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Introduction

Sales Manager Plus provides your sales and marketing department with the tools necessary to track your
prospects from the time they visit your model homes to the time they happily move-in. It automates the
buyer qualifying process and provides professional sales reports contracts. It fully automates sales
agreement processing and tracks every aspect of the escrow cycle. Designed to run locally or remotely via
the internet using cloud services, you can link all your sales offices together, with corporate and use sales
manager plus as your one-stop sales solution.

SALES MANAGER PLUS FLOWCHART

Traffic
Reporting

Prospect Database

Qualéﬁing

. : Est. Closing
From Construction Project Costs & Fees Mortgage
Scheduling Plans - Plan

Default
Database Buyer Database Database
Buyer Profile

' Sales
Option Contingent

Sales Contingency Escrow
Database Statement Database

Est. Closing
Costs

Sales Status Tracking To Customer
Service Plus

Sales Reports

Real-time Communication of Sale Information

Using Microsoft Terminal Services® or Citrix® your sales offices can link through the internet to
your corporate database.

Traffic Reporting & Prospect Analysis

Provides the tool to track your model traffic and analyze the source of these prospects.
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Automated Letter preparation

Prospect and buyer follow up letters can be prepared automatically via a simple mail merge with
Microsoft Word.

Prequalifying Reports
Prequalify potential buyers by inputting valuable information on the quality of each prospect, as
well as, providing professional looking documents to give to your potential home buyer.

Option Sales Automation
Provides for entry of all sales options by category and prepares option order paperwork.

Sales Agreement Preparation

Provides complete sales agreement preparation and printing of key sales documents including
contingent escrows. In addition, buyer demographic information can be captured at this time for
later analysis.

Mortgage Plan Alternatives

Mortgage module provides method of entering all potential financing alternatives so that sales
prospects can see all the options available to them.

Key Escrow Date Tracking

Sales status provides tracking of all key dates and activities through the close of escrow and buyer
move in.

InterestView — Capture Prospects from your Website

Pharaoh’s Web based add-on to Sales Manager Plus, InterestView, provides an automated way to
capture prospects from your Website and downloads them into Sales Manager Plus. It also
provides fully automated Web blast to prospects and enables “targeted” marketing plans.

Sales Manager Plus is designed to make your sales and marketing department more productive by
reducing redundant data entry and providing all your sales reports with a “button push.”
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Sales & Marketing Specific Set-up

This user guide will assist you with setup of all the sections related specifically to the Sales Manager Plus
module. For information on how to set-up the main IBSWIN database, which includes project and lot
information, please refer to the General Setup & Configuration User Guide.

Some of what you will learn include:

How to enter and track prospects

How to pre-qualify prospects and/or potential buyers with loans

How to convert prospects to buyers and enter sales related information
How to generate sales contracts and escrow related documents

How to track and report sales

How to track traffic and report on marketing and demographics

All Sales Manager Plus setup screens can be found under the main Setup: Sales menu.

Restricted or limited access can be given to many of these set-up related screens to give your sales people
(or even loan officers) the ability to input and maintain certain data without accessing other main areas of
IBSWIN. Please refer to the General Set-up and Configuration User Guide for more information about

user security.

Please note that many of the features in this section of the user guide are mostly applicable for production
builders. We decided to leave it in this MasterView Guide so that you can determine if it can be useful to your
business or not.

"Sales Set Up™

* ' Hanage Sales Prices: " Buyer Demographics

i First Trust Deed Rates " Prospect Demographics

" Second Trust Deed Rates " Buyer Automated Letters

" Loan Types " Prospect Automated Letters

" Loan Tems " Prospect Ratings

" Lenders " Contingent Types

" Brokers " Add 'Competition Link' To A Project
" Rales Agents

" Escrow Companys

" Traffic Sources

" Traffic Origination Sources
" Traffic Likes & Dislikes

(114 | E xit |
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Manage Sales Prices

The Manage Sales Prices screen is a basic alternative to the main Sequence Sheet screen where you can
update, or add, pricing information for each of the lots offered for sale in any given project. This screen
will list all the lots that have been set-up. In the main Sales Manager Plus module each lot must be be
released for sale as they are ready to be sold. Please refer to page 17 for details.

Here you can manage the Plan

Price, Lot Premium, Elevation oy It [Plan  [Flevation [Strect Plan Price  [LotPremium Flev Premium|Option Preplots nmm'..gPm:.].m»;I
Premium Option Pre-Plots (Ol’lly if [ 23 |30 A 51441 Windwaod st 335,000 10,000 000 3850 [
> . . 24 |10 B 51442 Windwood st 300000 12000 000 0 ]
you are not using the Optl()ns Plus 25 |20 c 51443 Windwood st 320,000 30,000 000 [ 0
— . . 26 30 B 51444 Windwood st 335,000 E) ™ kev Dates For Lok 23 = e
module), Flooring & Windows Pre- T 110 A 5104 Windveotst o000 4 0
% |30 C 51444 Windwood st 335,000 4 i I 0
PlOtS_ 20 |20 B 51444 Windwood st 320000 4 ’ . | o
Reserved I —
EstClos(1) [7/7 —
The combination of each column il —
. . . . Actual C.0E. i
will determine the Base Price which —
. . . oK —
is the Sales Price that will appear —
over in the sales module. We also |4 | ‘ ' o
have a column for Manager ‘ lass [Reviions| poine | pe |

Adjustment to offer discounts and
adjustments to determine the Adjusted Sales Price if applicable.

The Key Dates button on the far left also allows you to input or view certain key dates can also be input
and found in the main sales screens that your Sales Agents will be using. Please note that if a lot has a
Sales Date or Actual C.O.E. date, you will not be able to adjust any of the price columns. By temporarily
removing these dates through this button, you can remove these restrictions.

There are also some very useful reports that can be printed from this screen along with being able to
manage the Plans available and track any sequence sheet Revisions.

Setting up Loans for Pre-qualifying Prospects or Buyers

If you would like to pre-qualify prospects or buyers in Sales Manager Plus, you will first need to set-up
each of the loan programs that your preferred lenders offer.

To set up your First and Second Trust Deeds you must make sure that your 'T;“Y;ARS -]
Loan Types and Loan Terms are defined correctly as they are drop downs 7 YEARS
used to set-up your different loans. - hARS
Loan Types [-]
Loan Types & Loan Terms feonomin ___
Each of these screens allow you to predefine the type of loans DUTEREST ONLY
offered by your preferred lenders and also the length or duration PIECTBACK _ﬁ'
8 _|j ew | Delete Exit ”

| Save i| Mew |Qelele| Exit ||
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of the loans. These screens show up as a drop down in the First and Second Trust Deed screens as

applicable.

It is important that if you offer any VA, FHA, Interest Only, or Piggyback loans that you set them up named
exactly as we name them here. In the case of VA you can specific the type after the initials e.g. VA - Disabled.
For these loan types, this is required so that in the main First Trust Deed Rates screen can recognize them
and either allow you to input additional information for these loans, and/or to ensure the loan payments

calculated correctly where applicable.

First Trust Deed Rates
Here you will enter all possible loan S5
. . . Loan Type Term Rate Type |Rate  (Points [Margin|Ca BMinimum PMI% PMI% (PMI% Rin =
combinations for the First Trust Deeds ” i P pownt T80 MMLOAJ_
X +|CONFORMING 7 ¥EALI| FIXED 4250 0.00] 000 0.00] o000] 125 0.00] o000 [
that you have to offer your clients. CONFORMING 7 YEARS [FIXED 4000 100] voo| ooo] oo0] o000 o000 o000 0
CONFORMING 15 YEARS | FIXED 5.000] 1.00] 000 0.00] o000] 125 0.00] 000 [
CONFORMING 15 YEARS | FIXED 5100 0.00] 000 0.00] 000 125 0.00] 000 0
. CONFORMING 30 YEARS |FIXED 5500] 1.00] 000 o.00] o000] 125 0.00] o000 [
Slmply SeleCt New to enter a new loan CONFORMING 30 YEARS |FIXED 5200] 0.00] 000[ o000 000] 125 0.00 0.00 0
FHA 30 YEARS | ARM 4.750| 0.00] 0.26] 10.00 o000 0.00] 0.00] 000 [
program, then select the T ype of loan FHA 30 YEARS |FIXED 5000] 1.00] 000 0.00[ 285 150 050] 000 0
. . INTEREST ONLY 15 YEARS | FIXED 6500] 0.00] 000 o00] o000] 050 075 000 [
from the dI'Op-dOWl’l as defined in the INTEREST ONLY 15 YEARS | FIXED 5250 0.00] ooo| ooo] ooo] oo0] oo0] o000 0
Loan Type screen JUMBO 5 YEARS |FIXED 5.750| 0.00] 0.00] 0.00] 000] 125 0.00] 000 [
. JUMBO 7 YEARS |FIXED 5750| 0.00] 000 000 o000 1.00] 000] 000 0
JUMBO 15 YEARS | FIXED 5050 0.00] 000 o00[ o000 1.00] o0.00] 000 0
JUMBO 30 YEARS |FIXED 5875 0.00] 000 0.00] 000] 1.00] 000] 000 0|
The current default o ptl ons available are: JUMBO 30 YEARS |FIXED 5625 1.00] 000 0.00] 000 1.00] 0.00] 000 0
. PIGGYBACK 5YEARS |ARM 5500 1.00] 000 000 o000] 000] o000] o000 [
Con form in g, Governmen t, Jum b 0, ‘PIIGGYBMCK 15 YEARS FIXEII) 5750 0.00] 0.00] 0.00] 000 0.00] 0.00] 000 _?[LI
Piggyback, FHA, VA — Disabled Vet, VA . | v piggyl ‘ Sor [] e [ e [ v [| ”
. . . Setup Setup Back — - - — =
— First Time, VA — Multiple User, VA —

National Guard, and Interest Only.

Then select the Term of the loan, and enter the Rate Type, Rate, and Points. If you selected ARM as the
rate type then you will need to enter the Margin and Cap for that loan. Finally complete the remaining
fields as required.

If you select and FHA, VA, or Piggyback loan the applicable buttons on the bottom left of the screen will
become active allowing you to input additional information for those particular loan types.

Each loan set-up in this screen will be available for selection in either the prospect or buyer screens for
pre-qualifying and reporting purposes. See page 23 for details.

Second Trust Deeds
. . . Second Description [Term Rate Type(Rate [Poini
This is a simple screen where you can enter any secondary loans | [{coveemmT 1SVEARS [Fxed | 575 T
. . JUMBO 15 YEARS |FIXED 925p500
offered. As with above, select New and enter the details for each
column of information required.
: | o]
New | Delete | Print | Exit ‘
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Lenders, Brokers, Sales Agents, & Escrow Companies

Each of these tables are used to create dropdown menus that are used in the Sales module to either update
the Sales Escrow Tracking screen (page 29) or in the case of Traffic Sources for tracking visitors or
prospects (see page 31). The navigation of each screen begins with the New button to add a new line item.
Enter the information in each column as completely as desired or necessary.

Traffic Sources & Traffic Origination Sources

Sales Manager Plus allows you to track and record the number of | [T o B
visitors to a specific project by the Traffic Source (referral | isvamow
advertising media) or by Origination. LATINES

NEW HOMES
0C REGISTER

Select Setup: Sales: Traffic Sources or Traffic Origination from
the main menu. By using the New button you can enter in all various
traffic sources or origination sources that you would like to track by
project.

These screens provide a global list which can be selected on a
weekly basis (per project) from within the traffic section of Sales
Manager Plus. (please refer to page 31 for more information)

Traffic Likes & Dislikes

Similar in set-up as the previous traffic screens, the Traffic Like & Dislikes screen allows you to set-up a
predefined list, in this case of items that visitors would like or dislike about your community or the houses
that they have seen. This additional tracking allows you to track more information about your prospects
and to better deal with objections or to

Traffic Likes and Dislikes For San Juan Estates

provide better service in the future. — =
I Liked _~ || The size of the floor plans
. . . . . 03 IDisliked _~ || The hathrooms are ioo small
The main difference with this screen is [0 IDistiked || The flnoring aptiors available

that when you add a New item, you must
enter an Item# that allows you order the
Likes and Dislikes. Since these are
entered on a per project basis there is a
Copy button to allow you to copy this
list to different projects.

Replace
Seq#

Hew

e | cm | | 5t |

10



Sales Manager Plus - User Guide

Buyer and Prospect Demographics

Customer demographic information for both buyers and prospects can be tracked and recorded from
within Sales Manager Plus. The questions/information that you gather from your prospects or buyers can
easily be setup from the Demographics menu item under Setup: Sales by selecting the respective menu
item.

In this screen you will be entering your visitor or
questionnaire card or you can even generate the

Demographic Questions For San Juan Yillas

el uestion Te: onse e m ;I . .
T TS T v [T survey that they would fill out. By selecting New
zj E‘iﬁfﬂiﬁ*xm ngﬁy B 2““ enter the Question Text and then select the
nu y Menu | Buyers .
0+ |aGEOF BUYERS M Only Meme |Buyers Response Type. You have 3 options to choose
05 |ANTUAL ICOME Mer Oy Jeno |Buyers from: Menu + User Entry, Menu Only, User
Entry Only.

Menu means that the visitor has menu items to
select from (i.e. multiple choice selections) and
User Entry means that the response is a more in-
« | , depth written answer that cannot be defined by
= \ New menu selection. Just select the Response Type
based on the type answers the question requires.

Delete Print Exit |

If you select a Request Type with Menu in it, for any of your

Questions, then select the Menu button in the 4™ column Will  |[Repmees br Questos: earnei smutthis community teovgi

become active. A small screen will open (pictured right), |[pEEe=_ .
which will allow you to enter the menu items (multiple choice |Hg —

answers). (ol |
The Print button a will allow you to print your list of |& | ]

questions and the associated menu responses.

New | Delete ‘ Save |

Creating Buyer or Prospect Merge Letters and Documents

Sales Manager Plus can use your existing letters or documents (created in Microsoft Word) to generate a
customized letter or sales contract for either a Prospect, Buyer, or even a Subcontractor, with a click of a
button. By simply inserting Sales Manager Plus merge fields from within Word you can create a generic
merge template for each type of letter you use and each time you print it from within our system any
personalized information (e.g. recipient name, contact details, and any project/phase information, etc) will
be inserted automatically from Sales Manager Plus.

o
To create a merge (letter) template you will need to have either an L —

existing letter or document (created in Word). To insert the merge fields | | Find |
to be populated by Sales Manager Plus start by selecting Setup: Merge

11
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Documents & Templates: Buyer Merge Documents or Prospect Merge Documents. Using the Find
button, browse and select the letter you wish to modify (or want to insert merge fields into) and select
Print. Word will open twice.

The first instance of Word will open your letter as a template and the second will attempt to generate a
customized letter (called Form Letter 1). As we are not generating any letters nothing noticeable will
happen and you can just ignore (or close) the form letter. However, when viewing your template you will
see a new menu/toolbar that is now available to you in Word. This tool bar will assist you in inserting
your merge fields. To do this you will use the Insert Merge Fields button which, depending on your
version of word the button will appear as either a picture (see right) or as a : o

button visibly named Insert Merge Fields. Generally it will be located to R B AR | e
the immediate left of the Insert Word Fields button which is used to insert s L
Microsoft Word fields. If you wanted to insert the today’s date into your document you would use this
button to do so.

1 ' '

When you select the Insert Merge Fields button, a list of all the merge fields available to you (from Sales
Manager Plus) will appear ready to be inserted into your template letter. This is as simple as pointing
your cursor to a specific location in your document where you would like your merge field to be inserted,
press the Insert Merge Fields button, and select the field you want. A special place holder will be
inserted into your document which will automatically be filled in with your data when you generate your
letters. Keep inserting as many merge fields as you need and save this new merge document template for
future use. (Examples of merge letter templates can be found directly in the IBSWIN folder).

Processing/generating custom letters

There are three (3) ways that custom letters can be generated in the Sales Manager Plus System:

1. One letter at a time - This is done from within the Buyer or Prospect screen. With the buyer (or
prospect) screen open select Print: Buyer (or Prospect) Letter which will allow you to select one
specific letter/document to be generated for the current buyer. This is used to send follow up letters
to your buyers or Prospects for whatever reason. The Customer Service Plus module also has a
similar function which can generate Warranty Letters for your buyers.

2. Letters to Groups - This can be done for both Prospects (see page 17) and Buyers (see page 21)
to generate your desired letter for a group of people at one time. (Buyers can also be done from
within the Customer Service module in relations to service requests)

3. Automated Letters (customer service & sales modules only) — See below.

When either one or more letter has been selected to print Word will always open twice. The first instance
is your merge document template and the second will be your newly generated form letter with all of your
merge fields populated from the information entered in Sales Manager Plus. Then from Word you can
print your letter(s). If need be, you can even edit or customize your letters before printing just like you
would a normal document.

12
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Buyer & Prospect Automated Letters

Sales Manager Plus uses Microsoft Word to create merge letter templates which you can print and send
to your Buyers, Subcontractors, or Prospects.

The Automated Letter feature provides a way of scheduling these merge letter templates to be sent out on
a specific day based on either the prospects visit date or the sale date for a buyer. To setup an automated
letter go to the Setup: Sales: Buyer or Prospect Automated Letters menu and select which type of letter
(Buyers, or Prospects) you wish to schedule.

The window to the right (or similar) will open. New will allow you to browse your computer and select
the document you wish to be scheduled. By highlighting the merge letter template/document and clicking
on Select, the document name and location will automatically be inserted into the
Drive/Directory/Document field.

Enter a logical Description for the letter followed by the number of days to schedule the letter. In the case
of Prospects it would be the number of days from the Original Visit date or the number of Days before
2" Estimated close Date for buyers (found in escrow screen).

Note: Any letter set up as an automated letter needs to remain in the same folder/location. If it is moved then

Sales Manager Plus will not find the file. In that case you must then create a new entry in the Automated Letters
screen (and delete the old one). The same is the case if you change the name of the file (document).

To save the newly scheduled letters and exit this screen select Save. To remove a scheduled letter simply
highlight it and use the Delete button.

Prospect Ratings

This is a simple screen that allows you to set up a predefined list of ratings to | JPrseect Ratings

. . . . . Rating |Description [=]
qualify your prospects with. The Rating can be any combination of letter or | & [Good
. . . . B Average
number. However, and R Rating is reserved for reservations. What this does D1 |Differred 1

is remove this specific lot from the available inventory. This way the lot | Hp—fneemme:

cannot be sold to another prospect.

Note: It is recommended that a companywide rating system be established 4 I _»ILI
to create consistent and accurate reports. A simple rating system could be:
A, B, C... etc.

‘ save | o | Delote |gmt

13
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Contingency Types

Contingency Types
Contingent Type[Description L;

Similar to Prospect Ratings, this screen creates a predefined list of
contingency types that can be assigned to a prospect or buyer. This way if a
purchase is contingent upon a particular circumstance it will be easy to

view and will also display on various reports.

Add Competition Link to a Project

o SALE Sale of Existing Home

TRAN Employment Transfer

< |

o

‘ Hew |Qe|ele| Exit ”

This screen allows you to add or assign any type of document or spreadsheet with competition information
to any project for easy access for your sales people that will be accessible from the main Sales Manager
Plus module. This will allow them to get access to any competition data or information that you want.

Simply select the project from the list
and click the Add Link button to
browse for the document you wish to
assign.

Note: Any document assigned in
this screen needs to remain in the
same folder/location. If it is moved
then Sales Manager Plus will not
find the file. In that case, you must
Delete the Link and then reassign
the new document as above. The
same applies if you change the
name of the file.

Add a 'Link’ to a Competition Document...

. . Link To Competition Document ;I
Project Code| Project Name Double Click to Open)
1014 Stable Falls
4037 Morningside
MPL ZMASTER PRICE LIST-MOR]
M 501 San Juan Estates CIBSWINUS OFTWARE MODIFICATIONS D
502 San Juan Villas
FFLRMA | ZFlooring Masier Price List
A F I
. Delete .
Add Lul.kl Link | Exit |

14
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Project Specific Fees and Costs

Sale Manager Plus allows you to set-up any Fees and Costs (by project) that are required for obtaining
loans and/or purchasing a home. Once setup, they will automatically appear in the prospect and buyer
screens to automate the pre-qualifying process and provide a more accurate estimate of the cost involved

in purchasing a home for the buyer.

Sales Costs
(Standard Loan Factors & Fees)

To enter the default loan fees and costs by project
you need to go to Setup: Inventory: Projects. After
entering the project screen you will see a Sales
Costs button at the bottom. Select this for the screen
(pictured) to open.

Enter the figures relevant to the selected project.
These will appear by default in all the prospect and
buyer screens to increase the accuracy of the pre-
qualification of your prospective buyers.

Overhead Costs
(Allocated Costs and Fees)

Similar to the previous screen and found in the
same location Setup: Inventory: Projects select
the Overhead Cost button this time to enter the
applicable information.

Enter the figures relevant to the selected project.
These will appear by default in the Lot Costs &
Profit Summary report that can be run out of the
Options Plus module.

15

i Buyer Sales Factors & Fees [_ O] =]
- Monthly Factors - - Closing Costs -
% Of Totial Price Lump Sum
Mello Roos: I‘Eﬂ Escrow Service Fee: 25000
04 Of Loan Credit Report: 100.00
Hazard Insurance: 030 Doc Fee: 20000
L Sum ikl Title I.lls.uram:e: 500.00
Association Fee: | 85.00 Appraisal Fee: 15000
Miscellaneous: 100.00
PPD htterest (Days) I_Sl] Recording Fee: 50.00
PPD Prop Tax (Months) I_l HOA Contribution: 0.00
Prepaid Mello Roos (Months) 1 Property Disclosure: 100.00
PPD Assoc Fee (Monihs) | 2 Builder Incextive (| 0.00 )
PPD Hazard Ins mihs I 1
(Mo ) Annual Prop Tax %o: I 1250
PPD Mrig Ins (Months) I 0
OK |

i Allocated Project Costs & Fees

Lot Cost:

A&D Interest:

Constr Period Int.:
Inspection Fee:

Loan Origination:

Doc Prep Fee:
Landscape Allowance:
Project Overhea
Closing Costs:

3,000.00
2,000.00
300.00
150.00
35.00
1,000.00
2,500.00
500

26,000.00|

M=

0.00
3.50
7.500

Contracting Overhead:
City Sales Tax %
State Sales Tax

3.00
1.00

Std Commission %

Co-Broker Comim %:

Annual Prop Tax %: I 1.600

[ o
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User Defined Escrow Fields

Found in Setup: Company Config under the Sales tab, this screen allows you to customize and define
how some of the Escrow screen (see page 29) fields names and labels will appear on screen.

These labels also affect some of

DI UKEL OISO duoes I .Uy Vo I

the sales reports, specifically _User Defined Escrow Fields - Load thase detes xx days
the sales escrow flow sheet Defaults Screen Label Report Label cornplete
which can be found under Est. Comp 1 Est Del Est Del ( wlat | atirel | I_"-ofn"fﬂfion
Reports:  Sales  Reports: Est. Comp 2 Custom2 Custom2 (wslotletBrel ] [ sanauing
House Flow-Field Escrow. Al Custom3 Custom3 [ wslot.letfullre!]

Floor Compl Customd Customd [ welot.lotearprel |
This way you are not limited to Des Crtr Cmpt | Customs Custom5 (wslot lotupgrini )
the predefined IBSWIN fields HEEE: Closing-fsst | Clsasst [ wslet Jotrreo )
and you can customize and PerDiem Rate | Option Inciv | Opt Inct stk |

track other custom fields as
needed.

Creating a Prospect Phase

To make it easy to manage your prospects for the entire project Sales Manager Plus allows you to create
what is known as a Prospect Phase which is, in essence, a fake phase that is used as a master prospect list
for any given project. It is also ideal to use for bulk mailings or to generate project bases prospect lists.

To create a Prospect Phase I‘.‘FI:-:I" r?flsmg ;isii" mﬂﬂ 2'13;1;? 113::";:]1'1 Phase No. —5i Phase Nam
all you need to dois go to == =~ oan7/2005[01 ASanJuan Phase0]

the main Setup: Inventory: T | | | [os11/2003]02 ASanJuan Phase02
Phases menu. Then simply - - I~ |o9/10/2002(03 ASanJuan Phase03
click the New button to add = I~ | | [08/08/2007|SJPROS |ASan Juan Prospects

an additional phase. Please - I I~ Iy SIVO0 | ASanJuan Phase00.Offsi
make sure to check it off as

a Prospect Phase and give

it a unique name.

When Adding a New Prospect in Sales Manager Plus you will be restricted to selecting your new
prospect phase. As each prospect decides which lot they are interested in, you will be able to assign to
actual construction phase and lot. They will not be removed from the master list. For more details about

prospects, please visit page 18.
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Using the Sales Manager Plus

By selecting Sales from the main menu (at the top left of IBSWIN) you will have numerous menu items
that allow you to work with, and process, your buyers and prospects efficiently and effectively.

These selections allow you to take a prospect through the qualifying cycle, convert them to a buyer, and
finally track the buyer through the escrow cycle. This buyer information is automatically made available to
the options and customer service departments as well.

Note: There is a MasterView version of Sales Manager Plus that is a little different from the IBSWIN
counterpart in the way that it allows Buyers (Clients) and jobs to be setup on the fly rather than having them
pre-setup in order to enter the buyer info. Contact Pharaoh Support for more information.

With Sales Manager Plus you will also be able you to track traffic and marketing information related to
prospective buyers, turn them into buyers and then process the appropriate sales agreements and contracts.

Release New Lots

In order to assign a prospect or a buyer to a
lot'y(?u must first release the lots for sale. Select Lots For Release to Sales below:
This is done under the Sales: Release New
Lots menu. Address Lot Plan Release| ~|
¥ 8787 Starwood Lane #1 01 4 I~
] ] 8787 Starwood Lane #2 02 4 I~
After selecting the Phase you wish to release 8787 Starwood Lane #3 03 3 B
lots for you will see the screen picture right 8787 Starwood Lane #4 4 |3 r
that will list all the currently unreleased lots. 8787 Starwood Lane #5 05 4 [
8787 Starwood Lane #6 06 4 I -
. . 10239 Daybreak Lane #6 07 1 B
You can either release a lot at a time or a 10239 Dayhreak Lane #5 08 7 =
group of lots by checking the Release 10239 Davbreak Lane #4 09 3 r _Ij
. 4 5
column. If you need to assign a release date o
other than today's date make sure to enter it Release Date
. . Select
in the Set Release Date field on the bottom |llﬁf26f2ll12 All
left of the screen before clicking the Release

button.
You are also provided with a Select All button for convenience. If you accidently release a Lot that should

not be available for sale, then you will need to find the lot in the Buyer screen / Escrow button and remove
the release date.
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Working with Prospects

& Prospects

------ ' Scan Prospects

-5 Add new Prospect

------ = Find by Prospect First Name
------ ¢ Find by Prospect Last Name
...... ¢t Find by Project - Lot Number
...... ¢ Find by Project - Plan

...... & Prospect Letters

------  Prospect Mailing Labels
@--C1 Delete Prospects

-1 Prospect Listings

i--£3 Reservations

------  Update Prospect Notes

...... ' Add Brokers

-2 eBlast

Prospects are potential customers that are being
qualified and tracked as a potential buyer but have
not yet made a buying decision. A prospect can be
added and attached to several lots at a time to
present them with different buying scenarios for
each home they are interested in.

Prospect are generally entered by construction
phase. However, in some cases some clients prefer
to input their prospects into a mater phase that
represents the entire project. Then they can assign
prospects to a specific phase/lot combination as they

become interested. To do this, please make sure you have set-up a Prospect Phase as per page 16.

Finding existing prospects

Under the Sales: Prospect menu you will be presented with many ways to find a previously entered
prospect, either by First or Last Name or Project/Phase Lot Number.

Note: If you leave the First or Last Name fields blank when finding a prospect, then entire list of prospects

will be listed.

Scan Prospects

Similar to the Find By Prospect Last Name this
option will ask you to enter your prospects Last
Name to bring up a list of prospects with that same
name.

The main difference between Scan Prospects and
Find By Last Name is that when you exit the
prospect screen, you will be returned to the main
list of prospects, rather than be prompted to enter a
Last Name again. This allows you to easily
maneuver or scan through multiple prospect screens
quickly.

}{Select Homeowner From, This List

[Prospect [Full Name [address Project  |Phase No |Lot
BENNELT DAVE BENNETT 5703 Brandy Wine 502 02 14
BENNETT DAVID & KATHY BENNETT |5698 Brandy Wine 502 02 13
BILLINGS BOE BILLINGS 487 San Carle 502 01 18
BILLS FRED & MARY BILLS 5603 Brandy Wine 502 02 10
CURTIS MR. ANTHONY CURTIS & J{6682 Brandy Wine 502 02 13
DUPUS JOB DUPUS 450 Skyview Ln BRU BRI1 |03
FRANKS BOB & MARY FRANKS  |465 Slgview Ln BRO BRI1 |07
FREDDY BOE & FRANCIEFREDDY |5141 OAK BLUFF 501 SIENl |1
FREDDY BOE & FRANCIEFREDDY |5141 OAK BLUFF 501 SIED1 |01
FREDS JON FREDS 5702 Brandy Wine 502 02 12
GREEN JON GREEN 5141 OAK BLUFF 501 SN |1
GREEN MARK & JOAN GREEN  |6685 Brandy Wine 3 02 03
GUARRAST JOE & ELAINE GUARRASI |6682 Brandy Wine 502 02 13
HEALY PAUL & NANCYHEALY  |6703 Brandy Wine 502 02 14
HENRY WILL HENRY 5166 OAK BLUFF 501 SN |0
4] | J_‘
Select Exit
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Introduction to the Prospect Screen

This is the main prospect SRS

: e Ivl b e Di 01  Pharaoh Homes - SoCal
screen (right). It allows you to PROSE [ 7] ASanJuan Phascll = e
enter, qualify (using different e Bevl " Home Phone [19,8910018 Fax [G198910911
SqFt 2350 YorkPhnl |(519)008-188]1 Ext|l Cell1j¢ ) -
loan programs), and manage Ltfn | WorkPhn2  [G6L091-6515  Ewt cenzf ) -
your prospective home-buyers Seq 01  Traet 36665 Colorfy Lot gty Trafic Source | NEW HOMES |
: Estimated COE [ / /
T _
et R:‘“‘“‘i 4 <1 Original visit 073072003
. . E serve: i - i
The first half of the screen is e L Curment Visit 17302003+
. ) Broker Agent || F=
basically the ‘prospect card.’ 1t ! = _|~J
. Lot  [6678 Brandy Wine Sales Agent | JOHN ROSS =l
displays the general contact Adiiress [San Juan Capistrano CA 95738 mNe [ BrokerCo0p [T
. . . 1 nicki L P
information along with = Sl 2 | gt || | || =
additional fields for assigning = Addwess [Carisbad, CASITL Call Followy | - Demographics |
then to a particular phase, lot, ok M CoNE e e R 20
or plan combination, and to Options | 68500 e T IR AR D00 Appxsl 150,00
.. . Flooring 000 LTV 20424 erow 250,00 Misc 100,00
other basic information. Conces Opts |00 P&TPayment | 140105 L T T
Conces Othr 0.00 Property Tax 340 67 <0 / es | 10000
Total Price | 335.68500 Mello Roos 13037 e ntivell 000
Aszzoc, Fee Prepaid Interest (Days) | 50 1,110.74
The second half of the screen Dmm-mlw e e
. o . Down % | 10.58 Morigage Ins. | 0 Prepaid Prop Taxes (Mihs) | 1 34967
is for prequalifying a prospect R Prepaid Assoc. Fea (Mths) | 2 170,00
. K st Loan it o033, 5 1 5347
by using their personal 1st Loan Amtl 253,885.00 2nd Loan Pymt I 0.00 hfthtﬁfhz: g:; o om
financial situation jp — Ko | L) Bot. Cash Required [ 0,09203 |
combination with various loan E o éddNeW|Qrﬁmls| Buy | ‘o | Brin | Exit

programs on offer (see page 8).
Some of the fees, costs, and pricing information may already appear here from other areas of Sales
Manager Plus. This section of the prospect screen will assist you in working with the prospect to
determine their ability to purchase a lot using different loan programs. The sales person will also be able
print out different scenarios for them to take home.

This prequalifying section of the screen is divided into three main sections or columns. The first column
calculates the Total Price of the home, including the cost of any options or upgrades, and incentives
offered. It also allows you to enter a deposit amount and/or desired loan amounts for the prospect.

The middle column is strictly finance and loan related. It is used to estimate the prospects potential
monthly loan payments, which is displayed at the bottom of that column. Begin by selecting the desired
loan program using the Select Loan button. After it is selected, it will display the loan type.

The third section to the right displays all the one-time fees or initial/upfront costs required to qualify for
the loan program. These can be set-up in advance in the project screen (see page 15) or entered directly on
the screen.

Note: As a general rule each field that is white (not grayed out) can be changed and overwritten. Adding or
changing an amount will recalculate any of the affected fields.

For a definition of each field in the prospect screen, please refer to Appendix 1 found on page 39 of this
user guide.
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Adding an New Prospect
To enter a new prospect select Add New Prospect from the main Sales Fhase I:Iv AS:

menu, and then select the applicable phase. Once the prospect window

opens begin by selecting the Plan and Lot (if known or applicable) from 10 ’
the drop downs on the top left of the screen. Lot Im

Note: Only previously released Lots will appear in the drop-down menu. Please see page 17 for details on
releasing lots. You can add a prospect without assigning them to a specific plan or lot to have their contact
information or until they show interest in a specific lot.

Additional Note: It is possible to specify if a prospect is interested in other plans without actually creating
another prospect record. Do this by using the Interested in Plans section in the middle right of the screen.

Continue entering all the pertinent information for the prospect, including their Name, Address, and any
other details as necessary. A warning will appear if a duplicate name is entered in the Full Name field.

If a lot and plan have been selected then the Base Price (which is taken from the Sequence Sheet), plus
any options ordered (Cash Options and Fin. Options) will be displayed in the relevant fields. The Visit
Date will be automatically assigned to today’s date but can be overwritten if the prospect is being entered
on another day.

Note: Options or upgrades can be ordered using the Options button (on the bottom of the screen), if
permissions allow and/or if you have the Options Plus module. No options ordered can be finalized until the
prospect becomes a buyer.

Rating a Prospect

Based on the qualification process (or from your interactions with the prospect) you can assign a
rating to your prospect using the Rating drop-down which will display a predefined list of ratings
as set-up in IBSWIN (see page 13).

By rating a prospect, you will be able to sort or filter various lists of prospects, and also print
certain prospect reports (see page 26). If you want to add more detail to a prospect record then use
the Notes button. The (R)eserved rating is used for reserving lots as explained below.

Reserving a Lot (Reservations) imated COE | / /

Eeserved

In the main prospect screen you are able to put any
prospect into a reserved status. Doing so will reserve
the current lot assigned to that prospect so that the roker Agent
lot cannot be sold to someone else. This is done
simply by using the rating dropdown as described
above.

Sales Agent

PP
Interesied | = =l

r Ta
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By assigning a prospect to the (R)eserved rating the Reserved Date will automatically be filled
with today’s date. You can override this at any time if the actual reservation date is a different.

To Cancel a reservation all you need to do is select
rating other than R. Doing so will immediately

prompt you to confirm, and will then open a screen
(right) for you to track to select the cancel date (if
other than today), and will also allow you to enter
any notes about the cancellation.

For easy access to find any reserved prospects, or to

track cancellations, or print any prospect reports,

you can do so from the Sales:

Reservations menu.

Buyer [RICK CORRY

Cancel Date [06/202012 +|

Reason For Cancellation

o |

Prospects:

Scheduling and Tracking Phone calls (Call FollowUp)

The Call FollowUp button allows you to keep a historical record of the phone calls made to this
prospect and to even schedule reminders for future follow-up calls.

Once selected you will see the following screen (left) which handles both the scheduling of calls

| Service Calls For

Description |Date To Call|Date Called |Call Complete[Dialog
»| Bhng regarding service request #435|/ / 04/23/2003 [+ Dialog
Call regarding SB800 item # 23 |05/04/2003 |1 / I Dialog

y I

s

New ‘Qelete ‘ Print ‘ Exit |

To Schedule Calls

(to be made in the future), and the
logging of calls as you make them.

To do either, you begin by selecting
New and entering a brief description of
the call that was made (or is to be made)
and then using the Dialog button you
can enter any extended information
about the call and are/conversation.

If the call you are entering is to be scheduled, then enter a date in the Date To Call column. This
will trigger a popup window similar to the automated letters to let you know that you have calls to
be made. For details on processing scheduled calls please refer to page 37)

If you just made a call that you wish to log then once you have entered all the details pertaining to
it, you must check the Call Complete column. Doing so will automatically update the Date Called
field with today’s date and your log entry is complete. The date can be overridden if need be. The
Delete button will delete the selected call/item and the Print button will allow you to print the call
history for this buyer.
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Entering Demographic Information for a Prospect

When selecting the Demographics button a screen will open displaying the demographic
questions that have been set-up for this project. (See page 11)

Demographics For - WILL HENRY

Seqg#  |Queston Answer
w01 Ilearned ahout this community through: | Tpwanammar j
02 Referral: EWSPAPPE
03 Age: ]nterne:t
- Magazine
04 Combined Annual Household Income: Friend/Family
o7 Present Residence: Other

08 Price Range Desired:
09 Size Of Home Desired: (square feet)

‘ | of]

To enter the prospects responses to your questionnaire, simply go to the Answer field and either

type the response given by the prospect, or select it from the dropdown menu from the multiple
choice responses (if applicable).

If a multiple choice menu item requires additional information then you can type the additional
response directly after the selected item.

Print allows you to print the questions and answers for this prospect.

Moving a Prospect to another Phase

In the event that an existing prospect begins prospecting another phase (or project), you can simply
change the designated phase by using the drop down list at the top left of the screen. Doing so will
copy all of this prospects details to this new phase.

The Visit Date will then change to today’s date on this new project, as the prospect is now viewing
a new property, and the original visit date will reflect when this prospect was first entered into
IBSWIN. These dates can be manually changed.

Note: Changing the phase is a copy function and therefore creates a duplicate record under each
phase which can be changed independently as required. You must use the delete a prospect function
to delete any invalid or old records. (see Delete a Prospect on page 26 for details)
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Qualifying a Prospect

If the project setup was done completely, then most of the fees and costs associated with buying
the selected lot should already appear in the qualifying section of the prospect screen. If not, then
you can modify most of the fields as required.

In the first column, begin by entering a Down payment amount (by either a percentage or total
dollar figure) and the I* or 2" Loan Amount (if desired). This will serve as a beginning point for
qualifying the prospect.

Now select the type of loan using the Select Loans button. This opens the screen pictured right.
Here you can select either a First and/or Second Trust Deed and enter your prospects current
financial liabilities. By selecting the Monthly or Yearly button you can also print or view the
Amortization schedule for each loan.

Select A Loan / Information,

Note: As any of the variables in this or the prospect o T e~ G T o -
screen are changed the relevant totals will also be Selectlea: [ 6875000 ~ | 87500003
recalculated and can be saved for this prospect. EP':“T i E— L’gﬁym mN:ﬂM, ;i:mm =
[ e
oints 150 1500 _"“ B
Once everything is entered as completely as possible | ——om e Oneroane
. Cap 0.000 ‘otal Dehi
from the main prospect screen you be able to better |¥m - -
k ] ” . - AMORTIZATION - 'W&%‘f“' Top Ratio Botiom Ratie
access this prospects situation accurately, and ZiVe | | sors| o] vomy| e U0
them an idea of their potential financial liabilities | s “oa
Est2ndPmnt [ 000 ok
before making a purchase. —_—

In addition to printing the Amortization Schedule (monthly or yearly) for the selected loan (from
the Select Loan screen), you can also generate a Prospect (mortgage) Worksheet from the main
Print button that will provide the prospect take home estimate.

Function buttons for the Prospect Screen defined

This is the Notes button located to the right of where you enter the prospect name. This
button allows you enter unlimited notes for a prospect.

Note: If your prospect turns into a Buyer these notes will be saved and carried over to the
buyer section.

This is the E-mail button and is located on two areas of the screen. The first, next to the
email field for the prospect and the other next to the broker agent drop down. If an email
address exists for the prospect or the selected broker, then clicking on the button will
open your default mail program along with a new email, and insert the e-mail address for
you automatically. Then you can type and send your e-mail like normal.

This is the Delete prospect button. Using this will permanently delete the prospect and all
their information. You will be prompted to confirm deletion, but use with caution.
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Add New

Use this button to add multiple prospects on the fly without having to exit this screen.

Options

This button opens a complete options ordering system that will allow you to select
options for this prospect as long as you have permission to do so and you have the

Options Plus module.
opicrr

The buttons on this screen are self |femtmmimine RS 22 m 2 onn
explanatory. Select New to begin selecting

the options or upgrades to be ordered.
Print allows you to print a Buyer Options ||, ‘ s
Contract for the current order. enipied 0

Save ‘ New ‘ Delele‘ Notes | Print ‘ Exit ‘

:/Options For ESTATES -PHASE1, Plan 20

mamoomn == When ordering options, select the items

Pick the options that this buyer wishes to purchase from the list of available options below:

3

to be included by checking the Buy It!
- check box and then Add them to the
order. The Find button gives you easy
access to jump to a particular group of
options without having to look for them.

Option Group |Option |Nn. Description Price Buy It} |
1Base House C{1BASEH[001 |Base Plan Information - All Plans 30000.00
Appliance Groy APPL  |001 |Upgraded GE package - White 1000.00
Appliance GroyAPPL (002 |Upgraded GE package - Black 1635.00
Appliance Groy APPL_ |003 | GE 50 Ib Icemaker 2730.00
Appliance Gro APPL  |004 |GE 24" Bottle Capacity Wine Cooler 1785.00
Appli GroyAPPL  |005 | GE Mini-Refrigerator 1385.00
Appliance GroyAPPL (006 | GE Microwave upgrade 455.00
Appliance Groy APPL__ |007 |Kitchen Trash Compactor 200.00
Appliance Groyf APPL  |008 |Warming Drawer 355.00

BEEEEE

Total 0.00
e | B [ s home i past

last cutoff for option

As you select items, the Total of the order will calculate on the bottom right. Orders
displayed in Red are past the construction cut-off stage. You will be warned before being
able to Add these items to the order. You have choice of keeping the options ordered
when the Prospect buys the home or just as an Estimate. See Company Config -- Options.

For in depth detail on ordering options, please refer to the Options Plus User Guide.

Buy

Select this button if you want to convert the prospect to a buyer. All prospect information,
including any notes, options ordered, etc... will transfer over to the buyer record that is
created and this prospect entry will be removed from the prospect system.

Letter Trak

Displays a list of letters that have previously been sent to this prospect including any due
to be sent in the future using the automated letters system.

Print

Gives offers you 5 prospect and loan reports to choose from: Prospect by Phase — list of
all prospects in a particular phase; Prospect by Project — list of all prospects in a
particular project; a Prospect Worksheet — to print a mortgage worksheet for the
Prospect which will show the Phase/Tract/Lot that was selected along with the loan
information, closing costs, and monthly payment information. Prospect Letter — to print
a merge document; and Prospect Note — which prints any notes entered for this prospect.
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Prospect Letters
Company created merge letter templates can be setup using Microsoft
T'”“ LTI LI TR T Word which will automatically insert custom information from the
Find
e e ——| IBSWIN database. To create a merge document please contact a Pharaoh
BOB BILLINGS S WESTBLALKID | consultant for assistance.
FRANK HOWARD & MARY I~
MARK & JANICE JOHNSON I~
ik AND WIS NEWPRGS T8 TERSTRET Some samples are provided and can be found in the main IBSWIN folder.
Jon s MARY ST - When selecting this option you will be prompted to select a phase and
FRED & JANE THOMAS I~ . P . . .
designate a visit date range from which a list of prospects will be created.
L [ 5| The following screen will appear.
Print Exit E

Start by finding your desired letter using the Find button. A window will open
by default to the IBSWIN directory. If this folder does not contain your letter
then you will need to browse to the directory where you have saved it.

Once you have found your file, select it and click on OK. You will then be
returned to the main prospect list. Now using the Print checkbox column you
can select the prospects that you would like send your desired letter to. You

can also use the Select All button to select all prospects.

Es
Look in: | 3 IBSWIN - cf B~
(Dsetun [ChE=e

Wlomerr  Blsusconss

®erRatpLz

Wcnmmcorr

®cuTReons

BProsPECT

FindFam | 3
Fies of ype: [*D0C ~ Cancel

Help

The Print button will automatically open Microsoft Word and create a personalized letter for each of the
prospects that were selected. Before printing you can scan through the letters and edit them individually if
required. When you are ready to print the letters & print them like any normal Word document.

Note:

The template for each letter must remain unchanged and generic although it can also be edited

separately. If edits were made to the individual letters they will not affect the template and will not be saved.
To save a letter, use the Save As function in the File menu of Word and give it a name. The customized
letters can only be saved one at a time.

Once printed, return to the main Form Letter screen. If there are no other phases that letters are to be
printed for you may Exit the screen.

Prospect Mailing Labels
_ {One Division! = All Divisions . . .

e T— This menu item allows you to print
Project. ’—4| g .

e mailing labels according to your
selection criteria. Initially you will be
w == | able to narrow down your desired
oo i e~ | prospects by Dmsz.on, PrOJec{, .Phase,

and Lot and then finally by Visit Date.
0K Exit
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: Prospect Mailing Labels

Select The Labels You Wish To Print:

[(Buyer

Address

BOB HOPE

FRANK HOWARD & MARY SMITE 16

BOE JOHNSON

MEL JOHNSON

MARK & JANICE JOHNS ON 8

MR & MRS FRED JONES

I\T]KE & DONNA KENYON
]

| o[

Select
All

Then, like in the Prospect Letters, you will be able the check which prospects you
would like to print labels for or Select All of them.
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osBtsthezt el Delete a Prospect
Select Prospects for Deletion below:
Prospe Lo Delete 2 . . . . . .
o DUPTS 5T If there is no need to retain a prospects information then click on this
HORHE MISHA 03 I~ . . . . .
BOB & MARY FRANKS v T selection. You will be asked to select the phase in which the prospect is

listed. Select the phase and the Delete Prospect Screen will appear.

| To delete, check the relevant prospect/s by clicking on the appropriate
check box in the Delete column. Then select the Delete button to finalize
the deletions.

Prospect Listing By Phase

Prospect Listings (Reports) e | 3

Under the prospect menu you will be able to print a variety of prospect listing EEEL:%'“;'Q“‘-‘

reports by phase or by project or even a list of deleted prospects. e —
 SapypEne

There are many selections and/or sort criteria available including sort by: - Seety et v

Prospect Name, Lot # PPN# Sales Agent, Latest Visit Date, Selected

Ratings (based on your rating system), Media Types, with or without Notes,

all within a range of desired visit dates. Visit Date [06/052012_»|To [0705/2012 =]

There also is a Prospect Email Listing and Broker Listing report that can P

be run from this selection. - Drsrler

Add Brokers _
This screen gives Sales Agents easy access to  [JEmmmuier commy Bker Offe BT I R
be able to add and manage any brokers that [I e e e
they are working with on any given project. E COLDWELL pANKER Swin fan =
r Coldwell Banke: John Jones Hotes
I Freds Brokers Fred Mitch otes
It also allows them to send e-mails to them | e ot e o —
using the E-Blast column and then selecting [T romrene o =
the e-mail button with the green arrows. This
will open their default mail program and -
automatically add the email addresses to a new - . L
blank email. | = I e

eBlast

As the name suggests this screen allow you to be able to send e-mails to your prospects in bulk. Each of
the options in this menu allow you to filter a list of prospects whom you can e-mail individually or bulk by
checking off the E-Blast column or Selecting All. Check your Internet Service Provider for Email limits.

Then use the email button with the green arrows. This will open your default mail program and
automatically add the email addresses to a new blank email that you can edit and send.
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Buyers

& Buyers

...... & Scan Buyvers

...... %4 Find Buyer by Last Name

...... + Find by Project - Lot Number

------ & Find by Street Address
...... “ Buyer Letters

------ + Buyer Mailing Labels
--C3 Buyer Listing

------ & Sales Office Price Sheet
g0 eBlast

...... ¢ Find by Phase - Lot Number / Add New Buyer

The image to the left displays the main options
available under the Buyers menu. Most of these are
essentially the same as for Prospects.

The main difference between a prospect and a
buyer screens is the detail that is attached to the
buyer record once a prospect has been elevated to
buyer status.

Any information that was gathered during the prospect phase is retained in the Buyer record.

After finding a specific buyer, or
entering a new buyer (if bypassing
the prospecting process), the screen
to the left will be displayed.

You will have the opportunity to
add Buyer 1 and Buyer 2
information. Whilst almost all the
fields are the same as for the
Prospect Screen, you will now
have a different set buttons at the
bottom.

These will allow you to track the
buyer through the sales process.
Each button is described on the next

page.

L |
Div W Pharaoh Homes - SoCal mil
i |s02 San Juan Villas Plat
- BUYER 1 - m 0 ASanJuan-Phase(2 Q
Sal iom (DM & ?I.(s — Tract 36665
First FRANK Lﬁ" Lot 04 Seq: 04
Last[BAKER Plan [10 < |Eles: [z [ ]| SqFt[ 23:0]
Full Home Phone  |(714)516-3515
_ BUYER 2 - Work Phnl  [(949)615-1551 X1
First MARY A0 WorkPhn2  [(949)876-1712 x 11|
Last BAKER Fax (949)476-1210
Full MARY ANN BAKER Cell Phones #1 [(949)871-7711 [ #2](949)561-3121 |
International Ph#
Lot  [6681 Brandy Wine Contingent? |N_| ]
Address [San Juan Capistrano, CA 95236 ClrSchm [ [cie]
E_Mail [fhaker@aolcom _}‘) Constr. Stage IF |meda|im1
Current 4131 THIRD ST Traffic Seurce |_\;[“' HOMES
Address [LOS ALTOS, CA 93711
FollowlUp | Demographics ‘ |

Base Price |

Price Adj
Optionz
Flooring
Windows
Counter Topa
Conces Optz
Concez Othr

Salez Price
Down Amount
Down %

FHA Org Fee
1zt Loan Amt
2nd Trust Deed

@ |

T FHA Selected
26,740.00 e 750
Sl fE LTV% | 100.000
L P&I Payment 1,796.28
SOE0Y Property Tax 358,69
7,000 Mello Kooz 12348
3,000 Assoc. Fee 35.00
Hazard Ins. 3608 .
344.347.30 = o 20255 Prepaid Mello Roos (Mthz) | 1] 143.43
0.00 Prepaid Prop Taxes (Mths) | 1| 358.69
0.00 Prepaid Assoc, Fee (Mthz) | 1| 35.00
B lgpiaeECY 000 o
2 ; i 20255
TTEITET ndLoanPymt [ 0.00 Prepaid Mortg Inz (Mthz) | 1|
0.00 Total Payment 1,762.09 Ezt. Cazh Required 3.778.85
Save QD;::_‘E:‘“ Buyer Info | Option= ‘ Ezcrow ‘ Letter Trak ‘ Print Exit ‘
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Function buttons for the Buyer Screen defined

8

This button allows you to assign and graphics or lot images or PDF document to this lost
record for easy access. Double clicking on any item attached will open the file in its

respective default program.

Save

Use this button to save any changes that you have made in the Buyer screen.

Contingent

This screen provides a way to track

e

o]}

: . . Comntingent | o m
Buyer contingent sales information, some of i Conieency Biniation: |
1 1 1 : Phone: |( ) - oo | 7 ¢
Wthh Wlll prlnt on the apphcable Date Listed: | / / Listing cm:::a: i
re OrtS List Price: o ESTM C.OE: | /7
p . Mkt Val From: 0 ACTUAL C.OE: |
Mkt Val To: 0 Fees Pd On Resl: 0
Est DOM To Sell: 0 Agent:
Net Proceeds: o Office:
Proceeds Needed: 0 Office Ph(s): [y
Comg Type:| 7] O —
Sae | Exit I
1 Buyer(s) Information W= B
BUYER CO-BUYERL CO-BUYER2

Buyer Info

Using this button allows you to enter
additional information for up to three

buyers.

Options

Depending on the user
permissions, this button will
either allow the Sales Agent
to view the Options already
selected and ordered or they
can make the selections with
the Buyer.

Unlike the prospect options
ordering screen, which is a
basic version of this screen,
which is what is used in the
Option Plus module. For
details about how to use this
screen and all the functions
available, please refer to the
Option Plus User Guide.

Name
Address
E_Mail
Age Married Age Maried [ age Married |
HomePh gy - - -
Employer
Emp Addr
Emp Ph - [ ] Jo x[ ] [or-
Oceupation:
Salary 0.00 NoYrs 0.00 No¥rs 0.00 NoYrs
B Own I— NoYrs Own I_ DNo¥rs Own | MNoYrs
Payment 0.00 0.00 0.00
Unpaid Bal 0.00 0.00 0.00
NoDepndis | | Age | Age | Age |
Exit
Buyers Option Order For Lot: 05 - DAYID BASTOS
e Div 03 Pharaoh Homes of Arizona
Salutation S Ersl V0L e teey
Sl Phase V0L Hidden Valley- Bldg #1
Last[BASTOS L Lot 05 Tract Seq 05
Full [DAVID BASTOS = Plan 3 = | Elev: SqFt| 1550
Home Phone () - Ga:[  Fax () -
e o il 2 Work Phnl ) xl cen1)() -
':t Work Phn2 [y - X celz( ) -
e ColorScheme [ g
Appointment I b Order Status Option
Lot [5151 Valley Glen Unit# [ — = Magic
Address |51 Paul NI
Constr 51 -
e &l i 2
S o
Address t Close! farr
Conces Opts 0.00
Growp _|Opt#[Opt Type[Line [Option Description Color __[Qty [Unit Cost_[Total Cost_|Cx it [Checki]~
WAPPL_[002 |O 001 |Upgraded GEpackage - 1| 146000  146000) 0.00
AUDI_[001 |0 002 |Pioncer Stereo System 1] s00000] 500000 000
CABI_|001 |0 003 |Maple Kitchen Area Cabineis 1| 223500 223500 0.00
CABI_|005 |0 004 |Master Bathroom 1| 1020m0] 102000 0.00
CIRA |02 [0 005 |Kitchen Tile Upgrade - Granite 1| 215000 215000) 0.00
CORN_[002 [0 006 | Corian Splash - Kitchen Area 1] 100000  100000) 0.00
< | I
Order# 001404 Deposii Req | 0.00 BalDue| 12865.00 Total Onder || 1286500 Ao Fit Columns
Save | g;#""r 2:h0=| Tems |J Icr.gyuglh_ymulmgrol Print | Exit |
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Escrow ThlS allOWS you to enter or  Escrow Status Information For Lot: 05 - DAYID BASTOS =] B
. Sale Pr Lender [ =] Braker Agent | | Broker CoOp 0
view the Escrow Status Loan Ant Ho Rers D
. LTy 0.000 % Other F}elrlt a
Information for the buyer. 10 Lot [ 7 A — setr St [ 77
Release Dt [02/02/200¢ Fim Wik Time :
. . . ale Dt Escrow Humber stDel [ 7/ Buyer Walk| / / ote
Some Of the flelds m thlS Ac,ipll DDT ;: Sales Agent [ | Ei:h:nzl 7 Byr Wik Time |_|N=;I[
. . Escrow DU | / 7 Credit Approval [ 77 Est Delivery [ 7/ VA Appraisal |/ /
screen can be customized in tO  ancipsteace Loan Submit [ 77 Fl Demand Reev'd [ 77 o o [T
. . Contngnt/Type | | =]  LoanApproval [/ 7 Customd [ 7/ Ealy OptCut [77
suite your tracklng purposes. Es Inst Out [ 7/ Final Loan Apprv [ 77 Customt [ 77 R ———
. Eslnstin [ /7 Loan Final/Fund | / / Conces Brkdwn Reev'd| / / Cons Est Cmplt [/ /
Conces Opts| ] Interest Lock [/ 7 Custom5 [/ 7 FLR Fin/Cash =
See page 16 for details. B 0 Ineetbock 77  Comoms [T -
onces Other inales g Finale Floor Dep Recv'd ]
Fspa | =] Deposit Rear'd E Eﬂnr: ;:— CTop Fin/Cash [ |
: QcC Inspection | / / Depo ecv'd -0.C. CTop Selected | / /
Please refer to Appendix 2 on ™ 77— satwtimm 7 semtimat [ ctmbmbesl
page 43 for a description of ' o T Docstotender [T e (R
each field. Rt T T e 7 | e
Buyer$In | =] Wananty Expires | / / Appraisal Ordered [ 77 Actual COE. [77
e IR i i |
ok |

Transfer Allows you to transfer a Buyer along with all their personal information to another
lot/phase if they choose not to buy the current lot. If options have been ordered, the
system will allow you, depending on your permissions, to either delete the options or
change them to pre-plots depending on the install status.

Letter Trak | Displays a list of letters that have either been sent previously, or are scheduled to be sent
in the future using merge letters. If any unsent letters appear here you can print and send
them from this screen.

Print Use this button to print a Buyer Purchase Agreement - a document outlining the purchase
fees and costs that can be added to your sales contract; Buyer Merge Documents - to
generate your sales merge documents or contracts; Color Sheet - specifying the color
scheme of the house; Mortgage Worksheet - outlining the payments and fees associated
with the loan; Closing Summary - basic form for outlining the sales prices for escrow;
and Broker Commission Summary - calculated based on broker commissions set-up in
the sequence sheet.

Exit To return to the main menu.

Other Buttons found on the buyer screen

This is the Notes button located to the right of buyer 1 name fields. This button allows
you enter unlimited notes for a buyer. The notes are carried over from prospects if this
buyer was previously entered as a prospect and then converted to a buyer. There are no
limits to the length of notes that can be added here.

This is the E-mail button and is located to the right of the email field for the buyer. If
an email address exists, then clicking on the button will open your default mail
program, along with a new email, and insert the e-mail address for you automatically.
Then you can type and send your e-mail like normal.
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Demographics | Allows you to enter the responses to your demographic questionnaire that has been setup
for this project (See page 11). For details on how to answer the questions please go to
page 22 in the prospect section for more information. Print allows you to print the
questions and answers for this prospect.

FollowUp

This button allows you to keep a historical record of the phone calls made to this buyer
and even schedule them. (Please refer to Tracking and Scheduling Phone calls on pg. 37)

Base Price This button opens a window that

provides you with detailed breakdown
of how the total sales price is
calculated.

It gives you the figures as set-up in
the sequence sheet and also from the
other modules as applicable. This a
read only screen. No new entries can
be made or adjustments to existing
fields.

Base Price Reconciliation

Sequence Sheet - Plan Price
Sequence Sheet - Lot Premium
Sequence Sheet - Elevation Premium
Preplot Options

FPreplot Flooring

Preplot Windows

Base Sales Price

Base Sales Price ( Adjusied by User )

Price Adjusiment
Option Upgrades
Flooring Upgrades
Windows

Counter Tops
Conces Opts
Conces Othr

TOTAL SALES PRICE

[ w2 ]

{ n.zeqPre )
| i nureqPremium )
{ nuzeqFlevprem )
$1,785.00 { museqPlots }
{ n.zeqFlr }
i m.eegWnd )

$1,785.00 { Seq.SheeiBase )
$94 860.00

$99,125.00

I $193,.985.00

Select Loan This button is the same as in the

You also have the option of
viewing and printing a monthly or

Select A Loan / Information

- First Trust Deed - - Second Trust Deed -
prospect screen. It allows dyou (O o ol oz 3]
SeleCt the 1 st and/OI' 2n loan Type }CONFORMING }JUMBO Monthly Gross Income [ 345600
Term 30 YEARS 15 YEARS

e | I Monthly Debis:
program and alsc’) al.lows you to [ ReeTee Fmm i e
enter the buyer’s income and |Fe T im T .

e g el e : 0.00 % of Price A :

monthly liabilities to check | —I= 00 Ame e
against the loan requirements. T -/ : _

- SCHEDULE - - SCHEDULE - Top Ratio Bettom Ratio

Monﬂlly‘ Year1y| Mnm‘.llly‘ Year1y|

Est First Pmni 222452
Est 2nd Pmnt 0.00
Est CashReq'd | 66,13734

_ox |

LemderLikes [ 000 | 000
Buyerls [ 44 190.1

yearly Amortization schedule.

Buyers Letters & Mailing Labels

These menu items under the main Sales: Buyers menu are similar to the ones
under the Prospect menu and are explained in detail on page 25 of this user guide.
The only difference between the two is when selecting the range of dates (from
which to select the people to mail to) that in the Buyers section the date is the

Sales Date as opposed to the Visit Date.
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Buyer Listing By Phase

* Sort By Lot
" Sort By Buger Name
& Select By Sale Date
" Select By Close Of Escrow Date

From To
06/01/2012 3 07/01/2012 3

Sale
Date

[~ Inchude Email Address
I~ Suppress Buyer Notes

% Print
" Display
0K Exit
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Buyer Listing (Reports) Y

Project: I
! Morningside -

Under the buyer menu you will be able to print a variety of buyer listing reports
by phase or by project.

There are many selections and/or sort criteria available including: Buyer Name, © Srt By Buyer Mame
Lot #, Sales Agent/s, Sale Date, Close of Escrow Date, with or without Notes,
all within a range of desired sale dates.

s & Select By Sale Date
Date | ¢ Select By Close OF Escrow Date

From To
060572012 ¥ [07s/2012 =]

There also is a Buyer Email Listing that can be run from this selection. el Email Address
I~ Suppress Buyer Notes
" Display
= All Projects!
" Selected Projects
= All Phases
" Selected Phases . .
Sales Office Price Sheet (Report)
This report, found under the buyer menu, prints a comprehensive Sales Price
1% Print All Lots .
o Sheet report which allows you to track and generate a summary of the sales
" Sold & uoold Lots Caclased) for any project or phase based on whether a lot is Sold, Unsold, Sold but not
I PrintToa Pre Oy Closed, etc. This report can also be exported as a spreadsheet and comes with
|~ Do Not Page Break On Phase . .
I~ Incluie pton Prepl Detail other selections as pictured.
[z o
Signature Block
% Print
" Display
" Excel
0K | Exit
eBlast

Same as in Prospects, as the name suggests this screen allow you to be able to send e-mails to your Buyers
in bulk. Each of the options in this menu allow you to filter a list of buyers whom you can e-mail
individually or bulk by checking off the E-Blast column or Selecting All.

Then using the email button with the green arrows it will open your default mail program and
automatically add the email addresses to a new blank email that you can edit and send.
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Traffic (Tracking and Detail Entry)

|T|afﬁc For Big Ranch
|Wk Ending |Traffic Comments o

IBSWIN provides a simple way of recording weekly traffic
09121995 | {200 Remed Sharvioa for a project. When Sales: Traffic is selected from the
oL Hesthertmprozed main menu the following screen (left) will open.

Selecting New will create a new record for the current week
ending date. This date can be overridden if you wish to
create a record for another weekend ending date however
the date entered must be a Sunday for consistent reporting.

in

The Traffic column is a weekly tally of the number of
people/traffic that is a total that is calculated from the
Traffic Detail screen. A description can also be entered for each weekending/line item

Exit | Print

Save Hew ‘ Delete | Detail

Please Note: The Weekly Traffic numbers entered here typically reflects the “raw” traffic through the sales
center and not necessarily prospects that have been entered in the system. We do provide this quality Traffic
information in the Media Reports (Page 37) that reflects the source and numbers of prospect records created.

The Detail button will open the screen pictured on the next page, where you will be able to define a list
traffic sources applicable for your project from the predefined list already set-up earlier (see page 10).

Weekly Traffic For: Morningside  Week Ending: 06/24/2012

Each traffic source is broken down on a day to

. Source Mon |Tue |Wed [Thu |Fri Sat  [Sun [Total Source |Total Cost  |Sq~
day basis for the selected week. Here you ‘s = T
000 000| 000 0.00| 0.00| 0.00| 0.00 0.00 0.00
enter the number of prospects for each day 0
Create a Chart Of Where yOur traffic iS COming KTTV TV 0.00) 0.00| 0.00| 0.00| 0.00| 0.00| 0.00 0.00 0.00
LA TIMES 0.00) 0.00| 0.00| 0.00| 0.00| 0.00| 0.00 0.00 0.00
from includin Other information suCh aS NEW HOMES 0.00) 0.00| 0.00| 0.00| 0.00| 0.00| 0.00 0.00 0.00
'2 e econs 20| 000 000 o] 000] 000 000 00| 000
Total (Marketlng) Cost and any other Source mEw 1 0.00]_0.00] 0.00] 0.00] 0.00] 0.00] 0.00 0.00 0.00
C ts tO nOtate any additional INEW 2 0.00) 0.00| 0.00| 0.00| 0.00| 0.00| 0.00 0.00 0.00
ommen
information that may have affected the
numbers. q I ;ﬁl

Mon Tue Wed Thu Fri Sat Sun Week

O ) N A B

‘ Save | New |Qelele| Exit ||

The Origins button allows you to select from
a list of predefined origins as set-up in the
sales system and to add those numbers to the detail screen as well giving you further information about
your prospects. Likewise the Likes/Dislikes allows you to add the tally for what prospects like or disliked
when viewing your community.

Likes/
Dislikes

Drigins

Note: When adding additional weeks to the main Traffic screen, the traffic sources included from the
previous week ending (as per the Detail screen), will be duplicated to the most recent week ending date.

The Print button in the main screen allows you to print a Project Traffic Report and a Weekly Traffic

Detail report within a specified date range which combines information from both screens. Other traffic
related reports can be found under Report: Sales Reports.
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Transferred Buyers

&> Transferred Buyers
! Find by Phase - Lot Number Buyer [BOB & MARY WILLIAMS

FROM

iyt Report - Transferred Buvers

Project [SAHJUAN ESTATES Phase [ESTATES FHASET
Address [ST4SOAKBLUFF Lot [3 Plan [30
[SANJEUN CEPSTRANO TR 918 Tract [5i685—  SaFt[ 3650
Sale Price | 405,000.00 Date Sold [05/15/2000 Date Transterred [06/05/2002
This menu allows you to view information on any buyers To
. Project [S&H JUAN ESTATES Phase [ESTATES PHASEZ
that transferred from purchasing one lot to another. Addross [FREEAIVEIN Lot [i5 Plan 21—

SAN JUAN CAPISTRAND CA 318 Tract [516E5

This option allows you the search by either last name or
lot number. You can also print a report listing all transfers on a per project basis.

To transfer/copy a buyer to another phase/lot see page 29.

Cancellations

This option allows you to cancel existing buyers. For each cancellation a sales cancellation record is
created. Most of the menu options provide a series of search methods to find a buyer or cancelled buyer
that you are interested in working with.
5. Cancellations
! EE‘ Cancel a Buyer
. L..u Find Buver by Last Name
¢ Find by Project - Lot Number
v Find by Phase - Lot Number
¢ Find by Stree Address

Both the Cancel a Buyer (pictured) and Cancelled

Buyer [MaY CASHANDFINANCE
Buyers screens are the same except for the Cancel Addros e N
Buyer button Wthh 1S replaced Wlth a Delete Phase: %Diaﬁ%—mmﬁin 2 Tract [3575] SqFt [ 2300

. Sale Price [ 207,000.00
button in the Cancelled Buyers screen. Sold [0

Options 5.506.00 Cancel Date [06/06/2002
Flooting [ 000

The Cancel Buyer button cancels a buyer and the S Reason For Cancellation
; CoBuyerd [

Delete button deletes the cancellation record i

permanently. In that case the buyer’s records will
be removed permanently with the option to convert

the buyer to a prospect.

Notes || Options |  Exit

Cancel Buyer

The Cancel Date can be changed if necessary and Reason for Cancellation field allows you to enter any
notes necessary regarding the cancellation.

When a purchase is cancelled, the lot will be made available for sale once again. You will also have the
choice to turn any options ordered into pre-plot options. Doing so will automatically update the base price
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of the lot. For options that are not desired as pre-plots, they can be deleted from the main option ordering
screen (for that lot) like normal.

Note: If you choose to delete all the options, and this project is defined as a “non-spec” project, you will be
asked if you want to remove the plan also. This will return the lot to inventory and allow the selection of an
alternative plan in prospect or buyer screens.

Both the Cancel a Buyer & Cancelled Buyers screens allow you to view any options ordered by that
buyer. The Cancelled Buyers report can be printed by phase of by project and gives you the detail of the
cancelled buyers.

Purchase Orders

Below is an image depicting the menu system for the Purchasing Orders section of the Sales Module.
Each menu item will be defined in the following sections.

&--= Purchase Orders

...... ¢ Add Purchase Orders

------ . Find & Edit Standard Purchasze Orders
------ o Purchase Orders by Phase

------ o Purchase Order Item Detail by Phase
...... % Purchase Order Cost Detail

------ o Purchase Orders by Subcontractor

------ ¢ Subcontractor PO Summary

------ o Purchase Order Log

Adding a Purchase Order

There are two categories of Purchase Orders that can be created. These are; Lot Specific — for PO’s that
relate to only one specific lot, and Non-Lot Specific — for PO’s that relate to all lots in a particular phase.

Select Sales: Purchase Orders: Add Purchase | Pur:;:x;\ssi Order &: 002571 v G e
Orders from the main menu. Once you have selected ..., e pcomes E."{ct = '::’“”‘P"“Ez

the phase and lot (if applicable) then the PO screen B ﬁE,“" '317 T
(right) will open. E““‘:::;EEEEEEL Fax: [[B18)7716616 Addr m

Oty Unit Item/Product Cost [Total Am

Note: Both the lot specific and non lot specific
screens are identical.

1. To add an item to the P.O. it is best to start by [l | +
selecting the vendor or subcontractor from the Sove | tow | potote | bt [y | gr || TORIPOI 0
list. This is done using the drop down at the
top left-hand corner of the screen.

Then select New from the bottom of the screen to begin adding your PO line items for this
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particular vendor. You will notice that the Qty, Cost, and Total Amount columns will automatically
fill with ‘0’ value. Enter all the pertinent information for each specific item that you want to order
through this vendor. Use the column chart below as a guide.

Purchase Order screen columns defined

Qty The number of items you wish to order for that item.
Unit The unit of measurement for the particular item.

Item Desc A description of the item and/or product you are ordering.
Cost The cost per unit of the line item.

Total Amount

This is calculated by multiplying the quantity of items purchased by the total
cost per unit.

Notes To add additional notes or information regarding the item. The field will be
highlighted in red if any notes are entered and will print on the PO as part of the
line Item Description.

Cost Code This is used to accurately assign this item to the appropriate category for

exporting purposes to your back office accounting software (if applicable).

2. To print or display your PO select the Print button

3. A back charge is a credit purchase order. To backcharge an item select the Bk Chrg button. A
window similar to the main PO screen will open. Follow the same procedures to add items and/or
products to a backcharge as outlined in section 1 on the previous page.

4. To save new PO’s or back charges select Save. To erase a particular item, select it, and press the
Delete button. Exit will close the PO screen and will always prompt you to save any changes.
Select Yes to save and exit or select No to exit without saving.

Miscellaneous PO Menu Items

There are several menu items found under the Sales: Purchase Order menu (see screen image on the top
of page 34) which are briefly described below.

1. Find a Sales Purchase Order: Allows you to find your desired purchase order by PO number or
to view a list of all PO’s from all phases and projects.

2. Report - PO's by Phase: Print or display a Purchase Order Summary Report listing and totaling
the cost of each lot or non-lot specific purchase order per phase.

3. Report - PO Cost Detail: This selection prints (or displays) a report showing purchase orders
sorted by the subcontractor trade code or category (cost code).
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4. Report - PO's by Subcontractor: Print a selection of purchase
orders sorted by either one or all subcontractors. The various PO

options can be seen at the right.

Processing Automated Letters

Purch Orders by Sub

+ ifine. Sub SubContractors:

Al Subs A.J. Cabinets j

{+ All POs

" Option POs
' Floorning POs
" Standard POs

" Print
" Display

There are two ways of processing Automated Letters from within Sales Manager Plus.

When you login, the system will notify you if there are any letters due to be mailed via a small popup
window. This popup will display any of the three relevant categories of automated letters that can actually
have letters set-up to be sent. These three categories are Warranty (Customer Service), Prospect, and
Buyers. Using the associated check box you will be able to select which of the displayed categories you
wish to process letters for. If you do not wish to process any at this time then you can ignore the notice.

The second way to process your automated letters is once you are already in the
system by going directly to the Sales: Automated Letters menu. After selecting
the type of letter you wish to process the window (pictured right) will open |™™" | [ |
asking you to specify which projects/divisions you wish to process letters for.

Note: The notice/reminder will continue to popup each time you login to the system. Any letters you do not
wish to send can be deleted. See below for further details.

:|Scheduled Service Letters for All Projects

Select Letters for Printing below:

c9]l=)f

Type

[Buyer

Buyer Letter

Scheduled

Send It!

[Deleie b

[

LISSETTE & MIEE VERELST

Letter #1

04121/1999

(5]

JERRY COLLINS

Letier #1

0501/1999

CcS

MARK & JEAN JOHNSON

Letter #1

06/14/1999

CHUCK GOODFELLOW

Leiter #1

0423/1999

MARK & MARY GABRIEL

Letier #1

04i24/1999

JERRY FREEDMAN

Letter #1

12116/1998

ME. & MRS BOB FRANKS

Letier #1

0501/1999

DE. RON & MRS. TERT TOMMY|

Letter #1

01/31/1999

GENNI WHITE

Leiter #1

03/30/1999

=
=
=
=
=
=
=
=
=

B A B

| Exit

Send | Delete
All All

Print Automated Sales Letters....

" One Division: * All Divisions

" One Project  All Projects

Project: ‘ J
0K Exit

A list of applicable names will then appear. From here
you will be able to select which letters you wish to send
by checking the Send It! checkbox for each person. The
Delete It! checkbox allows you to delete the scheduled
letter if you decide that this buyer/prospect does not
require it.

The Send All and Delete All buttons to the bottom right
are self-explanatory. Leaving the Send It! or Delete It!
check boxes blank will allow you to process the letter at

another time. The Print button processes your selected choices.

If any letters have been selected to send, then Microsoft Word will open, and your merge letters will be
automatically generated. These can be edited individually if required before printing them from Word.
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Note: Automated letters can only be processed if there are letters that have reached there scheduled send
date. To process them before the send date you would need to do it individually from the buyer or prospect
screens using the Letter Track button.

Processing Scheduled Calls

Similar to the automated letters function, there are two ways of processing g =
scheduled phone calls. One is going directly to Sales: Scheduled Calls, or when
you login to the system you will be notified via a pop-up if there are any phone
calls due to made.

Select Letters You Wish To
Process MNow

Prospect Letters []

Warranty Letters [J

When you choose to process any scheduled calls, the system will generate a call | BuverCall FollowUp LI

worksheet which lists all the calls that are due to be made. This worksheet includes
who to call, their contact details, and the extended dialog information that you
entered.

As each call is completed, you will need to go into the buyer record and check the Call Complete field so
that you are not prompted to make the same call each time you logon. For more info see page 21.

Media Reports

This menu gives you access to two main media analysis and tracking reports that each come with many
filters and options to print the information you need. These reports provide detailed quality prospect
sources based on the actual prospect records entered.

EIB Media Reports
¢ sl Media Analysis
i Prospect Media Quality

Access Project Completion Document

This allows the Sales Agents to access any document added/assigned to the project (see page 14). When
this option is selected, it will display any documents assigned and by double clicking on the document you
wish to view it will open automatically.
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APPENDIX 1 - Prospecting/Buyer Screen Fields Defined

Prospect Information

Y +| ASanJuan Phasel? Div 01 Pharach Homes - SoCal
Proj §02  San Juan Villas
Fln [10 - Eev[ | Home Phone 198918818 Fax [G19891.0911
SqFt 2350 WorkPhnl [(619)098-1881 El Cell 1)) -
Lt[n | VorkPhn?  [(561)091-6515 Exi cenzl) -
Seq 01 Tract 36665 Color ] Contingent? Traffic Source WEWHOMS -
. Estimated COE | / /
First RER"""i [+ =l Original Visit [07/30/2003
Last [COMETA (= served [/ = Current Visit 0730200~
Full [FICKI COMETA Broler Agent. | e > |
Lot [6678 Brandy Wine Sales Agent |JOHN ROSS =
Address |San Juan Capisirano C4 95236 PPN I_' Broker Co-Op l—u
E _Mail [nickii@aoleom i) g Ll j j j
Current 5144 Hope 5t In Plans: I I I I
Address [Carlshad, CA DIT11 Call Followlp |  Demographics |
Base Price | 32000000 CONFORMING | Dovwn Pt 5180000 DocFee 200,00
Price Adj 000 Selected Loan Fee 320827 Title 500,00
Options 662500 Loan Rate 5230 VAFHA 000 Apprsl 130,00
Flooring oo LTV 20424 Escrow 25000 Mise | 100.00
Conces Opts 0o P&I Payment 1.401 96 Cm.d.il | 1opog HOA C.oniﬂaig_gg
Conces Ohr | 0.0 Propesty Tax 349,67 Beccithe 5000 Prop Discls | 10000
Total Price | 335685.00 Mello Roos 130,87 . LT R )
Asgoc, Fee 2500 Prepaid Inierest (Days) | 30 1,110.74
Down Amount w Hazard Ins 347 Prepaid Mello Raos | 1 13987
Down % | 19.58 Morigage Ins. 0.00 Prepaid Prop Taxes (Mths) | 1 342 67
15t Loan Pym m Prepaid Aszoc. Fee (Mihs) 2 170.00
st Loan it ! ! .
Prepaid Hazard Ins (Mihs) || 6347
i ::Tha:. Itn; I :sz,ssz.zz 2nd Loan Pymi .00 Sl o el
rust Dee - Total Payment | 2,039.97 Est. Cash Required [ 8,923 |
Save 5 Letter g g
Prospect Mle Options | Buy | Trak Print | Exit |
Buyer Information For Lok: 20 - BRUCE CODPER
Cold Lat-" Div: 01 Pharaoch Homes - SoCal
Proj: 502 San Juan Villas Ploi
- BUTER 1 - Phase: 02 ASanJuan Phase2 Map |
e
L Tract: 36665
First o Lot: 20 Seq: 20 SqFt[ 2,350
Lozl e em G OP Plan:[10 ~ | EL sDOBI Elev: [B_ -]
Full Home Phome: |( ) - Gar:
_ BUYER 2 - Work Phnl: [( ) X[ |
First Work Phn2: [ ) - X | |
Last Fax: [ ) -
Full Cell Phones #1: [( ) - [#]) - |
International Phi:
Lot 6901 Brandy Wine Conti % "
Address |5an Juan Capistrano, Ch 952346 Clr Schm: (2
E_Mail [ Constr. Stage: [01  [Foundation
Current 51!’215 Young St Traffic Source: | DRIVE BYS L"
Address |[rvine, C4 91817
Followllp I Demographics I Vesting I
Base Price || 55250000 e DownPmt| 000 Doc 0.0
Price Adj o.on it Poinis 0.00 Tiile 0.00
g“‘f’“ 0.00 Loan Rate 0.000 T, 0.00 Apprsl 0.00
ooring o.00 LIVY 0.000 Escrow 0.00 Mise | 0.00
R 000 P&I Payment 0.00 Credit 0.00|HOA Contsh 0.00
Counter Tops 0.00 Property Tax 000 B 1 0.00] Prop Discls 0.00
Conces Opis a Mello Roos ggg Bldr I tive | 0.00 ¥
1] Aszzoc. F | —
ConceslOthy Hu:; hf: 000 Prepaid Interest (Days) | 0] 0.00
Sales Price | 352,500.00 T o0 Prepaid Mello Roos (Mths) | 0] 0.00
Down Amount 0.00 Prepaid Prop Taxes (Mihs) || 000
Down % | 0.00 Prepaid Assoc. Fee (Mihs) || 0.00
Ist Loan Pymi | 0.00 Prepaid Hazard Ins (Mihs)| U] 0.00
IsiLoanAmt [ 000 2Znd Loan Pymt | 0.00 Prepaid Mortg Ins (Mihs) | U] 000
Ind Trust Deed I 0.00 Total Payment I 0.00 | FEst. Cash Required: I 0.00 |
‘ @ ” ‘ Save g“;mﬁ"g"r ™| Buyer Info | Options | Escrow || Tramsfar |Letier Trakl Print | Exit H
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The top portion of each screen shows the Prospect or Buyer Information depending on which screen you
are in. Below is a description of the information presented in the screens above. Most of the fields are the
same in both screen and are noted where variances occur.

Phase, Div, Proj, Seq, Tract, Sq Ft describe specific details pertinent to the lot which you will be
prospecting.

Plan is a dropdown menu giving you a selection of plans available to be built on the selected lot.

Color displays the color scheme for the house (if it is setup). In the buyer screen you can add or
view more detail than in the prospect screen

Lot is a dropdown menu showing you a list of the released lots for the selected phase and plan
from which you can prospect a potential buyer.

Salutation, First, Last, Full Name is for the prospects name some of which will print on most
reports and letters where the prospects name appears. Please make sure that the appears here as
you would like it to appear in all correspondence.

Buyer 2 (buyer only) allows you to enter a second buyer

Lot Address is automatically filled in when the Plan and Lot are selected. This field is read-only
and cannot be changed on this screen.

E-Mail address for the primary prospect. Having this information can be an efficient means of
contact when face-to-face or phone contact is not possible.

Current Address is the prospects current home address. This address will be used on all
correspondence that will be sent to the prospect.

Home Phone, Fax, Cell 1, Cell 2, International Ph# (buyer only), is the current telephone
contact numbers.
Work Phnl, Work Phn2, Ext. is the work telephone numbers and extensions if applicable.

Contingent enter Yes or No. In addition, in the buyer screen you can also select the type of
contingency from the dropdown.

Traffic Source provides a drop down list of sources for how prospects heard about this project. If
more sources are desired see page 10.

Rating (prospect only) allows you to enter a rating for the prospects readiness to purchase. An
example would be: A — Non-contingent, ready to purchase within 2 weeks, B — Plans to purchase
within 30 days, C — Plan to purchase within 90 days, D — Plan to purchase 90 days or later, F —
Interested in future phase, U — Not rated — cannot qualify, B — Broker, and R - Reserved.

Reserved (prospect only) is the reservation date that is added when a prospect is given an R rating
please see page 20 for details

Original Visit (prospect only) is the date the prospect first visited the Project.

Current Visit (prospect only) is the date the prospect most recently visited this lot.

Broker (prospect only - for buyer it is in the escrow screen) is a drop down to assign the broker
who is working with the prospect.
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Sales Agent (prospect only - for buyer it is in the escrow screen) is a drop down to assign the sales
agent working with this prospect.

PPNi# (prospect only) is basically a prospect code or number that is used on some custom reports
to track certain types of prospects

Broker Co-Op (prospect only - for buyer it is in the escrow screen) is where the brokers co-op fee
can be entered

Constr. Stage (buyer only) shows the stage of construction for the purchased home

Interested in Plans allows you to assign any other plan types that the prospect maybe interested in

The second half of the screen is split into three sections: Pricing information, Loan/Financing information,
and Fees and Costs. These provide all the pertinent sales and buying information for the selected
lot/home.

Pricing information
Base Price is pre-determined and is filled in based upon the Plan and Lot selection. The base price
includes Base + Lot Premium + Pre-plotted Options. This is a read-only field.

Price Adj. can be a positive or negative amount. If a lot were to be discounted, the amount would
be entered in this field.

Options & Flooring show the total amount for the buyer options or flooring selected. The total is
brought in from the Options screen. The flooring amount comes from our Design Studio module.

Conces Opts. is a concession amount for options ordered. Because of this the sale price will be
reduced by the amount entered in this field.

Conces Othrs. is a concession amount that will also be deducted from the sale price.

Total Price is automatically calculated based on the figures entered above and is a read-only. The
total amount is the Sale Price on the contract.

Down Amount and Down % is the down payment and can be entered as either a dollar amount or
percentage. If a dollar amount is entered the percentage will reflect the percentage of the total price
that the entered dollar amount represents. If a percentage is entered, the dollar amount will reflect
the percentage amount.

Loan Amount equals the Total Price minus Down payment. It is a calculated field.

Loan/Financing information (Monthly)
Loan provides you with a list of loan rates and terms from a drop-down list. See page 8 to change
or edit a loan program.
P&I Payment is based and calculated on the Loan Amount and the selected Loan.
Property Tax is filled in based on the Tax % x Sale Price / 12 (months). This field is read-only.
Mello Roos or SID/LID is entered if applicable on a per month basis.

Association Fee is for the monthly portion of the Association fee.
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Hazard Insurance is for the monthly portion of the Hazard Insurance.

Mortgage Insurance is to be entered if the Loan Amount is less than 80% of the sale price. This
is to be the monthly amount.

Estimated Monthly Payment is the total derived from the figures entered in this column. It is
automatically calculated and is read-only.

(One time) Fees and Costs

Down Payment is redisplayed from the down payment amount on the left of this screen.

Loan Fee is automatically calculated when the Loan program is selected. This is a view-only
field. Enter Doc Fee, Escrow, Title, Appraisal, Credit, and Miscellaneous fees. The program
assumes 30 days for the Pre-paid Insurance, Prepaid Mello Roos, Prepaid Association Fee
estimates, however you do need to enter the number of Prepaid Interest (Days).

Estimated Cash Required is the sum of the Down payment, the Fees and Costs and the
Prepaids.

Please Note: the buttons at the bottom of this screen are described on
page 24 for prospects and page 28 for buyers.

41




Sales Manager Plus - User Guide

APPENDIX 2 — Escrow Screen Defined

i Escrow Status Information For Lot: 04 - BEN FRAMKLIN
Sale Pr m’ Lender Im Broker Agent |Doe, Jim j Broker Co-Op 0
Loan Amt [ 103.265 John Jones T HO Refs
LTV HiH % John Jones Other Refil$ n
10 Day Letter | / / Seller Signed | / /
10 Day Sent | / / Escrow Co. | cOMMONVWEA ™ Frame Walk | / /
Release Dt [0z/02/2004 Frm Wik Time [
Sale Dt [05/21/2004 Ezcrow Number Est Comp1 | 7/ Buyer Walk IT_ Mote
AcceptDT [ 77 Sales Agent [pMapywiLLs =) Est. Comp2 [/ / Byr Wk Time [ = | ~|
Escrow Dt | 7 / Credit Approval [/ / Est. Delivery [ 7 / VA Appraisal [ /7
Anticipated Cls Loan Submit | / / Fir Demand Recy'd | / / Opt Cmpl | /¢
Contngnt/Type rlﬁ Loan Approval | / / Full Release | / / Early Opt Cut | / /
Es Inst Out | / / Final Loan Appry | / / Floor Compl | / / Stone Appre'd | / /
EsInstin | / / Loan Final/Fund | / / Conces Brkdwn Recy'd| / / Cons Est Cmplt | / /
Conces Opts 0 Interest Lock [ / / Des Cntr Cmplt | / / FLR Fin/Cash _;I
Conces Other i VA Finaled | / / Bldg Finaled | / / Floor Dep Recyd | 0
FsPA | =] Deposit Reqr'd 0 CofD [// CTop Fin/Cash [ +]
OC Inspection | / / Deposit Recy'd 0 NOC |// CTop Selected | / /
QC Final | / / Additional Deposit i Docs Ordered | / / CTop DepRecyd | 0
Insurance ? Opt Depozit Reqr'd 3E32 Docs At Escrom | / / Residential Type I_
Est. HUD | / / Opt Deposit Recy 4,000 Docs to Lender | / / Reserved | / /
Req'd Loan Funds _;, MRCC % 0 Docs Apptmt | / / EstClos (1) [/ /
Actl Loan Funds | ~| Per Diem Rate a Docs Signed [ / / EstClos(2) |7/
Buyer % In ? “Warmanty Expires | ¢ ¢ Appraizal Ordered | / / Actual COE. | /7
Con::ﬁsl‘hte Wall;:::lfl::cll':i?)iles IH— crrErEll |
1] 4 |

This screen allows you to record and enter in any additional escrow information that you would like to
keep on a buyer. Most of the information that can be stored here is purely optional and does not inhibit the
functionality of Sales Manager Plus.

Pricing and Sales Information (left column)

Sale Pr (Sale Price), Loan Amount, and LTV (Loan to Value) fields are carried over from the
main buyer screen.

10 Day Letter is for the date when the letter should be sent.
10 Day Sent is for the actual date when the 10-day letter was sent.

Sale Date is the date when the prospect was turned into a buyer. If the buyer was not originally
entered as a prospect then the sale date must be entered here. This date can be edited, but care
should be taken when doing so.

Accpt Date is the date when the contract is accepted.
Escrow Date is the date when the escrow was opened on the lot.

Anticipated Cls is a notes field about the escrow closing
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Contingency is a (Y)es/(N)o field which is carried over from the main buyer screen along with the
dropdown for contingency type.

Es Inst Out is the date when the papers are sent to Escrow.
Es Inst In is the date that you receive the papers back from Escrow.
Conces Opts comes from the buyer screen and is the amount of any concession options

Conces Other comes from the buyer screen or can be entered here. It is for any other concession
amounts provided.

QC Inspection and QC Final are for the quality control and inspection dates

Insurance basic Yes/No dropdown

Loan/Financing information (middle columns)

Lender allows you to select the lender from a drop-down list of items created under the main
Setup menu or can be typed in directly here.

Escrow Co provides a drop-down list of escrow companies or type one in.

Sales Agent is for the Sales Agent name. A new name can be entered here on the fly however to
enter any additional contact details you must go to Setup: Sales Agent.

Credit Approvl, Loan Submit, Loan Approval, Final Loan Apprv, Loan Final/Fund, Interest
Lock, VA Finished are all date fields which are specific to the buyers’ loan.

Deposit Required, Deposit Received, Additional Deposit, Opt Deposit Reqd, & Opt Deposit
Recv are fields related to deposits or options deposits. The Options fields are filled in
automatically from the options screen.

NRCCS$ is the amount of non-recurring closing costs.
Per diem Rate is the rate charged per diem if the house does not close on time.

Warranty Expires and Extended Warranty are both dates related to the home warranty and ties
to the Customer Service Plus module

Est. Comp 1, Est. Comp 2, and Est. Delivery, are provided to enter the estimated construction
completion date.

Full Release is the full release/opening date of the house.

Fir Demand Recv'd and Floor Compl are related to flooring construction and when it will be
finished.

Des Cntr Cmplt is a date for completion with the Design Center.
Bldg Finaled is when the building permits have all been approved.
C Of O is the date of Certification of Occupancy

N.O.C. is the date for the Notice of Completion
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Docs Ordered, Docs At Escrow, Docs to Lender, Docs Apptmt, Docs Signed, Appraisal
Ordered, Appraisal In are all dates related to document signing

Completion & Finalization information (last column)

Broker Agent. is a dropdown list of broker companies which can be setup under Setup: Brokers.
Broker Co-Op is the broker fee amount.

Seller Signed is when the seller signed the documents

Frame Walk & Time is for the framing inspection date and time

Buyer Walk & Time is for when the buyer walked the property including a notes button for
additional information

VA Appraisal for a veterans loan

Opt Cmpl date for when options are completed

Early Opt Cut is for early options cut-off date

Stone Apprv'd is for countertops

Cons Est Cmplt is the estimated construction completion date

FLR Fin/Cash is a dropdown to select if the flooring is financed or paid by cash
Floor Dep Recv'd is for any flooring deposit amounts

CTop Fin/Cash is a dropdown to select if the countertop is financed or paid by cash
CTop Dep Recv'd is for any countertop deposit amounts

Residential Type is a user entry field to put a code for the type of residence, e.g. is a House, Unit,
or Condo

Reserved is the reservation date if applicable, please see 20 for more information
Walk Thru is the date of the final walk thru and inspection.
Est. Close 1 & 2 are the estimated close of escrow dates.

Actual C.O.E. is where you would input the actual close of escrow date.

44




