REAL/Eas

Management Softwa

REAL/Easy Version 17
BOS Learning Tour

Using Best Realty
Company, Office, and Agent Setups
Brokers and Contacts
Listings, Sales, Escrow/Trust, Closing, Reports




Welcome to the REAL/Easy Back Office System

Copyright

The contents of this manual are the protected property of and embody confidential information proprietary
to Executive Systems Ltd. Any reproduction, copy, transfer, adaptation or modification of this manual
without the express written consent of Executive Systems is strictly prohibited.

Disclaimer and Limitation of Liability

The Software described in this manual is provided by Executive Systems Ltd. pursuant to a license
agreement, as contained in the Software upon installation. The Software may be used only in accordance
with the terms of the license agreement.

Executive Systems makes no warranty as to the accuracy of the contents of this manual as it relates to the
Software. Executive Systems assumes no responsibility for any loss or claims by third parties which may
arise through the use of the Software. Executive Systems assumes no responsibility for any damage or loss
caused by deletion of data as a result of malfunction, power failure or repairs. Be sure to make backup
copies of all important data on other media to protect against data loss.

Trademarks

REAL/Easy BOS (Back Office System) and REAL/Easy FOS (Front Office System) are trademarks of
Executive Systems Ltd.

Copyright © 2014 Executive Systems Ltd. All Rights Reserved. Printed in U.S.A. This document may
not, in whole or in part, with the exception of the entry forms, be copied, photocopied, reproduced, adapted
or modified to any medium without the express written consent of Executive Systems.

1-800-732-5327

Page - 2 C Executive Systems BOS Learning Tour



Welcome to the REAL/Easy Back Office System

Welcome to the REAL/Easy Back Office System

REAL/Easy
Software

) > -

Welcome to REAL/Easy Back Office System, or BOS. You will find that the BOS
system will enhance your ability to track your real estate business more efficiently and
improve management reports so you can more quickly adapt to changes in your markets.

The purpose of this manual is to help get you off to the right start. A good way to learn
quickly is to see examples using our learning company, Best Realty. With this “Tour”
you will learn the basics of how BOS can help your track your business.
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How to Start the Tour

How to Start the Tour

REAL/Easy
Software

Welcome to REAL/Easy BOS, or REAL/Easy Back Office System, and the Beginners
Tour. In this tour you will learn:

1. How to log into Best Realty and use it for practice.
2. How to look up information in BOS such as agent and sales data.
3. How to print reports such as agent rosters and sales summaries and lists.

The tour is done using a small practice company called The Best Realty Company. By
using The Best Realty Company, you do not have to worry about making a mistake
because it is not your data. Also you don’t have to worry about how to enter data
because, with The Best Realty Company, the data is already there. Thus, you can then
learn quickly how to look up information and print reports.

First we will switch to the Best Realty database.
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How to Start the Tour

Step 1: - Switch to the Best Realty Database

' File I_Easin: Setup  Advance

Logouk Chel+1I

CSﬂitch Campansy.. . __::F
Exit

B At the menu bar, click on Eile, then from the dropdown start the Switch
Databases option.

|
REALIEasy BOS

IMPORTANT ; After you svatch the datsbase locafion: pou wil be prompled to re-start this
spphcation This change wil be appled 1o REAL/E asy BOS and REAL/E asp FOS

Wmﬁ'ilmuumﬁi appcahon r & Windows Temnal Server or Gt
Metahiames ervronment, s change will atlect ol uners.

Cunent Location: [T 1Bos\DATAY

Select Data Path: [\ BorBeufiesty

v tob | /;W_J

B Click the drop down to select Best Realty

B Click Apply
x
*j'r) BOS wall e restart and uss the data in the specified drectory,

[T

H Click on the OK The BOS system will then restart and you will login again, but
now, you’ll be in the Best Realty database.
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How to Start the Tour

Step 2 — Start REAL/Easy BOS and Log In

HERTESSY
ELel =

B Now, you are ready to do the tour, you are switched to the Best Realty database
for the time being. Select the “REAL/Easy BOS” icon (above) from your

Windows desktop.

User Log In The Best Realty Company
REAL/Easy BOS £ Hei |
User -
Password |
Office | OFFICET |
User Level |

W 0K | X Cancel |

You should obtain the above login screen

B For now, You do not need a password, Click: w
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The REAL/Easy BOS Desktop

The REAL/Easy BOS Desktop

[ Ao trarmocten | Chrge Teaterchion . Viskdad Chestks Fapael |
v
Eda Transactan | Baiched Checks-toPrint List |
¥
Bt Trarceaction Sewch Corgs: J Print Bidcchesd Chrecks P Prird Crescik Rageiter I
Exiil Tronaacton Search Nobes | Tearafer Transaction Dinductions | Rieweine Dipducton Tiarafe: |
Pay Agesk's Dedmirs | everse Doduction Fagmet |

Transter Commiszion Tst |

Repuiting

Acounting

Shateuty Lintinga/5aeq 11885000 | A pery Billewg | Accounis Payable | Genessl Ledger | Franchise | Fepos | | 5 Cunbom Pleperts | Inberace Acct (1] BC 4] »
#eelg [Compasy] | F2=Calculator F3-Miramize FA-Change (ilice DFFICE2 Thursday, Aped 95, JO07

Whenever you begin your REAL/Easy BOS session, you will be greeted with the above
desktop. This desktop is designed to help you quickly access all tasks from the beginning
setups to your daily tasks to reporting on company performance. There are five
components making up the REAL/Easy BOS Desktop. Let’s take a look at them.

E?ﬂREAL,.-"Easy BOS - The Best Realty Company : 5859 5. 108th St., Suite

1. At the top, the title bar shows the name of the program. The name of the company is
displayed, according to the database you are switched to — e.g. The Best Realty
Company.

JEiIE Easic Setup  Adwanced Setup  Security & Controls  Preference Custom Fields Help

2. Next, the (File) menu bar displayed above, is the same all the time. Setups and most
operations in REAL/Easy BOS can be run from the menu bar.
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The REAL/Easy BOS Desktop

Basic Setup Mhdvanced Setup  Secu

Company Information...
Offices. ..
Chart of Accounts. ..

Projects...

AddfEdit Agents and Staff. ..

Commission Plans. ..

Co-Brokers. ..
Contacts...

Wendors. ..

Each menu bar item, such as Basic Setup (shown above), Security & Controls, or
Preference, has a drop down menu to provide access to operations and indicate the hot
keys that can be used.

3. On the left, the Module Tool Bar shows the different work areas in REAL/Easy BOS.
When you choose a module here, the main screen work area to it’s right provides access
to the functions available within the module.

BOS’s capabilities are organized into three main Module Groups.

Standaid Reports

Accounts Payable

G

-

Interface Accouring

We will come back here later to explain the different modules.
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The REAL/Easy BOS Desktop

|' A Teansaction I Ciats Trnssction b Wibed Craech Finport |
L4
B Trangaction I Batohed Checlos-So-Primt Lt [
¥
Eelt Trovracsion Seareh Contacd I Privt Bistched Checks # Frind Check Fingieber |
Exif Tranaection Search Noles I Taarater Transacton Deductons [ Reveee Deduchon Trande |
Py Ageni's Dedhactaons I Frervnise Dieduchon Pagsent |

Transder Comemizsicn Trsi I

g 2o Dl en i sl b e e et nme Gl

4. This is your main work area, or Screen. REAL/Easy BOS defaults to the Transactions
screen when you log in as shown above. Most of your day-to-day operations will take
place here. This area changes according to the module you choose from the module tool
bar. Note that each icon/button in the work area represents a different function, or
process, that you would use within the transaction module.

| Shortcuts ||| Listings/S ales Transactions IAgent Eillingl Accounts Payable | General Ledgerl Eranchisel Beportsl Qnalysisl Customn Fleportsl Interface Acct. IE]I BC 4 | >|
|Acctg [Company) F2-Calculator F3=Minimize FA—Change Dffice | OFFICE2 [ Thursday. April 05, 2007

5. The Status Bar is at the bottom. Items displayed include your logged-in user name and
info about certain hotkey and other options available. Next the login office is displayed
followed by the current day/date display. Note, that if you are a multi-office company,
REAL/Easy BOS can handle office/branch level security.

Page - 10 C Executive Systems BOS Learning Tour



BOS Operations - Setup

BOS Operations - Setup

B Click on the “BOS Setup’ module tool now.

Since you would be using the left side menu-tool bar the most, lets take a
quick look at what’s available. When you begin using REAL/Easy BOS,
you must first do some setups.

IAdvanced Setup I Security and Controls | Tools I

Step 1

Back GOffice System| Setup

Step 2

Company Information | Add/Edit Agents & Staff |

Add/Edit Contacts

&dd / Edit Office | Add/Edit Commission Plans |

Add/EditVendor Infarmation

(optignal)

Add/Edit Chart OF Accounts | TP |

(optional)

(opticnal)

Add / Edit Project |

(optional)

The Basic Setup functions (tab) which should now be displayed on your main screen.
The setup functions are represented by the large buttons such as setting up our Offices

and your Company

Back Office System Setup

Ak o Arweand Plara I Sudgurl | 073 brecomn
Fuld gk Ccarrem Histomy
E digewit Comen Hatory

More advanced setup functions for commission deductions, agent billing and agent 1099
income adjustments are accessible from the “Advanced Setup” tab

C Executive Systems BOS Learning Tour
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BOS Operations - Setup

Back Office System Setup

Basic Setup | Advanced Setup { Security and Contiols | Tools |

User Access

Setup Users |

0|

Commission Templates |

Setup Menu Access |

Ecit Figld! Labels |

Forms and Checks |
Trust Types |

Letters |

Custom Crystal Reports |

—Task Manager

Activity Plan Mames
Activities
Activity Plans

The Security and Controls tab can setup users and their accessibility to the system,
setup commission templates, choosing forms, checks and custom reports and planning

activities.

Back Gffice System Setup

Basic Setup I Advanced Setup I Security and Controls T E

~Move Data ID

Move To Office ID T10

Listing D ata

Archive Listings T20

~Sales T ion Data

Updste Transaction Contacts T30

Move To Agent ID T11

Retrieve Listings From Archive T21

Reset Transaction Offices T3

hiawe To Broker I T12

Update Listing Cortact=PType T22

Zero The Override Allocations T32

Duplicate AgertBrokeriD T13

Co-Broker table Agents to Roster T23

Clean up Transactions Details T33

Compute Agert Balance Fawd T14

Import FOS Roster from File T24

Assign Seller and Buyer Sgerts T34

Compute Invoice Balance Fwd T15

Roster Company Mame Assign T25

Azzign Seller Agents T26

The Tools tab provides a number of programs that can help add value to your data
especially if you have upgraded from earlier versions of REAL/Easy. Some functions
such as import MLS rosters to FOS (for FOS users) can save time and increase

efficiency.
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BOS Operations — Listings and Sales

BOS Operations — Listings and Sales

B Click on the Listings/Sales module tool

Listingsi/ Sales

| Manace Listings I “iew Listings | “ieww Agents & Staff |

Expired Listings | “iewy Contacts |

Yigw Co-Brokers |

Add Transaction

Edit Transaction Wiew Tranzaction |

Edit Trans Search Contact “iew Tranz Search By Contact |

Edit Trans Search By Notes

“iew Trans Search By Motes

With this module you can manage Listings and Transactions. Central office staff use the
commands to enter and maintain active listings and pending sales. In multi-office
companies, branch users also can maintain their office’s listings and pending sales from
this module.

View buttons are available for those users that are restricted to viewing and cannot
change data. Managers, Concierge, Relocation, e-Commerce staff are often given view
access to help with their communications and service.

Often, the staff may know only know a seller, buyer, or builder name and wish to view
details of a transaction. Buyers and sellers and others involved in sales transactions are
called “Contacts” and search options are available to view all transactions where a
particular seller, buyer, builder, attorney, was involved in.
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BOS Operations — Transactions

BOS Operations — Transactions

B Click on the Transactions module tool

Transactions

| Add Transaction I Cloze Transaction # Woided Checks Report |
Edlit Transaction | Batched Checks-to-Print List |
Edit Tranzsaction Search Contact | Print Batched Checks FF Print Check Register |

Edit Transaction Search Notes | Transfer Transaction Deductions Reverse Deduction Transfer |

Pay Agent's Deductions | Reverse Deduction Payment |

Transfer Commission Trust |

With this module you can manage many transaction maintenance, closing, and post
closing functions. .

While transactions can be added and edited in this module, the primary purpose is to give
the closing department efficient processing for:

¢ handling all agent commission plan calculations

printing commission checks either interactively or with batches,

closing sales,

closing out escrow/out trust if you have broker held trust,

paying agent deductions to vendors,

handling commission trust holding accounts,

calculating and/or entering all agent commission deductions

deducting agent account balances from commission checks

also recording commission payments as direct deposits or closing company
calculating and paying all types of agent and manager override commissions
calculating and paying co-broker fees, referral and referral network fees,
automatically journalizing check and other posting reversals when necessary
keeping track of and reporting voided checks

Page - 14 C Executive Systems BOS Learning Tour



BOS Operations — Agent Billing

BOS Operations — Agent Billing

Agent Billing

B Click on the Agent Billing module tool now.

‘ Bill Agent

Bill Agents Uszing Plan |

¥

Yiew / Edit Billing Log |

¥

Yiew Agent Credit Limit |

¥

Agent Bill Payment |

¥

Interest Charges |

¥y ¥

Frittt rvwoice | MHew Print [mvoice

¥

Yiew Billing Hiztary |

Above are the capabilities offered by REAL/Easy BOS in the agent billing area. Many
companies call this agent receivables.

Most companies will implement this after sales transactions processing is under control.
Note that there is an interface between the REAL/Easy BOS commission check-writer
and the billing system for brokers who wish to recover agent balances due via
commission check deductions.

Included in the Billing module is the capability to print agent invoices, statements, record
payments, charge interest for past due balances, and view all past bills from the billing
history.
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BOS Reporting — Standard Reports

BOS Reporting — Standard Reports

Dperations

Repoiting <+ B Click on the Standard Reports module tool. To view
this tool click on the “Reporting” grouping to display
the three reporting tools.

<+

-~
@ 3 Listings I 4 Salesl 5 Fallowup ] B Trust I 7 BiIIingI 8 Accounts F'ayablel 9 General Ledger I

r—List —Commizziohs— ] [ Expensesand Tax————

Telephone List R101 | Commizsions Paid R111 | Annual Expenzes R131 |

Birthday List R102 | Comm. Statement R112 | Expenzes By fem R132 |
Licenze Expities R103 | Company Check Reg R113 | Uncovered Exp. 133 |
Agert/Employes Status F|'|U4| Office Check Register R114 | Deductions Paid R134 |

Staff Roster by Pozition F105 |
rProducton——————————

Roster by Comm. Plan R106 | | Sales Award & Earn. R121 I GST Reporting R136 |

Detail Roster R107 | Production By Date R122 | GET Withholdings R137 |

Cumulative Prod. 123 |

The Standard Reports module offers many reports to help everyone in the company from
the agents, branch staff and management, corporate staff, management, and owners. The
reports can help with tracking and management of day-to-day operations to annual recap
and award reporting.

As shown above, there are a number of standard reporting areas starting with “1 Agent”
accessible by clicking each tab at the top of the screen. Within Agent, there are simple
“Lists”, “Commissions” reports, “Production” reports, and reports that detail agent
“Expenses and Tax” incurred and paid.

Other reporting areas as shown above include reports for:

3 Listings inventory and production detail and summaries, volume ranking

4 Sales tracking, pipelines, and closed production, inhouse and outside revenue
5 Followup lists, labels and letters for marketing,

6 Trust/Escrow transaction ledger sheets, open and running balance, audit

7 Billing statements, current balances, running balances

8 Accounts Payable statements, vendor lists, 1099’s for agents and brokers

9 General Ledger ledger activity, journal details, reconciliation, statements
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BOS Reporting — Standard Reports

1 .ﬁ.gentl 3 Listing I

By Mumber R401

Lizt By Date  R402

Trans. Waolume R411

Followup I B Trust I 7 Billing I 2 Accounts Payable | 9 General Ledger

Cther Broker Comem. R4

Trans. GCl B412

Summaty By Role R422

By GIL Jourmal RE403

Tranz. &GCI R413

Fevenue Detaled 423

Audit MAGC! Alloc. R404

Company Daollar E414

FRevenue by Sales Tupe R424

Saleto List Price Fd415

Sales summary R416

H Click on the other standard report areas such as “Sales” to view the various types
of tracking, production, lists, summaries.

1 Agent | 3 Listingsl 4 Sale l E Trustl 7 Billing | 2 Accounts F'a_l,lal:ulel 9 General Ledger
—List Label Letter
Buyer+Seler Company B501 | Buper Source Compary B511 Agentz and Staff R521 Agentz and Staff R531
Buyer+Seller Dffice R502 Buyer Source Office RE12 Ligting Follow-up RE22 Ligting Follow-up RE32
Buyer+Seler Agents RE03 Buyer Source Agents RE13 Sales Follow-up R523 Salez Follow-up R533
Liztingz ‘WWritten CRM R504 Seller Source Company R514 Main Contact List R524
Tranz CEM Report RE05 Seller Source Office B515 b4 ain Broker List RE25
Seller Source Agents RE1E tain Yendor List R526

B The Followup area prints reports, labels, and letters to assist with contacting
current and past sellers and buyers. Lists are available for the company, office, or
for each agent. The lists can also be exported to worksheets for the agents. Labels
and Letters can also be printed for all levels and to all or targeted contacts.

C Executive Systems BOS Learning Tour
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BOS Reporting — Analysis

BOS Reporting — Analysis

C Click on the Analysis tool. This area offers many types of analytical
L*! reports that can help review and plan business direction and staffing at all
levels — company-wide, office/branch, and agent. .

Analyziz

ales Ranking 211 I Quartile 814 | Sales Summary 430 | Compare 240 | Activite 441 | Trend A50 | Profite 490

N

—Company Level —Office Lewvel
Writken Office - All Producing  A70-01 | Wiitten Office - All Producing  410-11 |
wiritten Office - Agent Start. A10-02 | Wwiritten Office - Agent Start. A10-12 |
Agent's Office - all Producing A10-03 | Agent's Office - all Producing 41013 |
Agent's Office - Agent Start A10-04 | Agent's Office - Agent Start A10-14 |

There are a number of Analysis areas. Shown above is the Listing Ranking A10 analysis
where agent production can be compared at the company and office levels. Other
Analysis areas include:

Sales Ranking A1l - rank sales written, current pipelines, closed production at

company and branch levels.

e Quartile A14 — divide company wide or branch agents into four quartiles of revenue or
volume production to compare what portion of the agents generate different levels of
business.

e Sales Summary A30- - summarize written, pending, closed business at company wide,
branch, and agent levels by sale type, month, status, source and other criteria to learn
more about the business.

e Compare A40 — compare written, pipeline, or closed business for any time period to
learn how the business is changing or responding to company programs.

e Activity A4l — detail or summarize listing, A.O., and closed business activity for
company wide, branch and agent levels to view changes or turning points in the
business.

e Trend A50 — company, branch, and agent trend reporting to compare which areas of
the business are moving.

o Profits A90 — compare all agents revenue, company dollar, expense recovery, and

contribution to company/branch net profit to understand which agents/programs are the

most successful.
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BOS Reporting — Analysis

Analysis
- fales Summary 430 | Compare &40 | Activity 441 | Trend 450 | Profits 430 |

Ligting Ranking 410 I Salez Ranking A1

—LCormpany Level —Otfice Levet
Open Business A14-01 Open Business A14-11
Pending Buziness Due To Cloze 414-02 Pending Buziness Due To Cloge A14-12
Clozed Buzinesz  A14-03 Clozed Businezs A14-13

B Click on the other Analysis report areas such as “Quartile” to view the various
types of analysis available.

Analysis

Listing Rarking 410 | Sales Ranking 411 | Quartie 414 | Sales Summary 430 | Compare Aad, | rend 450 | Profits 490

—Compary Level —Office Lewel —Agent Level
Dretail 441-01 Detall 441-11 Detail 441-21
b anthly Summarny A41-02 tanthly Summary &41-12 b anthly Summary Ad41-22
Compary Wide Summary 441-03 Summarize By Office A41-13 Surnmarize By Office A471-23

X

B Activity A4l Analysis helps staff at all levels view and compare listing, offer, and
closed business activity levels to learn as soon as possible about changes in
business direction.
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BOS Accounting — Accounts Payable

BOS Accounting — Accounts Payable

Operations

R eparting

Aocounts Pavable
General Ledger

-

Interface

Accounts Payable

Enter Yendor Ihvoices Payable

Pay Vendar Invoices |

¥

Print Check: to Yendars | Reverse Yendar Payment

b anual Check |

Pay Agent's Deductions | Reverse Deduction Payment

Pay Company's Contributian |

Pay Agent's withheld GST |

_ To view the A/P tool click on the “Accounting”
- grouping. Click on the Accounts Payable module tool.

With REAL/Easy BOS, you can also pay all of your bills using the integrated Accounts

Payable module.

Above, you can see that this is a complete payables system so that you can make this task
as painless as possible. And, if you choose to use REAL/Easy BOS’s financial reporting,
this Payables module will do all of the posting for you automatically!
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BOS Accounting — General Ledger

BOS Accounting — General Ledoger

[aeneral Ledger

Next, click on the General Ledger tool.

Seneral Ledger

GIL Ertry Rewerse GiL Entry | AdciEdit Chatt Of Accounts
Browese GiL Enter Starting Balances
Browsze Trust Ledaer Expense Budget Entry
Frint Staff Check Feverse Staff Check
Print Staff Checks Batch Check Book Regizter

Recaoncile Bank

Close Manth End

Cloze Year End

For companies who want to use REAL/Easy’s integrated financial reporting and activities
capabilities, there is the General Ledger module. TWIth the GL funciont shown above,
you can observe the full complement of functions from maintaining the chart of accounts
to making G/L entries to bank account reconciliation..

There is even a trust-account tie in if you are in a state where brokers also maintain
broker held escrow/trust account(s).
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How to View and Change Your Data

How to View and Change Your Data

In this section we will review the key setups that adapt REAL/Easy to how you organize,
track, and process your business.

Stepl- Looking at Company Setups

Click on the BOS Setup module tool (looks like above and is in area 3 the module tool
bar on the left side of your screen).

Back Gffice System Setup

~Step 1 Step 2
( Company Information ) Add/Edit Agents & Staff 4dd/Edit Contacts
Add / Edit Office # Add/E dit Commission Plans Add/Edit Vendor Infarmation
[optional)
Add/Edit Chart Of Accounts Add/Edit CoBrokers
(optional) (optional)
Add / Edit Project
(optional)
.E. Cllck on Company Information
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How to View and Change Your Data

T
REAL/Easy BOS &P Heb
Trust | Bank Information I Interface dccounting | 1099 Adjustments | Photoz
Company Info | Configuration I Control Numbers I Income Statement I Balance Sheet
— Company Infarmation
Company Name IThe Best Realty Compary DOffice Code I OFFICE1 j
Street |5859 5. 108th Street Broker Hame I
Suite |2EIEI Broker Title I
City IHaIes Corners j Administrator Hame I
State/Prov. IWI j Signator I
PC/Zip [53130 Signator Title |
Countiy IU.S..-’-‘« j Tax ID Humber ISS-SSSSSSSS
Telephone I[SDD] FErAscrrd Activate Tax Calculations [
Alternate Phone  [(414) 4271374 Tax Percentage | 7%
Fax |[414) 4259267
Email Isales@realeasy.com
Web Site Ilealeas_l,l.com
Elint | & F'rexiewl Mext b | x LCancel |

This form contains the basic information for your Company. Your company name is
required for software registration and the company address should be completed as this is
printed in the title of most reports.

Click on the Contral Humbers tab.
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How to View and Change Your Data

%]
REAL/Easy BOS &2 Help
Trust | Eank Information | ELcoouating I 1099 Adjustments I Fhotas

Compaty Info | Configuration
MNext General Check No.

Next Commission Check No.

Mext Direct Deposit Ref Ho.

Mext Dutzide Cloging Ref Mo.

Next Trust Check Mo.

Next Trangaction No.

Hext Agent Billing Invoice No.

Hext G/L Entry No.

Next Trust No.

Next List No.

Do Mot Allow Firm/Pending Dates Prior To
Do Mot Post Prior to

Financial Year Start

Financial Year End

Control Numbers [} Income Statement |

Balance Sheet

.
T
T
T
s
o
o
s
&
T

0140142005 Tl
1/01/2005 &l
014012007 =l
1243172007 &l

On this form you can designate the numbers used in various functions such as
checkwriting, invoicing, adding transactions. Also there are date parameters for financial

year.

e— L. —
Company Setup - &J
REAL/Easy BOS &3 tiep

Trust
Company Info

M5 Word Timeout

5et Default Commission Template Hame

| Default

Address On Reports

[~ Print Address of Default Office On Reports

HEAL!Easy Managemeni Software Solutions

=

Accounting/1099s ]
] Income Statement ]
Agent Credit Limit

) ‘Warn When
[~ Agent Credit Limit Has Exceeded

Photos ]
Balance Sheet ]

Expired Commiszion Plans
[ List Agents from all Dffices

~Agent Checks
" Show YTD Net Paid

REAL/Easy FOS |\bos'\front0ffice.exe

Femote Support |http:.-’.:’www.|ogmein1 23.com

Edit Transaction
[~ Enable Business Rules Edit

@ {* Show YTD Comm. Plan Gross Paid
% By Default Show Trans/Trades Of Status
| <ALL Statuss -l
By Default Show Trans # Days Past Today
30

Yolume Calculation
" Single Count

| o Save

Frrint & Prewview ‘ ‘ Previous | Mest

> |

x LCancel

On the “Configuration” tab shown above, a number of settups are available to help users

operating the system.

w

4
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E 2202 e == - ; b
Company Setup - - l&J
REAL/Easy BOS € Hep

Compary Info ] Configuration Control Humbess ACOME STateTmes Balance Sheet ]
Trust ] Bank Information Azcounting/1093s Phatos ]
Assign Account Humber Ranges
Account Type |Account Start |Account End | e
' 159999
2 259993
3 35333
Rewverue 4 43333
Expenze 5 53333
Accounting Interface Adjustments to Agent Gross for 1099 Reporting
I~ Enable Accounting Interface [v Add Transaction Bonus
Interface With | Great Plain: -] [~ Subtract Transaction Override
Mext G/L Batch Mo. 1482 [~ Subtract Transaction Admin. Fee
Mext A/P Batch No. 2308 [~ Subtract Tranzaction Trans. Fee
Mext C/M Batch No. 3155 [~ Subtract Check Agent A/R Recovery

If you are printing 1099°s with BOS, using it’s accounting system, or interfacing with
another accounting system, basic setups are completed on this “Accounting/1099’s”
form.

( Company Setup __‘.-:_ - = S— &Jw
REAL/Easy BOS & beip
Trust ] Bank Infarmation ] Accenting | 199 Photos ]
Company Info ] Configuration Contral Numbers Incarne Statement Balance Sheet 1
Income Agent Commission Recoveries
141 Sales Transactions : - CA4 Admin Fee m
Hiling |43DD s CAd Tranzaction Fee lﬁ
pno e | 4410 =) || Pay Comissions A/ [1210 =
! | Recovery
“Expenses
CA1 Co-Broker Commissions |ED1D j Commiszion Advance Accounts
CA2 Refertal Fees 5020 [l Lol =
CA3 OH-Top/Franchise | 5030 El il =
CA4 Agent Grozs Comm. |ED4D ﬂ | i Charge el :|v
CA4 Agent Bonus | 5040 |
Employee Wages | 5410 j

To assist the sales, billing and closing departments in companies who are using the
accounting system or interface, the “Income Statement” and “Balance Sheet” tab setups
should be used to define all key account defaults. Thus, when data is entered, the
accounts in these screens are automatically assigned for the operators eliminating the
nees for them to know the chart of accounts.

All settings are described in detail in the other training documents. Exit “Company
Information” by clicking “Save” or “Cancel”.
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Step 2 - Looking at Office Setups

Baszic Setup | Ad d Setup I 5 ity and Controls I Tools I
—Step 1 Step 2
Company Information | Add/Edit Agents & Staff | Add/Edit Contacts |
N
q Add / Edit Office D * Add/E dit Commission Plans | Add/E dit Wendor Information
{optional)
Add/Edit Chart Of Accounts | P —— |
[optional) [optional)
Add / Edit Project |
{optional)
- Addd § Edit Office
H Click on
(@ nararumees — S £
REAL/Easy BOS & Help
Search by Office Code I I
Office Code Office Name Data Path

|

o | SEw | X peete B cose

The Office table shows the offices already set up in your Company. When just beginning,
there is just one office.

H Click on
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Office: DFFICE1 North Branch N

REALIEasy BOS

x]
£p b |

Office Code
Office Hame
Company Hame
Street

Suite

City
State/Proy.
PC/Zip

Country
Telephone
Alternate Phone
Fax

Email

Web Site

DOffice Information | EontrolNumbersI Photo I

IDFFiEE1 Broker HName IStan Chriglewski

INorth Branch Broker Title I

IThe Best Realty Company Administrator Mame I.&ctive

[5881 5 108th Street Signator |

I Signator Title I

IHaIes Carners j MLS Mo. 1 I

fwi = MLS No. 2 |

[53130 Financial Department ID [100

I 5.4 j Division I j
{2001 732:6327 Dffice Status | active =l
|[41 44271374 Office Start Date 05/02/1985 @I

I[.-_n 4] 425-9267 Office End Date ) =l
Isewice@bestrealt}l.com Business IHesidentiaI Fieal Estate j
lhestrealt_l,l.com

Load From Company Setup | x LCancel |

This is the Branch/Office “Office Information” tab for entry of the location demographics
and other important information.

x|
REAL/Easy BOS & tep |

Dffice Information.  Control Mumbers I Phota |
Next General Check No.
Next Commission Check No.
Mext Direct Deposit Ref No.
Mext Outside Clozing Ref No.
Trust Asset Account

Next Trust Check No.

Mext Tranzaction No.

[ 2548 [V Activale for This Offics
[0 1 Activate for This Office
[0 [ Activate for This Office
[0 I Activate for This Office
|—_| I~ Astivate for This Dffice

| 0 [~ Activate for This Office

If your Company uses separate checks and Trust accounts by office/branch they can be
designated here on the “Control Numbers” tab and activated.
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Step 3 - Looking at Agent Records

Next we’ll look at the Agent setup screens. Click on Cancel.

Basic Setup |Advan|:ed Setup I Security and Controls | Tools |

[ Step 1

#idd / Edi Office g
Add/Edit Chart Of Accounts

(optional)

Add / Edit Project |

(optional)

Company Information (

[ Step
f
i Add/Edi Agents & Stalf Add/Edit Contacts |
s
Add/Edit Commission Plars | Add/Edit Vendar Information
(optional)

Add/Edit Co-Brokers

(optional)

Click on Add/Edit Agents & Staff command.

Before entering listings, sales, or billing, you must first enter your sales agents into the
Agents & Staff table. So, let’s step through how to do this.

rAgent&Staf‘F Information —:-.:— - . - &J
REAL/Easy BOS &P b
By Search | Name l— I~ Partial Dffice ’W‘
a Beset 1D [— Status ’m
Type 'm‘ Position ’W‘

Bootz, Betya 23
Brandy, Edward 2
d'Pacque, Hedda 7
deBlancs, Phil M. B
Dillan, Marshal 3
Forwards, Eileen 22
Haus, C. D 24
Meedham, Wwillie 27
Patzer, Tim 28
Fatts, Fillmaore 4
Praufits, Seymour 1

"4

I mfadd | S Ed ‘X_gehate‘
| |

OFFICE1
OFFICE1
OFFICE1
OFFICE1
OFFICE2
OFFICE1
OFFICE2
OFFICE1
OFFICEZ
OFFICE1
OFFICE1
OFFICE1

YTD Statigtics ‘ ErintAgentDetaiIs AgentLabeIs | E LCloze | |

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Ihcorp =
AGENT 414155859113 [ ] -

AGENT [414) 222-2223 | [414] 4444423
AGENT [414) 2222002 [ ) -
AGENT [414) 777-0007 [414) 444-4407
AGENT [414) 4440000 [ ] -
AGENT [ - (]
AGENT [414) 2222202 |[ ] -
AGENT [414) 2223024 [ ) -
AGENT [414) 2222700 [ ] -
AGENT [ - (]
AGENT [414) 5559330 [ )

[

EMPLOYEE | [(414) 222-0001 =

b
Total Agents: 14

On the main screen will be a browse type window where all of the agents you’ve entered
into the company are listed. There is one row displayed for each agent you have entered.
Besides the agent’s name, there are other helpful columns, such as status, type, and phone
numbers that are visible.

New agents are entered using the “Add” button, while existing agent records are viewed
and updated by locating and highlighting that agent’s record and clicking “Edit”.
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Many LookUp tables may be too large to just use your slider or arrow keys. By using the
search box(s) at the top of the window, you can quickly locate the agent you are looking
for. Say, you want to find agent Hedda d’Pacque.

e :
Agent & 5taff Information @
P e R e -

| BEAL/Easy BOS / &3 Heb
)lame d I~ Partial Office | <ALL Offices> hd

‘H'He_s—et/ ID | Status JActive vi
Type |<ALL Typess _:_] Position |<ALL Paositianz _:_]

Search Name |

(=]
=lo

=

o

Status Type Residence Cell Incorg =
AGE! | (#14) 7770007 [[414) 444-4407 |

OFFICEZ  Active BAGENT (414] 4440000 [ | -

DFFICE1 |Active  AGENT (7 = (-

[B dPacque, Hedda
| | deBlancs, PhilN.
| |illon, Marshal

w | o B

In the name search area above, type “d” and press “Search”. This will find all agents
names starting with “d”.

Your screen should now be highlighting the agent as shown above.

H |et’s look at what information we have on Hedda, so double click on the
highlighted name or click the Edit button.
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Alternate Phone I[]—‘ Fax ’m
Email 1 |
Email 2 |
Web Site |

Partner Name |

Speciality |

Spouse Name |

o

Spousze Phone

I o Save | 4 Previous | Newt P |

x Cancel

[ Agent Information for: Hedda d'Pacque li_g-.r
e O |
Agent Information anidentiall Deductions] Agent Account Demuglaphics] Fhato ] Huotes l
Agent Code* I.?i *denotes required hield. Type* |AGENT j
Independant Contractor v
Withhold GST For Agent [
S alutation Office | OFFICE1 j
Last Name™ Project |<None> j
| First Hame |Hedda Dzgn Status™ |ﬁ1‘-.u:ti\-'e L]
Search Name=  |dPacque, Hedda ~| Stant Date |03/17/1986
Mame for Hepurts’lHEdda dPacque Termination Date | A
Street i 300 Street |5 W ashington Pos./FullPartTime | Full Time-5 eazoned L]
Unit | Agent Source | Open Houze L]
City |Milwaukee LJ Recruiting | <Mones L]
State/Prov. l_‘ PC/Zip ’W Mentor |<Nnne> L]
Res. Phone [414)777.0007 Cell Phone [(414]4444407 In/OutStaws |
Bus. Phone m Ext ’— Aszzistant’s Name |

4

The selected agent record is now displayed and available for modification. Notice that
window title (blue) displays the agent’s name you are looking at. On the first tab, “Agent
Information”, your agent’s address, phones and other information is recorded.

To change information highlight it with a Mouse click or use the Tab key to activate the

item and then retype or edit

H Now, Click on the

Canfidertial

tab.
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Agent Information for: Hedda d'Pacque

Birthdate

Board LicenseNo.1 [ License Expiy 1 [05/13/1336 Type |
Board License No. 2 ,7 License Expiry 2 | A Type |
Social Ins. No. 345038300 Password [ ]
Main FommicsionElan m Min Ivl # ’_ Add | CurrfLast Split % I_D
!l Incremental Plan Start™ Incremental Plan End™

Prior Period Plan Start Prior Period Plan End  [12/31/2005 i

Award Plan [More>  ~| DILGCIIAT Overide 2|

Agent CAd Override % % of Agent's | j

Mgr. CAS Override % % of total | j

Tax ,7 Salary ,7
Agent Inc. Date Agent Corp FedID

Inc. Name For Checks |

Do Mot lgzue Inc. 1099 [

Current Team: |The Real Estate Proz j Side Units 1.000 Side Share % 50

Payment Type
+ Mormal Check " Direct Deposit " Closing Agent

[
@ Help
=l
=l

The confidential page of the agent’s record shows important dates, license information,
commission plan setups, incorporation ID’s, and team assignment.

Agent Information for: Hedda d'Pacque &J

REAL/Easy BOS _ \ &P e
Agent Information] Confidential] Deductione Agent Account l I emographics] Phato ] MNotes ]

Agent Account I Interface Accounting

Balance Forward $200.00

= Yendor Numb APTO07

Payments Received $0.00 endor Humber
Check Deductions 33785 GL Account Number |
Pending Deductions $0.00
| Adj. Balance Fwd. $102.15 Franchise No. FRO0007

Current Charges $479.00
Current Balance $581.15 Bank
Credit Limit $0.00 R outing Mumber 111111111

ey . Account Humber 45E7E9-332
Email Bill To Option hd
Account Type <Mone» -

Credit Card Information Bank [AP Yendors) lm
Credit Card No.

Credit Card Expiry | / / =l

Credit Card Type

Eledil Card Information 2

Credit Card No_ 2
Credit Card Expiry 2| / / @‘I
Credit Card Type 2

The “Agent Account” tab us used to display the agent’s current account balance details.
Other sections on the screen setup card numbers, vendor IS’s for Interface Accounting,

franchise ID for franchise reporting, Bank information for using direct deposit or MICR
check printing, and credit card information if used to pay agent bills.
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Agent Information for: Hedda d'Pacque

REAL/Easy BOS P . ] ] - B
.-'-‘-.gentlnfnrmatiani Confidentifl Deductions ] dgent Account Demagraphicsi Photo ] Motes ]

Deduction Plan ]<N|:une> _"'_]

Agent Deductions

Arnount (3] |Amount (%] Maxt

Deduction Mame
‘41 |[E&0 Fund

Use the “Deductions” tab to setup automatic agent check deductions.

The “Demographics” tab contains a number of custom fields for your own use,
“Photo”’for agent photo(s), and the “Notes” tab for entry of miscellaneous information
such as commission plan details, license updates, agent review summaries.

Click “Save” to return to “Basic Setup”.
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Step 4 - Co-Broker Information

Back Office System Setup

Basic Setup | Ad d Setup I S ity and Control I Tools I
—Step 1 ~Step 2
Company Information | Add/Edit Agents & Staff | Add/Edit Contacts |
Add / Edit Office | * Add/Edit Commission Plans | Add/Edit Wendor Information
{optional)
, 4 .

Add/Edit Chart OF Accounts | Add/Edi CoBrokers |

(optional) {optional) .
N

Add / Edit Project |
(optional)

- Click on Add/Edit Co-Brokers

E Broker Information N —— - Lilﬂl-g_hj

REAL/Easy BOS &3 He
Eﬂt Search Company ] I~ Partial Broker Eode|
ﬂ Beset Broker | [~ Partial Role <aLL ROLES: >
Eroker Code |Compan_l,l MHame |Broker |HOIe ICit_l,l ]Telephone |Fax [E2

L 100001 Adamz Realty John Adamsz Milvaukee 4145551213 4145 |
100012 Aliaz Realy Co. John Jones Milvaukee 4145554321 4145¢
100013 B. 0. Eide Company B.D. Eide Milvaaukee 4145554433
100004 Best Realy Marketing Mr. D, Best, Mc West Allis 4145435361 4145
100011 Blach & Tackel Realtors Endetha Bloch Milwaukee 4145850002
1012 CEMTURY 21 KIMG CEMTURY 21 ¢

il 100003 Cutten. Dreid Realtars Firley Drreid Milwaukze 4145556622

1Ll 100009 E%0 Insurer Annie Equity Hales Corners | 4145554433

1 100002 Franchige Fee Region Drewey Tchitur Brookfield 4143323339

" 1000714 French Realty Miles Standizh Wwhest Allis 4145559111

__|1oom? lva Bier 4145564321 41458

Il 100002 Lutz, Sherrat Referalz Forrest Lutz Milwaukee 4145550930

<« [ b
Total Brokers: 21
Add Edit * Delete Broker Labels ‘ Export I Letters | B Close
[} i

This is the Broker look-up form. Click on Adams Realty and Edit.
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Broker Information

]

@ Help

N -

|[414) 5551213

—

N -

|[414) 5435650

AR

)

{ Broker Information ] roker Accountl Motes l—]

N j
Broker Code |1UUUU1 Res. Phone
Broker Hame |J':lhr'| Adarmns Bus. Phone
Company Name |-"-"-C|Ell'ﬂ$ Realty Bus. Ext
Street |320 Midwest Bldg. Cell Phone
Uit | Fax
City |Milwaukee _:J Email
State/Prov. fiw =] web Site
PC/Zip I534DD Administrator
Country | MLS Ho. 1
Role | Broker v| MLS No. 2
Issue 1099 v
Tax 231111111

o Save

x LCancel

b

4

The “Broker Information” tab contains specific contact information and their tax

number. You are also able to flag them for 1099’s.

Broker Information

=

REAL/Easy BG5S __
Broker Informatidn Broker Account l lote: ]

Interface Accounting

Yendor Number WA0200
GL Account HNumber

Bank

Routing Number |
Account Number

Bank [AP Vendors] | <None> ~]

& Help

Use the “Broker Account” tab for Interface information, e.g. vendor number in the third
party accounting system, or information for use of direct deposit and/or MICR check

printing in REAL/Easy.

Use the “Notes” tab for miscellaneous information.
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Step 5 — Main Contact Information (Buyers, Sellers,
others)

Back Office System Setup

Basic Setup |Advanced Setup I Security and Controls I Tools I

—Step 1 —Step 2
Campany Infarmation | Add/Edit Agents & Staff ﬁ Add/Edit Contacts D
N

Add / Edit Office | * Add/E dit Commiszion Plans | Add/Edit Yendor Information

[optional)
Add/Edit Chart Of Accounts | Add/Edit CoBrakers |

el [optional)

Add / Edit Project |

{optianal)

Buyers, Sellers, Title and Mortgage companies, Attorneys, and other outside contacts that
are involved in the listings and sales contracts are called “Contacts” in REAL/Easy.
Contacts can be stored the main contact list using the “Add/Edit Contacts” command
within Basic Setup. Contact names stored here can be shared with or “pulled-in” to any
listing or sale.

- Click on Add/Edit Co-Contacts. You will receive a blank search screen.

,
Add/Edit Contacts [
AREAL/Easy BOS———————, @ Help

| Last Name JB [~ Partial Contact Type |<ALL Typess __v_]

Hezel Company 1 [~ Partial Agent | <ALL AGEMTS: _ﬂ

Lagt Mame First Mame Compary Mame | City i »
Rudy Mertan (414) 555-3391 [414) 535-0004)
Seller Blewett 0.E. Milwaukes [414] 454-9161 [414] 555-2201

Seller Bonanza Betty & Ben Wauwatoza [474) BE5-2401 [414) 444-339!
Buyer Burtin Bebe “Wauwatoza [414) 200-252! (414) 250-002!

-

Total Contacts: 4

e add( | A Ed ) % Delete | e -
e — T ——

=T = e —— e —— = — ]

To locate a contact a portion of the name is entered and the “Search” button clicked.
B Enter the letter ‘b’ and Click on “Search”. This will display the contact list
having names starting with that letter.
B Highlight and Edit the “Bega” record.
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=
REAL/Easy BOS &3 et |
Contact Information | Mizc. Information I Nates | I
Type Source OF Buzines:
I Buyer j ’7| Professional Referra LI ‘
Contact Mame
I Mr. j IHUd}' IBega Assign To I Bootz, Betya Ll
Prefix First Mame Last Mame
[Bega. Rudy =] [Mr. Beoa Ofice | OFFICET =l
Digplay Az Salutation for Letters & Feports Eharehlmber
|Bega nd Compary, Inc. Fies. Phone (#14)538.0000
Coifeshl Nette Bus. Phone (414] 555.9939
Addres:
|4EDD IKnox =l I Buz. Extension I
Sheet Mo, Street Name Urit Mo, Alternate Phone I[ ] -
o =] o0 K| E— Bl a—
City StatesProwy. PC/&Eip Country Fax l[]—
Interet
Irbega@begaandcompan}l.c:om v, begaandocompany.com @
Ernail Web Site

Contact Details |

‘ Erevious| HNest

| 4 | X Qancell

This is the Contact Information screen. The type of the contact is assigned along with the
contact source. Name, address, and phone/email contact information is assigned on this

screen.

The other tabs, “Misc Information” and “Notes” are used for details that might be
important for working with the contact.

Click “Save: to exit the contact screens, and click “Close” on the following contact

browse screen.
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Step 6 - Viewing Listing Information

Listings / Sales
G Manage Listings h W iew Listings | “iene Sgents & Staff |
~ 7

Expired Listings

Wiy Contacts |

“iew Co-Brokers |

Add Transaction |

Ediit Tranzaction | Wiew Tranzsaction |

The company’s listing production and inventory can be maintained and tracked in
REAL/Easy. From your REAL/Easy BOS desktop:

B Click on Listings/Sales on the Menu Tool Bar
B Within the Listings area, Click on Manage Listings

& FOS Select Listing ) _ ol x|
REAL/Easy BOS Eyun |

Gy Search [StieetNa| Street Name | Listing ID | MLS | Ad Code | )
itk Status | <ALL Status> > | District [ <ALL Districts> ¥ | Office | OFFICET x| Froject | <ALL Projects> x| Agent | <ALl Agerts> x| |O -
ICi nier
"Search” | Fram List Price | $0.00 Ta List Price | $0.00  Driine Date | / / Search
after "Criteria™
changing Manage Street No | Steet Name
criteria South Emery St. ales Cornel
East Grande St. Cancelled $420,900.00 Mitwaukes
55th Ave. E Expired $350,000.00 Mitwaukes 00014 1—
E. River Dr. Sold $585,000.00 Mitwaukes o004 Listings
Commands Morth Grant Street Sold $155,900.00 Milwaukee 00017 from
10 Aad.or M. Icier D Sold $75,00000 Snowinagin  Mort 00023 “"Search”
Edit a listing . Icier Dr. ol a0, niovwvinagin ort...
Rover Lane Pending $190,000.00 Pewaukes Lake... 432 00014 _I
Sold Price o Sold Date Style Colonial Office OFFICE1
Lizt Date 071 5/2006 Expiry Date  02/21/2007 Bedooms 3 ‘—
Pending Date 07/15/2006 Tupe Single Residential Bathrooms 2.5 .
i - Information
Listing Broker Parking  Garage 1 Car Lo
Lack Box Mext Open House To highlited
Shawing Instuctions d Vark. Art property
Current Listing: 10 South Emery 5t Bine. R. ¥OU_; Bootz, Betya Listing Count: 13 I.—
Frint @ F'regiewl E LCloze | count

\ Print a list of properties currently in

search (e.g. 13 listings will print)

You should now see the listings browse in the main part of the screen. The list is sorted
by the Street number. The first listing is highlighted and details about that property are
displayed in the screen lower half. There are search boxes at the top of this window that
can help you search for a certain listing or groups of listings e.g. “Active” or “Pending”
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status only.

H Point to and double click on the South Emery St property - (You can also use the
Edit button at the left side when the property is highlighted).

Listing Information : 10 South Emery St (In/House) &J
REAL/Easy BOS &P Help
Listing General l Demographics] Listing Detail] Phata ] Agents.-"[lontacts] Description / Features] Journal] Motes :

Subject Property Status
|In-H0use LJ |Art ‘Wark Property |Active LJ
Listing Type Property Mame L =
Tice
| OFFICET _~| [no024 | [ | [ se50000
89,500.00 CaleCP
Office FOS List No* MLS N 2Znd MLS N, 4d Code + ek e
- i Current Price
10 [South Emery GE N =l | T
Street Mo.*  Street Mame™ Suffis Unit Type  Unit No. Building ID Sqft
10 South Emery St. _
Lisplay e 529588 Calc PSF
| iHaIes Corners Lj |W’I j |531 0o G4 j Price PSF

| City State/Fraw. PC/Zip Country - $_89'SDD'DD
[rates Property Type Driginal Price
[03/15/2003 [10/15/2009 [ Residential (14 uni_~| S0.00

; - Sold Price
List D ate Expiry Date Propety Stle
A RINEE b
| " | Bungalow b Showing | nztructions
Pending D ate Cancel Date
| 457 | 4 Locatior ‘ i
Sold Date Escrow Diate o
| i | i | South Rezidential ﬂ
E dit Active Frice Change Few/Lock Box Information District
“Nest Di:en House 1 Internet
From | =l Tl =l | e
Add Another Listing | o Save & Close | 4 Previous | Mest P | Detailed MLS Data | X Cancel |

Key listing details are maintained within the “Listing General” tab. Included are key
identification ID’s, detailed address information, the property status, current price, key
dates including listing and expiration, the main listing office, and property type.

You can keep other information including the showing instructions, url location, next
scheduled open house, if you are using REAL/Easy to assist the call or updesk.
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Listing Information : 10 South Emery St. {In/House) ﬂ
REAL/Ea &P Hebo
Listing Genertl Demographics Iﬁing Detaill Photo | Agentsftontacts] Description / Featuresi Journall Mates | :

—Demographic
Project < 2> Builder ID | <Mone: ‘l
District ! South Residential v;
Buyer Source nta - Buyer Generated By | <Mane> 'i
Seller Source l Referal Other vi Seller Generated By | <Mones 'l
Finance Type I <Mones 'I
1 Custom
Custorn 1 | -] Custorn1 | |
Custom 2 I _vJ Custom12 | _:;
Custorn 3 I _vJ Custom13 | .:;

Listing Information : 10 South Emery St. (In/House) u

| REAL/Easy BOS ~ ————u € e
Lizting Generali Demographicg Listing Detail | 9!’|0t0 I Agents.-"[lontactsi Drescription / Featuresl Joumall Notes | i

Listing Specification: Cammizsion Agreement Detail
[ [2 |50 |20 j20
Fooms e Tioe Baze List Side Sell Side
12 Iu —Matify Agent ...
Bathrooms Half Baths I Wwihen Listing Expires
lNat Gaz i2 Attached [ of ALL Appointment Activity

Listing Information : 10 South Emery 5t. (In/House) M
REAL/Easy BOS — & e
Listirng Generall Demographicsl Listing Detaill Pholk Agents/Contacts | [}scription / Featuresl Joumall Motes | =

d'Pacque, Hedda
Tume, Mark M. 0.8750 0.oa $0.00 1

Edit | ¥ Delete [~ Block Update of Orline Agents/Cortacts during | mport ‘
Contact Information Phone # Email
Type iName IEompany Fes. Phone
Address | Unit Busz. Phone |Ext.
State/Prov.

Vark, Ark

53100

Other “tabs” of information include Demographics for source and custom fields, Listing
Detail for number of rooms, living space, and key amenities, Agents/Contacts for the
listing agent(s) and names and contact information of the seller(s) and others involved
with the listing.
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Step 7 — Viewing Sales Information

Transactions

Add Tranzaction | Close Transaction # Woided Checks Report |
¥
G Edit Transaction I) Batched Checks-to-Print List |
¥
Ediit Transaction Search Contact | Print Batched Checks ﬁ Print Check Register |
Edit Transaction Search Notes | Transfer Transaction Deductions | Feverse Deduction Transfer |
Pay Agent's Deductions | Reverse Deduction Payment |

From your REAL/Easy BOS desktop:
B Click on Transactions on the Menu Tool Bar.
B \Within the Transaction area, Click on Edit Transaction.

& view/Edit Transaction ] y _o Iil
REAL/Easy BOS &P Help
Ly Search | Street No I Street Name
Transaction ID I 0 ' Status <ALL Status> j) a Beset Filter |
REAL/Easy ID | Office | OFFICE =l

MLS No. [ Agent [ <aLL agents> =l
Project |<ALL Projects: 'l Online Date A @]

O = AR/AP Posted . = Transaction Closed

Tranzaction | REAL/E asp 1D Street Mo | Street Mame Unit Mo|Statuz | Seling Price |Pending Date [ Cloging D ate -
4
9800025 9800025 123 Apple PEMDINEG $0.00 1242242008
9800014 9800014 13303 Robley PEMDIMG $222500.00 08/14/200

1444 |E. River Dr.

9800002 00002 Fairfan Ave.

CLOSED | $100,000.00{08/01 /2004
CANCELL  $75.500.00 08/02/2004

Transaction Count: 1§

i Lloze |

Make sure the Status drop down on the top of the window is set to “All Status”.
Then press Enter or click “Search”.

You should now see the transaction table. Above, the lookup is sorted by the Street name.
Some notes about this lookup. In REAL/Easy BOS, each sale has a transaction number.
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They are consecutively numbered by REAL/Easy BOS automatically

There are search boxes at the top of this window that can help you search for a certain
transaction.

B Now, double click on the Rover Lane property - transaction number 9800008.
(You can also use the Edit button).

ion No. 9800008, 44 Rover Lane, FL-CS, List Side, Multi-Office, PENDING, OFFICEL — /5] [
Froperty lDamographics] Listing/5 elling Eo-Eroker] Eontacls] Eommissions] Trust } Journal] Maotes ] Listing Notes]

= required field.

Type and Co. Role  |FL-CS x| [List Side | Offer Written® |05/08/20104 |

Sngl/Multi and Status [ 1. Difice | | PENDING -l Pending Date  |08/08/2004 |

Main Dffice and Role | 0FFICE] | |List side I Expiry Date 4 Fe |

&dd Other [H Offices Firm D ate 02/25/2000 =l

| FOS List No. 0011 Gy AddFOS Data Closing Date  |10/08/2004 =l

REAL/Easy ID W Escrow Date Al ?]

Property Name | Lease Renewal (. ?]
I Street No.* @ Hame* |F|0ver Lane Cancel Date 4 ﬂ]
I unit No. [ ] Buldingid [ | CancelCode |12 z

City [Pewaukee  ~|  StatesProv. [l | Escape Clause

PC/Zip CEET— Counts ,—L] Edit Date Pend |05/05/2004 |

Sale Price [ 20000000  CaloSP | CalsPSF EaitDate Clas= ) ¢ &l

SqFt [ PicePsF|

Property Type |Land [to 15 acres] j Org. List Price ’m

Legal Description | Cunient List Plice’m

Mls No.1 432 Mis No.2 | List D ate 4 |
I

\/ Save | @ Activities @ Eemlnders| Frint & F'reglew| ‘ Previous | Mest } | x Qancel'

You should now be viewing information about 44 Rover lane. There are 5 tabs, or
screens, of information. The first, shown above, is called the Property tab. Note this key
information displayed at the top left of this screen:

e The sale “Type” is “FL-CS” meaning “Firm List — CoBroke Sale” — each transaction is
assigned a sale type. You can use the installed types or add your own in “Preferences”.

e The Company Role is “List Side”

e The sale is a “Single-Office” sale meaning that only one of our (in-house) offices are
involved in this sale.

e The status if this transaction is “PENDING”. Status can be “Backup Offer”, “Closed”,
“Cancelled”, “Firm” (ready for closing).

e The main office is “OFFICEL” and that office’s role is “List Side”. (Note for multi-
office transactions a main office is selected.

The remainder of this screen is used to maintain and view all key information about the
transaction.

Note the REAL/Easy ID field. Data conversions from other databases or systems will
put the old Transaction # here. Or you can use this ID field if you prefer alpha-numeric
numbers.
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B Now, let’s view the next tab: click the “Demographics” tab.

Transagtion No.-GA00008, 44 Rover Lane, FL-CS, List Side, Multi-Office, PENDING, OFFICEL (= [T o
Propert DemUQfaDhiCSDSHngJSeIIing Eo-BrokerI Eontactsl Eommissionsl Trust I Joumall Motes I Listing Notes!
—GroupB oxd
Praject I—:J Builder ID m
Diistrict W
Buyer Source !m Buyer Generated By rm
Seller Source W Seller Generated By lﬁ
I Finahce Type !W
—Custom
Custom 1 |Ehicago Title __v_l Custarn11 I -‘v_!
Custom 2 !FNF Mortgage _vJ Custom12 I d
m Custom 3 ! _d Custom3 I d

This tab is used to indicate optional information that can be useful for sales reporting and
special tracking such as for the sources of your buyers and sellers. There are 10 “Custom”
fields that you can define for your own use to track special promotions or categories or
use of affiliated services.

For customers who use the online intranet/mls import module, the “Online” section will
display details about the property gathered from that system.

H Now, let’s look at our buyer/seller information: Click the “Contacts” tab.

Transaction No.: 9800008, 44 Rover Lane, Fl-€SHist-Sidg, Multi-Office, PENDING, OFFICEL (B
Prnpert_l,ll Demographicsl Listing/Selling I:-:-Er*er Contacts Il#:vmmissic-nsl Trust ] Jnurnall Motes Ligting Notes!
Cotmet-tnfarmation Phane / Email

Type |Name ICUmpan_l,l Res. Phone
Address lUnit Bus. Phone IExt.

City State/Prow. PC/Zip Email

Ly Bega, Rudy ] 538-0000

aire, D, Peny [414) BR5-2833
7 Aishley Court [414) 555-1111
Hales Comers 53130

The screen should appear as above with the buyer and seller names and basic contact
information. Other contacts such as title, mortgage, attorneys can be maintained. Note
that you can also print mailing labels and form letters to the contacts.
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Next, let’s view this sale’s commission revenue and split details, Click on
“Commissions” tab.

f E Transaction Mo.: 9800008, 44 Rover Lane, FL-CS, List Sidev,. I\-_‘lulti—Ofﬁce_ PENDING, OFFICEr =
Property] Demograph\cs] Listing/5 eling Co-Broker] Contacts Commissions ] Trust ] Joumall Naotes ] Listing Notes1
Recalculate Commissions am=[120  ~| Template [FLCS  AppbaTemplate ‘
@ 14 =Income drea AP (2110 ~| Sale Price | $200,000.00

O Cé& = Comrission Area A/R Date Posted l—

[l Income =
OFFICET BO00.00 BOODLO0|  12000.00 I1A1 and

Office GCI

sz Commission

EB. D. Eide Company Co-op Broker | OFFICET 0.00 3.00 green rows

Total Commission _m mm I and

Adams Realty Referal OFFICE1 20.00 0.00 0.00 1200.00 Commission
I T o0 B || anaspm
Advertizing Fe OFFICE1 2.00 k ¥ rows

T T oo B
C.D. Haus List Side QOFFICET G000 1411.20  0.00 0.00 1411.20

Natalie Drest Lizt Side OFFICET 60.00 1411200 000 0.00 1411.20

(S T = |00l 000

Add the Income
and
Commission
Splits with
these butions

Add 141 Dffice Gross Commission |§ Add CA1 Co-Broker | Add CA2 Referral Add CA3 Fran/0ff Top |
Add CA4 - Agent Commizsion | Add CAS - Manager Override |

Edit
¥ Delete

o
J §ave] @ Qctiviliesle—) Eemindersj F'[intl @l F‘regiewl ‘ Erevinus: Mext } | E LCloze |

In this spreadsheet-like display, the green rows show revenue and the white fees and
commissions. You can scroll up and down if needed and left and right.

the

The Rows start with “IA1” (“Income Area 1” ) the office gross commission income. This

is the total income for the transaction). The rows continue with the transaction’s other

revenue, fees, and commissions providing different sub “Total” rows all the way down to
the “Company Dollar”. Rows can be highlighted and edited or added by using the buttons

at the screen bottom.
Columns for each row include:

Area: an “abbreviation” that defines what kind of Income or Commission line the row is

“lA” means income area, and “CA” means commission area.
Item: Description of the income or commission row.

Role: This is assigned by the operator to help identify the income or commission. A set

of roles are provided and you can add your own within “Preferences”.
Office: is the in-house (your company) office/branch/profit center that the income or

commission applies to. If incomes and commissions involve multi-offices then
you will enter separate rows for each. For subtotal rows this is labeled “Total”.

List%: the percentage or split used (if any) to calculate the list amount. Note the 20%
“Referral” and the 60% agent splits.

ListSide: this is the list side income (green row) or commission (white row) amount.

Sell%: the percentage or split used to calculate the sell (buyer) side amount.

Sell Side: this is the sell (buyer) side income or commission amount.

Both: total income or commission for the row.
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You can observe that total income down to net commission/company dollar is tracked
with standard real estate accounting breakdowns. Total income is entered first using the
“lAl - Gross Commission Income” button.

In order to make REAL/Easy BOS reporting and tracking more valuable to owners and
managers we have setup these income and commission areas:

1Al

CAl

1A2

CA2
1A3

CA3

1A4

CA4

1AS

“Income Area 17, is the Office Gross Commission incomes from the commission
generated by the transaction from all sources whether the seller , buyer broker
commissions, bonuses, referrals paid to the company etc. Note that each revenue
“type” can be entered and identified by it’s own “Role”.

or “Commission Area 17, is usually the commission paid to cobrokers. This
area can also be used to pay MLS fees and agent bonuses from sellers or buyers.

or “Income Area 2” is calculated for you 1Al less CA1 and is called Total
Commission or “GCI” — Gross Commission Income. For accountants, this
revenue is usually the figure credited as the transaction’s income.

or “Commission Area 2”, is used to track relocation and referral fees paid.

or “Income Area 3” is calculated for you as A2 less CA2 and is called Adjusted
Gross Commission Income, or “AGCI”. If you are a franchise member, this is
the amount subject to fees.

is used to record other off-the-top franchise royalties, commissions, fees, and
allocations. These can include marketing and advertising fees, client follow-up
contributions, E&O account allocations. If you are a member of a Franchise, these
fees are usually entered first in CA3.

Net Adjusted Gross Commission Income, or “NAGCI”, is calculated for you as
IA3 less CA3. This also called Net In-House revenue. For most companies agent
splits are calculated on this row — NAGCI.

Commission Area 4, is the agent commission area. For most companies this is
the agent gross earnings calculated from the commission and is also the 1099
earnings that can be reported or efiled by REAL/Easy.

is Company Dollar and is calculated as (Net Adjusted Commission Income) less
(agent commissions), or 1A4 less CA4.
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List & |List Side Sell % |[Sell Side
Office GCI OFFICEA BOO0.00 BOOD.O0| 120000
Co-op Broker OFFICET 0.00

e )

Fieferal OFFICET 2000
o) |

Best Aealty Marketing Advertizing Fe OFFICET 200 96.00
64 |Met Aduzted Commizzion _m 4704.00 I
Cad CoD. Haus Lizt Side OFFICET g0.00 1411.200 000 0.00 141120

0.00 1411.20

1851 60|

Cad | Matalie Drestd List Side OFFICEN E0.00 1411.20

R T

|45 | Campany Dollar

Let’s look at the splits for this sale.

The $12,000 income generated from the transaction is shown in the 1A1 line(s). This was
a FL-CS sale with each side, Best Realty on the list and a cobroker (B.D.Eide Company)
on the sell (buyer) side, receiving 3% or $6,000.

The B.D.Eide Co-broker’s split for $6,000 is entered in the white “CA1” for the sell side.

This leaves Best Realty with $6,000 of list side revenue — this is A2 Total Commission
row (also called GCI ).

CA2 contains a list side referral fee to Adams Realty. You can see that it was 20% of
$6,000 or $1,200.

IA3 shows the list side and total Adjusted Gross as $4800. This is also called “AGCI”.

Then CA3 lines are used to enter off the top fees marketing fees. In this example Best
Realty Marketing receives or allocates 2% or $96. If Best Realty was part of a franchise,
that fee would be entered here also.

A4 shows the Net Adjusted Commission Income (NAGCI) after CA3 of $4,704.

CA4 shows agent commissions. Note that this is a split listing having two agents, C.D.
and Natalie. You can see that each agent was paid at a 60/40 split.

IA5 shows Company Dollar, the income left to cover the company’s fixed expenses and
create profits. The company dollar for the transaction is $1,881.60.

To make changes or view these entries, the Edit button (on bottom right) is used.

B Now, let’s view how the total revenue is entered — Highlight the 1A1 line and
click the “Edit” button.
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IA1 Office Gross Commission
REALIEasy BOS

Income Type / Role |{8]{{==}c]¥]

List Side %

List Side [ oo
Sell Side % 300
Sell Side [ seomoo
Total I_fﬁ'm

Manager's Dvemide
Override I $0.00

1 Insert / Edit Overide I gf Clear Overide "
|

I~ Do Hot Include In Agent Commission
Calculation

[~ Manual Calculation

Revenue Account I 4200 j'

Project I <Nons> j'
Dffice I OFFICET s l
o Save | X Cancel |

Above, illustrates the IA1 entry. If the commission income is based on list and/or sell
side percents, then the operator would just enter the percent(s), e.g. 3.0, and the amounts
will be calculated. If the amounts are fixed amounts and not based on a percentage, then
the operator does not enter a percent, only the amount.

On the lower portion the revenue account is identified (important only if you are using
REAL/Easy’s accounting or posting to your accounting system) as well as the
office/branch that is to credited with the income.

B Click “Cancel” or “Save” to return to the “Commissions” tab.
B To view how the referral was entered, Edit the “CA2” Adams Realty white fee

row:

CAZ Referral L‘
REAL/Easy BOS & Hep
Fee Type / Role
Company/Payee |Adams Realty _:I
List Side % | 2000 | 1200.00
Sell Side % | oo | 0.00
Total 1200.00
Manual Calculation [
Expense Account | 4370 = l
Broker Bank I‘I‘HD 'l
Project | <Mone =) l
Office | OFFICE1 hd l

o Save I & add | Edit I X Cancel I

On this screen, the role or fee type is set to “Referral” and the payee is identified from the
brokers table to be “Adams Realty”. 20% is entered for the split to calculate the $1,200
amount. Note that the fee is allocated to “OFFICE1”.
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Click “Cancel” or “Save” to return to the “Commissions” tab.
Let’s view an agent commission entry. Edit the CA4 agent Haus commission.

"Commission Worksheet"

Agent Commission lr; for C. D. Haus, ID: 24 lﬁ
REAL/EasypOS & 1
Commission Workshest  Alocated Incomes |
— ™
Mame |Haus, C.D J Curr Team ‘<Nnne> J
Role 1L\st Side L] For Trans ]<None> LJ
Office | OFFICET ~| [~ Excl fr Plan Cale
Current Plan |Gold Star Plan J ™ Excl fr Award Cale
Plan For Trans. |BDf4U Staight Spiit j [~ Lock/Manual I
| Agent Splits On [Net 4GT | Less| 0%
Comment | l
| @ Calc From Units " Enter Yolume
Units Yolume Het AGCI Agent & Commission
List | 1] $200,000.00 [ $000 | eooo% | gl411a0
sell | | $0.00 [ s000 | o00% | $0.00
Total [ 420000000 Acct# | =] GETE |
Admin Fee Acct#t [4m0 | | om% | $0.00
| Trans. Fee Acct# 4300~ | om0% | $0.00
Bonus Acct ~| [ oo | $0.00
| :
Override i Insert / Edit $0.00
! Net Commission Bank [1170 = $1,41120
J Save | 2, Recale. Commission Worksheet | x LCancel

Now you should see the detailed information for Haus’ commission above. There are tow
tabs: “Commission Worksheet” and “Allocated Incomes”.

Note for the Commission Worksheet:

e Agent Haus is on the “List Side” and “OFFICE1” will be paying the commission.
The agent is currently assigned to the “Gold Star” commission plan but this transaction
is being paid by another plan “60/40 Straight Split”. This might be because there was a
referral.

The agent is splitting on the “Net AGCI” figure of “$2,352.00”. Do you see this?

The agent’s split is 60% for a gross “Commission” earnings of $1,411.20.

The agent received “0.5” units and this is used to calculate the volume of “$100,000”.

H Click on “Income Allocations” tab
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Agent Commission Entry for C. D. Haus, 1D: 24 E_I
REAL/Easy BOS &P Heln

Commissionﬂorksheet &IIDcaledIncomesl '

[T Manually Allocate Grozs For Commission Plan

For Thiz Agent List Side Sell Side Totals
Units 05 [ 0
Allocation % 50.00 } | 000
142 Allocated GCI $3.00000 | $0.00 | 300000
. from the
ol d I [
143 Allocated AGCI [ s240000 | $0.00 | 240000 wiarkshaattah
144 Allocated NAGCI | $235200 | goon [ 235200 /
CA4 Agent Commission I $1.411.20 I $0.00 | 41120 calculated from
- . = the I1A4 NAGCI
145 Company Dollar I $340.80 I $0.00 | $340.80 ""‘-—-—. Jess the CAd
agent commission
[ MWanually Azsign Award Values $2,352
. less
NAR0
Award Points [ 0.5 I 0 I 050 $1,411.20
Award AGCI [ $240000 | $000 [ 240000
Award Earnings | 141120 | $0.00 | $1.411.20

> Becale. Commission Wolksheetl x Cancel I

The incomes generated by the transaction are allocated to the agent on this tab. Why? For
a number of reasons:

First: to provide the “Split-On” figures for the commission plan or an entered percent to
use.

Second: to calculate the company dollar generated by the agent — i.e. treat the agent as s
profit center.

Third: to provide figures needed to calculate moving commission splits for some
commission plans. Plans can be based on agent earnings, GCI, AGCI, NAGCI or
Company Dollar so these figures need to be calculated or entered.

Note here that the agent is allocated 50% of the list side income, so the operator entered
the “50%” allocation figure.

B Click on Cancel or Save to return to the Commissions tab..
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Note that there was a “ReCalc Commission Worksheet” button. This is used to
recalculate an agent’s commission in the case that changes were made on the screen or if
a referral was added or a sale price changed. “ReCalc” is always used with closing a sale.

When you re-calculate the agent or the transaction entire commission tab, that many
calculations are completed by REAL/Easy BOS. First, all of the revenue allocations are
done for the agent record. Then, if the entries affect any other split calculations, those are
done as well. Next, the summary calculations for the overall sale’s commission page are
re-done.

(B3} Transaction No.: 9800008, 44 Rover Lane, FL-CS, List Side, Multi-Office, PENDING, OFFICEL js o=

jzting/Seling Co- BleB[] Contacts  Commissions ]Trust ] Joumal] Motes ] Listing Notesi

| Recalculate Commissionsi AJR= 1200 ] Template |FL/CS Apply a Template ‘
= AZP= | 2110 +]  Sale Price | $200,000.00

O C& = Commission Area AZR Date Posted

Office GO |OFFICET 300] eoooon| 2o0|  Booo.00| 1200000
Co-op Broker | OFFICE1 0.oo

[ T T

Referal OFFICET 20.00
I T T

Advertizing Fe OFFICET 200
T ol il o

Watalie Drest List Slde DFFIEE‘I SD DD 1411, 2D EI IJD D DD 1411.20

Best Realty Marketing

Company Dallar | [t | ooo] 1smeol oool oo 1se1eo] |
| b
Add 141 Office Gross Commission | Add CA1 Co-Braker Add Ca2 Referral | Add CA3 Fran/Off Top ‘ Edit
Add CA4 - Agent Commission | Add CAS - Manager Dverridel ¥ Delete

J ﬁave] @ Qctivities; @ Eemindersi F'[int; & Pre!iewl 4 Frevious | Nest } I E Cloze ‘

You should now see the screen similar to the one above. If you had made any changes or
new entries, this screen would have been re-calculated for you.

If you are using Trust/Escrow Accounting, got to the next Step.

Trust

B Click on the It b

B |f not, click “Save” on the screen lower left to return to the transaction search
screen and turn to “Step 8” in this tour.
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Step 8 - Trust Accounting

%' Transaction No.: 9800008, 44 Rover Lane, FL-CS, List Side, Single-Dffi-="Bf _ o] x|
Property i Demographics l Ligting/Seling Co-Broker I Contacts I Commizziol
Account No. |99y First Deposit Asset Account: | |
Trust Mo ITIU$t Type IAccount Mo IDescriptiDn |Check Mo /Ref. IDate |.-’-‘«mount IHec. Fram I [t
4

Used to add deposits or

transfers. Multiple Used to record or pay
accounts can be disbursements out of trust to
involved. the brokerage or contacts
(seller, buyer, closing
company).
-
¢ »
Disburse Trust Balance for All Accounts m

The Trust area is used to record all trust monies received, transferred, and disbursed for
the transaction.

. e Add Deposit .
EEE:
B Clickon & to add a deposit

Trust Deposit il x|

REALIEasy BOS &F Hel

Type I Deposit ~| CD

Date 05/08/2004 ]

Debit I 1120 ~ | Trust Account

Credit I24TU ~ | Customer Deposits

Description IDEpusit

Delivered By Agent I(NDnE) L!

Check NO./Ref I4UDS
Amount I $1.000.00

Explanation Held for purchaser - Mr. Bega ;I

x LCancel

Here the deposit is entered with the debit and credit accounts being identified, the deposit
date entered with the amount the check number of the payee. Descriptions and
Explanations are provided by the system but can be re-typed or added to.

Click on “Post” to add the deposit and calculate the transaction trust/escrow balance.
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& Transaction No.: 9500008, 44 Rover Lane, FL-CS, Lisk Side, Single-Office, PENDING, DFFICE! = IEI Iil
Froperty I [Demographics I Listing/Selling Co-Broker I Contacts | Commissions ~ Trust | Mates | |

Account No. Sy First Deposit Asset Account: [1120 Trust Account ‘

Trust Mo, |Trust Type |Account Mo IDescription iEheck MNo./Ref. IDate |Amount |Hec. From “\il
L4 E7 Deposit 2470 Deposit 4008 08/08/2004 | [$1.000.00)
| E7 Deposit i1z Deposit 4008 084082004 £1.000.00 =3 |
< |
Add Deposit | aé Beverse Depositl Disburse Trust | ( Balance for All Accounts

The transaction now has a escrow/trust balance of $1000. Note that the system does
“double entry” accounting — the 1120 trust asset account receives a $1,000 debit while
the 2470 trust liability account receives the credit amount.

At closing, the trust balance is disbursed using by posting or writing a check. Note that
there are a number of trust check formats pre-built into REAL/Easy for bottom, middle,
or top check forms.
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Step 9 - Close Transaction

‘ Add Tranzaction I ( Close Transaction % Woided Checks Report |

Edit Transaction

Batched Checks-to-Print List |

Edit Transaction Search Contact |

Print Batched Checks

¥
-

Print Check Register |

Edit Tranzaction Search hotes |

Transfer Transaction Deductions |

Reverze Deduction Transfer |

With this step we will briefly cover how you can process your closings using

REAL/Easy.

Note that “processing a closing” can be anything from simply changing the status of the
transaction to closed, which takes about two seconds, if that’s all you want to. Or
handling all escrow/trust disbursements, recording commission receipts, paying all agents
and brokers, and posting all of the income and expenses for REAL/Easy’s or your own

accounting system to pickup.

- Close Transaction |
H Clickon
81 tlose Tranzacton BT
REAL/Easy BOS & Hebp
To Closing Date lDB£1?£2DD? @1
gy Search | Street No I Street Name I
Transaction ID I 0 Status |F‘ENDING 'l a Beset Filter |
REAL/Easy ID [ Difice | OFFICET =l
MLS No. [ Agent [ <ALl agents> 4|
Project !<ALL Projects» 'l Online Date I @]
O = AR/AP Posted . = Transaction Closed
Tranzaction No IF!EAL.-"Easy II:I Street Mo |Street Mame IUnit Mo IEIosmg D ate I Gross Comm. |Trust IA.-"F! Date tl
| | 5800014 9800014 13303 Robley 1041 4!2004 2800 1586
<] | ;H
Transacllon Count: 2
@Jsing Steps 1. Edit | 2. Post QFE.-"AF" 3. Disburse Trust | 4. Beceiptz | b Pay | E. Close | 7. Transfer ETD
Print ﬁatchl gf Reverse AF!.-"AF'| Browse GAL | Browse Trust Ledger/Audit Trail | i Close |

This is the Close Transaction browse window. Note: There is a date field in the upper
left. If you can’t find the property you are looking for, either the close date on that
transaction is later or it is missing.

Near the bottom are the steps to closing a transaction. These are buttons numbered 1

C Executive Systems BOS Learning Tour

Page - 53



How to View and Change Your Data

through 7. You may choose to use one or more of these functions.

The first order of business is to “1 Edit” the transaction. First you want to verify that all
information is correct. Any changes in financials should be done now, such as selling
price, close date, agent additions or commission changes. Save when completed.

If you are using the BOS GL or posting to your accounting system or you are using
commission plans that require a commission to be posted to count, the next step would
be to post to AR/AP.

H Click on | 2. Pozt ARSAF

AR /AP Date 44 Rover Lane x|
Back Office System & Hep

Close Date: 1040842004
Today: 04/06/2007

AR/AP Date

l Post I

gz

O = AR/AP Posted . = Tranzaction Closed

4]

Trangaction Mo | BEAL/E asp I[IStreet Mo [Skest Mamne |Llnit Mo |EI|:using DatelGrDss Carnrn. |Trust |.-'-‘w'F| Date
| | 5800014 9800014 13303 Fiobley 10/14/2004 2500 1586
Ld 5800008 00008 44 Rowver Lane 10/08/2004 12000 0f10/08/2004
41 |

xil

Tranzaction Count: 2

Closing Steps 1. Edit

2 Post gH.f.-’-'«F; 3 Dizsburse Trust | 4. Beceipts | 5 Pay | 6. Cloze | 7. Tranzfer ETl

| 3. Disburse Trust |

After the AR/AP is posted, if you are using Trust Accounting click on
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Trust Disposition _

REAL/Easy BOS

x|
S |

General | Other Trust Checks |

Gross Commission I $12.000.00 " Tax I $0.00

Total In Trust I $1.000.00  preck No.

TT Transfer Trust i | PUS‘% F'rlnl/ﬁlgsl Check )aé Reverse
Bl Buyper Interest I $0.00 I ™ Posted Print/Peft Check Ef Feverse
SB Seller Balance I $0.00 | I” Posted Piint/Post Check | 46 Reverse
BB Buyer Balance I $0.00 I [~ Posted Print/Post Check 5? Feverse

H Lloze |

On a normal closing you would Trust Transfer to your bank operating account.

B To print this check for deposit, enter the Transfer amount line and Click

“Print/Post Check”

[rrust Tramster

REAL/Easy BOS &3 e

Trust Type Trust Transfer
Journal Code TT

Trust Transfer [ s
Date C 10/02/2004

Transfer To 1100 =
Credit Account lh
Debit Account lﬁ

Check No. s
Description Trust Transfer

F;;éﬂ;l'?:[-;-: J— Trust Transfer to Customer Deposits =
Office OFFICE

g Print Check -. Past Only X Cancel

The check will print:
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Fayes: The Best Realty Company Check Date: 107082004 Check Mo: 5010 1120 4
Trust Transfar Office:  Morth Branch (OFFICET)
Trust Transfer to Custorner Depasits

Transfar Amaunt 1,000.00 Trans Mo. 2800008 FL-CS
Address: 44 Rover Lane
Sale Price: § 200,000
Close Dste: 10V03/2004
Seller: Aire, Dr. Perry
Buyer: Bega, Rudy

Best Bank and Trust
5879 S 108th Street st
Hales Corners, WI 53130 =01

Pay: ONE THOUSAND AND X100
Date Amount
10/08/2004 $1,000.00

The Best Realty Company
5853 5. 1D&th Street, Unit 200
Hales Corners, WI 53130

Above — sample trust transfer check.

Trust Disposition i x|

REAL/Easy BOS & Hep
General | Other Trust Checksl

Gross Commission I $12.00000 Tax I $0.00 Done, Trust is closed
Total In Trust —w Check No. o

TT Transfer Trust C $1.000.00 rmtEd Print/Post Che f Reverse
Bl Buyer Interest I $0.00 I ™ Posted  Prirt/Post Check y Reverse
SB Seller Balance I $0.00 I I” Posted Print/Past Check i Reverse
BB Buyer Balance I $0.00 I [” Posted  Print/Post Check 5? Reverze

E LCloze |

After printing the check the above “Trust Disposition” screen will be updated to indicate
the completed transfer. Close the Trust Disposition window. Move on to closing Step 4.

Closing Steps 1. Edit | 2. F'DstQFi.u"AF'l 3. Digburse Trust
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Commissions Received: 44 Rover Lane, , Close: 06/01 /2006 |
Back Office System & tep |

Sales Commissionsfincome:
-
mmission $6,000.00 $0.00

300003 | Dffic

Gross Commission $6.000.00

Receipts and Trust Transfers: f

Total/Net Receipts and Trust Transfers $1.000.00
Balance Heceivable $5.000.00

H Cloze |

From this window you can record your sales commission receipts. This particular
transaction already indicates that $1000 was received from closing the trust account just
done with Step 3. So the company should have another $5000 check from closing to

record. Click on

B

Back Office System @ﬂs\u

AccountMo.  [Tiog =]

Description [Commissions Recsived Transaction No. 300003

Amount 5000.00
Date [03/10/2008 Bl Close: 06/01/2006

X Cancel

Commissions Received: 44 Rover Lane, , Close: 06/01 /2006 : x|
Back Office System @ Help I

Sales Commissions/income:

$6,000.00

Gross Commission $6.000.00

Receipts and Trust Transfers:

ITrans Mo IName |Amount IFleceipt Date I -

300003 | Trust Transter, Tr $1.000.00
M Commigziol Eiver

$5,000.00| 06201 /2006

Total/Met Receipts and Trust Transfers $6.000.00
Balance Receivable m

gf Reverse | H Cloze |

Closing step 4 is completed when the Balance Receivable is zero.
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If you are using REAL/Easy to pay the commission fees or record commission payments
either for posting or agent commission paid reports, you should do closing step 5.

A Clickon L_%e» |

'$' Trade Commissions: 44 Rover Lane, Close:10,/08/2004 = |EI Iil
REAL/Easy BOS & Hep |
Name |PaidDate  [ListSide  [SelSide  [Toral |Pasted|Batch [=]
| [&idams Realty 120000 000 120000 Ma
N Best Realty Marketing 96.00 0.00 96.00 Mo
C. 0. Haus | tamz]  wmoof danE0fNe ||
| [Matalie Drestd 1411.20 000 1411.20 Ho
| _|B. 0. Eide Company 000 E00000)  EO0O.00 Mo

4 |
(J Brepare for F'lintingh Hold Item | Clear from Batch | gf Beverze |
-~ 7

_'IJ
i Cloze |‘

This screen will list all of the potential fees and commissions to pay. For those that are to

be paid by check, they are then paid from this screen.
For practice, select agent “C.D. Haus” to pay and click on

Prepare For Printing ] x|

Back Office System

Payee Name I!:. [ Haus

Close Date |1 070842004

Mexst } I x LCancel |

J Prepare far Printing |

This screen will assign a check date, but you can change this if necessary. Click “Next”.
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%
REAL/Easy BOS &3 Hebp
(Commissiora Deductmnsl
|C. D. Haus Code |24 — Agent Balance
= i = = Balance Forward
Check Date [10/08/2004 |OFFICET e
Bank Account | 1100 'i Payments Received
Commission Plan |Gold Star Plan $0.00
i Y Check Deductions
List Side [ #4120 [ 6000 2 <000
Sell Side | $0.00 | 000 = Pending Deductions
Both Sides | $1,411.20 $0.00
Ad. Balance Fwd.
Bonus | $0.00 $0.00
Admin Fee | $0.00 Current Charges
Transaction Fee | $0.00 $47.00
Override | $0.00 Current Balance
| $47.00
Agent Recovery lm

[¥ Export This Check To QuickBooks

Met Payable I

$1.411.20

Total Employee Deduction | $0.00  Total Employer Contribution I $0.00

~Payment Type
& MNommal Check

" Direct Deposit

" Closing Agent

o’ Save This Check As Paid | (2 Print Check Orly | 4 Post Check Ori|

FErint & Paost Eheck| x Fast to Batch | { Previous | Mext

3 | X Cancel |

This is the commission check print setup screen. There is a main tab “Commissions” and
another for adding other “Deductions”. The Commissions screen shows the payee and
commission to be paid and out of which bank account.

The screen also shows the status of the agent’s account if you are using REAL/Easy’s

agent billing. If you wish to make an “Agent Recovery” deduction to help pay down the
AJ/R balance, this can be entered on the screen. If more deductions are to be made, click
on the deduction screen to add them.

You can “Print & Post Check” for immediate printing or “Post to Batch” for check

batch printing later. For practice here, click “Print & Post Check”.

Mext Check Mo.

Check Humber to

Commizgion Check for: IC_ 0. Hauz

Print:  [gRuis)
Company General Account

Mext | 3 |

x LCancel |

This screen will display the next check number to be used. Click “Next”.
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Met 1.411.20
Payee: C. [ Haus 24 Check Date:  10V03/2004 Check No: 1008 1100
Agent Commission  List Side Agent Office:  Morth Branch (OFFICET)
Listing Commission 1.411.20 Trans Mo, 9200008 FL-CS
Selling Comrmissior 0.00 Address: 44 Rover Lans
Gross Commission 1.411.20 Sale Price: 3 200,000
Boinus 0.00 Close Date: 10/03/2004
Tatsl 1.411.20 Seller: Airz, Dr. Perry
Admin Fee 0.00 Buyer: Baga, Rudy
Transaction Fes 0.00
COwerrides 0.00
Payment on Accounl 0.00
Net 1.411.20

Best Commercial Bank
5889 S. 108 Street
Hales Corners, Wl 53130 1009

PAY: ONE THOUSAND FOUR HUNDRED AND ELEVEN AMND 207100 #=artestataataitars
Date Amount

10M&/2004 31.411.20

To: C. D. Haus
27 Finn Ave.
Greendale, Wl 53200

Sample “Bottom” check form above.

'# Trade Commissions: 44 Rover Lane, Close:10,/08 /2004 B T IEI IH
REAL/Easy BOS & Help
Name |Paid Date  [List Side |Sell Side [Tatal |Posted|Batch [Payment Type | Office «
|| &dams Realy 1200.00 000 120000 Mo OFFIC
| Best Realty M arketing 96.00 Q.00 96.00 | Mo OFFIC
C. 0. Haus 10/08/2004 | 1411200  0.00] 1411.20[ves |  |Nomal Check |OFFI
|| Matalie Drestd 1411.20 000 1411.20 Mo OFFIC

|_|B. D Eide Company 0.00  &000.00 6000.00 Mo OFFIC

After printing, the payee line should indicate that the payment has been made — see
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“Posted” and “Payment Type” columns. Also scroll to the right to see the check date and
check number columns.

After all commission checks that are to be issued are completed, the final step is to
“Close” the transaction:

Cloging Steps 1. Edit | 2. Post gFUAF'l 3. Digburse Trust | 4, Beceiptz | 5 Pay | 6. Cloze | 7. Tranzfer CT

When you click on ﬂl the transaction will Close.

For most companies the closing is complete and the operator will move on to the next
closing. In some areas where commissions income is held in a special account and need
to be transferred to the company, the last step, #7, is done but will not be shown here.

[ coseransacion BETET
REAL/Easy BOS 6 o

To Closing Date |wnmnn4 @1
Cily Search | Street No Street Name |

Transaction ID I—U. Status lm ﬂ Reset Filler I
REAL/Easy ID [ Dffice [OFFICET =

MLS Ho. l—. Agent I <ALL Agentsy LI

Project lm Online Date IN—E

O = AR/AP Posted . = Transaction Closed

Transaction Count: 2

Closing Steps 1. Edit |2. Post AFL"AF'i 3. Disburse Trust | 4. Receipts | 5. Pay

7. Tranhsfer CT |

Prink Eat:hl & Reverse AHfAPl Browse G/L | Browse Trust Ledger/éudit Tralll ( I Cos
A

= Close =

1

B Click on the close transaction browse “Close” button.
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How to Run Reports
Step 1- Report Types

Let’s review for a moment. So far you have:

Learned how to view and update company, office, agent, broker, and contact
information from the BOS Setup module.

Learned how to find and view/enter listing information from the Listings/Sales
module.

Learned how to find and view/enter sales transaction information from the
Transactions module.

And we’ve learned about the Closing procedures that are available with the “Close
Transaction” command.

Keeping the data up to date is a lot of work. By maintaining agent, listing, and transaction
data in REAL/Easy, all of the work to keep this information current and calculate and
process closings is made efficient using the various listing and transaction commands.

% REAL/Easy BOS - The Best Realty Company : 5859 5. 108th Street, Suite 200

J File Basic Setup Advanced Setup  Security & Controls Preference  Custom Fields Help
REAL/Easy BOS

Operations

Reports
Reporting pa Listings I 4 Sales I 5 Followup I E Trust I 7 Biling I 8 Accounts Papable I 9 General Ledger I

v r—List rCommissions—— | [ Expensesand Tax———
\‘
- Telephone List R101 | Commizzions Paid R111 | Annual Expenses R131
Standard Reports
Birthday List R102 | Comm. Statement R112 | Expenzes By tem R132 |
Licenze Expiries R103 | Company Check Reg R113 | Uncovered Exp. R133 |
Agent/Employee Status F|1U4| Office Check Register R114 | Deductions Paid R134 |

Staff Roster by Position R105 |
Production—————————————

Roster by Comm. Plan B106 | | Sales Awvard & Earn. R121 GST Reporting R136 |

Detail Foster R107 | Production By Date R122 | GST Withholdings R137 |

Cumulative Prod. R123 |

Accounting

Now comes more payoff: seeing how your agents, branches, and company are doing by
running reports. Let’s get going. Enter the “Reporting” area and click on the “Standard
Reports” tool to display the above reporting menu.

Reports are available for 9 areas organized by tabs starting with “1 Agent” We’ll take
you through a sample agent report now.
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Step 2 — Running an Agent

Reports
1 Agert I 3 L\stingsl 4 Salesl 5 Followup | E Trust | 7 BiI\ing' 8 Accounts F'a_pablel 9 General Ledger'

Lislg—————————————— rCommissions | [EwpensesandTan——

Comtnissions Paid 111 | Annual Expenzes R131 |

Telephone List R101

Birthclay List R102 | Comm. Statement R112 | Expenzes By tem R132 |

License Expities R103 | Company Check Reg R113 | Uncovered Exp. R133 |

Agent/Employes Status H1U4| Office Check Register R114 | Deductions Paid R134 |
“~

Staff Roster by Pasition R105

L e ——

GST Reporting R136 |

Fioster by Comm. Plan R106 | ; Sales Award & Farn R121 ¢

N

Detail Roster R107 | Production By Date R122 | GSTWithholdings R137 |

Cumulative Prod. R123

Above, many reports for/regarding agents — Lists, Commissions, Production, Expenses
and Tax.
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While within the “1 Agent” tab, click on the “Telephone List R101” button.

Agent Telephone List

REAL/Easy B
Project

Office

Format
AJE

Poszition

0s

(= x
@ Help

| OFFICE
v Only Show Active Agents

-

| Standard __vJ
|4GENT ~|
| <ALl Types: _‘j

Frint & Preview |

Defaults

E Close |

b

Click the “Preview” button.

Agent Telephone List
The Best Realty Company

Office:  OFFICE1

North Branch

Project: <ALL Projects=

Dillan, Mar=zhall
d'Paciue, Hedda
Haus, C.D.
Fatzer, Tim

Pottz, Fillmare

Praufitz, Seym our

= E O OE OE OB OB I

(414) 4444407

(262) 535-9930

(4141 543-5361
(4141 543-5361
(414) 555-2222
(4141 543-5361
(414) 543-5361

(4141 7770008
(41431 222-3024

(4141 543-5650
{4141 5435650

Agent Hame Staus Cell No. Busine=ss No. Ext. Fax Ha. Ermnail
Bine, R. ¥OU. (414 335-8113  (414) 543-5361 (414 59453-9650  ryhine@thebestrealty .com
Bootz, Betya (414) 444-4423  (414) 543-5361 (414) 222-2275 bb@thehestreaty. com

m dillioni@@ longbranch .org
num berl i@thebestrealty.com

fillm crepottz@yahgle .com
F5i officet bestrealty . com

This is a sample of the Agent Telephone List Report showing key phone and email

information.
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Next try the “Staff Roster by Position R105” report:

Staff Roster by Position

Sl

REAL/Easy BOS

@ Help

Project | <ALL Projectss
Dffice | OFFICET
Agent Status |.t’-‘-.ctive

AJE

LedLed e

Format | Standard

Group By |Eompany Wide

Sub Group By |Positi0n

Print ﬁ Prewigw ‘

Defaults ‘

B
B3

i LCloze |

Select “<ALL Types>" and click “Preview”

The Best Realty Company

5859 5. 108th Street, Unit 200

Agent/Employee Roster by Status

Selling Broker/Owner

Office: OFFICE1

Hales Comers, Wfl Froject: Al Projects
53130 Office: OFFICE
Telephane: (00 732-5327 Status: Active
Fax: (4141 425-9267 PAIE: All Types
Office: OFFICE1
Comm Ded License
Agent Name Agent D Start ASE Type Status Office Flan Flan H-Phone Expiry Licenze#
Full Time
R.¥OU.Ble i | OMSAST AGENT Full Time Active OFFICEL 32 oH B §55-5113 05472007 TEOOET
marskallo o 3 AGENT Full Time Artive OFFICET a2 12530018949
C.D.Haw 11 MosamL AGENT Full Time Artive OFFICET 4 @iy 2223024 12A02007  Ta4421
Tm Pager 28 mEAOAST AGENT Full Time Artive OFFICET a8 12530018949
Fllm are Potts i 050 AG ENT Full Time Artive OFFICET a8 @i ss50030 10A22007  TF23316
Full Time
Full Time-Seasoned
Hedda d'Pacque T mATAes AGENT Full Time-%$ea Active OFFICET 16 @idTI7-0007 DSA4Z008  TO3I3484
Full Time-Seaszonead
Full Time-Trainee
Betya Book 23 DHOA2E AG ENT Full Time-Tra Active OFFICEL 2 o414 2222223 D4A1S2007  T210992
Full Time-Trainee
Selling Broker/Owner
Seymonr Prantis 1 DL EMPLOYE  Selling Broker Active QFFICEL ] gidy 2220001 D9ONI007  TE47E12

This is a handy report listing all of the office agents and staff by “position”. Start dates,

commission plan ID assigned, phone, and license information are included.
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A popular report for agents and managers is the “Sales Award and Earn R121” report.
Select that one now:

Sales Award & Earnings X

REAL/Easy BOS &P Heb
&7 <Select All> T Potts, Fillnore
" Bine. R. YOU. ™ Praufits, §epmour
[ Bootz, Betya I Tyme, Mark M.

I d'Pacque, Hedda
[ Dillon, Marshall
I Drest4, Natalie
[T Haus, C. D.

[T Patzer. Tim
i
gf Clear |
Date Type ICIosing Date LI Status I <ALL Statusy ﬂ
From Date |01/01/2004 @] Project I(ALL Projects: LI
ToDate  |12/31/2004 &l Type [<ALL Types> =
~Group Report By Report Type
= Agent ID * & Summary ' " Detailed
—Show Trades With The Following Status
[~ Pending Date [ Clozed [~ Backup Offer
[~ FEirm [~ Cancelled
Erint Gﬁ Pregie@ Defaults | E Lloze |
————

There are hundred’s of ways to run this report — for this example:

Select OFFICE1

e Enter the from and to dates shown above for this sample data (2004).
e Select “Group Report By” Agent Name.

e Select “Report Type” Summary.

The Best Realty Company
Office Agent Sales Award & Earnings by Agent Name

Franchise Agent Agent List Sell  Total List Side Sell Side Tatal
AGCI (CA3) Gross Het Upits  Unpits  Units Volume Yolume Wolume

Branch: Morth Branch (OFFICE1)
E.TOU. Biw {21} [T 1,00 08 0,00 7000 70,00 066 000 L] £0,600 [} 0,060
Bty Bostz (35 ) O i 1,500 00 .00 B4 00 00 050 [d ) 050 50,000 [ 0,000
Edward Brurdr3 {2) 124111591 5140 50 wIn SEIT 08 554513 .00 100 100 149 900 140000 90 800
Hedda dFucque (1) CNTHIEY 15,335.78 w0 80072 7.000.73 200 150 350 175,000 02,450 07,450
Hatalie Dread (5} DL 3010.74 2404 171858 170858 050 050 100 100,000 17,450 117,450
C.D. Hms[d) ORS00 LRF LAl 46k 450030 150 180 40 108 000 o 000 2 000
Sym oty Proafes (1} CLEA 190 10000 0 o 00 4700 00 470000 00 100 00 o 100 000 100000
Branch: OFFICE! 45,112.00 2I7475 26,850 59 5 800 T4 000 500 100 720,900 255,500 1,170,700

This report tabulates the key agent production “award” figures of AGCI, Units, and
VVolume while also providing “Agent Gross” earnings. “Agent Net” would be an agent’s
net amount after any deductions are taken.
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The above is a “Summary” format which helps a branch manager quickly review how
his/her agents are doing. Running the same report in detail is a handy report to review
and give to the agent.

Report Type
’7'.’ Summary

Run the same report but select Report type “Detailed”:

The Best Realty Company
Office Agent Sales Award & Earnings by Agent Name

Hedda d'Pacque

Franchise Agent Agent List Sell  Total List Side Sell Side Total
AGCI (CA3) Gross Wt Units Units  Units Wil uwme Vol urme Wolurmie

Hedda dPucque {T) Closelrate
510 CL-FS Mandots Ay Sl Sid MUOHT004 810,78 185 0539 0558 0.00 050 050 o 17,450 17,450
L0 North Grany Streat FL-F§ Sell Side T4 000 000 Fo b 185 [0 0 e o o [
4308 N. koiwr Dr L Side 1004 TET500 000 LEGF ] 130250 o0 o 100 TS o 15000
4208 N_loier Dr Sall Side W 1004 2,100 00 000 1,280 00 1750 00 00 100 100 o 15000 00
RREI, Box 418 L Side Y1004 10,000 00 i 00 470000 4700 00 .00 [ 100 100,000 o 100 100
Heddds fPucqoe (T [l Pl 1553578 Lo ] TERR T TENTE 200 120 350 175000 02450 AT A0

The Detailed format will show for the agent the results of each closed transaction.

Note that the AGCI is the revenue allocated to the agent in each transaction in the CA4
“Income Allocation” screen — learned a few pages back. Units and Volume and the
agents Gross Commission were entered or calculated on the CA4 “Commission
Worksheet”.
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Step 3—Sales Reporting

1 ﬁl‘-.gentl 3 Listing® 4 Sales | ollnwupl [ Tru$t| T BiIIingI 2 Accountz F'a_l,JabIeI 9 General Ledgerl

Bty Mumber R401 Tranz. YWolume R411 Cther Broker Comm. R421

List By Date R402 Trans. GCl R412 Summary By Role R422

By G Journal R403 Trans. 8GCI R413 Revenue Detailed R423

Audit NAGCT Alloc. R404 ( Company Dollar R4 XHevenue by Sales Type R424

Sale to List Price Rd13

Sales Summary R416

Another popular and valuable set of reports are those within the “4 Sales” area. We are
going to take a look at three of them: R402 for a detailed written business status, R414 to
see what kind of company dollar we are making, and R424 to stand back and see about

our business mix.

B Start the “List By Date R402” report:

Pending SE—

REAL/Easy BOS
Office / Project ] Property / Transaction Types ]

@ Help

[ <Select All> ¥4 <Select All>
[ n/a
<9 [T Northern Plains
Santa Fe

[ Santa Fe Dev 2

Find | i# Clear | Check sl || Find | i Clear | Check Al
e —
Date Type |Fending ~| Qme Date |[1/01/2004 To Date [12/31/2004 )

[~ Show REAL/Easy ID

[ Show Trades With The Following Stat
¥ Pending ¥ Closed I~ Backup Offer
¥ Firm [~ Cancelled Format:

Standard Main Dffice |

Frint & Prewview ] Defaults | E LCloze

This report will detail all of the accepted offers written from January through December
for OFFICE 1 only.
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Transactions By Pending Date
Pending Date 07/01/2004 to 12/31/2004

The Best Realty Company

5859 5. 1038th Street, Unit 200 Sale Status: FEMDING FIRM CLOSED
Hales Corners, Wil Project: All Projects
53130 Cifice: OFFICE1
Telephone:  (B00) 732-5327 Sale Type: All Tranzaction Types
Fas: (414) 425-9267 Froperty Type: Al Property Types
Trans 1.0 ProjectlD Property Address Selling Price Staus Pending Date
Totd Comm. Deductions AGCI Ded.From Company
Office (141- CAT) From A2 [CAZ] (141 CA1- CAZ) AGCI(CA3) Net AGCI  Agert Earnings Doll=r
9500001 11002 1444 E. River Dr. (FL-F3) 200, 000 L 02 ED Y 030172004
EBranch: Horth Eranch (OFFICEL) 3,000.00 £00.00 2,400.00 120,00 2, 28000 1,254.00 1,026.00
SE00003 11002 510 CL-F& Hendota Awe. (CL-E8) s4,000) CLOZED 03 /03/2004
Branch: Morth Eranch [OFFICEL] 1,221.50 o.00 1,221.50 73.20 1,145.21 £10.76 537.45
SE00004 11001 520 Cherry Orchard Lane (FL-F3) 100,000) CLOZED 03 /042004
Branch: Horth Eranch [OFFICEL) 10,000.00 0.00 10,000 .00 500 .00 &,400.00 000 #,400.00
SE00006 576 funny Dale Rd. (FL-F8) a6, 000) CLOZED 03 1062004
EBranch: Horth Eranch (OFFICEL) 720,00 0,00 £,720.00 403 .20 £, 31650 3,192.00 3,124 .50
2500007 11001 2210 Worth Grant Street FL-F§ (FL-ES) 149, 000f CLOZED 03 /0772004
EBranch: Horth Eranch (OFFICEL) 10,483 .00 0,00 10,483 .00 64 .52 9,726 45 5,125 .93 3,599 .55
SE00005 44 Rover Lane (FL-CZ) 200,000) CLOZED 05 /0E /2004
EBranch: Horth Eranch (OFFICEL) ,000.00 1,200.00 4, 50000 9600 4,704 .00 2,522 .40 1,651.60
2800011 4306 W. Ieier Dz. (FL-F3) 75, 000) CLOSED 0871172004
EBranch: Horth Eranch (OFFICEL) 5,250.00 525.00 4,725.00 0.00 4,725 .00 2,572.50 2,152 .50
9E00015 11001 ER 2, Bou %16 (FL-FZ) 100,000f CLOZED 05/15/2002
EBranch: Horth Eranch (OFFICEL) 20,000 .00 0,00 20,000 .00 [, 200,00 15, 500,00 a,400.00 9,400.00
SE00014 13303 Robley (CL-FZ) 222,500 FEXD ING 05 /14/2004
EBranch: Horth Eranch (OFFICEL) 2,500.00 75000 1,750.00 \ } 105.00 1,645.00 957,00 555 .00
—— — —— — —— —
(fotal-ml Trans. 55,154 .50 3,075.00 52,109 .50 4,362 .01 57,747 .48 26,957 .59 30,779 .90

The report shows each written sale along with key revenue, commission, and company
dollar information. Shown also is the status where the manager can see one sale has yet to
close. Totals are included at the bottom of the report.
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B Start the “Company Dollar R414” report:

Transaction Company Dollar by Closed Date Range 1B 5‘

REAL/Easy BOS @ Help
Office / Project | Property / Transaction Types I

Tl <Select Allx
[T nfa

[” Northern Plains
[” Remain Santa Fe [5.875%)
[T Santa Fe-city [6.4375%)

I=# OFFICET )
OFFICEZ

| & Clear | | & Clear |
Date Type |Closed =] From Date[10/01/2004 To Date [10/31/2004 )

ow asy I

"Show Trades With The Following Status

I~ Pending |v Closed [~ Backup Offer

I Eim anceled

¥ Use Multi-Office Report

Print | m F'regiewl Defaults | E LClaze |

Transaction Report of Company Dollar
Closing Date 10/01/2004 to 10/31/2004
The Best Rezlty Company

P.0.Box 531 Main Office:  All Officas
Hales Cornears, WI 53130 Sale Stats CLOSED
Telephone:  (800) 732-3327 Sale Type: All Transaction Typas
Property Typa:  All Proparty Types
Project: All Projects
Stat TranlD Property izaing Swte MainOffics ListSide SellSids Sefler Buyer Units  Selling Price TotzRev CO Dollar RunningTotal
c 2800001 1444 E. River Dr. Milwauks WI 53101 FL-F§ 10/1/04 OFFICEL E Brandy P deBlancs Loz Day 200 85,000 5950 2282 2282
c SBO0004 820 Cherry Orchard L Brookfisl WI 53381 FL-FS 10/4/04 OFFICEL HdPacqus E Forwards Blewett Bayne 100 100,000 20,000 8400 10,682
< 9800005 469 Ri E West AllisWI 55400 FL-CS 10/5/04 OFFICE2 W Avfeszr B.D EidzCo Lawis Riche 100 75.750 5303 854 11637
c QROOD0OS 576 Sunny Dake Rd Wanwatos WI 53301 FL-F§ 10/6/04 OFFICEL C Haus C Haus Bonanza Buntin 100 26,000 6720 3,125 14,761
< 9800011 4306 N. Lcier Dr. Snowinag WI 53100 FL-F§  10/1144 QFFICEL HdPacque  HdPacque Cherleif Matt 200 75000 5250 2153 15514
c SB00013 RR 2.Box 416 Merton WI 55000 FL-FS 10/13/04 OFFICEL HdPacqus S Pravfits Fislds Kane 100 100,000 20,000 2400 26314
6 TotabAll Transactions 1100 531,750
Average-Der Tranzaction 183 88,625

Perceat of T otz] Reveaus

This report then details the closed company dollar generated by each sale for the month.

Also included foe each property is the sale type (FI-FS is Firm-List and Firm-Sale =
Inhouse both sides, CL-FS where we sold a cobroke listing, and FI-CS where a cobroke
sold our listing ), closing date, listing and selling prices, and the closing date.
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Let’s learn where our revenue is coming from using R424. We want to know how much
revenue we are generating in-house vs. that generated by us selling cobroke listings or
cobrokers selling our listings.

B Start the “Revenue

by Sale Type R424” report:

Office Revenue by Sales Type

REALIEasy BOS

x|
@ Help

Select Office I Select Property T_l,lpel Select Tranzaction Typei

(@orrice
l gf Clear |
From Close Dat 10/01/2004 @]
To Close Date §_ |10/31/2004 &l

‘ f+ Create a Report )

" Create a Chart

Defaults |

Print

&, Preview:

E LClaze I

Select the month of October , 2004 and OFFICE1 only.

Percentage of Office Totals

The Best Realty Company

Office Revenue Closed By Sales Type
Close Dates From : 10/01/2004 to 1073172004
O ffice: OFFICEA
Tranzaction Type: Al Types
Property Type : Al Types

(" sae )

Company Agent Company
AGCI Dollar Units Volume #Trans Tvpe GCl AGCI HAGCI Gross Dollar Units VYolume
Horth Branch (OFFICE1} |
8665 % 8589 % 81.82% 80.04% 5 FL-F5 40.216.50 38.091.50 36,986 .04 2225558 14,730 45 .00 941,800
10.64°% 1007 % Q.09 17.00°°% 1 FL-C% 6,000.00 4,200.00 4,704.00 2,822.40 1,281.60 1.00 200,000
271 % ERER S a.08% 297% 1 CL-F3 1,221.50 1,221.50 1,148.21 1076 537 .45 1.00 34,900
100.00 % 100.00 % 100.00 % 100.00 % 7 47 438.00 45, 112.00 42,838.25 25,628 74 17,148.51 11.00 1,176,700

The report shows that most of the October closings were from in-house sales — 86%.

was about 11% for the FL-CS sale(s).

Next
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You can view the same figures with charts:

Owice: OFFICED

Prape iy Type: Al Types
Trawsaction Type: &1 Types

Office Revenue Closed By Sales Type

MNorth Branch {OFFICE1)
104012004

GLFE For OFFICE!
FLGS

Closed AGCI by Sale-Type

CLFE 1252 27%
FLCE  «200 105%

OFLFs B|EE B574%

Tol: 45,113 1000%

FL-F=

Closed Company Dollar by Sale-Type
&LF= For OFFICE]

FLCE

EeLfe 5w 2%
Hn.-:s F3ITE 155
ILES FI5257 B14%
Totd: §155m 1000%

FLF=

Closed Units by Sale-Type
FordFFICED

FLCE

CLFE f1 BA%
FLCZ §1 594%
O FLfs §8 S13%
Toli: §ii MO0

FL-F=

Closed Volume by Sales-Type
CLFE For OFFICE]

FLACE

CLFE  fE«E0  30%
FLCE  fADOmN 17T 0%
OFCFE  §51@0 =0%
Tol: §1,176,00 1000%

The four key totals of AGCI, Company Dollar, Units and VVolume are charted by sale

type — i.e. the “business mix”.
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Step 4—Transaction Volume Ranking and Quartiling

REAL/Easy BOS

|

Operations

Fieparting

Standard Reports

Listing Ranking 410 £ 5:

Analysis

Jauartie 14 | Sales Summary &30 | Compare 440 | Activity 441 | Trend 450 | Profits 430 |

—Company \Wide

—

‘wiritten Office - Producing A171-01

rOffice Wwide

‘wiitten Office - Producing A411-11

‘wiitten Office - Agent Start 411-02

‘wiitten Office - Agent Start 41112

Agent's Dffice - Producing A11-03

Agent's Dffice - Producing 411-13

Agent's Dffice - Agent Start A11-04

Agent's Dffice - Agent Start 411-14

Agent's Office - All Active A11-05

Agent's Office - All Active 411-15

Let’s move over to another reporting area called “Analysis”. These reports help you gain
more value from your database by analyzing your business and agent production and
potential in a number of different ways.

Used most often are the “Sales Ranking A11” reports. These can show total revenue,
expense, company dollar, and sides and volume production generated for your whole
company by each agent.

Let’s take a look at a closed volume ranking:

B Click on the Analysis reporting module.

B Click on the “Sales Ranking A1l tab.

B Click on Written Office Producing A11-01
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Written Office - All Producing Company Wide

REAL/Easy BOS
Offices / Status l Property / Transaction Types ]

74 <Select Al
I” OFFICE1
" OFFICE2

Find & Clear | Check Al

(e

@ Help

i’

[ <Select All>
[ BACKUP OFFER
CAN [}

Find & Clear | Check Al

Dated By |Closed Date j
From Date 10/01/2004 A |

To Date 10/31/2004 A |

Project 1 <ALl Projectss j
Agent Status | <ALL Statuss j
Rank Type ||ndividua|s j
Side |Eoth Sides |

Frint @ Preview | Defaults |

Rank By

 AGCI
" Agent Gross
" MAGCI

" Company Dollar
" Units

Include
{+ All Commission Records
{” DOnly Level Earning Commission Records

Dizplay Report As

i* Heport " Graph

B cioce | !

To run a “closed” ranking, select only the status “CLOSED” (check box). Then select the
"Dated by” of “Closed Date” and enter the October 2004 month. Next, indicate to Rank
By “Volume” and then click “Preview”.

Agent Ranking b

The Best Realty Company

Cloged Date: D1.‘I| .|Il| || l!ru 1073172004

Company-wide)

Rank Cption: Individuals

2839 5. 10&th Street, Unit 200 Rank By. volume Rank Option: Individuals wiritten Office: Al O ffices
Hales Corners, Wl 53130 Froject: Al Projects
Telephone: (B00) 732-5327 Transaction Status:  CLOSED
Off-Tap! Agent Com pany
Agent's Agent's § ( \ GCl R eferrals AGCl FR AN MAGCI Gross Dollar
Sales Agert Plan Office Start Units Yolume a2 (Ca2) [1a3) (CA3) [1ad) (CA4) 1 a5)
Hedda d'Pacque LCReatty OFFICE! 0317A926 A& 1 450 367 450 25,260.76 526,00 2623676 2,236 66 22,009.11 1,777.38 11,321.32
Edward Brandy? Plan B OFFICET 12014991 T z 200 200,300 5,246 50 0.00 246 50 392 26 436424 583708 07284
C.0. Haus Gold Star Plan OFFICE! 0052004 5 3 2 80 202,000 ,720.00 600,00 9,120.00 45120 2 fi63 80 4,603 .20 4,065 60
Wiley Auferar GO&0 Straight Spl OFFICE2 D8ATAQ26 A 4 170 145,750 7.402.50 318150 4221.00 105.00 4116.00 236258 1.7582.458
Natalie Orestd Gold Star Plan OFFICE1 D301/2004 T El 100 17 450 3.610.74 600.00 201074 8464 202610 1.716.52 1.200.52
Eileen Forwards nfa OFFICEZ D4/25/1920 A [} 1.00 100,000 10.000.00 0.00 10.000.00 1.600.00 £.400.00 4.200.00 4.200.00
Seymour Praufits nfa OFFICE1 04051900 A T 1.00 100,000 10.000.00 0.00 10.000.00 G00.00 9.400.00 4.700.00 4.700.00
R.YOU. Bine GOMD Straight Spl OFFICE] D415A947 & 8 050 50,000 1,500.00 300.00 1.200.00 60.00 114000 S70.00 &70.00
Betya B ootz Simple 3 lewl plan OFFICE] DXD1A996 & el 050 50,000 1,500.00 300.00 1.200.00 60.00 114000 624.00 456.00
Phil M. deBlancs GOMD Straight Spl OFFICE2 094194990 & 10 a0 30,000 a00.00 0.00 Q00.00 45.00 855.00 512.00 342.00
Totals: 15.00 76,740,850 5.506.50 7023400 562475 6 B09.25 36,065.29 27 64206

1,562 460

The sales ranking reports will total and rank the selected figure — e.g. closed volume.

Other key revenue and production figures are totaled also.

Note that you can rank most any of the above figures for closed, or written, or pending-
due-to close business (pipelines). The way you could rank potential closings for

example is to select only status “PENDING” sales for a future closed date range.
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Dizplay Report Az
i~ Report {+ Graph

Occasionally for a sales meeting graph might be printed. Click the “Display Report As:”
“Graph”:

Agent Ranking by Volume (Company-wide)
The Best Realty Company Closed Date: 01/01/2004 thru 1003172004 Rank Option: Individuals
3839 5. 105th Street, Unit 200

Hales Corners, Wl 53130
Telephone: (500) 732-5327

Rank By: “olume Rank Option: Individuals Written O ffices . OFFICEY

Project: Al Projects
Transaction Status:  CLOSED

Individuals

Brandy2,
Edward

Haus, C. 0.

d'Pacque,
Hedda

Drestd, Matalie

Praufits,
Seymour
Bine, R. yOL.
Bootz, Betwa
QK 40k a0k 120K 160K 200K 240K 280K 320K
YVolume
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Another way to compare agent production is using “Quartiling”. With this analysis, a
selected agent production measurement is totaled and the agents are divided into four
“quartiles” or groups with those 25% of the agents placed in the first quartile and the 25%
of the agents with the least in the fourth quartile. Those in-between are placed in quartiles
2 and 3.

This is useful for quickly viewing how much you might be depending on your top
producers. Or how many low producers you might have compared to medium and high
producers.

Analysis

Listing Ranking 410 | Sales Ranking A1{ Quartile AT4 | Fales Summary &30 I Compare A40 | Activity 441 I Tien

—Compary Lewvel —Office Level
Open Business A14-01 | Open Business A14-11 |
Pending Buginess Due To Close 414-02 | Fending Buziness Due To Cloze A414-12 |
Cloged Business  A14-03 D Closed Business A14-13 |
-

Move to the Analysis “Quartile A14” tab and select “Closed Business A14-03

P
REAL/Easy BOS & Helo

Agert's Office I Tranz Type I Property T_','pel

T4 <Select All>
[ OFFICE1
" OFFICE2

I "f Clear |
From Closing Date |01/01/2004 ] Lok s
o Closing Date 10/31/2004 &l i~ Agent Gross " NAGCI

Project <ALl Projects> ‘I " Company Dollar ¢ GCI
Agent Status <ALL Statusy 'I = Units

Quartile Type IIndividuaIs LI

= All Agents Start Dates
" Agent Start Dates From IU1/'U'|/'2UU3 @J Through |1Ur'08.f2004

 Thiz Repont Will Show The Following Status|
‘ Closed

Diefaults | i LCloze |
Setup the Closed report for the month of October, 2004 for “Volume”.

& Bint | (&R
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The Best Realty Company
CompanyWide Quartile Closed Business by Volume Al4-03
Individuals  Closed 01/01/2004 thru 1053152004
AgentStatus:<ALL Status=
Volume
Walime Running Paercant
Agents Start dgent's Tatal Funning Total of

Agzents O ffice Statas Drate Units Rank and Crartile Tolume Total  Percent dgents

\-&Quamle | U S T
d'Pacque, Hedda (7) OFFICEL Active 031711986 Full Time-5 easc 4.50 lof 15 Q1 367,450 253% 367,450 253% 8.7%
BrandyZ, Edward (2) OFFICEL Tenminated 1201/19%1 Full Time 200 Zof 153 Q1 258% 800 206%% 667,250 458%  133%
Hans, C. D. (24) OFFICEL Active 01052004 Full Time 2350 Fof 13 Qo 1 282,000 20.1% 59,250 a6.0%  200%
Anferer, Wiley (26) QOFFICEZ Aeotive 081711988 Full Time 170 4of 15 Q1 145,750 10.0% 1,105,000 Yao 2T

c— Cmartile 20 e
Drestd, Matalie (8) QOFFICEL Terminated 030172004 Full Time 1.00 S50f 15 ¢ 2 117,450 8.1% 1,222,450 B42%  333%
Forwards, Eileen (22) QOFFICEZ Aeotive 05/25/198% Full Time 1.00 dof 15 ¢ 2 100,000 &.9% 1,322,450 910%  400%
Bine, B. YOI (21) OFFICEL Active 0471511997 Full Time 050 Tof 15 O 2 50,000 3.4% 1,372,450 94.5%  4a7%
Bootz, Betya (23) OFFICEL Active 04/01/1996 Full Time-Trair 0.50 2of 15 Q. 2 50,000 3.4% 1,422,450 979%  533%

)'Quarhle 3
deBlanes, Phil H. (&) OFFICEZ Active 087121930 Full Time 030 Sof 15 Q. 3 30,000 2.1% 1452450 100.0%  &0.0%
Dillon, Marshall (3) OFFICEL Active Full Time 000 10of 15 ¢ 3 a 0.0% 1452450 100.0%  66.7%
Heedham, Willie (27) QOFFICEZ Aeotive 0210111999 Full Time 00g 1l af 15 @ 3 1] 0.0 1452450 1000%  733%
Patzer, Tim (28) QOFFICEL Aetive 021101997 Full Time o0g 12af 15 @ 3 o 0.0 1,452,450 1000%  BO.O%

o Cuartile 4 0 e
Potts, Fillmore (4) QOFFICEL Aotive 1001571930 Full Time 000 Sof 15 Q¢ 4 o 0.0 1,452,450 1000% BT
Theis, H. (111 QOFFICEZ Aetive 060711988 Full Time 00g 14af 15 Q: 4 o 0.0 1452450 1000%  833%
Tyme, Mark N. (5) OFFICEL Terminated 1171111991 Part Time 000 15af 15 Q: 4 o 0.0% 1452450  100.0% 100.0%

Totals: 15 1400 1,452,450

Above, the report shows the same data as in the A11 ranking, but with a different
“analysis”. Here, for example, one can see that the top 25% of the agents, those in
quartile 1, had generated over 75% if of the closed volume in the month.

We also see in our example that almost 25 percent of the agents had no volume for the
month.
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Where Do We Go From Here

Congratulations!

You have now completed the Learning Tour of REAL/Easy BOS. Items we covered
with you include:

- Viewing and maintaining agent information.

- Viewing sales overall and detailed commission information.

- Printing agent production reports so that we can see how Best Realty is doing.
- Printing detailed sales information to learn how we did on each sale.

- Printing a detailed earnings and awards from each sale for an agent.

Now you are ready to start entering information into your system. There are two ways to
learn. You can call the REAL/Easy helpline and walk through the basic steps. Or, you
can also follow the steps in the “Basic Training Course”, another publication from
REAL/Easy.
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NOTES

C Executive Systems BOS Learning Tour Page - 79



Where Do We Go From Here

REAL/Easy

Management Software

Want Everyone in Your Company to Run It Like
a Business?

Run Management Software from REAL/Easy

Integrated Systems FOS Paging Serrer
and Services Front Office System .
Call Cosrdinaors, Dury Desk, Email Server
Agents, Admin Assistants, Managers
Listing Import Additianal
AoOS 1
1 PREA Reportin Seftware
Agent Office System P 9 _—
Fgents ﬁge¥eam§tm #gert Accounting Interface Services
‘\\" BOS Data Conversioh
Back Office System - —
Fdmin fesistants, Azcounting, Onsite Training
Clozing, hanagers, Qwners
Custom Reports

1-800-REALEASY realeasy.com
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