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Agency Manager has been built to comply with normal Windows environment.
In order to view the different screens, simply click on the required screen
button from the Navigation Pane on the left of the Agency Manager
Application Screen.

There are screen buttons for Applicants, Properties, Diary, Contacts, Viewings
Book and Sales Pipeline in order to allow you to move between the different
screens easily.

Simply Click on the button for the screen you wish to view.
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Management Console

Using the Management Console, you can configure Agency Manager with all Company Details, Bank
Details, User Information, Settings, etc.

Click on the Start button
Select Programs

Point to Agency Manager Professional > Select ‘Agency Manager Management Console'
You will be asked to log in to the database - use your usual log in details

You can Configure:

Company Details

Company Bank Details

Settings: VAT Rate & Currency Setting

Database Users

Backup Database

Revive Archived Records

Web Portal Uploader

Company Details

The Company Details section has been created so that you don't have to enter your Company details
manually every time you run a template. The information you enter here, will be used to populate fields
that have been set up in the templates. For example, rather than typing in your VAT Registration
Number every time you print a statement, the information entered here will be automatically entered into
the statement at the correct position.

Select Start > Programs > Agency Manager Professional > Agency Manager Management
Console

Select Company Details from the left pane

Enter all relevant information such as Company Name, Address, Phone details, eMail Addresses, VAT
Registration Number, etc in the right pane

Click on 'Update Company Information’

Cispany Details

Compery Name [FarsaeTaRent

Branch [esher

Address One 53 High Sereet

Address Two |

Ciy [Esher

Counky ey

Postrode frioese
Telephons [o137z 470740

P Joazzz 488 00

General Emal Address frifom@iorsalesarent. couk

Web Ske
Company Registr gtion Murmber

ot Registration Number

Rkt v Forsaletorent, co,uk,

|123456.'-"E
||."F'|T 12345

Ipdate Comparry Informtion g
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VAT
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The Company Bank Details section has been created so that you don't have to enter your Company
bank details manually every time you run a template. The information you enter here, will be used to
populate fields that have been set up in the templates. For example, rather than typing in your Bank
name and branch every time you print a statement, the information entered here will be automatically
entered into the statement at the correct position.

Select Start > Programs > Agency Manager Professional > Agency Manager Management

Console

Select Banking Details from the left pane

Enter all relevant information such as Bank Name, Address, Phone details, eMail Addresses,
Account Names, Account Numbers, etc in the right pane

Click on 'Update Banking Information’

Bank Mame:

Branch Mame
Hddress One
Address Twa

Oy

Colnky

Posteode

Telephare

Fax

Secaunt Ore Name
Aooount Ore Numbsar
Bccount One Sort Code
Sooount Two MName
Account T Mumber

Aocount Two Sort Code

[latyeest

[5urbitan

JHigh Strest

I

[Burbibon

fBurrey
frsam

Joson 123 454

jo9an 455 789

[ForsdeTchent

12345678

[12-34-56
I
I
|

Lipdate Banking Information

Rate

The VAT rate has been set at 17.5%. However, if the rate changes, you can set a new default rate.

Select Start > Programs > Agency Manager Professional > Agency Manager Management

Console

Log in to the database using your usual log in details

Select Settings from the left pane

Enter the new VAT Rate in the right pane

Click on 'Update Settings Information'.

VAT Rake

17.5

o

IUpdate Setkings Information

Agency Manager v6.3 Professional
www.agencymanager.co.uk




ESTATE AGENCY SOFTWARE

AGENCYMANAGER

Currency Setting
You can change the Currency Symbol depending on which currency you use.

Select Start > Programs > Agency Manager Professional > Agency Manager Management
Console

Log in to the database using your usual log in details
Select Settings from the left pane
Enter the new Currency Setting in the right pane

Click on 'Update Settings Information'.

Currency Sekking E

WAT Rate 17.5

o

IUpdate Setkings Information

Database Users

When you install Agency Manager 3x, you will be using login name 'sa’. This has been entered as the
default Administrator. However, you will need to add other users with their User Names. This will enable
each user to work under their names rather than all working under the generic name 'sa’.

Select Start > Programs > Agency Manager Professional > Agency Manager Management
Console

Select Database Users from the left pane

Users Database

Authentication Method
% SOL snd Windows = "windows Orly

Mame | Type ||~
EBUILTINWmhkumls Wwindows NT Group
€ DIGITAL Administrator “Windows NT Llzer
sDIEITﬁL\&gmr_y Manage Support  Windows NT Group
€ DIGITAL bian Wit MT Llzes
£ DIGITAL sukh Windiws NT Ulser
::EFUISJETDHMWGE‘EN SOL Server Uzer
{7 McSukh Sanghers SOL Server User =]
. [T TI S | P L
[Windows NT User =] add |
Useiname
| Delete |
Old Passweed |
Mavs Pazsmond | Update

[ Cheack For Updatas

To add User Names - Select SQL Server User from the user drop down > Enter Name of User
> Add Password (Optional) > Click on Add

Agency Manager v6.3 Professional
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I SOL Semver Uzer j Add
Izername ITest M arnel
Delete
0ld Pazswaord I
|lpdate

Mew Pazaward I

Database Back-Up

Backing up your database on a regular basis ensures that you always have a copy of your database in
case your original copy is corrupted.

e Select Start > Programs > Agency Manager Professional > Agency Manager Management
Console

e Select Database Backup from the left pane

e The Location of the Backup is set as a default of the location of the "Server"

Agency Manager Database Backup

Please note the location of the backup File is relative to the location of the "server”

Back Up Eo IC:'l,.ﬁ.gency Manager Backup.bak

Back Up Maw

e Click on 'Back Up Now'

Agency Manager v6.3 Professional
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Revive Archived Record
If you have deleted and Archived a record - you may need to retrieve that record.

e  Select Start > Programs > Agency Manager Professional > Agency Manager Management
Console

e Select Revive Records from the left pane

Revive Record{s)

Select a record to revive, it will then be restored to the database

[1 &8 Fred Street, Lewisharm, SE3 7vH (Dr. Sue Kiltan) -
[114 Shell Road, Wembley, H&4 §U1 (Dr. Steve & Emily Bust
[z shelby &vernue, St Pauls, (Mr. James Brown)

[13 abercrombie Street, Woolwich, (Dr. )

[14 Meville Place, Plumstead, )

[]5 Plymouth Wall, Greenwich, )

[127 Sweden, Blackheath, 1

[15 Denmark, Shooters Hill, (Sir )

[J9& sukhwinder Street, , ()

[114 Shell Road, Wembley, H&4 §U1 (Mr. Steve & Emily Bust
[z shelby &vernue, St Pauls, (Mr. James Brown)

[13 abercrombie Street, Woolwich, (Dr. )

[14 Meville Place, Plumstead, ({Dr. )

[]5 Plyrouth Wall, Greenwich, ) b
[15 Denmark Hill, Shoaoters Hill, SE4 UM (Sir Ronald McCDon:
[ 27 sweden, Blackheath, ()

[12 Welvet dvenue, , (Miss diane chambers)

[127 well Hall Road, , (Mr. Stephen Wright)

[134 red road, Greenwich, SE3 7vH (Mr, Stan Smith)

[]34 The Road, Lewisharn, SE4 MM (Mr, Dave Smith)

g The Spires, Chigwell, CH& 91K (Mrs. Charlene Tilton) ;I

Revive |

e Select all records that you wish to revive back into Agency Manager - These are Applicant
details only

e  For Property details that you wish to revive - Select the Properties Tick box
e Click on Revive

Related Topics
Delete Records

Agency Manager v6.3 Professional
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Web Portal Uploader

Allows you to upload property details to Property Portals such as SoldIt and Asserta or you can add an
uploader to your own web site here.

e Select Start > Programs > Agency Manager Professional > Agency Manager Management
Console

e  Select Web Portal Uploader(s) from the left pane

Available Agency Manager Web Portal Uploaders

[ sheridans

[ Soldit

[ Rightrnowe

[ ForSaleToRent
L] Asserta

e  Click on the name of the Web to upload to

Soldit Uploader

Site Iftp.su:uldit.u:u:u.uk UzerD |43

Izer Idigitalwired Fazsword Ixxxxxxxxx
Azhley Houze Azhley House, Wictaria Street, IP33 939 il
[71 38 Churchgate Street,

[[] The Limes The Limes, |P24 345

Abbot Houze 11 Abbot Road, P33 304

[[] The Lodge Hawstead Lane,

[[] 5 Chequer Square, IP33 1RE

[1 17 Hospital Road,

Long Straw Cottage Rectory Road, IF14 45H

hd
1T P T =T —l [T

v Include Rooms |n_ Lu:ur.1g| Descrlptmn. ! ﬂ Upload
¥ Include Bullet Paints in Shart Description

e  Select details that you want to upload
e  Enter your account details

e  Click on Upload

Agency Manager v6.3 Professional
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Applicants
Click on the Applicants Button in the Navigation Pane

Click on the New Record Icon to enter the following Applicant Details:

personal details

Type of property required
viewing requirements

their current mortgage position
their current Solicitor's details
Applicant Prospect

Send SMS Text Messages

Once in this screen, you can also view Applicant's:
Matched properties

Journal of file updates

Applicant Details

You can add all personal details about the applicant, e.g. Name, Address, Phone Number, email
address, Buying Position, when they want to move by and how much deposit they have to put down.

e  Click on the Applicants Button in the Navigation Pane

e  Click on the Applicant Details tab

e  Enter required details

e To move to the next field, either click into the new area or press the Tab key on your keyboard.

e Once you have filled in all required fields, simply click onto the next Tab.

Property Details

You can add all details about the property, e.g. address, type of property, generic details about property
- number of bathrooms, bedrooms, reception rooms, floors, heating, garage & bathrooms, asking price,
vendors valuation, agent's valuation and any comments you feel are required.

e Click on the Properties Button in the Navigation Pane
e  Click on the Property Details tab
e  Enter required details

e If this is the property that is for sale - click on the "is this the property for sale?" tick box

Iv s this the property for sale 7 By clicking this tick box, you won't have to re-enter duplicate
address details.

If you do not select this option and click off to a different screen - you do not get the
chance to click on it again, so you have to type in the details separately.

e To move to the next field, either click into the new area or press the Tab key on your keyboard.

e Once you have filled in all required fields, simply click onto the next Tab.

Applicant Match

This allows you to Match by bedrooms and price what the applicant requires with what is available on
your books. For a more detailed and specific Match, please refer to Advanced Match

e  Click on the Applicants Button in the Navigation Pane
e  Click on the Match tab
e All records are matched generically by Price Range and Bedrooms entered in Property Details

e Alist of properties will appear which match the general criteria as described above

Agency Manager v6.3 Professional
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Advanced Match

To filter more thoroughly the Match criteria of Applicant to Property, you can use the Advanced Match
functionality.

e Click on the Applicants Button in the Navigation Pane
e  Click on the Match tab in Applicants

e  Click on the Advanced Match Icon on the toolbar %

Advanced Makch x|
Mo of Bediooms |2 =] Propety Type [ony x| Pareng Ay x| Aueas 'l%ﬁbeawm
S
Price Mn € I E000  Miremum Receptions Il j Garage I-"'-nl.' j E Euilr-déﬂl:
1|
Piice Maw® | €330.00000  Minmum Batheooms |1 x| Heatng [2ny =l ¥ Greenwich
[ Hamom
¥ Sauthal
@ Dgencel @ seve i search I wachwich
| City | Pastcada | Propsaity Type | Mo Breds Agking Prica |
14 Shel Finad wiembiey Had dLL House 4 296, (100
14 Sheal Road Wernbiap Had gLl Hoisse 4 £295.000
2 Welval Avenus B £250.000
12 Weshcombe Park ‘Wesltcombe Park  SE38LR House 2 €235 000
Applicants Propeity Comemerts
[Nezd 2 big erough batheoom to add 3 jacuzzi |
[-]

e In order to match applicant to property, all fields must match exactly. If you wish not to be so

specific on receptions, bedrooms, etc - leave them at a minimum figure and select 'Any' where

necessary.

e Inorder to view Property Comments - ensure the 'Show All Comments' tick box is selected -
this will allow you to check Applicant requirements against Property Details.

e  Select the required Match details and click on Search

Agency Manager v6.3 Professional
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Book Property Viewing
e Click on the Applicants Button in the Navigation Pane
e  Click on the Match tab

e  Click on the Address of the Property that you wish to book a viewing for

e Click on the Book Viewing Icon L) Baok Viewing

e  Enter required time and date in the Book Viewing Dialogue box

Please note that if wou have Microsoft® Cutlook wou can add this viewing to your own diary as well.

For Mr. Tony Currie

Ta View 1A Shell Road

B [24j04/2003 AL 1400
with  [oun

¥ add this appointrnent ko ey Quklook, diary,

e Add name of Agent
e  Select 'Add this appointment to my Outlook diary' if you want to add it to Outlook
e Click on Add

Financial Services

This allows you to enter the mortgage position of the applicant. You can enter whether or not they have
an existing mortgage, who the lender is and their information and crucially, whether they require
Financial Services.

e  Select Applicants from the Navigation Pane
e Click on the Financial Services tab

e If applicant has existing mortgage, ensure the Existing Mortgage tick-box is selected, then
enter Lender name and details.

e [f applicant does not have existing mortgage but wishes to receive Financial Services advise,
click on the 'Requires Financial Services' tick box

e Select the Financial Advisor to notify from the "Select Financial Advisors to Mail Details to" edit
box. Click on Mail Details (will only work if email address was entered in Financial Advisor
Contact Details).

Select Financial Adwvizors to tail Details ko,

E ‘émaéllri ;ﬂz;hanges (31 Mail Details
[ hella man

[ This iz Mew on 17th

[]Take 37

[] Lets Try Again

[[] what about now

[ batty bioy

[] Check This Out

O

Agency Manager v6.3 Professional
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Solicitor Details

This allows you to enter the Solicitor details for the applicant and vendor. You can enter name, address,
email addresses and other contact details.

e Click on the Applicants or Properties Button in the Navigation Pane

e Click on the Solicitor tab

Addfamend Solicit
e Click on Add/Amend Solicitor ST addjamend Soliccor

e  To enter new solicitor details click on the Add button

e  Enter Solicitor details

e To add Contacts - click the Add button in the Contacts section after each new contact has been
added.

fudd Or Amend Contack 5 llﬁl

Company Mame |« Compay: Nams: Hame | =] |
Addiess | Td |

| Mabie |

Ciy | Faw |

Courdy | Emal |

L |

ManTelblo |

Second Tel Mo |

Fou |

[ Muriss |

Email Acdress |

wieh She Addes: |
Commerts

[ R B N T Iﬂﬂuﬁe

Applicant Bank Details

This allows you to enter the Bank details of the applicant for reference purposes. You can enter name,
address and contact information.

e Click on the Applicants Button in the Navigation Pane
e Click on the Bank tab

e  Enter required details

Agency Manager v6.3 Professional
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Journal

This allows you to view all changes and additions to a record once that record has been created. You
can also add other conversation details as they happen - e.g. telephone conversation, faxed details,
email messages, text messages and verbal conversations.

There is a separate Journal for both Applicants and Properties.

Click on the Journal tab

If the change that you make to a record is done in the application, you need not make a manual
change to the journal

If the conversation is verbal or non-application based, e.g. Fax, email, phone etc, click on the
Contact Type drop-down arrow

Select type of entry required
Enter description
Click on Add

Applicant Prospect

About Applicant Prospect

This allows you to judge the type of prospect that the applicant is. - Hakt
e  Click on the Applicants Button in the Navigation Pane d Warm
e Using the right-mouse button, click once on Prospect on the Agency o coal
Manager Task Bar (at the bottom of the application) M cad
e  Click on type of prospect required . Dead

Related Topics |Prnspect y Cool

Filter By Prospect Type

Filter By Prospect Type

This allows you to display all records belonging to a particular Prospect group. E.g. by Hot, Cold or Cool.

Click on the Applicants Button in the Navigation Pane

Click on the "Show All* drop -down icon from the toolbar

<Show All Sales Applicants =
Hak

\Warm
Cool
Cold
Dead

Select the category to be filtered by.

Related Topics
Applicant Prospect

Agency Manager v6.3 Professional
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Properties

Enter New Property Details
e Click on the Properties Button in the Navigation Pane
e Click on the New Record Icon to enter the following Property Details:

e personal details
e type of property for sale

e  room descriptions
e photographs of rooms

e advertising descriptions and bullet points

e commission terms

e  solicitor details
e  property status

From this screen, you can also view Vendor's:
e matched properties to applicants

e Journal of file updates

e map of location

Vendor Details

You can add all personal details about the applicant, e.g. Name, Address, Phone Number, email
address, Buying Position, when they want to move by and how much deposit they have to put down.

e Click on the Properties Button in the Navigation Pane

e  Click on the Vendor tab

e  Enter required details

e To move to the next field, either click into the new area or press the Tab key on your keyboard.

e Once you have filled in all required fields, simply click onto the next Tab.

Property Details

You can add all details about the property, e.g. address, type of property, generic details about property
- number of bathrooms, bedrooms, reception rooms, floors, heating, garage & bathrooms, asking price,
vendors valuation, agent's valuation and any comments you feel are required.

e Click on the Properties Button in the Navigation Pane
e Click on the Property Details tab
e  Enter required details

e If this is the property that is for sale - click on the "is this the property for sale?" tick box

IV |5 this the property for sale ?By clicking this tick box, you won't have to re-enter duplicate
address details.

If you do not select this option and click off to a different screen - you do not get the
chance to click on it again, so you have to type in the details separately.

e To move to the next field, either click into the new area or press the Tab key on your keyboard.

e Once you have filled in all required fields, simply click onto the next Tab.
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Accommodation Details

The Accommodation tab allows you to add all room dimensions and descriptions.
e How?
e Click on the Properties Button in the Navigation Pane

e  Click on the Accommodation tab

e Click on the Add icon 'ﬁ )22

e Enter Room name and dimensions and description of room.

Add Accommodation

—Mealriz
Room Hame | i G
Length o 0 Length I
idth o 1] Aidth I
Drescription
¥ Aadc-Caculabe + add (Ehcancel

e To ensure that both Metric and Imperial conversion is active - the Auto-Calculate tick box
should be checked.

e Click on the Add button
e The room details are added to the Accommodation list.

Related topics
Edit Accommodation List

Rearrange Accommodation List

Edit Accommodation List
Once you have added room details to your accommaodation list, you can edit the details at any time.

e  Select the Property Record that you want to edit
e Selectthe Accommodation tab

e Click on the Room Name that you wish to edit

e Click on the Edit icon (& et

e  Edit details as required

+
e Click on the Add icon fdd

Related Topics
Accommodation Details

Rearrange Accommodation List
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Photographs

The Photos tab allows you to add up to seven photographs of the property to the record. Once you have
taken the photographs, save them to your PC in the required folder.

Click on the Properties Button in the Navigation Pane
Click on the Photos tab
Double-click on the image frames to add the required photograph.

The directory tree for your computer will be displayed, locate the photos in the folder that they
were saved to.

Select the photograph, click on Open.

In order to fit the photograph to the largest image frame, click on the 'Stretch to fit' tick-box

Related Topics:
Remove or Change Photos

Remove or Change Photo

To remove photo:

Using the Right mouse button, click on the picture you wish to remove > Select Delete Photo
4dd Phota
Delete Photo

To change photo:
Double-click on the photo to be changed
Select new photo

Click on OK

Advertising

The Advertising tab allows you to enter details that can be used with the marketing brochures. There is
room to add Heading, Detail and Summary text along with bullet point entries and an area to add
directions from your office to the property.

Terms

Click on the Properties Button in the Navigation Pane
Click on the Advertising tab
Click into the necessary text box and type the necessary detail.

To move easily from one text box to the next, press the tab key or click into the required area.

Allows you to enter the type of commission agreement you have with the vendor - for example, sole
agent agreement. Also, enter the commission rate applicable to the agreement.

Click on the Properties Button in the Navigation Pane

Click on the Terms tab
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Select the Agency Agreement type for this vendor
— Agency
{* Sole Agent

= Jaint Sole Agents
" Multiple Agency

Select type of Fee agreement
—Fee—

{~ Percentage

{+ Fized Fee

Enter the Percentage or Fixed Fee amounts in the corresponding Commission boxes - i.e. Sole
Agent, Joint Sole Agents or Multiple Agency.
Sole Agent Commizzion

Fercentage I oz
Fixed Feel £1.000.00

The total amount will display in the Total Bar at the bottom of the page

Tatal Feel £1.00000 Tax@17.5% I £175.00 Total (Ine. Tax) £1,175.00

if you are entering Joint Sole Agents - you may enter the other Agent details in the edit bars
next to the Joint Sole Agents Commission box

For Example:

@You may enter amounts for all variations in case they change later on - however the only
total that will appear in the Total Bar is the combination of Agency + Fee

Property Match
This allows you to Match what is available on your books to what the applicant requires.

Click on the Properties Button in the Navigation Pane
Click on the Match tab

All applicants that are searching for properties that match the details entered in the vendor
property details, will be displayed
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Property Advanced Match
To filter Applicants from Properties:

Advanced Match

e Click on the Advanced Match Icon %

i : Prospect T
e This opens up the Advanced Match Filter I_uhms et 1Ype
<--fry--r x

e Enter the required Filter Option Mazxirmum Price

e  Click on Match I

. Minirmumn Price
e To reset the results, click on Clear I

Mumber of Bedrooms

Bathrooms

Receptions

Garden
I --Any--= I

Labels
Labels allows you to create a
Label Print List from the
Matcheq Applicants and on Lngre P R
Properties. M Aot By Ros 9 e el
. . Cathord Wweanbles Hiws b ke
e  Click on either the orcon Wit S
Applicants or Al Haral FTEEEH
Properties Button
from the Navigation
Pane
Wi Frmores o Mt Mives Pan W B Edds Mumies
e Click on the Match e e e o
Ealfoads Lawdon Livesped
Tab By W TF LETVE
e  Click on the Label e
Icon \\Q
W Cpmithin Fain ML Bedtie Eresli W, Ruges Bex
e All records that BEE ot Flosd MAedCi Live 20 Pigeon Wiy
H [Diwanbauns Lesvdhaany Aeckd
_matched will appear . P, o
in the Label List. DG TH SEIEIG AHY N o
b zea [gddrmisem e Ghciene
& Print

e Place Label Sheet in Printer, Click on the Print Icon

Related Topics:
Change Label Size

Deselect Selected Addresses
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Change Label Size
To choose the right label size for your labels:

Click on either the Applicants or Properties Button from the Navigation Pane
Click on the Match Tab

Click on the Label Icon
Label Size

Either Select the Label Name or enter label dimensions in the Customise Label Type window

Click on the Label Size Icon

Customise Label Type il
Freview
Side margins
Top margin Hr F—-Huorizontal pitch
(E—
Vertical pitch idth—] Mumber dawin
HeTht
—Humber across—= ’
Label Mame: |.ﬂ-.very.JE1 B1 - &ddress j
Top Margin: ||:|_95 Label Height: |4_55
Side Margin: ID_?z Label width: IE_35
Yertical Pitch: |4_55 Murnber Across: |3
Harizantal Pitch: IE'E Murnber Covr: IE
[44 [21em » 23.7cm] |
=l apply @guse
e  Click on Apply

Click on Close

Select / Deselect Addresses
Labels allows you to create a Label Print List from the Matched Applicants and Properties.

Click on either the Applicants or Properties Button from the Navigation Pane
Click on the Match Tab

Click on the Label Icon >

Click on the Addresses Icon =1 addressees

Either Select or Deselect Name of Addressee to print label for
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Select All [ | peselect Al @Epply

[ Praf. Armie Sidebattarn
] M.
Mrz. Louise Lu
[T bdr.
] M.
[ r.
M.
[] Mizs Lucy Ewing
[ M.
Mr.
] .
[] Praf. woody Pecker
Mz Simone Vo

] D,
Misz Money Penny
M.
brs. Cyrthia Pain
[] Sir Robert Gelding
] .
.
] M.
br.
M.
] M.
[ M.
Mr.
] .
[T bdr.
] M.
[ %Yaluation

[] Mizs Simore B aster

Sirmon Stainrad

Peter Pan

Rupert Bear

Simnon & Emily Bean
Bertie Bopd

Simon Hughes
Paul Siman
At Garfinkle

Dravid Owen

& krz. Eddie Munster

& Mrz. Peter Hindes
Bertie Smells

Mike Barry

Rupert Bear

Danny Thomas
Tony Currie

Frank. Sinclair
Sirnan Fermaick
<FirstMames <Surnamesr
Stan Staines

Arthur West

Click on Apply

Book Property Viewing

Click on the Applicants Button in the Navigation Pane
Click on the Match tab

Click on the Address of the Property that you wish to book a viewing for

Click on the Book Viewing Icon L) Book Viewing

Enter required time and date in the Book Viewing Dialogue box
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Please note that if wou have Microsoft® Cutlook wou can add this viewing to your own diary as well.

For Mr. Tony Currie

Tao View 1A Shell Road

o [24j04/z003 AL 14:00
with  [oukn

V' add this appointrent ko s Quklook, diary,

e Add name of Agent
e Select 'Add this appointment to my Outlook diary' if you want to add it to Outlook
e Click on Add

Bulk Email

Bulk Email allows you to email new property details to all existing applicants that match the property
requirements.

e  Click on Properties in the Navigation Pane

e Select New Record

e  Enter Property Details

e Once the new details have been entered for the new property, click on the 'Match' tab.

e Any Applicants that match their requirements to the property details, will be displayed.

e  Click on the Bulk Mail icon on the toolbar @

e The Agency Manager Bulk Email Templates dialog box is opened, select the template that you
wish to use, click on Open.

Agency Manager Bulk Email Templates T
Lok jrt | '—d Templates o e e N

|1 4ppicarts #&]Maler Template, htm
|| <ontacts

|_IPipeline

| Propesties

@2 Phato Maier Template. him

K& 3 Phato Maier Template, him

File name: | I Open I
Filez of twpec [ Budk Mai Templabes [ himyhimi] =l Caniel
i

e  This will open MS Outlook and prepare the mail.

e Onceitis prepared for each recipient, you are asked to confirm that you wish to mail. Select
OK.

Edit Data prior to send

e In order to save the eMail to your screen before sending it, select Tools > Configuration

e  Ensure the "Save emails rather than sending straight away" option is ticked.
v Save emails rather than sending straight aweay.
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This will create the mail ready for you to edit rather than send straight away

Single Email

Single Email allows you to email new property details to a single recipient even if you do not have their
applicant details on file.

Agency Manager Bulk Email Templates K|
Ludhl‘__jTu‘rplulcs. j *@I‘_“F'

Click on Properties in the Navigation Pane

Search for the Property that the applicant is interested in

Click on the Single Mail icon =

The Agency Manager Bulk Email Templates dialog box is opened, select the template that you
wish to use, click on Open.

File name:

Filaz of ypec [ Bulk Mal Templabes [* himhimi) =l Carcel -
7

|1 Appiicants &]Maier Template.htm
,;ICwI:a:I::

| Iripeline

I Propesties

2 Phato Maier Template. him

L& 3 Phate Maier Template him

Enter the eMail address of the applicant
This will open MS Outlook and prepare the mail.

The mail is prepared and ready to send. If you wish to edit the mail, make changes before
sending

Click on Send

Solicitor Details

This allows you to enter the Solicitor details for the applicant and vendor. You can enter name, address,
email addresses and other contact details.

Click on the Applicants or Properties Button in the Navigation Pane
Click on the Solicitor tab

Addfamend Solicitar
Click on Add/Amend Solicitor @E_ !

To enter new solicitor details click on the Add button
Enter Solicitor details

To add Contacts - click the Add button in the Contacts section after each new contact has been
added.
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x|

Add A tew Salcor s

Company Mame |¢ Campany Nanme:

Aaddress |

Cily |

County |

Paslcads |

Hm’l:l

=l I

ol |

Matds |

F.-‘_|IL I

Emal |

Main Tel Mo |

Second Tel Mo, |

Fax |

[ Murrber |

Email &cdress |

‘wieb She Addass |

Commerls

I L (£ ose

Journal

This allows you to view all changes and additions to a record once that record has been created. You
can also add other conversation details as they happen - e.g. telephone conversation, faxed details,
email messages, text messages and verbal conversations.

There is a separate Journal for both Applicants and Properties.

Click on the Journal tab

If the change that you make to a record is done in the application, you need not make a manual
change to the journal

If the conversation is verbal or non-application based, e.g. Fax, email, phone etc, click on the
Contact Type drop-down arrow

Select type of entry required
Enter description
Click on Add

Property & Applicant Viewing History

An automatically generated list of all viewings that have or will take place at a property and all bookings
for viewings by applicant. A quick and easy view of all viewings for properties and for all viewings for
applicants.

Click on the Applicants or Properties Button in the Navigation Pane
Click on the Viewing Tab

Book Property Viewing

Click on the Applicants Button in the Navigation Pane
Click on the Match tab

Click on the Address of the Property that you wish to book a viewing for

Click on the Book Viewing Icon L) Baok Viewing

Enter required time and date in the Book Viewing Dialogue box
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Please note that if wou have Microsoft® Cutlook wou can add this viewing to your own diary as well.

For Mr. Tony Currie

Tao View 1A Shell Road

o [24j04/z003 AL 14:00
with  [oukn

V' add this appointrent ko s Quklook, diary,

e Add name of Agent

e Select 'Add this appointment to my Outlook diary' if you want to add it to Outlook
e Click on Add

Property Status

This allows you to change the status of the sales process, for example from on market to under offer to
completed. You can also view all those that have viewed a property, made an offer on that property and
had the offer accepted. Finally, it allows you to enter the offer price and whether it is accepted.

Once an offer is accepted, it will add the Property to the Sales Pipeline.
e  Click on the Properties Button in the Navigation Pane
e  Click on the Property Status tab

e To change the Status of the Sales Process, click on the drop-down arrow and select the new

status, e.g. if the status changes from 'on market' to 'under offer’, select Under Offer from the
drop-down list

Statuz OF Sales Process

On b arket j

e Toview a list of all applicants that have viewed, made an offer or had an offer accepted for a

particular property, select the appropriate 'Marketing Status' - Viewed, Offer Made or Offer
Accepted from the drop-down menu.

M arketeg Slshur

|$I\m.l'-d'.l'n-i|:: :J I
Applcant Kams a] | e
Hores Tel
b, B Moy, Buce Les
W Fedet Sty Dthaa Tl
Hitds
O Hade
Diler e ]
F Offm Accepled
DahsngaDses  JTNG/200Z
- Complaton Date 31072002
Ll ¥

e All applicant names are listed in the text box beneath, as you click on each applicant, the
applicant's personal details are displayed to the right.

e If an offer is made, select the Offer Made tick box, this will activate a separate area for you to
add 'offer amount'.

e [f the offer is accepted, select the Offer Accepted tick box, which will activate and add the
Property into the Sales Pipeline.
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The Mapping facility allows you to be able to call up a map to display location of property by postcode.
You must have Microsoft Map Point (2002 or above)

e  Click on the Properties Button in the Navigation Pane

e (Ensure all property address details are completed) Select the Map tab

o  Click on the Map icon @

e If all address details are correct - a map of the location will be inserted into Agency Manager

Beefeater Pub
Trawel Inn@ e

Hang
— % TR
2 shelby fvenue RH1 SEE
& new development by
& Morthskar-2000 of one - three
& bedroom residential flats ¢ with
w2 3 balconies) 2 2-3 bedroom .
,.3’ LiveWork units, wel under
K conskruction with completion

L@B lanned For Decernber 2002
g
Lg'j-gla LA *.P_G'j'%

&Y
Y
h
=
%
o P

peatt
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The Diary section allows you to view your Outlook Folders and your Viewings Diary.

Outlook Today links to your Microsoft Outlook (versions 98 onwards only) running on your machine. It
will enable you to view your Inbox, Diary, Contacts, Tasks and Notes from Outlook (You must have
Outlook operating on your PC to enable this section).

The Viewings Diary allows you to view appointments that have been set up for you or all appointments
that have been set up for you and your colleagues in your office. These appointments are automatically
entered when you arrange viewings.

e Click on the Diary Button in the Navigation Pane

e  On the Navigation Pane under the Diary heading, are listed the folders Inbox, Diary, Contacts,
Tasks and Notes - these are automatically picked up from your Outlook running on your PC. To
view the contents of these folders, click on the relevant icon. Your folder list is displayed under
Outlook Today

Outlook Diary

Dutlock. Taday I Wiewings Diany I

%42 Public Folders HOwlalF
= Maibow - Sukh Sanghers| (T ae
----- % Calendar £5 Foi
[+-§% Contacts E Rl

----- @ Deleted ltems & h

..... £Eb Drafts % iill

- e G il

----- £ Infected i

@ Mic

«;ﬁ Journal Bz

----- Motes = -]c
a8 Outbox - T!”

----- 512 Sent ltems L4 min

..... O Tasks =

) h

e The Viewings Diary lists all viewings that you or your colleagues may have

M ETY

Outlook Today  iewings Diary |

M egatiator il

D ate | Tirne | Fropert
=| Meqgotiatar : Liam Braw
[14/04/2003 114:00 116 Adams 5
= Meqgotiatar ; Mark D asvey
16/04/2003
10/04./2003 15:50 3 Talbaot Ro
10/04./2003 15:50 3 Talbat Ro

e To view all viewings for you and your colleagues - click on the ‘Show All'
icon

e To view just your viewings - click on the 'Show My' icon
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Add Diary Event

To add any event in the diary (Valuation, meeting, appointment, etc):

e Click on the Add Diary Event Icon j

e  Complete the details as required

"7 Add/Amend Diary > ﬁl

e | Time 09:00
Negotistor I | BokerBok ;I

With Climt,l't:c:ntactl

Regarding Pmpu't‘:.-" Mo Property ;l

Appointment Type |

Maotes . ]

[T addthis appointraent to my Microsoft Cutlook disey,

e If you want to add this appointment to your Outlook Diary - ensure the tick box is selected.
e Click on OK

Viewings Book

The Viewings Book allows you to filter viewing appointments for both yourself and your colleagues. You
filter by date so that you can view appointments just for a time period that you request.

e Click on the Viewings Book Button in the Navigation Pane

e Click on either Show All (to view all appointments for you and your colleagues in
the office) or Show My (to view just your appointments)

[ 4 | March 2002 [ |

e  Click on the Date From drop-down arrow and select the date that Mom Tue “wed Thu  Fri

you want the filter to start from 047013/ 2003 j| 4 5 B 7 18 g

e  Select the From date from the drop down calendar 15 16
[ 4 | March 2003 [ > |

22 23

Mon Tue Wed Thu Fri 5at Sun| 23 30

. 12
e  Click on the Date To drop-down arrow and select the ® 4 5 £ 7 5 9 |03

To: [CIZIEIE (I R IR R PR

date you want to filter to end TOI
17 18 19 20 N 22 23

24 025 2 2 2\ 23 30
A

< Today: 24/04/2003

e Select the To date from the drop down calendar
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Group By Column
You can group lists of records by Column Header (e.g. By Negotiator in Viewings)

Click and drag the column header (that you wish to group by) to the Group By Bar

Drrag a MHegotiator qroup by that colurn

A [ ate I egatiator Time | Froperty Yiewed £ |
16042003 b ark. D avey 14:00 16 Adams Street
14/04/2003 Liarn B rawn 14:00 16 Adams Street
0/04/2003 zukh 15:R0 3 Talbot Road
10/04,/2003 zukh 15:60 3 Talbat Road
e All entries are grouped by the category that you dragged to the Group By bar. e.g.
Applicant Mame — # | Froperty Yiewed |

| Megotiater : Liar Browr
| Meqotiatar : Mark Davey
Ba| Meqgotiatar : sukh

e By clicking on the + icon next to each category - you can expand the list to show the full list for
that category.

To show all lists click on the 'Expand All' icon

To hide all lists click on the 'Collapse All' icon

Move a column
You can move the order of Detail Columns to any order that you wish.

e Hold the mouse key down over the column header you wish to move

e Drag the mouse to the area you wish to place the header

-+
e When the -#arrows appear in the area you wish to place the header, release the mouse
header here to group by that column

Wendor Confirmed

Progdgaatiator Property

Tk

Time
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Remove/Add Columns
You can remove or add columns to view only information that you want to
e Right-click on the Column Header

4] Sort Ascending
£} sort Decending
Mo Sorking

=, Group By This Field
| Expand all

Rernove This Column
@ AddfRemove Calumns

Alignment L4

Besk Fik

Best Fit (all Columns)

e To remove that Column from view > Select Remove This Column
e To add a new Column > Select Add/Remove Columns

e Drag required column header to position that you wish to view new information

| Mahile Prnsgtrpa" | M awirnun Price

Fakniminininly

B

Call Times

I

YWwiork Telephone
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Contacts

Contacts enables you to enter solicitor, accountant, estate agent, builder, etc details. When entered in
Contacts, some of these details are easily usable in Agency Manager

e Click on the Contacts Button from the Navigation Pane

e Click on the New Contact icon in the Navigation Pane

e Click on the Type drop-down arrow, select the type of entry to make - e.g. Solicitor,
Accountant, etc.

e  Enter company name, address and company contact details.
e Forindividual contacts within the company, enter details in the 'Contacts' section
e Enter the name of the contact and their contact details, e.g. phone number, email address, etc.

e To add more or delete contact from the Contacts section, click on the Add or Delete Icons
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Viewings

Book Property Viewing
e Click on the Applicants Button in the Navigation Pane
e  Click on the Match tab

e Click on the Address of the Property that you wish to book a viewing for
e  Click on the Book Viewing Icon L] Baok Viewing

e Enter required time and date in the Book Viewing Dialogue box

Please noke that if wou have Microsoft@E Cutlook wou can add this viewing bo wour own diary as well,
For Mr. Tony Currie
To View 1A Shell Road

B [24j04/z003 AL 1400
with  [oukh

¥ add this appointrnent ko ey Quklook diary,

e Add name of Agent
e Select 'Add this appointment to my Outlook diary' if you want to add it to Outlook
e Click on Add
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Sales Pipeline

The Sales Pipeline allows you to keep check of all sales that have reached at least the '‘Under Offer’
stage of the sales process. As soon as the Property Status turns to Under Offer, that property is added
to the Sales Pipeline.

The Sales Pipeline contains all information with regards to Applicant and Applicant Solicitor, Vendor and
Vendor Solicitor, Address of Property, Price Agreed, Survey Date, Exchange Date and Completion
Date.

To view the Sales Pipeline, click on the Sales Pipeline button on the Navigation Pane.

Using Sales Pipeline
The sales pipeline allows you to monitor the sales process once a property has had an offer made and
accepted.

e Click on the Sales Pipeline Button in the Navigation Pane

e Once the offer has been accepted, the property will be added to the sales pipeline.

e Using the Previous, Next, etc icons search for the record

D0

e Alternatively, click on the search icon in the navigation pane to search for the property

e Pipeline Details allows you
to view Vendor and 68 Fred Street
Applicant details.

ineli il= Moare Detailz
e Click on the More Details Fipeline Details IJu:uurnaI I Surveyor I

tab

Sale Statusz
e  Enter the details for:
Sale Status (keep it Offer Price £170.000.00
uO?‘fdee:tE?i)ce Agreed Price
Agreed Price Sold Price
Sold Price
Renegotiation Price and R eneqatiation Price an

Sale Agreed Date
Survey Date Sale Agreed D ate

Exchange Date Survey Date
Completion Date

Special Terms / Exchange D ate
Comments

|
|
|
Date I
|
|
|
|

Completion D ate

Special Terms / Comments
I
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Sales Pipeline Journal

This allows you to view all changes and additions to a record once that record has been created. You
can also add other conversation details as they happen - e.g. telephone conversation, faxed details,
email messages, text messages and verbal conversations.

e How?
[ )
[ )

Click on the Sales Pipeline Button in the Navigation Pane
Click on the Journal tab

If the change that you make to a record is done in the application, you need not make
a manual change to the journal

If the conversation is verbal or non-application based, e.g. Fax, email, phone etc, click
on the Contact Type drop-down arrow

Select type of entry required
Enter description
Click on Add

Sales Pipeline Surveyor
You can add contact details for the Surveyor - and this can be added automatically to your Contacts list.

e How?
[ )
[ ]

Click on the Sales Pipeline Button in the Navigation Pane
Click on the Surveyor tab

If the Surveyor is in the Contacts list already, click on the drop-down arrow next to the
Surveyor Name edit bar and select the name of the Surveyor.

Alternatively, if the surveyor is not in the Contacts list previously, select <Add New
Surveyor>

Eﬁdd,l'.ﬁ.mend Surveyor
Enter all Surveyor Company details
Enter new Surveyor Contact

Click on the Plus to add more contacts ¥

Click on Close

@Quse
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Search

To search for records previously entered into Applicants, Properties or Contacts, click on the Search
icon from that page of Agency Manager.

Search for Applicant
e Click on the Applicants Button in the Navigation Pane

e Click on Search in the Navigation Pane ;

e  Enter the Surname of the Applicant in the Surname edit bar
Surname I

e If you wish to display the record, click on Display
€l Display

e To discard information, click on Cancel

@I:arn:el

Search for Properties

e Click on the Properties Button in the Navigation Pane

e Click on Search in the Navigation Pane ;

e Enter the Street of the Property in the Property edit bar
Shreet I

e If you wish to display the record, click on Display
%{gisplay

e To discard information, click on Cancel

@;aru:el

Search for Vendor

e Click on the Properties Button in the Navigation Pane

e Click on Vendor Search in the Navigation Pane -

e  Enter the Surname of the Vendor in the Surname edit bar
Surname I

e |f you wish to display the record, click on Display
'E[L[lisnlay

e To discard information, click on Cancel

@;ancel
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Search for Contact

e  Click on the Contacts Button in the Navigation Pane

-
e  Click on Search in the Navigation Pane :

e  Enter the Company Name of the Contact in the Company edit bar

e If you wish to display the record, click on Display
'E[{gispla:.f

e  To discard information, click on Cancel

@;ancel
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Configuration

Agency Manager Configuration
Configuration allows you to set default settings for parts of Agency Manager.

e Select Tools > Configuration

Options Menu

[ weelcome

] Template Settings
[] Diary Settings

(] Email Setkings

(] other Settings

e From here you can configure:
Template Settings
Shared Journal Location

Diary Settings

Email Settings
Other

Agency Manager v6.3 Professional
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Configure Template Directory

In order to set the templates to the Templates Menu, you must first configure the Document Location.
e Select the Tools Menu > Configuration

e Select Template Settings from the left pane

e Click on the blue Locate Arrow icon to the right of the Document Location edit bar

Document Templakes Location

IC:'I,F‘ru:ugram Files\Agency Manager!, Templates',

e Navigate the location to the Program Files > Agency Manager > Templates

Browse for Folder d |

Select a Drive or Folder ko set as the default location of
documents

=] Program Files ﬂ
{:l Arcessories
{:l Adapkec
{:l Adobe J
L——_I{:l agency Manager

a Temp
{:l agency Manager 3.0
=] ahead
-{_7 attachmentoptions
{:l CFgMgr
-] Common Files

AT ramPhos annlicakions b
4| | v

Ik

laktes

Cancel |

e Click OK
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Configure Workgroup Journal Entry Location

Configuring the location allows you to decide where on the server you wish to place the Workgroup
Notes Documents

e Select the Tools Menu > Configuration
e Select Template Settings from the left pane

e Click on the blue Locate Arrow icon to the right of the Shared Journal Location edit bar

Shared Jaurnal Lacation

IN:'I,DigitaI Wired Company Skuff

e Navigate to the Shared Area that you wish to store all Networked Notes

Select a Drive or Folder to set as the default location of
dacuments

[#-4= Local Drive (Ct)
Eﬂ"@ Compack Disc (D)
Eﬂ"@ Compack Disc (E:)
=2 SIR CLIFF (F!}
[+-=2 data on 'main’ {4:)
#- =2 Course Qutlines on ‘main’ (0
#-=2 o on 'main’ (51

- =2 sukh on ‘main’ {J:)

- =2 am on 'main’ (X

E;|-- My Mebwork, Places =

5] Cancel

e Click on OK

Related Topics:
Add Notes

Agency Manager v6.3 Professional
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Diary Settings
In order to set the templates to the Templates Menu, you must first configure the Document Location.
e Select the Tools Menu > Configuration

e Select Diary Settings from the left pane

e Select how many days before and after today's date you wish to be able to view entries in the
Viewings Book

Diary Sekttings
|14 days before boday,

Il"r days after boday,

Save Setkings

e Click on 'Save Settings'

Email Settings

In order to set the templates to the Templates Menu, you must first configure the Document Location.
e Select the Tools Menu > Configuration

e  Select Email Settings from the left pane

e Select the 'Save Emails...." tick box if you wish to save them rather than sending straight away
only works if you have Microsoft Outlook

Email Settings

Emailing Fram Agency Manager

¥ Save emails rather than sending straight away, (Microsoft Outlook only)

Other Settings

In order to set the templates to the Templates Menu, you must first configure the Document Location.
e Select the Tools Menu > Configuration

e Select Other Settings from the left pane

e  Select the 'Show tip of the day' tick box if you wish to show a tip of the day when you start
Agency Manager

Other Settings

¥ shaow "Tip of the Day" at start-up

Agency Manager v6.3 Professional
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Templates

About Templates

Agency Manager comes complete with Templates for easy use and effective marketing and contracts.
There are templates for Window displays, mail-outs, standard contracts and also the ability for you to
alter the templates created or add your own templates quickly and easily.

Templates are classified in four main categories - Applicants, Contacts, Sales Pipeline and Properties.
This ensures that the number of templates that you search through is restricted to only those that can be
used from that window.

As part of Agency Manager's commitment to you, these will be ever increasing to ensure that you have
a full collection of templates to run your office efficiently. Also, you are not restricted to using just the
templates that are created for you, Agency Manager has built in capability to allow you to create or add
templates that you create yourself.

NOTE: If you choose to use the templates that are built in to Agency Manager, it is YOUR responsibility
to ensure that you have checked them and altered them accordingly. Digital Wired Limited (Agency
Manager) takes no responsibility for templates used by the Agent.

Using Templates

Templates have been classified into four categories: Applicants, Properties, Contacts and Sales
Pipeline. Within each of these categories are the templates relevant for that category.

All templates are created in conjunction with Microsoft Word, in order for templates to work you must
have a version of Word installed on your machine.

The templates are categorised in the following way:
e Applicants -

Applicant Standard Letters
Delete Record Letter

e  Properties -
Property Marketing
Window Cards
Vendor Contracts by Agency Agreement type
Vendor Standard Letters

e Contacts -
Contact Standard Letters

e Sales Pipeline -
Exchange Contracts
Completion Contracts
Exchange Standard Letters
Completion Standard Letters

e  Select the relevant button from the Navigation Pane (Applicants, Properties, Contacts or Sales
Pipeline)

e  For single property templates or contracts, ensure that you are viewing the record of the client
that you wish to create a document for

e  For multiple property templates, see Marketing
e  Select the Templates menu
e  Select the template you require

e A new window will open with information being added from the record to the template.
Alternatively:

e From the record that you wish to create a document, Click on the Eicon from the navigation
pane

e Select the Template folder from which you wish to create a document

Agency Manager v6.3 Professional
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Agency Manager Documents x|
Lok jrt | 'y Templates x| «= @ ¥ [E-
_Litsppicants| B |applcarks A1 Fields. dot =
" ICentacts E'I Preperties A Fields, dot i}
" contracts B |eropertiesmarketingone. dot =
_1Pipeline @Drmm Shet,dok ﬁ;
_1Propertics & | statement. dat =
" J5aes B |bast best dot

1| | 2+

File pame: | I_Iﬂpen

Filaz of yper  [\sjord Diacuments =l Cancel -
o

e Select the Template

e Click on Open
e A new window will open with information being added from the record to the template.

Create Templates

You can create your own templates to add to the Agency Manager Templates.
e Create the layout, and enter the text for the template in a new document in Microsoft Word

e Insert bookmarks for the fields that you would like information from the database to populate -
the bookmark names have to be the same as the headings in the database columns (you can
download a list of Field Names for version 3x from www.agencymanager.co.uk/sdk.asp)

e If you need to enter the same field bookmark on more than one occasion, ensure that you add
a suffix at the end of the bookmark name (1, 2, 3, etc)

e  Save the document as a template ensuring that you save the file to the templates folder of
Agency Manager.

Inserting Bookmarks BoDi 2| x|
Bookmarks are inserted into Microsoft Word (as this is knark .
what the templates are created in). Biookmark name:
. MoSpaces
e Open Microsoft Word _|
e Place the cursor where you wish to insert the
bookmark (this can be over a word, which
needs to have been selected first)
e Select Insert > Bookmark
e  Enter name for Bookmark (cannot have any
spaces between the words) ;l
e Click on Add Sortby: % Mame  { Location
™ Hidden bookmarks
Add Delete | Ga To I
Zancel |
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Edit Templates

Because the templates are created in conjunction with Microsoft Word, you can edit the templates to suit
your requirements. By editing you can, amongst other things:

Add your own Company headers and footers

Change text on standard contracts to suit the way you work
Format photos

Format text sizing and type

Format styles

Open Windows Explorer

Locate the template that you wish to Edit (will usually be found in c:/Program Files/Agency
Manager 3.0/Templates)

Right click on the template name > Select Open
Edit the template as required

Click on the Save icon or select Save from the file menu

@If you delete any fields that are in the template (denoted by square brackets [ ]) they will not
accept information from the record. You will need to re-enter the bookmark

Edit Documents

Because the documents are created in conjunction with Microsoft Word, you can edit the documents to
suit your requirements. By editing you can edit individual documents created by, amongst other things:

Add your own Company headers and footers

Change text on standard contracts to suit that document
Format photos

Format text sizing and type

Format styles

Run the template

In the new document window that has been created, make any changes required to the
document

Because you are editing the document as opposed to the template - any changes that you
make do not affect the template just the document that you are working in.
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www.agencymanager.co.uk



ESTATE AGENCY SOFTWARE ||

AGEEVIANAGER

Database

Database Back-Up

Backing up your database on a regular basis ensures that you always have a copy of your database in
case your original copy is corrupted.

e Select Start > Programs > Agency Manager Professional > Agency Manager Management
Console

e Select Database Backup from the left pane

e The Location of the Backup is set as a default of the location of the "Server"

Agency Manager Database Backup

Please note the location of the backup File is relative to the location of the "server”

Back Up Eo IC:'l,.ﬁ.gency Manager Backup.bak

Back Up Maw

e Click on 'Back Up Now'
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Property Boards

You can select which type of Property Board you wish to put up at a property (if any):

Select Properties from the Navigation Pane
Click on the Property Details tab

Select the type of Board required by clicking into the radio button next to the type.
Board

™ Mo Board

" For Sale
" Urdes Oléfes
~ Sold

" Remave

To change the status of the board required, simply select the new status required.

View Status of Property Boards
To view status of all property boards

Select Properties from the Navigation Pane

Click on the 'Boards' icon in the Navigation Pane

Board Status is grouped by Type of Status.

Click on the Expand button next to the Status you wish to view *
-1 Boards Status g
+| Boad: Mo Board [1)
=| Board: Ta Putup (2]
Oinzhand Lo, Egoeeane
Braok Dree. Middlesex
A
| Board: Urdes Offar 1]
| Board: Soid [3)
2| Boerd: Remowe (5

=]
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Areas

Add Area
To add an area that the applicant is looking to purchase a property in:

e  Click on Applicants in the Navigation Pane
e  Select the Property Details Tab

Either:

e  Select the Tools menu > Areas

or:

e  Click on the Add a new Area icon next to the Areas Required section *=

e Enter each Area that you wish to add to the list in the edit bar

x

Aud or Dedete an Area

-
My

Anbey Wood

Bebmont Orcle

Blackheath

{atfard

{Calindals

Eshar

GraEnwion

Harrow

Harrow Wesakdstone

Kingsbury

Lessisham

aunk Stewark

Maasden ﬂ

e e e e e o e o

* add — Deletn & sort fic Yo oo

e Click on the Add button after each area is typed

e When all areas to be added have been entered, click on Close
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To sort areas into alphabetical order as they are entered:

e Click on Applicants in the Navigation Pane
e  Select the Property Details Tab
e Select the Tools menu > Areas

e  Click on the Sort button
x|

=
vy

Aabey Wood

Bbmont Circle

Blackheath

Catfard

{alindale

Eshar

rennidich

Harnrom

Harrowm Whealdstons

Eingsbury

Lessizham

Maunk Stewart

Maasdan Ll

e e e e o

+ add = Dskete &) st & s

o Click on Close to close the Areas dialogue box

Delete Areas
e  Click on Applicants in the Navigation Pane
e  Select the Property Details Tab

e  Select the Tools menu > Areas

—— V)
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e  Select the Area you wish to delete by clicking in the tick box next to the area (select all that you want

to delete)
=
Aud or Dedete an Area
=

My

Anbey Wood
Bebmont Orcle
Blackheath

{atfard

{Calindals

Eshar

GraEnwion

Harrow

Harrow Wesakdstone
Kingsbury
Lessisham

aunk Stewark
Maasden ﬂ

e e e e e o e o

* add — Deletn & sort fic Yo oo

e  Click on the Delete button

e  Click on Close to close the Areas dialogue box
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Applicant Match

This allows you to Match by bedrooms and price what the applicant requires with what is available on
your books. For a more detailed and specific Match, please refer to Advanced Match

Click on the Applicants Button in the Navigation Pane
Click on the Match tab
All records are matched generically by Price Range and Bedrooms entered in Property Details

A list of properties will appear which match the general criteria as described above

Activate Properties Match
In order to match vendors to buyers:

You have to ensure that the property status is an 'active' status. i.e. On Market or Under Offer -
Still Marketable

Click on Properties from the navigation pane

Click on the Status tab

Click on the Status of Sales Process drop-down arrow
Undet Dier - Stll M arketabls

Exchanged a
Funds Available

Surveyed

Under Offer

Undes Dffer - Still Marketable

‘Walued dwaiting Inetractions =
“withdrawn e

Select 'On Market' or 'Under Offer - Still Marketable'

Note: You must change the Status before you can start to match applicants to properties
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Applicant Advanced Match

To filter more thoroughly the Match criteria of Applicant to Property, you can use the Advanced Match
functionality.

e Click on the Applicants Button in the Navigation Pane
e  Click on the Match tab in Applicants

e Click on the Advanced Match Icon on the toolbar %

Advanced Match i x|
Mool Bediooms |2 =| Propeity Type Jany x| Pareng fany x| Aueas %ﬂmﬁwm
'ambley
Price Mn € £000  Minmum Receptions |1 x| Garage Jany | Ii E-:lirndjlc
v [al
Piice Max€ | E330.00000  Minmum Batbeooms. |1 x| Heating [Ary ] ¥ Grasnwich
[+ Harmow
b Sauthal
& i@ cancel i save iy Search ¥ ‘wadwich
| City | Pasicods | Property Type Mo Beds Asking Piice |
L6 £250.000)
14 Shel Road Wembley Heéd 8LA House 4 £295.000
14 Shel Road Wembley Héd 3Lk Howeze 4 £295.000
£ Velvet Avenue ] £250,000
12 Wwestcombe Park Weslcombe Park  SE38LI0 House 2 £235.000
Applicants Propeity Comemerts
Ned a big enough bathroom o add a jacuezi =]
L]

e In order to match applicant to property, all fields must match exactly. If you wish not to be so
specific on receptions, bedrooms, etc - leave them at a minimum figure and select 'Any' where
necessary.

e In order to view Property Comments - ensure the 'Show All Comments' tick box is selected -
this will allow you to check Applicant requirements against Property Details.

e  Select the required Match details and click on Search

Property Match
This allows you to Match what is available on your books to what the applicant requires.

e Click on the Properties Button in the Navigation Pane
e  Click on the Match tab

e All applicants that are searching for properties that match the details entered in the vendor
property details, will be displayed

Agency Manager v6.3 Professional
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Labels allows you to create a Label Print List from the Matched Applicants and Properties.
e Click on the Properties Button from the Navigation Pane

e Click on the Match tab

e  Click on the Advanced Match Icon @Q

e In the Advanced Match window, you will see displayed a list of all matched applicants.

Advanced Makch Properties
Dhvag a column beader bare o groun by that ool
£0
teli. Beslie Boyd E2000000 €0
belizs Luacy E v E5000000 £
] M Simon Hu £10000000 €0
¥ M, Pl Smon sukhi@digial... €10000000 £
%] e Simene V.. £10000000 £
[#] iz Money .. £2000000 £
W] M LM Ed £2000000 £
[¥] M, Cymthia £2000000 £
""" Sir Robeit Ge. . £2000000 €0 -
4| | »
W Dciose
Applicants Propeiy Comemearts
Heed to move a3 soon az possible. Am prepared bo pay a e cver the azking prce if the propery & good and will ensure speedy purchase. =]

e  Select or deselect applicants from label list
e View Applicant Comments

e Double-click on applicant name to view applicant record

N7

o Click on Labels icon to go to label list
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Add Notes
Notes allows you to add comments and make notes about a property or applicant in MS Word without
necessarily adding it to the record officially.

How?

ESTATE AGENCY SOFTWARE *
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Select Applicants or Properties from the Navigation Pane

Click on the Drop Down Arrow on the Notes Icon Gﬂ %

Select either 'Personal Journal Entry' or 'Workgroup Journal Entry’

Personal Journal Entry will create a Word document for a property or applicant on your local

machine for you to view, edit and amend.

Workgroup Journal Entry will create a Word document for a property or applicant on your
network for everyone to view, edit and amend.

Once you have added the note, close the document and save it.

Related Topics:
Configure Workgroup Journal Entry Location

Configure Workgroup Journal Entry Location

Configuring the location allows you to decide where on the server you wish to place the Workgroup
Notes Documents

Select the Tools Menu > Configuration

Select Template Settings from the left pane

Click on the blue Locate Arrow icon to the right of the Shared Journal Location edit bar

Shared Journal Location

Ir'-.l:'l,DigitaI Wired Company Skuff

Browse for Folder

Navigate to the Shared Area that you wish to store all Networked Notes

Select a Drive or Folder ko set as the default location of
documents

=4 315 Floppy (8:)
[#-i= Local Drive ()
EEI--,@J Compack Disc (D)
EEI--,@J Compack Disc (E:)
- SIR CLIFF (F)
+-=2 data on ‘main’ {}:)
#-=2 Course Qutlines on ‘main’ (00
#-=2 o on 'main’ (31
=2 sukh on ‘main’ {J:)

#-=2 am on 'main’ (%

(28 My Network Places

Ik Cancel

Click on OK
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Archiving Records

Archive Record
You are able to delete records that you have entered in Applicants, Properties and Contacts.

e Select either Applicants, Properties or Contacts from the Navigation Pane
e  Ensure the record that you wish to delete appears on the screen

e Click on the delete icon to delete the record currently displayed on the @
screen

e You will be prompted to make
sure you do wish to delete -
select Yes or No

Agency Manager Archive 2 Yelvet Aven

e You will be prompted to Archive
the record for retrieval at a later
date. If you wish to Archive
Record select Yes (No if you do
not wish to Archive).

Revive Archived Record
If you have deleted and Archived a record - you may need to retrieve that record.

e Select Start > Programs > Agency Manager Professional > Agency Manager Management
Console

e Select Revive Records from the left pane

Revive Record(s)

Select a record to revive, it will then be restared to the database

[] &8 Fred Street, Lewisham, SE3 7v¥H (Dr. Sue Kilton) -
[11a shell Road, wWermbley, Ha4 501 (Dr. Steve & Ermily Busk
[12 shelby Avenue, St Pauls, (Mr.James Brown)

[13 Abercrombie Street, Woolwich, (Dr. )

[]4 Meville Place, Plurnstead, { )

[15 Plymouth walk, Greenwich, [ )

[]27 Sweden, Blackheath, { )

[15 Denmark, Shooters Hill, (Sir )

[196 Sukhwinder Street, , ()

[11a shell Road, wWermbley, HA4 501 (Mr. Steve & Ermily Bust
[12 shelby Avenue, St Pauls, (Mr.James Brown)

[13 abercrombie Street, Woolwich, (Dr. )

[14 Meville Place, Plumstead, (Dr. )

[15 Plyrnouth Walk, Greenwich, { ) b
[15 Denmark Hill, Shooters Hill, SE4 SUM (Sir Ronald McDon:
[127 Sweden, Blackheath,

[Tz welvet Avenue, , (Miss diane chambers)

[]27 well Hall Road, , (Mr. Stephen Wright)

[134 Red road, Greenwich, SE3 7¥H {Mr. Stan Smith)

[ 34 The Road, Lewisharn, SE4 8MM (Mr. Dave Smith)

gThe Spires, Chigwell, CHS 91K (Mrs. Charlene Tiltan) j

Revive |

e Select all records that you wish to revive back into Agency Manager - These are Applicant
details only

e  For Property details that you wish to revive - Select the Properties Tick box

e Click on Revive
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Miscellaneous

Print Screen:
e Select the File menu > Print
e Select Print Screen
e  Select the number of copies required & whether you wish to Collate the copies
e Click on OK

Change Negotiator

By default, Agency Manager uses the Current User details as the Negotiator details. However, on
occasions you may wish to change the Negotiator name.

e  Select the Tools menu

e Select Change Negotiator

Change Negotiator

Change Negotiator

Please note that this name will be stored against Applicant and Property records and
can therefore be used within documentation if required. The neootiabor name will
appear in documentation as it has been entered here.

Current Negotistor f5ukh
heve Negotistor {30he Smith]

e The current negotiator's name will appear in Current Negotiator in the format that is entered
into the Agency Manager Registration details.

e  Click into the New Negotiator edit bar

e Type in new name, in the format that you want the name displayed on letters, contracts, etc
(e.g. first name and surname)

e Click on OK

First, Prior, Next, Last Record
To view records in your Applicants, Properties or Contacts database:
e Select either Applicants, Properties or Contacts from the Navigation Pane

e  Click on either the First, Prior, Next or Last icon

@ First - Will take you back to the first record in the Section you are in (i.e. Applicants, Properties,
Contacts)

@ Prior - Will take you back to the previous record
@ Next - Will take you to the next record

@ Last - Will take you to the last record
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Delete Record
You are able to delete records that you have entered in Applicants, Properties and Contacts.

Select either Applicants, Properties or Contacts from the Navigation Pane

Ensure the record that you wish to delete appears on the screen

Click on the delete icon to delete the record currently displayed on the screen @
You will be prompted to make sure you do wish to delete - select Yes or No

You will be prompted to Archive the record for retrieval at a later date. If you wish to Archive
Record select Yes (No if you do not wish to Archive).

Agency Manager Archive 2 ¥Yelvet Avenue

Agency Manager Support

Agency Manager Support is available during normal working hours from our fully trained Help Desk
Support Staff.

To sign up for the telephone support line, either phone us now on 01372 470 740, or visit the website at
Www.agencymanager.co.uk/support.asp

Subscription to the Support Desk will also entitle you to free future upgrades to Agency Manager. Some
of the planned upgrades include: Full Lettings Management System, One-click upload to Property
Portals on the web, full integration with Financial applications such as Sage, multi-branch
synchronisation and hand-held technology to allow one-time input of information only. Without
subscription, you will have to pay for all future upgrades if required.

Remember, Phone us now to subscribe: 01372 470 740

© Digital Wired Limited 2000 - 2004 All rights reserved.
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