Quick Start Guide

Credit Money Machine Net
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 NET

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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Halp
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.

Click Company Information under the Setup tab from the main screen (Level 4 and 5).

[_f': Setup |

? Groups and Field Labeks
? Import - Export - Backups
? List Labels

Set Default Printer

SMS Agenda Services O
SMS Task Services O
Don't Highlight Lines in Lists O

Or by directly clicking the Setup icon from Levels 1 and 3 of the software

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

‘ l MY COMPANY INFO ] ‘
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In the Company Information section, click the ADD button at the right side of the screen.

ADD _|‘

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

You can paste any

LOGO picture that you have
CONTACT NAME: | | in the dipboard. Just
right dick into the
COMPANY NAME: | | s | field and select paste
of you can import an
COMTACT TITLE: | | image by clicing the
button below.
ADDRESS:
| | This Picture will be
Ty | | TMPORT LOGO used & logo  of
Invoices
TR | | = | PASTE YOUR LOGO OR LETTERHEAD BELOW
CONTACT PHONE: | |
COMTACT FAX: | | l@ You can paste any picture that you
have in the dipboard. Just right clidk
EMAIL: | into the field and select paste or you
can import an image by diding the
WEBSITE: | | & buttan at left. 72 x 54 Points
EBAY ID: | |
PAYPAL EMALL: | |  CURREMCY CODE:

TAX PERCENTAGE: |:| Used In Invoices When Printing Invoices Print[ 1 | Copies By Default Invoice Freight Is Taxsble

FEDERALID: TAX ID
STATE ID:

LOCAL ID:

TAX EXEMPT NUMBER COUNTY:

TAX EXEMPT MUMBER CITY:

|
|
TAX EXEMPT NUMBER STATE: |
|
|

COMPANY SLOGAN: | |

COMPANY POLICY/GUARANTEE:  [Buyer agrees to pay total amount above according to Cardholder |

NOTES: |REPLACE WITH YOUR INFO i‘

GELECTING DEFAULT COMPANY
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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.

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 - ,

o e el & =

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.

ENTERING BASIC AGENT INFORMATION

QUICK START GUIDE FOR CMMN | 8




To enter basic agent information in the software, go to SETUP.

Click Agent Privileges under the Setup tab from the main screen (Level 4 and 5).

&€

Setup

-
B
B
B
B

7

? Agent Privileges

rmaticn
Dizling & Miscelanecus
FTP & Internst Relsted
Groups and Field Labels
Imiport - Export - Backups
List Labels
Set Default Printer
SMS Agenda Services
SMS Task Services
Don't Highlight Lines in Lists

O
O
O

Or by directly clicking the Setup icon from Levels 1 and 3 of the software

Once in the Setup, click the AGENT PRIVILEGES button.

‘ l AGENT FRIVILEGES ] ‘

Click the Add button to add an agent.
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Add

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

Crested: [04/26/12 4 Agent Information — Medified: [04/26/12 4
| Gopy 10| Name |[AGENT [ ] 4 (¢
= )
Address |
Gy | 4 State l_ 4
Tip Code | " [EJ “
Phones ™ T
Fax = cell T
cns] <
Level Of Use 7 Allow Self Change[BJ] Rank|  AGENT |4
™ o) me | s
Referras | H Postion| |+ H
Status | ACTIVE H salary| |
Password | CHANGE PASSWORD | See Only Privates [ | 2 [
P Addrﬁﬁ| Logged for IM || |W|
HESK Username | | Password| |
Ntes <
User Defined Fiskds &
L] L | LI | I

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
2
URL
3
Referrals 4
Status g {
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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
nn v

REQUEST PAYMENT

Company | | v | S

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 FIELDS

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: (€] (8]
Contacts Enter [
"""" NOT ------ Contacts add [
FIELDS EMPTY MODIFY MODIFY (unless empty) Contacts Modify [
PRI [(el(s) [1(el(s] [1(c(s) ContactEmail ~ Delete [
Last Mame ] ] ] Agenda O
Company Mame |_| |_| |_| Advertising Center [l
Address ] ] ] Agent Metrics d
City M M ] CC Analyzer O
State ] ] ] Checks &
Zip Code m m ] Credit Repair |
Country m m ] Data Analysis |
Phone 4 . . M Debt Settlement G4
Chane 7 —/ — — Domains Mananer [
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CLIENTS AND PROSPECTS
ADDING A NEW CLIENT

In Credit Money Machine Net, there are five use levels that show different features of the
program being Level 5 the most advanced of them.

In all of them to add a new client (or contact) just click the Plus Icon at the top left of the
Main Screen.

+|

Or the Add Contact button in Level 4.

e

Add
Contact

Enter the basic information for this client such as its name, address, phone number, etc. In
this case, Level 5 is used as shown in the contact information section below.

@Ef}{’ (1] Contact Information | Gompsre || Duplicstes |[[]|Undo)

W [Name)[Portia ] [mcfann 4xlo
@ company [Beachcomber Realty R BE
addres: [4891 Pacific Hwy REES

City |San Diego -‘ smmﬁ{@
2p Co4e[0Z110 4 [z22 [ | County[San Diego [uar] 4[v]

phones [(858) 294-0682 ™ D)%y 4 ® on]
Fex[(858) 204-1605 1 [p| celuir = [ ok

W 1 [Emsi) portia@mcfann.com =)L 4064
TEMPHEMDNE SELECTED |[FA)(] )E
W [uRL]ntip-//www_portiamefann.comy &) whes | sk | 4[p|s]
Other Contacts| 4
Other E-mais| ] B4
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To enter his Social Security and Date of Birth (D.0O.B.) press and hold the SHIFT key and
then CLICK on the Task Manager icon at the top of the screen.

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 TEXT and in the User Defined Fields
DATE

TEXT ((undo] User Defined Fields [ mport Fum__
@ o4ds
B o4s
B ods
B ods
Eo4s
B o4s
B o4s
B odls
GP o3

Sodil Security Num |123-456-?890 ) ‘ EJ

NUMBER {Click |E]T get Totals & Averages for Selected Records)

L S
’—{ |£JT= 0 A= 0.0
I:{ |£JT= 0 A= 04

Total = S
DATE
DL."DL."?S -‘ J:'f:' 7
pricorn
«
Twiter D Sorae 0 o et
Facebook URL: n
[ Clientvaluation |

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 digits for the year).

Notice that when you enter the D.O.B. you can see the age and astrological sign of the
client useful for small talk.
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FINDING CLIENTS (QUICR FIND)

To find clients from the whole database or selected database of clients, click on the Find
Contacts button on Levels 1 and 4 of the software

v

Find
Contacts

Or the Find button on Levels 2, 3 and 5 of the software

Q Find |

Or the Quick Find link under the Scripts menu on Levels 4 and 5

éﬂ File Edit View Insert Format Records [ Scripts | Window  Help
x -——'1 :ﬁ i % :@;3‘ Open My Motes Ctrl+1
i . Yt Go to Templates Ctrl+2
S| B m ﬁ % g Virtual Action Button Ctrl+3
F \H s Quick Find Ctrl+4
%%f& [I] Contact Information @ Go to Email System Ctrl+5

Go to Agent Tasks Ctrl+6
A Name i
|PDI‘[IE. @|_| Mcfar Go to Contacts Ctrl+7

=

@ company [Beachcomber Realty Go to Website Builder Ctrl+8 %
Address |4891 Pacific Hwy Go to Agenda Ctrl+g  [vE
Sy | San Diego Go To Invoices Ctrl+0
ZpCede[02110 4 [zes || county |_ RELOGIN
Phones I{—EE]@ 4’—ﬁ. | | ‘
. [ o el — '_'I oo

QUICK START GUIDE FOR CMMN | 14




Once the Find is clicked, a windows dialog will 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 Name, Last Name, Company , Phone Numbers, Keywaords,
Product Codes, URL, Referrals, Related to, State, E-mail, Keywords and Contact ID

Previous Search -
or Type New Search
[ cancel || Ewand | [ 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 and automatically, the software will display the search result in the
following screen:

=k File Edit View Insert Format Records Scripts Window Help
Q’ s ||l w (W= &8 D E (oo 2 ae |- CONTACTS SELECTED - FOUND LIST x
EECODEHEHNODLHUMMNEEBREEDLUWEXWVE sortBy: [Next Action Date | [juracr
%% = (= X =l i A2 FN
‘“&ﬁ.‘.’;ﬁ"“ cl’:‘t;nl:ha;at‘li“ |_|§°|:::'|'|:;I;g':7q Llat n Dllnhoa"rﬂ c:;‘mm Ri::;s L.:;':Tal:‘s co=r1|“badcrs Back
Farst Name Last Name Company Name Tz} ST Phone 1 URL E-mall Q |m.-l| i}
Andrew Fenstermacher  Shafer Commercial Seating Inc [JA[ELM i850) 584-7434 = = http://www.andrewfenste andrew@fenstermacher.co 1 [omt| 0 1
Gracie Riskalla Jessup. Richard A Esq [CJ4[EAM (516) 34a-7735 = % hitp://www.gracieriskalla gracie@riskalla.com 1 [ome| ) TR
Shirley Keams Transport Workers Un Afl Cio [JA[MAM (s08) 228-6114 ™3 http:/fwww.shifeykeams  shirley@keams.com 1 fomt] O ™
Willie Coughenour Adams Rib Rstrnt At Norwalk [CJ4[and (304) 422-858% o % hitp://www.willlecoughen willie@coughenour.com 1 (om0 T
Antionette Shoobridge Dolfin International [_J4[EL]M (205) 624-0608 .3 http:/fwww.antionettesh  antionette@shoobridge.ca 1 et 18
Ann Senff Travelodae Santa Barbara Beach [J4[EaM (=09) 923-0954 ™ .5 http://www.annsenff.com ann@senff.com 1 |omit| O T
Lauren Langenbach Albriaht, David F Esa [JA[waM (425) 745-5517 =2 nttp://www.laureniangen lauren@langenbach.com 1 [omt] O T8
Julia Cokins Ati Title Company [CJ4[GAM tan4) 266-1124 w2 hitp:/fwww.jullacokins.co julia@cokins.com 1 [ome| O
Ashley Kilness Criterium Day Enginesrs [JA[ZM 1972) 416-8588 =3 http:/fwww.ashleykilness  ashley@kilness.com 1 jomt| 0 ™
Jules Kellerhouse Apt Guid Orna Crity Lona Beh 4T (537) 294-6534 ™5 htp://wWww, ho i house.com 1 [ome| )
Marilyn Kleine Alitalia Airlines [J4[HEM 402) 241-8233 .2 http://www.marilynkleine marilyn@kleine.com 1 [omt| 0 ™
Jeromy Dirksen Automatic Mach Products Co [CJ4[CaM (562) 868-3218 = % http://www.ieromydirkse  jeromy@dirksen,.com i [ome| ) ™
Abdul Begum Hisrich, Thomas H Esq Ay M (718) 522-7615 =3 http://www.abdulbegum.  abdul@begum.com 1 [omt| 00 T
Jamey Cellar World Const & Parliament Assn (L] (850) 434-4388 = .0 http://www.jameycellar.c jamey@cellar.com 1 |omt| O T8
Alfonso Canerday Cirrus Logic Colorado [J4[H2]4 (732) 937-8343 =35 http:/fwww.alfonsocaner  alfonso@canerday.com 1[emt| ] T
Brooke Mondelli Sands Beach Club All Ste Resrt 4B (7171 741-3987 ™ % http://www.brookemond  brooke@mondelli.com 1 |omt| O ™
Angelica Berkenbile B D Holt Co [J4[HMCM 1410) 252-6645 = % http://www.angelicaberk  angelica@berkenbile.com 1 [omt| O 18
Ashley Coneway Pearle Vision Express [J4[EAMM (510) 354-6047 = % http://www.ashleyconew  ashley@coneway.com i [ome| ) T
van Sprewell Asia Padfic Technotrade )43 (915) 593-7646 ™5 http://www.vansprewell.c van@sprewell.com 1 [omt| O ™
Quinn Prazak Am Internt! [J4[CAM (z16) 383-8562 = 5 http://www.quinnprazak, quinn@prazak.com i [ome| ) T
Antionette Andres Syring Wayne Ins Agey Inc D{@‘ (808) 488-7186 .5 http://www.antionettean antionette@andree.com 1ot T
Alfred Fines Saurer Txtl Systems Charlotte (Ll (406) 232-7958 W D http://www.alfredfines.co alfred@fines.com 1 |omt| 0 T
Micholas Engelson Apollo Glass Co [J4[COM (203) 499-1368 = % http://www.nicholasengel nicholas@engelson.com 1 [omt|] T
Alecia Krance Lenweaver, Thomas E Esa [J4[Eald (215) 735-0485 = % http://www.aleclakrance. aleda@krance.com i [ome| ) ™
Tvan Cimaglia Surveying And Mapping Inc [JA[CAM 1510) 429-9828 = 5 http://www.ivancdmaglia. ivan@dmaglia.com 1 jomt| 0 ™
Credit Maney Machine Net (1:) 04-17-2012-1 TRI-AL- 135529901
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The selected list of clients/contacts can also be displayed using the List button beside the
Find button from the main screen of the software.

Or the Contacts Selected List button in Level 1

&

Contacts
Selected List

Or the Contacts List button in Level 2

&

Contact
List

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.

X

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 CONTACTS SELECTED LIST button on Levels 1 or 2 of the software
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Contacts
Selected List

Or the LIST button on Levels 3, 4, or 5

[ ust |

DELETING CONTACTS FROM LIST

First Marme Last Name Company Name Z 5 Phone 1 URL E-mail Q @m @
Andrew Fenstermacher  Shafer Commercial Seating Inc [J4[ELM (e50) 584-7434 ) &5 http://www.andrewfenste andrew@fenstermacher.co 1 [omd (] 1§
Gracie Riskalla Jessup, Richard A Esq [J4[caM (916) 244-7735 m| 55 http://www.gracieriskalla. gracie@riskalla.com 1[omt| ] 1§
Shirley Keams Transport Workers Un Afl Cio []4[maM (508) 228-6114 &35 http://www.shirleykeams. shirley@keams.com 1[ome| ] 1§
willie Coughenour Adams Rib Rstrnt At Norwalk [J4[wv (304) 422-8589 71/ &5 http://www.williecoughen  wilie@coughenour.com om0 &
Antionette Shoobridge Dolfin International [J4[ELM (205) 624-9608 | &5 http://www.antionettesh antionette@shoobridge.co 1 [omt| (] 1§
Ann Senff Travelodge Santa Barbara Beach []4[lcal (209) 923-0954 ®| 5 http://www.annsenff.com ann@senff.com 1[omt| ]
Pa—— . Al - = [y T IR [Er—— 2 = g D — [

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.

> —~ —
Credit Money Machine Net

sb Py ~— T T

|2

A

Permanently delete this ENTIRE record?

HE — S Bl == == =

[ 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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2 (o
=L
— ey N

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

| [om/l¢?] T
(e @
(WX ®
(o ®
(om)]
=1

-
FES -

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

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

CLEAR: Clear mark from all selected records.

QOMIT: Omit (not delete) marked records.

MAREK: Checkmarks all selected records

[ cancel || mark || owmm | [ ciear | [ seLecT |

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

X

Delete
Contact(s)

DUPLICATING CONTACTS
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To duplicate the current contact, click the green “honeycomb” icon at the top left of the
main screen. That is if, you are in Levels 1 or 3.

&

If you are in Level 4 or 5, click the duplicate icon inside the Contact Information section of
the main screen.

-

Then select the kind of duplicate that you want from the pop-up windows dialog as shown
below.

SELECT

You can DUPLICATE the Current Contact with all its data (induding
the ¥tra Fields) or Duplicate the STRUCTURE of User Define Fields
and the Xtra Fields

| cancel ||[stRucTure| |DuPLICATE |

Note The duplicate contact has a different contact ID to distinguish it from the original one.
The Contact ID can be found at the lower right part of the main screen on Levels 4 and 5.

‘[ e o: (233 ﬁﬁﬁJ

[ e2319530137-507055 (5] 4 | copy 1D

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.

The Template Manager can be accessed in three ways.

1) By clicking the Marketing tab (located at the right part of the main screen) and selecting
Template Manager.

[ﬁ Marketing ]

Articles, Blogs, Banners Manager
Advertising Places

Affilizte Media Marketplace

Auto Messenger

AutoResponse Plus Interaction
Bulk E-mails Systam
Competitors Anahzer
GetResponse Interaction

Google Special Find

Extract Leads from Dmoz.crg
Extract Leads from Google Maps
Extract Leads from Yellow Pages
Extract Domain Names

Keyword Anabyzer

Marketing & Business Ideas

Marketing Task Manager
Marketing Took

Multi-Mediz Campaign Anahyzer
Social Media & Form Submitter
Marketing Area Super Find

emarketing & Business
Template Manager (Letters)

CoalMgd g d d ol ad el el oad ol d ol ad ad ol ad ad ol ed ol ad ol ol

? Website Prospecting Anahyzer
? Zip Code Manager

State Contral: E]

2) By clicking the Scripts tab menu and selecting Go to Templates or by pressing CTRL+2.
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i File Edit View Inset Format Records [Scripts | Window Help

o y R Open My Motes Ctri+1
I — -ﬁ i F )
x Wl \3 \@__dl ﬁ Ge to Templates Ctrl+2 E

N B @ ﬁ % g Virtual Action Button Ctrl+3
A \H L) Quick Find Ctrl+4
E%i\& E] Contact Information | Cor Go to Email System Ctrl+5 h_

Ge to Agent Tasks Ctrl+6 1!
W |name||Ashle Cone =
| i — @|_| Go to Contacts Ctrl+7 is|
@ conpany |Pearle Vision Express Goto Website Builder ~ Ciri+8  §io
Address | 530 S Henderson Rd #-a Go to Agenda Ctrieo
Gty |King of Prussia " Go To Invoices Ctrl+0
7pCode[10406 4 [z:a| | couny[N  RELOGIN
 meelfelsec0ar w40 0wl

3) By clicking the Template Manager icon (located on top of the contact information section
in level 5).

4

Now you should be in the Template Manager screen.

File Edit View Insert Format Records Scripts Window Help

m 3 so| 10 = (=) | MR | E > W | aari = R TN TEMPLATE MAMNAGER ®
m Tools | tes | Mergs Symbols | Shortcuts | Format | Extra Tools | Scannabls Forms | Contacts Related | Crasted | | Madfied
+ x 2 = |
4 v . Lt Doy
Add Delate Duplicate Find E-mail Fax Peint DocuSign Preview
Tom piate Tomplata Template Templats Tompiate Tomplats Tamplata Templata Tampiate

SUBJECT: [ GoTo |

Ashley Coneway - Pearle Vision Express

ATTACHMENTS: | 4| 2 3 EB E3 3
(e ) EOHEEEEEEHDEEHEEDEEEDEEEEEEEEEE) seinnerd I EEETTRED S o
CLICK THE FIELD BELOW TO SELECT CATEGORY | Selact A J
| NONE SELECTED [REREN
&) [
L]
]
-
-
-
-
[]
&
[o]
[(Add Double Brackets To Cument Paragrash | [_Dslste Double Brackets From Current Paragraph | | count |[132]
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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.

CLICK THE FIELD BELOW T SELECT CATEGORY Salect All
HONE SELECTED | 16|16 &

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) L
DEFAULTS (PERSONAL) DNA
i
DEFAULTS (PERSONAL) SPINNER DNA -
DISPUTING CREDIT BUREAUS L
GETTING CREDIT REPORTS
LEGAL 1
MARKETING - CLASSIFIED ADS -
MARKETING - CRAIGSLIST RELATED
MARKETING - EMAILS TO GET AFFILIATES & CLIENTS
MARKETING - FACEBOOK RELATED i

- - I
Vs VAt Rt D N e e v S SV

> /"

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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INTEGRATED EMAIL SYSTEM - ACCOUNT SETUP

Our software features an integrated email system as supposed to interaction with the
Microsoft Office Outlook or any other software.

EO0W TO ACCESS THE EMAIL SYSTEM

There are three ways to access the email system.

1) By clicking the Email System button (located at the right side of the main screen).

‘ ”C] E-rnail Systemn J] ‘

2) By pressing CTRL+5 based on the Quick Access script under the Scripts tab.

ik File Edit View Insert Format Records | Scripts | Window Help

x = o {4‘. _ ,—C ! Open My Notes Ctisl |
i ,] L w}“ - Go to Templates Ctrl+2 e

FAR = @ 2 . E Virtual Action Button Ctrl+3
L "ﬁ \d '5 ol Quick Find Ctrl+4
Ej= 4% (1] Contact Information [_Cor S el f2 e SLES

Go to Agent Tasks Ctrl+6 it
v N =
=me/|Ashiey — D|_|Cc-ne Go to Contacts Ctrl+7 ¢
@ cempany |Pearie Vision Express GotoWebsite Builder  Cirl+&
Address |530 5 Henderson Rd #-a Goto Agenda Ctrl+9 [

ciy |King of Prussia Go Te Invoices Ctrl+0

Zip Cods (19406 -‘@D Country [ RELOGIN
prons [(610) 354604 6047 = o] 4 ‘E‘r@ I

This option goes directly to the Email System. However if you use this option, you will
not be selecting the emails of the current selected client. With this option, you can go
back and forth to the main screen with CTRL+7 and you can go back by CTRL+5 without
searching for the emails of the current client.

3) By clicking (if you are in level 5) the email icon located at the upper left part of the main
screen.

Then select from the options:
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1 - Go to the Email System selecting emails of current contact

2 - Go to the Email System bypassing automatic seaching

3 - Go to E-mails TO SEND

4 - Select ALL E-Mails from SELECTED Contacs (it might take a long time)

5 - Go to the E-mail System Selecting your E-mails TO READ.

Cancel ][ 5 ][ 4 ][ 3 ][ 2 ][ 1 ]

ACCOUNTS SETUP AREA

To add your email account, click the Accounts Setup button.

b

Accounts

Note that if you have a Gmail account that you want to setup in the software, you just
have to click the Add Gmail account button inside the Account Setup area. Then provide the
required fields from the pop-up windows dialog and follow the stated instructions.

Add Gmail
Account

On the other hand, to normally add your email account that is not Gmail, click Add Email
Account button.

5

Add E-mail
Account

Then provide the required fields in the Accounts Setup screen.
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F File Edit View Insert Format Records Scripts  Window Help
T P - B = § : - -
+ « & X g P @ & 08 & 5/ D @ @ @ P &
e M B e W e B owm TE D B Nome e oo RO
EMAIL ACCOUNTS SETUP
SIGNATURES |
) This bs NOT YOUR DEPALLT sccount whan composing new mesasges
T Chch the SET AS DEFAULT TD SEND bastion bo sei it as delaul for you of another Agerd. |
Required Filds OTHER OPTIONS
Prvain Desonpton John Team US& SET AS DEFALTTOEEMD | = @
- T Hi!
Wil Be Receed By | | John Smith CHECK DEFAULT TO S8END | REGET HETORY |
Fusl Mama 1 ba seen | [ Jonn Sman 9 RECEIVE EMAILS |
Emai Addross Jo RGN g Moo - Processing: [ ] ‘ |e]
PR Saram WHOIS | * | FOIP Séreer Pl 110 POPS LEST 7] TEST T
RECENWE
Praf, POP Acth, LGN Timesut | secs] &l POP 851 o] OFF 7]
POF Ligsr Mams 7 i of 1| Totak= 1)
— - HDO@DE
SWTF Sarver VNS | SMTF Server Pt 25 TP LIST 7] .
- - &
Fref_SWTE Auth LOGIN Timeout (##es) [ SMTP 551 DN & OFF o
SHTR Ll Sliwtie (7]
STP Passwon Usa This Emall for Bulk Sending | ] 4 73
Dt Sgnature 7]
Dtk Aftachmints A 7]
Detauk Subject 7]
Detau Group oooRRe |y
_| DELETE MESSACQES FROMW EERVER AFTER DOWHLOAD Delete Aler iDayal: 7 (7] | LEAVE EMAILE DN SERVER _— -
e Linsh | KB

_J THIS SERVER REQUIRES SMTP AUTHENTICATION TO SEND MANLE) _ | DOWNLOAD MESSAGE SIFE WAX [FES
4 MCLUDE THIS ACCOUNT WHEN REGEWVING MESSAGES LR PRIORITY DEFAULT mcenal

The following are the main fields_for your email account that are needed to be filled in:

PRIVATE DESCRIPTION

This field is where you specify a unique account description. Put a name in the private
description that can only be seen by you. The description can be a personal email or maybe
from a certain support department.

FuLL NAME TO BE SEEN
This field is where the name the client will see when receiving an email from you.

EMAIL ADDRESS
This field is where the actual email address is entered.

PoOP SERVER
This field is where the actual POP server is entered. Usually a mail.domain_name is entered,
but it could be something else.

PREFERRED POP AUTHENTICATION
By default, LOGIN is entered in this field.

PorP USERNAME
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Usually, your email is entered in this field. In that case, be sure that it is in lower case.

PoP PASSWORD
This field is where the password that you have with this email is entered.

SMPT SERVER
Usually, what is entered in this field is the same as what is entered in the pop server such
as smpt.domain_name.

SMPT USERNAME AND PASSWORD
Sometimes, you don‘t need to do the SMTP server username or SMTP server password. You
could leave it blank.

PREFERRED SMPT AUTHENTICATION

There are cases that your account requires SMTP authentication. In that case, at the bottom
left of the Email System Area, check mark the label that reads ‘THIS SERVER REQUIRES
SNTP AUTHENTICATION TO SEND MAIL’ (located at the bottom part of the Accounts Setup
screen)

_| DELETE MESSAGES FROM SERVER AFTER DOVWNLOAD Delete After [Days): (7]

_ THIS SERVER REQUIRES SMTP AUTHENTICATION TO SEND MAIL [ ?]

_ INCLUDE THIS ACCOUNT WHEN RECEIVING MESSAGES 46

If you click on it, the username and password from the POP server will be copied
automatically into the SMTP server.

Note that this is the correct way to do it. While many other configuration are possible in
terms of different ports for SMTP or even for pop server supports, this is the most common
configuration and it should work 99% of the cases.

DISPLAY EMAILS 70 READ
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To display the emails of a particular email account in the software, go to the Accounts Setup
by clicking the Accounts Setup button inside the Email System.

Accounts

Going into the Accounts Setup allows you to select what account to use. To select, click on
the *All" button in the navigation bar and use the navigation arrows to find the account.

' & ™

1 of 2 { Total= 2)

(5601 0 ) (20 221

Created: |01/0112
Modified: [01/0112

Or you can use the Find Account button (located at the upper right corner of the Accounts
Setup screen).

Once the account to use is selected, click the Emails To Read button.
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Note that if you hover on the button, there are a number of instructions of how to access
the emails of the selected account that you can select from.

Now you should be in the Inbox screen of the selected account with the emails to read.

y File Edit View Inset Format Records Scripts Tools Window Help [ =] x

+ X3P & O

Opege DM Mg  sp gm o4 o

0K
1
&
&
i &
By
&3
5

IRe: 27" Apple iMac Desktop - $1300 (Henderson, NV) R | copy | Q TEXTI ] kylebrummond@yahoo. ﬁwg_kql_qm} || GoTo Contact || Add As Contact | @
Tomorrow around noon. 1 will shoot you a bt e | e @
Sent from my iPhone D e - I;IL'L|L INBOX =

.| comresmans | |[carte| s 6 | 7 | 8 | i)
On Dec 8, 2011, at 11:06 AM, "Jason Moore” <jason@teamusacreditrepair.com> wrote: —— | |
. eor Lt | Query To Search For

> Yes, I'm in Calico Ridge. It's off East Lake Mead right before you get to &= R |:|y{v
> Lake Las Vegas/Lake Mead. What time do you think so I can make sure to have DEETE | g =
> my data cleaned off of t? J] ‘ To: allc) 50 NOT USE THIS RECORD
> Cc 3 ()
> Thanks, | READ | | MI—‘,[é Link \ Unlink Contact | |GO|
> L } BY_On O] €| —m————— —
> Jason Moore . : 2
> Team USA Credit Repair TOREAD | Date From: : (<)
> P (205) 535-1768 | F (205) 623-3269 SO a | o e iy &) -
> Jason@teamusacreditrepair.com [ RERLY | |!)I!J1I;° }:(:I
;www.teamusacrednuepamcom i s =1 3 )
> s Linked To: Lc!
> avees Oniginal Message----- (Go| [=1e} ! 2
> From: Ko;de q.d [mai d com] EE‘LE|_1 Sstatus: :IJ:, |Ch7w(FlErrnanf‘ ,,]
> ?ens WeﬂM'\esdav, December 07, 2011 11:01 PM 10f3 Group: allc) | Encypt ||  Decrypt ]
> lo: Jason Moore — — r—— —_—
> Subject: Re: 27" Apple iMac Desktop - $1300 (Henderson, NV) S EOMOE | Ji[ Spam Filter )
! X 1 Rec'dSent From To Subject

12/07/114 kylebrummo jason@tea Re: 27" Apple iMac Desktop - $1300 400 i[so/® [om:| TOREAD 4 [R][0] 50| GENERAL ddDwm

12/07/11 4 kylebrummo jason@tez Re: 27" Apple iMac Desktop - $1300 400 [eo)y [ome] ToREAD 4 [R][D) @0] GENERAL dd0®

12/07/11 4 kylebrummo jason@tea Re: 27" Apple iMac Desktop - $1300 400 ;[e0/& [omit| ToREAD 4 [R][D) [e0] GENERAL {ddow

100] =Y Browse | ¢

To reply from any of the emails in your inbox using the software, select the email and click
the Reply button.
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I REPLY Il

When having to reply to an email, you are to select what type of email to use.

- .-_ Jr—
Please Sl S

Use INSTANT or NORMAL to Reply to this E-mail

In the case where you select INSTANT which is faster than the NORMAL option, the

following screen is displayed.

" FileMaker Pro Advanced oney Machine Net]
"% File Edit View Inset Format Records Scripts Tools Window Help

-[®] %
m |_Find Contact | INSTANT EMAIL | a81 || B2 || 83 | | 484 || AB5 | | AB8 || 87 | ABS | = @-ox
JASONMOORE | Neme | Position || Prone | Fax || Eman |[ v | Group: I [v] o
SUPPORT DO NOT | FirstHame || tastiame | Company || Phone || Entan || Tosay | Use Template: | | r
DELETE 2 =
Back
3 D { > o B— gr——— - — S -
VFrom Jason Team USA [Jason Moore [*])o [ eyt || Encopt 1 [ Virtual Calculat ] Private Notes
To: [kylebrummond@yahoo.com [*)s
o [Priority: | Low
ccC: vim L |
[ * 1] Send This E-mail Now d
BCC: | [v])c |Format |  Text
[ »e B
Subject: [Re: 27" Apple iMac Desktop - $1300 (Henderson, NV) | 0 /[56911328523-26 ] [ paste | | Soipoess | @

>

Tomorrow around noon. I will shoot you a txt

Seat from my jPhong

> Yes, I'm in Calico Ridge. It's off East Lake Mead right before you get to

> Lake Las Vegas/Lake Mead. What ttme do you think so I can make sure to have
> my data cleaned off of it?

>

> Thanks,

>

> Jason Moore

> Team USA Credit Repair

> P (205) 535-1768 | F (205) 623-3269
> Jason@icamusacredirepair. com

CREDIT REPAIR
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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 (located at the bottom right of the screen in level 1,
3, 4 and 5) and then the EXPERT VIEW button (in level 2 the button is at the top left.)

|§' 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 View ] [Automaticallv ] [ Semiautomatically

2) By pressing and holding the SHIFT+CONTROL key combination and then clicking on the
Credit Repair button.

|"!" Credit Repair ]

Now you should be in the Dispute Center screen.

QUICK START GUIDE FOR CMMN | 31



=k File Edit View Insert Format Records Scripts Window Help
A EIX 3 60 w |+ 5|03 @ ] e | E B e DISPUTE CENTER *
-5 Main | Ewract Disputes | FollowUp | Creditors | Templates nwoices & Receivables | Pai? | Help [ NCHE SELECTED |B-Z Show
. . & ™
4 4 . . 4 4 =
Find Find All Findl Al Findd All In Findl Al Find Fifadl All Dug Print Schediile Disputes  Seheduls Several
Dispute | Clent Deleted+updated Mo Change Progress ToDo Printed Ta Print Disputes Due On Dates Disputes x Letter
o Vs credior )s|[] Tempiate )% DiswuiseTye S Account#  [R Amt/Other  CredtBureau [8] Ord Days DueOn 8 Followlp B] Stats [sIB) Fai?  ciient B2 (o] L ¥ AP
Current [ Q) S, Client { Disgute Info | Credit Scores | Notes | History | Dotumerts Ermails Invvesices Frograss Xira
Tigefonnie] [ 4 Send Dispute To Debt Settlemant |
_ O e | s B2 for &[] el
| eowr o oot | | Bt | J | |
| s DOB: foe Cisgaate Type [ 1 [ stos] |
N Moke Ta ient In Frogress Stats | pssigren To sgent: || | | Moke ba &6l Far this Client fn Show in Affiliste Partal |
Fravous | et =
—— = |s|  RunemLcode-s || [edm | |

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.

Once you have that click on the EXTRACT DISPUTES tab at the top of the screen.
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http://www.creditkeeper.com/

q
L Main Extract Disputes Follow Up

Cre
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
Pwo [ ]
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 (ACR),
Credit Keeper (CK) or True Credit (TC)

or Equifax.com (EQX)

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

Cancel | [ EQx J[ 1€ ][ ¢k |[ AR |[ ccT

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

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.
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http://www.creditkeeper.com/

léi] Edit Format AlignText Font LineSpacing Size Spelling Style TextColor Scripts Help

q|||I|||||1|qO||I||||P|q01|I||1||?1q0||I|||||4|q0|1I|||||qqq|l||||qu0||||||||7|qolllx||||%qonllll|Hq0||1||||l1|qoplllnl|1|1|0ﬂI|||||1|2|0F
A P T S R T i

Q @ @ IEILIIPIDY @BIME ‘ L soRCE ‘ oemag ‘ == ffeeod & [ e

‘ P Iwmv.cvemkeq)er.oom D a
™ = ™

. . =
_||CreditKeeper "
3 &
Creameeper rome
w w
wu wul
g g
Q o
When you understand how your family is affected by credit, | Lsemnsme
w . w
2 you'll want the best score possible. @
s} Password bs}
i w
2 [ 'sigi”| 2
o s}
Forget Usemame or
g Password? §
o] First time wser? 5]
Need s Usemame?
4 = g
o|| o
w w
w w0
(=] (=}
S g
=] o
w P R e e e = w
3 3
5] ; : CreditKeeper 3
Want to hear what our customers are s aying? Click here for customer feedback Nowavailable on
w your smartphone. i
[ [
9 Q
) View our new Web Demo 5]
w w
v «
S 9
=) o
§ Visitwww mycreditcesper. L3 §
o com b 3coess your benefts 8
anyime!
-

Once you enter into your Credit Keeper account, you can then access your credit
information by clicking on the My Credit tab.

CreditKeeper |

ric cociizans

Credit Control made easy witr

¢

Take Cantrol of Youur Cre

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.
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CreditKeeper’ Lo o

] Home: My Bomedits iy Creditiooper Leaming Cenber ‘Customes Seracs Cenber My Account

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 from your Security VWord 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 Secunly Word, you would answer “d”, "t™ and “y" respectvely

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

Crveerview

CLOSE

" CLOSE

Now you should be in the Credit Report screen.
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Close Window

CreditKeeper

& Print this page I view rull Report

Also Known As: e s DUKE KATHRYN
Year of Birth: 1982 1988 1988
3175A OLD COLUMBIANA RD 3175A OLD COLUMBIANA RD
BIRMINGHAN, AL 35226-3706 BIRMBIGHAN, AL 35226 S o
1028 TERRANIUM DR 3034 CHESTHUT RIDGE LY TS ARy e SRS
Address(es) HENDERSON, NV 89011 HOOVER, AL 35216 T B LN
1926 IR0 AVE 4 STE 302 1926 380 AVE N APT 302 BOUMER, AL Y248
BIRMINGHAM, AL 35203-3533 BIRMINGHAM, AL 35203
Current Employer: FIANACIAL SOLUTIONS
Previous Employer(s): FIANCIAL SOLUTIONS

t Return to top & Print this page |2 view Full 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’

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

<!DOCTYPE html PUBLIC "-/°
<hitm] xmins="http: / /www. w
<heads> ;
<meta hrrp-eguiv="cor"
<titlexCredit Report-
<base href="https://w.
<link type="text/css""

<link rel="styleshes
q «5Tyle Type="Text/css-

td.Fre
Public § .
Collections A back:
; Current Deling } e
|2 e e e

EXTRACTING TRE DISPUTES

QUICK START GUIDE FOR CMMN | 36




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.

=ik File Edit View Inset Format Records Scn~

AT oo [0 )

Sl Main Extract Disputes Follow Up e

Residential Merged Ex.
Credit Report Cre

KROLL FACTUAL -
DATA, 5211 HAHNS E
FEAK DRIVE -

LOVELAMND, CO e
Paste Credit an538 Ex:,
Report by Clicking Annu

QON 394 B4

[_Desu:riptinn @ _ Creditor ][a| I Temg.

Far T T e e

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

Extract From
Credit Keeper

&
Extract From
AnnualCreditReport

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

The Description / Reason for the dispute

Description 5[
[ [[Late 30-1]11 |

[ [[Late 20-1]11 |

[ [[Late 20-1711 |
| [[Inguiry-1]]1 "
[ [[Late 30-1111 |

[ [[Late 30-1711 |

| [[CDIIEEkiDnE-l]]"

NPT Eg et

The Creditor which also will be added automatically to the creditor’'s database (The software
comes with more than 5000 creditors)
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[ Creditor ]_[E
[exoF aMER [
[ naTIONWIDE 4[]
[ VERIZON O

[Foc MO
[5/zcc MO
!g’se.ETa—' — = ,H@

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

Template |5
([Cume=))
G W
e i
T
T i
(e I
T
s

ST

[
== gy

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

Dispute Type _ [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‘_/' =" * =

Also, the accounts are extracted automatically.
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Acoourt# R

G .4
R

[15880g:" et el

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

Amti Cther

8,931
s01

245

o1i/29/20 .

524

449

-
R T

e

The Credit Bureaus are assigned automatically as appropriate.

Credit Bureau EJ

®EQ OE< QTR
O @ OTR|4
O/} O @ )4
O O @ TR+
@ O OTr|4

QX ) Rl

Even the dates when you should send the letters are assigned automatically.
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eOn [s

02/26/12

0z2/26/12 ‘

nz/28/12

T I

Cu
DZ-"ZE-"lZi‘
02/26/1214

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

Fimd 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 CURREMT CLIEMT or from ALL
CLIEMT across ALL AGENTS

Cancel | | ALL CLIENTS ACROSS AGENTS | | CURRENT CLIENT | | ALL VOUR CLIENTS

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.
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i

Print
Disputes

Print SELECTED Disputes (the displayed cnes) or the CURRENT 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

Then, select your printer and click the WINDOWS button.
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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  [glafnl==N1Sd g1 -

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

BETTING SEVERAL DIPUTES PER LETTER

QUICK START GUIDE FOR CMMN | 42




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.

Schedule Several
Disputes 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.

ok
WE
JWE
RE
JRE

ST

—

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.

PAY PER DELETION CREDIT REPAIR EXPLAINED
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“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.

When you see the above window, just click on the "EXTRACT AND DISPLAY COMPARISON
VIEW"” button.

This will produce a view similar to the one below.
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ok File Edit View Inset Format Records Scripts Window Help

A X o) e [ ] & | ][] ]G] 2erse | &5 B @[ o DISPUTE CENTER x
Lt Main Extract Disputes Follow Up Creditors Templates Invoices & Receivables Paid? Help | NONE SELECTED |M Show
Find Find All Find All Find All In Find All Find Find All Due Print Schedule Disfmles Schedule Several
Dispute / Client Deleted+updated No Change Progress To Do Printed To Print Disputes Due On Dates Disputes x Letter
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[ [icollections-1]1 AND vENEZIA _ |4 ]| DCollection - 4 ([ 15ec0ez404 |4 [ o0 O Oxx @4 [ 3 0] hl Hw@:\guﬂ EO
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Current Template:| ]S, | Clent/Dispute nfo | CreditScores | Notes | History | DOocuments | Emsis | Iwoices | Progress | Xtra

i ‘Hide/Unhide| Send Dispute To Debt Settlement — —
|| S e ey - g =l
= (o fgsE) e P2 © Account [ 2002 5C 012190 5C Amount|__3962 Court: Judgment Filed 09/01/2002
T | o5 34667880  DOB: YIS Age 7 Dispute Type [ Judgment -7 | Status Tooo ‘ |

\ Note To Client In Progress Status \ I P Aggm,“ AGENT | \ Mots to Affiliste for this Client to Show in Affiiste Portal |

mcerious s [ ‘@ | Run HTML Code - || fefim | |

100] ool = Browse | ¢

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.

CREATING AN INVOICE FOR DELETED AND UPDATED DISPUIES

In the Dispute Center, you can directly create an invoice with deleted and updated dispute
entries.
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Note To create an invoice inside the Dispute Center, the status of the dispute entries must
not be TO DO, IN PROGRESS, NO CHANGE, ON HOLD, and NO ANSWER.

To change the status of the disputes into DELETED or UPDATED, click on the status field.

staus_[s/[E
—= 1D
—= 1@
—= 1@

e

While the Paid column fields of the dispute entries are blank by default, once the status of a
dispute is changed into either DELETED or UPDATED, they will be changed into 2BP.

stas_|s|[B)) Paic?
el | O |

o — ngl 2EP |
p— HE" 2EP |
~ eeoemzss(o [ ]
wocazz 1o [ |

’ T

For example, to create an invoice for disputes with the DELETED or UPDATED status, the
easiest thing to do with thousands of dispute entries is to click under the Paid tab and select
Find 2BP for All Clients.

Find To Be Paid
(2BP) For All Clients

Next thing to do once you have selected disputes entries is to click Create Invoices under
the Invoices & Receivables tab.
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"Pay Per Deletion”
Create Invoice(s)

And select to whom the client the invoice is for.

WARNING ® s * P

‘You can create an Invoice for the CURRENT Client ( Grade Riskalla)
or Invaices for ALL SELECTED Clients, Please select.

Cancel || sELEcTED | | curment |

Then enter a fix amount and an additional text in which by default is provided as shown in
the windows dialog below and click either to create an invoice by DISPUTE or by ACCOUNT.

In this case, we click BY DISPUTE INVOICE.

This option will send SELECT DISPUTES to the INVOICES either by ACCOUNT
(consclidating the three bureaus in one line) or by DISPUTE (each bureau per
ling).

This is ideal for Companies that charge their clients by ACCOUNT (like a fix
cost if itern is deleted) or by DISPUTE (like a fix price for Itemn by Credit Bureau)

You can also enter a fix amount that will be used for each line and additional

text to be added per line for any purpose (usually saying \'per item" or similar
text

Enter Amount (enly numbers] 25

Enter Addtional Text (10 chars max)  per item

|  Cancel | | BY ACCOUNTINVOICE | | BY DISPUTE INVOICE |

Once the invoice is created, click Go Invoice to go directly in the Invoice System.

QUICK START GUIDE FOR CMMN | 47




=
MESSAGE

INVOICE HAS BEEM CREATED

Below is the Invoice System with the new invoice of the selected dispute entries created in
the Dispute Center.

o File Edit View Inzent Fermat Record: Scripts Window Help
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4 o Ceer P Ba Aet s [ 60 [T (- #] Lstves Gacks fapoms Emeips Exoel s Podes Receeabies Gontars |PM=HFJ
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Notice that the status of the new invoice is set to ‘INVOICED' automatically.
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Status
INVOICED

Once a payment is made to the invoice, you have to add a payment entry for the invoice by
clicking on the green plus button (located at the bottom part of the Invoice System).

B pee @
[ _

- — J—
S T

A new line of payment will then be created in the payment area. Now select the payment
type by clicking on the payment type (PMT Type) field.

IE;-JE Date 5= §I  PMT Type 4 Bank

[l 02/26/12 @ Cash

—"_/.a-F e __;"-:" '.__.- ,,—_.-"'-" P

Also click on ‘B’ (located at the right most part of the payment entry) to copy the balance to
the Amount Paid field.

B= $0.00[]

Then change the status of the invoice to PAID by clicking the PAID button.

Status
paip 4| quotamon || mvoicep || pap || vop |

CREATING AN INVOICE FOR ‘T0 DO’ DISPUIES
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To create an invoice for disputes with TO DO status, first, select all of these disputes by
clicking the FIND All To Do button under the main tab.

Find All
To Do

Then select from which client the ‘TO DO’ disputes will be extracted from.

You can search items from YOUR CLIEMTS, from CURRENT CLIEMNT or from ALL CLIEMT across ALL
AGEMTS

Cancel | [ ALL CLIENTS ACROSS AGENTS | | CURRENT CLIENT | | ALL YOUR CLIENTS |

Then click the Create Invoices under the Invoices & Receivables tab.

"Pay Per Deletion"
Create Invoice(s)

And select to whom the client the invoice is for.

r = =

WARNING - ‘

‘You can create an Invoice for the CURRENT Client ( Grade Riskalla)
or Invaices for ALL SELECTED Clients, Please select.

Cancel || seLecTeD | | cummenT |

by A

Then enter a fix amount and an additional text in which by default is provided as shown in
the windows dialog below and click either to create an invoice by DISPUTE or by ACCOUNT.
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This option will send SELECT DISPUTES to the INVOICES either by ACCOUNT (consclidating the three bureaus in ene ling) or by DISPUTE (each bureau per
ling).

This is ideal for Companies that charge their clients by ACCOUNT (like a fix cost if item is deleted) or by DISPUTE (like a fix price for Item by Credit Bureau)

You can also enter a fix amount that will be used for each line and additional text te be added per line for any purpose (usually saying \'per item” or similar text

Enter Amount for Fixed Price or By Account Invoice (only numbers) 50

Enter Addtional Text (10 chars max)  per item

[ Cancel | [ BY DISPUTE INVOICE FIXED PRICE | | BY ACCOUNT INVOICE | [ BY DISPUTE INVOICE VARIABLE PRICE |

Now since the invoice to be created is from the disputes with TO DO status, you can create
a GOOD FAITH ESTIMATE by clicking on it.

STATUS is TO DO or IN PROGRESS or NO CHAMGE or
OM HOLD or NO ANSWER this locks like an error. Do you want te continue? You can
create a GOOD FAITH ESTIMATE (GFE) Please Select

GOOD FAITH ESTIMATE | | DON'T ASK ANYMORE | | CONTINUE | | Cancel |

And enter the estimated percentage of the invoice.

You have selected to create a GOOD
FAITH ESTIMATE so please enter what
is the estimate percentage that we
believe will be your performane

Enter Percentage (only numbers) 80

|  Cancel | | CONTINUE |

Once the invoice is created, click Go Invoice to go directly in the Invoice System.
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MESSAGE

INVOICE HAS BEEM CREATED

Below is the Invoice System with the new invoice of the selected dispute entries created in
the Dispute Center.
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POST DISPUTES IN YOUR INTERNET SERVER
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To submit your disputes in your internet server, click the FTP button (located at bottom
right of the Dispute Center screen). Follow the instructions provided by the tooltip of the
FTP button displayed by hovering on the button.

FTP

In the instruction from the tooltip, you are asked to enter the FTP information and the name
of the company. To do this, you need to access FTP & Internet Related under Setup (located
at the right part of the main screen).

| _#': Setup |

? Agent Privileges

? Import - Bxport - Backups

? List Labeks
Set Default Printer
SMS Agenda Services O
SMS Task Services O
Don't Highlight Lines in Lists O

Inside the FTP & Internet Related area of the Setup, enter the FTP information in the FTP
and Progress Status section.

wHois| FTP coordinates to upload

@ the PROGRESS STATUS Pages

HOSTIP: |
USERID: |
PASSWORD: |
DOMAIN4DIR: |
INITIAL DIR.: |
|

l

€

TEMPLATE.:

FTP FILES

progress.php

FTP TEST PAGE

|
|
|
|
|
|
I

Now once the disputes are submitted in your internet server, you can see your webpage in
your default browser by clicking on the display icon (located beside the FTP button).
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Below is the web page from a default browser with the default company name and the
disputes submitted in the internet server.

wl; g/ fwwwacoucom/crsample | d FinePrint | FinePrng | g seam. sugsomn zmn7 x|+ ) ER ey |
s teamusacreditrepairnet 7 - _C’ v Conn /D * n_
8 - | Residentiol Merged Creda + | [3 Search =4+ 4%°F [[] Login 355+ 5 Privacy~ N+
'Ib Enghsh | Soanish
A Equifax v

Team USA Credit Repair
PO Box 1002
Birmi To Do 952
Ph: Q In Progress 0X
Fa -3269 et | 5 \irted 02

i Risam i satavac s o A\ | W Deleted 52

W ¢ mother ot
Jason Moore S
14
Equifax Experian TransUnion
L5 anrent ts

Deleted: Dedeted: Deleted: 0
Updated: Updated. Updated:
In Progres: In Progress: I Progres: 0
To Do: 1 L To Da: To Do: 8
Other: Other: Other: 13
Tocal Items: 17 Total Ivems: 15 Tocal ftems:

EMAIL CLIENT WITH THE DISPUTESIN THE PROGRESS STATUS

Once the disputes are posted in your Progress Status page by submitting/uploading them in
your internet server, the link of the Progress Status page with the disputes can then be
provided.

To email selected clients with the link, click the email icon beside the display icon
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R &

And click Continue

This optiion creates an Email from
CURRENT Contact with the link to see
their Progress Status Page

Before you send the link to your client you
MUST upload the report to your website
by clicking the FTP button

[ Cancel ] [ Continue ]

Automatically, you will be directed to the Email System of the software where the required
fields are already provided such as the email to be sent and the email of the sender (which
is the agent currently logged in) and the subject of the email together with the link of the
Progress State you just have uploaded on the internet using the FTP button.

@ File Edit WView Insert Format Records Scripts Window Help
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NOTE TO CLIENT IN PROGRESS STATUS
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For each dispute, you can add a note in the Progress Status page through the Notes section
(located at the bottom left part) in the Dispute Center screen.

‘ | Mote To Client In Progress Status |

| B

There are two ways on which you can add a note to the client.

1) You can directly enter the note or text into the note field.

| Mote To Client In Progress Status |
| CONGRATULATIONS! |@]

2) Or go to the Snippet list by clicking the S button. To insert a snippet, click on the I
button from the left side of the selected snippet.

SNIPPETS NOTES i
S || oo || aose | @

@ Congratulations! Please refer us to a friend | T

Notes from the snippet list can be directly accessed by clicking on the notes field wherein
you can select.

1acl Congratulations! Please refer us t...

|
j | Keep it up "E] Rur

QUICK ACCESS SCRIPTS
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While you can access any area of the software using their corresponding buttons from the
main screen, there is also a predefined set of commands for some of the main areas of the
software.

For quick access of these areas, click the “Scripts” tab menu.

Inset Format Records

j] s (;P @
DE 4%

T pantpt T et o~

View

Under the Scripts tab menu are some of the programs of the software together with their
corresponding quick access scripts from which you can select.

a File Edit VYiew Inset Format Records ISClipis Window Help

x : L, @ Open My Motes Ctrl+1

i 5@" ; @ N’ Go to Templates Ctrl+2
FAN 7 !‘_‘ ﬁ‘ % Virtual Action Button Ctrl+3 L

L \E . = Quick Find Ctrl+4
E h_'lf'g E] Contact Information @ Go to Email System Ctrl+5 b
Go to Agent Tasks Ctrl+6 1M
W [N=me]|Harrison Bunk —
|G 5 Nz @|_| Go to Contacts Ctrl+7 sk &
@ Company | FeEne, nersch £5q Go to Website Builder Ctrl+8 leuli
Addrsss |8635 Loch Raven Blvd Go to Agenda Ctrieg  [vpe

City |TD'|.|'.I'EDFI Go To Invoices Ctrl+0

ZpCode [21286 4 [zss| | Country |_ RELOGIN
PhunE|{41ﬂ'}555 9497 EE]@; Kl = [on |||

== == _— ., T~ e o

HELP
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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 Levels 1, 2, and
3.).

ry

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

indow | Help |

THE EANDS ON TRAINING CYSIEM (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] 22
@ 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
Yanwled- Nat=tqse

MOANIAM 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 N
SELECT
You can EXIT the Program Completely or go back to the INITIAL
Screen,
Cancel || Exr | | muma i
T | — L 1 5

LEVELS OF USE
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In Credit Money Machine Net there are five use levels that show different features of the
program being Level 5 the most advanced of them.

Basically, each level of use affects the contact information and the number of quick icons of
some important areas of the software. The number of important areas of the software with
their corresponding icons increases as the level of use progresses.

To change the level of use on the software, select from the five buttons (located at the
upper right corner of the main screen).

Levels: J # 3 3 3

Once the level of use is selected, depending on what level, the number of icons and the
contact information fields are affected. Below are the contact information and the icons
shown in Level 4.

= File Edit View Inset Format Records Scripts Window Help

+ X © L8 e

Add D=lete Task Find Macro Exit
Contact Contact Manager Contacts Manu Program
@%i}{} Contact Information [ Undo |
Nzme| Harrison o | Bunk E] S )

{® company Greene, Hersch Esqg
address 8635 Loch Raven Blvd N
Cty TOWSON { state MD

Zpcodz 21286 |4[ze¢|[ ] cownty  Baltimore

Phones (410) 665-0497 T  Phone 2
F=x (410) 665-3697 | Cellular

emsi| harrison@bunk.com (o] 1| 44

Templates| NONE SELECTED ol
uer htne fensny harvieachink, S eeeee[ g - 1A

.
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Ultimately, level 5 being the most advanced is provided with all the powerful functionalities
that you can choose from. Mostly all the important areas of the software are presented with
their corresponding icons in this level as well as more contact information fields.

Below is a snippet of the contact information section and the all the icons shown in level 5.

4% File Edit ‘u"ie.w Insert Format Hec.urds 5cripts. Window .Help
+ X © 8 g kb
APPEI% 8 81X

@“ﬂ}li}{; (1| Contact Information |_Compsre || Duplicstes |[ ]| Undo

(=

W [Name|Harrison ’[ [Bunk 4o
@ Cempany |Greene, Hersch Esq N 4@@
Address|8635 Loch Raven Bivd REE S

City |TDWSDr"| -‘ State Iﬁ 4 E]
Zp Code [21286 4 [z=4|[ | Country[ Baltimore [uar|4[r]

phones [(410) 665-9497 ® (o] ] [ on
Fo<[(410) 6653657  [p| Celuier = [ off|
W 1 [Emai| harrison@bunk com |o]]| € B
[] Tempistes|NONE SELECTED I[FA](] b DA
w (L] [http-//www harrisonbunk com &) whei | aec | 4[| s
Fthar o ot bt
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THE CLIENT’'S ADDRESS IN USPS FORMAT

In order to provide the client’'s address with a USPS standard format with its Zip-4, the
software has the Z+4 button on every contact/client information (only on Levels 4 and 5).

E=4 ¥ (1] contact Information [ Compsre || Duplcates |[][undo]

W [Name|[Harrison [=[ [Bunk L [BS]
@ company |Greene, Hersch Esq N 4@3
address|8635 Loch Raven Blvd RBE:S
City |TDWSDn -‘ smem {@
Zp0odz[21286 4 [z+a | | couny| Baltimore [mar|4[g]

Phones | {410)

497 m ol 4] ® on)

Fx [(410) Jo5-3697 = o] Celular| [ ok
W 1 [Emai[narrison@bunk.com o[]| € B
— [ — ¥ =l
CRECKING THE ADDRESS

The “Z+4" button is used to check if the inputted address of the client exists in the United
States Postal Service database and if it has the correct standard format. To check the
address using the USPS website, click on the “Z+4" button first and then select CHECK on
the windows dialog pop up.

i~ Bt

Please Select

You can CHECEK this address with the USA Postal Service or if you
hawe an address in your Windows Clipboard (possibly because you
ropied it from the USPS website) you can IMPORT it.

Cancel || mPoRT | | cHECK
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Then, at the center of the main screen, click the Find button with the address of the current
contact/client entered on the fields.

*Street Address

3108 W Gore Bivd

Apt/ Suite [ Other

*City
Lawton
*State
OK - Oklahoma ~

*ZIP Code™

i | Find |

The software will then check the address using the USPS website. If the address of the
client is not found in the USPS database, the website will prompt the following message at
the center of the main screen:

[—] Unfortunately, this address wasn't found.
@ Please double-check it and try again.

Otherwise, it will give the full address in Standard Format with ZIP-4 wherein you can copy
on your windows clipboard and use it to overwrite on the existing address in the contact
information address fields.

You entered:

8635 LOCH RAVEN BLVD
TOWSON 21286

Sewveral addresses matched the inforr
hasil 4 hae mytinls nnits,

QUICK START GUIDE FOR CMMN | 64




On the other hand, there are cases when the USPS website finds more than one result of
the given address. In these cases, you can select from the results

Several addresses matched the information you .
building has muliple units.

8635 LOCH RAVEM BLVD
TOWS0OMN MD 21286-2309

Show Mailing Industry Details [ ]

8635 LOCH RAVEM BLVD

TOWSOMN MD 21286-2312

Show Mailing Industry Details -]

2635 LOCH RAVEN BLVD STE (Range 1
TOWS0ON MD 21286-2315

Show Mailing Industry Details -]

IMPORTING THE STANDARD USPS ADDRESS RESULT

Once the address of the contact/client is found by the USPS website, you can then copy the
given standard format into your windows clipboard and import it using the “Z+4" button.

Note that in order to import the standard USPS addresses with Z+4 format correctly, they
should be in a corrected two lines address.

To import the address from your windows clipboard, click the ‘Z+4’ button with the SHIFT
key and click CONTINUE.

WARNMING

This option will try to parse a BLOCK ADDRESS that SHOULD BE in
the Windows Clipboard into the current Contact, replacing the
Address, City, FL and Zip Code fields.

Cancel | | CONTINUE
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Automatically, the standard USPS address format with ZIP-4 that you have copied from the
USPS website result will be filled-in in the address fields of your contact/client.

CHECKING THE WEATHER BASED ON ZIPCODE

To check the current weather as well as the weather for the week from where the client
lives based on the zip code on his information field, click the weather icon and then select

where to display the weather result.

E=4® (1] contact Information | Compare || Dupicates |[7] [ ndo]

W (Mame]|Harrison ”[ [Bunk

M) Company |Greene. Hersch Esg

AddrEs|8535 Loch Raven Blvd
city | Towson 4

ZpCode[21286 4 [zes | county| Baltimore

phonss [(410) 665-0497 m [p|c5 4|

F=|(410) 665-3697 E‘E] Celhar]

W 1 [Emai)| harrison@bunk.com

— e —— T

L [BF)

g

Select

Where do you want to see the results

Cancel || Browser | | msiDE

T T SN SN See———

If the selected option is to show the result INSIDE, the result will then be displayed at the
center of the main screen. Otherwise, it will open the default browser and display the result

from there.

THE MAP OF THE ADDRESS
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Given the standard USPS complete address of the current contact/client, the software can
then easily locate the map of the address from MapQuest on the internet.

To show the map of the contact’s address, click on the MAP button (located beside the
country information field) and select where to display the result.

[%Ei}{!r | 1| Contact Information | Compsre || Dupicates |[ (][ Undo|

W [Name] [Harrison =] [Bunk 4rlo
@) company |Greene, Hersch Esq N 4EEJ
address [8635 Loch Raven Bivd ROE:S

City |TDWSDr'| * State W 4 EJ

2p Code[21286 4 [z22 | Country[ Baltimore [war| 4[x]
Phone: [(410) 665-0497 ™ (D)5 ] [ on
Fax [(410) 665-3697 & [p] Caluir| ™ | off|
v, @"harrison@bunk.com |[o]]| € Bl
= = - L . T

( SELECT |

Where do you want to see the results,

BROwsER || center | | msiDE

. —— - s .

If the selected option is to show the result INSIDE, the result will then be displayed in a
browser inside the software. If CENTER is selected, the result will be displayed at the center
of the main screen. If BROWSER is selected, the result will be displayed on your default

browser.

INTEGRATED COMMISSION SYSTEM
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AGSIGNING COMMISSIONS TO YOUR SALES PEOPLE AND AFFILIATES

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.

=4 ¥ [ 1] contact Information [ Compsrs || Duplicstes |[[] | Undo|

¥ [N=ms] [Clark [=[[strothmann
@ company [Dann Ocean Towing Inc D
address [16 Filmore Pl ABES

C’rty|FrEEpD|'1 -‘ Statelw 4@
ZpCode [11520 4 [z=a | ]| county| Nassau |wae|4([r]

Phones [(516) 223-1706 ™ (0|5 4| = [ on

e T |

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)

Ssles Scurcs[Harrison Bunk - Greene, Hersch Es r)(c] 4 [eo]
I: Cammiﬂﬁbnl:“_ Levell:l Tag As Sales Sour 3] ‘

TRIGGERED COMMIGEIONS TO THE SALES PEREON WHEN INVOICES ARE PAID

The software also has an integrated commission system with unlimited levels that is
triggered when invoices are paid, automatically creating a corresponding entry in Accounts
Payable.
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To see the corresponding entry of the invoice by the current client, click on the Accounts
Payable icon (only available in level 5)

&

Or under the ‘Financial’ tab (located at the right part of the main screen)

IQ Financial |
2 Accounts Payable
? nts ’
? Amortzation Loan Center
? Automatic Investment Machine
? Banks & Check Writing
? Budget Center
? Credit Card & Debt Reduction Anahyzer
? Financial Desktop
? Invoice System
? Merchant Account Manager
? Products & Inventony

Then click the button number 2 to show only the entries with the Sales Person of the
current contact.

SELECT

1 - Go to the Payables Area

2 - Go to PAYABLES selecting the SALES PERSON

3 -To create a PAYABLE based on Contact Receivable's
Salesperson

L A

Now you should be in the Account Payables screen with the entries of the downline of the
current Sales Person.

QUICK START GUIDE FOR CMMN | 71




-

100] |l = Browse

) | x| )| | @] IR I ACCOUNT PAYABLES x
Main | Fiter | Reports | Shortculs | Commissions Contact Selected | Helga Rio | Pony Express |E BB Goriot = =
Add Delete anhc:ate Find Find 1 Line GoTo Coj
Payable Payable Payable Payable Contact View Recewahles Invoices Clipl Due Payahles
NONE SELECTED I senp - RecurrentInfo - Total $625.00] 10| 84128260877-7134 4 30
Contact/ Payor DatePaid RT Every +Times DateDue Amount Running Due  Status (5] omit| 2|l [#]k?] @
Andrew Fenstermacher - Shafer 4[] @[ A1 | Ho | Paid [ Due][G0| | [LIiJMonth +_1 J 12/23/11 [  $300.00] $300.00]_DUE_[q[Omit] [T 1
+ Private Notes =S (F Payment Notes J=(c)s) Check | Create Check To Pay For This ]
Emm mv;:meé; J.DDL!S fnr,ii?. 000.00..Helga Rio.(..Commission A ;... & & Mema: |Comm. Helga Rio (Inveice : 10005)
00.00 ~
ARed.on; EL) & [ pate ][ Amount |[ PuT= |[ DoC# |
Group / COA \ 4 Related Document # 10005 GO
Andrew Fenstermacher - Shafer 4 (=) = A1 How | Paid [0ue) [G0) [ O momth +_1 | 12/23/11 | $225.00] $525.00_ DUE om0 OO0 W
+ Private Notes = Payment Notes JENCES) g | Create Check To Pay For This ]
;rum lnvtt]zmeg 10006 for.$1.500.00. Helga Rio. (. Commission AmL.... QA Mema: |Cnmm. Helga Rio (Invoice : 10008)
5.00 150 .
AHEELON & [ Date ][ Amount |[ PMT# ][ DOC# |
Group / COA \ 4 Related Document # 10006
Andrew Fenstermacher - Shafer 4[] a /[ &1 Hoa [ Paid [Due][€0] | |00 Month {1 | 12/23/11 | $100.00]  $625.00] DUE [d(omil 00 00 1
+ Private Notes =S (F Payment Notes =1(c)(s) Chack | Create Check To Pay For This ]
Erom..Inynice. 10007 for $200.00...Shidey. Keams. L. Commission. Am............. & € Memao: |Comm. Shirley Keams (Invoice :
$100.00.hased.on;.20%. - —
& [ Date || Amount || PMT# || DOC# |
Total $625.00
F

Notice that the name of the Sales Person is written in its designated field together with the
contacts assigned with the commissions (located on top of the Private Notes field).

The commission amount of the sales person is located in the Private Notes field of every

entry.

b Private

Mates

B5

From. Invoice # 10005 for $2,000.00 _Helga Rio [ Commission Amt. 5 ..

230000 hased one.15%

DO

Group / COA |

4

COMMISSION SECTION INGIDE THE INVOICE SYSTEM
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When you go to the Invoice System and create an invoice for the current sales
person/contact, automatically you will see that below the notes field, there is an area
designed or dedicated to the commissions.

You have four ways to enter into the Invoice System with the current contact:

1) First, click the Invoice System icon (only available in level 5).

2) Or under the ‘Financial’ tab (located at the right part of the main screen)

|Q Financial |
? Accounts Payzable
? Accounts Receivable
? Amortization Loan Center
? Automatic Investment Machine
? Banks & Check Writing
? Budget Canter
2 Credit Card & Debt Reduction Anahzer

2 ncis
2 Invoice System
7 2nt Manzger

? Products & Inventory

3) Or by clicking the Invoice button in Level 3

.ﬂ_ﬂ'

Invoice, Products
& Inventory

Then click the button number 1 to select invoices of the current sales person/contact.
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1 - Go to Invoices selecting invoices from current Client.
2 - Select Invoices from Selected Clients

3 - Go to Invoices preserving the previcus Invoice group
selection.

Cancel ] [ E ] [ 2 ] [ 1

4) At the bottom part of the main screen, there is an Invoices tab for every contact. Under
the Invoices tab are the invoices created for the contact.

Qy=[ 2  Due=| $3,500.00 Psid = $3,500.00 [ noTES | HIsTORY | DOCUMENTS | EMAILS | TMvOICES | PROGRESS | LIST | UDG
Invok=# Deie Du=On Terms Py Method Shipped Ve Tracking Wght Sas Totd B
10006 | 12/23/11 | 12/23/11 | | | .J| 0.0 | BAID | SL,SDD.DD' $1,500.00 =

|~|12/23/2011 11:50:56 PM Fri - JOHM SMITH -

[<| INVOICE # 10006 WAS PAID ON 12/23/2011
10005 | 12/23/11 | 12/23/11 | | | 9 | 0.0 | BAID | $2,000.00| $2,000.
[~|12/25/2011 02:25:26 PM Fri - JOHN SMITH

[«]

niE
(0] 48 || 48]

[+ | INVOICE # 10005 WAS PAID ON 12/23/2011

To go to the Invoice System, you can click on the GO button from the list of invoice entries
under the Invoices tab.

| NGTE] H]Erc-R'r] DD-CLIHENTS] EHP.]IET]N‘.I‘D]CES\| pRﬂGR]’ETﬁ

Tracking Weght Sehs Tod B
> | 0.0 | BAID | 55|:u:|.|:u:|| £500.00
12/23/2011 04:09:14 PM Fri - JOHN SMITH -

IMWVOICE # 10007 WAS PAID ON 12/23/2011

You will then be directed to the Invoice System screen with the invoices of the current
contact.
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=k File Edit View Insert Format Records Scripts Window Help
G e 7 1of1 R = T 1 . rvoicEs | SRS
e = ;
+ @ x )") 2] o= Ll E&tﬁ;‘a‘. KR a3 3 D W‘;" v L% W Q — Dua = $3,500.00 Oty
Aod  Dugicae  Delete Fnd Email Efax Prink  DocuSign L |so] 10 |- #| LUstVew Eanks Fepots Erwelope Ewcel Exp Froduds Recenables Contacts | Paid= $3,500.00 2 J
ay Agent] John Smith 4 Invoice Details Created | 12/23/11 4 Modified [ 12724711 4
= — = - e | Ihe ¥ Dale S Amount
Changa Seller:| SUN VALLEY INC. - GEORGE | Fird Cliant Helga Rio - Pony Express <= Wsa This Client | &3 o P L B
SELLER  Altn |GECAGE HAMILTON A || 21| BuLTO:  Atn[Heiga Rio [co| M|[ 24|  sHIP TO: Atin Helga Rio PAD Bal siswem
Company |SUN WALLEY TNC. | Company |Pony Express o> Company Pony Express 1o00s [ 12231 [ox s20m00
Addraas Addrass | 5108 W Gore Blvd Address 5108 W Gore Blvd PN Bal  SZ00000
City | St ! Zip Cosde Gity / 5t/ Zip Coda | Lawkon ok || 73505 City / St/ Zip Code| Lawkon Ox 73505
s Phone: Country | Coman Ph|{580) 357-0385 Country| Coman | Ph: |(580) 357-0385
18] E Fax: Tax: Select Orly This Irwoice || Sebect All Inwsioes | Cuatations for this Ciert | G| Cal: Ph:
[ inwvoice # PO Mumber  Invoice Date  Due Date [Chg) ChgDate  Paid Date G| Status
10006 12/23/11 | | 12/23/11 |[Dus) 0wl 12/23/11 PAID 4 QUOTATION INVOICED PAID | VoIn
This is a represenlation of Ihe avalabie saace in e Tice base an Fork Courier Mew Sioe 16 here and Sise 10 p
Invoica Description wrice. Click e Magrifier iccr I Ses e whole Inwcice Q Snippets.
$1500 [
Nt - _Frocess Recuments Salas Tax Sent
RT very ¢ Tmes bt Dabe Due To Government?
S Ov ®N  [Fogise |
- = 1 [month [ 12 | 12/23/11 [@ Find/Set |
u: = R ] =R
K;.T"J |' 3:1 |GU Sales Souce | Payables | Commisson  Modify Lx_"-l.-| CALOULATE
: - Sunlatal
e ME [ Andrew Fenstermacher |4 15w || [ | Adgor Eritegng A Pawment Subtatal: $1,500.00
Tracking a1 K| san: ows
Delivered | Ship Cost Shipping Via ShipDete  Delfvery ssipned  Frinted By | Paid Terms Privi. Date Markstirg Campaign  |g|  AdDels Ta $0.00
h Al 4 Al Al MET4 4 4 4 rom $1,500.00
% (=] (These are your private notes . Will not print)  Z s/ & [ oue 4 mrnpe 4 skscont 4 Faymertoesopon 106 painces $1,500.00
12/23/2011 11:50:56 FM_Fri - JOHN SMITH [ [ 1272311 | Mastercarn G- 2 =
INVOICE # 10006 WAS PAID ON 12/23/2011 . |— AvS |[Crerge Cara/ AGH dc
= - Cradit Card
12/23/2011 11:50:54 PM Fri - JOHN SMITH O
INVOICE # 10006 WAS CHANGED TO QUOTATION ON = = [ Sec ol

Notice that under the Notes field of the Invoice System screen is the Integrated Commission

System section

@ Sales Socurce | Payables Commission Modify Level
| Al | [

In the Integrated Commission System section inside the Invoice System, you can display
the contact information of the Sales Source of the sales person by clicking on the GO

button.

To go to the Account Payables with the entries having the current Sales Source, click on the

Payables button.

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 in Levels 1, 2, and 3 of the
software

7

("
N

Task
Manager

Or the Task Manager link under the Time Related tab

||¢,§ Time Related ,ﬁ‘l

? Agent Tasks
? Personzl Agenda | Payment Manzger

? urces rojects
? Task Manager

Or the Task Manager icon in Levels 4 and 5 located at the top left of the main screen

Note that the Task Manager is displayed ON the main screen once accessed without going
inside the software.
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Below is the Task Manager in Level 5.

ok File Edit View Inset Format Records

Scripts

Window Help

4@ &

=P 1) contact [Ccompare | "Dupkeates | (] [undo |
¥ [narel|Clark |R_I| |$lro1hmann 4rlo
@ caryery [Dann Ocean Towing Inc R D E
sdaress [16 Filmare P a Pl
aty [Freeport 4 state [ Y 4 R|

apcoce [11520 4 2= [ | Cowntry[ Nassau [wer| 4]
pranes [(516) 223-1706 @ D2 [ on |
fax [(516) 223-5008 @ p| Celuie = o |

+XDoeo8 g g
@J Bak

CREDIT MONEY MACHINE NET

1

Find Text in Tasks

A4 PM - 4222012

All Tasks

~ 09099

ey | sz || aes | ams |

(o5 || oms | [ ae7 | eem

W ) [E-mal|clarki@strothmann. com uID 4 B4

[E] Terpites pB2
v

INOME SELECTED

[mo acmion @ 49 4= [Deme | [C

[ [http:fveww. clarkstrothmann g @] whis | sea | 42|/
Cther Contacts| |4

alm

Other E-iizls|
Referrals|

4

Redabed Tarl

winat They Dl
[ Saes Sourne| Harrison Bunk - Greene, Hersch Esq
Cornmission| [ LmCl Tag As Sales Source
e
Produs,
Copy Date Creaedt by
pte = O4[s] w04 e
e 4] | [ ers RIS
 crargect ] . Dl:l m‘l:l Create Paw"en]EEPgaTn In Recevables |
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ADDING 2 TASK

USING THE GREEN PLUS BUTTON

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

[0 acnion](a] JO < [oone] [c]

s
F

Il

Then select the agent to assign the task.
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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,

B /> + (o]0

1S: ;@

-

RECURRENT: Y @N | Find |

(~—Fcle e e e = @@

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

USING THE F BUTTON
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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.

[hoacrion]| (4] j2 < [‘pone] [c]

—7

¢ o (@™ ()

Automatically, the task will be scheduled for TODAY with the default task “Follow Up (See
Notes)”.

BN S + (=] 0

A: Follow Up i
{see notes)

-

recURRENT: O OMN | Find

(-3 cle e e e = @@k

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.
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[« T v [0 * d = [g] [v] (2] [s][noTes ) HisToRY | DOCUMENTS | EMAILS | TNVOICES | PROGRESS | LIsT | UDG

04/22/2012 10:21:15 PM Sun - JOHN SMITH I~
LIST ALL AVAILABLE SCHEDULE OF FLIGHTS

»

To ADD notes for this client, click the green plus button above the notes text field.

| < [Lm | |D = =] & I E] E] - E] E] NOTES [ HlsroerDo'::umENTSTEMMISTIN\:OICETDROGR'| 'IUD-G
04/22/2012 1 15 PM Sun - JOHN SMITH
LIST ALL AV, E SCHEDULE OF FLIGHTS

4]

Enter the note in the Notes field and click SAVE.

1 Contact Motes )

Deksts Empty Lings | Inseet First Namas | Seippsts |ﬂ Copy || Peste | Type your notes and click the SAVE bution. | Closs Mo Save save | o+
LIST ALL SCHEDULE OF ACTIVITIES| sl

0]l Browse <] *
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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.

There is an Agent Task in the software that is designed exclusively to have tasks for agents
(which can be accessed under the Time Related button of the main screen in Levels 4 and
5).

|§ Time Related Jﬁ‘l

? Agent Tasks

grzonzl Ageg Faymeant Manager
? Resources Events & Projects
? Task Manager

? Time= Manager

TASK SCHEDULER 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.

42 % [one] [c]

A: Follow Up
{see notes)

e = T (&

E0W T0 RESCHEDULE TASK
QUICK START GUIDE FOR CMMN | 81




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.

cEEIEIG

Up i

Az Fol
(see

e = T (=

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.

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

‘ | Next Action Time

w](=)@)(c)

Mext Action Time

10](30](60][c]
03:00 AM Il == 1 Find 2 Fin 3|

L 08:30 AM
]B@E@E]
Il 09:15 am ) < [oone] [c]
| 09:30 AM alE
09:45 AM @

10:00 AM
10:15 AM @
10130 AM 1
10:45 AM ™
11:00 AM - -
i

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.
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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.

HD ACTIC

Az Foll
{see noté

C|

(] /< [0
p
=)

# = (3] (]

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

[~]4
Next Action Date (1]2)3]

| sum, APR 22,2012 |BE| R

Mext Action Time

10:56 PM @J@
01 O2 @3 [Fnd1|Fnd2|Fnd3

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.

2OW TO SET PRIORITY TO TASRS

Tasks must be set with specific priorities in order to manage the more important tasks from
tasks with less important ones.
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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

(An Tasks I

Days Date D |E| +

0 | oarzznz |
ﬂ
v 3 C

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 Agent Privileges under the Setup tab in Levels 4 and 5.
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? Agent Privileges

? FTP & Internst Relsted

? Groups and Field Labeks

? Import - Export - Backups

? List Labelks
Set Default Printer
SMS Agenda Services O
SMS Task Services O
Don't Highlight Lines in Lists O

Or by clicking the Setup icon at the upper part of the main screen in Levels 1 to 3

and selecting Agent Privileges button.

‘ I AGENT PRIVILEGES ] ‘

At the bottom left of the Agent Privileges 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.

Bz Sure To Hover The Mouse On The Fields To Understand Their Uss

H.O.P.S. Assigned | | HOPS. Level[_3 ] 2
Hours This Agent Receive All Accounts ]

Can Wark Receive E-mails Every D | minutes
SELE SR R Send E-mails Every 0 | minutes
don't want any time
restrictions for this | || SMS | Check Tasks Every [ 0 | minutes

Sggr;:tﬂt [ ][sms] Check Agenda 0 | minutes

Log Qut Agents 0 | minutes

Can't Find Assigned To General Box [ | RRC ]
Ends At Automessages Won't Trigger When Box Is Checked

Start “ Stop ” Events Will Stop Mesxt Lu-g?l

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.
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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 £l et
SELECT o ]
‘fou can EXIT the Program Completely or go badk to the INITIAL
Screen,
Cancel || Bxm | [ muma
L A

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.

You have at least an Task Due with PRICRITY OME that is DUE
Do you want to see them now?

SNOOZEG0 | | SNOOZE30 | | SNOOZE10 | | SNOOZES | [ VES

PIND PENDING TASKS
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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/ONOTES | [ GENERALBOX | [ SELF

The software will then display all the contacts/prospects with tasks of the agent you
selected previously (available only Levels 4 and 5) and navigate them using the navigation
buttons.

§iEom @@ (o)
< <1NE> > K

1of2
T=101

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.

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.
There are three ways to do this.

1) By clicking the Contacts Selected List button in Levels 1 and 2 of the software.
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8

Contacts
Selected List

2) By clicking the Contacts List View button with the SHIFT key combination (located at the
upper left corner of the main screen in level 5).

3) By clicking the List button on top of the Navigation Bar in the main screen in Levels 3 to
5 of the software.

Although this is not a good technique because it does not directly access the Task List View.
Once in the Contacts Selected Found List screen, click the Multiple List View button.

Multiples
List Views

In the Task List View, you can have three different ways to view the tasks by clicking any of
these buttons:
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1 Line J Lines Multi-Task
View View View

In the 1 Line View, the tasks of the agent are displayed all in one line.

ok File Edit View Insert Format Records Scripts Window Help
Q 3 sl = [+ s oo A @ @ Laf11 2o e e CONTACTS 1 LINE VIEW

(e ) AEEEEACEDIEOEFNEFAEREDEVERED son ey [Noxt Acton e s

+ X @ 0O 0O 0O L L L o

Delete Go T Multi-Task
View

Add naes Salectable Fislds Find Find Taxt Find Ga To
Contact Contact Templates View

3L
View

Contact in Tasks Pending Now Reports

Templates:[NONE SELECTED | em ] Creste Emai List In Wirdows Clpbaand |

First Nams Last Name Company ST Phone 1 TZ Email Mext Task Description A D |[a|efc|mp| NextTaskpaw P T @ agentTes [omk] K
|ciark Strothmann | Dann Ocean Towing |ny | (518) 2251706 T (35 [_J4 clerkastrattn |A: Fallow Up [T = ¢ A toon [paszzsaz |31 owwsamm (ome OO0 OO
|Portia Mcann |Beachcomber Realty | ca| (558 2000882 7 (35 [ pertiameneren [15: Fallow Up T5ze EEE” 1 owsa (o 0O OO
|andrew Fenstermacher  |Shafer Commercial | £L | (850} 547434 ¢ (35 A endrewsrenst |15: Follow Up = EEE” 1 omsaw o 0O OO
|rady Tatum |gohiin, Cywinsks | OH | 419 zzz-msm T (35 [ breaymianm. |15: Fallow Up [ 52 c|a oo Coarzaraz 13l 1 [ xensar [ome OO OO
|Gracie Riskalla [tessup, Richard & |4 | 918y 3847735 T (35 [ eraciedriskan |15: Follow Up [T = E EEE” 1| JOHN STH E oooo
|Hedga Rig | Pony Express o] (se0y 3570385 7 35 [ netgeamnio.com|15: Fallow up = EEF” 1 omsa o 0O OO
|shirtey Keams | Transport Workers  |Ma| 508y 2z6-611s T (35 [_|4 stneyskesms|Js: Follow Up y=a EEE” 1 oo | [om 0 OO O
|willie: Coughenour | Adams R Rstme 4z |wiv| (504) 4z2-8583 T (35 [_|4{ wiliemcoughe |15: Follow Up 52 e EEE” 1 owmsan | [om] D000
[ ashawn Mariska |oldstein, philip | kS| (785 2720623 T (3[4 teshamndmari [15: Follow Up [ 52 e|a toe Coarzaraz 15 1 | xemsar [ome OO OO
|Lina Golda |Parham, 3 Randolph | ML | (818} 4512797 (35 [_|A tindamgoisac |15: Follow Up T 5z c)a voe Coarzazaz 15 1 [ xemsam [ome OO OO
[Tyter Hendershott |Rappapert verz | ca | 918y 340-5439 T €5 |4 tveranenders |15: Follow up = e EEE” 1 s | [ome 0O OO

. oo PEM o b
Dot EmptyLnes | [=] ] [ 5] oTES | HISTORY | DOCUMENTS. | BMAILS | TMWOHCES | PROGRESS S [ wen [ 7oe e T e ][ sa

04/22/2012 10:21:15 PM Sun - JOHN SMITH = 1 2 3 4 5 [ 7
LIST ALL AVAILABLE SCHEDULE OF FLIGHTS by cicking on
datmin te
a |l o | 1ol 11| 1z 13| 14 e
BakaCT records
15 16 | 17 || 18| 19| 20| 21 thet hive acfions
perding for that
22 | 23| 2a 25| 26 | 27 || 28 D e
ONLY thar date.
20 | a0

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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=k File Edit View Insert Format Records Scripts Window Help
o =i e oD@ alal @] e | 2@ e CONTACTS 3 LINE VIEW

(e ) EEOEEEEDNEOEEEEEREDUVEEEE sorty: [ Fort Acton e e

+ X I 0O 0O 0O L £ 0 O

Add Dslata Go To Ml Task 1Line Seloctabis Fislds Find Find Taxt GaTa
Contact Cantact Templates View Contast in Tasks Penﬂim Now Reports
Templates:[NONE SELECTED  dea 52 Creste Bl Lt 10 Wircows Oghoard | DEE0E]
First Name Last Name [5g] Company [Go| Phone iCallular (55 TZ Next Task A D Tasks MextTaskDate P T omit |[A LA RARA
Clark e — Diann Ooaan Toving e (516} 2231706 T |_J4 A FatowUp | | 1 [oazzyiz[EEflr)+ e |00 OO
clrk @srothmann.com 16 Firmare Bt b (g€ rraies) [€)&) pone | [10:56 PM [¥] faadn]  onn s
Freepart WY 11520 T '
Perfia Mckarn [ —— (858) 204-0682 T4 |45 Follow Up [ ] 1+ [oas2as12 ll—l 4+ e lODO OO
portiagrcann.com 4581 Pachic Huy W {se2 nates) Ea)oeme [ [=]imm JOHN SMITH
5an Dlege oA 9H10 L
= Fanstammachar Shefer Commercil Seatng Inc (850} 56847434 T |_J4 |15 Followip | ] 1 [oaszasiz .|—.'T + o 0000
archewifenstormacher. com 2400 N Jnfforson S b {see ries) (O pore | T¥pawlen] oonnsam
Perry FL 32147 m .
Drady Tatum Bohlin, Cywireski Jackson [418) 222-8541 ‘M"D{ 25 Follow Up |—_| 1 04/24/12 .|—l-'r + sm 0O OO
Leadygitatum.com 710N Cattle Rl W {sam noles) @@ oee [ T+]fosem JOHN SMITH
Lima OH 45806 b
Grecte ) Jaseap, Richard A Esq (218) 3447735 ﬁD{ 15 FollowLp | |1 [oapzap2 Bl o000 OO
graciegnskata com BME Madison e (s rroles) (@) pene [ [¥]haafem JOHN SMITH
Sacramentn ch 95841 ‘E’ ’
el ) Pocy Express (580) 3670385 T4 |45 Follow Up [ 1 [oa2a/2[EF[r|4 olDO OO
heigaBrio.com 5108 W Gore Bl T (see nales) @@ oome [ [=|wmse] | onwsam
Lawian o TI506 A o
Shiey [ Trarespoet Workers Un Al Cio (508} 2266114 T |_J4 |15 Follow Lip | ] 1 [oas2as12 |—l + om|0O0O00
=i EARTT 1 v r— —_—
Deiele Ergty Lines | += [=] * ] i} |s [ WOTES | HISTORY | DOCUMENTS | EMAILS | INVOICES | PROGRESS | LIST | LoG Apr b
Bl IE
04/22/2012 10:21:15 PM Sun - JOHN SMITH H
LIST ALL AVAILABLE SCHEDULE OF FLIGHTS 1 2 lallaf|s]s|~7
by clicking en 4
date in the
gl oo 1w 11 f 1z @] e Calonr, youwl
sehect records
150 16 | 17 18 [ 19| 20 || 21 thtt R artians
peryding Tor that
22 | 23 || 24 || 25 | 26 | 27 || 28 Ligm St o el
ONLY thast dake.
29 | 30

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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=k File Edit View Insert Format Records Scripts Window Help
A @M D0 & @ olalal e 3 e e MULTI-TASK VIEW
o) ®EODEOEEODEOMNEAEOEREHDDEWIDE sartBy: [Noxt Action Date ) Eus |
S,
- 0 0O O 08 o2 >
Print Duplicate Summary 1 Line Lines Selectable Flalds Find Taxt Find Data Find Find
Task List Current Task View View View View in Tashs in Tasks Pending All Pending Now
Ga to Current Corkack || renge Curent Agant || er Selecten agerts | Replace Task Dutes Find 2 | Firad 2 | Find 3 .i.'E.'E..ﬂ].E]
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Clark Strathmann Dann Ccaan Towing Inc JOHN SMITH A ®re Ocae o Jo:s6PM |3 | A Fatow Up M [om
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Tyler Hendershott Rappapart Herlz Cherson 1CHN SMITH A®en Ocac o 3 | J5: Follow Up i [omt
S . - I 012 PO ax b
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BOW T0 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.
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I (] 2 < [pore] [c]

A: Follow Up ]
{see notes)

w

E
G
o

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.

[ FindTextin Tasks | All Tasks

| AseignTaskStrategy | AddOneTask || Ngecalculate |
Date calculations based on Date: 04/22M2
#  Date Type Time Days Date

0 ®Fix OCalc|Clear| 1056PM | 0 | oarzi2 |2 Done
A: Follow Up
[see notes)

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

BN > + (o

A: Follow Up
{see notes)

o = T & (&

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

|  FindTextinTasks | All Tasks

[ Assig sk Strategy " Add One Task “ Recalculate l
Date ca ions based on Date: 0472212
# DateT Time Days Date [P
0 ®Fix OcCalc|Clear| q0:86PMm | 0 | o42212 |2 Done

A: Follow Up
(see notes)

S

QUICK START GUIDE FOR CMMN | 92




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

E”‘].r”“i'@lj

A: Follow Up
{see notes)

l.it-‘@@@

—>

recUrRRENT: O OMN | Find

-~ — 30

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.

FINDING AND SELECTING TASKS

There are several ways to find contacts that are designated with tasks to be done by an
assigned agent.

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.

Z=4¥ (1] contact Information [ Compsre || Dupicstes |[[][ Undo|

W [Name||Clark [ [strothmann 4o
@ company [Dann Ocean Towing Inc R BB
Rddress [16 Filmore P REE:S

City |Freep0r‘l *‘ StatEIW *‘E]

2 Code [11520 4@5%@@
phones [(516) 223-1706 ™ p|%5 4 ‘Er@

B B Y I e e B
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If the time zone wasn’t provided at the time the client was added in the software,
you can click the clock icon to know the time based on the client’s phone number

area code.

To set the times zones of all the selected contacts at the same time, click the icon
with the SHIFT key combination.

@Ef{; [ 1] Contact Information | Compsre || Dupiicstes |[ ]| Undo]

% (ttame) [Clark (=] [Strothmann 4=lo
@ cempany [Dann Ocean Towing Inc R B
addresz [16 Filmore Pl RBE:S

StateW“lB
Zpodz[11520 4[zes] ] o Nassau |(mar| 4[]

Phones [(516) 223-1706 @ [0 4| ™ on

e PRAAASmg Eang =000 o el

City |Freeport

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
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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

All Tasks I

# Drat= Typs @@@@ Days Dateli] |E| +

0 ®Fix OcCalc[Clear [ | | oarzamz | 1 e
1S: Follow Up [ 2|
(see notes) il 3 @

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

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

ABSIGNING STRATEGY TASKS

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

N EEEGEEODEQGMERD HT

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.

QUICK START GUIDE FOR CMMN | 96




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

@Snippets £3
STRATEGY TASK GROUPS |
oot | omnsem | aop | crose
B EEEE DEGE MR ST
1l i
e
y
o L |
R 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

f
I | - Sampla Task Group E
— +0 welcome E-mail P
+1 Follow up Letter =

+3 Presentation Online ‘
+1 Negobation Call i

+2 Start Closing period .

Ll

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 [ v]

| cCancel | | GEMERALBOX | | SELECT | [ SELF |

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

Find Ted in Tasks | &l 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 | ozosHz 3] poee [
J5: Follow Up
fs=e notes)
2 @ Fix O Caic | Clear | | o | ozosAz 2] Done)

J5: FOLLOW UP BEY PHONE

3 O Fix @ calc | Clear | | o | ozosaz [2) oons
J5: Welcoma E-mail

4 O Fix @ cale | Clear | | 1 | ozoenz EmT
J5: Follow up Letier

5 O Fix @ Cals | Clear | | 3 | ozoanz 5] pone]
J5: Pressntation Online

& O Fix @ Calc [ Cluar | [+ T oznomz 20 Dore|
I5: Megotiation Call

7 O Fix @ Caic | Clear | | 2z | oznzrz 2] Done
JS: Sian Closing paricsd

QUICK START GUIDE FOR CMMN | 99




