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Introduction to Prospects CRM
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What is a CRM?

CRM stands for Customer Relationship Manager and, in general, a CRM brings
together different aspects of your business such as contact information, to-do lists,
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calendar appointments, and reminders, to help you be more organized, build
relationships, and stay top-of-mind with everyone in your business.

Where does Prospects CRM fit
in with other MLS
tools/resources? Martrix

It is the combination of Matrix™, MLS- o s

Touch®, and Prospects CRM® that create | e »
the perfect ecosystem. As a reminder, A 2o MLS Toucr
Matrix is the primary system whereyou - | "

will search for and access the listing data
entered into Stellar MLS, MLS-Touch is

an application for your smartphone, and
Prospects CRM can help manage your

AProspecis

contacts and business activities. B -
h homesnap [ ea—
And they all work together... e @ '

It is important to note that Prospects

CRM is unique from other CRM software because it is directly integrated with the MLS
system, Matrix, meaning that data can flow between the two systems. This allows
access to some incredible functionality such as being able to link contact records to
MLS listings, generate market reports, enable drip campaigns, and reference some of
the favorites and discards your customers have made within the customer portal
OneHome™.

Core Features Overview

Found along the top of the Prospects CRM interface, you will access its four core
functions: Dashboard, Listings, Contacts, and Calendar.

’ PrOS pe C‘I’S Dashboard Listings Contacts Calendar
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DASHBOARD

The Dashboard helps you focus on
what matters. It acts as your virtual ——
assistant that reminds you of
important dates, who you need to
follow up with, upcoming
appointments, and much more, all at a
glance.

As you use Prospects CRM more and
more, the Dashboard will quickly
begin to populate with helpful
information.

LISTINGS

Because Prospects CRM is integrated
with Matrix, you can run basic searches
and view listing details directly in the
system from a variety of locations
including the Listings menu. Being able to
access MLS data directly also brings
some powerful features.

Now if you are asking Why would | want
to access listings here in addition to
Matrix? Consider this: Being able to pull
up property listings from the MLS and
then associate those listings with one or
even multiple contacts will allow
Prospects CRM to help become the glue for

your transactions! Hotsheet @
Also, the integration with Matrix makes it

possible to create a Hotsheet and then view 1 6N5€W® 28 D?p 21530‘ d@
listing changes within certain cities over a

period of time, right from within Prospects
CRM.
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CONTACTS Contacts !

The Contacts section is where you will N
probably spend most of your time in T e e Yy
Prospects CRM. You can easily store ° o

and manage contact information for
everyone you know — customers,
prospects, past acquaintances, lenders,
contractors, and other agents. Once a
contact is entered, you can then take
actions such as scheduling follow-ups,
appointments, and to-dos.

T—

CALENDAR Tr———— - “ose
The calendar within Prospects CRM is a o e el ~ L]~
fantastic resource and designed for ] ’

agents.

When you schedule activities such as
appointments or to-dos, they too can be
linked to MLS listings (and contacts) so
that all the information is readily
available in one place.

Adding and Editing Contacts

Due to its integration with Matrix, Prospects CRM automatically syncs any contact
entered in Matrix automatically. You can also enter contacts into Prospects CRM
directly, either one at a time or you can import contacts from a variety of different file
formats such as CSV (comma separated values).

To view a list of your contacts, click the Contacts menu button near the top of the
screen at any time. The list shown first displays your most recent 20 contacts and then
you can search individually by name, click the first letter of the contact last name from
alphabet displayed to bring up matching records, or click on ‘All’ to display all contacts.
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Add a Contact

HPrOSpeCTS Dashboard  Listings Contacts Calendar

Search by Name Search by Sales Stage By Keyword

v . = SEARCH

ABCDEFGHIJKLMNOPQRSTUVWXYZ - ALL

Sales Stage

[ Customer, Demo Buyer Clients Book Club; Demo Contacts - Custom K...

[J Customer, Another Demo Unqualified Leads

[J Fixer, Frank Not Followed

To add

Summary
n Last Nare First Name Subseribed to Emails @
| send to external systems
JobTitle Language Gender
Engiish v oM OF
Company Referred By Sales Stage @
ast Mame, First Name B Not Follawed
Spouse Website ® ards
ame, First Nar (13 ’
(® Phones @ emoit
© v mme e B O -
Addr
() Number Sulterapt Street city Country State 2ip code
o a- @
Greeting;
Envelope Greetings Greets ‘Spause Envelope Greets

Comman Mailing @
] spouse First on Address @

Created on
Last Modif.

Most of the available contact fields will look familiar such as first name, last name,
phones, and addresses. To really harness the power of Prospects CRM however, there
are a few extra sections that should be noted. These include Greetings, Keywords, and
Sales Stage.
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mmmmmm

n ....... st ame
Job Tide Language Gender
Engie e

Company Referred by SalesStage ©
spouse websne @ Kepuorss.
@ Phanes @ trat

ir
© Wurber sureinpt sueet ey Country state os
e B: 8- @

r

Common Ml

Createdon

~ Greetings

Envelope Greetings Greets

Greetings

This area of the contact entry window contains three
options: Envelope Greetings, Greets, and Spouse
Envelope Greets. When sending out
communications, such as an email, from Prospects
CRM using an existing or custom text template
(discussed later), you can automatically populate the
greeting line of that message with both the greeting
as well as the contact’s name. There are many pre-
defined options to choose from and you can enter
your own as well!

Keywords

Being able to to assign keywords to contact records is a
great way to group contacts together and then return to
them quickly. As with Greetings, Prospects CRM has a
large list of pre-defined keywords to choose from and
you may add your own by clicking the word ‘Modify’ at
the bottom of the list.

Intro to Prospects CRM

Sales Stage @
Not Followed

@ Keywords

Greets

|

Dear and

Dear

Dear and

Dear Madam and Mister
Dear Madam

Dear Madam and Mister

Dear Madam

@ Keywords
bearch or Add

Notary

Personal

Photographer*

Professional

Real Estate Agent

Supplier

Tenant

Modify...
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Sales Stage

Catagorizing groups of contacts in Prospects CRM is critical to getting the most out of
the system! A Sales Stage is a main category for contacts, such as buyers or sellers,
and once assigned, a virtual assistant (shown on the Dashboard) can then prompt you
to follow up with each group of contacts on a particular schedule.

Sales Stage @

Not Followed

Sales Stage @
¥ Not Followed
Unqualified Leads [2 days]
Qualified Leads [7 days]
Buyer Clients [7 days]
Seller Clients [14 days]
Buyer/Seller Clients [7 days]
Past Clients [90 days]
My Example Customers* [90 days]

Figure 1

There are eight (8) Sales Stages in Prospects CRM and each can be modified if you
wish. Look for the options in the drop down menu within an individual contact record
(Figure 1 above) and, if desired, customize them by clicking the gear icon in the upper-
right corner of the main display and then Virtual Assistant from the Configuration
screen.

TIPrOSPECHS  Dashboara  Ustings Contaces  Calendar  Configuration o &0

2

e

~

Google/Microsoft Market Report
i Information Sent
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Branding

Before sending out communications, reports, and information to your contacts from
Prospects CRM, you will want to upload your agent photo and company logo, select
your brand colors, and customize your email signature so that everything will be
branded to you.

Agent Branding
To begin branding the system, click the the gear icon in the upper-right corner of the
main display and then select the Customization section from the Configuration screen.

Customization
Your brand, headers, images library

MM Prospechs  oashooard  Listings Contacts Calendar  Configuration

Virtual Assistant Contacts Calendar Listings
play of the virtusi sssistant in the faulevalues, system lists and Defaultvalues, reminders, system board, noufications, informatio
fashboard lsts
Emails Customization MLS-Touch® Match! Hotsheet
Sutgoing e  brand, headers, images librar Management for MLS-Touch® nfgure email notifications Select your location:
Market Report
nformation Sent

Activity Report Facebook Publishing
Fieds displayed by defaul Publish your listngs on Facebook

Prospects For Teams I

A new pop-up window will appear containing three tabs: Brand & Share, Headers, and
Images Management.

Configuration

Customization

Brand & Share Images Management

Brand the communications you send (listings, market reports, branded client app, etc) with the logo and the colors of your choice.

Begin with the Images Management tab and upload your agent photo and company
logo from your computer by clicking the Choose button and navigating to the location on
your computer where the images are stored. Images added to the Prospects CRM

Intro to Prospects CRM rev 4/2022 n
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Images Library will then be available throughout the system. Be sure to also choose
your main agent photo in the My Agent Picture section by clicking the Modify button!

Next, click the Headers tab and double-click the default entry in the list to verify your
contact information.

Configuration + x

Customization

Brand & Share [EUTEETUSM images Management

Customize your contact information shown in headers.

[l setAsDefault

W Description

(Default) Initial Header

Header + %

Description Initial Header Preview

® Use my board Picture Use my board info
Choose from your images
library

Name Email
Demo Agent
For Website

Lic. Type Type Phone

License #

Office
TELLAR MLS

Company

4

Simply, uncheck the “Use my board info” box should you need to make adjustments to
the contact information displayed. Please note that changing the information in
Prospects CRM does not update your membership record with your local
board/association — you would need to contact them directly.

Lastly, click the Brand & Share tab, select your brand colors, and choose your company
logo from the drop down menu of those images uploaded earlier on the Images
Management tab. Once finished, click the Save and Close button to lock in your
changes.

Configuration + x
Customization

Brand & Share

Brand the communications you send (listings, market reports, branded client app, etc) with the logo and the colors of your choice.

Choose Your Colors and Logo

Choose a Preset

None

@ primary @ Accent @ variant
Choose Your Logo
Corenvega .
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Email Signature

With your branding complete, return to the Configuration screen and select the Emails
section to set up your outgoing email signature. Reminder, to access the Configuration
options, click the gear icon in the upper-right corner of the main display window.

™M

Emails
Qutgoing emails

TIPrOSpECts  Dashboard  Ustings  Contacts  Calendar

P A)
=
ol YA ©
n MLS-Touch® Match! Hotsheet
Outgoing emails. Your brand, headers, images library Device Management for MLS-Touch® Configure emall, notifications Select your locations

'C I

@ € 2
Activity Report Facebook Publishing Market Report

Fields displayed by default Publish your listings on Facebook Information Sent

Prospects For Teams
Management of your Prospects team.

Once the pop-up window opens, click Modify Email Signature to begin the process.

Configuration + x

Email
Configuration of the outgoing emails

General Email Configuration

& Modify Email List £° Modify Email Signature

~N

Insert Prospects Image ~

Email Signature
Add my signature to all outgoing emails

B I US A&

Font ~ | Size

m [?) source ?

Insert Prospects Image -

===

Demo Agent

STELLAR MLS
(407 960-5300

m Save and Close
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Use the formatting tools located in the first row of the tool bar to change the text entered
for your signature. To include an image in your signature, simply choose the Insert
Prospects Image option and a drop-down menu will display all images that were
uploaded into the Images Library earlier in the Branding section. To add a hyperlink,
click the link icon in the second row of the tool bar and fill in the desired fields. When
ready, complete the process by clicking the red Save and Close button in the lower-right
corner.

Email Campaigns

Whenever you wish to schedule an activity such as a to-do, follow up call, or
appointment, look for the red Action button in Prospects CRM. This holds true for
sending emails as well.

Whether sending a single email to a particular contact or out to an entire group of
contacts, Prospects CRM makes it easy! The option to Send an Email Campaign is
located by clicking the red Action button. In the image below, note that the Action button
appears above the main contacts list display as well as in an individual contact record.

[ e—r—" x| +
¢ > @ © 8 hiiosilus-ssst prospects.comiorospecisiyibomepage.do a0 @

MVPrOSDECts  Dashboard  Uistings Contacts  Colendar @ ® | Add Activity > |

quick search [I% Send an Email Campaign

28 E= Send a Virtual Card
BCOEFGHIK

ABCD LMNOPQRSTUVY
- 2l P R m | Startan Action Plan
»

Search by Name Search by Sales Stage By Keyward

>

Global Edit

Merge

Import b
Export >

Link To a Listing

Generate Activity Report

nt Dates | Additional Fields.

Add Activity

Referred By Sales Stage @
Send an Email Campaign &~ |GenewenamyRepor | customer,Demo Unqualified Leads [2 days)

website
Send a Virtual Card B @ apwort

() email
Start Match! B O moneoemocusiomense -
Start an Action Plan >
Generate Activity Report

[ T e recoe |

After selecting Send an Email Campaign from the Action button menu, just compose
your email, verify the recipient(s), review the message, and choose when to send it —
It's that easy! You also have access to the images you uploaded earlier to further

Intro to Prospects CRM rev 4/2022
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Email Campaign: -+ X
customize your message SO be SUre to CNECK i > aarccpens » sevenima > st s
out the options in the toolbar above the °m
message body. You can insert any of the —
images uploaded into Prospects CRM as ] clse (B IUS ADRza e ? Signeturs
well as blocks of text such as your email T, [ S e
signature.

To add your email signature, simply position

your cursor in the body of the message

where you would like the signature to appear

and select Signature from the Insert Other

Field menu in the toolbar. [ )

Text Templates

Use Template None v

jeots » Review Emad 3 Schedule

Not sure what to write? Prospects CRM has a
variety of incredible Text Templates available for |
use right here in the Compose Email section. LOOK  ~  « vrveroennce o s
for the menu in the upper-right corner! S " '

You will be amazed at the number of pre-defined
templates available across a wide variety of
catagories.

BONUS TIP: You can edit the template for a single message by clicking the Edit
button in the Email Campaign window or you can customize any of the text
templates permenantly. To access the templates (as well as create your own),
click the three-line menu near the upper-left corner of the main Prospects CRM
window and then Text Templates from the slide out menu.

1Prospecfs Dashboard Listings Contacts Calendar

E Quick Search Advanced Search

A\ L
JAA  search by Name Search by Sales Stage By Keyword b | PI’OSDG‘CTS Dashboard  Listings Contacts  Calendar
. &l

’ dvanced Search

. ABCDEFGHIJKLMNOPQRSTUVWXYZ - ALL

[ MATCH! A\ Search by Sales Stage By Keyword
&) o GEIRU S MARKET REPORT 24 v ‘
N ta

- TEXT TEMPLATES L NOPQRSTUVWXYZ - ALL
ﬁ SHOWINGS  [R]
[ Apple, John Seller Clients i 76s (=R m

Az > g
@ [J Apricot, James Stellar MLS Class Demo** NS [ Sales Stage
e B s Seller Clients

.Ej [J Avocado, Robert Stellar MLS Class Demo** ]

TEXT TEMPLATES (5 Stellar MLS Class Demo**

ONLINE ReporT (7] Stellar MLS Class Demo**
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When satisfied with your message, click to verify the contacts to whom the
message will be sent and then again to preview your message. The last page allows
you to specify a description for the activity and schedule the email to either be sent
immediately or on a future date.

Emall Campalgn: -+

Compose Emall > Add Recipients > Review Email > Schedule Emall

o Add an activity on your calendar

O 0 on ey anyourcotenr

Date

Activity Name Date
Example: Email to Bob October 3, 2021

B8

October 3, 2021

© setup oetivery schedule

Publish in Activity Report

Send Now Print.

e Set Up Delivery Schedule

Send Now Print

AL m

Virtual Cards

In addition to the incredible text templates mentioned above, Prospects CRM also has a
variety of pre-built, colorful e-cards that you can use in your communications. To begin,
select a contact or group of contacts you wish to send a card, then click the

button and choose Send a Virtual Card from the menu.

A new window opens where you may choose a particular template from the dropdown
menu and begin the customization process. You will find a variety of categories with
fantastic designs that have space to add a brief custom message to further personalize
the message. As before, step through the options to verify the recipients, check out a
preview, and schedule when to send the card.

Appointment
( Biﬂhdays Choose Template > Compose Card > Add Recipients > ReviewCard > Send Card
Listings - New @ croosea Tempiate
Listings - Open House (e
Listings - Price Drop asdn o
Listings - Sold by = &
Public Holidays - 4th of July bt HAPPY
Public Holidays - Easter ELI RIS oy BIRTIID,\\’l
Public Holidays - Father's Day Pibks ki Ssene = )
Public Holidays - Halloween POk ki Thark .
Public Holidays - Holiday Season L s
Public Holidays - Mother's Day Tincichoe®©: o Balioons 2
Public Holidays - Thanksgiving Transactions - Transacton Aniversary
Public Holidays - Valentine's Day Tl Hopypey Binthday !
Solicitation - Evaluation PRuth {/[4 y/
Solicitation - Hello! : D ey,
Transactions - Congratulations e
Transactions - Thank You!
Transactions - Transaction Anniversary
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Market Reports

Due to its integration with Matrix, Prospects CRM makes it possible to send your
contacts branded Market Reports for a particular area (zip code or city name), category
of real estate (residential, vacant land, etc.), and property type. Market Reports are a

great way to stay top-of-mind with your customers and prospects!

StellarMLS MARKET REPORT Datnc Agent
B STELLAR MLS
Real Estate Activity in Your Area must @ ForDemo Customer
) From Dec 1, 2020 To Nov 30, 2021
Number of Properties Median Price
Q 3423
200 K
i Residential
INFORMATION REQUEST
150 Last 12 Months
o
125 % "[ [z
100 872 1026
No. New Properties No. Sold Properties
s
. 2
) I I I I II II II n II N o
o
1220 or21 221 21 oe21 0521 0621 o721 o821 0021 1021 1121
B No. New Properties I No. Properties Sold
Properties Sold for the Month of | November 2021 + Map  Satellite 8 = H r3
X €d Smith Stodim &) !
ADDRESS USTPRICE SOLD PRICE ADJUSTMENT PERCENTAGE SOLDIN % Truleve Sarasota Q) § Bobby 3
E olf C
555 N ORANGE AVE #308 $1,059,400.00 $1,059,000.00 1% 600d Bt o p
RiCT
800 TAMIAMI TRL #607 $899,000.00 $899,000,00 o% 64d nt Park Sarasota @
1911 OAK ST $660,000.00 $650,000.00 2% 7d e Sarasota Art M
@
437 CENTRAL AVE #437 $620,000.00 $600,000.00 A% 26d
Marie Selby Yoo

To begin, click the three-line menu in the upper-left corner of the main Prospects CRM
window and then Market Report from the slide out menu.

Dashboard Listings Contacts Calendar

A Prospects

[T EELE N Advanced Search

search by Name

Search by sales Stage

ABCDEFGHIJKLMNOPQRSTUVWXYZ - ALL

W Name® sales Stage

DO Apple,john Seller Clients MARKET REPORT
O Apricat, James Stellar MLS C1a58 1
[0 Avocado, Robert Stellar MLS Class Demo**

A Prospects

MATCH!

MARKET REPORT
SHOWINGS
LEADS

ACTION PLANS
TEXT TEMPLATES

ONLINE REPORT

Intro to Prospects CRM

Dashboard Listings Contacts Calendar

Search by Sales Stage

By Keyword

LMNOPQRSTUVWXYZ - ALL
5 5

sales Stage
Seller Clients
Stellar MLS Class Demo**

Stellar MLS Class Demo**
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4+ Add

To send by email, click the button and then the

address book icon to choose a particular contact. Once
complete, a window opens with a variety of options. Choose the
frequency (every month or every 3 months), then the area, price
range, and category of real estate (and property type when

Market Report

Report Type

® Email O Facebook

This feature allows you to send your Market Report by e-mail to
the selected contact:

Contact

Last Name, First Name

Contact []Display Spouse

Prospects, Demo Customer

Next Sending Date
October 4, 2021

applicable).

Market Report
Send the Report to Your Client Prepared by

Roger White

v
every month [ Send the Report to Your Client

every month ~
Choose an Area

Choose an Area
® ByZip Code (O By Location © ByZip Code O By Location

Choose a Price Range

Choose a Price Range

$0 v - Nomaximum ~

$0 Voo No maXImU m v I Please choose one or more listing categnriesl

[] category
Please choose one or more listing categories Residential
[J Business Opportunity

[0 Commercial Lease
[ Land

[ Residential Income
[] Residential Lease
[l Commercial Sale

[ Property Type

[ Condo - Hotel

[ Condominium

[ Dock-Rackominium
] Farm

[J Garage Condo

[ 1/2 Duplex

1 Manufactured Home

4

The Action button in the upper-left corner of this window allows you to send a link to the

report via email immediately or preview the report in advance.

Action Plans

So far, we have described taking a single action on a contact or group of contacts. For
instance, clicking the Action button shows a list of available options and you can add an
activity such as a To Do, Follow-up Call, Appointment, etc.

Once created, these activities can then appear in the calendar as well as on the
Prospects CRM Dashboard.

Intro to Prospects CRM
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Contact: Customer, Demo

Summary History ToDo Listings
=R m ['EILICICM Notes | Important Dates
Loy Ay ’ First Name Subscribed to Emails @
€y Send an Email Campaign Demo Send to external systems
JobTitle  SendaVirtual Card Language Gender
Assistant  Start Match! English . oM ot
company Buyer lsing heckst Soles stage @
Generate Activity Report  Buyer Closing Checklist Buyer Clients [7 days]
Spouse Buyer Prospect Plan - 2 Months

me, First Name Buyer Prospect Plan - 4 Months
(%) Phones. Buyer Prospecting - 2 Months High-Touch Plan () Book Club
() Res. ~ 9415551111 My Custom Follow-Up Plan!

New Listing Plan

~ Addresses
New Listings - 2 Months Plan
v Greeting:
Seller Closing Checklist
~ Stat

Seller Closing Checklist

- (%) Keywords
(=) Demo Contacts - Custom Keyword

r

An Action Plan however combines multiple activities together allowing you to setup a
series of events, to-dos, reminders, emails, and follow-ups and then assign them all with
just one step. Action Plans are a great way to make sure that you are following up with
your contacts and staying on top of your business. Simply select Start an Action Plan
after clicking the Actions button and you can choose from a variety of predefined plans
in Prospects CRM. Of course, as we learned earlier about Text Templates, existing

Action Plans can also be modified, or you can easily create your own.

To review all the Action Plans available (or create your own), click the three-line menu
near the upper-left corner of the main Prospects CRM window and then Action Plans

from the slide out menu.

TAProspects  pashboard  Listings  Contacts  Calendar

E Quick Search WEUIERTELEEETM )

AN scarch by Name Search by Sales Stage By Keyword

ABCDEFGHIJKLMNOPQRSTUVWXYZ - ALL

Pl v -

Sales Stage

O Apple, john Seller Clients

r:j [0 Apricot, James Stellar MLS Class Demo**

NEN | Avocado, Robert stellar MLS Class Demo**

MATCH!

MARKET REPORT

SHOWINGS

LEADS

ACTION PLANS

TEXT TEMPLATES
ONLINE REPORT

A new page opens displaying all the Action Plan templates contained within Prospects
CRM, the number of associated activities, and information about those plans which
have already been started. Double-click any action plan in the list to review its steps and

make changes or click the button to create your own!

Intro to Prospects CRM
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My Custom Follow-Up Plan!
Buyer Closing Checklist
Buyer Prospecting - 2 Months High-Touch Plan
New Listings - 2 Months Plan
TIProspects  Dashboard  Listings Contacts  Calendar  Action Plans

Seller Closing Checklist = [E—

. Template Name Has Activities Assigned to
Send Birthday Card (25 Years) o ==
Send Transaction Anniversary Card (20 Years) o~ =] 114014
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Seller Prospect Plan - 4 Months

Additional Resources

Stellar MLS Classes
Be sure to join the Stellar MLS Training Team for more classes!

Signing up is easy — From the Products & Services page of Stellar Central, scroll
down to the MLS Education & Compliance section and click “Stellar Class Sign Up”™!
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