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1.0 LOGGING IN

When you first launch EA-Pro the following screen will appear:

~EAPRO—

Ue [

Passwaord: | |

IEI'—-DE“” ] Qancell

To access the system, the user should select their name from the USER drop down list
and enter their password in the PASSWORD box. By default the user is SUPERVISOR
and the password is to be left blank. Then hit the LOGIN button to proceed, which
will bring up the following screen:

File  Systern  Clients  Properties Reports ‘Web  Help

Clients

I| Logged in as Supervisar ** WWarning - over 30 days since last database backup **
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20MENU OPTIONS

The various system areas are listed across the top of the screen and down the left hand
side. The system areas are broken down as follows:

21SYSTEM |SYSTEM SET-UP
2.1.1 Users

System set-up, either double click or use the EDIT button when wanting to change
anything on this screen:

@ System Set-up x|

Users |[ Countiies|[ Areas || Towns][ Locations][ Property Types |[ Fraperty Features|[ Client B0 E
Users

Llser ‘
Lisa Brierciiffe

To add users click on the NEW button in the USERS tab and set alogin name &
password, you also set the user options from this screen, which will define the
functions you want each individual user to be able to access or update. When you
have finished updating click on the SAVE button and thiswill save the details for use
whenever the user logsin, then CLOSE.

User - Superyisor @
Lagin SLUPERYISOR

Pazsword

FullName | Supervisor

User W Amend Properties

BpiiErE Jv Amend Customers

[v System Settings

[ [ratabasze Settings

v Uzer Settings

[w Databaze Synchronization
v Amend Senzitive Information
v Auta Spnchranisation

[ Calendar Full Yiew

2.1.2 Countries/ Areas/ Towns/ Locations/ Property Types/ Property Features

Thisinformation is held in the central EA-Pro database and cannot be updated locally
by anindividual. If you require an area/ town / Location, etc. that isn't already listed
then please email SP Soluciones at admin@spani sh-property-sel ection.com and the
system will be updated for you.
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2.1.3 Client Sources

Sources from where you obtain clients are personal to each agency, and this section
allows you to enter those details (such as “Local Paper” "Kyero” or another Agency).

2.1.4 Kyero Import

When initially moving to a new software solution, it can be extremely painful to
popul ate your new system with al of your property details. With EA-Pro, you can
simply enter your Kyero export path (unique URL provided by Kyero especially for
your company) and EA-Pro will automatically pull al of your property information
from Kyero.

o System Set-up E

[ Towns]l Locations][ Property Types || Property Features || Client Sowces ]| Kyero Import] m

Kyero Import

Warning! This import should only be performed once on initial set-up.

Thiz procedure imports properties from the Fyero databaze into your EA-Pro databasze. [ pou
perform thiz operation after initial system zet-up, then you may end up with duplicate properties in
wour databaze.

Pleaze enter pour Kyero export path in the box below and click the [mport button to proceed.

Kuyero Export Path: | hitp:#/propertyfeed kpero,com/ 71 212 grdB Chat LHww T WL Subd 2H|

[Propertties Imported: 0 |

& Impart

Simply click the “Import” button and EA-Pro will begin the import of your properties
from the Kyero database — you will see the “Properties Imported” number increase.
Once finished, you will be presented with a message stating that the import was
successful.
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2.2SYSTEM | GENERAL SETTINGS

Thisiswhere your agent details are entered and is of paramount importance if you
wish your properties to be advertised professionally. Agent name, address, email and
website details entered here are shown on properties advertised on the Internet, and on
printed property cards.

When properties are added to the EA-Pro system, they are automatically assigned a
property number, starting at 000001. A property prefix can be specified within this
screen to prefix your properties when listed. This prefix can be from 1 to 3 characters
long. (See PROP PREFIX below). Having a property prefix can make it easier to
identify which agent a particular property is with when you are looking at the property
list.

WEB LOGO is shown against your properties listed on the Spanish Property
Selection website.

CARD LOGO is shown on the property cards.

DEFAULT COUNTRY isinitially set to Spain — this specifies the default country
selected when adding a new property. The EA-Pro system is designed to work
worldwide and so the default country could be set to any country listed.

OTHER COUNTRY, if specified, show’s another countries currency on the property
cards, i.e. United Kingdom. If you only want the property’ s main country currency
shown, then leave this option as NONE.

SET CURRENCY RATES provides the ability to manually set currency rates for the
default country and second country. The figures entered are in relation to the Euro, so
GBP would be something like 0.65, indicating that 1 Euro is approx £0.65. If the
manual option is not checked, the AUTO SYNCH option (see 2.4) automatically
updates all country rates on adaily basis from the Central European Bank.

50080715

[Telephone | 0034 958 721157
[Email Tsa@spsolusionss com

hsite | wen sprabcnzs.com
Prop Prefis | BPC

b W
[Log i —
= Bl
[Log =
el County | S
[0ther Countty [ 1nited Kingdom = Leed for Frap ek

Please note that SP* Soluciones is hat reponsible for the cumency rates downloaded within

Ed Pro. Please set your own currency rates i you wish by using the "Set Currency Rates”

il
[$] 5et Cunency Rates | 5av= || [3] Cancel
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23SYSTEM |LOCAL SETTINGS

Select which email system you use, either “ Outlook Express/ Outlook”, or if you are
using Outlook running with M S Exchange Server then select this option. An email
Signature is required to be entered into EA-Pro for the M S Exchange Server option,
as emails are generated in adlightly different manner to the normal “Outlook Express
/ Outlook” method.

Property List — NORMAL LIST REFRESH will usually be used unless you are
working with awireless LAN in which case select REFRESH ON SCROLL as
wireless LANSs can be slow and this setting will make the property list function much
faster.

The Calendar reminder sound file option allows you to browse for any wave file
sound. This sound is used when calendar reminders occur. A default sound called
“Alarm.wav” is set by default.

o Local Settings B
Email Spstern Property List
(&) Outlook Express or Outlook, O Mormal List Refresh
Outlonk rurring with M Exch 5 (&) Refresh on Scroll
O Outlook running wi HENANGE Qerver [Recommended for slawer networks such
az wireless LANs, etc..)

Calendar Reminder Sound Filz
CANOTIFY Wit -
Email Signature

@ Save @ LCancel

24 SYSTEM |AUTO SYNCHRONIZE

On this screen you can specify if, and how often you want the system to automatically
download and update your local system with:

A) Latest currency rate downloads
B) SPS data downloads (latest areas, towns, €tc.)
C) Collaborative agent properties.

By putting an X in the box means you want this action to be active. Then use the drop
down boxes to set the time scale.
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W

Auto Synch Options

[ D-:-wnlu:-ad]l Upload][ K_l,ler-:-]

(] Curreney Synchronization

Synchranisation Frequency: |

Synchronization Daw/D ate: |

| D

Synchronisation Time: |

[T 5PS Data Synchronisation

Synchranisation Frequency: |

Synchronization Day/D ate: |

Synchronisation Time: |

| DI

] Partrer Agent Synchronisation

Synchranigation Frequency: |

Synchronisation Day/Date:; |

I B

Synchronisation Time: |

Conversely, you can specify how often you wish to upload your information:

uh

Auto Synch Options

[ Download]l Upload" Kyern]

[ Property Upload ta 5PS

Synchronization Frequency: |

Synchronization Day/D ate: |

Synchronization Time: |

e

[ Property Upload ta ' ebsite

Synchronization Frequency: |

Synchronization Day/D ate: |

e

Synchronization Time: |

) Backup Database to 5PS

Synchronization Frequency: |

Synchronization Day/D ate: |

Synchronization Time: |

Here, you are able to specify upload settings for:

A) Uploading your latest property information to the central database.
B) Uploading your (and collaborative agents) latest property information to
your own website.

C) Backing up your local database to the SPS Support Area.
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Keeping Kyero regularly updated with your property information is done with ease,
simply check the “Kyero Export” box and enter the Kyero export options that your
require. You can export a number of random properties to Kyero, all properties, and
have the option to only upload your own properties to Kyero or a mixture of your own
and partner agent properties.

o Auto Synch Qptions E

[ Download]] Upload][ Kyem )

[ Kyero Expart

Synchronization Frequency: |

| ][]

Synchronization Day/D ate: |

Synchronization Time: |

Please note that ®
optiong except for ®
“AlN, take & random
choice of properties
from your database.

l0]o]0]0]0;

25SYSTEM | DATABASE BACKUP

Browse your machine and choose a directory where you would like your system to be
backed up to. By clicking the “Backup” button, your entire EA-Pro database will be
backed up to the chosen directory.

@ Database Backup x|
Statuz

Last Backup:  20/03/2006 E Backup

Settings

Backup Directory:
C:\Documents and Settingzh) onMy Documentsh 2006-03-20E4P E]
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26 CLIENTS|VIEW CLIENTS

Thisshows alist of clientsin your EA-Pro system, and at the top of the page are
client search facilities. Y ou can search by individual client information, e.g. surname,
and thiswill bring up alist of clients with the matching same surname - once the
details are input click APPLY and filter the client list accordingly. Y ou can filter on as
many different client details as you like. For example, type surname of “Cr” and
telephone number ‘01708’ —thiswill show all clients with the letters “Cr” in the
surname, and “01708” in their telephone number. To reset the client list to all clients,
there is a CLEAR button, which will reset the search criteria.

Y ou can aso add anew client from this page by clicking the NEW button.

File  System Clients Properties Reports  Web  Help

ﬁ Telephans Mobie
View Client Source =
* Emai
ﬁ Addh
Mew Client

e

Client List

Logged in as Lisa Briercliffe
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27CLIENTS|NEW CLIENT

Input general client details and their preferences in the DETAILS page. Tick all of the
options that the client requires within the “ Client Preferences’ area, and this will
narrow down the properties that EA Pro will suggest as suitable for that client.
Adding the min / max prices and min number of bedrooms values will narrow down
the search still further.

> EAPro HER
Fle System Clents Properties Reports  Calendar  ‘Web  Help
(B ][
Save A
Detais | Matohing Propettes | Fropertiss History | Calendar |
ﬁ Client Detals
Title: | Name ‘ Fax
Wiew Clignt:
S TostName Enal [
ﬁ‘. Address Souce =
New Client Status 2]
Motes
Telephone
Mobile Telephone
Client Preferences
Proeety | O apamen: | #rsss [ Costa Aimeria Festitss | M ai condtioning A
Oe:e [ Costa Blanca O adarm system
Oear [ Costa Calida Oesa
O Bungalow O Costa Tropical OBalcorw
O Countiy House O Costa dela Luz O Bark loans available
O 0uplex [ Costa del 5ol [ Central heating
OFinca O Mar Menor O Close to amenities
OO Hotel O Close to beach
OLand [ Close to bus station
O office O Close to tains
O Fenthouse O Communal gardens
O ouad O Cammunal pool
[ Restaration Project O Communal satelite asrial
[ Semi Detached House O Courtyard
O shop [ Dressing room
O Tenaced House O Electricity
O Town House O Ensuite
il s M Fireplace b
< » < <
— — —
in Price: % Price in Beds
e o [ foow PR P
Reports
Add Client
Logged in as Supervisor ** Warning - over 30 days since last database backup **

The MATCHING PROPERTY tab will give you alist of the properties that are suitable
for the client’ s preferences.

The property list order can be sorted A-Z or Z-A by double clicking on the relevant
column header, PRICE for example.

Pictures of the properties are shown as you scroll over them, a bigger picture is shown
when the mouse is over the picture. Double clicking on a property in the property list
will launch a detailed screen of the property details.

Client Wish List

Click a property that you want a client to seein the top list, and drag to the wish list
area at the bottom of the page. Alternatively, you can use the ADD TO WISH LIST
button, thiswill form alist of suitable properties that can then be emailed to the client
or printed off. Once you have selected all of the properties that you wish to be sent to
your client, you have the optionsto FILE / PRINT / EMAIL.
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FILE — Saves the details to disk as an Adobe pdf file.

PRINT — Prints off detailsin your office viathe Adobe interface (allows printer
selection, re-sizing, etc...)

EMAIL — Creates an Adobe pdf file and attaches it to a new email ready to be sent to
your client —the clients email addressis already filled in for you if you have an email
address for the client within EA-Pro.

There are several property card types available for sending/printing property details,
these are listed in a drop down selection box. The list consists of detailed templates
(where each page displays awhole property’s details) and list templates (where
multiple property details are listed on a single page).

@ EAPro BEB
File Swstem Clients Properties Reports  Web  Help
(B (@)
Save £
Details [ Matching Propellies“ Properties Histow]
ﬁ Selection Options
Wiew Clients Show My Properties Only ] ] Under Offer O pply Clear
&
ﬁ 1D Desc |Type |Alea ‘Town |Beds |Pmce
Mew Client HPOOOD9 El Olive Duple: Duplex tdar Menor San Javier 2 £165.000
HPOO0033 1 bed willa sol Willa tdar Menar Los Alcazares 1/ £143.000
HFOOM16 town house Town House tar Menor Los Alcazares 3/ €199,000
BPCOODOOT  nICE hOUSRE Country House Costa Calida Jumilla 2 £145.000
DHOODO08 ey large Finca with about B00 sqm living Finca Costa Calida Junilla B £380,000
DHOODa0? Finca with abaut 3000 sqm plat, 4 bedioan Finca Casta Calida Murcia 4 £422000
DHOO0003 Finca. 3 bedooms, 2 bathrooms, garage. Finca Costa Calida Fortuna 3 £322.000
Fiosa vills on Camposol Golf Resort Costs Calida Mazaion BT
DHOODa02 Bungalow has a nice tenrace in front and 5 Bungalow Casta Calida Laos Urrutias 2 £148.000
TIMO00004  Apartment Bahia 2 beds € 192,000fully furr Apartment Costs Calida Puerto De Mazaman 2 £192.000
APDODONS 4 Bedroom Detached Villa [173) Villa Costa Calida Los Alcazares 4 £378.000
DHOOO003 | Finca, Villa, 4 bedrooms, 2 bathiooms. 2 v Finca Costa Calida Mula 4 £379.000
TIMOOOD1S  Duplex far sale in urbanization El Alamillo | Duplex Casta Calida Puerta De Mazarmon 2 £172.000
e kit At o Wishlist
k] *h e
Client Yishlist
BPCO0O0O nICE hOUSRE Country Hause Costa Calida Jumilla 2 £145,000
TIMOOODO04  Apartment Bahia 2 beds £ 192,000full...  Apartment Costa Calida Puerta De Mazaran 2 £192.000
[Glmmos) [ Eim ][ @ien ) @
| TIM000035 SPS000352 | Add Client Client List
Logged in as Lisa Briercliffe

PropertiesHistory

The property history for aclient provides alist of properties previously given to a
client. Thelist can be re-ordered by clicking the top columns of the list in the same
manner as re-ordering the property list.

Details of the current selected history item can be viewed at the bottom of the screen.

Notes can be entered against an item by clicking the "Edit" button - this provides the
ability to track aclient's feedback against properties.
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Fle System Clents Properties Reports Web  Help

Matching Propetties|| Propetties History

i)

1o

|Desc [Type

[Date

Wiew Clients

ﬁlll

Mew Client

SPS000040  Spacious home 686

Country House

together - 10] Cor

Costa Calida

19/03/2006 20051

1

51

| K1

~ History Details

Date 19/03/2006 20.51.44  |History Cieated by Lisa Briercliffs on 19/03/2008 20:51
Type Email
Descrption [Two Country houses sold
Tope Country House
Area Costa Calida
Town Cehegin

Property Price 173000

System

Client: 000001 Client List

| Logged in as Lisa Brierclffe [

Client Calendar

The client calendar shows all appointments for that client. The client calendar defaults
to amonth view for the current month. A more detailed view of a day’s appointments
can be seen by double clicking on the square an individual day.

File System Clients Properties Reports  Calendar  Web  Help
Details|[ Matching Fiopetties || Froperties History || Calendar]
ﬁ  Client Calendar
View Clients @ My &ppointments () Al sppaintments | [ Brint Appointments
ﬁ“‘ [ 4 Aug 2006 ,11
Wew Client
Mon Tue wed Thu Fii Sat Sun
] 1 2 3 4 5 §
7 [ 3 10 11 1z T3
14 15 16 17 18 19 20
21 2 73 24 75 25 |
Supervisor 03,00 -..
28] 2 30| kil 1 2 El
[ 5 B 7 8 El 10
Property
Reports
Client: 000002 Client List |
| Logged in as Supervisor [** iarning - ower 30 days since last, database backup ™

For detailed use of the calendar functionality, see 2.11.
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2.8 PROPERTY | VIEW PROPERTIES
Sear ch Options

Y ou can search EA-Pro properties by price, Town, Area, Min beds and Type, etc.
Click the APPLY button to filter the property list accordingly. The CLEAR button
clears previous filter options and shows all agent properties. Additionaly, only
properties that are For Sale, Under Offer, Sold or Rental can be shown in thelist.
Click on the top bar of a column in the property list to order by A-Z or Z-A.

Partner Options

If you are partnered with other collaborative agents through the EA-Pro system then a
further filter section called “Partner Options’ is shown.

This alows you to display only your own properties in the property list, or list
properties for any other collaborative agent. The CLEAR button clears previous filter
options and shows all agent properties.

It should be noted that Search Options and Partner Options work independently of
each other, for example — clearing the filter in the Partner Options will not clear the
Search Options criteria currently selected.

Y ou can aso create NEW properties from this screen and DELETE any property in the
list. Deleting a property does not archive it it is a permanent deletion from the

system. Therefore care should be taken before deleting a property. It is advisable to
keep a property on the system until the sale is completely finalised — changing the
status of the property (i.e. To Under Offer or Sold) can allow you to remove these
properties from your property list should you so wish (see the search options section
above).

Collaborative agent properties can be deleted from your local system too, should there
be another agents' property that you do not wish to be included in your local system.
If another agent’ s property is deleted, it is again a permanent deletion and the property
will not re-appear in your property list when you next synchronise your system with
the central EA-Pro database.
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5

EA Pro HEB

File  System Clients Properties Reports  Wweb  Help

5earch Options Partner Ophions - -
* — (] Delete [J] Hew &
Property [0 tin Price tdax Price Show My Properties Only O

ﬁ Tawn = @ Apply J Agent |
Yiew Clients Area | Min Beds |D = =
[ B
For Sale | \E| Under foer||z| | Sold ||z| | Hental||z|
Mew Client
5] |Desc |T_l,lpe ‘Area |T0wn |Beds |Price
SFO00001 Froperty ref. 2024 Town House Costa Tropical Zujar B £132,000
BPCOOOOD1  nICE WOUSRE Country House Costa Calida Jumilla 2 £145,000
SFoo00oz2 Property ref. 2025 Country House Costa Almeria Qiia 4 £262,000
DHOOOOO2 Bungalow has a nice terace in frant and at th Bungalow Costa Calida Loz Urnutias 2 £148,000
TIMOODO0Z  Roza villa on Campozsal Golf Resart Villa Costa Calida tazaron 2 £219,000

SFO00003 Property ref. 2004 Country House Costa Almeria Weélez Rubio 5 £242.000
DHO0O003 Finca, 3 bedrooms, 2 bathrooms, garage, bl Finca Costa Calida ‘ ]

TIMOOOO03 | REMNTALS - APARTMENTS - BOLMUEYD  Apariment Costa Calida Bolnuevo 2 £440
SFOD0004 Property ref. 2005 Land Costa Almeria Purias 0 £88.200
DHO00004 Secluded Finca with Panoramic Yiew, B bedr Finca Costa Blanca Altea B £750,000
TIMOOOOD4  Apartrent Bahia 2 beds £ 132 000fully furnisl Apartment Costa Calida Puerta De Mazanon 2 £192.000
SFO0000S Property ref. 2006 Land Costa Almeria Puriaz 0 £110.250
DHOoOo00S Exclusive Detached Villa, 3 bedrooms, 2 batk Finca Costa Blanca San Miguel De Salinas 3/ £312.000
TIMOOOO0S | REMTAL BUNGALDW 20-11MAZARRONM C Yilla Costa Calida tazarnan 2 £225
APO00O0S 4 Bedroom Detached Villa [179) Yilla Costa Calida Los Alcazares 4 £378,000
SFO00008 Property ref. 2007 Land Costa Almeria Purias 0 £110,250
DHO0000E Mew Finza with wunderful views, 3 bedooms Finca Costa Calida Mula 3 £312,000
(%] Quick¥iew

Property I | DHOOO003 Agent Dream Homes in Spain

Frice £322.000 Type Finca Build Tppe  Resale

Area Costa Calida Town Fortuna Laocation Inland

Description  (Finca, 3 bedrooms, 2 bathraoms, garage, utiliy rooms, central heating

Add Property

Notes Beautiful Finca near the thermal baths of Fortuna, 3 bediooms, 2 bathrooms, garage, wtility rooms, central heating, air

condiion, very rice garden, possibility to split the plot and to build 2 second house [i.e. guest house or annes)

Propeity List ‘ Property List ‘ TIMOO0035 SPS000352 Add Client Client List

Lagged in as Lisa Briercliffe

2.9 PROPERTIES|NEW PROPERTY

Details

Thisiswhere genera property details are entered, most of which is self-explanatory,
but anything that needs expanding upon has a quick definition below:

NO BEDS allows you to specify either a definite number of bedrooms or arange,
from say 2-6 beds. Thisis useful when selling properties on a new development.
For a definite number, check NO. BEDS and for arange, check BEDS FROM.

CURRENCY - Thisdefaultsto the currency of the country where the property is
based, but can be changed to any currency that you require. This feature would be
used if, for example, you are selling Spanish property but are based in the UK, and
therefore want the primary price of the property to be in Sterling. Note that the
currency printed on the property card and shown on the website will be the currency
set for that individual property.

UPLOAD - Specifies whether the property will be shown on:
Y our website (if configured within EA-Pro)
Spanish Property Selection portal
Kyero (included in exports to Kyero)
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SHARE relates to your properties uploaded to Spanish Property Selection. If you
want to SHARE the property details with other agents (i.e. They can download your
propertiesto their local EA-Pro system) then this option should be checked. If not
checked, your properties will still be uploaded to the portal (if the upload option is
checked).

NOTES — Input any details relevant to the property description that aren’t covered by
the property features list.

SHOW EXTRA INFO — This areais secured, based on your user rights. Here you can
store sensitive details about the property — vendor, commission rate, etc... These
details are shown/hidden with the button in case the property details are being shown
to aclient in your office.

For you own properties, this section has specific areas for entering commission rates,
owner details, etc, but for other agent properties thereisjust a general notes area for
you to make your own notes on the property. This is because such sensitive
information such as owner details and commission rates are kept solely to your local
EA-Pro system.

& EA Pro HEBR
File System Clents Propertiss Reports Wsb  Help
I e ) o
ﬁ Propetty Details (New Property)
Froperty Feat
View Chrs | e Pop—
[ 4ir conditioning 4]
ﬁl- Tope Descrption O e system
Country 5| EEQ
Mew Client pan E E B
pre ] sloany
[ Bank loans available
Town B
[ Central heating
Lacalion [+ [ Close to amenities
Ho. Beds () [0 EedsFoom T [ Close to beach
ET @l ‘D ETeeE To| [ Close to bus station
O Close to trains
Curensy | gpain) o S [ Communal gardens
Buid (M) ‘ Plot (7] O Communal posl
Upload? [O'website [ Sparish Pioperty Selection | Share? [* ] O Communal satelits erial
O Courtyard
e [ Dressing roam
O Electricity
O Ensuite
O Fieplace
[ Fitted kitchen
O Fitted wardiobes
O Fumished
— O Garage
(] show v nle [ Gated Conmuriy
O Good rental patential
O Guest house
O 1deal tamily hame
[1n reed of modemisation
O irvestment
=*Notes shown in blue will not appear on the web property search. Use spaces to pad out the gap between black and blue text.
‘ Add Property Add Property | Add Praperty Property List Property List TIMO0O0S SPS000352 Add Client Client List
Logged in as Lisa Briercliffe
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Extralnfo

On this tab, you can enter the actual property address, if desired. This option isonly
available for your own properties, and is only viewable for your own properties. Thus,
such sensitive information is not available for other agent’s propertiesin your system.
A list of property rooms can also be entered, along with room dimensions, the floor
that the room ison, plus a brief description.

EA Pro BEB

s

Fle  System Clisnks Properties Reports  Web  Help

— Details | Extra Infol] Images @ At b

ﬁ Addtional Information [New Property]
View Clients Addiess Dale Added [d=d By
Iﬁi- [Cast Changed | | Charged By | |
New Client
Figoms

(@ ][ Direw ] [Eoe]

Add Property | Add Property Propety List Prapaty List TIMOO0035 5PS000352 | Add Client ‘ Client List ‘

Add Propery

Logged in as Lisa Briercliffe

Images

Y ou can have a maximum of 8 images per property.

Fie System Clients Froperties Reports  Web  Help

Details|[ Ewtra Info[ Images

Photas {New Property]

ﬁ-l- Main Photo: Photo2: Photo3, Photod:

Nes Tt ] L4 & 7

Add Property

Logged in s Lisa Brisrclffe 5PS Data Dowrload in progress
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Click on the BROWSE button to locate a property image on your hard drive. Pictures
are loaded directly into the EA-Pro system, so it does not matter if the source image
fileon the hard drive is deleted at alatter point. Images can be rotated using the
circular button in the top right of each image, and a description can be added just
below the picture. Additionally, the brightness and contrast of each image can be
adjusted using the EDIT button.

An Image can be swapped with another image by dragging and dropping the image
into another image box, thus allowing you to change the order in which they are
viewed. Thisisimportant as the main photo plus 2™, 3 are the main images used in
the production of the mgjority of property cards and also on the website property
search facilities.

When all the pictures are as you want them click on the SAVE button. The property
“Details’ tab will be shown and EA-Pro will perform a spell check on the property
details entered before committing the property to the system.

Please note that the facility to spell check relies on Microsoft word being installed on
your machine.

Property Calendar

The property calendar shows all appointments for that property. The property
calendar defaults to a month view for the current month. A more detailed view of a
day’ s appointments can be seen by double clicking on the square an individual day.

EAPro HEEB

s

File  Systemn  Clients  Properties Reports  Calendar  Web Help

Details Exllalnlo] Images Ealendali w} [M [@J

ﬁ Froperty Calendar (SRO00001)
“iew Clients @ My Appaintments (O Al Appointments Iﬂ Frint Appointments

ﬁi‘ [ 4 h ) -]
on ue i un

New Client

SRO000M ‘ Property List |

Logged in as Supervisor ** \ifarning - over 30 days since last database backup **

For detailed use of the calendar functionality, see 2.11.
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2.10 REPORTS
Client reports

The “Select Report” dialogue has alist of the reports available to you. Select the
report that you require and press the RUN button to initiate the report. EA-Pro will
then collate al the information required in an instant, enabling you to have up to the
minute information at your fingertips.

The CLIENT LIST isalist of al clients held on your system.

The CLIENTSBY SOURCE lists clients, grouped by source. (Sources are entered in
the System Setup section — see 2.1.3)

The CLIENTS SOURCE CHART is a pie chart showing the breakdown of clients by
source.

The CLIENT PROPERTY HISTORY SUMMARY / DETAIL reports provide detailed
histories of property details given to aclient.

v Select Report Ba

Client List
CcLoz Clientz by Source
CLOZa  Clients Source Chart

CLO3 Client Property History (Summary)
CLO4 Client Property History (Detail]

[ 8] Bun ][ @Qancel]

Property Reports

The “Select Report” dialogue has alist of the reports available to you. Select the
report that you require and press the RUN button to initiate the report. EA-Pro will
then collate al the information required in an instant, enabling you to have up to the
minute information at your fingertips.

The PROPERTY TYPES CHART shows a pie chart breakdown of properties by type.
The PROPERTY AREAS CHART shows a pie chart breakdown of properties by area.
The PROPERTY LOCATIONS CHART shows a pie chart of properties by location.

0 Select Report [ x]
PR Property Types Chart
FROZ Froperty Areas Chart
PROZ Froperty Locations Chart
[ Beun [ [ corce
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Schedule Reports

The “Select Report” dialogue has alist of the reports available to you. Select the
report that you require and press the RUN button to initiate the report. EA-Pro will
then collate al the information required in an instant, enabling you to have up to the
minute information at your fingertips.

The PROPERTY SCHEDULE shows appointments for a property for a period.
The CLIENT SCHEDULE shows appointments for a client for a period.
The USER SCHEDULE shows appointments for a user for a period.

o Select Report B

scoz2 Client Schedule
SCO3 User Schedule
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2.11 GENERAL CALENDAR

The calendar functionality within EA-Pro allows appointments to be set to allow you
to organize your activities. Alarms can be set against appointments so that you are
reminded of your appointmentsin good time.

Month View

w EA Pro - Jof x]
Fle System Clients  Properties Reports  Calendar  Web  Help
General Calendar
ﬁ () My Appointments (&) All Appaintments @ Frint Appointrents
Wiew Clients
ﬁ * [ 4 Aua 2006 b | 1‘
New Client Mon Tue wied Thu Fri Sat Sun
kil 1 2 3 4 5 =
dason 12:00-1330 (g 13n 1332 - 20
lan 07:30 - 0%.00

—————— -

i g 3 10 1 13

“an 09:00-12....

14 15 16 17 18 g a0
21 22 23 24 25 26/ Zf

Supervizor 0900 - ... § Supervisor 01:11 ”

f L

Supervizar 0900 - ... § Supervisor 01:01 \I
| w

28 29 30 &l 1 2 3

iz lan 11:59-11:..
4 5 B 7 g 9 10
General Calendar
Logaged in as Supervisor ** Warning - over 30 days since last database backup **

The calendar defaults to a month view, as shown above. Within the month view, a
summary view of the month’s activity is shown. When multiple appointments are set
for the same day, a maximum of 2 appointments can be visible at one time within this
view, but scroll bars on the right hand side allow for movement across all of the
appointments for that day (circled in red on above image). A speaker icon (circled in
blue on above image) shows that areminder is set for that appointment.

Each appointment on the calendar in the month view will show the user that the
appointment is for, and the time range (if space permits). It should be noted that the
My Appointments/ All Appointments selection at the top of the screen will toggle
between showing all user appointments and your own appointments. The All
Appointments option is only available to those users with the “Full Calendar View”
security option (See 2.1.1).
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When an individual appointment is selected within the calendar, the text for that item
appearsin red, indicating that it is selected. From then, you have 2 options with a
right mouse click - edit the appointment or delete it. Additionally, when the top
section of the appointment is selected with the mouse, the crossed cursor shows,
indicating that the appointment can be dragged across to another day should you wish
to change the appointment times. Right clicking on the calendar where thereis no
appointment will give you a“New” option for creating a new appointment.

When a day square is double clicked (outside of the edges or any appointment), the
day view for that day is shown, providing greater detail of that day’ s appointments.

@ EA Pro BEB
File System Clents Properties Reports  Calendar  Web  Help
General Calendar
ﬁ (& My Appointments () All Appointments ‘E FPrint &ppaintments
Yiew Cliznts
g
MNew Client < = Supervisor >
7 oo e
N
8 007
a0
oo .
9 900 - 11:00 Appointment for property DHOODO04
a0 | Meeting client at the restaurant opposite the petrol station on the main
strest.
1 oo
] : 3 i
10:30 - 11:00 Reminder ta speak to bank re. Mortgage J
11 1]
0
12 1]
0
13 1]
«
14
0
15 1]
=
15
» v
General Calendar
Logged in as Supervisor ** Warning - over 30 days since lask database backup **

The day view allows for greater visibility of aday’s appointments. Each appointment
stretches down the page for the appointment duration, giving a clear view of your
activities for the day. Appointments can overlap, and there is no limit as to how many
will overlap. Within this view, the appointment heading can clearly be seen —aong
with full appointment times. Additionally, a section of the appointment notes can be
seen, and can be edited directly by clicking on the main body of the appointment.

Appointments can be moved in the same manner as with the month view calendar
(select the header section of the appointment and the crossed cursor will appear).
Additionally, by moving the mouse over the top or bottom of an appointment, a
vertical arrowed cursor will appear, alowing you to “stretch” the duration of the
appointment.
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If you have the security to view all user appointments, then appointments can be
dragged from one user to another, which isavery useful feature. The day view,
showing al user appointments, shows a column for each user — up to a maximum of 4
usersvisible at onetime. If there are more than 4 EA-Pro users on your system, scrol
buttons are available to move across to the users appointments that you require. The
day view screen, with all users, looks as follows:

@ EA Pro BEB
File  System Clients  Properties Reparts  Calendar  Web  Help
General Calendar
ﬁ (O My Appaintments (&) Al Appaintments
Yiew Clients
i
Mew Client < =3 Jason = Kerry = Steve =] Supervisor >
a0 ~
?DD
30
00
-
g 9:00-11:00...
a0 Meeting client
- . at the
1 ? 10:00 -_12:EID N_ew_cllent coming i. _ L?;z:{;n:he
et bt perdlsaten | io30-1100.
11 00 | within Murcia region.
a0
12 0o
a0
2™
a0
1%
a0
152
0

General Calendar

Lagged in as Supervisar ** \Warning - over 30 days since last database backup **

Within the multiple user view, your column isindicated by a green icon, whereas
other user icons are amber coloured.

An additional feature of the day view calendar is that, when adding a new
appointment, you can selected the time segments required before right clicking and
pressing the “New” option. This sets the times for the appointment in the appointment
edit screen, thus speeding up the appointment entry:
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(O My Appointments (&) Al Appointments @ Frint &ppoirtrignts

< B Jason =} Kerry =l Steve a2 Supervisor

3 v

5|00 900-11:00...
a0 teeting client
at the
restaurant
opposite the

petrol statian 10:30-11 UU...J

10 ™| 10:00 - 1200 New client coming i
30 | Mew client coming into the office -
wants a property on urbanisation
11 00 | within Murcia region.

When in day view, a close button appears on the top right of the calendar (highlighted
in red). This closes the current day view and returns to the previous month view
calendar.

Printing Appointments

Whether in the month view or day view, you can print appointments for the calendar
period shown by pressing the “ Print Appointments’ button. If the month view is
current, appointments for the date range shown will be printed, if the day view is
current, only appointments for that day will be printed.

If “My Appointments’ is selected in the calendar then only your own appointments
for the period will be printed, otherwise al users appointments will be printed. Again,
your access to whether all user appointments can be viewed / printed relates back to
the “Full Calendar View” security option is section 2.1.1.
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Appointment Editing

Whether creating a new appointment, or editing an appointment from either the
month view or day view calendar, the screen for entering appointment detailsis as
follows:

Edit Appointment

I\ Warning: this appointment occurs in the past % |
Appointment Details T
User | Supervisor E
Subject | Appaintment for property DHOO0004 Message:
[ & Day a [%] Reminder |ElN¥TIVES . [ Silent?
Date  [26/08/2006 [¥) From 030000 - To [10000 -
Meeting client at the restaurant opposite the petrol station on the main street.
Moates Meeting client at the restaurant opposite the petrol ztation on the
main street.
Froperty Details E
I g [Poperty D [SRO0003E | Agent S panish Residence Autherica SL
Price £191.000 Tupe Country House Buld Type  |Resale
Area Costa Calida Town Calazpana Location Inland

Deseription  |Mewly Reformed Country House - 1005

Hates Mewly reformed country house located on the autskirts of Calazparra. This 2 bedroom property has a nice plat of 500m2
offering plenty of space for a poal - overlooking the stunning scenery .

Client Details

Title Dactar |Name |frederick Fax E
Last Name Roosevelt-Smythe Email
Address Source
Status
Motes Y
Telephone
M obile Telephone

If the appointment date or start timeisin the past, awarning appears at the top of the
form. Other areas of this screen function as follows:

USER Select the user that the appointment is for. This defaults to your
own user and you can only select adifferent system user if you
have the “Full Calendar View” security rights.

SUBJECT Enter the subject of the appointment. Thisis seen in the header of
appointment itemsin the calendars.

ALL DAY Select this option and the start / end times change to all day time
Settings.

DATE Select the appointment date and start/end times.
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NOTES

REMINDER

SILENT?

PROPERTY
DETAILS

CLIENT
DETAILS

Any further details about the appointment that the subject does
not indicate. Thisinformation is seen in the body section of
appointment items in the calendars.

Check this option to enable an alarm to be set for this
appointment. A reminder timeis available for selection ranging
from O minutes to 1 month.

This sets the reminder as silent —ie. the reminder tone will not be
played when this alert occurs.

A Property related to this appointment can be selected by clicking

on the (== button. Some appointments may have arelated
property, some may not — so thisis optional.

A Client related to this appointment can be selected by clicking

on the (=] button. Some appointments may have arelated client,
some may not — so thisis optional.

2.12WEB | SYSTEM AGENTS

Thislistsal EA-Pro agents along with their email addresses and contact telephone

numbers. If you are partnered with any of the agentsin the list then a & symbol is
shown next to that agent and the agent isticked in the list.

If you wish to share with new agents then simply tick them in the list. If you wish to
remove sharing with a current agent, un-tick that agent in thelist. Clicking the
REQUEST SHARING button will create aformatted email ready to send through to
the SP Soluciones admin team.

An Introduction to EA-Pro

SPS Agents {x]

[ gends Propetties crippsnigei@hotmail com +34 968170 986

info@DreamHomesinSpain.com
info(@hartiandpraperty.com

Tel: (0034) 968 13 47 51 Fa: (00...
0034 958134 784 (English Orly)
968 745421

13

il Sparish Residence Authentica SL
18 TIMARKS INVEST 5.L

BER723037 or 968 746723
+34 968153 257 +34 6501435,

You are alteady partnered with agents displaying the graup symbol. Please fick the additional agents that you wish to request sharing with.
IF you wish to cease sharing with an esising partnered agent, please de-select that agent i the list
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2.13WEB |WEBSITE

o Website [ X |

() Use Free SPS Database
(%) Configure Dwn datsbase (] Small Pics Only

Usemamne: |

Password:

Part: 3306
Server:

Database:

This screen allows you to configure the upload or your properties directly from EA-
Pro to your personal website. Y our website needs to have MySQL installed in order
for this feature to work. Simply enter your MySQL login details on this screen and
EA-Pro will do the rest!

In order to make this fantastic feature more accessible to our agents, you have the
option to use the “Free SPS Database” option. This enables full database upload and
search facilities from your own website without the need for your own MySQL
database. For more information, please email sal es@spsoluciones.com

The “Small Pics Only” checkbox lets you decide whether you only want to upload
small (400x300) images to your website, or full size images “1200x900”".

3.0AUTOSYNC SERVICE

Y ou will notice that, after EA-Pro has been installed, there will be anew icon in your

computer’ s system tray: d Thisisthe Autosync service, and isresponsible for
keeping your system up to date with all of your autosync options set from within EA-
Pro. These processes are:

Currency Synchronisation — downloads |atest currency rates from the Central
European bank.

SPS Data Synchronisation — downloads the latest information from our
central server for countries, areas, towns,
property types, etc..

Partner Agent Synch - downloads latest property information from

partners that you share with within the EA-Pro
system.
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Property Upload to SPS - Uploads your latest property information to our
central server. Thisensuresthat all of your
partners that you share with will have your latest
property information.

Property Upload to Website- Uploads your latest property information to your
Website — this can either be to your own mySQL
server on your own website, or you may choose
to use our free SPS webspace to provide
property searching on your website.

Backup DB to SPS - Uploads a backup copy of your local database to
asecure areaon our server. EA-Pro provides
local backup facilities, but this provides extra
peace of mind to have back-ups outside of your
office building.

Kyero Export - Exports properties to Kyero, saving you the time
of manually updating Kyero with your property
information.

3.1 The Autosync I nterface

From the system tray, you can right click on the Autosync icon and you will be
presented with a pop-up menu, as follows:

-

Stakus
Svnc Mo
About
Exit

Auto Sync

3.1.1 Exit

Closes down the Autosync application. By default, Autosync will auto-launch every
time that Windows is restarted.

3.1.2 About

About box, showing the current version of Autosync running, plus the SP Soluciones
support email address.

3.1.3 Sync Now

Starts synchronisation of all processes immediately, regardless of what schedules are
set within the Auto Sync section of EA-Pro.
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3.1.4 Status

Status brings up the following form, showing current AutoSync state:

i EA-Pro Autosync B

Downloading SPS Features

[

[[] Currency Synchronisation [] Property Upload ta SPS

[] SP5 Data Synchronization [] Property Upload to ‘website
[[] Partner Agent Synchronization  [] Backup Database ta SPS

[] Kyera Export Sync Maow

Cloze

The Sync Now button here works in the same manner as Sync Now described in
3.1.3, except that you have the choice of processes to Synchronise by selecting the
relevant boxes before clicking the “ Sync Now” button.

The*Close” button will just close down the status form, Autosync will continue to
run.
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4.0 EA-PRO PROPERTY SHARING

4.1 DATA TRANSMISSION

We understand that protecting your datais of the utmost importance and so the only
information ever uploaded to the EA-Pro central database is your general property
information — images, price details, description, etc... Sensitive information such as
owner details, property address, commissions, etc. are kept solely within your local
EA-Pro database.

In order to secure your local database, however, EA-Pro provides the ability to back
up your entire database to our support area, where it is secure and no other agents can
get accessto it. This means that you are safe in the knowledge that, should some local
disaster occur in your office and you have no local backup copies, you can contact us
and we can re-instate your systemto it’s former state.

4.2 SHARING ENVIRONMENT

A huge benefit of the EA-Pro system is the ability to share your properties with
collaborative agents. However, there are a number of set-up options that you as an
agent can choose, and sharing may not be one of them.

The agent configuration options available are:

Show / Don’'t Show properties on the SPS Portal .

Share / Don’t Share properties with collaborative agents.

Don't upload some/all of your propertiesto the central database.

Don’'t upload some/all of your propertiesto your website.

Disable sharing of individual properties within the central EA-Pro database.

All of these mix/match options make EA-Pro avery beneficial and effective system
for anyoneto use!
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