
 

 

 

 

 
 

REAL/Easy Version 17 
 

Upgrade Training Reference 
 

This reference provides training and information for using the valuable feature additions and enhancements 

included in  REAL/Easy Version 17 of BOS ï Back Office System, FOS and AOS. 

 

These should be reviewed by management and key system users. 

 

See the Table of Contents Page for a Detailed List of key NEW and Enhanced BOS Features offered by 

REAL/Easy Version 17. 

 

 

NEW: Go Paperless with Documents and Service Reminders with the new Service Office System SOS. 
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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 this manual without the express written consent 

of Executive Systems is strictly prohibited.  

Disclaimer and Limitation of Liability  

The Software described in this manual is provided by Executive Systems Ltd.  pursuant to a license agreement, as contained 

in the Software upon installation. The Software may be used only in accordance with the terms of the license agreement.  

Executive Systems makes no warranty as to the accuracy of the contents of this manual as it relates to the Software.  

Executive Systems assumes no responsibility for any loss or claims by third parties which may arise through the use of the 

Software.  Executive Systems assumes no responsibility for any damage or loss caused by deletion of data as a result of 

malfunction, power failure or repairs.  Be sure to make backup copies of all important data on other media to protect against 

data loss. 

Important  

Please ensure that you read the Executive Systems Ltd. Software License Agreement contained in this Manual and the 

Software, upon installation before using the accompanying Software.  Using any part of the Software indicates that you accept 

the terms of the Executive Systems Ltd. User Software License Agreement. 

Trademarks 

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

Ltd.   

Copyright Ò 2014 Executive Systems Ltd.  All Rights Reserved.  Printed in U.S.A.  This document may not, in whole or in 

part, with the exception of the entry forms, be copied, photocopied, reproduced, adapted or modified to any medium without 

the express written consent of Executive Systems. 

1-800-732-5327 
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Welcome to Version 17 

 
 

Welcome to the latest upgrade of REAL/Easy management software, version 17. Included in this update are new features to 

help customers process their business more efficiently and  analyze their business more in depth to 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 800-realeasy (800-732-5327) or email help@realeasy.com anytime for assistance. 

Within this guide you will learn: 

¶ How realeasy.com can help all management and staff to learn how to use BOS to more efficiently process everyday 

brokerage back office operations.  

¶ How to use the many new ñCommissionsò calculations, accounting, check writing, team handling, and integration 

features. 

¶ How to expand your tracking of all contract/lead types in the expanded Listings-Plus app including buyer representation, 

inbound referrals, and outbound referrals.  

¶ How to use new Standard Reporting features that also include obtaining customized reports to help staff manage your 

companyôs unique programs. 

¶ How new transaction processing features can help with transaction entry accuracy and efficiency.  

¶ How enhancements to the Analysis can help learn more about company, branch, and agent level business directions and 

changes.  

¶ How all of the 1099 processing adjustments and options to help increase convenience and efficiency of this task whether 

you are just printing, or efiling, or providing Excel worksheets to outside service submitters. 

 

¶ NEW: Go Paperless with Documents and Service Reminders with the new Service Office System SOS.  

 

 

 
 

mailto:help@realeasy.com
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Realeasy.com: Helping You Run a Smarter Company  

 
 

Many features added with Version 17 along with existing BOS capabilities are designed to help you run a smarter company. 

Brokerage management and staff can learn more about these features and how they can help from our website realeasy.com.  

Visit realeasy.com to learn what the software program can do, how to improve basic Skills and how develop Advanced 

Skills . See how other companies are running smarter with the Tips page. And if you need new capabilities or enhancements 

submit them on the Ideas page.  
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NEW: SOS - Documents and Service Coordination go Paperless 

 
 

Go Paperless with Documents and Service Reminders with the new Service Office System - SOS. This new REAL/Easy app  

is available to all current BOS customers to assist in all areas of resource, listing, and transaction management.  

REAL/Easy already provides a central database and management program that helps you maintain information for your 

company.  

 

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

¶ Company ï key information, ownership, and controls 

¶ Offices/Branches ï demographic and key players and processing controls 

¶ Agents ï demographic, contact, commission, account, information, HR details 

¶ Brokers/Outside companies ï key demographic, reporting, and contact 

¶ Contacts ï buyer/seller and other player/contact information  

¶ Vendors ï demographic, contact, and payment information 

And, Key information is managed for all contracts that bring in revenue to the company:  

¶ Listings Plus ï demographic, price, dates, agents, contacts, contract details for listings, buyer rep, referrals.  

¶ Transactions ï demographic, written and closing details, agents, contacts, notes, splits for all transaction types.  
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With the new SOS app you can now store and manage all associated documents, files, media PLUS manage and coordinate all 

related service tasks all in one program integrated to the BOS program.  

 

For example, if you are a transaction coordinator, you 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 

transaction record.  

 

In many companies, a BOS ñTransaction Coordinatorò user is added for login.  

 

Above is an example sales transaction where, added to the normal transaction ñtabsò is a new ñServicesò tab. This is where 

the transaction coordinator would enter and maintain all tasks and documents associated with the sale.  
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Another example would be a general manager, branch manager, or HR department staff, who is in charge of handling new 

agent hiring and training.  

 

 

Illustrated above is the new ñServicesò tab within the BOS agent record.  

Using SOS ï Services, you can schedule a new hire orientation, education, mentoring, and other needed service tasks right 

when the new agent record is added into BOS. Any new hire license, commission agreement, and other associated documents 

can be scanned, stored, and connected with the BOS agent record.   

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

reported during the agentôs career with the firm.  

 

  

The use of the REAL/Easy SOS and itôs ñServicesò management within the BOS system can be limited or expanded as 

desired. Shown above are examples of use within ñAgent and Staffò management and within ñTransaction Coordinationò.  T 
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The other areas ñServicesò can be utilized include: 

 

  

 

¶ The overall ñCompanyò ï main broker, owner, president, owner assistant.  

 

 

 

¶ Individual Offices or Branches ï branch manager, general manager, key administrative staff. 

 

 

 

¶ Contacts ï within BOSôs main contact table. 

 

 

 

¶ Co-Brokers and outside companies ï this is within BOSôs Basic Setup. 
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¶ Vendors ï this is within BOSôs Basic Setup for customers who are using the BOS AP application. 

 

 

 

¶ Listings ï 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.  

 

Within ñSecurity and Controlsò using the ñSetup Usersò command, the service area(s) a user is responsible for can be 

activated (checked) from the new setup ñServicesò tab. When this is done for a user, e.g. the ñHRò user above, the ñServicesò 

tab for the area(s) activated will be opened for use by the user.  

In the example above, the HR user is activated to use Services to help manage the Agents and Staff service tasks ï organize, 

store, schedule, retrieve, and report.  
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Further, for the service areas authorized, the user is also able to maintain the various Services Items and Plans within the 

ñBOS Setupò Ą ñSecurity and Controlsò tab:  
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Using the SOS app.  

 

 
 

The SOS app allows a user to search, update, view, and report on all service tasks. The SOS app is started with the same login 

screen as is BOS (and FOS) as shown above.  

 

 
 

 

When an operator starts SOS, the app will startup by searching for and displaying tasks that are due ñTodayò.  The SOS app is 

designed to run by itself or at the same time the operator is using BOS (of FOS).  

If the operator works on any of the displayed service tasks, that record can be ñEdit(ed)ò to view and/or enter updates, add 

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

 

 
 

 

Above: example of user ñAdminò searching only for service/tasks assigned to themselves.  
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How to allow access to the SOS app for a user.  

 

 

 
 

Above, use the BOS ñSetup Usersò command to enable SOS access to the user from the ñGeneralò tab. Further, on the 

ñServicesò tab the services area to be accessed.  
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Commissions: Check Printing Changes to Post First then Print  

With Version 17, the commission and staff check printing steps have been changed to improve reliability of all check register 

and GL database posting. Prior, when a check may jam, or a posting error occurs, or no check was placed in the printer, or a 

database error could occur, the operator had to reverse the check and start over. Now, with all posting processed first, if 

needed, the check can simply be ñre-printedò in case of a printing problem. (Note a user must be given the permission to re-

print checks in Setup Users to do this).  

 

Another reason the process has been changed is to help accommodate requests 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, 

commission plan achieved level ñplan to dateò , or the amount needed to ñreach the next split levelò.  

 

Commission check writing is handled within the Transactions module command ñClose Transactionò using the option ñ5 

Payò.  Staff and Agent check writing for all other non-commission payments are handled within the ñGLò module using app 

ñPrint Staff Checkò.  

 

 
Both ñPost & Print Checkò  (button renamed) and the batch printing process have changed.  

 

 
 

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 appear if all posting was successful.  

  



Commissions: Check Printing Changes to Post First then Print  

REAL/Easy Version 17 Training   Page - 17  

 
 

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 problem ï an error or no check form in the printer for 

example, the check can either be ñReversedò and Post/Print again, or, if the user has the allow reprint set on, use ñView 

Checkò and reprint with the printer tool at the top of the view screen:  
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.          Enhancements to Help With Teams  

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

 

 
 

Above and below, team names are assigned using the ñPreferenceò list ñAdd/Edit Teamséò  

 

 
 

Each team is assigned a team leader.  

 

 
 

New: Team names cannot be deleted if any agents are assigned to that team. Before deleting a team, each team member 

record must be edited to remove the agent from the team. 
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Above: ñSearchò Team addition to help the admin staff identify and maintain information on team members, the 

agent and staff roster maintenance program within Basic Setup has been expanded to allow a search for members of 

a ñTeamò ï e.g. just agents who are members of the ñA Teamò.   

 

 
 

Note: if the agent/staff member is the team leader, this will now be indicated on the Confidential tab with the label 

ñTeam Leaderò.   
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Assistance for team commission entry.  

 

 
 

In most companies a team agent record, or the team leaderôs record is used by the broker to calculate the commission 

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 has been added to help.  

 

 
 

Above, the team commission is calculated and the next step is to pay out override commissions to the team members.  
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Commissions for team members are paid with ñOverridesò using the ñInsert/Editò button within the CA4 

Commission Worksheet.  

 

 
 

Above: now when the override is to be paid by a team leader or agent, the override entry commission screen will 

have an ñAdd Team Agentò button that should be used to add team members.  Only team members will then appear 

in the ñAdd Override Commission Wizardò drop down select list.  

 

This convenience was suggested by brokerages who have many teams and wish to assist and increase accuracy by 

commission entry staff.  

 

Commissions: New Add button: Add CA4 Team Leader - Helping entry of team commissions 
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A new agent commission entry button, ñAdd CA4 Team Leaderò  has been added to assist companies who calculate team 

commission plans for a team leader, and then, distribute the commission to the participating team members using overrides.  

 

 
 

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

 

 
 

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

 

 
 

Above: example team calculation performed on the team leader record. (Each team has a designated team leader).  
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To assist operators distributing the gross team earnings to the team members, the ñOverride Insert/Editò step has been 

enhanced.  

 

 
 

Above: when the new ñAdd CA4 Team Leaderò entry is used, the override selection screen will contain a new ñAdd Team 

Agentò button. Using this button can help the operator because it will only show the teamôs members for splitting the teamôs 

commission.  

 

 
 

Above: example of a completed team commission and split to memberôs commissions for the sell side of a transaction quickly 

entered using the new ñAdd CA4 Team Leaderò button.  
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.          Signatures on Commission Checks 

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

 

 
 

 
 

Some customers have two check formats ï 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 in security setup ñForms and Checksò, they can now be setup to receive a question if signatures should be printed 

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 accommodate this feature.  

Second, for each operator who is to have this option, edit their ñPrivilegesò to check ñAllow Comm. Check Signatureò 
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How Signature choice operates:  

 

 
 

When a commission check is about to be printed, using the ñPost & Print Checkò option only, the operator will be prompted 

as shown below on the ñcheck numberò wizard screen:  

 

 
 

When this option is activated for the user, and an agent or broker check is to be printed, the check print dialog will have the 

added ñPrint Signatureò choice. The default will be ñNoò.  

 

 [___] Then for Crystal if the operator has the privilege: assign string ParamCheckSignature = ñYò or ñNò 

  (If  operator does not have the privilege, do not assign the Crystal parameter item at all). 

 

 

 

 
 

Above: an example check with the signature printed by BOS.  

 

 

Technical Notes:  

¶ If having BOS printing signatures is a new feature you wish to add, email a scanned signature to BOS support staff. 

¶ For customers who program their own check Crystal report add the string parameter ñParamCheckSignatureò to the rpt. It 

will be set to ñYò or ñNò. 
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.          Itemizing Billing Deductions on Commission Checks 

The BOS agent commission check processing feature includes an option to deduct a specified amount from the gross earnings 

to reduce the agentôs billing account balance. This is also called a recovery amount as it is recovering expenses that the 

brokerage covered for the agents and is now getting paid back. 

 

 
 

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 agentôs AR total balance is reduced by the amount. The commission check stub will indicate the gross earnings 

amount, the lump sum AR recovery deduction, other deductions and the check net amount.  

 

 
 

With version 17  there is a new option to select individual entered bill items to be deducted from an agentôs earnings on a 

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 deducted (usually an expense) is posted as a credit. 

 

 
 

The following pages show the steps to itemize billing deductions on a commission check. Above is an example of items in the 

current log for agent dôPacque. Only items in the current log can be selected for check deductions.  

 



.          Itemizing Billing Deductions on Commission Checks  

REAL/Easy Version 17 Training   Page - 27  

 

 
 

Agent commissions are paid within the Close Transaction ñ5 Payò option.  The agent to pay is selected and the ñPrepare for 

Printingò button to begin the pay steps.  

 

 
 

To itemize check billing deductions, select the new ñRecoveryò option ñItemizeò.  To enter a lump sum (as in previous 

versions) select the ñTotalò option.  

 

 
 

When billing item ñItemizeò is selected the detailed commission check screens will include the new ñItemize Recoveryò tab 

appears for entry. On the Commissions tab, the ñAgent Recoveryò item will total the entries to be made on the Itemize tab.  
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Above:  from the Itemize Recovery tab, click Add to view agentôs current log of entered billing items. To recover an item on 

the check, highlight and click ñSelectò.  

 

 
 

Above: the selected item is shown on the Itemize tab and the total of all items is displayed in the ñAgent Recoveryò field.  

 

 
 

Continue to add more bill items as needed.  
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Above: another current billing item is selected for check deduction ï only items not already selected are shown.  

 

 
 

Above: selected items listed and are totaled. 

 

When completed with itemizing billing deductions, the check processing can proceed as usual with Post & Print, Post to 

Batch, or Post Only.  
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Above is a sample of the check stubs available if the itemized billing items deducted list is desired for the agentôs check stub 

(so the agent can see what the deductions paid for). When the 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 helpline to add in the 

itemized list feature for your check stubs. Note for this example there was also a $50 transaction fee deduction and a $35 

E&O fee deduction.  

 

A Note for the A/R department:  

 

 
 

 
 

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

current log into posted billing history. To do this, BOS creates a paid invoice to record the items as now paid in the agentôs 

account. The property address for the deduction total is noted with the total amount of the billed items that were paid. Use 

ñReprint One Invoice R716ò in standard reports to view this paid invoice ï the invoice number is noted on the check stub.  
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A Note for the accountant:  

 

When a check is printed/paid, the 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.  

 

 
 

Circled above are the GL entries pertaining the itemized billing deductions. Each of the agentôs billed item expense accounts 

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:  

 

 
To enable itemized billing deductions a BOS user account must be authorized. This is handled by the BOS Admin user by 

checking ñAllow Comm Check Itemize Billing Deductionò within the userôs ñPrivilegesò tab.  
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.          Enhancements to Commission Entry 

 
 

A number of features have been added to the Commission entry/split worksheet screen to help improve efficiency and 

convenience.  

 

 
 

Revenue for each transaction is entered with the ñAdd IA1 Office Gross Commissionò button.   

 

 
 

For revenue received from outside brokers for a transaction, this company can now be identified on this screen with the 

ñBrokerò entry.  Further, if the broker is a new company not on your list, you can quickly ñAddò the company to the list and 

this commission revenue.  
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Outside commissions, fees, and allocations are entered in the three commission area worksheet rows.  

 

 
 

In these version 17  entry screens the entry order for the ñCompany/Payeeò Broker and   ñFee Type/Roleò has been changed 

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

 

 
 

Immediately after opening the screen, the operator can begin typing the company name, and if found, press the ñEnterò key. 

The highlighted record will be placed in the Company/Payee entry box.  

 

 
 

Further, if the company/broker record has a role pre-assigned, it will immediately be assigned to the ñFee Type / Roleò entry.  
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Above: Brokers, outside companies, and commission expense/fee allocation records within the ñAdd/Edit CoBrokerò app can 

be assigned their own ñRoleò from the Preferences ï Role table. When the record is added to a transaction commission, this 

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

 

 
 

In the above sample screen where a referral is being added, if the company / payee broker is not in the list, it can be Added on 

the fly within the commission/fee entry screen. 

 

 
 

Above, the new company record is prepared, including the ñRoleò to be used (optional), and at completion, is Saved.  
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When the new company is 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.  

 

 
 

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

Many companies, moving to streamline transaction closings and become more paperless, pay co-brokers, referral companies, 

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

 

 
 

To enable direct deposit payments, payment account information is entered into the outside companies using ñAdd/Edit Co-

Brokersò.  

 

  
 

Within the Broker record ñBroker Accountò screen, the items shown above have been added to facilitate direct deposit 

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

assist the closing department, set the ñPayment Typeò to ñDirect Depositò.  This will set the desired payment type for the 

operator who is closing the transactions and paying out the commissions (within Close Transaction closing step ñ5 Payò). 
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.          Expand Commission-Plan Transaction Deduction Options 

The ñTransacction Feesò option within Commission Plans definitions has been expanded. These are fees that are deducted 

from the gross commission split calculation.  

 

 
 

Within a commission plan definition, the optional ñTransaction Feesò tab enables entry of this deduction from gross 

commission calculated from the Split Schedule.  

 

  
 

The transaction fee calculation has been expanded in the ñThis fee is a percentageò section. Here, a transaction fee is 

calculated as a percent of the income allocations to the agent or the agentôs share/gross commission from the split schedule.  

Now limits can be specified to the tran fee.  

First, a total amount for the ñPlan Periodò can be specified. The ñPlan Periodò is that period specified in the agentôs BOS 

record with the Incremental Plan Start and End dates.  

Second,  also an option, is a ñPer Side maxò  that can be specified to limit the transaction fee for a particular agent 

commission. In the example above, the transaction fee is to be 10% of the allocated NAGCI, but limited to $50 per side.  



Listings/Contracts: Team Assignments Added  

Page -38    REAL/Easy Version 17 Training 

Listings/Contracts: Team Assignments Added 

When listing contracts are entered, listing agents are assigned on the ñAgents/Contactsò tab. Later, when the listing is pulled 

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

 

 
 

Above: the agent entry screen for a listing now includes the team assignment for the listing production. The screen will show 

the current team assignment in the agentôs record. The operator can enter the team assignment for this contract if appropriate.  

 

 
 

Above: when the listing agents are pulled into a transaction the program will also pull the team assignment as well. 

Previously, the operators needed to edit the commission records to manually make the team assignment.  
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Listings/Contracts: Commission Agreement Details Expanded 

The listing contract Detail tab ñCommission Agreement Detailsò section has been expanded to help provide information to be 

used in transactions. More 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 accurately load the listing/other contract revenue 

details into transactions.  

Previous to version 17, commission contract amounts were described in three items within the Edit Listing ñDetailò tab:  

 

 
 

Above is a sample Detail screen from the previous REAL/Easy version showing the agreement details entered into three items 

 

 
 

With version 17 listing Detail (tab) entry, the ñCommission Agreement Detailsò group has been expanded to enable more 

commission details to be specified.  This enables the commission entry for any type of contract and whether ñRoleò is list side 

or sell (buyer) side.   

 

New - Paid By: Further, the ñPaid Byò new entry, while optional, can be used to identify the paying company for the contract 

for when it closes.  

 

 
 

Further, the new checkbox option ñUse for Transactionò will cause the program to use all ñCommission Agreement Detailsò 

within a new transactionôs Commissions tab as the contract is pulled into the transaction.  This is illustrated in the following 

example.  
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Example: Adding an accepted offer transaction that will pull details from the expanded ñCommission Agreement Detailsò 

 

 
 

Above, the accepted offer for the North Grant property (previous page) is entry is begun with the ñAdd Transactionò wizard 

within the Add/Enter Transaction browse.  The ñPull from Listingò tool is used to locate the property to pull its details into 

the new transaction.  

Listing details including all demographics, dates, contacts (seller), and listing agents will be pulled over. Also, since the 

option ñUse for Transactionò was checked in the listing contractôs ñAgreement Detailsò section, these entries will also be 

pulled into the transactionôs ñCommissionsò split page.  

 

  

The transaction ñCommissionò tab is the transactionôs worksheet of all revenues and expenses ï commissions and fees. Above 

illustrates how the listingôs revenue commission details that were entered on the ñare pulled into the newly created transaction.  
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Listings/Contracts: Expanded to Handle Other Representations and Referrals 

 
 

With Version 17, the Listings module has been expanded to handle additional contract types. This enables operators and 

managers to enter, track, and process closings for other representations, referrals, and relocation business.  

 

 
 

Above illustrates the expansion of the ñListingò module to handle these other contract types: 

 

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 ñAdd Listingò wizard includes the new contract type select on add wizard screen 1 of 2.    
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All Standard Listings reports (R301 ï R305, R311 ï R316) have been programmed to allow the ñContract Typeò. This is 

shown above with the Listings R301 report. As shown,  ñ<ALL Contracts>ò, or a single type can be selected. All reports will 

have contract type of ñListingò selected as the default.  

 

 
 

The Analysis Listing Ranking A10 reports are also expanded to select a particular contract type (Listing is the default) or 

ñ<ALL Contracts>ò.  
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.          Entering Buyer Representation Contract and A.O.  

  
 

 
 

This section illustrates the entry of a Buyer representation contract.  Following, the section illustrates how to add sales 

transaction (accepted offer) that involves a Buyer representation contract.   

  

Add Listing wizard screen 2 of 2 (below) and the detailed Listing/Other contract entry screens are expanded to provide for the 

buyer and other contract types entries. This includes to handling either list or sell side and identifications of the agent, broker, 

and referral/relocation payees within the 6 contract types.  

 

 
 

Above: add Listing/Other contract wizard screen 2 of 2, suggested buyer contract items to enter.  At completion, ñFinishò is 

clicked creating the contract record and opening that record for continued data entry ï below: 
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The ñGeneralò tab is presented and other items regarding the buyer contract should be entered including the expiration date 

of the contract and the property type.  Note that the ñPriceò item can be used here to indicate a buyerôs desired/preferred 

price.  

 

 
 

Moving to the Agents/Contacts tab, enter the agent(s) for the buyer representation contract. The ñSell Sideò role is assigned 

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 current contact address. Other items such as phone numbers, 

email addresses, notes should be entered if useful.  
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The contract ñDetailò tab ñCommission Agreement Detailsò should be completed. If the agreement is for a percentage of the 

sale price, enter the base and 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 role of ñOffice GCIò can be assigned, or, to better track buyer contract revenue, setup a special role, e.g. 

ñBRepCommò in ñPreferencesò and assign to the Agreement Details Role as shown above.  

 

Save the buyer contract when entries are completed.  

 

 
 

To Edit the Buyer contract ñTypeò (or any other type), in the browse top search area and click the Search button. Locate and 

Edit the contract ï see above.  
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Adding Transactions involving Buyer contracts:  

 

 
 

When an accepted offer is received involving a buyer contract the new transaction is created with the ñAdd Transactionò 

button or within ñEdit Transactionò using ñAddò.  

 

 
 

If the offer is accepted on a co-broker listing, add transaction wizard screen 1 of 2 would be completed similar to above and 

the buyer contract would be pulled into the transaction using the lookup button as shown above.  

 

 
 

Above: the buyer contract is located and then ñSelectedò for the transaction. Be sure to set the search Contract Type to 

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

replaced with the co-broker listingôs address. Next, enter the pending transactionôs dates and sale price your buyer is to pay. 

The Finish button click creates the new transaction which will contain the wizard entries plus details from the buyer contract ï 

see following: 

 

 
 

Above: Transaction ñPropertyò tab information from the wizard screens.  

 

 
 

Identify the CL ï Listing Co-op company on the ñListing/Selling Co-Brokerò tab.  Also, the co-brokers list side agent who 

represented the seller.  
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The ñCommissionsò revenue and sell side agentôs commission is calculated from the entries in the buyer contractôs Details tab 

Agreement Details and the Agent/Contacts tab sell side agent and units. Note: adjust figures if needed ï e.g. the sell 

commission percent is different or the agentôs commission split needs to use an alternate commission plan.  

 

 
 

The transactionôs ñContactsò tab should have the buyer from your company. The buyer will be attached to your first buyer 

side in-house agent.  

The cobrokerôs seller should be entered on this tab for good record keeping.  
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If an in-house buyer representation is to purchase an in-house listing the suggested transaction entry steps are shown below: 

 

 
 

The Add Transaction wizard screen 1 of 2 is typically setup as shown for an in-house (both sides) sale. The ñPull from 

Listingò tool is used to pull the in-house listing information into the transaction.  

 

 
 

Next to add Tran wizard screen 2 of 2, the A.O. agreement dates are entered with the sale price. Click ñFinishò to build the 

transaction and add other details.  
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The detailed transaction entry screens (tabs) are reviewed and any needed details are entered. Note above that the listing and 

buyer rep contract IDôs are recorded within the transaction ñPropertyò tab.  

 

 
 

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

the agent plan splits.  

 

 
 

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

The following pages illustrate the entry of an outbound referral of a buyer.  Following adding a transaction is shown. 

 

 
 

Above, the Add Listing command wizard screen entries for type ñROUTBuyò.  

 

 
 

Above, following the add listing (contracts) wizard the ñOutbound Referral Buyerò contract is added to the active 

listings/contracts inventory.  Above, note the descriptive entry placed in the ñStreet Nameò, and the ROUTBuy date ï the date 

communicated to the out of area broker and an estimated ñexpirationò date are entered as well.  

 

 
 

The Detail tab contains the commission agreement details with the out of area broker receiving the referral who is also 

identified on this screen.  
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The agent and the agentôs buyer are entered on the ñAgent/Contactsò tab: 

 

 
 

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

 

 
 

Note: search for Contract Type: ñROUTBuyò  

 

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

received.  

 

 
 

Above, the transaction for the outbound referral added. With wizard screen 1 of 2, the transaction type ñOutbound Referralò is 

assigned and the outbound referral is located and pulled into the transaction.  On the second wizard screen all of the dates can 

be set to the day the check is received and deposited.  
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Above, the outbound referral transaction ñPropertyò tab shows all key information pulled from the referral contract and the 

transaction add wizard. 

 

 
 

Above, the ñCommissionsò transaction tab shows the estimated amount expected as well as the referring agent commission. 

This tab may need editing to enter the actual referral check amount and the agent record may need to be verified as to the 

commission plan calculation.  

 

 
 

Above, the ñContactsò tab should have the agentôs referred buyer pulled from the outbound contract information. 
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.          Managing Inbound Referrals.  

 

 
 

Inbound referrals are obtained from outside brokers for sellers or buyers residing or entering the firmôs market area. These 

can now be entered and managed using the new Listings Plus as referral types ñRINListò or ñRINBuyò.   

As illustrated above, for an inbound referral for a seller, house agents work with an RINList  seller to obtain a listing 

agreement, in BOS a type ñListingò,  to market their property to ultimately secure and close an accepted offer. In BOS, as 

shown above the inbound referral is entered, Next, the listing agreement is entered followed by the accepted offer.  

When an inbound referral for a buyer  is obtained, it is recorded as an ñRINBuyò type and the assigned agent(s) are 

recorded. In most cases the in-house agent will work with the buyer to locate a desired property to obtain an accepted offer. 

This would be recorded in BOS as an FL-FS or CL-FS transaction.  

In some cases a buyer may wish to enter into an buyer agreement with the agent ï this would be tracked in BOS as a ñBuyerò 

type contract with the goal of representing the buyer and locating and obtaining an accepted offer on a desired property. This 

would also recorded in BOS as either an FL-FS or CL-FS transaction.  

 

Example: sell cycle for an inbound seller referral.  

 

  
 

Above, the contract type ñRINListò I used to add the referral.  
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Wizard screen 2/2 suggested entries are shown above.  To help for later searches, the property name includes the referring 

broker, the seller last name and ñSeller Referralò tags.  

 

 
 

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

arrangement. The ñRoleò should be set to ñReferralò or appropriate for later posting into a listing agreement and accepted 

offer.  
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Move to the Agents/Contacts tab to enter the agent(s) assigned to the referred seller and the sellerôs name and information.  

 

ñSave & Closeò will save the RINList record.  

 

 
 

To add notes or other information to the ñAdams Realtyò referral, simply search for ñAdamsò in the Property Name, and 

Contract Type ñRINListò and click ñEdit Listingò.  
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Example: Securing a Listing Contract  from the inbound listing referral 

 

 
 

Within Manage Listings Plus, click ñAdd Listingò 

 

 
 

When the agent secures the listing contract with the referred seller, this contract is entered into active listings inventory.  

Specify the ñListingò contract type and locate the referral with the ñCopy From Anotherò button link to the search screen as 

illustrated above.  

 

 

 
 

Listing Contract entry ï complete details for add wizard screen 2 of 2 and ñFinishò to add the new contract and load for 

further entry.   
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Above at the ñGeneralò tab, information pulled from the inbound referral data and the add wizard is displayed. The 

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 listing contract. Later, when an accepted 

offer is entered,  the referral broker and calculated commission will automatically be placed in the transactionôs Commissions 

split worksheet page. 

 

 
 

On the ñDetailò tab, enter the ñCommission Agreement Detailsò.  
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The listing agent and seller should be pulled from the referral record.  

 

 
 

 
 

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

 

 
 

 
Above,  example steps for recording an accepted offer on a listing having an inbound referral begins with the ñAdd 

Transactionò command. The transaction role and type are entered and the listing is pulled into the transaction with add wizard 

screen 1 of 2.  

 

 
 

Add wizard screen 2 of 2: the agreement dates are entered as well as sale price. ñFinishò click creates the new transaction.  



.          Managing Inbound Referrals.  

REAL/Easy Version 17 Training   Page - 61  

 
 

Above: the ñPropertyò tab contains information from the Listing add trans wizard.  

 

 

 
 

The Commissions tab content above  illustrates how the information from the listing agreement including the inbound referral 

commission are pulled into the transaction and commissions are calculated.  
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Below: with the list side entries complete, entry of the buy side split and contacts are made. 

 

 

 
 

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

 

 
 

Above: Contacts tab contains the seller from the listing and the operator adds the buyer into the transaction.  
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At entry completion, the transaction is saved.  

 

 
 

Above, the final transaction save action allows the operator to also update the listingôs status.  

 

 
 

Above Pending Transaction entry is completed.  
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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.  

 

 

 
 

 
 

New options to include  

 

¶ Format ï Added with ñStandardò and ñCustomò options.  Custom option is for any customized format that a user may 

want programmed by the BOS support staff. To request this, mark-up a Standard report, scan and email to 

help@realeasy.com. 

¶ Include Staff Checks ï checks issued to agents and company staff for special payments and salaries that are not sales 

commissions using the GL module ñPrint Staff Checksò command. This can be helpful for detailing all 1099 earnings for 

an agent/staff member.  

¶ 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 they were paid 

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

¶ Normal sales split commissions. 

¶ Commission overrides received from lead/main agents.  

¶ Manager or Mentor overrides paid out of company dollar or GCI.  

Each of these types is now identified on the report to help detail about each commission paid.  

 

 

 
 

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 Override 

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 

contain an ñXò. See example above. 

 

A ñ1099ò column has also been added immediately following the Earnings column and will contain an ñIò, include, character 

if that commission is to be counted toward 1099 earnings. If the ñ1099ò column is blank that paymentôs earnings will not be 

counted.  

 

Further, in the report totals there is a new ñTotal for 1099ò row. 
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.          R122 Production Format Option and Information Added 

 

 
 

 

 
 

The agent standard report ñProduction by Date R122ò has been enhanced with the addition of the ñFormatò option. The 

ñStandardò format will process the current report while a the ñCustomò choice would process a production by date report 

programmed per a customer request.  

 

 
 

The report is enhanced with the addition of 3 columns:   A-R Deduction, Other Deductions, and the Net Comm Amount (if 

printing checks this would be the check amount).  
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.          Enhancements to Cumulative Production R123 Report 

 

 
 

 
 

The Agent Cumulative Production R123 report has been enhanced for Version 17: 

Format option added:  ñStandardò and ñCustomò - request a customized cumulative production report by marking up a 

standard report with changes, scan, and email to help@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 earnings where override and staff check earnings can 

contribute to plan move-ups.  Note that the report does not add GCI, AGCI, NAGCI, or Company Dollar to the cumulative 

statistics for those items.  

   

mailto:help@realeasy.com
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.          Customizing Added to Listing Reports R301/R302 

More and more customers are using BOS to help with listing management. With the new SOS Ą listing coordination and 

document storage, and the use of Online importing from their website, more higher quality internal special information 

entered and shared.  

 

With this, customizing of the standard Listings and Super Listings reports has been requested to help meet unique needs to 

better track, report, and share listing information  

 

 
 

R301 and R302 are powerful and flexible listing reports offered within Standard Reports ñ3 Listingsò area. 

 

 
 

Both report run setup screens have been simplified with the new ñFormatò option. Staff will notice added information within 

each ñFormatò.   

Six ñCustomò format choices have been added and are available for customized versions of the first six that can be setup by 

REAL/Easy staff at your request. Just markup the standard report with desired changes and calculations, scan, and email to 

help@realeasy.com/. The requests will be programmed and placed within your BOS installation.  

 

 

. 

mailto:help@realeasy.com/
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.          Listing Follow-up ï R504 Help with Coordination  and Date Sharing 

 
 

Within Standard Reports Ą 5 Followup reports , listing followup and CRM assistance can be aided by using the ñListings 

Written CRM R504ò report.  

 

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

at the listing agreement, when a sales agreement is obtained through and after closing. Followup CRM R504 reports can be 

produced for listing agents, listing coordinators, admin staff, management, affiliated businesses, and outside survey service 

and other companies. 

 

 
The report run setup is quite flexible to help serve many followup needs. Listings can reported for all, one, or more offices. 

Same for agents ï if one agent wishes a followup report, just select that agent from the top right roster.  

To obtain information for different marketing/sales cycle purposes the ñListing Statusò can be selected. And, further assisting 

is the records can be selected for a certain time period and purpose by specifying which date ï e.g. when the listing contract 

was written, or when the listing closed using the ñDated Byò setting.  

Version 17 NEW is the addition of the ñFormatò option to help with the value of the report by customizing or make it easy to 

share the data with other service and affiliated businesses. As shown above there is a ñCustomò format available for you to 

request additions/changes to the Standard report now available.  

Further, to help with data sharing, there is a standard ñForExportò option that will meet most sharing needs. Also there is a 

ñForExportCustomò where calculations and other items can be added to the export such as listing custom fields/seller 

details/listing agent details.  
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Note: when using ñForExportò and ñForExportCustomò the report must be ñPreviewedò (not Printed), and on the preview the 

export tool is used to select the export type desired ï usually and MS Excel worksheet selecting ñExcel 8.0 (XLS)ò. 

 

 
 

Above, the ñForExportò report is Previewed and the export tool is clicked and the ñFormatò is selected. Most exports are to 

an Excel worksheet ï best format to select is ñExcel 8.0 (XLS)ò.  Destination should be ñApplicationò or ñDisk Fileò  

 

 
 

Above is an example of a ñForExportò R504 created Excel worksheet. Most operators choose Excel since it is easy to work 

with as column widths can be changed, columns can be deleted or moved. The worksheet name will named after the report 

name.  

The ñForExportò format will create these columns of data: 

Heading  Content 

-----------  ---------------------------------------- 

CType  Contact Type Name 

CLN  Contact Last Name 

CFN  Contact First Name 

CNam  Contact Name 

CAddr  Contact street address 

CCSZ  Contact city, state, zip 

Ccell  Contact cell phone 

Cres  Contact residence phone 

Cbus  Contactôs business phone 

Cmail  Contact email address  

Coff  In house office ID assigned to the contact 

Acode  Working with agent BOS ID 

Aname  Working with agent name 
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PAddr  Property listed street address 

PCSZ  Property listed city, state, zip 

PListID  Property listed BOS/FOS listing ID 

PStat  Property listed status 

LDate  Listing taken date 

Expire  Listing expiration date 

PMLS  Listing MLS number 

PMoff  Listing Main In-house Office ID 

CLDate  Listing close date  

SPrice  Listingôs sold price 
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.          Sales Follow-up ï More Help with Surveys and other Programs 

 
 

The Standard ñFollowupò area is used to assist company, branch, and agents followup with sellers and buyers at various 

points in the sell cycle. Followup tasks can be done by office staff or by the agents themselves.  

Often, the brokerage will hire an outside agency to do followup surveys after transaction close. The brokerage supplies the 

sale information to the agency 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 Excel worksheets to help. However, 

sometimes the worksheets need significant modification to be useable by the agency 

To help with internal or external follow-up, many of the version 17 Followup reports, circled above, now have new  ñFormatò 

options. A ñCustomò report can be setup to help. Or, to share data, a general ñStandard Exportò plus a ñCustom Exportò have 

been added.  The export options can create easy to use Excel worksheets ï more so than the reports which are more formatted.  

If a customer needs a ñCustom Exportò export format that can be setup by BOS support staff and installed into the customerôs 

BOS program.  This means that the exact format required by the agency or internal staff can be supplied very quickly and 

easily by admin staff.  

 

Above illustrates the new ñFormatò option available with the R511 report ï ñBuyer Source List for Companyò. Note: the 

report must be ñPreviewedò in order to export to an Excel worksheet or other format.  



.          Sales Follow-up ï More Help with Surveys and other Programs  

REAL/Easy Version 17 Training   Page - 73  

Below is a sample R511 Format ñForExportò.  Preview the report as shown below and click the export tool to create the Excel 

worksheet. Note: the report may be difficult to read as it is formatted for easy export having many narrow columns of data.  

 

 

The above report in this example is exported to a new Excel worksheet shown below. 

 

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 ñForExportò will export contact records with these items: 

Column Header and Description 

--------- ------------------------------------------ 

Type (e.g. Buyer) selected.  

Name contact name 

FName (first name of the contact) 

LName 

St#   street number for the contact address 

StName  street 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 

HPhone contact home phone 
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CPhone contact cell phone 

BSource Buy side source 

Office BOS office ID for this listing/transaction 

AFname Agent first name 

ALname Agent last name 

TR# BOS transaction ID 

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

TRType Transaction type 

dtPend 

dtClose 

TRPrice Selling price 

TRSt# Transaction property street numver 

TRStName  Transaction street name 

TRUnit 

TRCIty 

TRState 

TRZip 
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Transactions: Enhancements for using Commission Templates  

 
 

Commission templates are pre-defined commission revenue and split definitions that can used to assist transaction 

commission entry staff. Templates can be 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 commissions and office 

commission company dollar allocations. 

 

For brokers who use BOSôs financial accounting or the BOS interface accounting to a 3rd party accounting system, templates 

can be setup to use certain income and expense accounts for the various types of transaction incomes, splits, and allocations.  

 

 
 

Above: template entry screen ï buttons for adding IA1 and CA2, CA3, and now CA4 commissions.  

 

Role Option is a new setup for a template which will affect how it is ñAppliedò in a sales transaction.  

ñTrans Roleò choice will cause the Apply step to only use template settings, such as the percents (e.g. ñList %ò), to assigned 

in the transaction based on the transactionôs role.  

While applying the above template, for example, if the transaction role is ñList Sideò, only the 3% on the IA1 (Gross 

Commission) list side 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 as it has been entered, select the Role Option ñAs-Isò.  
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Next, is an example of building and applying an agents CA4 template. In the example below is a pre-defined way an agent 

team is to split each of their sales commissions and assign the units of production.  

 

 
 

The new ñAdd CA4 Agent Commissionò button is used to place agents to be paid into the template. In the sample template a 

team of 3 agents are setup with the first agent being the team leader. 

 

 
 

Above the team leader is placed in the template. The leader is to receive the units credit and 40% of the revenue share.  
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The 2 team members are setup in this example with zero units production and 30% revenue share.  

 

Following is an example of applying a template into transactionôs commissions.  

 

 
 

In the above example, the IA1 gross commission revenue is 3% on each side of the InHouse sale. Also a 9% CA3 marketing 

fee is allocated.  

 

In this example the ATEAM agents are to be paid on the list side. By applying the ñATEAMò template all 3 agents can be 

entered in one step. Click the ñApply a Templateò to begin the process. 
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The template can be applied either with ñSelectò or ñClear and Selectò.  The Clear and Select option is new and will apply the 

template after clearing all other IA1 and CA rows. The ñSelectò button will insert the template on top of all existing 

commission rows.  

 

 
 

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 assign to the template rows to be added.  

Role: select the role to be assigned and used when applying the template.  

 

Click ñNextò:  

 

 
 

The program inserts the templateôs rows as shown above. Note that the rows are added into the commission tab but the tab is 

not re-calculated.  
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After applying additional templates, if any, click the ñRecalculate Commissionsò to completely calculate all revenues and 

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

This section illustrates enhancements to Adding a Transaction from a Listing when a company has multiple offices.  

 

 
When an operator is adding a transaction the ñMain Office for Transactionò will be set to the current ñdefaultò office of the 

operator. As illustrated above, this is ñOFFICE1ò.  Now the operator is about to add a transaction on one of the companyôs 

listings and will be pulling information from that listing.  

 

 
 

 
The listing contract is located and it is listed by inhouse ñOFFICE11ò in this example.  
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When the listing is selected, a new message will inform the user that the main office is now being changed. 

 

 
 

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

the listing just 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 

 

 
 

The Analysis module is used by owners and management 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 enhancements suggested by many of the countryôs top brokers.  

 

Customers have been using Analysis for many years to help all levels of company resource and BOSôs Analysis reports 

have continually been enhanced to meet changing general needs. While this BOS update does include more features, we 

have added a new ñFormatò option to enable us to create custom analysis formats for needs that are unique to your 

particular operation, program or market.  

 

 
 

Each Analysis report will have a ñStandardò and ñCustomò format. The Standard format is the current format that has 

always been available. The Custom format is available for all BOS customers who wish to have their own format for the 

Analysis.  

 

For example, if  your company needs an agent ranking (A11) that shows the transaction fee, an adjusted company dollar 

column, or other calculations, this can be programmed for use with the ñCustomò format.    

 

Another example might be creating a ñCustomò format Analysis Summary (A30) report where certain columns are 

removed such as ñReferralsò and ñOff the Topò and ñNAGCIò and other columns are added such as ñGCI % of Volumeò 

and ñCompany Dollar % GCIò to learn more about profitability in different markets, sale types, or property types. 
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.          Enhancements to Analysis Listing Ranking  A10  

 

 
 

The Agent Listing Ranking A10 report used to rank and compare agent listing units and volume production has been 

enhanced with the addition of the óFormatò option.  

Each of the ranking formats of Summary, Detail, and Chart has a special ñCustomò format. This means that any of these 

formats can be customized for you just by marking up a standard report and emailing it to help@realeasy.com. The staff at 

REAL/Easy will build the customized report for you and login to your station for installation and test.  

 

.  

 

  

mailto:help@realeasy.com
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.          Enhancements to Analysis Sales Ranking  A11  

 

 
 

The Agent Ranking A11 Analysis has been enhanced:  

 

¶ Agent Experience: normally the ranking Analysis ranks production for all agents. The Experience option allows ranking 

just the ñExperiencedò agents or just the ñNewò agents. Note that an agentôs experience level is assigned in the agent 

record within ñBOS Setupsò Ą ñBasic Setupsò Ą ñAdd/Edit Agents and Staffò.  

¶ The Rank 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 new Format option allows BOS customers to request a customized report to be programmed to be run with each 

reportôs ñCustomò format.  

¶ The transaction Status 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 Analysis Quartiling A14  

 

 
 

The Agent Quartile Analysis has been enhanced:  

 

¶ Agent Experience: Quartile Analysis has been used group all agents into high to low production quartiles. The 

Experience option allows quartiling just the ñExperiencedò agents or just the ñNewò agents. Note that an agentôs 

experience level is assigned in the agent record within ñBOS Setupsò Ą ñBasic Setupsò. 

¶ For convenience the Rank 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 new Format option allows BOS customers to request a customized report to be programmed to be run with each 

reportôs ñCustomò format.  

¶ The transaction Status selection has been placed on the main report screen so it is easily seen. Prior, this was on one of 

the report setup tabs.  

¶ The quartile report setup screen has been enhanced to allow production quartiling within selected marketing ñdistrictsò 

with the addition of the ñDistrictò tab to the right of the Property Type tab.  
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.          Enhancements to Analysis Sales Summary A30  

 

 
 

The Sales Summary A30 Analysis has been enhanced:  

 

¶ Business From Agent Experience: The new Experience option allows summarizing business generated just from the 

ñExperiencedò agents or just from the ñNewò agents. Note that an agentôs experience level is assigned in the agent record 

within ñBOS Setupsò Ą ñBasic Setupsò. 

¶ Business From Agent Status: The new status option allows summarizing business generated just from the currently 

Active or just from agents who have been terminated. 

¶ The new Format option allows BOS customers to request a customized Summary Analysis to be programmed to be run 

with the ñCustomò format selection.  

¶ The Sales Summary report setup screen has been enhanced to allow production summarization within selected Property 

Types tab. For example you can now summarize by sales type for just residential or commercial property types.  

¶ New District  tab. The Sales Summary report setup screen has been enhanced to allow production summaries within 

selected marketing ñdistrictsò with the addition of the ñDistrictò tab to the right of the Property Type tab.  

 

 
 

Summarize By options have been added to the Sales Summary analysis:  

APosition   Summarize by current agent position assignments, e.g. Full Time, Part Time.  

AExperience Summarize by 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 to Production Analysis Compare A40 

 

 
 

The Compare A40 Analysis has been enhanced:  

 

¶ Business From Agent Experience: The new Experience option allows comparing business generated just from the 

ñExperiencedò agents or just from the ñNewò agents. Note that an agentôs experience level is assigned in the agent record 

within ñBOS Setupsò Ą ñBasic Setupsò. 

¶ Business From Agent Status: Compare 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 ñActiveò or just from agents who have been terminated. 

¶ The new Format option allows BOS customers to request a customized Compare A40 Analysis to be programmed and 

run with the ñCustomò format selection.  

¶ New District  tab. The Compare A40 analysis setup screen has been enhanced to allow production totals and changes 

within selected marketing ñdistrictsò with the addition of the ñDistrictò tab to the right of the Property Type tab.  
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.          Enhancements to Compare A40 ï Agent Level ï email to agent. 

 

 
 

Brokers can assist agents by sharing comparison reports of their closed and written production. Any time periods can be 

compared ï most often it is the YTD production. Agent earnings, units, volume, and other production can be compared.  

The comparisons can be made by any number of choices including property type, sale type, district, zip code, price range, and 

others.  

The A40-21 and A40-22 analysis reports are used to do this. These reports have been updated so the report can be emailed to 

each agent using BOSôs emailing app ñPDFEXPLODEò.  

 

 
 

Note, ñOne page per Agentò must be checked to do the email.  

 

 
 

Above: Preview the report and change your printer to the ñPDFEXPLODEò printer app using the ñPrinter Setupò tool.  

.  Or just ñPrintò and select ñPDFEXPLODEò.  
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.          Enhancement to production Activity A41 / Trend A50  

 

 
 

The new Format option allows BOS customers to request a customized Activity A41 Analysis to be programmed to be run 

with the ñCustomò format selection.  

 

 

 
 

The Trend A50 Analysis has been enhanced:  

 

¶ The new Format option allows BOS customers to request a customized Trend Analysis to be programmed to be run with 

the ñCustomò format selection for Trend analysis.  

¶ The Trend analysis report setup screen has been enhanced to allow production summarization within selected Property 

Types tab. 

¶ New District  tab. The Sales Summary report setup screen has been enhanced to allow production summaries within 

selected marketing ñdistrictsò with the addition of the ñDistrictò tab to the right of the Property Type tab.  

 

A new checkbox option has been added to the Trend Analysis to ñInclude Unitsò.  When this new option is checked, the 

Statistic selected, e.g. ñGCIò will be totaled for each month as usual but with the total units totaled also. E.g. in March 2014 

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

 
 

Management at many BOS customers use the Analysis reports to step back and take a look at company operations and 

productivity.  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.  

 

 
 

The BOSAnalysis app appears as above and contains the Analysis reports ï each tab is a type ï and a tab for ñCustomò 

reports that have been written for/by your company. The login is identical as it is to BOS, and when logged in, it is easy for a 

manager or owner to get started without getting distracted with all of the main systemôs many tools and modules.  

The REAL/Easy help staff will login to your network/PC/Cloud to setup BOS Analysis for you. The icon will appear as 

shown at the top of this page. Just call the help line 800-732-5327 or email your request to help@realeasy.com. 

 

mailto:help@realeasy.com
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Escrow/Trust: Enhanced to Handle Direct Deposit 

The BOS program includes an integrated 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 company operating 

account. To increase convenience, new features have been added in Version 17 to mark transfers as direct deposits (and not 

print checks) 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 the bank for upload 

to their customer website.  

 

 

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 setup can be initiated within the ñAdd/Edit Officeò command.  

 

Above, within the Company Setup, use the new option ñNext Trust Direct Deposit Ref No.ò to assign the startup direct 

deposit number.  

 

 

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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For closings where the trust balance is to be paid to the brokerage for a portion of the sale commission, the ñTransfer Outò 

command is used within the transactionôs ñTrustò accounting tab. 

 

When the transfer is about to be completed, the new ñPayment Typeò option allows the operator to select ñDirect Depositò. 

With this selection click the ñPost Onlyò button to post the transfer. 
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.          Changes to Check Posting/Printing Procedures 

Regarding check numbering, the trust ñDisburseò and ñTransferò processing steps have been changed in BOS version 17.  

 

 
 

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

 

 
The Transfer (or Disburse) in processed with either ñPrint Checkò or doing a ñPost Onlyò from the TRANSFER (or 

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 the company setup, is displayed on 

the new ñNext Check No.ò screen following. This new screen is used for both printing and posting the amount.  

The operator can change the check number to use if needed. For posting, the operator can enter the manual check number, if  
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.          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 can use the ñTrustò tab to enter deposits and disburse or transfer the funds to close out trust. To help 

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 account management 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.  

 

 
 

Above, the location of the GL reconciliation program. 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.  

 

 
 

The Reconcile command is used to Add statements to be reconciles and to display the statements that have been reconciled. 

Each statement that is reconciled is connected to an account and assigned a statement number. Clicking ñSearchò, the above 

statements list shows that there are two trust account statements that have been reconciled.  

 

Use the ñEditò command to view or continue reconciliation work on a statement. Use ñAddò to start reconciling a new 

statement. The ñReconcileò button to do the detailed clearing work on a statement as well as print a reconciliation report to 

keep with the banking statements and records.   
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In this section the example used will be with Best Realtyôs trust account 1120. The trust bank statement to be reconciled will 

be from the October 31, 2014 statement date having credits and debits during the month of October. The statement shows a 

beginning balance of $6000 and an ending balance of $8000. During the statement period the bank received 3 deposits 

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

 

 
 

 
 

The Add/Edit statement information screen appears 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 statementôs date 

¶ Stmt Desc:  enter a description of the statement ï account 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/Debits 

¶ -4 This statement ending Balance 

¶ If there are special Credit or Debit entries in the statement, like bank or miscellaneous charges, that are ñNot in BOSò 

total and enter those amounts to the right of items 2 and 3.  

¶ Notes: use to explain the ñNot in BOSò entries.  

There is also an check box for ñInclude Voided Deposits and Checksò. This can be checked if it is desired to ñmarkò 

reversed entries as 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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To begin the reconciliation process, click the ñReconcileò button and complete the ñsearchò screen above. The purpose of this 

screen is to enter appropriate date ranges and check number ranges for the program to search for deposits and checks in the 

BOS GL to be viewed and cleared by the operator. These entries are available:  

 

¶ Deposit Date Range:  the date range of the statement activity ï in this case it is the statement period as in BOS the 

deposit dates recorded would normally be the date of the actual deposit.  

¶ Overall Check Date Range: enter the date range for checks could have been cleared at the bank. In this example, the 

begin date was entered as the 15th of the previous month so as to include checks issued by BOS that may not have cleared 

in the previous month.  

¶ -1 Check Number Range: usually 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: checks cleared in BOS on previous statements will not be 

included in the current reconciliation).  

¶ -2 Check Number Range: an optional second number range ï usually for special/direct deposit/electronic transfer 

debits.  

¶ Start at Date for Report: this is for the reconciliation statement. Suggest entering one month back from the statement 

start date.  

 

  Click to begin detail reconciliation.  
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The detailed reconciliation is competed within the ñDepositsò screen ï tab, and the second ñChecksò screen tab.  The list of 

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

and the ñPer Statementò deposit total.  

The ñClearedò column is checked for all deposits on the screen that are also on the bankôs statement. Other columns:  

¶ Date:  the date recorded in BOS 

¶ Reference: the check number 

¶ Description: the description for the entry typed into BOS 

¶ TranID: the sales transaction ID associated with the deposit or check 

¶ GLNo: the general ledger number assigned by BOS 

¶ St ID: the statement ID ( will be this statement when cleared) 

¶ Is Rev: the entry ñIs Reversedò or voided 

 

 
 

Above ï deposits on the statement are cleared (checkmarks). If all of the deposits are found and checked cleared, the screen 

should appear as above where the ñPer Statementò amount and the ñTotal Clearedò are the same leaving the ñUnReconciledò 

amount at zero.   

If there is an uncleared amount 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 ñChecksò tab.  

 

 
 

The list of checks will be those from the check search date range, plus any check number search ranges, that are recorded in 

BOS. The bottom portion of the screen has totals and the ñPer Statementò checks/debits total entered in the initial statement 

setup.  

 

 
 

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 deposits and checks have been found and cleared in the BOS registration. The reconciliation 

report can be generated.  
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The statement reconciliation report includes a summary 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 two sub-reports, one for the uncleared checks, and a report for voided 

checks that connected 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 outstanding that were found in the search, and 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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To view the list of uncleared deposits and checks click the ñlinkò to present the report format above. In this example, the 

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

ñChecksò tab.  
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The escrow/trust app also includes a number of helpful reports within the Standard Reports ñ6 Trustò tab.  

 

 
 

Two of the reports, the Activity R601 and Outstanding Balance Reports R604, are the most useful for day to day review 

and to assist with external audits. Often, an auditor will request these two plus your bank reconciliation report(s).  

 

 
 

The activity report, shown above, is used help verify the day to day trust account deposits and disbursements. The report 

is run for a time period of interest, e.g, above for the two months.  The report shows the beginning and ending balance 

and the detail is ordered by Date and includes these items for each deposit/disbursement: 

 

Tran Escrow ID  The unique id assigned for each transaction in BOS 

GLNo.   The BOS GL transaction number assigned by BOS for the general journal 

Date   The date for the deposit or disbursal check date 

Account   The BOS GL chart of account number for the trust account asset 

Description 

RecvdFromPayee The transactionôs contact name involved 

Ck#Ref   The check number 

JC    The journal code:  CD = cash deposit,  TT=Trust transfer,  BB=buyer balance (paid to a contact) 

D/C    BOS GL debit or credit  

Amount   Amount (debit is positive, credit is negative) 

Balance   The running balance from the top Balance Forward  

User   BOS user ID that entered the deposit or disbursement 

Cleared   3 items if cleared:  ñYòes, the statement number (e.g. 2 or 3 above), date cleared bank 

 

Note that the Ending Balance on this report, e.g. $4,500, should be the same as the ñ7. Cash Balanceò in the Statement 

Reconciliation report first page top summary.  
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The other helpful report is the ñOutstanding Trust Balancesò report run for a specific ñas-ofò date. Only transaction s 

having a non-zero balance as-of the specified date will be included on the report.  

The report can be run to see just a total for each transaction or a ñDetailò option can be checked.  The above example is 

the ñDetailò format and for each transaction individual deposits (and disbursements if any) are reported with a transaction 

total outstanding balance.   
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Setups: New Reports to Document BOS Setups 

 

 
 

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.  

 

 
 

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

 

 
 

The report documents all key setups and levels for the selected plans.  
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For key Administrative staff in-charge 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.  

 

 

     
The list of BOS users can be viewed and printed from the ñSetup Usersò browse. 

 

 

 

 
 

The short list appears as above. The report includes the assigned Minimum levels for the general (editing and adding) and 

reporting command types for each user. The minimum level assigned controls access to BOS/FOS commands and special 

functions. All commands having a value equal to or higher than the userôs assigned value can be used. Commands with a 

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

 

 
 

 
 

The ñSetup Menu Accessò command is used to assign the minimum required level a user must be assigned to use the 

BOS/FOS commands and functions. The new ñPreviewò button will list the commands selected in the screen browse.  

 

 
 

Above: sample menu commands and functions report.  

 Appendix A: 1099 Review and Processing Enhancements 
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This section notes new 1099 management and processing features and describes 1099 processing that is offered by 

REAL/Easy BOS version 17.  

 

 
In the beginning of each year, the brokerage must report to the IRS and State revenue departments the amounts paid to 

independent contractors and un-incorporated outside companies and vendors. BOS offers a number of processing options  

 

¶ Printing the 1099ôs (and the 1096) for the payees, the IRS, and the State.  

¶ Creating the eFile for reporting 1099 amounts paid to the IRS and the State. Larger companies must report with this 

method.  

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

independent outside 1099 reporting services.  

 

 

1099ôs are processed within Standard Reports Ą  8 Accounts Payable  

 

  
 

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 process the 1099 ï printing, efile creation, and worksheet creation.  
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When you run the command, the first screen that appears is for selection of all or certain ñPaid Byò offices.  ñPaid Byò 

means the office where the sale was closed in and had paid the agent. This is the office assigned in the agent commissions 

CA4 lines within each sale transactionôs ñCommissionsò tab.   

  

If your BOS database is made up of only one corporation, you would always choose ñ<Select All>ò for the ñPaid Byò offices.  

But if groups of offices or single offices are part of different corporations, the offices of each must be selected so that the 

proper company names and federal identification is included for each 1099. (This is entered on the next processing screen).   

  

For convenience, the offices checked can be chosen to be ñselectedò or ñexcludedò.  For example if there are 20 offices in one 

corporation and 1 on another,  the single office can be checked to be ñexcludedò and the 1099ôs would be processed for the 

20 office corporation. (Note ï there is also a limit of about 8 offices that can be selected at once).   

  

  

ï Updates to 1099 Processing for 2012 

  
The new ñAssigned To:ò office option can be used to process 1099ôs for each office one at a time. This makes it easier to 

print and separate for delivery to each office for distribution.    
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Next / Screen#2:   

  

When 1099ôs are printed for many offices in one run, that they are now printed in assigned office ID order. Also, the assigned 

office ID is printed on the 1099. This makes it easy to split the printed 1099ôs for each office.   

  

  

   

On the second processing screen (printing, efile, or excel export) the 1099ôs can be processed for Agents, Brokers (outside 

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 separately (checked).   

 

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: displays the selection on the first screen where a separate processing can be done for all 

agents/brokers/vendors assigned to a particular office.   

  

Example: if assigned to ñOFFICE2ò was selected, only the 1099ôs for agents currently assigned to ñOFFICE2ò would be 

printed. Note that all of their income from all of the ñpaidò offices selected (or ALL) would be combined into one 1099 for 

each OFFICE2 assigned agent.   

  

Sort By: Printing/exporting can be either by Assigned Office then Name, or Name only.  (Note: the assigned office ID is 

printed on each 1099 to help separate and distribute to offices).   

  

If ñAssigned Office then Nameò is selected, the 1099ôs are printed by the office the agent is currently assigned to and then by 

Name within each office.  Example: for a three office company, all of the 1099ôs for agents assigned to ñOFFICE1ò would be 

printed first. Then those for agents in ñOFFICE2ò, followed by all agents in ñOFFICE3ò.   
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1099 Miscellaneous ï use for printing 1099ôs on the pre printed forms ï federal, state, and for the agent.  

1096 Summary ï for the preprinted summary form that is sent to the government along with the individual 1099s.  

1099 Copy B Only - a new option that will print the recipient 1099 Copy ñBò, on blank paper without having to load forms. 

This is only for copy B.  The copy A that is sent to the government is printed on pre-printed forms.   

  

  

  
  

Above: To help with distribution for multiple office operations, the assigned office of each agent is printed on the lower right 

side of the form.    

  

  
  

Above: example of the individual Copy B 1099 that can be printed on blank paper.  
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How to address line-up problems with the 1099 forms:   
  

Occasionally, the 1099 printing may not line up satisfactorily on the pre-printed forms. If this happens, call the customer 

support line and a modified 1099 report can be programmed for you.   

  

  
  

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 ñForms and Checksò as shown above.  This will be done for you by BOS customer support but is 

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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For the 1099 efile ñIRSTAXò creation, the same options are available as with the 1099 print. Agent, Broker (outside company 

commissions), and accounts payable Vendor payments can be selected for the efile. Payer information and efile transmitter 

information can be changed and entered as well.  Visit the IRS.gov site for the current options for uploading this file.  

 

 
 

 
 

The 1099 Excel worksheet will include Agent/Broker/Vendor 1099 inclusions, all or multiple office selection, and 

modification/entry of the ñPayerò information. This worksheet is usually given to third party 1099 service processing vendors. 

It can also be kept for internal records.  
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Following are lists and illustrations of all settings within BOS that control the 1099 printing.  

 

First, visit the ñAccounting 1099ôsò setup tab within BOS Setup Ą Basic Setup Ą ñCompany Informationò  

 

 
 

For the independent sales associates the special setup, shown above, defines the 1099 amount calculation.  

The gross commission earned is totaled for the 1099ôs.  This total can be adjusted to meet individual brokerage reporting 

needs by using the above options.  

 

¶ Add Transaction Bonus ï this will include any added bonusô entered for an agentôs sales commission.  

¶ Subtract Transaction Override ï this will net out overrides an agent has paid out to other agents. 

¶ Subtract Transaction Admin Fee ï this will net out any admin fee included in the commission worksheet. 

¶ Subtract Transaction Fee ï this will net out any transaction fee included in the commission worksheet 

¶ Subtract Check Agent A/R Recovery ï this will net out the A/R recovery amounts deducted on agent checks. 
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If itemized deductions are taken on agent commission checks, there is the option to have these amounts deducted from the 

1099 total.  

 

 
 

 
Deduction items are defined within ñAdvanced Setupò with the ñAdd/Edit Deduction Itemsò command.  

 

 
Each item has the option to be netted against the 1099 amount on the ñSetupò tab of the item definition. It this option is 

checked, amounts taken on the ñDeductionsò tab of the agent commission check printing screen will be subtracted from the 

agentôs gross 1099 earnings.  
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Adjusting the agent 1099 earnings for amounts paid in other systems/methods.  

 

 
 

The 1099 processing commands will total transaction paid commission amounts and from staff checks marked ñInclude in 

1099ò. If there was additional income paid to sales associates from other systems to be included, these can be entered within 

the ñAdjust 1099 Incomeò area as shown above.  

 

 
 

Above: an example entry of an income amount not paid in BOS that is to be added to the 1099 for this agent. The 

commissions entered into this agent commission history will be included only if the ñInclude Agent Net Toward T4/1099ò is 

checked.  Note that the closing date or date paid would also have to be within the 1099 year being reported.  
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Following are notes to assist in 1099 setups for Agents, Brokers and outside companies, and Vendors.  

 

 
 

BOS prints 1099ôs for agents, brokers and outside companies/people, and vendors. To 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.  

 

 
 

Above agent information in the agent record ñAgent Information: tab must be entered for 1099 processing.  

 

 
 

 For the agent record ñConfidentialò tab, the social security number must be entered. Normally the agent ñReport Nameò is 

used for the 1099ôs, but if the IRS registered name for the agent is different, the registered name should be entered in the 

ñ1099 Nameò field. Further, if an agent is incorporated during the tax reporting year, this information must be entered as 

shown above.  
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Above indicates the 1099 required items for reporting broker and other company 1099s on paid commissions and fees. Note. 

The ñCompany Nameò item is used for the 1099 reporting. However, the ñ1099 Nameò is only needed if the ñCompany 

Nameò field is not the same as the companyôs IRS registered name.  

 

 
 

 
 

For Vendors, the same items are required for 1099 processing. The ñ1099 Nameò item should be left blank unless the IRS 

registered name is different from the ñVendor Nameò.  
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Verifying and Editing Data for 1099 processing.  

 

 

 
 

Use the Accounts Payable standard reports R188 through R817 to help verify the completeness of information entered for 

agents, brokers, and vendors. 

 

 
 

 
The ñEdit Agent Data 1099  R811ò report should be used to verify that all agent records are complete for 1099 processing. If 

a record has an SSN missing for example, it will be skipped when printing 1099ôs or creating the eFile.  

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 

    If there is a ñ1099 Nameò entered it is listed below, and used instead of the Report Name 

    If there is an ñINCò (incorporated) name entered it is listed along with the date and EIN 

SSN/EIN  Social Security Number or Employer Identification Number - required 

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   ñokò or not if the state abbreviation is valid 

Status   Agent Status ï Active or Terminated 
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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 social security 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 Agent 1099 adjustment amount entered in ñhistoryò (used to add on payments not made in BOS).  

Total For1099 Sum of the IncFor1099 and the 1099HistAdj columns 

 

 

 
 

Details for an agent can be viewed using the drill-down feature ï 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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The ñBroker Edit 1099ôs R814ò ñSummaryò report shown above can be used to review brokers and outside companies who 

were paid commissions in the tax reporting year. Key required information is included along with the total amount to be 

reported.  

 

The ñDetailedò report will provide a detailed list of payments to each broker/outside company.  

 

 

 
 

In some multi office larger companies, the branch/office staff is responsible for complete agent information. The Office level 

reports, R816 and R817 are available to help branch/office staff to review their office agent data.  
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Including 1099ôs for Vendors not paid with REAL/Easy 

 

For companies who use an accounts payable program other than REAL/Easy and have a small number of AP vendor 1099ôs to 

process, it is possible to process them in REAL/Easy along with all the agent and broker 1099ôs. The following pages show 

the steps.  

 

 
 

 
 

First, add the Vendors who are to receive 1099ôs.  Make sure to have the complete the vendor name, address, and tax ID. Also 

check ñIssue 1099ò and select the 1099 box number their amount is to be placed.  

 

 
 

Next, move to REAL/Easyôs Accounts Payable module and use the ñEnter Vendor Invoices Payable AP01ò command to post 

the annual amounts for each vendor.  
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Enter and post an invoice for last year for each vendor. Enter the total amount in the green entry box. When completed click 

ñPostò. When the post is complete, the entry screen will be cleared so another invoice can be typed in.  

 

 

 
 

When all ñinvoicesò have been posted with AP01, use command AP03 to print a blank paper check for all vendors. 

 

 

 
 

Enter a last year date.  
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All last year amount totals ñinvoicesò is listed. Enter a last year check date, click the ñPay Balanceò button so all of the right 

column Pay Amt are filled, and, when ready, click the ñPrint & Post Checksò button and print all on blank paper.  

 

This will record the last year paid amounts for all of the vendors. These amounts can be reported on the 1099ôs ï printed and 

efile.  
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Appendix B: HSF Reporting 

 

 
 

The REAL/Easy BOS (Back Office System) user interface and reporting program has been updated to handle the new Home 

Services Franchise (HSF) contracts. The former PREA reporting module has been re-named  ñHSFò.  Affiliates who are on 

current BOS service contracts and who initiate the HSF contract can use this BOS update to do the required reporting.    

 

For affiliates who are still on Prudential contracts, the reporting procedures are unchanged. When a PREA affiliate renews 

their contract with HSF, the updated BOS program enables them to setup the new contract for reporting ahead of time while 

completing reports under the PREA contract. This makes it easy to begin HSF reporting on the first day of that contract.  

 

The following pages detail the steps for setting up the HSF reporting. You should contact the BOS support staff to setup the 

contract ID and help with the preparation.  
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.          New HSF Contract ID 

BOS Version 17 has been enhanced to handle multiple Franchise agreements. This means that PREA affiliates who are 

moving to Home Services Franchise, or HSF (BHHS), can setup the new agreement ahead of time. Setting up the new 

contract ahead of time should improve the transition efforts of the staff prior and during the ñdarkò period while the HSF IT 

department moves current PREA Center date to the new BHHS ñResource Centerò.    

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.  

 

 
 

Step 1: Call the REAL/Easy Helpline to setup the new contract ID in 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 contract is ñWI325ò.  Note that HSF affiliate IDôs are expected to be assigned a 300 number.  

 

 
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 

Reporting setups for the HSF contract are entered using the ñReporting Setupò command. After reporting setup completion, 

the affiliate is able to begin the reporting process using the ñMake Batchò command.  We recommend calling the REAL/Easy 

helpline for assistance in this process. It should only take a few minutes. 

 

 
 

Step 2: Enter the HSF and PREA contract periods.  

 

For affiliates who are still on Prudential contracts, the reporting procedures are unchanged ï e.g. ñWI025ò.  Again, the HSF 

setups can be done ahead of time while reporting is still occurring under the PREA contract. The operator just needs to switch 

to the contract ID needed (Current IDôs example above  WI025 for PREA and WI325 for HSF).  

 

An important new setup to help insure reporting accuracy is the addition of the ñContract Periodò to the reporting setups for 

both PREA and HSF affiliate contracts.  

 

 
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.  

 

 
For a new HSF contract, the Contract Period must also be entered as shown above with ñWI325ò, this contract period 

beginning with 6/1/2013.    

 

The BOS HSF reporting system has been re-programmed to not allow closed transactions to be selected for a contract if the 

close date does not fall within the contract period. This should help affiliate transition as final fees are paid to the PREA 

contract. Transactions closed on or after the HSF contract period are reported then with the HSF ID ñmoduleò. 

 

Reporting Payee: this is the ñroleò of the off the top royalty fee that indicates that a transaction is to be reported. You can 

leave it the same as in your PREA contract or create another role such as ñHSF Feeò in preferences and assign it to the HSF 

contract. (Note if you do this, all pending transactions to be closed under the new contract the payee role will have to be 

changed. However, if you do this change it will enable you to track fees paid under HSF vs PREA.)  
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Step 3: Other Recommended Setups and Procedures for HSF reporting .  

 

The BOS support staff recommends and can assist learning and completing the following HSF setups and procedures:  

 

To help distinguish and track the PREA and HSF franchise fee payments, a new franchise payee role and payee should be 

added to BOS and assigned in the HSF transactions. If this is done, BOS reports will be able to easily report for management 

and accounting the payments to each contract using Sales standard reports ñOther Broker Comm. R421ò and ñSummary by 

Role R422ò.  Further, a new transmit file export and upload location should also be utilized.  

 

 
Role: Setup a new ñroleò (i.e. franchise fee type for CA3) using ñPreferenceò option ñAdd/Edit Roles/Deduction Itemsò.  

 

 
Above, add the new role as shown above. This should be used in transaction entry for the HSF transactions.  This will 

help insure that closings are reported to the correct contract.  

 

 
After completing the Preferences role HSF Fee addition, return to the HSF module ñReporting Setupò:  

 

 
Assign the ñReporting Payeeò role to the new ñHSF Feeò for the new contract.  

 

Transmit Files: The location for the HSF contract Transmit.trn reporting files should be changed from the PREA 

contract location. For example, and as shown above, the HSF reporting file export is directed to a new folder named 

ñC:\HSF\Transmit.trnò.  This will help operators in selecting the correct transmit file when uploading to HSF.  
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New Service Fee Payee: When HSF transactions are entered, the CA3 (franchise fee and off the top commission area) 

service fee amount should be entered using a new payee as well. To add this fee payee, use the ñAdd/Edit Cobrokersò 

command within BOS Setup ñBasic Setupò tab as shown above.  

 

 
 

HSF transaction example:  Above shows the recommended entry method for the CA3 service fee. Note the payee is the 

new ñHSF Service Feeò  and the role (fee type) is ñHSF Feeò.  By assigning the ñHSF Roleò, this insures that transaction 

will be included for ñMake Batchò reporting.  

 

The BOS help staff can assist you with all of these setups and with entering HSF transactions. Note that if you do decide 

to use a new ñroleò and ñpayeeò that the ñPREAò assignments made in the already entered transactions must be changed. 
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.          Begin HSF Reporting.  

After the last PREA batch has been reported, the next step is to do the final HSF contract setup of entering the new office 

contract numbers. This step will enable creating closed transaction batches to send to the HSF REource center instead of to 

PREA Center.  

 

Step 4 Ready to begin HSF reporting - Assign the HSF office IDôs to the BOS offices.  

 

When reporting is to begin for the HSF contract, the HSF contract office IDôs must be changed from the PREA contractôs 

IDôs. This must be done prior to making the first HSF batch of closed transactions.  

 

 
 

Use the ñReporting Setupò command to change all former PREA contract office IDôs to the HSF office IDôs as shown above 

in the center portion of the setup screen.  Also, go enable BOS to load the HSF reporting site to your browser, enter 

www.bhhsresource.com into the ñReporting Web URL:ò setup also shown above.  

 

 
Above, example new contract office IDôs are assigned.   

 

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

 

http://www.bhhsresource.com/
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Step 5: Other Considerations for reporting under the HSF contract.  

 

Note for  handling Pending transactions (not closed): For pending transactions  existing at the HSF  beginning contract 

date that will be closed under the HSF contract your staff should edit these transactions to change the CA3 payee and role. For 

companies who have many pending sales call the BOS support number and we can log in after hours to change all of them for 

you.  

 

 

 
 

Note for Commission Template users:  For affiliates using commission templates to auto-enter the CA3 franchise fee, you 

should update the particular template to load the new HSF payee and role. Call the BOS support line if you need help setting 

up and testing.  

 

 
 

Note for Accounting Module/Accounting Interface users:  If you are using either BOSôs financial accounting module or 

the interface accounting module, you may want to setup a new expense account for the HSF service fee. If so, follow these 

steps:  

 

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

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

BOS.  

 

¶ When the new contract period begin date arrives, assign this new account to be the default for new transaction entry 

either with the ñCompany Informationò balance sheet CA3 account or the ñAdd/Edit CoBrokerò payee default 

account.  

 

¶ For already entered pending sales, change the expense account for the CA3 franchise fee. If you have many to 

change, call the BOS support line to setup an after hours session so we can change the expense account for you.  
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The HF reporting module works with the online version DB4 reporting. This version has the ability to report agent award data 

ï GCI and production units ï eliminating the need for affiliates to manually enter quarterly and annual agent award data. 

Further, as BOS feeds the HSF REsource Center with agent award production, agents can login to  REsource Center to view 

their own figures.  

To enable accurate reporting, it is necessary for the BOS and HSF REsource Center systems to share agent information so that 

all award data reported to HSF is correctly identified with each agentôs online HSF-ID.  BOSôs  HSF  module has the tools to 

enable this data sharing.  

Further, as transaction batches are prepared for upload, the  ñVerifyò command checks that each transactionôs information is 

complete and GCI and Units allocation are 100 percent accurate before allowing upload to REsource Center. 

NOTE:  If you are upgrading from a previous version of BOS ï version 15 or less, contact the BOS customer support a couple 

of days prior to creating your first batch to walk through new setup steps and learn about new batch creation and data 

checking steps.  

 

 
 

Above, an example batch with two transactions, list of commands to help operators quickly 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 first step is to ñVerifyò  that all data is complete and that the 

award amounts allocated to the agents are accurate. The Verify will create a report that will check for errors.  

 


