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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:

5 PropertyPro© Copyright 2010 - Comprehensive Solutions Limited - Server
Fille Edt View Weh Reports Authorise g M = Diary

Click to check for
existing customers

| [ ] Enter the name and
housze name/number C“Ck ‘Vel’lf)/’
customer surname norton verify

matching customers:

Morton br L & Mrs J of 313 Weddington Road, Munesaton [YendorBuyer]
Carter Jonas - M Morton | [Sales Lead]

/ If the customer is not listed,

If the customer is listed, 1 C ,
select it and click ‘open < click ‘new customer’ to

customer’ \ create a new record
- l ‘

view customer open customer new customer

Open an Existing Customer

%5 PropertyPro© Copyright 2010 - Comprehensive Solutions Limited - Server

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.

PropertyPro Support CUSTOMERS
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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.

) select customer,

search criteria

i’\ousanamemumber | ‘street | rostcode ||customartypa B If the customer yOU are

sunaine frst neme e company___ths oiicz ok searching does not already
- | L ‘ exist, then you can select to
| ‘ | ‘ create a new customer

customers:  show all create new cust

i gelect customer

search criteria
houss rame/umber traet postonde custamer typs

| | | | | El

this office only

FUrmame first name title COMpEanty

| | | | [~

search e-mail customer reference

customers:

Select the customer
and click ok

Alternatively double
click the customer : po—
T search

To search a customer by other 7
criteria, click the search link “

Find What

Search In
Click the field you want to search, i ~
. =]
and enter what you want to find. atertate Rer
Surname 1
First Mame 1
N Title 1 U
Company
Position
Search Customer o o 1
Work Phone 1
. Ext
Use the Search link to enable a search for a S
customer by other criteria (for example, dd
H H H H Surname 2
mobile phone number), which is useful if you g
don’t have the name. Title 2 v

=
=
[=N

select all

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

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

PropertyPro Support
Tel 01788 862555 7
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Create a New Customer

5 PropertyPro© Copyright 2010 - Comprehensive Solutions Limited - Server
Fle Edt View ‘Web Reports Authorise i

Create a New Customer

D0 eawn s @9

Customer | Partner | Salutation | 2 Saved Searches | Solicitar | Agent | dentity |

entered 15:24:09 PropertyPro Specify Customer Type

compary name ‘ ‘ updated 16/11/2010 10:33:16 Rugby

position contacted 13/04/2011 09:56:36
For customers who sumarne = we fr

e Applicant B additional types (click to edit)
i first naga Lo N allow sms e
VSVI?/ILgd tIIkE tcon;[Ith by telephone hnme mnhne negotiator |Kate Hoare = \
, tick to allow .
X wo fax source  [For Sale Board = . .

SMS Text Messaging o e R w— | P g Click to specify
and enter a mobile emaisiress  [om@poperyp ok 5| R — - additional Customer

preferred rmailing Q mail @ emal O attached © no mail — it =
phone number o ay G G 5 Types

ésu;grbs;'mm 2 mg:;:_:t?%::l Mottgage  |AOrees To Speakio Mortgage Desk B

TDE
o
A|Ways ask if they - [ reson for moving
. . lLocation For Employment
would like to receive et address o iach@esinier net
details by email and
click  email
rmain search

description [value [

Price £200,000 - £250,000

Type of Property Detached

Customer Type

ALL applicants, vendors, solicitors, surveyors, banks, are customers and are identified by
their '‘Customer Type'. Itis 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

select additional 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.

~Promotional

“Purchaser

" Re/max office
Recruitment Agent

|Res Care Home

O Sales Lead

1 Sales Lead Newspaper
Sales Lead NO GO

1Shop Sale

[ Solicitor v

|3

This will enable you to create Customer Searches on these types and
ensure this customer will be included in each category.

press delete to clear selection

Create a New Customer
8
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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”).

IEd| edinad @ 9

[Salicitor’| Agent | Identiy |

Click to select

entered 24/03/2006 11:40:35 T
Click the updated  25/052006 14:38:06 the solicitor m
- contacted  11/08/2006 10:47:35
Solicitor Tab
O does this customer use more than one sofgitar?
solicitar |H 5. Bull & Co - Mr Bull Dugdale Strest, I\| e used for
name |Mr R S Bull O buying
o R. 5. Bull & Ca - Mr Bull Dugdale Strest, O selling
bl Nuneaton
@ both
phone 02476 384021 | fax l

Identity Verification

L)

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.

I¥NRHE @ @ e®
ey | Choose the type
i of document
CIICk the / entered 06/12/2006 01:00:
Identity tab updsted 150172007 22:55:02 WS LEe
contacted  07/03/2007 00:32:55
130372007

@ identity verified
Click to show / e of docimsnl
Identity has notes
been verified

Q identity not verified

Birth Cerfificate

Birth Certificate
Driving Licence
Marriage Certificate
Other

Double click on the
picture to add it

% Double click on a pictuve to add it
File

SpeCify up to 3 fﬁ:ﬁfpgﬁl \
dOCl,lmentS |n the himent 1 lDocumem.Q | Document 3 ‘ add doc_ | deletesdae Exit . bl—‘ DE} .
same way AT

Click “add doc” and
browse for the picture file =—

100266 (Ground)
File Format: JPG

100266 (Ground)
File Format: wmf

100266
File Format: jpg

PropertyPro Support
Tel 01788 862555
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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

record details have been taken, or record customer is not
interested in viewing a property

lf Mail — Create a letter or email addressed to the customer,

v v v

- uuﬁq.-&.l @ 2 - .lﬂI:] quﬁﬁ‘

I
o’
A A A

Letker “ A A

Ernail
Detals Taken
Mot Interesked

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)

PropertyPro Support The Customer Toolbar
Tel 01788 862555 10
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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.

Enter Price Range

% Propeity Search

Eile Toclk: Diay
i T [ ——=
Clicking on a red label ‘
will allow a multiple ] Afw a3
selection \A"wwf,.m.,m,, S | ecvor R | v EE—
T [ e —"
brgoiow [ |oorose T e 8
o ] | o e A —
— H
&
E—
-

needs improving

fitted kitchen 1

house style =| |parking - ‘Slabias
|dis(ri|:| x

schools in area bl Paddock \
£ Property Search B
File iew Diam
222 Rodbourne Cheney 12 Forresters Road Burbage LE10 2RX 8 May Lane =

Ind. ext det hause, living/dining mm,
kitibrk, utliy hobbies m, znoaker m.
gas e uPve dig|

Aspasious & bedmomed doma
bungalow with 3 large private rear

#o attrastive and established semi-
denached house with has been

extended to the ground flaor to

8 | orovide goad family i
g | Enioying a comer plat uith south ,
¥ | tacing rear garden. Lounge, bedroom pred [ price changed
g | one, bedroom three, double glazed,

N
gt
. [ pu——" 2

]
Right Click a property
bailsen | @ Then choose with left click

Mot Interested

S | garge, dining/siting ruom, ity
P RIS ear | Camparables ' Search '

bedrooms 4 —

hedrooms
hathrooms: 1

bathrooms a bathrooms 1
receptions 2 receptions 0 receptions 2
prics £235,985 price £235,000 price £229,595
Flat 4, 20 Shepherds Hill N6 5AH 2 Church Langley Road B Sormers Road Cw22 7DE

Communal Entrance Atractive double fronted detached, 3

Guest Cloakroom large bedrooms, 7 reception raoms

Entrance Halluay plus double glazed conservatory,

Reception Room 1 garage, landscaped garden.

Reception Room

Kitchen . .

Right click t
oy Ignt Click a proper

Separate WiC

i ; i and choose:

hethrooms : bathrooms 1 hathrooms 1
receptions 1 receptions ] receptions g
price £228850 price £225,000 price £220,000 Vi eW
The Hollies Main Street Long Lawford-100 2554 -4.265. 12 Walkers Residential 222 Blossum Road GU43 70L
Hal o | This established semi-detached Impressive 415 bed Wiestbury det H
Lounge | bungalow situmed in = sought after house, cloakroom, /3 recep's. etal S aken
Dining Room I | and quist cul-de-sac tuming canservatary, kitchensdining room,
Consenvatony overlooking greensward conwenient en-suite, dig comer plot and garage H
Koo o o oppi ankles g 3 Not interested
Uhility Room miles from Brentuood High Street
Landing wher there is also 3 mainfine station
Bedroom 1 to London Liverpool Strest
Bedroom 2
Bedroom 3
bedrooms 4 | Bedroom 4 badraomms 4 badraoms 3
bathraoms 1 bathrooms 1 bathrooms 1
recestions 3 receptions & receptions 3

ShOWS num ber £219,995 price £212,000 _.J
43 Properties Matched |) .
of properties |

matched

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)

PropertyPro Support Create a Property Search
Tel 01788 862555 11
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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

Click Diary to create an appointment View internal pictures by
or potential viewing clicking on them

rclick on an image to enlarge ‘
Full Details

Yendor Details
Property Details

Offars

Wendor Notes
Property Notes
Marketing History

=4
description view minimise

16 Properties Matched ]
Property [Price [Rent [Town /[ | Date WithdrafwDate Sold [Property Clas &
83 Arran Close CW10 7JX 360000 0 Nunefton Residential S:
7 Shakespeare Gardens Whitestone CV11 6DE 355000 0 Nungatan Residential 5
Hill Farrm Plough Hill Road 11 BPE 355000 1] Nugleaton Residential 5:
182 Hillmorton Road C ) 350000 Residential S
26 Callendar Close Kiddlington Ox5 3HA 350000 1} (fxford Residential 5:
46 Ambleside YWay CW11 rU 325000 Shows full property H L detalls, notes,
AR Malachill Paad Maretan Rraan RirrninehamPa7 THAL 2NN

description marketing history. vendor’s
details & notes can all be
accessed from here

Click to view another property

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

%5 Property Search. 44

Choose File, Save Search, to save and then include/exclude Fie Yiow Diary
[ ili New Search
properties from mailing (see next page) i
Save Search
Choose File, Save Search and Exit, to save and exit this search owaaie

Exit

PropertyPro Support Create a Property Search
Tel 01788 862555 12
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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.

picture property town price ?ﬂf;i‘;ifﬁ;m" '::s‘;g:fms‘w :;a:‘;gi;ken do not exclude|
194 Higham Lane, Nuneaton Cv11 BAS| Nuneatan 479000 Yes
. 38a Palmerston Close, Burton Hastings, \\ - po— Yes
Save and C|OS€ W|” b bt Not Interested Reason
H Enter Reason Not | d
retu rn you to the fl rst 16 Greenside Close, Nuneaton CV11 BPc| Nuneate) i Ressentiotiieese Yes
Cancel
screen of the Property
78 Malvern Avenue, Nuneaton CV10 8ND | Nuneatd ] Yes
Search
83 Arran Close, Nuneaton CV10 7JX Nuneaton 360000 Yes
Save as only search _ will F——
- - CV11 BPE aneaton. =8 big enough
override any previous :
Search (es) 45 Ambleside Way, Nuneaton C11 AU Nuneaton 325000 Yes .
save andclose  cancel and exit save as only search select all selectall selectall

Printing/Emailing Details

= Property Search 95 matches

FIEN View Diary

Choose File, Print or Email, Selected Properties ——— S Thormhil Whitastons

O r Edit Search
Substartial Four

A” Matched Propel’tles Save Search = Popular Whitest:
Save Search and Exit = Wizl maintained
n Gnnd sized nard:

All Matched Properties

Exit

From this screen you can then select/deselect - p————
. . g . . 4 multiple print options
propertles from the IIStIng If you WISh' the following properties have been selected for printing, click to exclude: -

one, Muneston

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. dear selectall
rPrint Options
Click ok to perform the chosen action. ® Repart Ofuideate O Summary O Screen View
O Single Page Q) Email ) Email Summary
ok
PropertyPro Support Create a Property Search

Tel 01788 862555 13
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Mailing Status

erty Search. 30 matches

TOtaI propertles 31 Canalside Longford CVE 6RE

m atChed ‘el sort after 4 bedroom home in the heart of
j\g: 3 the wilage
The property search results screen
shows matching properties with their - i
mailing status showing whether a Mailing status P Es
property has been mailed before. e

AHill Farm Plough Hill Road Cv22 7DE

Imposing Entrance Hall: 3m (it 10in)x A
am (131t 1in) =
Lounge: <.25m (13ft 11in)x 4.5m (144t

i)

Study: 2.25m (it Sin « 2m (5t 7in)

Sitting Room: 4.74m (157t 7in)x 4.75m

(151
Diring Room: &.78m (127 din)x 4m (131t
finy

| Uity Room: 2.5m (37t Zin) x Zm (8 7in) —
Kitchen: 4.75m (15ft 7in) x 2.50m (Bft Bin})

Landing
Bedroom 1: 3.05m (10f 0in » 3.86m C12fe
fliny s

bedrooms 6
bathrooms 1 Awailable to mail
receptions 4
price £240,000

It is also possible to run a previously saved search and show only properties available to
mail.

key  multiple selections - red text O awaiting mailing O newly registered O price changed

rcusiomer

Search ‘

Newr ‘ . | Open | [Black Mr John of 101 Somers R, Rughy AR I Clear Comparables

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.

25 searchwizard

=l e
Search matches 11 properties.
hedraoma = receptions ICIj Are you sure you want to save the search?

district _ = i p— |

O

property type

bungalow

next cancel

PropertyPro Support Create a Property Search
Tel 01788 862555 14
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Saved Searches

A Search, whether full or quick search, is saved against the customer record, and more
than 1 search may be saved.

mer Record - 2000001610

[¢rDnwaayeér WODE CARNRH B P ed

Customer | Partner | Salutation |2 Saved Searches‘l Solicitor | Agert | \dent\ty\

entered 11/07/2006 10:06:43

company name | || updated 2710312008 14:14:24 Pm'ﬁ:g{s“ e 'VO urigantity
position I | | contacted  27/03/2008 14:46:17
surname
27403/2008 15:55:05 20f2
weren  The tab shows how ik 2 back bjig Dext> searchrio 20
3scription o~ |Vaue
ol iy many Searches a.re fice £200,000 - £220,000
Saved 2drooms 2
sception Ry, 1
e Derty M
email ac ~
. Use back/next to scroll
jouse n
through searches
postcod
address ferred mailing
O mail @ email O attached O no mail

address

... EAchsearchis detailed  wnormeins
s 1N the customer record

county

rmain search

description [value I
Price £150,000 - £200,000
Type of Property Detached

~

The first search is always
visible on the front screen

Delete Searches

From the Customer screen, choose Edit, View/Delete Searches

# PropertyPro
view / delete customer searches
customer ref: | ‘ has saved searches
search ref: | ‘
criterion nurmber |description ‘value ‘priomy
0; Price £200,000 - £250,000 0 Choose Next or Back
1/ Bedraoms 3 1 t f d th S h t
2 Reception Rooms 2 2 ofin € Searc 0
932 Type Of Property Detached 3 be deleted
/ and press Delete
’l
delete cancel next

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.

PropertyPro Support Create a Property Search
Tel 01788 862555 15
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Mail Matching Properties to Applicant

By Emall

There are two email formats — summary email details and full email details.

Summary Email Details

Open Customer Record - 2000001405
File Edit {i

Wiew LMS  One Maove

Full
Single Page
Summary
Ermail

Indlwdual Property

Resst Customer Mailing

{Clstomer T PartrieT TSzt

Email Summary:
Picking List

company name |

position

surname Select which propertiesto M | |
fremame Send (or click select all) _— o
R B e e e e e AT

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

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

% summary details email text

Select: Mail \ Matching Properties \

Email Summary — and then select e ——

the office(s) and agency type. cB

ck to edit)

119 Hillmorton Road - Rugby  CV22 5A £250,000.00 | Detached | 4 bed, 1 bath, 2 reception rooms
36 Cave Close Cawston Grange Rugby CV22 7GL £349,950.00 | Detached | 5 bed, 2 bath, 3 reception rooms

select listings template

select istings template

& [«

=3

selectall clear cancel

<

subject |F’rope|lyF’ro - Summary Property Details Matching Tour Requirsments

| The customer will receive

heading |J ust testing email summary

| an email in the following

body text  [Please find 2 selection of properties that might be of interest to you. Please call

Crmrmformat:
SRR B ten It

I e Loty R N I A RS e e I |

Fromw KeboHoars - PropetyPyo Dkl sBpropeet yoeo k] Sent e I)DRRIE 1652
T raie

i

Suet; PRSperPre - SLmmery PIIRey DEbs Makeng veu Fag benants [searrad |

Just testing email summary

Plesse call

Pleisse find u selection of propersies that might be of e est 1o you

Seling Price £220 000 | orig LawAnd, Lang Lawlord Rughy | Avczpled
st Ted

5 properties ko mail, continue?

PropertyPro

*four email request has been queued and passed to the email server for processing.

Confirm you wish to
continue and send

Sefing Price 374300 | Band Sleet Rugby

SeHng Prics £220.000 | Samers Read. RUgDS| Asceoted

Seding Prics £255 000 [Hilmerton, Rugky
0 1337 Gamen

Clozz 10 500015

PropertyPro Support
Tel 01788 862555

Mail Matching Properties to Applicant
16
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Full Email Details

Choose Mail, Matching Properties, Email

Open Customer Record - 2000001405
File Edit BEETN View LMS  One Move

4 = Matching Propertiss 4 Ful
Individual Property 3 Single Page
= Summary
B Reset Customer Mailing Email
{Customer TPEMerTSalE & smmary

Picking List
15/05/2006 15:10:37

14/07/2006 12:57:22
17/09/2008 15:28:07

ntered

company narme | Updated

position | contacted

5 mailing settings

sUme
® - choose an instruction type you would like to match on ]VendorfBuyer L]
fiEstn O Sole Agency  C Joint Agency r Sub Agency O Multi Agency @Al — -
hr [Tricia Martinez
;;;;;;
Qk Cancel

Highlight properties to send or select
all and click OK. /]
Then choose the appropriate templateN

select template

Select an email template

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

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

. ane, Rugby CW22 7DE £200,000

Il Fan
18, Chur ill, Strettan On Dunsmare, Rugby Cv23 9NA £195,000
45

L

PropertyPro ®

ouridentit
Rugby 'y estafe ;.ggmy

additional types (click to edit)

lough Hill Road, Rughy C'22 7DE £260,000

wish to edit the email

PropertyPro

% covering e-mail text

Do you wish to send a covering email?

PropertyPro Message

select all

clear ok cancel

Details of 10 properties will follow shorly.

Wiould you like to edit the covering email?

Forand on hehalf of
CEL

Should any of the following properties be of interest to you, please call 01788 862500 and speakto
one of our negoatiators at ary fime between 8.30 a.m. - 7.00 pr. Monday to Friday or 8.00 arm. - 3.00
p.m. atweek-ends. Also, rememberto visit our website wewe cslinter.netwhich is updated daily.

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.

PropertyPro Support
Tel 01788 862555

Mail Matching Properties to Applicant

17
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By Post

Choose Mail, Matching Properties, Summary. This will generate the Summary Letter.

Open Customer Record - 2000001405
Fle Edt | mal View LMS OneMove

= = T e B o
Individual Property » - "
{Cliston__ Reset Customer Mallng ol rehes | Solicitor | Agent | Idertity | .
L s L
— T SN Select the office(s)
company name | | | updated 1570712009 13:47:11 Rich '\/OU"'CdJ%QHW
position ‘ ‘ contacted  03/09/2000 15:14:36 oy and agency type

surname Hammend tite [Mr - When prompted
type Vendor/Buyer i additional types (click to edit)

work [01788 862550 fax l:| sowce |
e R we— |

email address ‘kate@propenypro co.Uk

negotiator [Tricia Martinez

[ER

Le]

And then select the
properties you wish
S snenoroperd valuation ‘Free Veluation Offered - Considering tO Send Out

Rugby market appraisal mortgage ‘ T press delete to clear selection
[arwi clshire

ICv22 7DE

L]

status JHouae to Sell Not on Market

Le]

L]

[ER

preferred mailing Rl U A O]

se 1b View Road Lundun B 4D £7EIEI 00.00] Detathed |5
O mail

o)

Le Hin ] 1 th. o
S0 et oad Nunsaton o1l 40T EE1D 000,00 \ Detached \ 3 oed, 1 baih, 3 reception rooms
Poplar Springs Keelby Road Little London Grimsby D41 BEN £505,000.00 | Detached | 3 bed, 2 bath, 2 reception rooms
6 Walkers Residential Erentwood ES14FD £590,000.00 | Detached | 4 bed, 1 bath, 2 reception rooms

5 Bishops Close Nuneaton CV11 STD £565,000.00 | Detached |4 bed, 2 bath, 2 recepton raoms

460 Hinckdey Road Burton Hast ton CV11 BRG £570,000.00 | Def bed, 2 bath, 2

edit address rreason for movin

L L oms
22 fill Farm Drive Plough Hill Road Nuneaton 0,00000 | Detached |6 hE ath, 3 reception rooms
15 Hill Farm Plough Hil Road Nuneaton CV22 7DE £540,000.00 | Detached |B bed, 1 bath, 3 reception rooms
7 Walkers Residential Brentwood £510,000.00 | Detached |4 bed, 1 bath, 2 reception rooms
114 Hilmorton Road  Rughy CV22 5AP £500,000.00 | Detached | 5 bed, 2 bath, 2 reception rooms
Toscription vaile rComment: Hugo Road  London N19 5EU £489,850.00 | Detached | 3 bed, 1 bath, 4 reception rooms
263 The Long Shoot Nuneaton CV11 6JH £489,000.00 | Detached | 4 bed, 2 bath, 1 reception rooms
Price £400,000 - £500,000 7CE Ingatestone  £485,000.00 | Detached | 4 bed, 1 bath, 2 reception rooms
Town Rugby 35 Cathcart Street London N5 3B £475,000.00 | Detached | 3 bed, 1

rmain search

I

Cathcart Street London NW35 3BY £472, 000,00 \ Detached |4 bed, 1 bath 2 re:epuun rooms

13 Arran Close Glendale Newtown £470,000.00 | Detached | 3 bed, 2 bath, 2 reception rooms

16 Greenside Close Nuneaton CV11 6Pc £456,000.00 | Detached | 4 bed, 1 bath, 2 reception rooms

Conifers Parkridge Drive, Prestwond  Great Missenden HP16 887 £454 85000 | Detached | 4 bed, 1 bath, 2 reception rooms
16 Greenside Close  Nuneaton £454,000.00| Detached | 5 bed, 1 bath, 2 reception rooms

12 Somers: Rnad Coventry CB45HG £450,000.00 | Detached 4 bed, 1 bath, 3 reception rooms

20 D Mun Cy11 Detal S

191 Elephant & Castle London SE1 6TH £250,000. DD | Detached | 4 hed, 1 bath, 2 reception rooms

31 Canalside Longford Coventry CVB 6RE £250,000.00 | Detached | 4 bed, 1 bath, 2 reception rooms
EtaEhEd 4 bed, 1 tla(h 2 rEEEt\Dn rooms.

hoton Dei 1

8 Church Lar\g\ey Road Church Langley £203,000.00 | Detsched [ bed. 1 bath, 2 rezsgtion raame
766 Somers Road Rugby CV22 7DE £200,000.00 | Detached |4 bed 1 bath 2 recention room;

5 Church Langley Road  Church Langley £1

Select Select Template e e g
(default: Summary Letter
Template)

select all clear

118 May 2008

MrS ME N Hanmad
766 Zomé 1. Boad

by
“"1[\\‘!_!. [
CWIZZTDE

Dear M and ME Haninond

The letter appears on screen for editing before 1 G2 prabe Yot W 3BT Gy SfppetBns VId may RO

EnEEmENE . Ton wonkl ke mor lbmats of fon wonld e D aeE a

rlntln vEWhg, place o0 hothes e D oontctng.

p g * Sx g Price £345550 Cami it Grangs

Twoar ol e tached mode 1 opery
O e T RINE GTR gl Chie T0e
ame s and bcal edicatis Golime:

Gally Commoa,

Wery Popalar kcatia,  Bedidms
Laige Loawge Divhg Pocn, Lovely
Gaiki

Minimise Word to return to PropertyPro® and
choose to print this document before closing it.

The letter does not automatically save, but each

- - Sharkhenr rakemet of cortctce il clange, peaie oot b cider Batd
property is recorded in the Customer Notes (and o
against each property’s history)

Triel Bathez
Frope gk o

Note: It is possible to select properties from
specific offices for inclusion!

PropertyPro Support Mail Matching Properties to Applicant
Tel 01788 862555 18
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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.

Open Customer Record - 2000001405
Fie Edic BUETM View LMS  One Move

- Matchirg Properties ,j_,_g,_[:; N

Indridual Properky Full
| Single Page
Resst Customer Maiing |
Summary rch
Ermiall Frc eSl
Ernail Surnrnary

% select property

search crit
incluch
property type |(ALL) -
notinstructed [0 archived [ currsnt this office only [
bungalow - yes ¢ no  nfa 0+
house nameinumbsr street postoode property class
[ | | I | feess =]

properties

Recording Details Taken

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

Click the Mail button
drop down arrow

Open Customer Record - 20000533
File Edit Maill View LMS Legal& General

e Da9sad - WOEHED SAWF
! | WIS R 1l = #i Select Details Taken

Letter

and then choose the property

Customer | Partner | Salutation | 1 Saw

ct property
search crit
incl
property type |(ALLY -
notinstructed [ archived [0 current this office only [
bungalow - yes © na © nia 0
house nameinumber street postoods property class
l | I | feoss H
praoperies

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

Mail Matching Properties to Applicant

PropertyPro Support
19

Tel 01788 862555
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Create a Customer Letter / Emaill
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.

email address ‘juhn@propeﬂypro.co uk

preferred mailing Q mail ® email O attached O no

i send custom email

— email properti
subject |

prnpeny| @
. body text
Enter the SUbJeCt Dexar < <Customer Names >

save to draft
| send cancel

If the email refers to a property, then
choose the property so that the email is
recorded in the property’s marketing
history.

template |F’mpe|lyF’|n | sttachments

Complete the body text
If the words ‘attachment’ or ‘enclosed’

Choose a template (and attachment(s) if appear in the message, PropertyPro will

required) check that you remembered to add the
attachment before sending the email.

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.

PropertyPro Support Create a Customer Letter / Email
Tel 01788 862555 20
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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.

- Wl E@ E
Open the customer record and select Letter from the Mail drop down Et“
mal
button Details Taken
%3 Select Template (] Mot Interested

Choose a letter template and then OK

Customer Letter dot

Tip: the Customer letter template

. ok cancel
provides a blank letter

The letter will open in Word addressed to the customer.

When you have completed the letter, minimise Word to return to PropertyPro.
(Please see

PropertyPro Support Create a Customer Letter / Email
Tel 01788 862555 21
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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. would you lice to print this dacurnent? opd oo
. . print settings
The letter can be viewed and accessed in Customer how many copies do you require?

Notes (see Customer notes page 27).

printer - WCskserveriworkCentre C2424 PS on NEO9

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.

print or & mail document If you select Yes, PropertyPro will convert the letter
would you like o print this document? Oyes @no |nt0 HTML (Hypertext Markup Language) and Send
1 the email through PPEmailer to the customer.

how many copies do you reqguire? I:I:‘

printer - WCskserveltworkCentre C2424 PS on NEOS

PropertyPro

walld you like to e-mail this document? @ yes Qo
re-mail sefting , Your email request has been queued and passed bo the email server For processing.

e-mail - john black@cslinter net

sugject  [PropertyPro 14/07/2002 112708 ‘

ternplate ‘ j

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

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:

PropertyPro Support Create a Customer Letter / Email
Tel 01788 862555 22
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Open the Property and from the Letters menu, choose the letter you wish to create.

Property Ref: 1100100578

File Edit virtusl Tours Mal View | Letters Hip Select Property Letters to choose
' D) B2 Gy & | 5| PropertyLetters a letter from your templates folder

Potential Vendor

Market Appraisal Form

Take On (Instructed To Selly

Sl Afied] Letters that are commonly sent

amendment to Agreed Sale -

B to Vendors are listed and you
can select the letter you want.

Sales Invoice

Sale Fell Through

<
r 4
3
Property Withdrawn 3

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)

PropertyPro Support Create a Customer Letter / Email
Tel 01788 862555 23
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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:

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

“l agreement of sale

rvendor's instruction

rvendor's solicitor's instruction rhuyer's instruction rhuyer's solicitor's instruction

create letter create letter create letter create letter
select template select template select termplate select template
|\n5tru:t “endar Letter.dot j |\n5tru:t Yegal Letter.dot j |Instruct Buyer Letter.dot K j |Instruct Blegal Letter.dot j
e o g e tt e
Dr Gerard J Cafalla Jones Brothers - Mr Jones Mr John Black Smith & Smith - Miss Smith |

Choose to create a
follow up task —

main vencar vendor's salicitor main buyer bipdr's Standard TaSk or
Dr Gerard J Cafolla ‘ Mr John Black i mitha]_inked Task

create follow up task — ]
select template o g create leter task type |<standard> -

Mem of Agreed Sale Letter dat U terard J. Carolla

Jones Brothers - Mr Jones
Mr John Black

Smith & Smith - Miss Smith

ones Brothers - Mr Jones ‘

AN

rmemo of agreed sale

4

property details

edit cancel

—Choose to print
property details _ |

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

Letkers Hip

. P by Leth i G :
Choosing one of these letters not only generates the L | iF S 9
akentlal venaor

letter, but also marks the property as ‘Withdrawn’ and it IS trarke: appraisai Form

eﬁectlvely archived. Take On (Instructed To el ADM ] Bedroom
Sale Agreed 3fLoose Boxes ] G
Amendment ko Agreed Sale list Text l s
Sales Invoice
Sale Fell Through r
Propetky Withdr awn Gaing Ta Other Agent
Keep on file
Mo Buyer Faund

Sold Elsewhere

PropertyPro Support Create a Customer Letter / Email
Tel 01788 862555 24
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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.

~EEE

Minimising Word triggers a series of actions automatically:

1.

2.

You will be switched back to PropertyPro
A screen prompts you to print and/or email the document

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

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

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.

PropertyPro Support PropertyPro and Word
Tel 01788 862555 25
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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)

Click All to display all
Customer Notes
\a

Details sent are automatically
recorded in customer notes

PropertyPro Support View Customer Notes and Marketing History
26

Tel 01788 862555



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.

O

7

Add a new
Customer note

l

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

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

N

/

Automatic date and time stamp
also shows negotiator name

PropertyPro Support Customer notes
Tel 01788 862555 27



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.

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

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: /
property filter filter /
© all © selected properties M related customer notes: [ @ al O select

\ Tick the box to list the notes of

related customer(s)

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

property.

PropertyPro Support
Tel 01788 862555

Customer notes
28



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

Choose New Appointment

N\

O

Specify the date and
time and select the

property.

Tick the confirm

. Select the
boxes as appropriate Property
Select whether or not /
viewing is
accompanied
View the
Viewing notes (brought Vendor Details
through from the _—"
Property Record)
< Links to
applicant’s
—> previous
viewings,
Emails can be created Tick to indicate outstanding
and sent to the vendor viewina is confirmed feedback and
and/or customer if tasks

required

sl

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

PropertyPro Support Create an appointment from the Customer Screen
Tel 01788 862555 29



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:

O

17 Specify Property
and Customer

Select the Potential
Viewing type

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 O

History screen

it is possible to select a
potential viewing and open
the customer record

From the property’'s diary itis
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. O

The email can be edited as
necessary.

PropertyPro Support Create a Potential Viewing
Tel 01788 862555 30



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.

PropertyPro Support Tasks

Tel 01788 862555
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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 .

From here you
can view and add

customer notes O

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.

J0

PropertyPro Support
Tel 01788 862555
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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.

Create a new Main Task
Set up the Main Task

O Set up Subtasks

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

>

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.

PropertyPro Support Tasks
Tel 01788 862555 33



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.

PropertyPro Support Tasks
Tel 01788 862555 34



Valuation Appointment

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

S

After entering customer information,
select market appraisal

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.

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’

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

PropertyPro Support Valuation Appointment
Tel 01788 862555 35



Step 2 — Creating the Valuation appointment

Next, the diary displays so
that you can check
availability and select a time
slot.

Select another Member of Staff to
display their diary, and double click
on a suitable 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.

PropertyPro Support Valuation Appointment
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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

TTT——

Double click a property from the list to
open the property record

The valuation date is automatically
inserted in the new 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.

PropertyPro Support Valuation Appointment
Tel 01788 862555 37



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.

Rename relationship
Enter a name for the relationship. -Eml
Relationship
Close the relationship screen. :
Sormers Rd. Rughy
PropertyPro Support Customer Relationships

Tel 01788 862555 38



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.,

PropertyPro Support Customer Relationships
Tel 01788 862555 39



Customer Search Screen

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

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

Open selected
Customer Records

Using Filters

Right Click in Green Area to
Select All and obtain menu

>

!

Allows multiple deletion Produce mass Generate Standard size
of customer searches mailing to clients labels of selected customer
names and addresses

Filter customers
with email
preference and
send an email

o

Further filter
customers with
mail preference

and send a letter

PropertyPro Support
Tel 01788 862555

Customer Search Screen
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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)

7 /

Who have Viewed Select and Add
and/or been Mailed the Properties
selected properties

PropertyPro Support Customer Search Screen
Tel 01788 862555 41



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 emalil 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.

PropertyPro Support Customer Search Screen
Tel 01788 862555 42



PROPERTIES

Open or View an Existing Property

Open or View an
existing Property

The Select Property screen appears for you to choose and open a property.

Choose property type / You can also search by
Further filters class to narrow the list Property Reference

Enter a house
number or the —> 4
first letters of the ==
Street name to
filter the list

™~

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

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.

PropertyPro Support PROPERTIES
Tel 01788 862555 43



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.

Create a New Property

\

Enter Property Address and Attach Vendor

Specify Property Type

Enter Property
address —p

Create a new
vendor .
Or
Attach an
existing
Customer

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.

PropertyPro Support PROPERTIES
Tel 01788 862555 44



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.

Select another Member of Staff to
display their diary, and double click
on a suitable 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.

PropertyPro Support Manual Valuation Appointment
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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.

>

e

Amend information to be —"
compared as required

-

'‘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.

'View Comparables' will display matching 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.

PropertyPro Support
Tel 01788 862555

Manual Valuation Appointment
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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.

Enter the Valuation Price

Potential Vendor Letter

N\

Click
edit
The letter will be generated in Word.
Minimise Word to return to PropertyPro®
PropertyPro Support Manual Valuation Appointment

Tel 01788 862555 47



Rental Properties

Create a new property and select
‘Residential Lettings’

Note: Itis possible to have a different set of “default” rooms for your rental properties. If
you need this please call Support.

O

Enter property information. _
Price information defaults g
to ‘rent’
The ‘Availability’ tab
provides for rental
information to be held
PropertyPro Support Rental Properties

Tel 01788 862555 48



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.

Click the Album icon

I

Click File and choose
Change Directory

Select the folder where you have
downloaded the property’s photos

With the picture
folder still open, click
a room tab and drag
and drop the
appropriate photo on
to the picture
placeholder.

v

Repeat this to include
all the required
photos.

PropertyPro Support Property Record
Tel 01788 862555 49



Adjust the Image

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

Click the Adjust
Image button Save Image Undo Image

changes changes
~ N/

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

t t t

Adjust Crop the Adjust
Contrast Image Brightness

Add Additional Photographs

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

Click Add Room

N\

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.

PropertyPro Support Property Record
Tel 01788 862555 50



Description, Advert & List Text

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

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.

PropertyPro Support Property Record
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Room information

Delete Spell Rename Add text
Room Check Room to Photo
/o / /
Add Add Re-order Adjust Word
Room Photo Rooms Photo

Room
Dimensions

Extra / Click the small tick to transfer individually the

wordin . ) . -
d dimensions and text into the description box.

Click the large tick to transfer both sets of
dimensions and text into the description box

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)

PropertyPro Support Property Record
Tel 01788 862555 52



Instruction Detall

When instruction is captured, the property will be automatically uploaded to the Web.

(See Restrict Marketing page 54 to restrict the Web if required)

>

Mark as Instruction

Captured —_
If not instructed, select

<+—— thereason

Double-click to enter
contract start date —

Specify Commission
Rate
And the fee will be\‘

automatically
calculated

Click to request a
board

Board Request

To request a board, click board request

Choose appropriate
message

v

Edit the message if
necessary

A 4

T~

tt

Choose to email or
send to Word

PropertyPro Support
Tel 01788 862555
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Checkilist

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).

Ensure number of rooms calculated correctly.
+

Click to confirm details ‘ready to mail’

™~

Restrict Searches /
< Web / Display / Advert

Notes and Viewing
D Information
(this information can
be seenin
appointment screens)

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.

PropertyPro Support Property Record
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Floorplans

Import a 3" 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)

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

A 4

PropertyPro Support Floorplans
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‘Using dimensions’ brings through a series of ‘boxes’ in scale to the corresponding rooms

together with the room names.

\Select the room

/

Drag the selected room and
butt it up to another room

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

Add doors by clicking on the Add Door
button and ‘draw’ the door along a wall

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

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

PropertyPro Support
Tel 01788 862555
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Attaching EPC

The new regulations (April 6™ 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).

PropertyPro Support Attaching EPC
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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.

PropertyPro Support

Attaching EPC
Tel 01788 862555
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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

Click  select photos to
choose which photos are
included in the details
and in what order

Click create —

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.

PropertyPro Support Details and Window Cards
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.. . Choose a Details
When finished click next and template

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.

PropertyPro Support Details and Window Cards
Tel 01788 862555 60



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).

PropertyPro Support Details and Window Cards

Tel 01788 862555
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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.

PropertyPro Support Details and Window Cards
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Create Window Cards

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

O

Choose the
display template

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 Details and Window Cards
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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.

PropertyPro Support Details and Window Cards
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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.

——_ ___ Click the property

icon to change the
property

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.

PropertyPro Support Details and Window Cards

Tel 01788 862555
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HTML Detalls

The HTML (Hypertext Mark-up Language) details for each property are automatically
generated by PropertyPro. Itis 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

I! Letters

aLdic Hiszoy

Mricc History

Matching Cuskerners
Comoarale Propertles
Offers

necices

Farkiliny Hisliry

Oild Property Referenze

Erergy Repot

Atzach=c FOTs

ey Managenent b
Dlat Ctr+D
Crazta Appointren: Chrl+n
Cracte Task Chr+T

HTM. Dozals

Rrrmns Dzare plinn s
Lirk. tn Zhan
Proparzy Makas
CLshamers Mail=d

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).

PropertyPro Support
Tel 01788 862555
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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

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

7

2. Browse for and select the file to be attached and if required, select to upload to
websites and print when printing details.

3. Toopen afile, select and right click and choose Open PDF file.

4. To print afile, select and right click and choose Print

5. Toremove 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

Select a bullet number and its
text to remove it or to move it
to a different position

Enter the feature text and
click add bullet point

PropertyPro Support View Matching Customers
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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.

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

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

PropertyPro Support View Matching Customers
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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 Malil,
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. Choose the customers to

be mailed — or Select All

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.

PropertyPro Support Mail Matching Customers
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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.

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.

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.

PropertyPro Support Price Changes
Tel 01788 862555 70



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:

lick here to create
an appointment

Complete information —
date, time and accompanier

Viewing Notes 4

Specify customer
A/

\f this is a new customer,

their information can be
added by clicking ‘New’ to
create a Customer record

Tick boxes to show that the—,,
viewing has been confirmed

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

PropertyPro Support Book an Appointment from the Property Screen
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The Appointment Window

Select whether this is an
accompanied or
unaccompanied viewing

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

applicant’s and
negotiator’s diaries \

Viewing information /
from Property record

. . —
Link to previous

viewings, required
feedback and
outstanding tasks

Untick to allow free
« textin the subject line

Create a confirmation
letter to vender and/or
/ applicant

View Offers screen

Check key availability if
<+—using Key Management

View the Vendor’s details
Or
Applicant’s details

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.

PropertyPro Support
Tel 01788 862555
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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.

PropertyPro Support Viewings Follow up
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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

PropertyPro Support Viewings Follow up
Tel 01788 862555 74



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.

— Click on view vendor to
display contact details

When the viewing has v
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.

PropertyPro Support Viewings Follow up
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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.

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

\

|

type | E

auto create subject m}

subject

“iewing at 4, The Gables Vale Of Health With Mr John Black Tel: D1788123458(H‘

start date |13!D4IQD11 j fime |1a3n =] @ Ccompleted oD
end date ‘13104/2011 j time ‘W oo =] appointment letter
accompanied [Yes = by |Iate Hoare | g

staff
location ‘ ‘
property 4, The Gables, Wale &f Health, London N3 1AY 1 B =

ViEwing arrangerients send e-mail print details

view vendor

I b & Mrs W Srnith 7794 4331-horme /7 Mark Smith h770844331 £/ Viewing TA pn 5765 //

Complete Viewing ‘g

wiould you like to mark the viewing as completed?

es Mo

customer

€

comments  spell check

send e-mail open new

view

Liked the property - considering making an offer
vendor feedback given by Kate Hoare at 13/04/2017 16:46:09

rcaonfirmed with -

O vendor applicant accompanier

e-mail feedback
sms feedback

( wendor feedback given )
S ———

delete recurs ok

cancel

You will be asked if you wish to complete the viewing — if you answer yes PropertyPro will

put a tick in the

If you cannot contact the vendor, click OK to save the comments and the viewing will
remain in the confirmed but not completed report.

completed box. The viewing will then appear in the Completed Report.

PropertyPro Support
Tel 01788 862555
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You could also email the vendor by

CIiCking e_ma” feedback Wthh W|” Liked the property - considering making an offer,
produce an email addressed to the —

vendor containing the comments. \

reonfirmed with

" e-mail feedback

M vendor M applicant B accompanier
If the vendor is SMS [ vendor feedback given
enabled you will also delete  recurs ok cancel
be able to create a
similar text
message.

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.

Click a column heading
to sort by that column

PropertyPro Support
Tel 01788 862555
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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.

O\ View Marketing History

Use the date range for Create a customer Open Vendor record
reporting and click refresh or property note or selected Customer Click on Edit to
generate a Report
or Letter

/

Double click a viewing

to open the appointment . .
to enter feedback Marketing History letter

y

Select items to report on —
click in the include column
to toggle between
yes/no/with summary

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.

(See page 28 for creating contact activity)

PropertyPro Support Marketing History
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Offers

The offers screen shows all existing offers and their status.

From the Property screen, select the Offers icon O

Click add offer to
add a new offer

Click update
) ) offer to change
Click an offer to see the details above — the status

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

Add an Offer

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

/ Select the buyer

<«— Enter the offer price

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.

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

Select the offer
and click update
offer .

Select the status
and if necessary,
add comments —»

Click ok to update

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 Offers
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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:

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.

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

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)

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”

PropertyPro Support Offers
Tel 01788 862555 81



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

From the drop down menu,
select Letters \ Sale Agreed

|

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

A

_—

Clicking 'edit' will generate the first letter.

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

PropertyPro Support Sale Agreed Letters and Memorandum of Agreed Sale
Tel 01788 862555 82



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:

Select the Chain Icon
from the property record

O «

Click the plus signs to
expand and view the chain

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

Click the plus signs to
expand the chain

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 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

PropertyPro Support 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 to view contact Select an item — right click and choose to
numbers in the title bar Open the customer (or property record)
PropertyPro Support The Chain

Tel 01788 862555

84



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.

Select and right click the property to list events
—and see at a glance the status of the chain.

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

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.

Right click the property and
choose Export to Word

The Chain

PropertyPro Support
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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.

PropertyPro Support The Chain
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View all events of all properties within the Chain

Right click the chain
And choose With
Selected Item

Choose View All 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. Choose Send to Word where
you can print these events.

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.

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

\ _—

The Chain

PropertyPro Support
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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

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

O

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.

PropertyPro Support SMS Messaging
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Marketing the property

Choose Mail, Matching Customers, SMS Message.

-

/

Select applicants first entered, or last contacted, within
date range, or send to all matching applicants
Click Yes and OK

f

Highlight applicants to receive v
message - and click OK

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

PropertyPro Support SMS Messaging
Tel 01788 862555 89



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.

The signature and/or reply email
address can be individual to each
member of staff or used for all staff

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

PropertyPro Support SMS Messaging

Tel 01788 862555
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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 emalil
details. Choose the level of

© mailing (summary/ single page

/ full details).

Only tick if you wish

/ to select a range

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

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.

PropertyPro Support Group Malil
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Mail a Selection of Properties to Matching Customers

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

Choose ‘Select
Properties’

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’

PropertyPro Support Group Malil
Tel 01788 862555 92




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

‘Yes' to continue ...

Select appropriate email

template and 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
*+—pefore 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 Group Malil
Tel 01788 862555 93



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:

Choose Web \ Create Web Pages

A

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.

Background colour and font
colour as chosen -

Click OK and _
choose template.

Now select Web \
<4—— Upload to web

Click ‘Upload’ and the web pages will update.

This information will be remembered after entering it the
first time.

Upload to Website

PropertyPro Support
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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.

PropertyPro Support Upload to Website
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Newspaper advertising

Select Advertising

Choose the name of the
publication.
Select the property status of
properties to be advertised.
Select the Office

Step 1 — Select the Properties

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

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

PropertyPro Support Newspaper advertising
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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

A

Change the order
by selecting a
property and
clicking up or down

First, choose

v

a template
Click ‘next’
You can if you wish change
the advert fonts in the next
screen.
Click continue
PropertyPro Support Newspaper advertising
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Step 2 — Save the Document and check formatting

You will be prompted to
save document and the
document displays in Word

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

PropertyPro Support Newspaper advertising
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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’:

PropertyPro Support Newspaper advertising
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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.

Enter your publication
order details.

Click Browse and find the
file that was last saved

with colour separation.
—

Enter a file description
and then click upload

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

PropertyPro Support Newspaper advertising
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Key Management

Assign keys to property

Key Description and Access Details

Specify the types of
keys and close the
window.

The next window Types of keys?
opens for you to

enter any access

information. Close

the window when . » .
finished. ccess information

Assign keys to the Key Board

Choose View / Key Management / View Key Board

PropertyPro Support Key Management
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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:

Then ..
Right click and select

And pugpKey on the board =%

OK

Book keys out for a viewing

/

Click the key symbol to check availability of
key

O

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.

PropertyPro Support Key Management
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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

Click book out

Add some Where are Keys?
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.

PropertyPro Support Key Management
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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.

PropertyPro Support The Front Screen
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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: / /

open a customer record
open a property record

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.
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Opening Records from various Screens

Look for the links to View and Open within various screens:

Appointment Screen

Task Screen

OO

Marketing History Screen

-

Select appointment
first and then choose
open customer

Open
Customer
Record

View
contact
details

View Matching Customers Screen

O

Select Customer first
and then right-click
over selection

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

Your text goes here

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
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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:

O

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

The message can
be printed and / or
marked as unread

Attachments can
Double click the be saved
message in the
Inbox to open it

T~

PropertyPro Support

Internal Messaging
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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.
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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.

e

From the front screen, select
File \ Printer Set Up

I

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.

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.

These buttons allow

you to switch -> Shows all today’s tasks
between the different in black, and any
views of the Diary outstanding tasks from

previous days in red

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

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
guestion.

To make office appointments easily identifiable from normal appointments they
are coloured in green, while appointments are displayed in black
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Calendar

Shows all the Displays all the events Allows you to navigate
appointments for the for the date selected to another date
day selected e.g. birthdays, bank
holidays etc

Displays the task list
for the day selected

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

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.
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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.

Click to specify a date Clicking the refresh

range — and also to select button will refresh the
completed tasks 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.

<—_ Select an individual
office or all offices

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.
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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

A bookmark shows
as an I-beam

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.
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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.

PropertyPro Support Document Templates
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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 | 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 | 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. | 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 | see which properties match a
previously registered applicant?

A. The customer screen, Select View \ Matching
properties, or click on the icon.

Q. How do | 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 | 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 | 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 | delete applicant searches, do | 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 | 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 | 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 | 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 | 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 | 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 | 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 | 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
| 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 | am in a customer screen, can | 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 | know my emails are being sent?

A. From the front screen, choose View \ Email
messages where you will see the Inbox, Outbox
and Sent ltems.

Q. How do | 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 | 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 | 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 | 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 | 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 | 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
guestions, “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 | 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 | 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 20077

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.
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