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During September through November we plan to dféerds-on TOP PRODUCER 8i training
sessions at Florida brokerages. If you are intedeis having a session held at your office, let
us know soonest. Florida CEUs should be availtdslthese courses.

I've been considering whether to replace one ofamily phones with a new Smartphone. PC
World recently had an article expounding upon thial cost and plans available for multiple
models. If you have been considering a similarragg, you might want to check out this
Smartphone&ostof ownershipchart

During July, we were forced to cancel a numbercbesluled training sessions. Generally, TOP
PRODUCER Systems, Inc. sends out advertising reoapproximately thirty days and again at
approximately seven days prior to the session.ottumfiately, when offered in hotels, we
normally must make a hold/cancel decision fourtéays prior to the class start date. Sessions
in Grand Rapids, MI; Lisle, IL; Maple Grove, MN; &ies Moines, IA were all cancelled due
to no expressed student interest after the firstwgeks (even with a $20 discount offer). If
you want to attend a session, | encourage yousjwored to the first advertisement. To help
TOP PRODUCER 8i users, I'll often offer classes mHeeither break even or don't lose a
significant amount. But, if you desire to atterairiing at a particular location, please register
as soon as you make your decision. The longemyay the more likely that the class may be
cancelled.

During August, we'll be offering training in the @bern U.S. If you are in either Alabama,



Florida, Georgia, Kentucky,or Tennesse(or wantto travelthere),this is anothelopportunity
to get hands-on training this year. Once we'rklbaé¢-lorida, we don't anticipate departing
Florida for another training tour until sometimexn8pring.

Checkwww.DwightKitchens.com for the latest details.

Please forward a copy of this newsletter to friensisg TOP PRODUCER 8i.
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1. TOP PRODUCER 8i Action / Listing / Closing Plas

Action Plans permit you to automate the executibyoar actions. Plans schedule the delivery
of letters, e-mails, envelopes, labels, and podscam addition, they can remind your of
To-Do's and Calls which should be accomplishedne®aly, as a plan runs, it schedules the
execution of the tasks within Activities Summaryesmn on the appropriate start date.

A boon to agents is to schedule plan e-mails foTAMATIC DELIVERY. When this is
written into the plan, the e-mail is sent by thePTBRODUCER 8i e-mail server on the day
specified within the plan, without further action wour part. Therefore, the more items
scheduled within your plan for automatic delivegydamail, the fewer items showing up in the
Activities Summary on a particular day.

2. TOP PRODUCER 8i Customer Web Pages
When working with either
Listings or Closings, creating a
Customer Web Page for your
client is an easy way to deliver
updates to your clients. Of
course, should your client not be
computer literate, you may need



to stick with a printedcopyof a
client's Service Report. But,
since the Customer Web Page is
so much easier for you to deliver,
| encourage you to seriously
consider this option for all new
clients.

When creating either your Listing or Closing, tlteegn contains an icon for managing your
Customer Web Page. If you have not previouslysgaur Customer Web Page specifics, a
button is provided for this purpose. After setymy will see a URL which will take your clients
to a log on screen for their Customer Web Paganyrtase, the URL is
(http://Ssamplsl.topproducerpages.g¢orhhis URL is constant for all your clients.

Personally, | recommend that you put this URL bdtarbutton on your personal web-site. By
clicking the button, the hidden URL (otherwise kmoas a hyperlink) will take your client to
their log on screen.

When Manage Customer Web Page is clicked, your seeen also permits you to create a
Username and Password for your client. The progvdhtreate a Username consisting of the
first three letters of both the firstname and laste of your client. Generally, | recommend that
you use the whole name of your client as a userneptacing the six character generated
Username. This is easier for the client to rememien they go to log on. The program also
generates one of five passwords. For consistémegpmmend that you enter your own name,
without spaces, as the Password. Since you aeaiing to brand your name in the client's
mind, consistency of using your name enhances iyoage.

3. TOP PRODUCER 8i Cascading Plans

Assuming that you create a Customer Web Page &br eiating/Closing, it is important that

you don't inform you client of their personal Custr Web Page prior to your completion of
initial tasks. It is embarrassing if they entez thustomer Web Page and nothing appears. The
perfect solution to this is to use Cascading Eveuitisin your Listing and Closing plans. This
sequences events so that certain events are petligaon the completion of an earlier event.

If the earlier event is not marked done, the neeihéwill not be shown for action.

An example would be reflected in the followingilng plan tasks

Create W script and add 800-number to signs and marketing To-do 2 days After listing da

L e L i 1 days After ‘Stage b
send client web page e-mail ro-do buyers'is completed
b 5 COMmMpMETEd

Above, the IVR script is one of many intial taskdore specifically, it is planned to be



accomplishe@asoneof manytasks,on the seconcday of thelisting. But, the taskof notifying

the client that you have made them a Customer Végje 5 dependent upon the completion of
your staging the home. ONLY AFTER you have marterl"Stage home to showcase features
and attract buyers" as completed will the task dsdient web page e-mail" be reflected in both
the Activities Summary task list and the Listingdtivities / Incomplete task list. Therefore,
since it does not show until a preceding activstgompleted, it insures that you have progress
to report when the client first opens their pers@ustomer Web Page.

Note that the above is made up of two To-Do's.sPbsit would have been more efficient if
the dependent task had been changed from a To-Biw EBmail. The activity could have been
setup as the automatic delivery of an e-mail messagg merge codes for the client's
Username: first name and last name without spaceisthe Password: "yourname". In this
case, once the "Stage Home..." task was marked tteme-mail would have been automatically
delivered without further action on your part. @ragain, as you design your plans, consider
ways to automate standard tasks.

4. TOP PRODUCER 8i maintenance changes (part 2)

Hopefully, you have worked on familiarizing yourseith changes mentioned last month.
We'll now discuss some of the other changes whigfhibe of interest.

The Leads screen now provides as Associates tdbyad within the Contact Record. Makes
it easier to manually enter data with both primemng secondary points-of-contact prior to
converting to a Contact Record.

Again, like Contact Records, you now have a MasskNIxone option for Lead Activities.
A new Marketing option offers a "Perform Mail Ow#lection to run a wizard.

You may now create letters and e-mails from sctatoHonger first needing to copy one of the
previously written templates.

If you are familiar with the process of Listing/Glag/Transferring properties, a new Transfer
Property option has been added. You may now "Team$osing as primary and keep a record
of the sold property".

The Closing Summary screen now recognizes thanyayibe dealing with both a Seller and a
Buyer. Therefore, it now includes both Buyer amilé® columns.

Check these out and we'll discuss more changesmexth.

TOP PRODUCER 8i has added significant maintenaheages during the May release. Check
them out for yourself.

5. Two Useful Contact Types



| recommend that you add a Contact Type to eaelmtdirecord with your preference for
message delivery, i.e., if they have both a staddtess and an e-mail address, | would prefer to
send a less expensive e-mail rather than a morenske letter (in most cases). Therefore, I'll
add a Contact Type of DELIVER BY E-MAIL to their otact record. Alternatively, if they
either do not have e-mail, or prefer letters, | ldoenter a Contact Type of DELIVER BY
LETTER. Now, whenever | send a message to a gobafents, | perform two advanced
searches, each including the group to whom the agesshould be delivered as well as the
DELIVER BY ...... gualifier. In this fashion, thesvho request letters are mailed copies, which
those who may receive e-mails receive an electrompy.

Unfortunately, you may also have some clients foom only FAXes or telephone calls will
do. Therefore, add two more Contact Types, DELIMBEERFAX, and DELIVER BY PHONE.
Hopefully, you will have few of these clients.

6. Community-School Reports vs. Market Snapshot

Recently, while teaching, we made a comparison &etvthe Community & School report
generated from within TOP PRODUCER 8i and the Mafkeapshot service provided under a
monthly subscription. It quickly became apparéat tvhile the Community & School report
permits you to compare two zip coded areas, itdakt of energy to generate for a specific
client. You are required to choose the range fiteenzip coded area (1, 2, 5 miles) in which to
search, and you need to conciously select the Huleeols you desire to display. It's quickly
published to the web, so that you may deliverrbtigh a hyperlink within a client directed
e-mail.

In contrast, the Market Snapshot may be initiatgd Ipotential client, scheduled for a frequency
they desire, and unsubscribed when desired. Ybthgdead, yet Market Snapshot consistently
delivers information about the local market anddbmmunity with not additional effort on

your part. If you were to use the Community & Sahe@port for 50 leads arriving in TOP
PRODUCER 8i this month, you would spend a great detame setting up each report and
e-mailing the hyperlink. With Market Snapshot,tiself subscribe (although you could do this
for them as well), they quickly get the report, aioadh have a lead for follow-up. With no limit
on the number of clients who are on the Market Shapservice, you could have everyone in
your database receiving updates with no recurratigms on your part. For my money, at $79
per month, Market Snapshot is ‘worth it's weighgahd".

7. Storing External Documents within TOP PRODUCER 8

During a June class in Edgewater, MD , | misspakeie significant point. | was asked about
storing documents within TOP PRODUCER 8i. | stateat it could not be done. | was
incorrect and want to set the record straight.

If an incoming document has an attachment, whenlimked with the contact record, the



attachmenis alsolinked. Thereforeif you desireto savecopiesof contractsdiagramsletters,
etc. with your contact records, you merely needubthem in an e-mail as an attachment, and
send them to your own e-mail address. | suggeastath you title your e-mail, please put "with
attachment" at the end of the title. This willingbu later as you attempt to see which e-mails
contain attachments within your Contact Recordsvlies - Complete section.

Once the e-mail arrives within your system, linkoitone or more Contact Records, such as
your own and that of the Seller, Buyer, Loan Offjdeawyer, etc.

] "Performance Bicycle” <pb_webdeals{@emails.perfor Anniversary Savings on Clothing
I] Campmg World™ =c|:arnpmgwu:nrl-:ﬁ[&‘)cammngwurld chtah Save Big during our Outdoor & BV
hYmﬁﬁem%raﬁeﬂm‘MEhEngﬂe}ﬁmEﬁ?&!@ i +B

7 Links ]

PURLISHED BY SUNBELT SOFTWARE

Click the Link icon and associate the incoming e-mail

4§
‘0’ ViStaNEWS with one or more Contact Records

Then, click the Add Link menu shown below:

[ "MOMNEY Magazine” <Money_Magazine@zt03 net= Your MOMNEY Subscription Inf

7 "Performance Bicycle" <pb_webdeals

|l Campmg World™ ﬁcampmgwnrlu’@camm

fﬂ?ﬂm‘&wdz*ﬁmaﬂatﬂrﬁaarc}tﬁi@mﬂmﬂtﬁ?
Vistaews <do_not_reply@vi ﬁ‘iﬂ!

Click to add one or more links

Here you perform a search to find the Contact Recto which you desire to link. Check off
the appropriate Contact Records and when you tiitk to Contacts, the links will be
established.

But, it is not intuitively obvious where that docant is stored. If you merely go to a Contact
Record's Activities Tab, and select Complete, yeei &l the incoming e-mails associated with
that Contact Record. Should you merely click tle¢gtér Icon (View Email Message), you will

see the e-mail, but not the attachment.
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Alternatively, when you click the title of the e-ihat opens a different window.



| Additional Software Programs 2008-06-01 Email
[l Fw. Top Producer 8i - HandE.fprp Training 2009-06-01 B 3Zam Rece
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Alternatively, when you click on the title of the e-mail, another windows opens, which contains your e-n

attachment(s).

Home = Calendar = Activities Summary = View Activity

ACTIVITY

ACTIVITY TYPE

Received Email

ACTIVITY DETAILS

Fw: Top Producer 8i - Hands-on Training

Description
| Assignedto Dwight Kitchens
Date 2009-06-01

Drop from Activities U after activity date
' Priority Hgh

CONTACTS

Contacts

Kitchens Dwight, Phyil

TEMPLATE

Template

Email Attachments HolidavInn Proposal- 518496

Fact Sheet.doc

NOTES

1. Click the Email Attachment to seeth
“document.

2. Click Openio download and opentl

.

File Download

or save this file?

oliday Inn Proposal-Fadt Sheet.doc
rosoft Word Document

Ltopproducer8i.com

Save

|

 SE

™ = | While files from the Intemet can be useful, some files ¢

3 W  ham your computer. i you do not trust the source. do

save this file. What s the nsk?

e

Now that you have the document in question open,ay read, print, etc. Should your
document be in its' native format, you should ble & modify it at this time. Alternatively, if

you converted it to a .pdf document prior to attaght to your message, it is stored in a smaller

format but is no longer editable without documemtiversion software. Therefore, a word
processing document without signatures would bea gandidate to keep in its' native
format. You can then open it later and make chandéternatively, a word processing
document with signatures needs to be scanned aed saan uneditable document. It would
likely be stored either as multiple pictures (.fpgnat) or continuous scrollable pages (.pdf



format).

In any case, documents may be stored with the €CoR&cord, but viewing the document is a
separate step from viewing the e-mail to whichasvattached.

| hope that this helps if you are interested inmistpdigital copies of all your processing
documents within TOP PRODUCER 8i. Should you hgwestions, give me a call.

8. Smart Defrag by 10bit (free)

Last month | mentioneddvancedSystemCare(free), a good program to maintain your
computer's internal operations. This month, | @sgjghat you download the fr&€enartDefrag
(also by IObit). While primarily a defragmentatiprogram, it permits three levels, a 'defrag
only', a 'fast optimize', and a 'deep optimizelapt The latter, ‘deep optimize' moves the most
often used programs to the front of your hard diske, permitting them to run more quickly.

Between Smart Defrag and Advanced System Carerrdo@r of my computers appear to both
start more quickly and load programs more quickREALTORS often complain that over time
their computers have slowed down. As more programsdded, this is a common occurance.
But, these two programs appear to help overcomadbemulation of 'trash' which clutters our
computers. They will help improve your computeesformance. Unfortunately, they don't
automatically release memory by turning off theaekmn of unnecessary programs (something
you fix by judicious use and configuration of mstigrexe). And the more memory you can
give to a program, generally, the faster it wilhru

9. Using a Virtual Assistant to setup your practie

For many agents, converting to a more automatedtipeais difficult. Everything has been
previously run outside of TOP PRODUCER 8i. Gettimganized may be a challenge for some
REALTORS. | suggest that if you desire to beconmenorganized, but don't want to do the
work yourself, hiring a Virtual Assistant (VA) sp@cally for setting up the system is often
valuable. Of course, it helps if you know what weant to accomplish, as you need to provide
some direction. A Virtual Assistant can certaiblyild Marketing Library categories, load your
paper/electroinic documents (letters, e-mails) yuar libraries, build plans which use your
Marketing Library materials, set up auto-apply ptales, design flyers, and perform other
critical tasks to get you up and operating. FOSthREALTORS who lack typing skills, a
Virtual Assistant is invaluable to get your systemand running quickly. You may be able to
handle the daily work, but setting up a system b@ynore than you are personally willing to
do.

Prior to an initial discussion with a Virtual Asist, | suggest that you start collecting the
documents needed once a VA is employed. If yoe slmscuments and document templates on
your computer, determine which would fit in a neygtem. If you merely have printed copies
of old letters/e-mails, you might consider provglihese copies to your newly hired VA. Find



anyscriptsyou use. Find checklistsyou usefor Listing andClosingtransactions How might
they fit into your automated system? Think abobattype of flyers you want to advertise you
Just Listed properties. The more you think abdusitwou want done, the more definition you
can provide to the work to be performed by your n&v

You might not have the time to send all your docats¢o your VA. In this case, giving the

VA remote access to your computer may make senkere are a number of programs which
permit your VA to access your computer from theadtion. This would permit the VA to use
files currently stored on your computer in buildyaur TOP PRODUCER 8i system. Programs
such adJltra VNC RemoteSupport(free),LogMeln, Radmin3, andRealVNCwould all work.

If you choose this option, which | encourage, pteiasure that personal files, to include
financial records, are not on the computer to wiyich give access. Better safe than sorry.

10. Training Schedule

3-4 August 2009 Northern Kentucky Associatimof REALTORS, Florence, KY (7660
Turfway Rd. Florence, KY 41042) 12 CEUs included

6-7 August 2009 Louisville, KY (Holiday InnLakeview-Louisville North, 505 Marriott
Drive, Clarksville, IN 47129)

10-11 August 2009 Nashville, TN (Open to all REAORS, RE/MAX Elite, 109
Westpark Drive, Brentwood, TN 37027)

13-14 August 2009 Birmingham, AL (Hampton Inn &Suites, 4520 Galleria Blvd.,
Hoover, AL 35244)

17-18 August 2009 Georgia Institute of Real Edia, Atlanta, GA (5784 Lake Forrest
Drive NW, Atlanta, GA 30328) 14 CEUSs, lunches inclded

24-25 August 2009 Tallahassee, FL

27-28 August 2009 Gainesville, FL (Comfort Inn& Suites, 3440 SW 40th Blvd,
Gainesville, FL 32608)

Agent.signature

IMPORTANT NOTICE. The sender of this email (SSAMPLS- Dwight Kitchens) is an independent marketer of thirdparty software and technology
and provider of related training and support services. All taining, marketing, sales activities, representations, commucations and other conduct of
"SSAMPLS - Dwight Kitchens" are its own exclusive responibility and in no event to be attributed to any owner or venar of software or other
technology. The sender of this email is not employed or@orsed by, an agent or representative of, nor in any way affdted with Top Producer. Any
use of its names, logos or trademarks does not imply managemeobntrol or responsibility by Top Producer concerning the lisiness of "SSAMPLS -
DwightKitchens", and any purchase or license of Top Produa® software or technology is governed solely and exclusively ke written (or
electronic) agreement you enter into with Top Producer.

Should you need Virtual Assistant services, considesither Team DoubleClick, a TOP
PRODUCER Systems, Inc. Preferred Service provideQr BestAgentBusiness.com







