Creating a Vendor Report (aka Activity Report)

1. Search for your Property and open the property card

Full View

For Sale | Features | OF Resources | O /Contracts | Commission

- o b = B TR
> Communication Agents & Contacts

> Listing Details Status Available B Clone This Listing
Vendor Preview Link

] »

For Sale/Lease

For Sale
Type* Residential B
Category * House B

New Property / Development

Sale Method Private Treaty B
[T Listed as Auction
Authority Exclusive B

Property Name

2. On the left panel click the Inspections & Attendees OR Prospective Buyers tab (If the matching left panel is
not visible, click Full View in the top right-hand corner of the Property Card)

Add By Appointment

19/06/2014 09:00 AM - 09:45 AM
8 Attendee(s) Add Attendee

| »

20/05/2014 10:00 AM - 10:25 AM
0 Attendeel(s) Add Attendee

All Viewers Activity Report
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3. Click the All Viewers (if in Inspection & Attendees) OR Contacts / Follow Up (if in Prospective Buyers) button
to open the Viewers panel

Filter: Inspection B From B To B Filter Contacts B Reset Filter

Contact @ Last Source #Enq #insp #Offer Interest Contract S$Feedback Ongoing Follow =
Activity Taken Interest  Up
Alexander Tanner  19/06/2014  Hewspape [ 1 [ 875,000 sl
AndrewStead | 08/10/2013 | Newspaner 0 1 0 Het i} 4 ]
Bob Thomas 1012/2013 | Word Of Mouth [ 4 0| Het o i
Danielle Hunt 08/10/2013 | +Acd 0 1 0| +add ] i i
Gabe Knowles 0571172011 0 1 0 ] o o
George Smith 19/12/2013 | +4dd 0 1 0 +Add o ]
Harry Crane 05/11/2011 | Realestatecomau | 0 1 0 m =] =]
Helen Davies 18/06/2014 | Domain com au 1 2 0 +Ad =] 0 0
Helen Smith 20/03/2013 | Domain.com.au ] 2 0| Het 500,000 =]

4. You can edit feedback by clicking the arrow next to each contact, you can edit the source, interest levels etc
by click +Add in the corresponding column

Filter: Inspection From EI To EI Filter Contacts B Reset Filter

Contact @ Last Source #Enq #Insp #Offer Interest Contract S$Feedback Ongeing Follow - Add contact
Activity Taken Interest  Up

Alexander 19/06/2014 Newspape 0 1 0 875,000 B + Quick Action
Tanner

m

19/06/2014  Inspection

= Click to edit
Andrew Stead  08/10/2013 Newspape 0 1 0 Hot [} 4 0
Bob Thomas 1012/2013 Word Of Mouth 0 4 0 Hot B | 1100000 a
Danielle Hunt 08102013 | = Acd 0 1 0 +Add i} a i
GabeKnowles  05/11/2011 Database 0 1 0 O | 1250000 ] ]
George Smith 19/12/2013 +Add 0 1 0 +Add ] ]
Harry Crane 05/11/2011 Rezle 0 1 0 B | 1205000 o a

5. You can sort and filter viewers of the property by name, date, inspection type, price feedback, interest
levels and flag for follow up or if they have ongoing interest

Prospective Buy 1 Jones Street, Copacabana (30 Contact(s) Found)
Filter: Inspection B From IZI To B Filter Contacts IZI
Contact @ Last Source EHEP“[ Viewers Interest Contract SFeedback Ongoing Follow
Activity Contract Holders Taken Interest  Up
[T Hot
p Newspape Cw - 275000
Alexander Tanner | 19/06/2073  lewspape - Yarm werm £75000 B )

["] ongoing Interest

Andrew Stead 08/10/2013  Mewspaper ] Follow Up: Yes Hot [} 1) 0 sl
("I Follow Up: No
Bob Thomas 10/12/2013 | Word Of Mouth ] a [l Hot 0 1,100,000 =]

6. If you click on the contacts name the contact summary will open and you can use the action icons to open
the contact, send an email, SMS, e-newsletter, log a note, meeting or task
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Prospective Buy

Filter: Inspection |ZI From B To B Filter Contacts |ZI Reset Filter

>

Contact @ Last Source #Enq #Insp #Offer Interest Contract $Feedback Ongoing Follow - Add Contact =
Activity Taken Interest  Up
Alexander Tanner  19/06/2014  Newspaper 0 1 o Warm 875 B
0 1 0| Ho O 4( B + Quick Action
active @ (CCEET 0 1 0 | Hot a 00 ] 1+ Quick Action
. Alexander Tanner Add 0 1 0 | +Add ] O =
Database 0 1 o Warm ] 250,000 ] ]
E alexander@agentbox.com.au
M 0418954214 +Add o 1 0 | +Add o E + Quick Action
H - - R
au | 0 1 0 | cod ] 205000 @ O + Quick Action
Helen Smith 20/03/2013 | Domain com au 0 2 0 | Hot 500,000 =]

7. Click the + Quick Action button next to each contact to complete further actions e.g. Email
Contract/Documents or View Contacts Activity (all properties in your database they have inspected or
enquired about)

e Add Note - When adding notes, choose whether to include this note in Vendor / Landlord Activity
Report(s) with the new ‘Display to Vendor’ checkbox.

Prospective Buyers - 1 Jones Street, Copacabana (49 Contact(s) Found)

Filter: Inspection ¥ | From v To v | Filter Contacts v

Contact @ Last Source #Eng #insp #Offer Interest Contract SFeedback Ongoing  Follow + Add Contact -
Activity Taken Interest  Up
Alexander Tanner 19/06/2014 = Newspaper 0 1 0 Warm o 873000 ) " ic
And Stead 08/10/2013  Newspap: 0 1 0 Hot 1,040,000 o
rew Sies - Fuseees View: Alexander Tanner
> AshleyRay Fetham ~ 24/10/2013  +Add 4 3 0 +Add +Add DEIEERSELY)
‘Add Contact Note
Bob Thomas Word Of Mouth 0 4 0 Hot 1 ! Add Contact Appointment
Add Contact Task
) Brian Wayne /i 015 | Domain.comau 0 1 0 Hot + Add
Apply Activity Schedule
Christine James 27/02/2015 | Webste 0 1 0 Cold Add Property / Appraisal
Send Email
Craig Brogan 1 0 +Add ’ — -
POl vaniclc Hunt 0810/2013 | +Add 0 1 0 sAdd +Add SendSMS
Add Enquiry
David Brown 21/04/2013 | +Add 0 1 0 sAdd +Add Pl
-+ Email Contract/Documents
) David Avery 13/05/2015 | Realestate com.au 1 2 0 Warm + Add
-+ Submit Offer
Gabe Knowles 05/11/2011  Datzbese 0 1 0 wam 1250000 + Add Note

Gavin Waters. 07/05/2015 | Open House ] 1 0 Warm +Add + Quick Action

8. Once finished, select Activity Report at the bottom of the screen (or from the left-hand side panel).
9. Your Vendor/Landlord Report will appear on screen for editing

*Note: The report will automatically populate data where applicable e.g. property photos, inspection feedback.
If you would like to copy manually entered data from a previously created report for this listing click the View
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Previous Reports icon in the top right-hand corner and select Clone Activity Report (this is for previous reports
sent via email only). Your vendor report may have a different layout.

Create Activity Report

Step 1 of 2 - Edit your report

Presented by:

Jane Smith
0401889755
jane@agentbox.com.au

Presented to:
Bill johnston

8 Farnell Street, Curl Curl

Activity Report  reriod: 17 jun 2011 1001 var 201

Campaign Overview

i T, DaysonMarket €2\ Current Advertised Price :
1 1 /] 2450 \® ) offersover $3,500,000 '
i ) N 1
i bRt 5

10. Once complete, select Preview to preview the template or Proceed to Print, Save and / or Send via Email.

*Note: If you choose to Print PDF without saving, a copy will not be stored against the listing. Please also select
to save.

Step 2 of 2 - Send / Print your report View Previous Reports

A

- * .
B Note: be sure tq select Save, to
store a copy against the property
which can be viewed under the

cdiBeciien: Please enter Name

Delivery To Michael Johnson [Emick@agentbox.com.au] . .
View Previous Reports button at
the top right-hand corner of the
panel.
SepvET Office: Agentbox Training com.au) B
Subject * 1
ez Format - Fontfamily = Fontsze v iZ 3= [
|A-Z- |8 Fum @0 ==
\ |—x x| @ # 4
Regards,
Jane Smith
Agentbox Training
F: 029310 7232
M: 0400000000

W: agentbox.com.au
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Edit Sections

Property Photo

Click the Property Photo to select a different image, click Save to insert.

Select Image:

Campaign Overview

e To Add/Edit/Delete the statistics icons click inside the red dotted lines to open the section editor. Add

text to create an icon, edit text or delete text to delete icon click Save.

*Note: The fields here will automatically populate based on information you have added against your listing

e.g. Open homes, enquiries etc.

e Open Homes

e Viewed by Appointment

e Enquiries

e Days on Market

e Advertised Price

e Internet Statistics (Max 4 lines, a separate section to expand on marketing can be added to page 2 of

the report)

. Create Activity Report
e Marketing Snapshot st o 2- Bt yourrort E—
e Contracts Issued
e Offers E—
Activity Report ooa ™ per—

Intro title Campaign Overview

Intro comments

Campaign Overview

Statistics title Campaign Overview

Open Homes opens: 10| viewings: 1

~T>._ Dayson Market i
’,\ Y Viewed by Appointment 7
i 7] 2450
AN % Enquiries 2
Days on Market 2450

Advertised Price Offers over $3,500,000

Open Homes
Intermet Statistics
i opens: 10 | viewings: 1

JR—
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Report Title, Address and Period

e To change the report Title from default (Activity Report) click inside the red dotted lines to open the
section editor. Edit the Title field and click Save.

e The property address will be populated from the listing card.

e To change the Period click inside the red dotted lines of the Activity Report to open the section editor.
Scroll down to the Details Display section and edit the Period From, Period To date fields.

Price Feedback, Interest Levels, Enquiry Source Charts

These charts will only populate if price feedback, interest levels, and enquiry source data has been
logged when adding your enquiries and inspections to a listing.

e To edit this data return to the listing, click on Prospective Buyers on the left panel, click
Contacts/Follow Up and add/edit/delete as required.

e If nodatais present e.g. no enquiry sources added then the chart will not appear.

e If you would like to hide a chart, click inside the red dotted lines of the Activity Report to open the
section editor. Scroll down to the Details Display section and from the Include checkboxes deselect
from Enquiry Source Chart, Total Interest Levels Chart, and Price Feedback chart and click Save.

e Toremove 'Unknown' data where some contacts have not provided feedback, click inside the red
dotted lines of the Activity Report to open the section editor. Scroll down to the Details Display
section and from the Include checkboxes deselect N/A in price feedback & interest levels charts and
click Save.

Price Feedback 46% (#6)

Current Search Price: $500,000
Between $475,000 and §525,000
Below $475,000 Seres
Abowve $525,000 398 [#55

Understanding the Price Feedback chart.

The price feedback chart consolidates all price feedback received during the campaign, comparing against the
listing's search price to sort feedback into three categories: Below, Within and Above a specified percentage
of the Search Price. The percentage used can be configured as a default (3%, 5%, 7% or 10%) and also
overridden per-report.

To configure this percentage click inside the red dotted lines of the Activity Report to open the section editor.

Scroll down to the Details Display section and select the desired range from the Price Feedback % field and
click Save.
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Example: For a listing with a Search Price of $500,000 and where the Price Feedback calculation is set to 5% it
will display the 3 options below.

x  The price feedback chart will display "Below $475,000"
x  The price feedback chart will display "Between $475,000 and $525,000"
x  The price feedback chart will display "Above $525,000"

The number of contacts who have provided feedback in each price range is now also totalled and displayed on
the donut chart in addition to the percentage.

Enquiries
In this section, we can see all enquiries logged against the listing.

e Ifno enquiries have been logged the section will not appear. This can be edited in the Viewers section
of Inspection Feedback

e If you would like to hide the section, click inside the red dotted lines of the Activity Report section
above to open the content editor. Scroll down to the Details Display section and from the Include,
checkboxes deselect Enquiries section and click Save.

e If you would like to Edit an existing comment, click from the table to open, edit the comment and click
Save. Please Note, any changes made will overwrite the original comment not just for this vendor
report.

e If you would like to hide the enquiry/feedback it will not permanently delete this data it will only hide
from this report. Click to edit a comment and select Display Enquiry - No and click Save.

Edit Enquiry

Warning
original ct

any changes made will overwrite the
-omment not just for this vendar report
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Inspection Viewers

In this section, we can see all inspection feedback from open homes and private viewings logged against the

listing.

If no inspection feedback has been logged the section will not appear.

If you would like to hide the section, click inside the red dotted lines of the Activity Report section
above to open the content editor. Scroll down to the Details Display section and from the Include
checkboxes deselect Viewers section and click Save.

If you would like to Edit an existing comment, click from the table to open, edit the comment and

click Save. Please Note, any changes made will overwrite the original comment not just for this vendor
report.

If you would like to hide the feedback it will not permanently delete this data it will only hide from this
report. Click to edit a comment and select Display Enquiry - No and click Save.

Price feedback, interest levels, contract taken data can be edited in the Viewers section of Inspection
Feedback for the listing.

Ongoing Interest

In this section, we can see all enquiries and viewers who have been flagged with the tag Ongoing Interest. This
can be edited in the Viewers section of Inspection Feedback for the listing.

Offers

If no ongoing interest has been flagged the section will not appear.

If you would like to hide the section, click inside the red dotted lines of the Activity Report section
above to open the content editor. Scroll down to the Details Display section and from the Include
checkboxes deselect Ongoing Interest section and click Save.

In this section, we can see all offers logged against a listing. These can be logged in the Offers and Contracts
tab or in the Viewers section of Inspection Feedback for the listing.

If no offer has been logged the section will not appear.

If you would like to hide the section, click inside the red dotted lines of the Activity Report section
above to open the content editor. Scroll down to the Details Display section and from the Include
checkboxes deselect Offers section and click Save.
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Activity Timeline
This section provides an overview of all listing activity in chronological order.

*Note: For optimum results, when using the Activity Timeline we recommend hiding the individual enquiry,
inspection and offer sections as this section combines all that data into an easy to read timeline.

Individual Note & Phone Call records logged against Prospective Buyers will appear alongside other activities
such as enquiries, inspections & offers.

e Configuration options provide flexibility to display or hide the new Activity Timeline section and when
enabled, additional options allow you to manage how activity is displayed:
o Total Campaign [All Activity] - Displays all activity against all contacts, regardless of the period.
o Total Campaign [Ongoing Interest Only] - Displays all activity against all contacts marked as
having 'Ongoing Interest’'.
o Period Only [All Activity] - Displays all activity against all contacts, where at least one activity
was within the report period.
o Period Only [Activity within Period Only] - Displays only activity that was within the report
period.
o Click Save to insert and view your activity timeline.
e |f you would like to hide the section, click inside the red dotted lines of the Activity Report section
above to open the content editor. Scroll down to the Activity Timeline section and select none in the
dropdown and click Save.

Activity Timeline

@ Enquiries: 1 m Inspections: 1
Mon3pec (D) Enquiry

Would like to find out next inspection time

sat1Dec  []) Inspection

& Kevin Johnston
m Inspections: 1 (%) price Feedback: $1,950,000

Sat 1 Dec m Inspection

Tasks Completed
In this section, we can see all completed tasks logged against a listing.
e If no tasks have been added and completed the section will not appear.
e |f you would like to hide the section, click inside the red dotted lines of the Activity Report section

above to open the content editor. Scroll down to the Details Display section and from the Include
checkboxes deselect Tasks Completed section and click Save.
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