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REAL/Easy BOS Version 17

Training Guide for Reporting to the HSF REsource Center

This reference provides setup, training, information and examples for using REAL/Easy Back Office System
(BOS) reporting interface to the HSF REsource center.




HSF Reporting Introduction

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.

Important

Please ensure that you read the Executive Systems Ltd. Software License Agreement contained in this Manual and the
Software, upon installation before using the accompanying Software. Using any part of the Software indicates that you
accept the terms of the Executive Systems Ltd. User Software License Agreement.

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
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HSF Reporting Introduction

HSF Reporting Introduction

HSF | CREST | inbound |

Current |0+ [4+4378 BHHS Wissonsn

Piescean and Hepoibg Setup and Edis

( ket D oS

Prr .o Less [ AEEdE Agerts & Slat

Ciperaraans e Flepdi |

Babch Office Alcation Flept |

Ageet Ofice Farking Repont |

The REAL/Easy BOS (Back Office System) user interface and reporting program has been updated to handle the new Home
Services Franchise (HSF) contracts. The former PREA reporting module has been re-named “HSF”. Affiliates who are on
current BOS service contracts and who initiate the HSF contract can use this BOS update to do the required reporting.

For affiliates who are still on Prudential contracts, the reporting procedures are unchanged. When a PREA affiliate renews
their contract with HSF, the updated BOS program enables them to setup the new contract for reporting ahead of time while
completing reports under the PREA contract. This makes it easy to begin HSF reporting on the first day of that contract.

The following pages detail the steps for setting up the HSF reporting. You should contact the BOS support staff to setup the
contract ID and help with the preparation.
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New HSF Contract ID

New HSF Contract ID

onling 16
HSF JCREST | Inbound |
Current [D: IWI325 HS5F WwWigconsin j Ihttp:a’a’www.reporting.HSF.com &J
—Process and Hepmling—kg— —Setup and Edits Tools
Make Batch Feparting Setup | Create Agent xML Upload |
Prirt E dit List Add/Edit Agents & Staft | Import Agent XML Download |

B atch Office dllocation Repork

Operations Review Fepaort | Edlit Tranzaction |

Agent Office Ranking Report

Step 1: Call the REAL/Easy Helpline to setup the new contract ID in BOS:

When an HSF contract is executed, the new HSF 1D assigned to the affiliate is added by the BOS support staff. For example
the above HSF affiliate contract is “WI325”. Note that HSF affiliate ID’s are expected to be assigned a 300 number.

Cnline 16
HSF | CREST | Inbound | HSF Contract
L

Current [0 IW'\025 !t _‘Nhllp.ﬂwww prea.piudential com ﬁ
HSF '
I I H

Process and

Mal ‘\ PREA contract ML Upload |

Prin L Download |

l dl _
When this step is completed, you should be ready to access setups and reporting for the new HSF contract as well as the
former PREA contract as shown above.

Initial New Contract Reporting Setups

Reporting setups for the HSF contract are entered using the “Reporting Setup” command. After reporting setup completion,
the affiliate is able to begin the reporting process using the “Make Batch” command. We recommend calling the
REAL/Easy helpline for assistance in this process. It should only take a few minutes.

Repaiting Setup

Step 2: Enter the HSF and PREA contract periods.

For affiliates who are still on Prudential contracts, the reporting procedures are unchanged — e.g. “WI1025”. Again, the HSF
setups can be done ahead of time while reporting is still occurring under the PREA contract. The operator just needs to
switch to the contract 1D needed (Current ID’s example above WI1025 for PREA and WI1325 for HSF).
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Initial New Contract Reporting Setups

An important new setup to help insure reporting accuracy is the addition of the “Contract Period” to the reporting setups for

both PREA and HSF affiliate contracts.

Reporting Setup for WI025 Prudential Wisconsin

IWI 025 Reporting F'a_l,lee:l Franchise

AffilatefD:

Contract Period |11/01/2000

to [06/31/2013

Location OF TRANSMIT.TRM fils: IC:\T ransmit trey

j Hate:l 6 %
= Baze Currency IUSD YI

Fieporting 'web URL: Ihttp:a".-’www. prea.prudential. com

Upload Schema Mame: IF'F!EALI pload.ini

=

Diawnload Schema Marme: IF'F!EAD ovload.ini

=
=

ﬁ Humber of US Dollars I 1

For existing PREA affiliates upgrading to this BOS version, the current contract period must be entered before any further
reporting is to be done. In the above example, the contract period is entered for the PREA contract reporting setup and runs

until 5/31/2013.

Reporting Setup for WI325 HSF Wisconsin

Affilate 10 |W|325 Reporting F'a_l,lee:l HSF Fee

Contract Periad {06/01/2013

ta |05/31/2019

Location OF TRANSMIT. TRM file: |C:%HSF Transmit.trm

il Base Currency ILISD vI

Reporting eb LRL: Iwww.bhhsresource.con‘l

Upload Schema Marme: IHSFLIpIUad.ini

=

Diownload Schema Mame: IHSFDDwnIDad.ini

=1

ﬂ Murber of US Dallars I 1

For a new HSF contract, the Contract Period must also be entered as shown above with “WI1325”, this contract period

beginning with 6/1/2013.

The BOS HSF reporting system has been re-programmed to not allow closed transactions to be selected for a contract if the
close date does not fall within the contract period. This should help affiliate transition as final fees are paid to the PREA
contract. Transactions closed on or after the HSF contract period are reported then with the HSF ID “module”.

Reporting Payee: this is the “role” of the off the top royalty fee that indicates that a transaction is to be reported. You can
leave it the same as in your PREA contract or create another role such as “HSF Fee” in preferences and assign it to the HSF
contract. (Note if you do this, all pending transactions to be closed under the new contract the payee role will have to be
changed. However, if you do this change it will enable you to track fees paid under HSF vs PREA.)

REAL/Easy HSF Reporting Training
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Initial New Contract Reporting Setups

Step 3: Other Recommended Setups and Procedures for HSF reporting.
The BOS support staff recommends and can assist learning and completing the following HSF setups and procedures:

To help distinguish and track the PREA and HSF franchise fee payments, a new franchise payee role and payee should be
added to BOS and assigned in the HSF transactions. If this is done, BOS reports will be able to easily report for
management and accounting the payments to each contract using Sales standard reports “Other Broker Comm. R421” and
“Summary by Role R422”. Further, a new transmit file export and upload location should also be utilized.

% REAL/Easy BOS - The Best Realty Company :

« addjEdit Position,. .
. Add/Edit Broker Roles. ..
. Add/Edit Bullders

Role: Setup a new “role” (i.e. franchise fee type for CA3) using “Preference” option “Add/Edit Roles/Deduction
Items”.

Add/Edit Roles/Deduction Items i x|

IHnIesteductinn Items |;|
Franchise
’ <

Misc Fee Payee

MuniT ax

Other —I
Outside Agent

Feferral

Relo Network Fe

Seller Aty ﬂ

B Add | 7 Edit | * Qeletal B Close |

Above, add the new role as shown above. This should be used in transaction entry for the HSF transactions. This will
help insure that closings are reported to the correct contract.

Reporting Setup

After completing the Preferences role HSF Fee addition, return to the HSF module “Reporting Setup”:

Reporting Setup for WI325 HSF Wisconsin

Affilate 1D: IW'|325 Reporting Payet:

Contiact Period [06/01/2013 &[] o |05/31/2021

Location Of TRANSHIT. TRM fil{ C:AHSFATranzmit. tm 6' ) B aze Curency IUSD vl
Reporting Web LRL: {http: /v reporting HSF . com &I Mumber of US Dallars I 1
Upload Scherna Hame: (HSFUpload.ini

]

Download Schema M ame: IHSFD ownload.inf

Assign the “Reporting Payee” role to the new “HSF Fee” for the new contract.

Transmit Files: The location for the HSF contract Transmit.trn reporting files should be changed from the PREA
contract location. For example, and as shown above, the HSF reporting file export is directed to a new folder named
“C:\HSR\Transmit.trn”. This will help operators in selecting the correct transmit file when uploading to HSF.
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Initial New Contract Reporting Setups

System Setup 16

Basic Setup ' dvanced Setup I Security and Controls | Tools |

~Step 2

—Step 1

Company Infarmation | Add/Edit Agents & Staff | Add/Edit Main Contacts |

Add / Edit Office | * Add/Edit Commission Plans | Add/Edit Yendar Infarmation
{optional)
( add theHSF
P | ] ) & e
[optional) \ (optinnal)
& Broker: HSF Service Fee 200008 x|

Braker Information | Broker Accountl Notes | I

|2DDDDS Res. Phone

HSF Service Fee Bus. Phone
IHSF Service Fes us. Ext

Broker Code
Broker Name

Company Name

Street I Cell Phone l[]—
Unit I— Fax |[ I ¢

City | ~| Email |

State/Prov. lﬁ Web Site I

PC/Zip l— Administrator l—
Country MLS Mo. 1 I

Role C[HsFree =] JMLS No. 2 [

Issue 1099 o Box No I j

Tax [ office [Nore> 7]

Jﬁave | x LCancel |

New Service Fee Payee: When HSF transactions are entered, the CA3 (franchise fee and off the top commission area)

service fee amount should be entered using a new payee as well. To add this fee payee,
command within BOS Setup “Basic Setup” tab as shown above.

'3- Transaction No.: 9800003, 510 CL-F5 Mendota Ave., CL-FS, Sell Side, Single-0f [ 1
.Propertyl Demographicsl Listing/Seling Eo-BrokerI Contacts  Commissions | Trust I Joumall Motes I Listing Notesl Servicesl

Fecalculate Cummissiunsl AR | 1200 'I Template |FEFRLD

Apply a Template

=1l

use the “Add/Edit Cobrokers”

@ 14 =Income drea A/P= | 2110 -] Sale Price

O C& = Commission &rea A/R Date Posted

$34.900.00

HSF Service Fee
Mel

Hedda dPacque

SellSide  OFFICE1 401. 401.88 5040
Matalie Crest |SellSide | OFFICET 0.00 0.0a)  0.00 305.38 305.38 4350 J
Peggy Cartwright Sell Referral OFFICET n.o0 0oo) 000 100.01 | 5040

100.01

sngdl |

Company Dallar

p—

HSF transaction example: Above shows the recommended entry method for the CA3 service fee. Note the payee is the
new “HSF Service Fee” and the role (fee type) is “HSF Fee”. By assigning the “HSF Role”, this insures that

transaction will be included for “Make Batch” reporting.

REAL/Easy HSF Reporting Training
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Begin HSF Reporting.

The BOS help staff can assist you with all of these setups and with entering HSF transactions. Note that if you do
decide to use a new “role” and “payee” that the “PREA” assignments made in the already entered transactions must be

changed.

Begin HSF Reporting.

After the last PREA batch has been reported, the next step is to do the final HSF contract setup of entering the new office
contract numbers. This step will enable creating closed transaction batches to send to the HSF REource center instead of to

PREA Center.
Step 4 Ready to begin HSF reporting - Assign the HSF office ID’s to the BOS offices.

When reporting is to begin for the HSF contract, the HSF contract office ID’s must be changed from the PREA contract’s
ID’s. This must be done prior to making the first HSF batch of closed transactions.

Change the Reporting URL to: "www.bhhsresource.com"

\ VS Your Pla

Reporting Setup for WI325 HSF Wisconsin ) il

All That's Good {o Kmnow”

Affilate 1D: IW|325 fieporting Payee:l HSF Fee Hate:l =54
Coriract Perod [06/01 /2013 to [05/31/203 4 S—
Location OF TRANSMIT TAN file: [ HSF Transmittm =] M Base Curency uso =
@eporting ‘wieb URL: |wnan bhherezource. com _ﬁl Mumber of US Dallars 1
— - =
Upload Schema Mame: {HSFUpload.ini 2'
Dowrlaad Sehema Marme: (HSFDownload ini _EJ
Agent XL [mpork Option: Agent <ML Import
[~ Enforce Time Compare & Skip Mew Agents
 Add Active Only
" Add Active & Terminated Change the
PREA contract
Dffice ID Branch Mame | il Office il 1D Office ID's to
»|OFFICET Morth Branch [ )
|oFrice2 South Brarch 0O the HSF
| |oFFIcES West Branch v w3500 contract Office
ID's

Use the “Reporting Setup” command to change all former PREA contract office ID’s to the HSF office ID’s as shown above
in the center portion of the setup screen. Also, go enable BOS to load the HSF reporting site to your browser, enter
www.bhhsresource.com into the “Reporting Web URL:” setup also shown above.

| &l Office | affil 1D [«]
Wl325001

L
/| 325002 "

Above, example new contract office ID’s are assigned.

When this step is completed, closed transactions for the new contract can be entered.
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Begin HSF Reporting.

Step 5: Other Considerations for reporting under the HSF contract.

Note for handling Pending transactions (not closed): For pending transactions existing at the HSF beginning contract
date that will be closed under the HSF contract your staff should edit these transactions to change the CA3 payee and role.
For companies who have many pending sales call the BOS support number and we can log in after hours to change all of
them for you.

Systenm Setup 16

"Basic Setup | Advanced Setupt Secunty and Controls I ool I

rUserAccess | [Operations | [ Service Manager
B!
Setup Users | ( Commizsion Templates | ) Services List |
* r ¥
Forms and Checks | Service Plan Mames |

Setup Menu Access |

Trust Types | Service Plans

Note for Commission Template users: For affiliates using commission templates to auto-enter the CA3 franchise fee, you
should update the particular template to load the new HSF payee and role. Call the BOS support line if you need help
setting up and testing.

Ad¥anced Setup | Security and Contiols I Tools I

—Step 1 —Step 2

\ Cornpany Informatian |> Add/Edit Agents & Staff | Add/Edit Main Contacts |

Add / Edit Office | * Add/Edit Commizsion Plans | Add/Edit Yendor Information
(ontionall

Add/Edit Chart Of Accaunts | e |
{optional) [optional)

Note for Accounting Module/Accounting Interface users: If you are using either BOS’s financial accounting module or
the interface accounting module, you may want to setup a new expense account for the HSF service fee. If so, follow these
steps:

e Add the new account in the chart of accounts. For Interface account users, you will also enter the new account in

your accounting system (e.g. QuickBooks, MS Dynamics, Peachtree, others ) and identify this 3" party account in
BOS.

e When the new contract period begin date arrives, assign this new account to be the default for new transaction
entry either with the “Company Information” balance sheet CA3 account or the “Add/Edit CoBroker” payee
default account.

e For already entered pending sales, change the expense account for the CA3 franchise fee. If you have many to
change, call the BOS support line to setup an after hours session so we can change the expense account for you.
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Begin HSF Reporting.

The HF reporting module works with the online version DB4 reporting. This version has the ability to report agent award
data — GCI and production units — eliminating the need for affiliates to manually enter quarterly and annual agent award
data. Further, as BOS feeds the HSF REsource Center with agent award production, agents can login to REsource Center to
view their own figures.

To enable accurate reporting, it is necessary for the BOS and HSF REsource Center systems to share agent information so
that all award data reported to HSF is correctly identified with each agent’s online HSF-ID. BOS’s HSF module has the
tools to enable this data sharing.

Further, as transaction batches are prepared for upload, the “Verify” command checks that each transaction’s information
is complete and GCI and Units allocation are 100 percent accurate before allowing upload to REsource Center.

NOTE: If you are upgrading from a previous version of BOS — version 15 or less, contact the BOS customer support a
couple of days prior to creating your first batch to walk through new setup steps and learn about new batch creation and
data checking steps.

Batch Mumber: 127 Batch Status: |Entered Mark Date: |0‘E!29.-’2012 Eff |
Az-Of-Date: 3F WorkSheet Month:| 72012 Update WorkSheet for 7/2012 |

Pencing Date Closng Date Entry Type |Prope «

[3 300012-03 30001810 Emery Street |16 |cLoseD |osn2s2
00004 3800004 820 Cherry Orchard Lane CLOSED 08/21/2011 104"19;’2011 MEW Mothd.
0000& 3800006 576 Sunny Dale Rd. CLOSED 08/06/2011 10/06/2011 MEW Resid
00008 3800002 44 Rover Lane CLOSED 08/21/2011 10/21/2011 MEW Single
0oms3 3800013 RR 2, Box 416 CLOSED 08/13/2011 10/13/2011 MEW
use to add use to edit
transactions to the transactions that _I
batch - must be "Verify" indicates are
used to add incomplete or in : use to save a batch
adjustments error mf::;;) ass:gr:D's that has not been
marked - to be able to
use to remove return later to continue
transactions from
the batch
I Ll_[
Pending: 0 Closed: 5 # Cancelled: 0 |

B Add Transaction [ X Delete Tlansactiunl @Edt Transaction | @ Edit &gent I Mark Dened

o Veiily | ﬂ_hjakeTFlNFile o Unarh | et | ,/_S_aveBatchl xgeieleBdchll

verify each transaction - list items create the "transaction” report file for
that need to be fixed or entered upload

Above, an example batch with two transactions, list of commands to help operators quickly verify, correct, and do batch
uploads.

B atch Murnber: | B atch Status: |

Note that on the top of the batch screen, the batch number and status are indicated. Following, each command is explained.

When a batch of transactions for REsource Center is created, the first step is to “Verify” that all data is complete and that
the award amounts allocated to the agents are accurate. The Verify will create a report that will check for errors.
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Begin HSF Reporting.

Print / Preview Yerification

The data for 2 Transactions was found to be
incomplete.

[ &, Preview |

Each transaction in the batch is checked using editing rules detailed by HSF to help insure processing success by the online
REsource Center system. A count of transactions that need attention is given. Then use the report to help locate and fix or
complete entries.

indicates if any The Best Realty Co i ' ’
erfors were found . . or transaction an
with the transaction Batch Verification Report total allocated to agents
must match
1 Batch Number: 127 Batch 5tatus: 1
property typeis tisted, i i
RRALEyD BOSD  Addess oo this is indicated ~ PType RE/ . TranType  Side  Trancaction GCI(UI*Rd.w Agere 601
ood1z 9800013  RR 2, Bax 416 HEW ) L-FS  Both Sides ﬂscum GCISeN st}'
Mertan, WI 55000 USA m ERROR FType L Units § To00000 1000000 2000000]
Exrors Agents: AgantID BOS D {must Hige ) /ﬁmm mm 10000 00 1000000 2000000
Tason Waugh 7 ||10007 ListSide OFFICEL | 10000 00000 1000000 00 1000000
Seymour Prufis 1 SelSide OFFICEL 00000 10000 K 000 10000 00 10000 00
agents must have A
" ID’s assigned —»
errorlist o Musbe Asigned  AgaaD BOS D (must flave) Clisrs Fom ¢:
* Tuson Wangh 7 {0007 Fields, Ambelle \ Seller
Seymour Prufis 1y Eane, Reyson for sales, units must  Buyes
Fwalid PropereyType ID: T add up to 1.00 for each
ID not assigned to Agent side represented
-
300012-03 300018 10 Emery Street. NEW Condommbum CL-FS BothSides GCIList GCISel GCI
Brookfield, WI 53025 USA Residential mprove L Units S 300000 300000 600000
Agants: AgntID BOS D {must Huve ) 15000 10000 430000 300000 750000
Bemis Troue 23 |reo200373 ListSide OFFICEL 10000 00000 300000 000 30000
example,
Chaisting Delgade D is $ide OFFICEL 03000 00000 150000 000 150000
Tasen Waugh not assigned 7 |! SelSide  OFFICEL 00000 10000 000 150000 150000
Mk Wilson to this agent 2 [2444321 SelSide OFFICEL 00000 00000 000 90000 900,00
Bemie Trau 23 |Fe9200373 SelSide OFFICEL 00000 00000 000 60000 50000
Agent Must be Accigned AgentID BOS ID (must Huve } Cliera Ham o:
Michael Mathis 4 | Adre, Pary Buyer
Agnt ID rot youm eric
PRE ID not assigned to Agent
\.ﬂ.;mt ID not voum eric

The Verify report will list all transactions in the batch — the ones with errors are listed first. The above example shows that
one of the two transactions have errors. All key data is shown.

| Edit Tranzachon |

In order to upload the batch, the errors need to be corrected. This must be done using the “Edit Transaction” button when
pointed to the transaction that needs to be updated. This will present the normal transaction edit screens. When the
transaction data update is completed, click “Save” and both the transaction and the data from the transaction in the batch
will be corrected. Use “Verify” again to check the batch.

If agent data needs to be updated, point to the transaction the agent is in, and click the “Edit Agent” button.

When errors are corrected, the operator would again run the “Verify”. When all transactions “pass” then the batch can be
uploaded.
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Begin HSF Reporting.

| Add Transaction |

To add transactions to be reported to the batch one at a time, use the “Add Transaction” button. This method must be used
for adding changed transactions that had already been reported to REsource Center as “Adjustments”.

| W Delete Tran&actinnl

Use “Delete Transaction” to take a transaction out of this batch upload. This would be used for a transaction that has errors
and cannot be fixed at this time. If removed from the batch, then all remaining transactions can be immediately uploaded
after the verify.

o Save Batch

Use the “Save” command to save the batch as-is for later processing. If the batch status is “Entered”, meaning that the batch
has not passed verification or the transmit file has not been created no other batches can be created until the current one is
sent or deleted.

x Delete Batch

A batch that has not been uploaded, i.e. the transmit file has not been created and the batch status is “Entered”, the “Delete
Batch” command can be used to remove the batch entirely. This would be used it is desired to do reporting later when there
are more transactions, or if another date range for collecting the transactions must be used.

The Best Realty Co
. Center Data Bridge Report
Batch ID : 127

Batch Status:  Made TRN Created Date: 12272010 Marked Date

Salei Tr ol aibiofa.
Eesf  Un

Suans Comz Eped? Opsm Dige Clets Data OC] OCIDedaction:  AmubiToFee

Trare Ha A4

Proparey Addrvs

oL 02008 Ho
[+ a0l Ho

44 Rower Lans E ¥ CEAES2010

4308 H_ Jcer Dr. R H GE1172010

10282010
107112010

$6.000 00
$325000

$120000

§525.00

0000

$472600

Sales Transactions Total :

cL

" OMLY

1

$1125000

$172500

$952500

Sabes Traneactions Total

2

1125000

$172500

$9.52500

Reported Cifice Tobals:

Offie D MPull T M TEme Lirtirgs Taban Litings hmerbery  BOS Offie EO3F Dffice

WHI5001 3 a o L]
W00 3 o o 1

OFFIC EL
OFFIC &2

Hoath Bran dy
South Branch

) L] o L 1

L bake TRM File

When the batch is ready to upload, use the “Make TRN File” to create the “transmit.trn” file to upload. The batch must pass
“verify” in order to be uploaded.

After the file is created, the user can immediately log into REource Center to do the upload. Note that when a transmit.trn
file is created for a batch, it must be uploaded to REsource Center prior to creating a transmit.trn file from another/next
batch.

The batch report, see sample previous page, is also printed during this processing. Batch reports should be kept filed to
compare to the next day’s receipt file from REsource Center to verify that all transactions were processed. Use the report to
verify that all transactions were “Processed”.
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How to Handle a Transaction Denied by REsource Center.

How to Handle a Transaction Denied by REsource Center.

Some customers have had batches where a transaction that may have been “Denied” by PREA Center. When a transaction
is Denied by PREA Center, it means it was ignored and the indicated corrections or issues noted in the batch receipt need to

be addressed and the transaction resent in another batch.

Batch Nunber. | Batch Status: | Matk Date; (0371072011 [y

As-OfDate: ‘wotkSheet Month Update o Shest for 2/2011

ContiolMo. [ Transaction [Street No [Strest Name |Unit No|Statss_ |Pending Date|Closing Date[Entry Type [Prope A
0k h aac [

CLOSED 08/11/2000 10/11/2010 NEW
|CLOSED |o8/08/2010

| Riowver Lane: 10/08/2010 | NEW

H Pendng 0 # Closed 2 # Canceled 0

| | =) J (o] Mack Deried |
e ————

o Veily | 8 Make TN File | 3 UnMak | 2Pt | [3) Preview | |

The first step is to “Edit” the batch having the transaction to mark it “Denied”.

Batch Number: | Balch Status: | Mark Date; [03/10/2011
As-0f-Date: WorkSheet Month: Update ‘WorkSheet for 2/2011 |
|l:nnuo| No. |Transaclion|$treet Mo [Sllea MName \Unil No|Status |Pendrg Dabe| Cloging DuelEntry Type [Plooe »
00011 9300011 4306 N. Icier Dr. CLOSED 08/11/2010 10/11/2010 1 FResid
B 00008 | 9600008144 JRoverlane | |CLOSED |06/08/2010 [10/06/201( [DENIED
S

This tells BOS that the transaction was not really reported to REsource even though it was placed in the transmit.trn file.

Close the batch after this is done. The transaction will need to be reported in a new batch.

Next, you may need help from the REAL/Easy support line. The transaction should be edited to fix the problem indicated by
REsource Center. We have seen that most of the time this is attributed to sending a transaction that is an outbound referral
as a sale transaction of vice versa. If the REsource Center receipt messages are not clear, call the REAL/Easy support line

for assistance.

The transaction can then be reported in the next batch created.

Adding New Transaction To Batch E‘
REAL/Easy BOS & Hebp

Contral No. 00008

Street: |44 Rover Lane
Status: CLOSED

Pending Date [oe/erzota

Pending 5MT Date ]

Close Date: [tomgrzo

Cloge {MT Date,

Entry Type New Make Adj

X Cancel

If the transaction is being added “one at a time”, verify that the transaction is being added as Entry Type “New”, to the

batch, so that REsource Center will accepted it.
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How to Handle a Transaction Denied by REsource Center.

@Nm |

AsOFDale: [0/ TT 0T 2

N
) Batch Status: | Mark Date: [03/10/2011 ]
\woekSheet Morit | Update WorkSheet for 2.-'30.11

Tranzsction | Sinsat Mo |SI
| 3600008] 44 o

[ Add Transaction | X Delete Transaction| {8} Edt Transaction | 78] EdtAgent |

# Pendng: 0 B Closed: 1 # Cancelled 0

o Veily | B Make TRN Fie

o

o SoveBaich | 3 DelteBatch |

The transaction, now in a new batch, should be ready for the “Verify” and subsequent “Make TRN File” for the upload.

REAL/Easy HSF Reporting Training
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How to Send An Adjustment

How to Send An Adjustment

Occasionally, a transaction that was already sent to REsource Center is found to be in error. Usually this may be due to a

non-reported referral or other item that changes the amount subject to HSF fees and then the royalty charged.

If this happens, the transaction must be corrected and then reported again as an “Adjustment” ( not “New”).

& Transaction No.: 9800011, 4306 N. Icier Dr., FL-FS, Both Sides, Single-Office, CLOSED, OFFICE1

Property] Demographics] Lizting/Selling Co-Berer] Contacts  Commissions 1 Trust ] Joumal] Mates ] Lizting Notes]

Recalculate Commissions AR *| Template |L=faul
. 1 = Income Area AZP= | 2110 | S5ale Price | $75.000
O CA = Commizsion Area A/R Date Posted || -/0/11

Referral

Franchise OFFICET 6.00

s oo

List Side  OFFICE1 50.00
Sell Side  OFFICEY 0.00

Franchize Fee Region
N ; =

Hedda dPacque
Hedda dPacque

0.00
0.00 60.00

B56.25 4340
275,63 5030

1312.50 4350
1260.00 4350

Example, above, transaction on Icier Dr is changed and this changes the amount subject to fees (1A3).

Add New -Batch 3]
REAL/Easy BOS &3 Heip

Highest Batch On File 128
MewBatch ToAdd 129

Balch Created: 03/10/2011
New Batch Options
" Pick Sales from Date Range
| =] o] B o] il
% Add A1 S ales Manualy
o add | X Concel

To create a batch for the transaction, use the “Add All Sales Manually” option.

Batch Number: Batch Status: Maek Date: 0371072011 E

»

<
/ H Pending: 0 # Closed 0 # Canceled: 0

Y 2dd Transaction ‘ Quuuhmum| {8 Eit Trensacion | /) Ect Agent | |

o Vedy | 8 Moke TN Fie | ¢ 2 |

As0iDate: [0 WoekShest Morth il Updaie WorkShes for 2/2011
Corirol Mo | Trancaction [Stiest Mo [Strest Name Urit No|Status | Panding Diate| Ciosing Date [Entry Type. [Propd &

An “Empty” batch screen will appear. Use the “Add Transaction” button, to locate and “Select” the adjusted transaction.

REAL/Easy HSF Reporting Training
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How to Send An Adjustment

Adding New Transaction To Batch E|
REAL/Easy BOS &3 e
Control No. JIJ[IIJ'I'Ii
Strest [4306 M. lcier Dr.
Status: W

Pending Date ]W

Pending {MT Date: |

Close D ate: W

Claze 3MT Date: 031042011 1004343 P

Entry Type: W Make New ]

X Cancel

After the transaction is “Selected”, the above screen should set the Entry Type to “Adjustment”. This is an automatic

setting made when the program sees that the transaction was reported in a previous batch. Click “Add to Batch” to
continue.

Baich Numbar. Batch Stane: | M Dt [0310/2011 Bl

As0fD s M Update \WerkShaat for 2/2011

Control Ho. | Transaction | Streat Mol | Strest Mame Urét Ho|Status | Pending Date | Closing D |Enty Typs  [Piope ~
.4 i 4

<

4 Perding 0 1 Closed 1 H Carcelled 0
[ 20 Trarsacton || 3 Delete Tronsaction| () Edk Tramsactin | (R Edtagent | |
o Yests | B Moke TRNFie | 26 & | o SoveBatch | 3 Delete Baich

Above, the transaction is ready to be “Verified” and then uploaded after the “Make TRN File”.

The Best Realty Co
. Center Data Bridge Report

Affiliate 1D: WI02S Eatch ID : 120
Batch Stitus . Made TRN Created Date: 0302011 Marked Date: 03102011
falet Tranescions. Suavice Bua Eak*
Best U T )
Sume Tows Ho At | propeme Adree Comm Bpear OpnDer  Close Day BC1 OCIDvdcticns  AmtSubjToFas { S00%) P ;::
o oo k Yo ) 308, ki BooW wAKRN  WALW $525000 1462635 HIBTS saTses 6
Jalet Trunctiens Tonl: ® CL oMLY ) 325000 #6635 TS TIE 7563
Saler Trumsactions Total 1 £325000 $63625 H03Ts 7383
Reported Office Totals:
PREAOE e D MullTme MrtTae Listings Tven Listings Invertory  BOS OfficelD BOS Office
wnaso0n 3 o o o omicm Jr—
wpasn B ] o 1 omIcE South Ermeh

] 6 [ 1 1

Above: the batch report should show the transaction to be an adjustment. When the adjustment is processed by REsource

Center, the difference between the royalty fee calculated on the adjusted transaction is compared to that of the previous time
sent, and the difference is credited/debited by HSF.
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Helpful Edit Reports.

Helpful Edit Reports.

e
PRE4 | CREST | Mainstreet | Weichert | Inbound |
Current 1D: 1WID25 Best Prudential of \L]
Process and Reporting “Setup and Edits 1 Toolg
Make Batch ‘ FREA Center Setup ‘ Create Agent =ML Upload ‘
Frint Edit Lizst ‘m AddEdit Agents & Staff ‘ Impart Agent kL Download ‘:
i |

The “Print Edit List” report can help in a number of way. First, it will list sales transactions and indicate which have and
have not been uploaded. The report helps the affiliate insure that all transactions subject to franchise fees are reported.

REAL/Easy BOS &2 Help
[Closed =] Jiovmizo [10/31/2011
Statu Date From [rate To

Choose "Not Marked” to report

* — only sales that have not been
— sent to PREA.
Choose "All" to review all

By Print | @.Pfeziewl Default | transactions

Mok M arked

Any Status can be selected, and the Edit Options of “All” transactions, “Marked” — only those in a batch, or “Un-Marked” —
transactions yet to be reported.

Home Office Edit Report for Affiliate: WI025

The Best Realty Co ; ) )
58595108 Street verlfy that propérly Ak rananit dats - I Closed from 02/29/2000 thm 0273012012
type is assigned - missing it means the ;
Hales Corners, WI 53130 report will indicate transaction was not Include Transactiors: All
Telephone: (300)732-5327 *OK" or if in "Error" reported Franchise Payee Role: Franchise
fraet o Ty chh Pt GCT  Amenat fabjuct For hmemt
/;x}‘m EEALEwy I BOS_ID Ciyy, $am, T € enumy Oty ID Frp Iype fils Dat D fals Prica Dedmctions T Faus Eannd
Umm 008t 98000¢ J7 fazuy Dak KA. OFeEl | Railasall4 o) FLFE 100200 0 8 T i
\ Wamwatess, WI 53391 TSR TypOR Both filus ] § *"_— compare the total
hpar: A patD BOS {mwtHan) Tais GET Tenk GCl for tran to total
% o Lok fhuw i t8en 180 * GCl allocated to the
check this column “F s it iﬁ in agents

(Franchise) means
transaction is flagged to

be reported Lok Shaw ] (L Dismen Bart Sk
Lok fhaw 4 Euntin, Bale Bwur
—
me 00011 SW00LL 430 ¢ N, Take Dr, OFFICEL  Bailanil(itu FLFT Lna1gus Thow 325000 a23m TII00

Rpatdwrbe hadgmad ApnfDBOS | PmalD fmwtBawm) lant Hama:

fnewinagin, WI 53100 FIypOR Both fides
= hpnt: ApuDEDS  PomalD (mwtBam) Ui GE Tenk [ szwems]
. Tasvn Wangh 7 FCTH 100 T4z 00
*NE*" - non-franchise sale check _mat all agents
wom Wangh v [ 100 are assigned to Bz
Must have a CA3 e
franchize fee snfered o Ront Mt e o igmad ApaDBOf  PmalD (mwtMam) €l Hums: ID’s
indicate the transaction is  Twsa Wik 7 18007 Clazhif T, Burn falbz
to be reported Fasom Wangh 7 ICTH Matt, Fles By
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Helpful Edit Reports.

The Edit Report has been expanded to:

o help verify that the agent GCI award allocations are equal to the total transaction GCI

e view the assignment of the HSF ID’s into the BOS agent records

o check the assignment of a valid property type

o indicate if the sale was reported by viewing the “F” or “NF” column. This is based on if there is a off the top fee with
the role defined in “Reporting Setup”.

o display of the “Transmit Date” to indicate if a transaction marked and reported, or blank meaning that it was not
marked/reported.

Use the Edit Report to:

Look for closed transactions that need to be reported to help eliminate interest and penalties.
Review transaction entry of key items for completeness and accuracy.

Provide recap reports that list transactions that were reported and when.

List recently entered accepted offers for review and entry corrections.
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Helpful Edit Reports.

NOTES:
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Helpful Edit Reports.

Want Everyone in Your Company to Run It Like a Business?
Invest in Integrated Management Software from REAL/Easy!

Integrated Systems
and Services

A0S

Agent Office System
Pyerts, Agent Assistants, Sgent
Teams=

/

FOS

Front Office System
Call Coordinaors, Duky Desk,
Agents, Admin Assistants, bBnagers

Paging Server

Email Server

Listing Import

-

PREA Reporting

Accounting Interface

Back Office System
Admin fesisants, Aecounting,
Closing, Managers, Ouners

Data Conversion

Onsite Training

Custom Reports

Additienal
Software
and
Services

1-800-REALEASY realeasy.com
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