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This reference provides a tour of the FOS system including, maintaining
buyers and buyer activity, listings, and managing of appointments
(scheduling, emailing confirmations and other task, followup).
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Welcome to the FOS Beginners Tour.

FOS, or Front Office System is an integrated part of the management software offered by
REAL/Easy. FOS is used by our customers

e to maintain listing information,

e to maintain and report listing activity,

e handle listing coordination including task scheduling

e to store documents and information

e to do appointment scheduling and management including confirmation emailing
and followup

In this tour you will learn:

1. How to look up information in FOS such as listing and showing.
2. How to print reports such as listing sheets and appointments.

The tour is done using a small practice company called Best Realty. By using Best
Realty, 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 Best Realty, the data
is already there. Thus, you can then learn quickly how to look up information and print
reports. Call the HelpLine you need help switching to the Best database.
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REAL/Easy FOS Tour

Step 1 — Start FOS and Log In

oy

RE&L Easy
FO5

B Now, you are ready to do the tour, you are switched to the Best Realty database
for the time being. Select the “FOS” icon (above) from your Windows desktop.

REAL/Easy FOS &P e |
User TR~ |
Password
Office OFFICET ﬂ
User Level

" OK | XK Cancel |

H You should obtain the above login screen.

v’ OK

For now, You do not need a password, Click:
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The FOS Desktop

'3' REAL/Easy FOS (Front Office System}) - The Best Realty Company : P.0.Box 531 n - ID ﬂ
J File Listings Appointments Commurications Reports Preferences Help 2
o 1
Gy Search [Skfeet NoI Shieet Mame |\ Listing ID | 4_.H.|£.l—.ét1 3 I
Status [<ALL Status> ] Distict [<ALL Disticts> ] Office [ OFFICET x| Project | <ALL Projects> > | AWM__.EEE
From List P 3000 ToListPrice | $000 Qrfne Date | / / il eter ame | ——— & I
e . [4d Code [Listing D [Photo] +]
v L ] [w
EJ % East Grande 5t $420,900.00 Milwaukee R466 00005 D
| [1212 S5th dve. E Espired $350,000.00 Milwaukes  North... 5463 00014 |
"“';:f;':;;"cs | 144 ERwerDr Sold $95,000.00 Milwaukee  North... 145 o4 [
n i [ 12210 North Grant Street Pending 4155,900.00 Miwaukee  East . oz [
|II| 4306 N. lcier Dr. Sold $75.000.00 Snowinagin ~ North._. 00023 O
7 44 Rover Lane Pending $190,000.00 Pewaukee Lake . 432 o011 D
Book Appairtment (| I ELLY Mendota Ave. Sold $0.00 Milwaukee  River... 00020 |
576 Sunny Dale Rd. Sold $96,500.00 Wauwatosa  East.. 1212 00006 1
6845 Tyrol Lane Active $35,000.00 Tyrol Hills Sout... 4566 00003 ]
|| 820 Cherry Orchard Lane Sold $155,900.00 Brookfield North... 550 00007 |
Confirm 877 877 [ R East.. 2000002+ [
Appointments . Li
o SoldPice  $0.00 Sold Date Style Dffice OFFICE
_J List Date 06/24/2006 Ewpiry Date  12/24/2006 Bedrooms 0
Pending Date Type Residential (1-4 uniBathrooms 0
LR S | Listing Broker Parking
Message Ta Group
Lock Bax Next Dpen House To
Showing Instructions & Vark, Ant
== |
Appoiriments Izl Pint | (& Preies
Commuriceations Listings I Listing Photo l In / Dut Board & Duty Roster I Qunppliafsl EuBrukalsI Board Roster I
Current Listing: 10 South Emery St. Tyme. Mark N.: d'Pacque. Hedda Listing Count - 14
FOS Status : Pending Msgs.: 0  Failed Msgs.: 0 Unconfirmed Appt.: 0 Mew Emails: 0 (5 Refresh Listings [CTRL+R)
FOS Communicator:  PCS Server Hot Started. Email Server Hot Started.
‘Admin (Company) \ Fd4=Change Office F5=Book Appointment F6=Hew Messag: OFFICE1 | Tuesday, Hovember 07, 2006,

Whenever you begin your FOS session, you will be greeted with the above desktop. The
main goal of FOS is to enable complete no-paper automation of your office’s phone
traffic. So, this desktop is designed to help a call coordinator or duty desk agent quickly
access the common tasks needed with a single click.

Other tasks such as listing data entry can be accessed in a similar fashion as in the Back
Office System (BOS) using menus and tools.

There are seven areas or components making up the FOS Desktop. Let’s take a look at
them.
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@ REAL Easy FOS (Front Office System) - The Best Realty Company : P.0.Box 531

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

JEile Listings  Appointments  Communications Bilings Reports Preferences Help

2. Next, the (File) menu bar displayed above, is the same all the time. Setups and most
operations in FOS can be run from the menu bar.

Gy Search |Slreet Nol Street Name || Listing ID MLS 4d Code ‘

3. The Listing Search tool bar. You can search the listing table by street name, or MLS
number or by Ad Code. Criteria entered here controls the properties to be displayed in the
property browse area #6.

Sttis [ <ALL o> ] Distict[cALL Discs> ] Ofce [OFFCET ] Propet <ALl Pt =] Agenk [l Agerto v] ] Reset |

4. The property browse area data display can also be controlled by setting different
Listing Filters to control the display. Here only a certain market area, or district, may be
desired.

Fram List Price $000 14 Lt Pril:el 3000 Oriine Date: I I @] SellerNameI

5. The last browse bar includes List price filtering and Agent filter. The Online Date filter
is used when importing data from other sources such as Crest Edg.
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| General

Common

Listings

Appoirtments

Communications

6. This is the quick and easy to use tool bar. A majority of your work will be done from

here. It does not contain all that is available from the Menu Bar (1.), but most of it.
Note: The different areas - General, Common, Listings, Appointments and
Communications.
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Street Mo |Street Name Status List Price City fuea  |MLS No. |4d Code |Listing D | Photo u
o 10 South Emnery St Cancelled $83,500.00 Hales Comers  Sout. 00024 L1
1165 East Grande St $420.900.00 Milwaukee  East . 5466 oooos [
1212 EEth Ave, E Expired $350,000.00 Milwaukee  Marth., 5463 onot4 ]
1444 E. River Dr. Sold $85,000.00 Miwaukes  Morth... 146 00004 |
"|2210 Marth Grant Strest Pending $155,300.00 Milwaukes East ... 0007 Il
: 4306 M. Icier Dr. Sold $75.000.00 Snowinagin -~ Morth... oooz3 Il _l
44 Rover Lane Pending $190,000.00 Pewaukes Lake.. 432 0oot1 Il
: 510 Mendata Ave. Sald $0.00 Milwaukes River... 00020 ]
576 Sunny Dale Rd. Sold $96 500,00 Wanwatosa  East .. 1212 00006 ]
» Tyral Lane Active $35,000.00| Tyrol Hills
| 820 Chemy Orchard Lane Sold $155,300.00 Brookfield Maorth... 550 00007 [
a7 &7 | EED East.. 2000002 [
I -
Sold Price $0.00 Sold Date Style Bungalow Office OFFICET
List Date 0B/03/2006 Ewpiy Date  12/03/2006 Bedrooms 3
Pending Date Type Single Residential Bathrooms 2
Listing Broker Parking 2
Lock Box Next Open House RRE 5 A B 11/07/2006 02:00 PM
Showing Instructions Don’t let the dog out d Healy. Austin

= & Prirt_| [ Preyiew |

Listings [ | jsting Phato | In / Dut Board & Duty Roster | Suppliers | Co-Brokers | Board Roster |

7. This is the Property Browse, or main information area of the FOS Desktop. The
information displayed is dependant upon the tab that you click on

Sold Price 3000 Sold Date Siyle Bungalow Dffice OFFICE1
List Date 0E/02/2008 Expiry Date  12/02/2008 Beodroome 2

Pending D ate Tupe Single Residential Bathrooms 2

Ligting Broker Farking 2

Lock Bow Mest Open House [REE D6 11:00 Abd [EGE11/07/2006 0200

Showing Instiuctions Don’t let the dog out =]  Healyp. Austin

=] B Pont | [& Proview |
Listings [ isting Phota | In / Dut Board & Duty Roster | Suppliers | Co-Brokers | Board Roster |

6845 Tyrol Lane d'Pacque. Hedda: Auferer. Wiley Listing Count : 14
l_li-g Mzgz: 0 Failed Mzgz.: 0 Unconfirmed Appt.: 0 Hew Emailz: 0 (P,' Refrazh Listing= [CTRL+R]
or: PCS Server Not Started. Emall Server Not Started.

Fa=Change Office F i F [oFFICEY | Tuesday, Hovember 07, 2006

8. This status area show the listing highlighted above. Also listing count, and message
and appointment stats.

Now let’s take a look at a few of these items on the desktop.
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Step 1—The Menu Bar

JEiIe Listings Appointments Communications Reports Preferences Help

The menu bar is like any other menu bar in a Windows program. There are drop-down
items for each category.

B Click on File

%& Listings Appointments  Communications
iry User Log In J Qut
of

" Company Setup...

€ add / Edit Agents & Staff .,
Add Board Member. ..
Add Supplier. ..
Add Co-Broker. ..
Add [ Edit Contacts...

Add J Edit Communication Providers...

Co-Broker Table Agents to Roster...
Import FOS Roster from File. ..
Move To Agent ID...

Move To Office ID...

Roster Company Mame Assign...
Switch Databases. .,

Run GUT's REAL FORMS. . F3

Exit ChrH-2

Above are the key setup functions. First, you setup your company information, then enter
all of the agent, broker and other contacts that you will be needing for the call/duty desk.
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Next, Click on Listings

Listings pointrnents  Communications
G} Refresh Listings Ckrl+R

: [“ﬁl Search Listings {Detail Search). ..

L. View Listing. .. Chrl+y
‘B Add Listing. . Chrl+4
(5] Edit Listing... Ctrl+E

P Delete Listing

Feature Sheet, .,
Group Page This Listing. ..

@. View Place Map...
@ Yiew Street Map (L.5, only). ..

Expired Listings. ..

Archive Listings. ..

Retrieve Listings From Archive, ..

The listings tab above has all the functions needed to keep your listing inventory data up
to date. If you have internet access while viewing a listing, there options to display and
print maps from well known web sites.

REAL/Easy FOS Tour Page 11



B Click on Appointments

]&ppi:.inl:ment ommunications Billings

[ X Book Appaintment. Chkrl+B
. Confirm Appointments... Ctrl+F
: Yiew Appointments. .. Chrl+w

Here you can maintain and view all appointment details.

B Click Communications.

| gumrruni:atim%ﬂﬂmgs Reports Preferences Help
Add | Edit Pager/PCS Message Groups. ..

£ 1 Mew Pager/PCS Message kel
New Pager/PCS Message To Group... ChrHG
Yiew Pager[PCS Messages In Queue, .,
View Pager/PCS Messages...
Archive Pager/PCS Messages. ..
Retrieve Pager/PCS Messages From Archive. ..

£ New Email Message,., Chrl+m
& Email Inbox...

& Email Qutbox...

{2 Email Sent Ttems. ..

Eront Office Reminder. ..

Mew User Message. .,

Wiew User Messages. ..

These functions are used to setup your PC message, pager and email systems.
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H Click on Reports

|Eepart references Help
| Lisjr:\i...
Super Listings...
Monthly Listings Taken. ..
Appointments. .,
Messages...
| Dutylog...

Top Showing Agents. ..
Top Showing Companies. ..

Bilings b

All aspects of the Front Office operation can be reported on with this tab. In addition, the
“Top” reports display high activity agents and brokers
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H Click on Preferences.

| preference elp
Setup Users. ..
Setup Menu Access, ..

Add J Edit Access Listing By. ..
Add [ Edit Agent Status. ..

Add [ Edit Appointment Status. .
Add § Edit Appointment Type...
Aadd | Edit Broker Roles. ..

Add [ Edit Buyer Source

Add § Edit Cities...

Add J Edit Contact Type...
add J Edit Counties, ..

Add [ Edit Countries. ..

Add J Edit Customer Status, ..
add [ Edit Diskrick
. Add/Edik Divisions., ..
Add J Edit Duky Status...
. add [ Edit Duty Type. ..
. &dd | Edit Listing Status., ..
. Add [ Edit Occupied By...
. Add [ Edit Office

&dd f Edik Prefixes., ..

Add | Edit Project
. add f Edit Property Location...
. Add | Edit Property Skyle, ..
. &add } Edit Property Twpes...
. add | Edit Quick Message...

. Add | Edit Relationships. ..
. Add f Edit Seller Source
. add [ Edit Source OF Business...
. Add f Edit States | Provinces. .,
. Add [ Edit Unit Type...
. Edit Field Labels...

PREICE == Tn MmN wE

Mo e

& 1= 1= W

[ I Lo L Lo = o

Here is where you can customize your FOS appointment and tracking system. You can
even change some of the screen field labels to help your agents and operators.
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Step 2 — Property Browse/Main Information Area

& REAL/Easy FOS (Front Dffice System) - The Best Realty Compony : PUOLBox 531

| El= Listhgs Appointmerts Communications Beports Breferences  Help
Gy Seaich |Street Ha| Shieet Mame | Listing I | LS | Ad Code [
Status | Active =] Distriot [<ALL Disicts> =] Office [<ALL Ofices> =] Freject [<all Projectss =] Agent [<oll ggente: = % Reseran [—
—

From Lis! Pricel F0.000 7q List Prbel 30.00 0 gnline Dats I A Ea.l Seler Marme I
=
]

Common 7 B

Sold Price $0.00 Sold Dats Seyia Bungalow Oiffice OFFICET

Lizt Dizbe OBAD3 /2006 Expry Date 12/03,°2006 Bedroom: 3

Pending [1ate Typ= Sirgl= Aesderhal Batmooms 2

Lizkirig Broke: Faiting 2

Tock B Fiest ten Honee NIRRT - IRl
:"| = Showirg | nsbuctions Don't let the dog oul ;l Healy, Auztin

# _% Frint | [ Prcxiowl

i
Current Lilﬁm :  GH45 TEnI Lane :l'F'm:E:, Hedda: Auferer. wicr

Lizsting Count = 1] |
FOs Status : Pending Megs.: 0 Failed M2zgz: 0 Unconfiimed Appt.: 0 MHew Emails: 0 (32 Refech Lisings ICTRLLR)
FOS Communicaton :  PCS Server Hot Started. Emall $erver Hot Started.
|mamin (Company [ F4=Change OMce FS-E00K ABDOINMMENt Fi=New Message |oFRIcEr [ Tuesday, Movember 07, zo05

E

This area is showing the basic information on the listing that is highlighted above. Click
on the 15" Avenue property. Note that for split listings, all agents are displayed on the
Current Listing line.

Also note that key information such as list date, style, bedrooms, baths, and more is
displayed right below the browse window. And the next showing information below that.

Note also the bottom tabs running below the browse area. The browse area is actually the
first of many pages of information. The Photo tab provides quick access to photos of the
highlighted listing. The other tabs are for general use during calls include the IN/Out
Board to help direct calls to agents who are in he office, the Office bulletin to view office
announcements or tips, the Suppliers tab is used to help lookup and call sign, mortgage,
title and other companies, the Co-Brokers and Board Roster tabs show phone and other
information to help you contact co-broker offices and agents to confirm appointments or
do follow up calls.
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In/Out Board & Duty Roster tab

In/ Qut Board

Agents  Difice ~| DutyRoster
Name Search || Mest Duty Agent -

Agent Information IN/ZOUT [

Agent / Stalf |Phone [Ext N out
Comment

(414) 555-9113 O

Brandy, Edward

(414) 222-2223
dPacque, Hedda
(414) 222-2002

Dillon, Marshall

(H14) 777-0007
Drest, Natalie

Potts, Filmore (414) 555-9930 Org Assign Duty ﬂ Move Up @ Mave Down
b1 Refiesh | fh Move Top 47 Move Bottom
bpporinents | Messages | ——L Sin Dut Al o Sign /Dt | 7} View Duly Log..
N
Listings | Listing Photg In/ Out Board & Duty Roster | Ofge Bulistin | Supplers | Ca-Brokers | Board Raste |

By clicking on the In/Out Board & Duty Roster tab you can register the daily status of
agents presence, duties, appointments and messages. If this is kept up to date during the
day, you’ll be able to easily direct calls to them or know when to page or email messages.
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Co-Broker tab

ICompany Mame E] I
Company Information Phone / Email 2
Company Mame Bus. Phone
Broker Name IAdmhistla‘.or Name Fax
Street Suite Email i
State/Prov.

|| Alias Rrealty Co. (414) 555-4321

John Jones [414) 555-2331
222 North Shreet
Milwaukes el 55400
" |B.D. Eide Compary [414) 555-4433
B.D. Eide [1 -
4455 Xemwes Circle
I} Milwaukes Wl 55400
Best Realty Marketing [414) 543-5381
Mr. D, Best, Mar. [414) 543-R650
11108, Mational li
sedd | [SEw | X Dete | (=) Epeil ok |
- S

Listings | Listing Photo | In / Out Board & Duty Roster | Office Bulletin | Suppliéfs  Co-Brokers | Bodd Raster |

Above is the sample co-broker info tab.
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Board Roster tab

aaveryhomefinder. com

Auferer. Wiley
56 5. Main Strest
Greenfield

Best Realty Company

53200

Roster Search (%] | | Display Name = | |
Agent Information Phone / Email

Mame [Agent 1D ]Cornpaml Buz, Phone |Exl,
Address / ISurte Agent Phone
City | State/Prov. |PCiZip Faxt
w/eb Page [URL) Email
Aavery, Annie 100009 E ast Side Real Estate (414] 555-4433
1361 Johnson 5t [1 -
Hales Comners wil 53298 [] -

anniee(@eastsiderealty. com
[414) 555-9911

[800) 732-5327
(414) B45-2626
[ -

wauferer@yshoo. com

A AB AC AD AE AF AG AH

| A AK AL AM AN AD AP AD AR AS

U AW AW A AY AZ AALL

e edd | Sea | X pelste |

/_\ =) Email Agent |

Listings | Listing Photo | In / Out Board & Duty Roster lgfﬁce Bulletin | Suppliers | Co-Bm(ers Board Roster I

And, the Board roster will appear as above. Note that a search box above can help you
quickly find a caller or agent that needs follow-up.

%.; liskings Apportments Communicakions

e User LogIn/ Qut

E{J' Company Setup, .

€ add [ Edk Ageris & Staff..,

I Add Board Memoer,

Add SUPIer ...
Add Co-Broker, .,
Add | Edt Contacts...

Add | Edt Communication Providers..,

Co-Broker Table Agents to Roster...
Impart FOS Roster from File. .,

Move To fgentID..,
Move To Office 10,
Roster Company Name Assian..,
Switch Databases..,

Run GLI's REAL FORME, ., F3

Exit Chrl+

Populating this browse is accomplished by Add Board
Member, importing data from your co-broker table in BOS
or by importing from a comma separated text file.

Page 18
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Step 3 — View Details or Edit a Listing

General

Comman

&

Wiy Listing

Eciit Listing

L

Delete Listing

Feature Sheet

t ks H L. |

East Grande 5t. $420,900.00 Milwaukes East.. [
B 112 Hfth Ave. E Expired $350,00000 Milwaukee North. . 5463 0ooi g O
1444 E. River Dr. Saold $85,000.00 Milwaukee Morth... 146 00004 O
i 2210 Morth Grant Strest Sold $155,300.00 Milwaukes East .. Qom? [l
4308 N. lcier Dr. Sald $76,000.00 Snowinagn ~ North... 00023 [
B 44 Rover Lane Pending $190,000.00 Pewaukes Lake.. 432 00011 ]
B 510 Mendota Ave. Sold $0.00 Milwaukee River... 00020 ]
BES Sunny Dale Rd. Sold $96,500.00 Wauwatosa  East.. 1212 00006 [l
BETE Tyrol Lane Active $35,000.00 Tyral Hills River... 4566 00003 1
B 820 Cherry Orchard Lane Sald $155,900.00 Brookfield North... 550 00007 [
BEE Overland Dr. Pending $0.00 Waukesha  West. 00021 L]
: AR 2, Box 416 Sald $93,500.00 Merton West... ooone O

=

SoldPrice  $0.00 Sold Date Style Dffice OFFICE1
List Date 07/15/1999 Expiry Date  02/28/2000 Bedrooms 0O
Pending Date Type Residential (1-4 uniBathrooms 0
Listing Broker Farking
Lock Box Mext Open House To

Showing Instructions

5 it | [ Pregiew |

Listings [ { isting Phato | In / Dut Board & Duty Roster | Office Bulletin | Suppliers | Co-Brokers | Board Roster |

10 South Emery St

Tyme. Mark N._; d'Pacque. Hedda

Listing Count - 13i

You can double-click a listing or click the Listings category at the left and select Edit

Listing.

REAL/Easy FOS Tour
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Listing Information : 6845 Tyrol Lane x|
REAL/Easy FOS e |
Listing General | D&rmgaphicsi Listing Datail Photo I Agem:' Eontaots' D escription }Faa!uresl Juumall Nd I

* denates required field,
—Listing Mumbers —Status
[oooo3 | [ | Active =l
_FOS List No” 2nd MLS No. AdCode ¥ InHouss Listing.
“Subject Property ~Price
6845 [Tyrol Lare | | ) | $35.000.00
Streat Mo Strest Name® Street Suffis Uit Type Linit No. Current Price
{6845 Tyrol Lane | $35,000.00
Display As Orginal Price
{Torcl Hills x| w x| 5400 {usa =il $0.00
City State/Prov. FC/Zip Country Sold Price
—Dates ~Froperty Type —Office —Project
[oe/n3/2008 ] [12/03/2008 | |single Residential ] || [oFFICET =l ] <None> =l
akbo: £ieyDels Fropery Style———— —_Showi'ig Ingtuchons
l L2 @] | {4 m IEungdow ;l Don't let the dog out :J
F"endlng Date Cancel Date | ) LI
(77 WI[77 [l [ ecaten | —
Soid Date Bl e Tawn - | South Residential ;I
Key/Lock Box Information Hrea
—Mest Open House [T :
{11/07/2006 = |[11:00AM [11/07/2006 =] |0z00PM | ;@ll
From To | |
Y Add Another Listing | o Save & Close | 4 Pevioss| New ) | Detaied MLS Data | X Concel |

Above is the main, or “listing general” screen. Key location, price and contract date
information is displayed. Showing and lockbox information is also maintained on this

screen.

The tabs along the top are used to maintain more information pertaining to this listing.
Included are other screens to maintain more details about features, photos of the property,
the listing Agents, the seller and others under Contacts, Descriptions of the property,

Advertising history, and activity Journal.

Page 20
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Entering a Showing Appointment

-$'REA.L.'"Eun' FO5 (Front Office System) - The Best Realty Company : P.O.BDx 531 ;lglil

IEI: Listings  @ppontments Commurications Reporks  Preferences  Help

Cgy Search |ShestNo Street N.:rncl List'ngm] MLS | Ad Code |
Status [Active =] it [ Dietricre> x| Oiffice [<ALL Ofices> =] Pioiect [<aLl Projectss w] Agere [all agens: v| ] Recetad |
Fram List F‘rir:el $0.00 7 List F'ricel 1000 Apire Date | ¢ @ Seller Mame I
General
Comman

Book Appoinimert

R

fittm

A ppnintments ;l
Sald Piice $000 Sald Datz Style Bungalaw Oifice OFFICETD
List Dae DE/D3/ 2006 Expip Date  12¢03/2008 Bedroom: 3
Pending Date Tipe single Residential Bathiooms 2
Listirg Braker Pakrng 2
Ln:k' (=att 11/07 /2008 0200 Ph
Showing Instactions Dion't et the dog out :_J Healyp, Austin
Appointments _"'J % Pint | @L F'regiewl
Communications Listings I Lizting Photo I In ! Oui Board & Doey Flnslarl Supples | Eo—BerasI BoadRoste I
Current Lieting : 6845 Tyrol Lane d'Pacque. Hedda; Auferer. Wilep Listing Count - 1
FOS Status: Pending Msgs - 0  Failled Mzgs: 0 Unconfirmed Appt: 0 MNew Emails: 0 (B Fefresh Ligings [CTRL+R]
FOS Communicalor i PCS Server Mot Stared. Emall Server Hot Started.
|aamin (company) | Fachange omice F5-Book AppUItment Fo=New Message OFFICE1 | Tuesday, Hovember 07, 2006

B From the main browse screen, select a listing and click on
Book Appointment
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ER Book Appointment : 6845 Tyrol Lane ) =10 x|

REAL/Easy FOS Pirt | [ Preview  #3 Hebp |
Appointment Iiuumall Motes | I
—Select Listing -
Street Namel Tyrol Lane j E::Ezw Address gﬁ:ﬁ:}"d Lane %I
Lock Box
Showing Instructions Don't let the dog out =
|

- Book Appontment For Showing Agent [ Appointment Details
Find In Fostef [Auferer, Wiey | *]; ||| Ins07:2006 =f[10.00aM {11004
To

Date From
Showing .ﬁ.gent\'ImrEI'Er'mED—‘lﬁl 26 I j I L'

Company: IThE Best Realy Compary Appointment Type Access Listing By
>| |oFFICE2 =l
(007225327 Ewt | [~
ramas ko Il ) ! I Broker Role Qffice
Agent Phone: IMM] B45-2626 - Appointment Status Message Left Wit
Showing Agent Email: lclaudec@eaecsys. cam I Unconfirmed j I

Emaill v Showagent [ ListAgent [ Seller - Special Instruction
[~ Reply ta List Agent I

L) =

(414 777.0007 [414] 444.44,,

/ Save ] J Save - Book Another Appt.l &dd Agent | Edi! Agent I Yiew Appointments | x Cancel |

B Select the Agent you are booking the appointment for from the Agent Name field.
Type the first initial of the last name and select the Agent. If you have imported
outside agents into your Board Roster, they are available also. Note that the
Agent’s company information is filled in.
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BB Book Appointment : 6845 Tyrol Lane =10] x|
REAL/Easy FOS Bint | [ Preview  # Help |

Appointment I Joumal | Notes | |

—Select Listing

T I Tl Lase Froperty Address 6845 Tyrol Lane

Details |

Status Active

Lock Box

Shaowing Instructions Don't let the dog out ;I
~Book Appointment For Showing Agent - Appointment Detail

FindInFoster: [Aufererwiey  »| [ x| | [11/07/2006 *[[10:004M [11:00 M

_ _ Date From Ta

Showing Agent: Iﬁuferer, Wiley o] IEE IShnwing ;I I Lack Bax j
Compary; |The Best Realty Company Appaintment Type Access Listing By

Company Phone: |[EUU] 7325327 Ext | ICD'DP Bioka :I IDI:FFIEEE j

Broker Fole Office
Agent Phone: I['ﬂ 4) 6452626 —&ppointment Status Message Left With———————
Shawing &gent Email: Iclaudec@execsys. com I Unconfirmed j I
@ Email | W Show Agent [~ ListAgent [~ Seller - Special Instuction
[~ Replyto List Agent ||

Buz. Phone
/| (414] BER-B822

3| Auferer, Wiley

d'Pacque, Hedda [414] 777-0007 [414] 444.-44..

qf Save ‘J Save-BgokAnntherAppt.l AddAgent ‘ EditAgent | Wiew Appointments | x Cancel

B Appointment Details include time and date, type of appointment, how to access

the property and special instructions.

E NOW CIICk on  Save | or JSave‘BgnkAmthaAput,l

REAL/Easy FOS Tour
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Edit Appointment

asy FO5 (Front Office System) - The Best Realty Company : P.O.BoX 531

| Blle Lisings fAppaintments Communications Reports Preferences Help

Cgly Search [Steet Na| Strect Name | Listing 1D |

MLS | Ad Code [

Statue | <ALL Gtatus> = | District [ <ALL Districte> = | Dffice [ OFFICET

=1 Projoct [ <ALL Projects> =] Agent [<AlLagentsy =] ¢ Rescta |

Fiailntbn.] $0.00 g List Price | $0.00  prjine Date | 4/ Al seiier vame |

Genersl
COMMon
Listings
Appointments B E a:t Grande St F420.500.00° Milwsuk e O
| 1312 S5th Ave. E $350.000.00 Miwaukee .. HaE3 0o 4 Ed
| {1444 E. River Dr. $85.000.00 Mikwaukes .. 146 oooon4 E
2210 Morth Grant Sreet Fending $155.300.00 Miwaukes oooly E
|_|4308 M. lcier D Sold $70.000.00 Snowinagin 00023 E
44 Fowver Lane Fending $130.000.00 Pewaukee 432 o001l EE]
| |510 endota Ave. Sold $0.00 Mikwvaukes 00020 |
| |576 Sunny Dale Ad. Sold $9E 500,00 Woauwatoss L1212 ooo0s B8]
6245 Tyrol Lane Achive $35.000.00 Tyrol Hills Sout... 4556 00003 EE|
220 Chery Orchard Lane Sold $156.900.00 Brookfisld Marth... BEO 00007 |
877 277 _ 498.000.00 East .. 2000002 EE| _I
$0.00 Sold Date Sityle Office OFFICE1
0B/Z24/20068 Eapiiy Dale  12/2472006 Bedwus 0O
Type Recidential [1-4 uniB athrooms 0
Parking
Mext Open House Ta
Shlwing Instructions =] wvak.an
=] & piint | [B Preview |

Communications

> [ Listing Photo | In / Dut Board & Duty Roster |
10 Sobith Emery St.

Current Listing : Tyme, Mark N

£3 Ccﬂmkml Board Hnstell

'Pacque. Hedda

Listing Count - 'I#%

FOS Status : Pending M.
FOS Communicator :

L1} Failed M3gs.: 0 Unconfumed Appt.: 0
Server Not Started.

(¥ RAcfiesh Listings [CTAL+R]
Email Server Not Started.)

Admin {Company} F4-Change Office F5-Book Appeintment FE-How Meesage

I\

[OFFICEI~— Tueeday, Hovember 07, 2006

\

T

H Click on the Appointments bar at the left and the click on View Appointments.
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& view Appointments : 23 North Baker Street

REAL/Easy FOS

271 00 AM [12:00 PM
12/12/2005 10:00 &M

d Best Realty Compary

Uricoriirned |In

11:00AM  dPacque, Hedd. Best Realty Compary [800) 732-6327  Confimed
0341222004 D:00PM D200 PM  Ausferer, Wiley Best Realty Company [800) 7326327  Unconfirmed
09/11/2004 0400 PM 0S:00PM  Aavery, Annie East Side A eal Estate (414) 5554433 Confirned
09A10/2004 10:00 AM 11:00AM  Aandrews, Dan CB Central REALTORS [414) 555-95911  Confimed

Showiry

Showing
Showing
Showing

B¢ Book Appoirtmert | (JEdt | X Delete |

Brint | T3 Preview | Do Mot Show Othes Agents
&y print | [& rexm‘vi -

n Report

B Ciose |

Select the appointment to edit and click Edit

Agent Phone: |14‘I 4] 645-2626

r~Select Listing
-] Property Address 6845 Tyrol Lane Details I
Street Namel Turol Lane :I i N
Lack Box
Shawing Instructions Don't let the dog out I=
=
[ Book fppointment Far Showing Agent | [ Appaintment Details
|‘I 1/07/2006 j|1 1:00 AM l1 200PM
- = Date From To
Shawing Agent: ID |26 I Shawing j [ Lack Box j
Company: |The Best Realy Company Appaintment Type Access Listing By
~| | oFFicE2 |
C Phone: |(800) 7325327 Ext J I ;
o | Broker Rcle Dffice

[~ Reply to List Agent

Shawing Agent Email: |claudec@execsys,t:om
&) Email | W Showagent [~ ListAgent [~ Seller

Appointment Status Message Left ‘Wit
’7| Unconfimed :[ |

(Special Iristruction:

|

[ Contact:

[ InHouse Agents]

B[euferer, wiley
d'Pacque. Hedda

[[414] & (] -
(414) 7770007 [414] 44444

V Save | f Save-Bok ancther sget |l addAgert | 75 Editagent | iew appoiniments | 3¢ Cancel |

B Click _«==]|when finished

REAL/Easy FOS Tour
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Confirm and email Appointment

Appointments

Book Appointment

H Click on Confirm Appointment

Confirm
Appointments

Yiew Appoirtments

Confirm Appointments ;[Qlﬁl
REAL/Easy FOS & Help

Dffice | oFFICE2 (=] m

Appaintments Not Confirmed

Listing Address Status

From 4 I To IAgenl MName I Company Mame I Company Phone | Type

23 Morth B aker Strest Unconfirmed

09/12/2004 01:00 PM 0200 PM  Auferer, Wiley Best Aealty Company [800) 732-5327  Showing
10226 129t 5t 5w Uncaonfirmed

05/25/2005 01:00 PM  02:00 PM  Roth, Mike Shoretw'est Realtors [414) E55-6666  Showing
110 South Emery St. Uneconfirmed

06/24/2005 04:00 AM  05:004AM  Chris Chris Real Estate 11111111111 Showing
|10 South Emery St. Unconfirmed

06/24/2005 06:00 AM  07:00 4M  Theis, M. The Best Realty Company  [B00)] 732-5327  Showing

:23 North Baker S Uneonfirmed

05 11:0 d 1200 PM |Brandy, Edward Best Realty Company 27 |Inspec

Confim | Edit | [B) Make Notes For This Appointment| g/ Book Appointment | %< Delete | B cose |

B Click on the appointment to be confirmed. If you want to email this appointment

then click on | Bea |
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[ Select Listing

Stisst Namel Tyl Lare Property Address 594-5 Tyrol Lane Details |
Status Active
Lock Box
Showing Instiuctions Don't let the dog out =]
£l
Book Appointment For Showing dgent 1 [ Appointment D etail
[11/07/2008 |[11:004M [1200PM
Date From To
Showing Agent: |Aufe15|, wiley D IQE IShuwing EI [Lock Beid EI
Company: lThe Best Realty Company Appointment Type Aceess Listing By
~| |oFFicE2 =l
-|(800) 732-5327 J I
Campeny Fhore: 1500 Ext | Broker Role Office
Agent Phone: ll'” 4) 645-2626 Appointment Status Message Left With
Showing Agent Email Iclaudec@enecsys.com IUnconlilmed j]

~Special Instructions

dPacaue, Hdda

(4141 777-0007 [414] 444-44

 Save ‘ v Save-BgnkAmthaAppl.I B Add Agent ‘ 15} Edit Agent | Yiew Appointments | X Cancel I

H |f the email address is missing you will have to enter it here. Then click on the

email icon to send.

k& Internet Message - Appointment Information : 23 North Baker Street
REAL/Easy FOS

=10/ x|

a

Help

To.. I ||ed_brandp@los‘corn

This is what the email
looks like and, of course

you can edit it before

Ehace. ||

sending.

Subject |A|:-poinlment Information : 23 Marth Baker Street

Note: You must have

Listing : 23 North Baker Street

Listing Company : Best Realty Campany
Phone : (800) 732 -5327

Fax:() -

Appointment Date : December, 18, 2005
From:11:00 AM To 12:00 PM

Status : Unconfirmed

Type : Inspection

Showing Instructions :

Special Instructions :

| »

FOS Communicator
Email Server
configured and running
to use this feature.

After sending you can

o Save |

el 1«

(=) Atachments., Priaiity I Normal
Remave | Dffice OFFICE2 '|
3 Send X Cancel
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i Confirm Appointments -|I:I|ﬂ
REAL/Easy FOS &> el

Difice | OFFICE2 [~ | Hefresh |

Appointments Not Confirmed
Listing Address Status
From 4 ITD IAgent Name ICnmpan_l,l Mame |Enrn|:|any Phone | Type
23 Morth Baker Strest Uncaonfirmed
09/12/2004 01:00 P 02:00 PM  Auferer, \wiiley Best Realty Company [800) 732-6327  Showing
10226 129t 5t 5w Unconfirmed
05/25/200501:00 FM 0200 PM  Roth, Mike Shoretw/'est Realtors [414) 555-B666  Showing
B 10 South Ermemn St Unconfirmed
06/24/2005 04:00 AWM 05:00AM  Chiis Chiiz Real Estate [111]1111-1111  Showing
M 10 South Ermerny St Unconfirmed
| | 06/24/2005 06:00 AM  07:00 AM  Theis, N. The Best Realty Company  [800] 732-6327  Showing

L

Brandy, Edward Ity Company

Confirm I Edit | Make Mates For This Appninlment| ﬂnuk Appuinlment| }( Delete | i Close I

B Then select the appointment again and click on % Confim |
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Where Do We Go From Here

Congratulations!

You have now completed the Beginners Tour of FOS. Items we covered with you
include:

¢ Viewing and General Understanding of the FOS desktop.

e Viewing main functions of the system via the menus.

e Observing the areas where you can customize the system.

e How to lookup listings and view detailed and other information to help on co-broker
and buyer calls.

e How to maintain information so that FOS can help save time and automate your call
coordinator and duty desk functions.

Now you are ready to start entering information into your system. You should exit the
Best Realty company and switch back from \BEST to \DATA.

Then, learn how to do the required setups by following the steps in getting started part of
the FOS help menu. Note further that features like paging are optional and need to be
setup with your local phone and computer network technicians.
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Improve Appointment Scheduling and Follow-up with the FOS Board Roster
Import Program

Board Roster |

Fronta Soanch 4] | Dot Hoce = |
Agerd Information =]
Hace [Bgeriin [ Comrparys
Addreas mET
[ |rsrePrem. B
Wl Page [LIRL]

[ETE]

(7| Bostz. etpa # Thet Beest ety Cosmpary 0| iR 1T
P O Baa 45 1) T2
‘wheth Al Wi L] i1

=

5

& \B T J0 JE JF JG JB 1 JE IL fW I8 Jo JF 10 A8 Js AT U Jv W Jx Lr JE fAny

The FOS board roster is used to indicate the appointment caller and/or co-broker agent
for listing showings. To help build and maintain this roster, a new import command has
been added to the FOS system.

-@- REAL /Easy FOS {Front Office System) -

J File Listings Appointments  Communications

?‘% User Log In f Quk

?_i:J-; Campany Setup...

€ Add [ Edit Agents & Staff, .,
Add Board Member, ..
Add Supplier...
Add Co-Broker, ..
Add [ Edit Contacts...

Add [ Edit Communication Providers...

Co-Broker Table Agents to Roster. ..

Impark FO3 Rosker from File, .
k Move Ta Agent ID...
Move To Office 1D,

Roster Company Mame Assign. ..
Switch Databases. ..

Run GUI's REAL FORMS, ., F3

Exit Chrl+¥

The new command, “Import FOS Roster...”, is accessed from the File pull down menu in
FOS. This new command will add new records to the FOS roster table from an ASCII
(character) file that is created from MS Excel or other programs that might be offered by
your MLS system. This file must have a certain format which is defined later.
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How to operate the Import Roster from File command:

fimpot Roster Fromble x|

Back Office System

Emﬂuh'-uulll- il h'?

B st g | X Lorcel

When you start the command the above dialog is presented. There is a space to enter the
import file name and a “Start Import” button that will tell the program to test read the
import file.

Import Roster From File il
Back Office System |

II'C:‘-.BEI SVOGDEMWFOS FosterT ab et §| B X
Select file to impodt from [‘%

Above, use the folder tool to locate or just type in the import file name.

By Seart Impext

Next, click the Start Import button. This will tell the program to attempt to read the
header and all data records of the import program and indicate if the file appears to be
correctly formatted.
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[1mport Roster FromFile x|
Back Office System
["CABOS\OGDEN\FOS RosterTahba” |
Read mmpoit lile
0 E s found 632 Recoids sucesdully read
‘When ready chck Mest bo confinue

Feadng Sauer, Sara M. ;I
Reading 5cheunemann, Mom. .

Readng Star, Michasl E

Readng Strobel, Joan M..

Reading Stumpl, Ghern F..

Readng Truog. Daniel &

Readng Zadng, Kasl .
Readng Zerrea, Thomas: ..,

4 o

Het B 2. x;ma:

The above form shows a sample of a successful read of an import file. The program will
show how many records it was able to read and how many format errors it found in the
file. Note that a scrolling window allows viewing of each roster name read.

If the import program was able to read the import file, the operator will click the “Next”
button in order to perform the import to the FOS roster. If the import program was not
able to read this file, the program will suggest what the formatting problems are so they
can be fixed.

Import Roster From File x|
Back Office System
["C:\BOSMOGDENAFDS RosterBar bt 25

Fead import hile

IMPORT COMPLETE!N 630 Imported sucesshuly
2 Enouls) found.
Addng Scheunemann, Nom, 1D; 3840w ﬂ
Addng Stan, Michasl E. 1D 2152
Adding Strobel, Joan M, 1D: 9613
Addng Sturgl, Glenn F, 1D: 2652
Addng Twog, Danesl & 1D: 4473,
Addng Zaifng. Kad, ID: 17383
Addng Zeinia, Thomas J, ID: 18270

IMPORT COMPLETEN: 630 Imporied sucesstuly, 2 Emords) |

[F ]
o
Jl P | »
b |

| M Fireh

Import to roster is completed — above messages will indicate how many of the
agent/broker records it was able to actually add to the FOS roster. Shown for each record
is the agent/broker name along with their ID. Normally, the ID is the MLS ID of the
agent/broker.

If the record already exists in the FOS roster it is not added and this is indicated as an
error. In the above example, 630 records were imported and 2 were not. The operator can
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scroll up the record list to locate the “error’” record to view the name and ID of the
record(s) not added. Most often, these will be records whose agent/broker ID was found
to already be in the FOS roster.

Once the import is completed, the added agent/brokers are available for use when
entering appointments.

How the Import File must be formatted:

The import file must have format that consists of a “header record” which indicates the
roster items you have in your file, followed by records of agent/broker names, 1D’s, and
other information.

If you have a list of agent/brokers that had their MLS 1D, the agent name, the agent
phone number, and their company name it might look like this in Excel:

_iix

A | B [ C | |

a2y 18689 Eder, Mike P 414-463-0831
2 |cent2? 5412 Giorgi, Larry 262-646-4851
3 |centd? 17516 Granlund, Kristy L 414-614-2810
4 |com27 3039 ‘Herget, Robert D 262-798-3935
5 |cent2? 17053 Mattera, Cheryl A 2627867124

B |cent2? 17535 Mowacki, Tracy L 2626287478 |
7 |cent2? 18843 Petarsen, Marilyn 414489.0353
B cent2? 17997 Pfannerstill, Lanssa & 262-523-9423
9 |centd? TEOS Plavsic, Jahn 414-541-4012
10 | cent2? 17402 Reichert, Renee M 414-329-0013

11 =

b bil\Sheett (Sheets [[Sheet3 /| 4] | dIp

For each agent/broker there are 4 items of information.

Next, you must then create the header record so the FOS import program will know what
each item is. This header record must use certain item names or the import will not
proceed. The header names that are available are:

szAgentCode this is the agent/broker 1D — usually the MLS ID

szName this is the agent’s name should be listed last name then first
name

szCompanyName this is the company name of the agent. Often the company

MLS ID is used for the company name

szAgentTelephone agent’s phone number — can have just numeric digits and also
dashes or parenthesis

szStreet the agent’s street address — usually of the office
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szCity the agent’s city — usually of the office

szState the agent’s state abbreviation — usually of the office
szZip the agent’s zip code — usually of the office
szEmaill the agent’s email address

szOfficeCode the company office code where the agent works

Any import file must have the first two items — the agent code and agent name. If one
of these two items is not listed in the header line, the program will not read the file and
display a message. The other 8 items are optional. Phone numbers and email addresses
are important to improve the usefulness of FOS for appointment confirmations and
follow-up.

Fj BoardRostersds B ﬂj-p-lu:'-‘..l
1 A I =1 ! f v =
I 1 |s2CampanyMarne  s2AgqentCode saMame srAgentTelephone | I

T Trenter TEoos ETET, eRn 1 L P A
3 leent7 5412 Gitrgi, Lary 7636464851
4 |cent2? 17516 Granlend, Knisty L A14-614-2810
5 [ centa? a3 "Harget, Rabart O 2627983835
E_ic@nﬂ? 17093 Waltera, Cherd A 262-TEE.T1M4

? :-:enr?.? 17535 Wowachks, Tracy L A-628-74TR =
& centdF 18343 Petersen, Matlyn 4184630353
B |eeall? 17997 Pfannsrstill, Lavissa & 2625235423
A0 | cent2? TEIS Plavsic, J3hn 48£-541-4012
11 | cent?? 17402 Peeicheit, Renes b 414-323:0013

12 -|

“_11_ roniEheett etz [ Seets ] — o]

To setup the header record the 4-item per record example, the header row would be
inserted as illustrated above in row #1.

When header and agent/broker record entry is complete, the next step is to export the data
to an ASCII file. When this is done, a “delimiter” character is placed between each item
(column) so that the import program knows when each item starts and ends.

Filgame:  [BoardRoster bxt =] Se

Save a5 tyDe: [Text (Tab delimited) (*.txt) Iz Sanel
et Page (*.htmy; * homl)

Above is an example of using Excel — File a “Save As” command to save the
spreadsheet A common ASCII format is to use the tab delimited — this means that a tab
character is placed in the file to separate each item.
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| BoardRostertxt = Notepad

i =loix|

Fle Edt Formst Help

seCompanylame  szigentCode sriiane szhgentTelephone LI
cent 2T 18089 "Bder, Mike P*  314-403-0831
camt 2T SALZ "Clopgi, Larry" ZEZ-Ed6—4851
cent2? 17516 "Granlund, FKristy L* 41=-614-2810
eart 2T 3039 " Haxget, Reboct D 26T-T195-3835
cemt 27 17092 'i-!.'lt.l:ﬂ’rir Chﬂ‘x‘}ﬂ'l. n" Za2-18E-T124
cent 2T 17535 “Mowacki, Tracy L* EGI=628=T470
comt 27 18843 "Potearsen, Eaeilym" 414485%, 0353
cent2? 17997 *Pfannerstill, Larvissa R" 2EEZ-52I-M422
cent 2T TE0T “Plaveic, Jahn® 314-541-4012
cemt 2T L1TEDZ "Bedichert, Romoe " A4Ld-323-0013
+ =zl

If you were to use notepad to view this file it would appear as above. The first record is
the header record. Each name in the header is separated by a tab character. The following
records are the agent/broker data records — each item of each record is also separated by a

tab character.

Two other characters can be used as a delimiter: the semi-colon ( ; ), or the bar (| ). Only
one of the three delimiter types can be used in an import file.

REAL/Easy FOS Tour

Page 35



BOS / FOS — New Tool to Add Brokers to FOS Roster

@\ REAL/Easy FOS {(Front Office System) -

J File Listings Appointments Communications

"1-3?*5 ser Log In [ Out

Fh Campany Setup...

€ add [ Edit Agents & Staff...
&dd Board Member. .,
Add Supplier. ..
&dd Co-Broker, ..
&dd | Edit Conkacts, ..

Add [ Edit Communication Providers. ..

k Co-Broker Table fgents to Roster, ..

Import Fi5 Roster From File. ..
Mawe Ta sgent ID...
Move To Office ID...

i Roster Company Mame Assign...

Switch Databases, ..

Fun GUI's REAL FORMS... F3

Exit Chrl+x

For companies who have been using BOS to track business with co broker companies and
agents and are implementing the FOS, a time saving tool has been added to copy
agents/brokers from the Co-Broker table to the FOS roster table.

The purpose of the FOS roster table is to make it quick and easy for updesk and call
coordinator operators to record showing agents when entering appointments. The above
command “Co-Broker table to FOS Roster” is used to do this copy function.
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Copy Co-Broker bo FOS Roster.

Back Office System
Role >
“Key Brokes field

= Ugs the BOS Broker code for the Fostes

™ Use the ML51 code for the Roster

v"itufml H’E«mﬂi.

The above dialog is presented. The operator can select all Broker Roles or a selected role
to copy to the FOS Roster. Another choice is use either the BOS broker code or the
record’s MLS1 ID for the FOS roster ID. Most often the MLS for the broker or agent is

used for the ID in the FOS Roster.

oy Ca-rmbes i IS x|
Back Office System
Rele  [Boiw -
Eoy Minker Rasld

7% e B BOS Broboes code her tha it
e e WLS | code bor i Fostes

[Fomem] & Xl
T =

Ramber of recoeds sdded: 4

The above illustrates a copy of “Broker” type records from the Co-Broker table to the

FOS Roster table.

REAL/Easy FOS Tour
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Setup FOS Email Server

M:JL ES5Y
|‘1%

Open the REAL/Easy FOS program

£ REAL/Easy FOS (Front Office System) - Best \PREAConv3 : P.0.Box 531 = I:IIE]

JFie Listings  Appointments Communications Reports Ferentes Help

Gy Search [SteetNo[ SiiestName | [_M| MLS | Ad Code |
Setup Menu Access,

Status | <ALL Status> _] Distrct | <ALL Distiicts> | € gotsy J Agent [ <ALL Agents> _i ﬂ Reset 4l |
A, Add | Edit Access Listing By...
1ot Pr $0.00 st P
From List Prv:el 7 To List Pncel_ B, Add ] Edt Agent Status... E Seller Name I
. 4dd | Edit Appointment Status. ..

o g | ToweoNe el o]

E. Add ] Edit Broker Roles, .,

General

Common

Click on Preferences and Setup Users to create an email server user.

x
REAL/Easy FOS

User

Adrninistrator
Brandy, £ dward Office
Adrnin for Branch? Office

5
[pfadi ] fEs | X Dok | B Cose |‘

Click on Add

Page 38 REAL/Easy FOS Tour



New Log In User N =]

REAL/Easy FOS |

Login 1D: email [1-10 characters)

Agent/Staff ID j
[optional]

X Cancel |

Enter a user name for the email server user. It is necessary to have a designated
email server user to start the FOS email server.

New Log In User x|

REAL/Easy FOS

Login ID Iemail

Agent/Staff 1D | |

Uszer Level IEM.-’-‘-.ILS Brver ll
Mame Iemail
Office | OFFICEZ |

x Cancel |

Save the new email user.
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4@ REAL /Easy FOS (Front Office System) - Best '\ PREAConv3 : P.0.Box 531

JEIe Listings Appointments Communications Reports Preferences Help

Gy Search [Street No| Stieet Name | Lis
Status [ <ALL Status> ]| District [ <ALL Districts> v Office [ DFFICET | Project

ExcriLat Pacs

$0.00 7o List Price |

$0.00  Opline Date

General

User Log In # Out

Company Setup

1165
1444

: 2210
4306

44

-
55 e E

South Emery St

SteetNo |SpeefName ___[Status

East Grande St

E. River Dr.

Morth Grant Street

M. lcier Dr.
Rover Lane

Click on Company Setup

Company Setup
REALIEasy FOS

List Price
o

-
$89,50C

Active
Cancelled $420,90C
Sold $85,00C
Sold $155,90C
Sold $75,00C
Pending $1390,00C
Xl
Help I

Companylnfol Brokerlnformationl Eonfigurationl Billingsl B ank Informat

Retrieving Email

tn Internet | =

Account Mame

g | g | xowm| /

Sending Email

~SMTP althentication—————————————
IStan |
Mame I

Login

|stan@execsys.com
E-mail &ddress I
IESL / Pazzwar
Organization I~ M¥erver requires authentication

Imail.ameritech.net

Outgaing mail [SMHTP)

Connection

I <LAM [Local Area Metwark]»

\eby Settings | Add |

=

Send and Recieve Emails Every I 3 inutelz]

v"ﬁave | Erint | @Preﬁiewl " Erevious| Mext

» |

x LCancel |

Click on the Internet tab

Setup Sending Email
Enter the address for your outgoing mail server.
Set the connection type. If your Internet is supplied through your local network
you can select the LAN setting.

Save your setup.
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N ) Accessories

Programs -
) Micrasaft Office

21 Documents MG REAL Easy
Ll :
| Snaglt 7
G»‘ Settings . ?
I} Adobe
/_.) Search » ¥
Help and Support
=] FRun...
OF Shut Down...

Windows XP_Professional
<

Iit,’starl: |l édo=2a@ ”|

Go to START>Programs>REAL Easy>REAL Easy Email Server and
the email server will start

User Log In

REAL/Easy Email Server & e |
User %

Password I

v OK | X Cancel |

B e oo st or B Sereer =101 x| e
Be ER Adon Hep
FOS Communicater - Email Server & e K017
| 5BV (5 33 % PM rtaskowag PO Conmsmmarmcificn - £ sl Servee =] :;'
10/ BEU005 03 38 75 PM E bl Savves briinkiedd e
O TOV0E T332 0% PM Emal Sorvet Wabng For Metsagen -
s
007
o
=l
e [%
. =l
Tusedap, Dctobes 10, 2000 4
ith fem. £ Paciue. Hedda ‘ Litting Couant : 13

100 FadsdMuge: 0 Unconfimad Appl: 0 Now [made 0
e Ermad Server Wartieg For Messapes

Note that the email server is running. You can minimize the server
window.
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Communications

With the FOS email server you can send emails and review
‘-ﬂ__l_.. what was sent. Remember that your agents must have email
addresses in their record.

Mewy Email
Mez=sage

Email Inbox

Email Outhox

Email Sent tems

General

Commnan

Listings

Actwe $35 DDD IJD T_l,lrol H|IIs River... 4566 Qnooz

Appointments

! Sald Price $0.00 SoldDate Style Office OFFICET
poirtments IR 07/15/1999 Expiy Date  [2/28/2000 Bediooms 0
Pending D ate Type Residential (1-4 uniB atbrooms 0

Dimrlivm

Highlight a listing and click on Book Appointment_
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Listings

Appointments

Communications

—Select Listin; -
Street Mame| South Emery St j :{;D:Srty Address .l«E:tiSvZUth Emery 5t M
Lock Box
Showing Instructions =

o =l

—Book Appointment For Showing Agenl Appointment w
Find In Floster. || = =) | |oarasze ~fo2oo Pt [o300 PM

8] Fram To
Showing Agent: I D I - j
Compan: I / Appaintment Type Access Listing By
c Phane [ 1 - B | | [oFrice |
oy one.l # I Eroker Role Office
Agent Phone: I[ ]

Appointment Status
ﬁ Unconfirmed

Meszage Left Wit
=l

"S pecial Instruction ‘

Sﬁowmg Egenf Ernal. |

Emaill ¥ Showbgent [~ ListAgent [~ Seller
I~ Reply ta List Agent

Current Listing :
FOS Status : Pem

FOS C icat

Admin (Company]

J Save | / Save - Book Another Appt.l Qdd Agent | Edit Agent | Wiew Appaintments | x LCancel |

When you Book an Appointment, you can email it to the showing agent and
anyone else involved in the listing.

IApp:hIment [rformation: 10 South Emzry S5t

Subject

Listing : 10 South Emery St

| isting Company : Best\PREACom3
Fhona: (800) 732-5327

Fex: i) -

B howing Agert: Auferer, Wilsy (414) 452626 stanexecsys@yahoo.com
Ehowing Company: Best\PREACon] (800) 732-6327

fppointnent Date....: Cctober, 10, 2008
From: 04:00 P To05:00 P

Ctatus: Unconfirmed
Type:

Ehowing Instruciions:
Bpecial Instructions:
Fiooass Lisfing By:
eszage Left

Listing Agent(s)

H'Pacgue Hedda
Tyme, Mark N

A sample of the showing appointment email.
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em) - Best "PREACony3 : P.0.Box 531

ications | Reparts Preferences Help

"StreetN  Listings... Li
m Super Listings. .. Projec
Listing Follow-up - Labels. ..

Toligt|  Listing Follow-up Letters., .. Date
- Monithly Listings Taken...
eet Mame Messages...
have E Duty Log...
Lith Ermner ,
st Grande Top Showing Agents.., 120,901
River Dr. Top Showing Companies. .. $55.001
ith Grant 55,901
Icier Dr, L BiImGS > §75.00
wer | ane Pendinn 190 0

You can also send appointment reminders.

=l

REALIEasy FOS ko

Listrng

| =
RGELRIF S

FProgeity Addiwis

Sigie

--ﬁws

Ladrans Wiley :]
[107072008 E 1102008 =
Fion Daste To Duste
| ALt Typen =] ™ Do Mok Show Ot Agerts
Mot Tipe
| ALL Usein> =] | L vserrs =
Ertesed By Corfareed By

[ ALL Propmcs *||ornce |
Prosect Ditcn

[ GrougpBy Lndrs Agend

Sor | Dpeew|  Oomas | oo |

Select the showing agent and Preview
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Appointments

EBest \FREACoONV3
PObexSH
Haleg Carmarg W1 Ligting
Enae Ligtirg Agant TALL Agenks >
Tl sphoemw (0D T2 T Wawes) Aget Abpren, W iy
Fian il Hom Dle T 0D

1o Dt 1 44 008

Appeard mask Typa CALL Typea»

lewd Hy 1AL Upwpr

Confemed by LRLE Uk mei

Oifica CFFeCEY

P el LALR Fismils »
onages
Appentment s F e 10 South Fmery SL Tyme, Mark M. dPacgue, Hedda
Eaie P AFREREA vk AR Eer Proes (444 8841004 Bue Prane (914) S48, TH 33
Fram ale Te Sdlw Ehvevang Agarl Ty uEp Ty Sompany Fhans Type LT T
LIS D00 P [RO0ew Butyre s gy Dart PEEALshsD 0 Fye-aar Ursanbim
Appeimstments Far 45 Tyral Lang dPacgua, Hadda;, Aufasar, Wilmy
e . U] Haaly, Awilin EBan. Phgne {974) 0O BHEI  Dup Prone (974) S8R ERITY
Froirm Bl T Dba Etin carng dygasl Wornvany ﬂnn'-ﬁ Campany Fluinie 1“,|I- s
D000 000 P 00PN By g, W gy Dapt PREAL A (8000 TI2-2T Vacantrm

Total2 100% 20of9

Appointments

EAMAnud

Select the export button to send in email.
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feport

F k:
arma DK I
l"\-’-.-‘l:lrd for Windows document :I
e s Cancel |
Destination:

Select the Word format and Microsoft email.

SendMail x|
| Send ICheck Namesl address | Cancel |

To: ||
Ce:

Subject:

Meszage

Send the email and the document will be attached
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Setup FOS Texting Server

M:JL ES5Y
|‘1%

Open the REAL/Easy FOS program

£ REAL/Easy FOS (Front Office System) - Best \PREAConv3 : P.0.Box 531 = I:IIE]

JFie Listings  Appointments Communications Reports Ferentes Help

Gy Search [SteetNo[ SiiestName | [_M| MLS | Ad Code |
Setup Menu Access,

Status | <ALL Status> _] Distrct | <ALL Distiicts> | € gotsy J Agent [(ALL Agents> _i ﬂ Reset 4l |

4. Add [ Edit Access Listing By...
From List Pri:el $0.00° 74 List Price I_ n ! B E Seller Name I

B. Add ] Edit Agent Status...

General C. Add | Edit Appointment Status. ..

Common D. Add | Edit Appointment Type... - mmu
= E. Add | Edt Broker Roles. ., ee INoth [57 |Jnoms | ]
Click on Preferences and Setup Users to create a texting server user
x|

REALIEasy FOS @Heb
EF‘r&ufilz Seyrnour Company

Admin Adrinistrator Company

BRANCH1 Brandy, Edveard Office

BRAMCH2 Admin for Branch2 Office

Click on Add
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Mew Log In User I

REAL/Easy FOS

Login 1D:

Agents5taff 1D
[optional]

Next B |

Ipagerl [1-10 characters]

x LCancel |

=

Enter a user name for the paging server user. It is necessary to have a designated
paging server user to start the FOS paging server.

Mew Log In User

REAL/Easy FOS

X

Login ID
Agent/5taff 1D

Uzer Level
Mame

Office

Ipager

IF'ESServer j

Ipager

| OFFICE2

x LCancel |

'3- Setup Users

_ x|
&3 tiei |

REALIEasy FOS

Login ID Ipager
HName Ipager
User Level IF'ESSewer

Password I

Menu Access
Level - General

Menu Access I_
Level - Reports 1

Office | OFFICE2

=l

Agent/Staff ID | [

x LCancel |

Save the new paging user

REAL/Easy FOS Tour

Page 49



Communication Providers

@- REAL/Easy FOS5 (Front Office System) -

J File Listings Appaointments  Communications
?45 User Log In / Ouk

Qf_J‘-; Company Setup...

€ Add  Edit Agents & StafF...
&dd Board Member. ..
&dd Supplier...
Add Co-Broker. ..
Add | Edit Conkacts. ..

Add | Edit

Co-Broker Table Agents to Roster...
Impart FOS Raster from File. ..
Maowve To Agent ID...

Mowe To Office ID..,

Roster Company Mame &ssign. ..

Switch Databases, ..

Fun GUI's REAL FORMS, .. F3

Exit Chrl+%

Click on >File>Add/Edit Communication Providers

Add / Edit Communication Providers x|
REALIEasy FOS &3 Heb
Provider Marme Metwork Murmber -
4

et Add Edt |  Delte

Click on Add
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Configure Communications Service )

REAL/Easy FOS

x|
@ Help I

General |Dialing| Communication T_I,Ipel .ﬁ.dvancedl

[ ame

[Cantel

Modem or [SDM Device I

i

Transmizzion Type
i Uze DTMF-bazed message transmizsion

{* |se message bransmizsion based on data connechions

TAP |

Pratocal Type

J Save |

x Cancel |

Name — Enter the name of the Paging Company or Cellular Phone Company.

Modem or ISDN Device — From the drop down list select the modem to use to send

messages to the Paging/Cellular Company.

Transmission Types — Unless otherwise directed by your messaging provider select the
default — Use message transmission based on data connections.

Protocol Type — Allows you to match the PCS Server with the same standards as your
communications provider. You must check with the provider to establish the Protocol

that they use.

Click on the Dialing tab at the top.
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Configure Communications Service ﬂ

REAL/Easy FOS &3 Help

General Dialing | Communication T_I,Ipel .ﬁ.dvancedl

Provider Metwark Mumber Il
| 250

hax. Meszage Length

Pazzword if any I

Calling £one or Prefix if any I

MHumber of Meszages Provider Accepts At Once I 20

J Save x Cancel

Provider Network Number — This is the network access number provided by your
communications supplier to gain access to their paging/messaging computer.

Max. Message Length — the maximum number of characters available is 250, different
companies have different standards. You should enter the maximum number of characters
allowed by the specific company here. The FOS Paging system will automatically break
up long messages into multiple pages and mark them as 1 of 2, 2 of 2 etc. so that your
agents will know when they have received the complete message.

Password if any — Enter a network password for access to the paging providers system
here if your provider requires it.

Calling Zone or Prefix if any — If you need to dial 10 digit numbers enter the area code
here.

Number of Messages Provider Accepts At Once — Most paging/cellular messaging
providers limit the number of messages received by its’ modems at one time. Enter the
correct number as provided here by your supplier.

Click on the Communication Type tab
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Configure Communications Service N

X
REAL/Easy FOS & e |

Generall Didling Communication Type |Advanced|

Type
v Alphanumenc Pager or Cell Phone

(" Numeric Pager

™ Tone Device

[~ Break Up Messages Sutomatically

b ax. "Wword Wiap for Breakup 250

[~ Wait For Message Sent Confirmation Fram Service Provider
[may delay zubzequent pages)

v’iave | x Cancel |

Type — Select the type of device your agents are using with this provider. If you have
different agents using different types of pagers with the same provider you will need to
setup a service for each Type of device.

Break Up Messages Automatically — Check this to have the software break large
messages up for paging to ensure the agents receive the complete message.

Max. Word Wrap for Breakup — Enter a number here up to the maximum allowed for a
message by the provider before the software breaks up the messages.

Click on the Advanced tab

x|
REAL/Easy FOS &3 teb |

Generall Dialingl Communication Type .i‘-.dvancedl

You can enter the modem configuration for the provider's dial-up
terminal access. Mozt camiers use "FE1" or "BM1"

[ata Bits IWE Data Timeout [ ms. s00
Parity IEVEV" j'
Stop Bits I-I ]‘

\/ﬁave | x Cancel |

The Advanced tab allows you to match your modems to that of the paging/cellular
messaging provider. The default setting will work in most cases if you are having trouble
with connections please contact the supplier and obtain the correct entries for these fields.
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Agent Setup for Texting

File Listings Appointments  Communications

,‘% User Log In [ Quk

b Company Setup...

B #Ydd | Edit e aff. .
Add Board Member. ., k
Add Supplier. ..
add Co-Broker. ..
add | Edit Contacts. .,

Add | Edit Communication Providers, ..

Zo-Eroker Table Agents ko Roster,..
Import FOS Roster From File, ..
Mowe To Agent ID...

Maove To Office ID...

Roster Cornpany Mame Assign...

Switch Databases. ..

Run GUI's REAL FORMS, .. F3

Exit Chrl+3
Got to File>Add/Edit Agent & Staff

Agent Information for: C -aClaude ) x|

REAL/Easy FOS =denotes required field. @ Help I
Agent Informationl Confidential - Communication | Fhoto I Hotes |

—Pager /£ PCS Cell Fhone —Email
[V This agent has a pager or PCS cell ghone [~ Forward Message to Agent Wia Email 1

I [~ Forward Message to Agent Wia Email 2

Pager 1D / Cellular Hurber

—Forward Meszage

I Claude j [~ Fonward Message to Another Agent
Paging / Cellular Provider
I <Maone: L‘

Aaent

EE

From D ate

-2

ToDate

Select an Agent to edit and go to the Communication tab

Pager / PCS Cell Phone — check this box if the agent has a pager or PCS Cell Phone
which they use for receiving alpha or alpha numeric pages.
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Pager ID / Cellular — enter the agents cell number or pager id number in this field.

Paging / Cellular Provider — from the pick list select the paging or cellular company for
the agent.

Email - if the agent has Email and wants their messages, appointments forwarded there
check off the appropriate box.

Forward Messages — if the agent wants their messages to be forwarded to another agent
while they are unavailable, such as on holidays, check this box and select the other agent
here. You can select the from and to date this will automatically set the software to stop
forwarding the agent’s message on the set return date. When forwarding is turned on both
the agent and the agent to which the messages are forwarded to will receive copies of any
messages.
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NOTES:
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REAL/Easy!

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

Invest in Integrated Management Software from

Integrated Systems
and Services

A0S

Agent Office System
Fyents, Agent Aesistants, Agert
Team=

/

FOS

Front Office System
Call Coordinaors, Dy Desk,
Agents, Admin Assistants, Managers

Paging Serrer

Email Serrer

Listing Impont Additianal
y . Software
PREAR rt
eporting v
Accounting Interface Services

BOS

Back Office System
Fdmin fesistants, Azcounting,
Clozing, hanagers, Qwners

Data Conversion

Onsite Training

Custom Reports

1-800-REALEASY realeasy.com
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