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This reference prades training and information farsing thevaluablefeature additionand enhancements
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These shoultbe reviewed bynanagement arkky system user
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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 thisamaithout 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 Sftware 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 assunmes 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 repairde 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 befusing 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 Systentjadeamarks of Executive Systems
Ltd.

CopyrightO 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, adaptedied rrwodiny medium without
the express written consent of Executive Systems.

1-800-732-5327
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Welcome to Version 17

Welcome to Version ¥

REAL Easy
BOS

Welcome to the latest upgrade of REEasy management software, versibh Included in this update are new fgas to
help customerprocess their business more efficierdlyd analyze their businessore in deptho help run a smarter
company

Key staff managers and administrators should review this training guide to help understand some of the changes and new
features. Call or text 86fkaleasy(800-732-5327)or emailhelp@realeasy.comnytime for assistance

Within this guide you will learn:
1 How realeasy.com can help all management and staff to learn how to use BOS to more efficiently yeoakss e
brokerage back office operations.

f How to use the many new A Co mchecksatingteas Banding,lard integrationons, a c ¢
features.

1 How to expand your tracking of all contract/lead types in the expanded Liftiagspp inalding buyer representation,
inbound referrals, and outbound referrals.

1 How to use new Standard Reporting features that also include obtaining custmpizes to helstaff manage your
companyds unique progr ams.

1 How new transaction processing featuras help with transaction entry accuracy and efficiency.

1 How enhancements to the Analys&n help learn morabout company, branch, and agent level business directions and
changes.

1 Howall of the 1099 processing adjustments and options to help increagen@ence and efficiency of this task whether
you are just printing, or efiling, or providing Excel worksheets to outside service submitters.

REAL Easy
S0sS

1 NEW: Go Paperless with Documents and Service Reminders with the new Service Office B9Stem

Also, view this

REAL/Easy | & & ) i el 200REALEASY
Management Software 2 ? "y, realeasy.com 800.732-5327

For Real Estate Brokerages 4 page Milwaukee Wl USA
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Realeasy.com: Helping You Run a Smarter Company
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Many featuresdded with Version 17 along with existing BOS capabilities are designed to help you run a smarter company.
Brokeragemanagement and staff can learn more about these features anéhaartthelp from our websitealeasy.com.
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Useful Tips

1 Lofters Melp Sroker Gain Leods 2 Melp increase Mficioncy plos Lower

3 Melp The CRO:- Use Bither/Both infedfoce
Receivoble Levels: Emall Agent Bty

Accoenfing or 8O 2x GLAP

ldeas
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NEW: SOS- Documents and Service Coordination go Paperless

NEW: SOS- Documents and Service Coordinatiomgo Paperless

| Service Tasks |

| Paper Doc's, Contracts |

REAL Easy [ Etectronic Doc's, Pdfs |

sS0S <:>

| Worksheets, Jpg's ]

208 . Store [  To-Do Reminders |
. Retrieve
. Report | Coordination Plans |

Go Paperless with Documents and Service RemindenghétnewService Office System SOS This new REAL/Easy app
is available to alturrent BOS customete assist in all areas of resource, listing, and transaction management.

REAL/Easy already provides a central database and managemgratrpithat hgds you maintaimnformation for your
company.

Manage Resources

| Company Information |

| Add / Edit Dffice | Manage Business
| Add/Edit Agents & Staff | | Manage Listings |

| Add/Edit Main Contacts || | e — 1

| Add/Edi CoBrokers |

| Add/E dit Vendor Information |

Key information is already being managed by REAL/Easy for these resources:
Companyi key information ownershipandcontrols

Offices/Branche$ demographic and key players and processing controls
Agentsi demographic, contact, commission, account, information, HR details
Brokers/Outside companiéskey demographicreporting, andontact

Contactg buyer/seller and other player/contact information

Vendorsi demographic, contact, and payment information

=A =4 =4 =4 4 -4

And, Key information is managed for all contracts that bring in revenue to the company:
9 Listings Plus demographic, price, dates, agents, contacts, contract details for listings, buyer rep, referrals.
1 Transaction$ demographic, written and closing detadgents, contacts, notes, splits for all transaction types.

REAL/EasyVersion 17 Training Page- 7



NEW: SOS- Documents and Service Coordination go Paperless

Manage Resources Use Integrated SOS App

[ Compary Infomaton ]

| Service Tasks |

[ Add / Edk Office j]

[ possstngets 5 ] | Paper Doc’s, Contracts |

Add/Edit Main Contacts I

— REAL Easy | Electronic Doc’s, Pdfs |
[ adwEadcotiokers | SOS

I Worksheets, Jpg's I

[ ASHE i Vendot Infomaton_|

To Make Paperless and

Manage Business « Organize [  To-Do Reminders |
[ anage Listngs | . Schedule
e i . Store | Coordination Plans |
{ R Yostamction: « Retrieve
. Report

With the new SOS app you canw store and manage all associatedumentsfiles, media PLUSnanage and coordinate all
related service taslall in one program integrateal the BOS program

For example, if you areteansaction coordinataryou can schedule all key service tasks that need to be completed right
when the accepted offer is added into BOS. Any associated documents can be scanned, stored, and connected with the BOS

transactiorrecord.

REAL/Easy [l Eromumerrrmm
Software e LI

BranchaMSA

I n many companies, a BOS fATransaction Coordinatoro user

New "Se rvicas”

mm action No.: 500027, 11850 Wood )u

-'v:cetyl Demogragtecs | Lising/Sefing CoBioket | Commizsons l Condacts | Trust | Jeumst| Nows | Listing Notd

[DusDwe -l [ru shorn Dalt E] [1vA77z004 'E‘l |.,| 77 al Sesdus
V' Hot Stated
Eﬂnd | Asignedto[dlluzes v] Dee[ _l Pael [ Inchode Blork Dates | = 2 0
Aegwdty [l Uters  w] Tas l GALL Tachsr v Responsbiny [ <ALL v | @ e

Pfrt’[J\LLﬁtru __] :’1,, {\lLF‘,:‘ __,i ¥ Completed

Service

:_P-alv S.the Lription -
i ! Entries
| |Nomal 1:850Wcodude : Rec a:!bq:r. 4 Not Started T1CODR0 Adn Record Depost Tasks.
| |Momal 11850 Weodnde - Misc Document Kot Siarted TCO0RD Adn Muc Doournents | Documents
{_|Nomal 11850 Weodside - Soké On Sign | Not Stated TCODRO Sokd On Sign TO-OO;S
Status is This Service record
maintained contains a document
Above is an example sales transaction where, added tothe normalts act i on At absd i s a new AS

the transaction coordinator would enter and maintain all tasks and documents associated with the sale.

Page-8 REAL/EasyVersion 17 Training



NEW: SOS- Documents and Service Coordination go Paperless

Another examplevould bea general manager, brancianager, or HR department stafho isin charge of handling new

agent hiring and training.

BOS
record for
this agent

{ New |

Ageat: Edward Brandy 2. L Services" Tab X
REAL/Easy BOS
Feord |rdoxwion | Cosdderdid | Deducsent | Agent Account | Advanced | Devogaghics | Proto | N w\ﬁexD
S ach | {DueOae =] iCumonDaee | 157204 BXlae | /7 sl Status
enice T f Mot Starts
tasks. Mevwélo{ AU =) Dovo] [ Fesd ' nchsh Bk Do | 5 pgpgn,
documents. m.wzysmuum;:- 3,,: Taak f AL Tasks '] Retponabsy | <AL | I; :—Jvm::
3 Propct | (ALL Proectr ] Plan ] AL Plang) L] vony
scheduled
Jy |Serrce Doscacion [Stann [Due Date  [Renwos: Datd Lisen [asuoned To[Mtachaen | »
'_)l':cml Edwand Bvandy - Licente Copy Congiel 01 70722015 M HR Eragdy pat
"h . Wt Shat U 0772008 | HR |#
|_{Momal | Edwand Brandy - SabeiProceduns Not Seart 01112015 W HR
’_‘N:ms Edwand Brardy © SalesMesingirhio Not Stat 03720205 MR MBranch2
._JNuml Edwanc Bcardy  Aeview  New Hie Not Stad D4/T5/2015 KA MBiancihd

-

v

»

Any attachment
(pdf, doc, image,
worksheet, can

Services
can be
added one
at atime

Il Tustrated

Sergbe Count 9
o aad | )z | X o #'4"16“[;';;;—?} & Peven | B Pm-.q ﬂ_—m:%
7\ =

Or, a group of
seryices can be
entered and
scheduled with a
pre-setup "Plan’

above is

easily be "Viewed"

M it

Service tasks lists: standard
short (or customized) reports
can be printed for this agent.

the new fiServiceso tab within the

Using SOS Servicesyou an schedule a new hire orientation, education, mentoring, and other needed service tasks right
when the new agent recosladded into BOS. Any new hilieense, commission agreement, and other associated documents
can be scanned, stored, and connectdu thvig¢ BOS agent record.

Other important tasks, reviews, documents, events relating to the agent can be organized, stored, scheduled, retrieved, and

repotedd ur i ng the agent.6s career with the firm
of the REAL/ E aaagenerddithiathedBO$ dysiem cain Bedimited or exgandedhas
Shown above are examples of use within fAAgent
REAL/EasyVersion 17 Training Page 9
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NEW: SOS- Documents and Service Coordination go Paperless

The other areas fAServiceso can be utilized incl
Basic Setup: | Campany Infarmation I
rﬂ ( Company Setup )
REALEasy BOS
Corpwyinke | Coodguesson | CooNuabey | deconeStatemed
Tt | Barsk I | A o105 | Phedsz ___ Sevices
| Gy zescs | [OueDo0 <1 [ComenDuee o] [01017205 [Rlea |77 Bl St
3 st | vt To [l +] e [~ Padd 7 lechite Bl Dolen g;‘;:
Ssgrathy | LU w| Tow |lTokn  w| Fewporsdiy | alls - ¥ Overd
Projsce [ AL Prowctss =] Pan [ AL Psrer v ¥ Corg
Pty |Serace Detcsplon St |Due Date Favwndes Dane | Ueer Assgred TofAlachener) »
Noerayl  Smst Aveande Mgt I Progres: 02480/2015 081 A MR
N Maonse Qb Megen Mot s 0A2015 03 PN,
1T The o \Cempankoli mdin broker, owner, president, owner assistant.
Basic Setup: ‘ Add ¢ Edit Office |
a8 Office: NORTH Branch 2 Narth -

munm!m«um-lw Servces | )

T Sasch | [0 Do <] [Cumomwm =] 1002005 FRjse |77 B St

@ s | ApetTe LU =] Do om0
st by [ AL Umes  »] Tank [<ALL Tankze v Piasponcbity | AL =l %o
Frowar [ <Al Proectss =] P [GAllAew <] P Loy

| |tiemd BunchSwes Nustrg
Lt e siag Aol S pasa Adom \Sacchy

1 Individual Offices or Branche$ branch manager, general manager, key administrative staff.

Basic Setup: | Add/EditMain Contacts ||
Loctact Appel, Feron 16 n

REAL/Easy BOS ﬂ:w
Covact Ieoraion | Wi iriconuion | sty [ S |

L 7] (o oer =} [12mA00 BRiw| 77 Al S

G Pt | At T [ LU =] D | [ Py @ ircite Bk Outat ;"‘: Siwted
I asigwdty UL e w] Tach [RL Tader v Mspandiy 1AL <1 | @ Oy

T L | ¥ Comglent

y | Swwcn Omncrgos Siwas (T0m Dwde {Fianirdie Dake |Uim L Tajtoachrmd (S Tah o

{
‘ [l Baw Savey W Snad Q20N Adem  1C0OHD S vy

f Contactsiwi t hin BOS6s main contact tabl e.

Basic Setup ‘ Add/Edit CoBrokers ||
B Broker Seattle Homefinders gpany! Seattie Homekinders u
Brokes indemason | Broker Accours | Notes Sevicns |
[ G 5ameh | [DveDaie I | T o R Rlw[77 B
& Reset | Asvgned To{ ALLUserss =] Diavo | [ Fatel ¥ inchade Bark Datws

T Assgredby [ AL Uies vl Tesh [0l Tako v Remonstdy| ALl .l
Project | AL Paopectss vl Flan <AL Plss  +]

|Prcety  [Senvrce Descrphon [Stakz [Dun Dote [Remincir Dat[User  [Aszgred T[attachmart A
Noary  Flefaral Anangoment Not §tart (/2012 Aceen  AdTan Aet Ageeve
¥
1 Co-Brokers andoutside companiest hi s i s withum BOS6s Basic Set

ude:

Page-10 REAL/EasyVersion 17 Training



NEW: SOS- Documents and Service Coordination go Paperless

Basic Setup

| Add/Edit Vendor Information |

Vendor. Capital Signs VN V42303 | = |
Vendo Infomatinf Sevens |

:iiﬂff"l {Dus Dt = [ Dams =l |77 Elsf L Bl Status

I - Vv Nott

@ Ruew | AssgredTo |l U w] Desc| [~ Patw [ Inchade Black Dales :7 ; : ]
Assgred by | L Users  w | Taak Ir_-!LL Tabsy w| eruyldm.- - V' Oves

Proest [ AL Popcss w] Plan [ALLPans) ) ¥ Cong

Friosty | Service Descrpso
|2 Mertedd W3 Form

T Vendorsit his is within BOS6s Basic Setup for

customer s

Listings: Manage Listings |; Manage Listings |
ustingContract : 2210 North Grant Street (In/House - List Side) u

REAL/Easy BOS & v
Generel | Dovcgagte: | Dot | Phato | Agents/Conacts | Descrpnon / Fastises | Sousnsl | n.:‘ Sevvices | ’
| &4 Seoxch | [DueDae ~|[mose =] [77 Blw[77 ol St
—_— K : W Nt Stated

& Reet | Assgoed To [ ALLUstmn  »] Dese | [~ Paig W Inchde Bk Dales | 2 o0

Asvgnedty | ALLUserss  »| Tas [ALLTake v| Reeponsbily | oLl v | ¥ Dvmde
Proect | <ALL Propctss »|  Ptan [<ALL Py =] W Conplaies

[ TPierty [Sevvice Desaription [5tans [DumDals  [Rerester Date [Uswe  [Acsigrmd TolAllachesend | Sonice T &

Nowal | Cogy of Litling Convact Compieted 020272015 Adesn LCOORD D017 LC ol Copy ol i
| |Nowal watat Sign Comgleted (/0822005 Agmn BRANCH2 Intad Sig

InProgess  [02/212N% A LCOORD

9 Listings i for listing coordination, admin, or other company and branch level staff.

Services and SOS can be activated for a BOS user by the BOS Admin user.

Wi

t hi

n

|

B8
53 Be | REAL/Easy BOS HR Dept
— : [Hane = lt:-.« Gmd'ﬁndeqn]%mtﬂl

{ 0Q Advw e Prarerd

— - 7 Enable Trans Services Tab
[__Epable Lists ices Tab
[Jrcoomo Toraccton Coortie Comonn) ces Tab ') *

[ Enable Contact Services Tob

" Emable Company Services Tab
™ Enable CoBroker Services Tab
[ Enable Vendos Services Tab

Setup Users u

ASecurity fasdt CopnUseods® asmmagnd,het he

activated(checkedY r om t he new setup AServicesod tab.
tab for the area(s) activated will be opened for ysthe user.

In the example above, the HR user is activated to use Services to help manage the Agents and Staff séroicmtasks

store, schedule, retrieve, and report.

service

When t hi

REAL/EasyVersion 17 Training
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NEW: SOS- Documents and Service Coordination go Paperless

Further, for the service areas authorized, the user is also able to mhataamious Services Iltems and Plans within the
ABOS SeAfisepourity and Controlso tab:

Basic Setup ] Advanced Setufy, Security and Controls

User Access Operations Service Manager
Setup Users | Commission Templates | Services List |

Setup Menu Access |

Trust Types Service Plans ‘

User Interface Letters

* Forms and Checks ‘ Service Plan Names ‘

Page-12 REAL/EasyVersion 17 Training



NEW: SOS- Documents and Service Coordination go Paperless

Using the SOS app.

—— REAL/ asy |
o8 Software

The SOS app allows a user to search, update, view, and report on all service tasks. The SOS app is started with the same logi
screerms is BOS (and FOS) as shown above.

SOS startup will
show service
tasks that are due

"Today"
Service Manager - The Best Realty any = B

Due Date - [mA32M5 ff| w0 [MA13/2015 Status
= . . ¥ Mot Started
a Feset Azsigned To |<ALL Userss j Desc | [~ Patial [ Includs Blank Dates W InProgress
Azsigned by |<ALL Uszersy j Task |<ALL Tasksy j Responsiblity | <ALL> - v Overdue
Project |<ALL Projectss j F'IeyJ.cﬂ.l.I_EImQ j Service Area | <ALl Areazr  w ¥ Completed
Fricrity | Service Description Statuz f{Due Date [§eminder Date |User Assigned TolAttachment Service Task -
odside / TCOORL Adriin A0, Copy Recard Purch

TCOORC Admin Fecord Deposit

Service Count: 2
' Edit P( Delate Format| Standard A Preview | Preview AII||3. Wiew Attach| View Detail |

When an operator starts SOS, the app will st ar SQJapphisy s e a
designed to run by itself or at the same time the operator is using BOS (of FOS).

I f the operator works on any of the displayed servi

ce ta
documents, or add notes.

REAL/EasyVersion 17 Training Page- 13



NEW: SOS- Documents and Service Coordination go Paperless

Example -
searching any
date range

Exampie -
show all
status’
(5] Servitmanager - The Best Realty Company : New Customer Tour

] e L[Corombame ~] 12072014 [Hlte] 7/ LD Tt

~ Kot Stated

Example

; Qervic
& Rt Arsgred To [ALLUserss =] D [ [ Patd [ inckide Blark Datef | 25 all Service
Assinedby [ ALLUserss  w| Taok [cAlLTaskes _w] Responsbyy | cAle “|| = Ovedue

Proect [ AL Progctry w] Pl [<ALLPuns  w] Servicsves| L dest v W Compisted
Pricety |Setvice Dezcnphon [Siim [DueDale |RemndefUser  |Asngned ToAlschment Senace duea |Plan| ~
|| Nomat W3 Fom Complat 1270372014 Adin TCOORD ‘W4 Fom CoBlioker
Nomal  Chiictmas Caed Corrplete 12/08/2014 Admin Admin Crastnas Card Conact
: Nomal ‘W3 Form In Progue 121672014 Ao TCODRD  SHF WSpd WS Fom Coftiok.e
|Edwatd Brandy  Ucerwe Copw Complete 01/1722015 Drandy ol Lete Copy
o Nomal £cwaid Brandy - Compernahon & Not Stad 01/07/215 HR HR Compensation Agreoment Agent

a Nommal Tdward Brandy - SalesProceduss Not Stat 011120015 HA HR S« ocadans Agert. all featres
| |Nomal GOALS w/GM Camplete 01/12/2015 Ackren MBranch? Lrrwal Goal Seltrg Office are
a Nowal 115850 Woodnds . Hecosd Pusch: Em:mKZO’S TCOORD  Admn A0 Copy Aecoed Puchase Agees Tiancachon available
S Tasks are normally ordered by the Due Date
d - —
BEd | X Debte Format] Starcand 2 P | £ Provm 1| [ View Asach| Vi Detad |
User Admin Overdue Tasks |1

Examples above of operating the service/task search to locate records to view, edit, or report.

View service/tasks
assigned to user

8 ‘ Service Manager - The Best Realty Company : New Customer Tour

Gy Search CustomDates ~|  [12/01/2014 [|to [/ Status———— C“d?] column gtle o
- . [ Includs Blank Dat v Mat Started change oraer
ﬂ Reset #dmin ;I)DESC [~ Partial nelude blank Lales ¥ InProgress

W Task | <ALL Tasks> LI Hesponsiblity|<ALL> 'l v Overdue
Project | <aLL F'roiects>L| Plan | <aLL Plans: LI ServiceArea|<ALLAreas> VI v Completed

Service Description

Reminder| L ser Attachment | Service Tazk

Azsigned To

Service Area JPlar ~

.- & TCOORD |Admin A.0. Copy Fecord Purc =er 1| Transaction
Mornal | 11850 Woodside : Misc Docurner Mot Starl 01/15/2015 TCOORD  Admin Mizc Documents Reviewd Transaction
Mormal |11850 % oodside : Record Depos Mot Starl 0113/2015 TCOORD | Admin Fecord Deposit Tranzaction
Mormal | Christmas Card Complete 12/08/2014 Admin Admin Christmas Card Contact
Mormal |Managers Ot Mesting Mot Starl 03/09/2015 Admin Adrnin Managers Obr Mesting || Compary
High  |Review Year End Close w/accou Complete 01/21/2015 Adrnin Adrnin Feview Year End Cloze & Company

v
£ >
Service Count: B
Edit |>( Deletel mealIStandard VI F‘reviewl PreviewAIIllﬁ\-"iewAttachl Wiew Detaill
Above: example of user AAdmino searching only

f

or

ser vi
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NEW: SOS- Documents and Seine Coordination go Paperless

How to allow access to the SOS app for a user.

E Setup Users
REAL/Easy BOS

Privileges] Advanced] Services] Preferences]

Login ID ( [[cooro )

Name |Listing Coordinatar

User Level |E0mpan_l,|

Pazsword | xxxxxx | xxxxxx s

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

Dffice | 2NORTH |

Allow
the user
to use

Agent/Staff ID | |

Allow User to edit their own Preferences [

)
3 Setup Users
REAL/Easy BOS LCOORD 5 Help

General ] Frivileges ] Advancferences ]

I~ Enable Trans Services Tab

<

‘Enable Listing Services Tab:

<]

Enable Agent Services Tab

Enable Office Services Tab

Service
areas for
the user

Enable Contact Services Tab
Enable Company Services Tab

Enable CoBroker Services Tab

OO0 00

Enable ¥endor Services Tab

Last Logged In |

808

Allow Access To

v Use FOS [Front Dffice System]
v _Use BOS [Back Dffice System

X Cancel

BOS
t he

Above, use the
fServiceso tab

iSetup
services

User so
area to be

mommanidGéneeraho!l eaBOSFal
accessed.

REAL/EasyVersion 17 Training
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Commissions: Check Printing Changes to Post First then Print

Commissions Check Printing Changes to Post First then Print

With Version 17, the commission and staff check printing steps have been changed to inliadaility ref all check register

and GL database postirigrior, when a check may jam, or a posting error ocoarsio check waplaced in the printerora
database error could occtine operator had to reverse the check and start over. Now, with @figopsocessed first, if

neededt he check c gmisnitnepdloy ibne cfiarsee(Natefa usar mpst bie given thegoermissionbd re m.
print checks in Setup Users to do this).

Another reason the process has been changed is to help accderegdasts for more statistical information to be presented
on check stubs. By doing all data posting first, the check print can easily include YTD $ and award production figures,

commi ssion plan achieved | evel aficph atnh et on edxatt esop |,i torl etvheel oa
Commi ssion check writing is handled within the Transacti
Payo. Staff and Agent-caeammicksiwon tp aygymé mtrs adrl e ohidgagd exd nwi t
APrint Staff Checko.
Covessont | Deduosors
[Wikey Aulote l',o«h;
Dhach Date ' B Mg CAS
Bank Accounst |—|i_—-— AR
Comen Inln
Commizziom Plan Ao A
Comesem [e————
r———— et Balance Forwanl |
List Silu | 2 gre—
S, DR Pagmests Received |
Sell Side E 3 A==
el Chedck Deduction: !
Bt Sades ————
! Pending Deductuns |
s S Adj Balsnce Fad. | 3 0
Adhin Fee b

Cuniem Charges [
Tramaction Fee p e
’ - Cunent Balance | L LU
Oveniide |
Agpent Recovery| $0.00 | (Mo = Apply to Plandcot
Totel Emp Ded | 12500 Lot Emplopes Contibation 3000
Net Pagable |
FPaymact Typu
¥ Mo Check Duect Depast 7 Dosing Agest
FeasBuch] o Poull | o Nak P NoGLPou| 3 Cancel |

Both fAPost & Print Checko (button renamed) and the batc

REAL/Easy BOS new
Past Completed: prOCGSSIﬂg
ayeename: Wi Uferer Sp—
Eh};ck#: anoﬁle” ' step and
message

When the operator accepts/overrides the check number, or starting check number for a batch, all of the check register and GL
posting is processed first. A new message as above will apppdgrosting was successful.
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Commissions: Check Printing Change$tst First then Print

Print E

r Printer
Name: - Properties... |
Status: Ready
Type: OKICSTHn Following all
Where:  USBOO01 . h
Comment: pOStIng the
*T check is then
— Print range Copies -
rinted.
o« Al Number of copies: I'I 3: p

" Pages frcm:l'l_ tc:l— ! . _
' Selection _lfﬂ_Zlg_ﬂﬁ [T Collate

ok | Cancel |

When all of the check data posting is completed, the check is then printed with the standard print dialog above.

Note: if, after the check posting is completed, there is a printing prabkamerror or no check form in the printer for
example, the check can either be fiReversedod and Post/ Pri
Ch e c k o rirat witth ther peirder tool at the top of the view screen:

5 an a Pay Commissions Tran #. 9800003 Street S10 CL-FS Mendota Ave. Close 07/03/2014 - 8
REAUEasy B80S B |
hons [Nawe |[PadOane [Latsce  [setsim [towd  [Potediocn  [PametTge (004
Lioa  cewtoy 3 onG unw 0 W W N o
LICAT  Cutem Do flaubons 1000 00 00 00000 No o
CA)  WSE Senvice Fon om0 na NN
>
CAL N Dy '\m_ﬁ_ 103 Ny [
) Pried O -0 000! M ¢
e Priet Check
\ — 7411 Ny [
. Tt U &% . L B ton v £28.97 No oF
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Enhancements to Help With Teams

Enhancements to Help With Teams

Changes and nefgatures have been added to help with managing and handling of team commissions.

Above and belowgam names are assigned gsint h e i PlriedfterfeMdcd/oEdi t Teamséo

REAL/Easy BOS P Heo

TeamiD  |TesmNome | Team Leader | ﬂ
A Town Aubernr, Wiy
2 The Redl Estale Fros dPacque. Hedda

o A )\'Qdu.| B Cloe

Each team is assigned a team leader.

x

REAL/Easy BOS &P Hebp
Team ID Team Mame |Team L eader I ﬂ
& Teamn Auferer, Wiley

2 The Real Estate Pros dPacque, Hedda

REAL /Easy BOS x|

Cannot Delete - Agents are assigned tao this keam
Edward Brandy

Eileen Farwards

‘iley Auferer

‘illie Meedham

=l
r
g Add ¥ Delete B Cioze |

New Team names cannot be eleld if any agnts are assigned to that team. Before deleting a team, each team member
record must be edited to remove the agent frontetie.
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Enhancements to Help With Teams

Setun
| Batic: Setup | Mdvanced Setup | Sncusty and Controls | Tools |
Step 1 Step 2
Conpary Inlomastion ’ C ASSER Ageres b St ) AJE St Main Cortacts l
Add ! Edt Oifce l — Add/Ed Commession Plans ASVE B Verdod Indomston \
{opAonal)
]
REAL/Easy BOS &P Hep
Gy Search | Name | I~ Partial Office | <ALL Offices> =l
] Reset ID| Paosition | <ALL Fositiorss> | Stat
Type |<.-’-‘«LL Typesy j
Search Mame
Auferer, Wiley Al
| [Brandy. Edward 2 OFFICEZ  Active  AGEMT [414) 2222002 |( ] Brand
| |Fomwards, Eileen 22 OFFICEZ  Active  AGEMT [414] 222-2202 |( ]
| |Meedham, wilie 27 OFFICEZ  Active  AGEMT [414) 222-2700 |( ]
Above: fdmaaditiontbdelp the admin stafflentify and maintain information on team membé¢ng

agent and staff roster maintenance program within Basic Setup has been expanded to allow a search for members of
afifearmeg.jus agents who are members of the AA Teamo.

I @ Agent: Wiley Auferer 26 - _’_(J

Agert Infomasa Corliernal | O wons | Agect Acccunt | Advanced | Demogaghics | Photo | Notes | Semicss |
BoardLicenseMo. 1 | LicenseEwpiy1  [1031/1%3 [ Type| =
Bowd Licens No. 2 [ LicenseExpiy 2 [/ Bl type| =]
Social Ins. No. (2675515 Wilkhold G5T ForAgent [~ Buthon [T 011550 Y|
Comm Info {

Chargs Conmnisson Plan | fn/a [®  sinvam [ aeign O Piaos |

| lulﬂnSM'm Incr. Plan End* 12/31/2006

Prior Pesiod Plan Stant [01/01/2005 7] Prioe Par. Plan End [12/31/2005

Awazd Plan [MNone> =] GCIIAI Dveside T |
Roceive Agent CA4 Ovenide | of Anothes Agents | +|
Receive Mgr. CAS Dvenide | of Transaction totel | 7|
Tax [ Seay u
AgentinCorp Date | 7/ || AsemComFead ||
Inc. Name For Checks |

'm;ms .

IA Tean Y I Side Ud’nl 0400 Side Share tl @

Note: if the agent/staff member is the team leader, this will now be indicated on the Confidemtitil thb label
ATeam Leader 0.
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Emancements to Help With Teams

Assistance for team commission entry.

B Transaction No: 9800010, 1550 Turnover Circle, FL-FS, Both Sides, Single-Office, PENDIN o “
Propesy | Demogaptecs | Lesng/Seling CoBioker  Commiziont | Comacts | Trust | doumal | Noteses | Lising Notes | Servces |
ﬂecat\l@e[ummw‘ am* 100 ?} Temghate [Oeiop Apch & Terpise
@ & -rcnehis A [ 210 ] SatePrice | ST

() GA » Commacsion Auss AR Date Posted =

Ofkes GO (OFFECES

Ofice GO [OFFICE2

In most companiesateameagt r ecord, or the team |l eaderds record i
to be paid to the team using a team assigned commission plan. When this method is used and team members are paid
using override commissions a new convenience hasdutged to help.

3 Agent Commission Entry

Commigsion Worksheet | Allocated Incomes I

Mame Auferer, Wilsy - Mar [Z.ASI
Role |ListSide | Curr Team |2 Team

Office | oFFICE2 ~|

Comm Info I

Current Plan  |n/a 0 [ Exclfr Award Calc
Plan For Trans. I 5 level plan 10k increments ;I 0

Agent Splits On |Net AGCI 7|Less | 0% I Lock/Manual
Comment I

% Calc From Unitz ~ Enter Yolume |

Units Yolume Het AGLCI Agent X Commiszion
List | 1 $338,100.12 | 4078848 | B0OD% | g53m4 a4
Sell | 0| $0.00 | 00 [ 000% | $0.00
Total IW Acct # Im Im
Admin Fee Acct# 6260  ~| | 000% | $0.00
Trans. Fee Acct # |432EI ;I I 0.00 25 I £0.00
Bonus Acct® 5040 ||  000% | $0.00

75 Insert / Edit | I $0.00
| $5,384.24

o Save | > Becalc. Commission | Y'TD Statistics | X Cancel |

Above, the team commission is calculated and the next step is to pay out override commissions to the team members.

Met Commizzion Bank
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Enhancements to Help With Teams

Irsert / Edit:

Overmride

Commi ssions for team members are paid with AOverr i

des
Commission Wdksheet.

Agent / Manager Override Commission (Auferer, Wiley - List Side)

Mame |Role  [office D [ Listz|  ListSide| Sell | Sel Side Tatal| A
List Side |OFFICE2  0.0000

[

Add Override Commission Wizard

Agent I Brandy. Edward ﬂ [~ Tem [~ Emp
) Fuiferer, 'wile 26 OFFICEZ Active  AGENT
Office Brandy, Edward 2 OFFICEZ l&ctive  [AGENT

Forwards, Eileen 22

OFFICEZ Active  AGENT
Needham, Willie

OFFICEZ Active  AGENT

Role

New Pghcentage
Only A Team Members
= 7 = T
v
£ >
A ‘. Edit | ¥ Delete | ¢Q0ne

Above: now when the override is to be paid by a team leader or agent, the override entry commission screen will
have an AAdd Team Agent o button that should be used t
i n the A AGCohmiBiereWizard d d downpselect list.

This convenience was suggested by brokerages who have many teams and wish to assishaadccurady
commission entry staff.

Commissions:New Add button: Add CA4 Team Leader- Helping entry of team commessions

$ Trmeaction v 300027, 1008 @ LALS Strent, 1L, B

e oL T EE
Prigmey | Dewogaptes | LiawgSetng Coftaher  Commiteninn | Comtmott | Tast | Snant | Fotwies | Linteg Mitne | Savmes |
mu——-l A | 120 =] Templete | Ak » Templote
W+ tocome Ave Ao =] ke e |

() CA » Cimwonsn Aese MMM'
Awa | buen Oce Lt X Lit Sde] SelR] S Tolet Aoct|| s
CAL  Edwand Baandy Sl  OFFCEY 6000 SO0 A0 000 BR800 %)
CAL  Fibno Py TS OITRLT 0o 800 €100 M0  NY000 %)

A

o114 o
AL AL Oifice Gt Commsion | AQICA1 Coliubn | AN Ewme | AstOSFmit T BEe
A CAE S CAL My Dveace] X Gwiele

NEW entry for use with
team commissions

REAL/EasyVersion 17 Training Page 21



Enhancements to Help With Teams

Add CA4 Team Leader

A new agent c¢ommiAddCAdTeamdeatleny huatst dbeenfiadded to assist co
commission plans for a team leader, and then, distribute the commission to the participating team members using overrides.

G" The ool Estate Proe @

AL N
0 oy
w Hay & sate

The first step is to select the Team to be paid.

7 B
Team |The Rieal Estate Pros = leader is
Agent | dPacqus. Hedda = m‘ automatically
Dffice [oFFice2 | selected
Role | el Side =

List Units I a
Sell Units I 1

x Cancel |

Above, the new feature will select the team leader for the operator for the CA4 commission entry wizard.

[$ oot commmominty x
Conriszion Werksbmel | Alocsted incomes |
Name | Pacque. Hedda 1) My CAS|
Rols " Curs Toam | 2
Olfee [tercz2 =1 Fou Toans | The Fesi £ staln Pros =
Comminfe | [~ Exel s Plan Cale
Cuetert Plan ~ [PaniB [F7 I Gt Awasd Cale
Plan For Trans. | Srigko 3 leve tlon = 0
Ageent Splits On |Nee AGC1 Lo | 0% [ Lock/Manual
Lomment {
(= Cale From Units  Emter Vol
Units  Volume NetAGE!  AgentX  Commissien team
List | ol | 000 I 0w [ omx [ 0 - commission Is
Sell | [ T | 90w | mek | siwEx C""_—‘_—- calculated
Totst [THh0mW Acct# [ ¥ | GRS
Addevers Fiewe Acct#imse = | 0wk | .00
Trans. Fun Accim [ =] [ cwx | $0.00 commission
Acctuloeg  ~ [ ow% | i is split with
Overmide .‘h«meq ) & e team
e members
Commizzion  Bank | 1100 > $100£01.20
- I using
[l 3 gecs commsicn | YTO Stulbaics X coresi | overrides

Above: example team calculation performed on the team leader relEacthtéam has a desigted team leader).
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Enhancements to Help With Teams

To assist operators distributing the gross team earnings
enhanced.

Agent / Manager Dverride Commission {dPacque, Hedda - Sell Si #
Mame |Role  [ofice D | Listsz|  List Side| Sel 2| Selside| Tatal| = |
| Sell Side OFFICEZ  0.0000

Add Override Commission Wizard |
Agent ﬂ [~ Tem [ Emp
) Bootz, Betya 23 OEFICET Actrve AGENT
Office Erandy, Edward 2 OFFICE2 Active  AGEMT
R dPacque, Hedda 7 OFFICET Active  AGENT
ole
FPercentage

= L v = T
/ ] B
By Add {igdd Team.&genti) 7= Edit | ¥ Delete |

Above: when the new fAAdd CA4 Team Leadero a&ntnew fiAAddsEaar
Agent o0 button. Using this button can help the operator b
commission.

@ Transaction No.: 500022, TO00 W 14th Street, FL5, Both Sides, Multi-Gifice, PENDING, OFFIEEL Aol x|

Propety | Demographics | Lsing/Seling CoBioker  Commsacns | Contsces | Trus |qu~|m‘gm| Sarcer |

Recelouse Conriascrs AR 10 =] Templatw [T AosysTeng |

W Incote Arss APt |20 | Sele Price (RRULITELAR
() ©A » Commssion Ayms AR Date Posied

Edeamd Brarely OFFICE1 & 550 3550 00 S040
Hedds Pacque SelSide  'OFFICE2 100807, 202040
fiwtps Boctallvenids - Facogm Hed Sel Side  OFFICED '] 40240 &5 S040
Ecmard BrardiOvende - dPaogue +Sel Side  OFFICE2 o0 | 28048 402480 &2 5040

Example - completion of team
commission calculation and
team member splits.

Add 1AL mlh:-ﬁmzx(:—-hﬂanl

L33
X Deobe

Above: example of aompletedeam commission and splitine mb eagminissions for the sell siadd a transaction quickly
entered using the new AAdd CA4 Team Leader o button.
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Signatures on Commission Checks

Signatureson CommissionChecks

In BOS. In Version 17, there is a new option to assist the operators who print the commission checks.

Basic Setup l Advanced Setup ; Securty and Controls l Tools l

User Access Operations Service Manager
Setup Users Commiszion Templates ‘ Services List ‘
* Forms and Checks ‘ Service Plan Names ‘

Setup Menu Access ‘

ﬂ
REAL/Easy-BQS & Hep |

Gener&l Privileges Ihdvancedl Servicesl Pleferencesl

[~ Block Print Transaction 5heet
[~ Block Yiew Transaction Commissions Tah
[~ Block View Transaction Trust Tab

[~ Block View of Agent Confidental Tab
[~ Block View of Agent Account Tab
[~ Block Yiew of Agent Hotes Tab

[~ Allow GAL Tran Edit
[~ Allow GfL Tran Delete
[~ Allow Trust Tran Delete
[~ Allow Commission Check RBeprint
Allo omm_Che emize Billing Deduction

[~ Allow Comm Check Signature

ow Trust Legacy Heports

[~ Allow Reverse |A Batch

XK Cancel |

Some customers have twhbeck format$ one that prints checks with scanned signatures when the bosses are out of town,

and another that prints regular checks that have to be signed when the bosses are present. Instead of having to change the
check name i n sencdurQhteyc kssedt,u pt hiieFyo rcnrasn anow be setup to rece
or not.

To enable this option, two steps are required:
First, work with the BOS support staff to alter your agent and broker check print program to accommodfizdéutiais
Secondf or each operator who is to have this option, edit
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Signatures on Commission Checks

How Signature choice operates:

Past & Print Check

When a commi ssion check
the n

about t o b etheopdaratot vellde promgtedn g
as shown below on

i s
check number o wizard screen:

Mext Check Mo.

Commission Check for: |Edward Brandy

Check Date: o2/0d/2ms e

Starting Check Mumber: |[LUIE Company General Account

\I:[int Signature ¢ Mo  Ye:

Next } | x LCancel |

When this option is activated for the user, and an agent or broker check is to be printed, the check print dialogh&ill have t
added APrint Siganaturwdl thbecé@Nodhe def

[ Then for Crystaif the operator has the privilegassign string?aramCheckSignature
(If operator does not have the privilede not assign the Crystal parameter item at all

fiYo or fi No

1048

0871272013 $358.35
Two Thousand One Hundred Twelve and 71 {100 Dollars

BetyaBootz /) :
P. O Box 345 UL Y
West Allis, WI 524000000

Above: an example check withe signature printed by BOS.

Technical Notes:

1 If having BOS printing signatures is a new feature you wish to add, email a scanned signature to BOS support staff.
T For customers who program their

wi || be set to AYO or iNO .
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Itemizing Billing Deductions on Commission Checks

Itemizing Billing Deductions on CommissionChecks

The BOS agent commission check processing feature includes an option to deduct a specified amount from the gross earnings
toreducetheagent 6s billing account balance. This is also calle
brokerage covered for the agents and is now getting paid back.

Example Check Stub: Lump Sum Recovery

Total 5T4.11
Transaction Fee 50.00
Overmrides 0.00

( Payment on Account 52.00 >
E&O Fund 33.0D
Net 409.11

Currently the recovery is entered as one lump sum that is posted as a credit to the agent AR account. When the check is
posted, the agentds AR tot al bal ance is reducedingsy the a
amount, the lump sum AR recovery deduction, other deductions and the check net amount.

Example Check Stub New Itemized Recovery:

Total

Total 57411 NEW: individual current bill items
Amount can be selected for recovery
printed here (deduction) on checks

Transaction Fae ED.0D

Ovemides 0.00

( Payment on Account 82.00 ’
E&D Fund 1300 Payment on Account Detail
- .. NEWSAD Local Newspaper Classif
Net 400, MLS MLS
With version 17 there is a new option to select individualt er ed bi |l I items to be deducted

commission check. The selected items can be listed on the check stub explaining the total payment on account. When the
check is issued the amount and account of each bill item deductedy(asuakpense) is posted as a credit.

Agent Billing V17

Cuwent s View / Edit Billing Log - B n
3 Agert B101 ERAgeris Uit pEALEasy BOS L 102
R T - O
( Edl Cuntert Log BIOZ '}m Agent Name | Paccus Hodds = Ofica: <ALL Offices>
Besett

Baling ltom L OALL Ihermss -]

Ecdwr Cunverd Pagmert 104

=l

v o henLl tem Desenpon
Fyccpm Hmhls ' D |Lucd Newinap
14 dPacgue. Heddy BLLED 0 POSTAGE Podlage

| ara/2014 Pacoue, Hodds BILLED O NLS MLS 4700

- =
{Amcunt

$35.00]

Wrlerast Charges 8505

View Cusverd rvocs 8108

Soited 4! ] +]

Print & Post Imice 6107 } wfes: | PES | X Deiete I &z’mln-ocej

The following pages show the steps to itemize billing deductions on a commission check. Above is an example of items in the
current | og for agent déPacque. Onl ydugtiotnems i n the curren:
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Itemizing Billing Deductions on Commission Checks

B Ciose Transaction - 8
REAL/Easy BOS v |
G seach | FromOougDake [PNF2M4 BN] To [127302014 ] B Pay Commissions Tran #: 9600003 Street: 510 CL-FS Men. ~ = [EEN
i aee | susertiof Shoet Narve] [ Paie Prseiel  REALEasy BOS A |
Trenw©f  SEO0000 ML Mo AEALEsmiD | e | Tivms {Hore [PadCow Jasae [omtside [Tow | a
D] CLOGE0 ] Ofce  [<ALOfwan w|Porect | <AL Paarc v] Agaet [ ALL gared | JCAI CENTURY 21 NG 1219 T
T y A1 Cuten, Dredd Frashon 2000 00 0 Mmm
kot o | (& Kot = PPN 10 NP AR
| Towr Mo | FEALE aup LML Mo | Proghiane| Stwet o [Shest Nare  [iickg | Unét o[ Ststin [Closng Date
= 00,  A8W AW
LA Echamd Brancdy 00 1000 Wwam
4 RYOU.Brm a0o man s
< a4 Cown Ciomn am (2] 89
v
< »
Dlosing Slep 1 B 2 Pock ARMP| 3 Tusthest | 4 ‘m e
5 L& l l l Hecests .. W Brepass toe Parbg| Coves o okt | g Rerverre I & Y Irnoce
8 o | 2 pobtn | A ATP| I vt T Siwet | [, Prmismns TSt 8 P ] Browem G| Lt T i g 0o |

Agent commi ssions are paid within the Close Transaction
Printingd button to begin the pay steps.
Prepare For Printing n
Back Office System
Paeos Mo [Hido 05
Close Date  [070007 14 Ir
Today's Date | A NEW
Check Date  [07XG/A M4 E
Gwom [ U B Y
Net B | X Lawe
To itemize check bill i ng dedufclttieomisz,e 0s.e | eTcot etnhtee rn eaw |fAuRMepc
versions) select the ATotal o option.
B Agent Commission Check m
C | Dessoction{] mamen Rocoviy | ) NEW: screen for
A\ - e
[Heodda dFacque ‘ﬂ‘{ | billing deductions
Check Date  [Urszame P [OFFICE Mor CAS |
Bank Account [ 1110 AP
Comm Info |
C—nmlﬂu[‘ 5 Agom Aok
Comment | = ——
s I : l 37 Balance Forwamd |
G [ TN R Payments Received l‘ —
Both Sides [ $574 91 s }_—‘1_
— Pending Deductions $0
s i Adi. Batance Fwd, | L
Admin Fon [ 00 T
e 0 Curvort Boloncs | 81705
Dveeiide [ 100
Agent Rec I,f $200) chonm = Apply 1o PlanAcet
Total Emp Ded | otal Employes Comtnbution $000
Net Pagable Han hemize items entered will be
Payment Type totaled here
* MNomal Check: " Duect Deposit 7 Closing Agent
& Poot & Prvd Check | 92 Postiogoch| o Pougry | | % come |
When billing item fAltemized is selected the detailed com
appears for entry. On the Commissionsthbet A Agent Recoveryo item will total the
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Itemizing Billing Deductions on Commission Checks

B8 Commissian Check
Commsrsions | Deductork M Becirny | ‘
INee S —
L 131 View / Edit Billing Log - o IEl
REAL/Easy BOS e |
Date of Entty | Agert [Type e No RerlD  |item Descapicn |&moant  |P&
07NC/204  (Pacaus Heda  BILLED 0 FOSTAGE Peatage £55.00
07X0/2018  Poacque Hedda  BILLED 0 MLS MLS $47.00
oo | X gee
Agent Recovery $000 | <Non=x
Total Emp Ded | TS50 TotalE
Net Pagable 1] =
Payment Type
@ osmal Chock  DiectD L. J
Sefect fdd Eau * Dol
2 Post & Prrt Crech | g Fost o latch | g@ wew | s | X o |
Above: from the I temize Recovery tab, c¢click Add to vi
the check, highlight and click fiSelecto.
B Agent Commission Check

Eommissionsl Deductiol  Itemize Recovery |

1 1
Ereserimtior AT

By Add | . Delete |

|~ —
\_Agent Hecovewl $35.UUJ)None> LI Apply to PlanAcct

Total Emp Ded I $35.00  Total Employer Contribution I $0.00
Met Payable I $45411

Pay t Type
[F Hormal Check " Direct Deposit " Closing Agent ‘
Eost&F’rint Eheckl z Post toﬁatchl z Post Only | qf tark Paid - Mo GL F'ostl x LCancel |
Above: the selected item is shown on the Itemize tab and

B 4dd |

Continue to add more bill items as needed.
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Itemizing Billing Deductions on Commission Checks

8 View / Edit Billing Log -8 -
REAL/Easy BOS & o |
(. arm; gt iTypm L.-. No | T lmu __n

I " dPacque Heds  BRLED 0 POSTAGE P T

rmmu ez Hedds [BLLED (WL I rmm—

I - :
C/;....r..)) oftds | Bid | X Detee | & wimoce | @l Doe |

Above: another current billing item is selected for check deduttmnly items not already selected are shown.

oy

& t Commission Check
Commissionsl Deductiond  |temize Recoveny I

........ P Delete
Agent Recovdiy $82.00 ) <Mane> ~ | Apply to PlanAcct
Total Emp Ded $35.00  Total Employer Contribution I $0.00
MHet Payable I $407 1
Pay t Type
’75" Normal Check " Direct Deposit " Closing Agent

Eost&F‘rint Checkl z Post to Eatchl z Past Only | Q/ Mark Paid - Mo GL F'ostl x LCancel |

Above: selected items listed and are totaled.

When completed with itemizing billing deductions, the check procesamgmoceed as usual with Post & Print, Post to
Batch, or Post Only.
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Itemizing Billing Deductions on Commission Checks

Fayes  Medda dPacque T Check OCam: 0270329 Chock No 20042
Agent Commmmen  Sell Side Agent Ottce

S Nencous Ave

Above is a sample of the check stubs avail abl e i ftubt he it
(so the agent can see what the deductions paid fa®gnwhe version 17 upgrade is installed, new check printing programs
are installed and available for use. If your check writing program was custom built, contact the customer helplinethe add in
itemized list feature for your check stubs. Note for éxiample there was also a $50 transaction fee deduction and a $35
E&O fee deduction.

A Note for the A/R department:

Taget | Jiking! & Se 'u»-;".v..ﬁh:«)-; o) Payatic | ¥ Diomtd Ladow |

Zewd v Feomt thamy Prokad ~ o

The Best Realty Company
New Curtomer Toer
Hokis Comars. W1 63930
e
Telep2one $00) TAL. €42 Invosc e Date Qe
Fax ) Duw Date OTRN914

Hedda dPacque
300 5 Warhingten

Miwsckes WIB2300

™ Ll EFLE I Amaynt Faymarn Balanie

Totals Hetla £5»

When the current log billing ites are itemized on the check, and the check is issued, BOS will post the items from the

current | og into posted billing history. To do th$s, BOS
account. The property address for theudzithn total is noted with the total amount of the billed items that were paid. Use
AReprint One Invoice R7160 i n ighe evoidesnumber isaoped onthe chécbstub.i e w t
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Itemizing Billing Deductions on Commission Checks

A Note for the accountant:

When a check is prted/paidthe GL posting will include the recognizing of the expense items that were itemized and paid as
deductions. The example GL report includes this accounting along with the normal GL postings for commission checks.

G LA LW siC TozslD Rt TNz Due Decrgoize Cwin Treia Nu OfcaD T

AN A #0000 N4l T . THMG g wry <1 OFERI A
Commiwos Tram &Y
ARCom L &om Taw
1390 WOT ATTAD 3000001 041 OTAIINE T Hedds Sacqme $0 0C S300) CITIEEL Ace
AY Coxs e bem Jalm

241 19835 Hedds Sacgae 000 As=
14 Nie 4 Asx
w 07 25 2ie Lacl Yewgaper Thaifus A
A% Auccute Sding
""" ASCAC  ImD0Om e 0Tas 3508 £30 fued 24.00) WIS R As
Acssws Prvate
A5 Tommtim Toes huse
0397 ATTAS  #500003 N OTEIINA T Hades Sacgee 1741 §7411 CIFICEI Ase
AP Trsiacece Come amces 74
A lng - 4w
ALD F800002 ET) TARNA Lol Mewipuper Shuifng 4320 33.00) CITICEL As
Aterminrg - andind
WLE Tens
ALS " L . ¥ILEI Aex
LEFous &

Circled above aretheGLeni es pertaining the itemized billing deductic
are credited (recovered) using the check date at the same time the A/R account is debited and cleared out (e.g. acct 1210).

BOS Admin user Setup:

i
REAL/Easy BOS &t |
General  Privileges |Advanced| Servicesl Preferencesl

[~ Block Print Tranzaction Sheet
[~ Block Yiew Transaction Commissions Tahb
[~ Block Yiew Transaction Trust Tab

[~ Block Yiew of Agent Confidental Tab
[~ Block Yiew of Agent Account Tab
[~ Block Yiew of Agent Notes Tab

[~ Allow G/L Tran Edit
[~ Allow G/L Tran Delete

[~ Allow Trust Tran Delete
—_Allow C. izzion Check Bensint

[~ Allow Comm Check Itemize Billing Deduction

[~ Allow Trust Legacy Reports
[~ Allow Beverze |IA Batch

x LCancel |

To erable itemized billing deductions a BOS user account must be authorized. This is handled by the BOS Admin user by
¢ h e ¢ KAllow Gomin Check Itemize Billing Deductiod wi t hin the userds fAPrivilegeso
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Enhacements to Commission Entry

Enhancements to Commission Entry

. ~10ix|
Pem|0mydm|u~wsmmm Cmm]cmmllw |m|m..|mum|s-m|
wtmml AIH'I 20 | Templale I” N mﬂwl

@ 1 - tncce bees NP'I’.HO l Sale Price |
() CA = Comesiszion Asea AR Date Posted [

226000 00 |

6500 'OIU)CU 7410000 %040

85500 00

new entries are available and outside
brokericompany entry enhancements

oty of

(Add 101 Otfice Giross Commirsion | AdACAI Coicker | AddCAzBoend | AdscarFanitTep ) BE® | ‘

A number of features have been added to the Commission entmsheetscreen to help improve efficiency and
convenience.

Add 1A1 Office Gross Eummissiun|

Revenue for each transaction is entered with the AAdd | A
x
Income Type / Role I Qffice GCI j NEW: use for

identifying

List Side % | 0.00 commissions

List Side I $2.500.00 rECEIVEd for

Sell Side % | 0.00 / outbound

Sell Side |—$uun referrals or other
broker to broker

Total I $2 /00,00 business.

Overnide/Bonus

Override I
4 Insert / Edit | l-:S?dtO add an
&  outside company
@ker 2 ferrals v Add Edit b or edit existing

For revenue received from tside brokers for a transaction, this company can now be identified on this screen with the
ABrokero entry. Further, if the broker is a new company

this commission revenue.
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Enhancements to Commission Entry

Add CAT Co-Broker | Add CA2 Beferral | Add CA3 Fran/OFH Top

Outsidecommissions, fees, and allocations are entered in the three commission area worksheet rows.

x|
REAL/Easy BOS
Company/Payee m &ddl Editl
ee Type / Role IHefenaI j Add |
Comment | ]
List Side % | oo | 0.00
Sell Side % | ooo | 0.00
Total | 0.00
I n these version 17 entry screens the entry order for t

to that shown above. The Company/Pageaker is now entered first.

& CAZ Referral |

REAL/Easy BOS &£ Hep
Company/Payee |Lutz _) ﬂ Eddl Editl
[ - HSF Raoyalty Ok HSF Raoyalty Ok -
e s ol [1 - HSF Service Fee HSF Service Fee J
Comment 414] 555-4321 Ivva Bier
Lutz. Shenat Beterals |Faomest Lutz ,J
List Side % [414) 5552771 MKE Attys Milvrauke
. [414) 555-8911 MKE Tite Milwrauke:
Sell Side % [414] 5550068 0. F. Koss Realtors 0. F. Koss Milwsaule:
Total [414] 888-9]999 PREA Service Fee PREA Service Fee Brookfield:l
| mmedi ately after opening the screen, the operator can b
The highlightedrecord will be placed in the Company/Payee entry box.
(@ azreferal x|
REAL/Easy BOS &3t |

If the Company -
Broker record has a
"Role" assigned, this
role is also placed on

List Side % [ om | 000 this screen.
Sell Side X | oo | aco
Total
Further, if the companigfoker record has arole pges si gnh e d, it owi | i mmedi ately be as
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Enhancements to Commission Entry

Note regarding [ e s oo soamy o ot 1o |
pre-entry of St 1 g 7
outside Cinpoyiaasin | . e | n |
brokers and
Z aitatne | i AsetaComen P | A et bt |
companies — e
companies can be pre-
entered
x|
Mwlmw'mmf_-lSWI
Broket Code |‘V'”- Res. Phone II ]
Broker Name Fomest Ltz Buz. Phone ||m|995c@ao
Company Nome Lutz, Shenat Retesal Bus Ext I
Steot 111 'W. Broadway Cell Phone || |
Unit Fax |I |
City Mawoukee 1 Tl T a default or most
common fee
State/Prov. typelrole can be
PC/Zwp assigned here.
Tox /224 Office Noew> .
Above: Brokers, outside compani es,

be

and commi ssion expens

assigneded hferi o motwinieRdlERtabbef VEherethe ceeosd is added to a transaction commission, this

role will replace the default role in the particular commission area (CA1, CA2, CA3).

B
REAL/Easy BOS
Company/Payee | 3

Kn!mlmluwu -] !gul
Connet
Lo R

sensy REALEasy BOS
Total

MNew Beoker 1D

sl |

1572
X Gl |

X

In the above sample screen where a referral is being added, dntipausy / payee broker is not in the list, it carAoleled on
the fly within the commission/fee entry screen.

@ Drcher Jotm Anderson 15719 Company: Best Refocabion x

sk ndoerabon | Broke Accours | Notes |

Bioker Code 555 e Phesa k1.

Biokec Mamo e drden s, Phone fasmemse

Eovpam Nowe — EciFoconn—— Mus b

St [5eea 5 100 Ave Cot Fhane -

Unit [ f= A

iy [FiseiComms  ¥] Emel |

State/Piov. ' <] Wb Site —

iz ET] Aubsenictatn e
BE MiSNa j——————

flale 1 Ao Nebaeh Fo _-J)Lsrlmz [ —

Tsuw 1099 T BeaMe =

Tax f_—__ Oticn MNrnw -

(v D X Corerd | \

Above, the new company record

S

p r eapdaat cerdpletiofiistbavédu di ng t he
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Enhancements to Commission Entry

X
When new record is
REALJ/E BOS £d-d
asy — "Saved", that

company and role are
placed on the
commission screen.

Company/Payee |{2E5:

Fee Type / Rale IHeIo Metwork Fe 'l Add |

Comment i

List Side % | ooo | 0.00
Sell Side % | ooo | 0.00
Total I—DDD

When the new companyg saved, it is immediately placed on the commission entry screen. Further, if the new company has
been assigned a default role, that is immediately assigned to the fee type/role for the commission as well.

@ Tranemtisn Na.: SO0022, TADS W 1 4th Straet, 1L 1S Suth hew, FOVOD e 218X
Frogury | Devegratacs | Lisng/Selleg Lo ook Commmrsans | Comacts | Tunt | Joumad| Motares | Lusing tokes | Sarvices |

Necakodage Lomwaizne AR | 1000 ;] Templote | uolml
W = hrcorn A AP | 2110 x| Sale Price | ' 1
() O s Commasran disy A/R Date Posted ‘

Fhet Netwos DFRITE

Edwand Brondy el S OFALCEY 939000 000 0 SSEL0.00 040
Elwnn Formeds Seliee OFFLEN Q00 8500 BE4T000 5043

s1:1 of |
ALIAT fiico s Comanssion | s01Ca1Cofvbn | danCaztiems | asitasreorte | Ria
AGITAA - 8geed Corm | AGSTM Teoniaades | AM1TAD My Ovectts| X ioke

Above example: the relocation network consios entry is completed and the Commissions split worksheet is recalculated.
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Expanded Outside Broker Commissions to do Direct Deposit Payments

Expanded Outside BrokerCommissionsto do Direct DepositPayments

Many companies, moving to streamline transaction closings and become more paperlesbyqlesrsaeferral companies,

and other outside company commissions using direct deposit. To help, version 17 BOS includes new features.

L

Step 1

Corepany rdomancn l

Add / Eck Dce ‘

AT 3 Chat DI Acconres |

(ophonnd)

Baz Selup } Advanced Sotup - Securty and Controls | Tooks

Step 2

Ad/Ed Agerts & Stat ] AdAES Man Contects

-

Add/E dt Cormssion Plam '

Aod/E de Vendo Inkomation J

|

{opsonal)”

< Add/Eck CoBackens l ’

To enable directdeppst pay ment s, payment account information-is
Brokerso.
8 Brokac Snley Drewd 100003 Company: Cutten, Dresd Realtors u
Buoker Wlomatiod  Enoker Sccount ! oes [T | Senwees
s I Expanded 1o
6L Account Numbes | handle
Bank commission
Routing Nember payments 10
Account Number outside brokers
Acnaunt Type Chodking A and companies via
Rank (AP Vandors] | <None> |
Comen Expense -
Pagment Type
" Nosmal Check * Duect Daposit Closmg Agent
s _X G |
Within the Broker record ABroker Accounto screen, t he

ent

it

commission payments toglcompany. The routing and account numbers must be provided as well as the account type. To

assi st the «cl

osing department,

set the fAPayment

Typeo

to

operator who is closing the transacsand paying out the commissighsvi t hi n Cl ose Transacti

on Cc
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Expand CommissidPlan Transaction Deduction Options

Expand CommissionPlan Transaction Deduction Options

The ATransacction Feeso option within

Commi s sdédeducteB| ans d
from the gross commission split calculation.

Add/Edit Commission Plans 13 100% -10% TFee M50/S
REAL/Easy BOS @ Help
Plan Name |100% -10% TFee M50/5 Plan ID | 13 Status [Active v| I House
Split Schedule]  Transaction Fees l
Tran Fee Descnphion Tran Fee [ Tran Fee [%|Fee Expressed A baximum ($] [Max Per Tran ~
u 10% Tran Fee Of MAGC! Max 50 i

<

fidd Fee... Edit Fee.. ¥ Delete Fee

Within a commission plan definition, the optional ATrans.
commission calculated from the Split Schedule.
Add Tran Fee
Back Office System ﬁﬂeln
Select Fee Template [Optional)
| 10% Tran Fee OF MAGCI Max 50 -]
Fee Amount
(" This fee is a dollar amount.
| $0.00 | $0.00 r
(* This fee iz a percentage.
10.0%
Expressed As. ..
" Percentage of Gross Commission Income
" Percentage of Adjusted Gross Commizssion
* Percentage of Net Adjusted Gross Commission
" Percentage of Agent's Share
" Percentage of Company's Share
to Plan Period max of | $999.959.9359.00 OR To Maximum |+
Per Side max $50.00 OR To Maximum |v
of Save X Cancel
The transactionfeecalaut i on has been expanded in the fAThis fee is a
calculated as a percent of the income allocations to the
Now limits can be specified to thean fee.
First, a total amount for the APl an Periodod can be speci

record with the Incremental Plan Start and End dates.

Second, al so an option, i dtolanitthetransactdmn fdedfor apartichlar agett at can b
commission. In the example above, the transaction fee is to be 10% of the allocated NAGCI, but limited to $50 per side.
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Listings/Contracts: Team Assignments Added

Listings/Contracts: Team Assignments Added

When listing contracts areentered,dt i ng agent s

ar e

assigned

on

t he

into an transaction accepted offhe agents are inserted into the transaction Commissions split worksheet.

Add / Edit Agents To Listing (In/House)
REAL/Easy BOS &3 Heo NEW: team
Agnnt From Compary Aoster assignment to
Brandy. € dward listing agents
Difice | MORTH :J Cust Team | ad
For Contract CEIT IS ~ |
[V Fomand Apposstment Indoomatio 77
Comments
Role { List Sie e |
= Calc From Units
" Enter Volume
Unll‘ Volume
List | 10000 | $155,900 00
Sell | 00000 $0.00
' Save ‘ 3. Becake Vokime X Cance

AnAgent s/

Above: the agent entry screen for a listing now includes the team assignment for the listing production. The screen will show
t h assignghennfar this contract ibappdopriatd. h e o

the current team assignment in

Agent Commission Entry for Edward Brandy, ID: 2

llocated Incomes ]

Name | Brandy, Edward - ||onEZE Mgr CA5 |Hedda dPacque
Role | Lizt Side | Curr Team |A Team J
Office | ZNORTH ¥ N\ For Trans |A Team j
Comm Info | I Excltr Plan Calc

Current Plan |SF'
Plan For Trans. | SP

1 [~ Excl fr Award Calc

=

Team
assignment
is copied
from the
listing record

Agent Splits On |Net AGCI v|Less | 0%z I Lock/Manual

Comment |
+ Calc From Unitz ¢ Enter Yolume

Units Yolume Met AGCI Agent % Commission

List | 1| $150,00000 [ s487500 | E0O0% | $292500

Sell | 0| $0.00 | so00 | ooo% | $0.00

Total [ #15000000 Acct# [540 [ s232500
Admin Fee Acct #5280 | |  oo0% | $0.00
Trans. Fee Acct #4320 || oo0% | $0.00
Bonus Acct# 5040  ~| | 000% | $0.00
Override 75 Ingert / Edit '7
Met Commission Bank m lm

\/ Save | > Becalc. Commission | YTD Statistics x LCancel

Above: when the listing agents are pulled into a transaction the program will also pull the team assignve#nt
Previously, the operators needed to edit the commission records to manually make the team assignment.

Page-38

REAL/EasyVersion 17 Training



Listings/Contracts: Commission Agmaent Details Expanded

Listings/Contracts: CommissionAgreement Details Expanded

The |Iisting contract Detail tab A Comeatiodapipmvide ikfgrmaieantodeat De:
used in transactiondlore information can now be recorded regarding the listing contract and, now, other types of contracts
such as buyer representation. The enhancement also includes the ability to accuratedylistatbfother contract revenue

details into transactions.

Previous toversionl 7, commi ssi on contract amounts were described i
ListingContrack : LOST DAUPHIN (In/House) |
REAL/Easy BOS &2 Help
| Generall Demograpl’&s Dietail | F‘aoto I .&gents.-"[ﬁontactsl Desctiption.-"FeaturesI Joumall Motes I
S pecificatior Commizzion Agreement D etail
|E [+ B |2 |2
IS T, Base List Side Sell Side
|3 |1 Motify Agent ...
LDt [ ‘when Listing Expires |

Above is a sample Detail screen from fhieviousREAL/Easyversion fiowing the agreement details entered into three items

ListingContract : 2210 Morth Grant Street {In/House - List Side)
REAL/Easy BOS &> Heip

Genetal] Demographics  Detal lF'hatD ] .-’-'«gents.‘liantacts] Deszcription £ Features] Jl:numall Maotes ] Sewices]

New items to record Commizzion Sgreement D etails

. Side Baze List Sell
percentsffixed numeric amounts.
Can be transferred ta the Desc G5 Total |3.25 List |3.25 Sel
accepted offer. -~
Bathrooms Fal Baths Contract % | E.5 | 3.25 | 3.25

Or Fixed Amount | |

New: Optional items to record the |
commission "role" and who if paid - W Use for Transaction  If Checked assign Role | Dffice GCI )

if a broker

Optional - Paid By if Broker |<None>

o

With version 17 listing Detafftab)entry, t he A Commi ssi on Agreement Detailso gro
commission details to be specifie@his enables the commission erfoyany ¥pe of contracandwhetherfiRoled list side
or sell (buyer) side.

New- Paid By: Further, the APaid Byo new entry, while optional
for when it closes

[w Uze for Transachon

Furtherthenewcheckbox optiorfiUse for Transactiord wialuse t he program goeemental Deti&
within a new transactionbs Commi ssi o flssistillastrated is the flleving o nt r a
example.
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Listings/Contracts: Commission Agreement Details Expanded

Example: Adding an acceptedf f er transaction that wil!/ pull details fro
< Add New Transaction
Gy Search | Street Mo Stree! REAL/Easy BOS al

a Reset | TranzID 0 ML

Status| <aLL Statu: Office | <aLL O !
Main Office for Transaction OFFICET -
Contact Motes i

Tran No. |REAL/Easy IMLS Mo |PropNam  Company Role Both Sides - use t00| to:—
Main Office Role Both Sides S pu_II i_n the
Transaction Type FL-F5 - Ils_tln-g
-~ details into
Gull from Listing [optional] |UUU1? ) ‘- the
< Pull from Trangaction [optional) | J transactiori

1]
Pull #2 from Listing [optional) Eﬂt I
Edit | ¥ Delete [Agents and [Zonlagclsponly] J
i ]
} Mext x LCancel
Above, the accepted offer for the North Grant property (
within the Add/Enter Transaction brogs The APull from Listingo ittdemikinto s used

the new transaction.

Listing details including all demographics, dates, contacts (seller), and listing agents will be pulled over. Also, since the
option AWsecfioondrwas checked in the |listing BbGasaolber act 6s |
pulledintothetramact i onds ACommi ssionso split page.

Transaction No.: 500025, 2210 Nortl a0 get, FL-FS, Both Sides, Single-Office, PENDI... — =
Propert_l,l] Demographics] Lizting,/Selling Eo-BrokntaCts] Trust ] Journal] Motes ] Listing Notes] Services]
Hecalcula_teliommiﬁions| AJR= 1200 *| Template |C=fault Apply a Template
. 14 = Income Area AJP= | 2110 | Sale Plice| $155.,000.00
O CA = Commizszion Area A/R Date Posted ’— frnm the
: Oifice mzl s - listing
OFFIC = Agreement
Details
L Toal | 000
List Side | OFFICET E0.00
L Toal | 000)
(also from the listing)
The transaction ACommi ssiono tab i s t hiecommisgionsandfées. Aboves wo |
il lustrates how the | istingbés revenue commi ssion dmtails
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Listings/Contracts: Expanded to Han@¢her Representations and Referrals

Listings/Contracts: Expanded toHandle Other Representations and Referrals

Ble SsocSetup Advanced Setup Securty & Controls  Preferenge  Help

D

Expre A2tve Labngs I

Listings/SalesView Vi7

C oitaags

hns

®:

Listrnge/5 ahes

Sebg

Vigwm Latngs View Agerts 3 Saft

\Vew Cortacts I

View CoSrokons I

With Version 17, the Listings module has been expanded to handle additional contract types. This enables operators and
managers to enter, track, and process closingstfier representations, referrals, and relocation business.

3] FOS Select Listing NEW:
Gy Seach | Streetio Stieet Name | [ Patel  Property Name | [~ Pati useto
o Beset | LissngiD | MLS No | 44 Coow| 0 : * search
Liskingy 1# | oLL> vl StatusfActive ] Diica| AL Oficer: » | Propct| (AL Proe: = for other
List Pace From | 3000 to $000  Listng Ows Fiom| / / | IR contract
Corbact | T hgert[AllAgets | Tem[ Emp types
[ [\ [Popeiiame [ses. [Svesttave oy [un_[Sidue_[LatPres __[FPsF [y I (T
v 10 Team REF Man«2 A Active $63.500.00 525
@l 30 [leanGmasiee | [ fAcke | .
Party Active $200,000.00 0 Nerth Resdent NEW-
E845  Tamr REP and ATEAM Acive $35000.00 Tyrol Hils  Rivertrom 4365 =i types of
EE contracts
! S Use Add and Edit to other contract types <
>
Sold Frce 155000 Seld Date Stvle Brurgalon Oica OFFCEY
Li Dale 02077204 Expuy Date  08/07/2004 Bedwom: O
Percieg Date 1011672014 Typs Residantial [1-4 un Bativooms 0
Listng Backet Paking
Above il lustrates the expanteseomthecomtfacttydjee ALiIi st i ngd modul e
Buyer buyer representation contacts
ROUTLIst list side (seller) outbound referrals (to another broker)
ROUTSell sell side (buyer) outbound referrals (to another broker)
RINList Inbound list side (seller) referrals (from another broker)
RINSell Inbound sell side (buyer) referrals (from another broker)
The AAdd Listingo wizard ioneddwdasmscreerhleéf2new contract type
Add New BuyerRepresentationContract -
REALIEasy BOS
D Contioct Type P, =
Man Olfce: ‘
Bapen 1D
b | i Copy Foomzectrer | X Coved |

REAL/EasyVersion 17 Training
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Listings/Contracts: Expanded to Handle Other Representations and Referrals

Standyr= S-S Ss Vi
1 | SFolowp | 6 Taut | 7BBeg | Shicounts Papatle | 9 Geral Ladge |
i [
| Littngs R201 Sunmary Company Wide R31Y J Listings By
REAL/Easy BOS Heb |
Swper Lvwge R02
Office | OFFICEY ’[ Progesty Type | 9LL Typen -
Nonty Listngs Teken R0 | District | <ALL Disticts> - Stan | AL Stavusy -
Agend Listng Flacking A304 I Awaiage Covpeny Wide 314 ] 3 - Agert | AL Agents> =
Z - Propct | AL Pragcto .
Ocolutmsfloking AXE | AwagnbyOiicensts |
0w 7o | $999 930 83 00
Aveisgs by Agers, RAG | —
List Diste hoes [01/01/2015 Bl 7o [mams B
Fomst | Surmey =] [ DoePagePerdgent
o | (& Pevew|  Dewa | B oo

All Standard Listings reports (R301R305,R311 R316) have been pr ogrraancnie dT ytpoe oa | |Tohw

shown above with the Listings RB8r@&single g can be.seleated. Al hrepoveswill i <.
have contract type of fAListingd selected as the default

B ——

Lasting Rarking A10 | Ghiae Rarking A11 | Quatie AT4 | Sains Sumray 530 | Corpa A20| Actgp g 4= oot moooand
Written Office -

All Producing Company Level A10-01

REAL/Easy BOS B |
Usting Oce | ¢ 1 |

: s At o) | Lemng Propay Tice | Lamng Distict | Listng Stanis |

| W Ol - 28Fred<rg AIDO'J Waten Ofica - A Prodasrg ATE11 2 um—!%u‘, . TE——

 BICE2

I OFRCES
Wiltin Difce - Agaré Syt A1DGZ | , Ot - Aand Slad 41012 l
Agerts Ditee - AlPioducrg AIDII J mxom-va l

Apand's (Ioe ~2genl St A0 | Agals DNce Agere St A1014

& Claw | Chsck M

0 By ve [1271ame

From Cunant Pecn r
Propet I:ML Progacey

RankBy |Ures
Formal Survewy

BE | R omi|  peaer |

The Analysis Listing Ranking A10 reports are adgpanded to select a particular contract type (Listing is the default) or
A<ALL Contracts>0.
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Entering Buyer Representation Contract and A.O.

Entering Buyer Representation Contract and A.O.

=
Add Listing
Add New BuyerRegresentationContract u
REALIEasy BOS
T Contract Type [oper -]
Man Otfce:
Bapen 1D
) Nes J ,l,"i’ Copy Fiom Aeciter J x Cace

This section illustrates the entry of a Buyepresentatiosontract. Following, the sectio illustrates how to add sales
transaction (accepted offer) that involves a Buyer representation contract.

Add Listing wizard screen 2 of @elow)and thedetailedListing/Other contract entry screens are exparidgaovide for the
buyer and othecontract types entried his includego handlingeither list or sell side and identifications of éngent, broker,

and referral/relocatiopayeeswithin the 6 contract types

B Einish

Add New({BuyerRepresentationjontract
@ yalizt } use Street
Office OFFICET Horth Branch - approprfate
Buper ID 500008 searchable
Property Name | descﬁpﬁon
Street Mo, Street Mame |Perron buyer contract Suffis ,_
Unit Mo, Building 1D Lnit Type -
Status Active < contract siart
Buyer Dk 10/14/2014 ‘-’l R _ .
e & optional: price fevel desired
Cunent Frice $1 ?D,Dun.unq-eﬂr'_
Buyer Iz
SgFt * InHouse [ours)
Frice PSF $0.00 Cale PSF " Third Party

X Cancel

Above: add Listing/Other contract wizard screen 2 ,cfuggestedbuyer contracitems to enter At completionfi Fi ni s h o
clicked creating the contract record and opening that record for continued dafa kesitry:
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Entering Buyer Representation Contract and A.O.

( E.lyb'ﬂcprvsematxor(m:va(t)Pcrron buyer contract (In/Houwse « Sefl Sede) -
g +y BOS B |
l cgragtecs | Deted | Pretn | Agents/Cortacts | Descaston /Fautaes | Jourd | Motes | Services |
P Puogerty Proe - ,
[iovewe  w][ofRCET ]  AdtOmeriHOBces | [actie < || [ simonm céecr|
Type Main Do st Clrest Price
{0000y J | [ @ Foder bt ||| | [
FOS Corhac No* MRS Nu M5 No Ad Code Safl
| [Pesvon bupee conwct [_— | - | [ 0 Coe ﬁl
Sheet o Greet Name Suts UnmType  UndMa Buddrg 1D Puce PSF
{Fation b conliaet | | $170.00000
Adnees o Flepony Prepery Narm Orgnal Pace
[ 3| e
=3 Sokd Picn
L T
foaraone BN
Bupes Dade
// El ) [ I -:]
PendrgDas  Carcel Oate e =] KepLock Bea Irfamaten Dienied
77 BT B e . —
Clowe Date Evcrow Diste [Monss =] Rowl +l %
foanazanie BRj[77 Bl | o Addouin ta | sulee = o |
EdtActh Price Dange _] LJ s Aot | 0
Nt ODpen Howe et
Fin | o £l [ @
o Gavek Chos | 4 Bescu: fox b | Detadod L5 Dwa | X Carcel |
The&enwald tab i s

of the contract and the propertytypd.ot e t hat t he #

price.

Priceo

BuyerRepresentationContract : Perron buyer contract (In/House - Seli Side)
REAL/Easy BOS )
Ganerd | Demograghecs | Date | Phal

ol | Motes | Sarvices |

[} it Voharw | Seb Vobara) Outsds Agent P-o-‘.h;r

o)

ofass || BES | X Qebe [~ ik Updste of Drbe Agents/Contacts duing sl
Condact Inlormabon Prone / Enal
Tyt [Hame |Carpary Rt Fhone
Address |und Hus Phone [Ext
. Emad

Hal s

B ad3 g AcdFomManComacts | Y€k | X Dee | B Lotos  olf] Conact abels | 39 Eml Contact |
o Savet Cien | 4 Povows Nt b | DeldedM5Osts | X Corvcel |
Moving to theAgents/Contactstab, enter the aggs)f or t he buyer

as well as the sell side units (1.00 total for the sell side).

On the screen lower panel, enter the Buyer (contact) name and caeméadt address. Othiéems such as phone numbers,

email addressesotesshould be entered if useful.

item can be

representation
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Entering Byer Representation Contract and A.O.

BuyerRepresentationContract : Perron buyer contract {In/House - Sell Side E

REAL/Easy BOS &3 o
Gareral | Damogeap hoto | Agertz/Contacts | Descaphon / Fastuses | Joumal | Nobes | Services |

Specsicaons ﬂ:mszmbwmwflc#ut \

= | . Sitde Basw Lisgt Sl

Roord Bedh oo Desc {35 [0 35 bugen o

Batrecons Hal Baths Comac | 35 l > [ 3

. l Or Fived Amaurt | r [

Hearg Pakng

o i A W Usefor Tiarmacion | Checked assign Role [eﬂm,m.\ -

dat iz ooy ek k Optanyd - Pad By ¥ Bk {‘Nolu i J

Jonxcy

The c obetaitdba ¢ Gommigsion AgreementDetalls s houl d be

compl et ed. I f the agr

sale price, enter the mand sell side percentage. If a fixed price is to be paid, enter zeros for the percents and the fixed

amount for the Base and Sell columns.

The revenue
ABRepCommodo i n

role of

fiPreferenceso assi

and

Save the buyer contract when entries are completed.

fi Qfo bettar wack®@ér Gontraet revehue, sedup & Sparinkeeght ,

or

gn to the Agreement

& FOS Select Listing = B
Eﬂt Search | Strest No ,7 Street Mame | [~ Partial Property Namel [~ Partial
ﬂ Beset | Listing ID ,7 MLS Mo ,7 Ad Eode’i Online D ate <ALL Districts enter
Listing Is |<ALL> | Status [ <ALL Statu > | Offics [ <ALL Dfficess > | Project [ <ALL Projec _.( Contract Typs [Buper =] Type then
Lizt Price Frc-m| $0.00 t0| $0.00  Listing Date Fr0m| P t0| P ‘_ﬂi click
Contact | Agent |<ALL Agentss ﬂ [~ Tem [~ Emp "Search"
Manage | I...|Pr0peltyName |Stree... |Street Mame |Bldg |Un... |Status |List Price |F'F'SF |Cit_l,l |District |MLS No.lAd 0

Active
Active

3200,000.00 8667
$150,000.00 0

v Buyer - Sentials
Buyer Aaron

v
G| Jreroweroow || Jaawe | soomnl o || S

s

N Sold Date Style Office OFFICE1
Lizt Date 03/14/2014 Expiry Date  02/14/2015 Bedrooms
Pending D ate Type Single Residential Bathrooms
Listing Broker Parking
Lock Box MHext Open Houze To

Showing Instuctions Appel, Perron

Current Listing:  Perron buyer contract

Frint Iﬁ Freview |

Listing Count: 3

E LClaze

To Edit the Buyer contradi T yopoe(@ny other type), in therowse top search area and click the Search button. Locate and

Edit the contract see above.
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Entering Buyer Representation Contract and A.O.

Adding Transactions involving Buyer contracts:

Listings/SalesView V17

Manage Listings J View Listngs ] View Agents & St J
Expre Active Ustings I View Contacts I
View Co-Brokas }

View Transacion |

When an accepted offer is received involvingalbuyec ont ract the new transaction is ¢
button or within AEdit Transactiondo using AAddO
Add New Transaction ﬂ
REAL/Easy BOS
Main Office for Transaction | OFFICET ;]

Click to search
for the buyer
contract

P b | X Coenl| [

If the offer is accepted on a-twoker listing, add transaction wizard screen 1 of 2 would be completed similar to above and
thebuyer contract would be pulled into the transaction using the lookup button as shown above.

B FOS Select Listing - o IEN|
34 Sevch Sre«No' Stymel Name | [~ Pasid  Property Narve | [ Patial
Beset | Latng 10 LS Mo | AdCode| Orne Davs| + 7 PN ot [<ALL nm.m_]
st alls =] st Acive =] O GLLGitoes =] Pct| AL From ( artict Ty [ Bryw 3)
Lt P Fron | 000 | 000 LitegDawFiim| / / Bilw| 7/
Cortact Agert | <AL Agares> = Tem [ £mp
Mansge | || |Pxperpilome |Sren. | Sieet Name |8y |Un . [Stabsr  |LsiPrice  [PPST ICy | Dintact IMLS No AT =
v Bayer - Sentas Attve $200000 00 &85 67
v Payyver Aaron Ay 120 002 03
» Perne buyse con Acws | Si7T020800] o) -—"
oo =
3 ol [ O
Sokd Pace 0 Sokd Dale Sityhs e OFRCEY
Lt Dale gana2mes Expuy Date  RN4Z2N5 Hodooms
Pandng Date Type Sngle Residertsd Bateocms
Lutng Brokw Pakrg
Lock Box Nest Opens Hose To
Showrg Instucsons Appel, Pevion
. Porton lugnt condiact Listing Count 3
 Seect | Brn | [XPemw B Oce |

Above: the buyer contr act etransadtiancBe sueedo set thelsearch €ontract Bypelte ct e d 0
ABuyer o.
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Entering Buyer Representation Contract and A.O.

Add New Transaction

q’— initial screen

REAUEasy BOS
Pioperty Name I — Add New Transaction n
Street No. Stieet Name IP_enm buyer c
Unit No. Building 1D | REAL/Easy BOS
Status ]'—no NG -
Wiikten Date o Property Name -
Pending [A.0.) Date Street No. C[ Street Name |Woodside L
Est/Actual Close Date (opt) f X Unit No. Building 1D ]
Transaction Ref ID [opl.) ¢
Sale Price (optional) $000 CacCP| S ?“s .
SqFt ) Wiitten Date {01/1./2015 !E
Price PSF 900 Cak PSF| Pending (A.0.) Date [01/12/2015 Eﬁ
Est/Actual Close Date (dpt) [03/04/2015 [
4 P X cocel| B Transaction Ref ID [opt.
Sale Price (optional) $165,000.00
Sq.Ft.
enter co-broker listing's Fiice VSR $000; o £}
address and OTher ete—p

details then Finish

< oo X coeof( @)

Moving to wizard screen 2 of, Zheinitial screen may have information from the buyer contract in the address. This should be

replaced withthecb r ok e r

see following:
saction No.; 500027 1185[}Wood5|dell Side, Single-Office, PENDING, OFF.. — ©
Froperty ] emographlcs] Listing/Selling Co Broker] Eommissions] Contacts] Trust ] Joumal] Mates ] Listing Notes] Serwces]
fles required field.

Type and Co. Role |cLFs | |5ellside | Offer Written®  [01/12/2015 &l
Sngl/Multi and Status |SingleDffice | |PENDING ~| Pending Date  [01/12/2015 al
Main Office and Role | OFFICE1 | |5elsice | Espiry Date ] |

Add Other |/H Offices | Firm Date A il
FOS Contract No. 300007 Active Closing Date  [03/04/2015 =
Other FOS Contract ’7 Escrow Date /4 al
REAL/Easy ID [sooozz Folder Label | Lease Renewal |/ / al
Property Name | Cancel Date o =l
Stieet No.* [11850 Mame=[woodside CancelCode | ~]

Above:

Transaction No.: 500027, 11850 Woaodside, CL-FS, Sell Side, Single-Office, PENDING, OFF

Tr ans act ioonatiomfiem tbepwizard sgréenst ab i n f

Propert_l,.l] Demoaraphicel, Listing/Selling Co-Broker ommissions] Eontacts] Trust ] Journal] Mates ] Listing Notes] Sewices]

Selling Co-Broker

Selling Eumpan}l <Niome m=f &dd | 5 Edit ||| Listing Company | <Mane> mf add | 72 Edi

Agent

Broker |

Street |
Unit
City -

Identify the CLi Listing Coo p
represented the seller.

company

Y

Listing Co-Broker

Agent

Street

Unit

City -

|
Broker |
|
|

| i s Nextnegtétbepaddri agstransact i yoorbuwerid ®pag s
TheFinishbutton clickcreates the new transaction which will contain the wizard entries etagsdfrom the buyer contract

on t h-Br & k e sAls0, thgdsbBokersllist sidg agénowho
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Entering Buyer Representation Contract and A.O.

g tactsl Trust I Journall Motes I Listing Notesl Ser\-’icesl

B Transaction No.: 500027, 11850 Woodside, CL-FS, Sell Side, Single-Office, PENDING, OFF.. - ©
F'ropert_l,ll Demographicsl Listing/Selling Eo-Brok
Recalculate Eommissionsl AR m Template W Apply 2 Template
@ 15 = Income Area AP | 2110 ~| Sale Price $165,000.00

O C& = Caommission Area A/R Date Posted I

L . from the
sl buyer
Net Adiusted Comm T [tea | oo oo om GGIIM |  conuact
Marshall Dilon Sell Side  OFFICE1 0.00 000 60.00 3465.00 5040 information

The ACommi ssionso0 revenue and sell side agentds commi ssi

Agreement Details and the Agent/Contacts tab sell side agent andNatésadjust figures if reledi e.g. the sell

commi ssion percent is different or the agentds commi ssi o]

B Transaction MNo.: 500027, 11850 Woodside, CL-F ide, Single-Office, PENDING, OFF.. — = -

F'ropertyl Demoglaphicsl Ligting/Seling Co-BrokerI Commissi Contacts I Trist | Joumall Motes | Lizting Notesl Sewicesl

Contact Information Phone / Email
Type IName |Compan_l,l Res. Phone
Address |Unit Bus. Phone |EHL
j 3 PC&ip

.I':'l.|:||:|E|_. P

=y

The transactionds fAContactso tab should have the buyer f

side inrhouse agent.

The cobrokerdéds seller should be entered on this tab for
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Entang Buyer Representation Contract and A.O.

If an in-house buyer representation is to purchase -fwouse listing thsuggested transaction entry steps are shown below:

Add New Transaction

REAL/Easy BOS

Main Dffice lor Transaction !-'IFFII'?' *|

0 p
Pull fram Transaction [optional] |

)
5l

Pulll 82 from Listing {optional) 500007

Agents and Contacts only)

P Nes ‘l X'."'“' |

N ﬁ . first, pull in
T b > the listing
e —— : HSUNL
Tiansaction Type FLFS - contract
Pull from Listing [optional) foom7 Gy

next, the
buyer rep
contract

The Add Transaction wizard screen 1 of 2 is typically setup as shown fothanse § o t h
-hosse listsgimforntatiomii the ttansactioe.

Listingdo tool

Add New Transaction

REAL/Easy BOS

Property Hame |

Street No. 2210 Street Hame |N0lth Girant Strest
Unit No. Building ID
Status FEMNDIMNG -

Wiitten Date 10/22/2014 [
Pending [A.0.] Date 10/22/3014 [

Est/Actual Close Date [opt) |12/30/2014 @]

Transaction Ref ID [opt.]

Sale Price [optional) $150,000.00 CalcCP

Sq.Ft. |

Price PSF $0.00 Cale PSF

4 Prev | x Qancel‘ E Finish |
Nextto addfranwi zard screen 2 of 2, t

transaction and add other details.

he

in

A. O.

sides) sale.

agreement dates
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Entering Buyer Representation Contract and A.O.

4 Transaction No.: 500028, 2210 North Grant Street, FL-FS, Both Sides, Single-Office, PENDA..
| 1 | Lising/Seling CoBioker | Comemasions | Contacts | Trast | Joumal | Notes | Listing Notes | Servaces |
MTOtes d fredd.
Type and Co. Role  |FLFS | [Both Sides =
Sngl/Multi and Status | roe e - [PENDING -
Main Office and Role | FFCET =] |Botn Sides -
Add Other 7 Cifices
FOS Contract No.  f7[00017
Othes FOS Contsactl, 300007
REAL/E asy 1D 500023 ) Foldes Lat |
Propeity Name | o
Stieet No.* [B T Mame® [Norin Grary Shest
Unit Na — Bubdmgid |
City [Mveiiee ol Steepev W 4]
(7 B Counny [USA =
Sale Price [ #1000 Caesp|
Sqft [ o
Price PSF [ 0 CakPSF|
Propesty 1ype | Raaduetial 14 us -l

= IRl

Offes Written®  [10/227201 1|
Panding Date ]1 w223ma E
Expiry Date 77— H®l
Fum Date f/-’—m
Closing Date 127307204

Escrow Date [y E
Lease Renewal |/ /

Canced Date t /e a]

Cancel Code | vl
EscapeClsuse |

Edn Date Pend  |02/4/2005

Edi Date Closs | / / ol
Org. List Price | N1%.900

Cuairent List Price $155.500 M
List Date ‘(1‘2-\77/’2014 E|

The detailed transaction entry screens (tabs) are reviewed yanéedted details are entered. Note above that the listing and

buyer rep

contrwicthildMoétsharter arsaactdiean

APropertyo tab

B Transaction No: 500028, 2210 North
Propady | Demogiantacs | Lising/Seling CoBackd

Becavdae Cawl
. 1A = Incosre Ares
C) CA = Commstion Aren

Delag

Offce GC

DFFICET
DOFFICEY

6000
000

andy

Marshall D

ompary Dol

292500
000 5000

a0 000 292500 5040

232500 292500 SD0

The Commissions tab revenues and splits are calculated from both contracts. All calculations should be irelieimgl,

the agent plan splits.

B3 Transaction No: 500028, 2210 Narth Grant Streeg, £1FS, Both Sides, Single-Office, PENDL. — P -
Paopedy | Darmographion | Lising/Seling Co-Broket | Comemis: Cortocts I | Joumat| Notes | Listing Noter | Servioss |

T ——

| Contact Infomaen Prone / Emel

{Tyoe {Name |Company Res. Phove =]

Addnrs Juen Buz. Prone I

Cip Emad

Buser |ocre Pamin
» ‘.l.afl‘(;-»c!il ‘!\wn

Baimimld {CA |EESE

[Sebee Tt Jorn E [414) 5552626

| 100 Inwestor &venus (414) 5550223
_;Mwu wi sem

And, the Contacts tab will have the seller(s) and buyer(s) from the two contracts.
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Entering an Outbound Referral

Entering an Outbound Referral

The following pages illustrate the entry of an outbound referral of a btgdiowing alding a transaction is shown.

Add New QuibouniReleralBuyer m
REAL/Easy BOS Add New QutbountReferralBuyer n
R ——. R e R et
Contract Type [AoUTE. ~|| REALEasyBOS
Mam Oltce: W‘E(T Oflicw OFREEY
ROUY Buy 1D fsooog | ROUTEBwiD =i
Prcperty Name [E«)-ﬂuﬁuntgwn
Syeet Ho [ @Nm Baga Outourd B )uﬁ- i |
Und No | Buddng ID Unit Type | ~!
Siaus
ROUTEwy Date
Curert Price I k\l’JUﬁJU.J. Cake CP ROUTBuybe
P et | Ra Copy From | SafFl g " |nMcuse lours)
| e | PicePSE | 00 Cake PSF| C Thad Party
N E&-’n'?| X Carce
Above, the Add Listing command wizard screen entries for
4
(Outboun:ReferralBuyer : Bega Outbound Buyer)ln/chse - Sell Side) ﬂ
REAL/Easy BOS & s |
Demographics | Dezal | Photo | Agents/Contacts | Descrption / Features | Jounal | Notes | Service: |
et P cpecty Prce
[IvHouse | |oFRICET ~|  AddOther I/H Dtiices Active - $200.00000 CaeCP
Tspo Man Oifice Stahus Cuvent Price
{00009 I [ [ ) Foldes Label 0
FOS Contract No.*  MLS No. 2nd MLS No Ad Code Sqft
| [Beps Oubound Buyer N O | [ | 0 Cak PF]
Stiest No.*  Stipet Name* Suffx UrtType UntNo Buidng ID Prce PSF
[ Beaga Oubound Buyer | [ s200.00000
Addess bor Reponts Propesty Name Orignal Pece
[West Seattis | |waA ~| [=16 | ~ ]
= V. PCZp Countty Sold Price
ey FPropety Showrg Instructions
Tspe | Srige Resdert |
Cl‘k r—"
Above,followingt he add | isting (contract sd owimgtaddedo thelbativefi Out bound

n the AStreet
fexpirationo date

listings/contracts inventoryAbove, note the descriptive entyl ac e d i
communicated tthe out of area broker and annes mat e d

T tha dage o |, an
are enter e

OutbountReferraiBuyer : Bega Qutbound Buyer (in/House - Sell Side;

REAL/Easy BOS 3 e
Gaoseal | i'ma;h: hoto | Agents/Contacts | Descriphion ¢ Fastues | Jouna | Notes | Servioss |

Specicaton Commission Ageerment Datads \

| { Side Eate List Sel

FAoom: é«)wmx Desc {C SXSdes B ID

| [ :

Bathwooms Hal Baths Conbact 3 [ om l 0 | om

l I 0t Fovnd Amenndt | $0.00 00 |

Heswg Paking m——

r ] V Use lo Tiaraacton I Oheackad ssnign Rok [-:l-’,lnn,_.)e. _v_]

Lot Se Squs Feel Dpsonal - Paid By d Bioker | Semaltie Momef rdert :]

Dccupancy %/

The Detail tab contains the commission agreement detalighwtout of area broker receiving the referral who is also
identified on this screen.
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Entering an Outbound Referral

The agent and the agentds buyer

OuthountRedenaBuyer | Bega Outbound Buper (n/House - Sell Sde)

REALEasy BOS /ﬁ B |
G | Daroguphecs | Dot | Prord - AgeresTontacts | Buacrpron / Fastens | soamnid | Hotws | Savens |

Re——— L N T T
;

After the contract is saved, it can be located again for viewing or editing:

ar

e

entered on the

Agant | cALL Agents

2] FOS Select Listing - 0 “
[0 Seach ] Stwwtia] Siveet Nasss [ I~ Partisl  Fropmty Neme | [~ Patial
& Beset | LisingiD | MLS No | 2d Code|
Lating s [ cALL> v St Acive v ] Office] L Olces: » | Proiect| <ALL Projed + ]
List Prca Fiom | 000 1o W00 LiogDateFem| / /B
Contact |

Sten | Stioet Nasa
Brge Outtrt e |

|

$200, 08¢ 00|

0wt Sen |

Note:sear c h f

AROUTBuUyO

ifnAgen

The followingsuggests the steps for entering a closed transaction for the outbound buyer referral when the referral check is

or Contract Type:
received.
Add New Transaction u
REALEasy BOS
Man (Ithen et Tramsacton | OFFIED -l
Compeery ok ENEE™ .
Man (ffice Ak Tl 50 - Use 1o locate the
Cranaction Tyse Qi Aobeal -} D "active"
C—T_EDQ————",_._.IM BT outhound
— e — referral
o Fisacin fyplondy 2 Type: ROUTBuy
Pull 82 bizws Listing (optianal] | W
1Agants el Canacts andy)
Pl X Carcal| [©
Above, the transaction for the

be set to the day the check is received and deposited.

out bound
assigned and the outbound referral is located and pulled into the transaction. On the second wizaldo$¢heetiadies can

referral
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Entering an Outbound Referral

B3 Lransaction No: 300026, Bega Outbound Buyer, Outbound Referral, Sell Side, Single-Offi. — a
U0 srsopraphics | Listing/S eling Co-Brokme | Comwersons | Cortacts | Tt | Jownad | Nokwe | Listng Nobwe | Servion: |
I.Lc.n.«. | Duteund Faberal v st Side - Ofes Writlen® 070722005
A and S1epas T [FENDING. 3] Proding Dot (110772015 [
Main Office ond Rote [OFFICET o] [Fasue =l Evpay Date [/ R
_ AdiTbu ¥ Ofcns | Fim Date [+7 B®
FOS Corbvact No. {50000 Active Clesing Date (0T N7/205 B]
Other FOS Cantract EacmowDain | 1/ 2
IELAL/E aa9 1D iSoonze le;ml Loase lenomad | 7/ B]
FPropesty Nawe | 2 ComcelDate | // il
Strewt No* | Nt [Hegs Dubound Bups Cancrl Code | .A]
st Noy, E ' Nibting 10 | Ticape Clouss |
Ciy st Smetn v StatesPear. WA - £34 Dale Pend (0200272015 H
PC/Ze I Courtiy| =]  £daDaleClose | /7 Bl
Gale Puce [ 9100000 CecsP | )
SaFL | 0 Org. List Price | $200,000 00
Piice PSF | 0 Cok PiF| Cumest List Price] F20000 0
Propesty Type | Snghe Alunadertid - List Dale [V E
L)
Mis No 1 | M W2 | I -
ime | ByswesPursen | [ s+ Prsenshon| 4 Bewu|ten  p | X Corns|
Above, the outbound referral transaction APropertyo tab
transaction add wizard.
Listings/Sales/View V17
B Transaction No: 500026, Bega O« Outbound Referral, Sell Side, Single-Offi.., o P
Property | Demogaphcs | Letrp/Selirg sotacts | Trust | Joumat | Nos | LismgNates | Seed Calculated from
RmmCommml Tomplata lff‘-‘u' contract
14 = Income Asmss nwomy "Agreement
CA = Commission Area Details”
78375 78175 5040
From contract agent making the referral
Above, the ACommi ssionso0 transaction tab shows the esti m
This tab may need editing to enter the actual referral cli@dunt and the agent record may need to be verified as to the
commission plan calculation.
B Transaction No.: 500026, Bega Outbound Buy: i Referral, Sell Side, Single-Offi.. = © -
Propany | Damoguphecs | Lising/Suling CoBrokes | € Contacts | Tehst | Jeumal | Notes | Liitig Motet | Services |
Cortact Infomation Prooe / Emal
Above, the fiContactso tab should have the agentbés referr
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Managing Inbound Referrals.

Managing Inbound Referrals

Inbound Referrals Sell Cycle

Listing Accepted
Inbound Referral for a Seller Type: RINList ——lpe | Type: Listing ——l TranType: FL-FS or FL-CS
Agreement Offer
Record Referral
Buyer
Agreement | Type: Buyer | Accepted
Inbound Referral for a Buyer Type: RINBuy \ TranType: FL-FS or CL-F§

Offer

l nbound referrals are obtained from outside brokers for
can now be entered and managsihg the new Listing®lusasreferralt y p RINListtd d&RINBUyO .

As illustrated aove, for arinbound referral for a seller, house agents work witmaRINList seller to obtain a listing
agreement i n B OISsting 0, toynprleet tifeir property toltimately secure and close an accepted offer. In BGS,
shown abové¢he inbound referral is entered, Next, the listing agreement is efitdided bythe accepted offer.

When aninbound referral forabuyeri s obt ai ned, RINBuy &s yptr aaccthe mssigndd agest(s)amre
recorded. In most cases thehause agent will work with the buyer to locate a desired profedytan an accepted offer
This would be recorded in BOS askn-FS or CL-FS transaction.

In some cases a buyer may wistenter into an buyer agreement with the aggnhi s woul d be tBuyarcked i
type contract with the goal oépresenting the buyer afatating and obtaining an accepted offer on a desired proféuity
would also recorded in BOS as eitlaer FL-FS or CL-FS transaction

Example: sell cycle for an inbound seller referral.

Acd New Raterralinbound 9
REAL Ay D03 ﬁlNList for inbound Seller,
Contract Type E ~ RINBuy for an inbound Buyer
Main Office QFFICEZ '<\
AINList 1D [2oams
| R Cogw From Ancthar | X Concel !
Above, the contract type ARINListo | wused to add the ref
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(Add Mew ReferrallnboundListing )
REAL/Easy BOS
Office QOFFICEZ Fanthly
RIMList ID 2000119
Praperty Nal Iﬁdams:Bega Seller Referral
Street Mo, |44— Street Mame W Suf l—
Unit Ma. | Building [0 | Unit Type | j
Statusg m

CRinList Date

01 /06/2015
$1B0.00000 CaloCP |

Current Price

RIMList lg———
SqFt || @ |n/House [ours)
Price PSF | $0.00 Cale PSF| £ Third Party

x Lancel |

Wizard screen 2/2 suggested entries are shown above. To help for later searches, the property name includes the referring
ASel |

broker, the seller last nama a er Referral o

tags.

Referralinboundlisting : 44 Birchwood Lane (In/House - List Side)

REALEasy BOS & |
ographics | Detal | Photo | Agerts/Cortacts | Descrption / Fastines | Jouns! | Notes | Semaces |
e O opeity Prce -
[wrome ] [MORTH =]  AddOthes M Oftices Actve <] | [ 918000000 CakeCP|
Tipe Man Office Status Cusrent Price
f300011 [ , [ & Foider Lated| | | 0
FOS ComractNa®  MLS No 2rdMLS No. £d Code Sqf
[ [Brchwmood Lare I [ ~ [ f 0 Cake P57
Stesd No *  Stiwest Nasre® Sulle UnitTppe  UrdtNo Busdng 1D Price PSF
[M Brchwood Lare IM:ME:Q.) Sellet Frefena l " $180.000 00
Addess lor Hepots Paopesy Name Orgnat Prce
[t ke =] [w | [53224 [usa =] $000
Ciy StataPacr, PLZop County Sokd Prce
Dales Propsty Shovarg Inshuctons
[ormsrams B [ez02ms R || e [Single Rexdert v ]
FINList Daln Ewl?ll)de Ste [SemiDetoched <]
- [T - | e [ =l
Pendeg Date Cancel Dale Loc - | Subutb =l ¥ ep/Lock Bas kfcmanion Datict
[¢7 Bl Bioker / Pefens
- 5  Amow)

Cloae Date £sciom Date | Adares Realy, Inc _'_] Rdg!ﬂelmd - - Deoert G
o1/082005 ) o rditike | RE [ T ? Pescert | n
Edi Actwe Frice Charge Fmourd
Nt Openy House rterrer
Fion | . =l [ Y

o Save & Close ] 4 Bevousr New B | Detatod W15 D | X Cancel |

Enter
Referring
broker

details

Above, the General Tab, detail entries are completed including the referring broker identification and commission

approprt

arrangemen. The fARol ed should be set to AReferral o or
offer.
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ReferrallnboundListing : 44 Birchwood Lane (In/House - List Side)
REAL/Easy BOS

Generall Demographicsl Detail | Ph% Agentsz/Contacts uescriptionx’Featuresl Joumall Motes | Servicesl

Assigned to
this agent
g Add | 5 Edt | ¥ DeletE

Block Update of Online Agents/Contacts during Import

Contact | nformation Phone ¢ Email Seller
Type IName Compary Fes. Phone .
Address |Unit Bus. Phone IExt. Information
State/Proy.
Bega, RBudy

Move to the Agents/Contacts tabo

iSave

enter the agent (s)

&willGave tkeeRENList record.

assigned

P4 Search | Stest No! Syeet Nava |

FOS Select Listing

I” Patd  PrpatyN

& I~ Patrdd
& Aot | usegio| 1S Mo [ a4 Co| [ A Distree | AL Dwncts = |
Lisrg s | ALL> i stanalcve ] Offce] <L Officen » | Progct| (AL Prome ] Cortioct Ty
List Pice Froen 00 to] 000 Lining DaveFrom] / / Blw| 77 Bl
Contoxt | Agerk | AL Agentss T Tem ™ Emp

$1A0 009 08

0) Vot Asm

AckiLiving

[

t

(o]

t

he

refer

=
< J ]
SRy (1} Soid Daln Sty Sars Datached Offce 2NCATH
List Dape 01087205 Expey Dae 0573072015 Bedooms
Pending Date Trom Single Rendardid Battrooms
Listg Bicker Adas Ready, bnc. Pafirg
Loch Bos Ned Open Hieae To
Showing Intiuction: Bega. Rudy
Current Listng 1 44 Buchwood Lane Bm.ﬂ_dg Listing Count: 1
&P | [ Pevew B oo
To add notes or other information to the fAAdamsanBeal tyo
Contract Type ARINListo and click AEdit

Listingo.
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Example: Securing kisting Contract from the inbound listing referral

Within Manage Listings Plus, c¢lick AAdd Listingo

Add New ListingContract q
REALIEasy BOS B FOS Select Listing
Contract Type Listrg h Stthm[ I~ Pastial
Main Offce: <] | _ & Beset | Lt MLS No [ AdCode
Listing 1D 00613 Listing Is [<ALL> v SwtusfActive v | Office [ <ALL Dficess ¥ | Project [ <ALL Proyec v | (Contract Type [RINLit ~|
List Prce Fiom | $0.00 1o $0.00 Listrg Date From| / / Rjw] 77

Contact | Agert | <ALL Agents> ]I Te [~ Emp

Add Listing

o) el

Sold Pnce 0 Scid Date Style Semi Detached Office 2NORTH
Lust Date 010672015 Expay Date  06/30/2015 Bedrooms

Pendng Date Type Single Rendential Bathrooms

Listing Broker  Adams Realy. Inc. Parking

Lock Bax Nest Open House To
Showing Instructions Bega, Rudy

44 Bicchwood Lane Bootz, Betya Listing Count: 1

@ Pt [ Pregiew B Coe

Current Listing

When the agent secures the listing contract with the referred, seiéecontract is entered into active listings inventory.
Specify the fAListingdo contract type and |l ocate the refer
illustrated above.

REAL/Easy BOS
Office ZMORTH Branch 2 Marth

List ID g00012

Froperty Mame IAdams:Bega Seller Referral - Listing Contract

Street Mo, |44 Street Mame IBirc:hwood Lane Suiffi I_
Unithe. | Buidinad | UnitType | -]
Statuz IActive VI

ListDate  |01/21/2015 il
Current Price lm Calc CP | AINList |
Sq.Ft. I 2200 ’75' In/Houze [ours)
Price PSF IW Cale PSFl = Third Party

i Finizh | x LCancel |

Listing Contract entry complete detailsfond d wi zard screen 2 of 2 and AFinisho
further entry.
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L —

ListingContract : 44 Birchwood Laneg (In/House - List S.d(-j

RES y BOS
.uml Dalwd | Prom | Agerte/Tortacts | Dessipon / Fastuses | Jouswdt | Sotesr | Seeacet |
fpect 2

=p

L~ |
&y

ooy Price
[inHoee  w] [MOATH  ¥]  Acd Oer % Oces [acte 5] ||| #impmm caecr|
Type Man Ofice o 0 Castert Price
{30002 | [ [ (B Feber Label 20
FOS CorhactNo* MLS Nu 2rd MLS Na Ad Code Sqf
[a [B¥chvacod Lae - | =l [ | 73 Coke PSF|
Geet No*  Shaet Narme® Suffx UneType  UreNo Buddng D Pace P
[£4Bachmooa Lare Ladum: Boge Seber Rweral - Lutes; Coomuct [ $17%.000.00
Addvess for Reporty Property Nawe Onpns Prce
yyr= > W <] e fuza = | [ om
C St P Lo Couny Sokd Face

Propety Showing Inttrachons
Tyow | Snge Fusebent =]
e - St |Sen Detached »)
77 B/ Bl | | =
Porbg Dalé  Cancel Dote Loc |Subut =l Lt
(77 RI77T T Bl Bicke I fictenal : = =
Close Dintw Eacrow Date Ader Resy. Inc - n,,,fm-m- 73 P-'. P«r‘fﬂ.%( Ar:o;gl
viza /a5 B o AdiBroke | BRER | 50 LetSice - F
Edt Active : = dnan ¢
NMO_M Houw ) = - =Tt
o | K| rof =l [ LY
 Havnt Oorm | 4 Poos Het B | Detaded ML Dota | X Coced |

Above at the fAGeneral o

should be
pulled
from the
referral

t aubd refarral atarand éhe ado wizarg is Hidplaydd. The o m

information should be checked and details, such as the listing contract expiration date, should be entered.

Note that the referring broker information and split is transferred as well into the tistitigct. Later, when an accepted

of fer is entered, the referra

split worksheet page.

| broker

ListingContract : 44 Birchwood Lane (In/House - List Side)

REALEasy BOS
Ganeeal | Demogeaghe: | Agents/Contacts | Descriowon / Faatiess | Jouma | Notes | Servose |

Spacihicabon: orvression Ageererd U etals

i l Side Bave Lt

Fooms Brcbooess Dese & percent 13 pascent

[ [

Batveams Hak Dt Contiect % [ s | 3

i | 01 P ferart | | [

Hedrg Pating

i =8 [V Useor Trancaction 1 Checkad atugn Aok [EINIETRY ~|

and

Enter
contract
commission
details.

Note: if checked, Diptiond - Paved By d Brohm [ Nwe> B
will transfer to Moy Agm
the sales [~ When Listing Extes
transaction [~ of ALL Agpomiment Actmiy
| Horm =] | Nones =l
OR 4[]
Lagal Descrotion [ ¥ones =] [Nones -l
0R
| l'kone') _ﬂ
Dage On Tha Macon oR
©
o Gk O | 4 Brin | Her b | Detoded ML 0nts | X Qoncet |
On the fnDetail o tab, enter the ACommi ssi on

¢ a Coonmissiarts e d

Agreement
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Managing Inbound Referrals.

REAL/Easy BOS

Gm‘| Darogagtse: | Daidd | | Agenis/Coracts | Qeccsiction 7 Famturns | Joanad | Notws | Serviess |

ListingContract : 44 Birchwood Lane (In/House - List Side) -
teb

e 1D Lant Urds [ Set U | Lt Viokree | 5ol Vokuve | Outude Agare | Page Aopt
» HORTH | L0000 000 1 750008

o 244 REe | X pane | [ Block Updits of Oriine Agerte/Conkacts dusing lrpat

\F‘ Erom

the
referral
record

Cortact indomahon Phone / Enad

The listing agent and seller should be pulled fronréferral record.

J Save & Close

3

& FOS Select Listing
Eﬂ Search | StreetMo Street Mame [~ Partial Froperty Namel [~ Partial
] Beset | ListingID MLS No Ad Code| Online Date| / / District | <ALL Districts |
'Eglslme | status[Active  ~| Offics [ <ALL Dfficess | Projsct [<ALL Projec_»|  Contract Type [ Listing =
Lizt Price From $0.00 tol $0.00  Listing Date Froml A tol A
Contact Agent |<ALL Agentsy LI I~ Tem [~ Emp

—
.| Street Mame
Birchwood Lane

$175,000.00| 79.55(West Allis

New listing in
inventory

Sold Price 175000 Sold Date Style Semi Detached Office ZMORTH
List Date 014212015 E=piry Date  07/21/2015 B edrooms
FPending D ate Tvpe Single Residential B athrooms
Listing Broker &dams Realy, Inc. Parking
Lock Box Mext Open House To
Showing Instructions Bega. Rudy
Current Listing: 44 Birchwood Lane Bootz. Betya Listing Count: 1

Print @ Preview |

E Lloze |

Above, example listing contract entry is complete.
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Example: Entering an Accepted Offer on the Inbound Referral and Listing.

Add Transaction
Akt Meew Taraataie -'l
REALEy BOS
a8 FOA Select Listing -]
L T | fot | Latng (0 s 1 Con| OrivaOutal 7 7 Foais e
et o 1o e Lidwg s | 4L 0 TS T T ) S BT — R g
Homnatm yve ne =} Lo Poe Foim | LT W00 Lk Do P | 7 # Rlnlvs
uu—.u—--—a | Cartont | — QYWY prryyve— el tem " tew
N8 Vo Toambaetuen |rgteret

P 87 e Lo gt |
o gt et Comtrss sontp|

T

e

rIII' || Ii. A Dechminind L

Eagm Dae 0TS

i
L

feveDemmied  Chaw

Tonge Nocmmind 0§t

Fatry
Hoe Comn Houn e
Frpa. Rty
Basts Uetyn
R [N e i

Above, example steps for recording an accepted offer on a listimgng an inbound referral begs

Transact.i
screen 1 of 2.

ondo command.

Add New Transaction

REALEasy BOS
Frepeily Nane [3ega to Panca
Street No. B SucetName [BicwodLaw
Unit No fuldngd |
Status [Fenone )
F*‘ Date n2sans
Pending (A.0.) Date forzras R

Est/Actual Closs Date (apt) (7072070015 )

| Gate Prce foptianal) [ smmm Yakeor |

Sqf | “

Price PSF $7955 Cakc PSF

Aw| ] X Conce| [ W |
Add wizard screen 2 of 2: the agr ee mdchkdreatdsdhe aesvtransaetionent er e
Page-60
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Managing Inbound Referrals.

FS, Both Sides. Single-Othice, PENDING, 2 - B -II
| Contats | Trumt | S| Notws | Liskeg Nokes | Saces |
= [ o S = Ottes Wimen~  [01232015  FY)
 Oiboe | [FENDNG -l Pending Dote 787015 Y|
Mon Ditice and Hole | NCETH =] [pot Ses - Expay Date [,;—m
Akl Dt LV Do Fitm Dake 7 H’l
105 Coatract No.  [X00012 Actve ChwingDato  [B7202015 [
Othes FO5 Comtract | EsoowDate (/¢ B
REAL/Eawy 1D Fooms Qym,.ul Lease Henowal m
Propeity Hame [y — e ComeetDate |//  H
Shoet Ne.* 1] Nisme* [Techmocd Lanm CacalCods | =]
Usat No. ;— D&m[— Ercope Clasan l—
Citg [Wedsi =] SiwefProv. [Wi ¢  EdéDatePusd |©177205
PLiZg T Courtip[USA  w] EdtDateChse [77 R
Sale Price [ AE000 ekt -
Sqf ' Ovg List Poce | 1700600
Thica P58 [ TE cakers Cumend List Pros| $17%,00000
Mopery Type [fopefeoderd =] Lt Date [mzzms R
Legal Doscsption | oo o
M No | Wi No.2 | 3
o Som | B G s P Loheer | ) Save  Praven 150 4 Eweon| oo b | X Lared|
Above: the APropertyo tab contains information from the

f <5, Both Sides, Single-Office, PENDING, 2NOR.. _ |0 x|
Propesy | Demograches | Lsting/Saing CoBiva ach | Toat | Joumal | Notes | Listing Notes | Servces |

Fecakubde Convrnsern E] T eaglate WT‘ o Awb-\'-uld-l
@ - inorhiea AP (2170 =] Sate Price | #7500

() Ch « Comevsion Ares AR Ditn Posted

Office Gross
Commission entry is
calculated from the
fisting's "Commission
'ngreemont Details”

—flnbound referral

commission is From
the listing contract

Listing agent
also from the
listing contract

<

Add AL Oflice Gruss Comeission | ASITAI Cofiches | AsiCazBeed | adtcazmanprre e
Ak CA4 - Agaed G | Add O Taan Lanche | Acki C45- Wiy Gvemidn | X Clnbein
o sxve | By oA Isheet | [ Save o Prasiow 1 5hesi] 4 Beoalue B | 3 gencel

The Commissions tatontent above illustrates how the information from the listing agreement including the inbound referral
commission are pulled into the transaction and commissionsiadated.
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Below: with the list side entries complete, entry of the buy side split and contacts are made.

. Both Sides, Singie-Office, PENDING, 2NOR... __|D] x |
ofacts | Trust | Jouma | Netes | Lsting Notes | Senaces |

CA = Commmzion Arse momm«l

¥ m * | Templste lLﬂ:Ill' MDYM]
WA = Income Ares e [0 *]  Sale Price | 3175000 0

ZNORTH
Edward Brandy 2NORTH

for this inhouse transaction,
enter the buy side agent

'''''''''''' A Teas Lasde

Add AT Othce Gross luwwmlmﬁw,ﬂwd

238375 M0
341250 5040

>

A CA3 Fian/n Top e [
AGITAS Moy Ovemids | X Dta |

v

Above: continuing the example, the buy side agent is entered.

Propesty | Demographc: | Lising/Sefing CoBrokes | Commes Corbacts |

PENDING, 2NOR. Dl_]"l

In this example the

seller would be pulled
from the listing contract

I Block, Updwle of Dnira Contacts dusng lmpost

| Joumal | Notes | Listing Noter | Services |
Cortacl i =~ = Frons / Emal
Type ]Nnm [Cmm Rex Phone
Addiess {Una Bus Phone {Ext
Ciy State/Prov PLZp Emal
»
Soder Hega, Rudy (414) 5380000
4¢ Bichwood Lare (414) SE5-935
,_‘thdk Wi 53224

o odd | g AddFrmMenConiacts | IER | X Deete | ) CortactLabets | B Leters | o) Emed Comact |

Operator
would add the
buyer

Above: Contacts tab contains the seller from the listing and the operator adds the buyer into the transaction.
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& Save

At entry completion, the transaction is saved.

P Y
deate Front Office Listing: 44 Birchwood Lane )

Click SAYE to update thiz contract in Front Dffice System.

Current FOS Listing Status |Active

Closing Date EEEER ]
Update Status To e
Above, the final transaction save action al/l

ows the oper

View/Edit Transaction > B

1@-

Street Mo StreetName| [~ Partial  Property Namel [~ Partial
o Besst | TranzID 0 MLS Mo REAL/E a2y D Orline Date | 4 / B

Statuz| <all State « Office | <all Offices> - F'miect|<.f-‘-.LL F'roiectj Agent |<ALL Agentzr ﬂl_ Tem [ Emp
Eontact| Motes | O =ARAAP Posted . = Tranzaction Clozed

Lt | 5tatus
FEMDING

Frice| Pending Date | Closing Date ||

>
Tranzaction Count: 1

B add ‘ 5 Edt | ¥ Delete ‘ 2y Print I-Sheet‘@F’regiew T-Sheet| @P[eviewgst| B Clos= |

Above Pending Transaction entry is completed.

REAL/EasyVersion 17 Training Page- 63



Reports: Commissions Paid R11@ptions to include all payments

Reports: Commissions Paid R111 Options to include all payments

The Commissions Paid standard report has been enhanced to provide information to managers and agents about all earned

payments in addition to regular sales commissions.

Commizzions Paid 111

Commissions Bas

REAL/Easy BOS selection now

Office | agent |

T4 <5elect All>
[~ OFFICE1
[C OFFICE2
[~ OFFICE3

Find & Clear | Check Al

QOffice and Agent

from these tabs

-St-_ah-dard and
Custom format

Date Type |Paid - From Date |01/01/2013 @] T
Project |<ALLProiects> j (Formal |Standard

Agent Status |<ALL Statuz>

Ll Agent Pos. ]<ALLPDS>

=D

[¢ One Page Per Agen|

Q— Include Staff Checks [ Include History

Show REAL/Easy |

Frrint @ Preview |

Defaults |

E LCloze

Ste [06/302019 3|

New options to include

T Formati Ad d e d Standarttdo fia Gudtond

options.

Custom option is for

want programmed by the BOS support staff. To request this;ugaakStandard report, scan and enuail t

help@realeasy.com.

1 Include Staff Checksi checks issued to agents and company staff for special payments and salaries that are not sales

commi ssions usi t he

an agent/staff member.

ng

GL

mo dhislcan beihelpful fortdeta8ing alf 1099 €annangs kos 0

91 Include History -- this option will add to the report all agent/staff member history and/or 1099 adjustments that have
been entered for the report period. These entries are used to enable 1099 printing for agents where tligy were pa
earnings outside of BOS to be included in the 1099 statements. The entries can also be used to give agents commission

earnings credit toward their commission plan calculations. In both cases, including the history items now in this report

can assist thmanagers, staff and agents.

Also new is the inclusion of bonus commissions that are paid to an agent directly from a client. These are entered in

commission area 1 of a transaction.
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Reports: Commissions Paid R11@ptions to include all payments

Further, the report has been improved with the identification ahtlee types of sales commissions:

1 Normal sales split commissions.
1 Commission overrides received from lead/main agents.
1 Manager or Mentor overrides paid out of company dollar or GCI.

Each of these typeas now identified on the report to help detail abeach commission paid.

Agent Commissions Paid - Based on Paid Date
For Perlod : 100172004 to 1073172004
Closed or Paid (= All Offices
oo Bart Basly Compwy Aput Summs < ALL Statoer
Apsi Type  <ALL P>

Hudes Comvarr, W1 3100 NEW Mot <ALL Popcis
Tolighate (900) 733 37 NEW
Hedda dPacque (7) ‘ ‘
e TS b Chechi ** Tradd Adsess Trume TS  TwdlAGCE CommMeelum 109 Trebeme AdmeTran  Owessdd FY.S TR e Chach Tt
OON064  07.0%301) . 114 OO JIOCLPE Ml MM SeB el “wim om 03 om o o0 038
LVOLo0ee  M0NG004 L Ec 000004 730 Chrry Orha CLOZE Lin N0 200 o o om L2 ] L LRU
V11aeee  vinaeed .~ | 14 N1l GOSN karlr CLOSE Lin 26500 Lsu» om ax L o oo [P
V120004 B0 1000 W3 REE M)l 06N ke Iv CLOSE Lia [ o 1 000 I o bon 000 500 00
WVINA004  MVIRG00H : C 0012 KR 2 Bmdl  CLOZE Lin SA00 00 47000 000 ] o "o o0 163678
VLI m oL OLIE Ot WA mA oo 20000 oo 0o [ T 100 11500
LOGIVIese  OII00 ' Ha 1O MY oh L Dax0m om om o» "= om o0

! Pemeses Tetd 295511 HInm [T [T 000 e 200 0066

NEW —9 twiteim A

¢S N Brgen RILE Domcommparipengss | [ 0 X Bechided trom Phes Mamly 30 SaliCama SOSANOmmMe COCanpDokivamds 51 Sukdons GLISWH0O HAHE A~> Nl

Above is a sample commissions report showing additional information.

A new column following the check number indicates the type of payment. The footing shows the payment types possible:

SC Sales Commission

SO Commission @erride

CO Company dollar/mentor override

GL Staff check issued through the Print Staff Check
HA History Adjustment

Also, within the column, if a commission was marked to be excluded from commission plan calculations the column win also

cont ai n eaxxamgieXbove. S e

A 10990 column has also been added i mmediately foll owin
if that commission is to be counted toward 1099 na#lEerni ngs
counted.

Further, in the report totals there is a new ATot al for

REAL/EasyVersion 17 Training Page- 65



R122 Production Format Option and Information Added

R122Production Format Option and Information Added

Standard Reporis V17

Listings | 4 Soben | SFobossp | 6 Trunt | 7Blng ! § Accounts Papebie | 9 Gensal Ladgs

Lty Comessmon Froducton

Phore and Emal List /101 ] [ C;mmurms'Fm AN I
Comm Staterent #1127 | Prodwosan By Dete R122 J Lxpensas By fern R112 !

Corssiwtve Prad R12) I

cenos and Law

Sehes Awand § Eam. RI2Y J Ancusl Expenses RIDY J

Drtrday ( Sert RI0T ]

Lewtas Sxpnen 90 J Corpany Ouact Rep A1 | Uncoversd Exp. R13) l

Production by Date

REAL/Easy BO

i OFFICET
I~ OFFICE2
" OFFICED

Find [ i Dsst | Chack 1|

]

=] Fromate [1101/2015 T3] TaDate [01/51/2015 B

=] Croms [sumies %J)

Date Type ;Ij?.o‘:.
Poiwed | <ALL Popds

Agent Status | <AL Statun w|  AgentPar | call Poo
¥ Une Page Per Agent T Show REAL/Eaay |
Show Trades With The Fallowing Stetus
[~ Pending w Closed [T Backup Dffes
[T Faem 7 Canceled
E5pn (B Pesee|  Dutaa B o
The agent standard RERpohmsiPreduenihamcley

rDradt téd tohpet iaodnd.i tTit

AiSt andéaowimalt process the current report while a the fACust
programmed per a customer request.
Production by Pending Date Brandy, Edward (2)
The Best Realty Company Apetdane VAL fatae
Yew Comner tow ApmiType  tALL Powr Added
Hales Sarnen, W1 Poject AL Drojewr information
Talapmaea: (800 7225327 Susa. CLOSED
Tomls Torws  Poniiog Saee AMrw Loy P Tww [ 1] AGSI ¥AD I:-:‘- -E-G-: '7‘:".- Ovevsie 148 oty (nelet h-u-.:
=) T 0a0L300 .12 [ ) L L1 06 U= B T ) = ) “m w o
s e = ' = - " - - = 40 oy
huces 9 5108 oo 4 oo - % e mm e e tm] uw s s
oo < e - S0 Neth Grew boem L 1Y 20 s XX x > x e x 1 % (3] x = a0 "w s
1 e Propore Eaewd Bosnsy Tonn L 12 TS Lime T [T ™ T T ) »o

The report is enhanced with the addition of 3 columnsR Beduction, Othebeductions, and the Net Comm Amount (if
printing checks this would be the check amount).
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Enhancements to Cumulative Production R123 Report

Enhancements to Cumulative Production R123 Report

Standard Reports 16
Vagert | 3 Langn | 450 | SFolomn | 6T | 7580 | B oot Papstia | 3 Gervs Loy |
B0S Emgp
(T Conwarcne Procucen Epmnres and Tow
< g
d muanwmmJ Camamsnns Fae B11Y I St fward 3 Ean mmJ At Tapmosy m!J
Litrm N dme
Srtbatwy | Qe Y02 ] Clewes - Shtewrd N192 I Protuchon By Date 122 I Sxperane S o A0 I
Loeras Egrws ¥ l Comgary Chach Pag 111 I ‘ e ! Uncovenz Bopn W11 I
AgerdErghoyee Sishs: motl Ottee Check Regorer BRIV I . Daductions Fe 2134 I
B3 Agent Cumulative Production R123 = &
Office | Agent |
T4 <Select All>
[ OFFICE1
[C OFFICE2
[ OFFICEZ
Find | i Clear | Check Al |
Select By Date ICIosing LI From |D1 /m/2me To ID‘I f3/2015
Commision Credit By IGEI v[ Agent Pos. | <ALL Pos> Added options
Project |<ALL Projects: 'l [¥ One Page Per Agent to |nc_|ude
overrides

andlor staff

Agent Status |<ALL Statuss vl ¥ Show REAL/Easy ID

Show Trades With The Following Status n checks in the
’V [~ Pending I3 [~ Only Level Earning Commissi production
5 1 Include Overrides
[~ Firm [~ Cancelled
r I Include Staff Checks

—
(Folmal I Standard hd

Print | @ Preview | Defaults |

NEW - Standard and
Custom options

The Agent Cumulative Production R123 report has been enhanced for Version 17:
Format option added: -reqieshtcastordized cimulatve ploduttiomureporobmimarking up a
standard report with changes, scan, and emaitfip@realeasy.com

A number of requests have been received to be able to include Override checks and Staff checks in the R123 report. This
helps verify agent pay levels when commission plans are based on agent earningsevheeeand staff check earnings can
contribute to plan movaps. Note that the report does not add GCI, AGCI, NAGCI, or Company Dollar to the cumulative
statistics for those items.
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Customizing Addedto Listing Reports R301/R302

More andmore customers are using BOS to heith listing management. With the néDSA listing coordinatiorand
document storage, atlde use of Online importing from their website, mdiigher qualityinternal special information
entered and shared.

With this, customizingof the standard Listings and Super Listings reports has been requested to help meet unique needs to
better trackreport,and share listing information

Standard Banarts V17

) Agerk_3 L0 | Jales | 5 Folowsgs | 6 Trust | 7 Bllng | B Accourts Prywbin | 5 Germesd Lucions |

( Ltnge R301 “ Sunmnsy Conpany Wide H3TT

Sepa Lstngs R2 ! Suswnay by OFice R112

Naorihiy Littrgs Taken R300 | Sumerary by Agect B33

R301 and R302re powerful and flexible listing reports offered within Standard Regor i3 Li sti ngsod ar ea.

Listings By
REAL/Easy BOS &3 tieo
D¥ice IEF_EU > _’_] Propedy Type | “L_Lixfe'— S ary
Distact | <ALL Distrctsy - Statut [ <ALL Statan> SummaryByAgent
Cortract Type | Listrg =~ Detail
SeetNume [ALL Stoetr v Agert | ALL Agerssr | DetsilByAgent
= [P —:: Prowet ";E—‘p—j;: SellerDetail
ot 2 e = JERTEE) SellerDetmilByAgent
Féom List Price | 00 1o temsagny Custom Summary
Custom SummaryByAgent
Date Type [Let O -l Custom Detail
List D e o [0170172015 BA] 10 [(7172015 A Custom DetsilBYAgent
c. T ol Custom SellerDetsil
(rons S | ) ore£uePeém | Costom SelierDetailByAgent
_&on | RPown| Ddes | W
Both report run setup screens have been simplified with

each fnAFor mat o.

Six ACustomod format choices have beenthafisiosi thatcanle seaupley av ai
REAL/Easy staff at your request. Just markup the standard report with desired changes and calculations, scan, and email to
help@realeasy.comifhe requests will be programmed ataced within your BOS installation.
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Listing Follow-up i R504 Help with Coordination and Date Sharing

1 Agert| 3Linings | 45 Tost | 7 Bing | $Accounts Papstie | 3 Gronal Ladow |

Lty Lubalr [

BupessSate Company F01 I Bigyws Soisca Cevpary RST1} Bgurt: wd St P2 | Aghets ared SWEFS31 |
Buyer+5eller Office A0 opnr Sotace s AS12 | Listing Folowq RS20 ’ Linting Foloweup S |
Bupes<Seber Agurds RS J Bpet Sonace Ageets 511 | Soes Fobop P21 | Soes Fobowp P53 |

[ '.‘tiokuu’.;mmﬂ-‘:lli Mo Comtact List H524
1~ncnu,qwen'.mJ Seler Solsce ONice RIS | Man Brohes Lint 529 J
Salur Scusee Ageriz AGIE | Mo Vandes List RS06 [
Within Standard Repor 5 Fol |l owup reports , listing followup and CRNMN

WrittenCRMR® 40 report .

Many companies followup/contact their sellers at different times of thedistarketing cycle from listing/seller initial lead,

at the listing agreement, when a sales agreement is obtained through and after closing. Followup CRM R&04nrdy@ort
produced for listing agents, listing coordinators, admin staff, management, affiliated businesses, and outside survey service
and other companies.

Listingt Written CRM
REAUEasy BOS
174 <Srbogt A g o
OFFICLY r
‘rr: OFFICE2 |rr:
Written Date b IC &
Firm Date Ir’:
Pending Date o
| .
Closed Date | Oret. Natabe
£
Find | [ o Ons | o«utl Find | ¢
a] P f Auav-c'n [
(lm Stabus | ALL Stahs
- | o [ enesmo
) From List Price To List Price
I~ Show Sellers [~ Show Listing Agants
Custom
ForExportCustom
0rt | DPwew|  Detors | B o

The report run setup is quite flexible to help serve many followup needs. Listings can repoaiedhe, or more offices.
Same for agentsif one agent wishes a followup report, just select that agent from the top right roster.

To obtain information for different marketing/ sasdisitng cycl
is the records can be selected for a certain time period and purpose by specifying whiaghglatden the listing contract
was written, or when the I|listing closed using the ADated

Version 17NEWi s t he addi t i ptiontohelp with the valle ofthmiepod by customizing or make it easy to
share the data with other service and affiliated busines
request additions/changes to the Standard report naiable.

Furthetrt o hel p with data sharing, there is a st Asothareish AFor Ex
AFor Export Customd where calculations and other items can
detils/listing agent details.
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2 Format Fu{;pa! - )I Sheow Sellerz | Show Listing Agents

__P_"::f‘_,l

@ o |
Note: when using AFor Exporto and AFor ExportCustomd the r
export tool is used to select the export type desinesliallyand MS Excel workshest e | e Excel$10gXL8)o.
= Listings Written CRM av Street Name =
. w1 ) 10 e} | " Expon | x| "Application” will starnt \
= : Excel and load the
worksheet
Choose "Disk File" to
create the excel file for
later use.
Listmgs Wrtten CRM by Sireet Name
The Best Roalty Company Agerty All hgern
Ciot Cwme Coce Comad Zan PHLE Fue¥ CLlat SPrae
St oy ety Mt ad 458 Ma WestA (Vo) CH918 (4301 & o .
- Ve ar MV 10 bee mama © v LR
Above, the AForExporto report is Previewed and the expor
an Excel worksheédtb e st f ormat to select is fAExcel 8.0 (XLS)o De :
= Micrasoft Sxcel - ~BeEA26 x5 : e — :n
ocg columns will be
f"'l" SR e et Sk | b et Whivs thie L e 2 constant width -
i e 3 TR A S e T ey L 2" LB adjust as needed
and Save
= 2 * /\11 S
1= | 8 T € [ o [ € [ F | "6 T 0 [y J | « Y I ) e
) Listings ¥/rimen CRM ty Sweoot Name
| 2 The Uost Roalty Company AGerm AS Agwely
13
: 4 Chype (=% o Cliarx CAzs cosr Cont Arery Phgdr o
1 5 fage Rusy Raty Bogn A58 Kage B Mertas RN Pra W oeiiwsos Bogs Demowed A
Eé . Tewuuw Bairy Bevp Seva 26850 Srert My Cdware Srandy Buye - Sevien
! Newy Adsin Aunis Hemy 455 Mattertere Weat Al Retya fccts  Duyer Asrae
9 oo Tt Johe & W Toe 108 est v Mbwakee EOwerg Ereney 2210 am Do ot
i 9 ‘tuye Arpel Puron Poron Acoe 439 Comrel S Saterwtert T4 (wa| Marshad O Pertse buyer o
1 10 e Hawy Autn W Meay . Nedts Facoue S0 Team P T
1) e vy At " Van nd Worksheet name 1) BAE. 1124 (314) S55TEY i Mk T 10 Team REF S
12 comes from the
b Lintings Written CIM try Strewt Nar report name |« |
lamts N
Above is an example of a AForExportod R504 created Excel
with as column widths can be changed, columns can be deleted or moved. The worksheet name will named after the report
name.
Thd&oi Exporto format will create these columns of dat a:
Heading  Content
CType Contact Type Name
CLN Contact Last Name
CFN Contact First Name
CNam Contact Name
CAddr Contact street address
CCsz Contat city, state, zip
Ccell Contact cell phone
Cres Contact residence phone
Cbus Contactds business phone
Cmail Contact email address
Coff In house office ID assigned to the contact
Acode Working with agent BOS ID
Aname Working with agenhame
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PAddr
PCSz
PListID
PStat
LDate
Expire
PMLS
PMoff
CLDate
SPrice

Property listed street address

Property listed city, state, zip

Property listed BOS/FOS listing ID

Property listed status

Listing taken date

Listing expiration date

Listing MLS number

Listing Main In-houseOffice ID

Listing close date

Listingbs sold price
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SalesFollow-up i More Help with Surveys and other Programs

Standard Reports VA7
1 Agent] 3 Listings] 4524 5 Followup l : rust] 7 Billing] 8 &ccounts Payable | 9 General Ledger]
Lists Labels Letters
Buyer+Seller Compary RA01 Bu_l,ler Source Company H51I; Agentz and Staff R521 ‘ Agents and Staff RE3 ‘
Buyer+Seller Office RE0Z Buyer Source Office R512 ‘ Lizting Fallow-up R522 ‘ Listing Fallow-up R532 ‘
Buyer+Seller Agents R503 Buyer Source Agentz R513 ‘ Sales Follow-up R523 ‘ Sales Follow-up R533 ‘
Listings 'whitten CRK R504 Seller Source Company F|514‘ Main Contact List R524 ‘
Trans CRM Report R505 Seller Source Office R515 ‘ Main Broker List R525 ‘
Seller Source Agents RE16 ‘ Main Yendor List R526 ‘
The Standard fAFoll owupd area is used to assi staricuompany,

points in the sell cyclé=ollowup tasks can be dobg office staff or by the agemthemselves.

Often, the brokerage will hire an outside agency to do followup surveys after transaction close. The brokerage supplies the
sale information to the agcy so they can do the followup service.

Most common is for the agency to request an exact format for the data for the brokerage staff to supply. To do this, a number
of customers have been exporting many of the current BOS Followup reports to Exc#leetsko help. However,
sometimes the worksheets need significant modification to be useable by the agency

To help with internal or external followp, many of the version 17 Followup repgrtércled abovenowh ave new AFor
options A A Cu srtcanrhe setupetphelp. Or, to share dathe ner a l AStandard Exphavet 0 pl
been addedThe exporibptionscan createasy to us&xcel worksheets more so than the reports which are more formatted.

If a customer ExpertedexpofiCubboomat that can be setup by BOS
BOS program. This means that the exact format required by the ageintgrnal staftan be supplied very quickly and
easily byadminstaff.

Buyer Source List for Company n-
REAL/Easy BOS &3

Traneaction Types | Transaction Statut | Tran Buyer Socace | Contact Souce of Bus |

[ CSeloct AR
|; Appraisal

Fiod | 3 Cen ) CreckAl |

Standard: the current report

Dato Typs [Courgése | Standard New: For Export - easy to create Excel

Cistom — worksheets and other formats
ForExponCustom e ——
New: Customize report for your company
-] \
-] ) New: Customize export for your company

B pn Preview wits | B oo |

Aboveillustra es t he new AFormato optifBuwnerai $abd ee wiNdtehthet h@er RGdA
report must be APreviewedod in order to export to an Exce
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Below is a sample R511 For mashownfelow dadkdick the esport tooRa cecate teeviExcel h e
worksheet. Note: the report may be difficult to read as it is formatted for easy export having many narrow columns of data.

&2 Buyer Source List for Company -~

A 1e1 =l | [#h  Tad17  00% 17e17

o
o l Duver Sourer Lut foe Cempaey
0 30w Loury

New Cmnm el '0. Cancel

Hiws Cmmn privadizcl —
Trpe Nazw TX | Duske e _'] st Ofse ATrs Ales TRe T TRTyp éPesd O lm TRF TRSs TEEM TRIRITACH TR ImTRIp

Faw Fevon B oFn P CLTS 2 1] we— Tring
Sust Derem B oK S—— FL Cus OTX
Fuow Me B Resy wap ww o ams e 1) ew wrokw QFFIC Nal Deest weees & FLOY Fema Wi

Suver Sqbe 38cy  Boetis 70 Sasey

day OIFEC Biben Ferentsmaee P L0 L s Lkl
Szpw Mt O Dede Dzmm ¥

414 CExe QITIC © O Mun swwwee Wesw W1

Supe NuD Apms Do laus £ By day Fumm: OFFE0 PuIN SeSiesmman © FL ) ) ’ Kim W1
Supe Mr L LukaMCont 121 2302 Ald OF7IC Eiban Tormm ssssss C 3 Mgws CWT
Suye Mabm Halon O Edwr Srind st F M UL ey Hod N

Jupw Mi K Reps Kas XX i3z
Fupw Mo L Padty Lot 33 LEm
Buyw Ma M Flan Nm O X ke
Fupw D AxDe Ad Pays 20 Cawwy
Fupw Mi F ToacklRic &858 Raed
e MR Friets Rows #0250 funt

4len2 Ofks OI7C Jeymo Praafs sseeess © Munw W1

e OFFE W, Tasd Foew Wi
4148243477 Ptes CITIS Madds Sacq weme v
dem OFFF. Blesn Fareg wemes o
a1431 Ratoz QTTIC
A Toiaph

Soyw Ma R Frete Roma 22250 fpany) 430 Tolazt OFYED Cpiviz Crows Milms W1
Fuwe Rary Burr femlal 203 5o by y Ale s O Mitws W1
S Va1 Pt Tepe 179 Mo aan =5 Ve AW

v
»
The above report in this example is exported to a new Excel workdiwen below.
= Microsoft Eecel - ~CaAES s - & |
FZ) Be it View oot Fgmer Todls Da Bindow el Quictoots -.8 x
l .Ex SR ';r.mnuus‘mm =i By EEBAS N R EE .>.ﬁ.l
cs > B Pew - ) ) ) = : :

SlA ] 8 Eemeess © . € 1 F ) a9 - |V HY [ | ! K LoV M
1 Buryer Source Lat fer Comnpaty

2 | The Seut Rasdy Company

3]

A _4» | Ty Tlava e L¥asw 5 TN Ve Chy 129 il 1% CFhons

5 |s-n- Ferrn Apped ﬂ@l.'& n "sot T Wickeibs Broakfield e

B [Bevw Ferven Appdd  Fameen Agped P O Des M Browifid "W

7 _|Bever M Baga Rty Bega Yison Koraom 1 Meter es

0l {Beover BebeBenin B Bartn %% Beerry Dide B4 Wereaton i

4 lam Me. Bebe Bebe Bamn 414

10 [Bever M Day Agas Day Sass £ Fovwe D Mivwkee WD 33201 e gz 412

RES Me LN Good Lo X oot ot & 103 Drary Lase Famichns P Laealriood@yal 414 444 8021

};‘ ;5;3- Haleat Halsret

:.]__.Eq- M Kaes Eapa Kass 1= 8 3, Bex dle e wi 414 355 0002

14 | Bepw Mo Locks  Padhy Locka = 1, Box 367 Taloe Genre s femacersca 414 248 2208

15 [savw M Matt Nava Mar “%0e . Soenr Dv Seowieapn 414008 3300 QpaTITEEDY
_1&_;}.\- Do Adkws Payes Dy Ak Pans 20 Charer Ovliad Lo Decikfiald wI AFarali Ppwa 414 464 2005 v
W Duryer Source List foe Company |« > |
Fmecy NN

The exported worksheet will have a row of column headers followed with a row for each contact (in this example buyers).
For most of the transaction reports, the Format A@AFor Expo

Column Headeand Description

Type (e.g. Buyer) selected.

Name contact name

FName (first name of the contact)

LName

St# street number for the contact address
StNamestreet name for the contact address
Unit# for the contact address

City for the contact address

ST state for the contact address

Zip for the contact address

EMail for the contact

HPhonecontact home phone
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CPhonecontact cell phone

BSourceBuy side source

Office  BOS office ID for this listing/transaicin
AFnameAgent first name

ALnameAgent last name

TR#  BOS transaction ID

TRStatus P=Pending, C=Close X=cancelled F=Firm O=Offer
TRTypeTransaction type

dtPend

dtClose

TRPriceSelling price

TRSt# Transaction property street numver
TRStName Transactictreet name

TRUnit

TRCIty

TRState

TRZip
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Transactions: Enhancements for using Commission Templates

Setup
e T =
Uses Accuss Do cat Service Managee
Selp Usary I ( Cotrmaon Tenpiates D Services Lmt 1
’ Forms ans Checks | Service Fan Narves l
Setup Menu Access J
Trest Types | Service Pans l

Commission templates are plefined commission revenue and split definitions that can used to assist transaction
commission entry staff. Templatesndae designed to assist in certain types of sales such as list side, sell side, inbound
referral and relocation, special franchise and/or advertising allocation, and, now special team sharing coranussifices
commission company dollar allocations

For brokers who use BOS6s financi al "artyacconntingsystemptemplattse B O S
can be setup to use certain income and expense accouts Y@arious types of transaction incomes, splits, and allocations.

a Commission Template FRAN - a nl

Back Office System New At
— - — Ficke Opiioes
Commeszion Template |FRAN & TansRod © Ads

| € »

Ad3W) Dffce Geoes Comwrson | AddOAI Coflioker | AJSTAZ Befmdl | Add CA3FrarvDi Too| Bes |

V Swe _’ New —l C\al o ‘u)ed(mtm) X Qeete X Cancel

Above: template entry screérbuttons for adding IA1 and CAZA3, and now CA4 commissions

Role Optioni s a new setup for a template which wil!/ affect how
ATrans Roled choice wil It ecrgpu sae et hsee t Ap plgys , s tseupc)toassigredt |Thye wse
in the transaction based on the transactionés rol e.

While gpplying the above templatior examplei f t he transaction role is ALiIist Sid:é
Commission) lisside and only the 4% Franchise expense allocation list side will be applied in the transaction. The sell side
percents would be set to zero since the firm does not have sell side representation.

To force the template to apply asithas beenentesd@ t t he RollesoQpti on AAs
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Next, is an example of building and applying an agents CA4 template. In the example belowdsfinpoeway an agent
team is to split each of their sales commissions and assign the units of production.

B Commission Tempiate ATEAM - O -
Back Office System & e |
e — Ficke Opices
Commission Template |ATEAM & TiwwRow ( Asds

Wl [Adusied Commasion

1AL [MA Ak stnd Morvesiesn

(1084 Wiey Suderen
| |C8¢  Edwad Brandy
\|CA  Edosn Foowarcs

Ada a1 Oftoe Gross Commusicn | Add CAY Coflioker | Add O Befenal

 Save 'J

f!- @! - Agert Cm'_"smj

§ A0 CA2 Fran/0H Top)

e

X Debete | X Cance

The new 4i Addgde nGA Commi ssi onod0 button i used to place
team of 3 agents are setup with the first agent being the team leader.
Commission Agent Template Edit ﬂ
Back Office System & 1o
Name Ty =] G Tosm [ Tomn =]
Role IS | For Tians [A Team =]
Cuanent Plan 1 _‘J
Plan For Trams. | 614D Shisgh Sl | I7 Look/Manuol
Agent Splits On | Net AGCI ;] Lml 0z
Comment |
For Thes Agent Lust Side Sell Side
Units | 1 1
Commission Id‘ 0 |I4‘ 0 Acet it | Neoe) _'J
|7 Manually Allocate Gross For Commssion Plan
Allocation =l [W
TAZ Allocated GOI [ |
IA3 Allocated ABC! | [
1A Allocated NAGEL | [
v/ Save X Corcel |

Above the team leader is placed in the template. The lé&attereceivehie units credit and 40% of the revenue share.
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Commission Agent Template Edit n-
Back Office System & Heo
Name [Edoen Fomards v | Cusr Team | 1= ~1
Role |Both Sdez | For Tsame [ A Team v
Cunest Plan |n/a - }
Plan For Tran: f&;-’lu%aup SpN _-:} T Lock/Maswal
Agent Sphts On [Nat ABTE 7_:_] Lau[ E
Comaent
For This Agent List Side Sell Sede
U < — >
Commission | o | 0 Acct#t [ (Norer =)
I Maonualy Allocats Grois For Commessian Plan
Allocation % q D n )
1A2 Allocated GCI i
IA3 Allocated AGCY | [
1A% Allocated NAGC [
S X Corce |

The 2 team members are setup in this example with zero units production and 30% revenue share.

Foll owing is an example of applying a template into tran

Transaction No.: 9800010, 1550 Turnover Circle, FL-FS, Both Sides, Single-Office, PENDIN... - &

Property] Demographics] Lizting#Seling Co-Broker ntacts] Trust ] Journal] Note&++] Lizting Notes] 5

Recalculate Commissions AZR= | 1200 v| Template |Default
@ 1= Income frea AP | 2110 ~| sale Price | $338,100.1

O Cé = Commizsion Area A/R Date Posted

Company Dollar

In the above example,gHAl gross commission revenue is 3% on each side of the InHouse sale. Also a 9% CA3 marketing
fee is allocated.

ATEAM agents are to be paid on the |

I n this example the
AApply a Templated to begin the proces:c

enteredinonesteplG ck t he
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Add / Edit Commission Template

Back Office System & v |
“5"""" I emplate Name e ——
E B!

v

|
Total Plans: 7
(./ Swied DGG« .«.ls..m 'r;.«m[
p .~ ™ A —
The template can be applied either with fASelecto oe #Cl
templ ate after clearing all ot linsertthé tAniplatea ondop &f All exisings . T h e
commission rows.
Select Office/Role : ATEAM
DOffice IDFFIEE2 vl
Role Both Sides vl
ASI5
} Mest | oth SIES
With the above wizard step, the operator can further control how the template is to be applied.
Office: for multi office transactions, the operator can select the office to assigntétpkate rows to be added.
Role: select the role to be assigned and used when applying the template.
Click fANexto
B3 Transaction No.: 9800010, 1550 Turnover Circle, FL-FS, Both Sides, Single-Office, PENDIN,. - &5 N |
Propeety | Demograchecs | Litrg/Seling CoBioke  Commirnons ‘ Conticts | Tral | Joundd | Notwses | Lisirg Nolus | Sarvess |
Recaicdale Covpessone Am* 1200 =] Templste [FTEU | Apgh & Tenclale
1A = Icone Aed AP | 2110 v| Sale Price | $338. 104
() CA =Commasico Aias AR D&WI.
List Sde 000 S0
List Sde 000 %040
List Sdde OFFICE2 000 %040
rpary Dol
The program inserts the templateb6s rows as shown above.

not recdculated.
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B3 Transaction No.: 9800010, 1550 Turnover Circle, FL-FS, Both Sides, Single-Office, PENDIN... - =

izting/Seling Co-Broker  Commissions I Eontacts] Trust ] Joumal] Notes++] Listing Notes] Sewices]
AJR= | 1200 ~| Template [“TEAM Apply a Template

R et =g AP | 2110 ~| Sale Price | $338.10012
O Ca& = Commizzion Area A/R Date Posted

2584.43 5040
0.00 0.00 1938.32 5040
1938.32 5040

2584.43
£0.00 1938.32
15938.32

a4

wiley Auferer List Side  OFFICEZ2
Edward Brandy List Side  OFFICEZ
Eileen Forwards List Side  OFFICE2

Company Dallar _ Tatal

After applying additional templ at es, i f any, click

commissions through company dollar.
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Transactions: OfficelD Handling for Adding Transaction from a Listing

This section illustrates enhancements to Adding a Transactiondroistingwhen a company has multiple offices.

REALEasy BOS

When an
operator. Asills t r a't

operator
above,

ed

i s

addi

t hi

listings and will be pulling information from that listing.

$ 108 Select Unting

Sees o |

Sneet N |

ng
s i

a

transact.i
s AOFFI

[~ Pated Proceny Nana| T Pad

on
CE1l106.

|

MLS Ma |

ad Cose|

Uriew Date| / /

$000 1w

B

B

P4l Detset]| AL Dutscts x|
=] Staks| AL 3] Geal OFFCETT %] Fropet] AL Propes =] Gaiet Typon [ Lintg -]
00 LstegDueFrom| / /

Coder Larm R30I

Prisd S1L 85

SOLp

$185,000 .00

$160,000 00

0 Sheerton

Shverion

mr-t..tf.gm:: E]r Ten [~ Eng
| | Propetybiarm |[Zyme | Stwsl Hare I s e e ML Na [AdTo s
v Arciarzon Drive EPMED  $31 3000 00 0 Stverfon  Marion Courty 60690
v Colege SEACHOSN EXPRED $24520000 MEAnge  Maron Courty  S5930Q
v Pl 5 Lot 64 DPRID 3160000 00 Sheerton  Menon Courty 551205
v Prisd Q1L 67 EXPRED  $160,00000 Sheerton  Maricn Courty 551238
v B stesls R Creeep ACTIVE 3333000 00 0 Carvain Maron Courty 666144
v Manch Courty  E3168

Mancn Courdy

v
v Frind S Lot 65 EXFRED  #16000000 Sheerton  Menon Courty 591287
v Prssact Vatey Or N Expnen $187 20 00 0 Stverton  Manon Courdy BAEDSS
v Weow 52 FF T $70,000.00 Sheerion Mericn County 5773
v Vlow Strest EPRED 925,000 00 Shearton  Manen Courdy 45009004
v OMNE  Hamorw Ln EXFRED  $18530000 WOOUT) Marion County  SES0M o
| ol
Soki Diake ke Q Dfcn  OFFEEN 2
(4722/203 Erpwy Date  1OVIR201] fledoore g
The | isting contract is | ocated apda it i

t

he
Now

i Ma i
t he

sted

n

b

of fic
operato

y inho
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Transactions: OfficelD Handling for Adding Transaction from a Listing

Man Ullicn for Tramaachien - CFFICEY -
Commgary fivén { -
Han Oihca N
Tummaetion ¥ 1o O4ica Ouangnd rom OFFYZE b CFHICELE
Ful bem Liow .
e
b lew X cu<«|
When the listing is selected, a new message will inform the user that the main office is now being changed.
REAL/Easy BOS
o e e T
Company ole ’ .]
Main Office Aok ‘ -i
Transaction Tope I 'l
0r -
Pl from Transachion faptions| |
LSl b X o] 75 |

When the message is cleared (OK is clicked), theTadd wizard screen 1 of 2 shows the new main office ID and the ID of
the listingjust connected.

The purpose of this change was to assist entry operators by helping to insure that the correct Main Office is being assigned.
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Analysis Enhancements: Format for Your Customized Reports

Analysis Enhancements Format for Your Customized Reports

Anabysis 16
Uthrg Faateg A111 | Soks Rabeg Al | Guslie 1L Sakes Sammniny 230 | Compane 480 ] Lty 441 | Trend 250 | Frodes 450]
Comeary Lovel O1ice Loved Agert Levet

Opentunnsetal | Opm Basvon ot | Oxeosumwen s |

Puadng Dus Te Chas AS022 [ P Diw To Olesn A 12 I Purees; Ui T Dose 43022 l

Dus dedd Mheody Thoeed 43063 l Do and thoddy Cined 22013 I Due oed Absedy Cownd 43013 ]

[ T — T I ChoiedBinkes: AN 14 I Chset Business AD 2 ]

Cowosted Dusress XA l Cancwled Sunreas A0 1Y I Cancebes Himnes) AN % [

The Analysis module is used by owners amthagement to help learn more about where the business has been and
where it is headed for the whole company, company branches, and company agents and teams. This section details some
of the version 17 enhancement sokwmsuggested by many of t he

Customers have been using Analysis for many years to help alf lefvedbmpany resource aBIOSé6s Anal ysi s r
have catinually been enhanced to meet changing general needs. While this BOS update does include more features, we
have added ame Firmatdo o pti on t o enabl e us fooneetsteabateanigoeyaut om anal
particularoperation, program or market.

Format I Standard

Each Analysis report wildl have a fAiStandardo antasin Custon
always beermvailable. The Custom formatawailable for all BOS customers who wish to have their own format for the
Analysis.

For example, ifyour company needs an ageanking(Al11) that showghe transaction feean adjusted company dollar
column or other calculations, this can be programmed for

Another example might be creatingieC u s t o m @nallysis ISumanary (A30) report where certain columns are
removed such as fiReferral sd amtdhd@rOfdolt lhran sT ogproe aaadld éidN AGUY
and ACompany Dol | ar Yprofitabllitg in different neaekets) salmtypess or property types
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Enhancements to Analysis Listing Ranking A10

Enhancementso Analysis Listing Ranking A10

Written Office - All Producing Company Level A10-01 u‘

REAL/Easy BOS & 1o

Listing Office | Lutirg Propery Type | Listing Disrict | Listing Status |

|
| OFFICE2

| oFFICE3
Find | # Oea | Cecia|
{Detail
From List Date 1270172004 Bl o 1273172004 | Chast
From Current Price 900 1o | 1000000 | Custorn Sumenaty
Project [ALPrets  v] Contraet Type [Ling || Custom Detail
Agent Stotur |ALL St =] Agent Type  [<ALL Types +Cus!om Chart
— ol
R 2 Producing Agents Only
Foamat > ~ ANA as
B | P | Detans W o

The Agent Listing Rankind10 report used to rank and compare agent listing units and volume production has been

enhanced with

Each of the ranking formats of Summary, Detaild Charh a s

t he

addi

ti

on

of

a

t he

speci al

6For mat o

fiCust omo

option.

feor mat .

formats can be customized for you just by marking up a standard report and emaillmgpi@oealeasy.conT he staff at
REAL/Easy will build the customized report for you and login to your station for installand test.
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Enhancements to Analysis Sales Ranking All

Enhancements toAnalysis Sales Ranking All

REAL/Easy B80S A11 St

s | Trans Typas | Proserty Type | Dttt |

Find i Des | Ohecie|
Dated fiy [FroceDow ] {010172014 B Te [05072014 B]
: - Inchudu
/Pv-owu CALL Proyscts hd R ANC "
ook Expadunce 1) Only Level Enining Commission Aecords
Agent Statex | ALL Staun v —
‘J(nm. [0 =D

—

Rk Type ﬁ:».-yn: = “Ghow Tsades With The Follomsng Status
C—i I Pending [ Closed [~ Backup Ofier
Side Both Seches N fum - l
Son | Bneon| piess | B |

The Agent Rankind\11 Analysishas been enhanced:

1 Agent Experience:normally theranking Analysis ranks production for all agents. The Experience option allows ranking
jut the AExperiencedo agents or just the ANewd agent s.
record withiANBB8OSc §FeMdmysEodi t Agent s and Staffo.

1 TheRank By option has been changed to a selection from aiitk the down arrow to select rankibyg GCI, AGCI,

NAGCI, Agent Earnings, Company Dollar, Units, or Volume.

1 The newFormat option allows BOS customers to request a customized report to be programmed to be run with each

reportédés fAiCustomd format.

1 The transactionStatus selection has been placed on the main report screen so it is easily seen. Prior, this was on one of
the report setup tabs.
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Enhancements to AnalyQsartiling A14

Enhancementsto Analysis Quartiling Al14

Closed Busmess AL4-003 - x|

REALIEasy BOS & ueo |
Ofices | Tins Typa | Propesty 1

™ DFFICEY
™ DFFICEZ

fnd] 000000 l Check 24 |

el
T [Tb 3072014 i
[C warren ' I Panding ¥ Closed [ Rackup Offer
" Ewm [ Cencelled

Project | <ALL Promess:
Agent Status I ALL Stabues 'thm Em! ALL Apacks D

Quastile Type  [Indaius |
Side {Both Sides =
= AN Agents Start Dates
 Agent Start Dates From | | trevagh | B
Bpet [} wses| oot | R |

The Agent Quartile Analysis has been enhanced:

il

Agent Experience: Quartile Analysis has been used group all agents into high to low prodquatoties The

Experience option allows quartiling just the AExperi enct

experience level is assigned inthe ageatoer d wi t hi nANB@Si EeSepspso.

For convenience thRank By option has been changed to a selection from a list. Click the down arrow to select ranking

by GCI, AGCI, NAGCI, Agent Earnings, Company Dollar, Units, or Volume.

The newFormat optionallows BOS customers to request a customized report to be programmed to be run with each

reportédés fiCustomo format.

The transactiont&tus selection has been placed on the main report screen so it is easily seen. Prior, this was on one of

the report setugabs.

The quarti eport se
on t

l e r anced to
with the addit. of

p screen has b h
a he right of

t u een en
he fiDistricto t b to t
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Enhancements to Analysis Sales Summary A30

Enhancementso Analysis Sales Summary A30

oo el sy For Cosed busivess %
REAL/Easy BOS At

From Cloving Dote [BERRGE] 1| -
Tof Dote |0s73072014 Al Pt [l Proects:  #]
———
Business Feom Agent Expesience | AL Agents =i
utiness From Agent Stabus ALL Srats -
Seleot Repoet Type
g " Detad
Summanizelly [5ob Tope . TG A,
ca Show Tiadex M uz
o= = ir Pending [V Closed [ Backup Diles
. I Cancollod
|
[ L& Pree [_;\ﬁvp-l Defom I B o l
1

The Sales Summary A3Bnalysis has been enhanced:

1 Business FromAgent Experience:The newExperience option allonsummarizing business generajast from the
AExperiencedfiomblgenfiNewd agemnts. Naalevelis asaignedanrhe aggntrecord s e »
within AB®B8BS8SetupSetupso.

1 Business From Agent StatusThe new status option allows summarizing business generated just from the currently
Active or just from agents who have been terminated.

1 The newFormat option allows BOS customers to request a custonfaaedmary Analysiso be progammed to be run
with thefi Cu s t o m&elettionr ma t

1 The Sales Summary report setup screen has been enhanced to allow production summarization withPrepkstyed
Typestab.For example you can now summarize by sales type for just residential or commercial property types.

1 NewDistrict tab.The Sales Summargeport setup screen has been enhanced to allow prodsatiimariesvithin
sel ected mar ket iandgd ifitdii osnt roi fc ttshoe wi Dihs ttrhiect 6 tab to the r

SummanzeBy |[ESEyERE
17 Custom

18 Custom
19 Custom

SummarizeBy options have been added to the Sales Summary analysis:

APosition Summarize by current agent position assignments, e.g. Full Time, Part Time.
AExperience  Summarizeby current agent record experience level assignment: Experienced and New.
AStatus Summarize by current agent status.

ASource Summarize by the agent hire source.
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Enhancements toProduction Analysis Compare A40

[Comony Closed Bunes 0z =
REALIEasy BOS & e |

Oites | Pxpety Yypes | Traraaction Typ

| <Select Alb

Fnd |

To Closing Date |05/73072014 Compare To Closing | /3070003
Puoject | <AL Propcts) Statmtic |~50
Wym (m Suandand

From Agest Expetinnce | 5L

From Ageet Status l ALL Staue -I )
Tradus With The Following Status

" Panding & Closed [ Backup Offer
[~ Donol Gplay Chenge cohmns: || "™ | Canceled

5?- D.ﬁwl Deimas | IVQon |:

The Compare A40 Analyslsas been enhanced:

il

Business FromAgent Experience:The new Experience option allows comparing business generated just from the
AExperiencedo agents or just from the ANewd agents.
within AiBOS AS&8Bapbsod Setupso.

Business From Agent StatusCompare Analysis has been used calculate totals and changes in production from
combined active and terminated agents. The new status option allows comparing business generated just from the
currently fActived or just from agents who have been terminated.

The newFormat option allows BOS customers to request a customized Compare A40 Analysis to be progaashmed
run with the fACustomd format selection.

New District tab. TheCompare A40 analysigetip screen has been enhanced to allow produtdtais and changes
within selected marketing Adistrictsod with the addi
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Enhancements to Compare Ad4@gent Leveli email to agent.

Enhancements toacCompare A4071 AgentLevel i email to agen.

Anadysis 16
Listeg kg 871 | 5804 Fisirg 811 | anie 214 mm- 441 | Tiend A0 | Fholis 450}

Brokers can assist agents by sharing comparison reports of their closed and written production. Any time periods can be
compared most often it is the YTD productioAgent earnings, units, volume, and other production can be compared.

The compasons can be made by any number of choices inguglioperty type, sale type, ttist, zip code, price range, and
others.

The A4021 and A4622 analysis reports are used to do thtese reporthave been updated so the report can be emailed to
eachaget using BOS6s emailing app APDFEXPLODEOG.

Ageed Cimad Batbvess AID-22 ul
Ctem | gt | Foomeny Tioms | Trorommn: T | Uit |

O

T ooroes

fiaaf | s
tuh-bﬁm _uluhm
Wusrusis Promm Agosd Shatee [ 1 Sias: =]

fhwwe Tranbor With The Falumng Stotn

oes
! L It See

_Bowe | [Rnesa| geass | W= |

Note, fAOne page per Agento must be checked to do the

== =inixi
4 u s BBASTT 18 Tawr v e

with emali plug-in "printer”
T thio comparison report will
be emated t0 sach agent

A Coere

2 e Umastatian ~
e wecos | e i z b uawnt. o
(L T S iomecs e - @ﬁm
D e w1 e | e ) ol
bove: Preview the report and change your printer to

Or j ust ti PirA DR BX PAln@D Esoée.l e ¢
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Enhancement to production Activity A41 / TrerisDA

Enhancement to production Activity A41/ Trend A50

x
REAL/Easy BOS  Activity Ad1 Analysis B |
Offce

g < Select Al
I OFFICES
™ OFFICE2

Find # Con | Ot |

fiomDate JUBOBNGE  [4)
ToDma  J0wmz01e [
stamtic G0+
C Foemal | Slanded = )

Bew | [XPovew]  peioas | Mi

The newFormat option allows BOS customers to request a customized Activity A41 Analysis to be programmed to be run
with the ACustomd format selection.

x
REAL/Easy 505 Trend AS0 3 i

0 | oo 1aoel Fopaty Type | Chansct |

————————
Find | o Ovw | Cruch 24
Year [lvow ) [:(vu {500 Progsct f ALL Progsers» ']
laa

=

(7 brebuade Untx

E.‘ e — I Fpulog ¥ Cosed
Sy Troe i [ Capewbnd
HankBy ft'o;;'——ﬂ T Hackip (e
Bewe Draw] g | s

The Trend AB Analysis has been enhanced:

1 The newFormat option allows BOS customers to request a customized Trend Analysis to be programmed to be run with
the ACustomd format selection for Trend analysi s.

1 The Trend analysis report setup screen has been enharaledvtproduction summarization within selecterbperty
Typestab.

1 NewDistrict tab. The Sales Summary report setup screen has been enhanced to allow production summaries within
selected marketing fAdistrict s orightbfthePrapérty Typedadh.i t i on of t he

A new checkbox option has been added to the Trend Anal ys
Statistic selected, e.g. AGCI O will be talso &b endlar€th®014 eac h

$309,000 of GCI was generated by 62 units.
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BOSAnalysis: Special Easy to Use App for Owners and Managers

BOSAnNalysis: SpeciaEasy to UseApp for Owners and Managers

Analysis

Managemenat many BOSustomers use the Analysis reports to step back and take a look at company operations and
productvity. It is usually the general managers, branch managers, and owners who are interested in learning from the analysis
of listing and sales production by summarizing, ranking, comparing, quartiling, and others.

Analysis P ——— Custom
By | Reports (8Os Analysis ) Reports - o
File | Hel
|| Listing R anking 410 Quartile £14 | Sales Summary 430 ] Compare 240 ] Activity A41 ] Trend A50 ff Custom ]
Company ‘Wide Office wWide
written Office - Producing 41101 ‘ written Office - Producing 41111 ‘ BOSAnal ySis:
Analysis Reports

‘Wwhitten Office - Agent Start 411-02 ‘ ‘Wwhitten Office - Agent Start 411-12 ‘ o n Iy fo r M ana g ears
and Owners

Agent's Dffice - Producing A11-03 ‘ Agent's Office - Producing A11-13 ‘

Agent's Dffice - Agent Start A411-04 ‘ Agent's Dffice - Agent Start A417-14 ‘

Agent's Office - All Active A11-05 ‘ Agent's Office - All Active 21115 ‘

TheBOSAnalysisapp appears as above and contains the Analysis répemth tabisatypeand a t ab f or A CuUSs
reports that have been written for/by your company. The login is identidakas BOS, and when logged in, it is easy for a
manager or owner to get started without getting distract

The REAL/Easy help staff will login to your network/PC/Cloud to setup BOS Analysis foffymuicon will appear as
shown at the top of this page. Just call the help lineZ@26327 or email your request help@realeasy.com
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Escrow/Trust: Enhanced to Handle Direct Deposit

Escrow/Trust: Enhanced to Handle Direct Deposit

The BOS program includes @tegrated escrow/trust program that handles all broker held trust account requirements.
Normally, when closing out the trust account for a sales transaction, checks are printed for deposit into the compagy operati
account. To increase convenience, neatdres have been added in Version 17 to mark transfers as direct depasitst

print check$ using a separate DD numbering system.

Further, the customer can also request the option for creating the DD export file in the format required by thaipladfo

to their customer website.

=)
C Add / Ede Difce D —

A Agris b5 | AGd/EdeHan Coescls |

R84 Veodo wlcenascn |

AddE ik Corrmson Pans }

Topvonall

To enable separate escrow trust direct deposit numbering, a Company level setup is completed. Further, if offices are to have

their own DD numbering, the same setupndcan be initiated
¢ Company Setup
REAL/Easy BOS & vep
Trust ] Bark Infarmation } HCCOTrry T ] Photos ] Services ]
Cormpany Infa ] Configuration )ncome Statement ] Balance Sheet ]
Mext General Check No. ] 10085
Mext Commission Check No. ’720&49
Mext Direct Deposit Ref No. ’W
Mext Outside Closing Ref No. ’W
Mext Trust Check MNo. T
qul Trust Direct Deposit Ref Ho. 80003 )
ext Transaction No. | Al
Mext Agent Billing Invoice No. ’W
Mext G/L Entiy No. ’W
Above, within the Company Setup, use the new option ANex!

deposit number.

Special for

Narth

a8 Office: ZNORTH Branch 2
Elluhlmm_“ Conhycd Rumbets i’fm'

Office Level
Control

Newt Commsnmon Chock Ko

Next Grneral Check No [
[
Nest Dieot Deposit Flet Na |

I
|
V
Nest Trust Chock No |

Next Dutside Cloxing el No ™ Actresie bt This Oitce [Ofice Lavel U]
Toust Azset Account _j} I Actreste bt This DiVce [y User|
Foust LabiMy Account :: I Actrente dor Thes Giien Vry Usm]

Actresto bt Thes Oftice [Cfice Lavel Uset)
[ Actresie ot This Difce [Dffce Lavel Useq)

I Actreste bot Ths Giten [Difcn Laved Usm|

[ Actrvsie dor The Drfce by User)

Qlou Teust Duect Degowt fled No|

20001 7 pcivests bt Ths Ottee LarpUsesf )

Nust Trunzaction Mo |

O Actreste dor Ths Gites WAy Use|

Shown above is the trust Direct Deposit reference number assignment for companies who wish to have separate numbering

ranges for each office.
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Escrow/Trust: Enhanced to Handle Direct Deposit

3 Transaction No: 9800001, 1444 £ River Dr, Uit 3£ FLES Bagh Sades, Multi-Office, CLOSED, 2. 0| x|

Propedy | Dervoguagecs | Living/Sellen CoBroher | Cormmmsions | Cont il | Notes | Liitrg Nodes | Sermces

Accoent No. [ Alaccoats: ~ Mol

Jans [TreTopm Jhrows  |Ortwhest |Codoheet |Oumrgion Chmck bz Pt Fawe/To Carlact| &
’J 00298 Depoud Jo0m N 260 Depont 632 TSNS XDy Lgres

Direct Deposit Is
now Available for
the Transfer Out

»

Actwity Rb02 Balance m

n |
B Deport | Ditund

¥ Dedeto

For c¢closings where the trust balance is to be paid to th
command is used withinunting®b.transactionds ATrusto acco
P e——
I TRANSFER '
REAL/Easy BOS &P Hep
Trust Type Trust Tranzfer Joumal Code |TT
Debit Account 2470
Credit Account 1120 Trust Account $2,000.00
Amount $2,000.00 TRANSFER
Date 0/20/2015 ff|
Contact To | Best Realty barketing ﬂ

Handled by Agent/Staff| <Mone:
L) escription

Term [ Emp

Trust Transfer

Explanation

Trust Transfer to
[255 chars max.]

Payment Type
" Normal Checl * Direct Deposit

2y Print Ehec& Post Only ) XK Cancel

When the transfer is about to be completed, th
With this selectionici ck t he APost Only.d0 button to post th
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Changes to Check Posting/Printing Procedures

Changes to Check Posting/Printing Procedures

Regarding check numbering, the trust fADi sinBOSswversiond/nd ATr a

Single-Office, PENDING, 2.. - D n

vl | Noes | Listeg Notes | Services |

B Transaction No. 9300002, 1669 Fairfax Ave, FL-FS, Both Sige

Piopety | Dencgraghes | Lateg/Seleg CoBukm | Conmrsnont | Cort

Accound No Notec: |
|GLNo  [Troet Tyce  |amount  |Dabstcct [Ciodttcet [Dozcaption | Check %o R [Date [From/To Contact. A
_’j JOO356 Depoat SNoo X 470 Deposk 93 1 014 1 Tage, Pelioneda

Used to close out trust
by printing a check o
posting only a manual

check
/ v
< >
d Depose Didease Taantfe DU J Revatre l x Delein ' Attty REQQ Balance

Above, example of transtgn to be used to illustrate the check print where trust is to closed out with a Transfer.

TRANSFER
REAL/Easy BOS @? The check number to use \
— is no longer entered on the
Trust Type [Toust Tramstes Joumal Code [TT "TRANSFER" screen.
Debit Account 2470 Now it is on the following
Credit Account FZE—__ Trust Account $2,500.00 screen "Next Check No".
Amount $250000 TRANSFER
Date ["7zar014 B Note the number displayed
Contact To [Best Realty Marketing ~] Next Check No should be changed to
/ check in the printer i
Handled I)):Agenllﬁla!llmone) _vjl_ Term I~ § Check for: incorrect )
" ] Trust Transfes

Check Date:

Check Number: ( 30007} Trust Check Reference >

Next D | X Cancel ]

Explanation Trust Transtes to Compary
(255 chars max.) ™

Payment Type

@ Normal Check (" Dire

X Cancel

The Transfer (or Disbur segckon orr odcoeismrsge da wi Rohs tei Qrhleyrd AfPrran
DISBURSE) screen. In previous to version 17 of BOS, this screen also had a space for the check number.

For version 17, this is changed. Now, a suggested check number, that is kept track of in thg setapais displayed on
the new ANext Check No.d screen foll owingamolifhi s new scr e

The operator can change the check number to use if needed. For posting, the operator can enter the manual chéck number, i
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Help for Check Book Reconciliation and Audit Procedures

Help for Check Book Reconciliation and Audit Procedures

For companies who maintain a broker held trust, the BOS system offers an integrated escrow/trust management app. Within
each transaction staff c aanddisha@se britrensfdr the fundsttoiclose aubtrust.dohelp t e r
manage the trust account(s), the GL module includes a bank reconciliation program.

Further, BOS Standard Reports includes a number of reports that assist staff with the escrow/trust acagamnent and
auditing.

This section provides information on how to use the reconciliation program and the standard trust reports to help accurately
manage the trust account and assist with external audits.

General Ledger V17

GA Eny ] EStRaverae G, Tran ASSE S Canrt Of Accomnis |

Evowss GA \ Erter Shng Bences |

Experae Budgel Enhty |

Pur Sla¥ (heck } Heverse Stall Crack

Pres Stalt Crecks Banch

|
C Recancie Bank or Trust I )

Above, the location of the GL reconciliatigprogram. This program can be used to do bank reconciliations on trust bank
accounts and also on general bank accounts. This section deals with trust accounts.

Check Book Reguter

£ Reconcile Bank GL - Statements - b
BOS Trust GL Statements @ Help
1 ol Stmt 1D Stmt Desc
Account # | <ALL Accountsy - Stmt Date | / / @]
ill Statement D escription Account # |Date Type ~
I 3 wocoount October 31 2014 20 104312014 |Bank
‘ 2 Trust Account September 30 2074 1120 03/30/2014 |Bank

W

Total Statements: 2

e Add Edit | Reconcile | Erint @ Previgw | i Close |

The Reconcile command is used to Add statements to be reconciles and to display teatstétairhave been reconciled.
Each statement that is reconciled is connected to an ac
statements list shows that there are two trust account statements that have been reconciled.

Usetle Edit0 command to view or continue Addc drmocisltiaatti are cwamrck
st at e meRetoncilel hleutit on t o do the detailed clearing work on
keep with the bankopstatements and records.
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Help for Check Book Reconciliation and Audit Procedures

In this section the example used wil!/l be with Bestl Real t
be from the October 31, 2014 statement date having credits and debits during the month of Qutaltateent shows a

beginning balance of $6000 and an ending balance of $8000. During the statement pbao# theeived 3 deposits

(credity for a total of $5500 and cleared 3 checks totaling $3500.

ey Add gdit|

Reconcile Bank GL - Statements - 0O R I
BOS Trust GL Statements @ Help
( Account # | 1120 =i I Include Voided Deposits and Checks
Stmt Date |10/31/2014 I

Stmt Desc |TrustAccount October 31 2014
Last Stmt Date |09/30/2014 || Start at Date for Report |03/01/2014 5|

1. Last Ending Balance $6.000.00 Not in BOS

2_ Total Depogits/Credits $5.500.00  |Other Credits Adj: $0.00
3. Total Checks/Debits $3.500.00 | Oither Debits Adj: $0.00

4_ Thiz Statement Balance
an+2-3 $8.000.00

Notes: [There are g special or mizscellaneous charged on this statement.

o Save x LCancel

The Add/Edit statement information scregpaars as above. The BOS G/L account that applies to the received bank
statement is identified first. Next items from the bank statement are entered:

Stmt Date: the statementds dat e

Stmt Desc enter a description of the statemgmiccount and date

Last Stmt Date: enter the date of the last statement (this will be on the current statement you are going to reconcile).
-1 Last Ending Balance the last statement ending balance / this statement beginning balance

-2 Total Deposits/Credits

-3 Total Checks/Ddbits

-4 This statement ending Balance

=A =244 -9-9_-8_-9

I f there are speci al Credit or Debit entri NsinBOB t he st
total and enter those amounts to the right of items 2 and 3.

T Notes wuse to expD®Rd nenthrei d@iNot i n B

There i s al solncude Voide@Regositb andt Checkdr. fiThi s can be checked i f it
reversed entrieas part of the reconciled statement. Their debits and credit amounts will not be included in any calculations

@ to save the bank statement information.
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Help for Check Book Reconciliation and Audit Procedures

Beconcile |

B3 Reconcile Bank GL - Statements - B E
BOS Trust GL Statements & Hep

Account #1120
Stmt Date [T073T/2004 | &
s‘.“ DQ'C i‘f““ﬂm——.-"—.Am- hbe _ﬁﬁi.“—

Enter Searches:

Deposit Date Hange: [10/01/2014 B 1o 107317200 Al
Dyesall Check Date Range: [09715/2314 B o [fiavas B
1. Check Number Range: 2000 o [3000

2 Check Number Range: | to

Stant at Date for Hepert |05/01/2014 Bl
V’!l“" xtm:di
To begin the reconciliation process, click the AReconci

screen is to enter appropriate date ranges and check number rangeprogitie to search for deposits and checks in the
BOS GL to be viewed and cleared by the operator. These entries are available:

1 Deposit Date Range the date range of the statement activity this case it is the statement period as in BOS the
deposit dites recorded would normally be the date of the actual deposit.

9 Overall Check Date Rangeenter the date range for checks could have been cleared at the bank. In this example, the
begin date was entered as th& dbthe previous month so as to includecks issued by BOS that may not have cleared
in the previous month.

1 -1 Check Number Rangeusually will enter a check number range of the checks listed on the statement. Or, a standard
range that would always include all uncleared checks. (Note: chieeked in BOS on previous statements will not be
included in the current reconciliation).

1 -2 Check Number Rangean optional second number rarigasually for special/direct deposit/electronic transfer
debits.

i Start at Date for Report: this is for the reonciliation statement. Suggest entering one month back from the statement
start date.

o Mext

Click to begin detail reconciliation.
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Help for Check Book Reconciliation and Audit Procedures

B8 Reconcile Bank Deposits and Checks Dnl
First of Clear Deposits and Checks & Hew
two = —_— —
tabs 5 [Trest Aot Dzt 31 2018 Acet 8 [1770 Stme Date 107317074 1]  Semett [3
eposts ) Chmcks |
D5 [Helewence [anour [Dewed|bateOesedbank |Designon [Tindb JGLNo [STID _ [Aev |~
/ 2821 $1.000 00 Degost from Feron Agpel || 50016 700301 0
08 $2.500 00 Depot homMs. Tapm WOMZ 00316 0
1145 $200000 Dega hom sk Cas S0007 700307 0

Check the deposits
that cleared on the
this bank statement

Deposits
in BOS

BOS Tetal Depusits [§550000

Total Cleared: |$0.00

UnRecancied: [15.50000

Vuided Dupozits [$000

- (p.- Statemunt [$550000 kﬁm-&dx 3000

Recowd Count 3

The detailed reconéilat i on i s

c o Dppedit® ds eiit @adbnh n anhle t e

second

fiCheckso?¢

deposits will be those from the deposit search date range that are recorded in BOS. The bottom portion of the scigen has tota

and the fPdepositSdtaht e ment 0O
The&ledted col umn is checked for all deposi t ©Other columns:e
1 Date the date recorded in BOS
1 Referencethe check number
91 Description the description for the entry typed into BOS
I TranD: the sales transaction ID associated with the deposit or check
1 GLNo: the general ledger number assigned by BOS
1 StID: the statement ID ( will be this statement when cleared)
T IsRev the entry Als Reversedod or voided
B Reconcile Bank Deposits and Checks =
Clear Deposits and Checks Quw I
Statament [Tt Accourt Dctober 31 2014 Acct # {1720 St Date 1075072004 1| Stwt @ [3
: [ Cemess|DateCouedans, |Desciphon fandD [GLHo  [ST1D 1+ Rev | =
83 $1.0000 v VO2MA Depost from Permon Sppel 1| S000e 70030 3
Wz3/204 3063 25000 ¥ N304 Depost from Mz, Taget S0 700515 3
127208 1085 200000 ¥ 1072772014 Depont from Juntn Case 500027 700307 3
=)
=
Aecoed Count 3
B80S Total Deposits |$5.500 00 Per Statement |$5 500 00 Adjustments 5000
Total Cleased: [$550000
UnReconcided |50 00 oided Deposits |$0 00
[ Bpvi | Direses | o Dow

Sscreen

Abovei deposits on the statentarecleared(checkmarks)If all of the deposits are found and checked cleared, the screen

shoul d
amount at zero.

appear as above where

t he

fiPer Statemento

amount

If there is an unclearedre@unt remains some of the standard activity reports or a GL search can be used to determine if the
deposit was recorded perhaps with a wrong date, or, if the deposit may not have been entered in BOS.
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Next: move on to the fACheckso tab.
[$1 Reconcile Bank Deposits and Checks - B EI
Clear Deposits and Checks & e
Statement Tt Sccourt Detoter 31 2014 Acet ¢t [1120 Sumt Date [10317200140 A Stea s 3
hecka [
_ ekt [amouv  |Clesec|OsteClesseclionk [Doscrpton  [Tensd [Gilo  [STID  JisRed] &
30001 {82000 00) ;Jfbwvﬁahme'of"mmbom‘ S00017 00300
30002 {81,000 00) Trust Transter to Compary S00ME A0 i)
10204 30003 131 200 00) Tiugt Tramfet to Covpary “eon Ft he o) Q
033072004 30004 {$1.000 00) Tiugt Trarcdet lo Compary o 0038 0
022014 30005 1$1.500.00) Buper Balance to Closng Locat. 9000006 700315 0
Checkbox the
checks and debits
issued in that cleared on this
| BOS bank statement N
Recoed Count: 5
BOS Total Checks [$700000 G.. Statament 153500 00 ) Adwstaants [$000
Total Cleared: [$000 \
UnHeconcled: ItJ 50000 Voided Checks $00
Sewt | Dpmee | o boe
The list of clecks will be those from the check search date range, plus any check number search ranges, that are recorded in
BOS. The bottom portion of t hechecksidebigsatalehteresd inthe initéall statensentd t h e
setup
B Reconcile Bank Deposits and Checks S, ﬂl
Clear Deposits and Checks

& 1o |

Statement [Tt Account Dotcbe 31 2010 Acet #1120 Stmt Date [1073172018 [ Swaw (3
e Oheck N |Amoun, e aaeg| DoteCesrecBark |Descipnon [TrandD [GLNa  [STID [lsRev] A
3000 Buyer Balance to Peron Appel  S00017 700000
10142014 3000 10540 & Trust Transiento Campary 500016 700302 3
1070172004 30000 10/02/2014 Trust Transtes to Compary 9300001 700305 3
09/30/2074 30004 1006/2018 Trust Translerto Compary 9300011 700G09 3
057232004 30006 Buyes Balance bo Closing Locsl. 9300005 700015 0

v

BOS Total Checks | $7.00000
Total Cleared: ($250000

—_——

UnReconciled: $000

Pes Statement [&3.500 m

Voided Checks (3000

Record Count: 5

Adjustments |0 00

[BEa] RPes| Lo

Above, the three checks on the statement are found and marked cleared on the list of checks found by the program. In the
example, the cleared checks total $3,500. Two checks on the list are not cleared and are outstanding,.

At this point, all of the statement piesits and checks have been found and cleared in the BOS registration. The reconciliation

report can be generated.
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Print & Presiew |

Account Deposits and Checks Statement Reconciliation
Trust Account October 31 2014 1120
The Best Realty Company Stztem ent Date: 10/31/2014
New Customar Touwr Last Statem ent Date: 00/30/2014
Hales Corners, WI 53130 BOS Stztzment ID: 3 Report Start Date: 05/:01/2014
—
There are no spacial or @ iscellansous charged on this 1. Last Ending Balance: 500000 NotIn BOS
statement 2 Stztem ent Totz] Deposits Cradits: 5.500.00 Other Credits Adj: 0.00
3. Statem ent Totz] ChecksDebits: 3.500.00 Other Debits Adj: 000
4. Etztem entEnding Balancs: B.000.00
3 Checks Outstanding: 350000
6. Deposits in Transit: 0.00
7. Cash Balance: 450000
Cleared Reference.
Date Description Date Checks Cleared InBOS Trans ID
Cleared
10705372014 Deposit from Parron Appel I 107032014 911 LO00.00 500016
10/23/2014 Deposit from Ms Taper 10:23/2014 2038 250000 SRO0002
1072772014 Deposit from Justin Case 10v27/2014 1045 200000 500027
BOE Depozits'Tradits Total: 550000
Deposits'Cradits Stztement Other: 0.0
Dzpositsa/'C rzdits  Adjustsd Totzl: 550000 Stmt: 550000 Ungec: 0.00
ChecksDebits
09302014 Trust Transfer to Com pany 10/06/2014 30004 100000 SEOO011
10070172014 Trust Transfer to Com pany 10/0E2014 30003 150000 SROODO1
101472014 Trust Transfer to Com pany 10152014 30002 LO00.00 500016
BOS ChecksDebits Totsl: 350000
CheckaDebits Satement Other: 0.00
CheckaDebits Adjustsd Total: 350000 Stmt: 350000 Ungac: 000
Czlculzted znd Statem ent Ending Balacs: B0M0D0 Stmt: 2.000.00 0.00
Lizt Un Clezrzd Deposits znd Chacks .*—
List of Voided Checks Marked for this ststement s

The statement reconciliation report includesienmary in the top portion, followed by the list of cleared deposits, the list
of cleared checks, ending with the calculated ending balance and comparison to the ending balance per the statement.

Within the report footer, there are links to generate twerepbrts, one for the uncleared checks, and a report for voided
checks that carected to this statement (if the voided checks are included in the search).

The reconciliation summary includes 7 totaled line items. Items 1 through 4 list the statement items beginning balance
through the ending balance. Item 5 totals checks outstatidihgvere found in the seardnd item 6 any deposits in
transit. The final item 7 totals the actual cash balance taking into account the outstanding/intransit items.
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Help for Check Book Reconciliation and Audit Procedures

List Un Cleared Deposits and Shacks

Un-Cleared Account¥ 1120 Deposits and Checks Stmis: 3
GL Date Range: 09012004 Thru 1v312014

Ollwm Red Cimacice Azwezt e OLTEs  fukTRe

To view the 1|ist of uncl eared

two checks listed, totaling $3.500 outstanding, would be the two uncleared checks that appeared on thegicaconcil

fCheckso tab.

deposits and checks
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Help for Check Book Reconciliation and Audit Procedures

The escrow/trustappalsonc |l udes a

number

=X,
( sy s, | )

Trast Aztviy by Trwmectued 002

Snad Tuntate Truee Ladger RGE

| BEComu s Papatie | 3 Gavmw Ladn

of hel pful

reports

Wi

thin

Two of the reports, the Activity R601 and Outstanding Balance Reports R604, are the most useful for day to day review
andto assist with external audi®ften, an auditor will request these two plus your bank reconciliation report(s).

The Best Realty Company

wTom

NEW Trust Activity / Audit Trail

PR .

U\ AN

The ativity report, shown above, is uskeélp verify the day to day trust account deposits and disbursements. The report
is run for a tine period of interest, e.g, above for the two months. The rsipavis the beginning and ending balance
and the detailk ordered by Date and includes these ittongach deposit/disbursement

Tran Escrow ID The unique id assigned for each transadtioROS

GLNo.
Date
Account
Description
RecvdFromPayeEhe transactiod s
Ck#Ref The check number
JC

D/C
Amount
Balance
User

Cleared 3 i tems i

Note that the Ending Balance on this report, e.co $40 ,

cont act

name

cl ear ed:

sho

Reconciliation report first page top summary.

invol ved

he

uld be t

he

The BOS GL transaction number assigned by BOS for the general journal
The date for the deposit or disbursal check date
The BOS GL chart of account number for the trust account asset

statement

same as

t he
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Help for Check Book Reconciliation and Audit Procedures

Outstanding Trust Balances

The Best Realty Company

Al Offices

Tran ID Office ID Property Addresz g5  PendDatz  CloseDats TrustBalance Buyer

Trust Account (1120) A—

DPanding

Detzil Jowmal:

504 oD Depozit from Justin Case GL= 200000 1002772014 RICE: 1045

=
=1

&=

i

5 o

500027 INORTH 11850 Woodsids P 1v25/2014  03/04/2013
Detzil Jowmal:
DEO0002 cD Deposit from Mz Tapar GL= T00316 D 150000 10/23/2014 RICH: o038
SEOD002 INORTH 1660 Fairfax Ave P 10v23/2014  11/30/2014 00 Ms Taper
TotzlIn Account for stztus Pending: 1120 4500.00

( Totzlln Account: 1120 450000 )

The other helpful report is the fAOutsft@andaing. TOmIlsy Braadr
having a norzero talance a®f the specified date will be included on the report.

The report can be run to see just a total for each tral
the ADetail 06 format and f or dshucsementyifamy)saee cepdrtedwithia trahsastiond u a |
total outstanding balance.
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Setups: New Reports to Document BOS Setups

Setups: New Reports to Document BOS Setups

tp
@. anced Selup | Secaily ed Continls  Tooks |

Sep 1

Conpany roavedon

Add L Ed Dice

Step 2

| AN e Ageets | Saatt

\ ASA/ER Cormmeson Plan: 1

ARLE S Man Contacts

AT Vencs beorvahon

To assist admin staff who setup and maintain commission plans and user access to BOS, reports have been added to help
document and verify all entries.

Add / Edit Commission Plan

Cily Search

Plan Name |

a Reset | Plan ID |

Status | <ALL Status> j

Commission Plan M ames |F'Ian D |Status | -
| 4P 49 | Active
| |Gold Star Flan 41 | Active
L Multi level plan with bonus 8 Active
| |nfa 38 Active
| |PruSun 40 Active

Reducing Flat Fee Plan 34 | Active
| |Roalling 36 | Active
| {Fool NEW: use to 32 iC‘!"e

clive
document w0 Ay

definitions

Commission plan definitions can be viewed and printed from the Add/Edit Commission Plan search list.

CCnmmissinn Plan Definitions ) Net AGCT
5 Flevel plan 10k increments Incremental Active
Atz Level Thangs in 2 Traaszction: Pro-Rate Comm izzionz DateStztus Bazad: Closzd Date
LavalNumber  Agent Split Apgent Ezrnings Net AGCI
1 5000 % Teo: 10.000.00
2 5500 % To: 20.000.00
3 5000 % Teo: 30,000.00
4 6500 % To: 40,000.00
5 7500 % Teo: 002.000,000.00
1 60/40 Straizht Split Incrementz] Active
Atz LevelChangs in 2 Transzction: Usas The Curseat Lavel DateZtatus Bazad: Closed Date Closad
LavelMumber  Agent Split NAGCI Net AGCI
1 5000 % Teo: 009.000,000.00
4 AP Incremantal Active
Atz LevelChangs in 2 Transzction: Usas The Curseat Lavel DateZtatus Bazad: Closed Date Closad
LevelNumbsr  Agent Split GCI Net AGCI
1 6500 % Teo: 75.000.00
TOOD Y To: 100.000.00
3 7500 % Tao: 009,000,000 00

The report documents all key setups and levels for the selected plans
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Setups: New Reports to Document BOS Setups

Setup

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

User Access Service Manager

Selup Users Commission Templates | Services List l
Forms and Checks | Service Pian Names l

Setup Menu Access
Trust Types I Service Plans I

For key Administrative staff keharge of user access to BOS (and FOS), the Setup Users and Setup Menu Access commands
now have reports to document and help verify these setups.

8 Gowven ) =

[Bsomh| o]
T Beesl | User Level [car M |
ol
150U 5
HA Degt Company MNORTH a 1
LOOORD  Listing Coondnans Corpany MNORTH al 1
NEraehl BianchMER Ofce 150UTH 2 1
TCOOAD  Timnsscenon Coos Covgany MNDRTH ] 1 RAS2MN5 023132 PM
~
< >

Uses Count. &

_ofiod | e | X Dol

Thelg of BOS wusers can be viewed and printed from the fiSet

C?E AL 'Eary BOS User Lot Repont >

The Best Reaky Company
How Castemes Tom

Hata Corman. W1 53130

Click to Drill T daghcee {808} 713422
Down to user ¥as
list of MisTeret  Minlewi
access|b|e U UwNs» Uwr Law! = dees le apom Lope OMicr ApwiSaeiD
commands \__,_,._.. Jrepa— 230y |
ERANCIHD Adaizfo Bkl Office 1 3

HR  RR Dege " ey ]
Luitezg Coont ki Com gy 8 1
22  SeaaeINOR Office I

Tematttee Soodie B

The short list appears as above. The report includes the assigned Minimunidetted general (editing and adgljrand

reporting command types for each user. The minimum level assigned controls access to BOS/FOS commands and special
functions. All commands having a val ue ed.Canimandowitoar hi ghe
lower value cannot be used.

A list of the commands and functions a user has access to can be obtained using the drill down feature built into the report.
(To create the drill down report, hold the cursor over the user on the repatbaivie click).
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Appendix A: 1099 Review and Processing Enhancements

CommandsTasks Accessible for Us

Comnand
Nage

Reguared Command
Type

Leved®

o Papakle R Chack

]

o Pavabte-A B Aged

Level Office

Thes User's Required General Leved 5

s Paratis Fow e Pavwoan

Tapan Aczocas Puntie-A P luncen

BRANCH2 Admia for Branch?

Required Report Level. §

"drill down”
report for the
user - shows
all commands
the user can

ccess

Above: sample drill down report will list all commands and functions a user has access to.

Setup Menu Access

Setup Menu Access
REAL/Easy BOS

[ |
&P lier |

| Mesa Optice

liansad

Seach

fv 30S " FOS ( ADS

l Meaa ltem:

Ld A3 7 Edi Trensadion Typar
L ladd Travaacton
Niowy Dekele Transachon

| |Alow Ech OF Traraachicn After Thoe
Ahosy B U1 Tiarescton Stadus Far
Alcw Visw CF Transaction After Close

Cose Tiansachon

. Aepait Mery tem
— @ ez Cound. 36 - e 1
(J Gereiy More: am —_—

v

The ASetup Menu
BOS/FOS commands and fuimms. Then e w

Accesso

command i s
APreviewd button

Required Menu Access Levels - by Minimum Required Level )
The Best Realty Company
Nem Cumen it Tow
Stéw Cormn. W1
T dlephome " Requesd Conmausd Comemand
Lewl* Tye Naoe

Lol

Omni Atww Drmie Trasen o
Leval L

Gaswd ASew Btk OF Taswains At Clow

et Alzw Vier Of Tamscece Al Clw

Cerms wet o Tausaieses Dol
Leval d

' Gew 00 Transas bow

Lewel 2

Geawa Ast ) Eea Teacucase Types

ten At Tramecam

Qe Alzw Bz Of Tt Jatn o

Srpor Baver a0t Lat Wim Tusnsattion For Sonpary

Above: sample menu commands and functions report.

Appendix A: 1099Review andProcessing Enhancements

used

Wi

t

(o]

assign

i st t he

t he

REAL/EasyVersion 17 Training

Page 105

mi |
C 0O mma



Appendix A: 1099 Review and Pregsing Enhancements

This section notes new 1099 management and processingfeatidt describes 1099 processing that is offered by

REAL/Easy BOS version 17.

Pay:

Vendors (office exp)

InfHouse Agents (Commissions)
Qutside Brokers (CoBroke, Ref) -—ﬁ

BOS
1099
Processing

/' 1099
— R eFile

N

20141 print

XLS for
Processing Service

worksheet

In the beginning of each year, the brokerage must report to the IRSaadesenue departments the amounts paid to
independent contractors and-mcorporated outside companies and vendors. BOS offers a number of processing options

Creating an Excel worksheet file that contains required amounts and information that the brokerage can provide to

t he

10996s

independent outside 1099 reportsgyvices.

f Printing
1
method.
1
10996s are

(and

t he

processeAl 8adcaurtsiPayab®t andar d

1096)
Creating the eFd for reporting 1099 amounts paid to the IRS and the State. Larger companies must report with this

for the payees,

Reports

Standard Reports V17

1 .f-‘«gent] 3 Listings ] 4 Sales] 5 Followup ] B Trust ] 7 Bilinf, 8 Accounts Payable B General Ledger]

Wendor Payables

fEnmpany Wfider

Agent/BrokerMendor 1099/T 4

AJP Aged RB0M Edit Agent Data 1099 R311 1089 and 1096 Print R821
AJP Statement R802 Summary 1099 Amt R812 1099 EFile R822

“endor List RE03 Broker Edit 1099z R314 Make 1069 WrkSheet R823 |
Office T4and T: \524

Use to edit
payee data

and review list
and amounts

Agent Data 1098 R316

Summary 1099 Amtz R817

\S

Use to

process the
1099's

Commands R811 through R812 should be use to verify completeness of payee setup information and to review lists of payees

having reportable income in the tax year.
Commands R821 through R823 are used to protesd099 printing, efle creation, and worksheet creation.

Page-106

REAL/EasyVersion 17 Training

t

I,.



Appendix A: 1099 Review and Processing Enhancements

1099 and 1096 Print R&21

Select Paid by Offices [ x|

I <Select All>

g’ OFFICE1
OFFICE11

[ OFFICE135 The first screen for R821, R822, and

I” OFFICE14 R823 is for selecting (or excluding)
F g;ﬁ:gg;u < the "Paid By Offices” - the offices who
& OFFICE2 paid the commissions.

= OFFICE3
I~ OFFICE37
I~ OFFICE67

Find | i Clear I Check Al

% Select These Offices  { Exclude These Dffices An individual "Assigned To:" office

can be selected (office the agents are
currently assigned to).

J|

Assigned Ta: [ <ALL Dffices> |

b Next I XK Carcel | ‘l

When you run the command, the first screen that appears
means the office wdre the sale was closed in and had paid the agent. This is the office assigned in the agent commissions
CA4 lines within each sale transactiondéds ACommi ssionso t .

I f your BOS database is made up of onlty Abheocdopotatei aRPa
But if groups of offices or single offices are part of different corporations, the offices of each must be selectedheo that t
proper company names and federal identification is included for each T®@9is(enterecn the next processing screen).

For convenience, the offices checked can be choseneto be
corporation and 1 on another, t he si négsl ewoouflfdi chee cparno chees s
20 office corporation.Notei there is also a limit of about 8 offices that can be selected at once).

I Updates to 1099 Processing for 2012

Azsigned To; ] <ALL Offices> 3

The new fiAssigned To: 0 of fi ce o poffideoneatatme. Thiemakesieedsiettm pr oc
print and separate for delivery to each office for distribution.
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Appendix A: 1099 Review and Processing Enhancements

Next / Screen#2:

When 10996s are printed for many offices in oneassigned, t ha
of fice ID is printed on the 1099. This makes it easy to
1099 and 1096 Print R821
select REAL/Easy BOS & bep
recipient
h_pez for Agent |<ALL Agentsy j v Include PE:_CILBSI:H_
this run B ok [<ALL Brokers> | Inchds Use to select only
\ ) 099's to pay
Wendor |<ALL Yendors» j [ Irclude 1U"." s to payees
i 0072014 Faf | To 127312204 i | a_55|gned_10 a
Use the Fram Paid Date| [ To P4 /ksmgle office
"Paid" Inchude Gross Amounts of : Include Amourts : ) ) -
option if )_F Closed Sales/Paid Invoices || ¢ $600 and above Ptz Tee |RETEIIEED
vou pl‘i nt % Paid Sales/Invoices Al St by Azzigned Office then N 'h Sort 1099's by
checks in Paper Infa officethen
BOS Name |The Best Realy Company name, or all by
Address 5659 5. 108th STrest name
Ciy |Hales Corrers State [Wl  Zip [53130 T
Phone |3007325327 TIN [331234567
y change for 1099
Frint Option : T o ) o run as needed
&+ 1099 Miscellaneous 1099 Misc and 1096 Summary require forms
1096 Summary the Copy B option for the recipient's copy will
1099 Copy B Only print on blank paper
Erinl @. Presiew | Defaults E Cloze
On the second processing screen (printin - e f i | e, or excel export) the 10996s c

companies that commissions or fees were paid to), and Vendors (payees of the Accounts Payable module). The 1099s can be
processed for all three types at once or separ@tiegcked).

Review notes in the above figure. Other notes follow:

Paid By Offices: At the upper right of the screen, the paid by offices will be listed.

Assigned To Office:displaysthe selectioron the first screen where a separate processingecdone for all
agents/brokers/vendoassignedo a particular office.

Exampl e: i f ase®i gsaeslde cttoe di,OFoFNIICYE2t he 10996s for agents cur
printed. Note that all/l o fffices $eledted (or Ab)evouldlee cdmbinedhinta dné 1099ffor t h e A
each OFFICE2 assigned agent.

Sort By: Printing/exporting can be either by Assigned Office then NamBlameonly. (Note: the assigned office ID is
printed on each 1099 to help separatedisttibute to offices).

I f AAssigned Office then Nameo is selected, the 1®M@96s a
Name within each office. Exampl e: for a ttohrfieGF Folf(OQE 1coe wcoou
printed first. Then those for agents in AOFFI CE20, follo
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Appendix A: 1099 Review and Processing Enhancements

“Print Option :
& 1099 Miscellaneous
" 1096 Summary.
" 1099 Copy B Only

1099 Miscellaneous u s e

for printin

g 10 9 $edesal, sate, ahdhfee thepagemt. pr i nt ed

1096 Summaryi for the prepinted summary form that is sent to the government along with the individual 1099s.

1099 Copy B Only- a

new option

that wil

I print

This is only for copy B. The copy A that is sémthe government is printed on granted forms.

3595 [1voo [ CORRCTED

WELTTE s, s s@imes. 20 e 7 summ et Sdngroms =

The Sest Bualcy Co

[

12 Mescellaneous

3053 5. 100 Street § fopen Income
Wales Cormare, WI, E£3130
(AN9) THE-5ALY s S SROAING |
Ve ._,.,..,.._,_.,‘ Copy A
L — e - N s ] Fow
WL iy e—— [ L L —— b wweg rew p b s g e e | PRI Y Revenue
- —- Barvicw Cornter
3343353393 122+48-6720
2 i Iie woth P $006,
LRI e A a
ot ¥ cy Act
™

Chrssvine Delgadn

[ W

LE3 Westarn Avanus

- oy ™ -
Hilwaukes, WI, 54227

e ar e .

1 1009 VISC

- Ny S - lvaesry ~ne g Smieer o e
De Not Cut or Separate Forms on This Page — Do Not Cut or Separate Forms on Tois Page

“ e

twhheut hraéng fo fppad donts

form

1099

Above: To help with distribution for multiple office operations, the assigned office of each agent is printed on thedwer ri

side of the form.

] CORRECTED {f checkec)

T R W18 |

B e et Tt dee sttt o
0.00 AR Miscellaneous
The Best Realty Co 2‘ a0 12
1353 5. LOE Furewr p_— Income
NMales Cormers, W1, 23130
(800)722-5227 ]
1 Ot wene - Copy B
3 i For Ta "
PAYIF T et o aleste TECENT Y et LR L ST a——
A o
33-939333s 1z3-45-6788 | : )
ROFRNTY some 7 L | T s mportet e
el o bemem whomaton et s
) hatvvated
1.410. 00 Mo rtweral v
Cheistine Telgede L) s Sarvee ¥ o s
B e B L L e e 1 Se a
P e e T3 raciguEe
= ot 4 b Derally & ofwr
123 Vescern Avamus [ e E con ay be
Ty setn el 2T e " L mooses e gou !
- =~ e Ocorre .
|__filvaukse, VI, £4327 : (e 308 e 55
e e R L e e e AL e e et 4
gnitanx s ot s
$ 3 —_—
[V T=Sp— 9 B 4A besrw [T SSr—— [N [T Y=
| 3
1 $ $ $
o 1B MISE POS— Capersnsnt of S Tiosnsy - bosmy fmores Sarees

Above: example of the individual Cof/1099 that can be printed on blank paper.
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Appendix A: 1099 Review and Processing Enhancements

How to address lineip problems with the 1099 forms

Occasionally, the 1099 printing may not line up satisfactorily on th@néed forms. If this happens, call the customer
support line and a modified29 report can be programmed for you.

Commson Tempanes

— — —
Forms and Checks n
Back Office System e |
I0 | Dsncaption {Repadt Name | a

1 Agent Comrreaion Chacks

2 Broks Covresson Crachs

|

Fanme asa Ohetks
Setsp Henu Actess
Uses Imteitace
Coe Meid Labety j
TrassLin Custom Fled Vaes l

Agent Cuttam Fg Vaes I

Custern Cryatsl Regorts

3 Trarwachon Recond
5 Coswnitxion Tt Taardfer Checks
0 Acoounts Papable Chacks
10 Manud Chech
11 Staff Thack
12 Agerd lvoce
13 Agert Flo-Prirt Irrvcscs
14 Otrex Trust Checks
15 Agerd Cuverd rwoice Blad Maras

L las Eakad DAy

) 2 T T G2 €1 T3 AR 3

agentcommusoncrech S0 TIBD m

C LD\ nstal \RRE_IS0\BsbarCommesonTrmch80T_R
CACDave BOS\CE_Lagecs\ 201 400925_C0As\TaanShrestCBL
CorwrasionT iustbandeched. T0P it

APCheck TOP ot

APCheciManaadTOP gt

CACDre B0 S \Wark aton'\ 201 21227 _Orechllom\cooan'S
perdavoceun pt

agerhingrrdrreocms il

OteTrusCheck TOP.ot

Agerd rviceliS e ot

- Y Lo

TN (i 2

AccountH stoyBunningl Sance it

109 scCopptihcll ok Gand_C21F 1t

v

& bt Smue‘i . Closs

When modifications are needed, the 1099 printing program must be renamed from the standard one. This name is place in

item #17 in the BOS

setup AFor ms

and CB@eXckstomer supporsblatasw n

noted here for customers who can do their own modifications using their own Crystal Reports program.

Also, option 21 assigns the program that prints the recipient copy B on blank paper. This too can be adjusted for customer

needs.
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Appendix A: 1099 Review and Processing Enhancements

1053 EFile R522

Make 1099 EFide RB22

| <AL Agartss | ¥ Inchathe
| ALL Brbhwz =] @ Inchide

select 1099's to be
placed in the efile

Irchade Grows Amourds of Inchade Amounts
O Ciosed Sdei/Pad Imoces | 1 $500 and sbove
1% Paid Salsfrmones ~a

Infe

Name IFI-\aD; Wnccv;m]m
Addess (NG5 S 105h Shest

oy [HaecComen Statw WA
Phons (2007325027

™ Payer info can

Zp[5n
TIN [33828282

Nane !H.ﬂvw&:w-nlm
Phore [B0105027
Code [22225%5

Optors Wagren: Fle Type Dizcioy Locahon of IRSTAX leg "o \bou')
[~ Second TN Hoses | = Oriomel CAGovDocumens =)
 Feglacement
J_ Ml I~ Coneckon
B CeaeEle Deranss N Cose
For the 1099 efile Al RSTAX0 creation, the same options a

commissions), and accounts payable Vendor payments can be selected for the efile. Payer information and efiée transmi
information can be changed and entered as Wit the IRS.gov site for the current options for uploading this file.

Make 1098 WrkShest REZS

&3 Heb

chude o Amourds of Inchude Amourts
™ Closed Sales/Pad Inwcices | $500 and sbove
& Pad SaeeImvowes L |

Trée
Mame [The Best Rashy Co
Adcress [SB53 5. 108th St

Ciy [Hass Cormess Swe Wl Zp[Ei0

Phare (8007325327 TN [339359599

EMSMW
{cNRSOccuments\agen DX0_2010.,d =)
Excel Fiie Name (o "o WS 1099 ¢

o Save ToEwcel e | Dt | B oo |

The 1099 Excel worksheet will include Agent/Broker/Vendor 1099 inclusions, all or multiple office selection, and

modificai on/ entry of the fAPayer o information. This worksheet
It can also be kept for internal records.
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Appendix A: 1099 Review and Processing Enhancements

Following are lists and illustrations of all settings within BOS that control the 1099grinti

First, Acicoiutntti mgs@09P dsab WiBask SaiupABiOBhpadyelnfainpationo

REAL/Easy BOS '
[ D atine S REAL/Easy BOS & e

Batic Setup | Advamced Sutup | § Covparpinks |  Confgustion | CosolMuvben | IncomeSigenent | Balwos Shest
That | Bas blcensn Sccouhing/ 1055 1 Protos
Axi N
Stap 1 ign Accousd l—
A Type (Account Start |Account End F
[ Company Informaton ‘ &A-w 1 1995
| Lok 2 2399
_{EM; 3 =938
Add ! Ede Ditice I | Reverne 4 43939
T _JEW 5 33939
AU St Chal OF Accourts =
(optional)
Accounting ledelace Adpusimants 1o Agant Giozs lee 10199 Aepoteg
;s A3 / Ede Proyact [ Enable Accounting Intmfece ¥ Add Teansaction Bonus
) L”‘ 1cp|0nsf: PPrm— Imtedace With !':;‘.' - lv Subtiact Traazaction ﬂv@
ot Next 61 Batch No. | 10903 Subiact Tramzaction Admn Fee
Nut A/P Datch No. | 21944 ™ Sebtiact Tramsaction Teans Fow
Neost C/M Batch No. | 30521 I Sultiact Check Agent A/R Recovey

PR
Heponing

For the independent sales associates the special setup, showndatioesthe 1099 amount calculation.

The gross commission earnedistetdl f or t he 10996s. This total can be adj |
needs by using the above options.

Add Transaction Bonusi t hi s wi | | include any added bonus6 enter ec
Subtract Transaction Override i this will net out overrides an agent has paid out to other agents.

Subtract Transaction Admin Feei this will net out any admin fee included in the commission worksheet.

Subtract Transaction Feei this will net out any transaction fee included in the coraimisworksheet

Subtract Check Agent A/R Recoveryi this will net out the A/R recovery amounts deducted on agent checks.

= =4 =4 -4 A
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Appendix A: 1099 Review and Processing Erdeaments

If itemized deductions are taken on agent commission checks, there is the option to have these amounts deducted from the

1099 total

Setup

Basic Setuly Advanced Setup | 9ecurity and Controls I Tools I

—Agent Comm & Ded

Add/Edit Tran Fee Template

¥

Add/Edit Commission Plans |

Add/Edit Agents & Staff

—Agent Billing

Add / Edit Billing Items |

Adju

st 1099/CommPlan Income

Add Agent Comm Histary |

¥

Biling Item Groups

E dit Agent Comm History |

—

r 1
| Add/Edit Deduction ltems |

Agent Biling Groups |

Back Office System Setup
Basic Sefup  Advarced Setup | ' '

[Pt [Vmmate e 151 Fogmet commet 182t M T~

AGLE 1 Dinchcion Piarw ] e

ASLT A At Marw ]

L

$ tonnt B Stalt Dedoctiuns Tahle
Agert Cowe & Dudt
siscarataton | | Wi
N _V"'-‘""_ D [Deduton N |
07 Adharce o e d
ASE S Commumnn Plan: | 1 cewne 1100 0 coom 0
o : 5 Dot Foe 100 o
| | 41 €80 Fus 1o we
A S Sy 1o 0
B Sgrnidved =181

1500 (0 ¥L00000
$20 10 CA.ITLIH 00
e
R L2000
56
$30 0069.333 5600

1750 06 b5 398

»
»

ofod  BES | X e | _Bow |
4
Deduction items are defined within AAdvanced Setupo wi
Back Office System
S0 | Contitabon Pasnd | Arous |
Dnduction Nams [Tran Fem
Office | CALL OfSces -
Agunt/Stall Deducton
Bank/Debit [1100 -
Papabile/Ciedt |40
Conpany Contiibmbion e
Expanzu/Debit f4%0 Will include the deduction in the
Pagatin/Tsedn =] 1099 calculation total {subtacts)
Vandor Codn o Pay | Nomes
o son (o s ) | X o |
Each item has the option to be netted against the 1099
checked, amountstakenn t he fADeductionso tab of the agent commi ssi
agentds gross 1099 earnings.
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Appendix A: 1099 Review and Processing Enhancements

Adjusting the agent 1099 earnings for amounts paid in other systems/methods.

Basic Setuy|

Advanced Setup | da

Agent Comm & Ded

Add/Edit Tran Fee Template

¥

Add/E dit Commisgion Plans ‘

s

| Add/Edit Deduction ltems |

rity and Controls ] Tools ]

fugent Billing

Add A Edit Biling

Adjust 1099/CommPlan Income

Add Agent Comm Higtory |

¥

Billing Item Groups ‘

Add/Edit Agents & Staff

4

Agent Biling Groups ‘

Edit Agent Caomm Histaory |

The 1099 processing commands wllal tranactionp ai d commi ssi on amounts and from st
10990. I f there was additional i ncome p thesatanbeentsrediwith;mn a s s o
the AAdjust 1099 I ncomeo area as shown above.
Agent Commission Histary
Name C |Brand}',Edward ﬂ ) Wiitten Date  |12/31/2014 ]|
Role [ List Side =] Firm Date  |12/3172014 [
Comment |Adiust for staff paid bonus / mentar earnings Closing Date  |12/31/2014 @]
[~ Calculate Commiszion Manually Pending Date 12/3/2014 @]
v _Exclude From Level E arnings Date Paid 124372014 @]
[+ Include Comm Toward T4 / 1099 Box No.: 7 mm. Paid v
Gross Agent % Agent Commission
List | $0.00 [ oons
Sell [ $0.00 | 00y $0.00
Total $12,300.00
Admin 0.00 o $0.00
Trans. Fee 0.00 gz $0.00
Bonus 0.00 2 $0.00
Met Commission $12,300.00
GCI | $0.00 AGOH | NAGCI $0.00
Office  [OFFICE1  ~| Project | |
List Units [ Sell Units |
List Vol. [ $0.00 Sell Vol | $0.00 Total Yol $0.00
\/ Save x LCancel
Above:an example entry of an income amount not paid in BOS that is to be added to the 1099 for this agent. The
commi ssions entered into this agent commission history wi

checked. Note that the clogidate or date paid would also have to be within the 1099 year being reported.
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Appendix A: 1099 Review and Processing Enhancements

Following are otes to assist in 1099 setups for Agents, Brokers and outside companies, and Vendors.

Setun
wewen] Sotngs | Sovanty snd Condiunn | Touk |
e 1 Step 7

= Tapkooal

BOS pr i nt sgertshrokers and dutsideompanies/peoplend vendors. @ be included, required information must
be assigned within the records of each. Addresses, ssn/ein entries must be complete and there are other options which are
illustrated following.

k3 Agent: Hedda dPacque 7 H
REAL/Easy BOS
Eonfidential] Deductions] Agent Account] Advanced] Demographics] Fhoto ] Motes ] Services]
Agent Code* '?7 *denotes required field. Type® ’m
Office 'm @ependanl Contractor @1 099/T4
Project ’h‘ Lookup Info ]
Last Name™ ’dF'ac:que— Status™ ’m
First Name |Hedda Middle | Updated I A
Search Name™ |dF'ac:que, Hedda ﬂ Start Date 03171986 @]
Gr Reports* Hedda dFacque jTetminalion Date | / / @]
Salutation Dsgn Pos /FullPartTime ’W
ﬂl_leel # 300 Street |S Wwashington xperience Experienced -
Unit | City [Milwaukes =] Agent Source  [OpenHowse v |
Qalemev. ,_‘ PC/Zip 'W ecruiting ’m

Above agent information n  t h e a g e n informatian:aabndust Befegtered for 1099 processing.

& Agent: Hedda dPacque 7

REAL/Easy BQ
Agent Infarmatio,  Confidential eductions] Agent Account]

required for all
agent records

Board License No. 1 License Exp 0 o5 Type -
Board License No. 2 Licend&Expiry 2 | i Type | j
Gocial Ins. No. 345-03-8900 sMhhold GST For Agent [ BirthDt |02/28/1361 @‘I

1099 Name |
W9 Received [~ Date |// B
Comm Info | Use ONLY if the IRS's

Change Commission Plan |F‘ruSun | 40 Min Ivl # |'€_‘giStel'ed name is
different than the

Incremental Plan Start™ [01/01/2014 [ Incr. Plan End= 124315204 "Report Name" on the
Prior Period Plan Start |01/01/2005 [| Prior Per. Plan End [12/31/2005 \Dl'e"v"iOl_IS ‘screen
Award Plan <Maone | GCI 1A1 Dverride %

Receive Agent CA4 Override % of Another Agent's hd

Receive Mgr. CAS Ovemnide % 5 of Transaction total |Met AGCI - _"'Se if the agem I_S
incorporated during
Tax Salary the 1099 reporting

year. All three items
must be assigned

Agent InCorp. Date  |06/01/2014 Agent Corp FedID  [33-1111111
nc. Name For Checks |Hedda Inc

Do Mot Issue Inc_1099 for Corporation [ T
For the agent record AConfidential 06 t abe acdents ofcRed o rste cNi:
used for the 10996s, but if the I RS registered name for
1099 Nameo field Further, i f an agent i s stibmenteredm® r at e d

shown above.
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Appendix A: 1099 Review and Processing Enhancements

Add/Edit Co-Brokerz

e
b d

Broker Information l Eroker Account] Mates ] Sewices]

Broker: Q. F. Koss 100007 Company: O. F. Koss Realtors

B

Unit
City
State/Prov.

tilvaaukee -

Kl -

Broker Code IW Res. Phone l[]—
Broker Mame 0. F. Koss Bus. Phone [414) 555-0066
Company Name 0. F. Kosz Realtors Bus. Ext ’7

Strest [6006 CapLake Aid. | Cell Phone Required for

1099 processing

[ |Optional: enter IRS

Gsue 1099

PC/Zip [E400
Country ]
Role -l

v Box Mo |3-Dther|nc

J

registered name if
Wnot the same as

lthe Company
_r‘Name above

Tax 444338655 Office
@99 Mame Oliver F Koz
W9 Received [~ Date | / / @]

W Save

X Cancel

Above indicates the 1099 required items for reporting broker and other company 1099s on paid commissions and fees. Note.

The ACompany
Nameo fi

Nameo item i s
eld is not t he same

Add/Edit Wendor Infarmation

used

f o

as the

Vendor: Capital Signs VN V49903

Wendor | nformation l Services ]

name if different

Vendor Code  [1/43903 Dffic ~|
(\Tendm Mame  |Capital Signs VN #)=—iesiel These items are requiredfor | =
Contact Name  |Jahn Capital comg Vendor 1099 processing B
ddress

Street |500 S Wwater

City |Milwaukee j !

State/Prov. [wl  +| PC/Zip [53201 | Tax 1D =T Tagable\ [~

Phone Mumh |zsue 1099 | Box No |3 - Other Inc

Res. Phone ’7 1099 Hame |

Bus. Phone —_— /WB Received [ Date | / / b |

Alternate Phon| Opfi Ona.l-‘ enter the

IRS registered
Internet Bank

Email l— than the vendor Routing Humber

Web Site l— name. W[ | | Account Number

Interface Accounting— Bank [AP Vendors) ’m
Yendor HNumber

GL Account Humber

x LCancel

1099
diefof.er ent

For Vendors, the same iterage required o r
registered name is

processi

from

r the 109%erdé@dfCompiang.
companyds | RS registe
ng. The fA1099 Named it
the AVendor Nam
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Verifying and Editing Data for 1099 processing.

Standard Reports V17
Thgert | 3lstngs | 458t | 5Fclomp | 6 Trunt | 780
Vendor Papables ( Conpary Wids

l £t Agent Duls 1039 RE11 |

8 Accounts Pagatie | 5 hemeal Lodom |

Agert/Broke: Nendor 1033/T4

|| 1099 and 1008 Dunasrlj

Sunmary 1090 Ant R812 | 1020 EFis 822 ’
P Broker Ed2 1099s RB14 ’ Nake 1059 WriShee! REZY
Ofice T4 sod Téa REG4 |

Agani Dats 1008 RE1E

Summary 1086 Asas R8T |

Use the Accounts Payable standard reports R188 through R817 to help verify the completeness of information entered for
agents, brokers, and vendors.

Edit Agent Data 10599 R&11

The Best Realty Company

02422085 Edit Setups Report for Agent 1099's
Active Agentsand Ageres Who Brcane Inacove after 12512004
Indep ;
AgemlD [Name (Last, Fust) Report _\'un/ﬁ SENEIN Type Flig Aseat Ad&ens Statu
1 P o 4! AQENT T T Mux Sownt Orwectakd Wi 28205000

1 3
AGERY 2K
AGENT LK PO
AGENT CK

W Oemefsle W1

wrie AGEWT IR Mol Miteasos Aoy
E8 LPMX AQENT TK 358N Zazrge RumComanx W1 ok Ass
ot Myrital AGENT CK 123 Wesmn Avemm Niwisim Wi 41300 u Actve
P & AGERT TK 3003 Wabiggrs Mlwaickes wi 1°03 sk Achve
i Xan AGENT CK 997 Pos ViewLann Oemotah W1 532000009 & Acsve

The AEdit Agent Data 1099 R8110 report should be used t
a record has an SSN missing for example, it will be skipped whenprinth 96 s or <c¢creating the eFi

A sample R811 report is shown above.

Agent ID The BOS ID for the agent
Name Last, First
Report Name  This name is normally printed on the 1099
Ifthereisafi 1 0 9 9 Na m#is listedrbelavr anddusedstead of the Report Name

I f there is an fil NCo0O (incorporated) name entered
SSN/EIN Social Security Number or Employer Identification Numbezquired
Type Record type in the agent/staff table
Indep Flag Record is flagged as an independent agent to receive a 1099
Agent Address Required including valid postal state abbreviation
STABBR fokd or not iif the state abbreviation is valid
Status Agent Statug Active or Terminated
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Summary 1099 Amt R212

The Best Realty Company
Agent 1099 Paid Gross and Adjustments

Paid Froen: 01012014 thry 12312014 Comes Pud lo¢c Tasn
Bomssey 09 Total
AgentiD Name SSNEIN Agent Addcens All mcForl009*  Hist Ad For-1099
311979543 - AGENT 195 Male Sirest  Groeed) L4441 4218 4

113434787 AQENT MIS R Read M (lwagke
21 AGENT

652 AGENT

PO B 348 Went Allin

T2 Grecsway Ame Ceeesfindd WI

V Nutiosa! Miwirstee W 1

Use the R812 report to review estimated agent 1099 amounts. The report also includes some of the required demographic

data.
AgentiD The BOS id for the agent
Name Agent last and first name
SSN/EIN Required The main sociasecurity number assigned
Type Agent/Staff table type
Agent Address Required
All All agent gross earnings both counting and not counting for the 1099
IncFor1099 Agent gross earnings, including bonuses, that count toward the 1099
1099 HistAdj Agent109 adj ust ment amount entered in fihistorybo
Total Forl099 Sum of the IncFor1099 and the 1099HistAdj columns
P — Drill Down Example
- Pad From: 01012034 thru 12302018 Comm Pad lnc Tran
Bomases 1099 Toral
SSNEIN Agent Address Al IncForl 099 Hist Ag) For. 1099
£l L Pais .

Details for an agent can be viewed using the -didlvn featurd hold cursor over the summary report row and when the
magnifying glass appears double click. Details will include all payments with an indication if each counts toward the 1099

earnings.
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Appendix A: 1099 Review and Processing Enhancements

Broker Edit 1099= RE14

1099 Vendor Commission

REAL/Easy BOS

Paid Date Start:  [01/07/2014
Paid Date Thu:  [12/31/2014

Report Type
(+ Summary

" Detail

Print @ Preview | i LCloze |

Broker/Outside-Company Sales Commissions Paid Summary

Paid From: 01/012014 thro 123172014

Izzus

1088
BOS-ID SSN/EIN Flaz Com pany Optionzl-1088Nzm = Addreszs Amount
100001 111-11-4444 Te:  Adsms Rezltv, Inc Adsms FezlEstate and A 820 Midwest Bldg  Milwzukes, WI 33400 004.00
100013 Y=z B. D Eide Company 4455 Hemes Circle Milwaskes, WI 55400 F100.00
100003 Yes Cutten, Dreid Realtors 311 Groveland Milwapkes, WI 35400 L0050
100002 333-11 4444 Ye:  Lutz ShematRefermals 111 W_Broadway Milwaukes, WI 32400 359500

The ABroker Edit 10996s R8140 ASummaryo report shown abo
were paid commissions in the tax reporting year. Key required information is included along with the total amount to be

reported.

TheiDetail eddo report will provide a detailed |list of payme

Office

Agent Diata 1099 R316

Summary 1099 Amts R817

In some multi office larger companies, the branch/office staff is responsible for complete agent information. The Office leve
reports, R816 and R817 are aghike to help branch/office staff to review their office agent data.
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I ncluding 10996s

wh o
bl

For
processij
the steps.

companies
t is possi

f

e

or

us
t

not

Vendor s pai

accounts
t hem i

an
process

e

(0] n

Back Office System Setup
w i Setup | Secamity and Canteids | Tesls |

Step 1 Step 2

Congary Indomaion

AAVE S Ageds L S1 I

AR Cortners |

30/ £ Dtfca M Commmon oy |

(apacean

d

payabl e

with REAL/ Easy
program other
REAL/ Easy along wi

Wendar Information l Services ]

"/43303

¥endor Code

Gf__endur Mame  |Capital Signs Company

D

Contact Name  |John Capital

Street

[500 5 wiater

City
State/Prov.

|M waukee

Kl

-

DL Rl L

PC/Zip |53201 ]

Res. Phone

Bus. Phone
Alternate Phone

Internet

Email |

Web Site |

Interface Accounting

Yendor Humber
GL Account Humber

i 0o

Vendor: Capital Signs VN V49903

Difice | OFFICET

Project |

LelLed

Comment |
Acounting
G/L Expenze Account

5240 hd

Bill to Agents Billing Code <N0ne>

_—

Tax ID 333224444 Taxable
Issue 1099 [  Box Mo 3 Other Inc
|

WA Received [ Date |/ / &l

Bank

Routing Humber

Account Number
Bank [AP Vendors] | <Mone> -

o Save

x LCancel

First, add the Vendors who ar e t o theeenderinamemddiedsant @usID. Al® Ma k e
check Al ssue 10990 and select the 1099 box number their
?____Ep_tfr\!endorlnvoices PayqbleAPm ) Reverse Wendor Invoice AP11 |
¥
Pay One Yendor [4P] 4P02 | Pay Multiple Yendars [4P) AP03 | Reverse Wendar Payment 4P12 |
Next, move to REAL/Easyds Accounts Payable module and wu

the annual amounts for each vendor.
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Appendix A: 1099 Review and Processing Enhancements

Enter Accounts Payable Transaction 1[
REAL/Easy BOS &3 Hep
Invoice No. I|NUU1 Project I j
Vendor [ NOCOR - Partners ~| e add|  Office | OFFICET =]

Invoice Date |[12/30/2011 bt |

Due Date |12£3u£2m1 il
Payment Date [12/30/2011 5|

Transaction |1D I ﬂl
-

ck
\‘C:::T $2.387.55 )
=

Reference INO01 I G/L Expenze Account 0221

Description  |NOCOR - Partrers Bill to Agents Billing Code |

G/L Account] Reference | Description |£mount [ Office | Praject | ﬂ
B[ 5225 MO NOCOR - Partners $2.387.55| OFFICE1 One

¥ Delete | Debit / Credit Total | $0.00

'| z Bost % Schedule Payment Reminder | x Cancel |
i

Enter and postn invoice for last year for each vendor. Enter the total amount in the green entyHsrxcompleted click

APosto. When the post is complete, the entry screen wil/

Accounts Payable

Enter Yendor Invoices Payable APO1 | Reverse Yendar Invoice AP11 |

Pay One Yendor [AP) APD2 ' I Pay Multiple YYendors [4P) APO3 D Reverse Yendor Pagment AP12 |

LY : 7
When all fii nvoi avats APOlhusesommandeAP O3 topgpons a blank paper check for all vendors.
Print Multiple Vendors Wizard =l
Yendor I <aLL Wendorsy j
Office [ <ALL Offices> | (Paid)
Project I <ol L Projectsy j

@lu Payment Date |LF

Enter a last year date.
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x|
REAL/Easy BOS & Help
Vendor: <ALL Yendors> Thru Payment Date 12/30/2011 =] Beset Filter |
Office <AlLL Offices> Project <ALL Projects>
Bank Account |1100 j @eck Date )

Invoice MNo. | Invoice Date | Due Date

4 N0

Al [Hold [Payeémt [ +]

r 42,307 65

[hd

[
|
|
# Checks: 1 $2.387.55
Erint& Posgt Checks | *— E Cloze |
e
Al | | ast year ansdburmst etdot &€Ind efii mvdiasesyear check dat e, cl
columnPayAmar e fil |l ed, and, when ready, click the APrint & P
This wil/ record the | ast year paid amounts fioprinteddnd of t

efile.
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Appendix B: HSF Repo

rting

Appendix B: HSF Reporting

HEF | CREST | Irbound |

Procers and Aepottng

Coment 1D [\..'5 7 BHMS Waconan :melmummm lﬂ

Setup and Edis Tools

( Make Barch

D Reponeg Sevp I Craato Agant XML Ugkoad |

Pt Eci Lt

Opesations Aevew Report

[ ssemrpmtissn |
|

Butch Otfce Mocanon gt |

Ager Oice Rerking Repoe | Maneat  Your Place for

All That's Good o Know
REsource
Center

Member Logn

vz Lm

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-bearmne d

AHSFO. Af fi

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 wittHSF, 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 tteteps 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

BOS Version 17 has been enhanced to handle multiple Franchise agreementsambithate®REA affiliates who are

moving to Fbme Services Franchise, or HSF (BHHS), can setup the new agreement ahead of time. Setting up the new
contract ahead of time should improve the triketheliSFITon ef f
depart ment moves current PREA Center date to the new BHH

This appendix provides steps for setting up the HSF contract as well as a review of the enhanced interface BOS as
programmed to do the HSF reporting.

pnling 16
W CREST | Inbound |
Current [D: IWI325 H5F WwWigconsin j Ihttp:a’a’www.reporting.HSF.com ﬂ
—Process and Hepmling—[}\g— —Setup and Edits ~Tools
Make Batch | Reparting Setup | Create Agent <ML Upload |
Frint Edit Lizt | Add/Edit Agents & Staff | Import Agent ML Drownload |
Operations Review Report | Ediit Transaction |
B atch Office Allocation Repork |
Agent Office Ranking Repart |

Step 1 Call the REAL/Easy Helpline to seéup the new contract IDin BOS:

When an HSF contract is executed, the new HSF ID assigned to the affiliate is added by the BOS support staff. For example

the above HSF affiliate contataect Dbs AWe32%pectNdt €ot bat a
Online 16
e
2.5
el 1D [W0= é‘ S Jip v cies pradeciiel com al

| TR HSF Witsnen

“Process and
Ml ‘\ PREA contract MML Upload
T T e I

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.
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HSF: Initial New Contract Reporting Setups

HSF:Initial New Contract Reporting Setups

Reporting setups for the HSF contract are entered using
the affiliate is able to begin the reporting process usi
helpline for assistance in this process. It should only take a few minutes.

Repaiting Setup

Step 2: Enter theHSF and PREA contract periods.

For affiliates who are still on Prudential contracts, the reporting procedures are unchengegl. A WI 0250 . Agai
setups can be done ahead of time while reporting is still occurring under the PREA contract. The operator just neéds to switc
to the contract | D needed (Current | Db6s example above w

An important new setum helpinsure eporti ng accuracy is the addition of the
bothPREA and HSF affiliate contracts.

S—S—S—S—————————.
Reporting Setup for WI025 Prudential Wisconsin 5[

Affilate :IWIEI25 Feporting F'a_l,lee:IFranc:hise j Hate:l [ 4

Contract Period [[11471./2000 to |05/31/20113

Location OF TRAMSMIT. TRM file: |C:ATranzmit.trm 2”" Baze Currency m
Feparting web URL: [http: /A v, prea. prudential. com Q Mumber of IS Dollars 1
Upload Schema Mame: IPHEﬁUpload.ini 2""
Download Schema Mame: IF'F‘E:'-‘«D owrload.ini il

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 il

Affilate 10 |W|325 Feparting F'a_l,lee:l HSF Fee j Hate:l £ x

Cantract Period |06/01/2013 to |05/31/2013
Lacation OF TRANSMIT.TRM file: [C:\HSFATransmit tm B|  Base Curency Uso =]
Fieparting Web URL: [wens bhbsresource. con ﬂ Mumber of US Dollars 1
|Jplaad Schema Mame; |HSFUpload.ini 2”"
Download Schema Mame: |HSFD ownload.ini ﬁl
For a new HSF contract, the Contract Period musd al so be

beginning with 6/1/2013.

The BOS HSF reporting system has beepragrammed 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 dedmale paid to the PREA
contract. Transactions c¢closed on or after the HSF contra

Reporting Payee: this is the fAroleo of the of ffouttcdne top r
|l eave it the same as in your PREA contract or create ano
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.)
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HSF: Initial New Contract Reporting Setups

Step 3: Other Recommended Setupand Proceduresfor HSF reporting .

The BOS support staff recommends and can assist learning and completing theddi&m setups and procedures:

To help distinguish and track the PREA and HSF franchise fee paymem®;, franchise payee role and payeshould be
added to BOS and assigned in the HSF transactions. If this is done, BOS reports will be able to @addy nepnagement

accountii
R4220.

and
Rol

n
e

S REAL Easy BOS - The Best Realty Conpany

g the payments
Further, a new

ye

to each
transmit f

Role:Set up

Akl ekl Rt/ Dwsbi Eaos 1 armm |

aonéw.@rolfeanchi se f

3|

| FemDad e ey

E

srachisr

Mo Fun Papen
Hur T
Ctha

i Agyert
Sokra
teo Moty -e
Seder Mty

ufede | fsrie | e |

N

_:jl
B o I,

ee type

f

contract

us i

e export

or CA3)

ng
and

usi

Sal

ng

es
upl

APr

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 reportedhe correct contract.

Repaiting Setup
After completing the Preferences role
Reporting Setup for WI325 HSF Wisconsin ZI
AffilateID:|W|325 Feporting Papeg:| HSF Fee j Hate:l (514
Cortract Period |06/01/2013 to |05/31/2021
LocationUFTHANSMIT.THNfiI{C:\HSF\Tlansmit.tm ﬁl) B aze Currency uso VI
Reporting Web LIRL: [http:/ fw. reporting HSF com ﬁ Mumber of US Dollars 1
Upload Schema Mame: (HSFUpload.in E”‘I
Downlaad Schema Mame: IHSFDownload.ini 2”"
Assign the AReporting Payeeo role to

t

HSF Fee

he new i

addi

HSF

Transmit Files: The location for the HSF etract 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
ecti

i GHSRTr ansmi t .

trno. Thi s

wi | | ttrénenhitfile vwhpneuplaading to $I1SFi n
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HSF: Initial New Contract Reporting Setups

Systom S
| Step 1 “Step 2
Corry Inomaien | AR st | havEsiNsacomsen |
ridiEsOhe | wp AT Commmon P | A Vendos komasen |
tonsl) |
i - add the HSF
ASVEd Trort 01 Accorts J [ st tommen | ) “« payee here
fopicea ool
& Broker: HSF Service Fee 200008 x|
Braker Information | Eroker Accountl Motes I—I
Broker Code |2DDDDS Res_. Phone I[ 1 -

Broker Hame HS5F Service Fee Bus. Phone I[ 1 -
Company Name C IHSF Service Fee )us_ Ext I

Street I Cell Phone l[]—
Unit I Fax I[ ] -

City [ =] Emai [

State/Proy. lﬁ Web Site I

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

Role ([HsFree =] JMis No.2 [

Issue 1099 r Box No I j

Tax [ office [Nore> =]

Q/Ea\"e | x LCancel |

New Service Fee Paye&Vhen 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 pdyee, uBeAd d/ Edi t Cobr
command within BOS Setup fABasic Setup0 tab as shown abc

@ Transactan No.: 9500003, 510 (1-15 Mendota Ave., CL-15, Sell Side, Sngle-Gilfice; FUSCBFRERTT N=TES
Fropsrty | Demographice | Lafing/Seling Coflicker | Contacts  Commesnon: | Trast | Joumal | Noles | Listing Notes | Serces |

ame 120 ] Templste [TF0 ApoyaTenphie
14 = Income &sea A [0 ~  Sale Price | $14.900.0)
CA « Conission Area A Date Posted [

il Fok Difice Lat X |LstSide |SeliX |SeliSida  {Both Aot =
< CA3  HS5F Service Fes HSF Fae  OFFICET 000 0o E00 389 7323 5030 <+
CA4  Hedda dPacque SeiSide  OFFICEN 000 000 7000 & .88 40128 5040
CAd  Natabe Disst SelSide  DFFICEY 0o 000 0o0d 36538 3053 430
CAL1  Peggy Cantwiight Sel Refenal OFFICET 000 000 000 10001 10001 5040

HSF transaction example: Above shows the recommended entry method for the CA3 service fee. Note the payee is the
new AHSF Service Feeo Faenedd .t heBy od sesi(dgreien g ytphee) i HS F HRSOF
wi || be included for AMake Batcho 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 aameéwfipapéed that the APREAO assignments made ir
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Begin HSF Reporting.

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 4Ready to begin HSF reporting-As si gn t he

When reporting is to begin

forhe HSF contr a

| D6s. This must be done pri

HSF of fic

ct,
or

t he HS
to maki

e | D6s to the BOS

F contract of fice
ng the first HSF

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

Reporting Setup for WI325 HSF Wisconsin

Affilate 10: IWI325

Aeporting Payee:l HSF Fee

Cortract Period |06/01 /2013 to |05/31/2018

Location OF TRANSMIT. TRN file:

C:AHSPATransmit b =

@eporting ‘w'eb URL:

vy, bhhsrezource. com _El Mumber of LS Dollars

Upload Schema Mame:

HSFUpload ini =|

Download Schema Mame:

HSFDowrload ini =

Agent XML Impart Options——

[ Enforce Time Compare

od

Baze Currency uspD vl
1

Aagent #ML Import———————

f+ Skip Mew Agents
= Add Active Orly
 Add Active & Terminated

All That's
-

change the
PREA contract

Dffice 1D Branch Name | il Dffice il D
|»|OFFICET Marth Branch
|| QOFFICEZ South Branch I
| |OFFICES ‘whest Branch

Ww325002

Office ID's to
the HSF
contract Office
ID's

Use the fARep

www.bhhsresource.com n

orting Setupod6 command 06tso tooh arhgee HaSIFl off o ri nceer
in the center portion of the setup screen. Also, go enable BOS to load the HSF reporting site to your browser, enter
to the ARepoetupadlsogshowvabbveURL : 0 s

| il Office |4l 1D

-]

W1 325001

Above, examp

|l e new contract

(0]

ffice |1 D6s are assigned.

When this step is completed, closed transactions for the new contract can be entered.
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http://www.bhhsresource.com/

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 paye®iand role. F
companies who have mgpending sales call the BOS support number and we can log in after hours to change all of them for
you.

System Setup 16
" Basic Setup | Advanced Setup (i Secunty and Controls 3| Tools I
rUserAccess— | [ Operations | [ Service Manager
T
Setup Users | ( Commizsion Templates | ) Services List |
¥ r |
Farms and Checks | Service Plan Names |
Setup Menu Access |
Trust Types | Service Plans |

Note for Commission Template users:For affiliates using commission templates to aemter the CA3 franchise fee, you

should update the partitar template to load the new HSF payee and role. Call the BOS support line if you need help setting
up and testing.

System Setup 16

ced Sotup | Secwily and Controls | Tooks |

Step 1 Step 2
( Compary Information D Acd/Eck Agents & Staf | Add/E M Man Cordacts ]
Acd / Edd Olkce AMdlCmmumPluu ] Add/Edit Vender Indomation l
ASE S Chrt OF Accounts ASI/ER CoBrokess |
{optional) {ogpsanal)

Note for Accounting Module/Accounting Interface users:l f you are using either BOS6s f|

the interface aaunting module, you may want to setup a new expense account for the HSF service fee. If so, follow these
steps:

1 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 QuickBooks, MS Dynamics, Peachtree, others ) and identify thim@y account in
BOS.

1 When the new contract period begin date arrives, assign this new account to be the default for new transaction entry

either with the ACompaaty CA3 camaduminoomatl mencfeAdd/ Edi t
account.

1 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 wargtble 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
T GCI and production units eliminating the need for affiliates to manually enter quiriend 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 \@&s1es ® share agent information so that
all award data reported to HSF i s -lcDo.r r eBcQS0ys i dHeSWH i fnioeddu | we
enable this data sharing.

Further, as transaction batches are prepared for upload,the r i f y0 command checks that eac
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 BO&rsion 15 or less, contattie 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.

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

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 fiiststept o0 A Ver i f yo that all d:
award amounts allocated to the agents are accurate. The Verify will create a report that will check for errors.
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