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Accessing Darwin

First Login: Office Admins will log into the Citrix login from www.AccountTECH.com select Login, Darwin.
Password Reset Citrix: The Citrix password will be provided every 41 days from the IT Department.

Please log on

User name
ACC()unt T““" Password

Second Login: The Darwin login will be firstlast *one word
Password: The Darwin password must include a Capital letter, a Number & Symbol. Office admin will be
prompted every 41 days to reset the password.

[Account [TTH]
All Categories
I
All Apps
t‘.‘_" F Vi
- Details sie Details Mt Detail sie Details
&2 - &)
darwin Affiliated Darwin API Darwin Campaign Darwin manual ver 5

documentation ver 1

Designer

Issues Logging In? Contact helpdesk@c?2laffiliated.com to request access.
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Listings

CENTURY 21 asfiliated

Affiliated agent active listings will pull from the MLS into Darwin.

Search Listing/Existing Property

To search for listings, from the top corner of the page, select Search. First, search by MLS or agent.

Use the Advanced filter option to filter your search.

Darwin

‘ B ©
o 2 B | & - = 26 C
Dashboard [EEISTRClN  Poople Sales yables Ledger Banking Reports Formulas | Dropdowns | Company | Settings Security Close
O% ®
search || cancel A/
Features address |zz| W Beltline | status . hicle advanced filter options
Agents company |Afiliated | filter by date property type +|  accounting code
mis from date buyer name triype
People property ID to date seller name escrow # qa control 1
agent broker ref # qa contral 2
Escrow
propld address status mis listing date pending date list agent sell agent list affice 1]
Commission I 45587 221 W Beltline Highway, Madison, WI, 53713 Pending 123456 03/08/2019 | 03/14/2019 Jason Fowler Affilia

Manual Entry (Buy Side)

Manual entry is required when Affiliated is representing the buyer. Rentals that do not have an MLS Number.
When alisting is entered in the MLS and goes Pending immediately. If a property is active and is not showing
in Darwin after several hours on the MLS, contact helpdesk@c?laffiliated.com to resolve the issue.

From the top left-hand corner of the page, select PROPERTIES. From the Property Basics tab, select NEW.

Dashboard

Properties

Properb Ems

Feature:

deports --
search pew) EE& Emua
tupe code

add new

property

accounting code

property type

income type

address
suite apt number

city

Affiliated

Residential (R)

RESIDENTIAL SALE

Single Family Attached

street # dir street name
123 S v Test
Madisen state |

22

status Active

mis 123456

list date 10/23/2019
expire date

street designation  suffix

Drive

bldg floor num

o

Add the new property by completing the
Company Affiliated (default), Type Code,
Accounting Code, Property Type, Status,
Active (default) MLS Number, List Date,
Street Number, Street Name, Street
Designation, Suffix, Suite/Apt Number, City,
State, Zip Code. Save.

The Expire Date is not a Dash requirement.
Enter if available on MLS print out or use the
first of the current year.
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set of steps, you will be in the Properties Tab:

a = =
Sales Payables Ledger Banking Reports

For the nex

Darwin

Dashboard

0

Properties People

Adding List Agent
Under PROPERTIES. Select Property Basics. Select the magnifying glass icon to search for the List Agent
*Double click to select the name. Save.

. a
o & B W |
search new FEUIE| submit delete print letters copy add as [cared ] Agent shen adanced Mier options.

Features S - o parsen name e moany omes
property address 123 Test Street, Madison, W, 53713 ’| o lb'ﬂ‘y — 4_ | =T ‘nﬁmimd lMld\mn ||s:5 |

Darwin

@

Properties [T Sales

stest® dir street name designation suffix
Agenis [ | -] [ret | [street |
suite/apt build floor #
People —
city | Madison state |WI dp 53713 Q)
Escrow status
status  Pending |+ Ellocked list date  7/1/2019 .
date
Commission e 123436 expiredate [1/1/2020 L] ottt
mis 2 withdrawn N
Agent Net List asking price |§100,000.00
selling price |598,000.00 pending date 2/26/2019
Agent Net Sell comm price |$98,000.00 estclosedate  9/26/2019

pos (5]t et Eregomen (@) — ccane
[sell agent |'@ cancel reason . ‘ b
Custom fields : ol

3@ —

show on intemet. close date

Submission

Adding Additional Agents
Under PROPERTIES. Select Agents. Select the green plus icon next to listing agent. Search for your additional
agent. Enter the percent of award. Save.

B
listing agent \ﬁ
regionsl . ~ -
agert Heather Dotzaver (a) D 1 CareyPierson regional: 50.00% gross: 100.00%
o Agents
[o—r— wm | % gents D 2 Heather Dotzauer regional: 50.00% gross: $0.00
P
selling price. §98,000.00/ Peopl
‘comm price $9€,000.
Escrow
% s
ol ot comisson 0 $2.94000 Comm
Agent Net st e st ekl 00 5000
adjusied st commission . Agent Net List
Agent Net Sell > 3254000
Post percentof adjusted grosn 00 | % OR amounts Agent Net el
Custom fields Post
save ‘ wwwww ‘ Custom fields
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Adding List Price
Under PROPERTIES. Select Property Basics. Enter the Asking Price. Save.

s i)
@ . = S| G
D Properties Formulas | Dropdowns | Company | Settings | Security Close
K Q 123 Test Street, Madison, Wl, 53713
Property Basics &) ID: 139388/ OL/Buyer-AG Sphere of Influence
search letters add aa cuStDmEr Company: Affiliated
Features property address 123 Test Street, Madison, W), 53713 twecode |Residential
street®  dir street name designation suffix sccounting code  |RESIDENTIAL SALE
Agents 123 | - [Test | [street | -
ropertvtipe  [Single Family Detached (R)
pecple suite/apt build floor income tipe
city |Madison state | WI Zdp 53713 19
— property style
Escrow it ,
satus [Pending  +| [] 220 list date  7/1/2010 - property ise
: mls [123456 expiredate 77172020 |+ exp date development
Commission calculated
mis 2 withdrawn B
Agent Net List asking price |$100,000.00 <4— neighborhood
selling price |592,000.00 pending date  8/26/2019 v sub division
Agent Net Sel comm price |$98,000.00 estclosedate  9/26/2019 - location transport
Post | (o) building ara - lot size
| listagent |Carey Pierson ‘O‘| cancel date - 9
sell agent "a| cancel reason . total acre year built
Custom fields —

Adding a Seller

Under PROPERTIES. Select People. Select the green plus icon next to Seller. Enter the First Name, Last Name.
Select Add.

step 1: add person andlor company

fod E E first name Opal last name ‘M‘:w
Dashl Properties & Sales Pay Ledger Banking \eports|

company name

= F
Property Basics O 613 ﬁ |;
search new (Ul | cubmit delete print let step2: select a person type
Features SE”EI for multiple sellers, select survey recipient survey person type

Agents

step3: selectan office

e . feptered

office .| (optional)
Escrow

account | (optional)

\r =dd

(ancel

Note: ALWAYS ADD NEW BUYER/SELLERS TO DARWIN. If you search to add an existing
buyer/seller this will affect reporting.
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Edit Seller Information
Under PROPERTIES. Select People. Select the Seller's Name to open the profile.

Property Basics

print || letters || copy

survey delivery ven

y

Features seller  [dh]  formultiple sellers, select survey recipient urvey

socns 1@
e e

Escrow

This step will move you to the People Tab

Under PEOPLE. Select People Basics. Enter the Seller/Buyer email. Once you enter an email address it will feed
to Dash in real time for the survey to be send once the transaction is closed. Prior to closing, if the survey
should not be sent, a helpdesk@c?laffiliated.com ticket must be submitted. Select the source. If your agent's
seller type came from a bank or business, you can change the type to Financial Institution or Corporation or
what best applies. Lead By will always be Agent Generatedunless it came from the Emily Matthews's team or
Relocation. If the lead was provided by the Emily Matthews's team or Relocation you will select “Office
Generated. Select the plus icon next to phone numbers to enter the Seller/Buyer phone number if provided in
SkySlope. Repeat steps to add multiple sellers.

Darwin

e 0000000000009
. N . ~
Dashboard | Properties [EIRS TS Sales Payables Ledger Banking Reports Formules | Dropdowns | Company | Settings |  Security

= E . _
® Opal Mick / Person ID: 438631
save® || cancel PR (ol duplicates last modified date: 9/25/2019 2:03:28 PM
People links first middle last
[Mick | ype Buyer/Seller +sendsurvey?  birthday
Agent basics or company name source  [Sphere of Influcnce €—— *gender
tamiliar name lead by Agent Generated <—— +division
Web profile
corporate name || use corporate name entity type
P, email address opal.mick@gmail.com <—— url
sddresses |5 phene numbers (5|
Billing v ‘
. Opal Mick
Overrides
phone type phaone number phone extension
Inventory Mobile - (555) 555-5555]
general notes referral company

EEA
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Pending

When your agent has an accepted offer, the information will need to be updated in Darwin.

For the next set of steps, you will need to be on the Properties Tab:

Darwir

Updating Property Status

Under PROPERTIES. Select Property Basics. Add Selling Price, add Commission Price (auto default from selling
price) Add Pending Date (Accepted Offer) Add Estimated Close Date. Save.

Darwin

123 Test Street. Madison. WI. 53713
Property Basics ID: 139388 /0L /Buyer:AG Sphere of Influence
Company: Affiliated
Features . d - .
property address | 123 Test Street, Madison, WI, 53712 typecode | Residential
street # dir street name designation suffix accourting code  |RESIDENTIAL SALE
Agents
122 | v [Test | [street | v ropertytyoe  |Single Family Detached (R)
_— suite/apt build floor # income type
city |Madison state |WI Zip (53713 @
roperty style
Escrow tah
status | Active - |:| ‘SD(kL:j listdate  7/1/2019 - [ODETty Use
! . . exp date development
Commission mis 123456 expire date  7/1/2020 D calculated
mls 2 withdrawn v
Agent Net List asking price [§100,000.00 neighborhood
selling price |593.000.00 <@—— pending date  8/26/2019 <—— ") sub division
Agent Net Sell comm price |$98,00000 <— estclosedate 9/26/2010 @—— N ) location transpart
Post listagent |Carey Pierson =% cancel date - building area - lot size
D sell agent O‘, cancel reason - total acre year built

IMPORTANT: Verify the Status changed to Pending.

Darwin
Properties mpany
123 Test Sir
Property Basics ID: 139388/
search new Company: Affili
fremimes property adcress [123 Test Street, Madison, W1, 53713 bwecade |Residential
street#  dir street name designation suffix sccounting code | RESIDENTIAL
Agents
[r22 | ol [rest |[street | M roperty type  [Single Farnily
_— suite/apt build floor # [
city |Madison state | WI ErRE et R Y
roperty style
Escrow tak
stans [Pending [l fmk“:j list date  (7/1/2019 . Lo0 ety Lie
Active Listi.. * exp date development
I
Commission > e Current :I expirzdate [7/1/2020 T D calculated
mis2 | Expired withdrawn -
Expired Lis...
Agent Net List askiNg price |0 oen neighborhood
selling price | Pending - pending date [8/26/2019 . sub division
Agent Net Sell «comm price |§98,000.00 estclose date  (9/26/2019 . location
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Adding Financing
Under PROPERTIES. Select People. Select the plus icon next to Vendor/Partner.

Darwin

&) [s] ‘ | b | & | &
&) B . = E B ]
Dashboard Properties Sales 5 I.edgr Bankmg Formulas | Dropdowns | Company Settings Security

O 123 Test Street. Madison. W1. 53713
Property Basics S ID-141551/0L
search new cancel |EETLIATS delete print \ette\ copy
Features seller (| for multiple sellers, select survey recipient urvey survey delivery i EN
Opal Mick
Agents Sphere of Influence Agent Generated
opal. mick@gmail.com
—
o
Escrow
Commission

Adding Title Company: Select the magnifying glass icon to search for Person. Search for the company;

verify type is Title Company, double click to select. The Role will default to Title Company. Select the side your
agent is representing. Save.

2add other people / vendors involved in this sale

add other peo olved in this sale

select person and side Vendor/Pariner:

persen | (&

select person and side Vendor/Partner:

person | SECURITY FIRST TITLE [=]
role role Title Company
side side L - seller v
e —
® ®
save || cancel
| sve )| concel

Adding Lender: Select the magnifying glass icon to search for Person. Search for the company; verify type
is Lender, double click to select. The Role will default to Lender. Select Buyer. Save.

add ather people /

add other people / vendors involved in this sale

select person and side Vendor/Pariner: select persan and side Vendor/Partner:

person —
[ & persen | CROSSCOUNTRY MORTGAGE (]

role

role Lender v
side

side L~ seller -
H | ® [ & |
] —J
e || came H | ®

| save cancel

HINT: If you have a Cash deal, you will enter this as a Lender.

If you do not see Title or Lender please submit a Request Form to have added to Darwin. CLICK HERE.
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Under PROPERTIES. Select Commission. Select the green plus icon to enter the Co-Broke

Darwin
e El
Dashboard  [SSNEI Ledger
= L > 123 TestStreet, Madison, W1, 53713
Property Basics < OJ '@ ID: 141551/0L
sear notes n cancel delete print letters Company: Affiliated
Featt ()
eatures commission settings adjusted list commission $0.00 [4F]  cobroke commission $0.00
) | list agent ‘ Slist ‘ S% | award % ‘ ‘ ‘ cobroke name type
Agents selling price 50,00
»‘M ‘ soou‘ 1ouuu| 100.00 ‘g
commprice  [$0.00
People
Escrow ourseller [/
listing commission 0.00 $0.00
—]
adjusted list commission 5000 |4 '
Agent Net List trans fee $0.00
referral commission - it side $0.00 &)
Agent Net Sell ”
our buyer ‘ referral company referral § | s3% ‘
cobroke commission | 0.00 $0.00.
Post pay cabroke
Custom fields
Eiffrm commission notes

Select the magnifying glass icon in co-broke office to search for the co-broke office. Select the co-broke by
office address. If you do not have the address submit a request form. Do not enter the Co-broke Agent name.

cobroke office: “

)

cobroke agent

HIEA

(&)

Keller Williams CoBroke Office show advanced filter options
D person name type company office =

393084 Keller Williams Premiere Properties CoBroke Office
173324 Keller Willizms New Tampa CoBroke Office
188101|Beth An Schulz-Keller Williams CoBroke Office
188747 |Jenny Swain-Keller Williams. CoBroke Office
188750 Jim Lampe-Keller Wiliams CoBroke Office
188761 Kara Thomas-Keller Williams CoBroke Office
» [ 173326]Keller Williams CoBroke Office
Keller Williams CoBroke Office

162012 |KELLER WILLIAMS CoBroke Gfice 70005 h
140288 | Keller Williams CoBroke Office

If you do not see Co-Broke office with address, please submit a Request Form to have added to Darwin. CLICK

HERE.

11/19/2019
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Adding Commission Percent

Under PROPERTIES. Select Commission. Under Listing Commission enter the percent of sale the agent is
expected to receive. **If you have exhausted all options and your balance due does not match the commission
check you can Flat Rate the transaction. When this option is used, detailed notes need to commission notes **

Adding Transaction Fee

Under PROPERTIES. Select Commission. Enter amount of transaction fee. If you have multiple fees, add them
together for the total. Leave detailed notes under commission notes.

Adding Commission Notes

Notes for the Accounting Team would go in this section. Notes created in this section need to be specific to
whatever side of the deal your agent is representing. Save.

B0
Properti

Verify Listing Deposit Total

To do the math manually, take the Listing Commission Price, add the Transaction Fee (if applicable) subtract
the escrow deposit. This should match the commission check. *you must move from commission to escrow to
view the escrow deposit.

Verify Buyer Deposit Total

To do the math manually, take the Listing Commission Price, add the Transaction Fee (if applicable). This
should match the commission check.

12
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Submit in Darwin
Do not use. This is for Accounting purposes only.

anwin

7 )
i) - = @ | &
Properties e Sa\s Formulas | Dropdowns | Company | Settings Security
. @ 123 N Test Street, Madison, W1, 53713
Pmpem BES'ES ID: 213120/0L
sear(h nEw de\ete letters y || add as a customer Company: Affiliated

Festures property address 123 N Test Street, Madison, W, 53713 tue coge

Residential

B

Closing

Once you've receive the commission check & closing disclosure, review/update all required fields in Darwin
from the closing disclosure. Transaction status must mirror the status in SkySlope.

Ready to Close
Under PROPERTIES. Select Property Basics. Change the Status to Ready to Close.

lHﬂlIIIIIIIIIIIIIIIIIIIlllllllllllllllllllllllllllllllllllllll
Da-shbnard Proper rt Payah\“ -ﬂ-
123 TestStreet. Madison. WI. 5371
ID: 141551/0L/Seller-AG Spher
search car\ce\ add a5 3 customer Company: Affliated
Festur property address  |123 Test Street, Madison, WI, 53713 tmecode  Resicential
street # dir street name designation suffix accounting code | RESIDENTIAL SALE
Agent .
[123 | [rest | [srest | propertytioe  [Single Family Detached (R)
/; il #
A suitefapt build floar | come hoe
city [Madison state [WI zip (53713
y (&) aroperty stie
Escr = .
sors [Reayocl [ 1000 listdste  7/1/2019 . oroperty use
) e Expired Lis.. eprease Ty |- exp date development
Commission Open/Pen calculated
mis2 | Pending withdrawn
. " Ready to... <_ neighborhood
Agent Net List asking price Withdrawn
selling price. Withdraw... ~ pending date  8/26/2019 . sub division
Agent Net Sell comm price 598,000.00 estclosedate  0/26/2019 . location
Post | (@) building area
| list agent | Carey Pierson |S cancel date v 9

Closing Schedule

Transactions that are in Ready to Close status in both Darwin & SkySlope before noon on Mondays &

Wednesdays will be processed by Affiliated Accounting. Commissions are paid to agents on Wednesday &
Friday.

Ready to Close Monday = Agent paid on Wednesday
Ready to Close Wednesday = Agent paid on Friday

Questions

Accounting questions and concerns regarding specific transactions can be communicated to designated
Accounting Point Person.

11/19/2019
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Referral From Co-Broke Commission

The referral is being paid to an Affiliated agent. General questions and concerns can be communicated to
helpdesk@c?laffiliated.com

Add Referral Listing
Under PROPERTIES. Select Property Basics. Select New.

o)

Praperties

[
& NESE - = S | &
d Sales Ledger Banking Formulas | Dropdowns | Company | Settings Security
propery tasics || | -+
search new cancel add as a customer

Features

property address type code

Select the Type Code as Residential

e A= ’ (R). Select the Accounting Code as
K Residentil (1) -] e Residential Referral. Select the
PeomIBRICE | RESIDENTIAL REFERRAL ) ome Property Type accordingly. Select the
B N <= Farily Deteched - : Income Type as KReferral Income. You
== YEel ] Referal Income v|  tclosedue . might not always have the MLS

ST o I et cesgnaton su number. If not, enter the property
saress v v address. Enter the address, city, state
suite apt number bldg floor num & le. Save.
city state zip |:J
]

Under PROPERTIES. Select Property Basics. Select your agent under Misc Agent. Enter the Selling Price. Enter
the Pending Date. Enter the Close Date.

9769 Wedgewood Circle. 56125
ID: 212674/0F
search Company: Affiliated
property address 9769 Wedgewood Circle, Woodbury, MN, 56125 Lpecode  Residential
street ® dir street name designation suffix accounting code | RESIDENTIAL REFERRAL
7 B
s ] [Wedgenood | [ciete | propertytype Single Family Detached (R)
suite/apt build floor #
P ] income type | Referral Income
city |Woodbury state | MN zip (56125 =N
— property stile
status Droperty use
status ot list date.
" exp date development
mis (5237262 expire date
calculated
mis2 withdrawn
asking price |$0.00 neighborhood
selling price [$430,000.00 pending date sub division
comm price | $480,000.00 est close date location transport
) cancel date building area Iot size:
T @ concel esson total acre year built
levels beds
V| show en intemet close date
V| show address on internet date processed full baths 3/4 baths
hide asking price on web lnct manelifiad  10/31/3010 10-40:20 A0 1/2 baths 1/4 baths

11/19/2019
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CENTURY 21 asfiliated

Under PROPERTIES. Select People. Select the green plus icon next to Seller. Enter the name of the client who
your agent gave/sent as the Referral.

Darwin

(@)

)

Dashboard Properties

propeyBasics | |
search new subrmt delata print Iattars copy
Features [for multiple sellers, select survey rEuplEnt iurvey survey delivery
Agents
Escrow

Enter the name of the client who your agent gave/sent as the Referral Select the Seller Name to open the
profile. Enter the Source & Lead By.

Darwin

] : a
@ g | & = S
Dashboard Properlls nepp\a S fois || ey || eoms || ewes ol || Eamtems || Gomey || St || e=my
People basics e Opal Mick | Person ID: 438631
o s mcd find dupiicstes |[TRTR IR st modified date: 8/25/2019 210328 PM

People links first middle Iast
Opsl —— [mick — type Buyer/Seller «|send survey 7 birthday
Agent basics or company name source  |Sphere of Influence  —— *gender
familiar name leadby  [Agent Generated —— ~division
Web profile
corporate name [ use corporate name entity type
. email address opal.mick@gmail.com url
sddresses (5] phone numbers -]
Billing
Exp recovery
Overrides

Under PROPERTIES. Select People. Select the green plus icon next to Vendor/Parner to enter the Title
Company & Lender. If unknown, do not enter.

= - n
B Ej S| &
Properties Sales Ledger Banking Formulas | Dropdowns | Company | Settings Security
123 Test Street. Madison, W1, 53713
Property Basics
sEar(h new cancel [IETR \Etters copy

ID: 141551/0L

dEIEtE print Campany: Affiliated
Features seller |J for multiple sellers, select survey rec\p\ent fiLo= survey delivery vender / paringr |@
Cpal Mick
Agents Sphere of Influence Agent Generated

opal.mick@gmail.com
ne efer

Escrow

Commissicn

15
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Under PROPERTIES. Select Commission. Select the green plus icon next to cobroke commission.
Enter the firm the referral is from along with the agent's name.

Property Basics

Features

Agents

People

Escrow

Agent Net List

Agent Net Sell

Properties

commission settings

selling price

comm price

123 TestStreet. Madison. W1, 53713
ID: 141551/0L
Compary: Affiliated

adjusted list commission $0.00 [4F]  cobroke commission $0.00 \@)
list agent ‘ S list | s% | award % ‘ ‘ ‘ cobroke name type ‘ T
50.00 |
| Carsy Pierson | $0.00] 100.00| 100,00 [¢
$0.00

$0.00

)

our seller % H
listing commission | 0.00 $0.00
less referral 0.00 $0.00
adjusted list commission $0.00 hl
trans fee $0.00
refermal commission - list side
ourbuyer | % $ ‘ eterral company
cobroke commission | 0.00 $0.00.

referral § | s% ‘

The Income will be the Sale Price. The Payout will be the referral check amount. Under Listing Commission

enter 100%.

Property Basics
Features
Agents
People
Escrow

Agent Net List

Agent Net Sell

Post

commission settings

a geance]

adjusted list commission

9769 Wedgewood Circle, Woodbury, MN, 56125
ID: 212674/OF
Company: Affiliated

$4,560.00

$480.000.00 ‘ ‘

S list

‘ s% ‘a\varu%‘ ‘

Mswoo‘ 100‘00‘ 100,00 ‘m ‘

list agent |

income

>‘Jennymm |
payout 34.560.00
our seller % 3
listing commission | 100.00 34.560.00
less referral 0.00 30.00
adjusted list commission $4.560.00
trans fee 5000
cobroke commission 0.0 $0.00

@)

cobroke commission

cobroke name

Under PROPERTIES. Select Property Basics. Change the status to Ready to Close.

Features

Agents

People

Commission

Agent hlet List

Agent Net Sell

Properties

property address | 123 Test Street, Madison, W, 33713

123 TestStreet. Madison, W1, 53713

ID: 141551 /0L / Seller:AG Sphere of influence

Company: Affliated

bpecode  |Residential
street # dir street name designation suffix accounting code | RESIDENTIAL SALE
‘WB ‘ v | [Test ||StrEEl ‘ M ropertytipe  [Single Family Detached (R)
suite/apt build floor # eome troe
dity |Madison state |WI Zip 53713
: (&) J—
tat .
status [Readytol [l I:ki; listdate  [7/1/2019 . BropaziLze
Expired Lis... * exp date development
I date (7/1/: - ¥
™ OpenPen.. Sxpiredate [1/1/2020 U cacutsted
mis 2 Pending withdrawn -
i Ready to. neighborhood
35KG PICE it drown
selling price Withdraw... ~ pending date  8/26/2019 - sub division
A rire 0o nn n ot A dta M - location transport

11/19/2019
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Rental Commission
Under PROPERTIES. Select New. Enter

Features property address

add new property

Select the Type Code as Residential (R).

comesni il : Select the Accounting Code as

fype ol Residentia (R M Ao Y Residential Rental. Select the Property

pecoumipg e |RESIDENTIAL RENTAL oo 123455 Type accordingly. You might not always

sropertytype Single Famiy Detached Pl oz - have the MLS number. If not, enter the

reeme ves e : property address. Enter the address,
steel# i s strest designation  sufix suite apt number, bldg floor num, city,

address 123 NE * | TestRental Street - state & le Save.

suite apt number | 455 bldg flaor rum |1

For the nex

Dashboard

set of steps, you will be in the Properties Tab:

2 BN 7 JE © =
Sales Payables Ledger Banking Reports

People

i

Adding List Agent

Under PROPERTIES BASIC. Select the magnifying glass icon to search for the List Agent *Double click to select
the name. Save.

l_
Dope‘ ies -----“-m

CIE @ I ——
m 2\3|90 IoR
B property sddress 123 NE Test Rental Street, 456, 1, Madisan, W, 53713 Lmecode  Residential
s di swsetname designation suffin sccountingcode  RESIDENTIAL RENTAL
= NE |~ [Test Rental st BIOELNDE  Single Family Detached (R)
suite/apt 456 buid floar #
cople
ity Madison state W1 @ (s |[Q
n suatus Py
s e |+ [P tist date (101232018
mis [1234 expire date Epdete
e " calculsted
wis2 witharann -
gent Net List
pending date
ggent Net Sell estclose date port
Pos o aQ e " uilding lot size
o listagent | Carey Pierson @) cancel date a
il agen! |7‘ ancel regson total t
Jds
evel bed
W show o et lose date

17
11/19/2019



CENTURY 21 asfiliated

Adding Rental Asking Price

Under PROPERTIES. Select Property Basics. Enter the monthly rent amount under Asking Price. Save.

Property Basics

Propertics [

sEE m

Pt
®
sav cancel <opy

las

Features property address | 123 NE Test Rental Street, 436, 1, Madison, W, 53713 e code  Residential
street® i street name designation suffix accounting code  RESIDENTIAL RENTAL
Agents
NE -
[z | [Test Rental Street ropertytipe  [Single Family Detached (R)
/ #
A suite/apt 456 build floor 1 come bne
city Madison state |WI zp 53713
’ &) Droperty stvle
Escrow
statn
status | Active . Df;k”; listdate  [10/23/2019 oropertyuse
Wl | 10 o R
Commission m (123456 expire date 0] catculated
mls 2 withdrawn

Agent Net List asking price  §1,500.00 neighborhood
selling price |$0,00 pending date sub division
Agent Net Sell comm price [50.00 est close date location

123 NE TestRental Street. 4
ID: 213190/0R
Company: Affliated

Manual Rental Entry Dash Requirements

For arental transaction to feed to dash properly the Bed, Baths, Square Footage & Comments must be

entered. Property photos must be uploaded to Transaction Plan.

Adding Bed, Bath & Square Footage (Building Area) Details

Under PROPERTIES. Select Property Basics. Enter the square footage under Building Area. Enter the full baths.
Enter the number of bedrooms. IMPORTANT: You cannot use a decimal in Darwin. (Example: 2 not 2.0)

Feat il #
build floor ncome type
Madizon state | W zip 53713
o &) broperty stle
g [+ tase 08 amnetuce
People exp date development
dats -
12345678 expiredste fio2172020 |+ (] 085t
withdrawn
Esen
! 12000000 neighborhood
$98,000.00 pending date  10/23/2018 sub division
$98,000.00 estclosedate [11/1/2019 location transport
Agent Net List
Carey Pierson @ cancel date —Jp building ares [2500 sq.M lotsize
Agent Net Sell l:|@ cancel reason total acre ar built
Post levels A
Aternet close date. 4
‘255 on intemet date processe d > bt |2 3/4 bath:
Custom fields . p
gpriceen web last medified  10/23/2019 2:55:20 PM 172 baths 174 bath
e
Submissien
exclude from: last sold tax year
. iplicate record [basistist [ basissell  [w]submission taxroll # annuslax [50.00
istory
< T W >

11/19/2019
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Adding Comments/Remarks

Under PROPERTIES. Select Features. Select the green plus icon next to Remark to open the add property
remarks. Select Property Description under Remark Type. Enter the Comments under Remark Text. Select the
reviewed box & Save.

ccccc

Adding Seller (Landlord)

Under PROPERTIES. Select People. Select the green plus icon next to seller to add person. Select Add
Person. The Seller will be the Landlord.

i)

Dashboard  [CTESSRE

Property Basics

a sub
Features seller (k| )rwmumpleseuev; select survey reci
= step 1: add person andior company

Agents
first name Landlord last name __Land\ord\
Semesny e
Escrow step2: selecta person type
persen type
Commission

Agent Net List step3: select an office

buyer [dk|  for multiple buyers, select survey reci

Agent Net Sell company | (optional)
affice + (optional)
Post
account + | (optional)
Custom fields
Submissior . :
S [ add || concel |
“ »
History

19
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Adding Buyer (Tenant)

Under PROPERTIES. Select People. Select the green plus icon next to buyer to add person. Select Add Person.
The Buyer will be the Tenant.

)
Dashboard  [EEINIRET
Buyer/Seller show advanced filter options 53713

Property Basics O%

Features seller (k| formultiple sellers, select survey reci

step 1: dd person andlor company.

o o,

Landlord Landlord
Agents

Escrow Step 2: selecta person type
. person type
Commission
Agent Net List step 3 select an office
buyer (<] ) for multiple buyers, select survey reci
Agent Net Sell — company . (optional)
office « | (optional)
Past
account | (optional)

Custom fields

cancel

H

| add

Submission

Hictar

Adding Rental Vendor/Partner Title Company

Under PROPERTIES. Select People. Select the green plus icon next to vendor partner.

To add the Title Company, select the magnifying glass icon to search for Rental. Be sure to select Rental with
the Type as Title Company.

123 NE TestRental Street, 456, 1, Madison, W1, 53713
ID: 213190/0R
Company: Affliated

searc] new ca elete || print .
Features seller  [db|  for multiple sellers, select survey recipient urvey urvey delivery vendor / partner [dk|

Londlord Landiord
Agents
Pecple no referral 2dd other people / vend:
selest person and side Vendor/Pariner
Escrow
person \3
Commission
role
Agent Net List E

buyer [db|  for multiple buyers, select survey recipient  urvey

ide .
Agent Net Sell O | ® )
Tenant Tenant
[ save || conce |

Post

no referral

Custom fields ° sarson name ot company omee

20
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Adding Rental Vendor/Partner Lender

Under PROPERTIES. Select People. Select the green plus icon next to vendor partner. To add the Lender,
select the magnifying glass icon to search for Cash. Be sure to select Cash with the type as Lender.

& [NESE
people Ssles | Payables | Ledger | Banking
ap @ ID: 213190/0R
new ‘cancel elete Company: Affiliated
Features seller (4] for mutiple sellers, select survey recipient urvey urvey delivery vendor/ partner (45|
H Lerlord Landiord

@

Dashboard [N

37—
Re Formulas | Dropdowns | Company | Settings Security Close

123 NE TestRental Street. 456, 1. Madison, W 53713
Property Basics

Agents
o
select person and side VendorPartner
Escrow
persen Y]
Commizsion
Agent Net List side

buyer [db|  for multiple buyers, select survey recipient urvey

SRS
Tenant Tenant ( )
|_save ]| |

Agent Net Sell

(((((

Post

no referral
Custom fields

Submission

History

Under PROPERTIES. Select Commission. The Income will be the Sale Price. The Payout will be the months rent
check amount. Under Listing Commission enter 100%.

= 9769 Wedgewood Circle. Woodbury. MN. 56125
Property Basics O u Eﬂj @ @ ID: 212674/0F
search notes new cancel submit delete print letters Company: Affiliated
Features commission settings adjusted list commission $4.,560.00 [F]  cobroke commission
‘ ‘ list agent | S list ‘ $% ‘ award % ‘ ‘ cobroke name
Agents income $480,000.00
F‘Jennv[}\san | 14_55000‘ 10000‘ 100.00 ‘ﬂ ‘
payout $4.560.00
People
Escrow ourseller |[v % $
listing commission 100.00 $4.560.00
adjusted list commission 4,560.00
Agent Net List trans fee $0.00
Agent Net Sell ¢
cobroke commission  0.00 $0.00
Post

Under PROPERTIES. Select Property Basics. Change the status to Ready To Close.

21
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Cancelling a Transaction in Pending Status

Under PROPERTIES. Select Property Basics. Change the status to Cancelled. Verify “CA” is listed after the

MLS#. Enter the Cancel Date, enter the Cancel Reason. Save. If the listing will become active on the MLS with
the same MLS#, you can reactivate the listing in Darwin and remove the CA after the MLS#. If a new MLS# will
be issued, do not reactive. If a property is reactivated accidently, you must withdraw it.

Property Basics

Features
Agents
People

Escrow

Agent Net List
Agent Net Sell
Post

Custom fields

== E save’

property address | 123 Test Street, Madsion , W1, 53713

street?  dir street name designatior suffix
[z | -] [Test | [street |
rept ] build floor =
city |Madsion state W @ [ |[Q)
status | Cancelled f;:::; listdate  7/1/2019
ms 2 < withdrawn
asking price [$100,000.00
selling pric= | $3,000.00 pending date  8/26/2019
comm price [$9,000.00 estclosedate 9/26/2019
] listagent | Carey Pierson @ canceldate /162019 —— |+
sell agent @ ncelreason  Mutual Agreement  <ff-——

/)
R & | 8 | & - = | B
Da-shtnard Prope rt People Sales Payables Ledger Banking | Reports Formulas | Dropdowns | Company | Settings | Security

123 TestStreet. Madsion . W1, 53713
ID: 139392/ OL / Seller:AG Sphere of Influence
Company: Affiliated

typecode | Residential
accounting code  |RESIDENTIAL SALE

propertytype Single Family Detached (R)

evelopment

0 Reactivate listing?

If you have Earnest Money that needs to be released, verify the deposit has been made under the Escrow tab,

as well as verify amount matches the cancellation form. Upload a copy of the cancellation form & earnest

money receipt to Cancellations in Dropbox - Example: Madison 123 Main St 6.5.19

Withdraw a Transaction

Under PROPERTIES. Select Property Basics. Select the Withdrawn Date. Change the Status to Withdrawn.
Enter WD after the MLS number. HINT: You can only withdraw a transaction under Active status.

o

v
] show

“‘ --

235 Test Dy
123
apt build f
iy [Mad wi
. status
b locked
s

asking price (3000

selling price (50,00

omm price (50,00

] list sgent |Carey Pierson

hide asking price o

web

-ﬂ---ﬂ-
o g B =

1235

DDECOSE | Residential

RESIDENTIAL SALE

Single Family Attached [R)

designa accourtig coge
Brive: property e
- oo nps
@ s |Q
= prapertystie
oropats e
g opdme Sevtingmen
calculated
() Gctober 2019 BE]
s M T w7 3 s
® w1 3 4 s
L] 7 & 1) 10 " 12
13 14 15 16 17 18 12
20 Hil 2 - M 25 {]
® @m0 N 1 2
4 s 5 7 e 9
Tos

Madison, W, 53713

transport

lotsize

year built

3/4 baths

174 baths

11/19/2019
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Expire a Transaction

Listings will expire in Darwin from the expiration date entered in the MLS. Use the Dashboard Listing Expiring
in 30 days or less to track upcoming expirations.

Delete Transaction in Darwin

Do not delete transactions in Darwin. If a transaction is deleted in Darwin, this will cause an orphan record in
Dash. Transactions should always be Cancelled or Withdraw depending on the status.

Carwin

@ setup> >
Dashboard Properties ‘eopl ‘ayables Fonnulas Dropdawns
5earch new E submit delete

Property Basics

Ietters add as a customer

prlnt copy

Orphan Record in Dash

An orphan record in Dash creates a duplicate in Dash. Once you delete in Darwin the link between Dash and
Darwin is broke. It leaves a listing without a home. This will cause issues with reporting and agent recognition.

History Log
Darwin has a History log that will show who did what at what time. This is accessible by the IT Department
only. Keep in mind when making changes in the system that it is tracked and viewed for troubleshooting.

Lock Notice Error
If you've received the below error message, this is indicating someone else is in the property.

posting commission process - efror

Transaction (Process ID 325) was deadlocked on lock resources with
another process and has been chosen as the deadlock victim. Rerun
the transaction.

oK
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Before Entering Escrow
Before entering earnest money, make sure the check is made out to Century 21 Affiliated.

Recording Escrow
Under PROPERTIES. Select Escrow. Select deposit. DO NOT SELECT CHECK. Check = Withdraw

-I
Ledger Banking Formulas | Dropdowns
search new [=0GC | submit |\ deposit hec delete print letters

Property escrow checks

Darwin

Dashboard

Property Basics

g 2

Properties People

Features

id

payee ‘ date ‘ check # ‘ account

Agents
[ Total

People

Escrow

Select the Bank Account from drop-down. Enter the Check Number Rec'd followed by: PC (personal check), MO

(Money Order), BC (Business Check), or CC (Cashier's Check). Enter the Date the check was deposited to the
Affiliated Trust account. Enter the Amount.

add an escrow deposit

bank account  |1-9901 - BMO Harris Trust Account check number 123

date  |10/18/2019

amount 51,000.00

escrow payee  |Kathy Grove

step 1: add person andlor company

o |

- ® | == e
| post | \LEEI, company name
step 2 select 3 person type
person type Buyer/Seller
To add an Escrow Payee use the magnifying glass icon to Add 3 selstancfce

Person. Enter the First Name, Last Name written on the
check. Select the Person Type as Buyer Seller. Add.

Select Post after reviewing escrow deposit.

11/19/2019

company

office

account

zzzzz

(optional)
(optional)

(optional)
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Search Existing Agent in Darwin

Under PEOPLE. Select Search. Search for the agent, select the magnifying glass icon or hit enter on your
keyboard. To open the agent profile, you must select the Type as Agent under Person Name.

Edit Existing Agent
Under PEOPLE. Search and select agent to open the profile. Navigate throughout People Basics, People
Links, Agent Basics & Web Profile to adjust information as needed.

Before Adding New Agent

Agents can be added to Darwin after the Affiliated email confirmation from the IT Department has been
received.

Adding a New Agent

These steps you will be in the People Tab

- L= [ - e
Dashboard | Properties Sales Payables Ledger Banking Reports Formulas | Dropdowns | Company Settings. Security Close

Under PEOPLE. Select People Basics. Select New. Enter First Name, Last Name, select the person type to be
agent, select the company as Affiliated. Select the agent’s main office location. Add. HINT: Company = Entity.

vap b vectm obce

25
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Adding Agent Mailing Address

Under PEOPLE. Select PEOPLE BASICS. Select the plusicon next to Addresses. The Address Type will default
to mailing. Enter the street number, designation, city, state & zip. Save.

\walter Grove (CENTURY 21 Affiliated)

address type
Mailing this is next mailing address
street number direction street name street designation suffix
456 * Kathy Way
apt/ suite number floor number
city state 2ip country
Madison wi 5371 [ ]

®

ONLY mailing address will be available for use on correspondences
cancel

Adding Agent Phone Numbers

User PEOPLE. Select PEOPLE BASICS. Select the plus icon next to Phone Number. Enter the Business (main
office location) and Mobile number. Save.

\wialter Grove (CENTURY 21 Affiliated)

wialter Grove (CENTURY 21 Affiliated)

phone type phone number phone extension phone type phone number phone extension
Business o [(608) 222-5555 m ] Mobile +| [608) 222-5555

(® ]

Adding Agent Email
Under PEOPLE. Select PEOPLE BASICS. Enter the new agent Affiliated email address. Save.

® |

Adding Agent Birthday
Under PEOPLE. Select People Basics. Enter the agent birth date. Save.

gy e [gle (s P (a[=TE[s]5] |
Dashboard | Properties People Sal Ledger Banking rts Formulas | Dropdowns | Company | Settings Security Close

People basics

People links

first
v [Waler
Agent basics or company name | CENTU

familiar name
corperate name

email address

addresses ()

RY 21 Affiliated

waltergrove@c21affiiated.com  ———

Mailing 456 Kathy Way Madison W1 53713
thi

is is next mailing address

Walter Grove (CENTURY 21 Affiliated) / Person ID: 438461
last modified date: 9/12/2019 5:32:54 PM

source
lead by
entity type
url

phone numbers

B Business

(]

+lsendsumey?  binhday [P ———
“gender -

~division

(608) 222-5555

D Mobile

(608)222-5555

11/19/2019
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Adding Agent Start Date & Anniversary Date

Under PEOPLE. Select AGENT BASICS. Enter the Start date (date ICA was signed). Enter Anniversary date
(same as start date).

" - :
o = Ej
chboard | P People Sales Ledger Banking Formulss | Dropdowns | d
B !. e
search new cancel |[ERA
People links dates licenses (45
\* start date /172019 <@=+——prior cccupation B —_
anniversary date 8/1/2019  <f————prior affiliation
anniv. start date 08/01/2019 education level
Web profile anniv. end date  07/31/2020 recruited by BN
active v exclude ached by ()
Commission —
Gl

Adding Agent License / Sales Associate

Under AGENT BASICS. Select Agent Basics. Select the plus icon next to License. Select License Type as Sales
Associate. Select the state. Enter the issue date, expiration date & license number. Save.

| license

‘Walter Grove (CENTURY 21 Affiliated)

Sales step 1. selectlicense type

People basics Q, ar &
search new submit e e
People links dates @ wi
start date . prior occupation b
Agent besics anniversary date . prior affiliation . step 3. enter the start and expiration dates for this license
ks

Sales Associate
Walter Grove | Person ID:

anniv. start date education level - expiration date
Web profile anniv. end date recruited by |E| 37208 " 12/14/2020 v
Commission e S excluge coachea b |3,| step 4: enter the license number
Commissio
terminated . managed by (2] ‘34-12345{
Billing career start M agent team -
brand start - emerqency contact IEN| ) ’@
Bxp recovery I
e | save || concel

Adding Agent Position / Associate Broker
Under AGENT BASICS. Select Agent Basics. Select the plus icon next to Positions. Select Position as
Associate Broker. Enter the Start date (date ICA was signed) Select full time. Save.

- setup>>
shboarc Pre s Formulas pd
People basics S ar & Walter Grove [Per] =1 selecteposiion

search new submit B

Accounting Manager

position

Carey Pierson

People links dates licenses, EJ step 2 Admin Assistant
start date - prior occupation v : Admin Coordinator
Agent basics anniversary date - pricr affiliation - Assistant Vice President
Associate Broker
anniv. start date education level - Bookkeeper -
Web profile ()
anniv. end date recruited by
reeruted oy &) step3: enter the start date for this position
i active V) exclude coached by (=N start date terminated date
Compmission —
terminated . managed by (o)
Billing career start - aqent team M stepd
brand start B emergency contact (a) is full time

overy
positions @‘ start terminated msuran(esl}@‘l ‘ I:|‘:|l:I H ® ‘
Overrides — — —
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Adding Agent Languages

If your agent is bilingual, additional languages can be added to their profile.
Under WEB PROFILE. Select the plus icon next to Languages. Select Language. Save.

Adding Agent Designations

Under WEB PROFILE. Select the plus
icon next to Designations. Select
Designation. Save.

Example: Fine Homes & Estates.

Enter Agent MLS ID Number

p— =N

Peaple links web profies (45|

2 i BH 4 HE

ok au [&s) Carey Pierson | Person ID: 79337
subrit

.Elm tative

Under PEOPLE. Select People Links. Select the green plus icon next to MLS. Enter the MLS Number, select the
MLS designation. Repeat steps for multiple MLS ID's.

=]

company  Affisted faultaccount 61001 - Agent Personal Bxpenses

-"' - LS D5
Fomis e || compury || s | sy
a n ‘ ® M Walter Grove (CENTURY 21 Aftloed) Person 0: 43461

—————

e [Afflited - Affiated - Madison s 1099 type
prir cfce - 10997 [
v
showonintemet (Y]
AT2000 guid | faa2b02-d634-487c- bl SHc0<D3btba dottocpD
stguid 0BASFSS6-0BAD-4OF3-ACTO-BCTTBICSDESE oD
B recovery agent SoySiopelD
DASH guie [T
cobrokeoffice

-

Carey Piersan

(5] step 1: selet MLS source

Step2: enter MLS ID

HE

Verify Agent Defaults

Under PEOPLE. Select People Links. Select 1099 box. Select Full Time box. Select Show on Internet box.

Darwin

O
People basics ®
search save” || cancel
People links
compeny  Affiliated

Rt office Affiliated - Affiliated - Madison

prior offices

Webs profile

Commission

AT2000 guid | cfa82b02-d634-487c-bf46-59Fd0c03bbba

s
Dashboard | Properties TS Sales Payables Ledger Banking | Reports Formulas | Dropdowns | Company | Settings | Security

fault accoun it 6-1001 - Agen
ms

count number

forte client ID

t Personal Expenses taxid .

1099 type

Walter Grove (CENTURY 21 Affiliated) [ Person ID: 438461

gets 10007 || ——
full fime Jt—
show on internet [ ——

detloop I
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Terminating an Agent
Under PEOPLE. Select Agent Basics. Search for the agent.

Step One: Enter Terminated Date. Uncheck the active box.

Affiliated

People Sales Ledger Banking

People basics
SE3IC cancel
People links dates
start date 8/1/2019 - prior eccupation
anniversary date 8/1/2019 v prior affiliation
anniv, start date  08/01/2019 education level
Web profile anniv. end date  07/31/2020 recruited by
active exclude coached by
Commission
terminated 9/16/2019 <~——  managed by
Billing career start M agent team
brand start v emergency contact

Ei
Formulas | Dropdowns | Company

Walter Grove (CENTURY 21 Affiliated) /

saved

licenses @

IEI Sales Associate 84-12345
Y

Step Two: Under Positions, select inside the box to open. Enter Terminated date. Save.

Banking ﬂ Formulas
Seople basics Walter Grove (CEN
saved
Peaple links dates licenses (]
stert dote 8/1/2019 . prior occupation e
B Sales Associate
anniversary sate /201 |+]  prioraffiation B A ——
anniv. start date  08/01/2019 education level .
Web profile anniv. end date  07/31/2020 recruited by @
active exclude coached by (<)
Commission —
terminated 9/16/2019 . managed by (&)
Billing careerstan M agent team v
brand start - emergency contact @
Exp recovery
pasitiens |§] start terminated  insurances (-]
Overrides . e
Soesassociate MK Afiliated [ Afifated - Affiated - Madisan 9/12/201
is full time
Inventery

izlter Grove (CENTURY 21 Affiliated)

step 1. select a position

Sales Associate -

step 2: select an office
Affiliated -

Affiliated - Affiliated - Madison v

step 3. enter the start date for this position

start date terminated date
9/16/2019 v 9/16/2019
stepd
is full time

A

cancel
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Payables

These steps you will be in the Payable tab

o | &
Dashboard Properties People

Adding a Payable

Under Payable. Select New. Company Affiliated (Default) select the magnifying glass icon to Search for the
Vendor. Confirm the Type is Supplier. *Before Selecting the Vendor* Confirm the address under Person
Address is the same address listed on the invoice. Select 5i// for the Voucher Type. Enter the Order Date.
Select Start New.

enter the company, vendor, voucher type and order date to voucher:

company Affiliated

Print payments oroperty .
mermo =ty Staples Advantage

woucher type (il

use this as.a template order dte. 107172018

do you want to use 3 template?

template

EAE) BE -

Adding Invoice Details

Enter the Invoice/Account Number (do not add dashes or space due to the limited space on the check when
printing), Select the Term or enter the Due Date. Select the Office or Agent under, the Account will default
from the vendor that is selected, enter a Description of the invoice, enter the Amount. Select Save. Select
Post. HINT: Make sure to tab out of the description before selecting Save & Post.

> R - |
Formul Dropdowns | Company Settings Security e

(
o
peyables ‘ 1] H = ‘ o]
. [ delete || duplicate | print impart recurting
Py il [ e
Edit Payments v/PO% [aasere voucherid 284361 date 107372019 |+ paic lacked
e e a) e m 7] ponsa

GbD i term Net 30 . due date Mr22me |«
e <] pesment manos I = ———
ag1669  [Tomvendor- recevig e crck
use this as a template |enter the template name a reeurring (|) | include terminated agents
[ D | | S| o
[ Click here to add a new row
» [Affilisted - Madisan [6-2001 - Office Supplies [Staples Business Advantage - Copy Paper Ton. | 395.00] |

subtotal $95.00
paid $0.00
balance due $95.00
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Dashboard Property Information

Each category will have a “# to fix" that will show by entity the number of transactions that need attention.
Select the refresh icon to refresh the data. Each category will update to the current # to fix.
Double click on the category that needs attention.

property information | .;:.|

property issues # to fix

> | Active listings with no Expire dates 158

- City, State, Zip Incomplete

> Duplicate MLS # 85

> Listing Guestimated Expired Date a

L Listing with List Agent Missing 319

B Listings missing Seller source a

g Listings with Seller email missing 482

g missing Closing dates 40

> IMLS 2 blank 06 |-

Active Listings with no Expire date
Verify the MLS or MLS Print-Out for the expiration date, update Darwin

City, State, Zip Incomplete
Verify these fields are completed, if blank, use the MLS to complete

Duplicate MLS#

Search the MLS, one of the transactions may be cancelled. If the property is a duplicate or entered into Darwin
twice, Withdraw (Listings/Active) or Cancel (Pending) the duplicate transaction. If Cancelling the property,
verify the “CA” after the MLS ID to make it unique .

Listing Guestimated Expired Date
Verify the expiration date field is completed

Listing with List Agent Missing

Listings with no Listing Agent selected will not send to Dash. Verify the Listing Agents name is selected. Verify
the transactions is not mistakenly entered as a Sale Transaction. Verify the agents MLS ID# is listed within the
agent’s profile.

Active Listings with no Expire date
Verify the MLS or MLS Print-Out for the expiration date, update Darwin

City, State, Zip Incomplete
Verify these fields are completed, if blank, use the MLS to complete
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Duplicate MLS#

Search the MLS, one of the transactions may be cancelled. If the property is a duplicate or entered into
Darwin twice, Withdraw (Listings/Active) or Cancel (Pending) the duplicate transaction. If Cancelling the
property, verify the “CA” after the MLS ID to make it unique.

Listing Guestimated Expired Date
Verify the expiration date field is completed

Listing with List Agent Missing
Listings with no Listing Agent selected will not send to Dash. Verify the Listing Agents name is selected.
Verify the transactions is not mistakenly entered as a Sale Transaction

Listing missing Seller Source
Verify from Transaction Management the Source of where the agent received their business, update
Darwin. If not noted, follow up with agent for source information, update Darwin.

Listings with Seller email missing

Verify from Transaction Management for seller email, update Darwin. If no email is provided, or the
seller would not like to receive an email, leave blank. This will continue to reflect on your board until the
property closes or expires.

Missing Closing Dates
Verify the Closing Date field is entered. If the date has changed update Darwin to the newest closing
date

MLS# Blank
Verify the MLS ID field is entered. FSBO or Listings not in the MLS still need an ID within the field. If NO
MLS, use the street address.
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Dashboard Pending Issues

pending last update: 10/9/2018 23234 PM | ()
pending issues # fo fix

- Pendings missing Buyer scurce 622

L Pendings missing closing date a

[ Pendings past Closing date 817

D'PenmngswthEuyerewaﬂrﬂzﬂng 4582

[ Pendings with no Company § 93

Pendings missing Buyer Source
Verify from Transaction Management the Source of where the agent received their business, update
Darwin. If not noted, follow up with agent for source information, update Darwin.

Pendings missing closing date
This field should be “0” Verify from Transaction Management for the closing date, update Darwin. If no
date is provided, follow up with the agent to collect the closing date

Pendings past Closing date
This field should be “0” Verify from Transaction Management if the date has changed, if changed,
update Darwin. If the property was cancelled, follow the cancellation process.

Pendings with Buyer email missing

Verify from Transaction Management for seller email, update Darwin. If no email is provided, or the
seller would not like to receive an email, leave blank. This will continue to reflect on your board until the
property closes or expires.

Pendings with no Company $
Verify the Sale Price & Commission are entered. Verify if there are 2 agents listed on the transaction.
The second agent’s percentage needs to be manually added in the commission tab.
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Dashboard Person Information

person information last update: 10/9/2018 23217 PM | ()
people issues # to fix

[ | Agent MLS ID not filled in 0

> Buyer or seller is blank i)

[ | Duplicate Agent MLS ID 0

[ |Mortgage Co is Blank i)

[>> | Title Co Seller is blank 0

Agent MLS ID not filled in
Search your MLS or reach out to the agent to receive their MLS ID, update the agent’s profile within
Darwin. Do not enter a fake MLS ID#, if you do not have, leave blank

Buyer or seller is blank
Verify Transaction Management for the buyer or seller information. Verify all information including
name(s), address, email & phone number. If unknown, contact the agent for the client’s information

Duplicate Agent MLS ID

Verify in MLS or with agent the MLS ID#. Verify there is only 1 agent profile within Darwin
Mortgage Co is blank

Verify from Transaction Management for the Lender, update Darwin. NOTE: This may update by the

time of receiving the closing check and disclosure, always verify and update at closings.

Title Co Seller is blank

Verify from Transaction Management for the Title Company, update Darwin. NOTE: This may update by

the time of receiving the closing check and disclosure, always verify and update at closings.

11/19/2019
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Transaction Plan Tools

To accesses Transaction Plan log into https://darwin.transactionplan.com/TP/1-all.shtml

Open Houses in Transaction Plan

Scheduling an Open House in
Transaction Plan.

Next to the house icon, enter the
address or MLS# of the property.

Select the yard sign logo to open
Appointment Details.

Select the + icon to Add Open House
Enter the Date of the Open House
Enter the Start Time

Enter the Duration

Add additional notes if applicable

Save

11/19/2019

I +| 0 Bassett Road, Randall, W|

MLS: 1236868 List Agent [ 15

Status: Processed Sell Agent: Kato, Jacqueline H i i

1 +| 0O Morth St, East Troy, Wl 53120-1234 i i ¥ \ i

MLS: 1207779 List Agent: Diamond, Robert AR R L B — R
Status: Processed Sell Agent: Diamond, Robert H H

1 +| 0Morth St, East Troy, Wl 53120-1234 : : : H H

MLS: 1136453 Lizt Agant Diamond, Robert N e AR B b
Status. Expired Listing Sell Agent i

1 +| 00 Koval Rd, Lyndon, WI 53944 |

MLS: 0123456 List Agent: NG W e N 5o B
Status: Cancelled Sel Agent: Vander Schaaf, David

| +| 00 State Rd 123, Baraboo, W1 53013 ; :

MLS: 1811173 List Agent Vander Schaaf, David Y T @O e AN B e
Status: Expired Listing Sell Agent

I +| 0123 E Main St, East Troy, W1 53120-1345 !

MLS: 1273119 List Agent: Diamond, Robert a1 W | RN 5 L 9
Status: Expired Listing Sell Agent H

| +| 10 Creekside Cir, Elgin, IL 60123 i |

MLS: 10creekside List Agent: Taylor, Rebecca S @O AN B e
Status: Processed Sell Agent H H

1 +| 1001 State St, Madison, W1 63718 H !

MLS: 12345678CANC List Agent: Fowler, Jason P I @ m e B g

Status: Cancelled Sell Agent:

Calendar

No email acdress assigned
= -
w S G @ @B LB |=‘|||

Open Houses for:
0 Bassett Road, Randall, Wi
53105

done notes date  time duration T

No Open Houses available
Required Documents

Processed
st agent
sell agent
Kato, Jacqueling Add Open House 1i
st date
Séoyce Property Open Houses for: 0 Bassett Road, Randall, W1 53105
penging date Date ] Tme | 0g00AMSN  DUEion  {smin W
05/18/2013
close date Notes
09/30/2013

nked contacts

oo ] oo ]
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Agent Photo in Transaction Plan

To add an agents photo to Transaction Plan, select Tools, then select Agent Roster. Scroll to find your agent. If

you are in multiple office locations in Darwin, use the down arrow to filter your office selection. Select the
cameraicon to upload the photo from your computer.

Calendar Type Address

Office Forms Agent Roster

Forms Categories

Office Favorites

Work Phone:
Property Tasks Cell Phone:

Home Phone:
Property Task Type Email Address:

Task Group Assigments

Contact Tasks

(Affiliated Con ACS
Work Phone:

Cell Phone:

Home Phone:
Email Address:

Contact Type

Contact Source

Contact Groups

Office Goals
Lead Router Import
. ACO
Showing Survey Work Phone:
Cell Phone
P Agent Roster Home Phone:

Manage Budgets

(ACS) Affiliated Consumer

Email Address:ACO@c21affiliated.com

Removing Agent Photo in Transaction Plan
To remove an agent’s photo in Transaction Plan, select Tools, then select Agent Roster. Scroll to find your

agent. If you are in multiple office locations in Darwin, use the down arrow to filter your office selection. Select

the trash can icon to delete the photo. Notify HelpDesk@c?laffiliated.com of the change to be updated in

Dash.

Iﬁ Calendar

Office Forms 7 Agent Roster
Forms Categories il
Office Favorites
a Work Phone:
Property Tasks 1<) Cell Phone
Home Phone:
Property Task Type 3 Email Address:

Task Group Assigments €3

Contact Tasks

Contact Type Work Phone:

Cell Phone
Home Phone:
Email Address:

Contact Source

Contact Groups

Office Goals
Lead Router Import
. ACO
Showing Survey Work Phone:
Cell Phone;

> Agent Roster Home Phone:

Manage Budgets

(ACS) Affiliated Consumer

(Affiliated Con ACS

Email Address:ACO®@c21affiliated.com

All V&
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Transaction Plan Property Photos

Listings that do not have photos can be downloaded from the MLS or Realtor.com and uploaded to the
Property in Transaction Plan. When you search for the address, select the video camera icon to manage
media, then select the camera with the plus icon to add multiple photos.

HINT: When downloading photos from the MLS or Realtor.com, remember to label the photos 1,2,3 to
make uploading them to Transaction Plan in order easier.

Calendar Reports | Tools

MNo email address azsigned

M & [i7 ' o w8 = 2 1 |
s Oy 9. B L b #
Media Stream for:

9111 Marion Ave, Morton
Grove, IL 60053

Transaction Plan Reporting

Reports: Agents
Active Agent data w/ filters (259)

Pull this report to view agent credentials from agent profile in Darwin. HINT: Expand to view report.

Active Agents Data w/filters
Note - Agents appear Active on this report UNTIL you enter their termination date

n AccountTECH

pand Offices

52 Agents

Total: 52

rptActiveAgentsBasic
Page 1 0f 1

Agent Invoice Statement (628)

Pull this report to view outstanding agent invoice. Select the date range, status, office (if applicable) or agent
name, select Run. Affiliated agents also have access to this report through Transaction Plan.

1 1
-,

Agent Invoice Statement 628 E(@

date from m o m
Fitter Parameters

company  ajp ~ office Ay L agen

agentsiaius a1 Agents v
[ ] cwes
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Reports: Pending

Pending Transactions w/ filters (900)

Select the predefined category (last month, last year) range DO NOT SELECT CUSTOM. Then select the
date range. Next select the desired filtered parameters for your report. Select Run.

HINT: You must select the + icon to expand additional information in the report.

| Buyer/ Seller

L]
Pending Transactions w/Filters 900 - Admin E@
dateyPe  Eqtimated Closing W predefined | Gustom v 1/1/2000  fif] to 12/31/2009 ]
\
Filter Parameters Custom
stalls  gpen/Pending + W company | All office  app v
person property ESLIT] hgentteam ap) v
lead gen by a1 | v source | Lastyear Bk group T No page break v
rental sidesivo terral sidesfvol | TTISYEEN et
ental sicesVol  apenide rental W referral sides/vol pentsialus a1 | Agents v
_ ThisYearToDate
agentside ~ TR type
Group By
Group 1 v\ Est Close date ™ Y-M Est Close date
Group 2 office W Office

o] omeo |

Reports: Property

Listings w/ filters (857)

Select the predefined category (last month, last year) range DO NOT SELECT CUSTOM. Then select the
date range. Next select the desired filtered parameters for your report. Select Run.

HINT: You must select the + icon to expand additional information in the report.

MY roccaa. PAM rcsiicce e I tic contart o Il Danavc | maa- I Y

LT
Listings w/Filters 857 E(@
date ype  |jet Date A% predsfined | custom v i to ]
Filter Parameters Eustomn
statusid  active + Active Listiy” company | Al office AL v
agent property id L] source  pap | v
Lead Genby ap v nclude duplicates | Lastyear
ThisYear
Group By
oo ThisYearToDate
it Primary list office W  Office

o)
sl
(s}
(&1

Primary list agt W Agent

T T
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Request Form

How To Submit Request Form
When a Lender, Title Company, Co-Broke, Co-Broke Office Address, or Attorney needs to be added to the
system, the request form must be completed.

CLICK HERE TO OPEN THE REQUEST FORM

Go to AffiliatedAdmin.com > All Things Admin > System Library

Lender/Attorney/Title Request Form

Before submitting the request: Search for the lender, attorney, title company, co-borke & co-broke agent.
When you're searching you cannot use symbols.

Example: K&M Title
Search under Title, “K” then scroll through to find.

K [Title Company| v

K Title Company v | show advanced filter options
’ ID person name type company [ office =
> | 117321 lJANGMAN PARK Title Company 2150 E

474475 JAY KFILLER Title Company
117351 Jay K Filler, Jr. P. C, Title Company 3901 N.
497216 Jay K. Filler, Jr. P.C. Title Company 3901 Nc
474480 JENNIFER KIRBY FINCHER PLLC Title Company
377034 JOHN F KLUnk Title Company
389850 |Judith Graff (KNIGHT BARRY TITLE) Title Company
653415 K & M Title Title Company
250821 K&J Title Company
287320 K&J TITLE Title Company 142W1
653463 K&M Title, LLC Title Company | Affiliated Kenosha 113007
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