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Welcome & Class Objectives

WELCOME TO ENEIGHBORHOODS

Welcome to the Updating Your Personal Profile training class. This class
will guide you through the basics of updating/changing any part of our
personal profile. This includes your Personal Information, Designations,
Your Photo, Your Logo, Report Settings, Formulas/Scenarios, MLS and
Colors. This information is used for the reports, eNeighborhoods website
and newletters.

CLASS OBJECTIVES

You Will Learn How To:

% Update your Personal Information
+«+ Update your Designations

+«+ Update your Photo

¢+ Update your Logo

% Update your Report Settings

¢+ Update your Formulas/Scenarios
+«+ Update your MLS

% Update your Colors
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Chapter 1 — Updating Your Personal Profile

CHAPTER 1 - UPDATING YOUR PERSONAL PROFILE

Follow the steps below to update your Personal Profile.

Open the eNeighborhoods program by clicking on your
eNeighborhoods icon on your desktop.

Once in eNeighborhoods, click on Personal > My Personal | Help _Internal
Personal Profile from the Menu Bar or click on the
Profile button to the right of your screen. The Personal i

. . - Edit Feature Changes
Settings Wizard opens at the Personal Information Recet Foature Ehange
screen. :

& eNeighborhoads © eMeighborhoods, Inc. (800) 9759742
Fie Edt Options [[EERR Hep
L mmwwwﬁ ﬁ H [ I ® |
wumw-muecn Buywar  Compiign  Fiys  Migd  Veaine  Tisnng
-
= My eN ‘
A Welcome to the new eNeighborhoods!!
B o Wi e vy I tirs major upgrade b
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F5 ol Documer s 1957, wa have continually siived b creats proucts hat
e 50 USEUl YOU UEE them evesydayin your real estate
'F‘; #N Announcemn ts Busingss.
Tha firs1 thing That you £hould &4 k£ 3 Brand-naw 100k and \._,}
Feai  oN I Tho He feel. Check 0utihe new ioalbar on topd Cne of he drst T—
- Hrings you will nolice is thal we've reglaced the Familiar o |
P& o Special Offers Fas Wi product gons,
.g #N Support Optsans. More than fat, we've added new products and ennanced
exisling ones o make eleighborhoads & complese
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By AEx pricng e
51 g &N 2005 Product Overview
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i FREE *2005 6NBighoamncds Jump Etar Guidns
]| Comacts
3;12 * Barsid on you ack, wi'vir added a fll cord rstirn, Easily
irnpcet froen DuBBOKT or Top Proguce™
..... oo »
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Chapter 1 — Updating Your Personal Profile

Updating Your Personal Information

The Personal Information tab allows you to edit your Name, Address,
Company, Email, Phone and Web Type. This information will be
displayed on your reports and eNeighborhoods web site.

You can click Next to move to each of the tabs, or you can select a specific
tab by clicking on it. When you are finished with your changes, click on

the Finish button.

Personal Settings Wizard I
Repart Settings | Formiulas/Scenarios | MLS Colars
Personal Information | pesgrations | vouBhota | Vour Logo

reports and your eNeighbarhoods WebSite,

rInstructions
Enter your personal information.  This information will be displayed on your j

[

Mame: |

na

Emal: [ciane_harbeson@sbcglobal.net

Company JeN

Auadress: [One Park Place

[suite 450

Cty/state/Zp: [Bocaraton L [5o4e7

phanes: [offce [~]fg61-981-9767
Fax j‘
5|
I |

Web Address: |

User Type: Single User v

¢|| eteighporpoods

Lo ] (ea) (L

Updating Your Designations

The Designations tab allows you to add designations to your reports.

1. Select an item in the left column and
click on the right arrow button to add
your selection to the list on the right.

2. Use the up/down arrows to select the
order of your designations.

3. You can click Next to move to each of
the tabs, or you can select a specific
tab by clicking on it. When you are
finished with your changes, click on
the Finish button.

Personal Settings Wizard
Report Settings | Formllas/Scenarios | MLS | Colars
Persanal Information Designations | ‘our Phato | Your Logo

buttan,

rInstructions
add Designations: Select from the list on the left and click the right arrow ﬂ
Rernove Designations: Select from the list an the right and click the left j

Diane Harbeson, Associate Broker

Selection List Personal Designations
ABR - Assaciate Broker
[LBRM

Affiliate Broker

f
L

¢ | eMeighsortods

[ < Bck ][ Hest > ] [ Firish ]
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Chapter 1 — Updating Your Personal Profile

Updating Your Photo

The Your Photo tab allows you to add your personal photo to the reports,

eNeighborhoods website and newsletters.

Report Settings | Formulas/Scenarios | MLS \ Calors

Personal Information | Designations Your Ehoto

Your Logo

rInstructions
Your current photo will be displayed as your agent photo on your reports, | &

eMeighborhoods WebSite and newsletters, To change the phaoto, click on

‘Clear Photo' and then click on the 'Add Photo' button, Locate the folder on j

Current Photo:

.

Clear Photo I Add Phato

1. Click on the Add Photo button and the
Select Image dialog box opens.
2. Find your personal image and
highlight it so that the name is in the b
File Name field. Click OK. SN
S
3. Your image will display in the Current Q
Photo box. §
S
4. You can click Next to move to each of §s
the tabs, or you can select a specific N b
tab by clicking on it. When you are i
finished with your changes, click on —

G e )

the Finish button.

Updating Your Logo

The Your Logo tab should automatically have your logo displayed in the
Current Logo box.

1.

To change the logo, click on the Clear
Logo button and then click on Add Logo.
The Select Image dialog box opens.

Find your new logo and highlight it so that
the name is in the File Name field. Click
OK.

Your image will display in the Current
Logo box.

You can click Next to move to each of the
tabs, or you can select a specific tab by
clicking on it. When you are finished with
your changes, click on the Finish button.

Report Settings | Farrmulas/Scenarios I MLS Colars

Personal Information | Designations | ‘Your Photo Your Logo
y i

nstructions
Thig is your current logo. It appears on your reports, eNeighborhoods ﬂ
tWebSite and newsletters, To change the logo, click on 'Clear Loga' and then

click on the 'dd Loga' button, Locate the folder on your computer where d

Everyday Marketing Solutions foy/Real Estate™

Current Logo:

N\

Clear Logn Add Logo

< eNejghtanhodds

G L) Lany
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Chapter 1 — Updating Your Personal Profile

Updating Your Report Settings

The Report Settings tab allows you to change some of the information
which appears on the reports.

1. Click on any of the buttons and it will open in an editor allowing you to
make changes.

2. Inour example, we opened the Cover Letter. Make your changes and
click OK.

[Pt etz ]
Personal Infarmation | Designations | ‘Your Phata | Your Logo
_ ReportSettings | pomusScenwis | MS | Cos
rInstructions
This is where you can change some of the information which appearson |+
your reparts, Clicking ary of the buttons below will open up an editor
allowing you to make and save changes. j
H Change Slogan |
= o
E § Change Disclaimer |
N
Q é Change Education |
ol
\ s Change Experience |
Q 3 Change Professional Associations |
Q @
% 2 Change Personal Irformation |
[ B
® = s elte
h 3 > Change Cover Lefter T o
~— » 9
§ =
)
m ‘g Change Company Story
]
5
. Change CMA Explanation i
.‘
[ Cancel ] [ < Back ] [ It = ] Fir[oes
i

3. You always have the option to go back to the original letter by clicking
on Restore Default.

4. You can click Next to move to each of the tabs, or you can select a

specific tab by clicking on it. When you are finished with your changes,
click on the Finish button.
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Chapter 1 — Updating Your Personal Profile

Updating Your Formulas/Scenarios

The Formulas/Scenarios tab allows you to make changes to the Buyer’s
Cost Formulas and/or Loan Scenarios (see Buyer Tour Manual) and the

Seller’s Net Sheet (see CMA Manual).

1. Click on the drop down arrow to select
the formulas you want to edit.

2. To edit the formula, click on its cell and
start typing.

3. You can click Next to move to each of
the tabs, or you can select a specific tab
by clicking on it. When you are
finished with your changes, click on the
Finish button.

Updating Your MLS

The MLS tab allows you to input your
State, MLS and select where your MLS
listings come from.

You can click Next to move to each of the
tabs, or you can select a specific tab by
clicking on it. When you are finished with
your changes, click on the Finish button.

Personal [nformation | Designations | *Your Bhota I Your Logo

Repart Settings Formulas/Scenarios | MLS | Colors

rInstructions

This is where you can edit your Seller Net Sheet, Buyer's Cost, and Loan
Scenario formulas that will be used on your reports. Select which set of
formulas you want to edit from the drop-down boxe at the top, To edit a
formula, just click on its cell and start typing, “ou can use "[Price]" and
"[Down Payment]" in your formulas to represent those variables, Add and
remave formulas using the buttons at the botom. I you make a mistake
and want to start over, use the Restore Defaults button,

[ name [Fomuia [Resuts

L Dowr Payment. [Price]*0.20 $20,000.00

| |LoanFee ([Price - [Dowm Payment])*0.01 $800.00

|_|Pocument Fea 150 $150.00

[ Pro-rated ([Price]*0.0125)f12 $104.17

| |Appraisal 350 $350.00

| |Escrow Fee 175+([Price]f1000)*1.75 $350.00

[ [aLTa Title 100 $100.00

| |Recarding Fees 50 $50.00
Misc. Charges 250 $250.00

Delete Formula | 4dd Farmula | Restare Defauks |

Tip: [Frice] = $100,000

Cancel

e el e

Personal Information | Designations | *Your Photo | Your Logo
Report Settings I Formulas/Scenarios [ MLS | Colors
rInstructions
Making a selection from the drop-cown box below will allow -
eheighborhoods to irmpart vour listing from your MLS, far use in your
reparts. j

Personal Settings Wizard

M

State:
[

Mutiple Listing Service (MLS):
[Southen Calfornia MLS - Tempo System (Socall empo) -1

[ Use WividFyre for MLS listings.

Everyday Marketing Solutions for Real Estate™

|| eNelghborfoods

Cow (o) L)
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Chapter 1 — Updating Your Personal Profile

Updating Your Colors

The Colors tab allows you to change the colors that are used in certain

report themes.

1. Click in the Color #1 box and the
Color window will open.

2. Select the new color and it will appear
in your Color #1 box.

Color [2]x]
Basic colors:

I ] [
I [
| _dded f g B |
ot 04 0 1 b |
G )

T

LCustom colars:
1 1 [0
FrrFEEEE

Define Custom Colors >3 |

Cancel

Personal Information | Designations | Your Phota Your Logo |
Report Settings | Forrmulas/Scenarios | MLE .. Colors |

rInstructions
This tab allows you to change the colors that will be used in certain report
thernes. Just clidk on the boxes and choose your colors

]

Colors:

’7 Color #1: . Color #2:

Restore Defaults

Everyday Marketing Solutions for Real Estate™

¢\ eNeighbarhoods

Coad ) Com

)

3. You can always go back to the original colors by clicking on Restore

Defaults.

4. You can click Next to move to each of the tabs, or you can select a
specific tab by clicking on it. When you are finished with your changes,

click on the Finish button.

Backing Up Your Personal Profile

1. After making changes to your Personal Profile, you should back it up
so that you will have it at a later time if something should happen.

2. Click on Personal > Backup Personal Profile from the Menu Bar.

3. Click the Save button. Remember where the file is being saved so you

know where to find it later.
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