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1 Introduction

Welcome to the Estate Agent Pro help file.

This help file has been designed to provide you with relevant help for all areas of the system. This
help file is also provided as a PDF document.

Pressing F1 from any screen in Estate Agent Pro will display the help page for that screen.
What's this help is available for quick help on any field by clicking the k? button on the quick access

“\ 24

toolbar | oK and dragging the icon to the area of the screen that you require help on.
Alternatively the help file page for the current screen can be opened by either pressing F1 or the (7]
button.

Throughout this document where we believe that something is of particular significance, we will
indicate it as follows:

’ All names, addresses and contact details used in this help file are fictitious.
The following sections are available within the introduction:
What is Estate Agent Pro?

What Equipment do | Need?
LAN vs ASP Model

Estate Agent Pro Ltd

© 2022 Estate Agent Pro Ltd
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1.1

What is Estate Agent Pro?

Estate Agent Pro is sophisticated software for running all aspects of your estate agency business.

The system is a Windows client/server application which allows multiple users to use the system
with data being automatically synchronised between branches, your own website and property
portals.

THE BENEFITS OF THE SYSTEM ARE

Manage more properties/applicants with fewer staff.

Communicate with clients immediately via email and text messaging.
Single source data entry.

Automatic synchronisation of data between branches.

Easy production and printing of property particulars.

Reduction of errors.

Improved quality of senice to clients.

THE PRODUCT COMPRISES

Activity reporting.

Applicant to property and property to applicant matching and monitoring.
Archiving of properties and applicants.

Automatic synchronisation across multi-branch organisations.
Automatic upload facility with data being automatically passed on to property portals specified
by yourselves and optionally to your own web site if hosted by us.
Backup of data.

Carousel system for display in windows or reception area.

Chain flow recording.

Client reviewing.

Communications to clients are stored internally.

Custom reporting and design.

Design of your own mail-merged letters.

Diary system (multi-user).

Design your own property particulars.

Emailing including bulk emailing.

Image capture and editing.

Letting's marketing and management.

Live spell checking.

Management reporting.

Marketing module.

Offer entry and monitoring.

Postcode lookup (additional software required).

Professional printing of property particulars.

Property Management.

Response monitoring.

Text Messaging including bulk text messaging.

User definable property classifications and search criteria.

User definable task lists.

Viewing entry and monitoring.

© 2022 Estate Agent Pro Ltd
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1.2

1.3

What Equipment do | Need?

This is specified in detail on our website.

LANvs ASP Model

Estate Agent Pro Enterprise encompasses the speed, reliance and security of a local database
together with the near real-time replication of data to other branches and your own website (if
applicable).

WHAT DOES THIS MEAN?
There are basically two permutations of software products available to estate agents. These are:
ASP (Application Service Provider) Model:

ASP is a remotely hosted database accessed via an internet web browser. This will be very similar to
the look and feel of internet banking.

LAN (Local Area Network) Model:

This is normally a client/server application with a local database per branch.

ADVANTAGES/DISADVANTAGES COMPARED WITH ESTATE AGENT PRO
ENTERPRISE

ASP ADVANTAGES ‘ ESTATE AGENT PRO ENTERPRISE ‘

Access from Anywhere. A user can access the system from any other
branch or from an external location via Microsoft
Remote Desktop.

Low startup costs. The enterprise charging model is based on the
ASP model whereby a fixed fee is paid per
month. There are no additional fees for support or
portal uploads. The number of users per branch
is unlimited.

ASP DISADVANTAGES __________|IESTATE AGENT PRO ENTERPRISE__|
Data availability and/or data loss.
Security of sensitive data.

Database sener shared by many users.

Estate Agent Pro Enterprise is not an ASP
Speed of Access. model so it has none of these disadvantages.
Does not suit complex applications and not user

friendly.

LAN ADVANTAGES ‘ ESTATE AGENT PRO ENTERPRISE ‘

Speed of Access.
Local backups under own control. Estate Agent Pro Enterprise is a LAN model so

Better integration with imaging devices, printers, has these advantages.

etc.
LAN DISADVANTAGES ‘ ESTATE AGENT PRO ENTERPRISE ‘
High initial spend. For branches with more than 2 users a dedicated

database server is required. IT infrastructure
should be reviewed on an ongoing basis but is

© 2022 Estate Agent Pro Ltd
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Ongoing IT hardware spend. not just limited to Estate Agent pro. In this case
the ASP Models claim would only apply if you
used no other software at all.

No immediate access to changes made in other |Changes made at other branches will be

branches. automatically replicated between all branches
within a few minutes. If internet access is lost
the replication of data will be automatically
resumed when it becomes available again.

As can be seen from the abowe table, Estate Agent Pro Enterprise offers the best of both worlds.

HOW DOES ESTATE AGENT PRO ENTERPRISE ACHIEVE THIS?

This is achieved in a number of ways:

Each branch has it's own local database which can be accessed via our own local application which

provides very quick, sophisticated and user friendly access using a standard Microsoft Windows look
and feel similar to Microsoft Office 2007. This system is available 24/7 and is not affected by the loss
of internet connectivity. The data can be backed up locally and is fully under your control.

Data is automatically replicated (synchronised) between branches at no additional cost. This occurs
every 60 seconds.

Two senvices run on each PC/Senver where your local database is hosted. This PC/Server must be
dedicated where a branch has more than two users per branch. One of these senvices is the
database senver the other is the replication senice. Both of these run automatically without any user
intervention and are unaffected by loss of internet connectivity. The worse case scenario if you lose
internet connectivity is that the replication process will be delayed until it is restored.

For a technical explanation of the inter-branch communications methodology please see the
Synchronisation Section of this document.

© 2022 Estate Agent Pro Ltd
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14 Frequently Asked Questions

2 Frequently Asked Questions

The answers to frequently asked questions are detailed below.

CAN EAP RECEIVE INCOMING SMS MESSAGES?

No, howeer the outgoing message could include the number of a mobile or landline capable of
reciving SMS messages

WHY DOES MY PROPERTY APPEAR ON MY OWN WEBSITE AND NOT
RIGHTMOVE?

This is almost always due to the property Classification settings. As properties can be searched for
by type on Righmowe, the classifications Style and Type must be set in EAP and these settings
must have valid portal mappings. The portal mappings must be set up by the system administrator.

WHICH PROPERTY PORTALS CAN | USE EAP TO SEND DATATO?

Currently EAP can be used to send data to are:

Rightmowve

Fish4

Homeflow

Boomin

The Home Sale Network
The digital property group (Prime Location, findaproperty)
Iceberg

Look4aProperty

Mayfair Office
Movewithus
PropertyLive

Property Finder
Property Platform

Radar Homes

Zoopla

And we are constantly adding to this list.

DO STANDARD LETTER TEMPLATES SYNCHRONISE?

Standard letter templates do not synchronise across branches. However if you want to set up some
standard company template letters at one branch, we can help you to copy them across to your
other branches. Please contact Technical Support for help with this.

WHY CAN'T | DELETE ARECORD WITHOUT ARCHIVING IT FIRST AND WHY
ONLY ONE AT ATIME?

o
To prevent accidental deletions, EAP has been designed so that an applicant or property record has
to be archived first, also only one record can be deleted or archived at a time. This is because once
a record is deleted, there isn't a 'Recycle Bin’ to restore from, they would have to be retrieved from a
back up file, which may mean losing recently added data.

© 2022 Estate Agent Pro Ltd
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WHICH EAP FIELDS ARE USED TO SUPPLY DATATO THE PORTALS?

Key Features:

Used on portals such as Rightmowve and others, these are picked up from the Properties
Screen>Advertising Tab>Key Features Tab. Each feature needs to be on a separate line and there is
no need to add 'bullet' points.

Summary Text:

The brief description of a property that is normally displayed in the search results portal search
results, is taken from the first 300 characters of the 'Advert & Portal text'. This field is found on the
Properties Screen>Advertising Tab>General Tab. Some portals such as Rightmowve impose a limit of
300 characters including spaces for summary text, hence the field is set to default to this. If you
need to changes this, please contact your System Administrator.

More/Full Details:

The room description text for pages such as the 'More Details' page on Rightmowe, is taken from the
'Full Details' section on the Properties Screen>Particulars Tab.

Display Address:

The default address displayed on websites is normally the Town+County fields from the property
address. However, If you want to display something other than this on portals and your website if fed
by EAP, this can be done by setting the 'Web' address field on the Properties Screen>Adwertising
Tab>General Tab.

For example by default 133 Stephens Road, Tunbridge Wells, Kent, would have a display address of
Tunbridge Wells, Kent'. Using the Web address field you can set it to appears on websites as: St
Johns area, Tunbridge Wells

WHY HASN'T MY PROPERTY UPDATED/APPEARED?

If a property is not updated with a data change or has not appeared at all on a portal such as
Rightmowe, please double check that the data is correct on the property record. See How do | make
properties uploadable?. If no changes were necessary ask your System Administrator to set the
property to 'Force Refresh'. When the property will update/appear will depend on when the Portal
updates their website.

If your property has still not updated by the following morning, please use the Support Screen to
contact us with details of the property in question, so that we can investigate further.

HOW OFTEN DO THE PORTAL WEBSITES GET UPDATED.?

How often will depend on when the portals themselves process data. For instance, Rightmowe is
updated immediately after we receive your upload.Boomin and Zoopla are updated every 30 minutes.
The other portals are normally updated once a day.

Other than Rightmowe, we have no control over exactly when a portal processing run will take place
or at what point in the processing run your data will be processed, but it’'s normally within an hour of
it starting. Images may take slightly longer to appear due to the way portals store them, but normally
they will appear at the same time as the property.

WHEN AND HOW SHOULD | BACK UP MY DATA?

The EAP folder should be backed up every day and a recent copy should be kept off site.

© 2022 Estate Agent Pro Ltd
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There are several methods of backing up data, the one that is best for you will depend on your
hardware set up and how much EAP data you need to store. It's best to discuss this with your IT
engineer who will be able to assist you.

' It is your responsibility to ensure that the EAP database is backed up. If this is not done then,
in the event of say, a hard disk failure, all of your data will be lost and will have to be re-input.

HOW CAN | CHANGE THE VAT RATE USED IN EAP?

The VAT rate is set in 'Branches' section of Admin, please ask your system administrator to update
this.

WHEN IS THE CLIENT REVIEW DATE AUTOMATICALLY UPDATED?

Estate agent pro automatically updates the next client review date based on settings defined in
Admin:

Automatic Reviews

~]

bl

|»|] Progress Review

|»| Applicant Matches Review

|»] Applicant details changed

\»| Applicant offer added or amended

|»] Applicant sales chasing event entered
|»| Applicant viewing added or amended
|»| Applicant data changed

\»] Applicant dated note added or amended
|»] Applicant communication sent

|| Vendor offer added or amended

|»] Vendor sales chasing event entered
\»| Vendor viewing added or amended
\»] Vendor asking price change

\»| Vendor data changed

|| Vendor dated note added or amended
|«] Vendor communication sent

' Automatic updating of the next review date can be turned off in Admin>General>Options. The
next review date can also be manually changed in the applicant and property screens.

WHY ARE CURRENCY FIELDS SHOWING IN US DOLLARS?

Estate Agent Pro does not have its own currency or date settings, like most applications it relies on
the Windows operating system for them.

Please check that the ‘Regional Settings’ or ‘Region and Language’ settings, found in the Windows
control Panel are correct on your computer.

© 2022 Estate Agent Pro Ltd
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Please note that if you are on a Windows 7 machine, there is a known Microsoft bug that causes
issues with non-US currency applications. It seems that if the correct ‘Locale’ info is selected during
the Windows installation, even though it will then show correctly on the regional settings screen, the
Windows operating system returns the USA currency and date format (MMDDYY) when our
application requests it.

To correct this please try the following:
Go to: Windows > Control panel > Region and Language > Formats.

Change the Format setting to "English (USA)",
Click [OK].

Restart your computer

Change the Format setting to "English (United Kingdom)",
Click [OK].

Restart your computer.

WHAT IS THE METHOD USED TO SYNCHRONISE DATA?

The data chain/upload cycle is as follow:

1. The EAP Client senices program sleeps for one minute and when it wakes, checks for any data
changes since the last upload.

2. The upload program collates the changes into a zip file, which is then uploaded to our FTP senver.

3. If branches are synchronising data: Once the file upload has completed, the EAP Client senices
program will check for any new files from the other branches, download them and update the EAP
database.

4. Our main database also ‘wakes up’ after a minutes sleep.

5. The main database runs a ‘download cycle’ where it checks our FTP sener for any new data files
uploaded by all of the EAP agents who upload their data to us. The new data files are processed
in turn.

6. The ‘Upload cycle’ starts as soon as the ‘Download cycle’ has completed.

7. The ‘Upload cycle’ first posts changes of ‘Live’ data, directly to the databases of websites we host
or those that use a mySQL database in our format..

8. Once the website databases have been updated, the portals or websites we feed with a Rightmove
format file or similar have a data file uploaded to them. When this occurs will depend on the
maximum frequency the recipient has requested we upload the files.

9. Once we hawe uploaded the data file to the FTP senver of the portal or website, we have no control
over when it is processed or the order the files are processed in.

WHY HASN'T THE EMAIL | SENT OUT OF EAP BEEN RECEIVED?

When an email is sent out of EAP we can only guarantee that the email has been successfully sent
to your outgoing email sener. If your email server cannot deliver an email it will email you back giving
the reason why. This can occur between a few seconds and up to a week later depending on the
senver being used.

© 2022 Estate Agent Pro Ltd
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How do I...

The following how to's are available:

How do | add a property?

How do | add a viewing?

How do | add an applicant?

How do | add an offer?

How do | add images to a property?

How do | change an address?

How do | create a custom report?

How do | create a Word template?

How do | create a standard letter?

How do | filter properties?

How do | force refresh a property or applicant?
How do | make properties uploadable?

How do | match an applicants to properties?
How do | match properties to applicants?
How do | print address labels?

How do | update an Applicant/Vendor?

How do | use grid column grouping and filtering?
How do | use the contact details grid?

How do | use the nawvigation buttons?

How do | use the postcode lookup?

How do | use price qualifiers (POA,OIRO. etc...)?

19
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3.1

Add a property?

1. To add a property, on the main screen click on the properties button. This will open the Properties
Screen.

>
'

Properties

2. At the bottom left of the screen there is a navigator panel. Click on the o button. This will open
the client screen where you can choose an existing client as the vendor or add a new one. See How
do | use the navigation buttons? for further information on the navigation panel.

AL
1 Woodslkand Close, Hassocks, West Su
11 Cruckshank Way, Tunbridge Wells,
11 Popular Close, Tonbridge, Kent, TH!
12 Bucklands Drive, Tonbridge, Kent, T
12 Dark Square, Tunbridge Wells, Kent
12 Green Road, Tonbridge, Kent, TNG
12 Uplnds Walk, Tonbridge, Kent, TH!
13 Cedar Close, Tunbridge Wells, Kent,

60 Properties L-J

R0 Y

3. If you know that the client is already in the database, for example he or she is already registered
as an applicant, click on the drop down button of the Surname field and you will be able to select
him/her from the list. If it is a new client this screen must be completed.

N\ 9K
2

H X &

Save Cancel Clone
&Exit &Exit Client

File Communications
Mame & Address MNotes
Surname ad
Title od Initials
First Mame
Greeting

Company Mame

Job Position
Address \

See the Client's Screen for more information.

When finished click on the Save & Exit button which will then validate that all data has been entered
before returning you to the property screen.
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’ At least one contact number must be provided.
If you wish to cancel the adding of a property click on the Cancel & Exit Button.

4. The property address will have been set to that of the vendor. If that is incorrect click on the bar on
the right hand side of the address in order to change it.

Address The Old Barn
Tunbridge Wells
Kenk
TNz SHS

’ If you have AFD Software's postcode lookup software Postcode Plus installed on the PC you
are using, you will be able to use the postcode search capabilities

Yaluation

5. If you have agreed a valuation date with the vendor click on the tab and enter it here. It

will be automatically added to the diary with a reminder set for the valuer.

Details

Date  3yogfz010

Time 12:00 o
YWaluer Moz S |
Cancelled |MNo |

6. If you have entered a postcode for the property you can retrieve directions from your office to the
property which will be included in the Valuation template when the valuer prints it out. To do this click
on the Google Directions button.

Goo .glu

Directions

There will be a slight delay while this data is retrieved. It is stored in the Directions and additional
Information text box and can then be edited to customise it. These directions can be automatically
included in your property particulars. An example is shown:

From Morley Rd

. Head east on Morley Rd tow ard Vale Rd (285 feet).

. Turn left at Vale Rd (190 feet).

. At the roundabout, take the 2nd exit onto Vale Rise/A26. Continue to follow A26. Go through 1 roundabout (1.2 miles).
. At the roundabout, take the 2nd exit onto Vauxhall Ln/A2014. Continue to follow Vauxhall Ln (0.5 miles).

. Turn left to stay on Vauxhall Ln (1.5 miles).

. Turn left at London Rd/A26. Continue to follow A26. Go through 1 roundabout (3.0 miles).

. At the roundabout, take the 1st exit onto Nevill St/A267. Continue to follow A267 (0.6 miles).

. Turn left at Birling Rd/B2169. Continue to follow B2169 (0.2 miles).

. Take the 1st right onto Wallace Close. Destination will be on the left (217 feet).

O©C 0O ~NOOODhWNPE

Distance: 7.0 miles Duration approximately: 18 mins
From Map data ©2010 Tele Atlas

7.You can then complete entering the rest of the data you have for the property. To sawve the entries
made on the property screen click on the E button on the navigator at the bottom left hand side of
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the properties grid.

gL adanigys ooy 10hwu_ ety T
O Cornwall Road, Tunbridge Wells, Keni
Flat 1, 125 West Street, Tunbridge W
Flat 2, 125 West Street, Tunbridge Wt

IFIat 8 Golden Court, Grove Crescent, T

IHl:urnI:uridge, Heathfield Road, Crowboro

INE'."J House, Lamberhurst Vineyard, Lar

IGIl:I Cottage, Wadhurst Road, Groombr

IThe Old Barn, Folly Avenue, Tunbridge

60 Properties H

R EH>O 7

The property is added with a status of valuation. There is no automatic check that all necessary
data has been provided at this stage as the property has not yet been valued and therefore you can't
know all details as the request for a valuation has probably been received by phone.

Once the valuation has been carried out the data must be updated accordingly.

’ If you have been configured to be able to add a property for another branch there will be an
additional drop down visible to select the branch you wish to add to. By default this is your own
branch.

o i
‘Tf'glrijl:\km.fe_;r\ﬁiﬁit;r, ndon, ' i}

|11 Cruckshank Way, Tunbridge Wells, |
|11 Popular Close, Tonbridge, Kent, THNS
|12 Bucklands Drive, Tonbridge, Kent, Tl
|12 Dark Square, Tunbridge Wells, Kent,
12 Green Road, Tonbridge, Kent, TN :
|12 Uplands Walk, Tonbridge, Kent, THS
120 Grand Avenue, Hassocks, West Suc
13 Cedar Close, Tunbridge Wells, Kent,

70 Properties hJ

ok cro (JH V& @ b 4

If you select another branch's mnemonic here, there will be an additional confirmation prompt when
you click on the P button.

Please see the following for more information.

How do | make properties uploadable?
How do | add images to a property?

How do | add an offer?

How do | add a viewing?

How do | match properties to applicants?
How do | match applicants to properties?
How do | filter properties?
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3.2 Add aviewing?

You can add a viewing from either the Main Screen, the Applicants Screen or the Properties Screen.
In this example we will do it from the applicants screen.

1. On the main screen click on the applicants button.

&

Applicants

2. Navigate to the applicable applicant either by clicking on them or using the search facility.

J r‘-wlame & Address |Ful Name| Ref

Able 1,12 Gordons Road, Tonbridge, Kent, THNS 9QF
Alen M,47 Waverley Road, Tonbridge, Kent, THN10 4
IAIIen 1,14 Osbourne Road, Tonbridge, Kent, TNS 6%
IEaggings F,15 Broomfield Drive, Tonbridge, Kent, TP
IEleh.redere B,18 Belvedere Court, Morth Avenue, Tor
Beval Bob,23 High Street, Tonbridge, Kent, THS 1X
Bloggs ¥, 290b Stratford Road, Sparkhil, Birminghan
Brightwell F,18 Western Road, Tonbridge, Kent, TH
IElmcrrrrﬁeId B,15 Broomfield Drive, Tonbridge, Kent,
IElrnwn B,Flat 3, 2 Grove Park, Tonbridge, Kent, TNG
Il:ardcrgan Alice 4 Forrest Road, Tunbridge Wells, Ker
ICIevedun ¥, 13 Prince Street, Tonbridge, Kent, TNS
ICurk K,7 5t Marys Close, Tonbridge, Kent, THN10 3Al
Crabb 5,20 Turner Gardens, Tunbridge Wells, Kent,
Deacon K, Flora House, 30 Morth Road, Tonbridge, K
Dempsey C, 14 Deacon Road, Tunbridge Wells, Kent
IDeinn W, 18 Kingsmil Road, Tunbridge Wells, Kent,
IEl:Iwards E,12 Bucklznds Drive, Tonbridge, Kent, TH
IEssex E,14 Essex Road, Tonbridge, Kent, THNS 2BN
IFirth AK,2 Manning Road, Tonbridge, Kent, THN11 &#
IFIurins M,5 Albert Close, Tonbridge, Kent, TNS 3WE
IFm{ Frieda,1 Suffolk Street Queensway, Birmingham,
IFramptun M,15 York Sguare, Tunbridge Wells, Kent,

wPEHIZTO Y K

3. Click on the viewings button. This will open the Viewings Screen.

-
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C )

Viewings

4. All viewings entered for the applicant will be displayed. Click on the ‘# button on the navigator
panel. This will display a list of properties. Select the one the applicant wishes to view and then click

on the P button on the quick access toolbar. A new entry will be added to the list of viewings. The
date defaults to today, and the time to 12:00, change these to the date and time of the viewing. If the
viewing is to be accompanied check the Accomp column and select who will be doing it from the
Accomp by drop down list. Also complete the Meet column. The Diary for the day of the viewing will
be automatically displayed to help you select who is available to accompany the viewing.

5. If you have confirmed the viewing with the vendor, check the V Conf column. If confirmed with the
applicant check the A Conf column.

6. Enter any other information and then click on the - button on the navigator panel to save the
viewing. The viewings screen can now be closed.
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3.3 Add an applicant?

1. To add an applicant, on the main screen click on the applicants button.

@
-

Applicants

2. At the bottom left of the screen there is a navigator panel. Click on the o button. This will open
the client screen where you can choose an existing client as the applicant or add a new one. See
How do | use the navigation buttons? for further information on the navigation panel.

_Fl-l:..

iEiern B,Flat 3, 2 Grove Park, Tonbridg
I Cardogan A,4 Forrest Road, Tunbridge
IC|E'-.|'EI:|I:II'| ¥, 13 Prince Street, Tonbridge
I Cork K, 7 5t Marys Close, Tonbridge, Ke
IC:::uIsu:un 5,37 Avenue Road, Tonbridge
Crabb 5,20 Turner Gardens, Tunbridge
Deacon K, Flora House, 30 Morth Road,
Dempsey C, 14 Deacon Foad, Tunbridg
IDE'-inn W, 16 Kingsmill Road, Tunbridge '

61 Applicants d
*RH0 Y

3. If you know that the client is already in the database, for example he or she is already registered
as an vendor, click on the drop down button of the Surname field and you will be able to select him/
her from the list. If it is a new client this screen must be completed.

\ 9N

H X &

Save Cancel Clone
&Exit &Exit Client

File Communications

Mame & Address MNotes

Surname ad
Title od Initials

First Mame

Greeting

Company Mame

Job Position
Address

See the Client's Screen for more information.

When finished click on the Save & Exit button which will then validate that all data has been entered
before returning you to the Applicants Screen.
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’ At least one contact number must be provided.

If you wish to cancel the adding of an applicant click on the Cancel & Exit Button.

4.You can then complete entering the rest of the data you have for the applicant. To save the entries
made on the applicant screen click on the kH button on the navigator at the bottom left hand side of

the applicants grid.

AT ITT R AR VI . .anbriuy
I Cardogan A,4 Forrest Road, Tunbridge
IC|E'-.|'EI:|I:II'| ¥, 13 Prince Street, Tonbridge
I Cork K, 7 5t Marys Close, Tonbridge, Ke
IC:::uIsu:un 5,37 Avenue Road, Tonbridge
Crabb 5,20 Turner Gardens, Tunbridge
Deacon K, Flora House, 30 Morth Road,
Dempsey C, 14 Deacon Road, Tunbridg
IDE'-inn W, 16 Kingsmill Road, Tunbridge '

61 Applicants I

R0
The data entered will be validated and if any mandatory fields are incomplete an error message will
be displayed:

E . a The applicable tab will be focused with the appropriate field

coloured yellow:

Status cannot be unknown
Status

| Ok I

-

5. Once all mandatory fields have been supplied, some of which are configurable by yourselves, you

will be able to save the new applicants record.
See the following for more information.

How do | add an offer?

How do | add a viewing?

How do | match properties to applicants?
How do | match applicants to properties?
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3.4 Add an offer?

1. To add an offer to a property, on the main screen click on the properties button. This will open the
Properties Screen.

>
'

Properties

2. Navigate to the applicable property either by clicking on it or using the progressive search facility.

AL
1 Woodslkand Close, Hassocks, West Su
11 Cruckshank Way, Tunbridge Wells,
11 Popular Close, Tonbridge, Kent, TH!
12 Bucklands Drive, Tonbridge, Kent, T
12 Dark Square, Tunbridge Wells, Kent
12 Green Road, Tonbridge, Kent, THND
12 Uplands Walk, Tonbridge, Kent, TN
13 Cedar Close, Tunbridge Wells, Kent,

60 Properties L-J

PO T

3. Click on the offers button. This will open the Offers Screen.

4. Depending on:

a. If this is the first offer by the applicant on this property:
Click on the TP button under the applicant list, select the applicable applicant from the

applicant look-up screen and then click on the [> select button, record any other relevant

information on the right hand side of the screen, and the click on the & button under the
applicant list to sawve the entry.

b. If it is not the first offer by the applicant on this property:

Navigate to the applicable applicant by either clicking on them or using the progressive
search facility.

5. Click on the S button under the offer list (bottom left hand corner of the screen) and enter the
offer amount. If you are recording an historical offer you will need to adjust the date and time

accordingly. Enter any comments and any other relevant information then click on the - button on
the offer list navigator.

6. You can send a communication to the vendor regarding this offer by clicking on new
communications button. This will open the Communications Screen.
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[ty
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7. Select the letter you wish to use and then either email. text or print the letter for sending by post
to the vendor. This will record that the offer has been sent to the vendor. Offer letters must have been
defined for you to be able to use this facility.

8. The Offers Screen can now be closed.
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Add images to a property?

1. To add images to a property, on the main screen click on the properties button. This will open the
Properties Screen.

-
1

Properties

2. Navigate to the applicable property either by clicking on it or using the progressive search facility.

AL
1 Woodslkand Close, Hassocks, West Su
Ill Cruckshank Way, Tunbridge Wells,
Ill Popular Close, Tonbridge, Kent, TH!
|12 Bucklands Drive, Tonbridge, Kent, T
|12 Dark Square, Tunbridge Wells, Kent
12 Green Road, Tonbridge, Kent, THND
|12 Uplands Walk, Tonbridge, Kent, TH!
13 Cedar Close, Tunbridge Wells, Kent,

60 Properties u

FX 0T

3. Click on the Images button. This will open the Images screen.

=~

Images

4. Click on the Load from Folder button.

€

Folder

This will display the following screen:

| D:'\Databases\sanDisk % |

| ok Il Cancel J

The default folder to load from can be configured by your system administrator and would normally be
set to your digital camera. If this is incorrect select the folder you wish to load images from and then
click on the OK button.
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5. The available Images area will be populated with all images from the selected folder.

Arvallable Images [11]

6. One by one click on the images you wish to use and drag and drop them to the applicable area of
the primary images tab.

b air Image [1]
T

7. Click on the caption area and enter a caption as appropriate.

b ain Imaage [1]

iy AR

1 Front of Property

8. Repeat as abowve for all images you wish to assign and then click on the Sawve button.

-

Save

This will save all images allocated and close the Images Screen.
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3.6

Change an address?

The editing of all addresses is now done through a common interface.

Address The Old Barn
Tunbridge Wells
Kenkt
THZ 5HS

Wherewer an address is displayed, clicking on the button on the right of the address will open a

screen that enables it to be edited.

See the Address Screen for more information.
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3.7 Create a custom report?

In this example we will create a custom A4 adwertising report with a banner image across the top,

the main image of the property, the display address and the price qualifier. There will be 12
properties per page. The finished advertisement we are trying to create will look like this:

Tanﬁri-c{ga Estate A‘gznts

1 High Street, Tonbridge, Kent, TN9 15T

Tel: 892 111111

Tu rl::ri:-;a Wells .
OFFERS ABOVE £835,000

Tanbridge
O..R.C. £324,555

Tanbridge
Q..R.O. £277,585

Tanbridge
0.1.R.Q. £252,000

Tonbridgs
0.1.R.0O. £344 250

i

£
~
T

(W

Tonbridge
O.I.R.O. £274,535

0RO, E245,535

There are 8 steps required to create this custom report.

wwrw tonbridgesestaleagents.com

Tonbridgs
O.1.R.0. £325,000

Crowborough

PRICE OM APPLICATION

Tonbridge
0.1.R.Q. £245,535

33

© 2022 Estate Agent Pro Ltd




34

How do I...

1. CREATE THE CUSTOM REPORT.

a. From within System Administration expand the Modules group and click on the Custom Reports
option.

o & Modules
[+ Custom Feportz
= Financial Services
[ Frint
[ Synchronization
[ Teut

b. This will display the report explorer. Reports created within the Properties folder are available for
generation from the Report Generator Screen. As we want this to be the case click on the

Properties folder and then click on the B (new report button) on the toolbar.

" O X s E |
All Folders Contents of All Folders
=23 All Folders ) Applicants
I3 Applicants |_)Properties
{3 Properties Advertisement Ellipsed
2| Recyde Bin Advertisements
Branch Data

Lettings List
Rental Repaort

0 item(s) selected

c. The Custom Report Designer screen will be displayed.
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‘ File Edit View Report Help

&8 ata | (@ calc QDesgn\l}Premew\
NEHdedl ¥R AT LR R EERE D! EEE A E s e s STl oe gl
: oD B nLHRih A EPN WE

Tttt gttt DataTree

8w s E ==

) ]| ¢ Microsoft Sans Serif -9

Report Tree X Mo Nt
=178 Report IR R SRk
iy Parameters
-kl Header
- Detail
..l Footer

| Name | Type | siee |

Properties for Report L
El Data A

DataPipeline
NoDataBehavia [ndBlankPage]

El Generation
AutoStop r
BackgroundPrin (TppBackgroundP
CachePages
DeviceType  Screen
Pagelimit 0
ParametersEdit (Edit...)
PassSetting  psOnePass
Layout 1
ColumnPositions (TStringList)
Columns 1
ColumnWidth 0
B PrinterSetup  {TppPrinterSetup)
SavePrinterSet [~
Urits utinches
Output - File
AllowPrintToarc [
AllowPrintToFile ¥

Aoubrn TeFe ¥ , Mool

Ready. Left: 0 Top: 0 Width: 0 Height: 0 |

o

d. The report defaults to A4 with margins all round of a quarter of an inch. These settings can be
changed by clicking on the Page Setup. in the Files menu.

2. DEFINE THE DATATO BE USED IN THE CUSTOM REPORT

a. The first thing that we need to do is to define the data to be included in the report. Click on the
Data tab on the main menu.

|Eh§' Data | [@ Calc | & Design | a Preview | |

b. And then click on the New.. menu item.

Fie|

3 New.. Ciri+N

Import...
Merge...

Export...
Impart Fram File. ..
Export To File. ..

4 F a

c¢. And then click on the Query Wizard and click the OK button.
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Hew ltems =

Eh

Query
Designer

ok || Cancel |

d. Click on Properties in the Available Tables list and click on the ;I button and then do the
same for Images and then click on the Next button.

Query Wizard

Select the tables that you want to query.

—Selected Tables

A Properties
Images

L I

e. You will be given the choice between All Fields and Choose Fields. Click on Choose Fields and
the list of available fields for both tables will be displayed. One by one click on the following field

names and then click on the ;I button to include them. When finished click on the Next button.

Display Address - Advert
Images - Large Image
Price - Qualifier

© 2022 Estate Agent Pro Ltd



Estate Agent Pro Enterprise 37

Query Wizard

Select the fields for the query.

Al Fields % Choose Fields
—Available Fields —Selected Fields
Properties.Particulars - Status  » | Display Address - Advert

Properties.Particulars - Summary
Properties.Particulars - Summary
Properties.Particulars - Verified C
Properties.Particulars - Version
Properties.Particulars - Version C
Properties.Price - Agreed
Properties.Price - Asking
Properties.Property - Alarm Cods
Properties.Property - Alarmed %!
{_ | ] ] l| < 1] ] >

Images - Large Image
Price - Qualifier

b

RIRNEE

£L

(Concd ] | <Back | Wext> ) | rmen

f. Choose No Calculations in the next screen and click on the Next button.

{* Mo Calculations " Add Calculations

g. Choose No Grouping in the next screen and click on the Next button.

% Mo Grouping " Select Group Fields

h.The next screen defines search criteria where the content of the report can be limited. We need to
limit the data returned because we only want one image, the main one.

© 2022 Estate Agent Pro Ltd



38

How do I...

Query Wizard

Limit the rows returned.

Right-dick over the list box to see the edit options.

" All Rows

% Define Search Criteria

Criteria

£

| Concel | | <Back | Next> | | Fish |

i. Click Define Search Criteria and then right mouse click in the criteria list box and select Insert

Criteria.

Insert Criteria
Insert OR.
Insert MOT

Edit Criteria

Remove

Add Parentheses
Remove Parentheses

j- The Image - Type for the main image is 0. Complete the dialog as shown and then click on the OK

button.

Field

IImages.Image -Type

k. Images.Image - Type = 0 will be displayed in the criteria list box. Click on the Next button.
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Query Wizard

—
T mhd i nny

2 Bp ik Order the rows of the query based on field values.
B

T han s
e a1
Focoo unn ney

" Matural Order f+ SetOrder
—Available Fields —Selected Fields
Properties.Particulars - Full Detai » | Properties.Price - Asking (Descendin

Properties.Particulars - Status
Properties.Particulars - Verified C
Properties.Particulars - Version
Properties.Particulars - Version Co
Properties.Price - Agreed
Properties.Price - Qualifier
Properties. Property - Alarm Code
Properties.Property - Alarmed 3l T ] > |
Properties. Property - Branch | -

< I | l|_ %llil
Cancel J < Back J Mext > J Finish J

I. We want to sort this report by the property asking price with the highest property shown first. To do
this select Properties.Price - Asking in the list of available fields and then click on the ;l button

b

RIRNEE

£L

z
to include them. Then click on the m button to sort it in reverse order (descending). Finally click
on the Next button.

Query Wizard

You have finished defining your query,

. Please enter a description of your query,

MName

Properties

Do you want to preview your guery or modify your query's
design?

{+ Return to data workspace

i~ Preview the query

" Modify the query's design

el || <ak | | e

m. The query wizard is complete. Click on the Finish button.
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Ekﬂﬂ Data | B Calc | Design _:;_., Preview

n. Click on the Design tab to start the next step.

3. SET THE BACKGROUND COLOUR

a. The easiest way to set the background colour is to create a page style and put a shape on it. To
do so click on the Report menu and select Page Style.

Report
B  Data...
|/ Title
H, Summary
a
]

| Header

4 | Footer
Page Style

= Groups... Ctrl+G

= e Qe

b. This will add the page style band to the report designer.

~ Page Style

c. Click into the page style band and set it's height to 11.1979 (inches) which is the whole A4 page
less the top and bottom margins.

£l Appearance

visible ~
H Layout
Height 11,1979
E Miscellaneous
EndPage ]
Pagelist (T5tringList)

PageSetting  psall
SinglePage ]
StartPage 0
ValidPages

E Output - File
Save r

d. Click on the b button on the toolbar and then click back into the page style band anywhere to
place the shape there.
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e. Tick the ParentHeight and ParentWidth check boxes and set the Brush Color and Pen Color

properties to red.

E Appearance s
=l Brush (TBrush) i
McRed -

Style b=s5olid
El Pen (TPen)
Color M cRed
Mode pmCopy
Style psSolid
Width 1
Shape stRectangle
Visible V
El Identity
zerMame Shapel
B Layout
Height 11,1979
Left ]
FarentHeight W
Parentwidth W
Top 0
Width 7. 708001 —

B Layout - Dynamic

Anchors

[atLeft, atTop]

4. SET THE HEADER IMAGE

a. Scroll to the top of the report and increase the size of the header band by dragging it down. A few
inches will do as we just want room to insert a banner image. We will resize the header band

afterwards.

b. Click on the il button and then click back into the header band anywhere to place the image

there.

1=
Ci-[ImagE ljll:)
o T Jo

c. Click on the Picture property and then click on the

| button shown against it to load the image

to use. Tick the MaintainAspectRatio checkbox, set Left to 0.25, Top to 0.25 and Width to
7.2708001 and finally tick the Stretch check box.
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E Appearance s
Border (TppBarder)
DirectDraw r
Maintainaspect ¥
Transparent r

Visible IF
H Content

Picture (TPicture)
El Identity

UserMame Imagel
E Layout

AlignHorizontal ahCenter
Alignvertical — avCenter

Height 1.5104001
Left 0.25
Top 0.25
Width 7.2708001
E Layout - Dynamic
Anchors [atLeft, atTop]
AutoSize r 0
ReprintOnCwverl r
Stretch W v

d. Click into the empty area of the header band and set it's Height to 2.0104001. This will vary
according to the image you use but should be 0.5 inches greater than the height of the image.

£l Appearance

Visible WV
E Layout
Height 2.0104001

FrintOnFirstPag W
FrintOnLastPag W
PrintPositon 0
E Layout - Dynamic
BottomOffset 0
PrintHeight phStatic
B Output - File
Save r

5. REMOVE THE FOOTER BAND

We do not want a footer in this report so click on the Report menu and select Footer to turn it off.
The footer band will be removed from the report.

Report
E | Data...

| Tite
H, Summary

J

_|* Header
J-|4 - Footer

v Page Style

= Groups... Ctrl+G
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6. SET THE NUMBER OF COLUMNS

a. In the Report Tree panel click on Report.

= Repart
Sls) Parameters

=] - Header
ﬂ Imagel
----- Column Header
----- Detail
== Page Style

ﬁ Shape1

----- Column Footer

b. Set the number of Columns to 3 and the ColumnWidth to 2.51.

E Data ~
DataPipeline  Properties
MoDataBehavio [ndBlankPage]
B Generation
AutoStop r
BackgroundPrin {TppBackgroundP
CachePages [
DeviceType Screen
PageLimit 0
ParametersEdit (Edit...)
PassSetting psonePass
E Layout
ColumnPosition: (TS tringList)
Columns 3
ColumnWidth  2.51
PrinterSetup  (TppPrinterSetup]
SavePrinterset [
Lnits utinches
El Output - File
AllowPrintToare [T
AllowPrintToFile W
ArchiveFileMam hd

c. This will re-display the detail band as shown.

~ Header
“ Column Header
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7. DEFINE THE CONTENTS OF THE DETAIL BAND

a. Click into the detail band and set the ColumnTraversal to ctLeftToRight, the Height to
2.0313001 and the BottomOffset to 0.25.

E Appearance
Visible v

E Generation
BandsPerRecord 1
ColumnTraversal ctleftToRight

PrintCount 0
E Layout
Height 2.0313001

PrintPosition 0
B Layout - Dynamic
BottomOffset 0.25

PrintHeight phStatic
El Output - File
Save r

b. In the Fields for Properties panel drag the Images - Large Image to the top left of the detail band.

Name | Type | Size
Images - Large Image JENelE
Eprice - Qualifier String 30

EDisplay Address - Adv... 5tring 40

< Ik

c. We don't need a caption so click on the caption and press the delete key.

___________ L
§r_r]ages - L%rge Imageg
d. Set the Height to 1.6, Left to 0.25, Top to 0 and Width to 2.25.

B Data ~
DiataField Largelmange
DataPipeline Properties
GraphicType JFEG
FarentDataPipelin W

B Identity
UserMame DBEImage 1

E Layout
AlignHorizontal  ahCenter
Alignvertical avCenter

Height 1.6
Left 0.25
Top 0
Width 2.25
E Layout - Dynamic

Anchors [atLeft, atTop] —
AutoSize r
ReprintOnCverFla [~ T
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e. Click on the b button on the toolbar and then click back into the detail band in a blank area to
add the shape. We will use a background colour of white for the two fields we need to add. Set the
Pen Color to be white and the layout Height, Left, Top and Width properties as shown.

E Appearance s
Brush (TBrush)
=l Pen (TPen)
Colar [ clwhite
Mode pmCopy
Style psSolid
Width 1
Shape stRectangle
Visible V
] Identity
UserMame Shapez2
B Layout
Height 0.,43130001
Left 0.25

FarentHeight r
Parentiidth r
Top 1.6
Width 2.25 -

f. We will add the two remaining fields in a different way as this awids a caption being automatically

added. On the main toolbar click on the A button and then click on the shape we just added and
set the Layout Height, Left, Top and Width properties as shown.

B Calculations s
ResetGroup

El Data
DataField Town
DataPipeline Properties
FarentDataPipelin W

B Identity
UserMame DBETextl

E Layout
Height 0.16670001
Left 0,28130001
Top 1.6354001
Width 2,15563001

E Layout - Dynamic

Anchors [atLeft, atTop]

AutoSize r
ReprintOnOverFlo [T

B Qutput - File b

g. At the top left of the screen click on the right hand drop down list and select Display Address -

Advert and on the main toolbar click on the to centre it.

Properties ~ Display Address - Advert -

h. Set the font size to 10.
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¢ Arial - 10 -

I}

h. Click on the A button and then click just below the field we just added and set the Layout
Height, Left, Top and Width properties as shown.

El Identity ~
UserMame DEText2 1
H Layout
Height 0.1639
Left 0,28130001
Top 1.8229001
Width 2,1563001
E Layout - Dynamic
Anchors [atLeft, afTop]
AutoSize r
ReprintOnOverFlc [
El Output - File
Save r
Savelength ]
Savelrder -1
= Text 0
Angle ]
CharWrap r v

i. At the top left of the screen click on the right hand drop down list and select Price - Qualifier and

on the main toolbar click on the to centre it.

Properties = Price - Qualifier -

j. Set the font size to 10.

¢ Arial =10 -

I}

k. This completes the creation of the custom report the detail band should look like this:

# Column Header

. . {Images - Large Image) ,
... Display Address - Advert ____|
L Price - Qualifier i

# Detail

8. SAVE THE CUSTOM REPORT

a. Close the screen. You will be prompted to sawe the report.
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9D ) Save changes to Main: Properties: Mew Report ?
[

yes J[ Mo J| Concel |

b. Click on the Yes button and then enter the name to give to the report and click on the Save

button.
Save New Report As x
Save in: I (=3 Properties ;I o i IE =

Mame IAduert {12 Properties) m

c. To run this report for all properties use the Custom Reports Screen. To run this report for selected
properties use the Report Generator Screen.
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3.8

Create a Word template?

EAP previously used Microsoft Word for template creation and generation but, as you are no doubt
aware, all versions of Microsoft word are different, in some cases, extremely so. Because of this, and
also the slowness of opening Microsoft Word every time, we have now switched to using our own
internal editor. This imitates the look of Microsoft Word and there is no loss of functionality. Indeed,
the internal format of the documents is compatible with Microsoft Word DOCX and any template can
be exported as a Microsoft Word Document.

In this example we will create an A4 single sided document suitable for use as a window or wall card
with a logo image, the main image of the property, the price qualifier, the address and the summary
details. We will assume that this is for internal printing and will therefore have a margin around it. The
finished article we are trying to create will look like this:

Tanfrriﬁ(ge. Estate A‘gants

OFFERS ABOVE £895,000
THE OLD BARN, TUNBRIDGE WELLS, KENT, TN2 5HS

AVERY, VERY BEAUTIFUL GRADE Il LISTED BAEN COMNVERSION (C
1750) WITH AWEAL TH OF EXPOSED BEAMS. VERY VERSATILE
ACCOMMODATION CONSISTING OF 4 BEDROOMS, FOUR
RECEPTIOM ROOMS, THREE BATHROOMS AND A LUXURY FITTED
KITCHEM. ¥: ACRE LANDSCAPED GARDEMNS AMD A 3': ACRE
PADDOCKS WITHFIELD SHELTER/STABLES. THIS PROPERTY IS
LOCATED IN AM AREA DECLARED AS BEING OF OUTSTAMDING
NATURAL BEAUTY AND IS VERY PRIVATE
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There are 5 steps required to create this template.

1. CREATE ANEW TEMPLATE

a. From within System Administration expand the Property/Vendor group and click on the
Templates & Documents option.

Classifications

Force Refresh

Marketing Expenses
Options

Review

Sales Chasing Definitions
Status Colours

Templates & Documents

Vendor Classifications

b. Click on the New button in the Word Templates panel.

Word Templates

Mew

Template Name a

c. This will open the internal Template Editor..
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« TN |
File Home Insert Page Layout Mail Merge View Header & Footer Design Table Layout Table Design Format
c?) a? ‘,
Insert Merge Field = =
Hﬂ Show All Show All Select
Field Codes Field Results Property *
Mail Merge Particulars
L % ------ T2 31 4 5 e B o T £ -

An A4 portrait document will be created with the margins automatically set to 0.25 inches and you
are positioned to the Mail Merge tab. If you wish to change the layout you can do so by clicking on
the Page Setup button on the File tab.

Whilst designing sample text is used for the merge fields and a temporary place holder is used for
images. At any point in the design process you can generate property particulars from it providing
the template is saved. To do this click on the Select Property button and select a property from the
list. The property list consists of the 10 live properties in your database that have the most images.

%
Select
Property *

Property | H 12 Bucklands Drive, Tonbridge, Kent, TR10 3HM

% Do 2 12 Uplands Walk, Tonbridge, Kent, TMG 250U

15 Broomfield Drive, Tonbridge, Kent, TM10 4JM

15 Morthdown Road, Tunbridge Wells, Kent, ThE

2B Caldron Close, Tonbridge, Kent, TM10 3JR
33 The Hollies, Tonbridge, Kent, TMNG 41J

66 Trenton Road, Alton, Hampshire, GU34 2RS

The Old Barn, Tunbridge Wells, Kent, TN2 5HS

Once you hawe selected the property the Test button will become enabled providing the template has
been sawed. Clicking on it will generate the particulars in another window. The particulars will not be
able to be edited.

2. INSERTING AND FORMATTING ALOGO

Select the Insert tab and click on the Inline Picture button. A dialog will be displayed for you to
select the image you wish to use. The image will automatically position itself to the top of the page.

3. INSERTING THE MAIN IMAGE FROM ESTATE AGENT PRO.

a. Select the Mail Merge tab Using the EAP control panel select Images - Main from the drop down

list and click on the o button on the right. An icon against each merge field indicates what type of
field it is.

Insert Merge Field &5 Images - Main dﬁ

b. Position and re-size the image using the mouse as required. The height/width ratio should be
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3.9

proportional to the size of the photographs you use.

4. INSERTING THE TEXT FIELDS

For a more flexible layout it is recommended that each text field should be inserted into it's own text
box. If the layout is more simple this may not be necessary

a. Select the Insert tab and then click on the Text Box button. Then position the text box where you
want it to be.

b. Select the Mail Merge tab an select Price - Qualifier from the drop down list and click on the *
button on the right.

c. Select the field inserted and change the font to Microsoft Sans Serif, the font size to 20, the style
to bold and the paragraph alignment to centered. These buttons are on the Home tab.

d. Carriage return down a line or two and select Property - Address String from the drop down list
and click on the P button on the right. Set the font, font size, etc as previously detailed.

e. Carriage return down another line or two and select Particulars - Summary Details (Plain) from

the drop down list and click on the =P button on the right. Set the font, font size, etc as previously
detailed. In this case | have selected a font size of 16.

5. SAVE THE TEMPLATE

a. Click the b save Template button on the File tab. This will display the following dialog.

Template Mame A4 Example

Save |

b. Enter the new template name and click on the Save button. You can now close this screen. This
template can now be used for the generation of particulars for any property.

NOTES

#The Save Template button can be used at any point through the design of the template and it is
recommended that you do so quite frequently.
When you insert a merge field, other than for any image, they are stored as document variables.
These variables can be displayed by clicking on the Show All Field Codes button on the Mail
Merge tab.

Create a standard letter?

There are three different types of letters. Applicants, vendors and marketing. The creation and use of
them is the same.

In this example we are going to create a blank letter that we want to use to communicate with all
vendors or a sub-set of them. The final letter will look like this when mail-merged:
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1 High 5treet, Tonbridge, Kent, THS 15T,
Tel: 01892 111111 Fax 01892 222222
Email: sales@tonbridgeestateagents.com

16/10/2010

Mr kA Randall
12 Brick Street
Westminster
London

W13 7R

Dear Mr Randall

Re:

¥ ours sincerely

ken Jones
[Manager

’ We could have included a banner image or a signature or many other fields but this example
should provide you with the basic skills necessary to create any standard letter.

This standard letter can now be used if you wish to, for example, communicate with any vendor by
email and after mail-merging the subject and content of the communication can be completed.

There are 3 steps required to complete this standard letter.

1. CREATE ANEW STANDARD LETTER

a. From within System Administration expand the General group and click on the Standard
Letters option.

o (B General
[ Addresses

Advanced Matching
Diiany

Cptions

Reports

Rezponze Monitoring
Standard Letters
Standard Phrases

Y YVYVYVYYVYY

b. The first time that you create a letter you should set the default page settings that you wish to use
for all new standard letters. The top margin should take into account whether the letter will be printed
on pre-printed stationery or not. You may wish to consider having different letters for emailing as
opposed to printing.
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Drefault Page Settings

Fant T Arial 5]
TopMargin 2000 B ottam M argin 0.750.J
Left M argin 10004 Right targin 0.500 .
Justification Full %]

c. Click on the button for the type of standard letter you wish to create, in this case Vendor.

Edit Standard Letters
Applicant | Wendor b ark.eting |

d. This will open the standard letters editor displaying all existing vendor letters sorted alphabetically.

Standard Letter Editor - Vendor

% Columns |1 a m E @ !}; T Arial a @:I
[Z Header & Footer i a-al:a - —l=s
| | Duplicate Format Wrap | Image Merge Object Create
& Thesaurus 1 Replace v v Field v HE Table |MH| %N
Clipboard Document Editing Insert Font Paragraph Table
Description |Exsclnde uﬂ\..||\\1..||H.2.|||\..3..:\...4.||||||5||w||||5|\|||h
» Blank Letter ImgSig  wd | a
Confirmation of details Sig a - .
*enange sa  all: Tonbridqe Estate Aqents
Fallen - re-market Sig [~ | z
H -
Instruction Sig [~] - 1 High Street, Tonbridge, Kent, TN9 15T
M Marketing report sig [~ z Tel: 01892 111111 www.tonbridgeestateagents.com
i No agreement Sig a z
Notice Sig ~] K
| Offer - subject to vendor finding Sig [~ ] - <Todays Dates
| Offer accepted (awaiting information Sig [~ ] - Vendor Name - Fuls
Offer accepted (subject to sale) Sig a - <Vendor Address - Blocks
_ : " (4]
L Offer rejected - (proceedable) Sig [~ ] - Vendor Name - Grestings
Offer rejected - (unproceedable) Sig a = o
Offer to be considered (proceedable) Sig a = Rec <Property Address-First Line Plus Town
| Offer to be considered (unproceedab Sig wd N - «Vendor Solicitor - Addresss
 |Price change - increase sig [~ ] - Y ours Sincerely
. |Price change - reduction Sig 2 - <User - Signatures
Renegotiated Sig [~ ] =
™ - . = =Branch - Manager:
~ Response Monitoring Img,Sig a o Manager
Sales Sig a - ) )
| sales Memo Img,Sig,Sv (adl - it our website
Statement of Account Sig [~ ] z
o
|24 Letters —b -
LLR | [caps]num]scre | ms |2

Mail merge fields are shown inside «» blocks such as «Vendor Address - Block» and once inserted
cannot be changed. They can be deleted.

e. Click on the % button on the navigator panel at the bottom left hand side of the screen. The page
layout dialog will be displayed with the default settings which can be changed if necessary. Click on
the OK button.
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Page Layout

—Paperzize

|DIN &4 210 % 297 mm

Width IE'I .00 cm 3: Height IEE.?D I 3:
—hargin

Left |2.54 cm 3: Right |1 27 cm 3:

Top IE.EIB i 3: B ottom |1.E|'I i 3:

Header |1 270 cm 3: Faoter |'| 270 cm 3:
~Orientation

i+ Partrait " Landscape

0K || Cancal || Pinter. |

f. A new row will be added at the top of the letter list. Click on this and enter the name you wish to
use, in this instance Blank Letter.

' Descriptions that start with the word Offer will be for use in the Offers Screen. Descriptions that
start with the word Viewing will be specifically for use in the Viewings Screen. This only applies to

applicant and vendor letters.
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Description Exclude H
k Blank Letter Img, Sig
Confirmation of details Sig
Exchange Sig
Fallen - re-market Sig
Instruction Sig
Marketing report Sig
Mo agreement Sig
Motice 5ig

Offer - subject to vendor finding Sig
Offer accepted (awaiting information Sig

Offer accepted (subject to sale) Sig

Offer rejected - (proceedable) Sig
Offer rejected - (unproceedable) Sig
Offer to be considered (proceedable) Sig

Offer to be considered (unproceedab Sig

<L << << <A < < < < A ] €

Price change - increase 5ig

Price change - reduction Sig
Renegotiated Sig
Response Monitoring Img,Sig
Sales Sig

Sales Memo Img,Sig,Sv
Statement of Account Sig

24 |etters H
gk ¢

Options can be excluded by means of the drop down list in the Exclude column. These options are

Exclude automatic banner image | If the automatic inclusion of an email logo is turned on in
from emails Company Options you may wish to turn this off for certain
standard letters that incorporate their own images.

Exclude automatic signature block | If the automatic inclusion of a signature block is turned on in
from emails Company Options you may wish to turn this off for certain
standard letters that incorporate their own signature block.

Don't save details in client If you are sending out the same letter to hundreds of clients
communications you can exclude the detail from being saved. There will still be
a record of it being sent.

Exclude this letter from updating By default sending a letter to a client who is an applicant or a
clients review status vendor automatically updates the client review date. You may
wish certain letters such as newsletters to not do this.

These options are not applicable to this example.

2. ADDING THE STANDARD LETTER CONTENT

a. Click into the empty standard letter and then click on the B (bold) button in the Font toolbar and
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then click on the (centre) button in the Paragraph toolbar.

~

Merge
b. Click on the | Figld | putton in the Insert toolbar which will display the list of Estate Agent Pro
fields that can be inserted for this type of letter.

- =1

(7 \ O 13 4 E

R

Accommodation - B athrooms ad
Accormmodation - Bedrooms
Accormmodation - D etails
Aocommodation - Garages
Accommodation - B eceptions
Advertizing - Advertized in...

Agency Agreement - Date Received
Agency Agreement - Tupe

Agency Agreement - Weeks Agreed
Branch - Address Block,

Branch - Addrezs Sting

Branch - Commizzion Rate: Dual
Branch - Commizzion Rate: Sole
Branch - D

Branch - Email

Branch - Fax

Branch - kManager

Branch - Hame [ |

L -

c. The first field we wish to use is the Branch - Address String. To select this start typing in the
word Branch. This will take you to the first field that starts with that name. Then either double click
the Branch - Address String or click on it and then click on the P button. This will insert the field
into the standard letter as «Branch - Address String».

d. Press the Enter key on your keyboard to insert a line break. Type in Tel: and then insert another
field called Branch - Telephone. Enter a few spaces followed by typing Fax: and then insert
another field called Branch - Fax.

e. Press the Enter key on your keyboard to insert a line break. Type in Email: and then insert
another field called Branch - Email and then enter two line breaks. The standard letter should now
look like this:

«Branch - Address String»
Tel: «Branch - Telephone» Fax: «Branch - Fax»
Email: «Branch - Email»

f. Click on the B (bold) button to turn it off and the click on the (left align) button. Insert another
filed called Todays Date. The progressive search facility can be used to easily locate it and then
enter two more line breaks.

g. Insert the field called Vendor Name - Full and enter a line break. Insert the field called Vendor
Address - Block and enter two more line breaks.
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h. Insert the field called Vendor Name - Greeting and enter two more line breaks.

i. Click on the B (bold) button and the u (underline) button and type in Re: and then turn bold
and underline off again.

j- Insert two more line breaks and type in Yours Sincerely followed by 5 line breaks.

k. Insert the field called Branch - Manager and enter a line freak and type in Manager. The letter
should now look like this:

«Branch - Address String»
Tel: «Branch - Telephone» Fax: «Branch - Fax»
Email: «Branch - Email»

«Todays Date»

«Vendor Name - Full»
«Vendor Address - Block»

«Vendor Name - Greeting»

Re:

Yours Sincerely

«Branch - Manager»
Manager

’ We could have inserted fields called User - Full Name and User - Title if we wanted the letter to
come from the logged in user instead of the manager. Also note that there are merge fields for
Primary Applicant/Vendor which can be used when a letter needs to have the primary applicant/
vendor's details on it when it is being sent to an additional applicant/vendor.

’ If standard letters are to be sent by email you can optionally insert the following text anywhere
in the letter to change the default subject of the email {EMAILSUBJECT:Market Your Home Now}
including the brackets The default email subject is "Letter from" plus your company name.

3. SAVE THE STANDARD LETTER

Sawe the letter by clicking on the & button on the navigator panel. This screen can now be closed
and the letter can be used in connection with all vendors.
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3.10

Delete applicant or property?

To completely delete an Applicant or Property record, the following steps must be taken; please be
aware that once deleted, the record can not be undeleted.

1. First the Applicant or Property has to be Archived, to do this go to the appropriate screen, and
click on the ¥ button on the navigation bar.

AL
1 Woodsland Close, Hassocks, West Su
Ill Cruckshank Way, Tunbridge Wells,
Ill Popular Close, Tonbridge, Kent, TH!
|12 Bucklands Drive, Tonbridge, Kent, T
|12 Dark Square, Tunbridge Wells, Kent
12 Green Road, Tonbridge, Kent, THND
|12 Uplands Walk, Tonbridge, Kent, TN
13 Cedar Close, Tunbridge Wells, Kent,

60 Properties u

P07

2. See How do | use the navigation buttons? for further details. A confirmation dialog will be

displayed, click the |M button.

3. Go to the Administration tab and click on the Properties or Applicants button from the Archive
section of the ribbon bar.

([ /

Home Administration

- L Q .ﬂJ @PEcO® vOo@ ) @
| o OO Y O HEEGE @ O
Options Properties  Applicants Contacts Change s o o o Hs o
o Password ' ‘} E D EE Qg@ Qpgo Qgo B8 OO0

<l

Tools Archive Professional User

4. This will display the archived properties or applicants screen. Select the property or Applicant
record that you are going to delete.

5. Click on the 'Permanently Delete' button.

X ]

Permanently & Restore
Delete

Archive
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3.11 Filter properties?

The number of properties being viewed can be filtered on in two ways.

= STANDARD FILTER

59

- QN LI EPp

P .

Standard | Advanced

5 Contains

=

=}

<

-_tu: Bedrooms 0

1]

., Receptions 0

=

1)

(=%}

'LE Branch Tonbridge

1=}

= | Negotiator KAJ

S Min £0

&

w

= |vsale

"]

w -

2 ] Available

in | completed
|1 Exchanged
|1 sale Agreed

% [ valuation

g ] Freehold

=

W

=

Filter |_]
] Bathrooms 0 <[5 |
i) carages 0 <[5 |
Filter |_]
|od| Filter []
|od| Filter []
Max £9,999,999 Filter ]
|| Rent Filter |_]
| Available Again
L1 Completed (Paid)
|| Not Released
|| Under Offer
] withdrawn
Filter |_]
] Leasehald Filter [_]

Selection Criteria

o

o

-+ I R+

[ Type
|_] House
|_] Bungalow
|_] Maisonette
[] Fat
] style
|_] Detached
|_] Semi Detached
| Terraced
|] Town House
[] chalet
] Executive
|_] Purpose Buitt
|_] Conversion
|_] End of Terrace
] Age
] New
|_] Modemn
|] Post War
| Pre War
|_] Period
Garden
Location
Area
Garaging

(mpapap

Using the standard filter only the items listed on this tab can be filtered on. Clicking on the &
button will select all options in that panel. Clicking on the # button will unselect all options in that

panel.

For example, if you were only interested in 3 bedroomed detached houses that are available you
would check the following boxes:

Bedrooms 3

Receptions 0
Filter |w]

Beds, Baths

Ju Bathrooms 0

JiJ Garages 0

Jd

It is necessary that the
Ji || Filter ¥ checkbox is ticked..
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@ [ Type
[v] Houze
|| Bungalow
] Maizonette
| Flat
= L] Swle
|| Detached
|| SemiDetached

It is necessary that the

E vl Available vl Available Again Filter ¥l checkbox is ticked.
A= Completed _| Completed (Faid)
__| Exchanged __| Not Released
| sale Agreed _| Under Offer
¢ | valuation | withdrawn
% Filter ™|

You can then click on the ® button which will apply the filter to the screen you came from. The
grid on the screen that you came from will show the filter information at the bottom of the grid.
When you have finished close this screen.

= ADVANCED FILTER

Standard | Advanced

| Filter | AND  <root=

------ |:| Property - Status in ( Available , Available Again ]||E|

t|...| Accommodation - Bedrooms is greater than or equalto 3

= |:| Classification - Type in { House ]||E|
|:| Classification - Style  in { Detached ]||E|
| press the button to add a new condition |

The advanced filter will mimic those entries made in the standard filter however, it has the
advantage of being able to filter on much more data.

Suppose we want to add one more condition that is not available on the standard filter, for example,
is the property web enabled. To do this click on the button to add a new condition. This will add the
first alphabetic item that is available, in this instance Accommodation - Bathrooms. Click on that
item and then select Adwertising -Web Enabled from the drop down list of items that are available
for filtering on.
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Accommodation - Bathrooms d
Accommodation - Bedrooms -4
Accommodation - Garages d
Accommodation - Receptions

Agency Agreement - Date Received

Agency Agreement - Type

Archived

Branch - Name

Classification - Age

Classification - Area

Classification - Garaging d

This will then display Adwertising - Web Enabled equals <empty>. Click on <empty> and change it
to True. The advanced tab will then reflect the additional condition.

Standard | Advanced

| Filter | AND <root>
..... |

Property - Status in ([ Available ,  Available Again }|T|

Accommodation - Bedrooms  is greater than or equal to 3

-]
-]
_| Classification - Type in { House }lil
-]
-]

Classification - Style in { Detached ]'lEl

Advertising - Web Enabled eguals True

| press the button to add a new condition |

You can then click on the ® which will apply the filter to the screen you came from. The grid on
the screen that you came from will show the filter information at the bottom of the grid. Close the
screen when you hawe finished filtering.

An individual condition can be removed by clicking on the I_J button next to it.

When the like operator is used the search string must use the wild card % at either or both ends,
for example:

~ Property Address - String  lke %otonbridge %o

Note the use of the lowercase. %tonbridge%, %Tonbridge% or % TONBRIDGE% will all produce
the same results as filters are case insensitive. This will find all properties with Tonbridge in the
address. In this case as we are searching the whole address the filter results will of course include
street names such as Tonbridge Road, Tunbridge Wells.

To stop this you could use the field Property Address - Town instead.

Advanced filters can be saved and loaded by clicking on the k save or £/ 10ad buttons
respectively. It is possible to set a default filter that will be automatically invoked each time the
properties screen is loaded.

Suppose for example that | am a negotiator and | only ever want to be able to see my own
properties. To do this set an advanced filter as shown below.
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| Filter | AND <root>

|:| Megotiator - Initials equals KAJ

| press the button to add a new condition |

click on the ™ button to apply the filter then click on

the b button to sawe the filter. The Save Filter dialog
shown below will be displayed.

G?

MName <Default>

H Save

d

ol

Select <Default> from the drop down list and click on

the ki save button. From now on when you open the
properties screen this filter will be applied automatically.

’ Please note that the filter saved for the properties screen will only be applied to that screen. If
you wish to set a default filter for the report generator then that must be done within that screen.
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3.12 Force Refresh a property or applicant?

Properties and applicants should only be refreshed when you are requested to do so.

a. From within System Administration expand either the Property/Vendor group or the Applicant
group and click on the Force Refresh option.

& “% Property/Vendor = & Applicant

B Classifications

P Force Refresh = Classifications

B Marketing Expenses

> Options I Force Refresh

B Property/Vendor Review = Gptinns

P Sales Chasing Definitions .

b tatus Coloure B= Print Blank Cards
P Templates & Documents B Status

b. A screen will be displayed with two columns embedded within the options screen. The example
shown is for a property but the way of doing this for an applicant is identical. Select the property
you wish to refresh from the left hand column and then press the P button to mowe it across to the
refresh list on the right hand side. Properties can also be dragged and dropped to the refresh list.

Live [~ | I save
Property List [> Refresh List
Ref Last Amended || Mame/Address i |_J | Ref Name/Address /

CRO0001043 07/02/2011 08:30 1 CHERRY CLOSE, TONER 2J ‘ CRO0001783 1 BLANDS DRIVE, TONBRIDGE,KENT, TNS 2FS
CRO0002123 07/02/2011 08:30 1 LONSDALE AVEMUE, TC ]
CRO0001171 07/02/2011 08:30 1 ST PATRICKS MEWS, T
CRO0002027 07/02/2011 08:30 1 THE SPIRAL, TONBRIDG
CROO002134 07/02/2011 08:30 1 WILLOW CLOSE, TUNBI
CRO0O001942 20/05/2011 17:00 11 CRUCKSHANK WAY, T
CRO0O000888 05/07/2011 18:20 11 POPULAR CLOSE, TON
CRO0002064 07/02/2011 08:30 12 BUCKLANDS DRIVE, TC
CRO0002577 20/10/2011 18:31 12 DARK SQUARE, TUNBR
CRO0O001435 07/02/2011 08:30 12 GREEN ROAD, TONBRI
CRO0002693 07/02/2011 08:30 12 ROWLANDS ROAD, TU
CRO0O002353 24/02/2011 10:01 12 UPLANDS WALK, TOMB
CRO0001990 12/10/2011 13:04 13 CEDAR CLOSE, TUNBR
CRO0000979 07/02/2011 08:30 13 PEARL ROAD, TONBRIL
CRO0O000993 07/02/2011 08:30 14 AVENUE GARDENS, TO
CRO0O000467 07/02/2011 08:30 14 ESSEX ROAD, TONBRI
CRO0001556 20/05/2011 16:54 14 RIDGEWAY ROAD, TUN
CRO0002469 07/02/2011 08:30 15 BROOMFIELD DRIVE, T
CRO0O001655 07/02/2011 08:30 15 NORTHDOWN ROAD, T
CRO0002565 30/03/2011 15:08 17 MILLWARD ROAD, TOM

P e P o R R T T o o o o Tt Y

2,360 Records ‘_J 1 Records

¢. When you have mowved all properties you require to refresh to the refresh panel press the H sae
button to process the selection. A confirmation dialog will be displayed indicating how many
properties have been refreshed. The upload of the data will automatically commence in the
background within 1 minute. The screen can now be closed.

© 2022 Estate Agent Pro Ltd



64 How do I...

3.13 Make properties uploadable?

Estate Agent Pro automatically validates all data and prompts for any missing data. However, as not
all data is mandatory, we have an easy way for you to check that properties are uploadable.

1. On the main screen click on the properties button. This will open the Properties Screen.

>
’

Properties

2. Navigate to the applicable property either by clicking on it or using the progressive search facility.

A
1 Woodslkand Close, Hassocks, West Su
11 Cruckshank Way, Tunbridge Wells,
11 Popular Close, Tonbridge, Kent, TH!
12 Bucklands Drive, Tonbridge, Kent, T
12 Dark Square, Tunbridge Wells, Kent
12 Green Road, Tonbridge, Kent, TND
12 Uplands Walk, Tonbridge, Kent, TH!
13 Cedar Close, Tunbridge Wells, Kent,

o0 Properties L-J

R0 T

3. Look at the Uploadable button in the Status section of the ribbon bar. It will display one of the
following flags:

}l] Nothing prevents this property from being uploaded to your website and portals.

|Uploadable

The property is not uploadable. Clicking on the button will tell you why. An example is
]]] shown below.

ploadable

w

\Er) This property will not be uploaded because:

Property is set to not Upload to Web
Property is not Available, Under Offer or Sale Agreed

Ok I

4. Make changes as appropriate until the uploadable flag changes its colour to green.
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3.14 Match applicants to properties?

1. On the main screen click on the applicants button.

&

Applicants

2. Navigate to the applicable applicant either by clicking on them or using the progressive search
facility.

J Mame & Address |Fu| 'Name| Ref

Able 1,12 Gordons Road, Tonbridge, Kent, THNS 9QF
Alen M,47 Waverley Road, Tonbridge, Kent, THN10 4
IAIIen 1,14 Osbourne Road, Tonbridge, Kent, TNS 6%
IEaggings F,15 Broomfield Drive, Tonbridge, Kent, TP
IEleh.redere B,18 Belvedere Court, Morth Avenue, Tor
Beval Bob,23 High Street, Tonbridge, Kent, THS 1X
Bloggs ¥, 290b Stratford Road, Sparkhil, Birminghan
Brightwell F,18 Western Road, Tonbridge, Kent, TH
IElmcrrrrﬁeId B,15 Broomfield Drive, Tonbridge, Kent,
IElrnwn B,Flat 3, 2 Grove Park, Tonbridge, Kent, TNG
Il:ardcrgan Alice 4 Forrest Road, Tunbridge Wells, Ker
ICIevedun ¥, 13 Prince Street, Tonbridge, Kent, TNS
ICurk K,7 5t Marys Close, Tonbridge, Kent, THN10 3Al
Crabb 5,20 Turner Gardens, Tunbridge Wells, Kent,
Deacon K, Flora House, 30 Morth Road, Tonbridge, K
Dempsey C, 14 Deacon Road, Tunbridge Wells, Kent
IDeinn W, 18 Kingsmil Road, Tunbridge Wells, Kent,
IEl:Iwards E,12 Bucklznds Drive, Tonbridge, Kent, TH
IEssex E,14 Essex Road, Tonbridge, Kent, THNS 2BN
IFirth AK,2 Manning Road, Tonbridge, Kent, THN11 &#
IFIurins M,5 Albert Close, Tonbridge, Kent, TNS 3WE
IFm{ Frieda,1 Suffolk Street Queensway, Birmingham,
IFramptun M,15 York Sguare, Tunbridge Wells, Kent,

wPEHIZTO Y K

3. Click on the match button.

®

Match

-
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4. You will be asked if you wish to exclude properties already matched. Click on the Yes or No
button as appropriate.

Confirm E

D ] J Do you wish to exdude properties already matched against this applicant?
-

hIESJﬂnJEanch

5. After a short delay the Applicant/Property Matching Screen will be displayed where you can
choose to communicate the results of the matching process to the applicant by text, email or letter.
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3.15 Match properties to applicants?

1. On the main screen click on the properties button. This will open the Properties Screen.

>
'

Properties

2. Navigate to the applicable property either by clicking on it or using the progressive search facility.

AL
1 Woodslkand Close, Hassocks, West Su
Ill Cruckshank Way, Tunbridge Wells,
Ill Popular Close, Tonbridge, Kent, TH!
|12 Bucklands Drive, Tonbridge, Kent, T
|12 Dark Square, Tunbridge Wells, Kent
12 Green Road, Tonbridge, Kent, THND
|12 Uplands Walk, Tonbridge, Kent, TH!
13 Cedar Close, Tunbridge Wells, Kent,

60 Properties hJ

RO T

3. Click on the Match button.

N

Match

4. This opens a popup the Matching Screen asking you if you wish to exclude properties already
matched against this applicant.

5. After a short delay the Applicant/Property Matching Screen will be displayed where you can
choose to communicate the results of the matching process to the applicant by text, email or letter.
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3.16 Printaddress labels?

For example, if you want to send a letter to all applicants looking for a property in a specific price
band:

1. Go to Reports>Generate>Applicant Search.
2. Set the filter as required and apply it (see How do | Filter properties? as an example).
3. Then run Standard Reports>Address Labels - Applicants.

The addresses are formatted to print on:

63 x 38 mm 21 per sheet labels
Awery Addressing Label 63.5 x 38.1mm J8160
Viking 63 x 38 mm VIJL21

3.17 Update an Applicant/Vendor?

To update a client record please go to the vendor (or applicant or landlord)
screen and click on the vertical blue button with no text on it that appears to
the right of the box with the client's name and address in it.

Property || Lease | Advertising | EPC | Particulars | Survey | Valuation | Vendor

General | Additional Vendors | Docs | Marketing Expenses | Mortgage Mot Required | Motes

Details Agency Agreement .
Client|Mr J Bland “Type Joi
1 Blands Drive / d N
Tonbridge mne €
Kent e
THD 2FS |
\ eeks Agl
' [ Commissin:
Contact Details =y
R+
MumberiEmail Detail
£ 01892 776655 Home

| jbland@hotmail.com

3.18 Use grid column grouping and filtering?

Any column that makes logical sense to group by, can be grouped. We will use the Activity Report
Screen as an example.

© 2022 Estate Agent Pro Ltd



Estate Agent Pro Enterprise 69

@ (2 I A e e 'S ivi Activity Report

Administration I Activity 1
From 01/01/2015 a @
To 06/10/2015 ﬂ Print
Preview
Report |

Drag a column header here to group by that column
e e T ey e fe e v
[rbf[i]fZDlS The Old Barn, Tunbridge Wells, Kent, TN2 SHS g Offer Rejected £850,000
08/01/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Valuation £0 MMIH  KC
00/01/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Valuation £0 MMIH  KC
28/01/2015 The Old Barn, Tunbridge Wells, Kent, TN2 SHS Crowborough Sale Offer Withdrawn £370,000 KC MMIH
15/02/2015 The Old Barn, Tunbridge Wells, Kent, TN2 SHS Crowborough Sale Sale Agreed £875,000 £16,625 KC MMIH
22/02/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Price Change £229,990 £4,600 MMIJH  KC
22/02/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Under Offer £200,000 £4,000 MMIH ~ KC
22/02/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Sale Agreed £210,000 £4,200 MMIH KC
25/02/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Price Change £229,990 £4,600 MMIH  KC
17/03/2015 Flat 2, 125 West Street, Tunbridge Wells, Kent, THN2 3AH Tonbridge Rent Sale Agreed £350 F17 KC
19/03/2015 11 Cruckshank Way, Tunbridge Wells, Kent, TN2 4RW Tonbridge Sale Valuation £250,000 KC MMIH
19/03/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Instruction £229,990 £4,600 MMIH ~ KC
24/03/2015 The Old Barn, Tunbridge Wells, Kent, TN2 SHS Crowborough Sale Price Change £895,000 £13,425 KC MMIH
24/03/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Fee Changed £229,990 £2,300 MMIH  KC
24/03/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Fee Changed £229,990 £4,600 MMIH ~ KC
06/04/2015 The Old Barn, Tunbridge Wells, Kent, TN2 SHS Crowborough Sale Under Offer £850,000 £12,750 KC MMIH
06/04/2015 The Old Barn, Tunbridge Wells, Kent, TN2 5HS Crowborough Sale Sale Agreed £875,000 £13,125 KC MMIH
22/04/2015 1 Cherry Close, Tonbridge, Kent, TN10 2EF Tonbridge Sale Sale Agreed £325,000 £6,500 KC MMIH
22/D4/2015 11 Brick Street, Westminster, London, W13 7XR Tonbridge Sale Sale Agreed £900,000 £13,500 CE
22/04/2015 11 Brick Street, Westminster, London, W13 7XR Tonbridge Sale Fee Changed £1,000,000 £19,000 CE
26/04/2015 The Old Barn, Tunbridge Wells, Kent, TN2 SHS Crowborough Sale Fee Changed £895,000 £17,005 KC MMIH
01/08/2015 13 Cedar Close, Tunbridge Wells, Kent, TN1 2AB Tonbridge Sale Exchange £132,000 £2,640 AD MMIH
04/10/2015 18 Belvedere Court, North Avenue, Tonbridge, Kent, TS 1 Tonbridge Sale Under Offer £100,000 £2,000 AD RR
| 23 Properties |
© 2015 Pair Softwhere LLP | ‘ 06 October 2015 16:55

If, for example, you wish to show this grid grouped by your branches, right mouse click on the
Branch column heading and then drag it to the grouping area and release the mouse button.

Branch &

[rate . Property Auctivity . Plice Fee
led Branch : Crowbarough
\=l Branch : Tonbridge

17/08/2010 1 Ethelred Gardens, Tonbridge Kent MET19 1 W aluation £229.995
242082000 14 Avenue Gardens, Tonbridge Fent,MET3 3B WY aluation £324.995
26/08/2010 1 Blandz Drive.Tonbridge F.ent MET3 215 Price Change £229.995
26/08/2010 1 Ethelred Gardens, Tonbridge Kent MET191 Price Change £229.995
260842010 14 Ridgeway Road, Tunbridge Wells Kent, TH Sale Agreed £180,000 £3.600
26/08/2010 1 Blands Drive,Tonbridge Kent METS 215 Price Change £229.995
267082010 1 Ethelred Gardens, Tonbridge Kent MET13 1 Price Chanige £229,995
27082000 8 Journeys End,Tanbrdoge Fent THI 21R IInder Offer £160.000 £3.200
/082010 8 Journeys End,Tonbridge Kent, TH10 4MG Sale Agreed £170,000 £3.400
06/03/2010 1 Chery Cloze, Tonbndge Kent, TH10 2EF Inztruction £0
| 10 Properties |
| 14 Properties |

The column grouped by can then be collapsed or expanded as required e.g. Crowborough branch is
collapsed.
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We could, if we so wished group by Date, in this instance this particular grid has been set to group
by months:

Branch . Property Activity . Price Fee

led Date : August 2010
= Date : September 2010

Crowborough  The O1d B arn, Tunbridge 'wells Fent, TH4 OH IInder Offer £850,000 £16,1560
Crowborough The Old Barn, Tunbridge Wells Kent, THA OH Sale Agreed £875.000 £16.625
Tonbridge 1 Cherry Cloze, Tonbridge kFent, TH10 2EF Inztruction £0

| 3 Properties |

| 14 Properties |

If you so wished to do so you could group by multiple columns!

Columns can be ungrouped by dragging and dropping them back to their original, or other, column
position.

If the grid is printed the grouping used will be reflected in the output.

Filters can be applied to certain columns by clicking on the [ button in the column heading. Only
those columns that can be filtered will have this button.

If you wish to filter by the Branch column, clicking on the button will display the following drop down
list to choose from:

[l Checking the Crowborough branch will display the properties for just that branch.
[Mone] Multiple branches can be included as appropriate.
Crowwboraugh
[ ] Tonbridge
Dirag a colume header her roup b that column
m
S2010 | Cravebarn llll:lh The Old B arn, Tunbridge b, THZ 5H W aluation
3082010 Crowborough The Old Barm, Tunbridge "ells Kent, THZ2 BH Ingtruction EEI
05/03/2010 Crowborough  The O1d B am, Tunbridge “Wellz Kent, TH4 OH Idnder Offer EBR0.000  E16150
05/09/2010 Crowborough  The Old Barm, Tunbridge "wells Kent, TH4 OH Sale Agreed £875,000 E1BEZ5
4 Properties

™ [Eranch = Crowborough] kv

As can be seen from the above example the active filter is displayed at the bottom of the grid.

Multiple column filters can be applied if required.

To cancel the filter, simply click on the 2 shown against it.

' Of course, column grouping and filtering can be combined!
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3.19 Use the contact details grid?

All contact information is displayed for the client. There are two different versions of this grid
depending on where it is displayed. The full version which is shown where it is necessary to include
the contact details of solicitors is shown first.

Contact Details 12y
Whom  Nurmber/Email Detail )

&) ¢ |Primary  |020 7491 7777 Home C

“ & Primary 01892 525448 Work Q

“* % Primary 07872 123456 Ken Randall 7/

“ 9 Primary ken@pairsoftwhere.com Ken Randall

“ & soligtor 01892 121212 1 Badger O

> | [~ Solicitor  jbadger@badgersolicitors. Badger rd

“ & Additional 01892 565656 Elzine Randall O

“* % Additional 07877 888888 Elaine Randall 7’/

o & Primary 01892 222444 Home

‘. [~ Primary  mariaslove@hotmail.com Clevedon

< & solictor 01892 777777 Mercantile

& [ Solictor kmercantie@mercantilear Mercantile

& & additional 01892 222444 Home "

& (=) Additional mariaslove@hotrmail.com Jennifer Clevedon o

The abbreviated version is shown where it is only necessary to show only the vendor or applicant
contact details.

Contact Details

Nurmber\Email Detail )
[ 4l 11802 565656 Eline Randall .
% 07877 gs8ass Elaine Randall s
€ 0207491 7777 Home L |
& 01892 525448 Waork O
% 07872 123456 Ken Randall s
[ ken@pairsoftwhere.com  Ken Randall

Depending on the positioning of the contact details a splitter item may be available

e —

If it is available, as in the first example abowe, it can be dragged down to increase the size of the
contact details box.

If both applicant and vendor details are to be shown then the first column will indicate who they are:

Primary vendor

Additional (secondary) vendor
+  Primary applicant

&+ Additional (secondary) applicant

@
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The means of contact is also shown graphically and can be either:

£ Land line phone
%  Mobile phone

@ Fax
Email
1 Pager
Bl DX
@ Website

Clicking on the “» button will open a screen to enable you to send text messages to the mobile
shown. This has to be configured and additional charges apply.

Clicking on the = button will open a screen enabling you to send an email to the email address
specified.

Both of these types of communication will be stored under Draft & Sent Communications for the
respective client. See Customer Communications Screen for more information.

The detail column will show whatever information you have entered into the detail column when the
contact details were added on the Client's Screen. If this is blank then the clients first name and
surname will be displayed.

The ¥ column represents restrictions on when the client can be contacted. Client contact details
can be defined in the Client's Screen with a time to contact them. These times are fixed and are
shown wherever contact details are displayed in Estate Agent Pro. Images are used for this
purpose and are as follows “ morning only, +* afternoon only, day time only, L evening only,
Z no limit and  other (the details of which should be specified in the notes). If the Pref(erred)
communications method has been set in the Client's screen then the images will be shown as ",

v, L :q & and ¥ respectively. The setting of a contact time can be made mandatory for
mobile and telephone numbers by your system administrator in Admin>General Options>Client -
Validate Preferred Contact Time.

’ if the header with the * button is visible double clicking on it will undock this panel making it
larger for ease of use.
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3.20 Use the navigation buttons?

One or more of these buttons is used on the navigation bar
FHPOY T ELS S &

To add a new record click on the S button.
To sawve changes made click on the  button.
To cancel any changes made click on the &

If the information & button is displayed clicking on it will provide info on the meaning of colours
used.

if the filter “7 button is displayed clicking on it will open a screen allowing you to filter the contents of
the grid

If the diary " putton is displayed clicking on it will add the contents of the dated note into the diary
using the date of the note.

If the to do "X button is displayed clicking on it will add the contents of the dated note into the to do
list using the date of the note.

If the < button is displayed clicking on it will copy the selected vendor dated note to the associated
applicants dated notes.

if the “¥ button is displayed clicking on it will copy the selected applicant dated note to the
associated vendors dated notes.

If the # button is displayed it will open an associated editor.

To delete (or archive if applicable) click on the X button (this button is normally displayed on the far
right of the panel to awid accidents)
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3.21

Use the postcode lookup?

If you have AFD Software's postcode look-up software Postcode Plus installed on the PC you are
using, you will be able to use the postcode search capabilities. Please note that only the Plus
version will work with the 64 bit version of EAP.

= o

) o h? H 4 E

Postcode Search | B9 SED =] search | Clear

Houze MameMao 3

Strest Carlton Road

Additional

Locality Small Heath

Town Birminigham d ed
County W anwickshire [ ||
Postcode B3 BED

County [Inited Kingdom hdad
Address !

0

1 Carlton Road, Small Heath, BIRMIMGHAR
11a Carlton Road, Small Heath, BIRMIMNGHARM
15 Carlton Road, Small Heath, BIRRIMGHARM
17 Carlton Road, Small Heath, BIRMIMGHARM
19 Carlton Road, Small Heath, BIRMIMGHARM
21 Carlton Road, Small Heath, BIRMINGHAM
23 Carlton Road, Small Heath, BIRMINGHAM
25 Carlton Road, Small Heath, BIRMINGHAM v |

There are two different ways of searching for addresses:

1. Search by postcode. The postcode field is focused by default so you can immediately start
entering the postcode, there is no need to use the Caps Lock key on your keyboard. When the
system detects that you have entered a valid postcode it will automatically lookup the address. If

Fl search

you wish to search on a partial postcode you will need to click the button.

2. If you don't know the postcode you can still search on any part of the address by entering the

address info you do have, select the |53l 32arch  udl option and then click on the g Search

button. Be as specific as possible as this could return lots of addresses otherwise. Results are
limited to 1,000 addresses.

Select the correct address from the list (progressive key searching can be used) and then click on
the b to save the address and exit.
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3.22 Use price qualifiers (POA,OIRO. etc...)?

Most property portals can display standard price qualifiers and also, your own website can do this if
it is being fed from EAP and is set up to use them.

Price Qualifiers are entered in the property’s ‘Price Details’ field, which is found on the Properties
Screen>Property Tab in the ‘Basic Information’ section.

EAP will automatically add the ‘Asking Price’ to the end of any entry in this field unless told not to,
using the special codes <PRICE> or <NOPRICE>.

For example using a property with an asking price of £250,000, the table below shows how you can
effect the price’s appearance on a portal or website:

Price Details entered in EAP Price displayed on the portal or website
OIRO OIRO £250,000

Offers in Excess of Offers in Excess of £250,000

Prices from £225,000 to Prices from £225,000 to £250,000

Price on Application <NOPRICE> Price on Application

Prices from <PRICE> to £275,000 Prices from £250,000 to £275,000

Price qualifiers recognised by the portals are:

1. POA

2. Guide Price

3. Fixed Price

4. Offers in Excess of
5. OIRO

6. Sale by Tender

NB: Price qualifiers can also be displayed in your templates and reports, if they are set up to use the
appropriate merge fields.

We set the Rightmowve Price Qualifier based on the following case-insensitive entries in the Price
Details field:

1. POA or Price on Application (Also set if Asking Price = £0) - Appears on Rightmove as POA.
2. Guide Price - Appears on Rightmowe as Guide Price.

3. Fixed Price - Appears on Rightmowe as Fixed Price.

4. OIEO or Excess - Appears on Rightmowe as Offers in Excess of.

5. OIRO or Offers Invited - Appears on Rightmowe as OIRO.

6. Tender - Appears on Rightmowve as Sale by Tender.

7. From - Appears on Rightmowve as From £(propertyasking price).

8. Shared Ownership - Appears on Rightmowve as Shared Ownership.

9. Offers Over - Appears on Rightmowe as Offers Over £(propertyasking price).

10. Part Buy/Rent - Appears on Rightmowe as Part Buy/Rent.

Most portals and 3rd party websites now use the Rightmowve V3.5 spec so this also applies to them.
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4 Installing Estate Agent Pro

The single user trial version of Estate Agent Pro Enterprise can be downloaded from our website. If
you subsequently wish to purchase EAP we will upgrade your system to the multi-user version. The
instructions shown are for installing EAP on a PC running Microsoft Windows 7. The installation is
in three stages.

= STAGE 1 - DOWNLOAD

1. Download The trial version of Estate Agent Pro Enterprise from here. The screens shown will vary
according to the browser you are using.

e Downloac

Do you want to run or save this file?

MName: Setup.exe
Type: Application, 52, 7MB

From: www.estateagentpro.com

[ Bun ] [ Save ] [ Cancel

l--'“ While files from the Intemet can be useful, this file type can
ng potentially harm your computer. § you do not trust the source, do not
run or save this software. What's the risk?

2. Click on the Run button. Once the download has finished the following dialog will be displayed.

Open File - Security Warning

Do you want to run this file?

Mame: Setup.exe
Fublisher: Pair Softwhere LLP
Type: Application
From: C:'\Documents and Settings\Administrator My Docu. ..

[ Run ][ Cancel ]

Always ask before opening this file

potentially ham your computer. Only run software from publishers

@ While files from the Intemet can be useful, this file type can
you trust. What's the risk ¥

3. All of our executables are signed with a security certificate so that you can be sure that they
came from us. Click on the Run button. This completes the first Stage.

= STAGE 2 - INSTALL
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1. Click on the Yes button to allow EAP to be installed on your PC. The first
program will be displayed.

Enterprise Setup Wizard

computer.

continuing.

Click Mext to continue, or Cancel to exit Setup.

Welcome to the Estate Agent Pro

This will install Estate Agent Pro Enterprise 3.0 on your

It is recommended that you dose all other applications before

screen of our installation

‘e’ Setup - Estate Agent Pro Enterprise |Z|_ @

L Mext = J [ Cancel

2. We recommend that you close all other applications before continuing. When you have done so

click on the Next button which will display the licence agreement.

&’ Setup - Estate Agent Pro Enterprise

License Agreement
Please read the following important information before continuing,

Flease read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation,

Estate Agent Pro is copyright © 2010 by Pair Softwhere LLP, all rights reserved.

This software and accompanying help files are protected by United Kingdom
copyright law and alsa by International Treaty provisions, Any use of this
[software in violation of copyright law or the terms of this agreement will be
prosecuted to the best of our ability.

We authorise you to make archival copies of this software for the sole purpose of
back-up and protecting your investment from loss, Under no drcumstances may
you copy this software or help files for the purposes of distribution to others,

(%) 1 accept the agreement
{1 do not accept the agreement

)

[ < Back ]L Mext = J[ Cancel

3. Click on the | accept the agreement radio button and then click on the Next button to proceed
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with the installation.

T Setup - Estate Agent Pro Enterprise

Select Destination Location
Where should Estate Agent Pro Enterprise be installed?

L‘J Setup will install Estate Agent Pro Enterprise into the following faolder,

To continue, dick Mext, If yvou waould like to select a different folder, dick Browse.,
|C:‘|,EAP | [ Browse...

At least 109.9 MB of free disk space is required.

[ < Back ]L Mext = J[ Cancel

4. By default EAP installs to the C:\EAP directory. If you wish to change this click on the Browse...
button. Click on the Next button to proceed with the installation.

' Do not install EAP into protected directories such as Program Files, Program Data, My
Documents, etc.
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‘e’ Setup - Estate Agent Pro Enterprise

Select Start Menu Folder
Where should Setup place the program's shortouts?

Setup will create the program's shortouts in the following Start Menu folder.

To continue, dick Mext, If yvou waould like to select a different folder, dick Browse.,

|Es13te Agent Pro Enterprise | [ Browse.., ]

[]Don't create a Start Menu folder

[ < Back JL Mext = J[ Cancel J

5. It is recommended that you do not change any settings on this screen. Click on the Next button
to display the confirmation screen.

‘e’ Setup - Estate Agent Pro Enterprise

Ready to Install
Setup is now ready to begin installing Estate Agent Pro Enterprise on your

computer,

Click Install to continue with the installation, or didk Back if you want to review or
change any settings.

Destination location:

C:\EAP

Start Menu folder:
Estate Agent Pro Enterprise

[ < Back JL Install J[ Cancel J

6. Click on the Install button to install EAP. A progress bar will be displayed as files are copied to
the EAP directory. The following screen will be displayed as EAP creates your database.
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Estate Agent Pro Enterprise

Estate Agent Pro database has been
successfully installed.

Click to Continue ]
I | 100 % ]

7. When it completes running Click to Continue as indicated.

This completes the second stage of the installation.

81
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= STAGE 3 - CONFIGURE

This is the configuration of EAP and will occur the first time Estate Agent Pro is run. The following
shortcut will have been placed on your desktop.

1. Double click on the EAP shortcut which will display the registration screen. The trial installation is
valid for two weeks and will display the following dialog each time it is run:

@ G B~

Yerzion 3.0.1.296
. pairzoftwhere, com

infof@pairzoftwhers. com
Sales Tel: 08453 712783

The trial wersion of Estate Agent Fra Enterprise is not
lirnited in functionality in amy way. The Prowersion
does not display this natice. This version will expire on
22/0172011 .

| understand that my use of thiz product is subject to the
termz of the Evaluation Licence, and that any other use
requirez payment of a licence fee.

| Agree | | (it | | Lizehce | | By [

2. You must click on the "I Agree" button in order to continue. Once the two week trial has expired
the following Registration screen will be displayed.
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r

fgﬂ \ O N?

Copy ID to

Clipboard
Registration

.4

Reqgister
Software

F47FA179

Enter Code |19DB3E9250BBOAFS

Emiail support@pairsoftwhere. com

I have read the |»] EAP Technical Specification

In order to be able to use this version you must first register the
product. The code can be obtained by emailing technical support
using the link given below. Flease quote the following ID:

Once you hawe purchased the software you will be requested by EAP technical support to send us

the ID displayed, in this case F47FA179. The easiest way to do this is to click on the Email link

support@estateagentpro.com. You will be emailed back a release code which you should insert in

the Enter Code box. You will need to confirm that you have read the EAP Technical Specification
before you can click on the Register Software button. If the release code entered is incorrect or the
expiry date encrypted in the release code has been reached the following dialog will be displayed.

- =

4

-

@ \ ON?

Invalid Release Code, please re-enter!

& OK

Click on the OK button to proceed. If the release code is incorrect you will be given another

opportunity to enter it.

3. The Company Info screen will be displayed next.
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o/ '\ 9N 2 a

Company Mame | Tonbridge E state Agents
Branch Mame | Taonbridge

Address 1 High Strest
Tonbridge
k.ent
TWNS 15T

Telephone Mo 07832 111111
Fax Mo 01892 222222

E mail zales@tonbridgeestateagents. com

| Conftinue

4. Enter the information requested and then click on the Continue button. The registration is now
complete.

’ You should use the town you are located in for the branch name.

5. The EAP PDF Printer drivers will then be installed a dialog box will be displayed showing the
progress.

The EAF FDF Frinter drivers are being
installed. This will onky happen the firsttime
vou run Estate Agent Fro.

The installation could take sewvearal minutes,
Flease wait until thiz message disappears.

6. You will be asked to confirm that you will allow these drivers to be installed. Please click on the
Yes button.

o =

#' User Accaount Cantral @

Do you want to allow the following program to make

changes to this computer?

9 Program name:  novaPDF Professional Server 5 printer Setup
Verified publisher: Softland
File origin: Hard drive on this computer

(%) Show details Yes || Mo

Change when these notifications appear
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This completes the third stage and the installation of EAP. Please ensure that you study this help
file for further information on how to use EAP. A good starting point is the How do |I... section and
Frequently Asked Questions.

© 2022 Estate Agent Pro Ltd



ESTATE AGENT PRO

Part

Screens



Estate Agent Pro Enterprise

5 Screens

Help is available on the following list of screens:

Activity Report Screen
Adwertisements Screen

Applicants Screen
Applicant/Property Matching Screen
Client Review Screen

Client's Screen

Carousel Screen

Chain Flow Screen
Communications Screen

Contacts Screen

Custom Reports Screen

Customer Communications Screen
Dashboard Screen

Diary Screen

Event History Screen

Google Map Screen

Images Screen

Letting's Screen
Letting's Income/Expenditure Screen

Main Screen

Marketing Screen
Matches Review Screen
Offer Book Screen

Offers Screen

Portfolio Screen
Properties Screen
Property Review Screen
Report Generator Screen
Sales/Rent Status Screen
Solicitor Referrals Screen
Support Screen
Valuation Report Screen
Viewing Book Screen
Viewings Screen

YTD Statistics Screen
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5.1 Activity Report Screen
The activity report screen lists all activities on all properties within a selected date range (default 30

days). Double clicking on an individual property will open the properties screen focused to the
respective property.

@@%'—Jv%-’.‘k‘?
: Home

Activity Report

Administration l Activity ]
From 01/01/2015 | [lgg
o 08/10/2015 a Print
Preview
Report
J@" Activity Report
Drag a column header here to group by that column
Do ey e Ty e e e v
06/01/2015 |The Old Barn, Tunbridge Wells, Kent, TN2 SHS Crowborough Offer Rejected £850,000
08/01/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Valuation £0 MMIH  KC
09/01/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Valuation £0 MMIH  KC
28/01/2015 The Old Barn, Tunbridge Wells, Kent, TN2 SHS Crowborough Sale Offer Withdrawn £870,000 KC MMIH
15/02/2015 The Old Barn, Tunbridge Wells, Kent, TN2 SHS Crowborough Sale Sale Agreed £875,000 £16,625 KC MMIH
22/02/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Price Change £229,990 £4,600 MMIH ~ KC
22(02/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Under Offer £200,000 £4,000 MMIJH  KC
22/02/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Sale Agreed £210,000 £4,200 MMIH  KC
25/02/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Price Change £229,990 £4,600 MMIH KC
17/03/2015 Flat 2, 125 West Street, Tunbridge Wells, Kent, TN2 3AH Tonbridge Rent Sale Agreed £350 E17 KC
19/03/2015 11 Cruckshank Way, Tunbridge Wells, Kent, TN2 4RW Tonbridge Sale Valuation £250,000 KC MMIH
19/03/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Instruction £229,990 £4,600 MMIJH  KC
24/03/2015 The Old Barn, Tunbridge Wells, Kent, TN2 5HS Crowborough Sale Price Change £895,000 £13,425 KC MMIH
24/03/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Fee Changed £229,990 £2,300 MMIH  KC
24/03/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale Fee Changed £229,990 £4,600 MMIH  KC
06/04/2015 The Old Barn, Tunbridge Wells, Kent, TN2 5HS Crowborough Sale Under Offer £850,000 £12,750 KC MMIH
06/04/2015 The Old Barn, Tunbridge Wells, Kent, TN2 SHS Crowborough Sale Sale Agreed £875,000 £13,125 KC MMIH
22/04/2015 1 Cherry Close, Tonbridge, Kent, TN10 2EF Tonbridge Sale Sale Agreed £325,000 £6,500 KC MMIH
22/04/2015 11 Brick Street, Westminster, London, W13 7XR Tonbridge Sale Sale Agreed £900,000 £13,500 CE
22/D4/2015 11 Brick Street, Westminster, London, W13 7XR Tonbridge Sale Fee Changed £1,000,000 £19,000 CE
26/04/2015 The Old Barn, Tunbridge Wells, Kent, TN2 5HS Crowborough Sale Fee Changed £895,000 £17,005 KC MMIH
01/09/2015 13 Cedar Close, Tunbridge Wells, Kent, TN1 2AB Tonbridge Sale Exchange £132,000 £2,640 AD MMIH
04/10/2015 18 Belvedere Court, North Avenue, Tonbridge, Kent, TNS 1 Tonbridge Sale Under Offer £100,000 £2,000 AD RR
| 23 Properties
© 2015 Pair Softwhere LLP | 06 October 2015 16:55

The fee due is only shown when the Activity is Sale Agreed or above.

Double clicking on any property will open the properties screen focused to that property.

Click on the  button to print the grid as it is displayed. There is an option to preview the report
first.

Changing the from or to date automatically regenerates the report.

When grouped the Price and Fee columns show totals.
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J@-T Activity Report &3

7] ] ] ] ]

Activity : Instruction
Activity : Valuation
& Activity : Sale Agreed

15/02/2015 The 0Old Barn, Tunbridge Wells, Kent, TN2 5HS Crowborough Sale £875,000 £16,625 KC MMIH
22/02/2015 1 Blands Drive, Tonbridge, Kent, TN9 2FS Tonbridge Sale £210,000 £4,200 MMIH  KC
17/03/2015 Flat 2, 125 West Street, Tunbridge Wells, Kent, TN2 3AH Tonbridge Rent £850 £17 KC

06/04/2015 The Old Barn, Tunbridge Wells, Kent, TN2 5HS Crowborough Sale £875,000 £13,125 KC MMIH
22/04/2015 1 Cherry Close, Tonbridge, Kent, TN10 2EF Tonbridge Sale £325,000 £6,500 KC MMIH
22/04/2015 11 Brick Street, Westminster, London, W13 7XR Tonbridge Sale £900,000 £13,500 CE

_ ST — £3,185,850)  £53,967

Activity : Exchange
Activity : Under Offer
Activity : Price Change
Activity : Offer Withdrawn
Activity : Fee Changed

ﬁ 23 Froperties ﬁ

’ This grid has the ability of being grouped and filtered by columns. See How do | use grid
column grouping and filtering? for further information.
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5.2

Advertisements Screen

A record of adwvertisements placed for the selected property can be recorded here.

= ADVERTISEMENTS SCREEN

Date I Publication “ Comments =
03/09/2010 | Friday Ad "~ |

02/09/2010 g4 Kent & Sussex Courier \ual Images were blurred. Next ad is free.

01/09/2010  |ga TWells Gazette ad

X

The publications used regularly can be defined by your system administrator. Any advertisements
entered here will also be shown on the Event History Screen.

Date Date of the publication.

Publication [ Publication in which the advertisement was placed.

Comments | Any comments you wish to add.

' The system can be configured to automatically record advertisements when advertising reports
are generated.
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5.3 Applicant/Property Filtering Screen

The same screen with slightly different content is used for filtering both applicants and properties.

= APPLICANT/PROPERTY FILTERING SCREEN

LY
Standard | Advanced
% Cantains Selection Criteria ¥
E Filter || 8 O Type
[] House
£ Bedrooms |0 JiJ Bathrooms 0 ad S Bungalow
i) — — Maisonette
m .
g Receptions|0 Wi Garages 0 ad i Fut
& Filter |_] a O sty
|_] Detached
':E Branch Tonbridge i Filter |_] |_] Semi Detached
[y s
& | Megotiator KAJ \d Filter [ S Terraced
Town House
W [] Chalet
2 min £0 Max £9,993,999 Filter [ -
[] Purpose Buit:
£ [vlsale [ Rent . [] Conversion
& Filter L [] End of Terrace
8 O Age
()]
2 iv| Available |v] Available Again 1 New
¢ ] Completed [ completed (Paid) [[] Modern
| Exchanged |1 Not Released [ Post war
Ll sale Agreed |_| under Offer L] pre war
] Period
g |1 valuation ] withdrawn T e
Filter [ & [ Location
& [ Area
E || Freehald || Leasehold Filter [ @ [ Garaging
=
w
'_

The example shown here is for filtering properties.

The number of properties being viewed can be filtered on in two ways either by using the standard
filter (shown) or the advanced filter which can be used when you wish to filter properties by items
that are not on the standard filter.

See How do | filter properties? for more information.
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Applicants Screen

The applicants screen is where all details relating to applicants can be recorded including
communications, viewings and matching against properties.

APPLICANTS SCREEN

N T / Applicants ble J,12 Gordons Road, Tonk

Administration Applicants
Tk L = e A, v
8 e ¥ BEEe 8 ® O ® -
Match Porifolio  Register Disable New  Draft Contacts Print Mercantile | Offers Viewings AMLRisk | Events Open Buying Multiple
as Vendor Validation & Sent Card & Rolfe Score Matches Properties
Actions Communications Applicant Links Status

&L Able 1,12 Gordons Road, Tonbridge kd

Name & Address | Full Mame | Ref L Primary Applicant | Additional Applicants = Advanced Requirements | Mortgage Required | Search Criteria| Documents
T Basic Information Contact Details =Y
Enter text to search... lud| | Clear
T Client MrJ Able Number/Ermail Detail 0]
Able 1,12 Gordons Road, Tonbridge, Kent, TNO 9QF 12 Gordons Road £ 0202780324 Work C
Tonbridge 5
Alen M,47 Waverley Road, Tonbridge, Kent, TN10 4BF Kent g % 07787234674 Able 7
IAIIen G,14 Osbourne Road, Tonbridge, Kent, TN9 6Y7 TNO 0QF | knrandall@gmai.com Able
IEaggings F,15 Broomfield Drive, Tonbridge, Kent, TN1 .
IEeNedere B,18 Belvadere Court, North Avenue, Tonb || Status Nothing to Sell d Offers/Viewings [EI
Beval Bob,23 High Street, Tonbridge, Kent, TN 1XP Override Solicitor Roloph Zena, Badger & Partners, TunbrioJ (g = =
Date/Time Address Offer
Bloggs XX,290b Stratford Road, Sparkhil, Birmingham, Has to Sel No  &d Branch Tonbridge ] f ;
i & 11/01/18 12:30 18 Northdown Road, Tonbridge, Ken
Brightwell F,18 Western Road, Tonbridge, Kent, TN Negotiator 3 Next Review 24/05/2019 [~
Iamnmﬁe\d 8,15 Broomfield Drive, Tonbridge, Kent, Tt g & 15/01/17 13:00 66 Trenton Road, Alton, Hampshire,
| 8rown 8,7t 3, 2 Grave Park, Tonbridge, Kent, TN 7 Purchase/Rent Sale |u Review Freq 2 Months || = 21/10/15 09:45  The 0ld Barn, Tunbridge Wels, Kent
ICardngan Alice,4 Forrest Road, Tunbridge Wels, Kent, Registered  08/04/2010 ~] & 22/01/15 12:00 5 Rutland Gardens, Tonbridge, Kent,
ICIEVEan X,13 Prince Street, Tonbridge, Kent, TNG 9
Price Notes

Cork K,7 St Marys Close, Tonbridge, Kent, TN10 3AQ
Coronation C,24 Coronation Road, Tonbridge, Kent, T Minimum  |£0 Maximum|£1,000,000 John & Fred
Crabb 5,20 Turner Gardens, Tunbridge Wells, Kent, Tl

Deacon K,Flora House, 30 Morth Road, Tonbridge, Ker Beds, Baths, etc.

=]
Dempsey C,14 Deacon Road, Tunbridge Wells, Kent, ~ EemiTer Dated Notes =
i i i Bedrooms 3 Bathrooms 1 LEE
IDevIln W,16 Kingsmill Road, Tunbridge Wells, Kent, Th . . lﬂd . DU!J ¥ Date ~ |Reason |Branch |Notes i Methe
IEdwards E,12 Bucklands DFIVE,. Tonbridge, Kent, TN1C eceptions JiJ Garages %]*] 04/11/2018  Clent Re RO So is this P Spoke
IEssax E,14 Essex Road, Tonbridge, Kent, TNG 2BN T ——— 04/11/2018  Client Re CRO This is 2 test! KC Spoke
IF\rth AK,2 Manning Road, Tonbridge, Kent, TH11 6AC PP p
IF\Urlns M,5 Albert Close, Tonbridge, Kent, TNS 3WE 14/08/2012  Viewing CRO leedle JoumeysENVen yap 4 Spoke
. ! i N : Category | Cat4 [~] mu
77 Applicants
= Matching
g Wyl FHAT TS ®
I:|I:||j l’ﬁ'j 2‘ & @ li x Include in | Yes lad Send Texts |Yes d =2
(© 2019 Estate Agent Pro Ltd  Logged in as Ken/Tonbridge = 13 June 2019 14:45

See How do | add an applicant?

This screen can be broken down into three primary areas.

LIST OF APPLICANTS

Namo & adics: | . By default this grid contains a list of all active (non- s Le
Etmm o qu' archived) applicants. By means of the buttons on the fl Cash uyer

First Time Buyer

| | toolbar at the bottom left of the grid, applicants can be
len 3,14 Oshourne Road, Tonbridge, Kent, y .

s e e s e e | added P, deleted (archived) 8, saved ., have ll ot on Market
Belvedere B,18 Belvedere Court, North Avenue, Tor Mothing to Sell

Beval Bob,23 High Street, Tonbridge, Kent, TN9 1X Changes cancelled m, have information d|sp|ayed 0‘ IOﬁwer Agent

Bloggs XX,290b Stratford Road, Sparkhil, Birminghan = Our Vendor
Brightwel F,18 Western Road, Tonbridge, Kent, TH' r}

Broomfield B,15 Broorrfield Drive, Tonbridge, Kent, * and be ﬁ ltered on . ISaIe Agreed
Brown B,Fiat 3, 2 Grove Park, Tonbridge, Kent, TNG
Cardogan Alice,4 Forrest Road, Tunbridge Well, Ker

devedon x,13 prnce streer, Tonorge, kent, 0| | To s@arch for a specific applicant any part of the name

Cork K,7 St Marys Close, Tonbridge, Kent, TH10 3A¢

crvb 5,20 Tumer Gardens, Tunrdae wiels, ke, | [ g address string can be entered in to the search field,

Deacon K,Flora House, 30 North Road, Tonbridge, K

nemsey C, 14 bescon Road, Tunbricge wels kent | | \Which is case insensitive. The search will start 1

Devin W,16 Kingsmill Road, Tunbridge Wels, Kent,

dwards €12 Buckncs orve, Tontrige, kent, | [ S@cond after you finish typing and will only show those

Essex E,14 Essex Road, Tonbridge, Kent, TN 28N

Frn a2 wennng Read, Tenbridoe, kent, 15| [ @ppplicants that match the search criteria.
Florins M,5 Albert Close, Tonbridge, Kent, THO 3WE

Fox Frieda,1 Suffolk Street Queensway, Birmingham,
Frampton N,15 York Square, Tunbridge Wells, Kent,

et e s | YOU CAN also mowve between applicants by clicking on
66 Applicants 2 . . . LT
v the applicant or using the progressive search facility.
AT O S . Y
wHAT Oy X For example if, when the grid is focused, you press the

C key it will mowe to Cardogan A, if you then press

Investor
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the O key it will move to Cork K, if you then press the
U key it will move to Coulson S, etc.

Clicking on one of the tabs at the top will display a
different view of the grid showing either the full name of
the reference of the applicant.

Clicking on the information ) putton will display a pop-
up window which is shown on the right which
corresponds with the coloured blocks shown against
each applicant. The colours represent the status of the
applicant. These statuses and colours are configurable
by your system administrator.

= PRIMARY APPLICANT TAB

& Primary Applicant | Additional Applicants | Advanced Requirements | Mortgage Required | Search Criteria | Documents

Basic Information Contact Details B
Client Mr 1 Able Number/Erail Detail T lad
#ifbﬂrlréjgﬂgl‘ Road # 0202789324 Work = |
Kent % 07787234674 Able /
THG SQF ] jable@hotmail.com Able [~
Status Nothing to Sell ad Offers/Viewings &
Override Solicitor Roloph Zana, Badger & Partners, Tunbri
N B[ = ) d’ ded Date/Time Address offer A
a6 k0 58 No udl Brand  [Tonbridge & | ' 11/01/1812:30 18 Northdown Road, Tonbridge, Kent, TN1D 3A¢ =
EEIIEE RR_ lad MextReview30/07/2018  d | |@  15/01/17 13:00 66 Trenton Road, Akon, Hampshire, GU34 2RS
Purchase/Rent |Sale |ud| Review Freq 2 Months ad » 21/10/15 09:45 The Old Barn, Tunbridge Wells, Kent, TH2 SHS
Registered |08/04/2010 ad =) 22/01/1512:00 5 Rutland Gardens, Tonbridge, Kent, TN10 3DG ad
Price Notes Y
Minimum  |£0 Maximum £180,000 John & Fred
Beds, Baths, etc. =
Dated Notes &
Bedrooms 3 Bathrooms 1 Bxact Match
T 104 Garages °@d Date ~ Reason Branch Notes Init Methoc

14/08/2012 Viewing Feedback CRO Liked 8 Journeys End very much!  KAR % Spoken
Applicant Classifications

Category | Cat4 [~]
Matching
Include in | Yes |oJ Send Texts | Yes R O b 4

An explanation of each of the areas is given below. For help on adding a new applicant please refer
to How do | add an applicant?

E‘““ Toforration Client: To change the clients details click on the button on the
e i"z”sbﬂr:d'ins Read right hand side of the client's name and address. This includes
Tonbridge . . .
?i”gtgqi the ability to add contact details. See the Client's Screen for

more information.
Status Nothing to Sell d

override Solcitor| Raloph Zena, Badaer & Pariners, unonldd | | Status:The applicant’s status. The list of options presented

pastossl o W eench  Tebidee W) here js configurable by yourselves by your system

Negotiator RR  |ud Mext Review 05/04/2017 d L.

Purchase/Rent |Sale |oJ Review Freg 2 Months ad admInIStraIOI’
[F]

Reoitored [06/04/2010 Override Solicitor: A different solicitor can be set here rather
than use the default solicitor set at the client level.

Branch: The branch that manages this property can be
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changed if you have been given permission to do so by your
system administrator. This does not change the underlying
applicant reference but it does affect which branch reviews the
applicant. If you do not have access to change this, or you only
have one branch configured, then this will be disabled..

Has to Sell: Indicates whether or not the applicant has to sell
their own house in order to purchase another

Purchase/Rent: The default is configurable by your system
administrator. Select Sale or Rent from the drop down list.
Input fields are added/removed dependent on the selection.
Negotiator: Select the Negotiator dealing with this applicant
from the drop down list.

Next Review Date: This is the next date the client is due for
review. This can be changed here but please be aware that this
is automatically updated when certain actions are taken. A list
of these is given in Frequently Asked Questions.

Review Freq: Changing the review frequency will automatically
set the next review date based on today's date.

Registration Date: Enter the date the applicant first registered
with you.

Price

I ax £180,000

Max Price: Enter the maximum price the applicant can afford.
This field is mandatory.

Min Price: Enter the minimum price of property the applicant
is interested in. This can be left at zero to include all properties
up to their maximum price when matching properties against
their criteria.

Beds, Baths, efc.

Bedrooms

Receptions

3did Bathrooms
1id Garages

1Jd BecMatch O
gd

Enter the minimum number of beds,baths, etc. that the
applicant requires. Properties that have the same or more of
these will be included when matching against their criteria. Any
of these fields can be left at zero to exclude their criteria when
matching. If the Exact Match check box is ticked the property
being matched must have the exact same number of
bedrooms, bathrooms, etc (unless they are set to 0).

Applicant Classifications

Category Cat 4

Applicant classifications are configurable by your system
administrator. If defined they are mandatory. Up to five
classifications can be defined. If none are defined this box will
not be displayed. It makes sense to make these categories
cryptic incase they are seen by the applicant.

Matching

Include in Tes |ud

Send Tests  Tes [

Include in: Applicants are included when matching properties
from the Property Screen. If you wish to prevent this then
select No from the drop down list.

Send Texts: As part of the matching process applicants can
be sent text messages. Obviously some people will find this
annoying and the option to do so will be remowed if this is
turned off.

Contact Details

Number/Email
0202789324
» 07787234674
jable@hotmail.com

Detail
Work

NN

These are the contact details that have been entered for the
client. These can be changed by clicking on the button on the
right hand side of the client's name and address shown under
Basic Information.

The £ button can be used to undock (expand) the panel to
make it easier to see multiple entries.
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See How do | use the contact details grid? for further information
on how to use this grid.

oo 2| Outline information on offers and viewings that this applicant
T j has made are displayed here in descending date order (most
L [04/01/2011 The Ol Barm, Tunbridge W recent first). Double clicking on a property will open the
¥ 27/08/2010 8 Journeys End, Tonbridge £160,000 . .
& 18/08/2010 8 Joumeys End, Tonbrige L4 | property screen focused to the respective property. There will
be a slight delay while this happens. Double clicking on the *
button will undock this panel making it larger for ease of use. A
coloured flag is displayed indicating the status of an offer: Red -
Fallen through, Green - Accepted, Checkered - Offer Made. An
/ indicates that an offer was rejected.
The [ button can be used to undock (expand) the panel to
make it easier to see multiple entries.
Motes 12

Any notes can be added here that are not date related. Double

clicking on the * button will undock this panel making it larger
for ease of use.

John

The [ button can be used to undock (expand) the panel to
make it easier to see multiple entries.

Dated Notes &)

- « s | Date related notes can be entered here. See How do | use the
et o peensnmmner #0722 | navigation buttons? for further help on the navigation bar.

The [ button can be used to enter the note entered into the
diary on the date entered.

Clicking on the ™ button will undock this panel making it
larger for ease of use.

Clicking on the “* button will display the Copy Dated Note
screen allowing you to select the property you want to copy the
dated note to. If there is an associated vendor he/she will be
automatically selected. The copy of the dated note can be
amended before saving.

Reason and Method can be configured by your EAT System
Administrator and by default are not mandatory.

By default historic dated notes cannot be changed.
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= RIBBON BAR

P8 © ¥ EIRE IR AR - By ®» B © ® >

Match  Portfolio  Register Disable New  Draft Contacts Print Mercantile = Offers Viewings AMLRisk = Events  Open Buying Multiple
as Vendor  Validation & Sent Card & Rolfe Score Matches Properties

Actions Communications Applicant Links Status

The following screens are available directly from buttons on the ribbon. Clicking on the respective
button will jump to the help screen for it (if applicable).

e Opens the Matching Screen asking you if you wish to exclude properties already

() matched against this applicant before proceeding to match this applicants criteria
against all available properties less those already matched as applicable. Once the
matching is complete the Applicant/Property Matching Screen will be displayed where
you can choose to communicate the results of the matching process to the applicant
by text, email or letter.

Match

criteria. This module is designed to be used when seated at a screen that is \isible by
an applicant. It displays graphically a list of properties one by one according to easily
selectable criteria. Properties can be bookmarked and a report of them given to the
client. There is an interface to Google Maps so that the location of the properties can
easily be seen.

E‘ Opens the Portfolio Screen selecting a list of properties that match this applicants

PortFalio

Provides an easy means of registering the current applicant as a vendor without having
& to fill in all of the details again. The properties screen is then opened at the new
applicants property.

Reqgister
as Vendor
) Opens the letters screen where you can send predefined letters to the applicant by
either text, email or post. All letters sent are saved and are accessible by clicking on
New the Draft & Sent Letters button.
See the Communications Screen for more information.
5 Provides details of all communications previously sent to the current applicant.
z Communications can be resent from this screen.
Draft

& Sent See the Customer Communications Screen for more information.

Displays a list of all contact details for this client including those of the vendor and
- their solicitor if relevant. There are also tabs on the screen for sales chasing, central

notes and chain flow.

Zontacks
See the Contacts Screen for more information.
: Prints a file card of the applicants details.
Prink
Card
S Offers made by the applicant can be entered and viewed here.

O.Ffers See the Offers Screen for more information.

Opens the Tenancy Screen. Only applicable if renting.
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Opens the viewing screen for the current applicant displaying a list of all viewings

ﬁx‘ made and the status of them. Existing viewings can be updated and new viewings can
Viewin also be entered. Offers can also be added from this screen.
gs
See the Viewings Screen for more information.
Opens the Advanced Money Laundering (AML) screen which enables you to select
I ~/| the underlying elements on which it basis the score.
AML Risk
Score See the Advanced Money Laundering (AML) Screen for more information.
'\f;) Displays all events associated with the current applicant such as matches, viewings,
offers, sent communications, etc. This information can be filtered on and a report
Events printed if so required.

See the Event History Screen for more information.

@®

Displays the matches review screen, where all open matches for the current applicant
are displayed.

Dpen . . .
mMatches || See the Matches Review Screen for more information.
- This is an indication of whether or not the current applicant is also selling/letting their
A property through you. If they are, this button is enabled and clicking on it will open the
saling Properties Screen focused on their property.
khru s
This is an indication of whether or not the current applicant is purchasing/renting any
% of your properties. If they are, this button is enabled and clicking on it will, if only one
Buying property is being purchased open the Properties Screen focused to it. If more than one

property is being purchased the Property List Screen will be displayed first offering a
choice of which one to display.

Information on the other tabs on the applicants screen is available here:

Additional Applicants Tab

Mortgage Required Tab

Search Criteria Tab

Documents Tab
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5.4.1 Additional Applicants Tab

If there is more than one applicant which is required to be communicated with separately, they can
be added here.

« Primary Applicant Additional Applicants | Advanced Requirements  Mortgage Required | Search Criteria | Documents

Additional Applicants [#J| Client
MNarme & Address Ms Susan Able
- - 12 Gordons Road
Z| Able Susan,12 Gordons Road, Tonbridge, Kent, TNO 9QF Tonbridge
Kent
TH9 90QF
oA & Add using primary applicant's details L] = *
Contact Details [*) MNotes =
Mumber/Ermail Detail ) Mr Able is purchasing this property with his
By 077872765432 Susan Able daughter.
[ knrandal@grmail.com Susan Able
Q www.estateagentpro.com Susan Able

To add an additional applicant click on the %P button. This will open the client screen where you can
choose an existing client as the additional applicant or add a new one. See the Client's Screen for
more information.

See How do | use the navigation buttons? for further help on the navigation bar.

You can add an additional applicant with the same address as the primary applicant using the ek
button.

Information on the other tabs on the applicants screen is available here:

Primary Applicant Tab
Mortgage Required Tab
Search Criteria Tab
Documents Tab
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5.4.2 Mortgage Required Tab

99

Details about whether a mortgage is required and if the applicant has been referred can be recorded

here.

w« Primary Applicant | Additional Applicants | Advanced Requirements Mortgage Mot Required | Search Criteria | Documents

Required Mo lad Referred

Initials lad Spoken to Advisor No
Appointment Date/Time| [/ /

FS Feedback Await response from advisor
FSOutcome Await response from advisor

Why not Referred
Notes

Cash purchaser

g Date Referred 07/01/2015

(o
ad Where

Information on the other tabs on the applicants screen is available here:

Primary Applicant Tab
Additional Applicants Tab
Search Criteria Tab
Documents Tab

d

d

<< <
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5.4.3 Search Criteria Tab

This is where you can specify the type of property the applicant is interested in and a specific area if
appropriate.

w Primary Applicant | Additional Applicants | Mortgage Required . Search Criteria | Documents

Froperty ﬁg Area

S u Type ad Tonbridge
|v] House
|| Bungalow
|| Maizonette
] Flat
@ [ swle
|v] Detached
|»] Semi Detached
|v] Tenaced
|»] Town House
|»] Chalet
|| Executive
|| Purpose Built
|| Conversion
|v] End of Temnace
v Age
] Garden
|»] Mo Garden
v Small
|v] Large
|»] 1+ acres
] 3+ acres
|w] Courtyard

& w] Location
1 A 4

[ #

Clicking on the # button will tick all check boxes. Clicking on the & button will untick all check
boxes.

Property At least one of the check boxes under each classification (Type, Style, etc.) must be
ticked. These classifications are configurable by your system administrator. Details
entered here will be used in conjunction with other criteria entered on the Primary
Applicant Tab when matching against properties. The less specific you are the more
matches will be found.

Area Any entries here will be matched against a property’s address and if a match is not
found the property will be excluded; the match is not case sensitive.

In the example given, if the property is not in Tonbridge it will not match
Entries on separate lines will be considered as an OR match

For example, if Tunbridge Wells was added to the Area box on a separate line,

the applicant would then match against properties in Tonbridge or Tunbridge

Wells.

AND matching can also be used, by inserting an and on the same line

For example: If an applicant wants to only live in George Street, Tonbridge you
would enter: George Street and Tonbridge

Partial postcodes can also be used for example: TNL1. If you specifically only want
TN1 to be included, and not TN10 then surround TN1 with a double quote e.g. "TN1 "
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* A search will also return any properties that have an address like ‘Tonbridge Road or
Tonbridge House’. To refine the search you can use a partial postcode, for example:
Tonbridge and TN9

Information on the other tabs on the applicants screen is available here:

Primary Applicant Tab
Additional Applicants Tab
Mortgage Required Tab
Documents Tab
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544 Documents Tab

A copy of any external document can be recorded here, for example, a scan of a letter sent by the
applicant or in respect of the applicant.

we Primary Applicant | Additional Applicants  Mortgage Required | Search Criteriz | Docurments
Filenarme

iﬂr Wealden District Council.doc

Coaching.rtf

% &

To add a document click on the S button. See How do | use the navigation buttons? for further help
on the navigation bar.

Double clicking the icon will open it using the associated viewer.
Information on the other tabs on the applicants screen is available here:

Primary Applicant Tab
Additional Applicants Tab
Mortgage Required Tab
Search Criteria Tab
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545 Tenancy Screen

This tab will only be \isible for rental applicants.

103

@:\\ a - T Tenancy EEE

: Home Administration Tenancy

Save  Cancel

& Exit & Exit

Files
« Baggings F,15 Broomfield Drive, Tonbridge J "% Tenancy - Baggings F,15 Broomfield Drive, Tonbridge &
Expenditure/Receipts .LJ Credit Reference
Date + Narrative In Qut Balance Agency Used Experian
1/02/10/2012 Registration Fee £200.00 £200.00 | Date Submitted 17/10/2012 \ad Initial Result Pending ad
17/11/2012  Depost £500.00 £700.00 | pate Retumed  31/10/2012 \ud Final Result | Acceptable [©]
Guaranteed No \ad Date ~]
Deposit Scheme
Provider The DPS -
Date Registered 01/11/2012 || Number 1234567890123
Date Returned lad| Amount
Meter Readings .LJ
Type In/Out Date Reading Remarks

¥ Electricity In 31/10/2012 1024
@ H> ®
Tenancy
Start Date 05/11/2012 | ] Duration |12 Months W
Inventory Agreed |ad| Moved Out ad

o H * Final Inspection ad

© 2018 Estate Agent Pro Ltd

Logged in as Ken/Tonbridge

27 August 2018 12:53

None of these fields are mandatory and can be used according to your requirements.

To add expenditure, income or meter readings click on the P button in the bar under its respective
grid. You will not be able to do this until you have entered some details in either the Credit
Reference, Deposit Scheme or Tenancy Information sections.

See How do | use the navigation buttons? for further help on the navigation bar.
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5.4.6 Archived Applicants Screen

The is screen is the same as the Applicants Screen but with the additional toolbar shown below.

Permanently  Restore

Delete
Archive

The following actions are available:

Permanently Delete The selected applicant and all data associated with them will be
permanently deleted. This action cannot be undone. Please use
with care.

Restore The selected applicant and all associated data will be restored to
the live database.
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5.5 Applicant/Property Matching Screen

This screen displays either properties that have been matched against applicants or applicants that
have matched against properties according to the criteria entered. The results of this search can be
communicated to the applicant/vendor in a number of ways. The example shown is for applicants

matched against a single property. Multiple applicants can be matched against multiple properties
from the Report Generator Screen.

= APPLICANT/PROPERTY MATCHING SCREEN

/| (7 R / Matching Applicant/Property Matc| T Ex

Home Administration Matching
= i= <& Hyperlink s No Dupes 5 7 All
: T Arial d < Hye W [':a | q;aﬁ g > [ ") = % Selected
= = = Image - ‘_ L - Send as [E List
= 11 Map Selected Al Attach Selected o2
e T d .“ boo W &7 Phrase - [ = " Labels DAl
Clipboard Editing Font Insert Files Email Print Text
<1 Uplands Walk, Tonbridge (CRO0002353) wd ® Applicant/Property Match &
< Applicant * Add Viewing & Quick Tick Letter Applicant Match [~ |
Inc  Sent Applicant Manx Price d
i Property : 12 Uplands Walk, Tonbridge, Kent, TN9 25U } . £ A,
[ ™ |Allen 6,14 Osbourne Road, Tonbrid|£1,000,000 Tﬂu 71 g& $ tﬂ'tﬁ 9&nts
lwl [ Killpatrick 5,99 Grove Street, Tonbr £310,000 1 High Street, Tonbridge, Kent, TN9 15T
tree '
¥ [0 Logan 13,17 James Street, Tonbride £300,000 Tel: 01897 111111 www.tonbridgeestateagents.com
¥l [0  Johnston John & Sarah,32 The Holl £300,000
. E -mail: ken@pairsoftwhere.com
¥l [ Hackett E,21 Windermere Avenue, £250,000
¥l [0  Randall Ken,12 Erick Street, Westr £1,000,000
¢l [0 Gilbert Elaine,5 Stanford Avenue, H £250,000 Mr & Nrs G Allen
14 Osbourne Road
Tonbridge
Kent
TNS YT
117 April 2019
Drear Mr & Mrs Allen
NEW PROPERTIES
7 0 7 Applicants
The following new properties have just come to market and, as this meets your criteria, we have forwarded these
Whom  Number/Email Detail )| details to you.
% ¢ Primary 291878 Home The following properties match to your requirements:
“% % Primary 07721 373769
“% (2 Primary knrandall@gmail.cc 0.LR.0. £252,000
L ¢ Primary 01892567944  Work ¢ T o Detached
4 i = Double Garage
L % Primary 07777 666666 4 e e in
L () Primary knrandall@gmail.cc Allen * Good sized garden
-
{© 2019 Estate Agent Pro Ltd  Logged in as Ken/Tonbridge =0 11 April 2019 10:37

This screen can be broken down into 4 primary areas.
APPLICANT/PROP

. Applicant %/ Add Viewing & Quick Tick This grid contains a list of properties which matched the applicants
Inc  Sent Applicant Max Price

© Fropery 12 Uplande walk, Tenbridoe, ke s 250 CHILEMAL At this point these matc_hes have been stored in the
o CNEEEE TR ETTT - database. Matches can be modified as follows.

] Killpatrick 5,99 Grove Street, Tonbr £310,000
Logan 11,17 James Street, Tonbride £300,000
Johnston John & Sarah,33 The Holl £300,000
Hackett E,21 Windermere Avenue, £250,000
Randall Ken,12 Brick Street, Westr £1,000,000
Gilbert Elaine,5 Stanford Avenue, H £250,000

l»] Removing the check from the Inc(lude) column will remowe the st

B R R K EE
DEDEEE

When a text message is sent, an email is sent or a letter is print
automatically updated. This means that if for example you wante
that have an email you would click the 'Email All' button which w
applicants with a valid email address. You could then print a lette
been sent an email by clicking the 'Print All' button.

7 0 7 Applicants

“‘ Clicking this button will allow you to force a selected property to
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could be used for example if you believe that the applicant would
property even though it doesn't exactly match their criteria.

*.You may have decided to telephone the applicant giving details o

viewing now.

& Clicking on the Quick Tick button opens a separate screen whict
having to merge the letter being used, load the contact details or
Quick Inclusions Screen for more information.

= CONTACT DETAILS GRID

Whom Number/Email Detail
& Vendor no number Home
& Applicant 01802555666 Home propeny.
! Applicant Jjilegan@hotmail.con

These are the contact details that have been entered for the applic

Clicking on the » putton will open a screen to enable you to senc

detailed in the Whom column. This has to be configured and addit

Clicking on the |

! button will open a screen enabling you to send

Both of these types of communication will be stored under Draft &
applicant or vendor respectively.

= APPLICANT LETTER

Letter Applicant Match ™|

g T on}rﬁ{gz Estate A'ge.nts

1 High Street, Tonbridge, Kent, TH9 15T
Tal: OUEO2 111111 wewww lorbridgesstalaagents,com

E-mail: sales@tonbridgeestateagents.com

Mr & Mrs 1 Logan

2fith Jure 2012
DesrMr & Mrs Logan
HEV! FROPERTIES

The folbwing new properies have just come i market and, as this mests your Gitaris, we have brwarded hese
details to you

The folowing properfies match o your reguirements:

FRICE ON APPLICATION

Hornbridge, Heathfield Road, Crowborough, East Sussex, THE 2LB
= Character Proparty

* Qutstanding Location

* Begutiiul garden

* Must be s2en 1o be apprecatd

"3 Betrooms

* Large lounge

Areport of these properties is atisched for perusal st your leisure.
W wil contact you shorthy o se= if any of these properbies are of interest to you at which me we will be pleased to
amangs appointments for you to view any of hese propertes.

In the meantime we have immediatehy placed your name on our mailing list and will keep you fuly informed of any
properties that become awsilable.

Flease do not hesitae © oontact us 35 500N 35 we can help you Lrther.
Yours sincershy
'y
N

Han Clarks
Managsr

Any number of standard letters specifically for
applicants, vendors and marketing can be
defined by your system administrator and
provide standard mail-merge capabilities. As
can be seen from this example, signatures
can even be merged! The letter to use can be

selected by using the == ]
drop down list.

Once merged these letters can be edited
before being texted, emailed or printed. The
sending/printing of these letters is covered in
the Ribbon Bar section below.

Spell checking, similar to Microsoft Word is
used in all letters and certain other areas as
appropriate. Misspelled words are underlined
with a red squiggly line e.g. infgresst. Right
mouse clicking on the word will provide a list
of alternatives.

A thesaurus is available by placing the cursor
on any word and then clicking the “& button.
A screen will be displayed which allows you to
replace the current word with a synonym or
antonym.

Standard phrases, defined by your system

administrator can be inserted using the ™
button.
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= RIBBON BAR

= <& Hyperlink |~ ) — P »e "l 3 ; %
= _ Google| (9 (L1 & & o i & S
= = Image o e r =
11 Maj Selected  All  Attach Selected Al List  Labels All
| T LJ .LJ B 40 & Phrase . »
Clipboard Editing Font Insert Files Email Print Text

It is not the intention of this document to provide an explanation of standard functions found in the
Clipboard, Editing and Font ribbon bar groups with the exception of the usage of the “& thesaurus

and ¥ Insert Phrase buttons which has already been covered under the Applicant Letter section
abowe.

“~ | This will open the Email Screen populated with the mail-merged letter along with any

== | attachments added with the selected applicant set as the recipient. Your Email logo if
defined is automatically added to the top of the email. At this point additional recipients or
cc's can be added. Once sent the letter will be stored, along with any attachments, in the
applicants sent letters. The checkbox in the Sent column will be automatically checked. If
this button is disabled it is because the applicant doesn't have an email address or email
has not been configured by your system administrator.

& = This is a split button. If the top part of the button is clicked a dialog will be displayed
i : enabling you to select a file to attach. If the bottom part of the button is clicked a
drop down list will be displayed listing the current attachments and a selection of
Estate Agent Pro reports containing details of the properties matched. There is also
an option to clear the attachment list. Any number of attachments can be added.

Attach
v

This will send an email to all applicants that have the inc(lude) checkbox ticked, have not
already been sent a communication (Sent column ticked), and have an email address. The
checkbox in the Sent column will be automatically checked if the email is successfully
sent. This will take a little while if emailing lots of applicants.

If the || Mo Dupes check box has been ticked then the selected letter will only be sent to
the same applicant twice. This would be applicable if you were matching multiple properties
from the the Report Generator Screen.

=
all

— | Prints the letter and, as the system assumes you will be posting this to the applicant,
stores it in the applicants sent letters. The checkbox in the Sent column will be
automatically checked.

This generates a report of the list of properties matched against the applicant which can be
printed. This is designed to be used as a reminder if you wish to send property particulars
by post and need to select them later. This is particularly of use when matching multiple
applicants at the same time from the report generator.

This prints address labels for all applicants. This is particularly of use when matching
multiple applicants at the same time from the report generator.

@ | This will open the SMS Text Messaging Screen populated with the mail-merged letter. Once
sent the letter will be stored in the applicants sent letters. Letters sent as text messages
should be brief as the maximum content of each message is limited to 160 characters. If it
is more than this it will be sent as multiple texts. The checkbox in the Sent column will be
automatically checked. If this button is disabled it is because the applicant doesn't have a
mobile, this functionality has been disabled for the applicant or text messaging has not
been configured by your system administrator.

’ Additional charges apply.

Google [ Opens the Google Maps interface with the focused property displayed. There is an option to
" | show all other properties.

Pleace refer tn the (Gnnnle Man arreen for mare informatinn
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5.6

Automated Viewing Email Error Screen

This screen displays a list of all errors encountered when sending automated viewing emails with

each viewing being broken into a separate record for both the applicant and vendor. It is only available
if automated emails is enabled.

s Y . y
@1 \ 0-o-Ga2 Auto Viewings Email Errors EEE
Home Administration Auto Viewings Email Errors
RO & X X @
Email Print Clear Refresh Property Client  Viewing
Grid  Grid  Error Record
Actions View
@ Automated Viewings Email Errors
Viewing Name and Address Error Message Email
“% 14/10/2021 Randall Ken,12 Brick Street, Westminster, London, W13 7XR. Email is blank knrandall@gmail.com
1 Errors
{© 2021 Estate Agent Pro Ltd | Logged in as Ken/Tonbridge, Email Server: estateagentpro.com 15 October 2021 12:50

The property/applicant can be accessed from the ribbon bar, as can the individual client records.

When editing the client to correct the error, or turn of automated emails to them, you should refresh
this screen afterward.

The error can also be cleared but you should only do so after resolving the issue.

© 2022 Estate Agent Pro Ltd



Estate Agent Pro Enterprise 109

57 Carousel Screen

The carousel screen is designed to be run in office windows or reception areas and will display a
continuous selection of properties and adwvertisements based on your own criteria and design.

= CAROUSEL SCREEN

} —:__;4’ Statuses to Indude |Available/To Let [od Branches | <Al Branches:> [~
u_ SalefRent Both Sale and Rental LJ
— — Only Web Enabled |Yes LJ Indude Archived No LJ
Actions Filter

Initially the ribbon bar is shown and the carousel will not be active until started.

The buttons on the ribbon bar provide the following functionality:

Starts the carousel running. The ribbon bar will be hidden so that the carousel will
} run full screen. To make the ribbon bar visible again move the mouse towards the top

Start of the screen.

’ It is recommended that this be run on a screen with a large resolution.

ii Stops a carousel that is running.
Stop

— Opens the carousel designer. Details below.

~ el
Tl

Design

Statuses | Choose from the status options in the drop down list.
to Include

Sale/Rent | Choose from the sale/rent options in the drop down list.

Only Web | Option to only show properties that are web enabled.
Enabled

Include Option to include archived properties.
Archived

Branches | By default properties for all branches are displayed. If you only wish specific
branches to be displayed you can select them in the drop down list.

The settings made on this screen will be automatically saved when this screen is closed.

’ It is strongly recommended that no other applications are running on the PC being used.
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= CAROUSEL DESIGNER

The Carousel Designer is used to customise the design of the carousel screen.

A ol

Company Logo |
Lego visible Yes [
Left 0 JJ
Top [0 %1% |
Carousel (|
Left so5 Jd Ton 58 g Heioht 447 JUQ
width  [539  (JiJ Depth so0 (FJid Bkarnd [0 D\
Reflect |Yes | Rotate Yes |
Address [¥]
Advertisement & Portal Text wd
External Adverts [¥]
Key Features od
Mews [¥]
Price Details wd

Any changes made will be automatically saved
when this screen is closed.

Most of the panels are initially collapsed. They can
be expanded by clicking on the & button in the
panel header. Any expanded panel can be
collapsed by clicking on the & button.

Each panel corresponds to an area of the screen.
As the left, top, height and width positions are
changed in the designer, you will see the changes
updated on the screen. Likewise, the position of
each component can be changed dynamically on
the screen and it will be reflected in the designer.

Detailed information on each panel is shown below.

Company Logo & | The image to display can be selected by clicking
Logo veble[ves on the button on the right hand side of the logo
image placeholder.
et 0 Jd
Ter 0 W@ | fyou don't want an image displayed set Visible to
False. Set Left and Top to the screen position you
want the image to be displayed at.
The image can either be a logo occupying a small
area of the screen or, as in the image shown here,
one that covers the entire screen. The centre of this
image is transparent.
Carousel & | Set Left, Top, Height and Width to the screen
Leht 25 Q@™ [ QF recntl Q3 p_osition you want the prqperty image to be
) displayed at. Depth applies to the depth of the
width 532 U pepth 500 WU Bremd U | image including the mirror reflection if required. Set
Reflect  |Yes [ Rotate Yes |

the Background colour to apply to the whole of the
carousel screen. Set Reflect to turn on ertical
mirror reflection and Rotate to have the image
rotate through a 360° arc.
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Address « | Set Visible to True if you want an address for the

e v @t o @d e @3 proper’[_y to be displayed. Set_ITeft, Top, Height
and Width to the screen position you want the text

Heght 58 WU wdth 541 g Sz= 35 WW | 1 pe displayed at. Set the Font, font Size and

Colaur di@ Font |Tahoma &d || font Colour you wish to use. Align H refers to the

AlgnH  [Right g Align V |Centre |4 horizontal alignment to use an Align V, the vertical

Type Town Only ad alignment.
Select how you want the property address to be
displayed from the Type drop down list.

Advertisement & Portal Text & || Set Visible to True if you want the Advert & Portal

wbe v @k b= @d o [ O3 text entered fqr the proper_ty to be displayed. Set

_ _ ) Left, Top, Height and Width to the screen

Heght 342 W widih 425 W S== 2 WW | position you want the text to be displayed at. Set

Cobur MM Mo H|Left [ MlanV Centre L || tho Font, font Size and font Colour you wish to

Font — [Tahoma &d | use. Align H refers to the horizontal alignment to
use an Align V, the vertical alignment.

Key Features (|

visible  ves | Left 1055 [JiJ Top (237 [JiJ || The font size is used as a guideline. If the individual

Height 552 | JiJ width 487 JJ sz= 24 [ || text is too big to fit in the area defined, the font size

Colour bl Align H|Centre [ Align V | Centre [ will be reduced until it does fit.

Font Arial o
The Key Features and Price Details panels are

Price Details W || identical in use to the Advertisement panel.

Visible ‘fes ad Left B W Top 952 Jd

Height 56 i width 451 | gEd siee 30 G

Colour lad | AlignH|Centre | Align V |Centre |

Font Tahoma ad

External Adverts o || External Adverts applies to any file you wish to load

Frequency[2 Mites a9 at a_predetgrmined interval whilst the carousel is
loading. This could, of course, be one of your own.

Inc File Dur (secs)

] Carouselad.pg od 2 | set the Frequency to be whatever interval you

8 | 300.avi s * | wish to use. In this example every 2 minutes the
carousel will stop and will display the advert which
has not been displayed for the longest time. 2
minutes later the other advert will be displayed. If
you temporarily don't wish an advert to be displayed
uncheck the Inc(lude) column. A different
dur(ation) can be applied to each adwert.

o

Adwerts are displayed full screen, and can be any
image type such as jpg, png, bmp, etc. or can be a
media file such as an avi, mpeg, etc. DirectShow is
used for displaying media files so any file that can
be displayed by Microsoft Windows Media Player
(on the pc the carousel is running on) can be used.

Adverts can be added by clicking on the ‘# button
on the navigation panel. See How do | use the
navigation buttons? for more information.
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Mews

Visible
Colour
Font
Feed

Message

ves o Height 38 (3
Bad s= (s gd
Tahoma

http: /feeds.bbci.co.uk/newsfuk rss. xml
Tonbridge Estate Agents - We try harder!

Icon

@

B

<<l <m0 <)

This is where you can define a news feed to use to
be displayed across the bottom of the screen.

Set Visible to True if you want to display a news
feed. Set the Height of the panel and set the
Font, font Size and font Colour you wish to use.
Enter the news Feed you wish to use. Some
examples can be selected from the drop down list.
Select the Icon you wish to display between items
in the news feed. If you enter a Message it will be
displayed before the news feed starts again.

* Four bedrooms
* Premier location
* 24" lounge

0.I.R.O. £324,995

When running, the carousel defined here looks like this:

TONBRIDGE
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58 Chain Flow Screen

The up and down chains can be recorded here for properties under offer and sale agreed. The current
property and the purchaser are automatically added. Optionally an additional tab to display/edit the
Milestones for each property can be activated in the Admin Options screen. This is off by default.

= CHAIN FLOW SCREEN

he OId Barn, Tunbridge Wells el
Home Administration ‘ Chain |
B 9 ED] g’f >
- 3 ' 4 Hide
Add Add Add Add Print | Property 4 Hide
Property External Applicant Client
Actions View

“% The 0ld Barn, Tunbridge Wells (CROD000068) wJ < Chain - The Old Barn, Tunbridge Wells (CRO0000068) &3

Miestones | Chain
Vendor Chain Notes B chain Down #] chain Up =

Name Mr Ken Randall

Address |12 Brick Street % The Old Bam: % The Old B
'Westminster Tunhridge | Tunhridg
London Wells Wells
W13 7XR L a : L a
% 11 Brick “% 1 Chemy & 2 Manning & 20Tumer
Street Close Road Gardens
Westminster Tanbridge Tanbridge Tunhridge
Solicitor Estate Agent a
Name Mrs YYY Name Mrs Brenda Jones & 14wWood
Company |YYY Solicttors Ltd Company Tonbridge Estate Agent Tusnz?\gd‘ge
Address |11 Bell Road Address |1 High Street a
Tonbridge Tonbridge
Kent Kent 44High Street
THL 15D TN 15T Tanbridge
Kent
o
Contact Detais =] 55 High Strest
Tonbridge
Whom  Number/Emall Detal ) Kent
4 & primery 020 7491 7777 Home q
% & primary 01892 525448 Work Q
“% % Primary 07872 123456 v
“% (2 Primary  knrandali@gmail.com

“% [ Primary  support@estateagent.pro Ken Randall

© 2021 Estate Agent Pro Ltd  Logged in as Ken/Tonbridge, Email Server: estateagentpro.com 28 August 2021 18:19

The details shown on the left hand side of the screen are for the focused node of the chain.

The [ button can be used to undock (expand) the panel to make it easier to see multiple entries.

The Contact Details shown is for all relevant parties. See How do | use the contact details grid? for
further information on how to use this grid.

= CHAIN RIBBON BAR

29& 75 0 a9 [

Add Add Add Print Edit Wiew Property 4 Hide
External Selected All
Actions Sales Chasing View

The buttons on the ribbon bar are used as follows:

dx Adds a property that you are selling to the chain at the selected node.
|

o
Add
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dx Adds a property that is not being sold by you to the chain at the selected node.

o
Add
External

N Adds a property of an applicant who is purchasing through yourselves.
L iy
Add

x Deletes the focused node.

Prints a report of the chain flow.

Edit sales chasing dates. If this is one of your own properties the Sales/Rent Status
6 Screen focused to the Sales Chasing Tab will be displayed. If not the Chain Flow

Edit Sales Chasing Screen will be displayed.
Selected
Displays a screen showing the respective sales chasing dates for all properties in
the chain.
View . . .
all See the Sales Chasing Report for more information.

> If the focused property is being sold through yourselves this button will be enabled
] and clicking on it will open the Properties Screen focused to it.

Property

:‘) If the focused property is that of an applicant buying through yourselves this button
s will be enabled and clicking on it will open the Applicants Screen focused to it.

Applicant

L Hide Hides the down chain.

i Hide Hides the up chain.

It is possible to have split chains by focusing on a selected T ET B
node that already has an entry below it before clicking on ! Turbridge 'Wells
any of the add buttons. kent

TH4 OHY

If the property is being sold through you a % will appear in
the top left hand corner of the node. If the applicant is

- 7 Tunbridge

Faad
registered on your system a < will appear in the top left Tonbridge
hand corner. 'E'Eﬂt
I = I
117 Bamnard Road 162 Famnborough Rd
Uckfigld Farrkarm
Eazt Sussex Surrey
THZ2 BAF G992

= MILESTONES
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m v -3 . ,,-/ | Chain 0Old Barn, Tunbridge Wel m

Home Administration | Chain |

& &

Refresh  Print

Milestones
“% The Old Barn, Tunbridge Wells (CRO0000068) i <¥ Chain - The Old Barn, Tunbridge Wells (CRO0000068) &

Milestones | Chain

Milestones Down Home Up
11 Brick Street 1 Cherry Close The Old Barn 2 Manning Road 20 Turner Gardens 14 Wood Street 44 High Street 55 High Street
Westminster Tonbridge Tunbridge Wells Tonbridge Tunbridge Wells Tonbridge Tonbridge Tonbridge
Event London Kent Kent Kent Kent Kent Kent Kent
W13 7XR TN10 2EF TN2 5HS TN11 6AC TN1 1DB TN19 5PK TN9 6TY
n . n ]
Paid Searches to Solicitor 27/08/2021 02/08/2021 04/08/2021 27/08/2021
Solicitor Applied for Deeds 27/08/2021 06/08/2021 11/08/2021 27/08/2021
Filled in Mtg Forms 26/08/2021 03/08/2021 12/08/2021
Faid Survey Fee 12/08/2021
Filled in Fixtures Forms 11/08/2021
Solicitor Sent out Contract 27/08/2021
Received Sellers Contract NfA N/A

Local Searches Applied for

Employee Ref Received

Credit Ref Done 28/08/2021
Local Searches in

Survey Done
Received Mtg Offer
Booked for Signing NfA
Buyer Aware Deposit Rules N/A N/A N/A
Signed Contract N/A N/A N/A
47% 20% 60% 20% 13% 0% 0% 0%
© 2021 Estate Agent Pro Ltd  Logged in as Ken/Tonbridge, Email Server: estateagentpro.com 31 August 2021 12:23

The properties that are being sold by yourselves will have the R image displayed in the bottom right
corner of the address. Clicking on the address for any of these properties will open the Sales/Rent
Status Screen.

The Milestones Event column is fixed to the left hand side. Columns can be re-sized horizontally.

If the milestone is not relevant e.g. set as for purchaser it will be struck out as in Employee Ref
Received abowe.

The totals at the bottom represent the percentage completed ignoring the N/A's and and those that
are not applicable .

An entry can be set as N/A by right mouse clicking on it.

= MILESTONES RIBBON BAR

v & &

Cancel Refresh Print Save
Changes

Milestones

Switching between the tabs will also switch the ribbons.
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5.8.1

Sales Chasing Report

Displays sales chasing dates for all properties in the chain.

F@hor: 4 o

Paid  Solicitor Filedin ~ Paid Filedin Solicitor Received Local Employe Credit Llocal Survey Received Booked Buyer  Signed

Address Searches  Applied Mtg Survey Fixtures Sentout Sellers Searches eRef RefDone Searches  Done Mtg for Aware Contract
to for Forms Fee Forms Contract Contract Applied Received in Offer | Signing Deposit
Solicitor  Deeds for Rules
4} 2 Manning Road, Tonbridge, Kent, TH11 6AC 01f12/10 021210 031210
20 Turner Gardens, Tunbridge Wells, Kent, TN1 1DB 07/12/10 08/12/10
“® The Old Barn, Tunbridge Wells,Kent, TN4 0HY 01/05/10 02/09/10 02/09/10
4 13 Prince Street, Tonbridge, Kent, THS 2GB 10/11/10 19/11f10 01/12/10
4 77 Sunset Drive, Tonbridge,Kent, TN11 24T 02/11/10 03/11/10 08/11/10 11/11/10 11/11/10 12/11/10

4 16 Kingsmill Road, Tunbridge Wells, Kent, TN2 6WE 06/12/10 07/12/10

An image in the left most column indicates the direction of the chain.

Double click a property to edit dates If this is one of your own properties the Sales/Rent Status

Screen focused to the Sales Chasing Tab will be displayed. If not the Chain Flow Sales Chasing
Screen will be displayed.
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5.8.2 Sales Chasing Screen

This is used to record relevant key dates as the solicitor progresses the sale for those properties that
are not your own.

Key Dates

Description Date

Paid searches to Solicitor 02/11/2010
Solicitor applied for deeds 03/11/2010
Filled in mortgage forms 03/11/2010
Paid survey fee 11/11/2010
Filled in fixtures forms 11/11/2010
Solicitor sent out contract 12{11/2010

Received sellers contract
Local searches applied for
Employee's reference received
Credit references done

Local searches in

Survey done

Received mortgage offer
Booked for signing

Purchaser aware deposit rules

L LTI LIS <L YL <1

Signed Contract

The items listed here are configurable by your system administrator.
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5.9

Client Review Screen

The client review screen is where clients are reviewed. Each client can have an individual review
cycle set (default 30 days) and is designed so that you can more easily control your client list.

If a client is a vendor or applicant the next review date will be automatically reset whenewver they are
edited, a dated note, sales chasing note, offer or viewing is added.

LIENT REVIEW SCREEN

@ (7 = e i Client Review Client Review Form P T (e
Administration ' Client Review '
From /A ) 7 \ Y, T y
’ | ‘, D E & [@S £ 4 1 )1 Week (%1 Month !
To 02/06/2018 | b=
View Edit Contacts  New Print Preset  Tomorrow a Buying
A Archive & Refresh e thru Us
Action Client Communications Status
J 3 Chent Review Form
Drag a column header here to group by that column ,I ST LG @
Name and Address --- [ [Number/Emai [Detai o)
Randall Ken,12 Brick Street, We Pur:hm:e £999,995(01/01/18 |3 & 01892 525448 ‘Work Q
Rawlings P,6 Butcher Street, Tc Purchase £150,000 01/08/10 30/01,‘13 App: Nothing to Sell & 0207491 7777 Home q
L crRO Redbridge R,81 Arthur Street, T Purchase £125,000 21/08/10 30/01/13 App: Sale Agreed % 07872 122456 rd
“* CrO Ridgeway R,14 Ridgeway Road, Purchase CE RR £185,000 01/01/18 30/01/13 Prop: Sale Agreed (4 ken@pairsoftwhere.com
& crO Roberts R,26 Juniper Close, Tor Purchase £225,000 04/09/10 30/01/13 App: Other Agent
* RO Rutlnd R,5 Rutland Gardens, Ti Purchase  KC (CF MMIH  £325,000 01/01/18 20/01/15 Prop: Available =
L RO Sargeant K,33 Bush Street, Tor Purchase £160,000 08/09/10 30/01/13 App: Nothing to Sell Offers/Viewings &
“* KEY Smith 1an,99 Bramble Drive, Hail Purchase  AD £0 01/01/18 02/06/16 Prop: Valuation
% KEY  Sparkes F,1 Fox Close, Clayton | Purchsse  RR £0 01/01/16 28/08/13 Prop: Valuation || pate  ~ Address Offer |
% RO spiral L,1 The Spiral, Tonbridge, Rent KW  RR £185,000 01/01/18 28/06/16 Prop: Valuation
“* KEY Spiral L1 The Spiral, Tonbridge, Purchase  RR RR £185,000 01/01/18 28/06/16 Prop: Valuation
& CRO Stephens L,78 Alderton Road, - Purchase £170,000 04/08/10 16/12/13 App: Our Vendor <Mo data to display>
1% o Surrey S,32 Surrey Road, Tunbr Purchase MMIJH  £177,000 01/01/18 20/01/15 Prop: Availble
& crO Trowbridge H,17 Turner Street Purchase £250,000 12/08/10 30/01/13 App: Nothing to Sell
‘ CRO Tuffnell T,7 South Street, Tunt Purchase £200,000 06/09/10 30/01/13 App: Investor
& RO Tumer P,6 Waldron Street, Tor Purchase £250,000 12/08/10 01/01/13 App: Nothing to Sell Dated Notes &
“* CRO Uplands U,12 Uplands Walk, Tor Purchase  MMIH RR £252,000 01/01/18 01/01/13 Prop: Avaizble | ‘ | | | | hod\
L RO Upper Y,41 Mapins Road, Tonb Purchase £200,000 21/07/10 01/01/13 App: Other Agent it eii il ittt Lt L
L RO Van Den Elzen Mari,18 The Gla Purchase  KC (CF £1,000,000 09/01/17 15/01/17 App: Cash Buyer 12/10/2015 Viewing Feedback  CRO u”';ﬁﬂ“' vendor  cpoken
L rO Victoria Y,62 Victoria Street, Tc Purchase £175,000 29/07/10 01/01/13 App: Our Vendor P!
L? ~on finrant AT 7a 1 will A T nierh: £35S0 AN ANATIAN N1in i s A
| 133 Clients b
ag o
Notes @ Froperties
| | 11 Brick Street, Westminster, London, W13 7XR
The Old Barn, Tunbridge Wells, Kent, TN2 SHS
a BHATZ L. ®
(@ 2018 Pair Softwhere LLP |Logged in as Ken/Tonbridge | 02 June 2018 12:15

Clients should be reviewed daily otherwise the number of clients to review will become too large to
manage.

This screen can be broken down into 4 primary areas.
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= CLIENT GRID

=l Branch = Name and Address SalefRent = Meg = val = Price Reg Date Reviewed Status =&
- KEY Pearce Bruce, 24 Valebridge R Rent CE £0 18/05/06 16/04/13 Prop: Valuation
I‘- CRO Pearl P,13 Pearl Road, Tonbric Purchase KC MMIH  £249,000 14/08/05 30/01/13 Prop: Avaiable
I & CRO Petty D,171 Bridge Road, Tur Purchase £320,000 31/07/10 30/01/13 App: Other Agent
I & CRO Pope V,91 Tonbridge Roas, T Purchase £200,000 09/09/10 30/01/13 App: Cash Buyer
I‘- CRO Popular N,11 Popular Close, T Purchase KW  MMIH  £210,000 20/08/10 30/01/13 Prop: Availble
I & CRO Purdy L,16 Grove Hill Road, Tt Purchase £200,000 02/09/10 30/01/13 App: Sale Agreed
& CRO Queen HM,4 Victoria Crescent Purchase £230,000 09/09/10 30/01/13 App: Nothing to Sel
I & CRO Quicken 5,3 The Drive, Tonbr Purchase £240,000 13/07/10 30/01/13 App: Sale Agreed
II!IEE-IEEIII
& CRO Rawlings P,6 Butcher Street, " Purchase £150,000 01/08/10 30/01/13 App: Nothing to Sell
I & CRO Redbridge R,81 Arthur Street, Purchase £125,000 21/08/10 30/01/13 App: Sale Agreed H
I‘- CRO Ridgeway R,14 Ridgeway Roat Purchase CE RR £185,000 30/09/05 30/01/13 Prop: Sale Agreed
I & CRO Roberts R,26 Juniper Close, Ti Purchase £225,000 04/09/10 30/01/13 App: Other Agent
I"‘, CRO Rutland R,5 Rutland Gardens, Purchase KC MMIH  £325,000 15/02/06 20/01/15 Prop: Available
124 Clients a
“_} —

This grid contains all clients that are due for review. If a client is selling or buying more than one
property they will appear more than once in the list.

Certain columns can be dragged to the group area as indicated.

A%in the left most column indicates that the client is a vendor. A & indicates that the client is
an applicant.

A ™ in the rightmost column indicates that the client has been flagged as important.

Double clicking on a client will open either the applicant or properties screen focused to the
respective client or clients property.

If the client is a vendor the status of the property will be indicated by a coloured block at the left
hand side of the grid. If the client is an applicant then the colour will indicate the status of the
applicant. Clicking on the information € button will display a pop-up window detailing the meaning

of the colours. The colours and the applicant statuses can be configured by your system
administrator.

The Status column is a combined status showing either the applicant status or property status as
applicable.

' This grid has the ability of being grouped and filtered by columns. See How do | use grid
column grouping and filtering? for further information.

= NOTES

MNotes @

Like Doncaster Road - lived there five years.

L

The notes entered against the applicable applicant or vendor.
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The £ button can be used to undock (expand) the panel to make it easier to see multiple entries.
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= CONTACT DETAILS GRID

ontar etails 1y .

i j' These are the contact details that have been entered for the focused
Murmber/Email Detail ) .

- DR ey | client.

& 01892 525448 work QN iy .

N O e e 45| The *J button can be used to undock (expand) the panel to make it

& 01892 565656 esnefandal O W | easier to see mu]tip|e entries.

Clicking on the » putton will open the SMS Text Messaging
Screen to send a message. This has to be configured and additional
charges apply.

Clicking on the = button will open the Email Screen enabling you
to send an email.

Both of these types of communication will be stored under Draft &
Sent Communications of the client. See the Customer
Communications Screen for further information.

Double clicking on the %, button will undock this panel making it
larger for ease of use.

= OFFERS/VIEWINGS

Offers/Viewings

“/" The [ button can be used to undock (expand) the panel to
® Ei;t'gmum ifdar;simmr Avenue, Tunbridge — make it easier to see mUltIple entries.

Outline information on offers and viewings that this applicant has
made are displayed here in descending date order (most recent
first). Double clicking on a property will open the property screen
focused to the respective property. There will be a slight delay

while this happens. Double clicking on the *: button will undock
this panel making it larger for ease of use. A coloured flag is
displayed indicating the status of an offer: Red - Fallen through,
Green - Accepted, Checkered - Offer Made. An # indicates that
an offer was rejected.

= DATED NOTES

Lo “ Client date related notes can be entered here. See How do | use

Date  + Reason Branc Notes Tnit Method

(2T viwingFeedock R0 2200 - Vendor the navigation buttons? for further help on the navigation bar.

updated KC Spoken

The & button can be used to undock (expand) the panel to make it

FHBTEL % | easier to see multiple entries.

The [ button can be used to enter the note entered into the diary
on the date entered.

Double clicking on the . button will undock this panel making it
larger for ease of use.

Reason and Method can be configured by your EAT System
Administrator and by default are not mandatory.

By default historic dated notes cannot be changed.
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= RIBBON BAR

From /A > ~ D e m T fm "
- s’ X i M1 week [ 1 Month
To 01/02/2017 | s cdd = —

View Edit Contacts New Print Preset Tomorrow Buyin
A Archive & Refresh B ¥ thrE UE.IS
Action Client Communications Review Status
= Changing these dates repopulates the client grid with reviews that are due on the
date entered. This is handy if for example you will be out of the office for a week so
To want to review them in advance now.The from date defaults to N/A but can be

changed if necessary.

A Archive The applicant or vendor can be deleted (archived) directly from this screen if you
believe nothing further is going to happen with them.

¢ Refresh | Reloads the list of clients to be reviewed.

~ Opens the respective Client screen for editing.

|_+:_| Displays a list of all contact details for the selected client

Conkacks
5 Opens the Communications Screen for the sending of letters by email, text, etc.
Mew
» Prints the grid
e
T Sets the next review date for that preset for the client and remowves the client from
X the list.
Preset
*‘n',?n Sets the review date for tomorrow and remowves the client from the list.
Tarmarrow

"7 1 Week Sets the review date for 1 weeks time and remowves the client from the list.

(™1 1 Month | | Sets the review date for 1 months time and remowves the client from the list.

™ on Sets the next review date as the date entered and remowves the client from the list.
This option is disabled until a date is entered.

3.) If the client is a vendor and this button is enabled it is an indication they are also
- buying a property through you. Clicking on this button will open the Applicants
Buying Screen for them.
thru Us
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'~ If the client is an applicant and this button is enabled it is an indication they are

M also selling a property through you. Clicking on this button will open the Properties
seling Screen focused to their property..
Ehru L=
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5.10 Client's Screen

This is where all base information pertaining to the client can be entered and maintained. A client
can be an applicant or a vendor or both.

B CLIENTS SCREEN
A 4 |

2 B Editing existing vendor
Print News
ID's
File Communications Notification
General | Identification = Documents
Name & Address Contact Details
Surname  Randall Title  Mr [~ Type Number/Email Pref Detail )
First Name | Ken Initials KA & Phone 020 7491 7777 [ Home q
Greeting  Dear Mr Randall Position #” Phone 01892 525448 4 work Q
T v M % Mobile 07872 123456 " | 7’
(1 Email knrandall@gmail.com ad
Address 12 Brick Street . : - O ’
Westminster [~ Email mariaslove@hotmail.com
London () Email support@estateagent.pro [
W13 7XR
W H > &
Categories General Data Protection Regulation (GDPR)
Category  |Vendors (Current) o Age  40tos0 b | signed Yes |aJ Date Signed 01/09/2010 4
Response  |Client Recommended ] Review|1 Month \J | ou should store the signed document
Professional Contacts 1co
Estate AgentJones Brenda, Tonbridge Estate Agents, Tonbridge ludlcd | Registered Yes |ud Expiry Date 31/12/2022 ud
Salicitor YYY, YYY Solicitors Ltd, Tonbridge JiEd | RegMNo. |123456789X
Referred L |
;J Notes
Mr Randall is one of the most good looking and intelligent men I've
ever met!

A variation of this screen is used to add all types of clients including applicants, additional
applicants, vendors, additional vendors, accountants,estate agents, landlords, solicitors, suneyors
and any other user category you may wish to have such as plumbers or electricians.

The same client can be one or more of these, even all of them!

' This is a fundamental part of the system and it is very important that the client concept, and
how it should be used, is fully understood by all users.

= NOTIFICATION AREA

Edliting existing vendor

Motification

As this screen is fundamental to the operation of Estate Agent Pro the naotification are indicates
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what you are doing in case you have ended up here accidentally or were interrupted whilst in this

screen.

The general tab can be broken down into 6 separate areas which are covered below.
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= NAME & ADDRESS

MName & Address

Surname  Randall Title  |Mr i
First Name Ken Initials K&
Greeting Dear Mr Randall Position I

Company VIP v u—Jl

Address 12 Brick Street
VWestminster
London
W13 7R

When adding a new client, after entering the surname field, a pop-up dialog will list all clients with
the surname so that you can double check that this client is not already in the system. It is very
important that clients are only added once otherwise when bulk mailing clients added twice will
receive two communications!

The VIP field, if checked, will be indicated accordingly in Client drop downs.

e _

[ Use Selected & Skip & Continue Adding

ClientRef Name and Address
KEYD005059 “* Smith Ian,99 Bramble Drive, Hailsham, East Sussex, BN27 3EQ

You then have a choice of selecting any client in the list and then clicking Use Selected or skip &
continue adding the new applicant.

The greeting field can be used in standard letters. It automatically defaults to Dear <Title>
<Surname>.

The company name and job position fields should only be entered for companies, it should not be
used for normal applicants or vendors.

To change the address click on the button on the right hand side. This will display the Address
Details screen where the new address can be entered. See the Address Screen for further
information. The Address screen is also automatically activated when you tab into or click on the
address.

When the Important check box is ticked a red flag ¥ will be shown against the client in the Client
Review Screen.

= CATEGORIES
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Categories
Category  Wendors (Current) hd Age 40 to 50 v |
Response | Client Recommended \ua Review 1 Month hd

The Category (User) field is for you to classify clients however you wish but will not effect the
internal category used by Estate Agent Pro. The categories listed can be amended by your system
administrator.

The Age field is for information only and may be of use for mortgage purposes.

Response (monitoring) enables you to identify where your business is coming from. This information
can be reported on in the Report Generator Screen. Again, your system administrator can amend
this list.

The Review (frequency) is very important. Clients who are applicants and/or vendors can be
reviewed in the Client Review Screen. This should be done on a daily basis. Use this field to set how
frequently they should be reviewed. The default can be set by your system administrator.

= PROFESSIONAL CONTACTS

Professional Contacts

Estate AgentJones Brenda, Tonbridge Estate Agents, Tonbridge kdid
Solicitor Badger J, Badger & Partners, Tunbridge Wells ks

Referred L N p—

The clients estate agent and solicitor (if known) should be selected here. If the client is a vendor
the estate agent should be set to yourselves. The list of estate agents and solicitors is configurable
by your system administrator or, if you have the access rights to do so, you can add them here by

clicking on the respective 2P button.

When a solicitor is referred by you this information is recorded along with the date and who did

it. This information is then available in the Dashboard, Solicitors Referred Report, and various filters
throughout EAP. This cannot be set unless a solicitor is defined.

These fields can be cleared by using the shift-del key combination.

= CONTACT DETAILS
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Contact Details

Type Mumber/Email Pref Detail
. mumu
& Phone 01892 525448 ¥ work
% Mobile 07872 123456 = /

1 Email ken@pairsoftwhere.com =

e I b4

Enter the contact details for the client here. They can be added by clicking on the %P button on the
navigation panel. See How do | use the navigation buttons? for more information.

Use the Type column to select the type of device. It will then be graphically displayed in the first
column. In addition to the types shown, fax, pager, DX and web addresses can be entered.

The Pref is used to specify the preferred method of communication. It is also used to specify which
number or email to use within an individual type when used in conjunction with standard letters if
there is more than one entry for a specific device type. For example, if the standard letter field
Applicant - Telephone is used, in this instance, the work telephone number will be used. This is
also used in other screens where bulk emails are possible such as the Applicant/Property Matching
Screen.

There can only be one default per device type.

The 2 column represents restrictions on when the client can be contacted. These times are fixed
and are shown wherever contact details are displayed in Estate Agent Pro. Images are used for this

purpose and are as follows - morning only, - afternoon only, ' day time only, .8 evening only,
Z no limit and ™ other (the details of which should be specified in the notes). If the Pref(erred)
communications method has been set in the Client's screen then the images will be shown as ‘«,

W O q £ and € respectlvely when they are viewed anywhere else in Estate Agent Pro. The
setting of a contact time can be made mandatory for mobile and telephone numbers by your system
administrator in Admin>General Options>Client - Validate Preferred Contact Time.

At least one contact must be provided per client.
You can enter an unlimited number of contact details. These are displayed on numerous screens

within Estate Agent Pro. See How do | use the contact details grid? for more information on how
they can be used.

= GENERAL DATAPROTECTION REGULATION (GDPR

General Data Protection Regulation (GDFR)

Signed Yes lud Date Signed 01/09/2010 hd

You should store the signed document
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This is used to record that clients have given you signed consent to store and use their data under
the terms of the General Data Protection Regulation (GDPR).

ICo
Registered Yes \ud Expiry Date 31/12/2022 ]

Reg Mo. |123456789X

This is used to record relevant GDPR ICO information
= NOTES
Motes

Mr Randall is one of the most good looking and intelligent men I've
ever met!

Enter any relevant notes here. They are only accessible from this screen.

= RIBBON BAR

™~ .l:'l_.--"

D )

Save Cancel Clone Use Print

& BExit & Exit Client BExisting 1ID's
File Communications

The buttons on the ribbon bar are used as follows:

l l Sawes the changes made after validating input and exits.

Save
& Exit

Discards any changes made and exits. If you were adding a new applicant or property
@ the operation will be cancelled.

Cancel
& Exit

This button is only enabled if you are adding a new client. It is useful when you know
@\5 another client exists with the same address.

Clone
Client

~ This button is only enabled when you are adding a new property. If the vendor already
. ﬂ exists in the database then use this button to select who the vendor is.

Use
Existing
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» Prints the details entered on the Identification Tab.
Print
ID's
) Opens the letters screen where you can send predefined letters to the client by either
text, email or post. All letters sent are saved and are accessible by clicking on the
Mew Draft & Sent Letters button.
See the Communications Screen for more information.
i Provides details of all communications previously sent to the current client.
= Communications can be resent from this screen. If the client is an applicant or vendor
Draft these communications are also available from the same button on the applicants or
& Sent properties screen. See the Customer Communications Screen for more information.

Information on the other tabs on the Client's screen is available here:

Identification Tab

Documents Tab
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5.10.1 Identification Tab

Scans of relevant documentation used for identification purposes can be recorded here.

General Identification

Address Client
Identification Type | Council Tax \ud | Identification Type Passport
Details (if Other) Details (if Other)
Account No 98765432 Reference No 12345678
Bill within 3 Months? yves d Expiry Date 09/07/2015
Date Checked 01/11/2010 lud | Date Checked 01/11/2010
Date of Birth 09/07/1963

Remarks ud | Remarks

Image & Image

The recording of this data is in respect of money laundering.
To add an image click on the button on the right hand side of the image box.

*

The image can be zoomed in on by clicking on the ™ button.
Information on the other tabs on the Client's screen is available here:

General Tab
Documents Tab
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5.10.2 Documents Tab

A copy of any external document can be recorded here, for example, a scan of a letter sent by the
client.

General | Identification = Documents

Filename

h‘.‘l 2019-10-24_11-58-26.png

wr ®

To add a document click on the S button. See How do | use the navigation buttons? for further help
on the navigation bar.

Double clicking the icon will open it using the associated viewer. Microsoft Word and Excel
documents will be opened internally in EAP and can be edited.

Information on the other tabs on the Client's screen is available here:

General Tab

Identification Tab
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5.11 Communications Screen

This is where you can send predefined letters to applicants or vendors by either text, email or post.
All letters sent are saved and are accessible by clicking on the Draft & Sent Letters button on
various screens. See the Customer Communications Screen for more information. The example
given below is for letters to vendors. Letters to applicants works in exactly the same manner.

=2 COMMUNICATIONS SCREEN

»
Home Administration Communications ‘
= <4 Hyperlink - o No Dupes
e @ O 2 R 0@ D D
= = Image - S - Send as = .
11 B I U Save as  Page Selected Al Attach Selected Al
T H .“ = Draft  Layout ] Phrase P |
Clipboard Editing Font File Insert Email Text
“% The Old Barn, Tunbridge Wells (CRO0000068) | ] Communications &3
Inc Sent Name and Address Letter # Vendor test M
& Type : Primary [ |
M ™ |Randall ken,12 Brick Street, Westminster, Londc
& Type : Secondary Vendor Address - String:
¥l [ Randall Elaine,3 Manor Road, Tunbridge Wells, |
12 Brick Street, Westminster, London, W13 7XR
Vendor Address - Block:
12 Brick Street
Westminster
Londan
W13 7XR
Vendor Name - Greeting:
Dear Mr Randall
2 0 2 Vendors X
Price - Agreed £875,000
Number/Email Detail )
£ 01892 525448 Work Q Vendor - Commission Rate 1.9
o ry Vendor - Commizsion Amount
SR TRER 3D q Branch - VAT Rate 20%
% 07872 123456 Ken Randall 4
[~ ken@pairsoftwhere.com  Ken Randall Inveice - Commission Amount £16,625.00
Invoice - VAT Amount £3,325.00
Invoice - Total Amount £19,950.00
Vendor - Viewing Arrangements:
{© 2015 Pair Softwhere LLP (= 20 October 2015 13:13

This screen can be broken down into 4 primary areas.

= INCLUDE LIST GRID

Inc Sent Name and Address

7= This grid contains a list of vendors grouped by primary and secondary
< CRETERIIEENEITENT  yendors that communications can be sent to.

& Type : Secondary
@ [d Randall Elaine,3 Manor Road, Tunbridge Wells, |

The primary vendor is always shown at the top of the grid.

Removing the l check from the Inc(lude) column will exclude the
applicant from being sent the letter when using Emall All, Print All and
Text All.

2 0 2 Vendors

Once the selected letter has been sent, via any means to the vendor
the Sent column will be automatically ticked.
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= CONTACT DETAILS GRID

Number/Email Detail

& 01892 525448 Work

& 020 7491 7777 Home
% 07872 123456 Ken Randall
) ken@pairsoftwhere.com  Ken Randall

These are the contact details that have been entered for selected
vendor.

NEoQ

The image in the left hand column indicates the type of

communication device applicable. Clicking on the ® button will open
a screen to enable you to send text messages to them. This has to
be configured and additional charges apply.

Clicking on the = button will open a screen enabling you to send an
email. Both of these types of communication will be stored under the
Draft & Sent Communications of the applicant.

=ELETTER

Letter # Vendor test

e

Vendor Address - String:

12 Bridk Street, Westminster, London, W13 7XR
Vendor Address - Block:

12 Bridk Street

Westminster

London

W13 7XR
Vendor Name - Greeting:

D ear Mr Randall
Price - Agreed E£875,000
Vendor - Commission Rate 1.9
Vendor - Commission Amount
Branch - VAT Rate 20%
Invoice - Commission Amount £16,625.00
Invoice - VAT Amount £3,325.00
Invoice - Total Amount £19,950.00

Vendor - Viewing Arrangements:

wd

This is just a dummy letter used to indicate that many different merge fields can be automatically
included.

Any number of standard letters specifically for applicants, vendors and marketing can be defined by
your system administrator and provide standard mail-merge capabilities.

The letter to use can be selected by using the == &4 drop down list. Once merged
these letters can be edited before being texted, emailed or printed.

The sending/printing of these letters is covered in the Ribbon Bar section below.

Spell checking, similar to Microsoft Word is used in all letters and certain other areas as
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appropriate. Misspelled words are underlined with a red squiggly line e.g. interesst. Right mouse
clicking on the word will provide a list of alternatives.

A thesaurus is available by placing the cursor on any word and then clicking the “& button. A
screen will be displayed which allows you to replace the current word with a synonym or antonym.

Standard phrases, defined by your system administrator can be inserted using the * button.

’ This screen is designed to save you money when communicating with lots of applicants. It is
recommended that whenever possible you email all applicants that have an email address by
clicking the Email All button as this doesn't cost anything. The checkbox in the Sent column will
automatically be updated if the email was successfully sent. Next, if the letter is small, send a text
to all of the remaining applicants that have a mobile phone by clicking the Text All button. Again
the checkbox in the Sent column will be automatically updated. You can then print the letter to all
of the remaining applicants by clicking the Print All button.

= RIBBON BAR

=l ' verdana [~ H D = trperink _ﬂ = "?%g L tomupes = ;— u - % <$

= 3 Image ‘ i Send as
11 B 7 U Saveas Page Selected Al Attach Selected  All  Labels = Selected  All
L] hJ .LJ — Draft  Layout ] Phrase =)

Clipboard Editing Font File Insert Email Print Text

It is not the intention of this document to provide an explanation of standard functions found in the
Clipboard, Editing and Font ribbon bar groups with the exception of the usage of the “& thesaurus

and ¥ Insert Phrase buttons which has already been covered under the Applicant Letter section
abowe.

Hyperlinks, Images and predefined standard phrases can be inserted by clicking on the
appropriate button. A dialog will be displayed to make the appropriate selection. When
inserting hyperlinks, if you first select the text you wish to be displayed, for example 'Click
here to see your property on our website', this text will be displayed instead of the hyperlink.

If a letter has been modified, and you decide that you don't want to send it now, but would like
to later, it can be saved as a draft letter by means of this button. Draft letters can be viewed
and sent in the applicable screen, in this case the Properties Screen.

O | Changes can be made to the page layout of the letter here. These changes are only
““““““ temporary.

~1 | This will open the Email Screen populated with the mail-merged letter along with any
attachments added with the selected applicant set as the recipient. Your Email logo if defined
is automatically added to the top of the email. At this point additional recipients or cc's can
be added. Once sent, the letter will be stored, along with any attachments, in the applicants
sent letters. The checkbox in the Sent column will be automatically checked. If this button is
disabled it is because the applicant doesn't have an email address or email has not been
configured by your system administrator.

This will send an email to all applicants that have the inc(lude) checkbox ticked, have not
already been sent a communication (Sent column ticked), and have an email address. The
checkbox in the Sent column will be automatically checked if the email is successfully sent.
This will take a little while if emailing lots of applicants.

A

e &> This is a split button. If the top part of the button is clicked a dialog will be displayed

) s €NAbIING you to select a file to attach. If the bottom part of the button is clicked a

*drop down list will be displayed listing the currently available attachments. The
relevant property's stored document or a document stored against the respective
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applicant/vendor can be attached when sending an email. Any number of attachments
can be added.

= | Prints the letter and, as the system assumes you will be posting this to the applicant, stores
it in the applicants sent letters. The checkbox in the Sent column will be automatically
checked.

This will print a letter to all applicants that have the inc(lude) checkbox ticked, have not
already been sent a communication (Sent column ticked). The checkbox in the Sent column
will be automatically checked. This will take a little while if printing letters to lots of
applicants.

This generates a report of the list of applicants which can be printed. This is designed to be
used as a reminder if you wish to send property particulars by post and need to select them
later.

This prints address labels for all applicants that have the inc(lude) checkbox ticked.

% | This will open the SMS Text Messaging Screen populated with the mail-merged letter. Once
sent the letter will be stored in the applicants sent letters. Letters sent as text messages
should be brief as the maximum content of each message is limited to 160 characters. If it is
more than this it will be sent as multiple texts. The checkbox in the Sent column will be
automatically checked. If this button is disabled it is because the applicant doesn't have a
mobile or text messaging has not been configured by your system administrator.

’ Additional charges apply.

© | This will send a text message to all applicants that have the inc(lude) checkbox ticked, have
not already been sent a communication (Sent column ticked), and have a mobile phone. The
checkbox in the Sent column will be automatically checked if the text message is
successfully sent. This will take a little while if texting lots of applicants.
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5.12 Company Info Screen

This screen is displayed when Estate Agent Pro is run for the first time for you to input mandatory
information about your company and branch.

& 3 =

faho” 4 i

0 —

Company Mame Tonbridge Estate Agents
Branch Mame Tonbridge

House Mame/Mo |1

Street High Street
Additional

Locality

Town Tonbridge
County Kent
Postcode TH1 15T
Country UK

Telephone Mo 01892 111111
Fax Mo 018092 222222

Email info@tonbridgeestateagents.co.uk

| Continue

Complete all fields and then click on the Continue button to finish registration of the software.

The Address entered should be that of your branch and should be completed as you wish them to
appear on your letter heads, property particulars, etc.

Company Name is limited to 60 characters.
Even if you only have one branch, please use the town you are in as the Branch Name as the first

three characters of this are used as the first part of all property references. The branch name is
limited to 30 characters.
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5.13 Contacts Screen

Displays a list of all contact details for selected client including all associated contacts such as
solicitor, estate agent, etc if relevant. There are also tabs on the screen for sales chasing, central

notes and chain flow.

= CONTACTS SCREEN

] J‘.’
%) L AEM=LA

Contacts

Home Administration

(£ ) & 5

Sales  Central Chain Print
Chasing  Notes

Display Options
% TheOldBamn, T... ) %/ Contact Sheet
Details
Ask Price
Froperty

Vendor

£895,000

Mame  MrKen Randal

Company

Vendors Solicitor

Mame  Mrs ] Badger
Company Badger & Partners

Purchaser

MName MrJ Able

Company

Contacts

Contacts

ud

Sale Price £850,000

THE OLD BARN, TUNBRIDGE WELLS, KENT, TN2 5HS

12 Brick Street
Westminster
London

W13 7XR

8 Holtye Road
Tunbridge Wells
Kent

THZ 6A1

12 Gordons Road
Tonbridge

Kent

THD 9QF

Sale Agreed Date

Number/Email
% 07877 888888
£ (11892 565656
£ 020 7491 7777
% 07872 123456
() krandal@hotmail.com
£ (11892 525448

Number/Email
£ 01892 121212
[ jbadger@badgersolicitors.co.uk

Number/Email
(= jable@hotmail.com
% 07787234674
£ 204
£ 0202789324

01/10/2012

(A~ |

Home

Work

Home
Work

© 2013 Pair Softwhere LLP

24 August 2013 13:35

All contact details entered into Estate Agent Pro for the Vendor, the vendors solicitor, the purchaser,
the purchasers solicitor and the purchasers estate agent is displayed.

\lﬂfeggrcn‘i(ngge[et The Vendor or Purchasers Client information can be edited from this
ey screen by clicking on the button to the right of their address. See the
Client's Screen for more information.

Clicking on the » button will open a screen to enable you to send text messages to whoever is
detailed in the Whom column. This has to be configured and additional charges apply. See the SMS
Text Messading Screen for more information. Clicking on the = button will open the Email Screen
enabling you to send an email. Both of these types of communication will be stored under Draft &
Sent Communications of the applicant, vendor, solicitor or estate agent respectively. See the

Customer Communications Screen for more information.
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= SALES CHASING TAB

Wendar Purchazer
/082010 /08,2010

Drescription

Faid zearches to Solicitar
Salicitor applied for deeds
Filled in mortgage forms

Faid survey fee

Filled in fixtures forms

Solicitar zent out contract
Received sellers contract
Local searches applied for
Employes's reference received

31/0842010

Credit references done

Local searches in

Survey done

Received mortgage offer
Booked for sighing

Purchazer aware deposit rules
Signed Contract

Shows the dates entered in the Sales/Rent Status Screen. These are configurable by your system
administrator.

= CENTRAL NOTES

Date Branch Motes
/08200 CRO Mr Able kag stated that he will proceed with the purchase as guickly as poszible.

Details any central notes entered in the Sales/Rent Status Screen.. These notes can be entered at

any branch.
= CHAIN FLOW TAB
Chain Dowe Chain Up
I 8 Jourmeys End 4 8 Jourmeys End
Toanbridge Tonbridge
K.ent K.ent
TH10 4NG TH10 4HG
=1
M 12 Gordoks
Rioad
Taonbridge
K.ent

Displays both the up and down chains as entered in the Chain Flow Screen
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5.14

Custom Reports Screen

The custom reports screen displays a list of reports for you to run on any data within the database.
These will have either been written by yourselves or Estate Agent Pro Ltd for you (charges apply).

=2 CUSTOM REPORTS SCREEN

hov 4 S

b ) by o)
.L..-"J‘ - e
[._:) [_\%
Print  View
Action
All Folders Contents of All Folders
=-= All Folders \_J)Properties
|2 Properties Advertisement Elipsed
Advertisements
Branch Data
Instructions
Lettings List
Manthly Pipeline
Properties and Commison
Rental Report
Response Monitoring
1 item(s) selected 117¥B

The list of folders is displayed on the left hand side and the list of available reports is listed on the
right hand side.

Navigate to the folder you require by clicking the folder name then double click the report hame to
generate the report.

Custom reports can be printed, emailed or saved as PDF's.

= RIBBON BAR

Tl_ﬁ] Moves the selected folder up one lewel.
|

Folder

A Prints the selected report.
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L TR

View

Previews the selected report.

See the Report Preview Screen for more information.
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5.15

Customer Communications Screen

Contains copies of all communications sent to an individual client including attachments sent by
email. Communications can also be resent from here.

=2 CUSTOMER COMMUNICATIONS SCREEN

@ 0-0-5 2w / Communications Mr J Able v IS 7

Administration Communications |

Home
= Ak
=[E| Jd & &
. B 7 u  Duplicate Print
Clipboard Editing Font File Insert Communications

& Able 1,12 Gordons Road, Tonbridge | < Mr1Able 3

Date Method =/ Description User = % || Applicant Match

= Type : Sent [~
16/01/2014 Email Test Ken I 7 *
06/02/2014 Email Blank Letter Ken Ton 1'498 'Estﬂ'te A'gsnts
09/05/2014 Email T

1 High Street, Tonbridge, Kent, TN9 1ST

est Ken
30/04/2015 m Applicant Match m. Tel: 01892 111111 www.tonbridgeestateagents.com

E-mail: ken@pairsafiwhsare.com

Mr J Able

12 Gordons Road
Tonbridge:
Kent
TN 5QF
207 April 2015
Desr Ik Able
H> #®
HEW PROPERTIES
Attachments
The following new properties have just come to market and, s this meets your criteris, we have forwarded these
detaiks 1o you.
The following properties match to your requirements:
A OFFERS ABOVE £895,000
The Old Barn, Tunbridge Wells, Kent, TH2 5HS
* Grade || Listed Barn Canvers ion
* 3% Ame Paddodis
* Superb Locstion
jable @hotmail.com
© 2015 Pair Softwhere LLP 30 April 2015 15:25

This screen can be broken down into 4 primary areas.

=2 COMMUNICATIONS GRID

e ®% This grid contains a list of all communications sent to the
28/08/2010 Email  Applicant Match ken % client. It details the date sent, method used, description, the
S0/06/2010 |Letter_|Applican Maich Ken user that sent it and whether or not there was an attachment.

30408/2010 Email  Applicant Response [Empty] Ken (%

Communications can be deleted by using the 8 button on the

= ~ navigator at the bottom left of the grid.

Clicking on an individual communication will display the
contents of the communication and any attachments (applies
to emails only).
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= ATTACHMENT LIST

____|nfechmens This lists the attachments sent with an email

BECLd communication.
The image in the left hand column indicates the type of
attachment. Double clicking on the image will display the
attachment using the applicable viewer.

= SENT COMMUNICATION

Applicant Match

e

Ti anﬁﬂ?@c Estate Aqents

1 High Street, Tonbridge, Kent, TN 15T =
Tel: 01892 111111 wiww tonbridgeestatcagents.com

E-mail: ken@pairsaftwhere. com

Mr J Able

12 Gordons Road
Tonbridge

Kent

THD 30F

207 Apil 2015
Drear Wi Able
NEW PROPERTIES

The following new properfies have just come to market and, as this meets your criteria, we have forwarded these
detsik to you.

The following properties match to your requirements:

OFFERS ABOVE £835,000

The Old Barn, Tunbridge Wells, Kent, TH2 5HS
= Grade || Listed Barn Conwvers ion

= 3% Aoe Paddooks

* Superb Location

jable @hotmail. com

The sending/printing of these letters is covered in the Ribbon Bar section below.

Spell checking, similar to Microsoft Word is used in all letters and certain other areas as
appropriate. Misspelled words are underlined with a red squiggly line e.g. intgrgsst. Right mouse
clicking on the word will provide a list of alternatives.

If the communication was sent by SMS or email the mobile number or email addresses sent to will
be displayed beneath the communication (applicable from version 3.4.1.28 onwards).
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= RIBBON BAR

(2] Copy

[5| Paste

o Cut
Clipboard

: =4 Hyperlink 1 e " ,
Arial Ik - . L,
s - [ S &R (2 &5
P Attach  Email Print Text
1 Jl B I U Lai'%flt &) Phrase mail  Prin ex

Editing Font File Insert Communications

©

It is not the intention of this document to provide an explanation of standard functions found in the
Clipboard, Editing and Font ribbon bar groups. The usage of the remaining buttons is detailed below.
You cannot change letters that have been sent.

=4 Hyperlink
s Imiage
L] Phrase

Insert

Hyperlinks, Images and predefined standard phrases can be inserted by clicking on
the appropriate button. A dialog will be displayed to make the appropriate selection.
When inserting hyperlinks, if you first select the text you wish to be displayed, for
example 'Click here to see your property on our website', this text will be displayed
instead of the hyperlink.. This is only available for draft letters.

=

|

Opens the Email Screen populated with the letter along with any attachments that
were originally included. Your Email logo if defined is automatically added to the top of
the email. At this point additional recipients or cc's can be added. Once sent, the

Ernail
letter will be stored, along with any attachments, in the clients sent letters. If this
button is disabled it is because the client doesn't have an email address or email has
not been configured by your system administrator.

Y Prints the draft letter.

=

Prink

3 Open the SMS Text Messaging Screen populated with the letter. Once sent the letter

% will be stored in the clients sent letters. Letters sent as text messages should be brief

Text as the maximum content of each message is limited to 160 characters. If it is more

than this it will be sent as multiple texts. If this button is disabled it is because the
client doesn't have a mobile or text messaging has not been configured by your
system administrator.

-' Additional charges apply.

P

Duplicate

Duplicates the currently selected communication as a draft letter which can then be
edited and resent.

[

Page
Layout

Opens the page layout dialog where you can configure paper type, margins, etc.
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5.16 Dashboard Screen

The dashboard screen consists of two different areas, top and bottom, and provides 1) a summary
of all exchanges, completions, viewings, valuations and appointments that are due today and for
previous/future periods up to 7 days and 2) year to date statistics of targets v actual's which can be
configured both generally and on on a per user basis. Statistics for previous years can also be

displayed.
m (2 = I _/ Dashboard Dashboard li=lid
¥
Home Administration Dashboard
I I g From |01/01/2018 2
P E P pereeeed g 7 13 3 A
= — To|o3juz2008
Last 7 Yesterday Today Tomorrow Next7 y Completions Exchanges Valuations Viewings Validity
Days Days & Check
View Period Views YTD Statistics
%] Dashboard k3
Appointments 01/01/2018 - 03/02/2018 Valuations 01/01/2018 - 03/02/2018 a2l
2 January, 2018 J09:45t0 10:45 O @ Valuation: 1 Cherry Close Moz (CRO) M | | ke 30/01/2018 Time:|10:00
Saturday Meet at property: Property: |11 Pgqular Close, Tonbridge, Kent, ...
Mrs V Cherry cl%
1 Cherry Close
Tonbridge
Kent
TH10 26F
1400t 15:00 3 (@ Valuation: 1 Blands Drive Rob (CRO)
Meet at property:
Mr J Bland
1Blands Drive
Tonbridge
Kent
TS 2F5
January, 2018 0%:00t0 10:00 0 (@ Valuation: 14 Osbourne Road Ken (CRO)
30 Tuesday Meet at property: Vendor: |Mr N Popular
Mr &Mrs 1 Allen
14 Oshnurne Anad K| W 1ors @3
Branch YTD Statistics Hiaj=]
Chart |Data
Data Levels: |8
100%
80%
0%
40% [ Actual
0% = I Target
0%
: ]
Apphcants registered Exchanges fee value (£000's)  FS Appointments made Offers received Sales feevane £ 000's) Valuations attended Withdrawals
Exchanges Fall throughs New Instructions Sales Valuations booked Wiewings booked
(© 2018 Pair Softwhere LLP Logged in as Ken/Tonbridge 25 April 2018 13:17

RIBBON

The dates displayed can be toggled by means of the buttons on the ribbon.

m T T From 01/01/2018 AN
7 (TR (P (p moexe @ g 13 3 A
=i — To o3fo2/2018 |
Last 7 Yesterday Today Tomorrow Next7 = Completions Exchanges Valuations Viewings Validity

Days Days @ Check
View Period Views YTD Statistics

The number of completions, exchanges, valuations and viewings are shown for each period
selected. Completions and exchanges are based on the anticipated dates defined in the Sales/Rent
Status Screen.

The view period, including appointments defaults to today but can be for any of the periods listed.
Alternatively a date range can be selected as shown abowe.

The statistics default to the current year to date but previous years can be displayed by scrolling
the year in the YTD Statistics group.

The Validity Check button opens the Dashboard Validity Check Screen which displays a list of
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warnings that will account for any missing data in the YTD Statistics. This button is only enabled
for those users with full admin access rights.

VIEW

Clicking on any of the views in the centre panel of the ribbon will show the respective view in the
right hand details box. If there is more than one property to be displayed in each area they can be
scrolled by means of the navigator.

Today's Completions m &

Date: 16/01/2017 Time:
Property: |25 Green Road, Tonbridge, Kent, ...

Purchaser: |Mr & Mrs S Crabb

1of1

The associated property '?, applicant &or viewing “#, if applicable, can be displayed by clicking
on the corresponding button.

APPOINTMENTS

The appointments are displayed for the period selected. The first day is shown and subsequent
days can be viewed by scrolling to the right.

E

16 January, 2017 All day O :j Agreed Completion: 25 Green Road Ken (Tonbridge)
Monday Agreed Completion 25 GREEM ROAD, TONBRIDGE, KENT, TNS 1BP

08:30t0 02:30 O ‘J‘J Survey: The Old Barn Clive (Tonbridge)

Meet at property:
Mr Ken Randall
The Old Barn
Tunbridge Wells
Kent

TM2 5HS

09:00 to 10000 O 0 Valuation: 1 Church Cottage Rob (Tonbridge)

Meet at property:
Mr A.D. Corbett
1 Church Cottage
The Wyshe
Pyecombe

West Sussex
IP27 SE]

<

The details of appointments can be viewed by double clicking the appointment but cannot be
changed from this screen. Appointments are discussed in more detail in the Diary Screen.

BRANCH YTD STATISTICS
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Statistics shown here are always year-to-date and do not alter when periods are changed.

Branch YTD Statistics e

Chart | Data

Data Levels: se\ectvalue Branch || User - Quarter |-| Month || Week | Data

100%
90%
80%
0%
60%

0 Actual
W Target

Applicants registered Exchanges fee value (£000's) Offers received Valuations booked Wiewings booked
Exchanges New Instructions Sales fee value (£000's) Valuations attended

The initial view shows all YTD actual's versus target by percentage.

All data is based on values entered against properties, etc. If a property is deleted then the data will
be lost. Archiving a property is fine.

Each user can be configured in admin separately. The following items can be configured:

Show Whether or not this screen should be automatically displayed each time EAP is run.
Dashboar
d

Include in Whether to include this user in YTD statistics and the generation of targets.This would
Targets  typically be switched off for administrative staff.

Only Own Whether or not to show other users statistics.

Stats

Show All  Whether or not to show statistics for all branches (multi branch companies only).
Branches

Default Initial filter to be applied to the chart. This can be Current Year, Quarter, Month or
View Week. The default is for the current year (YTD).

Monthly targets can be defined for individual users for each of these values by your system
administrator. The monthly targets are then used to calculate weekly, quarterly and annual targets
on a pro-rata basis. Weekly targets are set based on the number of weeks in the month.

There can be different monthly targets for different periods throughout the year. The two different
views can be toggled on by clicking on the © button. Ifno targets have been defined then this button
will be disabled.

Values are assigned based on the following:

Target Date Used Individual
Applicants Registration date Negotiator
Registered
Exchanges Exchange date Sales
Negotiator
Fall Throughs Fall Through Sales
date Negotiator
FS Referrals Date referral Individual who
entered entered it
Instructions Instruction date Valuer
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Target
Offers
Sales

Valuations
Booked

Valuations
Attended
Viewings
Booked
Withdrawals

Date Used Individual

Offer date Negotiator

Sale agreed date Sales
Negotiator

Date valuation  Negotiator

entered

Valuation date  Valuer

Date viewing
entered entered it

Withdrawn date Valuer

Individual who

The chart can be drilled down through the lewels just by clicking on any one of the bars.

Data Levels: | Type | Valuations booked |faEhlall select value Quarter

100%
90%
80%
T0%
60%
50%
0%
30%
20%
10%
0%

[ Actual
M Target

CRO

Branch

In this instance we can see that user CRO branch has achieved just over 50% of its valuations

booked target so far this year, with 3 actual bookings against a target of 7.

Drilling further down in turn will show the following charts.

Data Levels: | Type | Valuations booked | | Branch | cro | [FERR select value || quarter | {Month | [ week | {Data |

100%
0%
830%
T0%
60%
50%
0%
30%
20%
10%
0%

[ Actual
M Target

MMIH

Data Levels: | Type | Valuations booked | Branch [ R0 | User [ | [Pt select value | Month | | week | Data |

100%
0%
830%
T0%
60%
50%
0%
30%
20%
10%
0%

[ Actual
M Target

Quarter Quarter 1
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Data Levels: | Type | Valuations booked H Branch |CRD H User |@ H Quarter |Quamer 1 AT select value

100%
0%
B80%
T0%
60%
50%
0%
30%
20%
10%

0%

[ Actual
M Target

LUEEY select value

100%
0%
B80%
T0%
60%
50%
0%
30%
20%
10%

0%

[ Actual
M Target

wife 08/01/2017

wfe 15/01/2017

wfe 22/01/2017

Obviously this data is fictitious and does not include a full set of data. You can go back up a lewvel by

right mouse clic

king on the chart.

As well as displaying this data graphically it can also be shown in tabular mode by clicking on the

Data tab.
wcro wl MAR Grand Total

Type 4 E)Quarter 4 = Month 4 1| Week “ Ilact Tot  wTat Tgt %ot Tgt ot
o Applicants registered 100 9.00 11.11% 0.00 0.00 100 9.00 11.11%
J Exchanges 300 600 50.00% 0.00 0.00 300 600 50.00%
) Exchanges fee value (£000's) 24,82 150.00 16.55% 0.00 0.0 24,82 150,00 16.55%
' New Tnstructions 100 600 16.67% 0.00 0.00 100 6.00 16.67%
J Offers received 200 600 33.33% 000 0.00 200 600 33.33%
J Sales fee value (£ 000') 17.01 225,00 7.56% 0.00 0.00 17.01 225.00 7.56%
J Valuations baoked 300 600 50.00% 100 0,00 400 600 66.67%
) Valuations attended 200 600 33.33% 100 0,00 300 600 50.00%
J Viewings baoked 200 600 33.33% 000 0,00 200 600 33.33%

If there is any data in the unknown column it means that a negotiator has either not been set for the
property, the negotiator has been deleted from the system or they have been set to not be included

in targets.

Each branch can be expanded to show more detailed information.

o CRO CRO Total
KC MMIH RR
= « Z|Quarter + 7 Month * | week “ “lact gt [wTet At [Tt |%Tgr Act |Tot  |%Tgt At |Tgt %ot At |Tat  %Tgt
o Applicants registered 0.00 0.00 100 9.00 11.11% 0.00 0.00 000 000 100 9.00 1L.11%
o Exchanges 100 0.00 200 6.00 33.33% 0.00 0.00 000 0.00 300 6.00 50.00%
) Exchanges fee value (£000's) 5.00  0.00 19.82 150.00 13.22% 0.00 0.00 000 0.00 24,87 150.00 16.55%
o New Instructions 0.00 0.00 100 6.00 16.67% 0.00 0.00 000 0.00 100 6.00 16.67%
o Offers received 0.00 0.00 200 6.00 33.33% 0.00 0.00 000 0.00 200 600 33.33%
\J Sales fee value (£000'S) 0.00 0.00 17.01 225.00 7.56% 0.00 0.00 000 0.00 17.01 225.00 7.56%
o Valuations booked 0.00 0.00 200 6.00 33.33% 0.00 0.00 100 0.00 300 6.00 50.00%
o Valuations attended 0.00 0.00 000 6.00 100 0.00 100 0.00 200 600 33.33%
o Viewings booked 0.00 0.00 100 6.00 16.67% 0.00 0.00 100 0.00 200 500 33.33%

And also each target can be expanded to show more detailed information.
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1.00 S.00 11.11% 1.00  9.00 11.11%
L00 0,00 2,00 6.00 33.33% 0.00 0.00 0.00 0.00 3.00 600 50.00%
5.00 0.00 19.82 150,00 13.22% 0.00 0.00 0.00 0.00 24,82 150.00 16.55%
0.00  0.00 1.00 6.00 16.67% 0.00 0.00 0.00 0.00 100 6.00 16.67%
0.00 0.00 2.00 6.00 33.33% 0.00 0.00 0.00 0.00 2.00 6.00 33.33%
0.00 0.00 17.01 225.00 7.56% 0.00 0.00 0.00 0.00 17.01 225.00 7.56%
0.00 0,00 0.00 200 0.00 0,00 0.00 0.00 0.00  2.00
0.00 0,00 1.00 200 50.00% 0.00 0.00 0.00 0.00 100 2.00 50.00%
0.00 0.00 1.00 200 50.00% 0.00 0.00 100 O0.00 2.00  2.00 00.00%
0.00 0.00 2.00 5.00 33.33% 0.00 0.00 1.00 0.00 3.00 6.00 50.00%
& 0.00  0.00 0.00 6.00 L00 0,00 .00 0.00 200 6.00 33.33%
1.00 6.00 16.67% 0.00 1.00 0.00 2.00 6.00 33.33%

The chart or the data can be printed by clicking on the % button in the group header. Whichewer tab
is focused will be opened in a preview screen for printing or saving as a PDF.
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5.17 Diary Screen

The diary screen contains details of appointments made for all members of staff and is very similar
in design and operation to the diary in Microsoft Outlook in fact, it can be synchronised with
Microsoft Outlook.

= DIARY SCREEN

@@vuv@.‘:w /

Home

Administration Diary |

& Y 78 =

Group Visible Print View Reload — Outlook

Active Screen Diary

e

By ~  Users @ o Diary ©
Associations Configuration Outlook
(T Diary a
20 August ) ¢ Augustzoiz
Moz (Tonbridge) Rob (Tonbridge) Ken (Tonbridge) Clive (Tonbridge) M TWTFSS
3 E 3031 1 2 3 45
= Holiday
6 7 8 9101112
45 13 14 15 16 17 18 19
B 21 22 23 24 25 26
s 2728293031 1 2
15 3456 7 89
30 @ valuation: 5 Musgrove o Tasks
“as5 ) Road 1 .
E. Meet at property: Type a new tas
1 2? Mr & Mrs M Musgrove - ™| Buy Mum's card
a0 ]_,r Mr 1 Able: 12,
E Ix!) Gordons Road, TN9
e aQF
132 _ Dentist Appointment | —
— See viewing for
15 | Should be back by |
; 3pm but to be on the
— safe side don't book
45
i
15
30 gFErR-H>
© 2012 Pair Softwhere LLP 933 x 665

20 August 2012 11:52

This screen can be broken down into 4 logical areas.

= APPOINTMENTS
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Moz (Tonbridge)

45
oo
1 1 15
30

45

12~

13 0o = Dentist Appointment

15 Should be back by
3pm but to be on the
safe side don't boc

20 August
Rob (Tonbridge) Ken |

@ valuation: 5 Musgrove
Road
Meet at property:
Mr & Mrs M Musgrow.

A column can be shown for each member off staff. When Estate Agent Pro is run it always defaults
to showing the diary of the user ID you logged in with.

An existing diary entry can either be
opened by right mouse clicking on an
appointment and selecting Open from
the drop down menu or by simply
double clicking on the appointment

Open

Show Time As ¥
Label r

Delete

In either case the following dialog will be displayed:
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Subject: |Accompanied Viewing Mr 1 Able |

Location: | | Label: ||:| MNone @
Start time: 04/01/2011 @ 12:00 gj ] All day event

End time: 04/01/2011 o 1m0 =

Resource |Ken (Tonbridge) @
L_JReminder: |15 e d Show time as: | [l Out of office @
Meet at property

Mr Ken Randall

The Old Barn, Tunbridge Wells, Kent, THS OHY

oK | | Cancel | | Delete | | Recurrence

Any of the fields can be changed here including the setting and cancelling of reminders.
Appointments can be all day events or recurring events. for example, a new event can be added by
double clicking on blank area of the screen
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Subject:  |Heliday
Location Label: [ ] vacation %]
Start time: 04/01/2011 %] [w] &ll day event
End time: 07012011 3
Resource Clive (Tanbridges) a
(@ Reminder: |15 minutes .J showtmeas: |[Outofoffice |
Wil be at home if needed.

oK | | Cancel | | Delete | | Recurrence

Saving this diary entry will for the next four days display the following:

Clive (Tonbridge)

Huoliday

Reminders can be set for a period ranging from 5 minutes to 2 weeks before the event is due. When
an alarm is active an alarm bell will be shown in the upper left hand corner of the appointment.

75 Mr J Able: 12,

aqF

% Gordons Road, TH9

See viewing for

When this time is

reached a reminder will be displayed:
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. T i o

% Valuation: 23 Linden Road

Start time: 4 January 2011 14:00

Subject Resource Duein
ﬁ Valuation: 23 Linden Road Ken 13 minutes

Disrniss Al | OpenItem J | Dismiss J
5 minutes before start “ Snooze I

You then have the option to snooze or dismiss the appointment.

Appointments can be dragged and dropped from one time to another or from one user to another
which will change the appointment accordingly.

' If you change an appointment that is for a valuation or viewing the corresponding date/time of
the valuation/viewing will also be changed.

= DATE NAVIGATOR

4 . ff:;affllls 5' The navigator is used to select the date you wish to view. The current date is

1 2 indicated as shown. If their is an appointment for any users you are viewing the
lgﬂlg g 11 . corresponding date will be shown in bold. Bank holidays, which are editable by
1718 12 20 21 22 23 | yOUr system administrator are shown in red.

24 25 26 27 23 29 30
31

' Multiple dates can be selected on the date navigator by clicking on the first
date required and then, without releasing the mouse, selecting contiguous dates.

= TASK LIST

“re .. Thetasks shown are for the date selected on the date navigator. New tasks can be

1 Buy Mum's card added by either clicking on the Type a new task area or by using the navigation bar
at the bottom left hand side of the task grid.

See How do | use the navigation buttons? for further help on the navigation bar.

#®US2 T When a new task is added the Task Screen will be displayed.

Tasks can be added for any member of staff. The selected task can also be edited by
clicking on the # button.
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o Init Tasks
Type a new task

& 290b Stratford Road, Spa

[ ke

Do something i

& The Old Barn, Tunbridge

ke

Call me urgently

& Unassigned

ke
[ ke
[ ke
[ ke
ke

Call Fred

Call Mr Jones
3000000¢

Added a dated n
Test

If properties are assigned to the tasks the list will be grouped by properties.
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= RIBBON BAR

2 & F H %7

e

Property  Applicant Group Visible  Print  View Outlook
By ¥ Users w w 4

Assocdations Configuration Cutlook

The buttons on the ribbon bar can be used as follows:

s If the diary event that is clicked on was entered automatically from another screen
.. || such as an accompanied viewing or a valuation this button will be enabled and
Pmper,'qf clicking on it will open the Properties Screen focused to the associated property.
:) If the diary event that is clicked on was entered automatically from another screen
- such as an accompanied viewing or a dated note this button will be enabled and
Applicant clicking on it will open the Applicants Screen focused to the associated applicant.

This drop down allows you to group the display by date, users or no grouping. This
Iﬁ only makes sense if multiple users/dates are being displayed at the same time.
Multiple dates can be selected on the date navigator by clicking on the first date

Group . ) . ) ;

By ¥ required and then, without releasing the mouse, selecting contiguous dates.

~ When Estate agent pro is run it defaults to just showing the logged in users diary.
f “ Clicking this button will display a list of users that can be viewed.

Visible

Users

» This drop down allows you to print different views of the diary such as weekly,

g4 | monthly, etc.

I This drop down allows you to switch the current view between day, week, month,

? etc.
View
W
This drop down provides synchronisation options with Microsoft Outlook. We
_: recommend that if you use this, which can be slow if there are lots of diary entries,
outlook || that you only export to Outlook.Only the logged in user's entries will be exported.
w This should be used with caution!
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5.18 Event History Screen

This screen is available from both the Applicants and Properties screens and displays all events
associated with the selected applicant or property/vendor as applicable.

an Events - 8 Journeys End, Tonbridge (CRO000... "~ "0 "x -

Drag a columi header here to group by that column

] 2 Able Liked the property and that it had a bathroom dowe stairs, Just
18/08/201C0 0200 KAR "-."|ewmg r & brs J Able

2BA0BS2000 1622 kAR b atizh kdr & krz J Able [Tonbridge)

27082101214 KAR Wiewing Mr & Mrz J Able Wendor Informed of viewing on 30/07/20010 at 13:00:00
2008/20M0 1318 EAR Offer bdr & brz J Able [Tonbridge] Offer made of £160,000

208201318 EAR Statuz Property statuz changed to "Under Offer”

31/08/2000 0952 KAR Status Froperty status changed to "Sale Agreed”

3140852000 0354 kAR Purchazer  “Wendor Paid zearches to Solicitor

1082000 0354 KaR Purchazer  Purchaszer Paid searches to Solicitor

3082010 0954 EAR Purchazer  Purchazer Paid searches to Solicitor br & kre J Able [Tonbridge)
1082000 0354 EAR Furchazer  “endor Solicitor applied for deeds

317082000 0954 KAR Purchazer  Purchaszer Solicitor applied for deeds

082000 0354 EAR Furchazer  Purchaser Solicitor applied for deeds Mr & Mrz ) Able [T onbridos)
/08,2000 0254 KAR Purchazer  “Wendor Filled in mortgaage forms

3082000 0954 KAR Purchazer  Purchaszer Filled in mortgage forms

1082000 0354 EAR Furchazer  Purchaszer Filled in mortgage forme e & bz J Able [Tonbridge)

16 Events ||

L -

Filters can be applied to certain columns by clicking on the L button.

Click on the # button to print the grid.

' This grid has the ability of being grouped and filtered by columns. See How do | use grid
column grouping and filtering? for further information.
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5.19 Google Map Screen

This interface uses the Google Maps API and will show the property that was active when this
screen was invoked. This has been updated to use the new Microsoft Edge interface.

' The locations shown in this help file address wise will not match the location of the map as,
whilst the post codes are valid, all addresses used are fictitious.

= GOOGLE MAP SCREEN
Ao c-are Al TE

Home Administration Google
a W Latitude 51.11565324 e Off| Branch | Latitude: 51.11555895 Longitude: 0.25933455
il — Longitude 0.25045257 On | Markers | The OId Barn, Tunbridge Wells, Kent, TN2 5HS
Store Map Save
Image  Location On  wwd| POI
Action Coordinates Features Selected Property
“® The old Barn, Tunbridge Wells (CROD000068) o G The old Barn, Tunbridge Wells, Kent, TN2 5HS
) B " s Q K
+ . 5 Rainbow Nurseries Map Satellite
C A,
— o 4
¢ B
R a2
% Airport Car & a
Setvices (ACS) ¢ Frant Rd Q
&
o
&,
)
“//‘@,.
B 3 Forest Rd 1 %
’ 2
2 v &
€ & &
g ¥ s
I 5 £
©© &
=]
=]
& %, Q
g Yor, Weald Warriors RLFC
i -
::S | J:ﬁfagggv Tunbridge Wells
Sy, E Football Club Borderers Cricket Club
s = Waterfield
StMarks g &
o
Mark's gg —
Map data 22018 Google  50m i1 Terms of Use Report a map error
(@ 2018 Estate Agent Pro Ltd  Logged in as Ken/Tonbridge 05 September 2018 12:42

The location of the selected property is displayed in the toolbar.

= Latitude  51,11565324 g |ewsd Offf Branch  Latitude: 51.11555895 Longitude: 0.25933455
il .
4 Longitude 0.25945257 On | Markers = The Old Barn, Tunbridge Wells, Kent, T2 SHS
Store Map Save Update
Image  Location On | POT
Action Coordinates Features Selected Property

The latitude and longitude of each property is retrieved from Google when a property is added or its
address is amended. If this is not available then the property cannot be displayed.

The buttons on the toolbar function as follows:
[~. Ifthe Google Maps interface was opened from the properties screen you will have the

"
Store Map option to store the map displayed by clicking on this button. Before storing the image you
mage  can first of all zoom to any level you require. Multiple images can be stored.

© 2022 Estate Agent Pro Ltd



160 Screens

W If the location has been changed (by dragging the image) this button will be enabled and
. clicking on it will save the properties new location.
LDSC%\'EieOI"I

A You can enter the Latitude and Longitude of the property directly if you have this

L& information and then click on the Update button. The property marker will be mowved to the

Update  new |ocation and the map will be updated. This does not save the location

i e Adds a marker showing your branch location.
On | Markers

on ) oI

Features

Turns on/off the display of markers.
Turns on/off points of interest.
If opened from the Properties screen the selected property can be mowved, or the new coordinates

entered directly, if it is not in the correct position. You will be prompted whether to sawe it or not
when you close this screen. Changing the location has no impact on the address entered.
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= MULTIPLE PROPERTIES

If more than one property was passed to the Google Maps screen then they will be zoomed to fit.
The property that was selected when you opened this screen will be shown as a red house, the
other properties will be blue.

“% The Old Barn, Tunbridge Wells (CRO0000068) wJd G The old Barn, Tunbridge Wells, Kent, TNZ 5HS

+ 2 Peingy,, '§ Map  Satellite
G S g, &
& ) Southborough o
o &
ES " \ondfeld g
~
Poundsbridge {3,
& = Penshirst Ry _5\»‘”'4’5'*'"\ Spejgpurst Rd ~
P
o 5 Speldhurst © > - .
4 & Ty ¥ %
§ oy o F i) ’ &
3 q§ %6 s @'@ o g ‘. e Pembury &
2 s & S £ 4
i i o & s [ % SOl 48
i @ s H "o 5, \
& y & Y.z St %
rel? o T ) 2 ey %,
Fordcombe 5 3 i, i g,
o . S o
ot 3 Lenge o 3 & s A 4
) b G Ol s
Fl ?v,a g ) : Rusthall L 4 Convord!
a ] & y 3
5 1 Royal o ]
=
s 1 4
- Tunbri r fes”
3 3 Langton Green e A26h Well & &
Stone Cross v' y,ja’,
4
-
@ High Rogks Ln iy
& %'3 Yy a
eI (4 &y é\.‘\e, H%ﬁm eiaje P
# - Lo
~ 1% 3 3
&4 e
& T, astms® [P N
ater Forest | Benkeh
Groombridge Bt rorestin L G
';a,/ ) Nevill Golf Course
“g,
Y b E‘ 9'? a
Bay,
ks Bunny Ln o
& ParkiCi BAls Vowy
Go gle 2 ark Borner Map data £2015 Google 500 mL——  TermsofUse Report s map error

' The usage of Google Maps is in accordance with the "Terms of Use" link displayed at the
bottom right hand corner of the map. The "Terms of Use" agreement is between yourselves and
Google Maps. The interface to Google Maps could be changed, or removed, or made chargeable at
the discretion of Google Maps. Estate Agent Pro Ltd will try to keep this interface available but
cannot guarantee it.
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5.20 Images Screen

This is where all images related to the property can be loaded. They can also be edited, re-sized,
etc.

B IMAGES SCREEN
m@v“v@,‘:w /Ad'lveScree” il

Home Administration Images |

PEE UxXE
File Folder Gallery @ Delete Delete Edit Copy
All

File Load From Images

“* The Old Barn,Tu... oJ &5 Images- The Old... 3

Available Images [0]

<No images to display>

Primary Images | Secondary Images
Main Image [1] EPC Graphs [2] Floor Plans [2]

1171

-I—_t:[ |

1 Ground Floor 2 First Floor

i

1 Front of Property

Additional Images [7]

1 Kitchen 2 Lounge

© 2011 Pair Softwhere LLP 843 x 760

12 July 2011 07:34

See How do | add images to a property? for further information.

This screen can be broken down into three primary areas.

= AVAILABLE IMAGES

Axailable Images [0]

Available images is initially empty. This area can be populated with images from various locations
(see the Ribbon bar below for examples) and then assigned to any other area by dragging and
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dropping.

= PRIMARY IMAGES

Primary Images | Secondam Images

M ain Image [1] EFC Graphs [2] Floor Plans [2]

LE | EEART
B - J{ e,
| Engahand & Walus —

1 FrontofF’rSperty 1 EPC 2 EPC 1 Ground Floor 2 First Floor

Additional Images [3]

1 Kitchen 3 Frort of Property

Images can be dragged and dropped between any one area and another. Captions can be added by
clicking into the caption box. The Secondary Images tab functions in the same way and has areas
for Aerial Photo's, Street Maps and Other Images.

= RIBBON BAR

HO €U € ) X&D

Save  Cancel File Folder  Gallery Delete  Delete  Edit  Copy
All

File Load From Images

The following buttons are available on the ribbon bar.

l l Closes the images screen saving any changes made to the images.

Save

@ Closes the images screen discarding any changes made to the images.

Cancel

ﬁ,}j Opens a dialog enabling you to choose images to insert into Available Images.
=

File See the Add Image Screen for more information.

- Opens a dialog enabling you to choose a folder to load all images from into Available
ﬁj Images. The location of this folder can be predefined by your system administrator.

Folder This would typically be used to load images from a digital camera.
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€

Gallery

Opens a dialog enabling you to load the contents of a pre-saved gallery. Galleries
can also be saved and deleted from within this dialog.

See the Gallery Screen for more information.

)

Deletes all images in the active image section e.g. '‘Available Images' or 'Floor Plans'.

Delete

all
x Deletes the selected image.
Delete
— Opens the internal image editor where images can be resized, brightened, edited,
- etc.

Edit _ i i

See the Images Editor Screen for further information.

Copies the selected image to the clipboard.

Copy
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5.20.1 Add Image Screen

This screen enables you to add any image and is primarily used from the Images Screen.

Ehor

4F Up Level If,} Add Selected Images

(=3 D:\Databases\SanDisk

T POO0OOOL
T POOOOOOZ
T P0O000D3
T POOOOOO4
T POO000OS
T POO0OO0OG
T POOOO0OS
T P0O0OO10
T P0O0OO11
T POOOOO12
T P0O00O13

Only files that are images will be displayed.

The directory used defaults to that defined by your system administrator but can be changed by
clicking on the drop down button on the

| D:'\Databases'SanDisk || control.

Selecting an image file, in this example PO000008, will display the image as shown.

Click on tih Add Selectzd Image| t0 add the image. When used from the image screen multiple images
the can be selected.

Repeat until you have loaded all images and then close the screen.

If you only wish to add one image this can be done in one action by double clicking on the filename.

Click on the |4 UpLevel to go to the parent directory.
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5.20.2 Colour Adjustment Screen

Allows you to change the colour of the image by various methods.

=2 COLOUR ADJUSTMENTS SCREEN

Source Result

Contrast |HSV | HSL | RGE

Contrast [0 f

Brightness 0 r

L o

The colour of the image can be adjusted by using the following tabs.

Contrast Contrast and brightness.

HSV Hue, saturation and value.

HSL Hue, saturation and luminosity.
RGB Red, green and blue.

It is not important to understand the meaning of these terms. The best way to learn is to experiment
with using the controls.

Changes will not be made to the existing image until you click on the @ putton to replace the
original source image with the result of your adjustments, and also click on the & button which will

replace it's existing image and close this screen.

An example of using these tabs is shown below.

© 2022 Estate Agent Pro Ltd



Estate Agent Pro Enterprise 167

 EXAMPLE

We hawe an internal photograph that we wish to back a bit brighter.

Source Result

Moving the slider with the mouse as shown will adjust the image on the right interactively:

Contrast |10 r ]

Brightness 120 s )

You could also use any of the other tabs as well.

When you are happy with your adjustments click on the @ button to replace the original source

image with the result of your adjustments, and then click on the  button which will replace sawe
the changes and close this screen.
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5.20.3 Gallery Screen

Available images on the Images Screen can be loaded, saved or deleted using this screen.

K\ov 4 |

Test 1?j

Load

&%

Delete

Save as...

L -

Galleries can be loaded saved and deleted from this dialog. The only real use of galleries is if
your valuer has taken lots of photos of several properties and wants the camera back straight
away then you can load them all here and save them for use later. Another reason may be that
you haven't yet added the property to Estate Agent Pro. In either case we would recommend that

galleries are deleted when no longer required.

fr] Loads the selected gallery into the available images section of the images screen.

Load

- Deletes the selected gallery.

o PJ Sawes the contents of the available images section of the images screen to a new
]_ : gallery. You will be prompted for the name to use as the gallery. If there are no
available images this button will be disabled.
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5.20.4 Images Editor Screen

Internal image editor where images can be resized, brightened, edited, etc.

= IMAGES EDITOR SCREEN
Rov 4 aa

dr s 2l@d|clo |f"—..\ a0 Turn

Fil L 5o | B X 4 Flip As

Fit
Size '-T* Resize

Edit Draw Objects Select Size Transform Image Files

1344 x 1008 24 bit Colours: 214,549 Zoom: 73.0% Undo Count: 0 Undo Limit: 25

This editor is similar in operation to Microsoft Paint, albeit more powerful.

It is not the intention of this help file to teach you how to use this editor, but rather tell you what the
controls do. The best way to learn this is to experiment. No permanent changes will be made to the

image until you click on the & button.

' This editor is provided so that you can resize, crop or brighten an image. You could for
example change a grey sky to blue and make the image more presentable. The use of this editor to
remove, for example, telegraph poles, is illegal. The use of this editor is therefore your responsibility
and Estate Agent Pro Ltd excepts no liability.

This screen can be broken down into 2 areas.
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= NAVIGATOR

The dotted box on the navigator
represents the area which is
shown on the screen. Initially this
will be the whole screen until you
use the == zoom control. The
box can then be dragged around
the navigator to display that part
of the image in the main photo.
The navigator can be dragged
completely off this screen for
convenience.

This box can be closed if not

needed by clicking on the &
button at the top right hand side of
the navigator.

= RIBBON BAR

s reagog ¢ IR0 e FHAN S T HE

- . h‘ IJ P h‘ Zax Clear ’ e Asci:.éal Fit o Colour  Rotate . S::e
Edit Draw Objects Select Size Transform Image Files
The purpose of the buttons on the ribbon bar is described below.
(3} Copy These buttons can be used.to copy, paste or cut a selected area of
the screen as per normal windows usage. An area of the screen can
| Paste be selected using any of the controls in the select bar.
o Cut
Edit
These are the drawing tools. The settings for the pen and fill effect
P |20 L P _
- .LJLJ 17 EJLJ the « _and “ con_trols respectively. The number r!ext to the Pen
colour is the pen size to use. These colours and sizes are also
Fil ld & == d used in conjunction with objects. The colour picker £° can be used
Draw to 'pick’ a colour from the image. The ¥ and ™ buttons can be
used to undo/redo mistakes. There is a maximum undo limit of 25.
AlOo Opjects can be added to t.he image,. p_ositi-oned, resized, coloured,
— Eﬂ edited and finally merged into the original image. The current pen
/_/ “/ = Merge and fill settings will be used. The al control is for adding text, the
O X Objects 1 control is for adding a rectangle and the ' control is for adding
Objects an ellipse. The ~ control is for adding a line and the #” control is for
adding an arrow. The ®=icontrol is for selecting an object, the L
control is for pasting the contents of the clipboard to a new object
and the &dcontrol allows you to insert an image. The 7 control
deletes a selected object. The 57 control merges all objects into the
image.
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1 ] Rectangle These are the selection tools. The k. control is for clearing the
. ™ Polygon current selection. The i..i control allows you to select a rectangle,
Clear Wand the ! control a polygon and the # control a contiguous block of
- similar colours. The wand can be used for example to remove
Select clouds from the sky. To do this click on the wand tool and then click
on the part of the sky that you want to change. This will
automatically select an area of the sky where the colours are
similar. Depending on the image this may be large or small. You
can then increase the selected area by shift key and clicking just
outside the existing selected area. Once you have fully selected the
area of the sky that you want to change, click on the fill tool and
then on the selected area of the sky to fill it with the currently
selected fill colour.
@ —+ & = |The " button sets the image to it's actual size and the 1 putton
=N |_| ‘ELCruI:uIII'I "' | fits the image to the screen. The ° ' control lets you zoom the
Actual  Fit image in or out. The et control is for cropping the selected portion
5 ++ Resize . 1 .
E= of the image. The "I button opens the Resize Screen.
Size
TN i'.-“ﬁ T The “# button opens the Colour Adjus'gn;lent Screen and the 7
- i Flip button opens the Rotate Screen. The i button flips the image 90°,
Colour  Rotate - the ™ button flips the image horizontally and the + button flips the
P image vertically.
Transform Image
l I The & button saves the changes made and closes this screen.
H The & button allows you to sawe the image to any location on your
Save Save hal’d nge
As
Filzs
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5.20.5 Resize Screen

This screen is used to resize an image optionally applying a filter.

=

.

L

2\ 9N H *
RN | 7
Options
dzpect ratio [w]
Filter Lanczosz3 S |
Size
Height [pinelz] 1344
Width [pisels] 2892

-

To maintain the aspect ratio of the image ensure that the check box remains ticked.

When an image is made smaller the appearance may become distorted due to the dropping of
pixels. A filter can be used to reduce this distortion. The best filter to use for camera images is

Lanczos3 which is set as the default.

Set the height and width to the size you require. If the aspect ratio check box is ticked it is only
necessary to change one of these settings as the other one will be automatically adjusted as you

enter the new height or width.

Click on the k1 button to close this screen and resize the image.
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5.20.6 Rotate Screen

This screen can be used to rotate an image to any angle.

QN H

Angle

ad > dad

173

This would normally be used to straighten an image.

As the angle is changed it will be reflected in the image.

The inside arrows will increase/decrease the angle by 1°, the outer arrows by 10°.

Click on the = button to close this screen and save the changes made.
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5.21

Letting's Screen

The letting's screen is where you can communicate with landlords and record income/expenditure
against their properties. Statements and balances of account can also be generated.

= LETTING'S SCREEN

. - Ao
AN B // Active Screen Lettings e
) -
- Home Administration Lettings |
L& e w &y L
& . A L
Balance Statement Expenditure Income Include Mew  Draft
Archived & Sent
All Landlords Selected Landlord Properties Communications
w1 Lettings %]
Landlord's Name & Address « = Client Notes
Harris 3,126 West Street, Tunbridge Wells, Kent, TN2 3AH
; ; Mr 1 Harris
Jones F,7 Hillside, Tonbridge, Kent, TN9 8UP 126 West Streat -
Young M,89 Parkside, Tonbridge, Kent, TN9 515 Tunbridge Wells
Kent
TH2 3AH
Accountant
&d || Edit
Froperties
* x H > Flat 2, 125 West Street, Tunbridge Wells, Kent, TH2 3AH ]
Number/Email Detail
% 07888 456789
() jharris@hotmail.com
FRLE
© 2012 Pair Softwhere LLP 15 May 2012 15:01

This screen can be broken down into 6 different areas.

= LANDLORD'S NAME & ADDRESS

Landlord's Name & Address

Harris 1,126 West Street, Tunbridge Wells, Kent, TN2 3AH
Jones F,7 Hillside, Tonbridge, Kent, TN9 8UP
Young N,89 Parkside, Tonbridge, Kent, TN9 515

g ¥ L

<& This grid contains a list of all landlords. By means of the
buttons on the navigation panel at the bottom left of the grid,
landlords can be added or deleted. See How do | use the
navigation buttons? for further information.

You can mowve between landlords by clicking on the
landlord or using the progressive search facility. For
example if, when the grid is focused, you press the J key it
will move to Jones Jerry.
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= CONTACT DETAILS

Murbier/E mail Detai These are the contact details that have been entered for
% 07888 456783 the landlord. These can be changed by clicking on the
1 iharis@hotmal com button on the right hand side of the landlord's name and
address shown in the Client panel.

See How do | use the contact details grid? for further
information on how to use this grid.

= CLIENT/NOTES/ACCOUNTANT

Client Notes Client: To change the clients details click on the button on
bir 1 Haris the right hand side of the client's name and address. This
126 Wfest Steet | includes the ability to add contact details. See the Client's
Tunbridge ‘wells . . e
Kent Screen for more information.

THZ 34H

~ | Notes: Any informational notes can be added here.
Accountant
Accountant: The landlord's accountant can be selected,

Burking-Regent Accountants 87 High Street,T Ecﬁ
oo (e changed or added here.

= PROPERTIES

Properties This is a list of properties that the currently selected
Flat 2, 125 West Street, Tunbridge Wells, Kent, TN2 3AH  |ad) landlord owns.

+RL > Existing rental properties can be added here by means of
the %P button but are more normally assigned to the
landlord as the vendor when initially added. Deleting a
property by means of the € button will remove the link to
the landlord. It will not delete the property.

Double clicking on an individual property will open the
Properties Screen focused to the respective property.

= RIBBON BAR

L ¥ e v A Ih(d

=1 : =

Balance Statement Expenditure  Income  Incude Mew Draft
Archived & Sent

All Landlords Selected Landlord Properties Communications

The buttons on the ribbon bar can be used as follows:

ks Displays a screen where you can specify the date range to use which defaults to the
~=ﬁ*-u beginning of the current month. A report of the balance outstanding of all landlords is

Bl then generated.
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Displays a screen where you can specify the date range to use which defaults to the

.'-"b
J\\UI beginning of the current month. A report of statement of accounts of the selected
statement | | l@ndlord is then generated.
Displays a screen listing all expenditure entered for the selected property of the
@ selected landlord where new expenditure can be added. A report of this expenditure
Expenditure | €N also be printed.
See the Letting's Income/Expenditure Screen for more information.
Displays a screen listing all income entered for the selected property of the selected
@ landlord where new income can be added. A report of this income can also be
Income printed.

See the Letting's Income/Expenditure Screen for more information.

A

Toggles the inclusion/exclusion of the selected landlords archived properties.

Indude
Archived
Opens the letters screen where you can send bulk mailings of predefined letters to
. j the landlords by either text, email or post. All letters sent are saved in the sent
letters of the respective landlord.
Mew
See the Communications Screen for more information.
- Provides details of all communications previously sent to the currently selected
= landlord. Communications can be resent from this screen.
Drrafk o ) )
& Sent See the Customer Communications Screen for more information.
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5.21.1 Letting's Income/Expenditure Screen

Expenditure and income entered for a landlord's property is entered on two different screens. The
expenditure screen is shown here.

= LETTING'S INCOME/EXPENDITURE SCREEN
ﬁ Y. Expenditure - Flat 2, 125 West K. B %

Date Ref To Narrative Net Amount VAT Gross Amount
31/07/2010 1794 Tonbridge Estate Agents Management Fee £100.00 £17.50 £117.50
05/08,/2010 Greens Gardens Grass cutting £25.00 £0.00 £25.00
31/08/2010 1836 Tonbridge Estate Agents Management Fee £100.00 £17.50 £117.50
09/09/2010 The Plumbing Co Fitting of new cistern £150.00 £26.25 £176.25

£436.25
g & L

New income or expenditure can be added by clicking on the o button on the navigator panel at the
bottom left hand side of the grid. See How do | use the navigation buttons? for further information.

The grid can be printed by clicking on the = button.

' This grid has the ability of being grouped by columns. See How do | use grid column grouping
and filtering? for further information.

= INCOME/EXPENDITURE GRID

All historical income or expenditure is recorded here.

Date Date of the inwice or the date it was paid according to how you deal with
management accounts.

Ref Reference number of inwice or reference you wish to use (if any).

To/From For expenditure, the company who issued the inwoice. If income, the company/

individual who made the payment.

Narrative Summary details of inwice.

Net Amount | Net amount.

VAT VAT (if applicable).
Gross Gross amount (automatically calculated).
Amount
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5.22 Main Screen

This is the ribbon bar of the main screen of Estate Agent Pro. All sub-systems are available from
here.

$ & aP s P @ © o o B B MuE @8 % % 08 & O

Properties  Applicants | Clients Matches Property Viewings = Generate Custom Actvity Offer Valuation Viewing = Carousel Dashboard Diary Llettings Marketing Fortfolio  Property  Mortgage Sales  Solicitor  Viewing D
Book Book Management Referrals Pipeline Referrals Auto-Emails Statistics

File Reviews Reports Modules

When the screen is made narrower, the icons on the toolbar will re-size themselves automatically
from 32x32 pixels with text, to 16x16 pixels with text and finally 16x16 pixels without text. This will
start at the right of the ribbon and work its way to the left hand side. Two examples of this are shown

below.
Y "] Ap i’") S 3> I & cCarousel  *llettings % Property Management (@ Solicitor Referrals
4 - ] & o 9 o \‘) e Yl 2| Dashboard (@ Marketing % Mortgage Referrals 3% Viewing Auto-Emails
Properties Applicants = Clients Matches Property Viewings @ Generate Custom Activity Offer Valuation Viewing
Book Book (*7) Diary X5 Portfolio @ Salles Pipeline () YTD Statistics
File Reviews Reports Modules
e i A3 }) Matches  [] Generate Offer Book &% Carousel 7 Lettings & Property Management (@ Solicitor Referrals
] . 5
— 2 % Property | @ Custom @ |Valuation il Dashboard @ Marketing % Mortgage Referrals B Viewing Auto-Emails
Properties  Applicants = Clients o .
& Viewings | = | Activity & Viewing Book | [ Diary X5 Portfolio @ Sales Pipeline ) YTD Statistics
File Reviews Reports Modules

The buttons on the quick access toolbar give you quick access to common areas of the software.
The button highlighted is the support button which allows you to easily communicate with technical
support. See the Support Screen for further information.

\"'.I QJV L El -‘:

The help file page for the current screen can be opened by either pressing F1 or clicking the (7]
button.

Clicking on the Application Button will display the application menu.
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File Recent Applicants/Properties
“% Properties  Alt+P “ 1 1 Blands Drive, Tonbridge, Kent, TN 2FS @
« Applicants  Alt+A “% 2 1 Cherry Close, Tonbridge, Kent, TN10 2EF @
Review “% 3 1 Church Cottage, The Wyshe, Pyecombe, West Sussex, P27 91 @
Fi -
ds Clients “% 4 1 Fox Close, Clayton Mills, Hassocks, BNG 8YG @
()
& Matches “® 5 1 Hurst Gardens, Hurstpierpoint, W. Sussex, BN6 95T -]
il
I Froiress “% 6 1 Lonsdale Avenue, Tonbridge, Kent, TNO 15A @
Y Viewings - .
y 7 1 Pine Trees Court, Hassocks, West Sussex, BNG 8NW -]
Reports
po “% 8 1 The Genistas, Semley Road, Hassocks, West Sussex, BNG 8FF @
Generate
= “% 9 1 The Spiral, Tonbridge, Kent, TH11 9DG ]
& Custom _ _
“* A 11 Brick Street, Westminster, London, W13 7XR ]
) .ACUWW
“* B 4 Brambles, Hassocks, West Sussex, BNG 85F ]
@ Valuation
“* C Gf1, 7 The Close, Hassocks, West Sussex, BN 8DN ]
Offer Book
o “% D The 0Old Barn, Tunbridge Wells, Kent, TH2 5HS ]
& Viewing Book
., E Xavier Carlos,16 Carlton Street, Tonbridge, Kent, TN8 515 ]
Modules e :
Ba Carousel
£t Dashboard
(7] Diary
1 | ettings
€ Marketing
X Portfolio

*  Referrals
Admin
Options

| & About

This gives access to all of the buttons that are on the ribbon bar down the left hand side but, more
importantly it will display a list of the most recent properties and applicants edited. Clicking on them
will open the respective applicant or property. Alternatively, typing the number or letter shown
underlined against them will do the same thing. Applicants or properties can be removed from this
list by clicking on the pin shown at the right hand side. This list is remembered between invocations
of Estate Agent Pro Enterprise.

The individual screens are not limited to the size of the main screen, but it is recommended that for
ease of use and clarity that you use the main screen maximised.

& When a mouse hovers over a button When the button is clicked it's
it's background colour will change to of | packground colour will change to a darker w
indicate this. shade.

The following screens are available directly from buttons on the ribbon. Clicking on the respective
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button will jump to the help screen for it.

e The properties screen is where all details relating to properties can be recorded
I including vendor details, communications, images, property particulars, chain flow,
viewings, offers, sales and matches against applicants. By default all active (non-

Properties . : -
archived) properties are displayed.
See the Properties Screen for further information.
r The applicants screen is where all details relating to applicants can be recorded
- including communications, viewings and matching against properties. By default all
applicants active (non-archived) properties are displayed.
See the Applicants Screen for further information.
A4 The client review screen is where clients are reviewed. Each client can have an
)™ individual review cycle set (default 30 days) and is designed so that you can more
Clients easily control your client list. If a client is active e.g. matched against or

communicated with then the system automatically resets the next review date.
Double clicking on a client will open either the applicant or properties screen focused
to the respective client or clients property. See the Client Review Screen for further
information.

if‘i) The matches review screen is where all open matches against all properties are

) displayed. For example, Mr Jones matched against 7 Oakbridge Rise and you sent
Ma-t.ches him details of the property. He will appear in this review list until you mark it as
actioned. Viewings can be added directly from this screen. Double clicking on an
individual property in the property column will open the properties screen focused to
the respective property and likewise for the applicant. See the Matches Review
Screen for further information.

. The progress review screen is a property based way of reviewing vendors and has
a1 options to allow you to quickly access underlying data. See the Progress Review
. Screen for more information.

Progress
3 The viewings review screen displays all open viewings e.g. those viewings where either
J"'/ the vendor or applicant has not confirmed the viewing, the vendor has not been given
,I,ie]f;‘,ings feedback and the viewing has not been cancelled.
See the Viewings Screen for further information.
The report generator screen is where you can generate reports on either a subset of
applicants or properties filtered easily by yourself. You can also send bulk emails to
cenerate | | the subset of applicants or to the vendors of the subset of properties. Double clicking

on an individual applicant or property will open the applicant or properties screen
focused to the respective applicant or property. See the Report Generator Screen for
further information.

The custom reports screen displays a list of reports for you to run on any data within
G the database. These will have either been written by yourselves or Estate Agent Pro
Custam Ltd for you (charges apply).

See the Custom Reports Screen for further information.

The activity report screen lists all activities on all properties within a selected date
:} range (default 30 days). Double clicking on an individual property will open the

Activity properties screen focused to the respective property.

See the Activity Report Screen for further information.
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The valuation report screen lists all properties with a status of 'valuation' so that you
can easily monitor those vendors/properties that have not progressed beyond that
stage. Double clicking on an individual property will open the properties screen

Waluation )
focused to the respective property.
See the Valuation Report Screen for further information.
The offer book screen lists all offers made on available, under offer and sale agreed
properties. Double clicking on an individual property in the property column will open
Offer the properties screen focused to the respective property and likewise for the
Book applicant.
See the Offer Book Screen for more information.
The viewing book screen lists all viewings made (read only) on all properties within a
* ) specified date range (default 30 days). Double clicking on an individual property in the
wé;ing property column will open the properties screen focused to the respective property and
Book, likewise for the applicant.

See Viewing Book Screen for more information.

Carousel

The carousel screen is designed to be run in office windows or reception areas and
will display a continuous selection of properties based on your own criteria and design
and can be configured from this screen. It is not recommended to run the carousel
users PC's other than for configuration purposes. Because of this the button is
disabled when any other screens are open.

See the Carousel Screen for more information.

td

Dashboard

The dashboard screen gives a summary of all exchanges, completions, viewings,
valuations and appointments that are due today and by default is displayed
automatically when Estate Agent Pro is opened. This can be configured on a per user
basis.

See the Dashboard Screen for more information.

&

Diiary

The diary screen contains details of appointments made for all members of staff and is
very similar in design and operation to the diary in Microsoft Outlook in fact, it can be
synchronised with Microsoft Outlook. It has a built in reminder facility. All

accompanied viewings and valuations are automatically added to the diary.
See the Diary Screen for more information.
LET The letting's screen is where you can communicate with landlords and record income/
expenditure against their properties. Statements and balances of account can also be
Lettings generated. Double clicking on an individual property will open the properties screen

focused to the respective property.

See the Letting's Screen for more information.

€}

Marketing

The marketing screen is where you can communicate with all clients both active and
historical, other estate agents, solicitors or indeed anyone else you may have added
such as plumbers and electricians. Communications can be sent individually or in
bulk to all or any subset of individuals easily filtered by yourself.

See the Marketing Screen for more information.

&

PortFalio

The portfolio screen is designed to be used when seated at a screen that is visible by
an applicant. It displays graphically a list of properties one by one according to easily
selectable criteria. Properties can be bookmarked and a report of them given to the

client. There is an interface to Google Maps so that the location of the properties can
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easily be seen. See the Portfolio Screen for more information.

-
’

Mortgage
Referrals

The Mortgage Referrals screen is where the status of all mortgage and non-mortgage
referrals can be displayed. This module is only available in the full version of EAP
Enterprise.

See the Mortgage Referrals Screen for more info.

i

The Solicitor Referrals screen displays all clients that have been referred to a solicitor.
This module is only available in the full version of EAP Enterprise.

Solicitor o )
rReferrals | | See the Solicitor Referrals Screen for more info.
The Viewing of Automated Emails error screen displays a list of all errors encountered
ﬂ' when sending automated emails. This module is only available in the full version of
T EAP Enterprise.
Auto-Emails
See the Automated Viewing Email Error Screen for more info.
v The YTD Statistics screen displays statistics for the current year versus a previous
\_) year, broken down by month giving details of the number of valuations, instructions,
YT viewings, offers, sales and exchanges or completions. Previous years can also be
Statistics | | selected. See the YTD Statistics Screen for more information.

Administrative functions are available on the Admin Tab.
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5.22.1 Admin Tab

Administrative functions are available on this tab.

= RIBBON BAR

- L ég @0 ud® YO @ . ®™d@
' - OO T eHEEGD®@ O
Options Properties Applicants Contacts Change BRI S e
v Password il L) %5 a8 o o .

Tools Archive Professional User

£l

With the exception of the Change Password button, access to all areas is controlled by your
system administrator.

If you don't have access, and you think that you should, please speak to your administrator.

Use of these areas is described below:

This is where all administrative options in connection with the functioning of Estate
Agent Pro can be customised.

Options i 'I“

*_ Changes made here could stop your system working altogether and
therefore changes should only be made by properly trained personnel.

See System Administration for more information.

- When properties are deleted they are moved to the property archive. Properties can
] be restored from here if, for example, they come onto the market again.

Properties . . . .
See the Archived Properties Screen for more information.
¢ When applicants are deleted they are mowved to the applicant archive. Applicants can
- be restored from here if, for example, they were accidentally deleted.
Applicants

See the Archived Applicants Screen for more information.

Contact details for estate agents, solicitors and suneyors can be looked up here but

&i cannot be edited.

Contacts
¥ See the Professional Contacts Screen for more information.

You can change the password you use to access Estate Agent Pro here. You will be
q required to provide your existing password.

Change
Password
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5.23 Marketing Screen

The marketing screen is where you can communicate with all clients both active and historical,
other estate agents, solicitors or indeed anyone else you may have added such as plumbers and

electricians.

= MARKETING SCREEN

) (2 = O R 4 / Active Sereen Marketing dlald
w ). —
B Home Administration Marketing
&1 Insert Phrase ; = , A 3 . B 5\ a (23] Contacts
Arial a = ﬁ r—a y 1 2
= === ’ M R e D g Ny @ %
e —lll11 B| 7| u| sSelected Al Attach = Selected Al Labels FPrint All
H .d = - List
Clipboard Editing Font Email Print Text Communications
@ Marketing % |
From 01/01/2010 | Branches BIR,MAR,KEY,HER,CRO | [> Letter Moving [~
E Inc  Sent Name & Address Category E‘H H
3 ¥/l [ Brenda,Tonbridge Estajud Estate Agent: sl
‘S % L W [ Able,12 Gordons Roac g Applicants (C
< & @ [0 Able Susan,12 Gordons|ggl Applicants (C
14 & = [0 alen m47 waverley Ro gl Applicants (C
r & = | Allen 3,14 Osbourne Ro (@ Applicants (C
" 1 High Street, Tonbridge, Kent, TN9 15T, 5
a M [ Apcott Surveyors,88 Hijld Surveyors o 0193 144111 Fo 01952 222272 F
<% M [0 avenuea14 Avenue Gigl vendors (Cur E-mail: sales@tonbridgeestateagents.com
r &= [ Axde John,12 Gordons Figd Applicants (C Brend
-] [ 1 Badger 1,Badqer & Part g Solicitors 1rHe‘rénasmet
141 |0 ~ Tonbridge
&% = THE 1T
0" 1510812012
Number/Email Detail Dear
@ 01892 222222
| sales@tonbridgeestateagents.co.uk WE ARE MOVING
F ad Please be informed that with effect from 1st October 2010 our newaddress and contact
JILSE T details vill be as detailed above.
[ 66666
| hope that we can continue to be of service to you in the future. Please do not hesitate to
contact me if| can be of further assistance.
“fours sincerely
© 2012 Pair Softwhere LLP 15 May 2012 15:09 4

This screen can be broken down into 4 primary areas.

= CLIENTS GRID

From 01/01/2010 |J Branches BIR MARKEY,HER,CRO ] B>

o Inc  Sent Name & Address Category E‘H
a ¥l [ Brenda Tonbridge Estaj Estate Agent: =l
€ % & ¥ [ Ablel12 Gordons Roac gl Applicants (C
€ & [0 AbleSusan,12 Gordonsfgd Applicants (C
€ & [0 AlenMa47 Waverley Rolgd Applicants (C
€ & @ [ Aalend,14 osbourne Rolgdl Applicants (C
a 7 [ Apcott Surveyors,88 Hi(gd Surveyors
€% @ [ AvenueA14 Avenue Gilgdl Vendors (Cur
€ & [ AdeJohn,12 Gordons Fgd Applicants (C
@ ¥l [ Badger JBadger & Partjg Solicitors

141 |0
FRO Y

See How do | use the
navigation buttons? for further
help on the navigation bar.

This grid contains a list of all clients in the system. This comprises
of all applicants, additional applicants, vendors, additional vendors,
external clients that have been added in a chain, accountants,
estate agents, solicitors, suneyors that have been added from any
of the other screens in Estate Agent Pro Enterprise.

o The From date includes clients based on the date the clients record

was created/edited. The Branches list is the branches to include.
Once set these will be remembered. If you need to change these it

will be necessary to click on the P button to reload the client list.

It also includes other "clients" that you can add using this screen

such as plumbers, electricians, etc. to do so use the %P button on
the navigation bar at the bottom left hand side of this grid.

Clients can be filtered on by using the 7 button. See How do | filter
properties? for an example of how this works. Only the advanced
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filtering tab is available here.

Removing the ¥l check from the Inc(lude) column will exclude the
client from being sent the letter when using Email All, Print All and
Text All.

If the client is a vendor the % image will be displayed in the second

column. If the client is an applicant the - image will be displayed in

the third column. Of course, a client can be both a vendor and an
applicant!

The first column graphically illustrates the type of Es; ;11311@53;_,_ a
internal EAP Client this is. Clicking on the & “& Applicant/Vendor
button on the navigator bar will display the client | & Estate Agent
legend as shown. These are internal to EAP and @ soiiitor

cannot be changed. & Surveyor
? % Landiord
. ) O Accountant
The Category column is definable by your @ Otrer

system administrator.

Both of these two columns can be filtered. See
How do | use grid column grouping and filtering?
for further information.

= CONTACT DETAILS GRID

Humber/Emal
[ jable@hotmail. com
& NBI2TTIETL
% 07767234673

These are the contact details that have been entered for selected
client.

The image in the left hand column indicates the type of
communication device applicable.

Clicking on the » button will open the SMS Text Messaging
Screen to enable you to send text messages to them. This has to

be configured and additional charges apply. Clicking on the L=
button will open the Email Screen enabling you to send an email.
Both of these types of communication will be stored under the
Draft & Sent Communications of the client. See the Customer
Communications Screen for more information.
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= MARKETING LETTER

Letter Moving

d
d

1 High Street, Tonbridge, Kent, TH3 15T,
Tel: 01892 111111 Fax: 01882 222222
E-mail: sales{@tonbridgeestateagents.com

Mr J Able

12 Gordons Road
Tonbridge

Kent

THD S0F

14092010
Owear Nk Able

WE ARE MOWVING

FPlease be informed that with effect from 15t October 2010 our new address and contact
detail will be a5 detsiled sbove.

| hope that we can continue to be of service to you in the future. Please do not hesitate to
contact me if | can be of further assistance.

ours sincerehy

|.I. -
Lo

Johnathon Ross
Manager

o

Any number of standard letters specifically for marketing can be defined by your system
administrator and provide standard mail-merge capabilities. The letter to use can be selected by
using the == k' drop down list. Once merged these letters can be edited before being
texted, emailed or printed. The sending/printing of these letters is covered in the Ribbon Bar section
below. -

Spell checking, similar to Microsoft Word is used in all letters and certain other areas as

appropriate. Misspelled words are underlined with a red squiggly line e.g. Intgrgsst. Right mouse
clicking on the word will provide a list of alternatives.

A thesaurus is available by placing the cursor on any word and then clicking the “& button. A
screen will be displayed which allows you to replace the current word with a synonym or antonym.

Standard phrases, defined by your system administrator can be inserted using the & button.

' This screen is designed to save you money when communicating with lots of clients. It is
recommended that whenever possible you email all clients that have an email address by clicking

© 2022 Estate Agent Pro Ltd



Estate Agent Pro Enterprise 187

the Email All button as this doesn't cost anything. The checkbox in the Sent column will
automatically be updated if the email was successfully sent. Next, if the letter is small, send a text
to all of the remaining clients that have a mobile phone by clicking the Text All button. Again the
checkbox in the Sent column will be automatically updated. You can then print the letter to all of
the remaining clients by clicking the Print All button.

= RIBBON BAR

[0 Copy
| Paste
Jo Cut

Clipboard

e e I LR EER Y

11 ‘_J-‘_J B| 7 U | Selected Al Attach Selected  All Labels Fl‘-r\ntt Selected Al g)rsaf'tt Contacts  View  View
v s en

Editing Font Emiail Print Text Communications

It is not the intention of this document to provide an explanation of standard functions found in the
Clipboard, Editing and Font ribbon bar groups with the exception of the usage of the “& thesaurus
and ® Insert Phrase buttons which has already been covered under the Marketing Letter section

abowe.

|

Selected

This will open the Email Screen populated with the mail-merged letter along with any
attachments added with the selected client set as the recipient. Your Email logo if defined
is automatically added to the top of the email. At this point additional recipients or cc's
can be added. Once sent, the letter will be stored, along with any attachments, in the
clients sent letters. The checkbox in the Sent column will be automatically checked. If
this button is disabled it is because the client doesn't have an email address or email has
not been configured by your system administrator.

Al

This will send an email to all clients that have the inc(lude) checkbox ticked, have not
already been sent a communication (Sent column ticked), and have an email address.
The checkbox in the Sent column will be automatically checked if the email is
successfully sent. This will take a little while if emailing lots of applicants.

&

Attach
v

& This is a split button. If the top part of the button is clicked a dialog will be
= displayed enabling you to select a file to attach. If the bottom part of the button is
*clicked a drop down list will be displayed listing the current attachments. Any
number of attachments can be added.

-

Selected

Prints the letter and, as the system assumes you will be posting this to the client, stores
it in the clients sent letters. The checkbox in the Sent column will be automatically
checked.

g\\

This will print a letter to all clients that have the inc(lude) checkbox ticked, have not
already been sent a communication (Sent column ticked). The checkbox in the Sent
column will be automatically checked. This will take a little while if printing letters to lots
of applicants.

Lahels

This prints address labels for all clients that have the inc(lude) checkbox ticked.

Print
List

Displays a list of all Inc(luded) clients and their contact details for printing.
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2 This will open the SMS Text Messaging Screen screen populated with the mail-merged
seted || letter. Once sent the letter will be stored in the clients sent letters. Letters sent as text
messages should be brief as the maximum content of each message is limited to 160
characters. Ifit is more than this it will be sent as multiple texts. The checkbox in the
Sent column will be automatically checked. If this button is disabled it is because the
client doesn't have a mobile or text messaging has not been configured by your system
administrator.

’ Additional charges apply.

@Q This will send a text message to all clients that have the inc(lude) checkbox ticked, have
al not already been sent a communication (Sent column ticked), and have a mobile phone.
The checkbox in the Sent column will be automatically checked if the text message is
successfully sent. This will take a little while if texting lots of applicants.

¥ | Provides details of all communications previously sent to the current client.
vait | COmmunications can be resent from this screen.

£ Sent

See the Customer Communications Screen for more information.

] Displays a list of all contact details for this client including those of the vendor and his
e | SOlicitor if relevant. There are also tabs on the screen for sales chasing, central notes and
chain flow.

See the Contacts Screen for more information.

< | This is enabled if the current client is a vendor. Clicking this button will open the
wn | Properties Screen focused to this clients property.

J This is enabled if the current client is an applicant. Clicking this button will open the
wew | Applicants Screen focused to the clients applicant record.
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5.24 Matches Review Screen

This screen can be generated from the applicants screen, in which case it will only show open
matches associated with the selected applicant or, if generated from the properties screen, it will
only show open matches associated with the selected property. If it is generated from the main
screen it will contain all open matches.

MATCHES REVIEW SCREEN

(2 = R R

l Matches Review ]

Home Administration
As Of |06/10/2018 | i nm AR
© A a C 1 [ 1 Week [ 1 Month E @ [b
7< Delete % Actioned
| Add Tomarrow

Contacts Mew  Print
! Refresh a

Communications

J@ Matches Review a

Drag a column header here to group by that column

Branch =l Matched Applicant “Neg “ Sale Type =l property =l app status =l From =
Tonbridge 30/06/2018 Randall Ken,12 Brick Street, Westminsts KC (CR¢ Purchase 18 Belvedere Court, Tonbridge  Cash Buyer App
Tonbridge 30/06/2018 Randall Ken,12 Brick Street, Westminste KC (CR¢ Purchase 41 Gloucester Avenue, Tunbridge Cash Buyer App a
Tonbridge 28/07/2015 Van Den Elzen Maria,18 The Glades, To KC (CR( Purchase 11 Popular Close, Tonbridge Cash Buyer Prop

I Tonbridge
Tonbridge 11/08/2015 Van Den Elzen Mariz,18 The Glades, To KC (CR¢ Purchase Hornbridge Heathfield Road, Crow Cash Buyer App
Tonbridge 11/08/2015 Wan Den Elzen Maria, 18 The Glades, To KC (CR( Purchase The Old Barn , Tunbridge Wells  Cash Buyer App
Tonbridge 11/08/2015 Wan Den Elzen Mariz, 18 The Glades, To KC (CRt Purchase 0ld Cottage Wadhurst Road, Groc Cash Buyer App
Tonbridge 11/08/2015 Van Den Elzen Mariz, 18 The Glades, To KC (CR( Purchase 13 Pearl Road, Tonbridge Cash Buyer App
Tonbridge 11/08/2015 Van Den Elzen Mariz, 18 The Glades, To KC (CRt Purchase 41 Gloucester Avenue, Tunbridge Cash Buyer App

310 Matches a

Dated Hotes =) Contact Details =
|Date - |Rea;on |an:h ‘Notes ‘!nit | |Meﬁ\od | | | |\Mmm |Nurrben'Emai ‘Detai |@
05/06/2016 Ring Out CRO Test KC Spoken ‘, & Primary 020 7491 7777 Home :-
05/06/2016 Ring Out CRO Test KC Spoken ‘, & Primary 01802 525448 Work O
% % primary 07872 123456 V4
‘: [~ Primary  ken@estateagentpro.
ﬁ. & pdditional 01892 565656 Mrs Randall )
“* % additional 07877 888888 Mrs Randall  #
L € primary  +34 665473046 Maria Van Dt #
‘ [ Primary  ken@pairsoftwhere.cc Maria Van D¢
dHETS ®

@ 2018 Estate Agent Pro Ltd ‘ Logged in as Ken/Tonbridge = ‘ 06 October 2018 08:31

Matches should be reviewed daily otherwise the number of matches to review will become too large
to manage.

This screen can be broken down into 4 primary areas.
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MATCHES GRID

Drag 2 column header here to group by that column

__ Branch I Matched  Appicant “lNeg I Sale Type  “lproperty  JAppSttus  CFom =
L

el ETEGES Able 1,12 Gordons Road, Tor The Old Barn , Tunbrida|Mothing to Sell
‘, Tonbridge 30/04/2015  Able 1,12 Gordons Road, Tor Purchase The Old Barn , Tunbridg MNothing to Sell Manual
Tonbridge 24/05/2015  Baggings F,15 Broomfigld Dri Rent 1 Sweetlands, Hassocks First Time Buyer Manual
‘,‘ Tonbridge 28/07/2015  Beval Bob,23 High Street, Tt KC Purchase 11 Popular Close, Tonbri First Time Buyer Prop
“* Tonbridge 16/09/2015  Beval Bob,23 High Street, Tc KC Purchase 0Old Cottage Wadhurst R First Time Buyer Prop
Tonbridge 28/07/2015  Bloggs XX, 290b Stratford Roi Purchase 11 Popular Close, Tonbri First Time Buyer Prop
Tonbridge 12/10/2015  Bloggs XX,290b Stratford Roi Purchase 1 Fox Close, Clayton Mills First Time Buyer Prop
Tonbridge 16/09/2015  Bloggs ¥X,290b Stratford Roi Purchase 0Old Cottage Wadhurst R First Time Buyer Prop
‘,‘ Tonbridge 28/07/2015  Brightwell F,18 Western Roa RR Purchase 11 Popular Close, Tonbri Investor Prop
‘, Tonbridge 28/07/2015  Brightwel F,18 Weastern Roai RR Purchase 11 Popular Close, Tonbri Investor Prop
“* Tonbridge  30/04/2015  Clevedon X,13 Prince Street, Purchase 41 Gloucester Avenue, - Other Agent App
“* Tonbridge 17/10/2015  Clevedon X,13 Prince Street, Purchase 32 Surrey Road, Tunbrid Other Agent App
“* Tonbridge 14/10/2015  Clevedon X,13 Prince Street, Purchase 32 Surrey Road, Tunbrid Other Agent App
“* Tonbridge 11/08/2015  Clevedon X,13 Prince Street, Purchase 32 Surrey Road, Tunbrid Other Agent App
“* Tonbridge 02/08/2015  Clevedon X,13 Prince Straet, Purchase 32 Surrey Road, Tunbrid Other Agent App
“* Tonbridge 29/05/2015  Clevedon X,13 Prince Street, Purchase 32 Surrey Road, Tunbrid Other Agent App
“* Tonbridge 29/05/2015  Clevedon X,13 Prince Street, Purchase 40 Morthumberland Aver Other Agent App

|§30 Matches

a

This grid contains all open (non-reviewed) matches by applicant and property. The list is initially
sorted by the applicants name and address.

Certain columns can be dragged to the group area as indicated

A ¥ in the left most column indicates that the applicant is in the process of purchasing one of your
properties.

' This grid has the ability of being grouped and filtered by columns. See How do | use grid
column grouping and filtering? for further information
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= CONTACT DETAILS

Contact Details “ The [ button can be used to undock (expand) the panel to

whom NumberEmal  Deal  wwl Make it easier to see multiple entries.
B Prmary 0207491 7777 |Home | |

& primary 01892 525448  Work .= .
% Primary 07672 123456 Ken Randal # These are the contact details that have been entered for the

[ primary  ken@pairsoftwhere. Ken Randal applicant and the vendor of the focused property.
& Additional 01892 565656 Eline Rand

% Additional 07877 888888 Ehine Rand #

© pimay 020278924 wok  ©.d  Clicking on the “® button will opens the SMS Text Messaging
Screen to enable you to send text messages to whoever is
detailed in the Whom column. This has to be configured and
additional charges apply.

Lo .;.’.;.’ -

Clicking on the = putton will open the Email Screen enabling
you to send an email.

Both of these types of communication will be stored under
Draft & Sent Communications of the applicant or vendor
respectively. See the Customer Communications Screen for
more information.

B

Double clicking on the ®, putton will undock this panel
making it larger for ease of use.

= DATED NOTES

Dated Notes =]

e mewe s 1HE . button can be used to undock (expand) the panel to
make it easier to see multiple entries.

EE = Applicant date related notes can be entered here.

See How do | use the navigation buttons? for further help on
the navigation bar.

The M button can be used to enter the note entered into the
diary on the date entered.

Double clicking on the *, putton will undock this panel
making it larger for ease of use.

Clicking on the ﬂ button will open a screen allowing you to
select a vendor you want to also sawe the dated note to. If
there is an associated vendor he/she will be automatically
selected. The dated note to be saved against the vendor can
also be changed.

By default dated notes cannot be changed.

= RIBBON BAR
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As Of 21/10/2015 y T .r-j .
= J --.*/J | 711 Week [7]1 Month 3 “";ﬁ
/5 Delete " Actioned — -
— Add Tomorrow I.J Contacts MNew  Print
> Refresh Viewing
Action Review Communications
Az OF Repopulate the matches grid with matches that are due on the date entered. This is
handy if for example you will be out of the office for a week so want to review them in
advance now.
7 Delete Deletes the match. Will be as if the match did not happen.
«" actioned| | Mark the match as actioned, it will not appear for review again.
) Refresh | Refresh the list of open matches. This only needs to be done if you know that
: someone else in your office has done any matches since you opened this screen.
=y Adds a viewing for the selected applicant/property
. .-/
1 |
Add
Viewing
YIm Sets the match for review tomorrow, it will be removed from the list of matches being
1 reviewed.
Tomarrow
"7 1 week Sets the match for review in one weeks time and remowes it from the list.
7] 1 Manth Sets the match for review in one months time and remowe it from the list.
T on Sets the match for review on the date entered against it and removes the match

from the list. This option is disabled until a date is entered.

|&]

Displays a list of all contact details for the associated applicant/vendor.

Conkacks
i, Opens the Communications Screen for the sending of letters via email, SMS, etc to
the currently selected applicant.
[T
" Prints the grid exactly as displayed..
=
Prink
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5.25 Mortgage Referrals Screen

This screen lists the status of all clients who have been referred/not referred to a mortgage advisor
and is only available in the full version of EAP Enterprise.

@ 2 NS R j Mortgage Referrals Mortgage Referrals Report
: Home

Administration I Mortgage Referrals ‘
Start UlfUleUl5a C% (:% @ & @ N
End |16/01/2015 | &
Referrals Non- Email  Print Print Applicant  FPropert
Referrals Grid  Grid Preview
Report Criteria Actions View

J b Mortgage Referrals Report &

Drag a column header here to group by that column

Date  Typs  manch ik NamsSAddess  Spoken S Fesdbock o FS Outoms o Morigegs oss
Tonbridge Florins M,5 Albert Close, Tonbridge, No Await Response Await Response
9 Kent, TH9 3WE from Advisor from Advisor
. . Young A,67 Lemon Drive, Await Response Await Response
SHUEES ApTenl  Tebiige UE Tonbridge, Kent, TN9 7AS i from Advisor from Advisor
. X Able 3,12 Gordons Road, Tonbridge, Await Response Await Response
AN GrplEnt  Tekiize KA Kent, THS 9QF 2 from Advisor from Advisor
X Northdown M,18 Northdown Road, Await Response
UGS Y es lonbidoe [ Tonbridge, Kent, TN10 3AS = from Advisor
. Randall Ken,12 Brick Street, Await Response  Await Response
A DRI Ve ophiidge L2 ‘Westminster, London, W13 7XR D from Advisor from Advisor

|Referaﬂs 5, Spoken to MA 20.00%:, Has Signed 0.00%, Will Sign 0.00%, Might Sign 0.00%;, Elsewhere 0.00%:, Awaiting Response 80.00%:
(© 2014 Pair Softwhere LLP | |[:1 ] | 16 January 2015 10:28

By default the start/end dates are for the previous rolling month. Changing the start or end dates will
automatically refresh the report.

The grid can be printed or emailed exactly as it is displayed on the screen by clicking on the Print
Grid % or () Email Grid button respectively.

The selected applicant or vendor (property) screen can be displayed by clicking on the view
applicant & or view property ‘fbuttons.

' This grid has the ability of being grouped and filtered by columns. See How do | use grid
column grouping and filtering? for further information
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526 Offer Book Screen

The offers screen lists all offers made on available, under offer and sale agreed properties.

= OFFER BOOK SCREEN

Active Screen

@vav%-‘:k‘?

Home Administration

. Offer Book ’

=] Collapse All
Refresh  Contact Print
O Legend Details
Action Communications

Offer Book

e IEE

offers  Applicant  Property

Wiew

Branch

Property

Drag a column header here to group by that column

Neg Applicant

Bridging Incomplete Finance

J 7 .| Offer Book a

Finance Finance Finance
Contact Confirmed

Estimated Estimated
Exchange Completion

Date Last
Offer Made

Tonbridge || 18 Northdown
a Road,Tonbridge,Kent, TN1
0 3AS

16 Offers

Road, Tonbridge, Kent,
TN9 5RS

Tonbridge {1 Blands FW Dempsey C,14 Deacon  No No No 17/09/2010
a Drive, Tonbridge,Kent, TN9 Road, Tunbridge Wells,
2F5 Kent, TN1 1ME
Tenbridge 1 Blands PW  Killpatrick 5,99 Grove No No No 17/09/2010
a Drive, Tonbridge,Kent, TNS Street, Tonbridge, Kent,
2FS TN10 BAA
Offer Date Time  Detal Tnit Sent  Status
£220,000.00 17/09/2010 16:41:27 AR lad Made
Tonbridge 11 Popular KH Quicken 5,3 The Drive, No No Bank of  £150,000 Mrs Yes 30/10/2010 30/11/2010 02/09/2010
a Close, Tonbridge, Kent, TN Tonbridge, Kent, TN Scotland Jones
1up BAS
Tenbridge 14 Ridgeway TC Thomas T,16 Purple No No Natwest  £100,000 Yes 08/10/2010 08/11/2010 08/09/2010
a Road, Tunbridge ‘Way, Tonbridge, Kent,
Wells,Kent, TN4 DAP TNG 8HY
Tonbridge 15 Northdown KH Coulson S,37 Avenue No Yes No 12/09/2010
Road, Tunbridge Road, Tonbridge, Kent,
Wells,Kent, TN2 5LG TN9 5RD
KH Brightwell F,19 Western No No No 08/09/2010

© 2011 Pair Softwhere LLP |

.

‘ 06 June 2011 09:45

All summary data relevant to offers made is shown including the date of the last offer made. Details
of the individual offer can be viewed by clicking on the =P button in the left hand column.

The property status is indicated by a coloured block at the left hand side of the property address.

Clicking on the information € putton on the quick access toolbar at the top left of the screen will
display a popup window which shows the meaning of the colours.

' This grid has the ability of being grouped by columns. See How do | use grid column grouping
and filtering? for further information.
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= RIBBON BAR

lea Expand Al E |L'; \:ﬁ;' W s

L4 - L
|g) Collapse Al | Contact  Print Offers  Applicant  Property
Details
Action Cormmunications View

The buttons on the ribbon bar have the following functionality:

\ua) Expand Al | Expands all rows showing details of individual offers made.

| Collaps= all| | Collapses all rows so that the details of individual offers is not shown.

Displays the Contacts Screen detailing all contacts for the vendor of the selected
I;__:J property and the applicant.

Conkacks

Prints the grid as it is shown on the screen.

Prink
M Opens the Offers Screen for the selected property and focuses to the offer made by
Y the selected applicant.
Offers
) Opens the Applicants Screen focused to the selected applicant.
Applicant
N Opens the Properties Screen focused to the selected property.
A
Property
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5.27 Offers Screen

This screen can be opened from both the Properties Screen and the Applicants Screen. If opened
from the properties screen the offers will be listed by Applicant. If opened from the Applicants screen

the offers will be listed by property.

Home l Offers '

This example shows offers by applicant.

OFFERS SCREEN

Offers - The Old B

Administration
| DS @ L BB S E B
T 3 ™ 1 O ™ * R _ g
Applicant Vendor Draft  Contacts All Selected Chain Viewings = Applicant Client  Solicitor = Property  Client  Solicitor
Letter Letter & Sent Offers Offer Record Record
Communications Reports View Applicant View Vendor
“: The 0ld Barn, Tunbridge Wells (CRO0000068) i ' Offers - The Old Barn, Tunbridge Wells (CROD000068) Q|
| Applicant < | offer Date ~ Tme +* Int Sent Status Rejected | Applicant Estimated Dates
Van Den Elzen Maria, 18 The Glades, Tonbridge, Kent, TNS 95R | £875,000 15/01/2017 % [12:15  |KAR Accepted = .
| [Clevedon X, 13 Prnce Siveet, Tonbridge, Kent, h9 93 [IEENE SpY17 (0300 KR | ] Reected 2 2zpzone | & conpieten &
X |
Dempsey C, 14 Deacon Road, Tunbridge Wells, Kent, TN1 IME | £370,000 15/01/2017 o 05:16  KAR ] Rejected 2 24/02/2018 | Finance/chain
Broomfield 5, 15 Broomfield Drive, Tonbridge, Kent, TN10 414
Contact
Company
Amount £300,000| Confirmed  mo |
Can Bridge |No d OpencChain No  [ud
Open Viewings
o b L N | Date  Applicant Made |Conf |Inf |l
Contact Details Offer Dated Notes [j| |16/10/201% Mrs Van Den Fizen ] Ijg
21/10/201% Mr Baggings & = O
|‘|(’|W"‘<’“ umber fEmai Detai ‘@J‘ Date ~ Reason MNotes. it Method | 16/01/2017 Mrs Van Den Elzen BN ]
Jamm e Q0 e SILTIRSINGE" e e || ommmawer 30 GG
“% W Primary 07872 1234% rd Notes
% () Primary  ken@pairsoftwhere
2 g omzRL  Gadger O Vendar said he would accept £875k d
& & solictor 01892 121212 Zena Roloph
% [~ Solicitor  jbadger @badaersol Badaer rd
“% [ soigtor  joadger @badgersol Zena Roloph e
4 ¢ Additional 01892 565656 Q
. % Additional 07877 888835 rd
“* ¢ soidtor 01892777777 Mercantle ) -
. [ solidtor  kmercantie@merca Mercantie [
& ¢ Primary 01892222444 Home rd
& [ Primary  mariaslove @hotmai
L ¢ soictor 01892777777 Mercantle ) Offer
& [ soigtor  kmercantle@merca Mercantie
oy € Additional 01392 222444 Home
e et e ‘o s ® g
(© 2018 Pair Softwhere LLP ‘Lugged in as Ken/Tonbridge 02 June 2018 12:08

Applicant/Property

Clevedon ¥, 13 Prince Street, Tonbridge, Kent, TNS 9GB
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Offer Grid
Offer * Time = Init |Sent Status Rejected

TN oo ¥ s fon | T peeped ¥

£870,000 30{01;’2!]15“08.16 KaR (v Made |2
£350,000  28/01/2015 [ 09:00  KAR  [v] Made | ud
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Id
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Applicant Estimated Dates
Applicant Estimated Dates

Exchange |28/02/2015 | Completion 31/03/2015 |4

En
ter
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da
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if
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ow

Finance/Chain

Finance,/Chain

Contact
Company
Amount £300,000 Confrmed Mo |of
Can Bridge Mo lad OpenChain Mo g
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Vendor said he would accept £875k
General
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Contact Details
Contact Details

Whom
"'f e Primary
“® & Primary
“* '@ Primary

"'f [ Primary

A & solictor
“* [ Solicitor
*. & additional
* % additional
4 & solicitor
. [ Solicitor
" Primary
[=] Primary
& Solictor
| Solicitor

"

Ll ol ol o

Mumber Email Detail ) H
02074317777  Home i
01892 525448  Work O
07872 123456 Ken Randal
ken@pairsoftwhere Ken Randall

01892 121212  JBadger 1)
jpadger@badgerso Badger rd F
01892 565656 Elaine Randz )
07877 883883 Elaine Rand: #
01892 777777 Mercantile
kmercantile @merca Mercantile

01892 222444 Home

mariaslove @hotmai Clevedon

01892 777777 Mercantile
kmercantile @merca Mercantile H

[ =
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Date * Reason

28/01/2015

10:08 5STC Progression

Motes

Spoke to vendor and told him that I thought Mr
Clevedon may go the asking price if pushed
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= RIBBON BAR

The following buttons are available on the ribbon bar.

i, Opens the Communications Screen where you can send predefined applicant offer
letters to the applicant and/or any additional applicants of the selected offer by either
_ text, email or post. All letters sent are saved and are accessible by clicking on the
Applicant || praft & Sent Letters button.
Letter
’ Please note that only applicant letters that start with the word Offer will be
displayed.
I Opens the Communications Screen where you can send predefined vendor offer
letters to the vendor and/or any additional vendors of the selected offer by either text,
email or post. All letters sent are saved and are accessible by clicking on the Draft &
Vendor | | Sent Letters button.
Letter
’ Please note that only vendor letters that start with the word Offer will be
displayed.
5 Provides details of all communications previously sent to the current applicant.
= Communications can be resent from this screen. See the Customer Communications
Draft Screen for more information.
& Sent
Displays a list of all contact details for the currently selected applicant including
- those of the vendor and his solicitor if entered. There are also tabs on the screen for
cantacts | | S@les chasing, central notes and chain flow. See the Contacts Screen for more
information.
Generates a report which can be printed of all offers made on this property by all
applicants.
Al
Offers
Generates a report which can be printed of all offers made on this property by the
currently selected applicant.
Selected
Offer
The up and down chains can be recorded here for the currently selected applicant.
cp The current property and the applicant who made the offer are automatically added.
Chain See the Chain Flow Screen for more information.
— Displays all viewings for the current property. This is disabled if there are no open
QJ viewings.
Wiewings o . .
See the Viewings Screen for more information.
@ If the selected applicant is in the process of purchasing the property the first button
‘3 will be displayed, otherwise the second button will be displayed.
Purchaser o ) . )
Clicking on either button will open the Applicants Screen focused to them.
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-
Applicant

dh

- Clicking on this button will open the respective property in the Properties Screen.

Property

[E There are buttons for both the applicant and vendor's solicitors. These buttons enable

you to open the respective solicitor's details. They will be disabled if no solicitor is

Solicitor | | defined.

‘ . . . -

I—“—:|| There are buttons to edit/iew both the applicant and vendor's client record.

Client

Record
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5.28

Portfolio Screen

If this screen was opened from the Main Screen it defaults to all available properties. If it was opened
from the Applicant Screen the list of properties are those that match the respective applicants
criteria. This module is designed to be used when seated at a screen that is visible by an applicant.
It displays graphically a list of properties one by one according to easily selectable criteria.
Properties can be bookmarked and a report of them given to the client. There is an interface to
Google Maps so that the location of the properties can easily be seen.

= PORTFOLIO SCREEN
| jf ) (2 = % A2 / Active Screen Eﬁ

Home Administration Portfolio
- C ) ; -
) )! COL JS'L \% _Jz r
MNext Last Map Search | Viewing Bookmark Details
Navigate Actions Current Property

B rortfolio (24 Prop... &
All Images Selected Image

Accommodations Details

fleds Baths Racept Garages PARK AVENUE, TONBRIDGE - O.L.R.O. £344,950
= = * MASSIVE FAMILY HOME

s . s . * FIVE BEDROOMS

* BEAUTIFUL GARDENS

© 2011 Pair Softwhere LLP 06 June 2011 09:52

This screen provides an extremely good mechanism for showing an applicant what properties meet
their criteria. Properties can be scrolled through by using the Navigate group on the ribbon bar. The
main image for each property is initially displayed as the large image. This can be changed by
clicking on any other image. All images assigned to a property will be displayed with the exception
of EPC's and "Other" images. The number of bedrooms, bathrooms, etc. is shown for each property.
If you hold the keys for this property it will be indicated as shown above.
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!( < } )! {.,Uuqln: & & % *Jﬂ ? “;

First  Prior  Mext  Lask Lisk Register  Search Wiewing  Bookmark  Details
Applicant
Mavigake Ackions Current Property

The navigation buttons are self explanatory. The usage of all other buttons is described below.

_, Opens the Google Maps interface with the focused property displayed. There is an
(JUUSI‘—' option to show all other properties.

Map . .
Please refer to the Google Map screen for more information.

& Displays a list of all bookmarked properties including the main image, asking price,
' location, number of bedrooms, number of bathrooms and summary details. which can
List be printed.

See the Bookmarked Properties Screen for more information

Enables you to register a new applicant using the search criteria entered here together
@ with outline viewing entries for each property marked as wanted to be viewed.

Reqister
Applicant

r Opens a screen enabling you to enter/modify the search criteria used to filter
\% properties to be included here.

Search
Please see the Search Criteria section below for more information.
Y Adds an outline viewing for the current -\
'--'_'_r'j property. Also adds a bookmark if it was %

not already bookmarked. This will toggle
the image used for the Viewings button.
Click it again to remowe the outline viewing.

Bookmarks the current property. This will
7 toggle the image used for the Bookmark ﬁ
EBookmark || Putton. Click it again to remove the Boakmark

bookmark. Removing a bookmark will also
remove an outline viewing.

Vigwing Viewing

» This will open the Properties Screen focused to the current property.
]

Details
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= SEARCH CRITERIA

The search criteria can be entered/modified here and the list of properties regenerated.

kin Price £0
Bedroomz |
Receptions |0

Sale
Branch <ol

Property Topes

|+] House
|+ Bungalow
[+] Maizonette

|+] Flat

‘4 Search | | Clear X Cancel Under Offer Flag |+

Search | Ligt Heading

=hor A& 2|

ld MaxPrice |£10.000000 |

W Bathrooms 0 dgd
W Garages 0 %)%
#) Rent (=]
ad

L

=
., Search

|=] Clear
"?( Zancel

Under Offer Flag [+]

&
.4

Closes this dialog and regenerates the list of properties based on the criteria
entered.

Sets the search criteria back to the defaults (the defaults are as shown).
Closes this dialog discarding any changes made.

If this is ticked the Under Offer image will be shown when scrolling through
properties as appropriate.

Ticks all property types.

Unticks all property types.
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Any data entered here will be used as a heading when printing the list of properties. This would

typically be used to include the name of the applicant.
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5.28.1 Bookmarked Properties Screen

This is a summary list of all bookmarked properties selected on the Portfolio Screen.

= BOOKMARKED PROPERTIES SCREEN

%@w@ >

kain Image Azking Price  Location
£243,000 TOMBRIDGE 3
b 220,000 LAMBERHURST 3

Bookmarked Properties

Beds Baths Summary Details

1

al
x|

A UNIQUE DETACHED Bay FROMTED WICTORIAN STYLE HOUSE SET IM &
FOPULAR LOCATION IN BROADSTAIRS, WITH THE BEWEFIT OF & SERPARATE
DETACHED DWELLING IN THE GARDEMN. THE MaIN RESIDENCE COMPRISES
THREE DOUBLE BEDROOMS. A COLOURED BATHROOM SUITE, LOUMGE,
DIMING ROOM, KITCHEWN AWD UTILITY ROOM. THE SEPARATE DETACHED
DWwELLING CONSISTS OF & GROUMD FLOOR ROOM, AND A FIRST FLOOR
ROO wATH AN EW-SUITE *.C. WIEWING 15 STROMGLY RECOMMERDED QN
THIS UMIGUE PROFERTY.

& SPACIOUS MODERN DETACHED THREE RECEFTION, FIVE BEDROOM
FAMILY HOUSE LOCATED IM A SELECT AND SIGHT AFTER DEVELOPMEMT OMN
A& CORMER PLOT POSITION. THE FROPERTY BEMEFITS FROM SEALED LIMIT
DOUBLE GLAZING, GAS CENTRAL HEATING AMD AN INTEGRAL DOUBLE
GARAGE.

Clicking on the = button prints the thumbnail image report containing these properties.
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5.29 Property Review Screen

The Property Review screen is where properties are reviewed based on the review cycle set (default
30 days) set for the property.

PROPERTY REVIEW SCREEN
@ 0-c-g 2 j Property Review

Home ini: ' Property Review 1
mm T B \
asof yos200 | 1 [7)1 Week [ 1 Month E D 2®) e
| A Archive @ Refresh | Preset Tomorrow ﬂ Contacts New  Print Mr & Mrs Sales Property
Preview K Cork
Action Communications Status
J& Property Review a
Drag 2 column header here to group by that column Contact Details gﬂ
Branch 7 Address  Vendor/Lan __-- [ ] whom NumbeEmal  Deml |9
1 Blands Drive, Tonbridge, Ke|Bland & Co Ltd |Mr K Mercantile|Sale 1 (3 Primary  knrandal@gmail.cor
Jcro 1 Lonsdale Avenue, Tonbrid: Lonsdale, G Rent Let Agreed  KC (CRC CE £245,000 01/01/2018 23/10/2019 1 €% solictor 01892121212 ] Badger (o]
CRO 1 St Patricks Mews, Tonbridg Dunlop, P Mrs ] Badger ,F Sale Wwithdrawn £159,995 01/01/2018 02{12/2015 1 ¢ Solictor 01892 777777 Mercantile »
IKEV 1 Sweetlends, Keymer, Hassc Gibert, E. Rent Let Agreed AD KC £285,000 01/01/2018 06/03/2012 1 [ Solictor  knrandal@gmail.cor Badger P4
CRO 11 Brick Street, Westminster Randal, KA Mrs YYY,YYY Sale withdrawn  KC (MA KC (CRO)  KC £999,995 01/01/2018 07/02/2020 1 (3 Solictor  knrandali@grmail.cor Mercantie
CRO 12 Green Road, Tonbridge, K Green, G Sale Withdrawn £236,995 01/01/2018 06/03/2019 3 ¢ Primary 295902 Home q
CRO 13 Cedar Close, Tunbridge W Cardogan, A Mrs YYY,YYY Sale Exchanged KC (MAR) £134,995 01/01/2018 28/07/2015 3 % primary 07803506587 4
Jcro 15 Broomfield Drive, Tonbride Monk, G sale Sale Agreed  KC (CR KC (CRO) £225,000 01/01/2018 30/01/2013
Jcro 24 Coronation Road, Tonbrid: Coronation, C Sale Sale Agreed £135,000 01/01/2018 06/03/2018 | Central Notes @
CRO 25 Green Road, Tonbridge, K Grober, G sale Completed (Pait AD £249,995 01/01/2018 30/01/2013
CRO 40 Northumberland Avanue, North, N Sale Sale Agreed KC (CRO) £219,905 01/01/2018 20/01/2015 | [Date = Branch Notes It |
CRO 41 Gloucester Avenue, Tunb Gloucester, G Mrs J Badger | Sale Sale Agreed KC (CRO) £208,000 01/01/2018 03/01/2018 | 27/01/2018 CRO  wyy KC
CRO 62 West Drive, Tunbridge Wi West, W Sale Completed  KC (CR¢ £159,995 01/01/2018 06/03/2019 § 12/09/2017 RO fff KC
CRO 66 Trenton Road, Alton, Har Bland & Co Ltd Mr K Mercantile Sale Sale Agreed KC (CRO) £229,995 01/01/2018 11/07/2020 Now is the time for all good
CRO 8 Journeys End, Tonbridge, b Yo Mrs J Badger £ Sale Sale Agreed KC (CRO) £175,000 01/01/2018 10/03/2015 | |20/12/2012 CRO R‘Z”pta‘:t;fma totheadof  KC
CRO Fiat 2, 125 West Street, Tun Alen, M Rent Let £850 01/01/2018 11/09/2018
CRO Fiat & Golden Court, Grove Cr Gold, G sale Sale Agreed  KC (CRC KC (CRO) £89,995 01/01/2018 30/01/2013
CRO Mew House, Lamberhurst Vin Newtan, N Sale Under Offer £220,000 01/01/2018 30/01/2013
CRO 0ld Cottage, Wadhurst Road, Old, O Sale Sale Agreed KC (CRO) £300,000 01/01/2018 30/01/2013
‘ 19 properties I Ea R %
© 2020 Estate Agent Pro Ltd ‘ Logged in as Ken/Tonbridge 21 August 2020 11:39

This screen can be broken down into 4 primary areas.
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PROPERTY LIST

Drag a column header here to group by that colu

Branch = Address Vendor/Land = Solicitor %l Sale/Rer @ Status #l Neg #l Sales Neg @l val =l Price Reg Date = Re'wewed =
1 Blands Drive, Tonbridge, Ke|8 E_-_
ICRO 1 Lonsdale Avenue, Tonbridy Lonsdale, G Rent Let Agreed KC (CRC £245,000 Dlx’Dlj2DlB 23;’101‘2019
CRO 1 St Patricks Mews, Tonbridg Dunlop, P Mrs ] Badger ,E Sale Withdrawn £159,995 01/01/2018 02/12/2015
IKEY 1 Sweetlands, Keymer, Hassc Gilbert, E. Rent Let Agreed AD KC £285,000 01/01/2018 06/03/2019
CRO 11 Brick Street, Westminster Randal, KA Mrs YYY ,YYY Sale Withdrawn KC (MA KC (CRO) KO £999,995 01/01/2018 07/02/2020
CRO 12 Green Road, Tonbridge, K Green, G Sale Withdrawn £236,995 01/01/2018 06/03/2019
CRO 13 Cedar Close, Tunbridge W Cardogan, & Mrs YYY ,YYY Sale Exchanged KC (MAR) £134,995 01/01/2018 28/07/2015
ICRO 15 Broomfield Drive, Tonbrid¢ Monk, G Sale Sale Agreed KC (CRC KC (CRO) £225,000 01/01/2018 30/01/2013
ICRO 24 Coronation Road, Tonbridy Coronation, C Sale Sale Agreed £135,000 01/01/2018 06/03/2019
CRO 25 Green Road, Tonbridge, K Grober, G Sale Completed (Pait AD £249,995 01/01/2018 30/01/2013
CRO 40 Norchumberland Avenue, Morth, N Sale Sale Agreed KC {(CRO) £219,995 01/01/2018 20/01/2015
CRO 41 Gloucester Avenue, Tunb Gloucester, G Mrs ] Badger ,E Sale Sale Agreed KC {CRO) £208,000 01/01/2018 03/01/2018
CRO 62 Waest Drive, Tunbridge Wi West, W Sale Completed KC (CRe £159,995 01/01/2018 06/03/2019
CRO 66 Trenton Road, Alton, Han Bland & Co Ltd Mr K Mercantie Sale Sale Agreed KC (CRO) £229,995 01/01/2018 11/07/2020
CRO 8 Journeys End, Tonbridge, F Xoox Mrs ] Badger ,E Sale Sale Agreed KC {CRO) £175,000 01/01/2018 10/03/2015
CRO Flat 2, 125 West Street, Tun Alen, M Rent Let £850 01/01/2018 11/09/2018
CRO Flat 8 Golden Court, Grove Cr Gold, G Sale Sale Agreed KC (CRC KC (CRO) £89,995 01/01/2018 30/01/2013
CRO New House, Lamberhurst Vin Newton, N Sale Under Offer £220,000 01/01/2018 30/01/2013
CRO 0ld Cottage, Wadhurst Road, Old, O Sale Sale Agreed KC (CRO) £300,000 01/01/2018 30/01/2013

19 Properties

d

This grid contains all properties that are due for review. Certain columns can be dragged to the
group area as indicated.

The status of the property is also indicated by a coloured block at the left hand side of the grid.

Clicking on the information £ putton will display a pop-up window detailing the meaning of the
colours.

The statuses that appear in this review can be configured by your system administrator.

Double clicking on a property will either open the property screen or the Sales/Rental screen
depending on the status of the property.

' This grid has the ability of being grouped and filtered by columns. See How do | use grid
column grouping and filtering? for further information.

= CONTACT DETAILS

Contact Details

) These are the contact details that have been entered for the

Whom  Mumber/Email Detail ) a focused C“ent.
Bl Prmery 02074917777 JHome (|

-

% ¢ Primary 01892 525448  Work Q ]
31§ [y 07852 123456 e rmnd | The [ﬁJ buttpn can be use(_j to undgck (expand) the panel to
“* (= Primary  ken@pairsoftwher Ken Randal make it easier to see multlple entries.

“* & Solict 01892 1212132 1 Bad Q . . . .
45 soictor ibadger@badgersc Ba;gf,er ’ Clicking on the » button will open the SMS Text Messaging
% adaronal 0189256555 EaneRanda O i | Screen to send a message. This has to be configured and

additional charges apply.

Clicking on the [ button will open the Email Screen enabling
you to send an email.

Both of these types of communication will be stored under
Draft & Sent Communications of the client. See the Customer
Communications Screen for further information.

Double clicking on the *, putton will undock this panel making
it larger for ease of use.
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= DATED NOTES

Dated Notes & Client date related notes can be entered here. See How do |

Date Branch Motes mt | Use the navigation buttons? for further help on the navigation

01/11/2010 CRO Mr Randall coming into office at  KAJ bar
9am. .

The % button can be used to undock (expand) the panel to
EFRLT make it easier to see multiple entries.

The (71 button can be used to enter the note entered into the

diary on the date entered.

Double clicking on the * button will undock this panel

making it larger for ease of use.

By default historic dated notes cannot be changed.

= RIBBON BAR

T T Y A \ [ 8
As Of 21/10/2015 | X 1 [71Week [M1Month |& D &e) @ )6 e X
A Archive & Refresh =~ Preset Tomorrow d Contacts New Print Buying Mr Sales  Property

Preview | thruUs Clevedon
Action Review Communications Status

as OF Repopulates the properties grid with reviews that are due on the date entered. This
is handy if for example you will be out of the office for a week so want to review
them in advance now.

A Archive The property and vendor can be deleted (archived) directly from this screen if you
believe nothing further is going to happen with them.

1) Refresh Refreshes the current list of properties.

I Sets the next review date for that preset for the vendor and removes the property
X from the list.
Preset
M Sets the review date for tomorrow and removes the property from the list.
|
Tomorrow

"7 1 Week Sets the review date for 1 weeks time and remowves the property from the list.

7 1 Month | | Sets the review date for 1 months time and removes the property from the list.

ala Sets the next review date as the date entered and remowves the property from the
list. This option is disabled until a date is entered.

E Displays a list of all contact details for the vendor.

Cankacks

= Opens the Communications Screen for the sending of letters via email, SMS, etc
for the vendor of the currently selected property.

© 2022 Estate Agent Pro Ltd



222

Screens

Prints the grid.

If this button is enabled it is an indication that the vendor is also buying a property
through you. Clicking on this button will open the Applicants Screen for them.

—
Buying
thru Us
F) If a purchaser is assigned to this property this button is enabled and clicking on it
will open the Applicants Screen for them.
Mrs P
Stephens
Displays the Sales/Rental Status Screen for the current property where the
property's status can be changed and details relating to the sale can be recorded.
Sales ) ]
See the Sales/Rent Status Screen for more information.
'~ Clicking on this button will open the Properties Screen focused to the selected
i property.
Property
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5.30 Properties Screen

The properties screen is where all details relating to properties can be recorded including vendor
details, communications, images, property particulars, chain flow, viewings, offers, sales and
matches against applicants. By default all active (non-archived) properties are displayed.

ROPERTIES SCREEN

Home Administration Properties
:'i ﬁ Q & w 3 & Draft & Sent = 9 B EPC [? Particulars 9 Valuation ) ¥ uploadable
g - [£7] Contacts &3 Images @ Sales & Viewings L. Buying thru Us
Match Offers Register  Clone Map Portfolio = New Advertising  Chain History
v Property v [ Badger & Partners & Surveys AML Risk Score 8
Actions Communications Property Links Status
“% The Old Barn, Tunbridge Wells (CRO0000068) k3
Address | Vendor | Reference Property | Advanced Vendor: Mr Ken Randal
T Basic Information Classifications
Enter text to search... ud | Clear
I Ask Price £895,000 Tenure Freehold lad Rightmove Detached House d
|33 The Hollies, Tonbridge, Kent, TNO 41J P Tonbrid
4 Bonnywood Road, Hassock, West Sussex, BNG 8HR onbridge Type House d Style Detached [~]
4 Brambles, Hassacks, West Sussex, BN6 8SF Hasto Buy o Age Period |ad Garden 3+ acres &d
| 40 Northumberland Avenue, Tunbridge Welk, Kent, T || Negotiator  KC (CRO) Location  Mon-Estate lad Area Rural ~]

|41 Gloucester Avenue, Tunbridge Wells, Kent, TN4 81 | Prop Manager

Garaging  Double Garage |
|5 Musgrove Road, Tonbridge, Kent, TN10 4PH Sale/Rent Sale

IS Rutfend Gardens, Tonbridge, Kent, TN10 3DG m R 3 Vendor Classifications @_j
|62 West Drive, Tunbridge Wells, Kent, TH4 SHQ
2 2 2= TaxBand  H € € 102 M
Iﬁﬁ Trenton Road, Alton, Hampshire, GU34 2RS ) Szlesperson -
Vacant Ho ud
6a Grove Hil Gardens, Tunbridge Well, Kent, TN1 15¢ —
- Address The Old Barn Keys/Alarm Details %]
7 High Street, Nroxbourne, Essex, EN10 7F] e e
7 Hilside, Tonbridge, Kent, TN BUP Kent 2 sinsi s B
7 St Marys Close, Tonbridge, Kent, TN10 3AQ TH2 5HS Wil consider any offer above £825k.
I&Juurneys End, Tonbridge, Kent, TN10 4NG
9 Squadron Hil, Tonbridge, Kent, TN 7HV
99 Turner Gardens, Tunbridge Wells, Kent, TN1 1DB Authority Tonbridge County Coundi S =
Flat 2, 125 West Street, Tunbridge Wells, Kent, THN2 & N o foove s B Y
IFtatS Golden Court, Grove Crescent, Tunbridge Wells, Date N Reson T Brana | neas [Notes Metho
Hornbridge, Heathfield Road, Crowborough, East Susse Accommodation (Summary) Mr Randall coming
INew House, Lamberhurst Vineyard, Lamberhurst, Kent 31/05/2018 Inbound CRO KAl  into office at Spoker
IOId Cottage, Wadhurst Road, Groombridge, Kent, TN7 | Bedrooms 5 <]%] Bathrooms|3 <]%] am.

'I'he 0ld Barn, Tunbridge Wells, Kent, TN2 5HS Receptions 4 ag Garages 2 a9 02/05/2018  Viewing F CRO  KC  Vendor updated Spokel

70 Properties Sq. Feet 3,150

Iﬂl]j H ,A @ @ ‘j? x CO"GCtDeu:‘ls - =~ R I N Wt B A "

(© 2019 Estate Agent Pro Ltd  Logged in as Ken/Tonbridge =) ) 13 June 2019 14:17

See How do | add a property?

This screen can be broken down into three primary areas.

= LIST OF PROPERTIES

Address | Vendor | Reference | Street

— By default this grid contains a list of all active (non-
|2 s Toneee v e e & | archived) properties. By means of the buttons on the

4 Bonnywood Road, Hassock, West Sussex, BNS 8Hi H H Exchanged
e e toolbar at the bottom left of the grid, properties can be "
| 20 Northurmbertand Avenue, Tunbridge Wels, Kent, i 0
141 Gloucester Avenue, Tunbridge Wels, Kent, TH4 added deleted (archwed) saved H cancel any Waluation
| 5 Musgrove Road, Tonbridge, Kent, TH10 4PH ! ! ’ withdrawn
| 5 Rutiand Gardens, Tonbridge, Kent, TN10 306 . . . ﬁ, . R
Forsien oo et e e s changes 2, have information displayed & and be filtered | [B#istesasn
[ 66 Trenton Road, Atton, Hampshire, GU24 2RS Mot Released
63 Grove Hil Gardens, Tunbridge Well, Kent, TN1 1 on ‘T) Completed (Paid)
7 Hilside, Tonbridge, Kent, THO 8UP : ILIndar Offer

7 St Marys Close, Tonbridge, Kent, TNL0 3AQ
| & 30umeys End, Tonbridge, Kent, TN1O 4NG

\LNTTImn his g | To search for a specific property any part of the address
|| Hombridge, Heathfield Road, Crowborough, East Su:

Tron toees Lot vreres i el | SEiNG can be entered in to the search field, which is case
[ | | insensitive. Once entered either press the enter key or one
of the search buttons: “* search from beginning, R
search for next occurrence of the search string or N

search for previous occurrence of the search string.

63 Properties

o
FHAZT O K
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See How do | filter properties? for an example of using the
filter button.

You can also move between properties by clicking on the
property or using the progressive search facility. For
example if, when the grid is focused, you press the 2 key
it will mowe to 2 Magdalen Road, if you then press the 5
key it will move to 25 Green Road and so on.

Clicking on the information € button will display a popup
window which is shown on the right which corresponds
with the coloured blocks shown against each property.

The tabs at the top of the list are different ways of
displaying the list. The default is by address and that is
the one shown. The other 3 are by vendor name, property
reference and street. They are purely used as different
search mechanisms. e.g the vendor is on the phone and
just gives you his hamel!

Property | Advanced | Vendor: Mr Ken Randall

= PROPERTY TAB

Basic Information Classifications
Tenure Freehold lad Rightmove Detached House od
Branch Tonbridge Type House lad| Style Detached ad
Has to Buy Mo Age Period lad Garden |3+ acres ad
Negotiator |KC (CRO) Location | Mon-Estate o Area Rural ]
Sale/Rent | Sale Garaging Double Garage ad
TaxBand |H Vendor Classifications |2
Vacant Mo Salesperson hd
Address  The OId Bam )
Tunbridge Wels Keys/Alarm Details 1%
Kent 5
TNZ 5HS Property Notes E3EN
Vil consider any offer above £825k.
Authority | Tonbridge County Council
Price Details OFFERS ABOVE <PRICE> Dated Nates BE
Accommodation (Summary} Date ~ Reason Branch Initials Notes Method
Mr Randall coming into
Bedrooms |5 <[] Bathrooms 3 [<[5] 31/05/2018  Inbound Call CRO  KAJ office 3t Sam. d Spoken
Receptions |4 *[*] Garages 2 W | 02/05/2018  Viewing Fee CRO  KC  Vendor updated Spoken
5q. Feet 3,130
Contact Details
Mumber\Email Detail )
£ 020 7491 7777 Home |
£ 01892 525448 Work (3
% 07872 123456 7/
[ ken@estateagentpro.com
£ 11892 565656 Mrs Randall O
% 07877 888888 Mrs Randall | | B EEREET e D ®

An explanation of each of the areas is given below. For help on adding a new property please refer

to How do | add a property?
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Basic Information

Branch Tonbridge ad | B
Has to Buy |MNo | :
Megotiator CE |
Sale/Rent Sale d
Tax Band |G d
Vacant Mo |

Address  The Old Barn
Tunbridge Wells
Kent
THZ2 3HS

Authority | Tonbridge County Council
Price Details OFFERS ABOVE <PRICE=

The main image is displayed by default. Images can be scrolled using the navigation bar
beneath the image.

The Ask Price is the price the vendor wants the property marketed at.

The Branch that manages this property can be changed if you have been given permission to do
so by your system administrator. This does not change the underlying property reference but it
does affect which branch this property is uploaded under to any portals and/or your own web site.
It also changes which branch reviews the property/vendor. If you do not have access to change
this, or you only have one branch configured, then this will be disabled..

Indicates whether or not the vendor has to sell this property in order to purchase another.

Select the Negotiator dealing with this property from the drop down list.

The default is configurable by your system administrator. Select Sale or Rent from the drop
down list. Input fields are added/removed dependent on the selection.

The status of the property (cannot be changed here).

Select the appropriate council tax band. This defaults to unknown. If accidentally set to the
wrong tax band it can be set back to unknown by pressing the Del key when the tax band field is
selected.

Indicates whether the property is vacant or not.

To change the property address click on the button on the right hand side of the address. This
will display the Address Details screen where the new address can be entered. See the Address

Screen for further information.

Local authority applicable. The default is configurable by your system administrator.
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The price details that you wish to appear in property particulars, reports, your website and
property portals. In the example given the price details will show in reports as "OFFERS INVITED
ABOVE £895,000". See How do | use price qualifiers (POA,OIROQ. etc...)? for further information.

Accormmodation (Summary)

Bedrooms 4 W Bathrooms 3 %> |
Receptions 4 <] | Garages |2 =] |
5q. Feet 3,100

Enter the number of bedrooms, bathrooms, etc. that the property has.
The square footage can also be entered here if known.

Classifications

Tenure Freehold hd
Tvpe House d
Skyle Detached d
Age Period % |
zarden 3+ acres |
Lacation Mon-Eskate [ |
Area Fural |
Faraging Garage [ |

Property classifications are configurable by your system administrator. Up to ten classifications
can be defined.

An entry must be completed for each classification. This is mandatory once the property
becomes available.

Keys/Alarm Details o
Alarmed laal Quantity Held 0 i

Key Mumber 0 Wil Key Letter |

Code

The Key/Alarm Details panel is initially collapsed for security purposes when the screen is first
opened. If you hold keys for a property then the relevant information can be entered here. The
alarm code will be masked, to display it, double click on the Code box.

Property Motes A JE

Jill consider any offer above £825k.

Enter any other relevant notes applicable to the property. Vendor notes can be added under the
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Vendors Tab.

The % button can be used to undock (expand) the panel to make it easier to see larger notes
although it is recommended that these notes are kept to what can be seen by default.

Dated MNotes |22
Date * Reason Branch Inttial Comments Method
31/05/2018  Inbound Cal (RO KAJ ';;rﬁanda" coming into office at Spoken
nz2/o5/2018 Viewing Feedback CRO  KC Vendor updated Spoken
FHAD T EE D b

Date related notes can be entered here. See How do | use the navigation buttons? for further help
on the navigation bar.

The [ button can be used to enter the note entered into the diary on the date entered.

The £ button can be used to undock (expand) the panel to make it easier to see multiple
entries.

Clicking on the < button will display the Copy Dated Note screen allowing you to select the
applicant you want to copy the dated note to. If there is an associated applicant he/she will be
automatically selected. The copy of the dated note can be amended before saving. Clicking on

the J’ button will likewise give the ability to add the selected dated note to any property in the
chain.

Reason and Method can be configured by your EAT System Administrator and by default are not
mandatory.

By default previously entered dated notes cannot be changed.

Contact Details

Mumber\Email Detail ]
£ 020 7491 7777 Home q
£ 01892 525448 Vork ]
% 07872 123456 ’/

| ken@estateagentpro.com

£ 01892 565656 Mrs Randall
%% 07877 888888 Mrs Randall /7

If the screen height is sufficient the contact details will be shown here as well as on the Vendors
Tab.
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These are the contact details that have been entered for the client. These can be changed by
clicking on the button on the right hand side of the client's name and address in the Details
section of the Vendors Tab.

See How do | use the contact details grid? for further information on how to use this grid.

= RIBBON BAR

The ribbon bar is broken into 4 groups.

| 4 E E” >
% ) ﬁ ' Val -&'
Match Offers Register  Clone Map Portfolio

v Property v
Actions

«» | Opens the Matching Screen where you can specify a combination of options for running the
match. These options include: new applicants, previously matched applicants, only those
belonging to a negotiator and applicant statuses. Once the options are set, the match is run
against all the applicant records in your database, matching their criteria with the property,
unless they are excluded by the options set. Once the matching is complete the Applicant/
Property Matching Screen will be displayed where you can choose to communicate the
results of the matching process to the applicant by text, email or letter. Only available,
under offer and sale agreed properties can be matched. If a match is attempted against a
sale agreed property confirmation will be required.

7r | Offers made against a property are entered here. Facilitates the entry of multiple offers by
- multiple applicants. The colour of the star will indicate the status of the most recent offer.
Grey - None made, Yellow - made, Green - Accepted, If the property is for rent this button
will be disabled.

See the Offers Screen for more information.

¥ | Provides an easy means of registering the current vendor as an applicant without having to
fill in all of the details again. The applicants screen is then opened at their entry so that you
can complete the other details.

* | Provides the ability to clone (copy) the current property as a new property. This is
==!| particularly useful in new build situations where several similar properties are for sale.

See the Clone Property Screen for more information.

Gougle | Opens the Google Maps interface with the focused property displayed. There is an option to
show all other properties.

See the Google Map screen for more information.

5 | The portfolio screen is designed to be used when seated at a screen that is visible by an

" | applicant or vendor. When invoked from the property screen only the current property will be
displayed. There is an interface to Google Maps so that the location of the property can
easily be seen. See the Portfolio Screen for more information.
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B 3 & B

Mew  Draft Contacts Mercantile
& Sent & Rolfe

Communications

71 || Opens the letters screen where you can send predefined letters to the vendor by either text,
email or post. All letters sent are saved and are accessible by clicking on the Draft & Sent
Letters button.

See the Communications Screen for more information.
; Provides details of all communications previously sent to the current vendor.

== | Communications can be resent from this screen.

See the Customer Communications Screen for more information.

=] | Displays a list of all contact details for this client including those of the purchaser (if
applicable) and their solicitor if relevant. There are also tabs on the screen for sales
chasing, central notes and chain flow.

g

See the Contacts Screen for more information.

@ | If a solicitor is set for the vendor the company name will be displayed under the image. if not
“* I this button will be disabled.
Clicking on this button will display the solicitor's details.
| A S R —
> JhE Y P O& D @ [
N \-D il Lj [ C ) o
Advertising Chain EPC  Images Particulars Sales Surveys Valuation Viewings AML Risk

Score
Property Links

<~ | This opens the screen where all advertising information including display boards can be
| entered.

»

See the Advertising Screen for more information

< | The up and down chains can be recorded here for properties under offer and sale agreed.
The current property and the purchaser are automatically added.

See the Chain Flow Screen for more information.

E || Load the screen for generating an EPC image. Also can be used for the recording of
“ | ordering of EPC and HIPS.

See the EPC Screen for further details.

=4 | This is where all images related to the property can be loaded. They can also be edited, re-
sized, etc.

See the Images Screen for more information.

(v | Lease details can be recorded here.

See the Lease Screen for more information.

@ | The details for the property particulars can be entered and generated from here.

L
Particulars
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See the Particulars Screen for more information.

O [ Displays the Sales Status Screen for the current property where the property's status can
be changed and details relating to the sale can be recorded.

See the Sales/Rent Status Screen for more information.

» | Suneys can be recorded on this screen whether they be for a mortgage or any other
purpose.

See the Suney Screen for more information.

“® | You can schedule the valuation of the property here and once done update it with the
| appropriate information. Directions from your office to the property can also be generated
here.

See the Valuation Screen for more information.

» | Opens the viewing screen for the current property displaying a list of all viewings made and
the status of them. Existing viewings can be updated and new viewings can also be
entered. Offers can also be added from this screen.

See the Viewings Screen for more information.

(¥ | Opens the Advanced Money Laundering (AML) screen which enables you to select the
== underlying elements on which it basis the score.

See the Advanced Money Laundering (AML) Screen for more information.

B . e}
History Uploadable Mr & Mrs
v K Cork

Status

2 | Various Historical data can be displayed from this drop down list.

Histary

> I Displays the Adwertisements Screen where adverts placed in
w Applicants who Viewed this Property

8 | Evente newspapers can be recorded.

@ OpenMatches Displays a list of applicants who have viewed the current
|_1'| Price History Report property

Displays the Event History Screen associated with the current
property including items such as matches, viewings, offers, sent
communications, etc.

Opens the Matches Review Screen where all open matches for
the current property are displayed.

Generates a report which can be printed of all price changes
recorded for this property.

If all information has been correctly entered this flag will be green. If it is red, clicking on it
will list the reasons why it is not uploadable to your website and property portals. If it is
amber the property is still uploadable, but with factors that you should be aware of. Please
click on it for details.

Uploadable

<. || This is purely an indication of whether or not the current vendor is also buying a property

“% | through you. If they are, this button is enabled and clicking on it will open the Applicants
Screen for them.

& || This is purely an indication of whether or not a purchaser is assigned to this property. If one

Mrsp
Stephens
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is, this button is enabled and clicking on it will open the Applicants Screen for them.

Information on the other tabs on the properties screen is available here:

Vendors Tab
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5.30.1 Advertising Screen

This screen contains all fields that are related to advertising the current property and itself consists of
5 tabs.

= GENERAL TAB

General | Accommodation | Display Board | Key Features | Online Documents

Advert Web
Address | Tunbridge Wells Address| Tunbridge Wells
Market as 'Available’ [v] Web Enabled [v]

Configured Portals/Website that this property should be to uploaded to
Uploads Al ad

Property Details PDF

Template ad | View

Advert 8 Portal Text (72 of 255 characters)

* Grade 1I Listed Barn Conversion
* 3% Acre Paddocks
* Superb Location

The Advert and Web Address fields provide an alternative to the default display address, which
uses the Town & County fields. If used these will appear on reports, websites and, if the associated
merge fields are used in EAP or Word templates, the property particulars.

For example, if a property is in Neville Park, Tunbridge Wells, Kent, it's default display address will
be: Tunbridge Wells, Kent. However if you enter: Neville Park, Tunbridge Wells, this would be
displayed instead.

The Adwerts address is used in the reports generated within EAP and the Web address is used on
any property portal that your EAP data is uploaded to, providing they support this field. If you are
also using EAP to drive your own website it can also appear there.

Market As ‘Available’ is only active if a property has a sale status of Sale Agreed, if ticked the
property will continue to appear as Available on websites that your EAP data is uploaded to.

If vendors do not want their property to appear on any of the websites you normally send your EAP
data to, unticking the Web Enabled checkbox will prevent it appearing, whatewver it's property
status.
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The Configured Portals/Website that this property should be uploaded to drop down check
box can only be selected if your system administrator has configured which portals/website you
upload to. If done this enables you to upload the current property to specific portals rather than the
default of all.

Property Details PDF can be used to upload any of your property templates for the current
property to Rightmowve and other portals that use the Rightmowe file format.

As well as being used in the EAP standard reports, the Advert & Portal Text will be uploaded to
internet property portals such as Rightmowe as the ‘Summary’ text. The number of characters for
this field is limited, due to the limit set by Rightmowve and other property portals. If the Summary
text field on the Particulars tab is filled in first, the text from it, up to the character limit, is
automatically copied to the field, but only if it is blank. If necessary the text can then be edited
accordingly. Any further editing of the summary field will not update the Advert & Portal field. The
number of allowed characters in the field can be changed by your system administrator.

=2 ACCOMMODATION TAB

General| Accormmodation | Display Board | Key Features | Online Documents
Accommodation Details [N

4 BEDROOMS, 4 RECEPTION ROOMS, 3 BATHROOMS, %= ACRE GARDEN, 32 ACRE PADDOCKS. VERY
VERSATILE ACCOMMODATION

The Accommodation Details can be used as an alternative rich text field to the 'Full Details' field on
the Particulars tab. It is normally used on local ‘in house’ adwertising rather than on the internet
where the Full details field on the Particulars tab is used. It is useful if you would like to have more

than one type of Particulars for a property. The & button can be used to undock (expand) the
panel to make it easier to deal with larger entries.
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= DISPLAY BOARD TAB

General| Accommodation  Display Board | Key Features | Online Documents

Board Type For Sale h‘ Date Erected 31/07/2010 h‘
Comments

This tab is used to record what type of Board has been installed at a property and when. The
details entered here can be sent to your board erector as an email. The board erector has to be

defined in Admin, once this has been done you can use the general communication button on the
main page to email them.

g. w % w
(~] Board Erector
%y Send Text Message

!’- Force Error Message

It will also email the ‘Comments’.
The details are also used in the Property report ‘Sale Boards Location’.

= KEY FEATURES TAB
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General | Accommodation | Display Board Key Features  Online Documents
Bullet Points

A BEAUTIFUL GRADE II LISTED BARN CONVERSION (C 1750)

A WEALTH OF EXPOSED BEAMS

VERY VERSATILE ACCOMMODATION

4 BEDROOMS, 4 RECEPTION ROOMS, 3 BATHROOMS

LUXURY FITTED KITCHEN

2 ACRE LANDSCAPED GARDENS

312 ACRE PADDOCKS WITH FIELD SHELTER/STABLES

THIS PROPERTY IS LOCATED IN AN AREA DECLARED AS BEING OF OUTSTANDING NATURAL BEAUTY

This should be a bullet point list of the property’s main features. This text can be used in property

particulars and can also be uploaded to websites and property portals.

Each feature should be on a separate line and does not require a preceding bullet point charac
The bullet point character should be handled by formatting of the merge field on the Particulars
template or by the website, as appropriate.

ter.
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General | Accommodation | Display Board | Key Features  Online Documents

Brochure

Floorplan  |http://content.metropi.com/p/456789
Virtual Tour

HIP/EPC

The purpose of this screen is to pass a link to portals that have that capability. This is only
applicable to portals that use the Rightmowe upload format.

The default link can be configured by your system administrator.

' Double clicking on any header panel that contains the zoom . putton will undock the panel

making it larger for ease of use.
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= TENANCY FEES TAB

For rental properties there is an additional tab for the recording of tenancy fees which are now a

legal requirement. The contents of this field will be passed to Rightmowve and any other portals that
use the Rightmowe V3 interface.

General | Accommodation | Display Board | Key Features | Online Documents  Tenancy Fees
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5.30.2 EPC Screen

This screen allows you to record the ordering progress of EPC's and to create the EPC charts and is
only accessible from the Properties Screen.

Home Administration EPC

A A A

Load Display Clear
EPE ER(® ERC

Files EPC

“% The Old Barn, Tunbridge Wells (CRO0000068) | B, EPC - The Old Bam, Tunbridge Wells (CRO0000068) 3

Energy Efficiency Rating Environmental Impact CO2 Rating
Current [Potential ey iy NN THE OLD BARN Energy Rating

Very anergy efficiant - fower running costs Very somrormnentaly frerdy - ower COF sninsions TUNBRIDGE WELLS

KENT
@ TN2 5HS
: a <4

Valid Until
13 Octob

Nt energy efficiant - higher running cosis [t exnmivonnentally Friendly - Wgher C02 ammissions

ERC

Provider The New EPC Co

Notes Ordered By KAR [+~]
Rush order, promised by next day Ordered 31/08/2010 [~
Completed 01/09/2010 V]
Received 02/09/2010 [~]
Added to Particulars ves [~
Date Added 02/09/2010 [~]
Added By KAR [~]
EPC Cerfificate Mo. 1111-2222-3333-4444-5555
Valid Until 13/10/2030 ~]
Use New Style Yes d
€ 2020 Estate Agent Pro Ltd  Logged in as Ken/Tonbridge 16 October 2020 13:56

Once you hawe received the ratings from your EPC provider all you have to do is record the values for
each chart.

To do this you can drag the Current and Potential markers up or down with the mouse. If you need
more precise tuning you can use the up, down, page up, page down, home and end keyboard keys.
You can mowve between the Current and Potential columns by using the left and right keys on your
keyboard.

When the changes to the current property are saved the two EPC charts will be recorded in the
respective section of the Images Screen. There is no need for you to do anything else. The images
will be automatically uploaded to your website and property portals.

The government has specified that EIR charts are no longer to be used. This can be specified by
setting the Use New Style option. This is the default for new properties.|f the flag is set then the
EPC Certificate image will be generated. If not, the EIR image will be generated. The EPC Certificate
image will not be uploaded to Rightmowe, etc. until a certificate number and valid until date has
been entered. There is a setting in Admin>Options to turn off the display of the house hame/number.

If you wish to display the full EPC on Rightmowve and other portals that use the Rightmowe file format
then the PDF can be loaded by clicking on the Load EPC button. Optionally, if your certificate is
available online it can be entered in the Online Documents tab of the Advertising screen.

If you are a Scottish agent; the recording of the HIP order process can also be recorded here by your
system administrator changing a setting in Admin>Options>Property/Vendor>Options. HIPS is
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5.30.3 Lease Screen

This screen is for entering information regarding the lease and is only visible when the tenure is set

to leasehold. This screen is only accessible from the Properties Screen.

. J

Home Administration Lease

Files

“% 1 Blands Drive, Tonbridge (KEY0002059) & &) Lease - 1 Blands Drive, Tonbridge (KEY0002059) &3

Agent Jones Brenda, Tonbridge Estate Agents, Tonbridge

Commencement Date (g Contact Detais

Copy of Lease Avaiable |ves [~] Nurnber/Emai Detail

Fixed MNo [*]

Ground Rent Per Annum | £60

Insurances Included No ad

Maintenance Charge £100 <No data to display>
Mo of Years 125

Sitting Tenants Mo [~]

Motes

eded

(© 2018 Estate Agent Pro Ltd  Logged in as Ken/Tonbridge

23 August 2018 12:53

Whilst not always estate agents, management agents are included as estate agents within Estate

Agent Pro Enterprise.

New agents can be added by clicking on the %P at the right hand side of the agents drop down list.
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5.30.4 Particulars Screen

This is where the summary and full details are entered and details concerning the property
particulars themselves are recorded. This screen is only accessible from the Properties Screen.

Word Templates use no longer use Microsoft Word and are now much faster to create/
generate. Generated property particulars can be stored against the property as PDF's so

Tempiat=s that they can be easily attached when communicating with new applicants. Stored
templates can also be viewed and maintained here. See the Stored Templates Maintenance
Screen for information on maintenance. A new Microsoft Word stored template can be
created as follows:

. Select the property that you want to work with.

. Click on the Templates button.

. Select Word Templates and then select the template that you want to use.

. Once the template has opened and merged the property data into it, click on Save &
Exit on the floating toolbar.

5. Give the template to be stored a hame, by default it will be given the name of the tempate

that you used, but this can be edited or completely changed.
6. Once the template has been sawed, it can now be opened as a PDF file and printed. To
open it for printing go to: Templates>Stored Templates.

A WN PR

’ Double clicking on the header with the ® in it will detach and enlarge the appropriate details
where more word formatting capabilities are available.
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5.30.5 Survey Screen

This is where information of all surveys, for whatever reason, of the current property are recorded.

The 2 putton can be used to undock (expand) the panel to make it easier to see multiple entries.
This screen is only accessible from the Properties Screen.

_@] (7 = R ) d Surveys aaﬂ

Home Administration Surveys

Files

“% The Old Barn, Tunbridge Wells (CROD000068) J & Surveys- The Old Barn, Tunbridge Wells (CRO00D00068) 3

Surveys [*J Contact Details [ Details
Date 4 Company Number/Ermai Detail ) Company Apcott, Apcott Surveyors [~ [
20/08/2018 Apcott, Apcott Surveyors £ 01892 444555 Office Type Valuation [~]
% 07787222111 John Whitler Surveyor 1. Whitler
% 07787111999 Jeff Apcott

Lender Barclays Bank

| sales@apcottsurveyor John Apcott
Valuation £850,000 Accomp By Ken (CRO |ud

[ jwhitler@apcottsurver John Apcott
[ japcott@apcotisurvey John Apcott Dates & Times

Proposed 14/08/2018 ad Time 09:00 G4

Alternate ad Time W
oh > ® Final 20/08/2018 o Tmeos:oo dQ@
Motes #J Cconfirmed
Meeting at property. Vendor | Yes|g) Purchaser Yec|yd Surveyor Yes|ud
Appointments =N

20 August, 2013 09:00to 10:00 () “® Survey: The Old Barn, Tunbridge Wells, Kent, TN2 5HS,
Monday Meet at property:
Mr Ken Randall
The Old Barn
Tunbridge Wells
Kent
T2 5HS
(© 2018 Estate Agent Pro Ltd  Logged in as Ken/Tonbridge 23 August 2018 12:57

Surveys can be added and deleted by means of the navigator buttons at the bottom left of the list of
suneys. See How do | use the navigation buttons? for further information.

The fields on the right hand side of the survwey tab are applicable to each suney.

Details contains relevant information of the company doing the survey and whom for. The valuation (if
appropriate) can also be recorded here. The company doing the suney can be selected by means of

the kdl button on the right hand side of the company name. New suneyors can be added by means
of the &P button next to it (admin access rights apply).

Dates and times are to be recorded here. Proposed and alternate dates and times are optional.
Confirmed is to be used to confirm appointment with necessary parties as appropriate.

If a member of staff is going to be present for the survey they should be selected from the
Accompanied by drop down list. Existing Appointments are shown for the day of the Final Date
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to assist in this selection. Only entries for those users that are set as being accompanies are
displayed. If accompanied then the appointment will be automatically added to the diary.

Finally contact details that have been entered for the surveyor are listed below the list of sureys.

See How do | use the contact details grid? for further information on how to use this grid.
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5.30.6 Valuation Screen

Details regarding your valuation of the current property can be recorded here. The % putton can be
used to undock (expand) the panel to make it easier to see multiple entries. This screen is only
accessible from the Properties Screen.

_@"u 005 g Valuation Eaa

Home Administration Valuation

Lg""j' Google If a valuation is to be cancelled please clear the date, time and valuer by selecting the
“  appropriate field and then pressing the del key. Then set the cancelled field as yes. Finally
Template  Directions | ik on the Save & Exit button

Files Actions Instructions

“% The Old Barn, Tunbridge Wells (CROD000068) wi “® valuation - The Old Barn, Tunbridge Wells (CRO0000068) &J

Details Estimate Status &)
Date 20/10/2021 | | Amount £900,000 Status Instruct < 1 Week %]
Time 10:00 Wi | Minimum £850,000 Description Awaiting Instruction
Valuer Ken lad| | Maximum £350,000 Comments
Cancelled | Ho ud

Appointments (Y]

20 October, 2021 1:00t0 11:00 () @ valuation: The old Barn Ken (CRQ)

Wednesday Meet at property:

Mr Ken Randall
The Old Barn, Tunbridge Wells, Kent, TN2 5HS

Directions and Additional Information e

Head south on High St/B2260 (30 fest)

At the roundabout. take the 2nd exit onto Railway ApproadyBZ260

Continue to follow B2260 (0.2 miles)

At the roundabout, take the st exit onto Pembury RAAZ2014 (0.8 miles)

At the roundabout, take the 2nd exit onto Pemmbury Rd (0.2 miles)

Merae onto Tonbndae Bypass'A21v ia the ramp on the nohtto Hastings/ Tunbridae Wells'Perrbury

© 2021 Estate Agent Pro Ltd  Logged in as Ken/Tonbridge, Email Server: estateagentpro.com 19 October 2021 18:30

When the date of the valuation is entered/changed the Appointments agenda view will change to
show appointments already made. Only entries for those users that are set as being valuers are
displayed. You can then easily determine who is to do the valuation and an available time slot and
enter the information in the Details box. You can double click on any appointment shown here to
get further information.

Following the valuation the relevant amounts should be recorded in the Estimate box. The details in
the Status box should also be entered. The contents of the Status drop down list are configurable
by your system administrator.

The buttons on the toolbar are to be used as follows:

" Prints a valuation template to be filled in by the member of staff carrying out the
ﬁd valuation. Includes directions to the property.
Template

-, Retrieves directions from your office to the property from Google Maps which will be
Google | , - o - ,

C included in the Valuation template when the valuer prints it out. There will be a slight
Cirections | | delay while this data is retrieved. It is stored in the Directions and Additional
Information text box and can then be edited to customise it. These directions can
be automatically included in your property particulars.

To cancel a valuation follow the instruction given abowe. A valuation cannot be cancelled unless the
date, time and Valuer are cleared. This is done using the DEL key.
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’ Double clicking on any header panel that contains the zoom : button will undock the panel
making it larger for ease of use.
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5.30.7 Vendors Tab

This tab contains all fields that are related to the vendor of the current property and itself consists of
7 tabs. The % putton can be used to undock (expand) the panel to make it easier to see multiple

entries.

= GENERAL TAB

General | Additional Vendors | Docs | Marketing Expenses

Details

Client

Mr Ken Randal

12 Brick Street

Westminster

London %Er;gef

W13 7XR

Next Review Date 27/11/2021 |

Review Frequency 1 Month d

Override Solicitor | Young M, YYY Solicitors Ltd, Tor | g5l

Contact Details EY
Mumber\Ermail Detail )

* £ 0207491 7777 Home q

“* & 01892 525448 Work 3

* % 07872 123456 rd

“* (4 knrandall@gmail.com Ken Randall

* & 01892 565656 Mrs Randall .

“* % 07877 868888 Mrs Randall 7

-~

[~ ken@estateagentpro.co.uk Mrs Randall

Mortgage Required = Motes

Agency Agreement Received

Type  Sole lad Signed Yes  |ud
Date  31/08/2010 | Weeks Agreed 12 |
Commission

Rate 1.750%

Arnount £0.00 Fixed No  |ud
Property Misdescription's Act Received

Signed Yes od
Date 31/08/2010 %]
Viewing Arrangements .’;;I

Any time except Friday's.

This is where the primary vendor is defined together with other fundamental information.

Details

To change the clients details click on the button on the right hand side of

the client's name and address. This includes the ability to add contact
details. See the Client's Screen for more information.

Change
|Uendur

Next Review Date

Use this button if it becomes necessary to change the vendor to another
client in the database.

This is the next date the client is due for review. This can be changed

here but please be aware that this is automatically updated when certain
actions are taken. A list of these is given in Frequently Asked

Questions.
Review Frequency

Changing the review frequency will automatically set the next review date

based on today's date.

Review when
Archived

Override Solicitor

off.

The vendor can continue to be reviewed after archiving. This defaults to

A different solicitor can be set here rather than use the default solicitor

set at the client level.

Contact Details

These are the contact details that have been entered for the client and

any 2nd vendors entered. It is up to you to enter something in the
contact detail field to differentiate them. These can be changed by
clicking on the button on the right hand side of the client's name and
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Agency Agreement
Received

Commission

Property
Misdescription's Act
Received

Viewing
Arrangements

address in the Details section. The primary and additional vendors are
differentiated by the image displayed in the left hand column. If there are
multiple emails, to aid in which one to select, the primary vendor's email
will be shown in bold. If he/she has more than one then the one selected
as the default will be shown in bold.

See How do | use the contact details grid? for further information on how
to use this grid.

These details should be updated here when the vendor signs the agency
agreement.

Commission bands can be defined by your system administrator based
on the price of the property. If these are used the commission rate is
populated automatically. If you wish to override this, mark the
commission as fixed and either enter the rate or the amount.

These details should be updated here when the vendor signs Property
Misdescription's Act.

Enter any specific instructions, they will be displayed when viewings are
made.
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= ADDITIONAL VENDORS TAB

General Additional Vendors | Docs | Marketing Expenses  Mortgage Required | Notes

Additional Vendors

Mame & Address

7| Randal Elaine,3 Manor Road, Tunbridge Wells, Kent, TN1 15T

[#)| Client

Mrs Elaine Randall
3 Manor Road
Tunbridge Wels
Kent

TM1 15T
“.}Add using primary vendor's details L % x
Contact Details [#] Notes B
Number\Email Detail O] In the process of getting divorced.
Pl 01892 565656 Mrs Randall E:i

% 07877 588888

Mrs Randall

This is where additional vendors can be added. There can be any number of additional vendors.

Additional
Vendors

Contact Details

Client

Notes

By means of the buttons on the navigation panel at the bottom left of the
grid, additional vendors can be added or deleted. See How do | use the
navigation buttons? for more information.

You can add an additional vendor with the same address as the primary
vendor using the 4 button.

These are the contact details that have been entered for the client. These
can be changed by clicking on the button on the right hand side of the
client's name and address.

See How do | use the contact details grid? for further information on how to
use this grid.

To change the clients details click on the button on the right hand side of the
client's name and address. This includes the ability to add contact details.
See the Client's Screen for more information.

Enter any general notes in connection with the current additional vendor.
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= DOCUMENTS TAB

General | Additional Vendors Decs | Marketing Expenses  Mortgage Required | Motes
Filename

E BOS2.doc
@ 2013 01.pdf

B

A copy of any external document can be recorded here, for example, a scan of a letter sent by the

vendor or in respect of the vendor.To add a document click on the 2P button. See How do | use the
navigation buttons? for further help on the navigation bar.

Double clicking the icon will open it using the associated viewer.
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= MARKETING EXPENSES TAB

General = Additional Vendors | Docs | Marketing Expenses | Mortgage Required | Notes

Date ~ Ref Marrative Amount Date Paid Amount Paid  Bil Client

01/09/2010 Property Particulars £200.00 Yes
£200.00 £0.00

@ H &
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General = Additional Vendors  Docs | Marketing Expenses  Mortgage Required | Notes

Date “ Ref Marrative Amount Date Paid Amount Paid  Bill Client

01/09/2010 Property Particulars £200.00 Yes
£200.00 £0.00

@ ®

Any marketing expenses can be recorded here. To add a new expense click on the =P button and
fill in the relative information. See How do | use the navigation buttons? for further help on the
navigation bar.
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MORTGAGE REQUIRED TAB

Property | Advanced | Vendor: Mr Ken Randall

General | Additional Vendors Docs  Marketing Expenses  Mortgage Required | Motes

Required Yes |ug Referred Yes |uJ Date Referred 16/01/2015 | Auto Referral Sent|24/01/2020 17:15:06
Initials KW |ud Spoken to Advisor no |

Appointment Date/ Time|09/01/2020 10:00:00 d Where Office lad Cancelled Yes a
FS Feedback Await response from advisor ad
F5 Outcome Await response from advisor d
Why Cancelled Signed up elsewhere ad
Why not Referred ad
Notes

Wants to get a2 mortgage through us!

Mortgage referral emails will be automatically sent from the negotiator's email account within a minute or so after all necessary criteria has
been entered and saved. If you stat on this property it will be necessary to refresh the record to see the date/time sent!

Details regarding mortgage requirements are to be recorded here.

' The following fields are only available if you are using the full version of EAP Enterprise.

FS Feedback Await Response from Advisor
FS Qutcome Await Response from Advisor
Why not Referred

HEE

The abowe definitions can be set by your system administrator. Default values can be set for FS
Feedback and FS Outcome and will be automatically set, as will the Date Referred when an email
is automatically sent to your mortgage advisor.

These can additionally be reported on in the Mortgage Referrals Screen.

NOTES TAB
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General | Additional Vendors  Docs  Marketing Expenses  Mortgage Required Motes
Motes

Situation

Maoving abroad.

Warning Mote

Notes Any additional notes can be recorded here.

Situation Enter the vendors personal situation here.

Warning Note Enter any "warning" notes here. This will be automatically displayed every time
the property is accessed. See the Warning Screen for more information.

Information on the other tabs on the properties screen is available here:

Properties Tab
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5.30.8 Archived Properties Screen

x

Permanently & Restore

Delete

Archive

The is screen is the same as the Properties Screen but with the additional toolbar shown below.

The following actions are available:

Permanently Delete

The selected property and all data associated with it will be
permanently deleted. This action cannot be undone. Please use
with care.

Restore

The selected property and all associated data will be restored to
the live database. If the property had a purchaser assigned, the
option to also restore the purchaser will be enabled.
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5.31 Report Generator Screen

The report generator screen is where you can generate reports on either a subset of applicants or
properties filtered easily by yourself. You can also send bulk emails to the subset of applicants or
to the vendors of the subset of properties.

The Property Search Tab is shown by default and is initially populated with all non-archived
properties.

Home Adminis i | Reparts l

- Use Large Images |~  Branch to Report on | Tonbridge
A bl 2 & [ G veotsemg : d

Export Map Match Send Print  ghow Banner Image ¥l | Sales or Lettings Just Sales a
List List

Property Search Property Report Defaults Whole Database Report Defaults

J [ 5 Report Generator hl

J Froperty Search | Applicant Search
e
[ agng

Drag a column header here to group by that column =) Property List
D Vendor/Property

i standard Reports

Comparison - Single Image

vl 11 Popular Close, Tonbridge, Kent, TH9 1UP 2 2 2 R ——
¥ valuation 2 Magdalen Road, Tonbridge, Kent, TN9 14D Tonbridge KC House £289,995 1 3 1
¢l Available 13 Pearl Road, Tanbridge, Kent, TN10 4RL Tonbridge KC  House £249,000 2 3 1 [
vl Available 14 Avenue Gardens, Tonbridge, Kent, TN11 9EE  Tonbridge RR House £324,995 2 4 1 55 vini Detais - Multi Image
¥l Sale Agreed 1 Cherry Close, Tonbridge, Kent, TH10 2EF Tonbridge KC Bungalow £350,000 1 3 2 53 New Tnstructions &Reductions
¥ waluation 1 Lonsdale Avenue, Tonbridge, Kent, TH9 1SA  Tonbridge KC Bungalow £245,000 1 2 2 [ Photograph
¥l Sale Agreed 41 Gloucester Avenue, Tunbridge Wells, Kent, Th4 Tonbridge RR House £208,000 2 4 1 34 summary
[¥] sale Agreed 40 Northumberland Avenue, Tunbridge Wells, Ken Tonbridge RR House £219,995 2 3 1 Thumbnail
vl sale Agreed 8 Journeys End, Tonbridge, Kent, TN10 4NG Tonbridge RR House £175,000 3 5 2 | 2| Address Labels - Vendors
¥l Sale Agreed 14 Ridgeway Road, Tunbridge Wells, Kent, T4 0£ Tonbridge CE House £185,000 2 3 1 «# Advert - Full Page (12 Properties)
vl completed (F 25 Green Road, Tonbridge, Kent, TNO 1BP Tonbridge AD Bungalow £249,995 1 3 1 «* Advert - Full Page (20 Pmpﬁrhe‘u
I@ Available 5 Musgrove Road, Tonbridge, Kent, TN10 4PH Tonbridge KC House £189,950 4 6 2
I@ Available 5 Rutland Gardens, Tonbridge, Kent, TN10 3DG  Tonbridge KC House £325,000 2 4 1
[»l withdrawn 12 Green Road, Tonbridge, Kent, TN9 1.7 Tonbridge RR House £236,995 2 4 1 P "
¥ Available 18 Northdown Road, Tonbridge, Kent, TN10 3AS  Tonbridge KC House £200,000 1 1 1 -
|65 Properties _] Whole Database Reports
@ °r 4 Templates
© 2015 Pair Softwhere LLP | |@ o | 22 January 2017 10:24

The Property Search Tab can be broken down into 7 separate areas.
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Enter text to search... a Clear
Drag a column header here to group by that column

I-MEIMM-

11 Popular Close, Tonbridge, Kent, TN9 1UP
Valuation 2 Magdalen Road, Tonbridge, Kent, TN9 1XD Tonbr|dge KC House £289,995
Available 13 Pearl Road, Tonbridge, Kent, TN10 4RL Tonbridge KC House £249,000
Available 14 Avenue Gardens, Tonbridge, Kent, TN11 9EE  Tonbridge RR House £324,995
Sale Agreed 1 Cherry Close, Tonbridge, Kent, TN10 2EF Tonbridge KC Bungalow £350,000
Valuation 1 Lonsdale Avenue, Tonbridge, Kent, TN9 15A Tonbridge KC Bungalow £245,000
Sale Agreed 41 Gloucester Avenue, Tunbridge Wells, Kent, TN4 Tonbridge RR House £208,000
Sale Agreed 40 Northumberland Avenue, Tunbridge Wells, Ken Tonbridge RR House £219,995
Sale Agreed 8 Journeys End, Tonbridge, Kent, TN10 4NG Tonbridge RR House £175,000
Sale Agreed 14 Ridgeway Road, Tunbridge Wells, Kent, TN4 0# Tonbridge CE House £185,000
Completed (F 25 Green Road, Tonbridge, Kent, TNS 1BP Tonbridge AD Bungalow £249,995
Available 5 Musgrove Road, Tonbridge, Kent, THN10 4PH Tonbridge KC House £189,950
Available 5 Rutland Gardens, Tonbridge, Kent, TN10 3DG  Tonbridge KC House £325,000
Withdrawn 12 Green Road, Tonbridge, Kent, TN9 1LZ Tonbridge RR House £236,995
Available 18 Northdown Road, Tonbridge, Kent, TN10 3AS Tonbridge KC House £200,000

i R R e R R R R R
H OB RO W WU W RN W R w w [
e e R e R R R R R RN RS

H&&&&&&&&&&&&&&&

| 65 Properties |

<

Double clicking on any property will open the properties screen focused to the respective property.

The property status is indicated by a coloured block at the left hand side of the grid. Clicking on the

information ¥ button on the navigator panel will display a pop up window which shows the meaning
of the colours. These colours can be configured by your system administrator.

The primary purpose of this screen is to allow you to generate standard reports on the list of
properties shown with the Inc(lude) column ticked. As well as un-ticking this check box, the list can
be filtered by clicking on the filter wd button on the navigator panel at the bottom left hand side of
the panel. See How do | filter properties? for more information on this.

Columns can be sorted on ascending or descending by clicking the column heading.

' This grid has the ability of being grouped by columns. See How do | use grid column grouping
and filtering? for further information.

=2 REPORTS PANEL

Standard Reports are displayed by default. Clicking on either
of the other buttons will display the list of reports/templates

: available in that area.
_» Custom Reports

Standard and Whole Database Reports are internal and cannot
be changed other than the customisation options available to
your system administrator regarding colours used.

| '| Whole Database Reports

5 Templates
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= STANDARD REPORTS

Individual reports can be generated by clicking on them. The reports will only include those
properties listed with a tick in the Inc(lude) column. Reports will be generated in the sort order of
the screen. They will initially be opened for viewing and can then be printed if so required. All
reports can also be emailed.

Standard Reports

[=] aging
D Property List
D Vendor Property
=i Comparison - Single Image
i Comparison - Multi Image
=it Mini Details - Single Image
s Mini Details - Multi Image
=i New Instructions & Reductions
i Photograph
e Summary
s Thumbnail
| address Labels - vendors
% Advert - Full Page (12 Properties)
«# Advert - Full Page (20 Properties)
«# Advert - Half Page (6 Properties)
w* Advert - Half Page (8 Properties)

Aging details number of days since Instructed or number of days
since sale agreed as appropriate, instruction date, age in days and
address. Data is also displayed as a pie chart.

Property List details branch, negotiator, type of property, price and
basic information on number of rooms.

Vendor/Property details registration date, negotiator, address,
vendor, asking & sale prices, sale/rental status and last contact date.

Comparisons details main image or main image plus first 2 additional
images, instruction date, asking price, sale agreed date, sale price,
adwert text and the number of bedrooms and receptions.

Mini Details details main image or main image plus first 2 additional
images, asking price or price details, first line of address or advert
display address, property reference and advert text.

New Instructions & Reductions shows up to twelve properties per
page, detailing: main image, asking price, advert display address and
adwert text. Please note that it is up to you to filter the property list
down to the list of properties that you wish to appear!

Photograph shows the main image of one property per page. There is
an option in Admin to superimpose the asking price and full address
on the image.

Summary: The first page of the report displays the most expensive
property in the selected list beneath a report title set by your system
administrator. Subsequent pages display six properties per page,
detailing: main image, price or display price, branch and summary
details text.

Thumbnail shows up to twelve properties per page detailing: main
image, asking price, tenure, number of bedrooms and receptions.

Address Labels: Each page contains up to 21 Names and
addresses, suitable for printing on A4 63x38mm 21 per page address
labels, such as Avery J8160 or Viking VIJL21.

Adverts details main image, asking price, advert display address,
advert text. There is an admin option to record advertisements against
individual properties which will also show in the event history when
these reports are emailed or printed.
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= CUSTOM REPORTS

Custom Reports

.+ Sample Report

Individual reports can be generated by clicking on them. Custom reports
are those reports created by yourselves or by us for you (charges apply).
These reports can consist of anything that is in the Estate Agent Pro
database. In order that the system knows that reports are specific to
properties they must be in a sub folder called Properties. The reports
and folders are defined by your system administrator.

The reports will only include those properties listed with a tick in the
Inc(lude) column. Reports will be generated in the sort order of the
screen. They will initially be opened for viewing and can then be printed if
so required. All reports can also be emailed.

= WHOLE DATABASE REPORTS

Individual reports can be generated by clicking on them. These reports have nothing to do with the
list of properties displayed. They will initially be opened for viewing and can then be printed if so
required. All reports can also be emailed.

Whole Database Reports

[=] Agency Agreement
[=] Keys Held (by key)
[£] Keys Held (by street)

[£] Mortgage Referral - All Clie...

[Z] Sale Boards Location
[] Sales Progress
[5] Solicitors Instructed

€ Response Monitoring - Ven...
€ Response Monitoring - All C...

Agency Agreement lists all current (non-archived) vendors giving
details of the date that the agreement was received/signed, the
property status and address.

Keys Held (by key) lists all current properties giving details of key
number, address, number of keys held and if the property has an
alarm, the alarm code sorted in key order.

Keys Held (by street) lists all current properties giving details of key
number, address, number of keys held and if the property has an
alarm, the alarm code sorted in street order.

Mortgage Referral lists all vendors who have been referred to a
mortgage Advisor. By default the to/from dates are for the previous
rolling month. The report gives details of the date referred, client name
and address, negotiators initials, initials of person who made the
referral, whether a mortgage is required and if client has spoken to the
mortgage advisor. The report also displays the individual clients
contact details. See the Mortgage Referral Report for more information.

Sale Boards Location lists all current (non-archived) properties that
have had a board erected, giving details of the board type, date
erected, days erected and property address. It also gives the total
number of boards erected and breaks this down into sub totals for
each board type.

Sales Progress lists all sale agreed properties giving details of the
sale date, address, sale price, exchange dates and the date of most
recent 'Sales Chasing' activity, sales chasing note or sales chasing
item as appropriate.

Solicitors Instructed lists all instructed properties, grouped by
Solicitor's company giving details of the solicitor's company and name,
client name and address, property address and date instructed. See
the Salicitors Instructed Report for more information.

Response Monitoring produces a dynamic pie chart detailing where
your business came from. See the Response Monitoring Report for
more information.
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= TEMPLATES

JELE Word templates are supported in Estate Agent Pro and are created by
[#] A3 Executive your system administrator. Microsoft Word is no longer used to create
[#] A3 standard or generate these property particulars.

@ A4 Executive

[#] A4 standard

The template for the selected property can be generated by clicking on
the appropriate template.

= RIBBON BAR
A |Z| % &j EE] “; Use Large Images vl | Branch to Report on | Tonbridge |4

Include Bxport Map Match Send Print | ghow Banner Image vl | Sales or Lettings Just Sales d
List List
Property Search Property Report Defaults Whole Database Report Defaults

The ribbon bar consists of the following buttons:

Includes/excludes archived properties from the list.

A

Include

&S This button will only be enabled when a filter is applied to the property list. Clicking

[1 this button will open the Properties Screen with a filter applied of just the list of
Filterad | | Properties. The selected property will have focus.
FProperties
Exports the list of properties with the information shown to a CSV file. The default
X application for viewing this type of file (normally Microsoft Excel) will then be opened.
Export
List

- Opens the Google Maps interface with the focused property displayed. There is an
(JU“SIL option to show all other properties.

Please refer to the Google Map screen for more information.

| Matches applicants against the current list of Inc(luded) properties that have not
% matched against it before. Before doing so the Matching Screen is opened where
Match you can specify a combination of options for running the match. These options
include only matching your applicants, and applicant statuses. Once the matching is
complete the Applicant/Property Matching Screen will be displayed where you can
choose to communicate the results of the matching process to the applicants by
text, email or letter.

’ This could take a long time if the list of properties is large!

Opens the Communications Screen where you can send bulk mailings of predefined
aj letters to the vendors of the Inc(luded) list of properties by either text, email or post.
Send All letters sent are stored for the respective vendor and are available in the Customer
Communications Screen.
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g

Print
List

Prints the property grid exactly as displayed on the screen grey-scaled in landscape
mode. This can be previewed first.

Information on the other tabs on the report generator screen is available here:

Applicant Search Tab

Report Defaults Tab
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5.31.1 Applicant Search Tab

The Applicants Search Tab is where applicants can be filtered and reported on. There is a slight
delay when this tab is clicked on as it will initially load all active (non-archived) applicants.

APPLICANT SEARCH TAB

Report Ge

Home A ' Reports 1
A_ E 3 % b Use Large Images | | Branch to Report on  Tonbridge a
Include Export Match Send Print  ghow Banner Image |v] | Sales or Lettings Just Sales a
List List
Applmant Search Property Report Defaults Whole Database Report Defaults

JI | Report Generator ﬂl

Applicant Search 1
Enter text to search. m

Drag a column header here to group by that column

m:mm———

a‘ Standard Reports

D Applicant List
[#.] File Cards
2] Address Labels - Applicants

[*2 Able 1,12 Gordons Road, Tonbridge, Kent, TN9 9QF 08/04/2010 £180,000 Nothing to Sell

el Alen M,47 Waverley Road, Tonbridge, Kent, TN10 4BF Tonhndge 04/09/2010 £350,000 Nothing to Sell
IIE Allen 3,14 Osbourne Road, Tonbridge, Kent, TN9 6YT Tonbridge 30/08/2010 £250,000 Other Agent

¥l Baggings F,15 Broomfield Drive, Tonbridge, Kent, TN10 43h Tonbridge 14/12/2010 £300,000 First Time Buyer

[¥]  Beval Bob,23 High Street, Tonbridge, Kent, TN 1XP Tonbridge KC 24/03/2015 £400,000 First Time Buyer

¥ Bloggs XX,290b Stratford Road, Sparkhill, Birmingham, Wo Tonbridge KC 10/03/2011 £350,000 First Time Buyer

vl Brightwell F,18 Western Road, Tonbridge, Kent, TN9 5RS Tonbridge RR 02/08/2010 £200,000 Investor

¥l Broomfield B,15 Broomfield Drive, Tonbridge, Kent, TN10 4 Tonbridge KC 24/03/2015 £0

vl  Brown B,Flat 3, 2 Grove Park, Tonbridge, Kent, TNG 7RT  Tonbridge 06/09/2010 £225,000 Other Agent

¥l cardogan A4 Forrest Road, Tunbridge Wells, Kent, TN1 2/ Tonbridge 25/08/2010 £180,000 Sale Agreed

[¥] Clevedon X,13 Prince Street, Tonbridge, Kent, TN9 9GB  Tonbridge 14/09/2010 £500,000 Other Agent

¥l  Cork K,7 5t Marys Close, Tonbridge, Kent, TH10 3AQ Tonbridge 03/08/2010 £240,000 Other Agent

[¥l  crabb 5,20 Turner Gardens, Tunbridge Wells, Kent, TH1 1| Tonbridge 14/07/2010 £150,000 Investor

LZ Deacon K,Flora House, 30 North Road, Tonbridge, Kent, Th Tonbridge 21/08/2010 £170,000 Nothing to Sell

Dempsey C,14 Deacon Road, Tunbridge Wells, Kent, TH1 1 Tonbridge 08/07/2010 £250,000 Investor
‘ -‘MAppllcanls b Flesil s
|| Whole Database Reports

(@ 2015 Pair Softwhere LLP ‘ ‘@ i) | 22 January 2017 10:38

The Applicant Search Tab can be broken down into 6 separate areas.

APPLICANT LIST

Enter text to search... [~ @
Drag a column header here to group by that column

I-ME&-_—_

™[ ~ble 1,12 Gordons Road, Tonbridge, Kent, TN 9QF 08/04/2010 £180,000|Mothing to Sell
[vl  Alen M,47 Waverley Road, Tonbridge, Kent, TN10 4BF Tonbndge 04/09/2010 £350,000 Mothing to Sell
ILZ Allen 1,14 Osbourne Road, Tonbridge, Kent, TN9 6YT Tonbridge 30/08/2010 £250,000 Other Agent
|«] Baggings F,15 Broomfield Drive, Tonbridge, Kent, TN10 43} Tonbridge 14/12/2010 £300,000 First Time Buyer
|v]  Beval Bob,23 High Street, Tonbridge, Kent, TN 1XP Tonbridge KC 24/03/2015 £400,000 First Time Buyer
|«] Bloggs X¢,290b Stratford Road, Sparkhill, Birmingham, Wa Tonbridge KC 10/03/2011 £350,000 First Time Buyer
[«] Brightwell F,18 Western Road, Tonbridge, Kent, TH9 SRS  Tonbridge RR 02/08/2010 £200,000 Investor
|vl  Broomfield B,15 Broomfield Drive, Tonbridge, Kent, TN10 4 Tonbridge KC 24/03/2015 £0
ILZ Brown B,Flat 3, 2 Grove Park, Tonbridge, Kent, TH9 7RT  Tonbridge 06/09/2010 £225,000 Other Agent
ILZ Cardogan A,4 Forrest Road, Tunbridge Wells, Kent, TN1 2¢ Tonbridge 25/08/2010 £180,000 Sale Agreed
ILE Clevedon X,13 Prince Street, Tonbridge, Kent, TN9 9GB  Tonbridge 14/09/2010 £500,000 Other Agent
ILZ Cork K,7 St Marys Close, Tonbridge, Kent, TN10 3AQ Tonbridge 03/08/2010 £240,000 Other Agent
[«] Crabb S,20 Turner Gardens, Tunbridge Wells, Kent, TN1 1| Tonbridge 14/07/2010 £150,000 Investor
|v] Deacon K,Flora House, 30 Morth Road, Tonbridge, Kent, Th Tonbridge 21/08/2010 £170,000 Mothing to Sell
|¥] Dempsey C,14 Deacon Road, Tunbridge Wells, Kent, TH1 1 Tonbridge 08/07/2010 £250,000 Investor

| 64 Applicants |

Double clicking on any applicant will open the applicants screen focused to the respective
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applicant.

Clicking on the information £ putton will display a popup window which corresponds with the
coloured blocks shown against each applicant. The colour represents the status of the applicant.
Bothe the statuses and colours are configurable by your system administrator.

The primary purpose of this screen is to allow you to generate standard reports on the list of
applicants shown with the Inc(lude) column ticked. As well as unticking this checkbox, the list can
be filtered by clicking on the filter #l button on the navigator panel at the bottom left hand side of
the panel. See How do I filter properties? for an example of this.

Columns can be sorted on ascending or descending by clicking the column heading.

The items shown in the Status column are configurable by your system administrator.

' This grid has the ability of being grouped by columns. See How do | use grid column grouping
and filtering? for further information.

= REPORTS PANEL

_ Standard Reports are displayed by default. Clicking on either of the
other buttons will display the list of reports available in that area.

. Custom Reports

Standard and Whole Database Reports are internal and cannot be
changed other than the customisation options available to your
system administrator regarding colours used.

= STANDARD REPORTS

Individual reports can be generated by clicking on them. The reports will only include those
applicants listed with a tick in the Inc(lude) column. Reports will be generated in the sort order of
the screen. They will initially be opened for viewing and can then be printed if so required. All
reports can also be emailed.

| '| whole Database Reports

Standard Reports Applicant List details the applicants name & address, branch,

[5] Applicant List negotiator, registration date, maximum price they can afford and their
| File Cards status.

| Address Labels - Applicants File Cards prints a file card of the applicants details.

Address Labels: Each page contains up to 21 Names and
addresses, suitable for printing on A4 63x38mm 21 per page address
labels, such as Avery J8160 or Viking VIJL21.

= CUSTOM REPORTS
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Custom Reports Individual reports can be generated by clicking on them. Custom reports
are those reports created by yourselves or by us for you (charges
apply). These reports can consist of anything that is in the Estate
Agent Pro database. In order that the system knows that reports are
specific to applicants they must be in a sub folder called Applicants.
The reports and folders are defined by your system administrator.

J»| Sample Report

The reports will only include those applicants listed with a tick in the
Inc(lude) column. Reports will be generated in the sort order of the
screen. They will initially be opened for viewing and can then be printed
if so required. All reports can also be emailed.

= WHOLE DATABASE REPORTS

Individual reports can be generated by clicking on them. These reports have nothing to do with the
list of applicants displayed. They will initially be opened for viewing and can then be printed if so
required. All reports can also be emailed.

Whole Database Reports Mortgage Referral lists all applicants who have been referred to a
mortgage Advisor. By default the to/from dates are for the previous
rolling month. The report gives details of the date referred, client
name and address, negotiators initials, initials of person who made
the referral, whether a mortgage is required and if client has spoken
to the mortgage advisor. The report also displays the individual
clients contact details. See the Mortgage Referral Report for more
information.

Response Monitoring produces a dynamic pie chart detailing where
your business came from. See the Response Monitoring Report for
more information.

D Martgage Referral - All Clients
L 7] Response Monitoring - Applicants

= RIBBON BAR
A |Z| 3) j IL'; Use Large Images |¥| | Branch to Report on Tonbridge hJ
Include Export Match Send Print | ghoy Banner Image [«] | Sales or Lettings Just Sales |4
List List
Applicant Search Property Report Defaults Whole Database Report Defaults

The ribbon bar consists of the following buttons:

Includes/excludes archived applicants from the list.

A

Indude

P This button will only be enabled when a filter is applied to the applicant list. Clicking
— this button will open the Applicants Screen with a filter applied of just the list of
Fikered || @Pplicants. The selected applicant will have focus.

Applicants
Exports the list of applicants with the information shown to a CSV file. The default
X application for viewing this type of file (normally Microsoft Excel) will then be opened.
Export
List
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A Matches properties against the current list of Inc(luded) applicants that have not

) matched against it before. Once the matching is complete the Applicant/Property
Match Matching Screen will be displayed where you can choose to communicate the
results of the matching process to the applicants by text, email or letter.

’ This could take a long time if the list of applicants is large!

I, Opens the Communications Screen where you can send bulk mailings of predefined
I:Tj letters to the Inc(luded) list of applicants by either text, email or post. All letters sent
Send are saved for the respective applicant and can be viewed in the Customer
Communications Screen.

Prints the applicant grid exactly as displayed on the screen grey-scaled in
ﬁ;i landscape mode. This can be previewed first.

Print
List

Information on the other tabs on the report generator screen is available here:

Properties Search Tab
Report Defaults Tab
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5.31.2 Report Defaults Tab

Report Generator defaults can be changed here. They are stored in the registry.

Property Search Applicant Search Report Defaults

Ize Large Images |»] | Branch to Report on Tonbridge '_J
Show Banner Image  [v] | Sales or Lettings Both hd
Property Reports Whole Database Repaorts
Use Large Images If checked reports with images in them will be slower to generate.

Show Banner Image Include your banner image in reports if defined.
Branch to Report on  Which branch to report on.
Sales or Letting's Sales, letting or both.

Information on the other tabs on the report generator screen is available here:

Properties Search Tab
Applicant Search Tab

265
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5.31.3 Report Screens

Some of the reports are in fact screens. These are detailed below:

Mortgage Referral Report
Response Monitoring Report
Solicitors Instructed Report

5.31.3.1 Response Monitoring Report

This is a dynamic pie chart detailing where your business came from.

Start 15/07/1999 [ End 03/10/2010 ] Other 1% [ [ Redraw

Response Monitoring - All Clients (112)
16/07/1999 To 03/10/2010

I < Unknown

I S Advertising

[ 13 Client Recemmended
I 0 Internet - Own
1 27 Internet - Rightmove
I 2 Friday Ad

. I 10 Previous Client
[ Gliert Recommended 1161 % | B 15 Walked inWindow

[ 2 other
Acverizing .04 %

Unknown 3.57 %
Cither 1.79 %

N sk inivindo 13,39 % )

[rtermet - own 2673 % |

[ Irternet - Rightmove 24.11 % |

Frivay A0 179 % [ Previous Client 5.93 %

The response monitoring screen displays all registered applicants and/or vendors between the date
range specified and is generated from the Report Generator Screen. The response monitoring
statuses are definable by your system administrator.

The start default date is the earliest registration date of your clients and the end date is today. If you
change the dates, click on the P putton to redraw the graph.

The percentage in the other drop down menu can be used to group smaller values together.
Changing this percentage will automatically redraw the graph. For example, if this was set to 5% the
Unknown 3.57%, and Friday Ad 1.79% would be grouped in with the existing Unknown 3.57 %
resulting in the Other group now totalling 7.14%.
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[ Irternet - Cwn 2679 % |

| Cliert Recommended 11 61 % |

[ Advertising 8.04 % |

Cither 714 3%

| vslked intvindow 13.39 % |

[ Irternet - Rightmove 24 11 % |

Previous Client 8.93 %

The other percentage can be set between 0 and 10%. The pie chart can be printed by clicking on
the ' button.
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5.31.3.2 Solicitors Instructed Report
Lists all properties where either the applicant purchasing, or the vendor's solicitors have been

instructed.

o s - :

& Company : Badger & Partners

T nstuctons

Castillo A4,8 Journeys End, Tonbridge, Kent, TN10 4G 2 Waltham Close, Cliftonville, Kent, CT9 3YF Badger 1

| Company : Mercantile & Rolfe

T 2imstuctons

‘ 31/08/2010 Able 1,12 Gordons Road, Tonbridge, Kent, TN 9QF 8 Journeys End, Tonbridge Kent, TN 10 4NG Mercantie K
‘ Able 1,12 Gordons Road, Tonbridge, Kent, TN SQF  Mew House,Lamberhurst Mercantie K
Vineyard,Lamberhurst, Kent, THS 6Q5

| 3tnstructons L |

This report is automatically grouped by solicitor's company giving details of the solicitor's company

and name, client name and address, property address and date instructed.

The grid can be printed exactly as it is displayed on the screen by clicking on the % button.

' This grid has the ability of being grouped and filtered by columns. See How do | use grid

column grouping and filtering? for further information.
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5.32 Sales/Rent Status Screen

Displays either the Sales or Rental Status Screen for the current property where the property's
status can be changed and details relating to the sale can be recorded. The example shown is for a
sale. The Status of a property is changed here.

2 SALES STATUS SCREEN - INFORMATION TAB

“* The Old Barn, Tunbridge Wells (CRO0000068) wJd @ s5ales Status - The 0ld Barn, Tunbridge Wells (CRO0000068) &

Information | Sales Chasing | Central Notes
Purchaser Vendor (if also an applicant)

&1 Status | Investor od
Detzils Sales Negotiator
Price - Asking £1,400,000 Price - Agreed Negotiator AD od
Property Status Available
Special Conditions
Tax Band H ad Tenure Freehold [~
Vendor Dates
Reqgistration 01/01/2018  |gd Instruction 09/01/2017 d
Withdrawn ]
Fixtures and Fittings
Property Dates
Agreed ud Fall Through 30/07/2020 od
Dependent on Survey  |No ud Solicitor Instructed d
Exchange (Provisional) bd Exchange (Actual) [~
Completion (Provisional) ud Completion (Actual) od Info Notes
Invoice
Invoice No Own Reference No
Paid [~]
Complete the areas of the screen as follows:
Purchaser Select the purchaser by clicking on the ld button.

Purchaser Status The status of the purchaser. These statuses are configurable by your system
administrator. The status can be changed here.

Vendor Status The status of the vendor if he is also an applicant. These statuses are
configurable by your system administrator. The status can be changed here.

Details Enter the new Asking Price, Agreed Price and Property Status as applicable.
When the property status had previously been set to sale agreed, the property
status cannot be set to any status less than sale agreed without setting the
fall-through date first.

Council tax band and tenure are a legal requirement, When the property
status is changed to one that would be uploadable, they are checked and an
error displayed if they are not enteredt.

Vendor Dates Dates connected with the vendor are entered here.

Property Dates  Dates, and other details connected with the property are entered here.

Invoice If you wish to use your own references these can be entered here and also the
date when your invoice was paid.

Special These will appear on the Memorandum of Sale.

Conditions

Fixtures and These will appear on the Memorandum of Sale.

Fittings

Info Notes Any other relevant notes can be recorded here.
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= RIBBON BAR

The following buttons are available on the ribbon bar:

IX \] Include D Lﬂ ;‘;9 ."

- o Vendor
Sales  Email MNew  Contacts Chain Vendor AML Risk
Memo Memo ¥ Address Vendor
Actions Communications Files Status

- Generates a Memorandum of Sale which can be printed. If a property has additional
X vendors, a separate Memorandum of Sale will be generated for each one.

Sales
Memo

. Emails the Memorandum of Sale to selectable addressees using the Email Screen.
' ﬂ When sent this document is automatically saved and is accessible by clicking on
Email the Draft & Sent Letters button on the Properties Screen. This button will be disabled
Mema if the vendor does not have a solicitor or the vendor's solicitor does not have an email
address. This button will be disabled if the vendor does not have a solicitor or the
vendor's solicitor does not have an email address. If standard letters have been
defined with the word memorandum in the description these letters will be used and
will be merged as normal. If not, some default text will be entered, which can be
changed when sending.

5 Opens the Communications Screen where you can send predefined vendor sales
memorandum letters to the vendor and/or any additional vendors of the selected offer
by either text, email or post.

’ Please note that only vendor letters that contain the word memorandum will be
displayed.

Displays a list of all contact details for this client including those of the purchaser (if
applicable) and his solicitor if relevant. There are also tabs on the screen for sales
chasing, central notes and chain flow.

il

Caonkacks

See the Contacts Screen for more information.

Validates entries made and if information entered is correct, saves the changes and
closes this screen,

L

Save

Closes this screen discarding any changes made.

The up and down chains can be recorded here for properties under offer and sale
agreed. The current property and the purchaser are automatically added.

ga L3 [
{5 23 @ 2
= 0 =,
—~+ M -

Chain
See the Chain Flow Screen for more information.

j Opens the purchaser's client details. This includes the ability to add contact details.

Purchaser See the Client's Screen for more information.
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> Opens the vendor's client details. This includes the ability to add contact details.
]
Vendor See the Client's Screen for more information.
Opens the Advanced Money Laundering (AML) screen which enables you to select
I ~.r"| the underlying elements on which it basis the score. There is one of these for both
AML Risk || the vendor and the applicant.
Score
See the Advanced Money Laundering (AML) Screen for more information.

Information on the other tabs on the Sales/Rent Status Screen is available here:

Sales Chasing Tab

Central Notes Tab
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5.32.1 Sales Chasing Tab

This is used to record relevant key dates as the solicitor progresses the sale.

Information | Sales Chasing | Central Notes
<4 Print

Key Dates Chasing Motes E3|
Description Vendor Applicant

Paid Searches to Solicitor 08/09/2015
Solicitor Applied for Deeds

Filed in Mtg Forms 23/09/2015
Paid Survey Fee 17/09/2015
Filed in Fixtures Forms 23/09/2015
Solicttor Sent out Contract | |01/10/2015
Received Selers Contract

09/09/2015
16/09/2015
22/09/2015
16/09/2015

Local Searches Applied for Dated Notes =
Employee Ref Received

Credit Ref Done Date MNotes Init

01/10/2015 09:50 Chased vendors solicitor re sending out contracts KC
Local Searches in

Survey Done

Received Mtg Offer
Booked for Signing

Buyer Aware Deposit Rules
Signed Contract

[ < << <Ll <l i ff [ A A A A Y <YL
<Y <YL <AL <UL <UL AL A YL

TR %

The items listed here are configurable by your system administrator.

Any date can be set to N/A if required by right mouse clicking on the respective input field and
selecting 'Set as N/A' from the drop down menu,

Date notes relating to sales chasing can also be entered here. See How do | use the navigation

buttons? for further help on the navigation bar.

The [ button can be used to enter the note into the diary on the date entered.

Information Tab

Central Notes Tab
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5.32.2 Central Notes Tab

“% The OId Barn, Tunbridge Wells (CRO0000068) Q‘ @ Sales Status - The 0Id Barn, Tunbridge Wells (CRO0000068) .‘3|

Information | Sales Chasing | Central Notes |
(% Print
Date * Amended Whom Branch  Int  Notes Method
05/11/2019 10:14 ié"llé"fglg Purch Solictor  CRO o [P Ce G A Spoken
01/11/2019 10:16 11’ 11" ng General kc  Phoned Estate agent spoken

16/05/2012 06:43 }g{l;,’slglg Vend Solictor kc  Moteto all branches. Contact salicitor not Mr or Mrs Randall

7 H>® ®

This is where central notes in connection with the sale can be recorded.The rows have the
background colour set based on the Whom column setting. These options and the colour can be
configured in Admin>Options>General>Central Notes Whom.

Date related notes can be entered here. See How do | use the navigation buttons? for further help on
the navigation bar.

Reason and Method can be configured by your EAT System Administrator and by default are not
mandatory.

Information on the other tabs on the properties screen is available here:

Information Tab
Sales Chasing Tab
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5.33

Solicitor Referrals Screen

This screen lists all clients and displays the associated properties/applicants who have been referred
to solicitors and is only available in the full version of EAP Enterprise.

(7 = T B Solicitor Referrals Report

Home Administration l Solicitor Referrals l
Start |03/05/2018 | g [u [ &
End 02/06/2018 a 5 Eﬂ
Email  Print Print Property
H Grid  Grid  Preview
Report Criteria Actions View
J @ solicitor Referrals Report &
Drag a column header here to group by that column
Refered & - ranch - properyappca  Solctor g
11 Brick Street, Westminster, London, W13 7XR Badger J,Badger & Partners,8 Holtye Road, Tunbridge Wells, Kent, TN2 6A1
31/05/2018 KC % CRO 15 Brick Street, Westminster, London, W13 7XR Badger J,Badger & Partners,8 Holtye Road, Tunbridge Wells, Kent, TH2 6A1
31/05/2018 KC L croO Randall Ken,12 Brick Street, Westminster, London, W13 7XR Badger J,Badger & Partners,8 Holtye Road, Tunbridge Wells, Kent, TN2 6AJ
31/05/2018 KC “* CrRO The Old Barn, Tunbridge Wells, Kent, TN2 SHS Badger J,Badger & Partners,8 Holtye Road, Tunbridge Wells, Kent, TNZ 6A]
(© 2018 Pair Softwhere LLP ‘ Logged in as Ken/Tonbridge | 02 June 2018 12:26

By default the start/end dates are for the previous rolling month. Changing the start or end dates will
automatically refresh the report.

The grid can be printed or emailed exactly as it is displayed on the screen by clicking on the Print
Grid % or ! Email Grid button respectively.

The selected applicant or vendor (property) screen can be displayed by clicking on the view
applicant & or view property ﬁbuttons.

' This grid has the ability of being grouped and filtered by columns. See How do | use grid
column grouping and filtering? for further information
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5.34 Support Screen

The support screen is where you can quickly and easily contact Estate Agent Pro technical support
with any questions or problems you may be experiencing. This is the quickest and preferred method
of communicating with technical support as it records the information directly into our support

database.

) LAY i
=\ |
From kenizitonbridgeestateagentsz. com

Company | Tonbridge Eztate Agents
Branch Tonbridge

Your Mame Kendones Severty | [uestionz, enhancements or minar issues hd
Software | Property Portals lud Module |Uploads ad
Froperty | The Old Barmn, Tunbridge Wells Kent, TH4 OHY | [iF rederant]

Description | This property iz appearing on our webszite but iz not on Rightmowel

| Submit

L

-

Complete the form with as much information as possible and click on the Submit button. If you do
not have internet access then this means of communication with us will not work!

’ The more information we are given, the more quickly we will be able to resolve your issue.

Please note that support calls with 'Call me' or similar entered into the description box will be dealt
with at the lowest priority.
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5.35 Valuation Report Screen

The valuation report screen lists all properties with a status of ‘valuation' so that you can easily
monitor those vendors/properties that have not progressed beyond that stage.

@ (2 = T R 4 j Valuation Valuation Report
Home

Administration ' Valuation '

&)
Print
Preview
Actions
J @' Valuation Report a
Drag a column header here to group by that column
Date = Time  Branch =l valuer = Property Vendor Valuation ~ Ask Price  Description Status Hcanc &
23/08/2007 10:00  Keymer Road éﬁgi:”a‘j”‘;":gée' PEEERUEL  mrany £340,000 £0 No
20/06/2008 15:00  Keymer Road éui“:::t'SSsséé“me" Hassocks, West . ort Elgine £285,000 No
15/02/2010 12:30  Keymer Road ';ui‘;';l"";g‘;daﬁ‘;ad' flassnckpast Smith Tan £375,000 £0 Probate No
14/05/2010  10:45  Keymer Road éu:'z:;;e: :;\‘r‘v”' fassucisgest Hackett E £180,000 £0 No
18/08/2010 14:30  Keymer Road Moz ;znflﬁ;gml‘[lr‘;ard (et DL oty £192,000 No
31/08/2010 12:00 Tonbridge Moz fx“gagda'e” Road, Tonbridge, Kent, TN9 ¢, it rd A £285,000  £289,995 3 Bed EOT Other (See Notes)  No
03/09/2010 15:00 Tonbridge  Rob L Shited, TR e, e WL | gy £185,000  £185,000 3 Bed Semi Undecided No
03/09/2010 15:00  Keymer Road Rob SDTGhe Shileh Ve, ety W | gy £185,000  £185,000 3 Bed Semi Undecided No
04/09/2010 14:00 Tonbridge Moz .}_ﬁ;’"fsd‘sle RS, TS (B0 ot s £245,000  £245,000 2 Bed Bungalow  Undecided No
06/09/2010 10:00  Keymer Road Moz é‘éfhe"" Close, Tonbridge, Kent, TNIO | ¢y £335,000  £350,000 3 Bed Bungalow  Instruct < 1 Week  No
05/07/2014 17:00  Keymer Road 'B*NBJES”;SES' assockeisats lece R A A £250,000 £0 No
y 1 Church Cottage, The Wyshe,
20/12/2014 10:00 Keymer Road Pyecombe, West Sussex, IP27 9E] Corbett A.D. £0 No
20/12/2014 14:00  Keymer Road éNFg)’;\‘,CG‘DSE’ R ilsiEsils gopep £500,000 £0 No
| 24 Properties b
© 2015 Pair Softwhere LLP ‘ ‘ 14 July 2015 10:52 "

Double clicking on an individual property will open the properties screen focused on the respective
property.

Columns can be sorted on ascending or descending by clicking the column heading.

The items shown in the Description and Status columns are configurable by your system
administrator.

The Print Preview button prints the grid exactly as it is displayed on the screen in greyscale with an
option to preview it first.

' This grid has the ability of being grouped and filtered by columns. See How do | use grid
column grouping and filtering? for further information
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5.36 Viewing Book Screen
The viewing book screen lists all viewings made (read only) on all properties within a specified date

range (default 30 days). Double clicking on an individual property in the property column will open
the properties screen focused to the respective property and likewise for the applicant.

G IR

™
o
=

Viewing Book

Viewings
Home Administration ' Viewings I
: , =]

From |01/01/2015 a To 28/06/2016 a Applied to  ® Date Entered ) Viewing Date ] Include Contact Details
| Print
| Preview

Details Reports

J & viewing Book kJ

Drag a column header here to group by that column
CEmersd Medety vewng Popery gl - appStaus

22/01/2015|15 Northdown Road, Tunbridge W|Bloggs XX Mrs First Time Buye|

20/01/2015 Ken 21/01/2015 19 Cardogan Close, Tunbridge We Allen 1 Mr & Mrs Other Agent @ Tonbridge |J ﬂ ﬂ |J

23/01/2015 Ken 23/01/2015 66 Trenton Road, Alton, Hampshir Clevedon X Mr Other Agent =) Tonbridge RR ™ l =] [

29/04/2015 Ken 21/10/2015 The Old Barn, Tunbridge Wells, K« Van Den Elzen Maria  Cash Buyer ] Tonbridge KC ] = =] ™ ]

13/08/2015 Ken 14/08/2015 1 The Spiral, Tonbridge, Kent, TN Brightwell F Mrs Investor || Tonbridge KW ] [ [ ]

07/02/2016 Ken 08/02/2016 66 Trenton Road, Alton, Hampshir Able 1 Mr Nothing to Sell ] Tonbridge RR "] ™) al "]
| 6 Viewings

Contact Details 2| Viewing Comments Viewing Arrangements

| ‘ ‘whnm |Number\EmaiI ‘Detail |® | .. | BPTA- if single male please accompany. adl

“, ~ Primary 01344620338s0n Work .

- R Please 869904 on Tues & Thursday (during

0 o Primary 07931950709 Other day) to arrange atv's
4 & Primary 01843 226823 Home
" # Primary 23456 Bloggs ;Vsleidor away 14/4 back 22(4 we hold a
ey!
s et

© 2015 Pair Softwhere LLP ‘ |[:j o | 28 June 2016 13:27

For details of the data included see the Viewings Screen for further information.

Columns can be sorted on ascending or descending by clicking the column heading.

Double clicking on an individual property or applicant will open the Properties Screen or the
Applicants Screen focused to the respective property/applicant.

' This grid has the ability of being grouped by columns. See How do | use grid column grouping
and filtering? for further information.
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5.37 Viewings Screen

Viewings can be added or amended by using the Viewing Screen which is accessible from either the
Applicants or Properties screens.

VIEWINGS SCREEN

m 9-0-5 2 j o Viewings (14)
Home Administration ' Viewings '
r . T = T X vl Include Comments
26N o BRI REE @@
[#] Include Applicant Contact Details
View View Property Refresh = New  Draft New  Draft Print  Print
Viewings & Sent &Sent | Grid Preview 4 Include Vendor Contact Details
Actions Applicant Letters  Vendor Letters File
J.r) Viewings (14) &
Drag a column header here to group by that column
‘Date  wCiTime  MadeBy Appicant  App Status M- Accomp By =l status < v Conf A Conf V Inf
Sat 03/10/2020 10:00 LB e
ISat 03/10/2020 12:00 Ken Van Den Elzen Mari Cash Buyer  Tonbridge AD The 0ld Barn, Tunbridge Wel @ Ken Confirmed |ﬂ le] [~
Sat 03/10/2020 16:00 Ken Coronation C,24 Co Tonbridge AD The 0ld Barn, Tunbridge Wel =] Provisional [ ] = [~
Wed 02/09/2020 10:15 Ken Van Den Elzen Mari Cash Buyer  Tonbridge AD The 0ld Barn, Tunbridge Wel At Propery  [v] Ken Confirmed  [w] le] [~
Sat 22/09/2018 16:00 Ken Clevedon X,13 Princ Other Agent Tonbridge AD The 0ld Barn, Tunbridge Wel =] Confirmed  [w] le] [~
Wed 28/02/2018 1345 Ken Brown B,Flat 3, 2 G Other Agent Tonbridge KC (CRO 18 Belvedere Court, Morth Av =] Confirmed  [«] sl H =
Mon 16/01/2017 12:00 Ken Van Den Elzen Mari Cash Buyer  Tonbridge AD The Old Barn, Tunbridge Wel At Property  [»]  KenX Provisional  [] H B H
Sun 15/01/2017 12:00 Ken Able 1,12 Gordons | Mothing to Se Tonbridge 66 Trenton Road, Afton, Hamr “  Ken Provisional  [] H B H
IWed 21/10/2015  15:00 Ken Baggings F,15 Broo Cash Buyer  Tonbridge AD The OId Barn, Tunbridge Wel ] Confirmed ~ [«] HE B =
IFH 16/10/2015 11:45 Ken Van Den Elzen Mari Cash Buyer  Tonbridge AD The OId Barn, Tunbridge Wel At Propery [« Confirmed ~ [«] HE B =
Fri 23/01/2015 12:00 Ken Clevedon X,132 Princ Other Agent Tonbridge 66 Trenton Road, Afton, Hamr ] Provisional  [] H B H
Thu 22/01/2015 12:00 Ken Bloggs ¥X,290b Str First Time Buy Tonbridge KC {CRO 15 Northdown Road, Tunbrid ] Provisional  [] H B H
L (Viewing Status in (Provisional, Tentative, Confirmed)) and (Sale/Rent = Sale)
FTHEOY #®
—
Appointments (%] Contact Details @ Viewing Comments &
Saturday, 03 October 2020 || | |Whom Number/Emai Detal =
% &P 020 7491 7777 H K
09:15t010:15 () (@ Valuation: 1 Lonsdale ... Cive = rmany ome .
% & Pprimary 01892 525448 Waork Q
Meet at property: -
Mis G Lonsdale % % Primary 07872 123456 4
1 Lonsdale Avenue, Tonbridge, “* (= Primary support@estateagent.pro Ken Randall
Kent, RM16 6NH “* (=) Primary knrandal@gmail.com
10:00 to 11:00 ) @& Miss K Deacon @ The Ol... Ken “* [ Primary mariaslove@hotmail.com Ken Randall rd Viewing Arrangements
;ee \)geDwing for details 4 Additional 01892 565656 Mrs Randall O :
iss K Deacon Any time except Friday's.
The Old Bam, Tunbridge Wels, “* % Additonal 07877 888888 Mrs Randall 4
Kent, TH2 5HS. < % Pprimary 07723307135
12:00 to 13:00 ) @& Mrs G Van Den Elzen @ ... Ken
See viewing for details
Mrs Maria Van Den Elzen
© 2020 Estate Agent Pro Ltd ‘Logged in as Ken/Tonbridge | 02 October 2020 10:21

The example given abowe is of a properties bug viewings which lists all applicants that viewed The
Old Barn. If it was generated from the applicants screen it would contain all properties that the
applicant had viewed.

Clicking on any viewing will display the respective data for that viewing.

Clicking on the < button will open the Offers Screen adding an offer from the applicable applicant
for the selected property.

The report can be viewed without applicant and/or vendor contact details and without comments if so
required by un-ticking the check boxes on the ribbon bar. You may wish to do this if, for example, to
send a report of all viewings to a vendor who has withdrawn his property.

Double clicking on an individual property or applicant will open the Properties Screen or the
Applicants Screen screen focused to the respective property/applicant.

The colour coding against each viewing indicates the status of the viewing. Clicking on the
information € button will display the meaning of the colour coding used.
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'w? Viewing Legend

Provisional

Tentative
I Confirmed
I Completed
l Cancelled

' This grid has the ability of being grouped by columns. See How do | use grid column grouping
and filtering? for further information.

This screen can be broken down into 3 main areas.

© 2022 Estate Agent Pro Ltd



280

Screens

Drag 2 column header here to group by that column

Madeﬂv ClAppicant  App Status Branch _ “INeg = Property = Meet  Accomp Accomp By C‘
Mrs Maria Van Cash Buyer |Tonbridge KC The Old Barn, Tunbridge ¥|At Propert Ken (MAR) 0
Sun 15/01/2017 13:00 Ken Mr 1 Able MNothing to € Tonbridge RR 66 Trenton Road, Alton, H @ Ken (CRO)

™ M (Viewing Status in (Provisional, Tentative,Confirmed)) and (Sale/Rent = Sale)

The V.Inf (vendor informed of feedback from the viewing) cannot be ticked if the date/time of the
viewing has not passed. If it is ticked, when the viewing is saved a note to this effect will be
automatically added for the vendor's dated notes.

This displays details of all existing viewings and allows you to add a new viewing by clicking on the
= button. See How do | use the navigation buttons? for further help on the navigation bar.

Filters can be applied to certain columns by clicking on the L button.

Certain columns can be dragged to the group area as indicated.

A column can be added for the recording of the negotiator who made the booking. This can be
turned on in Administration>Options>General>Options.

Oate v Tme WadeSy Clappkant  AppStus (Banch  Neg Propety IMeet Accomp |Accomp By 9V Conf A Conf V nf Conc
= Viewing Status : Provisional
Mon 16/01/2017 13:00 Mrs Maria Van Den Cash Buyer Tonbridge The OId Barn, Tunbridge Wi At Propert [« Ken (MAR) ™ H =
Sun 15/01/2017 13:00 Ken Mr J Able Mothing to 5 Tonbridge RR 66 Trenton Road, Alton, Ha ] Ken (CRO) ™ [ H e
Fri 23/01/2015 12:00 Ken Mr X Clevedon Other Agent Tonbridge  RR 66 Trenton Road, Afton, Ha ™ ™| ™) ]
Thu 22/01/2015 12:00 Ken Mrs XX Bloggs First Time Bu Tonbridge  KC 15 Northdown Road, Tunbri [ ™ [ H
Mon 20/02/2006 13:00 Mr 1 Dempsey Investor Tonbridge  KC Flat 8 Golden Court, Grove ¢ |m] (=] |u] E &3

& Viewing Status : Tentative
& Viewing Status : Confirmed

™ M (Viewing Status in (Provisional, Tentative,Confirmed)) and (Sale/Rent = Sale)

The following columns have specific usage which is detailed below:

Meet Choose where to meet from the drop down list. Only applicable to an accompanied
viewing.

Accomp The viewing is to be accompanied by a member of staff.

Accomp Member of staff accompanying the viewing.

By

Status Whether the viewing is open or closed. A closed viewing is defined as confirmed with
the vendor and confirmed with the applicant and viewing has taken place and the vendor
has been given the feedback. If it has been cancelled it is also deemed as being

closed. The green block on the left gives visual feedback that it is open whereas red
signifies that it is closed.

V Conf  Means that the viewing has been confirmed by the vendor.
A Conf  Means that the viewing has been confirmed by the applicant.

V Inf Means that the feedback given by the applicant after the viewing has been fed back to
the vendor.
Canre \/iewinn wa< rancealled
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= DIARY - DAY OF VIEWING

Saturday, 03 October 2020

09:15to 10:15 () @ Valuation: 1 Lonsdale ... Clive

Meet at property:

Miss G Lonsdale

1 Lonsdale Avenue, Tonbridge,
Kent, RM16 6NH

10:00 to 11:00 () @& Miss K Deacon @ The Ol... Ken
See viewing for details
Miss K Deacan
The Old Barn, Tunbridge Wells,
Kent, TH2 3HS
12:00 to 13:00 ) <& Mrs G Van Den Elzen @ ... Ken

See viewing for details
Mrs Maria Van Den Elzen

To assist in scheduling accompanied viewings, the diary for the day of the viewing is displayed here.
Only entries for those users that are set as being accompanees are displayed.

= VIEWING DETAILS

Cartact Details “igwming Comments Wiewing Arangements
: - Liked the property and that it had a Fequested accompanied viewings if
o Murmber/Email D etail d bathroom down stairs, Just Irs Castillo is alone at homne. )

. Wwiould like to 2nd viewing of the
o Applicant: br & MrzJ Able 01852 444444 praperty but will be late next week.
% Applicant: Mr& MrzJ Able 07777111111
[~ Applicant; Mr & MreJ Able  jable@hotmail.com

£ Applicant: Mr & MreJ Able  acastilo@google. com H cancermed abaut the loation.
Hiorme =

& #pplicant Mr & MrsJ Able 01892779674 Wtk H

These are the contact details that have been These are the viewing  These are the viewing
entered for the applicant and the vendor of the comments made by arrangements entered
focused property. the applicant after on the Properties
Clicking on the “® button will open the SMS each viewing and Screen Vendors Tab

should be fed back to

Text Messaging Screen enabling you to send
the vendor.

text messages to whoewer is detailed in the
Whom column. This has to be configured and
additional charges apply.

Clicking on the = putton will open the Email
Screen enabling you to send an email.

Both of these types of communication will be
stored under Draft & Sent Communications of
the applicant or vendor respectively. See the
Customer Communications Screen for more
information.

= RIBBON BAR

The following buttons are available on the ribbon bar.
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Screens

i Open the Offers Screen adding an offer from the applicable applicant for the selected
Nt property.

T Opens the Properties Screen focused to the selected property.

] Opens the Applicants Screen focused to the selected applicant.

=y There are two of these buttons, one for applicants and one for vendors. Clicking either
D opens the Communications Screen where you can send predefined viewings letters to
the currently selected applicant or vendor (and/or additional applicants/vendors if
defined) by either text, email or post. All letters sent are saved and are accessible by
clicking on the Draft & Sent Letters button.

’ Please note that only applicant/vendor letters that start with the word Viewing
will be displayed.

There are two of these buttons, one for applicants and one for vendors. Clicking either
provides details of all communications previously sent to the current applicant or

Draft vendor. Communications can be resent from this screen. See the Customer

& Sent Communications Screen for more information.

- Opens a print preview of all viewings. Comments and contact details can be included/
Sl excluded by beans of the associated check boxes.

View

When automated emailing of Viewing appointments/reminders is enabled,
an additional section is shown on the ribbon bar.

L App “* Vend Client Record

—
Confirm | 13/10/21 20:14 | 13/10/21 20:14 | &, Applicant
Remind | 14/10/21 00:00 | 14/10/21 00:00 | “% Vendor

Automated Emails

This shows the date/time that the email was sent. It also allows direct access to the Client's Screen.
where there is an option to override the automatic sending of these emails if so required. Situations
where you might wish to disable this are, for example, if the vendor is a builder or the property is
empty and you always attend the viewings, etc.

There is also an additional section on the the screen which shows the error.
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5.38

YTD Statistics Screen

Displays year to date statistics for the current year versus the previous year by default.

N ) B
@‘ |0 -o-& |er Statistics ‘ = = ]
) Home Administration | 7D Statistcs |
Basis Exchanges | Branch <All> \ad Compare 2020 d| Against 2019 [> L L] Hide Legend
Generate  Print
Filter Action
& ¥TD Statistics &
2020 v 2018 Valuations Instructions Viewings Offers SSTC Exchanges
Month Tot YTD YTD % Tot YD YTD% WD WD% Tot YTD YTD % Tot YTD YTD % Total Fall Thru" Ratio Fees YTD YTD % Tot Cum Fees YTD YTD %
January % 26 +420.0% 2 2 -50.0% 2 100.0% 38 38 +65.2% 3 8 +166.7% 4 1 250% £10516  EIQ516  +905.4% 2 2 £24% £2,434 WA
February 8 34 +78.9% 4 6-25.0% 1 250% 20 58 +16.0% 0 8 +143% 0 2 0.0% £ F10516  +52.8% 2 4 65934 £6,368 +43.4%
March 2 60 +160.9% 6 12+333% 2 33.3% 10 68 -8.1% 2 10 +1L1% 0 1 00% £ £10,516  +52.8% 4 8 £8,208  £16576  +184.1%
April 2 84 +265.2% 2 14 +55.6% 1 50.0% 52 120 +62.2% 0 0 -206% 0 2 0.0% £0 EIQS6 +13.4% 0 £ £16576  +1841%
May 0 84 +162.5% 4 18 +80.0% 2 50.0% 20 140 +62.8% 2 12 -25.0% 2 2 100.0%  £5430  £15946  +71.9% 4 12 Fl0A60  £27,036  +180.0%
June 16 100 +127.3% 2 20 +25.0% 1 50.0% 40 180 +87.5% 8 20 +11.1% 4 2 50.0% £5,652 £21,598 +84.2% 2 14 £5,782 £32,818 +172.8%
July 30 130 +170.8% 2 22 +22% 2 100.0% 44 24 +93.1% 4 2 +43% 0 1 0.0% £0 £21,508  +44.9% 0 1 £ £32818  +108.2%
August 20 150 +172.7% 8 30 +66.7% 1 125% 8 232 +71.9% 6 30 20.0% 4 1 25.0%  £7608  £29,206  +95.9% 2 16 2918 £35736 +90.5%
150 30 232 30 14 12 85.71% £29,206 16 £35,736
Valuations Instructions Viewings
160 35 250
30
5T e 200
100 - 150
60 15 100
I 10 -
: n : B
o m S o I e
J F M A M 3 J A 3 F M A M ] 1 A ) F M A ™M ) ) A
2019 M 2020 2019 M 2020 2019 M 2020
Offers ssTC Exchanges
35 30000 40000
30 25000 35000
25
= 20000 25000
15 15000 20000
15000
e 10000
-1l ]
0 0 0 o
J F M A ™M 1 3 A 3 F M A M ] ] A 1 F M A ™M J 3 A
2019 M 2020 2019 M 2020 2019 M 2020
© 2020 Estate Agent Pro Ltd | Logged in as Ken/Tonbridge 13 August 2020 10:40

This is broken down by month giving details of the number of valuations, instructions, viewings,
offers, sales and exchanges or completions for the year selected.

The Compare year and the Against year can be changed by clicking on the W& buttons on the
right of the year.

The display defaults to the value of exchanges. This can be changed by means of the drop down box
to be completions.

By default values are displayed for all branches. A specific branch can be selected instead using
the Branch drop-down box.

After making any changes to the default settings the values can be recalculated by clicking on the
P Generate button.

The grid and/or graphs can be printed by clicking on the = button.
The Legend in the graphs can be hidden be checking the Hide Legend check-box.

Most columns are self explanatory. Those that may not be clear are detailed below:

SSTC

This represents all properties who's sale was agreed in the month. The Ratio is the fall
through ratio. Fees represents the fee you will earn if the sale goes to completion.

Exchan
ges

This represents all properties that exchanged in the month. Cum shows the cumulative
exchanges and YTD Fees is the cumulative year to date fees you will receive when the
sale completes.

YTD %

These columns represent the YTD values as a percentage increase/decrease of the
comparative years equivalent value
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6 Ancillary Screens

These screens are used from more than one screen in Estate Agent Pro.

Address Screen

Applicant Look-up Screen
Client Look-up Screen

Clone Property Screen
Confirmation Dialog

Email Screen

Find Email Screen

Matching Screen

PDF Viewer/Print Order Screen
Property Look-up Screen
Report Preview Screen

Rich Text Viewer/Editor

SMS Text Messaging Screen
Stored Templates Maintenance Screen
Task Screen

Warning Screen
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6.1

Applicants Matching Screen

This screen is displayed when matching applicants to properties from the Properties Screen.

-

Fephore

.

Y
Applicants to Match Against

MNew

Match Applicants Registered at

Statuses to Include

|»| Cash Buyer
|»| First Time Buyer
|»] Investor

|«] Mot on Market
|»| Nothing to Sell
|w] Other

|w] Other 2

|w] Other 3

|»| Other Agent
|w] Other1

|»] Our Vendor
\»| Sale Agreed

l»|  Previously Matched
Only Match Applicants belonging to: KAR

oo

<Al Branches>

.

In the Applicants to Match Against group there are three check boxes, the meaning of which is as

follows:

New

This check box is ticked by default and, if ticked, will
include in the list of matched applicants those applicants
that have not matched against the applicable property
previously.

Previously Matched

This check box is unticked by default and, if ticked, will
include in the list of matched applicants those that have
previously been matched against the applicable property.

Only Match Applicants belonging
to...

The initials of the negotiator dealing with the relevant
property will appear here. Tick this check box if you only
wish those applicants assigned to this negotiator to be
included in the match. The other two check boxes are still
applied.

Match Applicants Registered at

Select the branch's applicants you wish to match against.
This defaults to all branches. If you only have one branch
this option will not be shown. Multiple branches can be
selected by ticking the check box against the branch
name.

Untick the applicant statuses that you don't want to include in the search. These statuses are
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configurable by your system administrator.

Clicking on the # button will select all statuses to include whilst clicking on the # putton will
unselect all of them.

Clicking on the P button closes this screen and proceeds with the matching process. The
Applicant/Property Matching Screen will be displayed when this process is complete.

Closing this screen will abort the matching process.
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6.2

Address Screen

This is a common screen that is used throughout Estate Agent Pro to add or amend addresses

= =

\ l‘.l'. o M2 y E

Postcode Search o 7] search | | Clear

Haousze HameMa The Old Bam

Street

Additional

Locality

T o Tunbridge ‘wells hd
Covnky K.ent ad
Postcode TH4 OHY

Country United Kingdom hdid
Address ¢ Postcode

If you have AFD Software's postcode lookup software Postcode Plus installed on the PC you are
using, you will be able to use the postcode search capabilities. If not, the bottom half of the screen
will be hidden and the options on the toolbar will be disabled. See How do | use the postcode
lookup? for more information on this feature.

Your default Town, County and Country can be defined by your system administrator and will be
automatically added for new addresses. If the Town, County, or Country entered is not known to the

system you can add it by clicking the o button against it. This should only be done for frequently
occurring locations.

When you have finished entering the address click on the H to exit, saving the address details.

Closing the screen discards any changes made.

© 2022 Estate Agent Pro Ltd
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6.3 Advanced Money Laundering (AML) Screen
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OO~ —TCcCcO T oK T 9O

Have you met the individual?

In the office

Where is the individual resident?

UK Mational in UK

Is the transaction unusuzlly large (e.g. £1m+)?

Mo

Is the transaction being conducted through a third party?

Mo

Have you verified property ownership?

Owner(s) verified via Land Reaqistry check

Are there any other concerns/complications in the transaction?

Mo

Referred to AML Officer || Date ]

B 6B OB 8§ 0§ 86
~N = = = = = N

Total Score

Mormal Risk - Proceed with sale/rent

AML Officer Feedback

H | |}([hncel

If the score exceeds 8 the message displayed will change to:

High Risk - Refer to AML Officer

If this is the case you should report this to your internally appointed AML Officer and indicate that
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Applicant Look-up Screen

The applicant look-up screen is invoked from several places and is used to select one or more

297

applicants.
FoNovp» 4 -
E ‘ ! =
Marne and Address Frice to Pay Status ad
Able J 12 Gordons Road, Tonbridge, Kent, THS 90F £180,000.00 Sale Agreed
Alen M.AT7 Waverley Road, Tonbridge, Kent, TH10 4BF £350,000.00 Mathing to Sell
Allet J. 14 Ozboume FRoad, Tonbidge, Kent, TN BT £250,000.00 Other Agent
Bloomberg Joe 15 Bloggdon Boad, Tonbridge, K.ent, THE ETH £400,000.00 First Time Buyer 3
Brightwell F 13 Western Road, Tonbridge, Kent, THI ERS £200,000.00 Investar
Brown B Flat 3, 2 Grove Park, Tonbridge, Kent, THS 7RT £225,000.00 Other Agent
Cardogan 4.4 Forrest Road, Tunbridge YWwells, Kent, TH1 248 £180,000.00 Sale Agreed
Clevedon .13 Prince Street, Tonbndge, Kent, TH3 9GE £500,000.00 Other Agent
Cork, k.7 5t Marys Cloze, Tonbridge, Kent, TH10 340 £250,000.00 Other Agent
Coulzon 5,37 Avenue Foad, Tonbridge, Fent, THI 5RD £230,000.00 Sale Agreed
Crabb 5,20 Turner Gardens, Tunbridge “Wells, Kent, TM1 1DB £150,000.00 1nvestar
Deacon K Flora Houge, 20 Morth Road, Tonbridge, kent, TN10 BAR £170,000.00 MNothing to Sell
Dempzey C14 Deacon Road, Tunbridge Wells, Kent, THT 1ME £200,000.00 Investar
Devlin w16 Kingzmill Foad, Tunbridge wWellz, Kent, TH2 BWwWE £250,000.00 Sale Agreed
Diover B,14 Wood Sheet, Tonbridge, Kent, TH13 5PK £400,000.00 Sale Agreed
Dunlop P12 Franklin Cloge, Tonbridge, Kent, TH9 8GC £200,000.00 Our Wendar
Firth Ak, 2 Manning Road, Tonbridge, Kent, TH11 BaC £2300,000.00 Other Agent
Flarinz b 5 Albert Cloge, Tonbridge, Eent, THI 3wE £2730,000.00 Other Agent
Frampton M, 15 Vork Square, Tunbridge ‘wWells, Kent, TH3 7AR £130,000.00 Sale Agreed
58 Applicants )

If multiple applicants can be selected you can do so by using the standard windows methodology.
Shift key plus mouse click to select a range or control key plus mouse click to add to the selection.

When all applicants have been selected click on the P button in the quick access toolbar.

If you only wish to select a single applicant this can be accomplished by double clicking the

appropriate applicant.
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6.5 Archiving Screen

When archiving an applicant or a property a screen similar to the following is displayed.

=

__G )\ 9 - 4

Move Property to Archive?

Archive associated purchaser/lettee? ||
Edit client after archiving? ol

| " Archive | 7% Don't Archive

The first check box will only be displayed if it is a property being archived and the property is being
let/purchased.

If the second check box is ticked then the Client screen for the vendor/landlord (and purchaser/lettee
if applicable) will be opened for editing after archiving.
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6.6 Client Look-up Screen

This screen is used from the Client's Screen when a client is cloned or when checking for possible
duplicates.

@ QN P Client Look-up

Enter text to search... ﬂ m w

w- [Aaa Ddd,Buying Co Ltd, »oo¢, X0o¢, Tonbridge, Kent, TH7 1YY

ﬁ Able 1,12 Gordons Road, Tonbridge, Kent, TN9 9QF

ﬂ Able 1,12 Gordons Road, Tenbridge, Kent, TN 9QF

“* Able Susan,12 Gordons Road, Tonbridge, Kent, TH9 9QF
Alen Freda 47 Waverley Road, Tonbridge, Kent, TN10 4BF

ﬂ Alen M,47 Waverley Road, Tonbridge, Kent, TN10 4BF

ﬂ Allen 1,14 Osbourne Road, Tonbridge, Kent, TH9 6YT

“* fvenue A,14 Avenue Gardens, Tonbridge, Kent, TH11 9EE

ﬂ Axle John,12 Gordons Road, Tonbridge, Kent, TH9 9QF

ﬂ Axle John,12 Gordons Road, Tonbridge, Kent, TH9 9QF

4% Baggings F,15 Broomfield Drive, Tonbridge, Kent, TH10 41N

“* Belvedere B,18 Belvedere Court, North Avenue, Tonbridge, Kent, TH9 1ND

& Beval Bob,23 High Street, Tonbridge, Kent, TN9 1XP

“* Bland J,Bland & Co Ltd,1 Blands Drive, Tonbridge, Kent, TH9 2FS

“; Bland 1,Bland & Co Ltd,1 Blands Drive, Tonbridge, Kent, TH9 2F5
Bland S,1 Blands Drive, Tonbridge, Kent, TN9 2FS

- Bloggs KK, 276a Stratford Road, Sparkhill, Birmingham, Worcestershire, B11 144
Bloggs XX,274 Stratford Road, Sparkhill, Birmingham, Worcestershire, B11 1A
Bloggs XX,273c Stratford Road, Sparkhill, Birmingham, Worcestershire, B11 1AA

156 Clients |b

A list of all appropriate clients is displayed. The image in the leftmost column indicates the type of
client they are.

& Applicant.
“* Vendor.

‘. Both an applicant and a vendor.

Any part of the text can be searched on and will automatically happen after a short delay. When
searching only those clients that match the search string will be displayed.

Select the appropriate client and then click on the P button on the quick action toolbar at the
bottom of the screen. This can also be accomplished by double clicking the appropriate client.

Clicking on the & button will remove the current filter and show all clients including solicitors,
estate agents, etc.

Closing the screen will automatically cancel the operation.
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6.7 Clone Property Screen

Provides the ability to clone (copy) the current property as a new property. This is particularly useful
in new build situations where several similar properties are for sale.

YL ~

-

Address The Old Barn
Tunbridge Wells
kKent

TNS OHY u

New Vendor \Mr Ken Randall
12 Brick Street
Westminster

London
W13 7XR

SalefRent  Sale lua Ask Price |£895,000
Indude Images [«]

You must first specify a new address for the property. This is done by clicking on the button on the
right hand side of the address which will display the address screen. In normal use this would just
be a case of changing the house number and then clicking on the save button. See the Address
Screen for further information.

If you wish to change or add a new vendor click on the button on the right hand side of the New
Vendor's address. In new build situations this will normally remain unchanged.

Modify the Sale/Rent and Ask Price fields as necessary and remowe the tick from the Include

Images checkbox if you don't want to include existing images. Then click on the Save  button.
This will clone the property and scroll to it in the Properties Screen.

Closing the screen automatically cancels the cloning of the property.
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6.8 Confirmation Dialog

All messages where you have to make a choice of how to proceed will be communicated to you via
this standard dialog.

o n? Confirmation

Move Property to Archive?

W Yes 75 No

The Image shown ant the title will change depending on the nature of the message e.g.

Passwords are now mandatory if you have

access to the system administration area.

Please create a password in the following
screen

- VoK

The only way to close the dialog is to click on one of the buttons. Clicking on the & putton will

display this screen. If there is specific help available for this message, clicking on the R? button and
releasing it over the message will provide more information.
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6.9 Copy Dated Note

Existing applicant or property dated notes can be copied to either a property or applicant
respectively.

In the example shown below a dated note has just been added to an applicant. This note can be
copied to a property once the note is saved by clicking on the * button.

Dated Motes &Y
Date * Branch Motes Init
19/11/2012 CRO Vants to view 8 Journeys End but not available until KC

end of the rmonth.
10/08/2010 CRO Coming into office Thurs at %am Kad

RO

The following screen will be displayed:

=

o LAY wd

MNote

Wants to view 8 Journeys End but not available until end of the month. Mr Castillo
has been informed.

Property & Journeys End, Tonbridge, Kent, TH10 4NG il

Selection Criteria
= All
) Matched, Viewed or Offered

The property can be selected either by clicking on the el drop down button or the e look-up
button. The selection criteria will be applied to either method.

The note can be amended, as shown, and once the property is selected the P button can be
clicked to copy the note to the property.

The original dated note is then updated with a % to the right hand side of the note.
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Date * Branch Motes

19/11/2012 CRO Vants to view 8 Journeys End but not available until
end of the month.

10/08/2010 CRO Coming into office Thurs at 9am

Init
KC

KAl

303

When you click on this button in the future it will open the property screen focused to 8 Journeys

End.

The corresponding entry in the dated notes of the respective property will be updated as follows:

Date * Branch Initials Comments

19/11/2012 CRO KC Vants to view 8 Journeys End but not
available until end of the month. Mr Castillo
has been informed.

And, again, clicking on the < button will open the applicant screen focused to the originating

applicant.

¢
=
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6.10

6.11

Dashboard Validity Check Screen

This screen is available from the Dashboard Screen and displays a list of warnings that will account
for any missing data in the YTD Statistics.

& Home

Administration | Validity Check |
ST ] s
8 A
Print  Refresh Property
Actions View
2] Dashboard &J | % Dashboard Validity Check J
Address ~ Property Status Detail Assigned User
First Floor Flat, 7 Athelstan Road, Cliftonwville, Kent, CT9 28D Withdrawn Valuation: Valuation Date not set
Flat 1 Paragon Court, Fort Paragon, Margate, Kent, CT9 11B Available Valuation: Valuation Date not set
Flat 1, 12 Victoria Parade, Broadstairs, Kent, CT10 105 Available Valuation: Valuation Date not set
Flat 12, 12 Surrey Road, Cliftonville, Kent, CT9 2LA Withdrawn Valuation: Valuation Date not set
Flat 2, 125 West Street, Tunbridge Wells, Kent, TN2 3AH Exchanged Exchanged: Exchange Date not set Moz (CRO)
Flat 2, 125 West Street, Tunbridge Wells, Kent, TN2 3AH Exchanged Valuation: Valuation Date not set Moz (CRO)
Flat 2, 3 Gladstone Road, Broadstairs, Kent, CT10 2HY Withdrawn Valuation: Valuation Date not set
Flat 3, 30 Norfolk Road, Cliftonwille, Kent, CT9 2HY Withdrawn Valuation: Valuation Date not set
Flat 5 Surrey Court, 34-36 Surrey Road, Cliftonville, Kent, CT9 2LA Withdrawn Valuation: Valuation Date not set
Flat 5, 30 Norfolk Road, Cliftonwille, Kent, CT9 2HY Withdrawn Valuation: Valuation Date not set
Flat 6, 30 Nolfolk Road, Cliftonville, Kent, CT9 2HY Withdrawn Valuation: Valuation Date not set
Ground Floor Flat, 10 Ethelbert Road, Cliftonville, Kent, CT9 1RY Withdrawn Valuation: Valuation Date not set
Ground Floor Flat, 6 Wye Gardens, Palm Bay, Kent, CT9 31L Withdrawn Valuation: Valuation Date not set
Ground Floor Flat, 7 Athelstan Road, Cliftonville, Kent, CT9 2AL Withdrawn Valuation: Valuation Date not set
Lower Ground Floor, 10 Ethelbert Road, Cliftonville, Kent, CT9 1RY Withdrawn Valuation: Valuation Date not set
Lower Ground Floor, 7 Athelstan Road, Cliftonville, Kent, CT9 28D Withdrawn Valuation: Valuation Date not set
The Id Barn, Tunbridge Wells, Kent, TN25HS ______________|saleAgreed __|Sales Agreed: Sales Negotator notset | |
The Old Barn, Tunbridge Wells, Kent, TN2 5HS Sale Agreed Valuations Attended: Valuer not set
Top Floor Flat, 7 Athelstan Road, Cliftonwville, Kent, CT9 2BD Withdrawn Valuation: Valuation Date not set a
© 2018 Pair Softwhere LLP Logged in as Ken/Tonbridge 26 April 2018 12:17
¥ T
. . . . Property Applicant
The applicable property or applicant screen can be opened by clicking on the or buttons.

They can also be opened by double clicking on the respective row.

~
>

The = "™ | button open the assigned user (if shown). This will display the user screen. Please note
that this user may not be in your branch and care should be taken with changing any data.

This screen is only available to admin users with full access rights.

USAGE

In the highlighted row of the example given above the assigned sales negotiator has not been sets.
Rectify by clicking on the View Property button whilst this row is selected.and change accordingly.

Email Screen

All emails sent through Estate Agent Pro use this common interface.

= EMAIL EDITOR SCREEN
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RO e A

Send Cancel < Delete DMInvoice-24095. pdf

Action Attachments Attachment List
Detail N
To Applicant :] Able<jable@hotmail.com> X Applicant :Susan Able<sable@hotmail.com= X
cc bec
Subject |New Properties Priority Mormal ud Return Receipt ||
Tonbridge Estate Aqents 1
1 High Street, Tonbridge, Kent, TN9 1ST
Tel: 01892 111111 www.tonbridgeestateagents.com
E-mail: ken@pairsoftwhere.com
MrJ Able
12 Gordons Road
Tonbridge
Kent
TND 9QF
21%t January 2017
Dear Mr Able
MEW DDNDEDTIES H

From: ken@pairsoftwhere.com

This screen is accessed from numerous places within Estate Agent Pro.

Confirmation of which email account this email is being sent from is shown at the bottom of the
screen. This is configurable by your system administrator.

Your own signature can be used in emails. Speak to your system administrator if you wish to use
this facility.

The logo shown here is for example purposes and will be replaced by your own. Again, this is
configurable by your system administrator.

Sent emails will be stored under Draft & Sent Communications for each client.

’ Please note that we can only guarantee that an email is sent to your outgoing email server, not
received by the recipient. There are many reasons why an email may not arrive such as incorrect
email address, junk filters, spam filters, etc. In the case of incorrect email addresses, your email
server should eventually notify you via email, to the email address you are sending from, of these
failures. In the other cases this cannot be detected. Also note that checking the Return Receipt
box does not guarantee that a read receipt will be sent by the recipient as this can be turned off in
Microsoft Outlook.

This screen can be broken down into 3 separate areas.
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= DETAIL PANEL

Detail &
To Applicant :J Able<jable@hotmail.com= X Applicant :Susan Able<sable@hotmail.com> X

cc bee

Subject Mew Properties Priority |Mormal ud Return Receipt ||

This example email is being sent to an applicant. Any emails that are associated with this applicant
such as vendor, solicitor, etc. will appear in a drop down list of the To, cc and bcc list boxes based
on what you start to type e.g. in this case 'sol".

soll
EMicitor :1 Badger<jbadger@badgersolicitors.co.uk=
EMicitor :K Mercantile<kmercantile@mercantileandrolfe.co.uk>

Any other search string can be used. Entering a space will display all entries.

To include an address that is in the list select the entry in the drop down list. If you wish to add an
email address that is not in the list just continue typing. The enter key must be pressed after you
hawve finished typing.

The size of the To, cc & bcc boxes will automatically expand as more entries are made.

Clicking on the %, button on the detalil panel will open the email in an editor where fonts, colours,
etc. can be changed. It also allows standard phrases to be inserted.

= BODY OF EMAIL

T anfvri,c{ga Estate /’rgants

Dear Mr Randall,

Please find attached the draft property particulars for your approval.

Lo

K Jones
Tonbridge Estate Agents

Signature blocks and company images are optional and can be defined by your system
administrator.

The Image displayed here is purely for example purposes.

Spell checkina, similar to Microsoft Word is available here.
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= RIBBON BAR

L«ri_"_.;ﬂ' (GORIETE @'

Send Cancel ?{ Delete The Cld
Barn.pdf
Action Attachments Attachment List

The buttons on the ribbon bar hawve the following functionality:

o Sends the email, stores it under Draft & Sent Communications for the respective
[/ ﬂ client and closes this screen. See the Customer Communications Screen for more
Send information.

@ Discards the email and closes this screen.

Cancel

o Add Opens a dialog allowing you to add any attachment.

7 Delete | Deletes last attachment added.

Displays graphically the attachments added. There can be any number of
@ attachments. Clicking on the button will open the attachment.

The Old
Barn.pdf

= SENDING OF EMAILS IN THE BACKGROUND

By default emails are sent in the foreground meaning that you have to wait for the email to be sent
to your outgoing email server before you can continue doing anything else. A progress bar is
displayed whilst this is happening.

There is an option that your administrator can set so that emails can be sent in the background.
Whether this option can be set for you or not is up to the administrator of your system and company
policy. In any case, this option should not be set until you can successfully send emails in the
foreground. Additionally, if you encounter any problem sending emails then this option should be
disabled until the problem is resolved. It is not recommended that this option be set unless you are
using at least a dual core processor.

When this option is set an additional panel is shown on the status bar showing the number of
emails not yet sent. Only one email is sent at a time on a first in first out basis.

© 2014 Pair Softwhere LLP ()0 13 January 2015 12:00

On exiting Estate Agent Pro you will be warned if there are any unsent emails.Unsent emails will
not be lost on exiting, but will not be sent until you next log in to Estate Agent Pro again.

If the option is sent to display sent emails then a notification for each email sent will be displayed at
the bottom right of your screen for 7 seconds and then will be removed.

© 2022 Estate Agent Pro Ltd



308

Ancillary Screens

f——— Email Sent ~ X
ken@pairsoftwhere.com

If the email is unable to be sent for any reason then a naotification to this effect will also be

displayed giving the applicable error message.

[ Email Failure — %

ken@pairsoftwhere.com

| Error: authentication
failed: authentication
failure

Please note that these errors will be a failure to connect or login to your outgoing mail sener.
Clicking on the open email button at the bottom left of the notification will display the letter you

attempted to send.
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6.12 Find Email Screen

You will be prompted to enter an email address to search for. If found the following screen is
displayed.

= =

_Q LA =

F - =

Category Existing Client

MName Mr ] Able

Email jable @hotmail.com
Associated Properties and Applicants

ws 12 Gordons Road, Tonbridge, Kent, TN9 9QF
“% 12 Gordons Road, Tonbridge, Kent,ME19 5QF

Either selecting the appropriate record and then clicking on the ~ button, or double clicking on the
record will open the appropriate screen.

Clicking on the 7 putton will open the clients screen.

If the client is an applicant, an additional applicant, a vendor or an additional vendor associated
applicant/property addresses will be displayed. If the client is a solicitor then all non-archived
applicants/properties where the solicitor is assigned will be displayed. If the client is an Estate Agent
all non-archived applicants where the estate agent is assigned will be displayed. If the client is a
surveyor then all non-archived properties where a survey has been entered for the surveyor will be
displayed. If the client is a landlord all non-archived properties owned by the landlord will be
displayed.
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PDF Viewer

This is an internal PDF Viewer and

6.13

311

is not dependent on Adobe being installed.

j A4 BExample E

A
Home
A (=
SR
Print Export Navigation
FDF &

Email

Administration

Rotate
View v

| A4 Bxample |

S @ @ @

foom Zoom Zoom
Out In v

Actions

& a4 Example (The Old Barn, Tunbridge Wells) kd

Tvnﬁri;{ga Estate Aqents

OFFERS ABOVE £895,000
THE OLD BARN, TUNBRIDGE WELLS, KENT, TN2 5HS

AVERY, VERY BEAUTIFUL GRADE Il LISTED BARN CONVERSION (C
1750) WITH AWEALTH OF EXPOSED BEAMS. VERY VERSATILE
ACCOMMODATION CONSISTING OF 4 BEDROOMS, FOUR
RECEPTION ROOMS, THREE BATHROOMS AND A LUXURY FITTED
KITCHEN. 2 ACRE LANDSCAPED GARDENS AND A 332 ACRE
PADDOCKS WITH FIELD SHELTER/STABLES. THIS PROPERTY IS
LOCATED IN AN AREA DECLARED AS BEING OF OQUTSTANDING
NATURAL BEAUTY AND IS VERY PRIVATE.

e

{€x 2020 Estate Agent Pro Ltd

Logged in as Ken/Tonbridge 21 August 2020 11:31
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The use of this screen is self explanatory.
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6.14 Professional Contacts Screen
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This screen is accessed from the Admin Tab Professional Contacts button and allows users to look
up the contact details of estate agents, solicitors and surveyors. The contact details cannot be

edited.

The example shown below is for sunveyors.

[@sneyor S &

Name

Y

Contact Record

= Company : Apcott Surveyors
Apcott, Mr

1 Surveyors

Mr John Apcott
Apcott Surveyors
88 High Street

Tonbridge
Kent
TNS 7FF
 Number\Email Detail
% 01892 444555 Office
% 07787111999 Jeff Apcott
% 07787222111 John Whitler

[-) sales@apcottsurveyors.co.t
[~ japcott@apcottsurveyars.cc
[~ jwhitler@apcottsurveyors.c

All surveyors are shown for each company together with the address and all contact information.
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6.15 Properties Matching Screen

This screen is displayed when matching properties to applicants from the Applicants Screen.

_@ Y LAY o

-

Properties to Include

Previously Matched o
Sale Agreed 1]
Under Offer [w]

Under Properties to Include there are three check boxes, the meaning of which is as follows:

Previously Matched This check box is unticked by default and, if ticked, will
include in the list of matched properties those that have
previously been matched against the applicable applicant.

Sale Agreed Whether to include sale agreed properties or not. The
default set by your system administrator will be displayed
here.

Under Offer Whether to include properties under offer or not.

Clicking on the P button closes this screen and proceeds with the matching process. The
Applicant/Property Matching Screen will be displayed when this process is complete.

Closing this screen will abort the matching process.
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6.16 Property Look Up Screen

The property look-up screen is invoked from numerous places and is used to select one or more
properties.

Drag a column header here to group by that column

11 Popular Close, Tonbridge, Kent, TN9 1L

2 Magdalen Road, Tonbridge, Kent, TN9 1. £289,995 House 1 Sale 31f08f2010 04f09f2010 Valuation Tonbr\dge
13 Pearl Road, Tonbridge, Kent, TN10 4RL  £249,000 House 2 Sale 15/07/2010 19/07/2010 Available Tonbridge
14 Avenue Gardens, Tonbridge, Kent, TH1 ~ £324,995 House 2 Sale 30/08/2010 04/07/2010 Available Tonbridge
1 Cherry Close, Tonbridge, Kent, TN10 2EI  £350,000 Bungalow 1 Sale 06/09/2010 10/09/2010 Valuation Tonbridge
1A Cherry Close, Tonbridge, Kent, TH10 2 £350,000 Bungalow 1 Sale 06/09/2010 10/09/2010 Valuation Keymer Road
1 Lonsdale Avenue, Tonbridge, Kent, TN9  £245,000 Bungalow 1 Sale 04/09/2010 08/09/2010 Valuation Tonbridge

41 Gloucester Avenue, Tunbridge Wells, K £208,000 House
40 Northumberland Avenue, Tunbridge W« £219,995 House
8 Journeys End, Tonbridge, Kent, TN10 4N £175,000 House
14 Ridgeway Road, Tunbridge Wells, Kent  £185,000 House
25 Green Road, Tonbridge, Kent, TN9 1BP  £2489,995 Bungalow

2 Sale 05/07/2005 09/07/2005 25/07/2005 Sale Agreed Tonbridge
2 Sale 27/08/2010 31/08/2010 16/09/2010 Sale Agreed Tonbridge
3 Sale 10/09/2010 14/09/2010 30/09/2010 Sale Agreed Tonbridge
2 Sale 22/09/2010 26/09/2010 12/10/2010 Sale Agreed Tonbridge
1 Sale 28/06/2008 02/07/2008 18/07/2008 Completed (F Tonbridge

MR NN N R RO W WU W RN R R R W ow
e R R R e e e R R e R R e R i R R R = Rl —

5 Musgrove Road, Tonbridge, Kent, TN10 © £189,950 House 4 Sale 20/08/2012 04/09/2010 Available Tonbridge
5 Rutland Gardens, Tonbridge, Kent, TN10  £325,000 House 2 Sale 02/09/2010 06/09/2010 Available Tonbridge
12 Green Road, Tonbridge, Kent, TN9 1LZ  £236,995 House 2 Sale 10/09/2010 14/09/2010 Withdrawn  Tonbridge
18 Northdown Road, Tonbridge, Kent, TN1 ~ £200,000 House 1 Sale 08/09/2010 12/09/2010 Available Tonbridge
18 Belvedere Court, North Avenue, Tonbrin  £104,995 Flat 1 Sale 07/09/2010 11/09/2010 Available Tonbridge
3 Park Avenue, Tonbridge, Kent, TN10 3E4  £344,950 House 5 Sale 19/08/2010 23/08/2010 Available Tonbridge
19 Cardogan Close, Tunbridge Wells, Kent  £249,995 Bungalow 1 Sale 29/08/2010 02/09/2010 18/09/2010 Sale Agreed Tonbridge
11 Cruckshank Way, Tunbridge Wells, Ker  £268,500 House 3 Sale 23/09/2010 27/09/2010 Available Tonbridge

2 Sale 07/07/2010 11/07/2010 Available Tonbridge

15 Northdown Road, Tunbridge Wells, Ker  £215,000 Bungalow
73 Properties

If multiple properties can be selected you can do so by using the standard windows methodology.
Shift key plus mouse click to select a range or control key plus mouse click to add to the selection.
Multiple selection is illustrated abowe.

The property list can be printed by clicking on the % button.

When all properties are selected click on the P button in the quick access toolbar. If you only wish
to select a single property this can be accomplished by double clicking the appropriate property.

' This grid has the ability of being grouped by columns. See How do | use grid column grouping
and filtering? for further information.
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6.17

Quick Inclusions Screen

When in the Applicant/Property Matching Screen if you have lots of matches, depending on the
speed of your sener and network ticking which applicants/properties to include can be slow as this
has to load the letter and contact details and also record that a match has been done or not. To get
round this a button has been added to the toolbar above the list of matches.

< Van Den Elzen Maria, 18 The Glades, Tonbridge uJ ® A

T QuickTick

Clicking on this button will display the same info in a separate screen:

“* Property *! Add Viewi
nc  Sent Property

Inclusions

Inc  Sent Applicant Max Price

& Property : 12 Uplands Walk, Tonbridge, Kent, TNS 25U
[« [ Allen G,14 Osbourne Road, Tonbridge, Kent, TH9 6YT £1,000,000
= [ Killpatrick S,99 Grove Street, Tonbridge, Kent, TH10 BAA £310,000
= O Logan 13,17 James Street, Tonbridge, Kent, TNS 71] £300,000
l¥] [  Johnston John & Sarah,33 The Hollies, Tonbridge, Kent, THO 411 £300,000
l«] ] Hackett E,21 Windermere Avenue, London, MW 6LP £250,000
l#] ] Randall Ken,12 Brick Street, Westminster, London, W13 7R £1,000,000
l¥] ] Gilbert Elaine,5 Stanford Avenue, Hassocks, West Sussex, BN6 81L £250,000

| 7 ‘ | a | | 7 Applicants |

This dialog has the advantage of not updating the database until you click on the P button.
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6.18 Registration Screen

This screen is displayed when Estate Agent Pro is run for the first time.

Estate Agent Pro Registration (3.5.1.1)

To register Estate Agent Pro please drag and drop the licence key sent to you
onto the Drop Box. If you have not been sent a licence key please contact EAP
Technical Support by email. You can use the trial version for 14 days After that
the software will require registration.

Licence Key Drop Box

Email supporti@pairsoftwhere.com

I have read the [ ] EAF Technical Specification

If you have been provided with a Licence Key then drag and drop the Licence Key attachment
provided by email onto the Licence Key Drop Box and then click on the Register button. If you are
a trial user then this screen will be displayed every time that you run EAP. The number of days
remaining will be displayed on the Trial button.The trial is licenced for 14 days from the time of
installation. Click on the Trial button to continue.

You must confirm that you have read the technical specification prior to proceeding with the
installation. Click on the link to view this specification in your browser.
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6.19 Report Preview Screen

& Vendor/Property Report

All standard (non-grid) reports are displayed in this viewer.

- F @)
2 X AR LI e @ &
Print Order Email MNext Llast Close @ Fitto | Fitte 65% Zoom Zoom
Prints Page | Width In Out
Communications Navigation View
-
Registration
Date MNegotistor Address Vendaor Price Status Last Contact
20/08/2010 KH 11 Popular Close, Tonbridge, Mr N Popular Ask:  E210,000 Available
Kent, TNS 1UP Sale:
10/02/2006 TTC 2 Magdalen Road, Tonbridge, Miss A Guildford Ask: E289,955 Valuation
Kent, TN 1XD Sale:
14/06/2005 KH 13 Pear Road, Tonbndge, Mr P Pear Asle: E249,000 Awailable 28/11/2009 15:39:01
Kent, TN10 4RL Sale: £
3140720010 U5 14 Avenue Gardens, Mrs A Avenue Ask:  E324335 Available
Tonbridge, Kert, TN11 SEE Sale: £0 =
24/06/2005 KAR 1 Chemy Close, Tonbridge, Mrs V Chemy Ask:  E350,000 Valustion 09/03/2012 14:29: 11
Kent, TN10 2EF Sde:
24/06/2005 KAR 1A Chenmy Close, Tonbridge, Mrs V Chemy Asl: E350,000 Valugtion
Kent, TN10 2ZEF Sale:
30/01/2006 PW 1 Lonsdale Avenue, Miss F Lonsdale Ask:  E245000 Valuation
Tonbridge. Kert. TN 154 Sale:
04/08/2010 TC 41 Gloucester Avenue, Mr & Mrs G Gloucester Agke: 208,000 Sale Agreed
Tunbridge Wells. Kent, THN4 Sale:  £206.000
8NN !
13/01/2006 KH 40 Northumberland Avenue, Mr & Mrs N Morth Ask: E215955 Sale Aareed
Tunbridge Wells, Kent, TNZ2 Sale:  E217500
SwW : =
29/07.2010 PW 8 Joumeys End, Tonbridge., Mr A Castilo Asle: E175,000 Sale Agreed 31/08/2010 09:54:50
Kent, TN10 4NG Sale:  £170.000
30/09/2005 TC 14 Ridgeway Road. Tunbridge Mr & Mrs R Ridgeway Al £185.000 Sale Agreed
Wells, Kertt, TN4 DAP Sale:  £120,000
24/06/2005 JS 25 Green Road. Tonbridge., Mr G Grober Aslc: £249.935 Completed (Paid)
Kent, TNS 1BP Sale:  £249.935 N
\Page 1of5 \_:5

The meaning of the buttons on the ribbon bar is obvious so will not be explained with the exception
of ordering prints. The colour used in reports is configurable by your system administrator .

-

Store
Document

If you have generated an EAP template this button will be enabled and will allow you

to store the generated template for the applicable property.

P

Close

Closes this preview.
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6.20 Rich Text Viewer/Editor

This viewer is used in various places in Estate Agent Pro.

319

Lorzm ipsum dolor sit amet, conssctz tur adipiscing elit. Integer ullame orper ante ut mauris
tincidunt porta aliquet erat elementum. Nulla vitae magna eget lec fus conszequat tincidunt vel ac
elit. Nunc suscipit metus vel orci tempus viverra. Mauris facilisis vensnatis velutpat. Nunc
lzorzet neque 2 nulla gravida in adipiscing enim mattis. Mauris sollicitudin arcu ac tzllus rutrum
luetus. Nullam vel odio a ligula farmentum lacrsst at nec lacus. Curabitur pharetra vehicula
lectus. Quisque quis aliquam eros. In vulputate, m vifze laorest lacima, deler arcu egestas est,
eget scelerisque sapien velit in mavris. Donec lacinia sem in libere faucibus pharetra. Class
aptent taciti sociosqu ad litora torquent per conubia nostra, per inceptos himenazos. Duis utlacus
sem. Aliquam erat volutpat

Curabitur conssctetur placerat diam sed luctus. Duis quis mi id nibh rutrom egestas egat vel
neque. Mazcenas vel purus ac porns eleifend aliquam. Curabitur pellentzsque, lorem in tempus
fermentum, eros mets loberbsms, quis eleifend misl nulla in quam. Nam porta velutpat
facilisis. Vivamus ligula nisi, commodo blandit pulvinar a, pharetra a dui. Curabitur bibendum
risus arcy, et placerat neque. In sodales elementum elit eget ulirices. Nullam condimentum eros
ut leo consectefur aliquet. Cras thoncus tincidont luctus. Sed tempus selliciudin nis | non
scelerisque mets pellentzsque vitas. Morbi vitse mauris augue.

The contents displayed can be printed by using the % button.
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6.21

SMS Text Messaging Screen

All SMS text messages sent through Estate Agent Pro use this common interface.

e

g

-

-

@ XLids

Enter meszage to zend [messages over 160 characters split)

Hi kr Jones

Ereat new property, just Up pour street see
http: sy tonbridgeestateagentz. co.uk A\CROQ001 234 php.

Regards,

F.en

133 characters

Text messages should be kept below 160 characters to avoid them being split into two or more

separate messages.

A count of the length of the text message is shown at the bottom of the screen.

When you have entered the text message click on the P button to send the message and close
this screen.

Sent text messages will be stored under Draft & Sent Communications for each client.
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6.22 Stored Templates Maintenance Screen

Templates can be stored for each property and can be added, deleted or renamed using this screen.

e

-

F A4 Example

e\

Stored Templates can be deleted by clicking on the € button.
To add an external PDF document click on the P button.

The name of the template can be edited. To save changes click on the  button.

For more information see How do | use the navigation buttons?
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6.23 Task Screen
Tasks can be added for any user from the Diary Screen.

WPhoev x 4 j |

Date  04/07/2011 lad Uzer [Ken (Tonbridge] hd
Complete ™
Tazk

Buy Mum's card

When a task is set as complete it will no longer be displayed in the diary.

Incomplete tasks will be automatically carried forward to the next day.
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6.24 Warning Screen

A warning message can be defined for each vendor that will be displayed each time you access the
property.

Mr jones wife has just died and it is best not to
make any mention of it!

The message displayed is that configured on the Vendor Notes Tab.

' It is suggested that this is used sparingly as over usage becomes annoying and meaningless!
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Synchronisation

Synchronisation

Synchronisation of data between branches is now completely automated via one of our web based
servers and takes place in near real-time.

= ENTERPRISE NETWORK DIAGRAM

]
|
_||
|
L]
|

|
|

N
=[]} i =[] T

Branch A

S

Head Office

|
|

Feed b your webske search
engine and cther Praperty
FPartals

|
|

|
|

' Each branch can choose which other branches they wish to receive data from.

= OPERATIONAL PROCEDURES

As users enter data into Estate Agent Pro Enterprise a database trigger automatically replicates
these changes to a dedicated synchronisation table.

An EAP senice is permanently running on the EAP senver at all branches. This senice monitors
changes made to this table and uploads these changes every minute. In addition, if there is nothing
to upload, once an hour the EAP senice uploads a "keep alive" notification so that if nothing has
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been received within an hour, we know that we need to investigate why.

The EAP Senice also monitors all changes made by other branches and updates your database
accordingly.

The EAP Service will be automatically started whenever your server is restarted and will continue the
synchronisation without loss of data should communication be lost.
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8 System Administration

The administration of the system is accessed by clicking on the Administration tab on the main
screen and then clicking on the Options button.

Options

Tools

3 4
L —

Properties  Applicants

Archive

& 9

Contacts

@eEwde® OO ) &
@) T eHE®E @

Change o o B[] 2 o2 &2 o2 = 5 S8

v Password

<l

Professional User

Th Administration tab gives access to both a protected area of the system and user administrative
functions. For user administrative functions please see the Admin Tab.

To access the System Options users will be prompted to re-enter their login password to gain
access to this area. Login passwords are mandatory for users who have been given access rights. If
they do not have a password currently set, they will be forced to enter one before being granted

access.

This Admin Options Screen is only to be used by trained personnel with as few people as possible
having access.

= i Administration

[+ Appointments
[ Users

2 o Applicant

= Bl Compargy

[
[
[

Branch
General

Images

(= [£] Contacts

g

¥YVY¥V¥Y¥

>

Advertizing Publications
Board Erector

Category [Lzer]

E ztate Agents

Solicitors

Surveyors

& (B General

¥

¥FYYV¥VY¥VYVYY

g

Addresses
Advanced Matching
Criary

O ptionz

Reparts

Rezponze Monitaring
Standard Letters
Standard Phrases

% Modules
i “% Propertyendar

= "5 Swstemn

[
[3

O ptions
Idpgrade EAF

All options connected with the running of Estate Agent Pro can
be changed here.

Clicking on an option proceeded by a ¥ will open that set of
options in the right hand part of the screen. The selected

option will be indicated by an * image.
This screen consists of 8 option groups:

Administration Options
Applicant Options
Company Options
Contacts Options
General Options
Modules Options
Property/Vendor Options

System Options

Most of these changes will not be seen by users until they log
back into the system. It is therefore recommended that
changes are not made whilst users are logged in.

If you are a multi-branch operation, and you are synchronising
data between branches, all classifications and other pertinent
data must be consistent across branches.

~ Changes made here could stop your system
(= 5 working altogether and therefore changes should
only be made by properly trained personnel.

Changes can be sawed at any time by clicking on the &
button on the quick action toolbar.
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8.1

8.2

Administration Options

=2 APPOINTMENTS

Default % aluation Appointrment Time =1} %1% riin

Default Wiewing Appointment Time GO ad it
Check. for Dverlapping Yiewings within 1 hour — [«]

The default time (length) for valuation and viewing appointments is set here. The default is one hour.

When accompanied viewings are added to the system it can check that viewings, for the same
accompanee, do not overlap. This can be enabled or disabled by means of the checkbox.

Applicant Options

= CLASSIFICATIONS

ID Classification Mame
b 1 Category

gr & L O

Up to five classifications can be defined for applicants. These must be common across all branches.
Once defined the input of them is mandatory for all applicants. Please bear in mind that when these
classifications are changed, the classifications set for all existing applicants will also need to be
changed.

Clicking on any Classification Name will display the entries for that classification.

Classifications can be added by clicking on the o button on the navigation panel. See How do | use
the navigation buttons? for more information.

Mo | Description H
P 1Catl

2 Cat 2 =
3 Cat 3a

4 Cat 3c

5 Cat 3d

& Cat 4

7 Cats

8 Investor

9

10 H
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Up to 31 entries can be defined for each classification. In the example given abowe they are cryptic

in case applicants see the applicant screen where they are used.

When you hawve finished making changes click the & button on the navigator panel to save the

changes.
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= FORCE REFRESH

Live
Applicant List

Ref

CRO0001895
CROO00D3128
CROOODGET?
CROO0D40B2
CROO00S06E
CROO003075
CROO00DSE16
CROO0DZ259
CRO0004365
CROO00DZ27
CRO0002461
CROO0DZ473
CROO004213
CROOO010E81
CROO000408
CROODO1B4E
CRO0003054
CROO003325

ad

Last &mended
05./04/2006 10:24:21
10/04/2006 17:12:20
02/05/2006 131202
03/04/2008 10:13:31
11./04/2006 1333:58
11./02/2006 15:15:03
15/04/2006 09:51:58
09./01/2008 12:32:00
17./03/2006 09:24:56
03/03/2006 14:37:28
09/01/2008 09:40:22
270342008 174307
06022006 12:00:13
06/04/2008 10:21:32
15/04/2008 09:42:40
15/04/2008 09:51:48
24,/02/2006 10:25:00
03/02/2006 11:56:32

. Mamessddrezs !

L] save

[> Refresh List
ef I ame/Address i

4‘ CROO000382 Able )12 Gordons Road, Tonbridge, Kent, TH

)

Alen M A7 Waverley Road, Tonbridge, Fent, T
Allen 14 Oshourne Road, Tonbridge, Kent, T
Bloomberg Joe, 19 Bloggdon Road. Taonbridge.
Erightwell F.19 '\ estern Road, Tonbridoe, Ker
Erown B Flat 3, 2 Growve Park, Tonbridge, Ken
Cardogan &4 Farrest Road, Tunbridge 'wells,
Clevedan ¥.13 Prince Street, Tonbridge, Fent,
Cork k.7 5t Marys Close, Tonbridge, Kent, TH
Coulzon 5,37 Avenue Road, Tonbridge, Kert,
Crabb 5,20 Turner Gardens, Tunbridge Wells,
Deacon k_Flora Houze, 30 Morth Road. Taonbr
Dempsey C.14 Deacon Road, Tunbridge el
Dewdin 16 Kingsmill Foad, Tunbridge 'wells,
Daver B, 14 Wood Strest, Tonbridge, Kent, Th
Dunlop P12 Franklin Cloze, Tanbridge. Fent,
Firth &K.2 Manning Road, Tonbridge, Kent, Th
Floring .5 slbert Close, Tonbridge, Kent, THE
Frampton M, 15 % ork Square, Tunbridge Wellz,

57 Records

J

1 Records

-

If you are advised by technical support to refresh (re-synchronise) an applicant this is where it can
be done. Either click on the applicant in the applicant list or use the progressive search facility to

locate them and then click on the P button. As many applicants can be refreshed as required but
please do not refresh applicants unnecessarily. Applicants can be removed from the refresh list by

clicking on them and then clicking on the 4 button.

To process the applicants to be refreshed click on the  button. Unless the synchronisation
process is busy with a large upload or download all data connected with these applicants will be
refreshed to all branches in the background within a minute or so. There is no need to keep this
screen open.

’ Please note that this option will be disabled if you only have one branch.

= OPTIONS

Fill in Mew Applicants Search Criteria with Branch Name Mo hd
Include in Matching/Mailing Yes od
Include Sale Agreed and Under Offer Properties when Matching |Yes od
Maximum Price Tolerance 10 % <[>
Minimum Price Tolerance 20 % Wd
Print File Card on Applicant Deletion Mo od
Store Applicant Matches as Events Yes od
Store Applicant Matches only after Sending Letter, etc Mo od

Fill in New Applicants Search Criteria with
Branch Name

If this option is selected then any new applicant will
have the name of your branch entered in to their area
search criteria. This means that, unless changed,

© 2022 Estate Agent Pro Ltd



334

System Administration

they will not match with any property that is not in
your town. It is recommended that you leave this
option set as 'No'.

Include in Matching Mailing

If this option is set to 'No' then every new applicant
will have to have the corresponding option on the
Applicants Screen set manually. It is recommended
that you leave this option set to 'Yes'.

Include Sale Agreed and Under Offer
Properties when Matching

Whether or not to include sale agreed and under offer
properties when matching properties from the
Applicants Screen.

Maximum Price Tolerance

Setting this will increase the applicants maximum
price threshold by the specified percentage purely for
matching purposes. The default for this is 0% which
is the equivalent of off.

Minimum Price Tolerance

Setting this will decrease the applicants minimum
price threshold by the specified percentage purely for
matching purposes. The default for this is 0% which
is the equivalent of off.

Print File Card on Applicant Deletion

This option is included for historical purposes and it is
recommended that this option is left set as 'No'.

Store Applicant Matches as Events

By default, when a property is matched with an
applicant, or vice versa, it is recorded as an event. If
this option is turned off then you will have no record of
it. It is strongly recommended that you leave this
option set to 'Yes".

Store Applicant Matches only after
Sending Letter, etc.

As an alternative, you can set this option which will
then only store a matching event when a

communication is sent to them from the Applicant/
Property Matching Screen. It is recommended that

you leave this option set as 'No".

= PRINT BLANK CARDS

—— Click on this button to print any number of blank applicant cards. It is recommended that
' you add applicants directly into the system rather than record them manually first.

= STATUS

Mo Description
¥ 1 First Time Buyer
2 Nothing to Sell
3 Sale Agreed
4 Cash Buyer
5 Mot on Market
& Other Agent
7 Our Vendor
8 Investor
9 Other

H >

Colour H
el

a3
[V
— [V
[V
[V
wdud
G
FTEI
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Up to 31 applicant statuses can be defined for applicants. These must be common across all
branches. Once defined the input of them is mandatory for all applicants. Please bear in mind that
when these statuses are changed, the statuses set for all existing applicants will also need to be
changed. A colour can be assigned to each status.

Click the k1 button on the navigator panel to save changes. Moving to another row will automatically
save changes.
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8.3

Company Options

Options pertaining to your branch, or any other branch can be changed here. It is recommended that
you do not add or change any branches, other than your own unless instructed to do so by
technical support. Your branch will be displayed by default.

Mnem Branch Mame

BIR Brighton
MAR  Crowborough
KEY Keymer Road
HER  Sevenoaks

P CRO  Tonbridge
1SS Tunbridge Wells

& Branches

R A

Branches can be navigated, added or deleted by using the navigation panel at the bottom of the left
hand side of the branch list.

See How do | use the navigation buttons? for more information.

Once all changes have been made click on 4 the button to save them.

General

Thiz Branch
kremaonic
Branch Mame

Branch Reference
Address

Branch k anager

e S |
TOM

Tonbridge

1 High Street
Tonbridge
K.ent
THI15T

K.en Jones

Local Authority Tonbridge County Council
This Branch This defines the branch selected as yours. Under no circumstances change this
unless instructed to do so by technical support.
Mnemonic This is the mnemonic that was assigned to your branch, normally the first three

characters of your branch name and cannot be changed once defined.

Branch Name

The branch name should be the name of the town you are located in.
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Branch This is for your own use and can be used in standard letters.

Reference

Address The address of your branch can be changed by clicking on the button on the
right hand side of the address. See How do | change an address? for further
information.

Branch The name of your branch manager which can be used in standard letters.

Manager

Local Authority | Your default local authority which will be used for any new property.

Drefault B ates

Sole Commizzion | 2.00%

Dual Commigzion | 2.50%

WaT 17.60%
Sole The default sole commission rate to be applied to any new property.
Commission
Dual The default dual commission rate to be applied to any new property.
Commission
VAT The current VAT rate applied when calculating commissions.
Web/Portals
Figld to Uze

) Sumnmary Detailz
&) Advert & Portal Text

Summary Details | pefines which property field should be uploaded to your website and portals
Advert & Portal Text | @ summary data.

Contact Info

Telephone ma3z 111111 Ermail |zalesiatonbridgeestateagents.com
Fau 01892 222222 D= 333333

The default contact details to be displayed in standard letters. The email address will be used in all
emails to clients if no email is defined on a per user basis.

Email Validation Logon Information

Username zen9999@zen.co.uk Password |Frssssssss
Authentication Required b4 SMTP Port 25 Wid

Email Server | smtp.zen.co.uk

This is the information required to be able to connect to your outgoing mail server and is normally
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supplied by your internet provider.

Username the username required to login.

Password The password required to login.

Authentication | Select the appropriate authentication method from the drop down list.

SMTP Port The port number to be used.

Email Senver the address of the email senr.

Variable Commission Rates

Price Above < Commission
£0 2.00%
£500,000 1.90%
£1,000,000 1.75%

e
If you use variable commission rates based on the price the property is sold at they can be defined

here.

New price bands can be added by clicking on the P button on the navigation panel. See How do |
use the navigation buttons? for more information.

In this example properties sold up to £500,000 will be at 2.00%, between £500,000 and £1,000,00 at
1.90% and above £1,000,000, at 1.75%.
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= GENERAL

Compary Name |Taonbridge Estate Agents

VAT Mumber FEEEETT

Wwieb Addrezs v tonbridgeestateagents. com

Include In Emailz

Email Loga Yes ad
Signature Block, e " |
Company Name The name of your Company.
VAT Number Your VAT number.
Web Address Your company website.
Include in Emails - Email If an email logo is defined in the section below, whether or not to
Logo use it in emails.
Include in Emails - Signature | If a signature is defined for users under Administration Options this
Block setting defines whether or not to use it in emails.

= IMAGES
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Default Document Folder | C:\Users\Ken\Documents

Default Image Folder &=| C:\Users\Ken\Pictures

Maintain Aspect Ratio of Images No
Print Images Directly to Printer | Mo

Report Banner

19.7cm x 3cm (approx
745 x 115 pixels @ 100
dpi)

Memorandum of Sale

1lcm x 4cm (approx 440

%180 pixels @ 100 dpi)
BA Eg passionate about property

Compaosite Banner

Flease note if this is used
it overrides both the This is the
Banner Image and Banner
Message
Composﬂe

Banner Image

[ T <[ <

Tonbridge Estate Aqents

| —

Last updated 27/10/2021

[ ——

Banner Message Merry Christmas and a happy New year to all members of staff. Thanks for your help in 2017 in making us the top Estate Agent

in the South East. I have a feeling that 2018 will be a great year!

EAP Rocks!!!

Tenancy Fees Template Holding Deposit: 1 week's rent
Deposit: Up to 5 weeks rent
Breach of agreement default fee
Reasonable costs for any request to change the terms of the tenancy
Legal and court fees as awarded by the Court
Early termination fee £60.00 including VAT

Default Image Folder

This is the default image folder to use when capturing images in the
Images Screen. This should normally be a shared folder.

Maintain Aspect Ratio of
Images

Whether or not to maintain the aspect ratio of images in reports. If set
to 'Yes' then, if different cameras are used, with varying resolutions
the size of the images in multi-image reports will be different. It is
recommended that this option is left as 'No'.

Print Images Directly to
Printer

Some printers require this setting to be set. Unless necessary leave
this option set as 'No'.

Report Banner Image

The image to be used across the top of reports. The recommended
sizes are shown. To add an image click on the button on the right
hand side of the image placeholder.

Memorandum of Sale
Image

The image to be used in sales memorandums. The recommended
sizes are shown. To add an image click on the button on the right
hand side of the image placeholder.

Email Logo

The logo to be used in emails. This should be as small as possible
whilst still maintaining clarity and should be experimented with. The
use of owverly large images will slow down the sending of emails. To
add an image click on the button on the right hand side of the image
placeholder.

Banner Image

This image will be displayed in the bottom right hand corner of the
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main screen. This can be any size but to be displayed must fit within
the boundaries of the main screen. Take into account that users may
not be using the application maximized.

Banner Message This message will be displayed centered in the top half of the main
screen abowe the banner image. The font will be automatically reduced
to fit the screen horizontally.

Composite Banner Creating a Composite Banner owerrides the Banner Image and the
Banner Message. An internal Word like editor is used to configure this
and gives you full control over what is displayed including the
background color. When this banner is changed it will automatically
be refreshed on all users PC after they have done nothing in EAP for
one minute.

Tenancy Fees Template Default Tenancy Fees declaration can be entered here.

2 TARGETS

Targets ticked here will be displayed in the YTD statistics on the Dashboard Screen.

Targets

| Applicants reqistered
] Exchanges

\»] Exchanges fee value (£)
|| Fall throughs

|| F5 Appointments made/referred
|« Mew Instructions

\»| Offers received

] Sales

\»| Sales fee value (£)

\»| Valuations booked

\»| Valuations attended

| Viewinas booked

] withdrawals

= USERS

Mame Password

» Ken Clarke "Reset ||
Moz Hooper "Reset ||
Robert Roofer "Reset J
Clive Lately "Reset J

qar & L o

Users can be added by clicking on the %P button on the navigation panel. See How do | use the
navigation buttons? for more information.

Details for existing users can be changed by clicking on the respective user and changing the
details shown below.
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If a user forgets their login password this can be reset to blank by clicking on the waiizccagd

against their name.

The colour block in the right hand column is the colour defined for them in the diary. See below.

When you have finished making changes click the E button on the navigator panel to save the

changes.

There are three tabs on the users screen, General, Communications and Targets.

General Tab

General | Communications | Targets

User

Username
Full Name
Qualifications

Signature

Diary

Show in Diary

Show All Diary Users

Days Worked
Options

Accompanee

Change Branch

Can Delete Multiple Apps

MNegotiator

Valuer

Dashboard Options

Show Dashboard

Show All Branches

Ken
Ken Randall
FNAEA
% e
\ ,;{:?//
S
Fl —~
L~

Branch Tonbridge ad
Initials |KC
Title  Manager

Yes \ud Start Time 09:00 W Finish Time 17:30 Wd

ves | Diary Colour [N

Mon, Tue,Wed,Thu,Fri ad
Yes |y Admin Rights Full | App/Prop Default Sale ad

Yes | Can Skip App Validation Yes | Default App Tab Hame & Address |

Mo  |ud Can Change Activities  Yes | View YTD Stats Yes ad

Yes |y Edit Old Dated Notes Yes |y Property Management Access Both d

Yes |yJ Show Notes Amend Col Yes |

Yes | Include In Targets Yes ud Only Own Stats Mo |

Yes | Default View Current Year ad

User

Username This is the username that the user will use to login and that will appear in the
diary and throughout Estate Agent Pro. The username should be unique
within a branch.

Title Whatewver you want to use. This field can be used in standard letters.

Full name The users full name. This field is also available in standard letters.

Initials Enter the users initials. Should be unique.

Qualifications

The users qualifications. These can be used in standard letters.

Signature

If you wish to use individual signatures in communications these can be
loaded by clicking on the ... button bar on the right of the signature. As the
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size of users signatures varies we can not give fixed sizes for it. Our
suggestion is that you scan the signature in at 120 dpi (screen resolution)
and crop it as tightly as possible.

Diary

Show in Diary Whether or not to show this user in the diary.

Start Time Normal starting time.

Finish Time Normal finishing time.

Show All Diary Whether or not to display all users when you view the diary.

Users

Diary Colour If the diary colour is set to 'Use Default' colours for each user will be

automatically generated. If you choose to use specific colours then it is
recommended that you do so for all users.

Days Worked

Select the days worked from the drop down list.

Options

Accompanee Will appear in the list of personnel that can accompany viewings.
Negotiator Will appear in drop down lists of negotiators.

Valuer Set to yes if this user does property valuations.

Change Branch

If you require that properties and applicants can be added for other branches
by the selected user the branches can be selected here. It is not necessary
to add your own branch. It is recommended that the administration of
properties and applicants is done at the owning branch however there may be
certain circumstances when this option is required.

App/Prop Default

If a user is only using Estate Agent Pro for letting's or the majority of your
properties are letting's then change this option to Letting's.

Admin Rights

This determines if a user has access to this admin area. There are 3 settings:

None Has no access to this area.

Local Has access to change only those options that are limited to their
branch.

Full Has full access to this area.

If a user is given access to this area it is mandatory that their login is
password protected.

Default App Tab

The default tab to show on the Left side of the Applicant and Property
screens.

Can Skip App
Validation

If set no validation will be done on incomplete data for an applicant.

View YTD Stats

Whether or not the user can view YTD financial statistics.

Edit Old Dated
Notes

If this is set the user can change or delete historical dated notes for
applicants and vendors. This defaults to false and it is recommended that this
is not changed, or if it must be set, then only for the branch manager.

Show Notes
Amend Col

If set dated notes on the applicant, property and purchase screens will show
the last amended date/time of the note.
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Dashboard Options

Show Dashboard | Whether or not to automatically display the dashboard when the user logs in.

Include in Targets | Whether or not to show this users targets in the YTD statistics. This would
normally be turned off for administrative staff.

Only Own Stats If you only want the user to see their own statistics then set this option to
Yes.

Show All Branches | Whether or not to display all branches in the YTD statistics..

Default View The default view of the dashboard chart.

Communications Tab

General Communications | Targets
Contact Details

Email Address ken@pairsoftwhere.com

Direct Dial Number 01892 111111 07 Mobile Number 07777 777777

Email Validation Logon Information

Username ken@pairsoftwhere.com
PaSSVJOI-d EEEREREREREREREE
Authentication Required ad

Notifications
Display Sent Notification Yes \ud Fin Notification |Yes ad
Background Emails

Send in Background No ad

It is highly recommended that sending of emails in the background is not set until a users can successfully send an
email in the foreground. If you experience any errors sending emails please unset this option

Contact Details

Email Address Only set if you wish to use individual emails in communications. If this is not
set then the email address defined for the branch will be used in all emails.

Direct Dial Number | Enter if applicable. This can be used in standard letters.

Mobile Number Enter if you wish to make this available in standard letters.
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Email Validation Logon Information

Only complete this area if your internet provider requires validation for sending emails.

Username

Username provided by your internet provider.

Password

Password provided by your internet provider.

Authentication

Select the appropriate authentication method from the drop down list.

Notifications

Display Sent
Notification

Display a notification for a few seconds when the email has been sent.

Pin Notification

Permanently display the notification until it is closed

Background Emails

Send in
Background

Set accordingly. The default is off.

Targets Tab

General Communications Targets

The target value to be entered is a monthly target and the weekly, quarterly and annual targets will be calculated on a pro rata

basis

Target

+ Applicants registered
Exchanges
Exchanges fee value (£)
Fall throughs

FS Appointments made/referred

New Instructions
Offers received
Sales

Sales fee value (£)
Valuations booked
Valuations attended
Viewings booked
Withdrawals

e

From Date
g 01/01/2001
ad 01/01/2001
ad 01/01/2001
kd 01/01/2001
ld 01/01/2001
lad 01/01/2001
g 01/01/2001
ad 01/01/2001
d 01/01/2001
ad 01/01/2001
lad 01/01/2001
kd 01/01/2001
lad 01/01/2001

Value
hd 8
ad 4
e 20,000
ad 0
lad 10
hd 5
d 6
hd 4
e 20,000
ad 7
ad ©
ad 20
ad 0

The monthly targets for each user are entered here. These targets are then automatically set for
annual, quarterly and weekly YTD statistics in the Dashboard Screen on a pro rata basis. Targets
can be changed throughout the year by adding a new target and setting the from date as
appropriate. From dates for all targets are initially set as 01/01/2001 and there is no harm leaving

them as this date.
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8.4 Contacts Options
= ADVERTISING PUBLICATIONS

Publication
* Friday Ad
TwWells Gazette

9 ¥ L

If you wish to record the publishing of property advertisements the list of publications can be
maintained here.

Publications can be added by clicking on the =P button on the navigation panel. Click on the H
button to save changes. See How do | use the navigation buttons? for more information.

= BOARD ERECTOR

Company Mame  |Board Erector Inc

E mail &ddress erectme@boardsine, com

Instructions to erect, remove and change for sale boards can be communicated to your board
erector by email if configured here.

Company The name of your board erector.
Name

Email Address | The email address to be used in communications.

= CATEGORY (USER

F Accountants

Applicants (Current)
Applicants (Dead)
Applicants (Purchased)
Estate Agents
Landlords

Solicitors

Surveyors

Vendors (Current)
Vendors (Dead)
Vendors (Sold)

ar & Lo
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This is for you to classify clients however you wish but will not effect the internal category used by
Estate Agent Pro.

Categories can be added by clicking on the =P button on the navigation panel. Click on the =
button to save changes. See How do | use the navigation buttons? for more information.

These categories must be common across all branches. Please bear in mind that, with the
exception of adding new categories, when these categories are changed, the categories set for all
existing clients will also need to be changed.

= ESTATE AGENTS

Name + | Contact Record
= Company : Chappel & Co

Mr P Chappel
Chappel, P Mr Chappel & Co

& Company : Jones Estate Agents 47 Tonbridge Road
(& Company : Pair Management Co 'IK'c-nl:bridge
en
&d Company : Tonbridge Estate Agents TN11 7HD
Number\Email Detail

Joiso2 555555 I

(=1 pchappel@chappelestateag

4 Estate Agents

g bH @& b4

Estate agents can be added by clicking on the 2P button on the navigation panel. Click on the =
button to save changes. An existing estate agent can be cloned by selecting them and then

clicking on the & button. See How do | use the navigation buttons? for more information.

Estate agents can either be added as individuals or just as a company.
When adding an estate agent the Client's Screen will be displayed.

If you wish to edit existing settings click on the button on the right hand side of the contact record
address.

' The individual solicitor record must be selected first, even if it is blank.

= SOLICITORS
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‘Name « | Contact Record
= Company : Badger & Partners
et - Mrs 1 Badger

Badger, J Mrs Badger & Partners

Roloph, Z Mrs 8 Holtye Road
& Company : Mercantile & Rolfe 'Il('untbridge Wells

en
& Company : YYY Solicitors Ltd TNZ 6AT
Number\Email Detail
P

[~ jbadger@badgersolicitors.c

‘ 4 Solicitors |

g H & ®

Solicitors can be added by clicking on the = button on the navigation panel. Click on the & button

to save changes. An existing solicitor can be cloned by selecting them and then clicking on the i
button. See How do | use the navigation buttons? for more information.

Solicitors can either be added as individuals or just as a company.
When adding a solicitor the Client's Screen will be displayed.

If you wish to edit existing settings click on the button on the right hand side of the contact record
address.

' The individual solicitor record must be selected first, even if it is blank.
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= SURVEYORS

MName +  Contact Record
& Company : Apcott Surveyors

Mr John Apcott
Apcott, Mr Apcott Surveyors

88 High Street

Tonbridge

Kent

TNS 7FF

Number\Email Detail

e

% 07787111929 Jeff Apcott

% 07787222111 John Whitler

[~ sales@apcotisurveyors.co.
i [~ japcott@apcottsurveyors.cc
+ Ho x (=1 jwhitler@apcottsurveyors.c

Surweyors can be added by clicking on the o button on the navigation panel. Click on the  button

to save changes. An existing surveyor can be cloned by selecting them and then clicking on the L
button. See How do | use the navigation buttons? for more information.

Sunweyors can either be added as individuals or just as a company.
When adding a surveyor the Client's Screen will be displayed.

If you wish to edit existing settings click on the button on the right hand side of the contact record
address.

' The individual solicitor record must be selected first, even if it is blank.
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8.5 General Options

= ADDRESSES

Towns | Counties  Countries

Default Towns =
l«]  Tonbridge
[ Tunbridge Wells
] Uckfield

g 3 O

The name of towns, counties and countries in your location can be entered here. They are then
selectable when inputting new addresses on the Address Screen.

If one is set as the default then it will be automatically entered for any new address.

Addresses can be added by clicking on the %P button on the navigation panel. Click the & button
to save the changes. See How do | use the navigation buttons? for more information.

= ADVANCED MATCHING
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Sales Lettings

Drescription H

Air Conditioning

Annexe

Burglar Alarm System
Boat/Caravan (space for)
Cellar

Cottage Style

Coastal Location

Double Glazing

Exposed Beams

Ground Floor Toilet

Level Walk to Amenities
Mear Schools

Meeds Some Improvement
Meeds Renovation

Mo Mear Meighbours

Mot on Main Road

Mo Steps H

4 ¥ > Use advanced matching L

Advanced matching criteria can be set for both sales and letting's individually. By default the option
to use advanced matching is turned off. If it is turned on then an additional tab will be \visible on both
the applicants and properties screen.

Matching criteria can be added by clicking on the 2P button on the navigation panel. Click the H
button to save the changes. See How do | use the navigation buttons? for more information.

We hawe found that advanced matching, whilst very useful in matching specific properties to specific
applicants, is confusing to most users and therefore we recommend that this option is not used
unless you have a specific requirement.

2 AUTOMATIC REVIEWS
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Automatic Reviews

W

W

|v| Progress Review

\»| Applicant Matches Review

|« Applicant details changed

\»| Applicant offer added or amended

|« Applicant sales chasing event entered
\»| Applicant viewing added or amended
\»] Applicant data changed

\»| Applicant dated note added or amended
\»] Applicant communication sent

|«] Wendor offer added or amended

\»| Vendor sales chasing event entered
|«| Vendor viewing added or amended
\»| Vendor asking price change

|v| Vendor data changed

|»| Vendor dated note added or amended
|«#] Vendor communication sent

The next review date is automatically updated based on the review frequency set for the client
whenewer any of the actions checked are taken. By default all items are checked.

Click the = button to save the changes.

CENTRAL NOTES WHOM

No Description Colour
o1 e
2 Purchaser I 2
3 vend Solicitor il
4 Purch Solicitor il
5 General il
6 I
7 I
8 L [~F]
g I
10 I
11 I
12 I
13 I
14 [~ F]
15 I
16 I
17 I
18 I
19 I
20 I
21 I

The content of what is displayed in the Central Notes, Whom column, drop down, and the
background colour can be defined here. The default values are shown above. Setting the colour to
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black will disable the use of the background colour in central notes.

Click the ¥ button to save the changes.

No | Description
LA

2 Left Message
| 3 Email
| 45Ms
5

L= - T I =)

10
11
12
13
14
15
16
17
18
19
20
21

The Contact Method is displayed as a column in most dated notes grid. The values can be defined
here. The values shown abowe are the defaults.

Click the & button to sawe the changes.

No | Description
B client Review
| 2 Ring Out
LB Viewing Feedback

-

4 5TC Progression
5 Inbound Call
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21

The Contact Reasons is displayed as a column in most dated notes grid. The values can be defined
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here. The values shown abowe are the defaults.

Click the H button to save the changes.

= DIARY

Automatically Refresh Diary on Idle  No

Check for Overlapping Viewings within 1 hour

O rE

Default Appointment Label [ | Mone

Default Valuation Appointment Time 60 Minutes Jgd
Default Valuation Label [] Travel Required hd
Default Viewing Appointment Time 60 Minutes Jgd
Default Viewing Label [liTravel Required d
Default Reminder 15 minutes hd
Show Users from All Branches Yes hd

l Edit Bank Holidays ‘

Historic Diary Deletion

Before Date 07/12/2014 | | X Delete

The diary can be set to automatically refresh if any other user has made changes to the diary when
Estate Agent Pro is idle. By default this is turned off. There is a button on the diary to reload it
manually.

You can define the default labels used in the diary for appointments, valuations and viewings. These
labels match those used in Microsoft Office.

The default reminder time can also be set and whether reminders are activated for new appointments
by default.

By default the diary for all users in all branches is available. This can be changed so that only those
users in your branch can be seen.

UK bank holidays are provided for the next 10 years. These can be edited by clicking on the Edit
Bank Holidays button.

When the diary becomes very large this impacts performance so there is an option to delete old
diary entries.

= OPTIONS
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AFD Postcode Lookup County Default hd
AML Mandatory Check Yes hd
Automatically Set Review Date Yes al
Applicant/Vendor - Default Review Frequency 2 Weeks hd
Applicant/Vendor - Validate DPA (Data Protection Act)  Yes d
Applicant/Vendor - Validate Mortgage Required Yes ad
Applicant/Vendor - Validate Response Monitoring Yes hd
Client - Validate Preferred Contact Time Yes hd
Dated Motes Reason/Method Mandatory Yes i
Disable Review Presets Mo ad
Record change of Negotiator as an Event Yes hd
Spell Checking Yes hd
Telephony Interface (TAFT) Enabled Mo hd
TAPI Dial Prefix

Viewings - Show negotiator who made booking column | Yes d

AFD Postcode Lookup County

When using AFD Postcode or PostcodePlus the county
to be selected can be specified. Options are
Administrative, Postal, Traditional or Default. Default
means use the postal county and, if it is blank, use the
traditional county instead.

AML Mandatory Check

If this option is selected then the Opens the Advanced
Money Laundering (AML) Screen will have to be

completed before a property can be set to Sale/Let
Agreed.

Automatically Set Review Date *

EAP automatically sets the next review date when
certain actions are taken e.g. amending the asking
price, sending an email, etc. This can be disabled here.

Applicant/Vendor - Default Review
Frequency

The default review frequency you wish to use for
applicants and vendors. It is recommended that this not
be set to longer than every 2 weeks.

Applicant/Vendor - Validate DPA

Applicant/Vendor - Validate Mortgage
Required

Applicant Vendor - Validate Response
Monitoring

If these options are selected then the setting of these
fields will be mandatory on the applicant/vendor
screens.

Client - Validate Preferred Contact Time

If you don't want to use preferred contact times, the
validation of them when any telephone numbers, etc. are
added to clients can be turned off here.

Disable Review Presets

If this option is selected then the preset, 1 day, 1 week
& 1 month buttons will be disabled forcing users to set a
review date.
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Record change of Negotiator as an
Event

It has been found that if a negotiator leaves, quite often
other negotiators will assign their properties to
themselves. Setting this option will record those
changes in the events table so that you can be aware of
them.

Spell Checking

Certain fields automatically have spell checking
enabled. This can be turned off here.

Telephony Interface (TAPI) Enabled

This enables the Microsoft Telephony API (TAPI). Once
enabled it can be set on a per user basis.This allows
calls to be made by EAP and to indicate who the caller
is and display applicable applicants/properties. Your
telephone system must be Windows TAPI compliant in
order for this to be used.

TAPI Dial Prefix

Only applicable when using the TAPI Interface, this
would normally be a 9 to obtain an outside line but is
dependent on which system you are using.

Viewings - Show negotiator who made
booking column

Turn this on if you wish to record who made the
appointment. By default the person who added the
viewing is selected.

L A full list of when the reweiv dates are automatically updated can be found in Frequently Asked

Questions.
Other Branches

Applicants/Properties - Archive

'Review' Other Branches

Other Branches

Yes

Yes

(< <

Applicants/Properties - Archive

If set to 'Yes' then you can archive another branches
applicants/properties. The default is 'No'.

'Review' Other Branches

If set to 'Yes' then you can review other branches
Clients, Progress and Viewings. The default is 'No'.

=2 REPORTS

Inzlude Property Reference in Advertizing Reports "
Show Price and Addrezs an Phatagraph [44 Landzcape) Repart |w]

R epaort Banner Colour

Surnrnary Hepaort Title

& ]F]

TOMBRIDGE ESTATE AGENTS - PROPERTY LIST
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Include Property Reference in If this option is ticked then the internal property
Adwertising Reports reference will be included in property reports. You may
find this handy so that enquirers can quote the reference
to you. This is turned off by default.

Show Price and Address on Photograph | If set the photograph standard report on the Report
Report Generator Screen will show the property asking price
and address in the bottom right hand corner.

Report Banner Colour This colour will be used in the generation of all reports
and, in conjunction with the report banner image defined
in the Company Options, allows you to customise the
look of reports.Standard colours can be selected from
the drop down list. Custom colours can be created by

clicking on the & button.

Summary Report Title The title set here will be used on the front page of the
summary standard report on the Report Generator
Screen.

© 2022 Estate Agent Pro Ltd



Estate Agent Pro Enterprise 359

= RESPONSE MONITORING

No Description A
k1 Unknown
2 Advertising
3 Client Recommended

4 Internet - Own

5 Internet - Rightmove
& Friday Ad

7 Previous Client

8 Adscene

9 Response to mail out
10 Walked infWindow
11 Thanet Gazetie
12 Solicitor/Probate
13 Valuation
14 Sale Board

= d
H >
Up to 31 entries can be made here. These must be common across all branches and minimal
changes should be made to used items. These items are used on the Client's Screen for applicants

and vendors and are so that you can report on where your business is coming from.

Response monitoring reports can be run from the Report Generator Screen.

Click the I button on the navigator panel to save changes. Moving to another row will automatically
sawe changes.

= STANDARD LETTERS
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Email Website Links

Class Type d
On Value House kd Goto http://www.myfirstsite.com/details.php?id=
On Value Bungalow d Goto http://www.mysecondsite.com/details.php?id=
On Value *** pny === bl Goto
Default Page Settings
Font i Arial bd Size 11 g Justification Full i
Margins
Top 2.000Q] Bottom 0.750] Left 1.000] Right 0.500]
Edit Standard Letters
| Applicant ‘ I Vendor I I Marketing ‘
Email Website Up to three links can be specified depending on the settings here and can be
Links specified for any property classification. If we have designed your website
there will be a standard page available for each property to send a hyperlink of
that property in mail-merged letters. This is typically used in applicant letters
from the Applicant/Property Matching Screen.
Default Page These are the default settings that will be used for new letters.
Settings
Edit Standard There are three different types of letters. Applicants, vendors and marketing.
Letters The creation and use of them is the same. See How do | create a standard
letter? for more information.
’ Descriptions that start with the word Offer will be for use in the Offers
Screen. Descriptions that start with the word Viewing will be specifically for
use in the Viewings Screen. This only applies to applicant and vendor letters.

= STANDARD PHRASES
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Name Phrase

TWells Location  The delightful Geargian Spa town still retains much of its ariginal
history and charm wet provides awide range of amenities
including the Roval “ictaria Flace shopping mall and
pedestrianised precinct, supermarkets, theatres, library, museurm
and art gallery and a jazz bar playing live music. There are
excellent schools inthe area, both state and independent, for
children of all ages. The main line railway station provides
commuter services to Landon in about 55 minutes minimum and
the A21 is just 3 miles distant providing links to the M25 motonway
network giving easy access to Gatwick and Heathrow airports
and the Channel Tunnel.

ok A

Standard phrases can be inserted into any communication. Any number can be defined here and
are designed to cut down on repetitive typing.

Standard phrases can be added by clicking on the P button on the navigation panel. Click the =
button to save the changes. See How do | use the navigation buttons? for more information.
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8.6

Modules Options
= CUSTOM REPORTS

C T ; i |
All Folders Contents of All Folders
—1-{3 all Folders ) Applicants
|5 Applicants | _CIProperties
{2 Properties Advertisement Elipsed
2| Recyde Bin Advertisements

Branch Data
Lettings List
Rental Report

0 item(s) selected

Custom reports can be created and edited here. See How do | create a custom report? for more
information.

Reports placed in the Properties folder can be generated from the Custom Reports section of the
Report Generator Screen. Reports placed in the Applicants folder can be generated from the
Custom Reports section of the Applicant Search Tab on the Report Generator Screen.

= FINANCIAL SERVICES

Mortgage Referral Email Address
ken@simplyaccounts.net

Mortgage Mon-Referral Email Address

ken@simplyaccounts.net

Please note that if the referred email address is not filled in then it will be as if the FS Module is not
activated. If the Non-Referred Email Address is not filled in then only referred emails will be sent. If the
FS Module is activated then the following fields are mandatory:

Mortgage Required, Referral Made, Initials and Reason for Non-Referral (if Referral not made)

Applicant: Title, Initials, Surname, Home Telephone, Registration Date, Status, Purchase/Rent and
Maximum Price to Pay.

lCanceIIation Dpti.ons] | Feedback Options I Include Rentals Mo id

| Outcome Options IlNon—Referral Dpti.ons]

If the Financial Senices module is enabled (full EAP Enterprise only) this screen will be available.
This module sends emails either internally or externally to the specified address depending on
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whether the mortgage referral check box is ticked for an applicant or vendor. GDPR permission must
also be given. Cancellation, Feedback, Outcome and Non-Referral definitions can be defined here.
Feedback and Outcome definitions can have a default set which is applied after the referral email is
sent. Non-Referrals can be set to be excluded from the Non-Referrals report e.g. Cash Buyers.

= SYNCHRONISATION

FTP Authorisation Branch Accept

*» Tunbridge Wells Mo
Username P5W1000001 Crowborough No
Password | uckfield Sevenoaks Mo
| Test ETP Brighton Mo

Keymer Road Yes
Re-Synchronise (only when instructed by Technical Support)
d

Web/Portal
D a
Mame Our Website

H >

We will provide you with a username and password to enter here. If you do not want to receive date
from a particular branch the Accept should be set to 'No' for that branch.

Click on the |M button to test that you can communicate with the synchronisation senver.

Click the & button on the navigation panel to save the changes. See How do | use the navigation
buttons? for more information.

Under certain circumstances you may be asked to re-synchronise specific tables from the drop
. . Re-5
down list. Click the |$ button to post the data.

The Web/Portal settings should not normally be changed.

= TEXT

Usemarne TEA

Faszword hE23GR 7

Feply Mumber [eg 447871840139) 447872840157
Server Mame ams.izslzervices. co.uk

If you are using the SMS text messaging facility we will provide you with the information to enter
here (additional charges apply).
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8.7

Property/Vendor Options

The correct definition and usage of classifications is critical to the use of Estate Agent Pro therefore,
when this screen is accessed the following warning is always displayed.

A Warning!!!

If you make any changes to property
classifications it will be necessary to change
the classification settings of all existing
applicants and properties! If you have

multiple branches these changes must be
done at all branches. Do you wish to
continue?

Please be very careful when changing classifications.

ID Classification Name AtoZ

1

2 Style

3 Age

4 Garden

S Location

6 Area

7 Garaging

I'_.I'_II'_.I'_.I'_IILn

Up to ten classifications can be defined for properties. These must be common across all branches.
Once defined the input of them is mandatory for all properties with a sale status of available or above
and for all applicants. Please bear in mind that when these classifications are changed, the
classifications set for all existing applicants will also need to be changed.

Clicking on any classification name will display the entries for that classification. If you wish the
classifications to be sorted when they are displayed tick the A to Z check box.

Classifications can be added by clicking on the o button on the navigation panel. See How do | use
the navigation buttons? for more information.
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Mo Description
o
2 Bungalow
3 Maisonette
4 Flat
3

]
7
a
a

10
11

wd

Up to 31 entries can be defined for each classification.

If the Default check box is ticked for any entry, new applicants will automatically have the
corresponding entry ticked.

When you hawve finished making changes click the & button on the navigator panel to save the

changes.

=2 FORCE REFRESH

Live

ad

Property List

Ref

CROO001043
CROO001 278
CROODDZ123
CROO001171
CROO002027
CROO002134
CROODO15942
CROO0005SE
CROO00Z064
CROO00DZ577
CROOD01435
CROO00D2E93
CROO00Z353
CRO0001330
CROO0D0S79
CROO000593
CROO0004E7
CROO001556

Last &mended
04,/07/2005 11:47.02
13/04/2006 13:34:48
09/02/2008 15:51:53
10/04/2006 161214
21/01/2008 09:42:53
13/02/2006 17:26:57
12/04/2008 133353
29/03/2006 13:45:07
07./04/2006 11:23:16
27/03/2006 10:45:40
032008 172724
13/04/2006 12:22:26
13/04/2006 17:32:32
13/04/2008 13:40:21
16032008 16:02:09
28/03/2008 14:02:24
05/04/2006 10:17:12
04./04/2006 15:25:41

. Mame/bddress !

H Save
Refresh List

Ref Mame/dddress !
CROOOO 783 1 BLAMDS DRIVE. TOMBRIDGE KENT THI 2

TLONSDALE AYEMUE TOMNBRIDGE KEMT,
15T PATRICKS MEWS, TONBRIDGE KENT,
1 THE SPIRAL TOMBRIDGE KEMT,TH11 9D
TwILLOW CLOSE, TUMBRIDGE WELLS KE
11 CRUCKSHAMEK waY TUMBRIDGE WELL
11 POPULAR CLOSE. TOMERIDGE KENT, TH
12 BUCKLANDS DRIVE. TONBRIDGE KENT,
12 DARK SQUARE TUNERIDGE WELLS KE
12 GREEW ROAD. TOMERIDGE KEMT.THA
12 ROWLANDS ROAD, TUMBRIDGE WELLS
12 UPLAMDS WALK, TONBRIDGE KENT.TH
13CEDAR CLOSE TUMBRIDGE WELLS KEb
13 PEARL ROAD. TOMBRIDGE FENT.TH10O
14 &VEMNUE GARDENS. TONBRIDGE KEMT,
T4 ESSEX ROAD . TOMBRIDGE KEMT.TH3 2|
14 RIDGEWAY ROAD TUMBRIDGE WELLS,

45 Records

— E
1 CHERRY CLOSE. TOMBRIDGE KEMT TH1( Q‘
1ETHELRED GARDEMS TOMBRIDGE KEN

1 Fecards

-

If you are advised by technical support to refresh (re-synchronise) a property this is where it can be
done. Either click on the property in the property list or use the progressive search facility to locate

it and then click on the [ button. As many properties can be refreshed as required but please do

not refresh properties unnecessarily. Properties can be removed from the refresh list by clicking on it
and then clicking on the 4 button.

' Properties can also be dragged and dropped between the two lists.

To process the properties to be refreshed click on the - button. Unless the synchronisation
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process is busy with a large upload or download all data connected with these properties will be
refreshed to all branches and your website in the background within a few minutes or so. There is no
need to keep this screen open.

= MARKETING EXPENSES

Mo Description H
¥ 1 HIPS Preparation

2 Property Particulars
3 Advertising
4

Wl =] oh N

d
H >

Up to 31 entries can be defined. These are used on the Marketing Expenses Tab of the Vendors Tab
on the Properties Screen.

Significant changes should not be made to existing items unless they have not been used.

Click the & button on the navigator panel to save changes. Moving to another row will automatically
save changes.

= OPTIONS

Automatically Capitalise Property Fields Yes d
Automatically Change Status to 'Under Offer' yes o
Automatically Insert Metric Measurements  Yes bd
Default Price Details OFFERS INVITED IN THE REGION OF

Display Key Features Yes od
Include House Name/Number in EPC Certs  Yes |J
Maximum Characters Allowed in Advert Text 255 ud
Portals/Website Configured to Upload to Our Website,RightMove, TheGuildProperty,Zoopla,allagents Itd,mobiagent,onthemarket.com,ukhomesearch.co.uk g
Review when Archived by Default Mo ud
Restrict Withdrawal Date Access Yes ad
Show HIPS on Property Screen Mo |J
Show Missing Advert & Portal Text Warning  Yes d
Validate Classifications Yes bd
Validate Postcode Yes |J
Valuation Template - Print Floorplan Yes od
Vendor Report Ads, Comms,Matches, Offers, Partics,Price, Purch, Status,Value, Vend, Views ad
Web Enabled by Default Yes |J

Automatically Capitalise Property New paragraphs are automatically capitalised if this option
Fields is set. The fields affected on the Properties Screen are the
summary and full details, the accommodation details, the
bullet points and the directions and additional information
fields.

Automatically Change Status to If set, when an offer is accepted the property status will be
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"Under Offer"

automatically updated.

Automatically Insert Metric
Measurements

If this option is set when imperial measurements are
inserted e.g. 1510" on the fields listed above, the metric
equivalent will automatically be appended so that it
becomes 1510" (4.83m). There should be no spaces in the
measurement.

Default Price Details

The price details field for new properties will be set to what
is entered here see How do | use price qualifiers
(POA,OIRO. etc...)? for more information.

Display Key Features

The Key Features Tab on the Advertising Tab of the
Properties Screen can be hidden if not required.

Include House Name/Number in
EPC Certs

Includes house name/number in the generation of EC
certificates when set.

Maximum Characters Allowed in
Advert Text

The Adwertising & Portal Text field can have the maximum
number of characters allowed to be entered set. This
defaults to 255. The reason for this is that it is used in
adwertising and other reports and is also send to portals. If
this text is too large it will be truncated. See the Properties
Screen Advertising Tab for details on how to specify the
uploads.

Portals/Website Configured to
Upload to

You only have to configure this drop down check box if you
want to be able to specify that certain properties are not
uploaded to all portals or your own website (if hosted by us).
Please note that ticking portals that we have not configured
uploads for you will have no effect.

Review when Archived by Default

When set will automatically set properties for review when
archived.

Restrict Withdrawal Date Access

When set, and the property is set as withdrawn, if the user
does not hawe full administrative access, the date will be set
to the current date and will not be able to be changed.

Show HIPS on Property Screen

If Home Information Packs are ever resurrected the relevant
information can be displayed on the property screen by
setting this option to 'Yes'.

Show Missing Adwert & Portal Text
Warning

When this text is missing a warning is flagged in property
screen. Turn this option off if you do not wish this to be
displayed.

Validate Classifications

Set this option to 'No' to stop validation of classifications in
the applicants and properties screen. It is strongly
recommended that this option is left set as 'Yes".

Validate Postcode

Set this option to 'No' to stop validation of postcodes
throughout the system. It is strongly recommended that this
option is left set as 'Yes'. The only reason for turning this off
would be if you are located outside of the UK.

Valuation Template - Print Floorplan

Set this option to 'Yes' if you want blank floorplan templates
printed when you print a valuation template.

Vendor Report

Vendor Report is a mail merge field that can be included in
vendor standard letters. This field will include events posted
against the vendor and the event types to be included are
controlled here.
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Web Enabled by Default

If you do not want properties web enabled by default e.g. not
to appear on your website or portals when available, under
offer or sale agreed then set this option to 'No'. In this case
you will have to enable the properties individually.

= SALES CHASING DEFINITIONS

Sales | Lettings

Class 01
Class 02
Class 03
Class 04
Clazz 05
Class 06
Class 07
Class 08
Class 03
Class 10
Class 11
Class 12
Class 13
Class 14
Class 15
Class 16

Paid searches to Solicitor
Salicitar applied for deeds
Filled in mortgage forms

Paid survey fee

Filled in fixtures forms

Solicitor sent out contract
Received sellers contract
Local searches applied for
Employes's ieference received
Credit references done

Local searches in

Survey done

Received martgage offer
Booked for sigring

Purchazer aware depasit riles

Signed Contract

Both
Wendar
Both
Both
Wendar
Yendar
Both
Bath
Both
Bath
Both
Bath
Both
Both
Purchaser

Both

LI U< <IN S

Class 17
Class 18
Class 19
Class 20
Clazz 21
Class 22
Class 23
Class 24
Class 22
Class 26
Class 27
Class 28
Clags 29
Class 30
Class 3

<IN < I < << <N €

Sales Chasing definitions can be defined separately for sales and letting's.

Up to 31 entries can be defined. These are used on the Sales Chasing Tab of the Sales/Rent Status

Screen.

Significant changes should not be made to existing items unless they have not been used.

The drop down box can be set as applicant, vendor or both and will be visible or not on the sales
chasing tab accordingly.

Once all changes are made click on the - button to save them.

= STATUS COLOURS
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Y aluation [~ =]
Mot Released .‘d
Awailable [~
Available dgain [ ol
Under Olffer [~ F]
Sale Agreed ] u‘d

Exchanged il
Completed I h‘d
Completed [Paid) e
Withdrawn e

You can define the colours you wish to be associated with each property status. Standard colours

can be selected from the drop down list. Custom colours can be created by clicking on the -
button.

= TEMPLATES & DOCUMENTS

Wiord Templates
| [ [T |

Template Mame kd

LURL Path for Online Documents

Brochure
Floorplan hittp: A content. metropis, comdpd

Yirkual Towr

Word templates can be created, edited or imported. Microsoft Word is no longer used to edit or
generate templates.

See How do | create a Word template? for further information on Word templates.

The URL Path for Online Documents is the default link to be used if you wish online documents to
be used in upload to portals. Only portals that use the Rightmowve upload specification support this.

= PROPERTY/VENDOR REVIEW
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Include these Statuzes in Yendor Bewview

|w] W aluation

|+ Available/To Let

|« Under Offer

|w] 5 ale AgreedUnder Application
|w] Exchanged/Let

|»]| Completed

] withdrawn

|w] Mot Releazed

Inzlude thesze Statuzes in Property Beview

| ¥ aluation

| | &vailable/Tao Let

|| Under Offer

|v] 5ale &greedUnder Application
|w] Exchanged/Let

|« Completed

|| withdrawn

| Mot Releazed

If you don't want vendors or properties as applicable to be reviewed when their properties are at a
certain status the applicable status can be unchecked here.
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b ail Server mailkiost. zen. co.uk

This will either be the smtp server details provided by your internet provider or the address of your
Microsoft Exchange Server.

= UPGRADE EAP

[fwou click the "Upgrade" button with an invalid code
the software will no longer function. If contacting
support please quote the following 10

F47FA179

Enter Code

|lpgrade |

This is where the licensing information in connection with Estate Agent Pro is entered.
When instructed to do so by technical support a new release code can be entered here.

If an incorrect release code is entered, Estate Agent Pro cannot be used.
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9 Troubleshooting
| WANT TO SEND YOU AN IMAGE OF MY SCREEN, HOW DO | DO THIS?

To capture/copy a screen image to the clipboard when using windows, you can press either Ctrl
+Print Scrn to capture the entire screen or Alt+Print scrn to capture the current window.
You can then paste this image into a word document and send it to us as a file.

WHY CAN'T | SEE MY IMAGES WHEN | PLUG MY NEW CAMERA IN?

EAP will have been set up to look for images in the folder used by your previous camera. If the new
camera is using a different folder,your system administrator will need to reset EAP to use it also.

WHY IS THE COMPANY INFORMATION SCREEN ASKING FOR APOSTCODE?

If you are running an install of EAP, after entering the release code a screen will come up where you
have to enter your company details.
The address field should be a minimum of four lines and the last line must be a full valid post code.

' Postcode letters must be capitals and make sure you have not accidentally entered a blank
line or space after the postcode. Also, make sure that a capital letter O has not been used where a
zero 0 should be and vice versa.

WHY CAN'T | SEND EMAILS?

First, please ensure that you have an internet connection. If this is okay then please contact your
system administrator and ask them to check that the correct authorisation settings are set.

WHY IS EAP DISPLAYING A $ SIGN IN CURRENCY FIELDS?

EAP does not hawe its own currency setting, like most applications it relies on picking up the
currency from the Windows operating system. Please can you check that the ‘Regional settings’ are
correct on your computer.

Note that if you are on a Windows 7 machine, there is a known Microsoft bug that causes issues
with applications written in Delphi such as EAP. It seems that if the correct ‘Locale’ info is selected
during the Windows installation, even though it will then show correctly on the regional settings
screen, the Windows operating system returns the wrong information when a Delphi program
requests it.

To correct this please try the following:

In the Windows Control panel:

Change the "Format" setting to "English (USA)",
Click [OK].

Restart your computer

Change the "Format" setting to "English (United Kingdom",
Click [OK].

Restart your computer
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Troubleshooting

ERROR WHEN GENERATING AWORD TEMPLATE

There are several issues that can cause an error when generating a word template, how they are
dealt with will depend on the message Microsoft Word displays.

If it is an 'Access \iolation' message, the first thing to check is that Microsoft Word is installed on
the computer. If it is installed, try closing down the machine, then after restarting it, go directly into
Microsoft Word and check that the 'User name' and 'Initials' are set. This is a known issue with
Microsoft Word 2007, to find the settings follow the path, Word >Office Button > Word Options >
Popular.

It the message is something along the lines of 'Word cannot create document 'c:\doc....
\templatename.doc', it will be due to a previous version of the file being locked. The simplest way to
resolve this is to restart your computer.

If the message is 'Word cannot start the converter mswrd632' this is due to a Microsoft Windows
registry setting, so should be dealt with by your IT engineer. If they need advice on this get them to
contact Technical Support.

WHY IS MY APPLICANT NOT MATCHING ANY PROPERTIES OR VICE VERSA?

In the case of an Applicant, the first thing to check is that ‘Yes’ is selected in the following panel on
the Applicants Screen:

b atzhing

[hizlude in es o send Textz  es |

If a property ensure there is an entry for each Classification on the Properties Screen:

Classifications

Tenure Freehold ad
Tvpe House W |
Skyle Detached ad
Age Period [ |
Garden 3+ acres |
Lacation Mon-Eskate ad
Area Rural b
zaraging Garage ad

and that the sale status is Available, Under Offer, Sale Agreed or the Letting equivalent.

If these are set correctly, then the reason will be a mismatch between the applicant’s criteria and the
criteria of the property. To check this make a careful note of the applicants criteria, then use the
Property search in the Report Generator Screen to filter the results by adding more and more of the
applicants criteria until the property disappears from the list of matches.
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What's New
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10.1

What's New

Recent Changes

3.5.1.129

3.5.1.128

3.5.1.127

3.5.1.126

3.5.1.125

3.5.1.124

3.5.1.123

3.5.1.122

3.5.1.121

’ Please note that specific versions may not be released but will instead be
rolled into the next release.

¢ New Edge version of Google Maps is now used. The necessary Microsoft Edge2
DLL's are provided.

¢ Invalid characters in the document name of Property Particulars is now trapped
when saving the document.

¢ In the Property screen the Tax Band can be set as "New Home" indicating that it
is unknown.

e Further changes for using Microsoft Word 365 remotely.

e Additional code added to try to resolve why Property Particulars cannot be
generated in Microsoft Word 365 when running EAP remotely.

¢ The mapping column has been added back into the Property Classifications
screen in Admin. It is not necessary to map property types,styles, etc. if you are
populating the Rightmowe classification drop-down box on the property screen.

¢ Not Released properties can only be set to Available unless done by an Admin
user.

¢ Fixed issue when matching applicants from the Property Screen and selecting to
match only those applicants that you are set as the negotiator.

e Trapped error in Sales Pipeline when a property does not have a sale agreed
price set.

¢ Fixed issue with appointments not always being written to the diary.

e Tentative and provisional accompanied viewings are now entered into the diary.

e Solicitors Instructed button has been added to the Modules section of the main
form. This will include all non-archived properties and applicants. This option is
only available for EAP Enterprise and Destiny. There is also an option in
Reports>Generate Whole Database Reports to do it for just properties or
applicants respectively. It is also available as a standard report on the Properties
tab. When used from here it will include all filtered properties that have a solicitor
assigned.

e [f there is an error opening MS Word when generating templates the EAP
message displayed now includes the error returned by MS Word.

e Fixed issue with changes to viewings not always updating the diary.

e Fixed issue introduced in previous version with #Users error a resernved table
name being displayed when the Client Review form was displayed.

e YTD Statistics now includes applicant registrations.

¢ Fixed issue when the date of the viewing in the Viewing screen was changed, the
old appointment was not being removed from the diary.

¢ Fixed issue with the Inc Archived properties button not working in
Reports>Generate.

e Changed internal dialog used when exporting any file.

¢ Fixed issue in Sales/Lettings Status screen where Pipeline (Sales Chasing) date
is not saved when it is cleared.

¢ Pipeline (Sales Chasing) dates are now cleared when a property falls through.

¢ Fixed issue introduced in version 3.5.1.118 where editing users in Admin became
read-only.
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3.5.1.120

3.5.1.119

3.5.1.118

3.5.1.117

3.5.1.116

3.5.1.115

In Admin>Options the left hand side menu can now be collapsed.

Fixed issue in Reports>Generating>Properties Search tab in that sorting had
been accidentally switched of in the previous version.

Fixed issue with Mortgage Referrals screen not being able to view the associated
property.

Pop-up windows have been reverted to being rectangular to avoid the Invalid
operation in GDI+ (Code: 1) error.

Internal changes in applicants screen to speed up the opening in certain
circumstances. The number of live (non-archived) applicants has a direct bearing
on this so it is important that applicants are archived when no longer looking for a
property.

The advanced filter in Reports>Generator>Properties tab now has access to
Pipeline (Sales Chasing) dates. These are only available for non-archived
properties.

Additional columns can now be made \isible in Reports>Generator via the
Column Visibility button. This applies to both tabs. Reopening the screen reverts
to the default setting.

In Admin>Options>Company>Users the user list is now sorted alphabetically.
When a roaming user adds a property or applicant they are prompted as to which
branch this is for.

In the property screen, the match button is now disabled unless the property
status is available, available again, under offer or sale agreed. If you attempt to
match a sale agreed property then confirmation will be required.

When changing skins the name of the skin is now displayed and the current skin
is selected.

Added an option to set a user as roaming. This is only enabled for companies
that have multiple branches, and should only be used if the user mowves between
them. When used this will set all activities as done by the property/applicant
branch, rather than the user branch.

Available properties can only be reverted to Valuation or Not Released by an
admin user.

Hopefully fixed error Invalid operation in GDI+ (Code: 1) when certain skins are
used, if not more information is provided in the error message to be able to track
it down.

In the Sales/Lettings Status screen, when the property status had previously
been set to sale agreed, the property status cannot now be set to any status
less than sale agreed without setting the fall-through date first. Previously it was
only checked if the status was changed to available/available again.

As providing council tax band and tenure are now a legal requirement, these
fields have been added to the Sales/Lettings Status screen. When the property
status is changed to one that would be uploadable, they are checked and an
error message is displayed if they are not entered.

There is now a setting in Admin>Options>Property/Vendor>Options to set "Use
Word for Property Templates”. When this is set to "No" an internal editor is used
in place of Microsoft Word.

The Viewings screen now has a button to force update/delete the viewing entry in
the diary.

¢ The Force Refresh screen in Admin can now be searched.
e Fixed intermittent error when refreshing properties in that the list displayed could

wrongly be applicants.
When automatically posting a viewing to the diary any error was trapped, but not
reported. This has been changed.
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What's New

3.5.1.114

3.5.1.113

3.5.1.112

3.5.1.111

3.5.1.110

3.5.1.109

3.5.1.108

3.5.1.107

Fixed issue which occurred sometimes when trying to view sent letters.

Fixed intermittent problem when importing documents/files.

Fixed issue when clicking on the "Colour" button in the image editor.

Fixed issue with Google Maps not displaying. This was because they retired the
version we were using. Please note that support for the version will end
completely in August 2022. Before then we will switch to a new version but this
will require additional Windows dlI's to be installed.

Fixed issue in Mortgage Referrals report where incorrect exclusions were being
applied in non-referrals.

Fixed issue when double clicking on an applicant in the
Reports>Generate>Applicant Search tab it was always displaying the first
applicant instead of the one double clicked on.

The dialog that shows all warning/information/confirmation messages now has a
scroll bar if the message is too large to fit. The size of the dialog can also be
increased by means of the size grip.

Fixed issue where Sales Chasing tab was displaying sales chasing descriptions
for rental properties.

Error logs and spell-checking dictionaries are now in their own sub-folders. Users
need full access to these folders but only read access to the main EAP folder.
Fixed problem adding vendor documents.

Fixed error when opening Applicant List report from Reports>Generate>Applicant
Search tab.

Fixed problem with no results being displayed when doing an email search from
main screen.

Fixed problem in Mortgage Referrals>Non-Referrals where reason for non-referral
could be displayed incorrectly.

When adding users a check is done that the username and initials are unique.
When opening EAP the main screen is now shown behind the login screen and
the login screen is centered in it.

After logging in, a screen is now displayed showing the progress of initialising
EAP.

Boomin update mechanism has been changed to use their live update so
postings will now be made immediately after receiving an upload via the EAP
synchronisation senice.

Fixed issue of unused property classifications being displayed in
Reports>Generator>Properties>Advanced Search.

Fixed issue of when ticking/un-ticking the check box in
Reports>Generator>Applicants the wrong applicant was displayed on the screen.

¢ Archived applicants can now be restored by a user from any branch.
¢ Fixed error when printing applicant card.

Fixed intermittent error when closing property screen.

Fixed issue when sending an email from the Property Communications screen
incorrect emails could be shown in the To box if the applicant is set as buying/
renting another property as well.

Fixed error when saving N/A value in Chain Milestones.

Fixed issues introduced in version 3.5.1.106:

0 Same property was appearing multiple times in the Property Review.

0 Matching from the Applicants screen throwing an exception when advanced
search criteria was selected.

0 Opening the Property screen Valuation template was throwing an exception.
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3.5.1.106

3.5.1.105

0 Opening the chain from the Sales screen would sometimes throw an
exception.

o Clearing or setting all classifications in the Property/Applicant Filter screen
would throw an exception.

o Error validating classifications when saving an applicant.

All classifications can now have an unlimited number of items in them. Previously
it was limited to 31. As well as property classifications this includes applicant
classifications, vendor classifications, status, response monitoring, financial
senices, sales chasing, search criteria and advanced search. This sounds
simple but it is a major structural change to the database that affects a lot of
screens such as Properties, Applicants, Reports, Chain, Matching, etc. In the
case of the search criteria the respective fields have been remowved from the
applicants record and are now stored in a new table. In the case of the advanced
search, if used, the respective fields have been removed from both the applicants
and properties table and stored in new tables. And finally the date fields in Sales
Chasing have also been removed to a new table. This has been done
automatically as part of the update and the change should not be noticeable.

All of the abowe classifications, except for Sales Chasing, are now alphabetically
sorted when displayed in EAP.

Property, Vendor and Applicants sub-classifications can now be deleted. Care
should be taken when doing so and the associated fields in the Property, Vendor
and Applicants tables will be reset.

Sale Status, Response Monitoring, Sales Chasing, Marketing Expenses and
Financial Senices Classifications can now be deleted. Care should be taken
when doing so and the associated fields in the Property, Vendor and Applicants
tables will be reset.

The Sales and Lettings Chasing tabs layout has changed and now displays a
strike-thru where applicable for a milestone.

Speeded up the opening of the Property Review screen.

The EAP temp folder on each users PC, normally c:\Users\Public\Documents
\EstatePro\TEMP, is now cleared on opening EAP. The email debug log
(EmailDebug.Log), if activated, is also saved in this folder so if you need to
access it please do so before the user logs back in.

The amount of data written to the email debug log has been reduced. It now does
not include sent images and attachments.

Fixed issue when saving cancelled viewings a message was still being displayed
regarding the sending of automated email (if used). It was also not setting the
Diary reload flag.

The banner screen which is initially displayed in EAP and when no other screens
are displayed has been enhanced. As well as the settings in
Admin>Options>Company>Images/Documents to set Banner Image and Banner
Message there is now a third option called Composite Banner. Creating a
Composite Banner overrides the other two. An internal Word like editor is used to
configure this and gives you full control over what is displayed including the
background color. When this document is changed it will automatically be
updated on all users screens when they have not done anything in EAP for one
minute.

Contact Details on the Property screen now includes a graphical column to
indicate whether the entry is for the primary or additional vendor. Additionally the
primary vendor's email details are now shown in bold. If a default email is set then
only that one will be displayed in bold. This also applies to the Applicant screen.
Emails sent to an additional vendor now also include the primary vendor in the To
box. This can be remowved if not applicable.

Price History report now gets its data from the same source as the Activity report
and has additional info.

Fixed issue when deleting all images from a section in the Images screen where
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What's New

3.5.1.104

3.5.1.103

3.5.1.102

3.5.1.101

3.5.1.100

3.5.1.99

3.5.1.98

they would be cleared from the screen, but not actually deleted.

Fixed possible issue with sending of bug reports when using Microsoft 365 as
email sener.

Fixed issue when a Word Template was saved. It incorrectly set the type which
resulted in it being deleted when a new version of EAP was installed.

Emails were failing to be sent if the email server is Microsoft 365. This was due
to a change in the minimum security settings required by Microsoft. Additional
email security settings have been added to get round this.

If the Email Debug Log is activated this also now works if emails are sent in the
background..

¢ General speed improvements when retrieving data from the database.
e Changes to the Property Valuation Screen :

0 Appointments view was not being set to the date of the valuation when opening
the screen.

o Instructions on how to cancel a valuation are now included on the Valuation
screen.

Error fixed when grouping by the Branches column on the Viewings screen.

Fixed error introduced in previous version when adding any client (vendor,
applicant, etc).

All date input fields no longer throw an exception if a wrong or incomplete date is
entered. Instead the error is trapped and focus will remain on the date field until it
is corrected.

When using automated viewing emails errors when sending are now recorded in
the database and are \isible in the Viewings screen. There is also a list of all
errors available in the Viewing Auto-Emails screen which is accessible from the
main screen Modules section.

At some point, fairly recently in the past, the display of images in the relevant
sections of the capture screen had changed to being ordered by rows instead of
columns due to a change in an underlying component. This was making it difficult
to set the order of the images and has now been resolved.

When sending emails to a vendor any additional vendors are now automatically
included in the To box.

When sending automated viewing emails to the vendor it is now also sent to any
additional vendors.

Warning The Google Maps screen will shortly stop working due to Google
dropping support for Internet Explorer which this screen is based on. Whenever
the Google Maps screen is opened a warning to this effect is displayed at the top
of the screen by Google. EAP will be changed in the near future so that Microsoft
Edge (Chromium) is used and will not work without it. This is automatically
installed by Windows Update but it is also necessary to install Microsoft Edge
WebView?2 run time which for some reason or other is not automatically installed.
We believe this is installed when upgrading to Windows 11. EAP will prompt to
install this for you.

Height of address row increased in the Milestones tab of the Chain screen so
that 5 rows of the address can be displayed.

Fixed issue with vendor or applicant solicitor override not being displayed in the
Chain screen.

Fixed error when doing a non-FS Referral from the Properties screen.

Due to technical reasons there is now only one bar displayed on the Chain form.
Only the relevant buttons are enabled depending which tab you are on.
Sometimes when pasting from other sources into rich text edit fields with spell
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3.5.1.97

3.5.1.96

3.5.1.95

3.5.1.94

3.5.1.93

3.5.1.92

3.5.1.91

3.5.1.90

3.5.1.89

3.5.1.88

3.5.1.87

3.5.1.86

checking enables, such as advertising text, an External Error exception was
displayed. This has now been trapped.

The Milestones tab of the Chain Screen Down section is now sorted in the
correct order.

The Milestones tab of the Chain screen now indicates which of the properties in
the chain are yours by displaying an image at the bottom right of the column
header (address). Clicking on the header will display the Sales Status screen.

The Chain screen now has the option to show/edit the Milestones (Sales Chasing
Definitions) for all properties in the chain at the same time. This applies wherever
the chain is opened from. It is disabled by default and can be activated in
Admin>Options>Property/Vendor>Options. Further detail are available in the
Chain Flow Screen.

Added Available and Available Again and removed Withdrawn to the Sale Status
options changed in the last version.

Fixed error when opening the Dashboard Validity check.

Sale agreed properties can now be restricted to only being able to change the
status to exchanged or withdrawn unless the user has full administrative access.
This is enabled in Admin>Options>Property/Vendor>Options>Restrict
Withdrawal Date/Sale Agreed Access.

When deleting a classification in admin the timeout is how unlimited.

Fixed error when adding merge fields to Word Templates. It has been necessary
to slightly change the look of the pop-up window that displays these controls.
Fixed error when clicking on Print Preview button in Clients Review screen.

Added back the Import button in Admin for Word Templates.

The mortgage referrer is now a drop-down box where the username can be
selected. Automated email referrals (if used) are now sent from the referrers
email address.

The branch a property is to be uploaded to Portals as can now be set on the
Property screen (only applies when you have multiple branches). At least local
admin access rights are required to be able to set this. Can also be filtered on in
the advanced filter on both the Property screen and the Report Generator.
Dashboard chart display changed to make actual/target values more easily
visible.

Two additional columns added to the SSTC section of the YTD Statistics screen.
The net number of sales and the accumulation of this.

There is now an option in Admin>Options>General>Options to restrict permanent
deletion of archived properties/applicants unless the user has full administrative
access. By default this is off.

Vendor classifications are now available as merge fields in standard letters.

The Valuation report, available from the main screen, now includes the
negotiator's initials.

There is now an option in Admin>Options>Property/Vendor>Options to restrict
Withdrawal Date Access. By default this is off. When set, and the property is set
as withdrawn, if the user does not have full administrative access, the date will be
set to the current date and will not be able to be changed.

Fixed bug when all 31 Response Monitoring entries were defined.
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3.5.1.85

3.5.1.84

3.5.1.83

3.5.1.82

3.5.1.81

3.5.1.80

3.5.1.79

3.5.1.78

3.5.1.77

3.5.1.76

3.5.1.75

3.5.1.74

Fixed bug when editing MS Word templates.

Beta Pipeline module changes. Filter button added. Pipeline referral branch
added to the Properties screen (this can be filtered on). Referring branch spilit
amount added to the Admin Pipeline Branches screen. Calculations changed to
take into account referrals. If there is no referral then the listing branch will get
both the listing and referral percentage split.

Beta Pipeline module changed so that a Pipeline branch can be set per user.

When viewing stored Excel or Word documents they are now opened internally
within EAP rather than using Excel/Word. This has the advantage that they can
be edited and sawed.

Beta version of new Sales Pipeline module available for EAP Destiny users.
There is no documentation available for this yet. If used this should be defined for
each property and will appear under vendor classifications. Exiting properties
have been automatically updated and new properties will be automatically
assigned to the users branch. This will only need to be changed if different.

Further optimization when retrieving contact details.

Fixed issue where the initial price of a property was not correctly recorded in the
property history.

Fixed issue when filtering in Mortgage Referrals screen.

Changes made to ensure contact lists on all screens are not duplicated.

The contacts grid on the Viewings screen is now limited in width according to the
size of the screen.
Fixed error when trying to change the colour of an image from the image editor.

¢ Fixed error when refreshing a property if there is only one branch defined.
¢ Trapped error "Cannot release theme Aluminum" which happens under certain

circumstances when exiting EAP.
Minor bug fixes.

There is now a setting in Admin>Options>Property/Vendor>Options to include
the House Name/Number in the new EPC Certificate image. The default is to
include it.

Fixed issue when trying to view old templates that were stored as Word
documents, rather than PDF's.

In multi-branch installations the email server being used is now shown in the
status bar of the main screen.

Following government changes in EPC certificates, an EPC New Style flag can
be set which will generate an EPC Certificate image rather than an EIR graph. All
new properties will be automatically set to the new style. The EPC Certificate
image will not be uploaded to Rightmowe, etc. until a certificate number and valid
until date has been entered. Both the certificate number and the valid until fields
are available in standard letters. See the EPC Screen for more info.

There is now an online documents entry for the EPC Certificate in the Adwvertising
Screen. This entry is also available as a mail merge field in standard letters.
Fixed the problem with the Standard Letters editor in Admin>Options>General
freezing when being maximized.

Fixed issue in the Viewings screen where, if there was only one viewing, the
contact details were not being displayed.

Fixed slow-down in loading diary caused be new features in to do list
implemented in previous version.
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3.5.1.73

3.5.1.72

3.5.1.71

3.5.1.70

¢ Images screen now displays portrait images without them being stretched.
¢ Users can now be given limited access to editing archived properties. Any

changes will not be recorded as activities.

Major internal changes have been made to the Viewings screen, wherewer it is
opened from. It's visual appearance is slightly changed so that more
appointments can be seen. The viewings screen was slow because it loaded all
viewings and then just applied a filter to them. It now only loads those viewings
required. In the case of the Viewings Review, only non-completed viewings are
loaded. A filter is still applied, and can be closed in order to correct any changes
made by mistake since the screen was loaded. Opening the screen is much
faster and saving changes has been made as fast as possible but, depending on
the changes made, a lot of updating of the database is done including updating
the diary for accompanied viewings, client reviews, property statistics, activities,
etc.

The PDF viewer now always uses our own internal viewer and is not dependent
on Adobe being installed. When viewing PDF's they previously were saved to disk
prior to viewing. This necessity has now been remowved.

¢ The Ravensworth Print module has been remowved.
e Some of the internal icons used have been changed.

Tasks panel on Diary screen is now grouped by Properties (if assigned to the
task).

When cloning a client the time taken to display the list of clients has been
improved.

A button has been added on the Additional Vendors tab of the Property screen to
add an additional vendor using the primary vendor's details. The equivalent button
has also been added to the Applicants screen.

Some additional informational columns are now displayed when refreshing a
property and the filtering has been improved. There is also an option to refresh
properties overnight rather than immediately.

Fixed issue when generating a sales memorandum, if the applicants solicitor had
been owerridden in the applicant screen, this was not being used.

When saving images, if an image had changed within a section, even if it is just
the order, they were previously deleted from the database and re-added. This
mechanism has now been improved so that only data changed is then needed to
be re-uploaded.

Improved the functionality of YTD Statistics and mowved it from Reports to the
main screen, Modules section. See the YTD Statistics Screen for more info.

Fixed issue with the price and fee for fall through's being blank in the Activity
report if the fall through date was set at the same time as resetting the property
to available.

The Activity report now includes commission for Offers Rejected/Withdrawn.
There is now a per user option to keep a debug log of the email sending
process.The setting for this is in
Administration>Options>Company>Users>Communications tab. This option will
have no effect if you are sending emails in the background. This should only be
activated if you are having problems sending emails and should be switched off
immediately after any problem is resolved as the contents of the file will become
very large. The log file is called EmailDebug.Log and is stored in a sub directory
of the shared documents folder. This is normally C:\Users\Public\Documents

\EstatePro\TEMP.

Administration>Options screen menu layout changed to a more modern look.

¢ For Vendors, the Client Review screen now indicates which property the focused

row refers to.
Each property now has its own next review date and review frequency on

© 2022 Estate Agent Pro Ltd



384

What's New

3.5.1.69

3.5.1.68

3.5.1.67

3.5.1.66

3.5.1.65

3.5.1.64

3.5.1.63

3.5.1.62

the main tab of the Property screen in a new Review section. This is initially

populated from the corresponding client entry.This is completely

independent of the equivalent client settings.

The properties last review date can be filtered on in the Report Generator

screen by using item Property - Last Review Date (the last review date is

still available to be filtered on by client).

The Progress Review screen has been renamed the Property Review screen

and has been changed as follow:

o Itis now based on the new property next review date rather than the
client review date.

o Reviewing a property will not update the clients next review date (unless
this is automatically triggered by sending a letter, etc) .

o There is no automatic updating of the property’s next review date from
anywhere else in the application.

o A Vendor/Landlord column has been added so that it can be sorted and
grouped on.

Increased timeout on custom reports.

Added a documents tab to the Clients screen. Works the same as applicant and
vendor documents.

Fixed error when refreshing a property if there is only one branch in the database
or the option to use multiple branches in a single installation has been activated.

When automatically sending Mortgage Referral emails in the background some
were being skipped because the negotiator was not the same branch as the
vendor/applicant. This has now been fixed.

When Mortgage referrals were set to be validated, not all fields were being
validated for rental vendors/applicants. These are now also validated if the FS
Module is set to include rental properties.

After using the "Quick Tick" option in the Applicant Match screen the selected
letter is now refreshed.

In Particulars screen improved the trapping of errors when entering
measurements into the details box and automatic metric conversions are
enabled.

New FS columns added in previous version are now displayed in the Mortgage
Referrals module.

Fixed problem when exporting list of applicants or properties to Excel CSV from
Reports>Generate screen.

Fixed problem owerriding the Vendor's solicitor.

The new FS Items FS Appoint Date/Time, FS Cancelled and FS Appoint Where
can now be filtered on using the advanced filter in the Reports>Generate screen
for both applicants and properties.

Dashboard values are now calculated based on saved statistics. Sales are now
net of fall thru's. Instructions are now net of withdrawals.

Mortgage Referral emails, if used, are now sent in the background by the
synchronisation senice. Emails are sent on behalf of the negotiator and will only
be sent if GDPR permission is given and a mortgage is required. From now on
the date/time the email was sent will be shown on the respective Mortgage
Required tab. The referral can now be set as cancelled together with a reason for
the cancellation. The reasons can be defined in
Admin>Options>Modules>Financial Senices.
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3.5.1.61

3.5.1.60

3.5.1.59

3.5.1.58

3.5.1.57

3.5.1.56

3.5.1.55

3.5.1.54

Sales/Lettings screen, Central Notes tab, a Whom column has been added with
options to select, by default, Vendor, Vend Solicitor, Purchaser, Purch Solicitor
& General. The row is now colour coded based on these settings. The default
entries and colours can be changed in Admin>Options>General>Central Notes
Whom. See Central Notes Tab for more info.

Appointment Date/Time and where added to both applicants and vendors
Mortgage Required tab.

There is now a new ICO section on the Client's Screen. The ICO Expiry Date can
be searched on in the Advanced filter tab of theReport Generator Property and
Applicant search.

The print preview on the Viewings screen now has the option to exclude the
vendor's contact details.

The last amendment date/time can now optionally be shown for dated notes on
the applicants screen, properties screen and the central notes of the purchase
screen. It is not visible by default and can be set in Admin>Company>Users on a
per user basis.

Changing/creating a valuation was not updating the main diary unless a refresh
was done. Fixed.

The Property Lease screen was not showing the estate agent's contact details.
This has been fixed.

Speeded up changes to the viewing screen when the date/time of the viewing has
not been changed.

Fixed a problem using the Del key to delete appointments in the Diary screen.
When doing so this was causing the diary to become non-responsive.

When using automated viewing emails, and a confirmation letter is defined for
vendors, the message displayed now says that the email will be sent to both
applicant and vendor.

Applicant matching was sometimes generating an error, This only happened in
some circumstances and has now been fixed.

The Reason and Method column widths in dated notes (where used) have been
made a fixed size.

Running EAP twice on same PC, even accidentally, was deleting the EAP temp
folder on the users PC when the 2nd invocation of EAP still needed to use it to
send emails. This then resulted in a WIndows error stating that the folder could
not be found. This has been fixed.

Automated viewing emails can now also be sent to vendors/landlords. Because
this can now be defined for both applicants and vendors, this admin option has
now been mowved to Modules.

Non-trial versions of EAP can now be opened multiple times on the same PC but
different user login/server must be used.

When this web enabled check box was moved from the properties screen to
the advertising screen the code to store this change in the property's
history was not moved with it. This has now been reinstated.

Fixed error in Dashboard when there are no values for a new month/quarter.
When changing the vendors commission rate/amount the new calculated amount
was not being shown in the Activity report. This has been fixed

When matching rental applicants from the Property or Applicant screen whether
they rent per week, month, quarter or annum is adjusted for comparison
purposes so that it matches that of the property. This will not affect any display
values.
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3.5.1.53

3.5.1.52

3.5.1.51

Vendor last review date can now be filtered on in the Reports>Generate>Property
tab.

An unlimited number of identification documents can now be entered on the
identification tab of the Clients screen.

Advanced Money Laundering (AML) Risk Assessment with automatic score
calculation has now been added for both applicants and vendors. There is a
setting in Admin>Options>General>Options to make the completion of these
details mandatory when a property status is changed to Sale/Let Agreed. This is
false by default. This screen is also accessible from the Sales/Rent screen.

The AML Total Score and whether it was referred to your AML officer can be
filtered on in Reports>Generate for both applicants and properties.

Default tenancy fees can now be inserted via a button on the
Adwertising>Tenancy Fees tab. The default template can be defined in
Admin>Options>Company>Images/Documents. This is a plain text field.

if you have lots of matches, depending on the speed of your server and network
ticking which applicants/properties to include can be slow as this has to load the
letter and contact details and also record that a match has been done or not. To
get round this a button has been added to the toolbar which opens a new screen
which does not do any updating until it is closed.

¢ Resolved the problem when opening viewings from the offer screen.
¢ Resolved problem with not being able to filter by negotiator in the applicants tab

of the report generator.

Some cosmetic changes made for better support of screens that have been

changed from the default 100% resolution.

Registering an applicant as a vendor and registering a vendor as an applicant was

not scrolling to the new record correctly.

A hybrid scroll bar, similar to that of Windows 10, is now used throughout EAP.

This has the advantage of taking up less screen space in narrower tables unless

it needs to be displayed.

The Viewings screen was not always displaying the contact details for the first

viewing in the list when initially opened.

Any changes made in the Valuations screen are now saved when generating a

Valuation Template.

Fixed problem where Whole Database Report, YTD Statistics was not correctly

showing Offers.

Fixed problem when automated confirmation emails are defined a confirmation

email was not being sent to the applicant if the viewing was added and saved and

then at a later stage V.Conf and A.Conf ws being ticked.

Users can no longer be deleted if they are still set as the negotiator, sales

negotiator, etc. of an active property.

It is now possible to just use one sener for multiple branches providing the

hardware and network infrastructure is in place to support this. There is now a

setting in Admin>Options>Company>General but this can only be changed by

EAP Technical Support as there are other changes that need to be made

external to EAP. When the is set the following applies:

0 In Admin>Options>Company>Users all users are displayed and the branch
they are assigned to can be changed.

0 The users username must be unique. This can be changed if they move
branches. When logging in the branch they are assigned to is their "Active"
branch. If there is a duplicate username an error will be displayed and they
cannot login.

o0 The amount of data synchronised is reduced to only that required for onward
transmission to portals. Also there is no need to download any data so this
owverhead on the server is totally remowved.

o An Admin>Options>Property>Vendor>Force Refresh any branches property
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3.5.1.50

3.5.1.49

3.5.1.48

3.5.1.47

can now be refreshed.
o In Admin>Options>Company>Branches all branches can be edited.
If a stored letter was sent by email it can now be resent from the Draft/Sent
Letters screen. This will automatically add email headers/footers. The new email
will also be stored.

Minor changes can be made to automatically generated activities on the Activity
form. This is off my default but can be enabled on a per user basis. It is
suggested that his option should only be made available to very few users and is
purely available for the correction of mistakes.

In draft & sent communications the description column can now be changed.
Memorandum of Sale now has the option to hide the vendors address..

Fixed problem when opening viewings screen from some places that it was not
being positioned to the most recent viewing.

Resolved an issue that only occurred only if the Windows font/app size had been
increased. The only place this appears to have caused a problem, besides, the
application looking ugly in places,was when opening the diary to select a new
viewing date/time. It is not recommended to change these settings. A "Select"
button has also been added to this screen in case there mouse clicking timing
issues when using Windows Remote Desktop.

Added the Property Manager field to the Properties screen. This can be used in
the advanced filter on both the Properties screen and the Report Generator
screen. Also added to Property Management alpha test.

The dashboard now has a check box in the YTD Statistics toolbar section called
"Use Activities". Ticking this will get the YTD statistics from the same source as
is used in the Activities screen. This will enable multiple activities per property to
be reported on. This is test functionality and will become the default method once
fully tested.

Fixed problem generating the Progress Review screen.

Fixed problem when adding new viewing where the diary is not being displayed in
order to select a date/time for the new viewing.

Fixed problem when adding a viewing for the applicant match screen.
Reports>Generate was opening with the Applicants tab selected instead of the
Properties tab.

From this version on references to Property Management will start to appear.
This is the new chargeable module for property management of both sales and
rental properties. These options will be disabled until a beta release is available
and you wish to participate.

Fixed problem when changing the asking price in the Sales screen the internal
User Price Details field was not being updated.

Fixed problem where if in Admin/General/Option, Applicant/Vendor — Validate
Mortgage Required set to No, this was still being validated in the Applicant and
Property screens.

Fixed problem with stored documents. When sending a communication by any
means other than email the description shown in the sent letters form was
displayed as something like {28ADF184-63FD-408D-818E-6E992FC273C9}
instead of the name of the letter.

Fixed problem with Valuer column in Generate>Reports>Properties when
archived properties are included and valuer is filtered on.

Fixed issue In the respective Sales/Lettings screen available from the Properties
screen where some validation checks, such as setting the Lettee, were not being
made for lettings properties.

Fixed problem with duplicate automatic viewing confirmation emails being
wrongly sent.

Whole database report Agency Agreement now includes columns for Agency

© 2022 Estate Agent Pro Ltd



388

What's New

3.5.1.01
to
3.5.1.46

Type, Weeks Agreed and Active e.g. not expired.

Whole database report Sale Board Location has been changed to include the
managing Branch.

When the property sale/rent status is set to Withdrawn all property dates are
reset.

Lettings statuses are now more in line with sales statuses e.g. equivalent of
"Sale Agreed" is "Let Agreed" and "Under Offer" is "Under Application".
Fixed problem when matching applicants to properties and selecting just your
own properties.

When the property status is turned back to valuation, for example if it is
unarchived for re-sale, you are no asked if you want to delete the previously
entered valuation details.

The database has been completely restructured to allow us to more easily add
new functionality in the future with particular emphasis on multi-branch usage.
This has mainly been to remowe the linking of tables by property reference and
applicant reference. Any custom reports will have to be changed to use the new
structure.

On installation/upgrade 64 bit versions of the EAP Senver senice and EAP Client
Senice are installed on 64 bit operating systems. 32 and 64 bit versions of the
application are also installed.

The registration process within EAP has been changed to use a more simple,
drag and drop, mechanism. It is no longer based on the machine ID of the PC
where it is installed. See the Registration Screen for more information.

The mechanism for adding another branch's property/applicant introduced in
version 3.4.1.21 has been removed and a more simple mechanism has been
introduced to replace it. Once a property/applicant has been added the assigned
branch can be changed in the Properties Screen or Applicants Screen as
applicable. This can only be done if the user has been given the rights to do so in
Admin. Changing the branch means that the reviews are based on this field and
also, for properties, the details are uploaded to the portals according to this
setting.

The EAP PDF Printer has been removed and can be uninstalled from your PC.
PDF generation is now or done through Microsoft Word and requires a version of
MS Word that supports this functionality.

The Dashboard Screen has been enhanced to include target v actual YTD
Statistics shown as both a drill down chart and as a data view. The targets to
include can be defined in System Administration Company Options screen.The
visibility of the data can be set in on a per user bases as to whether to include
their own or all branches data or they can be restricted to just seeing their own
statistics. Initially the Statistics shown are for the current year to date but data
for previous years can also be displayed. If the Dashboard cannot attribute an
action to a particular user (normally because they are set to not have targets) the
actions are now entered as Branch XXX and User XXX. When all settings are
correct this will not appear. The top section of the now respects the
Admin>Company>Users setting "Show All Branches" in the Dashboard
Settings.It now also has an alternative method of setting the date range to use by
setting a from and to date and then clicking on the refresh button below the
dates.

Client Look-up Screen has had a search function added.

When a filter is applied to properties in the Report Generator Screen a new
Filtered Properties button is enabled which, when clicked, will open the
Properties Screen with just the filtered list of properties displayed. The currently
selected property will have focus. This capability has also been extended to the
applicant list.

On the Client's Screen tabbing into or clicking on the Address field will now
automatically activate the Address Screen.

The Portfolio Screen now includes all images except for EPC and "Other"
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images.

The Offers Screen has had buttons added to be able to view both the Applicants
and Vendors solicitors details as well as the underlying client details.

Standard letters can now optionally be sent as an attachment. This is applicable
wherever a letter can be sent via email.

When opening the Offers Screen from the Properties Screen the applicant who
has had an offer accepted (if applicable) will be automatically scrolled into view.
The buttons on the toolbar at the bottom left of the Applicants Screen and the
Properties Screen have been increased in size.

The Price and Fee columns on the Activity Report Screen now have totals when
grouped.

The Client's Screen now indicates where you have come from by means of a
notification area in the ribbon.

Negotiators are now stored in EAP using the GUID field stored in the Users table
(unique reference) although the initials are still displayed in the Applicant and
Properties screens. In versions of EAP prior to version 3.4.1.19, mistakenly,
anything could be entered into the negotiators field. Now these erroneous entries
will show as blank. Please check all applicants and properties and ensure that
an applicant is assigned.

Dated notes on the Properties Screen can now be copied to any other property
specified in its chain.

In the Properties Screen, when matching a property to applicants, the selection
box previously only allowed the option of selecting a single branch or all
branches. This has now been changed to a drop down check box allowing
multiple branches to be selected.

The time entered is now shown as well as the date for dated notes on the Sales/
Rent Status Screen.

The automatic setting of the next review date when certain actions are taken e.g.
amending the asking price, sending an email, etc. can now be disabled in
Admin>General>Options.

The following screens have been enhanced to allow the sending of letters to the
primary applicant/vender and/or any secondary applicants/vendors: Offers
Screen, Sales/Rent Status Screen and Viewings Screen.

¢ All dated notes now use the spell checker by default.
e Splitters have been added to those screens that would benefit from the ability of

being able to re-size specific areas of the screen e.g. the Client Review Screen.
Contact details on all screens now shows more relevant information. Please see
How do | use the contact details grid? for more details.

The Google Map Screen has been enhanced.

When generating a letter to a single applicant/vendor any additional (secondary)
applicants/vendors are listed so that they can also be sent the letter. See the
Communications Screen for further details.The following screens can now

additionally be used to send communications: Progress Review Screen, Matches
Review Screen and Client Review Screen.

In look-up forms the return key can now be used to make the selection as well as
double clicking or clicking on the green "Go" button.

A new find mechanism has been introduced for properties and applicants. This
mechanism filters out all properties/applicants that do not match the search
string in any of the current visible columns in the left hand grid. This find
automatically happens after a short delay after entering a search string. In the
case of properties the Vendors tab now has an additional column for Company.
When adding a property/applicant this search will be automatically cleared. The
same search mechanism is also used in the Reports>Generate.

When adding a viewing, after selecting the applicant/property as applicable, The
diary screen is now displayed so that it is easier to see when you want to make
the appointment for. Double clicking on the applicable time slot will automatically
close the screen and set the date/time of the viewing.

The ability to add warning notes has been added to the applicants screen. This

© 2022 Estate Agent Pro Ltd



390

What's New

functions exactly the same as it does for properties and is defined on the
Documents tab.

Where the same client has multiple properties or applicants but needs to use a
different solicitor for each property or applicant the solicitor used can now be
overridden for each property or applicant. For properties this is on the
Vendor>General tab, for applicants it is on the main tab.

Added merge fields in standard letters to get the applicant and vendor's solicitor's
first name.

In the Applicant Search (Advanced) of the Report Generator Mortgage Required
can now be filtered on.

In Admin, where reasons for non-referral (Financial Senices Module) are

defined there is now an exclusions check box. Ticking any of these will result

in them being excluded from the non-referrals report. Cash Buyers will no

longer be automatically excluded until you set them to be so.

Certain currency fields on the property, applicant, sales and offers screen can
now have the amount entered by means of a shortcut e.g. entering 420k will be
immediately expanded to 420,000.

When adding a PDF as a stored document, if that document is locked by another
application/user, and cannot be loaded, a warning message is now given instead
of raising an error.

The Client Review Screen dated notes section now has more capabilities (Diary,
To'Do's plus the ability to copy dated notes as applicable). It has also been
changed to hawe a from/to date range.

When viewing archived properties the dated notes facility is fully available. It is
also possible, on the Vendor tab, to change the next review date and set whether
the vendor should continue to be reviewed if the property is archived.

Alignment of the Survey Tab of the Property screen changed to favour larger
screens.

Any solicitor marked as important will now appear first in any solicitor look-up
field.

The Viewing Book Screen now has a column to indicate if the applicant who
viewed the property requires a mortgage. Generated reports also now include this
information.

If any of the valuation items are filtered on in the advance property filter of the
Report Generator Screen the Valuer's Initials column is automatically displayed.
If a new valuation date/time is set in the Properties Screen if a valuation had been
previously cancelled that flag is now reset.

In order to speed up the loading of the Diary on large databases appointments
are now loaded dynamically as the calendar is changed (normally slightly over

a month at a time). Additionally appointment diaries such as those shown for
valuations and surweys are now independent of the main diary. The Diary is

only checked if it requires refreshing when you switch to it or click on the
Refresh button.

The Status box on the property screen now has its background colour set to
make the status more obwvious.

The day view of the diary incorporated in the dashboard and viewings

screens, and the surveys and valuations tab of the property screen has now
been changed to an agenda view which only shows the dates where
appointments exist. Additionally the valuations agenda view only shows

valuers, the viewings agenda view only shows accompanies, etc.

The Progress Review Screen now has a column which displays the Sales
Negotiator and now displays central notes.

The Email Screen has been changed so that the selection of the email
addresses to send to (or cc or bcc) works in the same way as Microsoft Outlook
e.0. uses tokens. Additionally, when sending emails your own email is added to
the cc or bcc boxes for possible inclusion. This email will either be your own or
the branches email address depending on how you have been configured.

The Report Generator Screen now has buttons to export both the filtered list of
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properties and applicants to CSV. The file will be opened in the default viewer for
this type of file after export (normally Microsoft Excel).

The review frequency, as well as the next review date can now be changed
directly on the applicant and properties screens.

The actions which cause an automatic update of the next review date can now be
configured in Admin>Options>General>Automatic Reviews.

The area search criteria in the Applicants screen can now optionally include
spaces by surrounding the specific search string in double quotes e.g. TN1 would
normally match to addresses that contained TN1, TN11,TN12, etc. but entering
"TN1 " would make this more specific.

When resetting a property's status from sale agreed to available it is now
mandatory to enter the fall through date.

The clients birthday for the current year can now be filtered on in the advanced
filter of the Report Generator and the Marketing screens

The submission of error reports now uses the same email settings used for
sending normal emails so this should no longer be a problem with any firewall
settings.

Added a mail merge field called 'Property - Sales Negotiator Initials' to Standard
Letters.

Added an option in Admin>Property/Vendor>Options to set the default value of
‘Review when Archived' when adding a new property.

The Rental Status screen now has a field for entering the rental deposit which is
also uploaded to Rightmovwe.

The Key No. and Key Letter can now be used in the advanced filter on the
Property screen.

Standard letters can now be emailed from the Communications screen
irrespective of whether the applicable vendor or applicant has an email address.

¢ The images on the Identification tab of the Clients screen can now be expanded.
¢ In the Applicant Match screen when the Inc(lude) check box is changed the letter

is regenerated in case it is a letter that includes a list of properties.

Negotiators and sales negotiators drop downs have been changed so that when
there are duplicate users in different branches defined these are shown with the
branch also e.g. KC (TON) and KC (CRO). They are now also sorted by the
negotiators initials.

Sales Negotiator - Initials can now be filtered on in the advanced filter of the
Property screen.

When sending an email a sent notification is shown for a few seconds. This can
be turned off in Admin>Company>Users for each user on the Communications
tab. There is also an option pin the notification which means that it will stay
displayed until it is closed.

Users can now be defined as negotiators in Admin>Company>Users to reduce
clutter in the negotiator drop down lists. All users default to negotiators.

e EAP now uses the standard Windows dialogs to load images and files.
¢ The all database report "Solicitors Instructed" can now be filtered on all columns

including the addition of the "Sales Status" column.

When sending a standard letter by email the subject now defaults to "Letter from"
plus your company name. This can be overridden on a per letter basis by
entering the following text on a separate line anywhere in the standard letter. This
should include the brackets: {EMAILSUBJECT:Market Your Home Now} and
will be automatically removed from the text of the letter.

Login name/branch is now shown in the status bar at the bottom of the main
screen.

Added option to Viewing and Viewing Book screen to print the viewings grid. This
will be in whatewver order/grouping it is on screen and will not include contact
details.

Individual offers can now be deleted if they have not been accepted. This should
only be used if an offer was added by mistake.

When clicking on the Portfolio button on the Property screen data will now be
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automatically saved if there is no missing data.

Market as Avail changes are now recorded in the event history.

When viewing Draft & Sent Letters if it was an email an automatic margin is now
set for the document of 0.5 inches on all sides to facilitate printing.

The Important caption on the Client's screen has been changed to VIP.

Changes made to the latitude and longitude of a property are now uploaded to
Rightmowe Live (if subscribed) and used to locate the property on Rightmove
maps instead of the postcode location. It is not possible to upload this to other
portals as there is no interface to be able to do so.

e EPC/EIR rating can now exceed 100 (max 110).
* The purchasers and vendors first names are now displayed in the Sales Memo.

Wording used on the Client's screen in respect of the Data Protection Act has
been changed to the General Data Protection Regulation (GDPR).

Recognising that with the advent of GDPR it may be necessary to delete multiple
applicants from the archive we have implemented a feature to do this. In the
users screen there is now an option to set whether Multiple apps can be deleted.
This is disabled by default for all users. If set to 'Yes' the corresponding button in
Archived Applicants will be enabled. This will delete all applicants listed in the
archive. To exclude applicants to be deleted a filter should be set. This should be
used cautiously as this cannot be undone. If the respective client is not linked to
another applicant or property that too will be deleted. A corresponding button has
also been added to the normal applicants screen to archive multiple applicants in
the same way.

Again, in connection with GDPR, there is now a button in
Admin>Options>Applicant>Options to clear all applicants GDPR settings.

All dated notes now have two additional columns (Contact) Reason and (Contact)
Method. These can be defined in Administration>Options>General and can be
made mandatory in Administration>Options>General>Options.

The fact that the logged in user has referred a solicitor can now be recorded in
the Clients screen. The info on who did it and when is also recorded but not
shown. 'Solicitor Referred' and 'Solicitor Referred Date' can be filtered on in the
advanced filter of the Marketing and Reports>Generate (Properties & Applicants)
screens. A new button has been added to the main toolbar in the Modules
section Called 'Solicitor Referrals' to display these referrals. The existing
‘Referrals’ button has been renamed 'Mortgage Referrals'.

Solicitor Referrals can now be included in the Dashboard, by default they are not
included. Targets can also be set for them.

When adding dated notes the necessary fields are now displayed in a form mode
which gives more space to insert the note.

The "Draft & Sent Letters" button is now always enabled, whether or not there are
any letters as checking to see if any letters had been sent was too big an
overhead on installations that had a very big customer letters table.

e Standard letters can now be set to not store images in the sent letters table.
e Vendor commission rate can now be 3 decimal places.

When generating letters from the Applicants screen if the applicant is associated
with more than one property you will be prompted for which one to use when
merging property details.

The Mortgage tab on the Properties and Applicants tab has been renamed
Financial Senices. An option is now available in
Administration>Options>Modules>Financial Senices to include Rentals. If this is
set to Yes (the default is No) then this tab will be \isible for rental properties/
applicants.

Over time more and more information has been added to the property screen and
this has obviously had a knock on effect on speed. The tabs Advertising, Lease,
EPC, Particulars,Suney & Valuation have now been removed and replaced by
buttons in a new group called Property Links on the Properties Screen toolbar.
For consistency some other buttons such as Images have been moved to this
new group. This makes opening the Property screen and moving between
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properties faster and will also use fewer resources.

The Tenancy tab has been remowved from the applicants screen and is how
available as a button in the new group called Applicant Links. For consistency
some other buttons such as Viewings have been moved to this new group.
General speed improvements when opening the Applicants screen.

General speed improvements when accessing solicitors, estate agents and
surnweyors from Admin>Contacts and Admin>Options>Contacts.

The Lease button on the Property screen is now enabled when the tenure is set
to 'Share of Freehold'.

* Tables Users and Users Targets are now available in Custom Reports.
¢ To awid confusion the Google Map Screen now has an option to save the

modified location. It will still prompt whether you want to save the changes on
closing the form if you have not already saved the new location. The latitude and
longitude of a property can now be entered directly.

Solicitors Referrals now has total and group counts.

Beta version of the automated sending of viewing emails (Viewings Letters) to
applicants (both confirmation and reminders) is now available and can be
configured in Administration>Options>Applicants>Automated Viewing Emails.
Please be aware that this is a beta and that there could be some problems with
this. No detailed help is available at this stage. This will ultimately be extended to
include the ability to send similar emails to vendors. This is dependent on users
emails being correctly configured and will send the email from the person who
entered the viewing. An email is only sent if both the applicant and vendor have
confirmed the viewing. Sent emails will be stored as normal. This capability is
only available in the multi-user Enterprise version of EAP and by default is
disabled.

When defining communications for users in Admin there is now a test button.
Fee is now shown in activity report for Aborts and Withdrawals. Also the sales
negotiator is shown for "Sale Agreed" and "Fallen Sale/Aborted" activities.

The Matches screen layout has been changed with the applicant dated notes
section now having the same columns as on the applicant screen.

Changed vendor tab on the list of properties on the Properties screen to show the
full name and address of the vendor for better searching. Remowved Street tab as
now redundant.

Both the Applicant and Properties screen now give a warning when you focus on
a record which has been archived by another user since you last refreshed the
data. After the warning the respective applicant/property will be remowved from the
list.

Speeded up initial loading of Client Review screen and also added a count at the
grouped level..

When setting a letter to be emailed to be sent as an attachment this is now sent
as a PDF rather than an RTF file.

10.2 Future Development

’ We are currently planning on implementing the following enhancements in future versions of
EAP. This information is subject to change and is not in any particular order

¢ The existing word processing/mail-merging component is to be replaced.
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