Quick Start Guide

Credit Money Machine Lite
Or

How to Become a Credit

Repalr Expert in One Day

If you need assistance or find an error in this guide, or if you'd like to suggest an addition to
this guide, just post a Trouble Ticket at www.LMRHELP.com

This guide assumes that Templates are installed in the software (when running a trial, the
Templates and Contracts are not installed). Contact support to get your Templates installed.

Our goal is your complete satisfaction.
Thank you.

LMR International, Inc.
Support Team
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REGISTERING CREDIT MONEY MACHINE LITE

When you open the software you will see the Menu Screen.

If you are under a trial, simply click ENTER
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 ENTER

And then CONTINUE.

First time users just click
CONTINUE

Lser Password: esssss

Cancel | | PIN REGISTRATION | | CONTINUE |

If you are a client and you had received a Registration PIN then after clicking ENTER click
the PIN REGISTRATION button and you will be taken to the registration screen.
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During your trial period you should not have to register.
If you are sfill within your trial period, please hit back now, and use the button labeled “Enter” to access the program

Version (00) 01-31-2012-1 A%A-BBB-CCC 135529581 Key:| 135529981 ||copr ke

Afer you have purchased /leased our software, you will recenve your registrabion Fiil

* Full Hame: | John Smith
* Company Name: | ACME. Inc
“Your Email. | johnsmithe rm@@gmail com
* %our Phone:| 565-111-2233
* PIN Number: | AAA-BBB-CCC

To register your software enter the data in the fields above and click the RED button.

CLICK HERE TO REGISTER. THE
PASSWORD WILL BE
1 RETRIEVED AUTOMATICALLY.

Dol BOT HEED TO WAIT JUST
ENTER THE PROGRAM
HORMALLY

GRAB INTERNET
PASSWORD

PASSWORD

VALIDATE
PASSWORD

SEE OMLINE
PASSWORD

To contact support go to www.LMRHELP.com by dicking here

Enter all requested information fields and click the RED button. Note that you need to be
connected to the Internet to retrieve the password.

Once you click the RED button you will receive a confirmation at the right side of your
screen and you can proceed inside the program. You DON'T have to wait to receive the
password that will be done later automatically.
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ENTERING BASIC COMPANY INFORMATION

When you install the software for the first time, before being directed to the main screen,
you will be displayed a section where you have to enter your company’s basic data.

In the event that you have several companies to use in the software, you can go to SETUP.
Directly click the Setup icon at the upper part of the software

[

Once in the Setup, click the MY COMPANY INFO button.

‘ | MY COMPANY INFO I ‘

In the Company Information section, click the ADD button at the right side of the screen.

‘_ ADD I‘

At the center of the screen are company data fields where you have to enter the information
about the company.

SELECTING DEFAULT COMPANY

From your list of companies in the software, you can have only company to be selected as
default. This means that the selected company will be the one that will be used in some
parts of the software where a company data is needed.
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To assign a company, select from the list of companies at the right side of the screen.

(CLICK ON NAME TO SELECT]

| ADD || DUPLICATE |
DATA HORIZONS LTD. - George
DIGITAL SOLUTIONZ - Susan Africa -
Frankie Multicorp - Frank Buffet - ,
SEGWERKS CORP - John Smith - ,

=

Once a company is selected, the name of the selected company will reflect in the field as
shown in the figure below.

|[ ASSIGN CURRENT AS DEFAULT COMPANY | SEGWERKS CORP [John Smith

Notice the button beside the field. To assign the company reflected in the field, just click the
ASSIGN CURRENT AS DEFAULT COMPANY button.
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ENTERING BASIC AGENT INFORMATION

To enter basic agent information in the software, go to SETUP. Directly click the Setup icon

at the upper part of the software

.

Once in the Setup, click the AGENT PRIVILEGES button.

“ AGENT FRIVILEGES I ‘

Click the Add button to add an agent.

%

Add

Then, fill in the basic data of the agent in the provided section as shown in the figure below.

Crested: |D4/26/12 4

Agent Information

Modffied: [04/26/12 4

|copy 10| Name [AGENT

I

{@

Company | 4
Address |

Gty | 4 State 4

Zip Code | * |EJ “

Phones i} (Ej T

Fax = Cell T

Ennail | | 4

LevelOfUse[ 1 | 7 Allow Seif Change ] R,anh*

URL|

&) wrors || Arexa |[ons|

Refarrals | |'* Dnsi‘tian| | v H
Status | ACTIVE | " 5a|argr| |
Passwiord [ CHANGE PASSWORD ] See Only Privates |:| ? |:|
lp"‘dd"ﬁ‘i| Logged for M [_] [ LOG OUT

HESK Usernams | | Pass'-'mrd| |

= =

User Defined Ficlds e
— [ — [ —1 [ — |
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One of the most important data to fill in this section about the agent is the level of use. The
level determines what level the agent can only access in the software.

Level Of Use v 1

Also indicate the RANK of the agent in using the software. There are three ranks provided
with the Administrator being the highest rank.

o DR

— EXECUTIVE
ADMINISTRATOR l

i W

REQUEST PAYMENT

Company | M=

E-mail | |‘l’| Durrency RayRal

In the case where the agent requests payment, you can use this area of the Agent
Privileges. You can do this if the agent requests for payment through PayPal.

Enter in the Company field the company that you want the agent to see when receiving the
payment. Also, enter in the Email field your email that you have in PayPal.

ALLOWED PIELDS
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To control the agent’s access to certain agent information fields in the software, check mark
the check box of the fields that you don’t want the agent to access.

Agent Selected: AGENT DON'T ALLOW TO ENTER IN: €] S|
Contacts Enter [
"""" NOT - ----- Contacts add [
FIELDS EMPTY MODIFY MODIFY (unless empty) -, ntacts Modify [
FirstName [(el(s) [1(el(s] [1(c(s) ContactEmail  Delete  [&]
Last Mame ] ] ] Agenda [l
Company Mame |_| |_| |_| Advertising Center 1
Address ] ] ] Agent Metrics d
City |_| |_| |_| CC Analyzer O
State ] ] ] Checks &
Zip Code ] ] ] Credit Repair 5|
Country m m ] Data Analysis |
Phone 4 . . M Debt Settlement G4
Chpona — — — Domains Mananer B

CLIENTS AND PROSPECTS

ADDING X NEW CLIENT
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To add a new client (or lead) in the Credit Money Machine Lite, just click the Plus Icon at the
top left of the Main Screen.

+|

Enter the basic information for this client such as its name, address, phone number, etc.

“"" J Basic Information
Hame [PorTia | [Merann O (2 omt | |Q Fed | [B] =
Company [Beachcomb Realty
DRIVERS LIC.
address 4891 Pacific Highway |
cay |San Diego .
oate [CA D code[92210 Tm:m-i:D |
Homs (858)294-2121 (5  offes T
Fee (858) 294-2111 b |
Emad | portia@mcfann. com (2
Tewglates [NONE SELECTED | Picture 55/ W-2 [ etc.
] ] s
S ourca] BIELIE,
[ Clommission 0% Tag 85 & Salespencn or Affiliate: [_ ‘ o

To enter his Social Security and Date of Birth (D.O.B.), click the Task Manager + User
Defined Fields button from the main screen.

\ej

Task Manager +
User Defined Fields

The User Defined Fields area will open in the center of the screen and then you can enter
the Social Security and D.O.B. in User Defined Fields number 10 and 14.
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TEXT (undo User Defined Fields
UDF 01 | d * E]
UDF 02 | d * E]
UDF 03 | d * E]
UDF 04 | d * E]
UDF 05 | d ,‘ E]
UDF 06 | d ..‘ E]
UDF 07 | d * E]
UDF 08 | d ..‘ E]
UDF 03 | d * E]
UDF 10 | d .* E]

NUMBER {Click lE]To get Totals & Averages for Selected Records)

UDF11 + li*‘ le|T= 0 A= 0.0

UDF 12 + li'* c|T= 0 A= 0.0

UDF13 + I:"‘ c|T= U A= 6.0
Total = |7

Age: UDF 14 | "‘
UDF 15 4

Twitter 1D: =
| Client Valuation

Be sure to format the Social Security in the way you want to appear in letters. The format
of date should be entered like 01/01/1960 (4 or 2 digits for the year).

Notice that when you enter the D.0.B. you can see the useful for small talk. The AGE is
automatically entered in the Age field once you enter a date on the D.O.B. field.

PINDING CLIENTS (QUICK FIND)

To find clients from the whole database or selected database of clients, click on the Find
button.
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IQ Find

A windows dialog will then pop up where you can enter the query of information on the
client/s you want to find.

Quick Find and From Selected searches in First Mame, Last Name, Company . Phone Mumbers, Keywords,
Product Codes, URL, Referrals, Related to, State, E-mail, Keywords and Contact ID

Previous Search ’ v]
or Type Mew Search
| Cancel || Expand || Omit || FullFind | | QuickFind from Selected | | Quick Find |

In the search field from the windows dialog, you can enter any query of information for the
system to filter. Note that you can enter into the field different query of information at the
same time (always put a space in between distinct queries)

Once the query is entered, click Quick Find to search for clients from the database of all
clients in the software.

The search result will then be displayed in the main screen selecting the contacts based on
the result. To display them in a list, click the Contact List button.

8

Contact
List

Now once the Contact List button is clicked, you will be directed to the Contacts Selected -
Found List screen with the search results.
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‘i File Edit View Inset Format Records Scripts Window Help
‘Q’ 3 oo | 2] [+ < I P | w8 | CONTACTS SELECTED - FOUND LIST x
EEEEEHEEINDNDEEEEEEENDYERDE sty Nt A s (vt
% @ B X 2 & P e
Tomnets” i Cihoars.  CTRvin Clisbosra” | LiStm Clipheard contacits Repors st Vs Contaets Baok
Frst Name Last Name Company Name izl T Phaone 1 URL E-mall 2 [omt|[] 1
Andrew Fenstermacher  Shafer Commercial Seating Inc [_J4[ELM (850) 584-7434 = 3 http:/fwww.andrewfenste andrew@fenstermacher.co 1 [omt| 1
Gracie Riskalla Jessup. Richard A Esa [CM[CAM 516) 344-7735 ™ % hitp://www.aracieriskalla gracie@riskalla.com 1 |ome| O T8
Shirley Keams Transport Workers Un Afl Cio [J4[1aM (s08) 228-6114 ™% http://www.shireykeams shirley@keams.com 1 om0 T
Willie Coughenour Adams Rib Rstrnt At Norwalk [J4[rde (304) 422-858% =5 http://www.willlecoughen willie@coughenour,com 1 |oeit| O ™
Antionette Shoabridge Dolfin International [JMCELM (205) 624-9608 ™ 2 nttp://www.antionettesh  antionette@shoobridge.co 1 [omt| (] T
Ann Senff Travelodae Santa Barbara Beach [J4[CAM (z09) 923-0954 = .2 hitp:/fwww.annsenff.com ann@senff.com 1 |omt| O T
Lauren Langenbach Albright, David F Esq [J4[0AM (425) 745-5517 http://www.laurenlangen lauren@langenbach.com 1 [omt| ] T8
Julia Cokins Ati Title Company [J4[GaM (404 266-1124 http://www.jullacokins.co julia@cokins.com 1 [omit] ) T8
Ashley Kilness Criterium Day Engineers [T 1972) 416-8588 http://www.ashleykilness ashley@kilness.com 1 [omt| 0 ™
Jules Kellerhouse Apt Guid Orna Cnty Lona Bch [J4[SHM (=237) 294-6534 5 http:/fwww.juleskellerho  jules@kellerhouse.com 1 |ome| O T8
Marilyn Kleine Alitalia Airlines [JA[UEM r402) 341-8233 nttp:/fwww.marilynkleine marilyn@kleine.com 1 [omt| O ™
Jeromy Dirksen Automatic Mach Products Co [J4[Cald (s62) 868-3418 http://www.ieromydirkse jeromy@dirksen.com 1 |ome] O ™
Abdul Begum Hisrich, Thomas H Esa [J4[y M (718) 522-7615 http://www.abdulbegum. abdul@begum.com 1[emt| ] T
Jarey Cellar Warld Const & Parliament Assn [J4[ECM (850) 234-3388 http://fwww.jameycellar.c jamey@cellar.com 1 [omit] ) T8
Alfonso Canerday Cirrus Logic Colorado [JAaM (732) 937-8342 > http://www.alfonsocaner  alfonso@canerday.com 1 [omt| 0 ™
Brooke Mondelli Sands Beach Club All Ste Resrt [J4[Ead (717) 741-3987 " http://www.brookemond  brooke@mondelll.com 1 |ome| O T8
Angelica Berkenbile B D Holt Co [JA[HMCM (410) 252-6645 3 http:/fwww.angelicaberk  angelica@berkenbile.com 1 [omt) 0 T
Ashley Coneway Pearle Vision Express [CIM[EaM (510} 354-6047 http://www.ashleyconew  ashley@coneway.com 1 [ome] O] T8
Wan Sprewell Asia Padfic Technotrade [J4[x M (915) 593-7646 > http://www.vansprewell.c van@sprewell.com 1lemt| ] T
Quinn Prazak Am Interntl 4 (916) 363-9562 5 http://www.quinnprazak, quinn@prazak.com 1 [ome| ) 10
Antionette Andres Syring Wayne Ins Aacy Inc [JA[ELM 808 488-7188  http://www.antionettean  antionette@andree.com 1 [omt| O T
Alfred Fines Saurer Txtl Systems Charlotte [J4[T (406 232-7958 http:/fwww.alfredfines.co alfred@fines.com i [ome| ) T
Nichalas Engelson Apollo Glass Co [J4[COM (203) 499-1388 http://www.nicholasengel nicholas@engelson.com 1 jomt| 0 ™
Alecia Krance Lenweaver. Thomas E Esa [J4[EaM (215) 735-0485 http://www.aleciakrance, aleda@krance,com 1 ome| O T
Tvan Cimaglia Surveying And Mapping Inc [J4[caM (510) 429-4828 2 http://www.ivancimaglia. ivan@cimaglia.com 1 [omt| 0 ™
Cresit Mariey Machine Net (1) 04-17-2012-1 TRI-AL- 135529981

DELETING CONTACTS

There are two ways to delete contacts. One is by deleting them one by one using the delete
button directly from the main screen.

Another way is by displaying all the contacts in a list first and either delete them one by one
or delete them in a group directly from there.

To do this, click the Contact List button

QUICK START GUIDE FOR CMML | 14




Contact
List

Or the LIST button in the Contact Information section

DELETING CONTACTS FROM LIST

First Narme Last Name Company Name TZ st Phone 1 URL E-mail Q @M i}
Andrew Fenstermacher  Shafer Commercial Seating Inc EH (850) 584-7434 @ 35 http://www.andrewfenste andrew@fenstermacher.co 1 @D W
Gracie Riskalla Jessup, Richard A Esq D{ (916) 344-7735 | 35 http://www.gracieriskalla. gracie@riskalla.com 1 @D W
Shirley Keams Transport Workers Un Afl Cio [J4[maM (508) 228-6114 @)% http://www.shirleykeams. shirley@keams.com 1[om] ]
Willie Coughenour Adams Rib Rstrnt At Norwalk [J4[wvH (304) 422-8589 @35 http://www.wiliecoughen wille@coughenour.com 1[omt| ] 1
Antionette Shoobridge Dolfin International EH (305) 624-9608 @ 35 http://www.antionettesh antionette@shoobridge.co 1 @D W
Ann senff Travelodge Santa Barbara Beach [J4[caM (909) 923-0954 m| 35 http://www.annsenff.com ann@senff.com 1 [omt| ] 17
hariee = alv - e A 14 oY g £m1 [ . P A P—, .

To delete contacts from the list ONE BY ONE, just click the GARBAGE BIN icon of the
contact. Once the icon is clicked, you will be prompted with the windows dialog as shown

below.

~ i
Credit Money Machine Lite ﬁ

I'_ Permanently delete this ENTIRE record?
L

[ Delete ] [ Cancel ]

In the case where you don’t want this to pop up every time you delete a contact, just click

the GARBAGE BIN icon on top of all the same icons on the column.
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40
W ®

Sal 1

To delete contacts from the list BY GROUP, mark the checkbox of the contacts that you
want to delete at the same time.

Note To mark all the contacts on the list, click the checkbox with a check from the
checkbox column and select MARK.

This opticn interacts with the checkmark in the column below.
SELECT: Selects all records with checkmarks.

CLE&R: Clear mark from all selected records.

OMIT: Omit (not delete) marked records.

MARK: Checkmarks all selected records

Cancel || MaRK || omm || cLEaR | [ SELECT

Once, the group of contacts to be deleted are marked, click the DELETE CONTACTS button.

aiy

Delete
Contact(s)

TEMPLATES FOR DISPUTES
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SELECTING TEMPLATES

To select the templates to be used for the disputes in Credit Repair, go to the Template
Manager by clicking the Template Manager button.

4

Template
Manager

Now you should be in the Template Manager screen.

Credit
¥ File Edit View Inset Format Records Scripts Window Help
q ImE ] o R |;| H I | L g @ LR w0 e TEMPLATE MANAGER
'a [ Temetesns | Merwe Symbos | ssormeuts | st e
[=]
A fci, . .
+ % E ] 0 - X " " Q =
Akl Dwimin Ciusplicaas Find Aszd esetn Faname or Duplcais Prirmn Provesw E-mal
Tampians Trmplate Fareplats Teen plaie ‘Categony Cabegray Catagouy Templasie Templeie Templaie
SURUELT: [ ] Bato | CHANGE CONTACT
ATTACHMENTS: [ 14 B2 O3

Portla Metann - Beachoomb Realty

CLICK THE FIELD BELOW TO SELECT CATEGORY
DEFALILTS (PERSOMAL)

il
al

spinnar | Coum [132]

In the Template Manager, select the category of templates to use for your disputes in the
Credit Repair area of the software.

To do this, click on the template Category field and select from the available categories.
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CLICK THE FIELD BELOW TO SELECT CATEGORY | Salect &Il
HONE SELECTED Jrc|16/r
\NM'"MM_\-'\.’H\‘U— R

In this case, select DEFAULTS (PERSONAL) SPINNER DNA for default templates with
a Spinner action which practically spins or randomly select templates for the dispute entries.

CLICK THE FIELD BELOW TO SELECT CATEGORY

COLLECTION AGENCIES RELATED l
CREDITORS RELATED
DEFAULTS (LEGAL)
DEFAULTS (LEGAL) DNA
DEFAULTS (LEGAL) SPINNER
DEFAULTS (LEGAL) SPINNER DNA
DEFAULTS (PERSONAL)
DEFAULTS (PERSONAL) DNA

i
DEFAULTS (PERSONAL) SPINNER DNA -
DISPUTING CREDIT BUREAUS L
GETTING CREDIT REPORTS
LEGAL
MARKETING - CLASSIFIED ADS -
MARKETING - CRAIGSLIST RELATED
MARKETING - EMAILS TO GET AFFILIATES & CLIENTS

FACEBOOK RELATED

S - »
—~ 3'1/’-_"/ s o oI s N

> /"

Below are the default templates under the category DEFAULTS (PERSONAL) SPINNER DNA.
Mark the second checkbox of the template under the selected category to be used in
your dispute entries. Or you can just click on the second TG button to mark all the
templates under the selected category.
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CLICK THE FIELD BELOW TO SELECT CATEGORY

[setect

( DEFAULTS (PERSONAL) SPINNER DNA

J16/16 &

[[*]1115 DAYS CONSTRUCTIVE NOTICE TO

Al P
it At o NS

i p S e

gL

Note You can notice that below the selected category are templates with two checkmarks.
The second checkmark column represents templates to be selected in the Disputes area or

in the Disputes Center.

The selected templates will then be randomly picked based on their contents and the
dispute type of the dispute entry and entered in the template field of each dispute in the

Dispute Center.

a LA Template
L eement g
OOl [*1iGenen:  NO:
) T
o -
LI {[*]]Generic__ I}
LI [[*]]cenaric I

Il [[*]]Genearic
LIl [[=1]LATE N
LILC=1ILaTe nd
JL_L[*]]LATE NE
*1]LATE i
[[*1]Genarc__ >

;“3‘_-,_,"’"“-"“

b

I
W

C
i
ey

I
I
-

i
W

(]

il

-

!
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CREDIT REPAIR
THE DISPUIE CENTER

Once the basic data is entered you can proceed to the Dispute Center. You can do this in
two ways.

1) By clicking the Credit Repair button (from the main screen) and then the EXPERT VIEW
button.

&

Credit
Repair

Select between:
1) Add Disputes Semiautomatically (but still very fast)
2) Add Disputes Autornatically (Magic Button)

3) Expert View (Dispute Center) (SHIFT+CLICK to go to the Dispute Center
with Selected Contacts,

[ Cancel ] [ Expert‘u‘iew] [Automatir_allv] [SEFHiEUtDrT'IEtiCE”T."

2) By pressing and holding the SHIFT+CONTROL key combination and then clicking on the
Credit Repair button.
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Now you should be in the Dispute Center screen.

=k File Edit View Insert Format Records Scripts Window Help
A Y 3 60 *] “‘1 O | @ @] cwe | & 0] e DISPUTE CENTER =
Main | Exra Fallow Up Creditars emplat nvoices & Receivables | Paid? Help [ NONE SELECTED |6 Show
b, fi_ EL
| | (- 5
4 4 =
Find All Find Al Find All In Find A1 Find Fitul All Dug Print Scheduls Disputes  Schedule Several
Dlanum 1 Chient Deleted+updatad Mo Change Progress Printed Ta Print Disputes Due On Dates Disputes x Letter
o Vs credior|s|[] Tempiate )% DissuieTye S Account# [R Amt/Other  CredtBureau [S] Ord Days DueOn 8 Followlp R| Stats [sIB) Faic?  cient B2 0] L |7 AP
Current Q) S, Client { Disgute Info | Gredit Scores | Notes His o Dosumer Ermails Irvvsi Progres Xir
Higefunnide| [ o Send Dispute To Debt Settlement |
. o = | o B ol B [2] Fe
) eoer o oot | “Bercaant | | | |
| s ©DoB: Ao Cisgaatr Type [ J [ stonus |
N hioke Ta Cient In Progress Stas | pssigren To sgent: | | | Hioke b &l Far this Client in Show in Affiliste Partal |
Pravos | Nest =
——— = |s|  RunbmLcode-s || [em |

Now is time to download the Credit Report for your client. While it is possible to extract from
credit reports of different credit report providers we recommend you to advise your client to
use www.creditkeeper.com because it is easy to use and cheaper and it works flawlessly.

So from now on, these instructions will assume that you are using a Credit Keeper report
from your client.

To retrieve your client’s credit report you need his username, password and the security

word.
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http://www.creditkeeper.com/

Once you have that click on the EXTRACT DISPUTES tab at the top of the screen.

- ‘ r-'
L Main Extract Disputes Follow Up
Cra
Paste Credit Ex:
Report by Clicking Anny

You can enter your client’'s Username, Password and Security Word in the right side of the

screen
Logn [ ]
B
D [ ]
3 Go To Credit Word |
al Report Providers

Notice that an empty line (row) is created automatically and once all disputes are extracted

most will be deleted.

Once there you will click the “"Go To Credit Report Providers” button and select the CK

(Credit Keeper) button.

You can use the internal browser to open Credit Check Total (CCT) Annual Credit Report (ACE]),
Credit Keeper (CK) or True Credit (TC)

or Equifax.com (EQX)

or SHIFT+CLICK to open themn in your default external browser

[ Cancel | [ EQx |[ TC |[ CK

Once you click the CK button the www.CreditKeeper.com website will open inside the

software.
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http://www.creditkeeper.com/

The Username and Password of the client will be copied to your Windows Clipboard so it is
perfectly possible to paste that using the CTRL+V key combination.

l & Edit Format Align Text Font LineSpacing Size Spelling Style TextColor Scripts Help
qlIl|IIII|1IqollllllI[zlqoll|IIllquollllllll“lqollllllIquollllIllquoll|IIII|7Iq0II|l||l|qqollllllIquollllIIIl1lqoﬂ|IIlI|1l1IOPI|IIII|1I2IOF
I Tt B DT (U S S e, 23
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u w
9 Q
2) View our new Web Demo 5]
w w
v «
S 9
o o
g Vnsitwwwmﬁediloeepec. L4 g
o com b 3coess your benefts 8
anyime!

Once you enter into your Credit Keeper
information by clicking on the My Credit tab.

CreditKeeper

wlty ool

ri; ezt

Credit Control made easy witr

¢

- Take Cantrol of Your Cre

account, you can then access your credit
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The first screen that you will see is to enter 3 letters related to the secret word. Please read
the instructions and sample on how to do that.

CredrtKeeper ==

] Home My Benefits Why Creditheeper Leaming Center Customes Service Center My Account

Security Word

To access your credit information, please answer the following:

Select character 2 from your Security Word A i
Select character 4 from your Security Word A =
Select character 5 rom your Security Word A =

Sample Word
d tity
Let’s assume that your Secunty Word is “ldentity "™ If you are asked to venfy letters

2. 5 and 8 in your Secunty Woard, you would answer "d”, t™ and "y respectvaly

Fargotten your Security Word? Click hers to have it rasat

Once there HOVER you mouse (don’t click on it) on the Reports button and select Credit
Report.

CLO

Ovenview

CLOSE

" CLOSE
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Now you should be in the Credit Report screen.

CreditKeeper

Close Window

Address(es):

Current Employer:
Previous Employer(s):

KATHERINE DUKE
CATHERINE DUKE
1982 1988
3176A OLD COLUMBIANA RD 3175A OLD COLUMBIANA RD
BIRMINGHAM, AL 35226-3706 BIRMINGHAM, AL 35226
1028 TERRANIUM DR 3034 CHESTNUT RIDGE LW

HENDERSON, NV 29011

1926 IRD AVE M STE 302
BIRMINGHAM, AL 35203-3533

HOOVER, AL 35216

1926 IR0 AVE N APT 202
BIRMINGHAM, AL 35203

ared for: ikathryn duk

& Print this page I" view rull Report

3175 OLD COLUMBIANA RD
VESTAVIA, AL 35226

3034 CHESTNUT RIDGE LN
HOOVER, AL 35216

FIANACIAL SOLUTIONS
FIMANCIAL SOLUTIONS

I® view Fuyll Report

In the Credit Report screen, click the ‘View Full Report’ link. Once there, right click on the
page and select View Page Source.

The page source will then pop up from which you will copy all the text into the Windows

Clipboard.

CreditKeeper’

I
pubtc |

Collections A
Current Deling
R

- — e e

b

| CreditReporfl] - Notepad ;
File Edit Format View Help -

<!DOCTYPE htm]l PUBLIC -/
<htm] xmlns="http:/ wew.w
<head> .
<feta hrrp-equlv="Com"
<titlexCredit Repori-,
<base href="https://w.
<link type="text/css"
<link rel="styleshee
«<style type="Text/css-

td.Fte
back;
¥

=
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EZIRACTING TRE DISPUTES

Once you have the credit report in the Windows Clipboard come back to the software and
click the GREEN ARROW to paste it in the correct field.

=k File Edit View Insert Format Records Scris

A T [[eo] [Tk

'—“‘J Main Extract Disputes Follow Up E
Residential Merged Ex..
Credit Report Cre
KROLL FACTUAL -
DATA, 5211 HAHNS e
PEAK DRIVE -
LOVELAMD, CO E

Paste Credit 20528 Ex,
Report by Clicking onn Bad E4a5 Annu

[_Descripticun ]_[QL _ Creditor ][a| I Temg.

- P

Then click the “Extract From Credit Keeper” button to extract all the items to dispute.

Extract From
Creditkeeper.com
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Ao [[so)| e [ D] 3] B | G| (] O] @] sorer | i DISPUTE CENTER =
Ui Main | ExtractDispules | FolowUp | Creditors | Templales | To Receivables/Invoices | Paid? | Help
7 7 7 - 7 7 v "ol
Find Find Al Find Al Find All In Find All Find Find All Due Print Schedule Disputes | schedule Several
Dispute / Client Deleted+updated No Change Progress To Do Printed To Print Disputes Due On Dates Disputes x Letter
[Description /s Creator___||s|[_] Tempiste % DispuieTpe [P  Acoounts Amt/Oher  CredtBureau  [s| Ord Days DueOn (s FolowUp (Rl Swius (s Paic?  clent 0= [olE) v |0 (AP
[Tfinauin-1111__| FDC 4 O IE0 JD[Inguiry -6 M |4 [01/z5/z20 O Ox @R [ 1] 0 [1a/1i/11 4] L | [Tvter =@
[flinquin-111_|[Us PROBATH __ |4 [(J[ T 1Unz=uthori=)() [Inquiry - 6 14| 14 [Fr/z7720 [@eq Ox O« [ 1] 0 [1zir/ii | al [Tyler o@n
[Tfinauin-1301__ | American HMOCOuneuthor=)) Inguiry -6 14| 4 [[Z77e0 O, @ex O [ 1] 0 [tz 14 [Tyler e@ "
[TCtnaquin-1301 | ELANFINSVE |4 (D[ (" unzuthor=)() [Inguiry - 6 [ 4 [[07720 [@eq Ox O [ 1] 2 [1z/1s/: [ 14 [Tyler e @n 3
[Tfinquin-1731 | TOTAL MO lunsuthori=)) Inguiry -6 14| 4 [=ivz0 JOm @ex Ow4[ 1] 0 [iz/is/iM] 4 [Tyler =3 0 )
[TiLste 30-111 | VERTZON MO EnEE ) [Late Payment |4[ =37 J4[2a5 O Ox @4 [ 2] 0 [1z/15/214] ) J— =@
[[finquiry-1711 | American MO 1unzuthoriz |} [Inquiry - 6 ]l 4 [=/05/z0 [0 @ex O [ 1] 2 [1z/is/21M] I [ Tyler \\E_\g‘:'ﬁ

[[[ist=30-1771 | exoramer | [J[I*1IATE )0 (Late Payment [ 2800113995 |4 [ esz1 _|®@e0 Oex OTR4 [ 2] 0 [1z/1s5/11 4]
[[[Coll=ction=-17] AND venezia _ |4 [J[{11G=n=rc _J0}[Collection - 4 |4 [ 1sescezs0s |4 [ o [Oeq Oex @4 [ 3] 01z

ML Jo @
M e Jo)@On

Tfinquin-11 | PAVMENTECH _ |4 [(J[ I unauthon=)) [Inguiry - 6 [ |4 [f1/1z/20 O @ex OTR| [ 1] 2 [1a/i7/11 M| 14 [Tyler Hg\g‘:lﬁ
[[LCollections-11] MIDLAND CReD, | [(J[ [-11Generic Y} [Collection - 4 _d[e52s55a3a7, |4 [ o [0 Ox @4 [ 3 0 [1z/i7/ii 4] 2] [Tyter o @%
[Tliate 30-1111 | s/3¢c MO )0 [Late Payment [4[ 522000155 |4 [ 522 _|®eq O OR4 [ 2| 0 [1z/i/ii ] e, | [Tyler e @n

[[[L=te 30-17]T | NATIONWIDE _ |4 [(J[ [[F1ILATE ) (Lote Payment |4[ 3755357 |4 [ s0r @0 OX Om4[ 2| 2 [1z/15/1: 4]
[[[L=te 30-17]T | NATIONWIDE |4 [JJ [[F1ILATE Y (Late Payment |4[ 2755357 |4 [ s0r |0 ®eX OR4[ 2| 0 [1z/io/i:M]
[ [[Collactions-1]] Palisades ‘HD [[*]]1Generic n Collection - 4 H| PaL1aTTS128)4 | ) Jom Ox @4 [ 3] 0 |Lzug:11i1|
[[[Late 30-11]1_| PALISADES M O I=1eTe JD[Late Payment {4[ AT |4 [ 522 [®0 Oex ORA[ 2] 2 12721711 4]

o [ I[E=3] o
4 [ [Tvier =3 0 )
o [ [vier I3 o )
M [vter eI@C

000000000000 0000000O0O00n

P N S i S S S S S S S S S S S S S S B S S e S i

[[tate 30-1771 [[Asset M O ) (Lote Payment |4[zze45azs |4 [ 22 |0 ®ex O R4 [ 2] 0 [1zzyiiM] o | =@
[T[Callactions-11]| Palisades 4 O Tie=n=ric__ WD Collection - 4 4[PALiATTS0sz4 [ o [0 O @4 [ 2] 0] 4 [ Tvler =@
[[[Late 30-17]1 ][ Aac JAOLEIATE ) [Late Payment M[serir |4 [ a5 @ OX O R4 [ 2] 2 [1zzs i M| jd [ Tyter o @%
[TLate 30-1111_ | vERTZON MO )0 [Late Payment 4[ =37 J4[ 235 O} @ Ow4[ 2| 0 1zzsiM] 4 [ Tyler @
[ [[Coll=ctions-1]]| Palisades JMO(=7iG=neric J{)[Collection — 4 JM[PALiATTSOz0|4 [ o 0 Ox @4 [ 3] 0 [rzzazi ] 4 [ Tyler HE_\EDH
[[[Lst=30-1111 | PALISADES |4 [J[I*1ILATE JD[Late Payment {4[aT J4[=e1 @ Ooex O [ 2] 2 [1e/esiaM] [ ][ Tyler =3 0 )
[[[iat= 301771 | Gulf Coast JAOETeTE JD[Late Payment |M[ss87:7 |4 [ 130 |00 ®ex OR4 [ 2 | 0 rzesaif] roze ([ Tvler I3 o )
[[[Lste 30-1771_|[ verizon FL____ |4 [ I[*1ILATE JD(Late Payment J4[ 37 ][ =zas [@eQ Ox OR4 [ 2] 2 [1z/z7/11 M| oo [ J[Tyler lel@ %
[T[tate 30-2101 | Gulf Coast Tt M [Late Payment 14[E52237 14 =7 [Oe @ex OmA[ 21 0 [1z/z7/iiM] N | — | o A [
Current Template:[ [[*1]Unautherized Inguiry in Credit Report [[ONE OR MULTIPLES]] [[611 WS, | Client/ Dispute Info Credit Scores Notes History Documents Emails Invoices Progress Xtra
Hide/Unhide | Send Dispute To Debt Settlement —, —
L mﬂmmm = D‘ @ c,gd,m,: FDC = I Private Notes G E ‘EJ B ‘@
™| PupEsssmeE © Account ‘Amount[01/29/2008) ‘ |
| SSmeems  DOBS: YIS0 AgsL Dispute Type [ Inguiry 6 ] status[__T25 ]
— } Nete To Chent In Progress Status |7\ [ Assgned To Agents [ Jhn Smith ] [ Hote o Affiiste for this Chent to Show in Affiists Portsl ]
[[prevous | [ wee | |s| | Run ML code-> || ‘E}/‘\ [ | 15
100] .ol = Browss | « n »

When you click the extract button only the derogatory are extracted:

The Description / Reason for the dispute

Description |8/
[ [[Late 20-1711 |

[ [[Late 20-1711 |

[ [[Late 30-1]11 ||
| [[Inguiry-1]]1 "
[ [[Late 20-1]11 |

[ [[Late 20-1711 |

| [[CDIIEEtiu:unE-].]]"
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The Creditor which also will be added automatically to the creditor’s database (The software
comes with more than 5000 creditors)

[ Creditor ]_@
[exoFamer MO
[ naTIONWIDE 4 [
[ VERIZON O

[ FDC 4 E
e MO
I;?’EEET—F' -._,J,-’\?'il:g

The Letters (templates) will be assigned automatically based on the Dispute Type.

Template [

(oDl
([ mevtomiD
([ mctemin(
s
OIE
(=0l
(ClmetesiD
o

"

[[*]
Lo = g

The Dispute Types will be assigned automatically for each Dispute Item.

Dispute Tipe _[s|B
[Late Payment H
[Late Payment H
[Late Payment H
[Inquiry-6 |4
[Late Payment H
[Late Payment H
[Collection - 4 4

_—_.-a—"—:r‘_/' =" * =
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Also, the accounts are extracted automatically.

Acoourt# R
(27 4
[ 4
[5444000135, |4
[22648438 |4

[15m80e" el

The amounts are extracted as appropriate as well as the dates for inquiries.

Amti Cther

8,331 L

901

245

01/29/20 -

524

443

= A

The Credit Bureaus are assigned automatically as appropriate.

Credit Bureau EJ
®EeQ O OTR|4
O ®e< OTR|4
O O @ TR
O O ®TR|4
®EQ OEx OTR|4

ey )
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Even the dates when you should send the letters are assigned automatically.

DueOn [s
DMZMIE‘
DﬂZﬁlE‘

0z2/26/12 ‘

0z/28/12

—_—d
et I

So in seconds we have set all the disputes for these clients.

SELECTING ALL DISPUTES TO PRINT FOR ALL CLIENTS

Usually we don’t want to process client by client since it would take the whole day even with
a small number of clients.

For this reason we can process them at the same time.

Just click the “Find All Due To Print” button

Find All Due
To Print

And then click on the “All Your Clients” button to select with one click all disputes due to be
printed among all clients.

You can select Due to Print Iterms from YOUR CLIEMNTS, from CURREMNT CLIEMNT or from ALL
CLIEMT across ALL AGEMTS

Cancel | | ALL CLIENTS ACROSS AGENTS | | CURRENT CLIENT | | ALL VOUR CLIENTS
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Then, click the “Print Disputes” button along with the “Selected” button to print all dispute
items selected. This way you can do the work of a whole day in minutes.

jin
Vgl
Primt
Dizputes

Print SELECTED Disputes (the displayed cnes) or the CURREMT Dispute (the current one)

Opticnaly, you can ALSO print the PICTURE field {usually containing the Address /ID Verification)

| Cancel | | SELECTED+PICTURE | | CURRENT+PICTURE | | SELECTED | | CURRENT |

That’s if you have process and printed the disputes for all your clients at once.

TROUBLESHOOTING PRINIERS

Some network printers can present some issues to print under certain conditions. If your
printer does not print then do the following:

Click the printer icon at the top of the Dispute Center screen
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Then, select your printer and click the WINDOWS button.

Selecting Default Printer

In some cases select WINDOWS instead of NORMAL to fix certain issues
with Metwork Printers. Usually select MORMAL unless you have a problem.

Please Select Printer  [glafl==NTS d iR -

Ask for Printer each time?  YES -

Cancel | | WINDOWS | | NORMAL |

This will resolve all printing issues. You will need to repeat this every time that you upgrade
to a new version.

CEANGING IEE DUE DAIES AUTOMATICALLY

The default number of days between batches is 2 days. While this might be appropriate in
many cases (especially when you want to repair your clients’ credit as soon as possible) it is
possible to change the due on date easily.

To change the number of days in between batches of letters just click the “Schedule
Disputes Due on Dates” button and set a different number of days.

Schedule Disputes
Due On Dates
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SETTING SEVERAL DISPUTES PER LETTER

While it is recommended to send just one dispute per letter it's very easy to set several
disputes per letters.

Just click the “Schedule Several Disputes x Letter” button and set how many disputes will be
set per letter and the number of days in between batches.

‘B

Schedule Several
Dizsputes x Letter

When you are grouping several disputes in one letter you will see the groups in the right
side of the screen as letters from A to Z.

o] R
RE
WL
WE
WL

it

o

Three things need to happen to be grouped
1) The Credit Bureaus most be the same
2) The Template assigned most be the same

3) The status most be TO DO

In this case, when you select the disputes due to print, as explained elsewhere before, the
ones belonging to the group will be selected too.
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PAY PER DELETION CREDIT REPAIR EXPLAINED

“Pay Per Deletion” is when you charge to your clients a fee after you delete or update as
appropriate the disputed items.

This is a 100% legal method to credit repair and should be used if at all possible.

If you still want to charge your clients with a setup fee, this fee should be unrelated to
credit repair.

That is why we include in our software four tools to specifically address this issue.

These tools, explained elsewhere, are:
1) The Credit Card Analyser
2) The Debt Reduction System
3) The Loan Amortization Center
4) The Budget Center.

These tools can be used as consulting tools to charge an initial setup fee unrelated to your
credit repair efforts which ideally should be “Pay Per Deletion”

When you do a “Pay Per Deletion” you need to ask your client to maintain a monitor service
with the credit report provider (like Credit Keeper) so you can check deletions and updates
every month.

The procedure is as follows:

In the Dispute Center, select the client you want to update then the same system explained
elsewhere above to extract the disputes only that this time, automatically you will be
presented with a different window when you click the “Extract from Credit Keeper” button.
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When you see the windows dialog as shown in the figure below, just click on the "EXTRACT
AND DISPLAY COMPARISON VIEW” button.

It looks like you are trying to downlead a Credit Report for a second time. This could be useful to know what
disputes had been deleted. It is possible for the systemn to configure the display so only the ones IN
PROGRESS will be considered and the status changed autoratically to deleted if those disputes are not
found.

Once imported the disputes in progress that have not been deleted will be together to their counterparts for
£dsy Comparison,

Once you have finished making your changes and creating new disputes as approrpiate you should click at
the top of the checkmarked column {rightmost column) to select all the ones imported and thus be able to

delete them all at once.

Do you want to do that?

EXTRACT MORMALLY AND COMPARE J l EXTRACT AND DISPLAY COMPARISON VIEW ] [ Cancel

This will produce a view similar to the one below.

ol File Edit View Insert Format Records Scripts Window Help

||| o) [ ||| B | @] 6| o) o] 2ore | & DISPUTE CENTER 5
E Main Extract Disputes Follow Up Creditors. Templates Invoices & Receivables Paid? Help | NONE SELECTED |M [@
L P PP P P P 8| D
a O 3

Disputé fClient | Deletedrupdated 1 Change Progress o' Phntea S Pt Didhines ShethiRe | SEns e
(Description ||s|__ creditor | s|((] Template |& _DispuieType (SP]  Amourt# [R| Amt/Ober  CrediBueau (S| Od Days DueOn [s| Folowlp [R] Seius @_g Paid?  Clert B4 @]@mlz@
[[[nquiry-1111_|| American 4O DInquiry -6 | |4 [[Z7oe/0 |0 wex O R4 [ 2] 2 [osioariz| M= ME)—[Porta HEJDH Oo
(im0 | American M T I 14 [0z |om #e o4 (2] 0] M| MEEME e o[ JnE0
[[[inquiry-1111_|| American O Diinquiry -6 | |4 [0 |0 wex OR4 [ 2] 2 [osioarizM| Mo WE)—[Porta HBDﬂ Oo
T EX T () S T | 4 [0 0w o o4 [ 2] o1 M MEESM A Fos o )0ED
[Timaumy <1 Foe O T T 14 [F7=57z5 |0 O @4 [ 2 ozl M == ME e o[ n00
I s MO 0@ -6 4 [0 0w o a4 [ 2] o1 M WEEESM A Fe o )ED
[itste 30-1031_ | mesmite M |0)Late Payment J4[ti5eerr |4 170 @0 O Om4 [ 1] 0 [osesiizf] Mo W@ —[Forta HQDﬂD
[[et= o1t | meswie M |@(ate Payment 11153617 |4 [ 170 J@w Ox OW4[ 1] 0] hJ MEEEME = e fEDO
[[[Coll=ctions-1]]| AND vEnEZIA _ 4 ] DICollection - 4 ([ i55s0eza04 |4 [ o @0 Ox CH4[ 3] 2 Tosrzarizf| L T H@;ﬂ Portia HBDﬂD
[[[Coll=ctions-1]]| AND vEnEZIA _ 4[] DICollection - 4 ([ isseoezac4 |4 [ o @0 Ox OR4[ 3| 0] hl ﬂmg:‘gcﬁ EO
[ [[Coll=ctions-1]][ AND vEnEZIA 4[] DICollection - 4 [ 1seaoczavs |4 o O O ®@r4 [ 3| 2 [oaze/izf] Mo M@ —[Porta HEDﬂD
[ [icollections-1]1 AND vENEZIA _ |4 ]| DCollection - 4 ([ 15ec0ez404 |4 [ o0 O Oxx @4 [ 3 0] hl ng:\guﬂ EO
[Ticharg= [ Bank of Americz |4 ] JDudament - 7 jM[z0025c |4 [ ssez @) Oex ORl4 [ 5] 2 [os/zsiief] M = M@ rertia <[ Jn0Og
Current Template:| ]S, | Clent/Dispute nfo | CreditScores | Notes | History | DOocuments | Emsis | Iwoices | Progress | Xtra

i ‘Hide/Unhide| | Send Dispute To Debt Settlement — —

Do M T e i ~ s e
| pufemmrem e Account [ 2002 5C 012190 5C Amount|__3962 Court: Judgment Filed 09/01/2002
™ | S5m0 DOB:YYIES Age Dispute Type Judament 7 | status[__tom0 || ‘ |

\ Note To Client In Progress Status \ I P Aggm,“ AGENT | \ Mots to Affiliste for this Client to Show in Affiiste Portal |
Lo | (e J | J5) [unmnscon-s | [ | |

100] ool = Browse | ¢
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Notice that the Status column has changed from TO DO to other status such as NO
CHANGE, COMPARE, DELETED, etc.

You can change the status by just clicking on it and selecting among the list of available
predefined statuses.
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HELP

The software has a HELP program also known as the Hands - On Training System which
contains all the basic things to know about the software.

There are two ways to access the Hands - On Training System.

1) By clicking the HELP icon (located at the upper part of the main screen).

ry

2) By clicking the HELP tab menu and selecting Help.

indow | Help |

THE EANDS ON TRAINING CYSTEM (HOTE)
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Once the ‘HOTS' is accessed, you can then select from its list of steps and basic knowledge
on the areas of the software. Included in the list are videos that serve as guides on how you
can control the given areas of the software.

G| HOTS [r=-|[-E] 2=
@ HOTS Hands on Training System

Expand all / Collapse all

-

PDF QUICK START GUIDE

PDF FULL MANUAL

Basic Knowledge

Videos
Pay Per Deletion Method
Repair Credit Semiautomatically
Repair Credit Automatically
Repair Credit Like an Expert
Personal Agenda
Budget Center
Amortization Center
Credit Card Analyzer
Mnnwled- Nat-base

MOANIM SIHL 350712 X

m

m

The blue color of the text on the list means that it can still be expanded. To expand, just
click and select from the list under it. To expand all from the list at the same time, click the
“Expand All”. Otherwise, click the “Collapse All” to shrink them all back.

Once you have selected any topic from the list, you will be asked whether to read it in an
internal or in an external browser. To read it using the latter, click the CANCEL button.

EXIT FROM THE SOFTWARE
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Once you have finished your transactions in the software, you can exit from the software
completely or go to the initial Menu first before exiting from the software completely.

To do this, just click on the Exit button and select from the options on the windows pop up
dialog.

i T
SELECT
You can EXIT the Program Completely or go back to the INITIAL
Screen.
Cancel || Bxrr | | mma |
i T— —

INTEGRATED COMMISSION SYSTEM
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AGSIGNING COMMISSIONS TO YOUR SALES PEOPLE AND AFTILIATES

In assigning commissions to your sales people and affiliates, you need to tag them as a
sales person.

To do that, check mark the Tag As Sales Source the contact you want to assign (located at
the bottom part of the Contact Information section)

Cnmm'lss'nnl:“_ Levell:l Tag As Sales S-uurﬂel_ J 1

Once a contact is tagged as a sales person, the contact will then be included in the Sales
Source list.

[Sa‘E bl Harrison Bunk - Greene, Hersch Esq FI ‘

commizzion  Mathew Ruacho - Complete Catering Cafe Efc

Keywords

When you already have assigned a sales source to the current contact, you can type either
an integer or a percentage that you want to pay to this sales person in the commission field.

Sales Source{HAITISON Bgk - ne, Hersch Esq | r/[c| 4 [so]
I: Commission I|:| Tag As Sales S-u-ur{:el_ 3 ) ‘

Note If you want to assign the sales person of a particular client 10% of all the sales then
you will type in the commission field 0.1. If you want to assign a fixed amount, then you will
type that amount as long as it is larger than one.

Numbers that are lower than one are considered percentages and larger than one are
considered fixed amounts.

Or you can just click on the field and select from the predefined list of integers.
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— Sskes Scurcs[Harrison Bunk - Greene, Hersch Esq | r)[c| 4 [so]
_ Enmmissinn. l_ Lewel |:|Tag As Sales 5uur{:e|:| & ‘

Keywordsf J05
Products | -1

ﬂ Copy Date || 10 Created: by

Private 25 E] MO O“ lE]|
ven=ge oo [ [ LM

DISPLAYING TEE DOWNLINE LIST

A Downline list is a list of contacts or clients that has the Sales Source selected.

To display the downline list of the current Sales Source, just click on the yellow dollar sign
button below the Go button.

Ssles Scurcs[Harrison Bunk - Greene, Hersch E r)(c] 4 [eo]
I: Commiﬁﬁbn:“_ Leve-II:I Tag As Sales Sour L) ‘

Then you will be directed to the Downline List screen.

5 File Edit View Insert Format Records Scripts Window Help
Ja) Jo) Js) ma~oo 2 P & &
Sefect Risplay Qb X Find 1of14 Email Efox Print Bsck To
DOWNLINE ORDERED BY LEVEL AND SALES SOURCE
Level Contact Name Strategy Status Sales Source Name Commission % / §
1 Portia Mcfann - Beachcomber Realty [E=E) 4 =) 0%
2 Andrew Fenstermacher - Shafer Commercial Seating Inc [ 6- DORMANT 4 Portia Mcfann - Beachcomber Realty E3[5] S0
2 Brady Tatum - Bohlin, Cywinski Jackson [ 6- DORMANT 4 Portia Mcfann - Beachcomber Realty [E35] S0k
2 Gracie Riskalla - Jessup, Richard A Esq [ 4- HOT LEAD 4 Portia Mcfann - Beachcomber Realty E3[5] 10%
2 Helga Rio - Pony Express [ 4- HOT LEAD 4 Portia Mcfann - Beachcomber Realty [E35] 10%
2 Shirley Keams - Transport Workers Un Afl Cio [ 5- SALE LOST 4 Portia Mcfann - Beachcomber Realty E3[5] S0
2 willie Coughenour - Adams Rib Rstrnt At Norwalk [ 1- WARM LEAD 4 Portia Mcfann - Beachcomber Realty [E35] 10%
2 Lashawn Mariska - Goldstein, Phillip [ 1- WARM LEAD 4 Portia Mcfann - Beachcomber Realty E3[5] 20%
2 Linda Golda - Parham, J Randolph Esq [E3(5) 2- QUALIFIED LEAD 4 Portia Mcfann - Beachcomber Realty [E35] 20%
2 Tyler Hendershott - Rappaport Hertz Cherson =) 4 Portia Mcfann - Beachcomber Realty E3E] 10%
2 Guillermo Bramhall - West. J Kevin Esq =) 4 Portia Mcfann - Beachcomber Realty 3] 10%
2 Pattie Brudnicki - J Gilbert Parrish Jr @J 3- PRESENTATION 4 Portia Mcfann - Beachcomber Realty @ o 5%
2 Stewart Sheakley - Chase Communications Group Ltd @J 5- FULFILLMENT 4 Portia Mcfann - Beachcomber Realty @ o 15%
2 Antionette Shoobridge - Dolfin International @J 5- FULFILLMENT 4 Portia Mcfann - Beachcomber Realty @ o 15%
100|J e ™| Browse  ~| <

SELECT IMMEDIATE DOWNLINE OF SALES PERSON
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To select and display the information of the immediate downline of the current Sales Person,
click on the yellow dollar button with SHIFT.

i}%’ D Basic Information

Name [Harrison | |Bunk

=z =

address [8635 Loch Raven Bivd |_

Company | Greene, Hersch Esq

o+« [ Towson

On the other hand, to select and display the information of the immediate downline of the
Sales Source, click on the yellow dollar button with SHIFT beside the Commission area
(located at the bottom part of the Contact Information section)

ESaIEEcurce|HarriSDﬂ Bunk - Greene, Hersch Es R)(c] 4 [s0]
Cnmmiﬂﬁbnl:“_ Levell:l Tag As Sales Sour ) ‘

TASK MANAGER
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The Task Manager is part of the software where all the tasks for a given contact assigned to

a particular agent are managed. It has a special feature where it can assign one or several
tasks to other agents as well.

To access the Task Manager, click the Task Manager button.

Task
Manager

Note that the Task Manager is displayed ON the main screen once accessed without going
inside the software.
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ADDING 2 TASK
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USING THE GREEN PLUS BUTTON

To add a new task, just click the green plus button in the Task Manager area.

[na acnon] (a] 42 &k [ Done | [c]

(—-TJcle e e e = (B (@

-

RecURRENT: )Y @ N | Find

Then select the agent to assign the task.

Please select the AGEMT that you want to assign this Task(s). You
can also assign it to the GEMERAL BOX

Select Agent -

| Cancel | | GENERALBOX | | SELECTED | |  SELF

Note that assigning the task to SELF means assigning it to the currently logged on agent of
the software and assigning the task to the GENERAL BOX means assigning it to ALL the
agents of the software.

On the other hand, to select other agents, select from the drop down menu and click
SELECTED.

Once adding task is successful, the INITIALS of the selected agent are written inside the
task box as well as in the task list. In the example, the selected agent is John Smith. Hence,
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42 = [pone] [c]
J15: -

[~—-3c g & ¢ # = (= (=

-

RECURRENT: (Y @ N | Find

Then click on the task box to write the task with regards to the current contact.

USING THE F BUTTON

The F button stands for FOLLOW UP which is usually used when you have some descriptive
notes for the task.

To add a task using this option, click the F button. Automatically, the task will be scheduled
for TODAY with the default task “Follow Up (See Notes)”.

So instead of having to put the task in the task box, you can have it in the Notes area under
the current contact’s Contact Information Section.

oF contact 10 [ 7e7s7amamcserz 4 [coevio] [E][v][S] [ notes | Documents | History )

01/15/2012 11:40:05 PM Sun - John Smith Il
Call this contact

To ADD notes for this client, click the green plus button above the notes text field.
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= Contact ID ]_5
"‘\/——\,—Nj

Enter the note in the Notes field and click SAVE.

4 Contact Motes 3

Deksts Empty Lings | Inseet First Namas | Seippsts |;j Copy || Paste | Type your notes and click the SAVE bution. | Closs Me save || Save |
LIST ALL SCHEDULE OF ACTIVITIES| sl

100 Jud ] Browse =] -

Note that this is a very different approach of creating a personal task just like in PERSONAL
AGENDA in a way that using the software’s TASK MANAGER, the tasks are created for you
to do to the client linked to it.

Also, in principle, you can have several tasks to do to one client for different agents. For
instance, a particular client has different issues to each of the agents. Each agent can create
a task assigned to him on the particular client and so on. Thus, the Task Manager is
provided for the client but is assigned to an agent.

TASK SCEEDULER LIST

All the task created that is to do to a certain client are displayed in one list called Task
Scheduler List. This list is particular to a client with the agents assigned to them.

To open/close the Task Scheduler List, click the magnifying glass icon in the Task Manager.
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The Task Scheduler List is shown in the figure below.

| FindTextin Tasks | All Tasks

I Assign Task Strategy H Add One Task H Recalculate ]

Date calculations based on Date: 01M8M2
#  Date Type Time Days Date [P
1 @ Fix O Calc | Clear | o | o1msm2 3] pone [
J5: Follow Up
{see notes)
2 @ Fix O Calc | Clear | o | o1smz2 3] Done

J5: Call this dlient

1

H0W 70 RESCHEDULE TASK
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Ultimately, when a task is created, it is automatically scheduled to be done the day it was
created and is signified by the label TO DO.

..F*’"i'lED

15: FOLLOW UP BY
PHONE E]

o

1
A e e S

There are several ways to reschedule a task based on the TIME.

1) By clicking on the buttons 10, 30, and 60 in the Next Action Time section. The buttons
will reschedule the time 10, 30, or 60 minutes after the current time.

Next Action Time
10 || 30 || a0

2) By clicking on the time field and selecting from the given default time list.

Mext Action Time
m— WET 0 0 6
 08:00 AM el @@@

H 08:30 AM
[ osio0am | IalEcme]
[ 09:15 AM ) = | Done D
[l 09:30 aM P BY [«] @
09:45 AM
10:00 AM @
10:15 AM 1
10:30 AM -
10:45 AM .
11:00 AM - .
.
AR Y i e Pl A S N NP

3) By manually entering the time based on the software time format HH:MM A.

4) By clicking on the buttons 10, 30, and 60 with SHIFT key combination. This will add 10,
30, or 60 minutes to the existing time in the time field.

Note that once the task is rescheduled, the previous TO DO label will then be NO ACTION.

After the designated schedule of the task arrives, the task will then go back to its TO DO
label.
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Next Action Time

03:54PM 10 [30](60][c]
(1 2 @3 |Fird1||Find 2| Find 3
| Find Pending Now @@@@@
[wo acrion] (a] J2 4k [oone | (]

15: FOLLOW UP BY
PHONE E]

On the other hand, you can also reschedule the task based on a particular DAY or Month.
There are several ways for this using the T button in the Next Action Date section.

Strategy Status

| 14
Next Action Date @@

| sum, APR 22,2012 |B| R

Mext Action Time

10:56PM  [10](30]4
01 O2 @3 |Fnd1|Find2

Find 3

1) By clicking on the T button directly. This will set the task to be done to TODAY.

2) By clicking on the T button with the SHIFT key combination. This will set the task to be
done to NEXT DAY.

3) By clicking on the T button with the CONTROL key combination. This will set the task to
be done to NEXT WEEK.

4) By clicking on the T button with the SHIFT + CONTROL keys combination. This will set
the task to be done 30 DAYS MORE.

5) By clicking on the calendar icon beside the date field and selecting which date to
reschedule the task.

6) By manually typing into the date field with the format MM/DD/YYYY.

EOW T0 SET PRIORITY TO TASRS
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Tasks must be set with specific priorities in order to manage the more important tasks from
tasks with less important ones.

Note that the Task Manager has priorities 1 to 3: 1 having the highest priority and 3 having
the lowest. When you create a task for a client, the task manager will set the priority of the
task to 3 by default.

There are two ways in which you can set priority to a task.

1) By selecting from the radio buttons

01 O2 @3‘

2) By the drop down priority list in the Task Scheduler List

|”A|| Tasks |

v owe (1) [ F

0 | oarzznz | 1 pe
ZniC

CHECK TASKS EVERY DESIGNATED MINUTES

In order to be aware of the TASKS WITH PRIORITY ONE AND HAS TIME to be done while
doing some other activities in the software, you can have an automatic checking of tasks
that will pop up every designated minutes until you have taken into action the task to be
done.

For the software to check the tasks for you and at the same time remind you through pop
ups, you need to go the Setup area by clicking the Setup icon at the upper part of the main
screen.
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#

Now you should be in the Setup area.
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At the bottom left of the Setup area, there is a CHECK TASKS EVERY column with text field
where you have to enter the number of minutes you want the software to check your tasks.
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Starts AF Task Manager Setup

Check Tasks Every [ | [0 ] minutes
Check Agenda Every |I| minutes
| stat | [ stop |

Ends At

| Events Will Stop Next Login |

In the case where you want to snooze automatically every 5 minutes and the pop-up will
close without any further action, click on the checkbox beside the Check Tasks Every.

Check Tasks Every [ ] ‘

Now once the number of minutes is indicated for the software to check the task, click the
Start button.

‘ | Start ‘

Note that the event will only start in the next login. Meaning, you have to logout from the
software first and login again.

To log out, go back to the main screen and click Exit button and then select INITIAL.

i !
SELECT oy
L
‘fou can EXIT the Program Completely or go badk to the INITIAL
Screen.
Cancel || Bxr | [ mma
L &

Once the software starts checking tasks on the designated minutes you have provided,
every designated minutes the windows dialog as shown below will pop up for reminder.
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You have at least an Task Due with PRICRITY OME that is DUE
Do you want to see them now?

| SNOOZEGO | | SNOOZE30 | | sSNOOZE10 | | sNoozZES | [ YES

FIND PENDING TASKS

Find Pending Tasks is the same as checking tasks but without having the software do the
checking for you in designated minutes. This way you can check the tasks all by yourself in
any time you want to do them.

To do this, click the Find Pending Now button.

Find Pending Now

Then select from whom the tasks you want to find.

Find Pending Tasks. You can also select the GEMERAL BOX

[ Cancel | [SELFTODAY | [ ALLAGENTS | [ OTHERAGENTS | [ ExpanD | [ ommm | [ SELFW/Q NOTES | [ GENERALBOX | [ SELF |

The software will then display all the contacts/prospects with tasks of the agent you
selected previously and navigate them using the navigation buttons.

t LineSpacing Size Spelling Style TE:-l‘té"
L,

D& @] di}
A e ¥ i o P g

Note that the order of Finding Pending Tasks goes by the priority then the date and then
the time. This means that if the tasks with the highest priority are first to be displayed.

On the other hand, in the case where all the tasks have the same priority, it will check for
the tasks based on who is oldest.
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If all the tasks have been created at the same date, it will display by its natural order.

There is also another technique which is to DISPLAY ALL THE FOUND TASKS IN A LIST. To
do this, click the Contact List button.

&

Contact
Lizt

Once you are in the Contact List View screen or the Contacts Selected - Found List screen,
click the Multiple List Views button. This will allow you to view the contacts with the pending
tasks.

Multiples
Lizst Views

In the Task List View, you can have three different ways to view the tasks by clicking any of
these buttons:

]

1 Line
View

]

3 Lines
View

]

Multi-Task
View

In the 1 Line View, the tasks of the agent are displayed all in one line.
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In the 3 Lines View, the area has much more space for the tasks so you can basically read
the tasks in its entirety.
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In the Multi-Task view, the area gives more emphasis on the tasks containing important
fields relevant to contact, assigned agent, and tasks.
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HO0W TO DISPOSE TASKS

There are several reasons why you want to dispose a task. One of the most basic reasons is
if you have already done the task for the client. The same way, you can also have several

ways in disposing a task.

Specifically, the software has four ways to dispose the task.

1) By clicking the DONE button of the task that is in the Task Box. Usually, the task
contained inside the said task box is the task with the highest priority among the

others.

The DONE button can also be found on each of the tasks in the Task Scheduler List
where you can directly dispose other tasks that are not in the task box.
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|  FindTedinTasks | All Tasks ]
[ Assign Task Strategy ” Add One Task ] ecalculate l
Date calculations based on Date: 04/22/M2
# Date Type Time Days Date
0 ®Fix OcCalc|Clear| 10:86PM | 0 | o4izznz | ;‘
A Follow Up
[se& notes)

2) By clicking either the C button of the task that is in the Task Box

or the CLEAR button on each task in the Task Scheduler List.

| FindTextinTasks | All Tasks

| Assiggskstrateay || AddoneTask || Recaiculate |
Date ca ions based on Date: 04/22M12
# DateT Time Days Date [P

0 ®Fix Ocslc|Clear| 40:56PM | o | oazzrz =) Done
A Follow Up
{see notes)

— ]

3) By clicking the OMIT button of the task that is in the Task Box.

Note that omitting a task doesn’t mean the task is deleted from the Task Manager.
It only temporarily deletes the task and can be retrieved anytime.

4) By rescheduling the task. This way, it is as if you have created a new task by just
overwriting the content of the task with the old one.

PINDING AND SELECTING TASKS

There are several ways to find contacts that are designated with tasks to be done by an
assigned agent.
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1) By finding based on time zones: E (Eastern), C (Central), M (Mountain), P (Pacific)

Note that before using this option; make sure that the client or prospects that
agents have tasks for have been set with a time zone on his/her contact information.

address [4891 PACIFIC HWY j.

N

City |SAN DIEGO (’

.

sete [CA 2ip Code[ 02210 — Z{:un {

>

Home (858) 204-0632 (Ej Office §
F=:  (853) 294-1695 Lﬂc.fll.ﬂd\m , ;

Now to find and select contacts with tasks assigned to an agent based on time zone,
just select from the E, C, M, or P buttons

|a|E|c/mp]

The A button, however is used to find and select all the due and future tasks.

2) By the priority number.

Note that when adding a task, by default, its priority is set to 3. Now to change its
priority, you have two ways:

a. By selecting from the radio buttons

O1 O2 @3

This is the case if you want to change the priority of the task that is in the task

box.
b. By the drop down priority list in the Task Scheduler List
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All Tasks I

# Diate Typs @@@@ Days= Date@ |E| +

0 ®Fx OcCalc(Clear [ 1] | oazarm2 | 1 pe
1S: Follow Up
(see notes) = @

nJ

w

Now to find and select tasks based on their priority, click from the Find 1, Find 2, or Find 3
buttons.

‘ Find 1 || Find 2 Find 3|

Then select what kind of tasks

You can also select the GEMERAL BOX

| Cancel | | GENERALBOX | | SLECTED PENDINGS WITH TIME | | SELECTED PENDINGS | | ALL PENDINGS WITH TIME | [ ALL PENDINGS |

AGSIGNING STRATEGY TACKS

In order to be consistent of assigning tasks for clients; just click on the ‘A’ button beside the
task status label.

Or the Assign Task Strategy button in the Task Scheduler List

‘ Assign Task Strategy ”

The tasks created using this are called STRATEGY TASKS. Strategy tasks are tasks that are
grouped in order to utilize the time of adding tasks one by one. Usually tasks are grouped
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because they are under the same task category or they are tasks that are related to each
other and must be done consecutively.

Now you will be presented a snippet window where you can add the Strategy Tasks.

@ Snippets 3 '
STRATEGY TASK GROUPS [
e | REERsn | aop | close

B EEEEGOEQGMERY FT

To add strategy tasks, click the Add button.

ADD

Note that once a group of strategy tasks are added, it will remain in the snippet window
unless deleted. So next you open the snippet window of strategy task groups again, the
strategy tasks that were previously added will be included in the existing list.

Then, add the strategy tasks in the field that is provided once the Add button is clicked.
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& Snippets £3

STRATEGY TASK GROUPS a
e A Ny |y I CLOSE

D EEEHEG6EGECEGEE M EFED FT
(i i
€

F
O d
3 p
(o 1

You can enter many ACTIONS in one Snippet or manually one per line for a complete Sales
Strategy Cycle in one click.

If you precede TASKS (lines) with a dash (-) then it becomes a Title and it won't be
considered a task.

If, in a title you put a code between double square brackets like [[LENDER1]] then that
code is considered like a set In other words, different sets will be treated independently,
test and check for yourself how powerful is this feature.

A + sign and a number then the TASK will be scheduled AUTOMATICALLY based on
those numbers (days in between actions).

The numbers at the beginning of TASKS (lines) indicate days in between actions.

Also, it is possible to use symbols for many contact fields like in the Template Manager.
Therefore, <<UDF 01>> will be replaced by the content of the User Defined Field 01 for
example.

For example, we enter the following strategy tasks:
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STRATEGY TASK GROUPS
IN SZERT IN REVERSE W ADD | CLOSE |

B EOEOEGEGEME A

I | - Sampla Task Group
— +0 welcome E-mail
+1 Follow up Letter
+3 Presentation Online
+1 Negobation Call
+2 Start Closing period

f
E
[:
"
:
.

5 E

Once the strategy tasks are added, you can then insert them into the Task Manager using
the ‘I’ button of the particular Strategy Task Group.

INSERT IN
FOUND SET

E] - Sample T
+0 Welco
+1 Follow

Or if you want to insert the current group of strategy tasks to ALL the selected clients, click
the Insert In Found Set button.

INSERT IN
FOUND SET

Now when either the ‘I’ or Insert Found Set buttons are clicked, the next thing to do is
select the agent that will be assigned to the tasks for the client/s.
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Please select the AGEMT that you want to assign this Snippet. You

can also assign it to the GEMERAL BOX

Select Agent [

)

[ Cancel

| | GENERAL BOX | |

SELECT

J

SELF |

Find Texst in Tasks

All Tasks I

Assign Task Strategy AgdOne Task |  Recalculate |
Diate caiculatbons based on Date: 020542 o
8  Datle Type Time Days Date [P
4 @ Fix O Caic | Cloar | [ o | ozosqz [2) Done |[<]
J5: Follow Up B
see notes)

2 @ Eix O Calc | Clear |

J5: FOLLOW UP BEY PHONE

| nzosrz 2] Done)

3 O Fix @ Calc | Clea |

JS; Weloome E-miail

| ozmsmz [ 2) oons

4 O Fix ‘Cnlc[ﬂ:h-rl
J5: Follow up Letier

| ozmemz EmT

5 O Fix @ Calc | Clear |
25 Pressntation Cnline

| nzmanz 2] poes |

& O Fix @ Calc | Cloar |
I5: Megotiation Call

| oziom2 20 Done |

7 O Fix @ Caic | Clear |
JS: Sian Closing paricsd

| 0znzrz 2] Done

The tasks will then be added to the selected client/s Task Scheduler List with the number of
days in between the tasks.
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