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Before you use Top Producer 8i’s powerful features, there are several items to check to
ensure you meet the minimum requirements. If you meet the requirements, there are
some basic Internet browser settings to configure to help ensure you get the most out of
8i.

Before you can begin to use Top Producer 8i, there are several items to check to ensure
you meet the minimum requirements. If you need help please contact Technical Support.
Browsers: Microsoft Internet Explorer 7 or Mozilla Firefox 2.x
Operating System: Microsoft XP with Service Pack 2 or later, or Windows Server 2003
Service Pack 1 or later, or Windows Vista
Processor: Dual processor (recommended); Pentium 4, 2 GHz or higher CPU (minimum)
Memory: 1 GB of RAM (recommended); 512 MB RAM (minimum)
Internet Connection: High speed cable, DSL, or other high bandwidth connection.
512kbps (recommended); 256kbps (minimum)
Display: 1024 x 768 screen resolution with 24-bit color support

We recommend completing some basic Internet browser settings before using Top
Producer 8i. Once you go through these one-time setup steps, you’ll be able to configure
and log in to your 8i account faster. If you use Mozilla Firefox as your Internet browser,
skip to the next section, Browser Setup Recommendations for Mozilla Firefox.
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To add 8i to your trusted sites, follow the steps below.
1. Open Internet Explorer.
2. Go to Tools and then Internet Options.
3. The Internet Options window opens. On the Security tab, click the Trusted
sites icon and then click the Sites button.
4. The Trusted Sites window opens. In the Add this website to the zone: section,
type “www.topproducer8i.com” and click the Add button.
5. The 8i Web address now appears under the Websites section.
6. Click the Close button on the Trusted sites window.
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Configure IE to allow you to download files from the Internet, such as a spreadsheet of
exported 8i contacts.

1. From the Internet Options window, go to the Security tab and click the Trusted
Sites icon and then click the Custom level button.
2. From the Downloads heading, make sure the Automatic prompting for file
downloads is set to Enable.

3. Click the OK button to close the Security Settings window.
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To allow 8i to use pop-ups, follow the steps below.
1. From the Internet Options window, go to the Privacy tab and click the Settings
button.
2. The Pop-up Blocker Settings window opens.
3. Add “www.topproducer8i.com” to the Address of website to allow section and
click the Add button.
4. The 8i Web address now appears under the Allowed sites section.
5. Click the Close button.
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To open pop-ups on a new Internet browser tab, follow the steps below.
1. From the Internet Options window, go to the General tab. From the Tabs
section, click the Settings button.
2. The Tabbed Browsing Settings window opens. Confirm that the Enable Tabbed
Browsing check box is selected.
3. Select the Always switch to new tabs when they are created check box.
4. From the When a pop-up is encountered section, select the Always open popups in a new tab option button.
5. Click the OK button to close the Tabbed Browsing Settings window.
6. Click the OK button to close the Internet Options window.
-
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To add 8i to your Internet favorites, follow the steps below.
1. From your open Internet browser window, click the Add to Favorites
and select Add to Favorites.

icon

2. Click the Add button.
3. The 8i Web address can now be accessed by clicking the Favorites
choosing “Top Producer 8i – Login” from the list of favorites.
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Top Producer 8i uses pop-up windows in many parts of the application. If you use the
Google toolbar, you must configure it to allow 8i pop-ups.
1. Open Internet Explorer.
2. Go to your Favorites and open the Top Producer 8i Sign In page
3. Next to the Bookmarks button on your Google toolbar is a button named
[number] Blocked. Click the Blocked button.
4. The button changes to Popups OK.
/ 0
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Follow the steps below to allow the toolbar to open 8i pop-up windows.
1. Open Internet Explorer.
2. From the Yahoo toolbar, click the Pop-Up Blocker menu.
3. Select “Enable Pop-Up Blocker.”
4. Make sure the check mark is not selected.

Note: Firefox versions of the Google and Yahoo toolbar don’t include a pop-up
blocking feature.
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Set up your Firefox browser to open and run 8i faster by configuring the three settings
below.
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To allow 8i to use pop-ups, follow the steps below.
1. On the Firefox menu bar, select Tools and then click Options.
2. The Options window opens. Select the Content icon.
3. Ensure the Block pop-up windows check box is selected and click the
Exceptions button next to it.
4. The Allowed Sites – Popups window opens. Type
“http://www.topproducer8i.com” in the Address of web site field and click the
Allow button.
5. The 8i Web address now appears under the Site section, with a status of Allow.
6. Click the Close button.
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To open pop-ups on a new Internet browser tab, follow the steps below.
1. From the Options window click the Tabs icon.
2. From the New pages should be opened in section, select the a new tab option
button.
3. Select the When I open a link in a new tab, switch to it immediately check
box.
4. Click the OK button to close the Options window.
'

2

2

To add 8i to your Internet favorites, follow the steps below.
1. Open Firefox and type in the Web address: www.topproducer8i.com.
2. On the Firefox menu bar, select Bookmarks and choose Bookmark This Page.
3. The Add Bookmark window opens. Click the OK button.
4. The 8i Web address can now be accessed by clicking Bookmarks from the
toolbar and choosing “Top Producer 8i – Login” from the list of bookmarks.
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When you log in to Top Producer 8i (or 8i) for the first time, you’ll need to accept the
subscriber agreement and enter some basic user information.
1. From your Internet browser, enter www.topproducer8i.com. This takes you to the
Sign In page:

2. Login to 8i by entering your Username and Password and click the Sign In
button.
3. If your login is successful, Step 1 of the Subscriber Agreement window opens.
Once you’ve read through the agreement, click the first option button to accept
the terms and click the Next button.

4. Step 2 of the Subscriber Agreement window opens. Enter your Time Zone,
Birth Date, and Zip Code. You must also enter a Secret Question and Answer –
if you lose your password or want to reset it, you’ll need to provide this
information.

5. Click the Next button to complete the subscriber agreement setup.
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Once you’ve completed the subscriber agreement information, the Setup Wizard takes
you through 4 steps to define your identity, email accounts, MLS setup and assistants.
Follow the steps below to complete the set up of your 8i account.
The first step of the wizard is setting up your agent information. It’s important to enter as
much information about yourself and your company as you can – including your agent
photo and company logo, if you have them in digital format – so this information will
automatically appear in any marketing material you send.
1. Agent Information segment: Enter your designation, company Web site, agent

email, and contact method.

Note: The agent and company name are automatically filled in using information from
your account. The agent name can’t be changed.
The agent email is a required field and allows you to direct replies you receive from
emails you send to the specified email address.

2. Assign MLS Access to this User segment: Click the drop-down list and place a

check mark next to the MLS boards you’d like to use with Top Connector. Click
the Done button to add your selections to the MLS drop-down list.

3. Additional Top Producer Applications segment: If you purchased licenses for

other Top Producer applications, you can use them with 8i by clicking the check
box next to the application name.

4. Photos segment: You can add a photo of yourself or your company logo.

I. Click the Add Photo link. The Add Photo segment opens.

II. Click the Browse button.
III. The Choose file window opens. Find an image that you’ve saved on your
computer, click on the image to highlight it and then click the Open button.
The Photo for upload field shows the location of the selected image.
IV. From the Type drop-down list choose the photo type.
V. If you have multiple photos for one type, such as agent photos, you can
choose which one to display as the default by using the Yes or No option
buttons.
VI. Click the Add Photo button to add the image to your account.
VII. The photo displays under the Photos segment.
VIII. Click the Next button once you’ve finished entering your agent information.
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Before you can receive and create emails in Top Producer 8i, you need to set up your
email account(s). You can configure your “@topproducer.com” email account, POP3
email accounts, and activate your Top Producer Outlook Connector® account to manage
your emails via Microsoft Outlook. If you want to use a different email program, you can
choose not to use 8i’s email feature.

•

Configure Your “@topproducer.com” Account
I. Select the Top Producer Email (@topproducer.com & POP3) option
button to open the Email Settings form within the Email Account Setup
segment.
II. Type in your email username.
III. Click the Create email button.
Note: 8i will save the username if it’s available.

•

Configure Your POP3 Accounts
I. Select the Top Producer Email (@topproducer.com & POP3) option
button to open the Email Settings form within the Email Account Setup
segment.
II. Click the Add POP3 Account link. The Add POP3 Account form opens
within the Email Account Setup segment.

III. Type your Username and Password. If you don’t know the Mail Server,
contact your email service provider. Leave the field blank until you get this
information.
Note: Your email service provider will let you know if you need to enter a different Port
number.

IV. If you’d like to be able to access the emails from their original location after
you’ve downloaded them in 8i, click the Yes option button next to the
Leave Mail on Server option.
V. Click the Add Account button.
Disabling 8i’s Email Feature
Select the Do not use Top Producer for my email, use my 3rd party email
client option button. When you send an email, 8i opens your Internet browser’s
default email program.
Click the Next button once you’ve finished configuring your email account.
•
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Top Producer 8i uses Top Connector to retrieve information from the MLS. Follow the
steps below to set up a Top Connector connection to an MLS.
1. You should see the same MLS boards listed as the ones you selected in Step 1 of
the Setup Wizard.

2. Click the MLS you’d like to set up. This opens a form within the MLS
Connectivity Setup segment:

3. Type in your MLS User ID and Password. If you have multiple MLS boards,
decide which one will be your default. Use the drop-down list beside Default
Property Type to choose the default property type you want pre-selected when
you search by this MLS.
4. Click the Save MLS button. This will take you back to the list of MLS boards.
5. When you’ve finished configuring all connections to your MLS boards, click the
Next button.
*

If you have an assistant license you can add the person to your 8i account.
1. Click the Add Assistant link. A form opens for you to enter your assistant

information.

2. Enter the assistant’s name, login information, and contact information. If you

have a team account, you’ll see a field called Default Agent. Click the arrow to
select an agent from the list.

Note: Any field names that have an asterisk beside them are required and must be
filled in.

3. From the Assign Licenses and Feature Access segment, you can give your

assistant permissions to view your activities on your calendar, or to create email
messages on your behalf.

4. Once you’ve finished filling in your assistant information, click the Save

Assistant Info button. You should now see your assistant listed under the
Assistant Information segment.

5. Once you’ve finished entering your assistants, click the Done button to close the

Setup Wizard and take you to the Home page, or Dashboard.

Note: If you’ve been upgraded from a previous Top Producer version, such as 6i, a
fifth step of the Setup Wizard called Import Tools is available to you. Use the tools to
import existing contact information from your previous Top Producer application, or
other contact management applications such as ACT! or Outlook.

For detailed information on how to download and use the import tools, please contact
Technical Support at 1-800-830-6047, or visit TP Campus at www.tpcampus.com.
Tip: You can access the Setup Wizard at any time from 8i by going to the My
Account link. From the 8i Setup tab click the Run the 8i Setup Wizard link.
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Before we show you how to use the Dashboard, there’s one more tool that needs to be
installed. Top Producer 8i uses a built-in text editing tool when creating email messages
and templates. In order to use the tool you’ll need to download and install it on your
computer. Since its installation requires a browser restart, it'
s a good idea to get it done
first thing rather than waiting until you'
re in the middle of a task. This is a one-time set
up; once the editor is loaded, you won’t have to install it again.
1. From the Dashboard go to the Email main menu item and choose Mass Email.

2. A pop-up window opens asking you to download the tool. Click the Download

& Install button.

3. A File Download window opens. Click the Save button and choose your desktop

as the location to save the Top Producer Editor.exe. Click the Save button.

4. A Download complete window opens. Click the Run button.
Note: Depending on your security settings, a security warning window may open
asking you to run the Top Producer Editor.exe software. Click the Run button.

5. The Setup – Top Producer Editor window opens. Click the Next button.
Note: Make sure you’ve closed all your Internet browser windows before moving on
to Step 6.

6. From the Ready to Install window, click the Install button.
Note: If you didn’t close all Internet browser windows a message opens telling you to
close all windows and click Retry.

7. Before exiting the Setup Wizard, decide if you’d like to launch 8i, and specify

which Internet browser to use. Click the Finish button to complete the setup.

8. To check if the installation was successful, from the Dashboard go to the Email

main menu item and choose Mass Email.

9. You should see the Compose Mass Email area:

10. If the install was successful, you can delete the downloaded file from your

desktop.
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Top Producer 8i allows you to personalize your preferences for a number of features. 8i
sets default preferences that you can change to suit your business needs.
To access your preferences, click the Preferences link in the top right corner of 8i:

There are 7 tabs on the Preferences page. From each tab you can change your
preferences for various 8i features.
1. General tab: Use the 8i Preferences subtab to change the look of the Dashboard,
and the 3rd Party Setup subtab to set up your MLS connectivity (if you have a
Top Connector license) and other applications, such as Top Producer Websites.
Click the Add Data Service link to set up another application.
2. Calendar tab: Personalize the default view for the Calendar (i.e., Day, Week or
Month View), set start and end times for your work day, and choose your Time
Zone.
3. Contacts tab: Use the Contacts Setup subtab to enable duplicate contact
checking when you save new contacts, and download data import tools. The Lead
Provider Setup subtab allows you to configure 8i to receive leads from a number

of lead provider services. Click the Add Lead Provider link to set up a new
provider.
4. Listings tab: This tab is made up of 5 subtabs.
•

Listings Setup subtab: Decide when listings expire and when you receive
expiration reminders.

•

Listing and Closing Service Reports subtabs: Define service report
details, such as content, agent contact information, and report footer and
colors.

•

Customer Web Page Setup subtab: Set the information you’d like to
appear on your Customer Web Pages, such as photos and content.

•

Configure Websites subtab: You can convert your listing information
into XML to be used on other Web sites. This feature is only intended for
those with advanced XML/HTML skills, or if you work with a
webmaster/developer.

5. Marketing tab: This tab is made up of 3 subtabs.
•

Publishing Messages subtab: Compose a legal disclaimer and the
publishing message included in emails for presentations, flyers, and
service reports. You can also compose a signature that is automatically
included on your letters and emails.

•

Published Materials subtab: Decide how long you want your published
materials to remain active. Materials will be removed after the specified
time.

•

Envelope & Label Settings subtab: Set the default template to be used
for envelopes and labels.

6. Email tab: This tab is made up of 4 subtabs.
•

Email Setup subtab: Set up your email account to use the Top Producer
email feature, an external email program, or Top Producer Outlook
Connector to manage your emails via Microsoft Outlook.

•

Signature subtab: Define a signature that will be used for all your
outgoing email messages if you’re using 8i’s email feature.

•

Out of Office subtab: Automatically send an out of office reply to emails
you receive.

•

Unsubscribe subtab: View the unsubscribe text that appears on all
outgoing email.
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You’ve signed in to 8i to set up your account and installed the necessary tools to allow
you to use all of 8i’s features. Now, it’s time to start using the system!
Whenever you log in to 8i you’ll be taken to the Home page, or Dashboard. The
Dashboard gives you a snapshot of key items related to your business – activities,
listings, and closings. You can also search for all the contacts you’ve established, and
quickly create the most common types of records, all from one central location.

The Dashboard is divided into 8 main areas:
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1. Activities for Today Portlet
View a list of activities that need to be completed today.

6

Click the drop-down list in the top right-hand corner to view activities for
assistants or team members. By default, appointments appear at the top of the list.
Tip: Links allow you to open records in 8i. Any time you hover over text that becomes
underlined, 8i allows you to open that record by clicking on the link. For example, if
you hover over “Initial follow-up” in the image above, the text becomes underlined,
and all you have to do is click the link to open that record to view its full details.

2. Listings Portlet

View a list of your active listings to help you keep track of those that are close to
expiring. The Expiration reminder icon next to the listing’s expiration date
reminds you that it will soon expire.
3. Closings Portlet

View a list of your pending closings, sorted by closing date.
Tip: You can sort records for the activities, listings, and closings portlets by clicking on
the column name you’d like the records sorted by. For example, listings are sorted by
Address by default. If you’d like to sort them alphabetically by seller, simply click on
the Sellers column name.

4. Quick Add Portlets

Quickly add records or open other Top Producer programs from this area of the
Dashboard. These portlets will always be visible and available to you no matter
where you are in 8i. They’re a great way to maximize efficiency – you can add
and save records without interrupting what you’re doing in other areas of 8i.

Create 3 of the most common types of
records – contacts, leads, and to-do
activities. Click on the portlet name to
open a quick add form. Click the Add
button to save the information.

Open other Top
Producer programs
from here.

5. Calendar Portlet

Click on any date to display the full day’s schedule in the calendar. Use the
buttons to choose a different month.

and

6. Contacts Look-up Portlet

This portlet allows you to search for any contact, view a summary of contact
information, and open a contact record to view its full details.
To search for specific contact information:
1. Select what you want to search on
the drop-down list.

from

2. Type in the information you want to search
on above.
Click on a
letter to search
for contacts
alphabetically.

7. Main Menu Bar

3. Click the Go button.
4. Contacts matching the search criteria are
listed below.
Click the black arrow next to a contact to open
extra information below.
Click the View Contact link to open a
contact’s full details.

The main menu bar is a list of icons that organize access to key 8i features and
records in one central location. The names of the icons represent the type of
record or feature available to you. Clicking on an icon, such as the Contacts icon
for example, opens a list of submenu items that show what you can do from the
icon.
Main menu icon

Submenu items

The only icon that doesn’t have any submenu items is the Home icon. Click this
icon any time you want to return to the Dashboard.
Clicking on a main menu icon opens a landing page where you can view portlets
that give you a handy overview of your database. You can view statistics and
easily create detailed reports. This analytics tool is designed to help you
understand your business better so you can take more strategic action.
For example, clicking the Contacts main menu icon opens the Contacts landing
page. Contacts, leads and referrals are organized on separate portlets.

8. Information and Account Setup Links
This area of the Dashboard gives you access to online help and your Top
Producer 8i account preferences and setup information.
I. Help link: Opens online help.
Tip: If you need information about a particular 8i feature, click the

icon to take you
to its corresponding online help topic. For example, if you’re unsure what the
Favorites
icon on the Contacts Look-up portlet is for, click the question mark icon
to open online help information about the Dashboard and its features.

II. Preferences link: Opens the Preferences page where you can set up

different areas of 8i to better suit the way you do business. If you’re using
8i’s email feature, one very important item you should set up here is your
signature. To set this up, click the Email tab to open the Email Preferences
page. Click the Signature subtab and the Edit 8i Preferences link at the
bottom to open the form for editing.

Type in your signature and use the TP Editor toolbars to change the
formatting. By default the signature is used only for letters, but you can
click the Yes option button to include the signature on emails. Click the
Save Signature button to save your changes.
III. My Account link: View or change your 8i account information you set up

earlier using the Setup Wizard.

IV. Sign Out link: Click this link once you’ve finished using 8i for the day.
Tip: Because Top Producer 8i is a Web program, you can use all the features

available to you from your Internet browser, such as using the Back and Forward
buttons to view different pages, or take a screen capture of the browser window to
print out.
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The Dashboard enables you to view basic information for key types of records. Any time
you need to see the full details of a record – activity, contact, listing, closing, etc. – it
opens in its own form.
Top Producer 8i forms conveniently organize record details into manageable sections.
You can view, change, and save information for your selected record as well as for any
related records.
Regardless of what form you open, there are a number of common features that perform
the same function throughout 8i. This means any knowledge you gain in one area of 8i
can be applied throughout the program.
Below is a picture of a contact form. We’ll use this to review some common form
features.

1. Header

Headers appear at the top of forms whenever you open a record to view its full
details. They contain a summary of key information for that record:

2. Tabs

Tabs along the top of the form organize a record’s details and related records on
separate pages for easy viewing. Click on a tab to open more information about
the record:

3. Collapsible Segments

On each tab, information is further organized into segments that can be collapsed
or expanded. This reduces the need to use the scroll bar for tabs that display a lot
of information.

Use the

button to collapse a segment and the

icon to expand it.

Note: Segments can also be referred to as sections.

4. Links

Links allow you to quickly navigate to another area of 8i, or to a record that is
linked to the current record you’re viewing. They work exactly like hyperlinks on
your Internet browser. Any time you hover over text that becomes underlined,
you can view additional information, or perform a specific action by clicking on
the link.

5. Buttons

Clicking a button in 8i performs a certain action, such as saving a record,
cancelling changes to a record, or sending an email.

6. Entering Information

There are a variety of ways you can enter information in 8i:

I
II
II
I
IV
I. Text field: Type in information.
II. Drop-down list: Click in the field to display a list of choices.
III. Date field: Either click in the field to open a calendar below, or type in a

date.

IV. Option button: Select your choice by clicking in the circle beside the field

name.

V. Required field: Any fields with an * means you must enter information in

order for the record to be saved.

Tip: You can move from one field to another by clicking the Tab button on your
keyboard.

7. Read vs. Edit Mode

Forms for existing records allow you to view records in two modes.
Read mode:

Edit mode:

Read mode is the default view when viewing existing records. To edit, either
click into any field, or choose the Edit link at the bottom of the form. Return to
read mode by clicking the Cancel button.
Tip: Read mode is great when you want to print a screen capture. It’s a cleaner look
that lets anyone viewing the print-out to focus on the information.

7
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It’s been said that the secret to success is to plan your work and then work your plan. Top
Producer 8i’s activity management features are a set of comprehensive organizational
tools designed not only to help you plan your work, but also to help you track and pull
together all of the related information you’ll need to work your plan effectively. The
activity management features are fully integrated with your Dashboard, contact records,
and listing and closing files, allowing you to save time, stay organized, and focus on
priorities.

.
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Before we take a look at 8i’s activity management features, we need to make a distinction
between the different types of activities you can create. Activities are divided into 2
categories:
•

Timed: Activities that must be performed on a specific date and time.
Appointments fall into this category. Only appointments appear on calendar
views.

•

Untimed: Activities that must typically be performed before a certain date or date
range. To-dos, calls, and correspondence items such as emails, letters, envelopes,
and postcards fall into this category. These activities don’t appear on the calendar.
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The Calendar icon has a number of submenu items that allow you to access activity
management features. As with all main menu icons, clicking the Calendar icon takes you
to its own landing page.

There are 5 submenu items available from the Calendar icon:
1. Activities Summary: Opens the Activities Summary page.
2. Add Activity: Opens an Add Activity form for you to create a new activity.
3. Plans Manager: Opens the Plans Manager page. Plans are a set series of

activities designed to help you keep in touch with your contacts, help you
through the listing or closing process, or automate service reports. We’ll cover

plans in greater detail in the chapter “Managing Your Follow-up with Action
Plans.”
4. Auto Apply Plans Rules: Sets an action plan to automatically apply to leads

entered into 8i.

5. History Manager: Opens a list of archived completed activities. Any activities

18 months or older are listed here.
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Similar to the Activities portlet on the Dashboard, the Calendar landing page gives you a
view of all activities for today. An added benefit is the ability to see your scheduled
activities (appointments) in calendar view. This is really helpful when you have multiple
meetings on one day and you need to know how much time you have in between to
complete other activities, such as calls and to-dos.
Click the Calendar icon from the main menu bar to access the Calendar landing page:

1
3

4

2
The landing page is divided into 4 areas:
1. To-Do Quick Add Portlet

This quick add portlet is available anywhere in 8i. Enter basic activity
information and click the Add To-Do button.
2. Calendar Portlet

This portlet is also available anywhere in 8i. Click on a date to view the day’s
schedule. Use the and buttons to change months.
3. Calendar View of Appointments

The calendar arranges your timed activities for the day in convenient one-hour
sections. The default view is by day, but you can change this by clicking on the
Week or Month tab. Use the and buttons to scroll through days.

Regardless of what view you’re in – day, week, or month – you can mouse over
an activity to open a ToolTip displaying the time and activity description.
Clicking on an activity opens a pop-up message:

From the pop-up message you can do the following:
I. Open the appointment details by clicking the Edit Details link.
II. Complete the activity by clicking the Mark Done link.
III. Remove the appointment from 8i by clicking the Delete link.
IV. Close the pop-up message by clicking the X button.
Note: Be careful when deleting activities from 8i. When you create activities you’re
keeping track of all tasks related to building your business, which can be used to track
your productivity and keep a history of work you’ve done on behalf of customers.

If you have partners or an assistant, you can easily coordinate and track their
activities by clicking the drop-down list in the top right corner and selecting
another person’s calendar.
At the bottom of the calendar there are 4 links:
I. Add Activity link: Opens an Add Activity form. The new activity will
automatically be assigned to the person whose calendar you’re viewing.
II. View Activities link: Opens the Activities Summary page.
III. View Plans Manager link: Opens a list of action plans.
IV. Print Calendar link: Prints the current calendar view from your local
printer.

4. Activities Sidebar

This area lists your activities for today by activity type. Click on one of the
categories to view only activities of that type.

Activities are listed to
the left. Click on the
activity name to open
its details.

.

Click the Go to… link to view
a list of the selected activity
type on the Activities
Summary page.
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The Activities Summary page is a list of today’s activities. It can be accessed by going
to the Calendar main menu icon’s submenu items, or from the View Activities link on
the Calendar landing page.

Key information is displayed for each activity in columns, such as description, date,
contact name, etc. There are a number of features available on this page:
1. Show drop-down list: Click the drop-down to select a specific activity type to

display on the page. For example, if you choose emails, then only email activities
display in the list.

2. More Options link: Click this link to open a page allowing you to further filter

the activities that appear in the list.

Use the fields to filter out the activities you want to see:
I. Type: Choose the activity type.
II. Date: Choose the date range the activities should be completed on.
III. Status: Choose either incomplete or completed.
IV. Assigned to: Choose activities assigned to you, an assistant, or partners.

Click the Show Activities button to display only those activities that meet your
filter conditions. Click the Cancel button or Close Options link to close the
filtering section.
3. Activities Summary page links: There are 3 links.

I. Add Activity link: Opens the Add Activity form.
II. Create Report link: Opens the Create Activity Report window to print
out a report for the listed activities.
III. Mass Delete link: Delete multiple activities at once by selecting the check
box next to an activity and then clicking the link.
Note: More buttons may display depending on the activity type you choose from the
Show drop-down list. For example, selecting “Emails” from the list will make additional
Mass Send and Mass Mark Done buttons appear.

4. Activities icons: Depending on the type of activity, you may see icons that allow

you to perform a variety of actions.

I. Send Email
icon: Sends an email. This completes the activity and
removes it from the Activities Summary page.
II. Mark Done
icon: Completes the activity. The activity is marked as
“Done” and is removed from the Activities Summary page.
III. Delete Activity
activity from 8i.

icon: Deletes an activity. This permanently removes the

IV. PDF
icon: Opens a letter, label, envelope, or postcard activity in preview
mode on a separate Internet browser tab. From here you can print or save the
previewed activity.
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Top Producer 8i makes it easy for you to create new activities by allowing you to add
them from a number of different locations. One of the easiest ways to create an activity is
by clicking the Add Activity link on the Calendar landing page, or by selecting the Add
Activity submenu item from the Calendar main menu icon.
The Add Activity form has a number of segments used to organize the activity’s
information.
1.

Activity Type segment: Choose the type of activity you want to create from the
drop-down list.

2. Activity Details segment: Fill in the activity information.

I. Description: Make sure the description is detailed enough for you to know
what the activity is about. It will make it easier for you to locate it on the
Calendar.
II. Assigned to: The activity is automatically assigned to the person creating it,
but you can reassign it to an assistant or partner by clicking on the dropdown list and selecting another person’s name.
III. Date: You can either click in the field to select a date from a calendar, or
type in a date.
Note: If you’re creating an appointment, a Time field displays for you to specify the
start and end time.

IV. Recurrence: If you’d like to set a recurring activity, such as a monthly team
meeting, click the drop-down list and choose the interval at which the
activity will occur. This opens a form within the Activity Details segment
for you to complete:

Choose the date when you’d like the recurring activities to start, decide how
they’ll recur and when they should end.
V. Drop from Activities: From the drop-down list, select how many days the
activity will continue to appear on your Calendar or the Calendar landing
page after it’s been scheduled. 8i defaults the drop off time to 7 days, but
you can change this so it appears for up to 90 days after the scheduled date.
VI. Priority: Determine how important the activity is.
Tip: Any fields with an asterisk beside their name are required and must be filled in
before the record can be saved.

3. Contacts segment: Link the activity to a contact by selecting a contact from the
Contacts Look-up portlet.

Select a contact from the Contacts Look-up portlet and drag and drop it
anywhere on the Contacts segment. The contact is added as a linked field.
You can search for and link multiple contacts to the activity by clicking the
Search & Add Multiple Contacts link.
4. Template segment: This segment only appears if you’re creating an email, letter,
envelope, label, or postcard activity type.

You must select a template category and a template. For emails you have the
option of attaching a file, sending it automatically, or including your signature.
We’ll go over how to use templates in greater detail in the chapter “Marketing
with Letters and Emails.”
5. Notes segment: Add any additional activity details. Any information you add
here appears in the Notes section of the saved activity.
6.

Add Activity form buttons: There are 3 form buttons.
I. Add Activity: Saves the activity and takes you to the Activities Summary
page.
II. Save & Add Another Activity: Saves the activity and opens another Add
Activity form.
III. Cancel: Discards your changes and takes you to the Activities Summary
page.
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Activities can be viewed from a number of places. You’ll probably use the Activities for
Today portlet on the Dashboard or the Calendar landing page frequently to see what you
need to complete for the day.
If you’ve linked an activity to another record, such as a contact, listing, or closing, you’ll
be able to view the activity from the linked record’s form on the Activities tab. We’ll
take a closer look at this in the next chapter “Building and Managing Your Contact
Database.”
There may be times when you’re so busy that you’re unable to complete scheduled
activities by their drop off date. If you think you have some incomplete activities that are
no longer visible from the Dashboard or the Calendar landing page, you can search for
them using the More Options link on the Activities Summary page.
Any time you open an existing activity, the Activity Details form is used.

1. The only field that can’t be changed is the activity type.
2. Add or edit the activity details.
3. If you’d like to link a contact to the activity, click the Add Another Contact link
to open the Contacts Look-up tool, or click the Search & Add Multiple
Contacts link to open the Search for Contacts form to find multiple contacts and
link them to the activity. To remove a linked contact, click the Delete Contact
icon.
4. If the activity is an email, letter, envelope, label, or postcard, you can change the
category and template used.
5. Click the Save Activity button to save your changes, or the Cancel button to
remove your changes.
6. You can mark the activity as completed by clicking the Mark Done link.
7. Click the Delete Activity link to remove the activity from your database.
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Once you’ve completed an activity, mark it done to remove it from your pending
activities. This allows you to focus only on the tasks you need to complete.
Activities can be marked done in two ways:
•

By clicking the Mark Done
list.

•

By clicking the Mark Done link when opening an activity on the Activity Details
form.

icon beside activities when they’re displayed in a

Once an activity is marked done, it’s removed from the Activities Summary page, the Calendar
landing page, and the default “Incomplete” view of the Activities tab of various forms.
If you’ve marked an activity done by mistake, you can search for the completed activity and click
the Undo Mark Done
icon beside the activity (when displayed in a list) or the Undo Mark
Done link when opening the completed activity on a form.

You can mark activities done without actually performing the task. For example, if you
no longer need to send a scheduled email, you can mark it as done. Note, however, that
once you mark an email done, you can’t go back and change the status to undone.
You can view completed activities from several locations:
•

From the Activities Summary page: Click the More Options link to search for
completed activities.

•

From a linked record: Go to the Activities tab of a contact, listing, or closing
record, and select “Complete” from the Show drop-down list.

•

From the History Manager: Go to the Calendar main menu icon and click
History Manager to see a list of activities 18 months or older.
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As the saying goes, “More contacts equal more contracts.” If you enter just three contacts
a day into your Top Producer 8i database, at the end of the year you’ll have more than
1,000 new contacts to prospect. If only 5% of them lead to transactions, it’s easy to
understand why regular contact management is worth the effort!
8i makes it easy for you to enter all your contacts into the system. Having all your
contacts in one location allows you to not only keep track of tasks related to your
business, but it also enables you to take full advantage of 8i’s powerful sales automation
features. From simple follow-up, to targeted marketing campaigns, to creating classy,
personalized listing presentations, it all starts with having contacts in the system.
There are two main ways to create contacts in 8i, depending on the level of information
you’ve collected for your contact.
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Even if you have only basic contact information, we still recommend saving the contact
in Top Producer 8i. You can always go back and edit the contact once you have more
information. The quickest way to add a contact in 8i is from the Quick Contact portlet,
available from anywhere in the program. It’s a great way to record information about
coworkers, related professionals, etc.

Click the Add Contact
button to save the contact.

Although only the Name and Primary Contact Method fields are required, the Contact
Type field should be completed whenever possible. Defining a contact type allows you to
perform searches to generate lists of specific contact types for targeted and personalized
marketing messages.
Tip: When entering a phone number there’s no need to format it – 8i does it for you!
Simply type in the digits and click or tab to another field.

0

1&

If you have more than basic contact information, you can enter the contact details using
the Add Contact form, which can be accessed from the Add Contact submenu item of
the Contacts main menu icon. This method is best for contacts who might become
clients.
There are four segments on the form:
1. Name Details Segment

Remember that it’s important to specify at least one contact type so you can create
more effective, targeted marketing materials. Click the Contact Type drop-down
list to select as many types that apply:

Click the Done button to close the list and add your selections to the field.
You can also add a new contact type to the list or edit an existing contact type by
clicking the Modify link.

Click the Add link to enter a new type, then click the Save button. The new
contact type is added to your contact, and is available from the Contact Type
drop-down list for use with other contacts in 8i.
You can enter the contact’s name in one of 2 ways:
•

Enter the full name in the Name field. 8i will divide the name into title,
first and last name, etc. automatically.

•

Click the Name details link to enter the contact name in separate fields.

Click the Done button to save the name, or the Cancel button to discard
your changes and collapse this section.
2. Contact Info Segment
You must include at least one way to get in touch with the contact.
Note: If you select email as a contact method, 8i checks to make sure you have a
correct email format when you save the contact. If the format is incorrect, you won’t be
able to save the record until you fix the email address.

3. Primary Property Segment
Enter the contact’s current home address.

For any of the drop-down lists on this segment, you can make your selection in
one of two ways:
•

If you’ve used the Tab key on your keyboard to move into the field, type
the first letter of your selection. 8i selects the first value from the list
beginning with that letter. Keep typing the first letter until you see the
correct value. For example, from the Street Name field tab into the Street
Type drop-down list and type “l.” The field will show “Lane.” If you type
“l” again the selection changes to “Loop.”

•

Click into the field to open the drop-down list. Click on your selection
from the list.

4. Contact Management Segment
You can apply an action plan or enter any additional details here.
When you’ve entered all the information for the contact, click the Add Contact button to
save it to your database. If you have even more details for the contact, click the Save &
Add More Details button to open the contact in the Contact Details form. Here you can
add and view properties, associates, activities, listings, and photos. We’ll cover this in the
Editing Contact Details section coming up.
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Once you’ve entered your contacts in Top Producer 8i you’ll want to quickly find them
so you can start using them productively in all your day-to-day activities. With 8i you’re
just a few clicks away from any contact you want to view.
You can search for contacts in one of three ways. If you’re on the Dashboard, you can
find a contact by using the Contacts Look-up portlet. Click on a contact name to view a
summary of key information below, or click the View Contact link to open the contact’s
full details. You can also use the searching features to look for a contact. For more
information on how to use this feature, please refer to the Contacts Look-up Portlet
section of the “Getting Started” chapter.
The second way to search for contacts is from the Contacts Summary page, which is
available from the Contacts main menu icon, or from the View Contacts link on the
Contacts landing page.

Below is a list of available searching features:
•

Alphabetical searching: Click on a letter to display only contacts with first or
last names beginning with the selected letter.

•

Favorites: Click the blue star next to a contact to mark it as a favorite. To view
only favorite contacts, click the yellow star to the left of the alphabet.

•

Create a linked activity: Click the Add a Scheduled Activity
icon next to a
contact to open an Add Activity form. The selected contact is automatically
linked to the new activity.

•

Create an email: Click the Email Contact
icon to compose an email to send
to the contact. If you’ve saved the contact’s email address, it’s automatically
included in the To field.

When you’ve found your contact, click on the name to open the record on the Contact
Details form.
The third way to search for contacts is the Search for Contacts feature, which is
available from the Contacts main menu icon. Use this searching tool when you want a
more targeted search – for example, by contact types, name, address, and so on. It also
lets you save search templates for future use.

1. When you’ve entered your search criteria, click the Search button.
Tip: 8i allows you to search on contact names, even if you’re unsure how to spell
them. For example, if you type the beginning of a first or last name, 8i displays a list of
contacts that match your criteria. Make sure you avoid spaces at the end of the partial
name – 8i will assume they’re part of the full name and won’t return any contacts.

2. Contacts that meet your criteria are displayed on the Search Results page.
3. To start a new search, click the Clear Search Criteria button.
If you’ve created a search you’ll be using often, you can save it by clicking the Save
Search Template link.
1. Give the search template a name – make it as descriptive as possible so you’ll
know what type of contacts the search returns.

2. Click the Save Template button to save the search.
Saved searches are available from the Use Search Template drop-down list on the
Search for Contacts form.
Note: The Search for Contacts tool can also be accessed from the Advanced
Search link on the Contacts Summary page.
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Now that you’re entering contacts in Top Producer 8i, you can continue to use the
program to build deeper relationships with them. The stronger the relationship, the more
detailed information you’ll gather about each contact’s needs and preferences. Later on
we’ll show you how to use this data to create personalized marketing messages that will
further develop lasting business ties. First thing’s first – you need to save this valuable
information so it can be used effectively.
Whenever you open an existing contact, the Contact Details form is used. All Contact
Details forms have a header displaying a summary of information, such as contact type,
contact methods, and when the contact was created or changed.

Tip: Click the email address to compose and send an email to the contact within 8i.

The form below the header has 7 tabs that organize contact information.
1. Lead Info Tab
If the contact is a converted lead, you can still access the lead information from
here. We’ll take a look at leads in greater detail in the chapter “Managing Your
Leads.”
2. Contact Details Tab
There are 4 segments that organize the contact and spouse’s name and general
details, such as work, contact, and marketing information.
I. Name Details segment: View or change the contact type, name and other
contact details.

If you specify a birthday you can set a reminder to pop up in 8i.
II. Work Details segment: You can include a contact’s company name in
mailings you send out to the contact.
III. Contact Info segment: Enter as many ways to get in touch with the contact
as you can. Click the Add Another Number link to add multiple numbers.
Click the Save Number button to add it as another number.

You can also add multiple emails and Web sites.
Tip: You must specify a primary contact method.

IV. Marketing segment: 8i adds default letter and envelope salutations, which
can be changed. You can also subscribe or unsubscribe the contact to future
email marketing messages.

3. Properties Tab
When you create a new contact, a primary property is automatically created, and
is listed on this tab.
Note: If you didn’t enter property details when creating the contact, the property’s
address displays as <No address information> on the Properties tab.

Click on a property address to open the Properties form. There are 3 subtabs you
can use to view or edit the property details.
I. Property Address subtab: View or edit the address information, select a
house style from the drop-down list, or add another style to the list if you
don’t see one that’s appropriate. If the contact has multiple properties,
decide which one is the mailing address. Click the Save Property button to
save any changes.
You can create a listing for the property by clicking the Create Listing link.
II. Property Details subtab: Use this tab to enter details such as the property’s
age, lot size, square footage, number of rooms, room dimensions,
construction materials, and tax information. Click the Save Property
Details button to save any changes.
Tips: This subtab has a lot of fields. If you don’t want to use the scroll bar to move
from segment to segment, just collapse the segments as you complete them.
Any time you see the Add link, you can create a new list selection for the drop-down
field. The new selection is available for other new or saved records in 8i.

III. Tenants subtab: If the owner is renting out the property (or part of the
property), you can include all the tenants’ names and contact information.
Click the Save Tenants button to save the information.
On the Property Details form you can click the Delete Property link to remove
the property from 8i, or use the Delete icon next to the property from the
Properties tab.
Tip: Click the Properties tab to return to the list of properties.

You can link another property to the same contact by clicking the Add Property
link on the Properties tab. The Add Property segment opens on the Properties
tab:

A contact can have only one primary property. If you already have a primary
property for the contact, 8i sets any additional properties as an investment
property type. 8i automatically changes a primary property as an investment when
you add another property as primary.
4. Associates Tab
Include any information about the contact’s family members or associates, such as
a child, assistant or business partner.
I. Click the Add Associate link to enter the associate’s details on the Add
Associate segment below.
II. Click the Add Associate button to save and link the associate to the contact.
If you’ve already specified a spouse/partner on the Contact Details tab, the
individual is automatically listed on this tab.
Any associate details you save, remember, and mention in future interactions with
your contact will go a long way in establishing a more personal relationship. If
you remember your contacts, they’ll remember you!
5. Activities Tab
This tab lists the tasks associated with an action plan you’ve assigned the contact.
Action plans are one of 8i’s most powerful features. Once it’s assigned to a
contact, it schedules a sequence of activities that occur over time. We’ll go over
plans in greater detail in the chapter “Managing Your Follow-up with Action
Plans.”

You may need to create and link other activities to the contact, such as calls,
appointments, or to-dos. These are also listed on the Activities tab.

For example, you know your contact Joe’s birthday is coming up because you’ve
set a reminder to appear the day before his birthday. You call him on his birthday
to wish him well; he thanks you and requests a call in two weeks to talk about his
investment property.
I. To schedule this follow-up call, open Joe’s contact record and click the Add
Activity link from the Activities tab. The Add Activity form opens.

Notice Joe’s contact record is automatically linked to the call.
II. Enter the activity details and click the Add Activity button to save the call
and display it from the Activities tab.

6. Listings Tab
This tab gives you access to the contact’s listing and closing files if you currently
have his or her home listed, or are in the process of completing a transaction with
the individual.

We’ll cover listings and closings in greater detail in the upcoming chapters
“Providing Quality Listing Service” and “Providing Effective Closing Service.”
7. Photos Tab
Add photos for properties or for the contact.
I. Click the Add Photo link to open the Add Photo segment:

II. Click the Browse button. The Choose File window opens. Select an image
from your local hard drive and click the Open button.
Top Producer 8i allows you to upload as many photos for the contact record
as you like, but it’s important to choose the correct property and room/view
depicted for properties so that the correct photos display in the right places
for flyers or presentations.
III. The Type option button determines what options are listed from the dropdown list below. For example, if you choose Property, you can select which
property and what room or view is depicted. Selecting the Contact option
button allows you to select the appropriate individual depicted.

8. Notes Section
To the right of the form is the Notes section, where you can add extra details
about the contact, properties, etc.
To add a note, click the Add Note link. An Add Note form opens below.

Click the drop-down list to
specify if you’re adding
information about the contact
or a property.
Enter a Title (make it as
descriptive as possible) and the
note in the Body field.
Click the Save Note button
when you’re finished.
The saved note appears under the Notes section. You can click on the note title to
open a pop-up window with the details, such as the time the note was saved, and
the person who created it.

Click the X button to close the pop-up window.
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If you'
re like most agents, you probably expect your generic mass mail and email
campaigns to generate about a 1-3% response rate - if you'
re lucky. It’s really no wonder,
given that these mail outs often look and read like impersonal form letters. They often
contain very little that would make prospects think you'
re speaking personally to them
and their unique buying or selling situations.
In the case of emails, if you send generic, impersonal messages, your contacts will likely
just view them as spam and block them, or at the very least, get rather irritated with you.
So while email is a very powerful, inexpensive and easy-to-use marketing medium, you
have to develop a strategy for using it and be very careful when doing so.
One proven effective strategy – one that Top Producer 8i gives you the tools to
implement – involves what’s called the principle of One-to-One marketing. Basically,
this principle states that the more you can personalize your messages for your contacts by
including specific information that’s directly relevant and of interest to them, the better
the response you’ll get. Not only will you get more leads, but they’ll be warmer leads.
8i helps you apply this One-to-One marketing strategy in a number of ways. First, it
allows you to save detailed information about your contacts that later enables targeted
and personalized communications. In addition to entering the main contact details, you
should whenever possible enter your contacts’ contact type, present home style, the area
they live in, how long they’ve been in their home, the number of bedrooms and
bathrooms, and also any special features like a pool, a view lot, and so on. If you can
enter information for their ideal future home, or information about your contacts’ hobbies
and interests, you’ll really be in the driver’s seat.
The Search for Contacts feature is the second way to apply One-to-One marketing. It
enables you to identify specific contact groups within your database, so you can target
your messages directly at their particular buying or selling situation.
The final way to focus your marketing messages is to use templates that automatically
draw specific personal and property data from your contact records, so your letters and
emails are uniquely personalized for each contact within the group you’re targeting. In
this chapter, we’ll look at how to use correspondence templates – email, letter, envelope,
label and postcard templates - to maximize the response rate of your marketing
communications. We’ll review flyers and presentations in the next chapters, “Personal
and Property Marketing with Flyers” and “Creating Presentations for Buyer and Seller
Prospects.”

!1 !

3#

The template library is accessed by clicking the Marketing main menu icon, which takes
you to the Marketing landing page.

The template library organizes over 440 pre-loaded templates into 7 categories. Some are
classic sales-focused messages, while others communicate your expertise in all matters of
financing, buying and selling. If you haven’t worked with templates before, essentially
they’re similar to a form letter. Each template contains merge codes that are related to
fields in your 8i records, such as contact name, address, etc. 8i uses the merge codes to
pull in the information from the linked records to produce a unique personalized
document in a matter of seconds.
Each correspondence template category has a Library link that opens a list of available
templates. The Activities link opens the Activities Summary page listing activities that
use templates for the category.

Note: Unlike flyers and presentations, correspondence templates must be used with
activities.
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To view default letter templates, click the Letter Library link. A list of default templates
opens.

Templates are organized into categories. You can only see templates for one category at a
time. To select a category, open the Show Category drop-down list. You’ll notice that
many of the letter categories have the word “plan” at the end of their names, such as the
“10-Year after sale prospecting plan.” Any category with the word “plan” at the end of its
name means it’s linked to the corresponding action plan with the same name. Therefore,
by selecting the “2-Month high-touch buyer prospecting plan” category from the Show
Category drop-down list, you’ll see all the letter templates that are used in activity steps
for that action plan.
To open a letter template simply click on a name. For example, clicking on the “Could
this be the one” letter template from the “2-Month high-touch buyer prospecting plan”
category shown above opens the template in preview mode.

When you preview a template, it shows not only the prewritten body text, but also sample
contact information, so you get the full sense of how the finished document will look.
There are a number of features available in preview mode:
1. Full Screen link: Opens the preview mode in full view. Click the Close Full

Screen link to return to normal view.

2. Print
3. PDF

icon: Prints the previewed letter template.
icon: Saves the previewed letter template as a PDF file.

4. Zoom drop-down list: Changes the view size when you select a percentage from

the list.

5. Create Personal Copy button: Creates a copy of the default template that can be

modified.

6. Create for Contact button: Takes you to an Add Activity form that has the

previewed template already selected for you.

7. Close button: Takes you back to the Letter Library page.
Note: If you didn’t install the TP Editor when you first set up your Top Producer 8i
account, you’ll receive a pop-up message asking you to install it when you try to
preview a template.
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You may find a letter template you like but that doesn’t perfectly suit your needs. Since
you can’t make changes to default templates, you’ll need to create a personal copy.
All default templates are stored in default categories. Personal templates must be stored
in their own personal categories. You can create a personal letter template category from
the Letter Library page.
1. Use the Modify List link to open the Personal Letter Categories page. Click the
Add Category link to open the Category Details segment below.

Tip: Add a “#” at the beginning of the category name to have it display at the top of the
Show Category drop-down list.

2. Give your personal category a name and click the Save Category button to save
and display it from the Personal Letter Categories page.
3. Click the Done button to take you back to the Letter Library page. You can now
select a template to copy.
4. From the Letter Library page, click the Create Personal Copy icon next to a
letter template you’d like to copy. The Create Personal Copy page opens.

Note: You can also add a personal category here by clicking the Add link.

5. Give your personal template copy a name, select a personal category, and click
the Save & View Letters button to save and open the copied template in preview
mode.
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From the Letter Library page, select your personal category from the Show Category
drop-down list. You should now see the copy of the letter template you just made. Notice
there’s now a Personal Template icon under the Personal Template column to
indicate it’s a personal copy. Clicking on the template name opens it in preview mode –
you get to see what the sent letter will look like, but you can’t make any changes to the
template from here. Click the Edit Template in Editor button to open the template in the
TP Editor, Top Producer 8i’s easy-to-use word processor tool.

You can change the content and layout of the personal template using standard word
processing techniques. Here are some of the things you can do:
1. Delete text: Select the text (becomes highlighted) and press the Delete button on

your keyboard.

2. Add text: Put your mouse cursor in the spot you want to add text and starting

typing.

3. Format text toolbar: Use the toolbar shown below to change the font and font

size, make text bold, italicized, or underlined, change text alignment, or add
numbered or bulleted lists.

Tip: Mouse over any TP Editor feature to open a ToolTip describing its function.

4. Insert toolbar: Use the toolbar shown below to insert a text box, image, header

and footer, or page numbers.

Click the Page setup icon to change the paper size or set custom margins if
you plan on printing on letterhead using your logo. Click the Update button to
save your page setup changes.

Click the Update
button to save your
page setup changes.
Tip: An easier way to change the margins is to use the ruler, which appears
horizontally and vertically around your template. Adjust the margins by placing your
mouse cursor on a ruler until you get a double-headed arrow, then simply click and
drag to change the margins.

5. Image toolbar: Use the toolbar below to change a picture’s border, or relative

positioning of one picture to another.

6. Merge codes: Merge codes already used in the template appear in a yellow box.

The name of the merge code identifies what kind of information will be pulled
from a record when it’s time to run the template.

To add more merge codes, first place your cursor where you want to add the
code on the template. Then click the Insert merge Code link at the bottom of the
editor page to open the Insert Merge Code segment below.

Just like templates, merge codes are grouped into categories to make it easier for
you to find the ones you need. Before you can choose a category, you must
decide if you want to insert a merge code that pulls in text information (title,
spouse’s name, etc.) or picture information (agent photo, property photo, etc.).
Selecting a type populates the Category drop-down list.
I. Insert or Delete Text Merge Codes
To pull in text information, such as a contact’s title, select the Text Merge
Codes option button and the “Contact” category. Choose a merge code, such
as “title” from the Merge Code drop-down list and click the Insert Merge
Code button to add the code to your template and close the Insert Merge
Code segment, or click the Insert & Add Another Merge Code button to
add the code into the template and keep the Insert Merge Code segment
open. You should now see the added merge code on your template.

If you want to delete a merge code, simply click on the merge code to
highlight it and click the Delete button on your keyboard.

II. Insert or Delete Picture Merge Codes
To pull in a photo, such as an agent photo, choose the Picture Merge Codes
option button and the “Agent” category. Select “Photo” from the Merge
Code drop-down list and click the Insert Merge Code button. The photo
merge code gets inserted in the center of the page. From here, you can resize
and move the picture anywhere on the page. For example, if you want to
show the agent photo at the bottom of the page, move your cursor over the
code until you see a four-headed arrow, then simply drag and drop the code

to where you want it. No matter where you move the code, the editor tool
will reorganize the template text to ensure a professional look.
You can resize the picture code by moving your cursor to the edge of the
code until you see a double-headed arrow. Click on the arrow (keeping your
mouse key depressed) and move the edges until you get the desired size.
You can also resize the picture border (the white space between the picture
and template text) by placing your mouse on top of the green line until you
see a double-headed arrow and then click and drag to the desired border
size.

Delete a picture merge code by clicking on the code to highlight it (you need
to see the green border) and click the Delete button on your keyboard.
When you’re satisfied with the changes you’ve made to the template, click the Save
Template button to return to the preview page. Click the Close button to return to the
Letter Library page.
Note: If you create a copy of a default template that’s used in a default action plan,
and you wish to use the personal template in an action plan, you’ll need to create a
personal copy of the action plan. You can then use the personal category and
personal template.

