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Introducing Top Marketer

Top Marketer is a suite of marketing applications accessed from the Top Marketer Control Panel. Top Marketer's
applications are described below.

Market Data

Top Marketer retrieves data from various sources. This data is analyzed and can be used in Market Data Displays
that show current market conditions in a specified area. These displays can be published to a variety of locations and,
once published, are updated monthly to ensure they are current and accurate. For more information, see "About
Market Data".

Market Snapshot

Using Market Snapshot you can send automatically generated real-time Market Snapshots i MLS market updates,
trend analysis, and community and school reports i to your customers. You can:

e Integrate this service into your own marketing Web sites.
e Invite anyone you email to subscribe to the Market Snapshot service by simply adding a link.
e Provide consumers with up-to-the minute MLS graphical information while allowing you to see what
consumers are viewing.
Market Snapshot Pro

If you belong to a participating MLS, you can opt to upgrade to Market Snapshot Pro in order to receive the following
enhancements:

e Two new graphsd making a total of 6 available graphsd that illustrate Inventory/Median List Price and Sold
Priced List Price.

e Each successive mailing of a Market Snapshot Pro to a contact will cycle through the set of six graphs
provided.

e The map at bottom of a Snapshot contains additional colored pins indicating a property status of pending or
expired/withdrawn. Use of these is optional.

e  Will contain a large amount of text specific to the data type, including dynamic text.

Newsletter

You can be involved in the creation and distribution of a monthly Newsletter to existing and potential clients. You
define the type of content you want, and the specific area for the Market Data display, and Top Marketer creates a
Newsletter. It will contain current information relevant to your specifications. Additionally, you can review and edit the
Newsletter before it is distributed.

Market Builder

The Market Builder direct-mail service maximizes your Market Snapshot subscription by allowing you to direct traffic
from targeted addresses and/or address ranges to the Market Snapshot service, facilitating their conversion into
leads and clients. Using Market Builder, you can:

e Send 3 different postcards to each targeted address over the course of a campaign (1 year).

e Define your farm with addresses from multiple zip areas - The number of addresses that you can have in a
farm depends on the bundle size that you purchased.

e Create and import your own address list.
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e View the response rate of the previous mailout.

e View and edit the list of addresses for the next mailout.

Just Listed/Just Sold Postcards

The Just Listed/Just Sold Postcard direct-mail marketing service sends personalized postcards that promote your
recently listed or sold listing to addresses in the property's neighborhood. Using this service, you can:

e Send a postcard for every listing that you recently listed or sold.

e Import custom postcard address lists.

e Do asearch by MLS number.

e Automatically keep track of all inquires that you received from consumers.
e Select the postage class to be used to send the postcards.

e Indicate the number of addresses that you want to include in each mailout.
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End User License Agreement

The first time you attempt to access the Top Marketer Control Panel, you will see the End User License Agreement
(EULA).

The EULA is a contract between Top Producer Systems and those who use our applications. You must agree to the
terms before you can access the Top Marketer Control Panel. After that, this page will launch in a separate window.

Note: Keep in mind that the EULA is a contract. Be sure to read it carefully before agreeing to the terms.

Using Online Help

This online help system contains all the information you will need to navigate through Top Marketer. It is accessed
from within Top Marketer, rather than as a printed user guide. The Help page is divided into a navigation bar on the
left, and a topic pane on the right.

Opening Online Help and Context Sensitive Help

When using Top Marketer, you will see a Help icon on the top right corner of the main page. This accesses the entire
Help documentation. In addition, there are other Help icons in selected areas (such as the Postcard Status Report).
These icons access the Help that is specific to that feature of Top Marketer.

Navigating the Contents

While using Help, a Table of Contents appears in the navigation pane on the left. Section titles are displayed beside a
book icon. Click a book icon to expand it and view the topics in that section. Click a topic to display its contents in the
right pane.

Revisiting Viewed Topics

As you browse through Help topics you can use the following methods to return to topics you viewed previously in the
current session:

e Use the Back and Forward arrows at the top of the Help page.

e Right-click anywhere within the Help page to open the action menu, and use the Back and Forward menu
options.

e Press backspace on your keyboard to move back through viewed topics, press CTRL backspace to move
forward through viewed topics.

Related Topics

At the bottom of most topics there is a Related Topics button. Click this to list other topics which may be of interest to
you. Click a topic to open it.

Expandable and Drop-Down Text

Some topics contain hidden text, which is optional to view. These are indicated with blue text. Click these examples:
Example 1This is expanded text. or Example 2

This is a drop-down list:
e  Apples
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Help Search

When looking for a specific term or topic in the online help system, you can:

Browse the Table of Contents
_Or-
click Search at the top of the Help page and enter a word or phrase, and press Enter.

Printing a Help Topic

To print a topic from the online Help, place your cursor anywhere in the topic content to select that topic for print. Use
the print feature of your Web browser; usually an icon on the toolbar, or a Print command under the File menu.

Starting Top Marketer

Some of the profile information that you set up with the Top Marketer wizard is reused across all of Top Marketer's
component applications.

To access Top Marketer:

1. Gotothe Top Marketer Web page (http://www.topmarketer.net).
The Top Marketer Login page appears.

2. Enter your User name and Password, then click Sign In.

3. The First time (only) that you log in, you are required to do the following:
0 Review and accept the End User License Agreement (EULA).
0 Select your time zone from the drop-down list.
0 Enter a secret question and answer.

Note: If you forget your password later, this information verifies your eligibility to create a new one.

4. When you have finished, click Next. The Control Panel appears.

Important: If you are starting setup, or have not completed all the steps, a Setup Wizard opens in place of
the Control Panel.

For the steps to perform or complete the setup of Top Marketer, see "About the Setup Wizard".

Changing Your Password

If you change your password in your MLS, you must also change it in Top Marketer.
To change your password:

1. From the Top Marketer Control Panel > Setup > Change Password.
2. Onthe Change Password page, enter your current password in the Old password field.
3. Enter a new password in the New Password and Confirm Password fields, then click Update.

Passwords must follow some rules
(] Must contain at least 8 characters

®  Must contain upper and lower case letters

. Must contain at least one number
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e  Cannot contain spaces
® Can contain special characters: asterisks, ampersands, and pound signs.

4. Either a Password Change Success page will appear or you will be asked to re-enter the new
password. Click Continue. The next time you log in, use the new password.



Control Panel

Top Marketer Control Panel

The Top Marketer Control Panel is the starting point for the Top Marketer applications. It is divided into the three
areas described below.

Note: Until setup is complete the Setup Wizard opens when you log in. You can log in more than once before you
complete setup, but when you have completed the requirements, and all the items have been checked in the To Do
list, the wizard is turned off automatically. You can also select a feature to view or edit from the drop-down Setup
menu in the Control Panel.

Main Menu Bar

Located across the top of the Control Panel, the Main Menu Bar gives you access to the Top Marketer applications,
the Setup menu, and links to Help files.

Hover over an item to display a drop-down menu of available functions for that item. Click the required function. A
page opens either in place of the Control Panel, or in a separate window. When you exit the function, you are
returned to the Dashboard.

Tip: Click the Home icon to return to the Control Panel.

Sidebar

Panel on the left side of the Control Panel. Gives access to your To Do List, Quick Access Links, and Quick
Application Links. For information about the Sidebar functions, see Using the Sidebar.

Main Area
The area of the Control Panel, to the right of the Sidebar contains a set of summary tables of the recent Top
Marketer activities for your account, and reminders of any outstanding actions or new events which have occurred.
A link to the detailed information is provided on the right side of each table.
The tables are:

Notices: Messages from your customers and the date on which they were received.

New Inquiries: see Inquiry Reports: Viewing and Using.

Recently Viewed Market Snapshots: see Market Snapshot Status Report.

Unviewed Market Snapshots: see Managing the Summary Reports.

Recently Failed Market Snapshots: see Fixing Failed Market Snapshots.

Note: Click the How to Fix link for information about fixing the failed Market Snapshots.

Summary Reports: Managing

The information on the Control Panel contains recent Top Marketer activities for your account, and outstanding
actions or new events which have occurred. The summaries are presented in the groups described below.
Notices

This table displays messages from your customers, and the date on which they were received. You can

®  Click Show All to see the complete list.
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® Clickthe IW icon on the right to delete messages.

New Inquiries
This table lists the name, contact information and source of new inquiries. You can

® Click View Full Report to see the complete list of inquiries.
For each line item you can:

e Click '™ to create a Market Snapshot.

® Click .:::' to view details of the individual inquiry.

®  Click “:i to delete individual messages

For information about the full report, see Inquiry Reports.

Notes:
e Recently Viewed, Unviewed and Recently Failed Market Snapshot summaries are all taken from the
Market Snapshot Status Report. Therefore all icons behave in the same manner.

e When you click the stop icon @ it toggles to start B and vice versa. The status will change
correspondingly, for example from Cancelled or Failed to Restarted.

e Forinformation about the full report, see Market Snapshot Status Report.

Actions for Individual Items in the Market Snapshot Summary Tables

A set of icons appears at the right side of each of the three snapshot related summaries i Recently Viewed,
Unviewed and Recently Failed. The icons all behave in the Same manner

® Click B to start or restart the Market Snapshot activity.

® Click @ to stop the Market Snapshot.

® Click 4 to make changes to the Market Snapshot request form.
e Click © tocreate a Market Snapshot.

® Click j:' to view the full summary report.

® Click @ to view the Market Snapshot.

® Click il to delete the individual entry and the Snapshot Request.

Actions for All items in the Market Snapshot Summary Tables
Recently Viewed Market Snapshots:

A list of the Snapshots that have been viewed by the consumer. You can:
®  Click View Full Report to see the Market Snapshot Status Report.

®  Click Show All to see the complete summary list.
Unviewed Market Snapshots:

A list of the Snapshots that have not yet been seen by the consumer, including when they were created, and their
current status. You can only perform actions on individual items.

Recently Failed Market Snapshots:

A list of the Market Snapshots that failed to generate for some reason. You can:

e Click How to Fix to see a table of error messages and how to resolve them. Links to Fixing Failed Market Snapshots.
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®  Click View Full Report to see the complete list of inquiries.

® Click Show All to see the complete summary list.



Setting Up

Accessing the Wizard

When you create your agent information, and whenever you need to update it, you can use the wizard to access it.
Until you have completed all the setup steps, the setup wizard Welcome page opens when you log in.

Note: You can also select a feature to view or edit from the drop-down Setup menu in the Control Panel.

The procedures below describe the different ways to access the wizard for adding or editing your information.

Initial Access
To access the setup wizard initially:

e When you firstlog in to Top Marketer, the wizard automatically opens in the Activity Area, at the Welcome
page.
Returning to the Setup Wizard

If you did not provide all the information in your initial setup session, you can complete the information later. You can
either access the setup wizard and step through to the pages you want, or you can go direct to a specific page to
update one item.

To step through the setup wizard for finishing profile information:

e Goto Top Marketer > Setup > Setup Wizard.

e The Wizard Welcome page opens. From here you have these options:

0 Click Start Wizard to step through the wizard from start to end

0 Click Resume to open the wizard at the first incomplete setup page (if setup is still incomplete)
0 Use the next button to step through to the page you want

0 At the top of the page, click Skip this step to go to the next wizard page.

To access a specific item in the wizard:

e From Top Marketer > Setup select a menu item.

Notes:

e Setup progress: As you complete a step, the item is checked off in the Setup Progress menu beside
the Wizard, and removed from the To Do List on the Control Panel.

e Auto-complete: Some text entry fields support Auto-complete. When you have entered one
character into the field, the system displays a list of the top 10 results for that field: for example, city
name.

Fields supporting this feature are:
®  City (both display and mailing)
®  Zip/Postal Code (all occurrences)
®  Team name/motto
® Areas | serve

(] Disclaimer text
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®  About Me

® My Experience

Hiding the Wizard

If you do not want to see the setup wizard when you log in, check the Do not show me the wizard again check box
at the bottom of the wizard Welcome page, and click Close. The wizard will not be opened again when you log in i
unless you purchase a new product.

Accessing the Wizard at a Later Time

Periodically you will need to change or update your informationFor example, add an MLS, or change your
Snapshot photo set.

To access the setup wizard:

1. From Top Marketer > Setup select the feature to update.
The relevant Wizard page appears.

2. Make your changes and click Update.

Link to Top Producer 8i

When you first log in to Top Marketer, if the system detects that you have an 8i account, you are automatically linked
to it. If the link fails, a linking option will appear in the setup wizard, giving you the ability to set up the link to your 8i
account.

To access the link to the Top Producer 8i page:

e  Access the Setup Wizard
_or-
From the Top Marketer Control Panel > Setup select Top Producer® 8i®.

The setup wizard opens at the Top Producer 8i page.
To set up your link to your 8i account:

1. Onthe 8ipage, enter your Top Producer username and password
_Or_
If you have no Top Producer account, check the |1 don't have a Top Producer 8i account check
box.

2. Click Next to continue through the wizard, or Save and Close to exit.

Your MLS Credentials Setup

The Market Snapshot and Just Listed/Just Sold Postcards services depend on access to your MLS data in order to
create real-time market reports. During setup, you must specify the MLS Boards to which you have access; they
appear in the MLS Setup page.
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Your Agent MLS ID is required in order for Top Marketer to search for your Just Listed/Just Sold Postcards. You can
configure this information with the Setup Wizard.

Tip: The MLS Boards that support automatic searching for postcard orders are highlighted in yellow on the MLS
Setup page, for easy identification.

You are required to enter your default MLS credentials for system validation before you can continue. However, If you
have multiple MLS's to enter, those additional credentials do not need to pass validation.

To set up your MLS credentials:
1. Access the Setup Wizard

_Or_
From the Top Marketer Control Panel > Setup select MLS Setup.

The wizard opens at the MLS Setup page.

2. If you have more than one MLS in your list, select the one you want to use as your default. The
default MLS information is automatically used to generate a Market Snapshot.

3. Enter your MLS username and password.

Note: if you change your password on MLS, you must also change it in Top Marketer. See Changing your
Password.

4. |If the MLS supports Just Listed/Just Sold Postcards, enter your Agent MLS ID.
5. Click Save & Close.

Your Agent Information

Agent Profile Information

Your Agent Profile information is used in mailings sent to your customers. Your full name is taken from
your account information and displays in the Agent Information area. It will be used on all your Market
Snapshots emails and your Just Listed/Just Sold Postcards. If you prefer to display a different name,

enter it in the Display First Name and Display Last Name fields while completing the procedure below.

Note: For initial setup, Agent Profile information is entered using the Setup Wizard.

To complete your agent information:

1. Access the Setup Wizard
_Or_
From the Top Marketer Control Panel > Setup select Agent Profile

The setup wizard opens at the Agent Profile page.

2. In the Agent Information area, enter your information, referring to the tool tips for any assistance.

Tip: To increase the font size, click E To decrease the font size, click ", Click Update and then View
Profile to see the different font sizes.

3. Enter your valid email address. Why?
Top Marketer uses this address to send you:
® A Market Snapshot that has been created for one of your contacts.
®  An email notifying you of the opportunity to send out a postcard for a Just Listed or Just Sold listing.

® A sample postcard at the start of each Market Builder campaign.
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8.

®  When Consumer views a Market Snapshot and requests more information by clicking the Questions or
Contact Me buttons in the Market Snapshot.

(Optional) Check the check box to receive email inquiries, then enter the email address to be
used for the inquiries.
(Optional) Enter your Web site URL.

If you want to utilize social media, and do not have social media credentials set up in 8i, enter the
appropriate IDs as described in Social Media.

Note: If these have been set up in 8i, they can be imported with your other credentials from 8i.

Upload a new photo and logo, or change the existing one. For information about doing this, see
Agent Photo and Logo below.

Click Update to save your information, or go to the next procedure.

To complete your address information:

1.

2.
3.
4.

In the mailing Address area, enter your mailing address and Zip/Postal Code.

Important: When you enter your zip/postal code, it is automatically entered in Area Management with a wild
card. For example: 9810* or V6X*. For more information on how these zip codes are used, see Area
Management.

(Optional) Enter your display address if different from your mailing address.
At the bottom of the Agent Profile page,click Save and Close.
Click Next to go to the next page to complete your disclaimer and additional information.

Agent Photo and Logo

The photo and logo displayed in your Agent Profile will appear in all of your mailoutsThese are the Market
Snapshots that you send out as well as your Market Builder and Just Listed Postcards. If you choose not
to upload a photo or a logo, a blank image is inserted in its place. Tips for best photo results

For best print results, your agent photos and company logo should be at least 500 pixels wide with a minimum resolution
of 72 pixels per inch (recommended: 150-300 ppi).

If you save your images as .jpegs, make sure that the compression setting in your image editor is set to Very High or
Maximum (Quality of 85% to 100%).

Click Preview below your logo to see the photos you have currently uploaded for display.

Note: For initial setup, Agent Profile information is entered using the Setup Wizard.

To access the Agent Profile page after initial setup:

From the Top Marketer Control Panel > Setup > Agent Profile.

To change your photo or logo:

On the Agent Profile page, click Change Photo, or Change Logo.

In the Agent Photo or Agent Logo page, click Browse and navigate to the location of the
replacement picture on your computer.

Double-click on the photo or select it and click Open.

Click Update Photo, or Update Logo.

You return to the Agent Information page, where the new picture is displayed.

To remove your photo:

1. Onthe Agent Information page, click Change Photo, or Change Logo.

2.

12
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3. Click Yes to confirm.
The picture is removed. A blank image will be inserted in all postcard printouts and mailouts.
Previewing your Profile Output

At any time, you can see how your profile information will appear in your mailings. To preview your agent information,
see Preview and Approve your Profile.

Social Media

Using social media is another way of keeping in close touch with your clients. Social media providers supported by
Top Marketer are Facebook, Twitter and Linkedin.

Your social media links appear in key spots throughout Top Marketer.
Social Media links or icons appear in:
®  Market Snapshot (and Community Reports)
®  Agent Profile i Preview and Approve
®  Market Snapshot confirmation emails
®  Agent confirmation (Homelnsight)
®  Agent profile.
Below are examples of the different ways you can enter your information on the Top Marketer Agent Profile page.

Facebook:
e  http://www.facebook.com/yourname
e  http://www.facebook.com/profile.php?ref=profile&id=nnnnnnn

®  http://www.facebook.com/pages/Your-Company/nnnnnn

Twitter:
®  your screenname
®  http://www.twitter.com/your screenname

® www.twitter.com/your screenname

LinkedIn:

Allows only the public profile URL you entered in your LinkedIn profile.
®  http://ca.linkedin.com/infyourname

We suggest that you copy and paste the URL from your browser:

bducer Systems | Facebook - Windows Internet Explorer provided

- | I] http:/ffvovewe. facebook. com/pages, Top-Producer-Systems /6 73468 77340

Adding Credentials in Top Marketer

Your social media credentials are added as a part of your agent profile. See the procedure in Agent Profile
Information.

Importing Credentials

If you have already set up your social media credentials in 8i, as an alterative to typing them again in Top Marketer,
you can import them from 8i.
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Warning: If you import your credentials from 8i, any social media links that you may already have in Top Marketer
are overwritten by 8i links, unless the link does not exist in 8i. In that case, the Top Marketer link is retained. You can
remove the links manually if necessary.

To import credentials from 8i:

1. Access the Setup Wizard
-Or-
From the Top Marketer Control Panel > Setup select Agent Profile

The setup wizard opens at the Agent Information page.

2. Below the Auto-Fill heading, click Auto-fill from your Top Producer 8i Account.

Additional Information and Disclaimer

While the information you enter on this page is optional, it gives a customer more details about you, your experience
and the zip/postal code areas in which you specialize.

You can add your agent disclaimer text here so that it appears in your mailings

® All your correspondence: Disclaimer appears at the end of your emails and on the back of your postcards.

®  Web pages that contain your branding.

Note: For space considerations, blank lines are removed from your disclaimer.

To complete the Additional Information page:

1. From the Top Marketer Control Panel > Setup select Agent Profile
In the Setup Progress menu, click Additional Information
-or-
Scroll to the bottom of the page and click Next.
The Additional Information page appears.
2. Enter your license number.
Enter your disclaimer in the Disclaimer Text field located at the bottom of the Agent Profile page.
4. Complete other information fields on this page.

w

Preview and Approve Your Profile
At any time, you can check how your profile information will appear in your mailings, and make any adjustments.

To review your agent information:

1. From the Top Marketer Control Panel > Setup select Agent Profile
In the Setup Progress menu, click Preview and Approve
-or-
Scroll to the bottom of the page and click Next.

The Additional Information page appears..
2. Click Preview below your photo and logo.

The Preview & Approve page appears, showing how the Market Snapshot and Agent Confirmation
information will appear to your potential customers.

14
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A list also appears at the bottom of this page, of any fields you omitted to complete, with suggestions for
their content.

(Optional) Click edit in the list for any field you want to edit. You go to the appropriate place on
the Profile page.
When done, click Save & Close.

Area Management

Use this feature to organize your overall area of responsibility into multiple marketing areas that you can target
individually with relevant information.

Upgrade Information:

The Area Management feature has been enhanced to enable you to create multiple geographical areas
by zip or postal code. You specify these areas and Top Marketer collects the appropriate market data,
which can then be used in various outputs.

Any area you previously entered has been retained as Area 1.

Using the Area Management page, you can enter the zip/postal to divide your whole area of responsibility into
geographical areas to achieve these goals:

Create up to 35 areas containing one or more zip/postal codes. The number of codes in one area is also
limited to 35.

Note: Top Marketer does not check that the zip codes or FSAs are in your MLS area.

Collect Market Data for a selected area to be used for Market Snapshots, Newsletters and other outputs.

Occasionally, Top Producer receives consumer inquiries from either the Top Producer site or affiliated sites.
When you enter the zip/postal codes of interest, you can sign up to receive complimentary inquiries from
these areas.

If you belong to more than one MLS, you can specify the MLS from which you want to obtain data. For
example, when a customer requests a Market Snapshot for a specific zip code, Top Marketer searches the
list of zip codes to ascertain which MLS to use. If this zip code is not found, the default MLS that you entered
in your Agent Profile will be used.

To create a new Area:

1.

Access the Setup Wizard
-Or-
From the Top Marketer Control Panel > Setup select Area Management.

The setup wizard opens at the Area Management page.
At the bottom left of the page, click Add Area.
Create a meaningful name for your new area.

Examples:

Seattle, Capitol Hill
Seattle, Green Lake
Seattle 980*
Vancouver, West Side
Vancouver V5T*
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4. In Zip/Postal, enter a code that is in the area, and from the drop-down list beside it, select the
MLS from which to obtain data.

5. Repeat for each zip/postal code or wildcard you want to include in the area.

Tip - Using Wild cards: To expand your area, enter a wild card of three characters or more (nnn*). For
example, if you enter 9800*, you include all the zips from 98000 - 98009.

In Canada: You can type the first 3 characters of the postal code, for example V5. This is called the FSA
(Forward Sortation Area). Each FSA comprises all postal codes that start with the same digits, and are
always adjacent to each other. Also acceptable is V5*, which would cover all FSAs from V5A to V5Z.

If you do not define any areas, the zip code you entered in the Agent Profile, and the default MLS will be
used.

6. For this area, select the MLS from which to obtain data for your Market Snapshots and Market
Data.
7. Click Add Area. The code is added to the list.

8. Click Update.

To delete an Area

e Onthe Area Management page, click I beside the area name you want to delete. A confirmation
prompt opens.

To edit an existing Area:

1. On the Area Management page, click the area name, or click S 1o open Edit Area.

2. Make your updates and click Save & Close.

Market Data Display Setup

Once you have defined an area in Area Management, you can set up and publish Market Data Displays that show
details about the real estate market in your area. Once published, these displays are updated monthly to ensure they
are current and accurate.

To create a Market Data Display:

1. From the Top Marketer Control Panel > Setup click Market Data Display.
2. Click Add New to access the Setup page.
3. In the Market Data Display Setup area, complete the following:

e Market Data Type: Select the type of graph you want to display. To view the available displays,
see "Market Data Graph Displays".

Notes:
e |f you have a standard Market Snapshot license, there are four displays available. If
you have a Market Snapshot Pro license, eight displays are available for your use.
e Depending on your license type and the type of graph display you choose, the data
source and information gathered and displayed varies. For more information, see
"Market Data Sources and Information".

e Area: Select the area you want to use for the display. For information on defining an area, see
"Area Management".

e Property type: Select the property type you want to target, if applicable.

e Heading/Sub-heading: Enter the text you want to appear on your output.
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e Agent Source: Specify where you will place the display (for example, on your Web site).

e Descriptive Text: If you have a Market Snapshot Pro license, specify whether you want to display
dynamic text (relevant text that describes one or more current market conditions). For
more information, see "About Dynamic Text".

e Call to Action: Select whether you want to include a link to a Market Snapshot or Newsletter
Subscriber request form.

5. In the Display Appearance area, complete the following:

e Select the size of display text you wantd small for a Market Snapshot, any size for a Newsletter.

Note: Recipient can click a small image to open it in the large size.

e Select a color theme.

e Preview the output and make any adjustments.
To publish the display:

1. Inthe Web Form & Link Code area, decide how you want to publish the display:
e Get Web Form: Place the entire form on a Web page.
e  Get Text Link: Place the link in an email or on a Web site that, when clicked, displays the form.

e Get Graph URL: Place the image on your blog or another Web site.

The code appears in the text box.

2. Follow the instructions that appear above the text box to copy and paste the code or link into the appropriate
area.

*Tip: You can also publish these displays to your Facebook account. For more information, see
"Facebook Display Setup".

Facebook Display Setup

You can add Market Data Displays to your Top Producer Facebook page. If you have a standard Market Snapshot
license, there are four displays available. If you have a Market Snapshot Pro license, eight displays are available for

your use.
Before you start the setup process, you should already have:

e Created the display or displays you want to post to your Facebook page.

e Created your Top Producer Facebook paged for example, 'My real Estate Page'.

To set Facebook up for Market Data displays:
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1. From your desktop browser, go to http://apps.facebook.com/tpfbmdprod/
2. Log into Facebook. An installation page appears.
3. Log in to Market Snapshot.
4. From the Add a Market Data Display drop-down list, select your displays.
5. Optionally preview your selections by clicking Preview beside each one.
6. When you have completed your selections, click Next.
The Set Posting Preferences page opens.
7. Indicate if you want a posting on your wall when Market Data is updated.
8. If necessary, edit the message and description that will appear on your wall, and then click

Finish.
9. You are redirected to a page where you must again select the page you want to use. The page
you originally indicated should be preselected.

Warning: Do not change the selected page in the drop-down list as this will cause the procedure to fail, and
you will need to uninstall and reinstall the application.

Update or Delete the Market Data Display

In the event that you want to make changes to the display on your Facebook page, the application must be
uninstalled and reinstalled, using the following procedure.

To update a display on your Facebook page:

Note: The application must be removed from two places: the Page and Account / Application settings, to avoid
display errors when you attempt to reinstall.

Open the Facebook page that contains your Market Data display.

At the top left of the page, click Edit Page.

First, scroll down to the Market Data application and click Remove Application.
Next, from the Account drop-down menu at the top right, select Privacy Settings.
In the Privacy Settings under Applications and Websites click Edit your settings.
In Applications you use, click Edit Settings.

Click X on the right side of the Market Data row to remove the application.

© No g wDh e

Follow the steps in the procedure above to reinstall the application and select different displays.

Newsletters

Newsletter Setup

You can choose what to include in your Newsletter from a selection of formats and content. For your first Newsletter,
you need to select the area you want to feature and customize the format. For this, and subsequent Newsletters, you
must select the content. Although you must use the same format for all recipients, you can change the format at any
time. Changing it will not affect the format of previous Newsletters.

Note: If you have a standard Market Snapshot license, the Market Trends Newsletter is available for your use. If you
have a Market Snapshot Pro license, the Market Update Newsletter is also available. For information on the
differences between the Newsletter types, see "Newsletter Types".

You first need to define the Newsletter type (if you have a Market Snapshot Pro license) and which area will be
featured in your Newsletter. Then you can customize your Newsletter, select the content and specify approval and
invitation settings.
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To select a Newsletter type and area:

Setting Up

1. From the Top Marketer Control Panel > Setup select Newsletter Setup.

The Newsletter Setup page opens.

2. If you have a Market Snapshot Pro license, select the Newsletter Type you want to use.

Notes:

e [f you do not have a Market Snapshot Pro license, the Market Trends Newsletter is used.
e While Market Snapshot Pro users can choose between the Market Trends or Market Update

Newsletter, only one Newsletter can be active at one time.

3. From the Area drop-down list, select one of the areas you defined in Area Management.

To customize the Newsletter:

1. In the Customization area, optionally select or change the color scheme of the Newsletter.

A defaultimage is automatically selected for the color scheme you choose.

Tip: View samples of the default header images for each color scheme by clicking View Newsletter Colors.

2. Enter atitle and some introductory content to appear at the top of the Newsletter.
3. Optionally select an image for the Newsletter header (see Select Header Image).

You are ready to select the content.

To select content for the Market Trends Newsletter:

You can include up to four graphs in your Newsletter. Adjacent to each graph that you add, you can display an atrticle,

Trend, Tips & Tricks

image or enter your own custom text. Example:
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1. In the Market Data Graphs and Articles area, select the graph you want to appear from the
Market Data Type drop-down list, and select the Property Type, if applicable.

2. Inthe Also Display area, select whether you want an Article, Image or Custom Text to appear
beside the graph. Select the article or image from the drop-down list, or enter your custom text in

the area below.

Note: Every month the Newsletter is sent out, a new article or image will be included that is based on the
series you choose. However, you can select a different article or image during the approval process, if

desired.

3. Toinclude more than one graph, click Add Another Graph and then repeat steps 1 and 2 above.

To select content for the Market Update Newsletter:

You can include up to four graphs and two articles per Newsletter. Beside each graph, relevant dynamic text will
appear describing one or more market conditions. The articles you choose appear at the end of the Newsletter.
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In the Market Data Graphs area, choose the Data Type and Property Type you want reflected in
the graph.

To include more than one graph, click Add Another Graph and then specify the data and property
types.

From the Articles drop-down lists, choose one or two articles. Click Preview to see the article
content.

Note: Every month the Newsletter is sent out, a new article will be included that is based on the series you
choose. However, you can select a different article during the approval process, if desired.

To select your invitation and approval settings:

1. Inthe Emall Invitations and Newsletter Approval Settings area, automatically subscribe specific
contacts to your Newsletter by selecting either of the first two check boxes.
If selected, these contacts will automatically receive Newsletters without receiving an invitation email to opt-
in. A link to opt-out will be available in all Newsletter notification emails they receive.

2. Select the Auto-approve Newsletter every month check box if you do not want to approve each
Newsletter before it is sent out.
If selected, Newsletters will be automatically sent to your active subscribers without requiring your approval.
Warning: If this option is selected, you will not be able to edit your Newsletter before it is sent to your
subscribers.

3. When done, click Save and Close to begin generating the Newsletter
_or_
Click Next to begin generating the Newsletter, and move to the next page of the wizard.

Notes:

Generation of the Newsletter starts immediately, but completion may take longer if Market Data needs to
be retrieved.

You can change some settingsd such as the color themed up to the point when you approve the
Newsletter.

Depending on the availability of new data for the following month, you may not be able to change either
the area or graph selection until after you have approved the current Newsletter. Any changes you do
make would be reflected in the next Newsletter.

Market Trends Newsletter Sample

Below is a sample of the Market Trends Newsletter that displays the various items that make up your Newsletter. You
can customize the header color, introductory title and text, and choose your own custom image. You can also select
what graphs to display and specify whether you want an article, image or custom text to appear beside the graph.
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Market Update Newsletter Sample
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Below is a sample of the Market Update Newsletter that displays the various items that make up your Newsletter. You
can customize the header color, introductory title and text, and choose your own custom image. You can also select
what graphs and articles you want to display. The dynamic text is generated for you and reviewed periodically to

ensure its accuracy.

Note: The Market Update Newsletter is only available if you have a Market Snapshot Pro license. For a sample of the
Market Trends Newsletter, which is available regardless of your license type, see "Market Trends Newsletter

Sample".
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Newsletter
market eacer color

April 2011

Welcome to the latest issue of my newsletter!

As areal estate professy 1 strive to keep in touch with my clients and
provide them with tion that I hope they will find useful This newsletter
15 an opportunity to let know about the state of the market and current

trends. It may even 1 on ways that you could enbance your bome's value.
1 hope the market data articles will help vou with understanding real estate
today and help you with your real estate decisions. If you have any questions,
please do not hesitate to fontact me.
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An Easy Appliance Fix - Without Calling a Repairman

Home Improvements and Which Ones to Do

Switch Isn't Switching?

S the only problem with a switch or controller is that an electrical
connection to or from it has become loose, With the appliance unplugged, carefully

Home Improvements and Which Ones to Do

Whether you plan 1o sell in the near future, or just want to improve the
vaiue of your home, here (s one low cost improvement you should

wiggle the connection to make sure it is fitting snugly. If you see some corrosion at

consider,
the terminal, remove the connecton and clean the terminal with a small brush, i

Replace kitch binet hardware. While the kitchen is the most
expensive room in the home 10 remodel, you can spend a littie money to
make it look fresher. Replacing the kitch binet hardware with self-
closing hinges and new knobs or pulls can put a new face on your
kitchen-quickly and inexpensively.

Articles

Header Samples for the Market Trends Newsletter

From the Newsletter Setup page, you can choose a color theme for your Market Trends Newsletter. You can select
your own graphic instead of using the default image. Below are examples of the default images used for each color
theme:
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Setting Up

Black

Light Blue
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