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1 Using Quick Action Commands 
When working in Top Producer 7i, it is important to have the most frequently used actions or 
commands at your finger tips. So when we designed the application we created what is called “Quick 
Action Commands”.  
 
This allows you the ability to access the most frequently used features when working in Top Producer 
7i, and since they are context sensitive, they will continually change to represent the feature you have 
open. 

1.1 Use the Commands Instead of the Menu’s 

Step 1:  From a blank Top Producer 7i screen, hover your mouse over Contacts , and then click on 
Address book . 
 
You should see a screen similar to the one below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Down the left hand side of the screen are Quick Action Commands  that allow you to access the 
most frequently used commands based on the feature that is open. 
 
For example, since we have the address book open and a customer highlighted, the typical 
commands you would have access from here are View or Edit Contact, Send email, Create flyer, 
etc… 
 
When using these Quick Action Commands, they will pull the customers data along with you as you 
step through the wizard. 
 
If you were to go to the main menu across the top of the screen, it is as if you are starting from a blank 
screen in Top Producer and you will then have to find the customer you are working with. 
 
Let’s create a flyer for this customer from this screen. 
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Step 1:  While you have a customer highlighted in the Address Book, click on Create flyer  from the 
quick action command. 
 
 
 
 
 
Step 2: Select the Category  
that contains the flyer you 
wish to create, and then 
click on the flyer template  
you wish to use. 
 
 
 
Step 3: Click on Next . 
 
 
 
 
As long as you use the Quick Action Commands, the data from the highlighted option will 
automatically merge into the feature that you are using. Notice how the customer’s data is already in 
the flyer for us to print. 
 

Step 4:  Click on Next  to finish creating the flyer. 
 
 
 
The Quick Action Commands are considered context sensitive. This means depending on what 
feature you have opened, the commands will change to reflect it. If you have listings open it will show 
one set of commands, if you have contacts open it will show a different set, etc… 
 
The trick is to use these commands to auto-populate data from one feature to another reducing 
unnecessary clicks and repetitive data entry. 
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2 Scrolling Within a Long List 
When using Top Producer 7i, there are several different ways to scroll through long lists of customers. 
Being able to get to the right client record in the shortest amount of time is important. 

2.1 Using Up and Down Arrows 

The main way to move up and down in a long list of customers is to use the Up and Down arrows on 
the right hand side of the screen.  
 
For this demonstration, we will bring up our entire list of customers by using the search menu. 
 
Step 1:  From a blank Top Producer 7i screen, hover your mouse over Search , and then click on 
Search for Contacts . 
 
Step 2:  Click on Display All  on the bottom of your screen. You should see a screen similar to the one 
below depending on how many customers you have in your database. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
On the right hand side of the screen, there are several arrows that can be used to move lists up and 
down. 
 
 
      To move the list one name at a time, use the Single Arrow . 
 
      To move the list one page at a time, use the Double Arrow . 
 
      To move to the last name on bottom of the list, click on the Arrow with the Line . 
 
 
 
 
For a faster way of scrolling through a list, when you click on an arrow, try holding the button down and 
the list will continue scrolling for you. 
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2.2 Scrolling Using a Wheel on a Mouse 

 
 
 
 
 

If you use an external mouse that has a wheel on it, you can take advantage 
of scrolling within lists by using the mouse wheel to make it easier. 

 
 
 
 
 
 
 
From the same list that is displayed in section 2.1, click on one customers name to highlight it. This will 
crate “focus” on the list in the window. 
 

 
 
Once you have created “focus” for the display list, you can now easily roll your wheel up and down to 
move the list in the same direction. 
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3 Accessing Multiple Windows 
When using an online application like Top Producer, it is very important to be able to view several 
pieces of information at the same time. To be able to do this, we have created toolbar icons that allow 
you this flexibility.  
 
Once you learn how to use them, you will have the ability to do such things as open up your schedule 
or contact list while you are in the middle of writing a letter with out the risk of loosing data, as well as 
many other tasks. 
 
Now you can toggle back and forth between features, and you can even have up to 5 windows open at 
a time. 
 

3.1 Using Toolbar Icons 

To describe a common scenario, let’s assume that you are in the process of writing a long letter, and 
you receive a call from a client wishing to meet with you. Rather than having to save your letter, close 
out of it, and open your schedule, try the steps below in the future.  
 
 
Step 1: From a blank Top Producer 7i screen, hover over Mail  then move down to Create new 
template , and click on Letter . 
 
Once you begin writing your letter, you will see a screen similar to the one below. (If you have a blank 
letter screen, you can still continue on with the following steps.) 
 

 
Step 2:  Click on the Scheduler  icon in the top right hand corner to bring up your schedule.  
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Once you open up an additional window using the toolbar icons, you will have tabs at the bottom of 
the screen that allow you to toggle back and forth between the features. 
 
Step 3: Click on the Main page  tab at the bottom to return to the letter that you had been writing. 
Notice how the letter is exactly as you left it and you can continue to toggle back and forth between 
the features. 
 
Step 4: Click on an additional icon at the top of the screen to see a third window open and it will 
introduce a third tab at the bottom. 
 
There are two additional icons on the toolbar that you can access.  

• Quick contact list  – this will allow you to see all your contacts 
• Quick contact entry  – this will allow you to quickly enter a customer into your 

database 
 
You will have the ability to open up 5 widows on top of each other. Each icon you click on will create a 
new tab at the bottom. 

 
 
Step 5:  When using multiple windows in Top Producer 7i, if you click on the function command on the 
active tab, it will only affect the feature that is forefront. For example the Cancel  was clicked on in the 
screen shot above; it will only close out the last tab. 
 
All features will remain open until you activate that tab and close down that feature. 
 
 
During all this time, the letter you began creating is left in tact 100% for you to return and finish it. 
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4 Using Mass Update to Clean Up Data 
At times the data inside your database can become cluttered with outdate information and you may 
find a need to clean it up. 
 
Using a feature like Mass Update can not only remove old contact types from a large number or 
records in one step, but it can also be used to apply action plans, schedule a follow up call, or event 
enter the same note in multiple contact records in one process. 
 

4.1 Removing Contact Type from Multiple Records 

Let’s assume that you have a large number of customers in your database that have been given a 
contact type that is no longer valid. In the next few steps, we will remove a contact type from multiple 
customers in a couple of easy steps. 
 
 
Step 1: From a blank Top Producer 7i screen, hover over Contacts  then move down and click on 
Mass update . 
 
The screen displayed will be similar to the one below, and will be used to search for the contacts in 
your database you wish to modify. 
 

 
Step 2:  In the first column of information on the left hand side of the screen, select the Search 
category  of Contact information. 
 
Step 3:  In the Search criteria section, click on Contact Type  to display the list of contact types that 
are available from your database. (Your list will probably be different than the one displayed above) 
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Step 4: Select the contact type that will be part of your search, and click the arrow pointing to the 
right  to add it to your search criteria. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5:  Click on Start Search to bring up the list of customers who have that contact type in their 
record. 
 
Step 6: Click on Select All  in the top left hand corner to highlight all the customers in your list and 
then click on Next . 
 
 
When highlighting multiple items in a pick list, it is possible to use standard windows functions to 
select multiple customers. The highlight customers from point A to point B, click on the first one, hold 
down your SHIFT key and click on the last one. To highlight individual ones, hold down your CTRL key 
and click on the ones you want. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 7:  Click on the Description tab at the top of the screen. This is the section we will use to remove 
an old contact type. 
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Step 8:  Enter the Contact type that we will be removing from the database.  
 

 
 

In the Mass update area, the three remove and replace rules work as follows: 
 
o If a value is entered in both the Remove and Replace with fields, mass update will find the value in 

the Remove field and replace it with the value in the Replace with field. 
 

o If a value is entered in a Remove field but no value in the Replace with field, mass update will find 
the entered value and remove it. 

 
o If a value is entered in the Replace with field, but no value is entered in the Remove field, mass 

update will attempt to add the value entered in the Replace with field without overwriting existing 
data in the field, depending on the field being updated. 

 
 
 
Step 9: Click on Start  at the bottom of the screen.  
 
You will be prompted with a confirmation screen to ensure that you really want to do this and if so click 
on Yes to begin the mass update. 
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5 Viewing Partners, Teams, and Assistant’s Schedule  
When working with assistants, or in a partnership or team environment, it is critical to be able to view 
other member’s schedules when booking appointments to ensure that you do not over book 
appointments. 

5.1 Group Scheduling an Appointment 

In an office environment it is quite common to have to book a meeting that several members are 
required to attend. In the next steps we will walk through creating meeting request for multiple 
members of your team. 
 
Note: For you to be able to view another associate’s schedule, they must be part of your team. You 
will not be able to view an agent’s schedule that has their own stand alone copy of Top Producer 7i. 
 
Step 1: From a blank Top Producer 7i screen, hover over Schedule  then move down and click on My 
Schedule . You will see a screen similar to the one below. 
 

 
Step 2: Click on Schedule an activity  on the top left hand corner. Alternately you can double click  in 
the time spot where you want to book a meeting. 
 
Step 3: Select the type of activity you wish to create and click Next  on the bottom of the screen.  
(We will use Appointment for this session) 
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Step 4: Click on the radio button Group activity attendees . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5:  Click on the hyperlink to bring up the “Busy Idle Map” of your team members. 
 
 
 

Step 6:  Click on the Add  hyperlink to bring up the dialog box in which associates schedule you have 
access to. Select the associates you wish to check their availability, and click on OK. 
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Step 7:  Check the associates schedule on the day and time you plan on booking your meeting (I.e. 
2:00 PM – 2:30 PM November 28th) and click OK at the bottom of the screen. 
 
 
Step 8:  When you return to the appointment screen, fill out the pertinent details of the meeting and 
click Finish . 
 
 
Note: When the other associates who are scheduled for this meeting check their schedule, they will 
see a new meeting. When they view it they will have the option to Accept, Decline, or specify 
Tentative. (As shown below) 

 
 
 
At any time you can open up the appointment 
and view who accepted declines, etc… 
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6 Marketing Activities Done Using a Rolodex 
When you have a long list of activities that need to be taken care of, it is a time saver for you to be 
able to bring them all up to your screen in a Rolodex fashion, instead of having to bring each item up 
one at a time. 
 
This will help you save time and unnecessary clicks if you learn to perfect using the system this way. 
 

6.1 Completing Multiple Activities the Easy Way 

In an agent’s busy day, being able to follow up with clients is an essential part of building business. 
Let’s assume that you have multiple calls to make today. In the next few steps you will learn how to 
bring them up to the screen and complete them in a rotation fashion instead of one at a time. 
 
Step 1: From a blank Top Producer 7i screen, hover over Schedule , scroll down to Today’s 
business , and then move over to Summary  and click on it. You will see a screen similar to the one 
below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Click on the Calls  hyperlink to bring up your list of calls on your screen. (This is assuming that 
you have multiple calls scheduled on your list) 
 
 
Step 3: Click on Select all  in the top left hand corner, and then click on View or edit . This will place 
all calls in a rolodex to allow you to scroll through them. 
 
 
Note: Do not click on View or edit contact  or it will bring you to the contact records not the task. 
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Step 4: As you are calling the customer, click on Notes  and type while you are talking. This will 
ensure that your conversation is documented in the customer’s record once you are finished. 
 
When you have finished adding notes, click on OK to return to the call task screen above. 
 
 
Step 5:  Once you have completed the call, click on Mark Done  and it will complete this task, but 
instead of closing and returning to the main screen, it will move on to the next call you need to make 
from your list. 
 
Once all calls are completed and marked done, you will be returned to a blank call list for todays calls. 
At that time, you can close out of the screen or even perform a search for future calls if you have 
remaining time on your hands. 
 
 
When you are rolling through your calls, if you wish to skip one of the tasks, you can click on Next 
down in the bottom right hand corner to go to the next task without marking it done or closing the 
group. 
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7 Create a CMA Page from a PDF Document 
Being able to differentiate yourself from your competitors is critical in the success of your business. 
That is why we designed the ability to not only create CMA’s, Buyer Presentations, and Community 
and School Reports in Top Producer 7i, but also give you the flexibility to customize your marketing 
efforts to match your style. 
 

7.1 Add a New Page to a CMA Template 

Within Top Producer 7i there are a variety of CMA templates that you can use. These range from 
Comparables 1 per page, 2 per page, etc… however there may come a time when you wish to create 
your own page to be included in presentation you use. 
 
Below are the steps that will show you how to create your own CMA page from data that can be pulled 
from a PDF (portable document format) file. 
 
 
Step 1: From a blank Top Producer 7i screen, hover over Presentations , and then click on 
Presentation  library . You will see a screen similar to the one below. 
 
 
 

Before you can create your own CMA pages in Top Producer 7i, you will first need to create a 
Personal Category  to store your created or edited pages in. 
 
Step 2:  Click on Add  at the top of the screen to create your own category. 
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Step 3:  Type in the name for your personal category and click on OK. 
 
 
When creating items in a pick list, most windows applications sort these lists alphabetically. If you 
would like to have the new item you create show up on the top of the list, you can use characters such 
as an asterisk (*) an exclamation mark (!) or even numbers. Try it out sometime and you will find 
easier access to some of your  
 
 
 
Step 4:  Now that you 
have created your own 
category, it should be 
displayed on the screen 
similar to this. Click on 
Create new  to begin 
creating your new 
template. 
 
 
 
 
 
 
Step 5: Specify the type of 
template you wish to create. For 
this example we are going to use 
CMA. 
 
 
 
 
 
 
Step 6: Type in a name for the 
template and click OK. 
 
 
 
 
We are now ready to begin creating pages in this template. You may also copy pages from existing 
templates as well to build your own personalized CMA template to be used in the future. 
 
 
Step 7: When displayed with the next screen, click on Create new  to begin creating your first page. 
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This next section will be focused on capturing data from a PDF to be added to your page. This will 
require working outside of Top Producer 7i, and will also require you to have access to a PDF file to 
finish the steps. 
 
Once you familiarize yourself with this procedure, you can begin to create pages from just about any 
windows based format even Web Pages. 
 
Step 8:  Open up your PDF document so you can view it on your screen. (For this example I will use a 
School report I created with Top Producer 7i and saved it as a PDF) 
 
 
 
When you are viewing 
your document on your 
screen, it should look 
similar to the one you see 
here. This has been 
opened up on Adobe 
Reader which is a free 
program that can be 
downloaded from the 
internet. 
 
 
Step 9: Click on the 
Snapshot Tool  that will 
allow us to copy the 
graphic. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 10: Your mouse pointer will turn into a cross hair to allow you to select your area. Start in the top 
left hand corner of the section you want to capture, and click and hold your mouse button down. Drag 
your mouse to the bottom right hand corner and when you have selected the entire picture, release 
your mouse button. You have now captured your picture to the computers memory. 
 
 
If you are prompted with a screen advising you that the information has been captured to the 
“clipboard” click ok to close the window. 
 
 
Step 11: Bring Top Producer 7i back up on your screen so you are displayed with a screen similar to 
the one below. 
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Step 12:   Since the information you captured from the PDF is still in the computers memory, click on 
the Paste  icon on the top of the screen. 
 
 
If you would like to change the page view for you to see your graphic easier, click on the drop down 
box that states Page Width  and change it to 50%. This will allow you to view it better and make 
adjustments to the graphic. 
 
 
Step 13: Click on the handles that surround the graphic and drag them to the appropriate size or 
position you want. 
 
Step 14: Click on OK at the bottom of the screen to save your page. Name the new page, and click on 
OK one last time and the page will be available for use in the future. 


