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I. Introduction:

Welcome to the brokerDot’s ReportingBroker.com commercial realty website system. We’re here to help; if you take a moment to read through this brief synopsis, however, we’ll get you up to speed quickly on using your new system. If you need assistance, please email: support@brokerDot.net

II. Key Elements

Knowing the basic flow of the website will save you from a great deal of headaches. The basic flow to be aware of is:

Add a contact first (if they’re not already in your system); then add the building or project for that contact name; then upload any documents or images or videos for that building or project; then associate those documents to the project or property.

III. Getting Started

To get started, find and click the ‘login’ button. This is the same button and area that your clients (building owners, tenant reps, etc) will use to login. Enter your username and password. If you’re identified as an ‘administrator’ – since you own the website you will be – you’ll (a) automatically be directed to the admin homepage and (b) see a whole new line of administrator functions and tools appear in your website navigation.

Admin Homepage: The admin homepage is the area where you can control most aspects of your website. For instance, simply click into and modify the text in the ‘homepage message’ section at the bottom, then hit ‘save.’ This new, modified text will then greet each new visitor to your site.

Calendar: As events are added for your properties and projects, they’ll appear within the calendar. While there are several views to the calendar, the view from the admin homepage allows you to mouse over specific days to get a ‘snapshot’ of the day. Clicking on the day will bring you to the full, descriptive entries for 3 days worth of events (the chosen day plus one day previous and one day forward). You can also ‘jump’ to a complete month worth of scheduled events by using the drop-down menu to switch from the current month. To add an new event to the calendar choose the ‘add event’ link in the links across the top of the screen.

Administrator Notes: This small note pad is a handy place for you to include notes to your staff and reminders for yourself. Any admin notes added within the ‘add event’ process can automatically be included on this notepad for an easy, quick reminder of tasks to be accomplished.

Our Contacts: This section allows you quick access to each of your clients based on category. You can add a *new* contact by clicking on the ‘add contact’ link in the main navigation.

Our Properties: This is a list of all the properties in your brokerDot system. Properties marked ‘inactive’ are shown in light gray text. From this area you can choose a property and modify its details, manage associated documents and images for a building, and set permissions per user for different levels of access. In addition, you can print press releases, renewal letters, and other printable documents. To add a *new* property, make sure the building’s owner is listed in your contact list, then click the ‘add a property’ link in the main navigation.

Our Projects: This section will allow you to quickly jump in and modify existing projects (for tenant reps) or view the events filed for each project or associate uploaded documents with a particular project. Simply choose the project name, choose the action, and hit ‘go.’ To add a *new* project, use the navigation at the top of your screen, making sure to have first added a contact in your system for whom the project will be started.

IV. Adding Contacts

You can add contacts into the brokerDot system by clicking the ‘add contact’ link in the upper navigation. It’s important to note that when adding a contact, you can define them a specific type of client, but also that you can easily change that designation in the future – if, for instance, a prospect became a buyer. 

When you add a contact, the client reference name should reflect a username format, or, plainly, the type of format appropriate for a file folder tab. For a client like ‘International Amalgamated Insurance Holdings, LLC’, the client reference name should be ‘International’ or ‘IAIH’ – this will be used to relate buildings and projects as well as serve as the username for that contact, so it should be short and sweet. The field below that (‘Client Descriptive’) allows for the full and complete working name of the company.

For multiple email addresses, separate addresses with commas – when you file an event for a building or project for this client, each member in this email list will be copied.

V. Adding Properties and Projects

Once you’ve added a contact to your system, you can define multiple buildings and projects for that client. For instance, a client may hire you to sell their two old facilities and find them one new location. In this case, the contact would have 2 properties listings (and details for that listing would appear on your site), and 1 project listing (to detail each of your activities leading to finding the new location).

Add a Property: In this scenario, you’d click the link to add a property in the top navigation.  If the building should be displayed on the website, choose ‘active’, if not, choose ‘inactive’ – you can switch or change this setting at any time. Enter the price and your fee for this property. Then choose which categories the property will appear in on your website. If a building is primarily ‘for lease’ but is also available for sale, choose ‘lease’ for the first type, then ‘sale’ for the secondary modifier. If the building is for sale, and you’d like to ‘feature’ the building, choose ‘sale’ in the first column, then ‘featured’ in the second. When a building has been sold, switch the first choice to ‘SOLD’ then resave the building.

Next, enter your marketing budget for the property and set the expiration date (if not 6 months from the date added) – the system will remind you to renew the contract one month before the expiration.

Complete each additional field where information is available. For unused fields, enter nothing; these fields, then, will not appear within the property description. Hit ‘add this property’ for the building or land to be added to your website listings.

NB. The property will then be available for the public to see on your website, unless you define the property as ‘inactive’ – only the building owner will be able to login and see the details regarding your events and specific documents.

Add a Project: You can also add project plans for any contact already in your system. Click the ‘add a project’ link in the main navigation at the top of your site. Choose the type and space type of the project, then name the project in the field marked ‘Project Description’ – for instance, call a particular project, ‘office re-location’ or ‘new factory location.’ Then, using the ‘Client Reference’ drop down, choose one of your existing clients in the system to which the project will be associated. 

Describe the location, physical, and financial requirements of your client. In the ‘overview’ of each of those sections, enter keyword terms, separated by commas to allow for an easily searched group of projects. For instance, in the ‘location overview’ field, enter “Cincinnati, Cleveland, Columbus, Akron” and in the ‘physical overview’ field enter “T1, parking lot” – You can use the larger requirements boxes to more completely describe your client’s needs in full sentences and running narrative. Hit the ‘add project’ button to save the project into your brokerDot system.

NB. The project is only available to clients who login with their user name and password.

VI. Uploading Documents

Clicking the ‘upload files’ link in your main navigation allows you to add images, documents, and movies to, primarily, each property or project in your system – but, also, you can upload documents, like your resume or monthly reports to your ‘about us’ section of your site.

To upload a file, simply choose the folder in which you’d like to place the document or image – placing all your PDF files in one folder, for instance, will help you keep your documents in order as you add multiple files. Hit the ‘browse’ button to choose the file from your hard drive, then hit upload. The file will save to the space on your website server. NB. Large files will take a moment or two to upload.

Naming Standard: For documents associated with particular buildings, it is a great idea to use the naming standard tool at the top of the page. While this is highly recommended for most files, it is a necessary step to define the main jpeg image for a property: Choose the property from the drop-down menu, choose ‘front photo 1’, then choose the type of file, ‘JPG’ – this will RENAME the file to include the name of the property. You can see the new name of the file in the line marked ‘will be renamed as.’ In a fictional case, the file named ‘NewPhoto-Winter’ would be renamed ‘ClientName_StreetName_dateAdded_typeofFile’


To upload a file, such as your resume, simply scroll to ‘#5 Library documents’, browse your hard drive, upload the file – it’ll appear on the ‘about us’ section of your website.

To upload a file, such as a Microsoft Excel sheet of available properties for a project, scroll to ‘#6 upload project documents’, choose the file, and upload it.

Deleting Files: To delete a file from your website server, simply click the ‘[X]’ button behind the name of file, confirm your choice, and the file will be erased.

Once your files are uploaded you can associate a file with one or more project or property. Simply click to your admin homepage, and choose either the property of project name in the appropriate section. Choose to modify either the ‘images’ or ‘documents’ for that property, hit ‘GO’. You will be able to give the document a name suited for your client (for example, ‘New Floor Plan’), set the permission level for the document or file, and then choose the file from the uploaded files. Repeat this process until all your documents are named, then hit the ‘modify images’ button at the bottom of the page.

Re-arranging document order: You can rearrange the order in which these documents appear by using the small, black up and down buttons that appear by multiple entries in the list.

VII. Adding Events to the Calendar

Once you have added a building or project for a specific client, you can then add calendar events (like a building showing or marketing effort) to the calendar – in addition, the event is also added to the client’s report for that property. When the client logs in to view the activity for their building or project, the calendar events you’ve added become the basis for the report that client will see. This process is also the basis for the calendar which appears on your admin homepage.

When you add an event for building, for a specific prospect, the system will check for the prospect in your contact list, if the prospect is not present, it will add the new prospect to your system.

To add an event, click the ‘add an event’ link in your main administration navigation. Choose a specific property or project to which the event will be associated. Choose the type of action from the “Report Category & Action” drop-down menu – this is a *required* field; it will define how you can sort and organize your tasks. The date of the event is automatically set to today’s date; To change this, click the small calendar icon to the right of the date field, and choose a date in the past or future.

Set the interest level of the event; Type a synopsis of the event – akin to the subject line of an email.

Choose to whom you’d like a copy of the report sent. You can type additional notes to either ‘admin’ or the team at this point – these will appear in the admin email and the team email but NOT the owner’s email. Additionally, the admin notes will be saved to the notepad on the front page of your admin home.

Add the main body text and description of the event in the large text box, hit ‘add event’ button – you can always modify or delete this event from the report later, if you’d like.

VIII. Defining a Team

Once you have added a building for a specific client, you can then define a group or team for that particular property. This will allow access to certain documents for different levels of security settings (set when you associate uploaded files to properties or projects). Simply goto your admin homepage, make certain you’ve added each team member as a contact, then choose a specific property from the ‘our properties’ section. Choose ‘modify permissions,’ then click ‘go.’ From the list, choose a contact, set their security level. Hit the ‘modify permissions’ button.

IX. Setting Security Levels for Documents

NB. This is not a SSL encrypted page; your information will still be passed over the usual http:// protocol. Further, even documents with the highest security level are NOT password protected and are in regular non-protected folders on your web server. DO NOT use this feature for personal data or confidential material.
To define security levels for individual contacts, for individual buildings or properties you must make sure the contact has been added to your contact list. If the contact you wish to grant access is not in your contact list, add them now.

Once the contact(s) is/are added, upload any files not already uploaded you’d like to make available for this contact. Return to the administration home.

Choose the building/property from the drop down list in the admin home section entitled ‘Our Properties’, then choose ‘Modify Documents’ and hit ‘Go.’ Use the interface to associate images, floor plans, documents, etc, to the property, naming each document, and marking each document with the appropriate security level (Blank or ‘0’ for the lowest, ‘3’ for the highest). Save your changes. Return to the admin homepage.

Choose the building/property from the drop down list in the admin home section entitled ‘Our Properties’, then choose ‘Modify Permissions’ from the list immediately to the left. Hit ‘Go’. In the drop down menu, choose the client Reference name, then choose an appropriate security level. ADDING A CONTACT as a ‘teammate’ will include the contact in all correspondence marked ‘team’ or ‘teammate’ throughout your brokerDot system. Save your changes.

Supply your client with the all caps ‘USERNAME’ and password (Available and changeable by choosing the reference name from the ‘Our Contacts’ section in the admin home). Direct your client to your website login area; once logged in, their properties/projects/associated properties will appear under the navigation heading, ‘My Folder’ or ‘My Properties’.

X. Confidentiality Agreements

Adding a confidentiality agreement to properties in your system is a snap. Simply open a standard, non-specific confidentiality agreement in Microsoft Word, save the document as ‘ConfidentialityAgreement.txt’ – make certain to use the ‘save as’ feature and choose plain text – and then upload the file to your brokerDot documents folder; do *not* use the renaming feature. Then, using the documents management section for a particular property, include the confidentiality agreement within the documents and images. The confidentiality agreement option with automatically appear in the detail for that property.

When a confidentiality agreement is signed (electronically) for a particular building, the system will (a) notify the main email on file for your system, (b) confirm the email address of the applicant, (c) add the property with a permission level of ‘1’ to the applicant’s folder, and (d) file an event noting the signatory’s name and company in the property owner’s report.

XI. Your Client’s Login

Once you have created a project or property for a client, they can login and review your progress. They can either login by simply clicking the link sent when you file a new event in their report or by visiting your homepage, clicking the login button, and logging in with their username and password. You can view or change their username or password by visiting your admin homepage, choosing their name from any of the contact lists, and viewing their contact information.

XII. Troubleshooting

We’re here to help; If you have a question, email support@brokerDot.net or call us M-F, 8:00 to 8:00 CST, at (847)563-4152

Or, visit our online knowledge-base for the answers of hundreds of frequently asked support questions:

www.ReportingBroker.com

