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Managing Contacts

Create A New Contact
To create a New Contact, click on the “New” button in the toolbar of the Contacts main page.

(1= |New | U< Email | = Categories "4 settings = Archive ='! Assign

Contact Name(s)
Description — For each contact entered, with the exception of the main contact, you may choose
a label describing the relationship to the Main Contact. The labels available are: Spouse, Partner,
Family, Child, Investor, Sibling, Friend, Divorcee, and Other.

Contact Name(s)
Main Contact v/ |Robert ||Jone5 | * (First Name/Last Name Required) (First Name/Last Nome is Viewable by Contacts)
Spouse ﬂ/ |Rehecca ||Jone5 | X Remove

Add Additional Contact Name

Detailed Name Entry — You have the ability to enter more than the person’s first and last names
by clicking the pencil icon.

Contact Name(s)
Main Contact v 7 |Robert | |Jc-ne5 | * (First Name/Last Name Required) (First Name/Last Nome is Viewoble by Contacts)
Spouse V||/ ||Rehecca ||Jc-r1e5 | X Remove

Add Additional Contact Name

Prefix: | Mrs |

First Name: |Re|:ec-:a

Middle Mame: |

Last Name; |Jc:-ne5

Suffix: |
| oK | | Cancel |

Additional Names — You have the ability to enter up to six names within a contact record. To
add an additional name, click the “Add Additional Contact Name” link.

Contact Name(s)
Main Contact v F |Robert ||Jone5 ‘ * {First Name,/Last Name Required) (First Name/Lost Nome is Viewable by Contacts)
|Spou5e v & |Rehecca ||Jone5 ‘ X Remove

Add Additional Contact Name |

Remove a Name — To remove a name, simply click the “Remove” icon.

|Fami|v V|/ |Mr. ||Robert ||A ||Jones ||S.r. ||x Remove

]
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Email Addresses

Email Description — You have the ability to choose a label for each email address you enter for a
contact. This can help you better identify to which email address the information is being sent. The
labels available are: Email, Work, Home, and Type Custom Text Here.

Email(s)

Robert's Email ﬁl&ubert@junes.cnm |E W Receive Emails X Remove

Custom Email Label - This allows you to define your own unique label name. Click on the
description dropdown menu, select “Type Custom Text Here,” and enter your own unique label
name.

Email(s)

Work
Home
Type Custom TextHere

b

Receive Emails — You may choose which email addresses will receive automated notifications by
checking the box next to “Receive Emails.” This allows you to collect important email addresses for
your contacts without requiring you to send listing updates, reminders, and bulk correspondence to

all of them.
Email(s)
Bobk's Email ﬂ |Robert@jones.cnm |E W] Receive Emails | X Remove
Becca's Email i] |Rebecca@j0nes.cum |E ] Receive Emails | X Remove
Bob's Work Email ﬂ |Rube rtjones@busywork.com | B4 [ JReceive Emails X Remove

Add Additional Email

NOTE: You still have the ability to send an email to an address that does not have the “Receive
Emails” option selected. Click the envelope icon next to the email address.

Email(s)

Bob's Email ﬂ |Rubert@junes.cnm |E W1 Receive Emails X Remove
Becca's Email i] |Rebecca@jones.cum |E W Receive Emails X Remove
Bob's Work Email ﬂ |Rube rt jones@busywork.com IE' [ |Receive Emails X Remove

Add Additional Email

L]
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Up to Six Email Addresses — You have the ability to enter up to six email addresses for each contact
record. To add an additional email address, click the “Add Additional Email” link.

Email(s)

Bobk's Email ﬂ |Rubert@junes.cnm |E M| Receive Emails X Remove
Becca's Email i] |Rebecca@jones.com |E I Receive Emails X Remove
Bob's Work Email ﬂ Robert.jones@busywork.com | B4 [ IReceive Emails X Remove

|ﬁ.dd Additional Email

Remove an Email Address — To remove an email address, click the “Remove” icon that corresponds
to the email address.

Email(s)
Bob's Email ﬂ |Robert@jones.cnm |E Ml Receive Emails | X Remove
Becca's Email i] |Rebecca@j0nes.cum |E ] Receive Emails | X Remove

Bob's Work Email ﬂ |Rubert.jones@busywurk.com | B4 [ JReceive Emails

Add Additional Email

X Remove

Phone Numbers

Phone Description — You have the ability to choose a label for each phone number you enter for a

contact to help you better identify what phone number you are calling. Available labels are Phone,

Work, Home, Mobile, Fax, and Type Custom Text Here.
Phone(s)

Home jlj |5{JB-555-1212 |-| @ preferred X Remove

Custom Phone Label — This allows you to define your own unique label name. Click on the

dropdown menu, select “Type Custom Text Here,” and define your own unique name.
Phone(s)

Work
Home
Mobile
Fax

Type Custom TexfsHere

W

Phone(s)

Call after 5pm x | |a13-555-5241 |-|

Add Additional Phone

O Preferred

i 2
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Phone Extension — This is the field where you may enter an extension for any phone number.
Phone(s)
Waork V| |s08-845-1011
Add Additional Phone

| 7162 O Preferred

Up to Six Phone Numbers — Enter up to six phone numbers for each contact record. To add an
additional phone number, click on the “Add Additional Phone” link.
Phone(s)
Home v||413-555-5241 |-|  Preferred
Add Additional Phone

Preferred Phone Number — You may select one of the phone numbers as “Preferred.” The
“Preferred” phone number is displayed in the contact’s information on the Contacts main page.
Phone(s)

Call After Spm ~]|s08-555-1212 || | Opreferred X Remove
Bob's Cell ™| |774-555-1478 || | |@preferred | X Remove
Becea's Cell ~||s08-668-6357 || | Opreferred X Remove

Add Additional Phone

Remove a Phone Number — To remove a phone number, click the “Remove” icon that corresponds
to the number.

Phone(s)

Call After Spm ~]|s08-555-1212 -| | Opreferred | X Remove
Bob’s Cell ] |774-555-1478 |-| | @preferred X Remove
Becea's Cell ~||s08-668-6357 || | Opreferred X Remove

Add Additional Phone

NOTE: If you are missing a phone or fax number for a contact that existed previously and was
migrated to the new system, you will find the information in the beginning of the “Notes” field. This
should be the case only if the numbers could not be correctly identified as valid phone numbers
during the data migration.

Address(es)

Address Description — Choose a label for each address you enter for a contact to help you better
identify to what address the information corresponds. Available labels are Address, Home, Work,
and Type Custom Text Here.
Address{es)
Address ﬂ #  |3113 Maple Street
Yourtown, MA 01001
Add Additional Address

O Preferred

<>

]
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Custom Address Label — This allows you to define your own unique label name. Click on the
dropdown menu, select “Type Custom Text Here,” and enter your own unique name.

Address(es)

Addrece 3

Waork
Home

Type Custom Text Here

Detailed Address Entry — You may enter your address on a single line of text, or you may click on the

pencil icon to enter the detailed address field by field.
Address(es)

Address ﬂ 3113 Maple Street

Yourtown, MA 01001
Add Additional Address

) preferred

<>

Street #: |3113 |
Street Name: |Map|e Street |
Unit #: | |
Town: |‘mu rtown |
State Code: [Massachusetts ~ W/|

Zip Code: ||:|1|:n:|'1 |
Zip Code 4: | |
| 0K | | Cancel |

Up to Six Addresses — Enter up to six addresses for each contact record. To add an additional
address, click on the “Add Additional Address” link.
Address(es)

Address ﬂ #  |3113 Maple Streat
Yourtown, MA 01001

Iﬁ.dd Additional Address

O preferred

<>

Preferred Address — You have the option to select one address as the preferred mailing address.

Address(es)

Home | # [3113 Maple Street A| | ® preferred | X Remove
Yourtown, MA 01001 LY

Becca's Parents ~|Z |14 Mark Place A Opreferred X Remove
Anytown, MA 01585 W

Add Additional Address

L]
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Remove an Address — To remove an address, click the “Remove” icon that corresponds to the
address you would like to remove.

Address(es)

Home ~| #3113 Maple Street M| @ preferred X Remove
Yourtown, Ma 01001 LY

Becca's Parents M2 |18 Mark Place Al O preferred | X Remove
Anytown, MA 01585 LY

Add Additional Address

Method of Contact
Preferred — You may select a “Preferred Contact Method” from the dropdown menu or leave it as
Unspecified. Available choices are: Phone, Email, Text/SMS, Postal Mail, In Person, and Unspecified.

Phone l%
Email
Text/SMS

Paostal Mail
In Person

Method of Contact
Preferred Contact Method:

Do Not — You have the option to specify methods your contact does not want to be used to
communicate with them.
Do Not: vl Do Not Mail
[ Do Not Email
vl Do Mot Call
[ ] Do Not Text/sMS

L]
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Unsubscribed Contacts

If one of your contacts “Unsubscribes” from automatic email notifications, you will no longer be able to
send this contact any email through the Contact Manager system. This is in accordance with the CAN-
SPAM Act. Contact information will be retained for your records, and the contact will remain active, but
a strikethrough will be placed on all of the contact’s email addresses indicating that this contact can no
longer be emailed. A notice is contained in the contact’s detailed information stating that the contact
has unsubscribed and can no longer receive email.

Method of Contact
Contact Method: UnspecifiEdE
Do Mot: [ po Not Mail

(This Contact has "Unsubscribed” from receiving email.
In Compliance with CAN-3PAM law, this contact can no longer be emailed.)

[ Do Not call
[ Do Mot Text/sMS

Additional Information

The “Additional Information” fields allow you to add information to a contact’s record. The “Notes” field
allows you to add up to 4000 characters. This information will only be seen by you and is not displayed
anywhere for the customer to see.

Additional Information

Mickname(s): |Rob, Becca ‘
Spouse: | |
Children: |Er::|r::|'|er Maria |
Family Status: [Unspecified v

Notes: Characters Left: 3235

Looking for an in-law so that Becca's parents can stay with them.

L]
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Events

Event Description — You have the option to enter dated events for a contact to help track specific
events. For dated events that you are uncertain of the year, select “Recurring” from the year field.
There are several event descriptions from which to choose as well as a custom option. To add
additional events, click on the “Add Additional Date” link.

Events

Home Purchase ﬂ |5elect.._ VHSEIEn:t... I|"--"‘| | Select... | X Remove
Add Additional Date

Custom Events Label — This allows you to define your own unique label name. Click on the
dropdown menu, select “Type Custom Text Here,” and enter your own unique name.

Birthday
Anniversary
Home Sale

Select... VHSeIEu:t... V”SEIEn:t... “| X Remove
a1 Add Additional Date

Type Custom Text Here

Referral History

This gives you a place to keep track of where a contact may have originated. You can enter the referral

source as well as the listing information of a property and if it is the seller side or buyer side of the
listing.

Referral History

Referral Source:

[ sell side Listing ID or Property Address: | |

[ Buy Side Listing ID or Property Address: | |

L]
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Save a Contact
Anytime you are within the Information tab of a contact, the Save button will appear highlighted in

yellow if you make any changes to that contact’s information.

[ save < Ernail = Categories -+ Settings - Archive -+ Assign
| Save 606
Save and Close 243

You have two options when saving a Contact:
e Save — This will save your contact information and allow you to remain on the page to

continue working.
e Save and Close — This will save and close your contact information record and navigate

you back to the Contacts main page.
TIP: If you need to step away from the computer while entering a new contact, click “Save” so you will

not lose any information you have added and continue when you come back.

Edit Existing Contacts
To edit an existing contact from the Contacts main page, either click on the contact’s name in the list or
click on the contact’s row (which will highlight it in yellow) and then click the “Edit Contact” button at

the bottom of the screen in the contact’s summary overview.

2=|New | < Email i = Categories I . Settings I =1 Archive | =4 Assign Download | [=Print | *.|PDF
» Contact Info | Activity View []show Motes  View Contacts For: | Richard Taylor v | |°| Search |
g [] Full Name* Last Login Phone Email Assigned By
a [] Jones, Robel 5085551212 Robert@iones.com
=
VI
?
First Prev Next Last m 1 Contacts Displayed
Robert Jones Client ID: 5147606 VOW Password: rich Edit Contact | ¥
| Rebecca Jones, Mr. Robert A. Jones Sr.
Preferred Contact Method: Unspecified DO NOT: Mail, Call

Allow Addresses: Yes  Allow Open Houses: Yes VOW Access: Yes Categories: Buyers

Email{Bob's Email): Robert@jones.com  Email(Becca's Email): Rebecca@jones.com

Phone{Call After 5pm): 508-555-1212  Phone(Bob's Cell): 774-555-1478  Phone{Becca's Cell): 508-668-6357
| Last Login:  Prop Types: Price Range:  Total Listing Views: Views This Week:

NOTE: Any information from a contact that existed previously in the Client system was migrated to the
Contact Manager system. Any information that is missing may not have been entered in a valid format;

please check the “Notes” field.

Characters Left: 4000

L]
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Settings
You have the ability change the settings for an individual contact or a group of contacts from the

Contacts main page. Select the contact(s) you wish to modify and click the “Settings” button on the

toolbar.

1:=|New </ Email — Categories || "% Settings | [-]Archive Assign

VOW setting options can be set to Allow, Deny, and Default:

NOTE: Default settings can be set up in Pinergy’s Options and Settings under the “Contact Defaults”

e Allow - Enables a setting for the selected contact(s).
e Deny - Disables a setting for the selected contact(s).
e Default — Applies your user default setting for the selected contact(s).

tab.
|| ©% settings || (= Archive Assign
¢ Nt | Cancel Apply Changes
Lot Selected Contacts il
201 VOW Access Allow Deny * Default
Display Addresses
Display Open House Info 4 & i
201 Email /Matches ¥Yes MNo *Default IV
=+ Email When Mo Matches (0 (0 (O art
Photo Summary Report 6 QI o O
Allow Reverse Prospecting (0 () ()
igi
* See "Contact Defaults” under "Option and Settings"
** Excludes Hourly and 15 Minute match notifications
VOW Access Options are:

Display Addresses — Displays the full addresses of listing matches on the VOW for the
selected contact(s).

Display Open House Info — Shows if Open Houses are scheduled for listing matches on
the VOW for the selected contact(s).

Email/Matches Options are:

Page | 13

Email When No Matches — When allowed, an email will be sent to the selected
contact(s) even if there are no new listing matches. If this is set to “Deny” no email will
be sent. An email will not go out if there are no new listing matches for the hourly and
15 minute notifications.

Photo Summary Report — When allowed, a photo summary report for new listing
matches will be emailed to the selected contact(s). If thisis set to “Deny” the traditional
one line view will be sent.

Allow Reverse Prospecting — When allowed, list agents will have the ability to send an
email to you regarding listings they have if those listings meet the selected contact(s)
search criteria.

]
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History

History Time Frame
To help you navigate a contact’s history report more clearly, you can filter the results by using different
time frames. Select from the history time frame filters on the left of the page.

Contacts > Robert Jones

Activity | | Information | | Searches | | Matches | | History

AT ICHIEE 40 Datew User Record Type
At;’::e O 05/15/2014 at 10.05 a.m. 5147660 Contact Requested for a Showing

his Week 0 05/15/2014 at 9.40 a.m. CN204243 Contact Edited

his Month O 05/15/2014 at 9.37 a.m. CN204243 Contact Edited

ast 3 Months

5t 6 Months O 05/14/2014 at 11.54 a.m. CN204243 Contact Edited

his Year O 05/14/2014 at 11.45 a.m. CN204243 Contact Search Edited
O 05/14/2014 at 11.44 a.m. CN204243 Contact Search Name Edited
O 05/14/2014 at 11.43 a.m. CN204243 Contact Search Created
O 05/14/2014 at 11.43 a.m. CN204243 Contact Search Name Edited
O 05/14/2014 at 11.43 a.m. CN204243 Contact Search Created
O 05/14/2014 at 11.41 a.m. CN204243 Contact Edited
O 05/14/2014 at 11.41 a.m. CN204243 Contact Created

Sorting Features
Columns can be sorted in ascending and descending order. Sortable fields are the “Date” and time the
event was recorded, the ID of the “User” who caused the event, and the “Record Type” that occurred.

Detailed Information

To get more detailed information about a history event, click on that event in the list. The event will be
highlighted in yellow and a section will display at the bottom of the page with the details of the changes
that were made.

[ ] 05/14/2014 at 10.47 a.m. CMN204243 Contact Created

First Prev Next Last |50 W

History Information Transaction Date Updated By h 4
Contact ID : 5147606 was added to Contacts for AgentID : CN204243. 05/14/2014 at 10.47 a.m. CN204243

Name: Robert Jones was added to Contact Names. 05/14/2014 at 10.47 a.m. CN204243

Name: Rebecca Jones was added to Contact Names. 05/14/2014 at 10.47 a.m. CN204243

Home Phone Number: 508-555-1212- was added to Contact Phones. 05/14/2014 at 10.47 a.m. CN204243

Robert's Email Email: Robert@jones.com was added to Contact Emails. 05/14/2014 at 10.47 a.m. CN204243

Rebecca's Email Email: Rebecca@jones.com was added to Contact Emails. 05/14/2014 at 10.47 a.m. CN204243

Address: 3113 Maple Street Yourtown, MA 01001 was added to Contact Addresses. 05/14/2014 at 10.47 a.m. CMNZ204243

]
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Searches

New Search

From the “Searches” tab of a specific contact, you can create new searches for the contact by clicking on
the “New” button in the toolbar.

\ New *= Clone [ 7% Delete ] “my Notifications () summary (® Detail

Search Features

Attaching searches to your contacts will match properties based upon the criteria and keep an open line
of communication between you and your contacts automatically.
Some new features added to searches are:

e Comp Statuses — You may search for Sold, Rented, and Under Agreement listings. These
matches will appear in the contact’s listing updates and will be available on the VOW for
180 days (unless removed or hidden). Comp listings on the VOW are limited to basic
data.

e Email Listing Match Frequency — You have the ability to select how often a contact
receives email updates for each search. The “Frequency” options are:

e 15 Minutes - Your contacts will receive update emails for new matches every 15
minutes.

e Hourly - Your contacts will receive update emails for new matches every hour.

e Daily - Your contacts will receive an update email for new matches every day.

o Weekly- Every Friday — Your contacts will receive a weekly update email for
new matches every Friday.

e Monthly- First Day — Your contacts will receive a monthly update for new
matches on the first day of each month.

e Never - Your contacts will not receive any listing update emails for this search.

Newer
15 Minutes
Hourly

Email Subscription
Freguency

Weekly - Every Friday
Monthly - First Day

¢ Open House Notification — You have the ability to notify your contact of upcoming open
houses for listings that match a search. Check “Include Upcoming Open Houses” and
select a time frame from the dropdown menu.

| | -'.:'-I .E
Today
Tormorrow

Today & Tomarrow

4. Events

[ lindude Upcoming Open Houses  Far:
Mext 7 Days
Mext 2 Weeks
Mext Month

NOTE: This does not create a search based only on listings that have open houses. This will notify your
contacts if any matches within the search results have a scheduled open house.

TIP: If you do not want your Contact to receive open house information automatically, this option should
not be used.

L]
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e Off Market Notification — By selecting “Yes” from the dropdown menu, contacts will be
notified when Active listings change to Under Agreement status.

Motify When Matches Go Off Market [
Yes

Clone Searches

You have the ability to copy an existing search attached to the contact by selecting a saved search and
clicking the “Clone” button in the main toolbar. This will create an identical copy of the existing search
which you can then modify.

" New | = Clone | 7 Delete I ‘tryNotifications ) summary ® Detail

Deleting Searches

To delete searches, select the search(es) you wish to remove and click the “Delete” button in the
toolbar.

T New | i Clone || XDelete || [ipNotifications | () Summary (® Detail

NOTE: Once you delete a search, it is permanent. You cannot recover a deleted search. You would need
to create a new search or copy an existing search and modify it.

TIP: If you are uncertain about deleting a search, you can always change the email notification to never.
This will allow you to continue matching the search and displaying the listings on the VOW, but the
contact will no longer receive email notifications of new matches for the search.

Editing Searches

You have the ability to edit a search simply by clicking the search name. The search page will open and
you can make any necessary pages.

NOTE: You cannot edit Agent Recommended searches.

Renaming Searches

Activity | | Information || Searches | | Matches || History

‘T New | T.Clone | XpDelete | [iHNotifications | ) summary @ Detail ®.|PDF [=)Print
[ ] Search Namew Created By Date Last Email Prop. Types Price Range
Created Modified Frequency
[] Agent Recommended CN204243 05/15/2014 05/15/2014 Daily - Any Price
. Search_1 CN204243 05/14/2014 05/15/2014 Daily RN Any Price - $2,000
Mendon, MA; Milford, MA; Northbridge, MA; Upton, MA; Uxbridge, MA;
Keywords:
Advanced Criteria: Number of Bedrooms:2+;Parking Spaces:2+;Pets Allowed: <=No, Yes, Yes w/ Restrictions
O T Single Family CN204243 05/14/2014 05/15/2014 Daily SF, CC Any Price - $300,000
Hopedale, M&; Mendon, MA; Milford, M&; Northbridge, MA; Upton, MA; Uxbridge, MA;
Kevwords:

Advanced Criteria: Acres:.5+;Number of Bedrooms:2+;Number of Total Baths: 1.5+

To rename a search, click the pencil icon v beside the search name. This will highlight the search
information in yellow. A window will appear that allows you to rename the search.

L]
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_' Activity | | Information | | Searches | | Matches | | History

T New | icone | Xpelete | [iHNotifications | ©Summary ©® Detai =.|PDF [=Print
[] Search Namew Created By Date Last Email Prop. Types Price Range Status
Created Modified Frequency

[] Agent Recommended CN204243 05/15/2014 05/15/2014 Daily - Any Price

] E* Search_1 CN204243 05/14/2014 05/15/2014 Daily RN Any Price - $2,000 All on Market
Mendon, MA; Milford, MA; Northbridge, MA; Upton, MA; Uxbridge, MA;
Keywords:
Advanced Criteria: Number of Bedrooms:2+;Parking Spaces:2+;Pets Allowed:<>No, Yes, Yes w/ Restrictions

1T~ single Family CN204243 05/1/ $300,000 All on Market
Hopedale, MA; Mendon, MA; Milford, MA; Northbridge, Maj NeW Search Name : |Rental Search % ||

Keywords: S —
Advanced Criteria: Acres:,5+;Number of Bedrooms:2+;Nu m‘ Isai AT G e VieWanie Ty o

e Type the name you want into the “New Search Name” field.
e Click Save. (You will see the new search name immediately.)

[ ] Search Namew Created By Date Last Email Prop. Types Price Range
Created Modified Frequency
[ ] Agent Recommended CN204243 05/15/2014 05/15/2014 Daily - Any Price

O E’|Rental Search CN204243 05/14/2014 05/15/2014 Daily RN Any Price - $2,000
Mendon, MA; Milford, MA; Morthbridge, MA; Upton, MA; Uxbridoe, MA;

Kevwords:
Advanced Criteria: Number of Bedrooms:2+;Parking Spaces:2+;Pets Allowed: <>No, Yes, Yes w/ Restrictions
1T~ Single Family CN204243 05/14/2014 05/15/2014 Daily SF, €C Any Price - $300,000
Hopedale, MA; Mendon, MA; Milford, MA; Morthbridoe, MA; Upton, MA; Uxbridge, MA;
Kevwords:

Advanced Criteria: Acres:.5+;Number of Bedrooms:2+;Number of Total Baths:1.5+
NOTE: If there is an Agent Recommended search showing in the list of searches this cannot be renamed
or edited in the same way other searches can be.
TIP: Renaming a search is very helpful to distinguish your listing results by the searches you created for
your contact.

Notifications

Change the email notifications for each search you create for a contact by clicking the “Notifications”
button after selecting the searches you wish to modify. You can change the Notify of Open House, Notify
of Open House Timeframe, Email Frequency, and Include Off Market Notice options from here.

Activity | | Information | | Searches | | Matches | | History

“\New | FiClone | XDelete || ® summary O Detail flroF |
Mofify Open House

Motify Open House Timeframe |Next 3 Days V|
Email Frequency | Daily v|
Include Off Market Notice

| Cancel | | Save |
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Page View Options

You have a few options to view your saved searches to obtain information about the attached searches
without having to open each individual search:

Summary View

Activity | | Information | | Searches | | Matches | | History

WNew | i clone | Xbelete | [pNotifications | =.]PDF = Print
[] Search Namew Created By Date Created Last Modified Email Frequency Prop. Types Price Range Status
[]Agent CN204243 05/15/2014 05/15/2014 Daily - Any Price

Recommended
[l T” Rental Search CN204243 05/14/2014 05/15/2014 Daily RN Anvy Price - $2,000 All on Market
O T Single Family CN204243 05/14/2014 05/15/2014 Daily SEAER Any Price - $300,000 All on Market

The Summary View is a clean, one-line view of all your saved searches attached to a contact.
From this view you can see:
e If an Agent Recommended search has been added.
e The custom search name.
e  Who created the search.
e The date the search was created.
e The date the search was last modified.
e The email frequency (how often the search’s updates are being emailed to your
contact).
e The property types you have selected for the search.
e The price range you have selected for the search.
e The statuses you have selected for the search.
Tip: You can sort all columns by ascending or descending order by clicking on the column name.

Detail View

Activity | | Information | | Searches | | Matches | | History

Ty New | = Clone [ 7 Delete ] ‘M Notifications I T.|PDF Print
[ ] Search Namew Created By Date Last Email Prop. Types Price Range Status
Created Modified  Frequency

[[] Agent Recommended CN204243 05/15/2014 05/15/2014 Daily - Any Price -

[1F” Rental Search CN204243 05/14/2014 05/15/2014 Daily RN Any Price - $2,000 All on Market
Mendon, MA; Milford, MA; Northbridge, MA; Upton, MA; Uxbridge, MA;
Keywords:
Advanced Criteria: Number of Bedrooms:2+;Parking Spaces:2+;Pets Allowed:<=No, Yes, Yes w/ Restrictions

O "B~ single Family CN204243 05/14/2014 05/15/2014 Daily SF, CC Any Price - $300,000 All on Market
Hopedale, MA; Mendon, MA; Milford, MA; Northbridge, MA; Upton, MA; Uxbridge, MA;
Keywords:

Advanced Criteria: Acres:.5+;Number of Bedrooms:2+;Number of Totzl Baths: 1.5+
The Detail View is similar to the Summary View but includes any advanced criteria that were added to
each search (such as number of bedrooms, number of bathrooms, Pets Allowed, etc.).

L]
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Matches

| Clear All Filters

Categories
[ client Favorite P
[ 1 Feedback

[ IHave Shown "
] Showing Reguests ¥

Searches

[ Rental Search
[ | single Family

Hidden Listings &)

Al V|
Viewed

Al v
Rated

(11 star [12 star
[13 star [14 star
15 star [ Unrated

Status

(] Active
[Inew

[ 1 Price Changed

Towns

[|Hopedale, MA
[IMendon, MA

[ Miford, MA

[ Northbridge, MA
[Jupton, MA

[ ] Uxbridge, MA

Price Range

[1%1,000 - $100,633
[14$100,633 - $200,267
[14$200,267 - $299,900

Page | 19

4 Filtering Listing Results

Clear All Filters — Clears all selected filters.

Client Favorites — Displays only listings that have been flagged as a
favorite by the contact on the VOW.

Feedback — Displays only listings that have received feedback from the
contact on the VOW.

Have Shown - Displays only listings that you have marked as “Have
Shown."

Showing Requests — Displays only listings that have showing requests
from the contact through the VOW.

Searches — Displays only listings within a specific saved search.
TIP: If you manually added listings to a contact from an MLS search,
they will appear in a search named “Agent Recommended.”

Hidden Listings — Allows you to select from the dropdown menu to
view only listings that are “Hidden,” “Not Hidden,” or “All” listings.

Viewed - Allows you to select from the dropdown menu to view only
the listings that have been “Viewed by Client” on the VOW, “Unviewed
by Client,” or “All” of the listings.

Rated — Displays only listings that have been rated by the contact on
the VOW with the star rating(s) you select.

Status — Displays only listings based on the statuses you select from
the filters. You will only see statuses existing within the contact’s
search results.

Towns — Displays only listings within a selected town (or towns).

TIP: Towns displayed will include all towns that have matches from the
saved searches. If a town does not have a match, it will not display in
the filter.

Price Range — Displays only listings within a specific 3-tier price range
of Low, Medium, and High list price.

NOTE: Price Ranges are calculated based on all listing matches from
saved searches regardless of filtering.

TIP: Filters can be combined to find specific results with matching filter

pin
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Page Viewing Options

Report View Tab:
Columns can be sorted by ascending or descending order by clicking a blue column name.

Listing Page View Types:

Page | 20

Line View — A clean, text-only view with minimal property information and sortable
column headers.
Photo Summary View — A brief listing summary with the main photo and sortable
column headers.
CMA View — A clean view that groups listings into property types and listing statuses.
Open House View — A photo summary view displaying only listings with scheduled Open
Houses. Open House details are displayed.
Showing Summary View — A photo summary view focusing on showing instructions for
the listings.
Photo Summary Expanded View — Shows a more-detailed listing summary, public
remarks, and listing office information with the main photo.
Feedback — A special view displaying only listings with feedback and/or ratings from the
contact through the VOW. Ratings and feedback are displayed.
Customize — You have the ability to create your own customized one-line views and save
them to your view list menu.
To create a custom view:

e Select “Customize” from the page view dropdown menu:

Download ] Print | = |PDF

| Line View \*

Photo Summary View

Showing Summary View

Open House View

CMA View

Photo Summary Expanded View
Feedback

Customize .
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Select the fields you want to include from the “Available Columns” and move
them to the “Selected Columns” with the right-pointing arrow or by double-
clicking the field.

Remove any fields you do not want to include from the “Selected Columns” and
use the left-pointing arrow or double-click the field to move it back to the
“Available Columns.”

Select the order in which you want the fields to display on your view by clicking
on a field name and clicking the up and down arrows until they are in the order
you prefer. The order of the fields from top to bottom will appear from left to
right in the view.

NOTE: The MLS ID is the only field that cannot be removed or relocated.

Give your view a unique name in the “Enter View Name” box.

Click Save.

Enter View Name: | Customer Interest |

Available Columns

Selected Columns

Acre
Address

Air Condition
Amenities

Appliances
Area

Assc Pool

Adult Community
Alert Comments

Ant Sold Date

Assc Fee Includes

Views

Ly Status
City/town
Type
Dom

List Price

Assess 5 Bldg - Comm 4
Assess § Land - Comm

Assessments

Assoc Security

Basemeant

Basement Feature

Beach Description

Beach Miles To (W]
Beach Ownership

| Cancel | I Save I

Your customized page view now always can be found in the page view dropdown menu. To edit,
rename, or delete the view, click the pencil icon beside the dropdown menu.

£ Customer Interest

W

NOTE: You cannot edit or delete MLS PIN standard views. All columns that contain sortable data types
will have a clickable column name allowing you to sort in ascending or descending order.
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Map View Tab:

33 Listing(s)

Report View | Map View Line View Y
MLS Status T Lists* 4 5 n
- - A Road herial Hybrid e
[]714727235LD $64,800 R R 1 '%% HIDE
Holland, MA ‘?;%% TRAFFIC
[]71589698 ACT $94,900 9 £l
Holland, MA
[]71631042ACT $104,500 ae®
Holland, MA
[]71561104 ACT $105,000
Holland, MA
[]713572265LD $119,000
Holland, MA
[]71438638 ACT $122,000 &
Holland, MA Q'Sa
[]71654692PCG 145,000 =
Holland, MA " 3 N‘n Fe R
[]71661734UAG $157,800 7a7irzs) |\ oy
Holland, MA = "'ﬂ %b‘?"’v
[]71578647 UAG $150,000 &z g [g =
Holland, MA g é E’
[[]71590281 ACT $159,900 4’% g £ p 500 yds
AR bibing o a 5 ratan 5000 TR G A
171662351 ACT $165,000 e = & ;
Holland, MA 71561104 43 Heritage Dr, Holland, MA 01521 = Hide 105,000 ¥
[]71642933ACT $172,500 Single Family - Detached Style: Ranch
Room 2 Beds 1f Oh Baths Liv. Area: 828 SgFt Apprx. Frontage: Ft
AL aster Bath: Acres: 0.36(15,682 5qFt) Facing Direction:
[]715867175LD $187,900 Handicap Acc.Feat: ‘Year Round: Yes WaterFront: No
Year Built: 1972 Fireplaces: 1 Water View: No
Holland, MA Short Sale w/Lndr.App.Req: No Garage Spaces: 0 2012 Taxes: $1,790
i e} ul d: dul ity:
iR AESCIL - Elas[t [;]F%cssffif;esnt‘?sullwan & Company Real Estate%?‘LCE{rﬁgjn;lS—,:‘aﬁz Brendan Fullan‘lnéIt LA
Holland, MA
[171624857 ACT $189,900 o
< >
Eirst Prev Next Last [25_
Mapping Features:
e Listings and map are side by side.
e Color coded icons by status: Red=Sold, Green=Active, Blue=UAG.
e Pink highlight indicates newly-matched properties.
e Mouseover shows a preview of the listing.
e Clicking the icons on the map will display a listing summary preview at the bottom of the
page and highlight the listing in yellow in the main list.
e Open House view option to target only listings with scheduled open houses.
e The collapsable side menu offers you a larger map window.
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Listing Summary Preview:

The Matches tab page was designed to help you save time. To display a summary preview of a listing

without opening up the full listing sheet, click within the row of that listing. A summary view will display

at the bottom of the screen, and the listing will be highlighted in yellow in both the Report View and

Map View tabs.

Report View | | Map View

] MLS Status Type Town/Address

[] 71609359 ACT SF 10 Mowry
Mendon, MA

[] 71663418 ACT SF 196 Pollard Rd
Northbridge, MA

[] 71600232 ¢ ACT SF 59 Jones Rd
Hopedale, MA

[] 71675676 ACT SF 86 Beaver Street
Milford, MA

[] 71513385 ACT SF 7 Haywood Circle
Mendon, MA

[] 71605678 ACT SF 51 West Hill Road Ext
Mendon, MA

[] 71662768 ACT CC 99 Cottage St U: 99

| Northbridge, MA : Whitinsville

[] 71667256 ACT RN 25 Elm Place
Northbridge, MA : Whitinsville

First Prev Next Last

716009232 59 Jones Rd, Hopedale, MA 01747

"I"%

ot

Master Bath: Yes
o+ Handicap Acc.Feat:
&1 Year Built: 1988

12

Rms

10

ra Single Family - Detached
= 7 Room 3 Beds 2f 0h Baths

B chort Sale w/Lndr.App.Req: Yes

¥ Parking Spaces: 8

Listing(s)
Bdrs Bths
4 2f Oh
4 2f 1h
3 2f Oh
3 1f 1h
3 2f 1h
3 3f oh
4 2f Oh
3 2f 1h

Liv.Area DOM
1944 184
1728 32
1452 194
1350 161
1047 304
1420 195
2172 33
2448 28
= Hide

Style: Ranch

(i Views
0

0

0

1
05/15/2014

Liv. Area: 1452 SgFt
Acres: 0.58(25,264 SqFt)

Year Round: Yes

Fireplaces: 1

Garage Spaces: 2

Lender Owned: No

List OfficefAgent: Rhode Island Reciprocal (508) 111-1111 Reciprocal Reciprocal

List$w
$299,900

$285,000
$259,000
$257,900
$212,700
$190,000
$189,000

$2,000

| Line View b |

Date Matched
MAY 14, 11:43am

gt ©

MAY 14, 11:43am
x26

MAY 14, 11:432m

& x25

MAY 16, 6:02pm
EECH
MAY 14, 11:43am
gx3 [

MAY 14, 11:43am
x24 | |
MAY 17, 3:11pm

25 x26 [
MAY 14, 11:44am
|

4250,000 %

Apprx. Frontage: Ft
Facing Direction:
WaterFront: No
Water View:

2013 Taxes: §4,700
Adult Community: No

Listings Displayed per Page: Control the maximum number of listings that appear per page by

clicking the dropdown and selecting between: 25 — 150 listings per page.

To scroll through the pages of listings click the First, Prev, Next, Last links.

First Prev Next Last
50 -
75 B
100
125 |
150 }
Viewing Listings
“ View | = Hide | <|Email | = Directions | ;'I:'Recommend

¢ View a Single Listing:

| =t Remove Showing | 7 Have Shown

Click the MLS number of a listing and the full listing sheet will come up, or check the box

next to the listing number and click “View.”

e View Multiple Listings:

Select the listings you wish to view by clicking in the check boxes next to the listing numbers
and then click “View” from the main toolbar. The full listing sheet will come up, and you will

be able to navigate through the list of properties.
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Hide/Unhide Listings

To help you easily maintain accurate listing matches for saved searches, listings now have a hide feature
rather than a delete function. This makes it easier to re-attach listings that may later become desirable
to the contact. You have the ability to review the unwanted properties for patterns.

= View |

== Hide

<|Email |

r:Directions | g Recommend

| = Remove Showing | ¥ Have Shown

If your contact “Deletes” a listing from the VOW, it will be flagged as “Hidden” in the Contact Manager
module. This enables you to review listings “deleted” by a contact and allows you to unhide them if this

was done in error.

To Hide a listing:

Select the listing(s) to be hidden.

Click the “Hide” button in the main toolbar and select “Hide.”

= |Hide | Email | < Directit
ort Hlde

Unhide _

VL A

Note: Hidden listings will not appear on a contact’s VOW page or go out in listing update emails.
Rms Bdrs Bths Liv.Area DOM (i Views

[] MLS
[] 71678502

[] 71682658
[] 71668663 (&
[] 71657706

] 71657707 &

171676937 %

Status Type Town/Address

ACT

ACT

ACT

ACT

ACT

ACT

RN

RN

RN

RN

RN

434 Church St. U: 14

Northbridge, MA

51 Douglas St. U: B
Uxbridge, MA

3 Shadowbrook U: 26

Milford, MA

18 Claudette U: A
Milford, MA

18 Claudette U: B
Milford, MA

86 Main 5treet U: 86

Upton, MA

]

5

4

4

4

8

3

3

2

2

2

3

1foh 1350

2f 0h 1100

1f 1h 1039

ifih 0

ifih 0

1f 1h 1550

11

4

27

41

41

13

1
05/15/2014

0
1
05/15/2014
0
1]

4

05/15/2014

Lists*

$1,000
$1,250
$1,300
$1,500
$1,500

$1,900

Hidden listings will display an icon indicating they are hidden ®
You can view just the hidden listings by selecting “Hidden” from the filtering options.

You can view just the listings that have not been hidden by selecting “Not Hidden” from
the filtering options.
You can view both “Hidden” and “Not Hidden” listings by selecting “All” from the filter
menu.

Hidden Listings @

Hidden
Mot Hidden

To Unhide a listing:
Select the hidden listing(s).
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Click the “Hide” button in the main toolbar and select “Unhide.”

= Hide

ort Hide

ML

Unhide

Email | ' Directit
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Date Matched
MAY 15, 11:00am
ﬁxg

MAY 16, 12:20pm
il x8

MAY 14, 11:44am
g x12 1)
MAY 14, 11:443m
ﬁ)ﬂ

MAY 14, 11:44am
il x3

MAY 15, 11:00am
il x14
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Recommend
The system allows you to “Recommend” matches to your contact. When you do this, a new search

named “Agent Recommended” is added to your Searches for the contact.

I Recommend

y Recommend
Unrecommend
| A .

To Recommend Listings:
e Select the listing(s) by checking the box(es) next to the listing(s).

e Click the “Recommend” button.
e Select Recommend.

To Unrecommend Listings:
e Select the recommended listing(s) by checking the box(es) next to the listing(s).

e Click the “Recommend” button.

e Select Unrecommend.
Rms Bdrs Bths Liv.Area DOM (iViews List$ Date Matched®

[ ]MLS StatusType Town/Address
[171609359 g5 ACT SF 10 Mowry 7 4 2f Oh 1944 196 1 $299,800 MAY 14, 11:43am
Mendon, MA 05/22/2014 gx1| O

Remove Showing
When a contact requests a showing of a property, it is indicated within the Matches tab with a green

star next to the listing. You can use the “Remove Showing” button to remove the green stars from any

listings flagged with a showing request.

Activity | | Information | | Searches | | Matches | | History
| View | = Hide | [>-<|Email | r* Directions | ) Recommend | =t Remove Showing | ¥ Have Shown

To Remove Showings:
Select the listing(s) with a Showing Request by checking the box(es) for the listing(s).

e Click Remove Showing.
[ 1MLS StatusType Town/Address Rms Bdrs Bths Liv.Area DOM (i)Views List$ Date Matched*
[]71690253 % NEW SF 474 Sutton Street 6 3 2f 1h 1295 3 1 $199,900 MAY 30, 8:09pm
05/02/2014 ﬁ’ %2

MNorthbridge, MA
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Have Shown
You have the ability to flag any listing within the Matches tab for your contact as “Have Shown.” This will
allow you to keep track of which properties your customer has visited.

# Have Shown

) Shown
Remowve Shown

Add Have Shown icons:
e Select the listing(s) by checking the box(es) for the listing(s).
e Click “Have Shown” button.
e C(Click Shown.
Remove Have Shown icons:
Select the listing(s) with a “Have Shown” icon by checking the box(es) for the listing(s).
Click “Have Shown” button.
Click Remove Shown.

[1MLS StatusType Town/Address Rms Bdrs Bths Liv.Area DOM i Views List$ Date Matched*
- []71663418 w ACT SF 196 Pollard Rd 8 4 2f 1h 1728 4 0 £285,000 MaY 14, 11:43am
Northbridge, MA ﬁ X26

Driving Directions
Pinergy allows you to create point-to-point driving directions using listing matches and Bing Maps.

Activity | | Information | | Searches | | Matches | | History

“|view | =Hide | [JEmail || <*Directions || ¢ ) Recommend | =k Remove Showing | JHave Shown

To create point-to-point driving directions for up to 15 selected listings:
e Select up to 15 listings.
e Click the “Directions” button in the main toolbar.
e A new window from Bing maps will open with point-to-point directions for the selected
listings.
NOTE: Bing allows you to add other addresses and to change the order of the properties.
You may print, email, etc. Bing offers a large variety of features to use.
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Download Listings
Download selected listings in various formats from a contact record in the Matches tab:

e Select the listing(s) to download by clicking in the box(es) to the left of the MLS
number(s).

e Click the Download button.

Download Print " |PDF

C5v

Text Pipe Delimited | —
Text Tab Delimited

Text Semi-colon Delimited

WKS Tab Delimited

Pocket Real Estate

Toolkit for Market Share

Lightning CMA

Palm

e Select the type of file you would like to create.

e Choose the columns you would like to include from the list of downloadable columns.

e Choose the location on your computer to save the file. (Note where you have saved the
file; you will need to know that later in order to view it.)
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Activity Tab

Allows you to monitor your contact’s activities on your VOW site and see the details of what the contact
has been viewing. You can see the Login Details of the contact including the last login date, average
number of logins, average number of views per visit, average price of viewed listings, and median price
of viewed listings. You also may view the activity charts.

Activity | | Information | | Searches | | Matches | | History

JEmail | = Categories | % Settings | [-]Archive ='! Assign

|

Avg. Logins: Every 4 days (1 per day)
Avg. Views per Visit: a

Avg. List Price of Views: $167,199.00

Mdn. List Price of Views: $203,600.00

**Wote: Datz collection began on 11/07/2011

PY PBRuo)  w

Chart Time Frame

This filter allows you to gauge a contact’s viewing activity over a specified period of time.
Chart Timeframe 4
® Al Time
O Today

(O This Week

() This Month

O past 3 Months

O past 6 Months

() This Year

Listing Activity Chart
This chart will display numbers of your contact’s listing matches versus the numbers of listings the
contact has viewed over the specified period of time.

Listing View Activity
2007

1501

= Views ™ Maiches
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View Price Activity Chart
This chart will display your contact’s viewing history of average list price (per property type) over time.

Yiew Price Activity

250000
200000 ¥

150000+
100000
50000 -

0
w5 AV A
& & &
'\H "\H ‘\H
& b ®

== Cingle Family = Condominium/Co-Op = Rental
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Contacts Page

Filtering Your Contacts Using Categories
The Category sidebar menu allows you to filter your contacts based on specific categories assigned to
them.

Clear All Filters Button — Will remove any filter selections you may have made.

No Filters Selected — You are viewing all of your Active contacts.

2=|New | [><|Email t =G
My Contacts (2) q| “Archived” Selected — You are viewing all of your Archived (or
| inactive) contacts.

| Clear All Filters |

“Uncategorized” Selected — You are viewing all of your Active
[l Archived (D) contacts that have not been assigned to a specific category.
[ |Requests (0)
[ Assigned Leads (0) “Requests” Selected — You are viewing all of your new VOW signups
Categories requesting activation.

[ Uncategorized (2) . o )
“Assigned Leads” Selected — You are viewing all of your Active

L1 Buyers (0) contacts that have been assigned to you from the Participant or
[ sellers (0) manager in your office.
“Buyers,” “Sellers,” or Custom Category Selected — You are viewing

all active contacts that have been assigned to those categories.

NOTE: Any folders previously existing in Clients were automatically assigned as a “Category” when the
information was migrated into the Contact Manager.

TIP: When you select a category, you will notice that the number beside other categories may change.
The value shows you how many contacts you have in that category as well as the categories you

currently have selected. Continuing to select additional categories will in most cases continue to reduce
the number of contacts displayed.
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Contact Main Page Viewing Features
The Contact Manager main page is designed to help you find important information about your contacts
without having to open each individual contact record.

Contact Info Tab

Contact Info || Activity View | []Show Notes  View Contacts For: |@ | Search |
] Full Name™ Last Login Phone Email Assigned By

] Coburn, Niki 05/15/2014 413-555-5241 ncoburn@mispin.com

[] ¥ D, Bobby 413-568-96098 bobbyd67@amail.net

[] Gibson, Jim 05/15/2014 iimmyg@email.com

[] Jones, Robert ElLEREII Robert@iones.com

[] Paille, Henry 774-112-4585 B Cynthia,Johnson \ 4
[] Rogers, Brenda 508-256-9854 farmgirlbrenda@amail.com Cynthia,Johnson

e Displays the main contact’s name.

e Displays the first phone number entered or the preferred phoned number if one is
selected. (A strikethrough will indicate that you flagged them as preferring not to be
contacted via phone.)

e Displays the first email address set to receive emails. (A strikethrough will indicate that
you flagged them as preferring not to be emailed or they have unsubscribed from the
email reminders.)

e Displays the name of the Participant or manager who assigned the contact to you (if it
was assigned). It will also note whether or not the contact has been viewed.

Activity View Tab
Contact Info || Activity View [ show Motes  View Contacts For: | Richard Taylor v |°| Search |
] Full Name * Last Login Online Listing Lows High%$ #Visits This Week Assigned By
Types

[] Coburn, Niki 05/19/2014 S SF 0 2 2,

[] ¥ D, Bobby SF 200,000 500,000

[] Gibson, Jim 05/15/2014 RN 0 2,000 3 3

[] Gibson, Jim 05/15/2014 CC,SF 0 300,000 3 3

[] Jones, Robert

] Paille, Henry Cynthia,Johnson
'?'

[] Rogers, Brendz Cynthia,Johnson

e Displays your main contact’s name.

e Displays the date the contact last logged in to your VOW.

e Displays a blue pushpin if the contact is currently logged in to your VOW.

e Displays some details of the searches associated with the contact.

e Displays the listing types in the searches.

e Displays the low and high list price ranges that are set up in the search criteria.

e Displays the total number of visits made to your VOW.

e Displays the number of visits made to your VOW this past week.

e Displays the Participant or manager who assigned the contact to you (if the contact was
assigned). It will also note whether or not the contact has been viewed.

e Displays if a contact is a pending request for updates.
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Contact Information Summary
Clicking within the row of any contact will highlight the row in yellow and display a section at the bottom
of the page with basic, yet important, information about the contact.

| Robert Jones Client ID: 5147606 VOW Password: rich Edit Contact |W

Rebecca Jones, Mr. Robert A. Jones 5r.

Preferred Contact Method: Unspecified DO NOT: Mail, Call

Allow Addresses: Yes  Allow Open Houses: Yes  WVOW Access: Yes  Categories: Buyers

Emazil(Bob's Email): Robert@jones.com  Email(Becca's Email): Rebecca@jones.com
| Phone(Call After 5pm); 508-555-1212  Phone(Bob's Cell): 774-555-1478  Phone(Becca's Cell): 508-668-6357
Last Login: Prop Types: Price Range:  Total Listing Views: Views This Week:

e Displays the full name of the main contact.

e Displays additional contact names attached to the main contact.

e Displays the preferred method of contact.

e Displays the method(s) of contact to avoid.

e Displays the Client ID (alternative to email address for logging into the VOW).

e Displays the VOW password to log in to the VOW.

e Displays the VOW access settings such as: Allow Addresses, Allow Open Houses, and if
VOW Access is enabled.

e (Categories in which the contact is included.

e All email addresses that receive notifications for this contact.

e All phone numbers entered for this contact.

e Last VOW login date.

e Property types for which the contact is searching.

e The price range of all the attached saved searches.

e Total listing views on your VOW.

e Number of listing views this week on your VOW.

View Contact Details
To view the full detail page of a contact, click the contact’s name in the list. This allows you to access the
contact’s full information.

£:=|New | Emiail | = Categories | % Settings | - | Archive | Assign Downl
» Contact Info | | Activity View [Ishow Motes  View Contacts For:
S | [J] FullName* Last Login Phone Email
E [0 Coburn, Miki 05/19/2014 413-555-5241 ncoburn@mispin.com
g [] ¥ D, Bobby 413-568-9698 bobbyd67 @gmiail.net
% [ Gibsen, Jim 05/15/2014 jimmyg@email.com
Y [] Jones, Rpgert SeE-55522 Robert@jones.com
¥ [ Paille, H;I%/ 774-112-4585 _
[] Rogers, Brenda 508-256-9854 farmairbrenda@amail.com
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You will default to the last tab you were viewing. You can then use the tabs to view the contact’s
Activity, Information, Searches, Listing Matches, and History.

Contacts > Robert Jones
Activity | | Information | | Searches | | Matches | | History

I-isave | [-JEmail | [ Categories 4 settings = Archive = Assign

Search for Contacts

To utilize the “Search” feature:

e Type what you want to find into search box.

e Click Search. (This will search contact names, email addresses, and notes.)
NOTE: If you have categories selected the results will be limited to only the selected categories. If this
is the case and you did not find your contact, a hyperlink to “Try Searching again in all categories” is
available. Click this to search all contacts in any category.

[g=INew | C.JEmall E Categories | “isemings | [Siarchive | < Assign

“pownload | (Zperint | TIPDF
My Contacts (4) q

Contact Info | | Activity View [Jshow Notes View Contacts For; | Richard Taylor Vv ||robert| ® | °| Search ||
I ) U d : -
Clear All Filters [] Full Name Last Login Phone Email Ty

[[J Archived (0)
[ Requests {0}
[[] Assigned Leads (1)

Categories
Uncategorized

[ euyers (1)
[ sellers (0}

¥ Pending Request
Assigned to You First Prev Next Last |50 0 Contacts Displayed
¥ Viewed by Assignee [Ty Searching again in &Il categories. )

TIP: If you are having trouble finding a contact, check the category filters to make sure you are not

selecting too many at once. Remember that the contacts displayed on the page will be filtered down
by what you have selected here.
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Categories

You may assign or unassign as many categories as necessary for any contact or group of contacts at
once. Example: The categories for one contact could be Buyer, Seller, and a custom-created category.

Create/Edit/Delete Categories

t=|New | Email = Categories 1 + Settings ] - | Archive Assign

To Create, Edit, or Delete Categories:
e Click on “Categories.”
e To Create a New Category:
e Click “New Category.”
e Typein a name for the category.
° Click Add.
e To Rename or Delete a Category:
e Click “Edit Category.”
e Select Category from the dropdown menu.
e Typein a new category name (if editing a category).
e Click Save, or (if deleting a category) click Delete.
NOTE: Deleting Categories will remove the category from any contacts contained in it. If the
contact(s) have no other categories assigned to them, they will be found in “Uncategorized.”

Categorizing Contacts

1:=|New | Email [ = Categories || "% Settings ] - | Archive | Assign

To Assign Categories from the Contact Main Page:

Select the Contact(s).

Click the “Categories” button.

Select the Categories.

Click Apply.

Selecting this category in the side menu filter will display only these contacts on the page.

Activity | | Information | | Searches | | Matches | | History
Save ~Email || = Categories || % Settings | [ Archive " Assign

To Assign Categories from the Contact Record Information Tab:
e Navigate to the Information tab for the Contact’s record.
e Click the “Categories” button.
e Select the Categories.
e Click OK.
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Archive
To help in the contact management process, contacts will no longer become inactive after 30 days of
inactivity. If you are no longer working with a contact you have the ability to “archive” that contact.
Archive Contacts
Archiving contacts is like filing them away. All of a contact’s information and searches will remain with
that contact, but the contact will no longer receive listing updates or have access to listing matches on
your VOW. A contact can easily be activated again should you begin actively working with that person.
To archive a contact from the Contacts main page:

e Select the contact you wish to Archive by checking the box next to the name.

e Click the “Archive” button.

e Click OK.

1:=|New | <|Email [ = Categories ] . Settings = | Archive | Assign

TIP: Archived contacts can have multiple categories which will help you identify them within specific
groups. Archived contacts can be displayed by clicking on the “Archived” checkbox in the filter menu. The
list of archived contacts can then be filtered down using additional categories to work with a smaller list.
NOTE: Where are my inactive contacts?

All inactive clients were moved into the “Archived” category during the data migration to the new
Contact Manager System.

Any folders previously existing in Clients were automatically assigned as a “Category.”

i:=|New | <|Email = Categories i Settings | - A Activate | 7 Delete | Assign

Activating Archived Contacts

To activate a contact or group of contacts from the Contacts main page:
e Select Archived from the Categories filters.
e Select the contact(s).
e Click the “Activate” button.
e Click OK.

To activate a single contact from within the contact information record:
e Click the Contact’s name to view the contact record.
e C(Click the “Activate” button.
e Click OK.

i:=|New <|Email = Categories i Settings | - A Activate | 7 Delete

Assign

Deleting Archived Contacts
To delete an archived contact from the Contacts main page:
e Select “Archived” from the Categories filters.
e Select the contact(s).
e Click the “Delete” button.
e Click OK.
NOTE: The delete button will only appear when you are viewing archived contacts. Once you have
deleted a contact, it is permanent. You cannot get the information back!
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Email

Email Contacts
Contacts main page:

£:=|New | <|Email = Categories +. Settings - | Archive | Assign

You can email one or more of your contacts from the Contacts main page with the “Email” button.
This action will send an email to each of the email addresses for the selected contact(s) where
“Receive Emails” is selected.

Information tab of a contact record:

= Save <JEmail = Categories . Settings = Archive Assign

Email the contact you are viewing by clicking the “Email” button. This action will send an email to
each of the email addresses where “Receive Emails” is selected. The email will not be sent to an
email address that does not have “Receive Emails” selected.

NOTE: If you want to send an email to an email address that does not have “Receive Emails”
selected, click the envelope icon beside the email address.

Email(s)
Bob's Email ﬂ |Robert@jones.cum B MIReceive Emails X Remove
Becca’s Email v |Rebecca@jc-nes.cum B [ Receive Emails | X Remove

Remind Contacts of Recent Matches
Email a selected contact a reminder of recent listing matches by selecting “Send Reminder” under the
Email button.

| <|Email [ = Categories ] :

Email Contact(s)
Send Reminder
|
e Select the contact you wish to remind
e Click “Email” from the Toolbar
e C(lick “Send Reminder”
e You can add a message to the email you are about to send and when done click Send
Email
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Email Listings

Email selected listings to your contact from the Matches tab within the contact’s record.

“IView | =Hide JEmail | < Directions | )R

g Report View zp Email Selected Listing(s)

=i Email Contact(s)

= | [] MLS Remind | =
[] 71655370 (9 BT 5 rr wdrwony Rd

e Select the listings.

e Click “Email” from the toolbar.

e Click “Email Selected Listing(s).”

e Choose a report option.

e Choose any additional information to include or exclude.
e C(Click Send Email.
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Settings
You have the ability change the settings for an individual contact or a group of contacts from the

Contacts main page. Select the contact(s) you wish to modify and click the “Settings” button on the

toolbar.

1:=|New </ Email — Categories || "% Settings | [-]Archive Assign

VOW setting options can be set to Allow, Deny, and Default:

NOTE: Default settings can be set up in Pinergy’s Options and Settings under the “Contact Defaults”

e Allow - Enables a setting for the selected contact(s).
e Deny - Disables a setting for the selected contact(s).
e Default — Applies your user default setting for the selected contact(s).

tab.
|| ©% settings || (= Archive Assign
¢ Nt | Cancel Apply Changes
Lot Selected Contacts il
201 VOW Access Allow Deny * Default
Display Addresses
Display Open House Info 4 & i
201 Email /Matches ¥Yes MNo *Default IV
=+ Email When Mo Matches (0 (0 (O art
Photo Summary Report 6 QI o O
Allow Reverse Prospecting (0 () ()
igi
* See "Contact Defaults” under "Option and Settings"
** Excludes Hourly and 15 Minute match notifications
VOW Access Options are:

Display Addresses — Displays the full addresses of listing matches on the VOW for the
selected contact(s).

Display Open House Info — Shows if Open Houses are scheduled for listing matches on
the VOW for the selected contact(s).

Email/Matches Options are:

Page | 38

Email When No Matches — When allowed, an email will be sent to the selected
contact(s) even if there are no new listing matches. If this is set to “Deny” no email will
be sent. An email will not go out if there are no new listing matches for the hourly and
15 minute notifications.

Photo Summary Report — When allowed, a photo summary report for new listing
matches will be emailed to the selected contact(s). If thisis set to “Deny” the traditional
one line view will be sent.

Allow Reverse Prospecting — When allowed, list agents will have the ability to send an
email to you regarding listings they have if those listings meet the selected contact(s)
search criteria.

]
MLS PIN Customer Support i
800-695-3000

Monday-Friday 8 am to 7:30 pm, Saturday 9 am to 5 pm, Sunday 9 amto 1 pm



Printing/PDF

'|Download | (=] Print | T./FDF '|Download | (=] Print | T./FDF

Contact Sheets
Print/PDF selected contact(s) full contact sheets, print mailing labels, or Print/PDF the page.

History
Print/PDF this page or specific events in the history.

Searches
Print/PDF this page or specific searches.

Listings
Print/PDF selected listings or Print/PDF the page. You will have a number of styled reports from which to
choose with various display options such as Office Information, Address, etc.

TIP: To print out your custom-created views, use the “Print Page” feature. To print the map with your
listings, make sure you are on the map tab, and select “Print Page”
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Settings

Change/Edit individual or multiple contacts’ settings.

Contact Defaults

You have the ability to choose the default settings for all contacts added in the Contact Manager. The
master settings are found in “Tools,” “Options and Settings.” Click the “Contact Defaults” tab.

Note: You still have the ability to edit the settings of each individual contact you create.

pin Home Contacts Listings Search | Tools

]_ u Save
Profile Password Custom Coverage Areas Font/Report Options Other Programs Login History Contact Defaults |
|\FOW Access ||J‘.\.II[:-1.|'|.l ||Deny |
‘IZ:'ispIa}-r Addresses ” O] ” O ‘
‘[}'ispla\fr Open House Info ” - ” @ ‘
[Email/Matches [ ves |[No |
= Email When No Matches ” ) ” O ‘
‘Phatn Summary Report ” ) ” (- ‘
‘ﬁ.llﬁw Reverse Prospecting ” IO ” O ‘
Send Agent Daily Receipt ” . ” & ‘
* Excludes Hourly and 15 Minute match notifications
‘Email Frequency for New Property Matches ||| Daily V| ‘

Save

Assign Contacts

Managers, Administrators, and Participants have the ability to assign contacts to agents within their
office.

Assign Contacts

1:=|New <|Emnail [ = Categories - Settings - | Archive Assign

To assign contacts to a specific agent from the contact main page:
e Select the contact(s) to be assigned to a specific agent.
e Click on the “Assign” button.
e Select the agent’s name from the dropdown menu.
e Click Assign.
The contact will now be assigned to this agent. In the agent’s contact list, this contact will appear in the
“Assigned Leads” and “Uncategorized” categories.
Note: These contacts could also appear in other categories such as “Buyers” or “Sellers” if tagged that

way.
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2=|New | [.JEmail | E Categories | “Settings | (“lArchive | =) Assign

" Download | [=Print | T.|PDF
My Contaci= (6} 4|/ contact Info Activity View [Ishow Motes  View Contacts For: | Richard Taylor v | |°| Search |
r . = - =
Clear Al Fillers [] Full Name Last Login Phone Email
[ Paille, Henry 774-112-4585 _ Cynthia,Johnson *

[larchived (0) [] Rogers, Brenda 508-256-9854 farmairlbrenda@gmail.com Cynithia,Johnson
[ IRequests (0
Msigned Leads
Categories

Cluncategorized (2)

[euyers (0)
Csellers (0)

A 37 icon indicates that the assigned contact has not been viewed by the agent, and it will
appear until the contact is viewed.

A ¥ icon indicates that the assigned contact has been viewed by the agent.

To reassign a contact, pull up an agent from the “View Contacts For:” menu and reassign it using the
instructions to assign contacts.

Contact Info | | Activity View [l Show Notes | View Contacts For:| Richard Taylor \*

NOTE: Agents who are assigned a contact will receive an email notification that a new contact has been
assigned to them.

[lsave | ‘mail | E Categories | ¥ Settings |

Contact ID: New Contact

Working With: Cynthia lohnson T‘L

Password: | L'W Leave Biank for Rondom Password (Password is VWiewable by Contacts

To assign contacts to a specific agent while entering a new contact:
e Select the agent in the “Working With” dropdown menu.
e When you Save the contact, it will be assigned to the selected agent.

NOTE: Agents who are assigned a contact will receive an email notification that a new contact was
assigned to them.

Fri 5/16,/2014 11:37 AM

Cynthia Johnson <pinergy@mlspin.com>
Contact(s) Assigned for Richard Taylor from Cynthia Johnson

Cynthia Johnson assigned the following Contacts to you
Henry Paille -774-112-4585

Sign i to pmergy to view vour contacts.
Contacts assigned to you can be found in the "Assigned Leads" category of vour contacts list.

i 3
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1:=|New <JEmail = Categories i Settings - | Archive | Assign

. |Agents { "
j Assign

To assign an existing contact to an agent:
e Select the contact.
e Click the “Assign” button.

e Select the agent to whom the contact is to be assigned from the Agents dropdown
menu.

e Click Assign.

Assigned Leads

When a contact is “Assigned” to you, you will receive an email notification. The contact can be found in

your “Assigned Leads” category. It will show who assigned the contact to you and will display an icon
indicating whether or not you have viewed the contact.

2:=|New | <|Email [ = Categories | *. Settings | - | Archive | Assign Download | Print | T.|PDF
My Contacts (6) 4|/ contact Info Activity View [Show Motes  View Contacts For: | Richard Taylor v | |° | Search |
| o - = -
Clear Al Filters [7] Full Name Last Login Phone Email Assigned By
[ Paille, Henry 774-112-4585

_ Cynthia,Johnson ¥
[ archived (0) [] Rogers, Brenda 508-256-9854 farmairlbrenda@amail.com Cynthia Johnson

[ IRequests (0

Assigned Leads

Categories

Cluncate gorized {(2)

[Buyers (0)
[ sellers (0

¥ Pending Request
Assigned to You
¥ Wiewed by Assignes

]
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Download

Download Contacts
The Download button allows you to download the selected contacts’ information into various formats.

“Download || =Print | TPDF

Export Contacts to Outlook or Google

“Download “Print *.|PDF
Csv
Text Pipe Delimited
Text Tab Delimited Ast

Text Semicolon Delimited
WKS Tab Delimited

il Qutlook Contact

Google Contact

2

o
You can download and export a file for Microsoft Outlook or Google Contacts.

e Select the contacts you wish to export.

e Choose the file type required.

e Save the file to your computer. (Note where you’ve saved the file, you will need it when
you import the information.)

Import to Outlook 2013
After exporting the contacts for Outlook:

e  Click the File Menu.
e Select “Open & Export.”

e Click “Import/Export” in Outlook 2013. (For other versions of Outlook, refer to their help
file.)

Open

Open Calendar
D Open a calendar file in Outlook (ics, wves).

Open Qutlook Data File
D Open an Outlook data file (pst).

_ = Import/Export
CHficehictadnt &=  Import or export files and settings.
SR [, Import/Export
Other User's Folder L’G Import or export files and settings.
Exit - Open a folder shared by another user,

=F pincroy)
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e Select “Import from another program or file.”

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file
Export to a file

Import a VCARD file [vf)

Import an iCalendar [.ics) or vCalendar file {.ves
Import R55 Feeds from an OPML file

Import R55 Feeds from the Common Feed List

Description
Import data from other files, such as Outlook
data files [P5T) and text files,

< Back i MNext = I[ Cancel

e Click Next.
e Select "Comma Separated Values.”

Select file type to import from:

Comma Separated Values
Qutlook Data File [pst)

< Back ]l Mext = ] [ Cancel

e Click Next.
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e Click “Browse” and navigate to the file you exported and saved on your computer.

File to impork:

| E:RUsers‘gncuburn‘-.Duwnluads"-.expurt| [B[_uu_-.r;_e ]

Options

I;:.I Replace duplicates with items imported
@ Allow duplicates to be created

'“::J Do not import duplicate items

< Back ][ Mext > ][ Cancel

e  (Click Next.
e Select a destination folder such as “Contacts.”

Select destination folder:

-3 .
-l Conv ion Action Settings
----- (&l Deletedtems

-3 Drafts

-0 Inbox

----- % Journal

- Junk Email

- Mews Feed

..... Nﬂtes

@ Cutbox

- Quick Step Settings

-7 RSS Subscriptions

.ﬁ Cant TFamc

[ < Back ][ Mext = ][ Cancel

e Click Next.
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e Here you can confirm that the correct file is being imported and that it is being imported
to the correct location. Any changes can be made here before completing the import.

Import a File

The following actions will be performed:

Import “exportCutiook.csv” into folder: Cont... [Map Custom Fields ]

[Change Destination ]

This may take a few minutes and cannot be canceled.

< Back ]I Finish I[ Cancel

e Click Finish.
The contacts have now been imported into your Outlook contacts.

NOTE: Contact information is limited to fields that that are supported by Outlook Contacts.

Import to Google
After exporting and saving the contacts for Google:
e login to your Google Account.
NOTE: If you are in your Google Mail be sure to change to the Contacts section of Google.
e Click “Import Contacts.”

Google

Contacts -

NEW CONTACT

My Contacts

= Circles
Friends
Family
Acquaintances
Following
Most Contacted
Other Contacts

New Group...

Import Contacts...

]
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e Click “Browse” and navigate to the file you exported and saved to your computer.

Import contacts

We support importing CSV files from Outlook, Outlook Express, Yahoo! Mail,
Hotmail, Eudora and some other apps. We also support importing vCard from
apps like Apple Address Book. Learn more

Please select a CSV or vCard file to upload:
Browse. .

e Click Import.
The contacts have now been imported to your Google contacts.
NOTE: Contact information is limited to fields that that are supported by Google Contacts.
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