WeichertPRO Job Aid — Importing Pure Gold Contacts from
Weichertone.com

Importing your Pure Gold contacts into WeichertPRO will make it easier to stay in touch and ask them to refer
you to their friends & family. Follow the instructions below to easily import your contact data, then schedule a
plan for consistent follow up using your PRO calendar, Email templates and call lists. Reference the steps

below:

EXPORTING YOUR PURE GOLD CONTACTS:

Step Screen
1. GoTo:
www.weichertone.com and - - ’
log in. [ Marketing Resource Center - Enter —_— -I
2. Scroll down to the Market | Evervthing Marketing! Customizable Listing [

Resource Center section

Presentations, Brochures, Open House Resources

and Customer Follow-LUp made easy.

-

3. Click on Pure Gold Follow- - ® Pure Gold Falow-Up Program
up Program Stay in touch with customers the easy Pure Gold way.
@ Popular Marketing Resources
4. Select a Customer List from
the drop down. Click on Pure Gold: Custamer List
“AII Customers” Use the lists to manags your customers recsiving pure gobd mailings.
Choose a customer list | |Apcoming Mailings - —_ &Y search )
S | Export List to Exc :p(;nz:i::::g;
) Upcoming Expired T
. Expired Customers I
Glanni Del Duml Al Custamers | Laura Duncan
] L2
Mr. & Mrs. Donald Tuscano Laura Duncan
Gl = L 2
Jessica Phill fps Laura Duncan
e k= 2]
chaz Corallo Laura Duncan
pmen = L 2]
5. Click on the link to Export
List to Excel
Choose 3 customer list | AN Customers -
You will be given the option to
Open or Save the file. ¥ | Export List to Excel
6. Save the file to a -
convenient place on your '
Computer Where you can File name: PureGold_AllCustemers -
flnd |t eaSily Save |t as a Save as type: | CSV (Comma delimited) v]
CSV Flle (Some sources Wi“ Authers: Laura Ducan Tags: Add atag
default to an “Excel
Worksheet” with extension | : HideFolders Tools ~ swe | [ Concel |

XIs)



http://www.weichertone.com/

WeichertPRO Job Aid — Importing Pure Gold Contacts from
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Step

Screen

1. Go to:

WWW Welchertp ro.com and HOME T s PRO Trainer
0 0 i Realtor
Weichert"
|Og |n Comments  Help  Training  Setings  Logout
2 CI N k A d . WeichertPRO Dashboard = (B wosowroma @ Searchforcontacts Q Contact Sources
[# upcoming Appointments & Tasks (12/14/2013 - 3(19/2014) 1 overdue, 22 upcoming @)
—
Date A Time Description Hame Type Actions | * ———
0172072014 21-30 days f h to Action Pl U ==
& o100 -30 days from open house Yl Abato jon Pian pdate =
Email OH attendees to show your value. Open House Update -
L
Email OH attendees to show your value. Open House Update 5
Office Meeting and caravan Business Dismiss "
q
~5:00 Pl Pick up Erin from practice Personal Dismiss §
Office Meeting and caravan Business Dismiss !
I
00PN Customer Meeting Business Dismiss ~ [
{
Hews ®* 4 Emails i
HY Times - Real Estate (Last Updated: Mar 14, 2014 11:30 AM)  * Best Buy 8:36 AM
Today Only: Save 57% on Laptop Briefcase, Pus Save on Headp [ ]
Streetscapes: The Hamilton Theater's Changing Act —
Change is afoot for the bedraggled West 145th Street building Best Buy 31312014
designed by Thomas Lamb. Today Only: Save S0% on Blustooth Spsaker, PlUS Snop Laptop a
Prospect-Lefferts Gardens Is ‘On the Map’ Best Buy 311202014
A development boom hits a neighborhood once referred to as Today Only: Save on Select iPad mini with Retina display, Plus Sa
“Brooklyn's best-kept secret.” BestBuy 0TS
Living in: New Roots in Carroll Gardens Today Only: Save 58% on Assassin's Creed IV: Black Flag Video
owmhouses, and new Somng alecis he b smabo THL) sTEn
, g pr Today Only: Save 50% on Home Theater Speaker System, Plus Si
atmosphere.
High-Tech Solutions for House and Apartment Best Buy . 3912014
those communications Today Only: Save 68% on Wireless Mouse, Plus Save on 30 HOT' il
ADMIN | RECENT AGTIVITY A WeichertPRO Privacy Policy ADD A
3. Sel “Import/ '
. Select “Import/Export Adrmin -
” '
Contacts” from the pop-up _
i Action Plan Management
WIndOW Group Management
Library Content Management
Librarmy Templates
Google
Imn port'Export Contacts
WWLIN Lead Specialist Certificate
13 7
4. Select “Other Import”. Import/Export Contacts
You will use this option for any Import Contacts

Source that is not listed here.

(5 v

o]
[

Other Import

use this option to impart from any source
not fisted (e.g. Yahoo! Mail, AOL etc))

g o =

"J Weichert.com Email



http://www.weichertpro.com/
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Step Screen

5. REV|eW the Instructions and This page will allow you to upload your export from a different application. Once you upload the file, you will be shown the records that were

. . scanned, at which point you can choose which contacts you want to add to your contact list. Allowed File Extensions and File Sizes: .csv - 15MB
I k (13 7 h
click “Continue”. Use the

“Browse” button, to find Browse
your Pure Gold Contact file
and upload it.

S8 WnNICn ConTacis you wantio add 1o Your Contact IS Arewed File CXISmsions and e SiZes. .8V -

¢ PureGold_AllCustomers.csv = Remove

6. Review the instructions for
mapping your data fields to

matching WeichertPRO data Select Previously Saved Mapping @

fields. Name your Mapping. ®! Create New Mapping @

This name will be the

73 3 4 N i (Required} 1
Source” tied to your ::I_FHFE'"Q Pure Gold ER,LM:;: i

contacts S

7. Select the PRO field name

from the drop down box |'3Ur Field Names
that best describes the data Notes -
shown in “Your Field Name” ' L
When you have completed Ignore This Field
mapping all the fields, click Full Name
“Continue”.

Marme Parts

Gender

Company

Contact Info
Contact Type (e.g., Buyer, Seller, Renter)

Contact Group

Primary Address
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Step Screen

8. When your import file has

finished processing, click Pending Imports
the Ed it I COﬂ tO reVieW you r Import Source Contacts Processed Remaining Created On Continue { Cancel
data. Fure G 0 44 3117/2014 10:08:08 AN / %

Hint: You will receive an alert
when the process is completed.
Then go back to the Import
page to continue.

9. Review your list and select

one of the Import options Imprtas new contact
d : iA Do notimport
for each of your contacts. ba: Gl Rl et 10 e comact ot
- 3 A U must select a con

(Import, Merge or Do Not e ot 0 15001
I mport) . Click “ I mpo rt” . Gail Rosenfeld (Name)

Name: Andres Sanchez Email:  MN/A : I[:lpn:;?;::: comact

Gender: M Phone:  N/A

Merge with WeichertPRO contact
Address: 66 Grant 5t

Sloatsburg, NY 10974 -
---------- Other contacts to merge with-——-

Import as new contact

Name: Mr. Luis Ramos Email:  M/A Do natimport
Gender: [ Phone: A ® Werge with WeichertPRO contact
Address: 10 Hughes St
Lodi, NJ
Yarilis Chalas
10. Click “View Contacts” You
can now filter your contacts | *  contets
by “SOU rce” (PU re Gold) and Hame Hotes Address Source
edit them. Mr. Barrett AR _ 13 Woodbine Ave Pure Gold
Greenwood Lake, NY
10925
Hint: Add thEIf emal/ Joann Beim SR _ 599 Mohawk Ct Pure Gold
addresses and add them to a Suffern, NY 10901
group with a consistent follow
7 Mr. Benson ISR 20 Yorkshire Ct Pure Gold
up aCtlan p/an Hanuet, NY 10954
Todd Berk SR 25 Birchwood Dr Pure Gold
Highland Mills, NY
10930
Brad Boston SR 40 Cranberry Dr Pure Gold

Highland Mills, NY
10930




