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1 Welcome to Greenhouse

The Greenhouse

Tools and systems to
grow your business

This guide is intended for new Greenhouse users. It has step by step instructions for:
¢ Initial log in and password setup.
o Getting acquainted with your Home Page.
e Activating your Contact Manager, Digital Marketing Center, and Agent Website.
e  Setting up alerts.
e  Setting up your Email.
e How to sign up for classes in the Learning Management System.

e Adding and importing your contacts into the Contact Manager.

For more information, call BHGRE Client Services at 866 616-4244.
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2 Log In Instructions

The Greenhouse web address is http://www.mybhggreenhouse.com.

2.1 Instructions

When logging in for the first time your username is firstname.lastname. For example susan.smith
The preset password is Welcome123!
After logging in you will be given the option to change the Welcome123! password.

¢ All passwords must contain a minimum of eight characters and contain at least one upper
and one lower case letter, one number, one symbol.
¢ When entering your personal password remember that passwords are case sensitive.

Click on the Remember me checkbox and the next time you log into Greenhouse your new password

will fill in automatically after you type in your username.

Welcome to Better Homes and Gardens® Real Estate

Usemame
Password
[~ Remember me
m Click Hera to Reset Password
The Greenhouse
Tools and systems to Passwords are case-sensitive
grow your business Call 866.616.4BHGA@) (4244) for additional assistance

2.2 Time Zone Setup

After logging in you will be asked to select your time zone from a list of time zones.

My Tiers lona | (GMT0500) Esstemn Tira (US B Cansda) >
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3 Home Page

The Home page is divided into sections. The graphic below shows your home page as a new user.
1. Atthe top of the page are two sets of Tabs and a Search box:

a. Atthe very top are links to Mark (Unmark) As Favorite, Live Chat (Online), Client
Services, Profiles, Sign Out.

b. Home, My Business, Marketing, Shopping, Education and Training, Office Documents,
and News

2. A Search box.
3. Onthe left are three categories:

a. The My Business Dashboard with My LeadRouter, Listings, and My Favorites
4. Inthe center are the Latest Video, and Latest News (Press Releases and Newsletters).

5.  On the right are Upcoming Events and Training with links to live and recorded classes.

Go to Sales View Mark As Favorite ‘ Client Services Welcome DANIEL M. RAND | Profiles Sign Out

and Gardens.

Greenhouse = Home

My Business Dashboard 3 rf__ R‘ @ [E‘yﬂ

My LeadRouter I
H% A% Welcome to the Upcoming Events =
LY

_ %5ii. Greenhouse

- A : Mon / 3-11-13
Activate your = >
BHGRE Contact |~ : . ==z asASDa | 12:00 PM
Manager, Digital
Marketing Tue / 3-12-13
Center and Free =
Agent Website! ' testing the editintest | 11:00

test | 12:00 PM

Sherry Chris kicking off the Be Better Campaign!

testevent | 12:00 PM

Click Here @

Wed / 3-13-13
rsvp event | 12:00 PM
Activate your

BHGRE Contact | =-=: &% L gl N Thu/3-14-13
Manager, Digital | HOME. ' ; iy christinetest | 6:00 PM
Marketing I L
Center and Free 3 Mﬁ 1 See Calendar
Agent Website! A H o — | i
3 | l
> [ o 2o} ]« N Tke our new raining!
S { v
- e ey
My Business w 2
(Greenhouse)

Latest News
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3.1 An Overview of the Tabs

My Business: Find useful tools specific to your business - from your listings and
contacts, to listing distribution reports, to referral tools and brand award and

recognition levels.

Marketing: Create eye-catching, high-impact, personalized marketing materials ...

flyers, e-greetings, brochures, home shows, web commercials and more.

Shopping: One-stop-shopping for finding both business and personal purchases. The
BHGRE Approved Supplier Program has tools to help you be more successful in real

estate.

Education and Training: This Learning Management System holds your transcript, the
training calendar, and featured training. There are links to live and self-paced classes.

News: Quick Links to Marketing, Shopping, Press Releases, Events, and Newsletters.
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4 Contact Manager

BHGRE has added a new dimension to the Greenhouse, the BHGRE Contact Manager. Manage all
your contacts by adding reminders, setting up digital marketing campaigns to stay in touch, plus easy
access to your listings to create marketing pieces and single listing websites. Also available are easy
to use agent websites.

4.1 Activate Your BHGRE Contact Manager

The first time you log in you will be prompted to active your BHGRE Contact Manager, Digital
Marketing Center and Agent Website. The link to this process is on the Home page in My Business

Dashboard or Listings. Click either. Click Here button to begin the process

Go to Sales View Mark As Favorite | Client Senices Welcome DANIEL M. RAND | Profiles Sign Out

and Gardens.

Greenhouse > Home

My Business Dashboard "F__ N @

My LeadRouter :
Y ’ [ & { Welcome tO thE Upcoming Events
[ |

o i. Greenhouse

Aclivate your -
BHGRE Contact
Manager, Digital | & = -
Marketing

Mon / 3-11-13
asASDa | 1200 PM

Tue / 3-12-13
Center and Free o
Agent Website! - testing the editintest | 11:00
Latest Videos Al
test | 12:00 PM

Sherry Chris kicking off the Be Better Campaign!

testevent | 12:00 PM

e

Click Here @
e

Activate your "
BHGRE Contact .
Manager, Digital = = *
Marketing e
Center and Free
Agent Website!

Wed / 3-13-13
rsvp event | 12:00 PM

Thu/ 3-14-13
christinetest | 6:00 PM

See Calendar
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This brings you into the BHGRE Contact Manager system; here you'll begin setting up your Contact
Manager and Digital Marketing Center. Follow these steps:

1. Select Your System

(1a) Click Yes, | want to get started

i -
market leader

Congratulations! You are about to activate your Better Homes and Gardens® Real

Estate Contact Manager and Digital Marketing Center!

ou to manage your contacts as well as access the Digital Marketing Center to manage your

. ’ ted with LeadRouter
@ Yes, | want to get started

2

2. Review and Accept Terms:

(2a) After reading the terms of use, check | agree to the above terms.

(2b) Type your name into the Signature box to agree to the Terms and Conditions. It
should be first name SPACE last name. Do not put a dot between your names.

(2¢) Click Continue.

—— | Lagree to the abowve terms I

Contact Information Mailing Address

Name Address Line L

| DANIEL RAND | 10Schriever Lane

Difice Phone Number Address Line 2

| 84za253060 |

Email Address City

[ danrard@rancrealty com [ Naw City

Dffice State /Province Zip/Postal Code

| Mewyork =] [10953

Country
| United States [=!

3y typing vour name in the sigrature box you agree that

Signature )
you are (or by tyning your mnams in the signature box on
Daniel Rand sehalf of a legal entity, you agree that such entity &)
agally anund by our Agreament, inchiding tha Tems and
Conditions, pricing information and other provisions abowva.
& -
C

If you receive a message asking you to change the format of your office address select the

~

Preferred option.
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3. Account Setup
(3a) Fillin your Zip/Postal Code.

(3b) Select an email address for your new Better Homes and Gardens Contact Manager
account. You'll still have your broker’'s email, but this (@betteragents) email is used
exclusively for communications in the Contact Manager. The suggested email format
is firstnamelastname. Example: SueSmith@betteragents.com

(3c) Click Finish Setup.

3 Account Setup

Congratulations, You're almost done!

We need one final piece of information so we can enable your account.

Complete Account Setup
Your account will be active when the following information is provided:

Zip/Postal Code

10956-3314 )

You now get to select the email address for your new account.

|danie\rand @mltestb.com

e e . E— a el o

Not

as
C setting up your new account, please do not refresh... }

The Congratulations screen appeatrs.

1. Click Take me to my Contact Manager main page.

-
market leader.

Congratulations! You are now ready to get started using your Better Homes and
Gardens® Real Estate Contact Manager and Digital Marketing Center!
Next Steps:

1. Make the most of your new Greenhouse tools!
Click here to access training and product support for these exciting new tools,

2. Take me to the main page of my BHGRE Contact Manager.
From your main page you can access your Contact Manager and Digital Marketing Center all in one place!

Take me to my Contact Manager main page -
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2. Next, click Set Up My Account

ar NN return to Greenhouse
® ng‘llﬂsﬁ BHGRE Contact Manager

REAL ESTATE

-

market leader.

Dashboards v Inbox ¥ Contacts ¥ Listings ¥ Digital Marketing ¥ Admin ¥ @ Help ¥ Add-on Options
&

elcome

Please complete the following steps to get started:

o Make the most of your new tools!

Click the button below to access training on these exciting new tools,

Education and Training

e Click Set Up My Account

This button will take you to the main page of your account, your Dashboard, To set up e e T e [ o=y
your account, click on Admin in the top navigation menu and follow the steps in your
Getting Started Guide, .

s -
Set Up My Account _— TR ] oo
= . BN =

4.2 Add Your Personal Account Information

This brings you to your Contact Manager Dashboard where you’ll manage all activity within the
Contact Manager, including the Digital Marketing Center and Campaigns.
To finish set-up follow these steps:

1. Click on Admin from the tabs across the top of the screen.
2. Select My Account.

h‘rﬂr_‘: WA it g

H'..E Help

bt i b bt
it
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Here in the Settings page of My Account you are able to edit your personal account information.
3. Click Edit in the middle of the page to edit the Profile Details, Marketing, Additional
Information, and Awards/Certifications. Pay special attention to the Experience Section.
Make it personal as it populates your About Page on your website.
4. Click Save when you're done.

¥ Profile Details

Name: ELIZABETH RIDGEWAY Title: Sales Associate

Designations: License/DRE:

Team: x

CRM Email: liztest@mitestb.com Phone Number: -]

External Email: liz.ridgeway@randrealty.com & 845.928.8 161@
¥ Marketing

Marketing Email:  liztest@mitestb.com Marketing Website:
Call to Action: Tag Line:

Branded Disclaimer: Better Homes and Gardens® is a trademark Unbranded Disclaimer: If you have a brokerage relationship with
mark owned by Meredith Corporation and another agency, this is not intended as a
licensed to Better Homes and Gardens Real solicitation. All information deemed reliable but
Estate LLC. An Equal Opportunity Company. not guaranteed. Equal Housing Opportunity.

Equal Housing Opportunity. Each Franchise is
Independently Owned and Operated.

Marketing Address: 229 Route 32 Check to Display: ~ gealtor Logo

Central Valley, NY 10917 “  Equal Housing Logo

¥ Additional Information

Experience: As an agent who's an expert in this local area, I bring a wealth of knowledge and expertise about buying and selling real
estate here. It's not the same everywhere, so you need someone you can trust for up-to-date information. I am eager to serve
you. Here are some of the things I can do for you:

Find Your Next Home
You need someone who knows this area inside and out! I can work with you to find the right home at the right price for you,
including all the neighborhood amenities that matter - not to mention the essential criteria you have for your ideal home

Sell a Home

When it's time to move, you need someone who will advertise your home, show to prospective buyers, negotiate the purchase
contract, arrange financing, oversee the inspections, handle all necessary paperwork and supervise the closing. I can take care
of everything you need, from start to close.

Consult on Home Selling Tactics

Oftentimes buyers don't visualize living in your home the way you do. [ can make your home attractive to its ideal audience -
which can help you get top dollar. Things like staging the home, making repairs or minor improvements, or even simply painting
the walls can be the difference between a home resting on the market and one that's sold fast.

wards & Certifications:

Add Social Media (Facebook, Twitter, Google+, LinkedIn, YouTube, WordPress, Pinterest, etc)

¥ Socisl Media

L. Type . L At

Click Add Social Media, bring your site from the dropdown and put in your personal URL for that

site. Click Save.

Home

Add Social Media 2

URL Type:
Facebook &

URL:
www miAmyChorew

Awards & Certifications:

Social Media
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Upload your photo in the Images section; add your photo to Website Image, and Marketing
Image. Additionally there are links to add your Marketing Logo and Bulk Mail Permit. By clicking
on Update Logo, your company logo will appear.

¥ Images

Website Image: Marketing Image: Marketing Logo: Bulk Mail Permit:
This is the profile picture used on This is the profile picture used on This is the logo used on marketing This is the bulk mail permit.
vour website. marketing collateral. collateral.

B i6hes | RAND o
image
available
e | e |

4.3 Set Up Alerts

When contacts send you messages in the Contact Manager you have the option to be notified that
you have a new message by email or by text. The text message informs you of the message. The
email informs you of the message and provides a link to log in to the Contact Manager so you can
respond quickly. To set up your alerts, follow these steps:

1. Select the Admin tab and the My Account category.

2. Click Alerts from the menu on the left-hand side.

3. Click Add.

Hello help Winans! retum to Greenhouse

o 9 Inbox v " istings ¥ Search Listings  Digital ing ¥ s EvelpT  Add-on Optioms
% Admin
My Accownt Email Website

Settings Gel Notifi

¢ SYER6M 1 knaw that 3 CORECE is trying o resch you. The system will Rotify you £34h Eime 3 New SONEMT SIONS LD SN YOUr S8 5 30 GXHENG CONEME SEnds v 3 MESEIGE. YOU £3A 600 LD Tar test message

Email Addrass | Call Phone Dalate
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1. Enter your cell phone number, choose your carrier AND/OR enter your email address
Add Alert

Text Message Alerts

Select one R

- Cell phone number: Cell phone carrier: '

Enter yvour 10-digit cell phane number with no
spaces or dashes (ex: 3585550123)

AND/OR
Email alerts

- Email address: )
Use any email address that you check “ N

regularly

and click Add.

| My Account | Email Website Site Activity Website Analytics o Performance Evaluator Leads (NEW)

Settings Get Notified when Contacts Contact You

General Info With alerts, you don't need to be logged in to the system to know that a contact is trying to reach you. The system will notify you each time a new contact

_ signs up on your site or an existing contact sends you a message. You can sign up for text message alerts, email alerts, or both.
Listing Office Admin Type ~ Email Address / Cell Phone Delete

Email amy@amychorew.com [x]

4.4 Edit Your Email

To set up your Email account, follow these steps:

1. Click on the Admin tab and then select Email.
Email Signature - Your email signature has been created for you with your information. This
signature will appear when you send emails out from the system. Please check it and make sure it is
accurate.

2. To edit or personalize your signature, select Email Signature from the left hand side.

3. Edit the information in the textbox.

4. When you are finished, click Save.

Heflo help Winans! return 1o Greenhouse
BHGRE Contact Manager

- -
market leader

istings *  Smarch Listings  Digital Harketing v | Admin « | (G Help *  Add-om Options

% Admin

My Account Email Website || Site Activity | Website Analytics % | Perfor s (NEW)
rm.u Signature Edit Your Signature that is Added to Every Email
Message lemplates wihen you send an emal message Lo a contact, the system ad| B e end. Messages automaticaly generated by the system also indude this email sgnature, You tan change YOUr Name or contact information, but kees in mind that 2
cant. thes infarmation on aach eemail thay recan from y

Welcome Email
Palp Wnans

Deter Homes and Gardens Real Katite
Sellor's Markel Report D Winans £ Assoaales.

IMAF Credentials

Listing Alert Campaign
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4.5 Message Templates

Message templates are commonly sent emails that you can create to automatically populate an email.

Review and edit existing templates - create your own! Add template emails to send out on a regular
basis.

Btifltgr

A\ Hello ELTZABETH RIDGEWAY!
@ HOIMES BHGRE Contact Manager

REAL ESTATE

return to Greenhouse

Dashboard  Inbox ¥ | Contacts ¥

% Admin

HVAc:nunt‘ Email

Listings ¥

iy -
market leader.
Add-on Options

Digital Marketing v | Admins | (E) Helpv

Site Activity

Email Signatura

Message Templates

Seller's Market Report

IMAP Credentials

Home Infarmation You Requested
Address of Homes for Sale
Why Listing Alerts are So Important

Create and Edit Message Text to Use Often

Messaga tamplates contain taxt that you vill send to contacts over and over again. You can use systam tamplates as is or you can edit tham to suit your naeds. You can also craate your own custom tamplates

Contact Already Has Agent
Why Get Pre-Approved

The graphic below is an example of a template.

My Account Email Site Activity

Email Signature

Message Templates

Seller's Market Report
iMAP Credentols Home nformaion You Foauesizd

Template: Home Information You Requested

Create and Edit Message Text to Use Often

Message templates contain text that you will send to contacts over and over again. You can use system templates as is or you can edit them to suit your needs. You can also create
your own custom templates.

Subject: Property Details

Message:

Here is the link to the home you inguired about. Please take a look and feel
free to contact me for further information on this home and any other home you
see on the market.

[PASTE LINK HERE]

Review all the templates to make sure the content works for your business and edit them appropriately
with the text editor provided.

Dathbosrd  Inbor ¥  Combacts ¥

Listings ¥  Dighsl Marketing ¥ | Admin &

o taw mazisge tamplate ssved
‘y Admin

(£l Heip ¥ Add-on Dptioes

R E— + Eomail Sitm Activity
En Configure Seller's Market Repert Content
Message Templates Tha et yon v Balew vl b n the Selle’s Market Rapart that you send to Co
Sabar's Market Ropart
B U ESEE Fme - Fehed - R
IMAR Cradamtials
" . ZE ek A-wr.

RS T T, AT AR SRSy 8 FomERR 57 R SELEA FLEET E AR SIS RS NN TESMR T SRR raman
it Ry it wry quetis e sy R o oy el fibe o mors deteilen snsiyis

Franem wzte 1
st ot

oTan apmenaat ek i waemaie 2 Do et mirkal cabn =f oo e, 400 cmmmes. WP foal oo b, §ian e 1oy 8w pemsae sosiales Based 2wy o mpemeris o

e
Sy vy g T b wady o i, e ety B

5 utas tm e bmmn. © st Tera et i3 mrking %y furtiar
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4.6 Add an Email account on your smart phone

To add an email account on your smart phone, click the Admin tab, select the Email category, the
select IMAP Credentials on the left side.

Hello ELIZABETH RIDGEWAY! return to Greenhouse

[1ES BHGRE Contact Manager

e -~
market leader:
Dushboard  nbox ¥  Contacts ¥  Linkiogs v  Digital Marketing v | Admin & | G Help v Add-on Opitiems

o New message template saved &
% Admin

My Account Ermail Site Activity

Emai Sigmaturse

Message Templates

Instructions similar to the graphic below will be emailed to you. After setup your BetterAgents email

will be available on your smartphone as pictured here. For further instruction, contact client services.

From: Vision [agentcare @vision.marketleader. com] Sent: W
Jro: ® Charew, Amy

ca

Subject: Market Leader - IMAP Credentials

The following settings will help you set up your email client to automatically receive your Market Leader Webmail emails
inbox. This will enable you to stay more connected to your prospects and better handle vour business "on-the-go”!

Key Notes:

s Use IMAP (POP3 is currently not supported)
Once set up. this will forward all Webmail inbox emails straight to your inbox

+ In order to view emails from vour prospects, vou will need to click into the "Shown in CRM" folder

« If yourespond to your prospects from your email client. vou will still need to login to your Market Leader system
"File" your emails from prospects (Business Suite users: This is how your Broker knows wou handled the email)

Please use the server details below to complete vour webmail forwarding set-up:

+ Us : AmvChorew(@betteragents.com
+ Password: AmyChorew622837 =i Verizon <
+ Incoming mail server: imap mymarketleader.com
+ Incoming Port: 993
¢+ UseSSL: Yes
Qutgoing mail server: smtp.mymarketleader.com
Qutgoing Port: 465

+ UseSSL: Yes r-‘l' Gmail @ >

Thank vou.

The Market Leader Team E Betteragents >

T Exchange (29 I

Accounts
™M Gmail >
i@ Betteragents >

' Exchange e >
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4.7 Contacts

To see all your contacts please click on Contacts, All contacts.

There are different ways to search for a contact; they are impacted by the way you enter the contact
so consider using the CRM status types which are preset. The Groups are sub-types that you can
create yourself.

Hello ELIZABETH RIDGEWAY! return to Greenhouse

5 BHGRE Contact Manager,

e ~
market leader.
Dashboard Inbox v | Contacts & | Listings v Digital Marketing ¥ Admin ¥ @ Help v Add-on Options

; Contacts

Name: CRM Status: | New ¢ Type: | Select options ¢ Groups: Select options ¢ m Clear

» Advanced Search

Contacts (2)

Contact Phone Type Source Created ~ Time Frame CRM Status LeadRouter Status Actions
Contacts (534)
Contact Avg Price View Save Loocking In Phone Type Source Created Activity = Time Status Actions
Frame
o 454,686 32 0 KATY Buyer 3/€ Jus Actve[=]
10:39 AM
) v $191,644 70 18 RICHMOND . Buyer Other Ad 3/8/12 3/6/13 Just Looking | Actve[w]
& Campaigns 13 6 AM —
7 s 94 Buy Just Looking [ Active]w]
9:08 PM —
230,689 18 o KATY 4" 2-861-6384  Buyer 1/23/13 3/5/13 1-3 Months actve[w]
7 $606,969 86 2 KATY A 42232207887 Buy Just Looking | Actwe[w]
¥ RS $186,258 161 0 KATY Buyer 6/10/12 34/13 Just Looking " Actva[w]
J oe Davis $115,9 & A Buyer Other Ad 3/16/12 34/13 Just Looking | Actve[=]
. ampaign -
) Elizabeth Ga $220,054 31 5 ATY Buye Google 1/19/11 3413 Just Looking Actve|w]

4.8 Organize Your Contacts into Groups.

Within the Contact Manager, you have the ability to organize your contacts into Groups. This feature
enables you to easily send digital marketing pieces and campaigns to your contacts. Create as many
Groups as you need in order to organize your contacts. To set up your Groups:

1. Select Manage Groups from the Contacts tab.

ey Hello help Winans! return to Greenhossn
) i I‘-’h“-‘ BHGRE Contact Manager
— -~
Ttavid i rriarket leader.
Dashboard  Inbox ¥ | Contacts s | Listings ¥ Search Listings  Degital Marketing ¥ | Admin s (] Help ¥ Add-on Opticns
¢ simin
My Account | Emsall Porlormance Dvalustor  Laads {MIW)

Mosage Tomplates e 1t to the end. Messages automaticaly generated by the system als

clude this emal SignakLre. You Can Change YOUr Name O CoNEaCt Information, but keep in mind that al
Wislcome Fmsil

Listing Alert Campaign
Seller's Market Report
IMAP Credentials

Better Homes and Gardens Real Estate Page 15 of 23



2. Add agroup name and click Save

return to Greenhouse

]g%-t[tguirﬂgé BHGRE Contact Manager,

REAL ESTATE

[T [
market leader.

Dashboards v Inbox v | Contacts v | Listings v  Digital Marketing v Admin v (@ Help v | Add-on Options

& Contacts

[ Create New Groups: ] ]

Group Name « # Contacts Actions

Agents
Current Clients
Farnily
Friends

Past Cliznts

ol oiliieE o iz o

S01

000000

4.9 Import Your Contacts

Contacts will come into your CRM from your LeadRouter account and your BHGRE website, but you
can also import contacts that you now have. You can import 5,000 names per file and multiple files
per day. Note: For more detailed instructions on importing contacts, make sure to visit the
Greenhouse Tip Sheets section located on the Home page of the Greenhouse.

1. Select Import/Export from the Contacts tab
The Contact Manager requires the use of a specific template for importing your contacts. Before you
can upload any contacts, you MUST download the template.

If you are going to import an excel spreadsheet you must use the template provided.

1. Click on the link and download the file.

Dashboard Inbox v | Contacts s | Ustingsv  Oigital Marketingv Adminv @) Melp v Add-on Optsons

X contacts

Import Conta

1. Assign a group to imported contacts Selact Group

4. Select a CSV file to upload

tmported

When creating your spreadsheet for uploading, you are only required to input First Name, Last

Name, and Email Address 1 or Street address.
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1. DO NOT add, move or delete any of columns or your information will not upload properly.
Make sure you have at least five rows completed. You can copy and paste your own
content into the template.

2. Save the spreadsheet in a CSV format.

3. Return to the Import Contacts tab of the Contact Manager.

4. To import the excel file, select the group, make it active, and choose the type of contact

Dashboards » Inbox v Contacts

& Contacts

Marketing ¥ | Admin v | (@ Help v | Add-on Dptions

| Import Contacts Export Contacts Export Messages

You can import contacts listed in a CSV {comma separated values) file,

et list can not exceed 5000 raws, The file size must be less than L0MBE, The file upload process could take several minutes
is uploading. Wwhen complete the page will refresh with a message indicating the upload has completed.

depending on your file size, Please do not navigate away while the fi

1. Assign a group to imported contacts Select Group %
2. Set contact status A:h_vs Cf. Aogents
Current Clients
3. Set contact type Family
Friends
4. Ge Buyer ~ b o Inactive Past Clients
Hot S0
Seller Sold -
BuyerrSeller Trash
Tl Agert itain data in the following order {fields in bold are requiredfl Title, First Name, Middle Mame, Last Name, Suffix, NickMame, Gender, Company, Job Title, Secondary Firsthlame,
=| Renter ame, Secondary Suffix, Secondary MickMame, Secondary Helationship, Secondary Gender, Family Members, Birthday, Anniversary, Referral Info, Home Fhone, Work Phone, Cell
Plinvestor dress 1, City 1, State 1, Zip 1, Country 1, Status 1, Beds §, Baths 1, Price 1, SqFt 1, Acres 1, Title 2, Address 2, City 2, State 2, Zip 2, Country 2, Status 2, Beds 2, Baths 2,
Pl vendor wores 2, Title 3, Address 3, City 3, State 3, Zip 3, Country J Status 3, Beds 3, Baths 3, Price 3, SgFt 3, Acres 3, Email Address 1, Email Address 2, Email Address 3, Notes,
P Other
Mote: First Name, Last Name, and Email Address OR Physical & ss are required. For example, if you have & contact without an Email Address to import, a Physical Address must be

not be imported.
A template of this format can be downloaded here: Custom Import Template

Please review your file for contact information accuracy before importing.

Select File to Upload: |Choose File | Mo file chosen

Imported Jobs

This is the list of your contact import jobs within the last 30 days, vou will need to refresh the page to see if the status has changed.

Status Job Start Date ~ Job End Date Agent Imported Failed Actions

5. Click browse and find the excel spreadsheet that you had downloaded and populated. Save as

a Comma Delimited file in the save as type.
[[x] Save As ———— ——— eaaaaaa—— |

*| » Libraries » Documents »

Organize v New folder - @
> icroso ice Excel I i A =
= i ft Office Excel Documents libra A bys Folder~ . .
&3 My SharePoint Sites EJ Includes: 2 locations =
Name Date modified =
»{ Favorites =
My Music 7/14/2009 12:53 AM —

My Pictures 7/14/2009

3 AM

Hl Desktop

- Libraries My Videos 7/14/2009 12:53 AM
<] Documents @' My Music 3/13/2012 9:13 AM
| Documents & My Pictures 3/13/2012 9:13 AM
D =My Videos 3/13/20129:13 AM 7
| Documents - - =
Rame: Importto CRM \ -
ve as type: [CSV (Comma delimited) (*.csv) )‘* = l

horew Ay jags Add a tag

= Hide Folders Tools — [ Save ] [ Cancel ]
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7. The importing process takes about 5 minutes. Once the contacts are imported, the job

appears in the Imported Jobs section.

Imported Jobs

This is the list of vour contact impart jobs within the last 30 days. You will need to refresh the page to see if the status has changed.

Status Job Start Date - Job End Date Agent Imported Failed Actions

' Complete 4/23/13 8:10 AM 42313 8116 AM Kevin Levent 10

8. Continue uploading contacts for each Group you created.

If you want to import contacts from Top Producer 8i or Outlook 2007, please visit the Home page and

download a Tip Sheet or call Client Services.
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5 Education and Training

The Education and Training page is where you will find all of the training classes, recorded training ,
training materials and videos. This page houses a lot of what is on the Skills page of the existing

Greenhouse.

Home Broker Tools b Marketing Shopping Education and Training ’ m

Greenhouse > Home

Below is the Learning Management System Home page. .

Better =R , "o
nﬂﬁmﬁ HEERY RAERETTITIT i i b=
REAL ESTATE N TR =
| Home Learning Resource Library Reports ILT Content A,d:in My Team

Welcome, {FIRSTNAME}, to your personalized BHGRE training center.

h\\
My' Transcript l ¥
£

Click HERE to view your transcnpt.

Training Calendar l

Click HERE to view the events calendar \\\ \
DIY -Do It Yourself -Self Paced Training

L—o Suggested Training l ¥ 2 v
L — . - Lorem ipsum dolor sit amet, consectetur

_— adipisicing elit, sed do eiusmod tempor incididunt
Suggested Training Item BHGRE Products and Tool Learning ut labore et dolore magna aliqua. Ut enim ad

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do minim veniam, quis nostrud exercitation ullamco
elusmod tempor incididunt ut labore et delore magna aliqua. Ut enim laboris nisi ut aliquip ex ea commodo consequat.
ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut

aliquip ex ea commodo consequat. -

Suggested Training Item

Suggested Training Item

5.1 LMS Training Class Calendar

Here you will find and register for all of the BHGRE training classes. You will find this calendar on the
Education and Training page of the New Greenhouse. You are able to click the name of the class to
register and add the classes to your transcript.
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5.2 How to Register for a Class

T

mes | l * RN T B R ETT "

LA TR s

el

BT 13 1413

3 March, 2013 L

ABtrents © iy Erents

Register for a class on
the LMS Training
Calendar. To rregister

for a class:

CELRY] - B
T

vty B Govarocness  Batin

gt o Prasps
[T

Toddwe March 26, 3001 Ll LR

it

Campted Saaninn - brepechipreny

@ A Subject|s] fibers

Dosptay Optamn
Cprr—
Sevnion Contact n n 2 1 “

1% "
e e Yo WHORE Fros T T——
Mord sy
” " » T £l 7 £
L e p— Bt Mt o | SO et 2013 Ao
by (T e
P Your ke
200 T - A

1. Locate the
class you would
like to attend

2. Hover over the
class to view the
additional details

about the class.

3. If you would like to register for the class, click the title. This will open details page.

Heme Learning
L i

Reanuree Lisrary

ﬁ . i li l] \ .l h\hi\\“h .IlIII'I.Ill.ml\ Wi

L AL PRETL R TR

Events Calendar

March, 2013

5w Mo Tu We Th Fr Ea
24 28 26 27 W 1 3
2 4 5 6 7 B 9
10 11 12 13 14 13 16

17 1'|m 21 22 22
24 33 26 27 20 32 30
3 L2 3436
Taday: March 20, 2003
Titers

Title

Sassion [0

5] comeletes Sexsions
@ Acdd Subjectis) ders

Disglay Optisns o
¥ Al Sessuns

7] Seasion Comtact

] Session nstructer

<] March, 2013 [>

Navigatng the Gresnbscs

200 Pl ST - usa

Day Weak m Agenda

d AN Events O My Events

\Whsh i Expact Uihen Srnupes
Elagoruest usa

3

Judy LaDeur Talent Attraction |_ 1

2)2:20 PM EST - USA

Judy LaDeur Talent Attraction Program 4/3-4/3
Judy LaDeur Talent Attraction -Session Three - Set Up the
Interview for Success and Ask the Right Questions

2:30 PM - 3:30 PM EST

usa

This live seven-part webinar series is for BHGRE company owners,
brokers, managers, recruiters, directors of career development, leaders,
and others in the network responsible for talent attraction and agent
training/productivity/retention. The series is being conducted by Judy
LaDeur.

Greenhouse Training New User Guide - for merge.doc
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4. From the details page you can REQUEST (same as REGISTER) the class. It is now added to
your transcript.

ﬂ Judy LaDeur Talent Attraction Program

Judy LaDeur Talent Attraction Program - Session Details

Session | Betier Homes and Gardens Real Estate Webex Traning Center | 1 Hours.0 M
T ks s st tar s o HORE corpemy ks braars, mmmaguc, crden,cencon o carsr vabpanl adac,
and cthers i the network responsible for The sees is being
adeur
sion Details
Locator Number: 89414
an Session 10: Judy LaDeur -Session Three 414 2:30 Pl EST
- Subjects: Skl Development
Price: $.00 *
Training Contact: Alison Lewis Allison.Lewis@bhgrealestate.com
Registration Deadiine Seats Availsbie
432013 240 P EST 308
[
- 2 £ Tl E o Thr
i Wednesday 4132013 230 Pl - 3.30 P EST
Location: USA I
Subject: Skl Development
instructors: ! m

=== = == .

Once you are registered, your transcript page will open and you will see the class that you are ready

to attend. You have two options for this class. You can click withdraw if you are unable to attend, or

you can click Launch to attend the class.

) L
83!1.&.8& | J # 'l ‘| l | ll \ 5 LTI AN
TEAL EsTATE | |14 “]]llllllll VLTI i

Transcript: Karen Callahan
Vi the transriph o manage ol active iraining,

Yeu harew completied 12 Boues (eaat: $39.00) of apgregabe traising for tha fiscal year anding 123172012

Transcripl
Compieded | Archived

L=
® A External Training =
* A8 Traning ki Wof10 w
Title T Type Due Date Status. Detoss
T r ; o Sassion Mens Rikgistie .
0 s\ Judy LaDeur Talent Attraction Program (Starts 4/3/2013 2:30.00 PM) Withdraw | Launch
— Ondine Class Moo I Progee|
E — Proge
B/ e features for PowesPont, Pablisher, aad Access in Ofice 2010 (rine Class Hons b Progress Lagach
B siRo [Short Saks Foreclosure Resource] final Exam Delne Class Neng Regtited Listch

You will get an email to let you know you have been successfully registered for the class. There may
be a delay from the time you register to when you receive the email.
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5.3 How to Attend a Class

Starting on the Education and Training page, click the My Transcript link.

B Homes l \ H “ l.l ! h h \h““l li'llllll'l.ll'm mmum

v PRSI L RO n'.u'nmm

RE»\L ESTATE

Home Learning Resource Library

ke -

Welcome, Karen, to your personalized BHGRE training center.

Click HERE fo view your transcript.

Training Calendar \

Click HERE fo view the evenls calendar,

DIY -De It Yourself -Self Paced Training

The DIY Do 1t Yoursel section is whers you
find the s&if paced and recorded training.

Lo Suggested Training

BHGRE Products and Tool Learning Erowse through the available training and
. Find training on all of the preducts and tools that are in the click LAUNCH to view the DIY training
No suggested training BHGRE Greenhouse. Click the SEARCH to register for this classes.
training.

At the time of the class, go to back into your transcript page. You will see the class that you are ready
to attend. You have two options for this class. You can click withdraw if you are unable to attend, or
you can click Launch to attend the class.

NOTE: you can’t launch the class more than 1 hour before the scheduled time of the class. Example:
if the class is at 12:00, you can't get in any earlier than 11:00.

4 -i-“i o

?lnes l ] # ll H ‘ | ll 5 \ “n““]lh ll'ml'llll'.mumm o Saarch

M“m |11 “““lllh VLUV D - Wt 3o [

Elli

Home Learsing Liseary
"

Transcript: Karen Callahan
Use the transnpt to manage ol sctive traning,

Yo haree complesed 12 bours (esat: $39.00) of aggregate traising for tha fiscal pear anding 123012012

Actve | Compleed | Archived
@ Add External Training ]
Tithe Al Training =G J 1-200f10 » Hex
Title Tipe Due Date Status. Ogfioas
g e Sassion Moot Reisgiatis| .
»| Judy LaDeur Talent Attraction Program (Starts 4/3/2013 2:30:00 PM) Withdraw | Launch
— Onling Class Nong In Frogre|
I/ iew features for PoweePoit, Publisber, and Access i Office 2010 Oeling Class L I Proress f——
! SFRD [Short Sake Foreciosune Resource] Final Exam Onling Class HNeeg Registeted Lamch
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