

�  Select File , New, Floorplan (Using Dimensions) 
 
 
 
 
 
 
 
 
 
 



 

�

PropertyPro Support  
Tel 01788 862555 

  
56 

�

‘Using dimensions’ brings through a series of ‘boxes’ in scale to the corresponding rooms 
together with the room names. 
 

 
A ‘room’ can then be selected -   

�  click and drag to draw a “net” around it –  
 
and moved  

�  by dragging it into position.   
 

Joining a room to another room will automatically change the external walls to an internal 
wall where they abut. 
 
 

Add Doors and Windows 
 

  
 
 
For more instruction on creating a Floorplan, such as adding stairs, and general 
formatting, please see the Training Notes on our website: 
 

http://www.propertypro.co.uk/downloads/Creating_Floorplans.pdf 

Select the room 

Drag the selected room and 
butt it up to another room 

Add windows by clicking on the Add 
Window button and ‘draw’ the window 
along a wall 

Add doors by clicking on the Add Door 
button and ‘draw’ the door along a wall 
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Attaching EPC  
 
 
The new regulations (April 6th 2012) state that Page 1 of the property’s EPC must be 
attached to all printed details and must be available on websites. 
 
Attach PDF to the Property 
 

�  From the View menu of the property, select Attached 
PDFs 

 

 
 
 
 

This screen enables you to browse for the PDF file and enter a brief description.   
 
You also have options to allow �  upload  to websites and to �  print  this document 
automatically when printing details. 
 
 

When you click add the file is attached to the property and, if specified, will upload to 
relevant websites – and print automatically when the property details are printed. 
 

 
Note:  The EPC’s first page will print to the default  printer – not the printer set up for 
Details.  This is to ensure it is always printed to A4 (details could be A3). 
 

New 
(V21.2.0) 
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Open / Print PDF 
 
Select either View, Attached PDFs from the property screen, or open the publish screen 
from the property record and click attached documents . 
 
 
 

�  Select and right click the 
file 
 

�  Select Open or Print 
 
 
 
 
 
 
 The EPC URL 
 
 From the Property record, select View, Energy Performance Certificate URL.  You will 
then be able to enter the full URL to the property’s EPC on the internet. 
 
 
 
 
 
 

 
 
This will be automatically inserted into email details when 
sent out. 
 
From this screen, you will be able to open the link to view 
the full EPC. 
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Details and Window Cards 
 
Publish Details 

 
It is possible to create 2 sets of details – useful for external printing, different 
paper size details, or alternative design.  This allows an additional level of 
marketing for property particulars – for example you may have A4 and A3 
details for the same property. 

 
�  Click the Publish button to create or recreate details  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Select Photos 
 
 
 
If you chose to select photos  you will have 
the chance of changing the order in which 
the photos appear in the details. 
 
 
�  You can select a photo and choose up 

or down  to change the order. 
 
 
�  If there are more photos than the 

template you wish to use holds, then 
you can double click a picture to 
exclude it. 

 
 

New 
(V21) 

Click create  

Click �  select photos to 
choose which photos are 

included in the details 
and in what order 
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When finished click next  and 
choose the template 
 
 
 
 

Cropping Pictures 
 
 

Sometimes you may have the 
following dialog box appear :   

 
Always say Yes to crop the picture(s) 

 
 
The template contains picture holders.  Normally the size ratio  of photos is 4 x 3, and 
when we design your template this is the ratio we use for picture boxes.   
 
However sometimes the design of the template dictates the shape of some picture boxes, 
which is why you are prompted to crop the actual photo if it doesn’t match the shape in the 
template.  This usually entails just a marginal adjustment. 
 

 
 
 
The red box indicates the shape of the picture holder and 
the focus area. 
 

�  You can increase the size by clicking the + sign.   
 

�  You can also move the box up/down or left/right 
with the arrows. 

 
You may have to do this for each photo that needs 
adjusting. 
 

 
 
If you say No to cropping, the photos will be inserted in the details in their original shape.  
This could significantly distort your finished details and knock out the alignment of other 
items. 
 

 

Choose a Details 
template 
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The details are produced in a Word document– where any 
formatting or minor changes can be made.   
 
Note :  Any amendments to Text and photos must be made in 

the property record .   
 
Remember that uploads to websites reflect data in the 
property record – not the Word document. 

 
 

Minimise Word to save the details and return to PropertyPro® 

where you have the option to print, and if you select yes, you 
can select the number of required copies.   
 
The correct printer/trays and duplex options will be 
automatically selected. 
 
 
Details are automatically saved:  Z:\Details\Document name = Property Address  
 
 
Draft Details  
 
A newly instructed property is automatically flagged as “Details not Checked”, and when 
the property details are printed the word ‘Draft’ is added.  These can then be sent to the 
Vendor for checking either by post or by email: 
 

�  By Post – from the Property record choose Letters, Take on 
 

�  By Email - choose Mail, Email details to Vendor, and choose whether or not to 
send a covering email:  

 
 
 
 
 
 
 
 
 
 
 
 
 
The vendor will be emailed and receive details in HTML format (see page 66). 
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Details Checked 
 
When the Vendor has confirmed the details are accurate and any amendments have been 
made, it is necessary to tick ‘Details checked’ �  on the checklist tab: 
 
 
 
 
 
 
 
 
 
 
Ticking this box removes the ‘Details not Checked’ flag at the top of the screen, removes 
the word ‘Draft’ from the property details, and enables the property details to be mailed 
and uploaded to websites. 
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Choose the 
display template 

Create Window Cards 
 

�  Click the Publish button to create or  re-create window cards 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You may want different photos in the Window 
display.  If so click Select photos so that you can 
change the order they appear.   
 
In this example, the internal photos are in positions 2 
and 3. 
 
(See:  Select Photos P.59) 

 
 

Minimise Word to return to PropertyPro® and select 
to print.  The correct printer/trays and duplex options 
will be automatically selected. 

 
 

 
Displays are automatically saved:  Z:\Display\Document name = Property Address  
 
 



 

�

PropertyPro Support  
Tel 01788 862555 

Details and Window Cards  
64 

�

Change Photos and Text 
 

Changing a photo  
 
If a photo is changed and the property details and/or window card have already been 
created, PropertyPro will prompt to update them automatically.  The details will be opened 
and a prompt will instruct you to select the photo to be changed. 

 
1. Replace the photo in the normal way by choosing it from the album and dragging it 

to the photo box. 
 
2. Click Yes when prompted to 

update the photograph in the 
details 

 
You will then be prompted to select the picture to be replaced 
– Click OK 
 
3. The Details will automatically open.   
 
4. Click the picture to be replaced and then Minimise the document.   
 

PropertyPro will replace the selected picture with the new photo and save the details.  If a 
window card has been created, it will automatically open for you to select which photo to 
replace. 
 

Changing Text  
 

If any text is changed and the property details and/or window card have already been 
created, PropertyPro will prompt to change the Details and copy the text to the Clipboard.  
The details (and/or window card) will be opened and you can select the text to be changed 
and then paste in the new text. 
 

1. Change any description text in 
the property record and click 
Yes when prompted to update 
the text in the details.  

 
PropertyPro will copy the whole block of text to the clipboard and open the Details. 
 
2. Locate the text in the property details and select the whole block. 
 
3. Click Paste (or press Ctrl+V) and the new block of text will be inserted. 
 
4. Minimise the document and PropertyPro will save the document. 
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Print Details and Window Cards 
 

From the Property Record 
 

�  Click the Publish button and choose the relevant print option. 
 

From the Front Menu 
 
Although the screen looks the same, there is an extra feature where you can choose 
another property and print details/window card without having to close the screen. 
 

   
 
 
Order from an External Printer 

 
 

�  Either click the Publish button in 
the property record or choose 
Details and Window Cards from 
the front menu and choose 
order. 

 
 
 
When ordering prints, PropertyPro now 
saves a record to show that prints have 
been ordered, what was ordered, and 
offers to make a follow up task.  This 
record is saved and can be viewed in 
Property Notes. 
 

Click the property 
icon to change the 
property 
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HTML Details 
 
The HTML (Hypertext Mark-up Language) details for each property are automatically 
generated by PropertyPro.  It is the HTML details that are emailed to customers – a much 
smaller file than a Word document attachment – and when opened they are viewed in a 
browser such as Internet Explorer.  The details cannot be changed by the customer. 
 
There are two places where you can view these details: 

 
�  From the property record – View, HTML details 
 
�  From the Property Search screen – 

view the property, and then from the 
View menu choose HTML details. 

 
 
 
�  Whichever route, you will be asked to 

choose an email template 

 
 
 
 

 
 
 
The details can now been 
viewed in the Browser window 
(in this example it is Windows 
Internet Explorer) 
 
 
 
This is also a faster option for 
printing details.  From the 
browser, choose File, Print. 
 
 
 
 
 

 
 
Email templates are configurable and can be designed to match as far as 
possible the design of your brochure(s).    
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Attached Documents 
 
Pdf files created can be attached to the property to ensure replication and uploading to the 
web.  In addition a Word document can be attached if required. 
 
1. From the property record, choose  View, Attached PDFs 

 

 
 
2. Browse for and select the file to be attached and if required, select to upload to 

websites and print when printing details. 
 
3. To open  a file, select and right click and choose Open PDF file. 

 
4. To print  a file, select and right click and choose Print  

 
5. To remove  a file added in error, select and right click and choose Remove PDF file. 

 
The file(s) will be copied to PropertyPro, linked to the property, and where selected will be 
uploaded to websites. 
 
 
Property Portal Bullets 
 
It is possible to control the way features are displayed on Rightmove. 
 
�  Choose View, Property Portal Bullets 

 

This will enable you to 
browse for and attach a 
file to the property 

Enter the feature text and 
click add bullet point  

Select a bullet number and its 
text to remove it or to move it 
to a different position 
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View Matching Customers 
 
The listing shows all matching customers with their contact details.   
 
This list can be printed as a ring around list, but more essentially can be worked with on 
screen – allowing you to create customer notes while you contact a customer, and send a 
letter or email to the selected customer direct from this screen.   
 

�  From the property screen, choose View, Matching Customers.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Customers are colour coded – red matches on first saved search, orange matches on 
second saved search, and yellow matches on third saved search. 
 
 
 

Select and Right 
click a customer to 
open their record 

Select a customer 
and make a 

customer note 

Select a customer 
and send a letter 

or email 

Tip 
 
When entering a new property this screen can be very useful to 
see how many customers would match a property at different 
price points.   
 
By using edit you can produce a sanitised list of people 
interested in the property 
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Mail Matching Customers  
 
Now that the property is ready for marketing, you can mail the details out to matching 
customers. 
 

�  From the property screen, choose Mail, 
Matching Customers. 

 
�  Select how you wish to send details – by letter, 

email, SMS, - and which office(s) to include.   
 
Choose Email first – and then repeat the 
process with the Summary letter to those who 
have not been emailed. 

 
�  You can then select the Customer Type(s) and status, and then the mailing list 

date range 
 
�  The list of matching customers displays, 

from which you can choose which 
customers are to be mailed.   

 
�  click OK 
 
�  For email , choose the email template, and, 

if you want, to edit the covering email. 
 
 
 
 
 
 
 
 
 
 
 
 
 
�  For mailing , choose the summary letter template (and 

the letters will be sent direct to the printer). 
 
�  and if you chose to send full details, you can then 

choose how to print details – or not print. 
 
 
All mailings will be recorded in the property’s Mar keting History, as well as in each 
Customer’s notes.  

Choose the customers to 
be mailed – or Select All 
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Price Changes 
 
Whenever the price is amended or the price qualifier is changed, PropertyPro® will prompt 
you and suggest updating the Property Details, the Window Display, send a Price 
Changed letter, and reset the property for re-mailing. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
�  The details and window card  will be updated 

automatically with the new price, and will appear on 
screen for you to check. 

 
 
�  The price change letter  will then be generated. 

 
 

 
 
It is possible to perform these actions separately (and by different staff 
members if required) 
 

�  Select Letters, Price Change, and the same prompt box will appear.  Select which 
actions you wish to perform. 

 
 
 
 

Select to update the details 
and window display, and 
they will be updated 
automatically 

Select to generate a price 
change letter and/or mark 
for re-mailing. 
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Book an Appointment from the Property Screen 
(see also booking an appointment from the Customer Screen page 29) 
 
You can also create a viewing appointment in the Property Diary from the property screen, 
which shows viewings already taking place at this property:  

 
 
If you have been unable to contact the vendor to arrange a viewing, then do not tick the 
'confirmed with vendor box'.  (This is then an unconfirmed  viewing) 
 

See Page 73 Viewings Follow up 

Click here to create 
an appointment  

If this is a new customer, 
their information can be 
added by clicking ‘New’ to 
create a Customer record 

 

Specify customer 

 
Complete information – 
date, time and accompanier 
 
 
 
 
 
Viewing Notes 
 
 
 
 
 
 
 
 
 
Tick boxes to show that the 
viewing has been confirmed 
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Untick to allow free 
text in the subject line 

 Select whether this is an 
accompanied or 

unaccompanied viewing 
 

If accompanied, this will 
appear in the Vendor’s, 

applicant’s and 
negotiator’s diaries 

View the Vendor’s details 
Or 

Applicant’s details 
Link to previous 

viewings, required 
feedback and 

outstanding tasks 

View Offers screen 
 

Check key availability if 
using Key Management 

 

Viewing information 
from Property record 

 

Create a confirmation 
letter to vender and/or 

applicant 
 

The Appointment Window 
 
 
 
 
 
 
 

This screen will show the applicant’s 

previous viewings (up to 5) 
feedback required (up to 3) 
Outstanding tasks (up to 7) 

 
Selecting an item will enable you to 
view the details, add comments, and 
complete. 
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Viewings Follow up 
 
Manage Viewings  
 
The List of Viewings report provides 3 reports in one.  The report makes it easy to view 
and open all appointments made within a specified date range in order to confirm 
unconfirmed appointments and then complete viewings and make vendor contact. 
 
�  From the front screen of PropertyPro®, click Manage Viewings. 

 
 
 
 
 
 
 
 
 
 
 
 
 
Sort the Viewings List 
 
The Viewings list first shows all viewings unconfirmed and uncompleted, and you can 
choose to display viewings within a date range by start date / end date / created date.   
 

 
 
 
 
The list can be 
sorted by clicking a 
column heading: 
 
�  Start date 

 
�  End date  

 
�  Created by  

 
�  Created date.   
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Viewing Sheets 
 
Viewing sheets can be generated from a link on the viewing management 
screen and individual appointment screen, which can be printed and taken 
on appointments. 
 

 
 
 
 The viewings sheet will show the following information: 
 

�  Accompanier, appointment date and time 
 

�  information about the property – photo, price, 
description, and details from the checklist tab 
 

�  vendor and applicant contact details  
 

�  Viewing notes and information 
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Confirm a Viewing 
 
Display unconfirmed appointments  

 
�  Double click a viewing in the list to open it 
 

 
 
This viewing has yet to 
be confirmed with the 
vendor. 
 
 
 
 
 
 
 
 
When the viewing has 
been confirmed, tick the 
Vendor box and the 
appointment is now a 
Confirmed Viewing. 
 
 
It will be removed from 
the unconfirmed 
viewings list. 
 
 
 
Complete a Viewing 
 
A Viewing is classed as ‘Completed’ when feedback has been taken from the customer, 
recorded, and passed on to the Vendor.   

Click on view vendor  to 
display contact details 
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�  To display the Confirmed viewings to be completed, click Confirmed at the top of the 

Viewings List: 
 
 
Open a viewing by double 
clicking on it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
�  Contact the customer and enter the 

feedback in the comments section  
The vendor’s contact information 
can be displayed by clicking view 
vendor. 

 
�  If you have made contact with the 

vendor click �  vendor feedback 
given .   

 

 
 
You will be asked if you wish to complete the viewing – if you answer yes PropertyPro will 
put a tick in the �  completed box.  The viewing will then appear in the Completed Report. 
 
 
If you cannot contact the vendor, click OK to save the comments and the viewing will 
remain in the confirmed but not completed report. 
 
 

A note will be added to the comments 
saying that vendor feedback has been 
given and the comments will be recorded 
in the Vendor’s customer notes 
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Click a column heading 
to sort by that column 

You could also email the vendor by 
clicking e-mail feedback  which will 
produce an email addressed to the 
vendor containing the comments.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Completed Viewings 
 
The Completed Viewings list can be viewed within a date range, and sorted by Created 
Date – or by the member of staff who created the appointment. 
 
 
 
 
 
 

If the vendor is SMS 
enabled you will also 
be able to create a 
similar text 
message. 
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Marketing History 
 
The property’s Marketing History stores all information relating to viewings, potential 
viewings, details mailed or taken, customers not interested, telephone activity, offers, 
advertising, and price changes.  A Marketing Letter or report can be produced to send to 
the Vendor.  

 
 
  
 

 
 

 
 
(See page 28 for creating contact activity) 
 
 

View Marketing History 

When creating the Marketing History letter or report, you 
are prompted to select the activities you wish to include, 
and each can be reported either in summary, detail, or both. 

Use the date range for 
reporting and click refresh Click on Edit to 

generate a Report 
or Letter 

Select items to report on – 
click in the include column 

to toggle between 
yes/no/with summary 

Marketing History letter 

Double click a viewing 
to open the appointment  

to enter feedback 

Create a customer 
or property note 

Open Vendor record 
or selected Customer 

Use the date range for 
reporting and click refresh Click on Edit to 

generate a Report 
or Letter 

Select items to report on – 
click in the include column 

to toggle between 
yes/no/with summary 

Marketing History letter 

Double click a viewing 
to open the appointment  

to enter feedback 

Create a customer 
or property note 

Open Vendor record 
or selected Customer 
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Offers 
 
The offers screen shows all existing offers and their status.   
 

�  From the Property screen, select the Offers icon  
 

 
Add an Offer 
 
�  Click add offer   (When an offer is added, the photo is marked “Offer Made”) 

 

Click add offer  to 
add a new offer 

Click update  
offer  to change 
the status Click an offer to see the details above – 

or use the keyboard arrows to scroll up 
or down the list 

Enter the offer price 

Select the buyer 

Select the selling 
negotiator 

Note: 
Use the comments field for 
info about the offer.   
You can also insert 
conditions of the offer  
eg to include carpets.  
 
These comments are 
pulled through into the 
offer letters.   
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Select the status 
and if necessary, 
add comments 

 
Click ok to update 

Update an Offer 
 
From the Property screen, open the Offers window. 
 

�  Select the offer 
and click update  
offer . 

 
 
 

 
 
  
 
 
 
 
 
�  Choose accepted / rejected / conditionally accepted/ or reserved and Click ok   

If you select rejected, ‘offer made’ will be removed from the photo.   
 

Offers are recorded in the Property History (see Marketing History page 78). 
 
Offer Letters 
 
Offer letters must be generated from the offers screen using the create letter  link.  
 
The offer status determines which type of letter is generated - confirmation of offer made, 
rejected, accepted, and are automatically created for both the Buyer and Vendor.  These 
letters will be recorded in the Customer Notes, from where they can be opened.   
 
 The letters grid will 
display the default offer 
letter templates for both 
vendor and buyer.   
 
You can choose a 
different template if you 
wish. 



 

�

PropertyPro Support  
Tel 01788 862555 

Offers  
81 

�

Offer Accepted 
 
At the point an offer is accepted, PropertyPro makes background checks for pending 
viewings so that you are able to cancel an appointment scheduled for the property after 
SSTC, or cancel an appointment scheduled for the applicant after they have had an offer 
accepted on another property: 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 

 
 
 
 
When an offer is accepted the date is inserted into the “SSTC” field on the Property 
Screen and the photo is marked “SSTC”.    If the SSTC date is deleted the photo reverts to 
“Offer Made” 
 
 

�  You are given the option to 
delete the saved searches for 
the applicant – to remove them 
from your mailing list. 
 

�  If a property does not exist for 
this buyer, PropertyPro offers to 
create one 

1. Pending viewings for the 
property 

Double click an 
appointment to open it 
and contact the applicant. 

2. Pending viewings for the 
applicant 

Double click an 
appointment to open it 
and cancel it. 

New 
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�  There is also the option of creating a simple sales chain for this 
property with the applicant as buyer. 
 
It is then straight forward to create the Sales Letters and 
Memorandum.  (See P 82) 
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Sale Agreed Letters and Memorandum of Agreed Sale 
 
The chain links the Vendor / Buyer / respective solicitors and enables quick generation of 
the Sales Letters and Memorandum of Agreed Sale. 
 
�  Select Letters, Sale Agreed 

 

 
After the first letter has been generated and minimised, you will be asked if you want to 
print the letter and then the second letter will appear.  When all 4 letters are complete, the 
Memorandum of Agreed Sale is generated.   

 
 

Exchange Letters 
 
Exchange letters are generated in exactly the same way as the Instruction letters above.    
 
�  Select Letters, Exchange Letters  

. 
Note:  If no Exchange letter template exists, then PropertyPro will use 

the Instruction letters by default

New 
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All relevant names are linked 
and will appear in the letters grid 

From the drop down menu, 
select Letters \ Sale Agreed 

Clicking 'edit' will generate the first letter.   
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Select and right-click the property 
to display a menu allow you to 
add a property to the top/bottom 
of the chain. 

Select the buyer’s 
Property 

The Chain 
 
The simple chain created automatically at the point of an offer being accepted is all that is 
necessary to produce the Sale Agreed letters and Memorandum of Agreed Sale.  In the 
example above, the property was created for the buyer and a chain was created: 
 
 
 
 
 
 
 

 
 
 
This will automatically bring through the Solicitors (the solicitor has to be added to the 
customer record). 
 

 
 
 
The chain can be used to progress the sale and can be as comprehensive as you wish. 
 
 
Add a Property to Bottom of Chain 
 

 

Select the Chain Icon 
from the property record 

Click the plus signs to 
expand the chain 

Click the plus signs to 
expand and view the chain 
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Click create new  to create and 
add a new customer record and 
new property – useful for end of 
chain. 
  
 
 
 
 
 
 
 
 

 
 
Properties can be added to the top of the chain in the same way. 
 
 
 
View the Chain 
 
Expand each property to view the Seller and Buyer (and solicitor if present).  The chain 
allows you to jump from one record to another enabling you to work within individual 
records, ensuring you always return to the chain.   

 
 

Select an item – right click and choose to 
Open the customer (or property record)  

Select an item to view contact 
numbers in the title bar 
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View the Property’s Chain Events 
 
The events of each property can be quickly checked as they occur, which enables you to 
see at a glance how the sale is progressing.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Export and Email Chain Information 
 

 
The details of each item in the Chain can be exported into a Word document, 
showing the property, seller, buyer, respective solicitors, and any other party 
involved in the chain.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click an event and specify 
a date from the pop-up 
calendar.  A tick against 
the event indicates the 
event has occurred. 

Select and right click the property to list events 
– and see at a glance the status of the chain. 
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Right click the property and 
choose Export to Word   
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�  You may choose a template (or leave empty for a plain A4 landscape document), and 

include telephone numbers and Chain Events.�
  

 
 
The relevant template is: 
 
 Chain Print Letter.dot   
 
and the customer’s address can be 
brought through in letter format if 
required. �
 
 
�
(whether or not you choose a template, 
this will be recorded in Property Letters 
– in the Property’s notes) 
 
 
 
 

 
 
 
 
 
�
�  You can also choose to email  these 

details to any customer held on your 
database.�

 
�
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View all events of all properties within the Chain 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Add notes for each property 
 
The chain enables you to add and view property notes from one screen.  Each property 
has its own tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Right click the chain and 
choose View Notes. 

Tabs for each property in the chain. Add a new Note. 

Right click the chain 
And choose With 

Selected Item 

Choose View All Events. 

Choose Send to Word where 
you can print these events. 

You can add dates for any of the 
properties in this grid by double 
clicking against the event and 

choosing a date from the calendar. 

Exchange d - When a date is 
entered for ‘Contracts Exchanged, 
the status of the property will 
change to ‘Exchanged’ 
automatically on that date. 

Note:  Chain events can be customised – on the 
front screen go to Edit, Chain Events. 



 

�

PropertyPro Support  
Tel 01788 862555 

SMS Messaging  
88 

�

New 
(V21) 

SMS Messaging 
 
Create an SMS 
 
You can send SMS messages to a customer who is SMS �  enabled and who has a valid 
Mobile number.   
 

�  Choose File, New, SMS 
 
 
 
 
 
 
 
 
Note:  A single SMS Message has a maximum length of 160; this is split to 108 for the 

actual SMS Message body and 50 for the SMS Signature leaving 2 characters for 
safety.  
 
Larger messages will result in multiple texts being sent which most modern phones 
will combine to a single message.  Charges will be made for each 160 character 
chunk of longer messages. 

 
 
The Appointment Confirmation SMS  
 
When booking a viewing, the appointment can be confirmed with a text message.  The 
appointment SMS screen will appear when the appointment is created and display all 
those involved who are SMS enabled – i.e. the vendor, the applicant, and the member of 
staff if it is an accompanied viewing.   
 

You can then select who you would like to 
receive a confirmation SMS message and 
when the message is to be sent (defaults 
to 24 hours before the appointment) 

�  Only customers who allow SMS and have a 
valid mobile number will appear in the Send To 
list. 

�  And staff members included in the appointment 
where they have a telephone number stored in 
the Telephone 2 field on their staff record 

 
The Message is automatically created but can be edited by the user. 
 

The maximum length of a 
message on this screen is 
108 characters. 
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Marketing the property  
 

�  Choose Mail, Matching Customers, SMS Message.    

 

From the Customer Search screen 
 
 
 
Use the filters to produce a relevant list of 
customers: 
 

�  Right click the list and choose Select 
all 
 

�  Right click the list again and choose 
Send, SMS 

 
 

Highlight applicants to receive 
message - and click OK 

Click Yes and OK 

Select applicants first entered, or last contacted, within 
date range, or send to all matching applicants 
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SMS Signature 
 

All messages will be suffixed with an SMS Signature which can be set 
individually for each member of staff.   
 

Replies will be received as emails arriving in Outlook Inbox, and can be copied 
and pasted into the customer’s notes. The Reply email address can also be set 
individually, so that replies do not arrive in one inbox. 
 
�  To set or edit the SMS Signature, choose from the Front Screen, Edit, SMS Signature.  

 

 
A single SMS Message has a maximum length of 160; this is split into 108 for the actual 
SMS Message body and 50 for the SMS Signature leaving 2 characters for safety.  
 
Larger messages will result in multiple texts being sent which most modern phones will 
combine to a single message.  Charges will be made for each 160 character chunk of 
longer messages. 
 
 
View SMS Messages 
  
�  To view SMS Messages, on the Front 

Screen choose View, SMS Messages. 
 
From this screen Sent Messages can be viewed 
and deleted and Outbox Messages can be 
viewed.  
 
 
 
 
View SMS Credits 

 
�  To view SMS credits remaining, on the Front Screen choose View, SMS 

Credits 
 

  

The signature and/or reply email 
address can be individual to each 
member of staff or used for all staff 
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Group Mail  
 
Group Mail is used for regular mailings, and matches properties to customers and 
customers to properties.   
 

 You can automatically mail 
everyone who has not already 
received property details or you 
can choose to send to 
applicants entered or contacted 
within a date range. 
 
Note:  Send email details first 
and then re-run the Group mail 
to send details by mail to those 
who did not receive email 
details.  Choose the level of 
mailing (summary/ single page 
/ full details). 

  

 
The ‘summarise after’ option will send full details to customers who match with up to the 
number of properties entered; for customers who match with more properties, they will be 
sent summary details instead. 

Tick 'Choose mailing range' and 
send to applicants first entered or 
last contacted within chosen date 

range. 

Allows you to select customers in the 
Customer Search Screen to receive 

property information – only use if you 
need to select the customers 

Allows you to select which 
properties are to be mailed – only 

select if you wish to choose specific 
properties. 

Allows choice of instruction 
type to be mailed 

Show how many letters will be sent 

Only tick if you wish 
to select a range 
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Mail a Selection of Properties to Matching Customers 

 
 
 

�  Enter any search criteria you 
wish.  If no criteria is selected, 
then all properties will be 
displayed 

Left click to select properties 

Discard unselected 
properties and click ‘OK’ 

Choose ‘Select 
Properties’ 

Can select Customers 
from the Customer 
Search screen 

Send email details 
first – either full 
email details or 
summary email 

Ticking here will 
let you know how 
many emails you 
are sending 
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‘Yes’ to continue … 

Select appropriate email 
template and click OK 

 
 
 
 
 
This will return you to the original selection screen.  
Click OK. 
 

 
 
 
 
 
 

 
 

 
Emails have been processed and 
will be sent next time your emails 
are scheduled to go.  Once they 
have been sent, this will be 
recorded in the property and 
applicant notes. 

 
 

�  Return to the Group Mail screen to send summary information or full sets of 
details by post: 

 
 

Choose Summary 
Details and show totals 
before mailing Select ‘No’ 

‘Yes’ 

Letters will automatically print, using ‘Summary Letter Template.dot’ 
for a summary mailing and ‘Full Letter Template.dot’ to accompany 
full sets of particulars. 



 

�

PropertyPro Support  
Tel 01788 862555 

Upload to Website  
94 

�

Upload to Website 
 
PropertyPro® customers have several ways to update their website.  Many have an 
automated process that requires no user input.  For those that have a simple HTML page 
displaying properties, the following method is used: 
 

  
 
 
 

 
 
 
 

 
 
�  Click ‘Upload’ and the web pages will update. 
 
This information will be remembered after entering it the 
first time. 
 

Choose Web \ Create Web Pages 

Background colour and font 
colour as chosen 

Select property types to list and choose 
the order properties are to appear in.  

Remember to add text to appear at the 
top of the list. 

Click OK and 
choose template. 

Now select Web \ 
Upload to web 
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Uploader Status 
 
From the Help menu, you can access the Uploaders Status screen.  This shows when the 
uploader last ran, which machine it ran on and the number of properties that were 
uploaded. 
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Newspaper advertising 

 
Step 1 – Select the Properties 
 

�  Click ok  to produce a list of properties available to advertise: 

Select Advertising 

Choose the name of the 
publication.  

Select the property status of 
properties to be advertised. 

Select the Office 

These properties can be sorted by 
clicking on any of the column 
headings 

Colour coding shows how 
many times a property 
has been advertised. 

Click to highlight the properties to 
be included in line with the number 
to fit the template you will be using 
for the chosen newspaper. 
 

This option can be used to create a folder with all text 
and pictures suitable to zip and email to a newspaper 
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�  Click fast ad  to create an advertisement with the main property picture, advert 

text, advert address and price, showing the most expensive property first.   
 
�  Click pictures & text  to create a folder with all text and pictures suitable to zip 

and email to a newspaper 
 
�  Select assemble advert  to change the order in which the properties appear in the 

advert and to choose internal photos if included. 
 

�  Select export  to export selected properties and their advertising 
history to Excel 

 
 
Assemble Advert 
 
The selected properties are listed in the Pre Press Assembly screen.  From here you will 
be able to change the order of properties and select internal photos.   
 

�  First choose the template to be used. 

Double click to 
select/deselect 
pictures to be 
included 

First, choose 
a template 

Change the order 
by selecting a 
property and 

clicking up or down 

Click ‘next’ 
You can if you wish change 
the advert fonts in the next 

screen. 
Click continue 

New 
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You will be prompted to 
save document and the 

document displays in Word 

Step 2 – Save the Document and check formatting 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The resulting Word document can be edited 

– this is what will be converted to a 
colour separated PDF which will be sent 
to the newspaper. 

 
 
 
 
Step 3  - Record Advertising 
 
�  When the document is ready, minimise to switch back to PropertyPro to record 

that the properties have been advertised 

 
Step 4 – Create a PDF File and convert Colours 
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Prepare the document for the Newspaper 
 
For the document to be compatible for the Newspaper, the Word document has to be 
converted to a PDF and then colour separated from RGB (red, green, blue) to CMYK 
(cyan, magenta, yellow, black). 
 
 

�  Open the Word document and select 
File \ Print and then select the printer for 
Adobe Acrobat (either Acrobat Distiller 
or Adobe .pdf writer, depending on 
version). 
 

 
 
�  The file is then opened in Adobe 

Acrobat, and you will be prompted to 
save the file as a .pdf.   
 

 
 
�  The last step is to select ‘Plug-Ins’ \ Quite a Box of Tricks from the Adobe Acrobat 

menu bar 
 
 
 
 
 
 
 
 
�  and then click ‘Apply’. 

 
 
 
�  You should then save this colour separated file.  You 

may wish to give this a different filename and save in a 
different folder to show this is the file ready for delivery 
to the newspaper.   
 

 
This file can be uploaded directly to your newspaper by logging onto the Adfast website at 
www.adfast.co.uk and selecting ‘Upload Artwork’: 
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Step 5 – Upload to the Newspaper 
 
Upload to Adfast 
 
This file can then be uploaded directly to your newspaper by logging onto the Adfast 
website at www.adfast.co.uk and selecting ‘Upload Artwork’ 

 
�  Once registered with Adfast, click on the Senders’ Area  link and enter your 

username and password. 
 

�  Select Upload without Preflight , and then search for your publication name.   
 

 
 
�  Adfast will now download this file directly to your newspaper’s print room. 
 
 

 

Click Browse and find the  
file that was last saved 
with colour separation. 

Enter a file description 
and then click upload 

Enter your publication 
order details. 
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Types of keys? 

Access information 

Key Management 
 
Assign keys to property 

 
Key Description and Access Details 
 

�  Specify the types of 
keys and close the 
window. 

 
 

�  The next window 
opens for you to 
enter any access 
information.  Close 
the window when 
finished. 

 
 
Assign keys to the Key Board 
 
Choose View / Key Management / View Key Board 
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And put key on the board 

When you click OK to make this appointment 
you will be asked if you would like to book out 
the keys too. PropertyPro will keep track of the 
whereabouts of the key(s), and at any time you 
can go to Key Management, Where are Keys. 

�  Click View Key Board and double click the space – choose Assign space(s) to the 
Key Board .  A single key will automatically be assigned to the space.  Multiple 
keysets are assigned to the board as shown: 

 
Book keys out for a viewing 
 

 
�  Click the key symbol to check availability of 

key 

Then .. 

Right click and select 

OK 



 

�

PropertyPro Support  
Tel 01788 862555 

Key Management  
103 

�

Quick Booking  
 
This is a quick method of booking out keys – no due back date is specified 
 

�  Choose View, Key Management, Quick Booking   
�  Select the key set, and then the customer type of who is taking the key. 
�  Add some descriptive text 

 
�  To return the key, choose Quick Booking from the Key Management menu and 

click the book in option 
 
 
View Key Movements 
 

 
The PropertyPro® Diary shows all key movements.  From this screen, select 
the key booking and right click and choose Return Keys. 
 

 

 

Where are Keys? Add some 
descriptive text 

Click book out 
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The Front Screen  
 

The new front screen gives easy access to common actions in the Diary and 
reports that are used frequently: 
 
Outstanding Tasks and tasks due today appear on the front screen and can 
be marked as completed.  These can be opened by clicking the task. 

 
Diary : 
 

As well as being able to create a New Appointment   and New 
Task,  there are also links to Manage Tasks  and to Manage 
Viewings . 
 
These reports enable you to view and complete tasks and 
viewings (see P.73 Manage Viewings) 
 

 
 
Reports :   
 

 
 
Three useful reports that are probably used daily can be 
accessed from the front screen: 
 
 
 

 
 
 
Property Lists  are lists of current on-market properties.  You can choose which class of 
property you would like to list (Residential Sales or Lettings, Commercial, or Industrial) and 
the report will show a photo of each property together with the summary text alongside. 
 
The New Customers  report will detail all customers entered on the system since a date 
that you specify. 
 
The Offers Outstanding  report will detail all offers that have been made but that need to 
be updated.  The offer screen can be opened from this report to update the offer which 
provides links to view both the vendor’s and buyer’s contact details. 
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Statistics : 
 
 
The Statistics reports can all be exported to Excel for further analysis, 
printing, sorting and filtering. 
 
 
 

Property Statistics 
 

 
  
This report gives a snapshot of 
the Branch performance and 
current status. 
 
 
 
 
 
 
 
 
 
 

 
Customer Statistics 
 

 
 
Customer statistics show new 
customers, how many 
customers have been 
contacted, and customers with 
searches saved within a 
year/month/this week. 
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Viewing Statistics 
 

 
 
Shows viewings created, 
completed, awaiting feedback, 
unconfirmed, by negotiator. 
 
 
 
 
 
 
 
 
 

 
Tasks Statistics 
 

 
 
Shows tasks created, 
completed, and outstanding by 
negotiator. 
 
 
 
 
 
 
 
 
 

Offers 

 
Shows the number of offers made, rejected, accepted, together with total values – by 
customer. 
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Fees 
 
 
 
Fees have been broken down 
into SSTC, Sold, Accepted 
Offer, and On Market. 
 
In addition, the report can be 
run by Listing Negotiator, Offer 
Accepted Negotiator, or Vendor 
Negotiator 
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Working with Multiple Records 
 
PropertyPro allows you to work with multiple customer records and property records at the 
same time.   
 
 

�  This means that if you are working on a customer or property record, 
using the buttons to the right of the toolbar you can: 

 

 
 
 
�  You can also close a record without closing all other 

open records.    
 
When multiple records are open, a dropdown arrow 
appears on the Close button to enable you to close 
the current record or all records. 

 
 
 
 
�  You can scroll through open records with the blue forward and 

back arrows to the left of the toolbar. 
 
 
 
Open Multiple Customer Records from Customer Search Screen 
 
 
To open a selection of customer 
records, use the Customer 
Search screen. 
 

�  Use any appropriate 
filters to display your list. 

�  Right-click the list and 
choose Select All. 

�  Right-click again and 
choose ‘Open 
Customers’. 

 
This is useful for contacting 
customers and adding customer 
notes. 
 
 

open a customer record 

open a property record  
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Opening Records from various Screens 
 
Look for the links to View and Open within various screens: 
 
Appointment Screen      Task Screen 

 
 
Marketing History Screen    View Matching Customers  Screen 

 
This is just a selection of screens – similar links can be seen throughout PropertyPro. 

 
 

View 
contact 
details 

Open 
Customer 

Record 

Select appointment 
first and then choose 
open customer 

Select Customer first 
and then right-click 
over selection 
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Internal Messaging 
 
PropertyPro includes an internal messaging feature which is simple to access and use. 
 
When PropertyPro is running you will see a blue envelope icon to the left of the 
Task Bar at the bottom of your screen (alongside the clock).   
 
 
Send a message 
 
Right click this icon and select create a message: 
 
 
�  Click to  and a list will display of all staff members 

 
 
 
 
 
 
 
�  Double click a name  

or  
�  hold down the Ctrl key and left click to select several names 

 
 
 
 
 
 

 
 

Click attachments  to choose and insert an attachment 
 
Click send message   

 
 

Your text goes here 
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Receive a message 
 

 
The blue envelope icon changes to 
indicate a new message, and there 
is an alert on the front screen of 
PropertyPro: 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
Either click the message alert box on the front screen or double click the blue envelope 
icon to read the message: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Double click the 
message in the 
Inbox to open it 

Attachments can 
be saved  
 

The message can 
be printed and / or 
marked as unread 
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Change of Status Notification 
 

 
An internal email can be generated as a property changes status or on 
specific events – for instance, offer accepted/rejected, price change, 
withdrawal, SSTC/instruct/sold, etc.     
 

These alerts can be set for specified staff members as required.   
 
 
�  Go to Edit, EmailNotificationAlerts 
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Archiving  
 
Archiving Customers 

Delete an Individual Search 
 

�  An individual search can be deleted from the customer 
screen, View, View/Delete Searches.   The details of the 
deleted search is then entered into the Customer Comments 
box. 

 
�  You should then change the customer type to Archived or 

Past Applicant. 
 

Delete Multiple Searches 
 

�  Use the appropriate filters in the Customer Search screen (see Customer Search 
Screen Page 40) to produce the required list of customers. 

 
�  Click the right mouse button and Select all in the list. 
 
�  Click the right mouse button and choose Delete 

Searches 
 
 
Note : If required, there is a setting that will change the customer type to whatever you 

specify (eg Archived Applicant) when you delete searches in this way.  Please ring 
Support to set this up for you. 

 
 
 
 
Customer Contact and Viewings Archive   
 
Customer Contact and Viewings are automatically archived after 6 months.    These are 
seamlessly included when older dates are selected and as a result PropertyPro will run 
faster when you have a large amount of history.   
 
Periodically when a user logs on the system will prompt to archive – this will only take a 
few minutes. 
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Archiving Properties 
 

Withdrawn 
 

�  There are 4 letters that can be used if a property is 
withdrawn.   

 
�  When generated, each letter will automatically 

insert the date in the withdrawn box and mark the 
property as Withdrawn – thereby archiving the 
property. 

 
 
 
 
 

Sold 
 

�  Inserting the completion date in the sold box marks the property as Sold and 
archives the property.   
 
At the same time, PropertyPro will prompt asking if you would like to: 

 
�  Change the Buyer’s address to the property 

address .  If you answer yes, the buyer’s 
address is automatically changed.  

 
�  Change the Vendor’s address or customer 

type .  If you answer yes, the vendor’s record is 
opened to allow you to enter the new address 
and change the customer type.  

 
 
 
 
Note:  When a property is sold or withdrawn you will be prompted by a message:  
 

“Do you want to mark the property for re-mailing whe n so that it will re-match 
people if the property comes back on the market ?”   
 
Search hits will be also be removed if confirmed Yes.   



 

�

PropertyPro Support  
Tel 01788 862555 

  
115 

�

General Maintenance  
 
 
Many items in Maintenance menu on the front screen require a password to perform tasks 
listed. 
 
 
 

Remove Null Customer Records  
 

�  Blank customer records (often created in error!) can be deleted.  When this option 
is chosen and the password entered, PropertyPro will delete all blank customer 
records. 

 
 
 

Remove Null Property Records  
 

�  Blank property records can be deleted.  When this option is chosen and the 
password entered, PropertyPro will delete all blank property records and confirm 
the number deleted. 

 
 
 

Merge Duplicate Customers  
 

�  A customer record can be merged into 
another record, bringing with it customer 
notes. 

 
 
 
 
 
 

Delete Old Email Attachments 
 

�  This could potentially free up a lot of disk space.  The attachments only will be 
deleted – not the emails. 
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Printer settings 
 

�  The printer should be set up on each PC on initial set up. 
 
 
 
 

From the front screen, select 
File \ Printer Set Up 

Select the appropriate printer and tray 
for each of the above and click OK 
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Diary 
 
The PropertyPro® Diary can be accessed from all areas of the system, and as well as staff 
diaries, property and customer diaries can also be viewed. 
 
Appointments, tasks and events can be created anywhere in the system without entering 
into the main diary screens. 
 
 
PP Today 
 
When opening the Diary from the front screen of PropertyPro®  this is what you will see. 

 
 
 

�  New appointments can be created from this view by clicking the ‘Calendar’ title.  
 

�  Existing appointments can be edited by double clicking on the appointment in 
question.  

 
�  To make office appointments easily identifiable from normal appointments they 

are coloured in green, while appointments are displayed in black 

The toolbar allows you to easily create appointments, office appointments, tasks, and events and 
even allows you to add new tabs to view other members of staff, property and customer diaries. 
 

Shows all today’s tasks 
in black, and any 
outstanding tasks from 
previous days in red 

Shows all the appointments and 
events for Today and the next 7 

days 

These buttons allow 
you to switch 

between the different 
views of the Diary 
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Calendar 

 
�  Office appointments are shown in green and Normal appointments are shown in 

white.  
 

�  The default view shows the working day from 8:00 until 18:00.  Scroll up or down 
to see more. 

 
�  Double clicking on the grid will create a new appointment; the time and date for 

the appointment will be set depending on where the grid was clicked.  
 

�  Existing appointments can be edited by double clicking on them. 
 

�  The navigator calendar highlights all days that have appointments in bold so that 
you can easily see what days you will be in or out of the office. 

 
�  Double clicking on a task in your task list will open that task for you to act upon it 

and mark it as complete.  Completed tasks remain in the list with ‘yes’ in the 
completed column. 

Shows all the 
appointments for the 

day selected 

Displays all the events 
for the date selected 
e.g. birthdays, bank 

holidays etc 

Allows you to navigate 
to another date 

Displays the task list 
for the day selected 

Unconfirmed  appointments are shown in black text  
Confirmed  appointments are shown with blue text  

Completed  appointments are shown with green text  



 

�

PropertyPro Support  
Tel 01788 862555 

Diary  
119 

�

Tasks 
 
The Task view shows all outstanding tasks.   Double click a task to view it, and you can 
mark it as complete or assign it to another member of staff.   

 
�  You can view tasks 

between a date range, 
and choose to see 
completed tasks within 
that range.  
 

�  Clicking the refresh 
button will refresh the 
list of tasks after a new 
date range has been 
selected. 

 
 
 
 
 
 
 

 

The Office View 
 
The Office view shows at a glance all the staff members who have appointments for the 
day specified.  You can choose which office to view.  

 
�  Office appointments are shown in green and normal appointments are shown in 

white 
�  Confirmed viewings are shown with a blue background, and completed viewings 

are shown with a green background. 

Select an individual 
office or all offices 

Click to specify a date 
range – and also to select 

completed tasks 
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Changing Diary Grid Settings 
 

 
It is possible to change the grid settings of the diary allowing the row height, 
font size and the start time to be changed on individual PCs.  This is in addition 
to the way that you can change the start time in the configuration table.   
 

This enables users with different screen sizes/resolutions to alter the grid, and will also 
maximise the advantages for those with larger screens. 
 
�  From the Diary, select Edit, Settings 

 
 

 
 
 

Note : When changes have been made, close and re-open PropertyPro to see the effect of 
those changes. 
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Document Templates 
 

�  Templates are located on the server in Z:\PropertyPro\Templates . 

�  Letter templates must have the word ‘letter’  in the filename.  This ensures the 
template is listed in the drop down box when choosing a template. 

�  Before amending a template, it is a good idea to make a copy  of the original. 

 
Bookmarks 

�  Prevent deleting a bookmark  by showing bookmarks – choose Tools, Options, View, 
and tick Bookmarks. 

 

 

�  Select Insert, Bookmark  to view  or go to 
the bookmark names in this template    

 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
The above example is the Customer Letter.dot which contains the Customer and 
negotiator bookmarks, which effectively ‘tops and tails’ the document.  The letter is blank 
to allow you to compose your own ad hoc letter. 
 
The customer bookmark pulls through the date, Customer’s name and address, and 
salutation.  The negotiator bookmark pulls through the negotiator’s name.   
 
 

A bookmark shows 
as an I-beam 
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Copy a Template 
 
Before amending a template, it is a good idea to make a copy of the original.   
 
It is also simple to use a copy of the Customer Letter.dot as a base for a new template, 
and then insert the body text. 
 

�  First locate the template (in Z:\PropertyPro\Templates) 

�  Right click this template and choose Copy  

�  Right click again and choose Paste.  You now have a copy of the template. 

�  Rename the copy – right click it and choose Rename.  Ensure you include the word 
Letter in the filename and the file extension .dot  

 
Open a Template 
 
Make sure you have opened  the template and not working in a document based on the 
template. 
 
�  Right click over the template and choose Open. 

�  Display bookmarks - choose Tools, Options, View, and tick bookmarks. 
 
You are now ready to amend / add text as required. 

�  Save the template. Ensure you include the word Letter in the filename and the file 
extension .dot   

�  Test the template.  (Remember to select the new letter name while testing.) 
 
 
In the front of the standard letters pack is a list of letters installed with the PropertyPro® 
system, together with the bookmarks available within each letter. 
 
It is possible to create as many standard and non-standard letters as you wish to use with 
the PropertyPro® system.  In order to fully understand how PropertyPro® works with 
document templates, attendance at a training day is recommended. 
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FAQ’s 
 
Q I am trying to open ������������  and it says 
‘Database not present in the path’? 
 
A Check the server is up and running, if so, go 
into Windows Explorer from your machine and 
check that the server is mapped as Z drive, if Z 
drive exists with a cross through it, double click 
the drive name. If this show files and folders then 
try ������������  again, all should be ok.  If folders 
are not shown then ask everyone to close 
����������� ®  whilst you reboot the server and then 
the workstation/notebook, if not re-map the drive. 
 
 
Q When creating a letter I only get red marks on 
the page instead of the letter? 
 
A The address is incomplete on the customer 
record. 
 
 
Q A property that matches the search criteria is 
not showing when I list matching properties? 
 
A Check that the property is not ticked as Restrict 
Searches 
 
 
Q If I delete a photograph from ������������  does 
it go into a recycle bin? 
 
A No, it is permanently deleted. 
 
 
Q If I minimise a Word document is it 
automatically saved? 
 
A Word must always be minimised in 
������������ . The only documents that are 
automatically saved are letters, market appraisal 
forms, sets of details, window displays and single 
page details.  If these documents have already 
been created and subsequently edited, you will 
have to save the document to save the changes. 
 
 

Q Where are my details saved then? 
 
A Sets of details, window displays and single 
page details are automatically saved 
correspondingly at: 
Server (C):\Propertypro\Details 
Server (C):\Propertypro\Displays 
Server (C):\Propertypro\SP Details 
 
Q. I have entered an applicant and did a search 
from their screen but did not see any properties.  
Why? 
 
A. There are two icons for searching.  The ‘search 
wizard’, which is a quick way to search for 
price/number of rooms and district, which saves a 
search without viewing available properties.   
 
 
Q. Can I quickly make an appointment during a 
property search? 
 
A. Yes.  From the drop down menus at the top of 
the property search screen, select Diary \ Create 
appointment.  From here you can view the vendor 
details to contact them.  If it is an accompanied 
viewing, use the diary at the bottom of the screen 
to check availability of accompanying staff 
member. 
 
 
Q. How can I see which properties match a 
previously registered applicant? 
 
A. The customer screen, Select View \ Matching 
properties, or click on the icon. 
 
 
Q. How do I know which properties have been 
mailed to a customer? 
 
A. From the customer screen, click on the ‘notes’ 
icon and click ‘All’.  This will show within the 
selected date range all properties sent, whether 
by email or post and whether full sets of details or 
summaries.  It will also list properties the 
customer is not interested in. 
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Q. If someone rings up for the details on one 
property, how can I send them? 
 
A. From the customer screen, by selecting Mail \ 
Individual Property, then choosing the property 
address from the drop down box. 
 
Q. How can I remove someone from the mailing 
list? 
 
A.  To delete one applicant, go to their customer 
record and select View \ View \ Delete Searches.  
You will be prompted to confirm the deletion.  If 
they have more than one search, this will also 
need to be deleted.  For good house-keeping, 
change their customer type to ‘Archived 
Applicant’.  Details are mailed only to customers 
with a saved search 
 
 
Q. When I delete applicant searches, do I have to 
go into every customer screen? 
 
A. No, this time, use the customer search screen 
to identify applicants, with searches, either 
entered, or last contacted, within a certain date 
range.  Select the applicants, then right click and 
choose ‘with selected’\’delete’.  This will take you 
to a screen allowing you to choose which of the 
selected applicants are to be deleted and whether 
or not a letter should sent to them.  Searches 
deleted this way mean that the Customer Type 
will automatically change to ‘Archived Applicant’.  
(This function is password protected.) 
 
 
Q. Sometimes my saved search doesn’t match 
with properties I feel it should.  Why? 
 
A. It’s probably worth looking at the property you 
know should match to double check some of the 
search criteria, particularly the price, house type, 
district, town, office, location.  Also make sure 
there is no tick in ‘restrict searches’ on the 
checklist screen. 
 
 
Q. How can I see all the current on market 
properties for my office? 
 
A.  One way is to run a property search, say from 
£1,000 - £5,000,000, selecting your office name 
on the right hand side of the search screen and 
click ‘search’.  From here you will be able to view 
all property information, html details (so you know 
what is being emailed to applicants) vendor 
details, offers etc., on each of the properties. 
 
 

Q. Where is the best place to hold viewing 
information? 
 
A. Probably the ‘comments’ box on the customer 
screen, as this will be accessible to you when 
viewing vendor details from the diary.  In the 
property record Checklist, enter viewing info – this 
is brought through into the appointment screen. 
 
Q. How can I see newly registered applicants? 
 
A. Use the customer search screen and from the 
tick boxes on the left hand side choose the 
customer type(s) to report on and then from the 
top of the screen click in the box to choose 
‘search between specified date range’, and ‘with 
saved searches’ amend the dates and click 
refresh.  From here it is possible to run a report 
listing the applicant’s name and their search 
requirements. 
 
 
Q. How can I see my ‘hot’ buyers? 
 
A. By running a similar report to the one above, 
but this time choosing the ‘customer status’ you 
wish to view. 
 
 
Q. How do I send matching details to an 
applicant? 
  
A. From their customer screen, select the drop 
down menu, Mail \ Matching Properties \ Email.  
Choose which properties to send.  You will be 
prompted whether or not to send a covering email 
with the properties and if so, whether you wish to 
edit the email.  It is recommended that emails are 
sent first, then postal mailings. 
 
 
Q. Who receives details by emails?  
 
A. Any applicant, with a saved search, who has 
an email address and a dot in ‘email’ in the 
‘preferred mailing’ section of the screen. 
 
 
Q. If someone rings up, having seen a board in a 
village, but does not know the property address, 
how can I find that property? 
 
A. Try using the property search screen and 
selecting the appropriate name from the ‘Village’ 
box, then click search.  It will be possible from 
here to arrange a viewing and also add customer 
information, if they are a new applicant. 
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Q. Any other ways? 
  
A. You could try from the front screen: ‘change an 
existing property’, then clicking on the ‘search’ link 
at the bottom left hand corner of the screen.  Type 
the village name into the box at the top of the 
screen and put a tick in the address fields this is 
most likely to appear in and click ‘find’.  This will 
bring up a list of properties.   
 
Q. When we have a new property to market, how 
do I send details to matching customers? 
  
A. From the property screen, select Mail \ 
Matching Customers and select which format you 
wish to mail in.  It is recommended that you email 
applicants first, before mailing. 
 
 
Q. Once a property has been mailed out, how can 
I follow this up? 
 
A. One way is to use the customer search screen.  
Towards the right hand side, put a dot into ‘by 
property’ and click ‘add’ to select property(ies) and 
you have the option to see the applicants who 
have either viewed and/or been mailed the 
chosen property(ies).  Remember to click 
‘refresh’.  From here you can select a number of 
customers and open all the records to scroll 
through, ring round and make customer notes. 
 
Another way, is from the property screen, select 
View \ Matching Customers.  From here, it is 
possible to right click on an applicant name and 
select ‘open customer’ to view their record. 
 
Don’t forget the ‘Marketing History’ icon from the 
property screen, will not only show who has 
received details, but also shows 
viewings\offers\price changes\potential viewings.  
From here it possible to produce the Marketing 
History letter to send to the vendor, showing the 
marketing activity over a chosen period. 
 
 
Q. When I am in a customer screen, can I open 
someone else’s record? 
 
A. Yes, by clicking on the head icon on the top 
right hand corner of the screen.  To move 
between customers, use the blue arrows on the 
top left hand corner of the screen. 
 
 

Q. How do I know my emails are being sent? 
 
A. From the front screen, choose View \ Email 
messages where you will see the Inbox, Outbox 
and Sent Items. 
 
Q. How do I add a buyer to the chain? 
 
A. From the property screen, select the ‘Link in 
Chain’ icon and choose whether this is a new 
chain or you are linking to an existing chain.  Now 
click on the property address to select it and right 
click to see the menu of available options.  Select 
‘Add \ Buyer’.  From here it is possible to open 
both the vendor and buyer records to ensure their 
solicitors are attached to their customer record. 
 
Using right click and ‘with selected item’, it is 
possible to view events associated with the chain 
and add in information, as the sale progresses. 
 
 
Q. If a ‘sold’ property comes back onto the 
market, how do I enter the information. 
 
A. Either create a new record, or use the ‘copy’ 
icon on the property to generate a new record.  
This will create a new ‘not instructed property’, 
photographs and text will need to be changed and 
vendor amended.  This also works for new build 
properties and similar flats. 
 
 
Q. How can I show an internal photograph as the 
main picture on property particulars.   
 
A. One way is to attach the picture required to 
‘The Property’, so it will automatically appear as 
the main picture.  If the exterior photograph is not 
held anywhere else on the database, then this 
would not appear on any marketing material.  If 
the exterior photograph is held elsewhere on the 
database, then it would be uploaded to the 
internet.  Alternatively, when generating the 
details, put a tick in ‘select pictures’ before 
choosing the details template.  This will allow you 
to choose the order the photograph appears in the 
fixed text boxes.   
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Q. Why do sold subject to contract properties 
appear on the mailing list? 
  
A. This is a setting which has been switched on.  
If a vendor has requested you to stop marketing 
their property, then put a tick in ‘restrict searches’ 
and ‘restrict advertising’ on the ‘checklist’ screen. 
 
 
Q. How can I find a letter produced through the 
system?  
 
A. When you minimise Word the letter you 
generated, together with any changes you made 
to it will be automatically saved.  To return to the 
letter, go to the customer notes and select ‘All’.  
All letters will be listed.  Left click on the line to 
highlight it, then right click and select ‘open’.  If 
you make any changes at this point, click the 
‘save’ icon before minimising Word to confirm the 
amendments you are making. 
 
Q. How do I enter an offer? 
 
A. From the property record, click the ‘offers’ icon.  
Select ‘Add Offer’ and select the buyer’s name, 
the offer price any comments (these usually 
appear on the Memorandum of Agreed Sale), the 
negotiator and then click ‘OK’.  From here it is 
possible to update offers to being Accepted or 
Rejected and generating appropriate letters to the 
vendor and buyer. 
 
 
Q. How do I open the diary? 
 
A. When you open ������������ , the diary 
automatically opens and is available in the task 
bar at the bottom of your screen.  Left clicking will 
bring it full screen, then click the ‘minimise button’ 
when you have finished.  It is possible to access 
different views of the diary from property records, 
customer records and the front screen.  If the 
diary is shown in this way, then it should be 
closed to return to ������������ . 
 
 

Q. How do I send a price change letter? 
 
A. When you change the price on a property, you 
will be prompted to check the property particulars 
and window card (if generated), followed by the 
questions, “Do you want to send a price changed 
letter?”  Clicking ‘yes’ will allow you to confirm the 
appropriate template and the letter will open.  This 
will be saved in the vendor’s notes file. 
 
 
Q. Can I print the property notes? 
 
A. Yes.  Either click the ‘print’ icon on the notes 
screen, or from the drop down menu, select File \ 
Print and then choose either Screen or Notes. 
 
 
Q. We are often asked for a list of our available 
properties, can we produce this? 
  
A. From the front screen, select Reports \ 
Property Reports \ Property Lists.  Choose how 
the list is to be sorted, e.g. by ascending price 
order within each postal town.  When minimising 
Word, the list is automatically saved in 
Z:\PropertyPro\Details\ dd/mm/yyyy Residential 
Sales List 

 
Q. Why can’t I type in a date field? 
 
A. Because this field requires a specific date 
format, you have to select the date from a 
calendar. 
If you double click into the date field a calendar 
will pop up - click the required date and it will be 
inserted into the date field. 
 
Q. Is PropertyPro compatible with Word 2007? 
 
A. Yes -  It will create Word documents which are 
compatible with older versions of Office, so they 
will be .doc documents, rather than .docx 
documents. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


