REAL ESTATE CLIENT MANAGEMENT
QUICK START GUIDE

The purpose of the quick start guide is to help you get started using the Real Estate Client Management (RECM)
product quickly. For a more in-depth quick start, watch the Overview Tutorial video at:
www.RealEstateClientManagement.com/Tutorial.aspx

When you first open Microsoft Outlook after the installation, you'll notice a new menu item (RE Client Management)
and a new contact folder (Contacts-Real Estate). We'll walk you through each of these.
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1. Show clients. Opens the “Contacts — Real Estate” folder. This is where your Real Estate Contacts are kept.
2. New Client. Creates a new Real Estate Contact. We'll walk through the forms in the next section.
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3. Convert to Outlook contacts. This will convert your RECM contacts back to the standard Microsoft Outlook format
and copy them to the selected “Contacts” folder.

CopyContactsForm E]
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Full Hame | Company | tobile Phone | Business Phone |

[ ane Doe [665) 5551212

O.Jahn Smith [934) 5551212
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= |

a.

Select “Copy to ...” to select the folder you'd like the converted contacts copied to.

b. Check the contacts you wish to convert and then select “Convert Selected” to convert the contacts back to

Microsoft Outlook format.



4. Convert to RECM Contacts. This allows you to convert your standard Microsoft Outlook contacts to RECM format

The Microsoft Outlook contacts will be left in their current folder and a copy created in the “Contacts — Real
Estate”.
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a. Select “Copy From” to choose the folder you wish to convert the contacts from

b. Check the contacts you wish to convert then select “Convert Selected” to convert the contact to RECM
format

5. Register... Register your product with your Email address you used to purchase RECM and the Key that was sent to
you with your order. Visit www.RealEstateClientManagement/BuyNow.aspx to purchase RECM.
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CONTACTS - REAL ESTATE FOLDER

When you installed RECM, three folders where created: The main folder “Contacts — Real Estate” and two sub-folders:
“Listings” and “Purchases”. The “Contacts-Real Estate” folder contains Client Contact forms. For each Client, you can
create multiple Seller Listing (stored in the “Listing” folder) and multiple Buyer Purchase (stored in the “Purchase”
folder).
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1. To create a New Client contact, select “New Client” from the RE Client Management menu. Or, you can double
click within the folder (just like creating any standard Microsoft Outlook contact). This will open a new Client
Form.

2. Toopen an existing Client contact, just double click on the contact.



Client Form
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In addition to the Client and their Spouse (significant other) information, there are three new areas: 1) Client
Information; 2) Create a New Transaction; 3) Listing, Purchase, and Family Details tabs. We’ve also marked 4) Activities
— this is a standard page on any Microsoft Outlook form but one that we find a lot of Outlook users don’t know about.

1. Client Information. This lets you track specific information on the client type, status, probability of a transaction,
why they’re working with you and the source of the lead. You can edit the Reasons and Sources. The other fields
will be used for report generation and are not editable.

2. Create a new Listing or Purchase transaction. Will discuss these forms in a the next sections.
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3. Tabs

a. Family Details. This tab allows you to track details like Birthdays, Anniversaries, Children. If you click on the
calendar icon, a date picker will pop up allowing you to enter a date. If you click on the remind button, then an

appointment form will open set to the date you entered. You can chose to make this a onetime event or
reoccurring event.
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b. Listings. If you have created and saved a listing then it will appear on this tab. You can double click the Listing
to openit.
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c. Purchases. If you have already create and saved a Purchase then it will appear on this tab. You can double
click the purchase transaction to open it.
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4. Activities Page. This is very powerful tool found on any Microsoft Outlook contact form and we’ve incorporated it

into our form as well. Basically it allows you to find activities (emails, appointments, tasks, etc.) that are associated
with this contact.
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LISTING FORM

Forms for each Listing transaction are kept in the Listing folder. We strongly suggest that you only create Listing Forms
via the Client Form. This ensures that the each listing transaction is properly associated with a specific client.

There are four main pages on the Listing Form: 1) Property Information; 2) Listing Agreement; 3) Offer; and 4)
Contacts. This guide will give a quick overview of each.

PROPERTY INFORMATION PAGE

1. CLIENT TO LISTING FORM RELATIONSHIP

At the top of the Property Information there are two critical fields: Client and Transaction Name. These two fields
are combined (<client name> <transaction name> ... i.e. John Smith 123 Main St) to create a unique identifier for
the transaction. If you were to look in the Contacts — Real Estate / Listings folder, you would see the below form
named “John Smith 123 Main St”.

Eliant |J0hn Srnith Select Client I(Transaction I‘-lam;”, |123 Main 5t [V iUse Street Address! )

Property Details l Photos And Tours ]

123 Main St ~—  Status Active j List Price $793,000 List Date 18 December, 2008 [
Somewhere, CA
Area | j Qrignal Price [$0 Expiration Date |21 June, 2008 TEl Remind
Subdivision | J Sale Price $0 Sale Date Mone 53|

W Use Client's Home Address

If you create the Listing form from the “New Listing” button in the Client Form, then the Client’s Name is
automatically filled in for you and a relationship established between that client and this listing. If you choose to
create the listing form another way (e.g. double clicking from within the listing folder) then you’ll need to click the
“Select Client” button and choose a client to associate the listing with.

Notice that if you create the listing from the Client form, the listing address is automatically filled in using from the
clients home address. To enter a different address, uncheck the “Use Client’s Home Address”

The “Transaction Name” is uses the Listing’s street address as default. If you enter a different name, uncheck “Use
Street Address”.

We strongly recommend that you create your listings through the Client Form. This will ensure that a proper Client
to Listing relationship is setup. And, fills in the critical parts of the Listing form for you.



2. PROPERTY DETAILS TAB

Except for the street Address, the other fields on the Property Details are optional. But, we would recommend
filling in at least the “List Price”, setting the List Date, and setting the Expiration Date.
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To create a reminder for the Expiration date, click the “Remind” button. This creates an calendar appointment
with the subject being the Listing Expiration : <client Name> - <transaction name> (in this case Listing Expiration:
John Smith - 123 Main St).
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You can also edit the values for many of the dropdown fields. These changes will be available for all forms. So in
the example below, the “Area” dropdown was edited. If you open the “Area” field on the Purchase Form, the
values you input here would be available there. We recommend that you take a few moments to enter the values
for your local market — then they will be available whenever you create a new listing or purchase transaction.
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3. PHOTOS AND TOURS TAB

To upload a photo, click on the browse button under the image. This will pop-up a file selection window. Navigate
to the windows folder containing your image, select it, and press Open. Future releases of the Real Estate Client
Management application will use the information of this tab to create flyers and other documents.

= & ¥ | John Smith 123 Main St - RECMListings

—’ RECMListings Insert Format Text Develaper

= : > = — [ | Listing Agreement » L!!] Web Page 9;) =N = (5] Private ABC
H k\;hSave&New \) ﬁ JE

|| Offer o> Map [kl Address Book
S5ave & U Delete Property

Call Business Picture Categorize Follow Spelling

Close Information| | Contacts - Card - Up~ 8, Check Names
Actions Show Communicate Options Proofing
Client |Jghn Smith Select Client Transaction Hame 123 Main 5t ¥ Use Street Address
Property Details  Photos And Tours |
4 ™
Image 1l Image 2 Image 3 Image 4 Images

Browse Delete Browse Delete Browse Delete Browse Delete Browse Delete

A /S

Image i Image 7 Image & Image 9 Image 10

Browse Delete Browse Delete Browse Delete Browse Delete Browse Delete

Vicleo Taur [Enter YouTube link starting with http:/

Property Website Link [Enter Link starting with http://) Virtual Tour Link (Enter Link starting with http:/ 7
Ihttp:- www.RealEstateClientManagement.cc Browse | Browse |J|'1=EIXUUG-SB.Q&-:-JIN'?_:0x54ab<l6&.lmr-_'ler=1 Browse

(Mate: You can apen the property website virtual tour, or video tourin Internet Explorer, Then copy the link and paste it into the appropriate box)

At the bottom of the Photos and Tours tab, you can enter the web links to your Property Website, Virtual Tour,
and YouTube Video Tour. After entering the link, you can click on the “Browse” button to open the link in Internet

Explorer (or your default browser if you use a different one).



LISTING AGREEMENT PAGE

The Listing Agreement tab allows you to track critical details of your listing from a Checklist of items to consider when
you first take the listing to tracking which documents you have on file. We’ve also included a tool to estimate your

commission.
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You can also store critical documents within the associated transaction. Simply drag and drop the document from a
windows folder or from an email into the document storage area. No more searching for documents ... the critical
ones are now stored within the Listing form.
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When you take the listing, you normally will schedule for the listing to be on your Office and Local Realtor Tours and to
take the Property Photos. You can schedule the date and time for the tour. To set the date and time, can just
manually enter them. You can also set the date by clicking the calendar icon which will bring up the Date Picker ...
choose the date and select “OK”. Then set a Reminder/Appointment by clicking on the “Remind” button. This will
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Offer Page

The Offer Tab contains critical information on any offers you receive on the property. If the offer falls through, you can
clear all the information, including reminder appointments by clicking the “Clear Offer” button on the upper right side
of the page. You also have the ability to set dates and reminders for critical deadlines.
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Contacts Page
The Contacts page gives you the ability to associate other people that are critical to the success of the transaction —
from the Buyer’s Agent to the Attorney to the Inspector to other critical people.

/ N9 Ue 9w 7 John Smith 123 Main St - RECMListings = i
: —/ RECMListings Insert Format Text Develaper
ﬁ-l % e R EI :] Listing Agreement % ;_d Web Page %E (i) Private ;,j.])l;_'.
|__| Offer 2 Map ’ - ! ) [kl & ddress Book - )
Scal\;esft )( Delete In?&rn?rpn:g];n |m| Cell Bucsalr::ss Plchre Cate?on.ze Faléo:.v 5‘/ et flimes Spelllng
Actions Show Communicate Options Proofing
Mame Campany Cell Warl
Buyer's Agent  [aokup ] | | | Open Appointment
Attarney  Laokup ] | | | Open Appointment
Appraiser  Laokup ] | | | Dpen Appointment
HOA Contact |aakup ] I | | dpen Appointment
Rental Company  Loakup ] | || | Open Appaintment
PestInspectar  |oakup I | | | Open Appaintment
Froperty Inspectar  [oakup I | | | Open Appointment
Property Mgt Company  Laokup I | | | Open Appaintment
Refferring Agent  Loakup I | | | Open Appointment
Title Escrow Officet  Loakup | | | | | open | Appaintment
Laakup I | | | Open Appointment
Loakup I | | | Open Appaintment
Loakup I | | | Open Appointment
Loakup I | | | Open Appaintment
Loakup I | | | Open Appointment
Loakup I | | | Open Appaintment
Hame Home Cell Waorlc
Tenant/Occupant  Loalkup I ] ] Dpen Appointment

To associate a contact click the “Lookup” button. Select the contact and double click it with your left mouse button.
Now the person is associated with this transaction.

PestInspectar Loakup ]
Real Estate - Contacts
PropertyInspectar Loakup

L. Select Folder Cantacts
Property Mot Company  Loakup E

[3
Bill Wdilliams (935) 555-3910

Double Click the Name with Left Mouse Button

PestInspectar  Loakup

Praperty Inspector |{ Lpakup i JRUIJErtWEst |Flum\a Praperty Inspecators |(935} 555-7345 ‘(9353 5555736 e | e
Property Mgt Company  Lookup | | [ [ ‘ Open | Appaintment




To open the contact’s Contact Form, click the “Open” button. This is useful if you need to send an email to the

contact.

PestInspector  |ogkup |

Open I Appointment I

Property Inspector |Robert West

IFlorida Property Inspecatars |t935: 555-7345

|t935; 555-5738 Appointment I

Froperty Mot Company  Lookup |

/ Open | Appointment |

Refferring Adent | pokup r Hoeee)s Robert West - Contact / - = x
A Mg
i T =
Title/Escrow Officer  Logkup |_ | Contact | Insert Format Text Developer @
| : A=|  [87 Activities f | Web Page =% il B 2 Private
el |¥" G &L &g il Qs ] Web Pag ;@ 3 % L ' 4
A Certificates 7 Map T [5G Address Book
Save & Details call Business Picture Categorize Follow Spelling
l Lookup |_ cloce X Deiete = Al Fields Z Cord = v Up~ B Check Names %
Actions Show Communicate Options || Proofing
Lookup L
ook |‘ [Ful\ Mame... ] |Robert West | Robert West
l ookup :
Florida Property Inspecotors
|_ Company: | Florida Property Inspecotars | Inspectar
l _Lookup Job title: |Insped:or |
(935} 555-8736 Work
l Loakup |_ Filg as: |West, Robert v | (935) 555-7345Mabile
Robert. West@FloridaPropertyInspecto...
Internet
[Ikﬂ E-mail... ]E] |Robert.West loridaProl ctors, com |
Tenant/Occupant Lookup |_ i
Display as: | Robert West [RohEr‘tWest@F[nridaPropertyInspectors.corq Notes
Web page address: =
| &)
IM address: | | -
Phone numbers [
[Business.. |- [m3siss54736 |
) |
[Eusiness Fax... JB | |
[Mobite.. (-] [i3s15557345 |
Addresses
Business.., E]
[[] This is the mailing
address L4
e

You can also set an appointment with the contact (e.g. the Property Inspector) by clicking the appointment button.

PestInspedtor  Laakup |

Praperty Inspector  Laokup |

|Florida Property Inspecatars |E9351555-?345

|5935;555-sm

Open |

|
|Robert West
|

Praperty Mgt Company  Lookup |

Open | Appaintment |

Refferring Agent  |ookup | |
Title/Escrow Officer  Laakup | |

H9 Ve s Property Inspector Rabert West -

| Event | Insert

Format Text Developer

Event

{ “| |3 Calenda m=t ; g []
E EHEAL = = Show As: |[] Free . ’\ ﬁl_ &
Lookup =]
. X Delete m. - = !
|| Saved Appaintment|Scheduling | & Reminder 18 haurs ~ Recurrence Time Categorize Spelling
I Lookup | | Close Lop Forward ~ Faney i ' -
| |
E Actions Show Cptions || Proofing
I Tookin | | . il A U
Subject: | Property Inspector Robert West |
I Laokup | |
Location: | v|
I Laokup | |
Start time: |Fri12.-"19.-'2008 4 | [¥] &Il day event
I Lookup | | End time: | Fri 12/19/2008 M |
Mame f’é

Tenant/Occupant  Lookup | | |

4]




PURCHASE FORM

Forms for each Buyer Purchase transaction are kept in the Purchase folder. We strongly suggest that you only create
Purchase Forms via the Client Form. This ensures that the each purchase transaction is properly associated with a

specific client.

There are four main pages on the Listing Form: 1)Requirements; 2) Candidate Properties; 3) Offer; and 4) Contacts.

This guide will give a quick overview of each.

REQUIREMENTS PAGE

Select Client Transaction Mlame Quick Start Example

‘Would like the home to be within 20 minutes drive of the Technology Center (123 Technology Avel and within 10 minutes of the Country

Club and Golf Course. Wants a real sense of privacy ... woods, doesn’t want his neighbaors watching him entertain ar arill in his back yard,
Description of | Wauld like the community to be gated and with folks who can afford an affluent life style, Wants space to store the tays in a seperate
Requirements building/garage ... Large sailboat and water skies,

Client ]John Smith Statuis ]Requirements Definitiarllj

Bedrooom |4 orMare -

x| Priceminax  [$L500000.00  [$2500,000.00

Timeframe IImmecIiater

Cit},r_.’StateISLlnny ]FL _vJ 5S¢ Ft Min/Max ]0 ]0 Bath |6 orMore =
Area ]I]l-OIdTown :J Tipe ]SingIeFamin :J Garage |4 or Mare b

Lot size |1 Acre - St)rle] _vJ hge |LtoSvVearsoOld

Interior Features

W Air Canditioning
W Farmal Dining

v Family Room

W Fireplace

I Main Floor Master

W Den/Office

— Exterior Features

v Poal

™ SpaHot Tub

|- Log Canstruction
I Brick Construction
™ Metal Raof

™ Barn/Horse Facilities

Lot Features

[~ Corner Lot

[ Galf Course Lat
[~ Cukdesac Lot
I Level Lot

W Wooded

I \-’iew:*

Community Ammenities

W Club Hause
I~ Paal

I Tennis

I™ Galf

W Gated Community

[ Schaal

|2nd Detached & Car Garage

N9 Ue e - John Smith Quick Start Example - RECMPurchase = X
'—j RECMPurchase Insert Format Text Dreveloper @J
| i | Iy save & New ~ [ |_;' [ offer \{\) (#] Web Page [g= = v |5} Private sﬁl_,

[ contaicts 7 Map 5 JE [ Address Baok v
Save & )( Delate Requirements| Candidate Call Business Picture Categorize Follow Spelling
Close Properties > Card 5 - Up~ a./ChECk Hames *
Actions Show Communicate Options Proafing




1. CLIENT TO PURCHASE FORM RELATIONSHIP

At the top of the Requirements Page there are two critical fields: Client and Transaction Name. These two fields are
combined (<client name> <transaction name>) to create a unique name for the transaction. In this case the Purchase
Form would be named: “John Smith Quick Start Example”.

(Client |J|:|hn Smikh Select Client El'ransactinn Hame |QL|i-:I- start Exampld )

The Purchase Form is associated back to the client by the client name. If you create the Purchase form from the “New
Purchase” button in the Client Form, then the Client’s Name is automatically filled in for you and a relationship
established between that client and this purchase transaction. If you choose to create the purchase form another way
(e.g. double clicking from within the purchase folder) then you’ll need to click the “Select Client” button and choose a
buyer client to associate the purchase with.

When you initially create the Purchase Form, the Transaction Name is blank. You’ll need to enter a Transaction Name
of your choice before you can save the form.

2. Requirements Page Fields
None the remaining fields on the Page are required ... so, you can decide whether to fill them in or not.

Some the fields are editable (Area, Type, and Single Family). If you enter information into these fields, the information
becomes available for every form that uses that field. To edit a field, click the drop down, then click “<Edit this list...>".
This will bring up a window where you can add new values to the drop down list.

‘Mazx |'] |I] — —_—
EditCombo¥alues
Tvpe| |Sinagle Famil -
z ‘ - y J Walues
Single Family 5 ” New Yalie
Stylel | Candaminium Single Farnily
Multi-Unit Condorminium
ior Featl Appartment iures — | Multi-Unit
Vacant Land Appartment Add Mew Value I
al Commercial rLat Yacant Land
. sEditbthisliste> o Commercial Remove Selected |
a/Hot T it Course L
g Canstruction [ Cul-desaclo
ick Construction I Level Lot
stal Roof ¥ Waaded
rn/Haorse Facilities ™ Wiew:
Jetachec § Car Garage |
| Cancel |
| Done I



Candidate Properties Page
The Candidate Properties Page is a very powerful tool for helping you keep track of properties you plan to show your
clients and their thoughts on the property. As the saying goes ... We forget the details, but the computer never does.

On the left side you can enter properties that you plan to show your clients. The right side allows you to log the MLS
ID, Property Features, Client Likes/Dislikes and your thoughts on the property. You can also schedule Showing
Appointments for specific properties.

= & ¥ 7 John Smith Quick Start Example - RECMPurchase

—/ RECMPurchase Insert Farmat Text DCeveloper

= B =[] Offer & Web Page fa= =g < Private ABC
H_.! Save & New ~ [ —l \fk) @ 9 % ﬂ | ?’ ] \B
h | | Contacts > Map o [LLl Address Baok :
Save & )( Delete Reguirements [Candidate! Call Business Picture Categorize Follow Spelling
Close Properties | ¥ Card o ¥ Up~ a./ChECk Names ¥
Actions Show Communicate Cptions Proafing

To lag or seeyour client’s thoughts on each property:
Click an the Candidate Property MLS 1D/ Street Address
to seethe logged information of that property.

Address, ..

At least the street address is required
to add a new Candidate Property, Candidate Property Log

Candidate Properties

Address

| Street Address [ MLsID : | Canfig MLS URL

Open selected
properky in
Internet Explorer

MLSID |

List Price |$0 Ranking |Mone v

Featuras
Remave
Delete selected
properties Likes
Dislilcas

Yaur Thoughts

Showing Appoinment
To select multiple properties to show, press i
the CTRL key while clicking on each MLSID =g

1. Tolog a property, enter the address and click “Add”. The property is then placed on the list of candidate

properties.

Address... | 345 Lake view Dr Address. ..

Sunny, FL

Ak least the stree
to add a new Can

Candidate Propertiss Candidate Properties

Street Addre | MLSID [ MLSID [

345 Lake View Dr

Open selected
properky in
Internet Explorer




2. Once you’ve added the property, you can log the information on the property. Click the “Save Log” to save the
information. Notice that if you enter an MLS ID, that ID is place next to Candidate Property address. If there is an
MLS ID, you can press the “Browse” button to open the property on Realtor.com. If want to change so property is
shown on a different website (e.g. if you know how to configure access to your MLS), then click the “Config MLS
URL” and enter the access URL. The URL for Realtor.com is:
http://www.realtor.com/search/searchresults.aspx?mlslid={0}

e o e i 14 g
| to add a new Candidate Property. Candicate Property Log

Candidate Properties

Address |345 Lake View Dr
Street Address | MLSID ( i Rl
345 Lake View Dr | 99999 L Browse Canfig MLS URL
Cpel
property in

MLS 1D [99999

List Price |[$1,750,000 Ranking |Top Property -

Heavily wooded lot on the lake in the Bright
Light gated community. Has a seperate & Car
garage/warkshop,

Internet Explorer

Features

Remave

Delete selected
properties

Likes the lacation and neighborhaaod .., feels like
an upscale community with lots of privacy, Mext

Likes |to the Country Club.

25 Minutes to work,

Dislikes

He really crystalized when I showed him this
hame, He kept talking about it as his.

Your Thoughts

Showing Appainment

To select multiple properties to show, press
the CTRL key while clicking on each MLSID

To setup a showing appointment, press the CNTRL key while clicking on the properties you want to setup a
showing appointment for. This will create an appointment. Notice that the appointment includes the properties
you selected in the notes area. If you've entered an MLS ID, then the link to the property on Realtor.com is
embedded — clicking on it will open the property on Realtor.com in Internet Explorer.

Cancdidate Properties

Ta select multiple praperties to show, press
the CTRL key while clicking on each MLSID

Address |598 Swamp Road
Street Address MLSID | ) Suriny, FL
598 Swamp Road 84736 vee |8 gL TRE
345 Lake Yiew Dr 99999
Open selected
properky in aae
Internet Explorer MLSID | 84736
L-:ﬂ =] y 5 John Smith - Quick Start Example Showings - Appointment
o Appaintment Insert Format Text
- [els - e —T3 e = Gl por
E ;ﬁ | ’%B 3] calendar ﬁ] _‘-_:L_; B sriowihs: | W Busy i o L‘]ID 5 Private
i e ¥ Delete = = - R ¥ High Impar
Save &  Invite : AppaintmentScheduling || & Reminder (15 minutes - Recurrence Time Categorize
Close Attendees g Forward ~ Zones & ¥ towimport
Actions Show Options
Conflicts with another appointment on your Cafendar.
Subject: lohn Sn1|tr1|— Quick Start Example Showings
Location:
Start time: | Sat 12/20/2008 [=] [1zo0em [=] [Elai dayevent
Endtime: | Sat 12/20/2008 [=] [200em [+
84736 598 Swap Road, Sunny, FL
99939 345 Lake View Dr, Sunny, FL



Notice that you can also “Invite Attendees” (Outlook 2007). In Outlook 2003, select File/Email. If you click that
button, if will allow you to email your client the showing appointment.

r

@) B9 )

Meeting Inzert Format Text

lohn Senith - Quick Start Example Showings - Mesting

mmme :'\ Calenda i % = fn
BT B U Boos men - O @ B 24
: X Delete g, ! ¥ i
Cancel . Meeting _ || & Reminder 15 minutes - Recurrence Time Categarize Spelling
Invitation e Forward Workspace vﬁg Zones - ™
Actions Show Attendees Options ™ || Broofing

Invitations have not been sent for this meeting,
Conflicts with another appeintment on vour Calendar,

2= To., |

Send Subject: [15hn smith - Quick Start Example Showinas

Start time: | 58t 12/20/2008

(=] 1200PMm

B DAII day event

Endtime: | 5at12/20/2008 [+] [2z00Pm [+
&
84736 598 Swap Road, Sunny, FL “
399953 345 Lake View Dr, Sunny, FL




Offer Page
The Offer Page allows you to track critical details on an offer your buyers are making on a property. Notice in the
upper right corner there is a “Clear Offer” button. If their offer falls through, you can clear all the details of the offer

including appointments by pressing this button.

John Smith Quick Start Example - RECMPurchase

'—j RECMPurchase Insert Format Text Ceveloper

u ;i (B : < i :| —a |'-j offer| ‘& (#] Web Page g_;; 'a 1 EC |5y Private ABC
=| Save & New | ) # ;
ﬁé‘ | \\) 7 ! Lol [kl Address Boaok v
Call

:| Contacts 7> Map
Save & )( Delate Requirements Candidate Business Picture Categorize Follow Spelling
Close Properties Card o ¥ Up~ a./ChECk Hames %
Actions Show Communicate Options Proafing

Offerred Purchase Price |$1,650,000.00 % Off List [94.29% Offer Status j Clear Offer

Property Details ] Contract Details ]

Address,.. 345 Lake View Dr List Price $1,750,000.00

Sunre, FL
Area |E|1 - Old Town LJ

Subdivision | LJ

General Details

MLS ID lElElﬂ.qu Tax ID 1LV—345 Taxes 1|$1?_.SUU.UEI Tax Year 12008 Tipe 1Single Family
Sl Ft 15_.000 SqFt Source |PL|IJIi-:Re-:-:||'cI :J Lot Size 11.50 ] :J Year Built 12004 Style ]
Garage14 Car :J Additional Parking 16 Car :J HOA Duas 1|$4UU Frequency lMontth -

2
2

Room Details - Other -

Bedrooom |5 = Living Room |0 = Fireplace (4 = Atticil‘-lo -

I Tenant Oceupied

Bath-Full |5 = Family Room
Bath-34 |0 = Great Roam

1 = Office 11 - Taesicy Yes =
Media Room
1 = Study/Den 11 - Fitness Center |Ves -

[ Mightly Rentals Allowetl

[ Pet Restrictions

[ Assessment Amount: 1,$EI.EIIJ

Purpase:

£

5]

Bathi-1/2 |2 = kitchen |1 = Loft |0 Pool |Ves
Bath - Total |7 laundry |2 =

[ Other Restrictions

Noted that at the top of the Page is information the offered price. If you’ve entered the List Price on the Property
Details Tab, it also shows the difference between the offer and the list price.



1. PROPERTY DETAILS TAB

Allows you to keep track of the specifics of the property your Buyer has submitted an offer on. You can add as

much or as little information as you deem necessary. But, would suggest filling out at least the property address

and the List Price.

Property Details l Contract D etails

Address... 345 Lake View Dr List Price $1,750,000.00
Sunny, FL
Area |01~ Old Town |
Subdivision | j
General Details
MLS ID |99999 Tax ID |Lv-345 Taxes |$1?_.5u:|n:|.u:|n:| TaxVear |2008

SqFt |5.000 SgFt Saurce |PL|IJIi-:Re-:-:||'cI j Lot Size |1,5.;. |

j Additional Parking |-3 car

j Vear Built 2004

Garage|4Ca|‘

Room Details
Bedrooom |5« Living Room |0 = Fireplace |4 = Attic Mo -
Bath- Full |5 = Family Room |1 = Office |1 = Thea_ter_' Ves -
IMedia Raam
Bath - 3/4 0 - Great Room |1 = Study/Den |1 = Fitness Center |Ves -
Bath- 12 |2 = Kitchen |1 = Loft |0 = Poal |Ves -
Bath- Total |7 Laundry |2 =

2. CONTRACT DETAILS TAB

Tipe |SingIeFamin
Style |

j HOA Dues | $400 Frequency

|
|
Manthly -

Other
™ Tenant Occupied

™ Mightly Rentals Allowed

[ Pet Restrictions

[~ Assessment Amount:  |$0.00

Purpose:

[” Other Restrictions

The contract details tab allows you to keep track of critical details (including Seller Concessions and what will be
included/exclueded) and events associated with the offer. This includes setting dates and reminders for contract
deadlines. To set a deadline, enter the date (or select it from the Calendar Date Picker) and the click the “Remind

Button”.

Property Details  Contract Details ]

Offer Amounts

Earnest Money ’W
Seller Financing ’m]i

Purchase Caontingencies Contract Deadlines

I¥ Purchase Contingent on Appraisal

W Purchase Contingent an Financing

Financing Type |Conventianal -

Terms | 6.5% Jumba Loan

Loan Amount Earnest Money Deposit

Cash Attarney Review

Iv Buyer Approval of Seller Disclosures

Other $0.00 r i
[v Buyer Approval of Physical Property Condition Inspactions Deadline
Total $1,650,000.00 : i
o Iv Ability to ©btain Home Owners Insurance Appraisal Deadline
Seller Paid |$,]I,],] |—|
Clasing Casts Loan Denial Deadline
|

Clasing Deadline

Seller Response Deadline

Seller Disclosures To Buyer

| Saturday, December 20, 2008

J Remind
|‘.*.feclnesclay_. December 24, 2003 J Remind
J Remind
J Remind
J Remind
J Remind
J Remind
El Remind

| Friday, December 26, 2008

| Friday, December 24, 2008

|F|‘ic|ay_. January 16, 2009

|F|‘ic|ay_. January 16, 2009

|F|‘ic|ay_. January 16, 2009

|'I'I1L||'sc|ay_. January 29, 2009

Seller Concessions |

Includes the following: Excludes the following:

|I‘-l-:|ne B Remind
| |I‘-l-:|ne B Remind
| |I‘-l-:|ne B Remind




CONTACTS PAGE

The Contacts page gives you the ability to associate other people that are critical to the success of the transaction —
from the Seller’s Agent to the Attorney to the Inspector to other critical people.
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=3

John Smith Quick Start Example - RECMPurchase

RECMPurchase Insert Format Text Creveloper

: e o = ) R -
H ﬁ—l Rk save e+ ﬂ _| Offer % (#] Web Page %@ |5y Private xl::F.

| J Contacksi T Map ! ! [kl Address Boaok

Save & )( Delete Reguirements Candidate Cal Business Picture Categorize Follow Spelling
Close Properties ¥ Card o ¥ Up~ a./ChECk Names *

Actions Show Communicate Options Proafing

Hame Company Cell Warle

Seller's Agent Laokup ]

Cpen

Attarney  Laakup ]

Open

Appraiser  Lookup | |

Cpen

HOA Cantact  Laakup ]

Cpen

Rental Company  Lookup I

Cpen

PestInspectar Loakup I

Qpen

Property Inspector  |aakup I

Qpen

Property Mgt Company  Lackup I

Qpen

Refferring Agent Loakup I

Qpen

Title/Escrow Officer Loakup I

Qpen

r—. Lookup ]

Qpen

I— Lookup ]

Qpen

I— Lookup ]

Qpen

I— Lookup ]

Qpen

I— Lookup ]

Qpen

I— Lookup ]

Qpen

B[ [ e
LERRRRRREREERRR

Appaintment

Appaintment

Appaintment

Appaintment

Appointment

Appaintment

Appaintment

Appointment

Appointment

Appaintment

Appaintment

Appointment

Appaintment

Appointment

Appaintment

Appointment

To associate a contact click the “Lookup” button. Select the contact and double click it with your left mouse button.

Now the person is associated with this transaction.

PestInspectar M ]

Real Estate - Contacts

PropertyInspectar  Loakup

L. Select Folder Cantacts
Property Mot Company  Loakup 4
s
Bil willams (935) 555-3910
Double Click the Name with Left Mouse Button
PestInspector  Loakup J

bert West

|Flum\a Praperty Inspecators

|(935} 555.7345

‘(9353 5558736

Qpen Appaintment

Pranerty Tnspector |{ioakup 1| [Ro
Property Mgt Company  Lookup | |

Dpen Appointment




To open the contact’s Contact Form, click the “Open” button. This is useful if you need to send an email to the

contact.

PestInspector  |ogkup |

Open I Appointment I

Property Inspector |Robert West

IFlorida Property Inspecatars |t935: 555-7345

|t935; 555-5738 Appointment I

Froperty Mot Company  Lookup |

/ Open | Appointment |

Refferring Adent | pokup r Hoeee)s Robert West - Contact / - = x
A Mg
i T =
Title/Escrow Officer  Logkup |_ | Contact | Insert Format Text Developer @
| : A=|  [87 Activities f | Web Page =% il B 2 Private
el |¥" G &L &g il Qs ] Web Pag ;@ 3 % L ' 4
A Certificates 7 Map T [5G Address Book
Save & Details call Business Picture Categorize Follow Spelling
l Lookup |_ cloce X Deiete = Al Fields Z Cord = v Up~ B Check Names %
Actions Show Communicate Options || Proofing
Lookup L
ook |‘ [Ful\ Mame... ] |Robert West | Robert West
l ookup :
Florida Property Inspecotors
|_ Company: | Florida Property Inspecotars | Inspectar
l _Lookup Job title: |Insped:or |
(935} 555-8736 Work
l Loakup |_ Filg as: |West, Robert v | (935) 555-7345Mabile
Robert. West@FloridaPropertyInspecto...
Internet
[Ikﬂ E-mail... ]E] |Robert.West loridaProl ctors, com |
Tenant/Occupant Lookup |_ i
Display as: | Robert West [RohEr‘tWest@F[nridaPropertyInspectors.corq Notes
Web page address: =
| &)
IM address: | | -
Phone numbers [
[Business.. |- [m3siss54736 |
) |
[Eusiness Fax... JB | |
[Mobite.. (-] [i3s15557345 |
Addresses
Business.., E]
[[] This is the mailing
address L4
e

You can also set an appointment with the contact (e.g. the Property Inspector) by clicking the appointment button.

PestInspedtor  Laakup |

Praperty Inspector  Laokup |

|Florida Property Inspecatars |E9351555-?345

|5935;555-sm

Open |

|
|Robert West
|

Praperty Mgt Company  Lookup |

Open | Appaintment |

Refferring Agent  |ookup | |
Title/Escrow Officer  Laakup | |

H9 Ve s Property Inspector Rabert West -

| Event | Insert

Format Text Developer

Event

{ “| |3 Calenda m=t ; g []
E EHEAL = = Show As: |[] Free . ’\ ﬁl_ &
Lookup =]
. X Delete m. - = !
|| Saved Appaintment|Scheduling | & Reminder 18 haurs ~ Recurrence Time Categorize Spelling
I Lookup | | Close Lop Forward ~ Faney i ' -
| |
E Actions Show Cptions || Proofing
I Tookin | | . il A U
Subject: | Property Inspector Robert West |
I Laokup | |
Location: | v|
I Laokup | |
Start time: |Fri12.-"19.-'2008 4 | [¥] &Il day event
I Lookup | | End time: | Fri 12/19/2008 M |
Mame f’é

Tenant/Occupant  Lookup | | |

4]




