Tutorial 14 — Contact Database

CONTACT DATABASE

The Contact Database resembles and functions like an address book. You can store client
information and manage client files. Clients can be added, modified and deleted. Five

types of files can be associated with a client:

% Search Criteria
% Search Results

% Financial Analysis
% CMA’s

< Buyer’s Tour

Adding a New Contact

To add a new contact to your database and utilize all of the it’s

features, follow the steps below:

1. Click Contacts on your Features and Functions Toolbar or click

on Tools > Contact Database > Contacts.

2. Click the Create Contact button. The New Contact Information

Wizard opens.
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3. The New Contact Information screen opens at the Name tab. Enter your contact
name and information and then click the Additional Information tab.

New Contact Information nm

Marme | Additional Information I Azzociated Files I Client Updates I

- Contact Mame

*First Mame: IHeather

Midde Name: [ |

* Last Mame: IJones—

* Contact Type: lﬁ
Additional Contact: IMike—

Title: [Ms. |

i Contact Information

Street Address: IW
Street Address: I—
Ciy [Enaheimbils |
State: ICA—
Zp [ |

Country: [USA

Telephone: IW
Faw [Fladzsooon |

Cellular: IW
Frirnary E-mail: lm
Other E-mail: I—

‘wieh Address: I

# = reguired fields

QK I Cancel | Help |

4. Enter your business information and important notes if desired and then click the

Client Updates tab.

Edit Contact Information for Heather Jones nm

Mame | Additional Information |Associated FiIesI Cliert Updatesl

i~ Business Information

Company Mame: [Jones & Company
Telephone: |714-3331212
Fan:

Business E-mail I
Pager: I

- Mote:

Looking for a neighborhood with young kids, close to public schools and has a pool| ;I

1.4 I Cancel | Help |
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5. Once in the Client Updates tab, click the Create New Client Update button. This
will open the Client Update Wizard.

New Contact Information n I

Marne I Additional Informationl Associated Files | Client Updates |

Edit, &dd or Delete search crtenia associated to contact here.
Select Search Criteria Name: Search Critenia:

] | 2]

[ Enable dutomatic Client Update
] Enable dutomalic E-mai

Fiepart Famat: I

———————Piieate Hew Client dealel Edit | Delele |

ok I Cancel | Help |

6. Enter a name for the Search Profile and click Next. If you decide to cancel at this
point, then see Adding Search Criteria for a Contact at a Later Time found later in
this Tutorial.

Client Update Wizard B

by

Use this wizard to create a search profile and set up the E-mail to automatically notify wour client of
niew listings, updates, and changes that meet their real estate needs.

r Create Search Profile

Enter a Mame for the Search Profils

Heather Jones

Tip: Make the name meaningful. For example, if you are zearching the
Maple ‘Woods area for client "Jones' name the search "Jones Maple
‘wionds."

Click Mest to Select Criteria

Mexst > I Canicel
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7. Enter the search criteria that you will associate with the client and click OK. Notice
the Title Bar has the name you saved as the client profile.

Heather Jones's Search EHE I
r Select a Search Typer —————————
|1. Fiesidential LI =
LCancel |
r Select Search Criteria; Help |
Criteria Categories Baths
) ML ﬁl |2+4 |
épprox Total SgFt
Pl EXAMPLES:
Greater thar:
[1] 25+
[2]:25
Less Thar:
)25 [ Cea |
[2]<25
Fange:
112538
Mawve Category to Bottomn I

 Search Criteria Summary:
Baths 2+
Bedrooms 3+

City Anaheim Hills [&H]
Status Active

8. The program automatically selects the option to add the contact to the Automatic
Client Update. If you keep this selected, then the program will automatically e-mail
the results of the Automatic Client Update to your client. The e-mail will include
new listings, listings with price changes and listings with status changes (see Tutorial
16 — Automatic Client Update). Uncheck the box if you do not want to include this
client in your Automatic Client Update list. The program will bypass the E-mail
setup and take you to the Client Mode. Click Next to continue.

Client Update Wizard m

r Add Contact to Automatic Client Llpdal

¥ ¥es. add thiz contact to the Automatic Client Update ;

The Automatic Client Update can be turned on by going to the Search
tenu and zelecting the Setup Timed Updates option,

Click Mext to Begin E-mail Setup

Meut » I Cancel
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9. Your client’s e-mail address (if entered in the name/contact information tab) will
populate in the To section. You can change or add additional e-mail addresses. Your
e-mail address, your name, website address, and signature will auto populate if you
entered this information in Options > Preferences (see Primary Agent and Brokerage
found in Tutorial 2). Enter a subject and message. You can also request a copy of the
e-mail by checking the option at the bottom of the window. Click Next to Continue.

Client Update Wizard [ x]

¥ Yes, send Automatic E-mail notifications to this Client

Separate Multiple Addresses using semi-colons

*To. |heatheri0nes@yahno.com
Ce... |

*four E-mail Address |diane_harbeson@sbcglobal net j

“our Name: |Diane Harbeson

Wwebsite Address I

Subject: IPmperties toYiew

Message: |Check out these new listings] j
[~
Signature: d
[~
[¥! Also, send me a copy of this E-mail .
* Required

< Back I Next» I Cancel

10. Select a report format for the e-mail by highlighting the report name. If you are
sending the update to your client, be sure to select a client only format. You will see
an example of the report formats in the Report Preview area to the right of the list.
Click Next to continue.

Client Update Wizard n I

r Choose a Report:  Repart Preview:

“Briel" = — —
“Customer Brief* =

“Ful
*No Photo Brief
*No Photo Full

Tip: This is the format in which the search results will be sent to pour client. Choose the report
which best showcazes how pou would like ta prezent the results.

< Back I Meut = I Cancel
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11. The program automatically selects the option to open this contact file so that your
search criteria will automatically populate and the saved search results will be
associated to this contact. Click Finish.

Client Update Wizard [ x|

r Open Contact in Client bod

“wiould you like to open this contact in Client Mode to run the first search
associated with this client?

¥ fes, open this contact in Clisnt Mode:

< Back I Finish I Cancel

12. The Search window opens with your search name in the Title Bar along with the
criteria that you already added for your client. Click OK to get your matching listings.

SoCalMLS CompleteSearch [Heather Jones] n m

LCancel

r Select Search Criteria:

el

Help
Criteria Categories ML #

»Approx Total SgFt
shrea
»Baths

MULTIFLE ENTRIES:

Use "' to separate

»Bedooms - F
»City multiple entries.

»List Price [eg ENTRY1.ENTRYZ]

igtli-.rtnufa[ages WwLDCARD SEARCHES: Elear |
»Gtories Starts with: ™' [ABC* |

>TGMHO Containg: " = [ *4BC* )

»Tract # LI Character: "' [47C]

Move Category to Bottom I

r Search Criteria Summary:

Baths 2+
Bedrooms 3+
City Anaheim Hillz [4H]

Statuz Active
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13.

14.

15.

16.

Feel free to edit your Property Listing Table (see Tutorial 8 — The Property Listing
Table). This becomes your initial list of properties for your client. You can print this
list for your client or you can e-mail them the list (see Tutorial 13 — E-mailing
Reports, the Property Listing Table and Financials). From this point forward, the
automatic client update function will e-mail any changes from the initial list
including new listings, listings with price changes and listings with status
changes.

Save the results by clicking on File > Save As. The program will automatically name
your file for you. Click the Save button.

Save_in:la Data j gl
class1.mls

File name:

Save astype: | Search Files [*.mis) LI Cancel |

Close out of your client’s results by clicking the lower X at the top right hand corner
on your screen or by clicking File > Close.

Your client’s name is still in the Title Bar so you must close out of your client mode
by clicking File > Close Contact.

Editing a Contact (General Information)

To edit general information such as name, residence, business and/or notes for an existing
contact follow the steps below:

1.

Click Contacts from the Features and Functions Toolbar or click on —
Tools > Contact Database > Contacts.
Contacts
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2. Highlight the name of the contact to edit and click on the Edit Contact button.

N 1|

Click on ‘4l to zee all contacts or click on a letter to see contacts that start with that letter.

[a] alefclolelFlalnffsfkfciu]n]afrlafafs|riulviw=]v]=]

Search on Last Mame

LCreate Eontactl Edit Contact | Open in Client Mode | Delete Eontactl

—

Select Contact from the list

Jones

I
Frint |

Last Mame /| First Mamne I Hiddle M ame I Title I Contact Type I Additional Conte

Cloge | Help |

3. Click the Name and/or Additional Information tab to add and/or change information.

Make your changes and click OK.

Harme |Additi0nal Informationl Azsociated FiIesI Client Updatesl

Edit Contact Information for Heather Jones nn I

- Contact Mame

*First Mame: IHeather

MideName: [ |

* Last Mame: lJones—

* Contact Type: lﬁ
Additional Contact: lMike—

Title: [Ms.

-]

i Contact Information

Street Address: IW
Street Address2: I—
Ciy [ansheimbils |
State: IEA—
Zp B8 |

Country: [USA

Telephone: IW
Faw [Fla4230000 |

Cellular: IW
Frimary E-mail: lm
Other E-mail: l—

Wb Address: Iwww.mnesandcompany.con-i

* = required fields

k. I Cancel Help

Editing Search Criteria and/or E-mail Options

To edit the search criteria and/or e-mail options for an existing contact follow the steps

below:

. . . fa=
1. Click Contacts from the Features and Functions Toolbar or click on =
Tools > Contact Database > Contacts. Contacts
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2. Highlight the name of the contact to edit and click on the Edit Contact button.

Click on ‘&l to see all contacts or click on a letter to see contacts that start with that lether.

[ar] [ale|clolelFla|n]iu]kfc]u|n]alrlafa]s|rulviw]=|v]z]

N 1|

Search on Last Mame

Lreate Eontac:tl Edit Contact I Open in Client Mode | Delete Eontactl

—

Select Contact from the list

First Mame

Last Name #

4 I I
FPrint |

tiddle Mame
| Heather [ [ Ms [ Buer [ Mike |

Title Contact Type Additional Cont:

Cloze Help |

3. Click the Client Updates tab. You will see the search criterion that was added when
using the Client Update Wizard. Click the Edit button.

Edit Contact Information for Heather Jones ﬂn

Marne I Additional Informationl Associated Files | Client Updates |

Edit, Add or Delete search criteria associated to contact here.

Select Search Critenia M ame:

Search Criteria:

Froperty Tupe: Residential
D ate Created: 08/08/2005
Last Modified: 08./08/2005
Status Active

Clity Anaheim Hills [AH)
Bedooms 3+

Baths 2+

l | 0
¥ Enable Automatic Client Updake
¥ Enable Automatic E-mai
Report Farmat: I ¢
Create Mew Client deatel Edit | Delete |
Ok, I Cancel I Help I
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4. The Search Window will open. Make your changes and click OK. In our example,
we added a price range. If you don’t have any changes to your search criteria, then

click OK to open the e-mail window.

Jones Heather's Search

rSelect a Search Typet ———————————————————
I Thp _I _QK
 Select Search Criteria:
Help |
Criteria Categories List Price
> ML ] ﬁl |snnnnn-?nnnnn |
>Approw Total SgFt
rhrea
]
> Bedvooms (1] 200000+
[2] » 200000
Lesz Than |
;g:antll?arages 1) 200000- Clear
Clories [2] <200000
STEND Range:
STract # ;I [1] 200000-300000
owe Category to Bottom I
r Search Criteria Summary:
Baths 2+
Bedrooms 3+
City Anaheim Hills [4H]
List Price  500000-700000
Status Active

5. The e-mail window will open. Make any necessary changes and click OK. If you
don’t have any changes, then click OK to open the e-mail report option window.

Client Update Wizard [ x|

¥ ¥es, send Automatic E-mail notifications to this Client

Separate Multiple Addreszes using gemi-colons

*To... | Iheatheriones@yahoo. com

Cc... I

*four E-mail Address: |diane_harbeson@sbcglobal. hiet

“Your Mame: IDiane Harbeson

Website Address: I

Subject: IF‘roperties to View

Mezzage: |Check out these new listingz.

o

Signature:

[Vl &lz0, zend me a copy of thiz E-mail

0k I Cancel

LIl [«

* Required
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6. Select a different report and click OK. If you don’t need to change the report, then
simply click OK to get back to the Client Updates tab.

Client Update Wizard

r Choose a Beport: r Report Preview:

“Brief*
| “Custorner Brief*
H mer”

K
*Mo Phata Brief*
*Mo Phato Full®

Tip: Thiz iz the format in which the search results will be sent to your client. Chooze the report
which best showcazes how pou would like to prezent the results.

ok I LCancel

7. Verify any changes that you made. Be sure that the Enable Automatic Client Update
and Enable Automatic E-mail functions are selected as well as verifying the report
format. Click OK to get back to the Contacts window.

Edit Contact Information for Heather Jones n m I

Mame I Additional Infolmationl Azsociated Files | Client Updates |

Edit. &dd or Delete search critefia associated to contact here.

Select Search Criteria MName: Search Criteria:
Heather Jones Property Type: R esidential

Date Created: 02/08/2005
Last Modified: 08/08/2005
Status Active
City Anaheim Hills [AH)
Bedrooms 3+
Baths 2+

Ligt Price  500000-700000

1« | D]

¥ Enable Automatic Chient Update
[¥! Enable Automatic E-mai

Feport Format: I

Create Mew Elientgpdatel Delete |

u] | Cancel Help |
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Adding Search Criteria for a Contact at a Later Time

Let’s say you started adding a client using the Contact Database, but found yourself out
of time and did not get a chance to add your client’s search criteria. To come back in at a
later time and add the search criteria to a contact follow the steps below:

. . . e
1. Click Contacts on the Features and Functions Toolbar or click on Tools > o
Contact Database > Contacts. Corntacts

2. Highlight the name of the contact and click on the Edit Contact button.
contoets —_____________________________HMH

Click on ‘Al to gee all contacts or click on a letter to see contacts that start with that letter.

[an] (afelclofefFlalu]r]sf«fcu|nfalrlalr]s|Tlufvw]x]v]z]

Search on Last M
Sarch on Fast Hame Qeate[}ontactl Edit Contact | QpenlnEIlentModel Qelete[}ontactl

Select Contact from the list

Last Marme /| First Marne | Middle M arne | Title | Contact Type | Additional Cont:
Jones Heather Buyer Mike

M.
| | Buwe |

Frint | Cloze Help |

3. Click on the Client Updates tab and then click on the Create New Client Update
button. This opens the Client Update Wizard.

Edit Contact Information for Sally Smith nm

Marne I Additional Informationl Agzociated Files | Client Updates |

Edit, &dd or Delete search criteria associated to contact here.

Select Search Criteria M ame: Search Criteria:
<] | 2
[ Enable Automatic Clisnt Update
] Enable Automatic E-mail
Repart Fomat; I
———» | Create Hew Client updatel Edit | Delete |

oK I Cancel | Help |
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4. Enter a name for the Search Profile and click Next.

Usge thiz wizard to create a search profile and eet up the E-mail to autamatically notify wour client of
niew lisings, updates, and changes that meet their real estate needs.

r Create Search Profile

Client Update Wizard m I

Enter a Mame for the Search Profile

IS ally Srmith

Tip: Make the name meaningful. For example, if you are searching the
i aple Woods area for client "Jones" name the search “Jones Maple

‘woods."!

Click Mext to Select Criteria

5. Enter the search criteria and click OK when finished.

Sally Smith's Search

rSelect 3 Seach Type —————————

[1. Residential

2

r Select Search Criteria:

LCancel

Criteria Categories

List Price

Help

PHE

sHIML
>Approx Total SgFt

»Bedrooms
- Ci

3 [200000-300000

EXAMPLES
Greater thar:
[1] 200000+
[2] > 200000
Lezz Than:
[1] 200000-
[2]<200000

Fange:
;I [1]200000-300000

Move Category to Bottam I

:

Clear

r Search Criteria Summary:

List Price  200000-300000
Status  Active

City Bakersfield [BKSF)
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6. The program automatically selects the option to add the contact to the Automatic
Client Update. If you keep it selected, then the program will automatically e-mail the
results of the Automatic Client Update to your client. The e-mail will include new
listings, listings with price changes and listings with status changes (see Tutorial 16 —
Automatic Client Update). Uncheck the box if you do not want to include this client
in your Automatic Client Update list. The program will bypass the E-mail setup and
take you to the Client Mode. Click Next to continue.

Client Update Wizard

r&dd Contact to Autamatic Client Upd:

W es. add this contact to the Automatic Client Update’

The Automatic Client Lipdate san be tumed on by going ta the Ssarch
Menu and selecting the Setup Timed Updates option

Click Mt to Begin E-mail Setup

Hest> Cancel

7. Your client’s e-mail address (if entered in the name/contact information tab) will
populate in the To section. You can change or add additional e-mail addresses. Your
e-mail address, your name, website address, and signature will auto populate if you
entered this information in Options > Preferences (see Primary Agent and
Brokerage). Enter a subject and message. You can also request a copy of the e-mail
by checking the option at the bottom of the window. Click Next to Continue.

Client Update Wizard B I

[¥ Yes. sand Automatic E-mail natifications to this Client

Separate Mulliple Addresses using semi-colons

“Ta.. Isa\lysmith@yahoo.com
Cc I

*Y'our E-mail Address: Idiane_harbeson@sbcglnbal.nal LI

“our Marne: IDlane Harbeson

‘Wehsite Address: I

Subject: IProperlles to Wiew

Messane: [Sally.
Check out these properties and let me know what you
thirk.

o

Signature: ||

|

[Vl Also, send me a copy of this E-mail X
* Required

< Back I Next > I Cancel
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8. Select a report format for the e-mail by highlighting the report name. If you are
sending the update to your client, be sure to select a client only format. You will see
an example of the report format in the Report Preview area to the right of the list.
Click Next to continue.

Client Update Wizard m I

rChoose a Beport: ~ Report Preview:

“Brief* = — =
“Customer Brief* ——— =

Full
*Mo Photo Brief*
Mo Photo Full®

Tip: Thiz is the format in which the search results will be sent to your client. Choose the report
which best showcases how you would lke to present the results.

< Back I Mext > I Cancel |

9. The program automatically selects the option to open this contact file so that your
search criteria will automatically populate and the saved search results will be
associated to this contact. Click Finish.

Client Update Wizard m

- Open Contact in Client Mod

Would vou like to open thiz contact in Client Maode to mn the first search
associated with this client?

[V es, open this contact in Client Mode.

< Back I Finizh I Cancel
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10. The Search window opens with your search name in the Title Bar along with the

criteria that you already added for your client. Click OK to get your matching listings.

SoCalMLS CompleteSearch [Sally Smith] nn I
~ Select a Search Type; ————————
m——
LCancel
- Select Search Criteria:
Help

Criteria Categories ML #

»Approx Total SgFt |

ig:ﬁs MULTIPLE EMTRIES:

»Bedooms Use "' to separate

»City multiple entries.

»List Price (2.0 ENTRY1T.EMTRYZ)

T WILDCARD SEARCHES: Sl

»Staries Starts with: = [ ABC* ]

>TGMHO Contains: ™ = [ *4BC* )

sTract # - Character. "?' [47C ]

Move Categomy to Bottom |

r Search Criteria Summary:

City B akersfield [BK.SF]
List Price  200000-300000
Statuz  Active

11. Feel free to edit your Property Listing Table (see Tutorial 8 — The Property Listing

12.

13.

14.

Table). This becomes your initial list of properties for your client. You can print this
list for your client or you can e-mail them the list (see Tutorial 13 — E-mailing
Reports, the Property Listing Table and Financials). From this point forward, the
automatic client update function will e-mail any changes from the initial list

including new listings, listings with price changes and listings with status
changes.

Save the results by clicking on File > Save As. The program will automatically name
your file for you. Click the Save button.

Close out of your client’s results by clicking the lower X at the top right hand corner
on your screen or by clicking File > Close.

Your client’s name is still in the Title Bar so you must close out of your client mode
by clicking File > Close Contact.

Deleting a Contact

To delete an existing contact follow the steps below:

1.

Click Contacts on the Features and Functions Toolbar or click on &=
Tools > Contact Database > Contacts.

Contacts
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2. Highlight the name of the contact to delete and click on the Delete Contact button.
|

Contacts I

Click on '4ll' to see all contacts or click on a letter to see contacts that start with that letter.

[an] alelclolelefalu] rfscfcfmfnfofrlafrfs|ru]v]v=|]z]

Search on Last Name

—

Select Contact from the list

LCreate Contact | Edit Contact | Open in Client Made | Dielete Contact |

Lazt Marme /| First Marme | Middle Marme | Title | Contact Type | Additional Cont:
Jones Heather Buyer Mike

Mz
| | Buer ]

Frint | Clase Help |

3. Check the box to delete the Detete Contimaton ]

associated files with this contact and
CI |Ck OK Are pou sure vou want to delete thiz contact?

[ o, delete all ez azzociated with thiz contact

4. Click the Close button to close the
Contacts window. o | Cancel
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Associating Files

The Associate with a Contact function lets you associate files of any type (search results,
financials, CMA and Buyer Tour files) with a particular client. In our example, we are
associating a financial file.

1. Run a financial report for your client or open a saved financial file so that you are
looking at the report (see Tutorial 12 - Financials). Be sure to save your file.

2. Click File > Associate with a Contact. The Associate L Lot s Loy ik
Contact-Financial window opens. o Cose
Dpen Contact...
3. Click on the desired contact name and click the Associate [ socie wiaconer . [y
View Automatic Client Updates...
button. H save ChikeS
Save As.. F12
Associate Contact - Financial | 2 | x| I E:'I::
Click on ‘4l' to gee all contacts or click on a letter to see contacts that start with that letter. @ Send as E-mail...
[ar] [efsfclofelFalnffs xfcimnfolefalalsrlufv]w]x|~]=] & Print Financials.. Cakp
Search on Last Name [, Print Preview...
I— Aszociate File Mame: [ Print Setup..
Select Contact from List Financial Associated File
Jones, Heather & Euit I

Mitchell, Kurtis

—p | Azociete | Concel | Hep |

4. Close out of your client’s results by clicking the lower X at the top right hand corner
on your screen or by clicking File > Close.

5. Your client’s name is still in the Title Bar so you must close out of your client mode
by clicking File > Close Contact.
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Viewing Associated Files

To view a list of the files associated with a client:

e
1. Click Contacts from the Features and Functions Toolbar. el

Contacts

2. Highlight the name of the contact and click on the Edit Contact button.

N

Click on ‘&ll' to see all contacts or click on a letter to see contacts that start with that letter.
[ar [a]elclofe] Flaln]ifs[x]]m[n]alrlalr]s]r]u]vlw]=]¥]|z]
Search on Last Mame

—

Select Contact from the list

LCreate Eontactl Edit Contact | Open in Client Mode | Delete Eontactl

Lazt Mame /l First Mame | Middle M arnme | Title | Contact Type | Additional Cont:

Heather || Ms [ Buer |
Srith Sally Buyer
Kl o]

Frint | Cloze Help |

3. Click on the Associated Files tab. Click on the + sign to see a list of associated files.
Click OK to get back to the Contacts window.

Edit Contact Information for Heather Jones HEB
Mame I Additional Information | Associated Files | Client Updatesl

Highlight the file . then click Unassociate.

3;
CAPROGRAM FILESYWYLDFYREWWYLDFYRE PADATAMonesHeather_Heather Jones_ |
+-[_7] Search Results

«| |
m Indicates file nat found in the specified path Unassaciate |

ok I Cancel | Help |
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Unassociating Files

To unassociate a file currently associated with a contact:
1. Click Contacts from the Features and Functions Toolbar.

2. Highlight the contact name and click on the Edit Contact button.

e - T |

Click on ‘Al to gee all contacts or click on a letter to see contacts that start with that letter.
[an [a]e]clolelFla]u] ]/ ]k cu|n]olplala]s|Tlufv]w]=]v]z]

Search on Last Mame

—

Select Contact from the list

Qeate[ﬁontactl Edit Contact | QpeninEIientModel QeleteEontactl

Additional Conte

Kl I ol
Frrint | Cloge I Help |

3. Click on the Associated Files tab. Click on the + sign to see a list of associated files.

4. Highlight the file to unassociate and click the Unassociate button.

Edit Contact Information for Heather Jones [ 7] x]
Name | Addiionsl Information | Assosiated Fies | Clent Updates |

Highlight the file . then click Unassociate.

=1 Search Critetia
CAPROGRAM FILESYWWYLDFYRENWYLDFYRE TADATANMonesH eather_Heather Jones_
=& Search Results

c:\program fileswyldiyre\wyldfyre 7\data\jonesheather_heather jones_1.mls

| 0
m Indicates fle nat faund in the specified path, Unassociate

oK I Cancel | Help |
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5. Check the box to delete the file from the system and click OK.

Delete Confirmation [ %]

At you sure you want to unassaciate this fle from contact?

[

Canieel

6. Click OK one more time to close the Edit Contact window.

7. Click the Close button to close the Contacts window.

Printing the Contact Database

You have the option to print your contact database in three different formats: Brief
Format (information columns combined), Full Format (standard report form) or Card
Format (concise printing in vertical format).

Click Contacts from the Features and Functions Toolbar and then click E e the
Print button. Contacts

e @E|

Click on 'all' to see all contacts or click on a letter to see contacts that start with that letter.
(&) [als]clofe[[a[w[ s eIt [u[n[o]e|a]afs [t u]vw]<[v]z]

Search on Last Mame

—

LCreate Eontactl Edit Contact | Open in Client Mode | Delete Eontactl

Select Contact from the list

Additional Cont:

—_— Frint | Cloze Help |
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% It displays the default printer. Click on the
drop down box to select alternate printers.

+«+ You can choose the number of copies to be
printed.

% Select All Clients or just the one client
selected.

+ Select Brief, Full or Card Format.

+«+ The Print Orientation allows you to choose
between Portrait or Landscape.

% To preview the format, click on the Preview
button.

¢+ Click the OK to print.

Exporting the Contact Database

Contact Database Printing [ x|
- WildFwe 7 - OCR Specific Printey ———————————
-
MName: IHP PhatoSmart P1100 5 eries j

Properties Cancel

Status:  Default printer; Ready

Type:  HP PhotoSmart P1100 Series
Where:  Local

i

r~ Print Range:
® Bl Clerts
€ Selected Clent(s)

Capies H

r Options:
® Bief Format

O FullFormat
0 Card Fomat

r Print Orientation:

Pt Gluality
' ® Pagrat ’V Wedium -
A Preview

0 Landscape

You can export your Contacts to another software program as a standard text file. The
text file can then be imported into any software program that accepts text programs. To

export your client data, follow the steps below.

1. Click on Tools > Contact Database > Export. This opens the Export Contact

Database dialog box.

2. Type a name for your file in the File name field. In our example, we named our file

contacts.

Export Contact Database n E
Save in: | {al Expor I | | gl
File narne: |contacts Save I
Save as hwpe: IDutIook Test Files [*tut hd Cancel |

T |
ma
Text Files [ kat)
All Files [*.7]
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3. The file is automatically saved as a Text File (.txt) in the User directory unless you
change the directory. You can save the file wherever you like.

4. Click the Save button and when finished, a window opens to confirm the export was
successful and the path where you can find the exported file.

A |

2 recordsz were successfully exported to file 'C-AProgram
Files\WYLDFYRE\WYLDFYRE 7AEXPORT \contacts.txt'.

5. Import your file into a similar program.

Importing the Contact Database

The program allows you to import a text file from another software program into your
Contact Database. The file must be formatted properly; it must contain the same fields in
the same order as the Contact Database.

1. Click on Tools > Contact Database > Import. This opens the Import Contact
Database dialog box.

2. Find your file to import into your Contact Database.

3. Click on the Open button and your Contact Database will import the text file. A
window opens to confirm the import was successful.

Opening Associated Files for a Contact

If you would like to open any associated files that you have saved, then you need to open
the contact in Client mode versus Edit mode (that is for viewing only).

==

1. Click Contacts on the Features and Functions Toolbar or click &=

on Tools > Contact Database > Contacts.
Contacts
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2. Highlight the name of the contact that you wish to open a file. Click on the Open
in Client Mode button.

Click on ‘All' to see all contacts or click on a letter to see contacts that start with that letier.

[ar [aelclolelFlalvl [ k] el ol rlalrlE ] T o]y [w]x]]z]

Search on Last Name

Select Contact from the list

Create Contact | Edit Contact | Open in Client Mode | Delete Contact |

Lagt Mamne -

First Marne Middle Mame Contact Type

Heather 1 | | _ Buwer |

Buyer

Additional Cont:

Frint | Cloge I Help |

3. Highlight the contact from the list in the left column. When you select a contact,
then the list of saved files will appear in the right column.

4. Click on the + sign to view the list of files. Highlight the file to open and click on
the Open button. Your Property Listing Table will open with any changes that
have occurred.

oo @\

Click on Al to see all contacts or click on a letter to see contacts that start with that letter

[ar] [alefcolelFlalu]i]s e cm]nfolrlafrs]TulvIw]x]v]=]

Search on Last Mame To enter Client Mode, highlight contact name, then click Open.

I To open an associated contact file, highlight contact name,
highlight aszociated file, then click Open.

Select Contact from List Azzociated Files

<] | i

—> Open LCancel | Help |

5. Close out of your client’s results by clicking the lower X at the top right hand
corner on your screen or by clicking File > Close.

6. Your client’s name is still in the Title Bar so you must close out of your client
mode by clicking File > Close Contact.
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Exercise 10: Creating a Seller’s Net Sheet

Create a Seller’s Net Sheet for your Client using the following data:

Use any Client’s Name and Address.

Home Sales Price of $350,000

Interest Rate of 7.0%.

First Loan Balance of $150,000

$9000 for the Brokerage Fee (be sure to click on the $ option under Brokerage
Fee)

Additional Costs to include:

1. Roof Repair

2. Pest/Termite Inspection and Report

3. Reconveyance Fee

Be sure to Preview your report and Save the Seller’s Net Sheet.

Exercise 11: Adding a Client to your Contact Database

Add a client to your Contact Database and follow the wizard.

Search for a house with 3 or 4 bedrooms and at least 2 bathrooms. Their price
range is $300,000 or higher. Select a District, or City or Area that applies to
your MLS.

Be sure to add your contact to the Automatic Client Update.

When you are done adding the client, be sure to open the contact file so that you
can launch the search. Open the search window and submit your search.

Save the search results (Hint: File menu).

Be sure to close your Property Listing Table and then close the contact.

Exercise 12: Associating a File

Open one of your saved financials and Associate it with the client you added in
exercise 11. Be sure to go all the way through the wizard to get to the report.

Go back to your Contact Database and view your Associated Files for this
contact. Your financial file should be listed.



