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Overview

Prospects CRM is a customer relationship manager with many features that can help
bring together different aspects of your business. Here are a few examples:

Contacts Management

To-Do Lists

Calendar Appointments

Reminders

Outgoing Emails & Letters (referred to as “Campaigns”)

Prospects CRM is also the only customer relationship tool that is seamlessly integrated
with Matrix meaning that data can flow between the two systems.

In this course, we will focus on two outstanding features of Prospects CRM: Text
Templates and Action Plans.

Text Templates

A text template allows you to create a particular message just once then use it again
and again in your business. For example, perhaps you send an introduction email to

Prospects CRM | Customizing Action Plans & Text Templates March 2023



Prospects CRM | Customizing Action Plans & Text Templates *Stellor MLS

Course Notes

every prospect/customer on the first day you meet...Rather than having to rewrite that
introduction each time, or search for the text of a previous message to copy/paste, you
could simply open a pre-built template and send it out immediately!

Accessing Existing Templates

Prospects CRM has a variety of templates already created and its library is available in
two convenient locations. From the Contacts section, click the red Action button and
select ‘Send an Email Campaign’ from the dropdown. This option is available from
either the list view (as shown below) or from within an individual contact record.

-|PrOSpeCTS Dashboard  Listings Contacts Calendar @ @ ‘

Quick Search Advanced Search

Search by Name Search by Sales Stage By Keyword

BE
ABCDEFGHIJKLMNOPQRSTUVWXYZ - ALL
v ERIE I Sv 1-200f20 Page 1 of1

Cell Phone

Send an Email Campaign 4,

Send a Virtual Card
Add Market Report
Start an Action Plan
Global Edit

Merge

Import

Export

Link To a Listing

Generate Activity Report

0O 0O0ODODDODOODODODOODODOOOO O

When selected, the Email Campaign window opens and there will be a dropdown menu
near the upper-right allowing you to choose a template.

Use Template None - i
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Email Campaign: -4 X

Compose Email > Add Recipients > Review Email > Schedule Email

o Compose Email

Subject

v None

Buyer
Agent Referral - Thank You
Congratulations #1
Congratulations #2
Congratulations - New home
Information Request - Answer
New Lead - Thanks for Connecting
Offer accepted - Next steps
Property Showing - Thank You
Touch Point - Market Insight

Buyer Closing Checklist
Congratulations on your new home!
Offer accepted! Next steps ... (Buyer)

Buyer Prospect Plan
6 questions to ask your lender
A Favor
Closing costs - you have options
Common homebuyer mistakes

Imnrava vniir chancac in a multi-nffar citiatinn

Use Template

Font - | Size ~|B I U S|A-

Insert Prospects Image ~ | Add Contacts Information - ' Add Listings Infol

Templates are sorted alphabetically by category and the list can be scrolled to reveal
the expansive selection of options. Default categories include templates designed for

buyers, sellers, prospecting, holiday communications, etc.

Once a selection is made, the template text populates the subject line and body of the
email message instantly. All the templates are available in English while certain
templates have both an English and Spanish version. When applicable, toggle between

the versions using the tabs above the Subject field.

Email Campaign:

Compose Email » AddRecipients > Review Email > Schedule Email

o Compose Email

Congratulations!

Use Template Congratulations #1 > Edit

[ Source ?

[letterGreet]

I would like to congratulate you on the purchase of your new property. The confidence you have shown in me during this process was
greatly appreciated. | had a lot of fun carrying out this project with you!

Should you need my services in the future, please do not hesitate to contact me. It will be my p\easure to work with you againl
Looking forward to hearing from you

[signature]

Prospects CRM | Customizing Action Plans & Text Templates

March 2023



Prospects CRM | Customizing Action Plans & Text Templates *Ste”(]r MLS

Course Notes

Dynamic Reference Fields

Already off to a great start, the real power of text templates however is through the
inclusion of dynamic reference fields. In the Congratulations #1 template for example,
notice the two lines that feature words enclosed in brackets:

[|eﬂe I'G reet] [letterGreet]

| would like to congratulate you on the purchase of your new property. The confidence you have shown in me during this process was
greatly appreciated. | had a lot of fun carrying out this project with you!

Should you need my services in the future, please do not hesitate to contact me. It will be my pleasure to work with you again!

Looking forward to hearing from you.

[signature] fsignature]

Next >

Kl

When you are ready to send out this communication, dynamic reference fields will
automatically bring in the applicable data from the contact record(s) you selected to
personalize each message with the individual’s name and then also display your email
signature! (Setting up your email signature is covered in the next section of class)

Click the Next button in the lower-right corner to then review and/or add contacts to
whom this message should be sent. Click Next again and a preview of the message will
be shown along with the data brought into the dynamic fields.

Email Campaign: -+ x Email Campaign: = ar o3

Compose Email > Add Recipients > ReviewEmail > Schedule Email Compase Email > Add Recipients > Review Email > Schedule Email

e Add Recipients
age 1 art a
Contact Email Spouse
© Customer, bema
Hi Demo
1 would like to congratulate you on the purchase of your new property. The confidence you have shown in me during this process was
greatly appreciated. | had a lot of fun carrying out this project with you!
Should you need my services in the future, please do not hesitate to contact me. It will be my pleasure to work with you again!
Looking forward to hearing from you.
Demo Agent
STELLAR MLS | Training Team
Do you want to link a listing? Jddre Dispiay Your Tagline/Siogan here!
neiact nermation Rieus
oo L e e L |

In this display, you may also use the dropdown to review the message for each contact
if you have multiple recipients selected.
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Note: If a text template includes a dynamic reference field, but that field is empty
(for instance) in a contact record, that area of the template will appear blank.

In the final step, you can then choose to send the email on a specific date in the future
or immediately. Another option however is to print the template. Although the window is
titted “Email Campaign:”, this entire process can also be used to customize printed
correspondence as well! Click the Print button to not only send the template to a printer
but you will also be prompted with an option to create labels and envelopes for the

Email Campaign: -4 X
Compose Email > Add Recipients > Review Email > Schedule Email
o Add an activity on your calendar

Activity Name Date

Congratulations #1 March 13, 2023

Publish in Activity Report

[ share with Teammates
e Set Up Delivery Schedule

Send Now Print
Save and Close
4

Edit & Manage Text Templates
Editing

As you review the wide assortment of templates available from the dropdown menu in
the first step of an email campaign, you may decide that you would like to customize
them to suit your individual business needs and communication style. Once the text of a
particular template is displayed, click the Edit button to unlock it and make your desired
changes. Note that once the Edit button is clicked, the name of the previously selected
template is removed, and the dropdown menu then reads “None”.

You may then modify any of the prewritten text as well as add or remove any dynamic
reference field(s), your email signature (when applicable), etc.
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Email Campaign:

-+ x

Compose Email > Add Recipients > Review Email > Schedule Email

-

@ compore tai e Template [1iore i E it
Congratulations!

Font -4 - IUSs A-B == 38 ;= LI [ source ?

Insert Prospects Image ~ | Add Contacts Infermation - | Add Listings Information - Insert Other Field -

DetterGreet]

I would like to congratulate you on the purchase of your new property. The canfidence you have shown in me during this process was

greatly appreciated. | had a lot of fun carrying out this project with you!

Should you need my services in the future, please do not hesitate 1o contact me. It will be my pleasure 1o work with you again!

Looking forward to hearing from you.

Isignature]

For instance, if you never set up the [letterGreet] for your contacts but wanted to
immediately use the Congratulations #1 template, click the Edit button to unlock the text

area, remove the bracketed reference, and then simply type in the greeting and name of
the recipient.

Quick Tip: Prospects CRM allows bulk editing from the Actions button in the Contacts

module if you wish to make global changes, such as assigning a Greets value to
multiple contacts at once.

If you intend to send out the same communication to multiple contacts and want each to

be personalized you could instead add in a different dynamic field, such as the first
name of the contact.

In the toolbar just above the message body, locate the option labeled Add Contacts

Information and click it to reveal different dynamic reference fields that you may place
into the message.

Email Campalgn:

-+ x
Compose Email > Add Reciplents > Review Email > Schedule Email
o Compose Email Use Template  None Edit
Congratulations!
Font - | Size BIUS AD ESZg=E == % B Bsoue ?

pects g

tion \ Insert Other Field -
_—

| would like to congratulat

perly. The confidence you have shown in me during this process was
greally appreciated. | had

hyout

Addeess

Should you need my servict o @ 1o contact me. It will be my pleasure 1o work with you again!
ty

Looking farward to hearing - S='®

Isignature]
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Once you have customized the campaign, follow the steps discussed previously to
either email or print out your edited text.

Note: When editing a template direct from the Email Campaign window, your changes
are going to be applied only to that single instance and does not permanently change
the original template. This is why the Use Template dropdown menu displays “None”.

As a reminder, the library of text templates within Prospects CRM is available in two
convenient locations. Now that the foundation of using a template has been set, we can
move on to not only modify the existing templates, but also create customized text
templates (and Categories) that will appear throughout the system!

Create Custom Templates

Access the library of Text Templates from the menu along the left side of Prospects
CRM. To show or hide the menu, click the three-line icon near the upper-left of the
screen.

FVProspects  pashboard  Listings Contacts  Calendar -IPI’OSDGCTS Dashboard  Listings Contacts Cal

dvanced Search
N\ v Search by Sales Stage By Keyword A
S ‘ a m MATCH! /1A Search by Sales Stage

A B\(\ L MNOPQRSTUVWXYZ - MARKET REPORT £A
: Il LMNOPQRSTUVWXYZ - ALL
 Action ~ | 15200620 SHOWINGS (R)

i Sales Stage Keywords m IE]V m
- LEaDs ©

&

ACTION PLANS [+
TEXT TEMPLATES (2]

ONLINE REPORT L7

The Text Templates section opens, and a list of all templates is displayed. Scroll
through the list, or you can quickly display a particular category by using the dropdown
menu (1) and clicking Search.
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ﬁPrOSpeCTS Dashboard  Listings Contacts Calendar Text Templates @ @ &

Category

(n)m [m} m .|-50uf59 Page 1 of2 » M

Template Name
Buyer Agent Referral - Thank You
Buyer Congratulations #1
Buyer Congratulations #2
Buyer Congratulations - New home
Buyer Information Request - Answer
Buyer New Lead - Thanks for Connecting
Buyer Offer accepted - Next steps
Buyer Property Showing - Thank You
Buyer Touch Point - Market Insight
Buyer Closing Checklist Congratulations on your new home!

Buyer Closing Checklist Offer accepted! Next steps ... (Buyer)

Buyer Prospect Plan 6 questions to ask your lender

Buyer Prospect Plan A Favor

Buyer Prospect Plan Closing costs - you have options

Buyer Prospect Plan Common homebuyer mistakes

Buyer Prospect Plan Improve your chances in a multi-offer situation

Buyer Prospect Plan Listings for your review (attach details)

To create a template from scratch, click the Add button (2). If you would like to create
your own category that can be used to organize groups of templates or would like to
modify the name of an existing category, click the Action button (3).

The number of text templates currently displayed will appear above the list (4). When
you first open the Text Templates section, this number will show the total number of text
templates and will update depending on any search conducted.

To open a template, simply double-click it from the list.

Text Templates -+ X
Category

@~ o= m Template Name . Category

Congratulations #1 Buyer

Page 1 of2 >

W Category*

O Buyer Language Subject

English - Congratulations!
O Buyer
O s Font - | Size - B I US A-B = = =8 == Moo ) Source ?
uyer
Insert Prospects Image - Add Contacts i - Add Listings i ~ | Insert Other Field -~ | &

O Buyer

O Buyer [letterGreet]
[0 Buyer
| would like to congratulate you on the purchase of your new property. The confidence you have shown in me during this process was greatly
O Buyer appreciated. | had a lot of fun carrying out this project with you!
[ Buyer
Should you need my services in the future, please do not hesitate to contact me. It will be my pleasure to work with you again!
O Buyer

O Buyer Closing Checklist Looking forward to hearing from you.

O Buyer Closing Checklist [signature]
) Buyer Prospect Plan
] Buyer Prospect Plan

) Buyer Prospect Plan

O Buyer Prospect Plan

] Buyer Prospect Plan save and Close

O Buyer Prospect Plan LIS T YUUT TEVIETY (@rE T ustanay
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Notice that the interface is very similar to the Email Campaign window highlighted
earlier...

If modifying an existing template, you may adjust it then save your changes by clicking
the buttons in the lower-right corner or choose to copy the template (using the Actions
button) which will allow you to then modify the Template Name and Category as well.

With these foundations in mind, be sure to check out the other options within the toolbar
when crafting your template in terms of the Font and its Size, perhaps adding a
hyperlink, and leveraging dynamic reference fields.

Font - | Size -/B I US| A-B == = E | = = M [ Source ?
Insert Prospects Image ~ = Add Contacts Information ~ = Add Listings Information ~ = Insert Other Field ~ | [&

You can create both English and Spanish options for a single template and Prospects
CRM will then use the correct version based the Language field selection within an
individual contact record.

Text Template View

Text Templates - 4+ X
Template Name Category
New Listing Plan -
Language / Subject
Spanish ‘
Font - | Size B I US A-QA- = = == = = d M e Source ?

Insert Prospects Image ~ = Add Contacts Information -~ | Add Listings Information - | Insert Other Field - | (&

Contact Record View

Contact: Customer, Demo - X

Summary History To Do Listings

0 Last Name First Name Subscribed to Emails @
Customer Demo send to remote applications

Job Title Language _ Gender

Assistant  English & om OF

Spanish
Company Referred By Sales Stage @
Customer, Another Demo Buyer Clients [7 days]

As you create more and more templates, remember that you may also categorize them
into groups for quick reference. Add a template to an existing category by selecting one
from the dropdown menu near the upper-right corner of the Text Templates window (1)
or click the pencil icon (2) to go directly to the Category pop-up to Add, Delete, or
Modify a category name (3).

Prospects CRM | Customizing Action Plans & Text Templates March 2023 n



Prospects CRM | Customizing Action Plans & Text Templates
Course Notes Ste”Or MLS

Text Templates -4 X

Template Name Category

-
Language Subject 2
English -

Font -+ | Size - B L. U A- O\- = = = = J- - J5 B e [ Source  ?

Insert Prospects Image - Add et el

Category Number of models
New Listing Plan - 2

Add Rename Remove

)

m Save and Close
4

Tip: You may also open the Categories pop-up window from the main Text Templates
list display by clicking the Actions button, then selecting Manage Categories.

Creating your own Text Templates is a great way to send out personalized
communications to groups of contacts, reduce the chance of spelling errors, and really
help save you time!

Branding

Before sending out communications, reports, and information to your contacts from
Prospects CRM, you will want to upload your agent photo and company logo, select
your brand colors, and customize your email signature so that everything will be
branded to you.

Agent Branding
To begin branding the system, click the the gear icon in the upper-right corner of the
main display and then select Customization from the Configuration screen.
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o\
G
o/

Customization
Your brand, headers, images library

TVProspects  pashboard  Listings contacts  Calendar  Configuration ® a

Vs A A 55

General Virtual Assistant
Homepage, display of preview, system Display of the virtual assistant in the
natifications

Contacts Calendar
irtual assista alues, system I ault values, reminders,
dashboard

Oefauit v system lsts

A ™ o

Listings Customization MLS-Touch®
4, notifications, information ur bran danagement for MLS

Dashboard ders, images library Device M for MLS:Touch®

=)

y Ah m
A ©) &5 ©

Match! Hotsheet Leads Activity Report
Configure email, notifications Select your locations Create lead capture forms, manage Fields displayed by default
leads sources

o

A new pop-up window will appear containing three tabs: Brand & Share, Headers, and
Images Management.

Configuration

Brand & Share Headers Images Management

Brand the communications you send (listings, market reports, branded client app, etc) with the logo and the colors of your choice.

Customization

Begin with the Images Management tab and upload your agent photo and company
logo from your computer by clicking the Choose button and navigating to the location
on your computer where the images are stored.

Images added to the Prospects CRM Images Library will then be available throughout
the system. Before moving on, be sure to choose your main agent photo in the My
Agent Picture section.

Next, click the Headers tab and double-click the default entry in the list to verify your
contact information.
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Configuration + x

Customization

Brand & Share [EUISFIYSN images Management

Customize your contact information shown in headers.

[l setAsDefault

W Description

(Default) Initial Header

Header

Description Initial Header Preview

® Use my board Picture Use my board info

Choose from your images  name
library

Demo Agent

For

Lic. Type

License #

Office
TELLAR MLS

Company

Email
Website

Type Phone

4

Simply, uncheck the “Use my board info” box should you need to make adjustments to
the contact information displayed. Please note that changing the information in
Prospects CRM does not update your membership record with your local

board/association — you would need to contact them directly.

Lastly, click the Brand & Share tab, select your brand colors, and choose your company
logo from the drop down menu of those images uploaded earlier on the Images
Management tab. Once finished, click the Save and Close button to lock in your

changes.

Customization

s you send (istings. market reports,

Choose Your Colors and Logo

Choose Your Logo

Current logo .

YOUR COMPANY
LOGO HERE

Preview v

*IMPORTANT NOTE: You are responsible for ensuring that you
have permission to use any trademarked logos and branding.

Prospects CRM | Customizing Action Plans & Text Templates
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Email Signature

With your branding complete, return to the Configuration screen and select the Emails
section to set up your outgoing email signature. Reminder, to access the Configuration
options, click the gear icon in the upper-right corner of the main display window.

M

Emails
Qutgoing emails

TIPrOSpEcts  asboard  Listings  Contaces  calendar Configuration

_

A

Virtual Assistant
.

Display of the virtua! assistant In the
dashboard

|uu‘

Calendar
It values, reminder

15, system Dashboard, nor

= 5 A
| & o A\ ©)
Emails Customization MLS-Touch® Match! Hotsheet

y
~_/

Google/Microsoft

Prospects For Teams

Management of your Prospects team

Once the pop-up window opens, click Modify Email Signature to begin the process.

Configuration + x

Email
Configuration of the outgoing emails

General Email Configuration

& Modify Email List & Modify Email Signature

\ Email Signature

Add my signature to all outgoing emails

Insert Prospects Image ~

B I US A&

Font ~ | Size

m [ Source ?

= /\.

Insert Prospects Image  ~

Demo Agent

STELLAR MLS
(407 960-5300

m Save and Close
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Use the formatting tools located in the first row of the tool bar to change the text entered
for your signature. To include an image in your signature, simply choose the Insert
Prospects Image option and a drop-down menu will display all images that were
uploaded into the Images Library earlier in the Branding section. To add a hyperlink,
click the link icon in the second row of the tool bar and fill in the desired fields. When
ready, complete the process by clicking the red Save and Close button in the lower-right
corner.

With your branding complete, and a solid understanding of the benefits of accessing
and creating Text Templates, it is time to highlight another great feature of Prospects
CRM: Action Plans.

Action Plans

Action Plans are combinations of different activities such as email campaigns, to-do’s,
follow-up calls, reminders, appointments, and more. You may take advantage of ready-
to-use plans or create your own.

Once an Action Plan is started, Prospects CRM then helps automate the sequence of
activities so that you can help stay organized and on track with your business.

Access Existing Action Plans

Access the entire library of Action Plans from the menu along the left of Prospects
CRM. Remember, to show or hide the menu, click the three-line icon near the upper-left
of the screen.

TVProspects — pashboard  Listings Contacts Calendar MM Prospecfs  pashboard  Listings Contacts Cal

HOW/HIDE
XIS, pyve——
N

y J

Search by Sales Stage By Keyword

1-200f20 SHOWINGS [R)

LeaDs ©

TEXT TEMPLATES |

ONLINE RePORT [
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The Action Plans page opens, and a list of all templates is displayed. Scroll through the
list, search by template name, or sort by clicking any column header.

1 PFOSDGCTS Dashboard Listings Contacts Calendar Action Plans @ ‘
= Templates
Template Name Has Activities Assigned to
v ==
[URGN + Add [THES] 1-180f18 Page 1 of1 m

Template Name * Activities Started Plans Last Start Date Created By
Buyer Closing Checklist

Buyer Closing Checklist

Buyer Prospecting - 2 Months High-To... January 6, 2023

Buyer Prospect Plan - 2 Months May 9, 2022

Buyer Prospect Plan - 4 Months February 21, 2023

My Custom Follow-Up Plan! October 7, 2022 Roger White
New Listing Plan May 9, 2022

New Listings - 2 Months Plan October 6, 2022

Seller Closing Checklist October 5, 2022

Seller Closing Checklist

Seller Prospect Plan - 2 Months December 3, 2021

Seller Prospect Plan - 4 Months April 5, 2022

In the list view, you can quickly identify the number of activities associated with a
particular Action Plan as well how many times that plan has been started, its last start
date, etc.

Open any existing Action Plan by double-clicking its name in the list display. A pop-up
window opens where you can review the individual activity names, their availability, as
well as the activity type, etc.

TVIProspects  pashboard  Listings Contacts Calendar  Action Plans @ ® &

Templates
Edit Template: Buyer Closing Checklist -+ x

Template Name
= N

Template Name  Buyer Closing Checklist

Buyer Closing Checklist iU GTEL T Assign To When Activity Type

Buyer Closing Checklist| () Offer accepted! Next steps ... (Bu... TBD 1 day after plan started Email Campaign
Buyer Prospecting - 2M () Escrow deposit TBD 1 day after plan started Activity To Do
Buyer Prospect Plan-2| [ Confirm title search and insurance 1 day after plan started Activity To Do

Buyer Prospect Plan - 4 [0 Mortgage appraisal 1 day after plan started Activity To Do

My Custom Follow-Up p| 0 Confirm mortgage approval 1 day after plan started Activity To Do F White
New Listing Plan [0 Coordinate home and pest inspe... 1 day after plan started Activity To Do

New Listings - 2 Monthg (] Move in checklist T8D 1 day after plan started Activity To Do

Seller Closing Checklist [0 Confirm contingencies are cleared TBD 10 days after plan started Activity To Do

M Arasniza final walk.theaioh Tan 1 daw aftar Fanfiern continaancia  Actiite T e

Seller Closing Checklist
Close This Window
Seller Prospect Plan - 21 _

Seller Prospect Plan - 4 Months April 5, 2022

[ edit Template: Buyer Closing

4
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Did you notice that this particular plan cannot be edited? This is because it is one of the
pre-built templates in Prospects CRM.

Edit Template: Buyer Closing Checklist

Tip: If you find an Action Plan

template that aligns with your @[]
business, but want to make a TP ot tis acton lan
few changes, click the Action

hecklist

. M Activity Name Assign To Activity Type
button and SeleCt CO py th I S [0 oOffer accepted! Next steps ... (Bu... TBD 1 day after plan started Email Campaign
Tem p I ate . [J Escrow deposit TBD 1 day after plan started Activity To Do

O Confirm title search and insurance TBD 1 day after plan started Activity To Do

A [) Mortgage appraisal TBD 1 day after plan started Activity To Do

Th e Copy Can then be ed Ited . [0 Confirm mortgage approval TBD 1 day after plan started Activity To Do
[J Coordinate home and pest inspe... TBD 1 day after plan started Activity To Do

O Move in checklist TBD 1 day after plan started Activity To Do

) Confirm contingencies are cleared TBD 10 days after plan started Activity To Do

M Araaniza final walkthranah TRN 1 Aaw aftar Fanfirm rantincancia Artivity Ta Nin

Close This Window

Create a New Action Plan

To create an Action Plan from scratch, simply click the green + Add button above the
main list display.

1 ProspeCTS Dashboard  Listings Contacts Calendar Action Plans @ &
= Templates

AN Template Name Has Activities Assigned to

2 Anyone Bl seArcH

(OB + Add TR 1-180f18 Page 1 of1 m

Template Namé"a: 5 , Activities Started Plans Last Start Date Created By
Buyer Closing Checklig#
Buyer Closing Checklist

Buyer Prospecting - 2 Months High-To... January 6, 2023

Buyer Prospect Plan - 2 Months May 9, 2022

A pop-up windows opens, and you can enter a name for your template then add
individual items using the green button below the Template Name field.
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Add a Template - 4+ x
Template Name | Add a Template
+ ~ |jm} Template Name  Stellar MLS Training Team - Custom Action Plan!
W Activity Name Assign To When Activity Type
+v| W
_,/ -
Virtual Card
Activity To Do
Follow-Up Call

Appointment
Property Showing
Buyer's Agent Showing

Open House

There are a variety of settings available for each type of activity. For example, selecting
Email Campaign opens an interface like the one reviewed earlier.

The first window allows you to compose a ‘

new message or choose a Text Template. Q comometmat e e
Once finished, click Next in the lower-right fe  clse 1B IS A ® e o B 2
Corner. Insert Prospects Image ~ = Add Contacts Information ~ ion ~ | Insert Other Field ~

The following window allows you to name the activity and choose from a variety of
options on how it will fit into the Action Plan sequence.

Email Campaign: -+ X

e Add an activity on your calendar

Activity Name Assigned To
Examl OB T8D
Choose when this activity will start
® On Action Plan Start After Another Activity O On an Important Date © On a Specific Date

0 days - after

(] Send Email Automatically on the Activity Date
Publish in Activity Report

T
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These settings can become very powerful to help keep you on track with your business!
For instance, maybe you want to send an email a specific number of days after the plan
begins, after another activity (once you add more, of course!), on an important date (as
defined in a contact’s record), or even on a specific date.

If you wish, check the box to have Prospects CRM automatically send the message on
the activity date rather than only having it appear on your calendar as a reminder.

Once you have the appropriate options selected, click the Add and close button.

Back in the Add a Template window, continue adding items using the green button. For
this example, an Activity to Do will be added from the menu as well.

Add a Template - 4 X
Template Name  Stellar MLS Training Team - Custom Action Plan!

+ v ]
I Email Campaign Assign To When Activity Type

[ Virtual Card TBD Action plan starts Email Campaign

I

Activity To Do d
Follow-Up Call
Appointment

Property Showing
Buyer's Agent Showing

Open House

r.

When naming an Activity To Do, select a preset by clicking the arrow to the right of the
field and scrolling through the list or, alternatively, begin typing and the list will filter.

You may also enter a custom name to be used only for this particular Action Plan item.
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Activity To Do: Activity To Do -+ x
| Activity To Do: Activity To Do
Activity Name Assigned to
Activity To Do n TED | Activity Name
Choose when this activity will start | L
' | Activity To Do
@® On Action Plan Start (O After Another Activity (O OnanImportant Date O On a Specific Date |
0 days v after 2nd property showing
| P
(] Forward Until Done Email Reminder Priority Advertising
Publish in Activity Report o Days - before Normal Priority | Agent showing
Notes
Appointment at the office
ider
Brokerage contract
| & Da
Building inspection
Buy offer
Buy offer submission

4|

If you would like to change the text of the presets shown in the Activity Name list, or add
a custom name to select in the future, use the Modify... option.

Activity To Do: Activity To Do

Activity Name

Activity To Do

Office watch

Open House
Property assessment
Property showing

Take measurements

Take photos

Water test

Modify...
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Activity To Do: Activity To Do

Activity Name Assigned to

Activity To Do - TBD

Choose when this activity o
List of Activities Descriptions + X
(® On Action Plan Start pecific Date

0 days - aftel | m
[C) Forward Until Done 2nd property showing
Publish in Activity Rej ~ Advertising | Normal Priority
Agent showing
Notes | Appointment at the office

Brokerage contract
Building inspection
Buy offer

Buy offer submission
sl

y)

Add and close

4

Once you select Modify..., the List of Activities Descriptions display window opens
with options to Add, Modify, and Remove items. Make your desired changes (if any),
then click the Save and Close button.

Back on the ACt|V|ty To Do Activity To Do: Activity To Do - 4+ x
window: Activity Name Assigned to
TBD
@ Choose when this activity will start
1 " Choose When your ® On Action Plan Start O After Another Activity (O On an Important Date O On a Specific Date
activity is to start 0 days - after
2 . ReVIEW |tS add|t|0na| @ ) Forward Until Done Email Reminder Priority
0 ptl ons Publish in Activity Report 0 Days v before Normal Priority

3. Add notes if desired @ Notes

When ready, click the Add
and close button.

Add and close

Lastly, click the Save button in the Add a Template window to store your template!

Once you have selected a template, modified an existing one, or created your own, it is
very easy to then start an Action Plan.
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Starting an Action Plan

From the main list, double-click to open an Action Plan, click its Action button, then
choose Start this Action Plan.

Dashboard  Listings Contacts Calendar Action Plans

A Prospects

Template Name

Edit Template: Training Example | My Custom Follow-Up Plan!

@ & [(acion -]

Copy this Template
Template )
Rl © ~ [ T\_‘J t Start this Action Plan Page 1 of1 -

. + ~ i)
M Template Name * o ted By

e I L] ™ | Activity Name Assign To Activity Type
[ Seller Closing Checklist [0 First Thank You (E-card) Roger White Action plan starts Virtual Card
[ seller Prospect Plan - 2| [ SetUp Custom Search in Matrix  Roger White 0 days after First Thank You (E-ca... Activity To Do
[ Seller Prospect Plan - 41 O Introductory Email - First Steps Roger White Action plan starts Email Campaign
[ Send Birthday Card (251 [ Review and Send Initial MLS Listi... Roger White 0 days after Introductory Email - ... Activity To Do
O Send Transaction Annivt ) Follow-Up Call - Email received?  Roger White 1 day after Review and Send Initi... Activity To Do
O stellar MLS Training Tea [0 Appointment - Discuss Listings Roger White 0 days after Follow-Up Call - Emai... Appointment T White
[ Training Example | My ¢ O Schedule Property Showings Roger White 1 day after Appointment - Discus... Buyer's Agent Showing Fwhite
[ Training Example | Ope [0 Property Showings Roger White 1 day after Schedule Property Sh... Appointment F White
O Training Exarnple | 2 AR R i Retiviitns T Pn b white

m Save and Close

[ Training Example | z_Clt f White .
[] Training Example | z_Connected Soluti... 6 0 Roger White -

&) edit Template: Training Exan
25 ms.

There are numerous locations throughout Prospects CRM where you may opt to start
an Action Plan. Before the plan begins however, you will have an opportunity to confirm
several options such as the Start Date (1), if you would like to associate it with a
Contact, Listing, or Agent (2)*, and there is even an option to edit the plan if desired (3),
before clicking the button to confirm (4).

Start Action Plan: Training Example | My Custom Follow-Up Plan! - 4 X
Assign To . Start Date
(Your Name Displayed Here) v March 14, 2023

Listing
Address

Agent

Last Name, First Name

Contact
Last Name, First Name

Edit this Action Plan

Activity Name
First Thank You (E-card)
Set Up Custom Search in Matrix

Introductory Email - First Steps

Review and Send Initial MLS Listi...

Follow-Up Call - Email received?
Appointment - Discuss Listings
Schedule Property Showings

Property Showings

Assigned to

(Your Name Displayed Here)
(Your Name Displayed Here)
(Your Name Displayed Here)
(Your Name Displayed Here)
(Your Name Displayed Here)
(Your Name Displayed Here)
(Your Name Displayed Here)

(Your Name Displayed Here)

Action plan starts
0 days after First Thank You (E-card)
Action plan starts

0 days after Introductory Email - Fi...

1 day after Review and Send Initial ...

0 days after Follow-Up Call - Email ...
1 day after Appointment - Discuss ...

1 day after Schedule Property Sho...

Activity Type
Virtual Card
Activity To Do
Email Campaign
Activity To Do
Activity To Do
Appointment
Buyer's Agent Showing

Appointment

‘ Start this Action Plan
4

*(optional, but remember dynamic reference fields will be blank if not associated with a record)

March 2023
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BONUS TIP:

It is also possible to create an Action Plan that has items that start before a certain date
so that you may work backwards. For instance, an Action Plan could be created to
prepare for an upcoming Open House.

When adding items to the plan, such as an Activity To Do, just enter a negative number
for the activity start date.

‘ @ On Action Plan Start Activity To Do: Activity To Do - + %
Activity Name Assigned to
-3 days v after Activity To Do Roger White
5 Choose when this activity will start

@ On Action Plan Start O After Another Activity © On an Important Date O On a Specific Date
3 days « after!
[J Forward Until Done Email Reminder Priority
Publish in Activity Report 0 Days ~ before Normal Priority
Notes

Once an action plan is Started Start Action Plan: Training Example | My Custom Follow-Up Plan! - 4+ X

)
H 1 H H Assign To Start Date
eve ryth Ing IS set Into motion ok N DR T 3 fssnes ===
based on the Start Date! g Aget

Edit this Action Plan

From there (and depending on
your settings), you may be
notified by email of certain
activities, review items on the
Prospects CRM calendar, sort
through all active plans, and
start leveraging the Prospects
CRM Virtual Assistant located [ sar s actionpon_J§
on the Dashboard.

Activity Name Assigned to When Activity Type

Incorporating Text Templates and Action Plans into your business can help make
Prospects CRM one of the keys to maintaining consistency, improving efficiency, and
ultimately saving you time!
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