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Welcome to the REAL/Easy Management Software

Welcome to the REAL/Easy Management Software

REAL/Easy
Software

| ﬂ;‘lﬁ'ﬂ: Mtwskne, 1 5310 1-000-FEALEASy www reslsarycom

Welcome to REAL/Easy management software and the Back Office System - BOS. You will find
that the BOS system will enhance your ability to operate your real estate business more efficiently

and also more profitably with management reports that help you quickly adapt to changes in the
business.

The purpose of this manual is help you install and get started with the software. There are three
parts:

1. The Installation of REAL/Easy Management Software on your network or on a stand-alone
PC.

2. Initial Setups for BOS — basic setups for company, offices, and agents.
3. Setup Users and Control Access to the system.
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Part 1: Installation of REAL/Easy

REAL/Easy
Software :

Welcome to the Installation instructions for REAL/Easy management software using CD setup.exe program.

The setup program will install the three REAL/Easy systems:

BOS  Back Office System, to help you more efficiently run all aspects of your real estate brokerage back office.

FOS  Front Office System, to help you operate the call, duty, and showing desks.

AOS  Agent Office System, to help your agents efficiently track their businesses and provide a self help to obtain
showing, activity, earnings, and expense information

The BOS system provides all of the user security and key company setup controls for BOS itself and for FOS and AOS.

Where are the REAL/Easy software programs installed?

Using the default settings, REAL/Easy Back will be installed on the C: drive of your stand-alone PC or Windows Server
within the “BOS” folder. During installation, a new folder named “BOS” is created for the software and your database.
So everything is typically installed in the path: C:\BOS.

Where is my database for backup?

Every day that you enter data into REAL/Easy, you will want to make a backup. REAL/Easy itself does not have a
backup program, so you need to add the name and path of the database to your daily backup program’s procedure. With
the default installation, the data path to backup is:

C:\BOS\Data.

Program Minimum Requirements:

32 or 64 bit processor

1 GB RAM LAN minimum workstation, 4GB minimum RAM Server with Terminal Services
3 GB of free hard disk space

Monitor with 800x600 screen resolution minimum.

Windows 2000 Sp4, XP Sp2, Vista, Win 7, Win 8, WinServer 2000, 2003, 2008, 2012

Laser printer for check writing

Backup software and hardware (local tape/zip/CD drive or remote backup is recommended)
Uninterrupted Power Supply (UPS)

Step 1 — Does your system meet the Minimum Requirements?
If not, we recommend making adjustments before proceeding with the installation.
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Step 2 - Start the Setup Program from the CD

My Computer

Insert the BOS CD in your CD-Rom. Go to MY COMPUTER or My Files and Click.

Tame | Tvpe | Total Size | Free Space | Comri
Hard Disk Drives

Local Disk 15.6 GB 671 MB
== Local Disk {E:) Local Disk 27.9GE 24.6 GB

Devices with Removable Storage

';“.)REHS [{a3}] D Drive 39.0 ME 0 bytes

Network Drives

Double-click the CD drive with the BOS CD in it.

Mame =~ | Sizel Type
1Ssetup.exe 39,677 KB Application

Double-click the SETUP.EXE file to start the setup (software installation) program.

li8setup REaLEasy =lnix

Welcome to the REAL Easy Setup
Wizard
Thiz will ingtall REAL E asy Version 16.362 on pour computer,

Itis recommended that you close all ather applications befare
continuing,

Click Next ta continue, or Cancel to exit Setup.

Cancel

The abO\}e window will appear when the installation is ready to begin. Click on the Next Button.

Step 3 - License Agreement

|'l°Ez Setup - REAL Easy i

License Agreement
Please read the fallowing important information before continuing.

Plesse read the fallowing License Agreement. You must accept the terms of this
agreement befare continuing with the: installation.

ICAREFULLY READ THE FOLLOWING TERMS AND ﬂ
COMDITIONS OF THIS LICEMNCE AGEEEMENT A3

TOUE OPENING OF THE FROGEAM PACKAGE OR
METALLATION OF SAME WILL INDICATE YOUR
ACCEPTANCE. IF YOU DO MOT AGEEE WITH THESE
TERMS AND CONDITICNS YOU SHOULD PROMPTLY
RETURMN THE COMPLETE PACEAGE AND YOTUR

NI T T BT DTETTRITTTY LI

™ | accept the agreement

* | do not accept the agreement

< Back I ezt > I Cancel
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Step 4 - Destination Directories for the program and database and

nroaram-installation
Proy

You must review the License Agreement. Click the ‘I accept..” button to install the program.

Step 4 - Destination Directories for the program and database and program installation

15! Setup - REAL Easy i

Select Destination Location
‘Where should REAL Easy be installed?

] Selupwillinsiol REAL Easy ino the folowing flde.

Ta continue, click Nest. If you would like to select a different folder, click Browse.

Browse.

At least 264.1 MB of free disk space is required.

<Back [ Nest> Cancel |

The system should be installed to the C:\BOS folder. (If you have another drive, especially if installing on a server, then

browse to reset the drive letter and enter “BOS”, e.g. E:\BOS).

& Click on the Next button.

15! Setup - REAL Easy =100 x]
Select Data Directory h
Where should database files be installed? c s

Select the folder in which Setup should install database files, then click Next.

Browse...

Above: This is the default path of the DATA folder for BOS. This can be changed as needed.

& Click on the Next button.

18 Setup - REAL Easy i

Ready to Install
Setup is now ready to begin instaling REAL E asy on your computer,

Click Install to continue with the installstion, or click Back if you want to review or
change any sattings.

Destination location: -
CABOS -

Database path
C:ABOS\Data

cBack [ el | Concdl |
B Click on the Install button.
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18 Setup - REAL Easy

Installing
Please wait while Setup installs REAL Easy on your computer,

Eriracting fes...
CACDive\B 05 backaffice.ene

Above, programs are installed. When completed you will receive this added installation option:

Step 5 - Option to install Microsoft Jet database drivers

1 Setup - REAL Easy @UserJET =10l

Welcome to the REAL Easy
@UserJET Setup Wizard

This willinstall REAL Easy @usesET Version 16 on yaur
computer.

It is recommended that you close all other applications before
continLing

Click Mext to continus, or Cancel o exit Satup.

Cancel

Some releases of Windows 7 and 8 may need this install, so click “Next”.
IMPORTANT: if during this step you receive an installation problem message, do not stop but click the “Ignore” option
and continue on (just means these drivers are probably already installed).

Step 6 - Rebuild/Update the database.

x

9P You are Abou; to Begh A DateBase Rebuild of; CBOS\Datal

-
i Cancel |

& Click on the OK buttons. This will update the database from any previous version.

The databaze update manager is updating your databasze to the cument vergion.
All exizting data will be prezerved. Thiz may take zeveral minutez depending on
the speed of your computer. Flease wail

Wantuinn Matahasze Intaarit AnneAzztul

Information A x|
\::‘1) The databaz= update was successfuly completed.

Delails

BOS Dalabase Update = Complete

Above: message indicates when the database update is completed. Click “OK”.
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Step 7 — Finish and reboot if necessary.

simi

Completing the REAL Easy Setup
Wizard

To complete the installation of REAL Easy, Setup must restart
your computer. Wiould vou ke to restart now?

@ “Yes, restart the computer now

© Mo, | wall restart the computer later

When Setup is completed, you will see this window. If this is an installation of an update you can probably click “No”.
If you are making a new installation and it is convenient to re-boot now, click “Yes”. Otherwise click “No” but it is
recommended to reboot later. After choosing, click on Einish.

In the next section you will startup the REAL/Easy BOS System, login, and do some basic setups. These steps also
insure that you are operating OK. . (If you have installed on a server, yes, continue on as well, because you need to
make sure REAL/Easy BOS runs OK on the server before setting up your workstations).

© 2014 Executive Systems, LTD Page - 9



Table of Contents Step 7 — Finish and reboot if necessary.

Page - 10 © 2014 Executive Systems, LTD



Part 2: Login and Key Setups Step 1 - System Startup and login

Part 2: Login and Key Setups

Step 1 - System Startup and login

73

BCS App

& Ready? Now click on the REAL/Easy BOS icon, which should now be on your Windows desktop.

User Log In The Best Realty Company

REAL/Easy
Software

User

Password

Office | OFFICET

User Level
W 0K

At start-up, users are required to enter a password to access the REAL/Easy BOS. For a new installation there is one
user already setup: “Admin”. This user does not have a password.

A note about security: later, your system administrator can assign different security password levels to different users.
You can restrict which user has access to the various commands, reports, and entry screens.

Every new installation of the REAL/Easy BOS allows up 30 transactions/Listings while unregistered. If you are
reviewing the program before deciding to purchase a license, with up to 30 transactions you should be able to test many
of the features in the system. This would include agent, client, listing, and sales entry, escrow accounting and check
writing. After the software is registered, there is no limit to the amount of business that can be processed.

“Admin” is default login User and is assigned “OFFICE1”. Leave them as-is above (User = Admin, and Office =
OFFICEL). For now, you will not have a password, so leave that blank. Note that the user’s default Office and Level are
assigned and displayed on this login screen.

& Click on the OK button

Register Software ] x|

@8 fou Currently Have 27 Listings and Transaction Recards, The
'0-' capacity for "DEMO" mode is 30,
—  Please Contact REAL/Easy at 1-800-REALEasy(732-5327) ko
license and register the software,

Until you register your REAL/Easy BOS system, you will obtain a reminder message, similar to above, indicating that
you can enter a total of 30 transactions between the FOS and BOS programs. Until you reach that point, you will be able
to use all portions of BOS as if you have purchased.
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When you license REAL/Easy BOS, you are provided activation codes that enable REAL/Easy BOS to run so as not to
receive the above message. We’ll show you how to register shortly.

& Now, Click on the OK button.

If you see this (above), you’re in great shape—your REAL/Easy BOS system is now starting.

Step 2 - REAL/Easy BOS is Running

Now you are ready to use BOS! Like all Windows systems, you’ll see the title bar at the top. It should tell you that you
are in the “REAL/Easy BOS” and have a company name of “Your Company Name”. Then next line is your menu bar
starting with File, then Transactions, etc. You can perform various setups and customizations with this menu.

# REAL /Easy BOS - Your Company Name : -8} x|

JEHE Basic Setup  Adwanced Setup  Security & Controls  Preference | Help

.
o A

y‘ Add Transaction I Close Transaction Fs Voided Checks Report |
| Edit Tranzaction | Batched Checks-to-Print List |
Trai 15 ‘ #
Print Batched Checks FF Print Check Redister |

Transfer Transaction Deductions Reverse Deduction Transfer |

Orline Pay Agent's Deductions | Reverse Deduction Papment |

Transter Comrigsion Trust |

A {~ | Setup I LiSUﬂgSfSa% Ui s i\lling I Qn\inel Slandaldl ﬁ”alySiSI EUS‘Uml AP | BL | Interfa:el

|Admin [Company) F2=Calculator F3=Minimize | OFFICE1 F4=Change Dffice 0441872013 e

The vertical frame at the left is the tool menu to reach each “module”. Each module can also be reached with the bottom
tabs. Each module’s commands are displayed within the main screen or desktop.

Note: if you do not see the left tools panel, you can drag from the left edge until it is displayed.

You probably noticed that it’s ready for you to work on your Transactions. So when you start REAL/Easy BOS, it
always starts you at the Transactions module as if you had clicked on the Transactions tool at the left or the bottom
Transactions tab. In section 4, you will learn how to start a user in any module, such as starting the general manager
within “Standard Reports™.

Note that the login name, default office for data entry and reporting, and the current date are shown at the bottom of the
desktop.
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Step 3 - Company Name Setup

: REAL /Easy BOS - Your Company Name :
J File Basic Setup Adwanced Setup  Security & Contrals Preference | Help

System Setup 16

dvanced Setup | Security and Controls | Tools |

Step 2

ompany Information | Add/Edit Agents & Staff | Add/Edit Main Contacts |

Add / Edit Office | Add/Edit Commission Plars | Add/Edit Yendor Information
{optional)

Add/Edit Chart OF Accounts |

Add/Edit Co-Brokers
{optional)

{optional)

Add / Edit Project |

{optional)

& The first thing you want to do is a few basic setups. Click REAL/Easy BOS Setup. This will display four setup
menus on your Setup desktop: Basic Setup, Advanced Setup, Security and Controls, and Tools.

& On “Basic Setup” We want to change our company name, so Click on Company Information

£
REAL/Easy BOS & Help

Bank Information I Accounting/1099: I Fhatos I Services I
Compary Info Configuration | CorwolMumbers | IncomeStatement | Balance Sheet

— Company Information

*Note* Company name iz used in the praduct license.
e e

Gompany Hame IThe Ee;'t Realty Compary )]fﬁce Code Im
Street I Broker Name W
Suite I— Broker Title I—
City Im Administrator Name W
State/Prov. /1 - Signator [igrater
PC/Zip EE Signator Title —
Country Ih Tax ID Number IW
Telephone W Activate Tax Calculations [

Alternate Phone I[BSS]?W Tax Percentage I—T %
Fax I[ e Company ContactlD I 4 IBestFlaa\t_u Marketing
Email I— Add From Main Contacts |

Web Site |

Company Name: Enter your Company name, e.g. Best Realty

Street, City, State, Zip, and Country: Enter the mailing address for your company. Be sure to include the
City, State, Zip Code and the Country.

& Telephone: Enter the main phone number used by your company for support calls.
Fax: Enter the number to be used by your company for receiving help information by fax.

B Click on Save
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Step 4 - Edit/Add Office Names and Agents

System Setup 16

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

—Step 1 —Step 2
Caormpany [nfarmation | ( Add/Edit Agents & Staff D Add/Edit Main Contacts |
b
( Add / Edit Dffice ) * Add/Edit Cammiszsion Plans | Add/Edit Wendar Information
“‘ = [optional)
Add/Edit Chart OF Aecounts | Add/E dit CoBrokers |

(optional) [optional)
Add / Edit Project |
{optional)

B Click on Add/Edit Offices

In this step you will enter all of your office/branch names and numbers. You must have at least one office. Later, as you
enter associates and sales, these are then assigned to an office

@ add/Edit Offices ) x|
REAL/Easy BOS &P Hep
Search CodesMame I I
South Branch

OFFICE3 Wiest Branch Erookfield

( gdd\}( EdiN X Delete B Do |
- P ¥,

—

—
& There will be an “OFFICE1” code already there named “Your Office” click to select it and click Edit.

Note: if you do not want to use the OFFICEL ID, simply enter any ID’s you wish (e.g. “NB” for North Branch”) and
remove the “OFFICE1” Id later.

& Use the “Edit” Change to the name of “OFFICEL”, e.g. “North Branch”, enter information and click Save

If you have more than one branch Click on Add to enter and save them.
& Click on Close when finished.
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Part 2: Login and Key Setups

Step 4 - Edit/Add Office Names and Agents

The next step is to enter the basic records for your agents and staff.

& Click on Add/Edit Agents & Staff
Agent & Staff Information E x|
REAL/Easy BOS &3 Help
[ Gy Search || Name [ Office |OFFICET -
& Reset D Status [<ALL Status> -
Type [<ALL Types> - Position [ <ALL Positions> -
Hame D Dffice Stalus | Tupe Residence [ Cel -
4
KT _>l_I
Total Agents: 0
B add ) S Edi ‘ 7 Delete | YD Statistics | &y, Print Agent Details | @] Agent Labsls | |~

B Click on Add

New Agent Number

REAL/Easy BOS

New Agent Number: I?I

Hest  p |

X Cancel |

REAL/Easy will provide a number but you can enter your own ID if you with — e.g. last digits of the SSN or the MLS

number.

B Click on Next

& ngent: Hedda d'Pacque 7 ]

REAL/Easy BOS

Agent Code™ *denotes required field.

T

Dffice IDFFICE‘I 'I
Project | <Maone» hd I

Id'Pacque

Last Hame™

First Name IHedda Middlel

Search Name™ Id FPacque, Hedda j
For Reports™ IHedda d'Pacque

S alutation IHedda Dsgn I

Street # IEDD Street IS ‘washington

Unit | City  [Miwaukee =]
State/Prov. W | Perzip 51z
Country ILISA—

Res. Phone  [[414)777-0007 Cell Phone [(414) 4444207
Bus. Phone Im Ext I—

Alternate Phone

[ Fax [ 777-0008

Agent Information |Cunfidenliall Daducliunsl Agent Accuunll Advancedl Demugraphicsl Fhoto I Motes I Selvicasl

Type® |AGENT 'I

Independant Contractor ¥ 1093/T4
Withhold GST For Agent [

Lookup Info

Status™ m
Updated I p |
Start Date 0317/1986 bl
Termination Date | / / @1

Pos./FullPartTime | Ful Time-Sessoned ¥|
[Opsntowe ]

Agent Source
Recruiting
Mentor

InfOut Status
Agsistant's Name

Partner Name

S

Email 1 IHeddaD@hestrealty caom Speciality
Email 2 I Spouse Name
Web Site I Spouse Phone [
' Save | 4 FPrevious | Mext P | X Cancel

& Enter key agent information on the “Agent Information” tab and click Save
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Part 2: Login and Key Setups Step 4 - Edit/Add Office Names and Agents

x
REAL/Easy BOS £ ek
% Search | Name Office |OFFICE1 ok

] Reset ID Status |<ALL Status> -
Type |<ALL Typesy - Pasition | <ALL Posiions» -

Residence

1 o

Total Agents: 1

e add | rSJEdt | ¥ Delete | ¥TD Statistics | @,Eunmgenmetansl €] Agent Labels | B Close

& Continue to Add all active agents. (or, after providing others access to BOS, have them complete the agent
roster entry.

rgert s startmormaton x]
REAL/Easy BOS EPHer ||

Name | <ALL Dffices

a Beset 1D | Status | <ALL Status>
Type |<ALL Types: 'l Position I <ALL Positionz» 'l

Residence

|_|Bine. R.¥OLL. 21 OFFICET Active AGENT [414) 555-9113 | (414) 555-3113

| |Bootz. Betya 23 OFFICET Active AGENT [414] 222-2223 1 [414] 444-4423

|_|Brandy2, Edward 2 OFFICE1 Teminated AGENT [414] 2222002 [ )

| |dPacque. Hedda 7 OFFICE1 Active AGENT [414] 777-0007 | [414)] 444-4407

|_|deBlancs, Phil M. B OFFICEZ Active AGENT [414]444-0000 [ 1 -

|| Dilan, Marshall 3 OFFICET Active AGENT [1] 0]

_Drest4,NataIle 8 OFFICET Teminated AGEMNT [414) 222-2008 [ ]

|| Forwards, Eileen 22 OFFICEZ Active AGENT [414) 2222202 [ )

| |Haus. C.D. 24 OFFICET Active AGENT [414] 222-3024 [ )

|| Meedham, wille 27 OFFICEZ2 Active AGENT [414] 2222700 [ )

| |Patzer. Tim 28 OFFICET Active AGENT [1] [ =

| |Potts, Fillmore 4 OFFICE1 Active AGENT (414) 555-9930 | [262) 555-9330 _ (|

[l | o[
Total Agents: 16!

Add | Edit | ¥ Delete | YTD Statistics | Frint &gent Details | Agent Labels | H LCloze |

& When completed, click Close.
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Part 2: Login and Key Setups Step 4 - Edit/Add Office Names and Agents

iztings | 4 Sales | 5 Followup | E Trust | 7 Biling | 8 Accounts Papable | 9 General Ledger |

[~ Commissior: i~ Production [ E=pensesand Tax

Telephone List R101 | Commigsions Paid R111 : Sales Awvard & Earn. R121

Annual Expenses R131

Birthday / Start R102 Comm. Statement R112 Production By Date R122 | Ezpenses By tem R132

Agent/Emploves Status A1 D4| Office Check Register R114 Deductions Paid R154

License Expiries R103 | Company Check Reg R113 | Curmulstive Prod. R123 | Uncovered Exp. R133

Staff Roster by Position R105 | what-If Earnings R115

Roster by Comm. Plan R106 GET Reporting 136
Detail Roster R107 GETWithholdings R137
Team Roster R1028

Setup I L_\stings/Sa\esl Ilansactionsl Billing I inir% i) |5na|ysws| Qusloml AP I GL | \nlelfacel

Onling

Standard Report:

Next, to review the agent records entered, print a short agent list from within the “Reporting” area of REAL/Easy BOS:
& Click open the “Reporting” area and click “Standard Reports”.
& From the “1 Agent” tab, print a “Telephone List R101”

Agent Telephone List ] x|
REAL/Easy BOS &3 Heip

Project I <ALL Projects: s I
Office I <ALL Dfficesy 'I

¥ Only Show Active Agents

Format Standard

A/E IAGE NT = l
Position I <ALL Typess i l

%Eliﬂt | m F‘raxiewl Diefaults | E LCloze |

Agent Telephone List
The Best Realty Company

Office:  <ALL Offices>

Agent Name Status Cell Mo, Business Mo. Ext. Fax Mo. Ernail

Auferer, Wiley A (414) 543-5361 (414) 543-5850 stanexecsys@yahoo.com
Bine, R.YOU. A (414) B55-9113  (414) 543-5361 (414) 543-5650  rybine@thebestrealty.com
Bootz, Detya A (414) 434-4423  (414) 543-5361 (414) 222-2278  bb@thebestreaky.com
deBlancs, PhilN. A (414) 543-5361 (414) 543-5650

Dillon, bars hall A mdillion@longbranch.org
d'Pacque, Hedda A (414) 444-4407  (414) 5435361 (414) 777-0008  numberi@thebestrealty.com
Fomvards, Eileen A (414) 543-5361 (414) 543-5650

Haus, C.D. A (414) 543-536 1 [414) 222-3024

Needham, Willie A (414) 543-536 1 [414) 543-5650

Fatzer, Tim A (414) 555-2222

FPotts, Fillmare A (262) 665-9930  (414) 59435361 (4147 543-5650 fillmorepotts @wahgle.com
FPraufits, Sevmour A (414) 5943-5361 (414) 543-5650 FE@ officelbestreatty.com
Thek, N. A (414) 543-5361 (414) 543-5650

At this point, there are a number of ways to continue depending on your priorities. To learn how to enter listings and
sales you can go through the “Tour of Best Realty” booklet or step through the learning exercises using the “Basic
Course” booklet. In the Basic Course, you work through the exercises with the staff at REAL/Easy.
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Step 6 - Purchased? Register your Software

If you have purchased REAL/Easy BOS, you now want to register (activate) it to remove the 30 transaction limitation.
There is a registration screen in REAL/Easy BOS where you will record some key information, which is needed by
REAL/Easy. REAL/Easy will then give you the registration number(s) that you will then enter to complete the
registration.

If you are just testing REAL/Easy BOS at this time, skip this step. However, we are sure that if you test REAL/Easy
BOS for the next few days and then purchase, you will be returning to this step so that you can keep continue working
and not loose any of these and other setups and data you may enter.

elp
Contents, ..
Search for Help On...
How ko Use Help
agent Billing Help. ..

Wiew Back OFfice Swskem Manual
Wiew Agent Billing Manual

( Reqister Safbware, .. l

Wisit REAL/Easy Web Site. .,
Abouk Back Office Swskem.. .

& From the menu bar, click on_Help and then, from the drop down as above, click on Register Software...

(Yes, server installations do the same thing, follow these instructions. You must use the Register Software function on
the server. Later, you will setup workstations).
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Part 2: Login and Key Setups Step 6 — Purchased? Register your Software

Below is the registration screen. To make things easy, just call REAL/Easy Software 1-800-REALEASy (1-800-732-
5327). They will ask you for the Primary and Secondary Lock Codes. Then, depending on what you have purchased,
e.g. BOS, FOS, the franchise module, the interface accounting, and a certain number of users, they will provide
activation keys that need to be entered on this screen. Make sure that you review the license agreement as well.

=0l
REALI/Easy

Thiz SOFTWaARE LICEMSE AGREEMEMT iz BIMDIMNG upon zelecting the *'| Agree” button, located at
the bottom of thiz dialog box. and proceeding to install thiz software application. Should you not agree to
the termz of this Agreement, pleaze select the 'l Decling'’ buttan, lozated at the bottom of this dialog bowx.

CAREFULLY READ THE FOLLOWING TERMS AMD COMDITIOMS OF THIS LICEMCE -~
AGREEMENT 45 YOUR OPEMING OF THE PROGRAM PACKAGE OR INSTALLATION OF

SAME WILL INDICATE vOUR ACCEPTAMCE. IFYOU DO WOT AGREE “ITH THESE

TERMS AMD COMDITIONS YOU SHOULD PROMPTLY RETURM THE COMPLETE

PACKAGE aMD YOUR MONEY %/ILL BE REFLUNDED.

Executive Spstems, LTD ["'Licenszor''] and Purchaser ["'Licenzee'] and all users of this software
[the "Software"] [Licenzor and Licenzee collectively, the "Parties” and individually, a "Party*']
agree as fallows:

1. FERMITTED USE. Subject to the terms of thiz agreement, Licensor hereby grants to
Licenzee a personal, non-transferable and non-excliuzsive licensze to uze the Software, salely in
executable code format, and the Documentation provided therewith, solely for Licensee’s own LI
Company Hame IThe Best Fealty Company enter
Mumber of Active Agents |13 # List and Tran IE? your customer
Customer Humber I2IJEIEI'|DFEIG.‘><41 FERANOG0 *,-"""'
Expiration D ate IDE«'DBHED'I 4 Ell enter ybur

registrationihnumber

x LCancel |

|82262683112151450707 4

R

g/ Save : | Accept |
e

First verify the company name. It can be updated on this screen if necessary.
Call the 800-realeasy number to obtain your customer number.

You will also be directed to enter the number of company and office level users you have subscribed for.

oW b b

Last, you will be given a registration number. Enter the number and click Save.
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Part 2: Login and Key Setups Step 7 - Exit from REAL/Easy BOS

Step 7 - Exit from REAL/Easy BOS

Congratulations! You have now run BOS for the first time, completed the basic setups of company name and Branch
names. And, if you have purchased BOS, you are now registered and ready to begin tracking your business for a long
time to come.

If you are just testing, you will be able to try out all functions while adding up to 30 transactions as if you had
purchased. At the end of your 30 transaction limit, or before, you can purchase your BOS license, register, and keep
going as if you had purchased today.

Z% REAL/Easy BOS - The Best Realty Company : o =] 4

bsic Setup  Advanced Setup  Security & Controls  Preference | Help

ctions 16

‘ Add Transaction I Cloge Transaction % Woided Checks Report
Edit Tranzaction | Batched Checks-to-Print List |
I

So let’s end our REAL/Easy BOS session and Exit:
& Click on the menu bar’s File then the File drop down’s Exit, returning to your Windows desktop.
Now you are ready to use more of the software. Turn to page 37 for some suggestions on how to proceed!

For Server Installations, continue on to Section 3

If you have installed REAL/Easy BOS on your Server and you wish to access from your PC client/workstations, we
have one more step for you. Following instructions in the next section, you will setup each workstation so that you can
access the server copy of REAL/Easy. BOS and use in the same manner you just did from your server and share the
same, common, database.

This means that with all stations that you setup, will be able to all enter listings, sales, agents and print reports all from
the same shared REAL/Easy BOS that you’ve just installed on your server.
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Setting up Network Workstations

LAN or using TS (Terminal Services or Citrix)

If you are setting up REAL/Easy on a network, this section will provide the needed instructions. If
you are not using a network, your installation is complete and you can continue with the tour and/or
training immediately.

Following are the steps necessary to setup user access to REAL/Easy using your network, or local
area network (LAN) workstations after you have already installed REAL/Easy BOS onto your
2000/2003 server.

These are setups are different depending whether you are connected through a LAN or using
Terminal Services.

Note, that if you are NOT a network administrator:

a. You need to get that person over here right now!
b. Don’t even think that you save any time or money by doing this yourself!

Shown are the setup steps you have to follow including example screens. In our examples we have:

1. Installed REAL/Easy BOS on our server in the path C:\BOS
2. Have a server named Ferrari3
3. Have a notebook computer that we have hooked to the network that we want to run BOS

from. We have mapped the notebook’s network Y: drive to the server’s C: drive root.

Your server and workstation information:

1. Installed REAL/Easy BOS on your server in path:
(default was C:\BOS)

2. Your server name is:

3. This workstation has a network drive mapped to the server’s BOS installed drive letter
indicated in 1. This network drive letter is: (e.q. F:, X1,,))

Note: when you do the following steps, use your setups, not our examples.
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Setting up Network Workstations Setting up LAN network users or TS (Terminal Server) users.

Setting up LAN network users or TS (Terminal Server) users.

g

B At your user desktop, (you are at the operator’s workstation logged in as the user) click on
“My Computer”

¥® My Computer (=] 5]
File Edt View Favorites Tools Help ‘ "','
\_/l Back - J - ? | /- ) Search i Folders ‘ - b lj
Address I _J Iy Cormputer j o
Marng | Type Total Size | Free Space | Comnrmer
System Tasks * Hard Disk Drives
View system information G Local Disk (C:) Local Disk. 18,6 GB 7,39 GB
;_‘, Add or remove programs
G, Change a setting Devices with Removable Storage
B DND Drive (D) CD Drive
Other Places % 5D Drive (E) CD Drive
tg Iy Mebwork Places Metwork Drives
=
My Documents =
= e =% apps on 'Ferraridid' () Metwiork Drive 46,1 GB 28,6 GB
B‘ st Z#d on Ferraris (W) Metwork Drive 45.1 GB 28.8GB
. #C on 'Ferraria (Y:) Metwiork Drive 9.76 GB 1.82 GB
Details # INewBest on 'IbmlaptopiLaptopc)...  Disconnected Metwork Drive

B Next, locate and open the network drive mapped to the server where REAL/Easy BOS is.
(Or if in Terminal Services, the drive with the BOS folder).

=TT
File Edit Wiew Favorites Tools  Help | -';',"
% 3 b oo
- - 3 ) i - R
@ Back & I'ﬁ- s Search i Folders =
Address I£ ¥ j = fict)
Marme = | Size | Type | Date Maodified | -
File and Folder Tasks ¥ ) apps File: Falder 11f24f2004 03:11 PM
[C)ASFROot File Folder 12f02/2004 11:20 AM
Other Places ¥ File: Folder 01/31/2005 11:24 AM

B You should now be viewing folders that are on the server. Next, locate and open your
server’s BOS folder.

Page - 22 © 2014 Executive Systems, LTD



Setting up Network Workstations

Setting up LAN network users or TS (Terminal Server) users.

Mame = Twpe Size
i3 @Userlcons. exe Application 275 KB
i @UserIET exe Application 1,709 KB

Application

@ @UserTs.exe Application

2,315 KB
279 KB

B If you are accessing your server through a LAN then run the @UserLAN.exe file

OR
Marne = Tvpe Size |
i3 @Userlcons. exe application 275 KB
i3 @UserIET exe Application 1,709 KB
i @UserLan.exe Application 2,313 KB
]'.;EL @serTS Application

H If you are running on the server through Terminal Services then run the TSUser.exe file.

Below: the “@UserLAN” (similar “@UserTS” setup program will load and display:

]‘fnZ! Setup - REAL Easy @UserL ANZ

Welcome to the REAL Easy
@UserLANZ Setup Wizard

computer.

continuing.

Click Mest to continue. ar Cancel to exit Setup.

Thiz will install REAL E asy Lanl)zer Verzion 16 on your

It iz recommended that you close all other applications before

et > I

Cancel

H Click on Next
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Setting up Network Workstations Setting up LAN network users or TS (Terminal Server) users.

]‘? Setup - REAL Easy LanUser 3

Ready to Install
Setup iz now ready to begin instaling REAL Easy Lanlser on pour computer.

Click Install to continue with the installation

< Back I Inistall I Cancel

B Click on Install

{5 Setup - REAL Easy LanUser ! =101 x|

Completing the REAL Easy
LanUser Setup Wizard

Setup has finished instaling REAL Easy LanUser on your
computer. The application may be launched by selecting the
installed icons.

Click Finish to exit Setup.

- Click on Finish

Operation of BOS is identical to that on the server, only all data updates actually take place on the
server’s database. When you Edit and Add data, that is all placed on the server.

®

b H LR e
|t

To test operation, just click on the icon and proceed as we’ve just learned. To verify to users that all
is working, you might want to edit the company information from this client PC, save, and then
view it at the server.
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Setting up Network Workstations

Setting up LAN network users or TS (Terminal Server) users.

General  Shortcut |

REAL Easy BackoOffice

Target bype:  Application

Target location: BOS

Target: | Yi\BOS\backoffice exe

¥ Runin separate memory space. | Run as different user

Start in; | i\BOS

Shartout kew: INone

Run: INormaI window ;I

Comment: I

Find Target... | Changelcon...l

REAL Easy BackOffice Propetties : [ z2lx|l

Cancel | Apply

For LAN stations, you might verify the client PC’s icon properties to make sure that they point to
the network install of REAL/Easy BOS. Our setup is shown above.
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Setting Up Users and User Access

The “Security and Controls” tab of BOS Setup includes commands to setup your “User Access”.
REAL/Easy’s three integrated systems, BOS/FOS/AQS, offer capabilities to help all company
management, administration, and sales associates.

Some users, like those in the closing and accounting departments will use commands that process
sales transactions and pay commission splits. Owners and managers will use the system’s reporting
capabilities to track company productivity. Administrative personnel will keep associate, listing,
and offer data maintained. Branch managers will want to view their office and agent activity,
production and trends. Sales associates will want to view earnings and expense records, production
information, as well as listing showing and other activities. And still other departments such as HR,
relocation, concierge, title, call desks have the need to quickly lookup key information about agents,
listings, and sales transactions.

REAL/Easy BOS
Operations BaslinfsaiGystam Setup
i Basic Setup ] Advanced 5etuy pols ]
= 4 - .
[ User Access Operationg Task Manager
ﬁ"' Setup Users ‘ Commission Templates ‘ Activity Plan Mames ‘
£
: * Farms and Checks ‘ Activities ‘
Setup Menu Access ‘
ﬁ Trust Types ‘ Activity Plans ‘
i Ediit Field Labelzs ‘ Letters ‘
k } Custom Crystal Reports ‘

Creation of user ID’s and controls for all of these user types is setup within “User Access”:

= User ID’s and controls are maintained with “Setup Users”.

= Access to BOS/FOS/AOS commands are controlled with “Setup Menu Access”. With this
setup, commands in BOS/FOS/AQS are assigned a minimum required access level number.

= Data entry item labels can be customized with “Edit Field Labels.
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Setting Up Users and User Access

Setting up LAN network users or TS (Terminal Server) users.

% Setup Users

ﬁﬂt Search Name
a Beset | User Level |<All: -

L zer Name

Admin Administrator

U ser level

v

User Count: .1
Add ‘i Edit | 'x Delete | Show Logged In | B Ciose ‘
N—

All installations will have an “Admin” user. For a new installation, this user is setup without a
password and has access to all features in REAL/Easy.

=

Login ID
Name a
User Level

Password

Menu Access Menu Access l—‘
Level - General Level - Reports

Dffice [oFcET — +]
Agent/Staff ID | [ed

BOS Startup ’ﬁ
Last Logged In ’7

Allow Access To

* Usge FOS [Front Office System) only
" Use BOS [Back Dffice System] only
& Use both FOS and BOS

@ Setup Users [E|
REAL [Easy BOS &3 Hep
Advanced I

x LCancel

The Admin user initial setup is shown above in the user entry and maintenance screen. There are
two tabs of information — “General” and “Advanced”.

General tab:

The Login ID, Name, and User Level cannot be changed and Admin is a special user that cannot
be removed. When you add more users, each is assigned a unique Login ID.

User Level: each user is assigned as a Company, Office, or Agent level user.

Company users can access BOS and FOS data from any office.
Office users can access BOS data only from their office. They can also be granted FOS access.
Agent users can only use AOS and can only access their own earnings and production records.
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Setting Up Users and User Access Setting up LAN network users or TS (Terminal Server) users.

Password: If REAL/Easy is installed on a network, the Admin user should be assigned a password.

For every user, two Menu Access Level numbers are assigned:

= General — is a number from 0 through 9. For Admin this is locked in at O (zero). General
commands are those where data is added, edited, and processed (e.g. printing checks).

= Reports — is set to a number from 1 through 0. For Admin this is locked in at 1. The Reports
commands are in the Standard, Analysis, and Custom modules and are used to list and analyze
data not maintain or process.

Office: every user is assigned a default or login ID. For Office level users, this office ID is set to
the office you want them to have access to in BOS. For Agent level users, this will be the agent’s
assigned office.

Agent/Staff ID: you can further identify the user by connecting them with their Agent/Staff record
in REAL/Easy if entered. For agent level users, this is required. For Company and Office level
users, this assignment is not required.

BOS Startup: For BOS users this entry will place them in the module selected with they first login
into BOS. A user would normally be started in the “Transactions” module. With this setup, the
startup module for BOS users can be set to one of these modules:

= BOS Setup

= Listings/Sales

= Transactions

= Agent Billing

= Online

= Standard Reports
= Analysis

= Custom Reports
= Accounts Payable
= General Ledger

= |nterface Accounting

AQS Startup: If the user is an Agent level user, the startup choice will be labeled “AOS Startup”.

r'@' Setup Users g]
REAL/Easy BOS &> Help

General l

Login ID
Hame Hedda dPacque
User Level ‘-—-'_'-___‘

Password | | xxxxxxxxxxxxxxx Fi

Menu Access Menu Access |—1
Level - General Level - Reports

Dffice | OFFICET -l
Agent/Staff ID_| |

ADS Startup - j

Liztings
In / Out Board
Reports
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Setting Up Users and User Access Setting up LAN network users or TS (Terminal Server) users.

Agent level users will normally startup within the AOS “Listings” tab. Users can be started
within these tabs:

Listings

In/Out Board
Reports

Custom Reports

Allow Access To is used to control user access to both or either Back and Front office systems.
Special Setup: For Office level users who need access to more than one office:
An office level user is normally granted access to a single office. A new feature can now be utilized

for certain users who may be accessing data from a small number of offices. This new option means
it is no longer necessary to setup multiple user names for the person — now only one is needed.

A e
REAL/Easy BOS & Help
General 1Advanced|
Login ID 441 and? Y e ; =
MName lA\:lrmn for 01 & 02 V¥ OFFICE
iffice [ OFFICEN
C””' Level U1~ ) [ OFFICET4
Password !""" [ T~ Show [ OFFICE17
Menu Access Menu Access r““ IIZ g;;lggg
Level - General Level - Reports - oS NEW - an office
Office | OFFICEY ™ OFFICEE? level user can
Agent/Staff ID adtgent be allowed
- access to
BOS Startup Listings/Sales hd additional
Last Logged In |17/00/2000 (522 40 FL office(s)
Allow Access To
+* Use FOS [Front Office System] only x Cancel
" Use BOS [Back Office System) only =
v Use both FOS and BOS
/ Save x Cancel

The Office level user above, for example, is assigned to login and access OFFICE1. However that
user also needs access to OFFICE2. This is setup using the new “Add” button that displays the
office list. The login office and other offices to be accessed are checked.
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Setting Up Users and User Access Setting up LAN network users or TS (Terminal Server) users.

%' REAL/Easy BOS - The Best Realty Company : * * *HISTORY do not Update ** *

File Basic Setup Advanced Setup  Security & Controls  Preference  Custom Fields | Help

REAL/Easy BOS

Operations Back Office System Setup

Basic Setup ]Advanced Setup 1 Security and Controls 1 Tools l

Step 1 Step 2

[
s Campary Infarmation Add/Edit Agents & Staff 3 Add/E dit Contacts

& Add ¢ Edit Office ‘ * Add/Edit Commission Plans Add/Edit Vendar |nformation
ansachi (optional)

% Add/Edit Chart OF Accounts Add/Edit CoBrokers
- {optional) {optional)

Add / Edit Project

| (optional)
Reporting
Accounting
Shortcuts Accounts Payable | General Ledgerl Online Stamww LCustorn HeportsJ Interface Acct. [X] BOS Setup Help[l 4 | »

Ahland2 [DFice] F2=Calculator F3=Minimiﬁa_F4=l:hangE Dffice ‘ OFFICE1 "
Office level user Use to switch to a different office Logged into OFFICE1

Above: example of a user who is allowed access into two offices — OFFICE1 and OFFICE2. As
shown, the user is currently logged into OFFICEL and can edit and view data in that office.

This user can view/edit data in OFFICE2 (the other office assigned) by clicking the F4 key to
obtain this selection:

Change Default Office E|

REAL/Easy BOS & e
This function allows pou to change the current default office
*“On the Fly*.
-
o Aol X Carcel

j

Branch
Marth Branch

Operator selects another office and click’s “Apply”.

Reporting

Accounting

Shortcuts Accounts Payable | General LEdQBIJ Orline SlandaldﬁepurlsJ Analysiz Custom Reports | [nterface Acct. BOS Setup Help(l4 | » i
Adland?2 [Office] F2=Calculator F3=Minimize F4=Change Dﬂice!"‘ OFFICEZ |

As shown above, “logged in office” is switched to “OFFICE2”.
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“Advanced” tab:

.

j % Setup Users

REAL/Easy RO &3 Helo
S

Show Agent CommPlan Expires

Block Print Transaction Sheet
Block Yiew Transaction Commissions Tah

Block View Transaction Trust Tab

Block View of Agent Confidental Tab

i mEm

Block Yiew of Agent Account Tab

XK Cancel

The new “Advanced” tab offers new controls that can allow or limit data viewing by the user. This
tab only applies to BOS users. Each option is detailed below.

Show Agent CommPlan Expires — this new item must be checked if the user is to be given a list of
agents who have expired commission plans when the user logs in. Previously this list was given to
all users at login.

Apent Commission Plan / Contract Date Expired

REAL/Easy BOS &3 Hep
WARNING : The following Agents have expired commission plan dates.
Comm Plan Start | Comm Plan End | Plan Prior Start | Plan Prior End ~
st OFFICE3 01./01/2008 12 03 01.201/2007 F
BE Chiristing Delgado OFFICE17  01/01/2008 124314200 01/01/2007 12432007
| |== Eileen Forwards OFFICE2 01/01/2008 12/31/2008 01/01/2007 124312007
G Hedda dPacque OFFICE1 02/01/2007 01/31/2008 02/01/2006 01/31/2007
| |28 Michael E asley OFFICE14  01/01/2008 12431/2008 01/01/2007 1243 /2007
|4 Michael Mathis OFFICE2 01/01/2008 124312008 01/01/2007 12432007
|5 Ricarda Franca OFFICEE?  01/01/2008 12431/2008 01/01/2007 1243142007
|8 Tammy Le OFFICET 01/01/2008 124312008 01/01/2007 1243172007
| |26 “wiley Auferer OFFICE2 01/01/2008 12/31/2008 01/01/2007 124312007
RE ‘willie Needham OFFICE2 01/01/2008 12431/2008 01/01/2007 1243142007
)
(B Automaticaly Renew (B Automatically Benew Al | E Llaze

Above — example commission plan expired display. This can be displayed at login for a user when
the new “Show Agent CommPlan Expires” option is activated. In the example above, agents from
all offices are shown.
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% Company Setup

REAL/Easy BOS &P Help

Trust ion Accounting/1099s ] Fhotos ]

Control Mumbers ] Income Statement 1 Balance Sheet ]

e
Configuration

M5 Word Timeout 1 Agent Credit Limit

Warn When

Company Info

Set Default Commission Template Hame [~ Agent Credit Limit Has Exceeded

| Default j ? — .
Giliizs =l Hennits ( v List Agents from all Dffices: )
[~ Print Address of Default Office On Reports -

The Company Setup option above within “Expired CommissionPlans” is checked to display agents
from all offices. Uncheck to just allow display and reset to be limited to a user’s login office only.

Note that the reset of agent expired plans function is also available within “Advanced Setup” as
noted below:

Back GOffice System Setup

Basic Setuf Advanced Setup l decurity and Controls ] Tools 1
Agent Comm & Ded Agent Billing-
Add/Edit Flat Fee Types ‘ Add / Edit Billing ltems |

v ¥

Add/Edit Commission Plans

Billing Item Groups |

EF’ Add/Edit Agents & Staff |

Add/Edit Deduction [tems Agent Biling Groups ‘
Add/Edit Deduction Plans ( | Reset Expired Plan Dates D‘ Add / Edit Billing Plans |
|
Add/E dit &ward Plans [~Adjust 1099 Income

Add Agent Comm History |

E dit Agent Cornm Histary ‘

% Transaction No.: 300016, 6845 Tyrol Lane, FL-CS, List Side, Single-Office, PENDING, OFFICE1 =104

Froperty IDemographicsl Listing S elling C&Bmkaf} Eontacts] Cnmm\ssionsw Trust ] Jouma\1 Motes I Listing Notes} Tasks]

*denotes required field.

Type and Co. Role  |FL-CS | [List side | Dffer Written® | 07/30/2009 A
Sngl/Multi and Status |Singe-Office ~| [PENDING | Pending Date  |07/30/2003 fA |
Main Dffice and Rnle] FICE J | izt Side J Expiry Date s @]
Firm Date ’H—E

FOS List No. (0003 Gy AddFOS Dats Closing Date  |10/15/2003 A |
REAL/Easy ID W Escrow Date I Ejﬁ
[ Lease Renewal | / / A |

Property Hame

Street No.= EE45 Hame= |Tyml Lane Cancel Date =i ﬂ'ﬂ
Unit No. . ] Buding D | Cancel Code ¥
City Tyrol Hills =]  statesProv.fur | | FscapelClause ]
PC/Zip [eaon Countiy [UsA =] | EdkDatePend 07/30/2003 @
Sale Price IW Calo 5P fosleletiotegy £/ &l
Sq.F

Price PSF li Calc PSF Org. ListPrice |  $45,000.00
Property Type W Cumrent List Pricel—m
Legal Description | List Date 08/12/2009 &l
Mis No.1 | 4566 Mis No.2 |

o Save ' .Pnnt [&, Prewiew ' 4 Previous | Ment 3 X Cancel
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Advanced Tab: Block Print Transaction Sheet

Check this option for the user if you do not wish them to be able to print transaction income and
commission split details. Note: The transaction sheet can be printed while editing or viewing a
transaction’s details or from the edit/view/close transaction browse lists. When this option is
checked the transaction sheet Print and Preview buttons are not available.

Advanced Tab: Block View Transaction Commissions Tab

This tab contains the income and commission splits. Check this option to remove viewing/editing
of the commissions tab of a transaction.

Example: Commissions Tab "removed” for this user

@ Transaction No.: 9800007, 2210 North Grant § et FL-FS, FL-CS, Buth Sides, Single-Office, PENDIN.... [~ [B]B¢]

Property Demngraphlesl Lizting/Selling En-Brnker} Enntactsl Trust ] Jnumal] Motes ] Listing Nntes]

*denotes required field.

Type and Co. Role  |FLCS x| [Both Sides | Offer Written®  |02/07/2003 &l
Sngl/Multi and Status |Single-Difice ~| [PEnDING = Pending Date  [02/03/2003 |
Main Office and Role | | |Both Sides | ExpiyDate | // |
Firm Date ’H—E
FOS List No. ’W Eﬂt Add FOS Data Closing Date 07/07/2009 @]
REAL/Easy ID ooz Escrow Date 4 @1
Property Name [Tibit/Romano Lease Renewal | / / ?‘
Street No.* 22100 Hame™ |N0rth Grant Street FL-FS Cancel Date i E]
Unit No. [ Buiding D | Cancel Code n/a -
City [Miwaucee =] StatesProv.fwi | | EscapeClause
PC/Zip 7 County| =] | EDatoPend [02/102008 wl
Sale Price [ #14330000  CaloSP | CaicPsF| Edit Date Close | / / &l

Above — example of a transaction view where viewing the Commissions tab is blocked.

Advanced Tab: Block View Transaction Trust Tab

Check this option to remove viewing/editing of the Trust tab of a transaction. This tab contains the
trust deposit and disbursement details and commands to enter deposits and write escrow/trust
checks. This setup works in the same manner as the Commission tab block.

Advanced Tab: Block View of Agent Confidential Tab

Check this option to remove viewing of the agent/staff confidential and deductions tab. These tabs
contain information such as the assigned commission plans and pay deduction items, social security

numbers, federal ID numbers and other license and confidential information.

Normally a user would have access to these tabs of agent and staff information:
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Agent Information for: Hedda dPacque

|_REAl[EasyROS = @ulp |

Agert Information ] Confidentiaﬂ Deductions] Agent Account] Demographics] Phato ] Motes l )

Agent Code® |/ *denotes required field.  Type* JAGENT =l

Independant Contractor v

Withhold GST For Agent [

S alutation Hedda Office OFFICET ']

Example: user is blocked from viewing Confidential and Deductions tabs.

figent Information ior: Hedda dPacque

REAL/Easy BJES & Hei

Agent Infarmation Mgenl Accounl] Demographics] Phato ] Mates ]
Agent Code™ ﬁ *denotes required field. Type* [’h‘
Independant Contractor v
Withhold GST For Agent [
Salutation Office [m
Last Hame™ COLE Project m
First Name ‘Hedda Dsan | Status™ ’m
Search Name™ ‘dF‘acque, Hedda j Start Date 031741986 @]
Hame for Hepulls"Hedda dPacque Termination Date
Street # ‘BUEI 5 Street |Wash|ngt0n Pos./FullPartTime ’W
Unit ’7 Agent Source ’WI
City W FRecruiting ’m
State/Prov. W |Pc/zip [5iz00 Mentor [Marex =]

Above: example of a user viewing agent and staff information where the confidential and
deductions tabs are blocked.

Advanced Tab: Block View of Agent Account Tab

This option can block viewing of the agent account tab. This tab contains information such as
bank account numbers, billing account balances and other accounting and interface setups.
When this item is checked, the user will not see the “Agent Account” tab when editing or
viewing Agent and Staff information.
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Example user setups:

=

% Setup Users
[Buscacn ] Home|
a Fesst | User Level |<AII> j
User ]Name |User level I -~
[ 9 wilew Auferer Carnipaty
| |A7 Hedda dPacque Agent
| A8 Admin dsziztant Company
Afland2 Admit for 07 & 02 Office
| 3 Administrator
| |B1 Branch 1 54 Office
|_|BRAMCHZ Admir Branch2 L/S Office
| |Close Closing Dept Company
N MGR2 Office 2 Manager CR Office

bt
Usger Count: 9

&Y Add | Edit | X ge|ete| Show Loggedln‘ B Clos= |

Following are a number of sample user setups. These are setup in the Best Realty learning company
that is installed with the software.

% Setup Users

REAL/Easy BOS & e |

General ] Advanced ]

Login ID

Name |."-‘«dmin Aggistant

User Level |

Password | xxxxxxxxxxxxxxxxxxxxx b
Menu Access 3 Menu Access ,—

Level - General Level - Reports

Dffice | OFFICE |
Agent/Staff ID | [edtiger

BOS Startup |Listings£SaIes j

Last Logged In | e

Allow Access To

" Usge FOS [Front Dffice System) only
{+ iUse BOS [Back Office System] only
(" Usge both FO5 and BDS

o Save XK Cancel

User ID: AA, Admin Assistant is a company level user able to access data from all offices.

=  With access to General commands access level 3 and up (cannot access General commands with
access levels 0, 1, or 2).

= Access Report level 6 and up (cannot access Report commands with access levels 1 thorough 5,
or less than 6).

= User is placed in the Listings/Sales module/desktop upon login. (user does most work in this
module).

= User cannot access FOS.
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Setting Up Users and User Access Example user setups:

AA, Admin Assistant user continued:

r % Setup Users &]

& o

[~ Show Agent CommPlan Expires:

[v¥ Block Print Transaction Sheet
|v Block View Transaction Commissions Tab
[~ Block ¥Yiew Transaction Trust Tab

v Block View of Agent Confidental Tab
[~ Block ¥Yiew of Agent Account Tab

o Save X Cancel

Advanced tab settings restrict viewing of sensitive data for the AA user. AA cannot:

= Print transaction details including commission splits.
= View agent and other commission earnings information in a transaction.
View agent commission plan and other assignments in the Agent Records.

MGR?2 user — Office 2 Manager:

% Setup Users

REAL/Easy BOS
General lAdvanced ]

Login ID

Mame |foice 2 Manager CR

Uszer Level |

Passwinrd | xxxxxxxxxxxxxxx s
Menu Access g Menu Access I_

Level - General Level - Reports

Dffice | OFFICE2 | e add
Agent/Staff ID | |

BOS Startup |Eust0m Reports j

Last Logged In |

Allow Access To

" Usge FOS [Front Office System] only
i* Uge BOS [Back Office System] only
" Use both FO5 and BOS

X Cancel

User ID MGR2 is setup for the Office 2 sales manager. User Level is “Office” and the user is
assigned to viewing data only from “OFFICE2”. The manager cannot use many General commands
(only those set to 8 or 9) but can use all report commands set to level 4 and higher.
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Setting Up Users and User Access Example user setups:

Agent level (AOS) ID A7 — Hedda d’Pacque:

&' Setup Users

REAL/Easy BOS &bk ||

General ] E— |

Login ID }

Hame |Hedda dPacque

Uger Level |

Paserord |xx xxxxxxxxxxxxxxx lShow
el o R Raa] 2

Dffice | OFFICE =~
Agent/Staff 1D | |

ADS Startup |Eust0m Reports j

Last Logged In |

X Cancel

This is an agent level user from OFFICEL. The user is connected to the Agent/Staff ID of “7” in the
BOS/FOS agent records.

An agent level user can only use the AOS, Agent Office System.
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Setting Up Users and User Access Setup Menu Access command:

Setup Menu Access command:

REAL/Easy BOS & Hep
Menu Dption
Search o BOS (° FOS ¢ ADS
Menu ltem |F|equired Level | ”~
|#[1033 /1098 3
| [ 1099 Disk. 3
1099 SpreadSheet 3
Accounts Payable Print Check 4
Accounts Payable Reverse Payment 3
..
Add / Edit Agent Group Mames 5
Add / Edit Agent Information [&gent Billing) 4
Add / Edit Agent Status 5 3
. Report Menu ltem oo H 5
O General Menu ltem em Lount: =

The “Setup Menu Access” command is used to control which commands can and cannot be
accessed by the users. There are command lists for each of the REAL/Easy systems —
BOS/FOS/AQS.

There are two types of Menu Items or commands : General and Report.

Preferred User Access Control

Management Users Data Entry Users
Branch Managers, High Level Data Entry, Updesk Operators,
Administrators, Relocation Call Coordinators
Department

Ho Data Changes!

Yes Reports! Yes Change Data!

Management Reports Data Entry Screens

This distinction has been programmed in REAL/Easy to handle the two types of users for the
system:

Reporting: Users such as owners and managers who need information about company revenue,
expenses, earnings, productivity, but, who are not to be maintaining agent, listing, and transaction
details.
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Setting Up Users and User Access Setup Menu Access command:

The Reports menu items, highlighted in blue, apply only to reporting commands. In all systems,
most of the reporting commands are grouped together in a reporting module or tab. Each report item
is assigned a required level of 1 through 9.

General Admin: Users who are entering and maintaining the agent, listing, sales, escrow/trust
information, processing closings but who are not privy to earnings and company dollar production
summaries and rankings.

The General menu item / applies to all add, edit, and other processing commands that are not
reports. Each general item is assigned a required level of 0 through 9.

How the Item Level settings work:

When a user clicks on a command, the system will allow the user to use the command if the item’s
required level is equal to or higher than the minimum level assigned in the user record.

For example if a user is assigned to a General level of 4 they would be able to use all General
commands with a required level of 4 and above. However, that user would not be able to use
General commands with a required level less than 4, such as “1099 / 1096 above assigned to a
required level of 3.

Setup Menu Access gj

REAL/Easy BOS &P Help

tenu Dftion
| Search ¢~ BOG & FOS) ADS

Menu Item
Expired Liztings FOS
Feature Sheets FOS

Frant Dffice Reminder FOS
B Group Page Thiz Listing FOS
B Import Board Roster FOS

Reguired Level | #

[w

: Move To Office ID TI0FOS
B Mew Email Mezzage FOS

Mew Pager / PCS Message FOS

B

. Report benu ltem

Item Count: 107 Ll
() General Menu ltem Gl oUn B Clos

Above, maintenance of the FOS command required levels is maintained in BOS’s “Setup Menu
Access”. As in BOS, the FOS commands are one of two types: General commands that maintain
data such as listings or preferences, and Reports (blue).

The required level for General commands can be set from 0 through 9, and 1 through 9 for the
Report type commands.
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Setting Up Users and User Access Setup Menu Access command:

3

Setup Menu Access

REAL/Easy BOS

tenu Option 7
| Search © BOS ¢ FOE

Menu ltem

Print Ireeoice A0S
Reprint [nvoice A0S 5

. Repaort Metu Itam

v
z Cl
O General Menu lkem Hem:Comt: £2 E =i

There is also the ability to control use of the AOS - Agent Office System business, account reports,
and statements. As with BOS and FOS, Agent level users are also assigned General and Report
levels. When the agent level user is in AOS and chooses one of the above commands, the system

will allow access if the command’s required level from above, is less than or the same as the agent’s
assigned level.
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Setting Up Users and User Access Edit Field Labels

Edit Field Labels

Usger Access

Setup Users ‘

¥

Setup Menu Access ‘

( Edit Field Labels D
|

The user access setup of “Edit Field Labels” can be used to customize some of the user entry
screens for agent, listing, and sales transaction data. For example for a listing or sale, the entry item
“Legal Description” is available.

% Transaction No.: 30001 6, 6845 TyrolLane, FL-CS, List Side, Single-Office, PENDING, OFFICE1 |Z|@g]
Property Damograph\cs] Listing/Seling Co-Brokar] Cnntacls] Commissions] Trust ] Journal] Motes ] Listing Notes}
=denotes required field.
Type and Co. Role  [FL-CS | [List side = Offer Written®  [07/30/2009 &l
Sngl/Multi and Status |Single-Office _~| |PENDING ~| Pending Date  |07/30/2003 &l
Main Dffice and Role | | =] Expity Date ] =l
Firm Date A @]
FOS List No. [000z Gy Add FOS Data Llisholtale 104152103 &l
REAL/Easy ID T Escrow Date | / / &l
Lease Renewal |/ / A |

Property Hame |

Street Ho_= E345 Mame= |Tyn:|\ Lane Cancel Date & &l
Unit No. Buding D | CancelCode | 7
City Tyral Hillz - State/Prov. fwl | Escape Clause

PC/Zip [eam Countiy [USA =] Edit Date Pend [07/30/2003  []
Sale Price [ $4000000  CalcSP | CalcPSF Edit Date Close | / / &l
SqFt. [ Price PSF |

Property Type | Land (o 15 scres) - Org. ListPrice |  $45.000.00
Sl AT ] ) Current List Plicelm
Lo atptes THeee Wiz No.2 | List Date 05/12/2009 &l
\/ §ave] @ Activilies @ ﬁem\nders‘ Fint @ F'raxiew| { Previous | Mext } | x Lancel

This and some of the other item descriptions can be changed either to make it more clear or to
change to another label if item is to be used to enter different information.
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Edit Field Labels

Back Office System @ﬂelp

State / Province W =

ZIP / Postal Code ez

County IW

Telephone lTeFepT

Fax Fax

Alternate Phone W

Residence Phone W

Business Phone W

Spousze Phone IW

Cell Phone [CellPhore

Expiry Date W

Pending Date W

VRH frM

District W

List Type W

Legal Description IW

Location W j
J Save x LCancel

The Edit Field Labels screen has a field description column on the left and an alternate description
entry item to the right. Selected fields within the agent, listing, and sales transaction screens are on

the list.

Edit Field Labels X
Back Office System & Hel
Finance Type W d
Tax Name 'Taxi
Tax Paid [TanPayed
Tax Clearing W
Board License 1 ’m
Board License Expiry 1 'W
Board License 2 ’m
Board License Expiry 2 'W
Trade Reference ID 'm
Lizt/Tran Custom Fields
Custom 1 W
Custom 2 W
Custom 3 ’W
Custom 4 W
Custom 5 W
Custom & W
Custom 7 ’W j

\/ Save x LCancel

Labels that can be change include the listing and transaction “Custom” fields entered on the
“Demographics” tab of the property record. There are 20 custom fields available for any use for the
listings/transactions data entry.

Field labels can also be assigned to any of the Agent “Demographics” custom fields.
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Setting Up Users and User Access

Examples:

Edit Field Labels

Pending D ate
VRM

District

Back Office System

Li
Legal Description

Source

Rooms

: LiztATran Custam Field:
Custom 1

Above are sample changes that have been made to the legal description and trade reference ID

labels.

Fraperty Demographics] Listing/Selling Co-Broker] Eontacts] Commissions1 Truist I Joumal] Motes 1 Listing Notes]
*denotes required field.
Type and Co. Role | FL-CS x| |List Side =] Offer Written™ |07/30/2009 Al
Sngl/Multi and Status | Single Dffice | | PENDING | Pending Date  |07/30/2003 &l
Main Dffice and Role | FFICET | =] Expiry Date ] wl
Firm Date 4 b |
EOS List No. 0003 Gy AddFOS Dats Closing Date 10/15/2003 b |
Control No. W Esciowldte i ?]
Property Name | Lease Renewal |/ / ?]
Street No_* |8845 Name'iT}lroI Lane Cancel Date 4 ﬂ]
Unit No. [ Buidngip| | Cancel Code v
City Tyral Hill ~]  State/Prov.[wi 4| = EscapeClause |
PC/Zip EZT—— County[U5s 5] | EditDote Pend 07/30/2009 il
Sale Price [ $4000000  CaleSP | CaloPSF EdiDaicElos]) / / al
Sq.Ft. [ pihcepsF|
B [ Land [t 15 acres) | Org ListPrice |  $45.000.00
Tax Parcel || Current List Plicelm
MIs No 1 [4568 MsNo2 [ List Date 05/12/2009 &l
' Save | D Activities| (D Eeminders] Frint | [&, Pregiew| 4 Erevious; Mext S ‘ X Cancel

Above — screen item labels are changed to assist data entry staff.
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REAL/Easy

v Want Everyone in Your Company to Run It Like a Business?
anagement Software,

Run Management Software from REAL/Easy!

Integrated Systems
and Services

A0S

Agent Office System
Fgents, Agent Aesistants, Agert
Team=

FOS

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

Paging Serrer

Email Serrer

Listing Import

r

PREA Reporting

Accounting Interface

/

BOS

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

Data Conversion

Onsite Training

Custom Reports

Additional
Softwa re
and
Services

1-800-REALEASY realeasy.com
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