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REALTORS

Burgdorff Realtors, ERA

Bringing you a Direct On-Line
Ordering System right to your Desktop

Your Step-By-Step Guide to Property/Associate Marketing!

Save Time & Money with these Marketing Solutions starting now!

Picture here will be a high res
photo of course....
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Benefits To You...

» Custom Online Ordering System

» Dynamic, High-End Products

» Easy, Fast- Efficient

» Store as much Property Information and Photos as
you wish

» SAVE work in process — Start an order & if you get
interrupted, Save and Finish later!

» Maintain up to 10 client mailing lists for target
mailings

» Electronic Proofing Feature

» Quick Turnaround Times
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» You can upload and manage up to 10 different mailing lists for your clients,
business associates and prospects.
» All of the mailing lists you have stored in the system will appear
on this page.

F. Create Distinctive Marketing Pieces
To Showcase YOuUr Properties ......coocevuueiiieieeiiie e

» You can create many different marketing pieces including Flyers, Postcards,

Brochures...
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A. Getting Started

From your Desktop, Double Click on the Internet Explorer Icon._
Click in the Address Bar:

=

J File EdN “iew Fawvortes Toole  Help

J = Back - ™ @ it | @Search (%] Favorites aHistow | %v =3

J.-’-‘qddress @ http: £ A, burgdorff. com//default. azpx

J Links & Customize Links &7 Free Hotmail 4] 'Windows Media 8] Windows & Burgdo

3. Type http://www.merrillshop.com/burgdorffera/ Press Enter.

»

Enter your Login name, e.g., bsmith Press the Tab key.

o

Enter your Password. xxxxx ,
Don’t have a

Communucations User ID an’)d
Your Program to ExceeNing ExpQgtations password?
Please

Lgn:[ | contact.your
Passwurd Off|ce
[teain] | Administrator.

5. Click Login.

The Main Page displays:

2 Welcome ta the Real Estate Management System - Micrasoft Internet Explorer
J File Edit View Favoites Took Help
| eBack - 4 - @[3 A | Qseach [ Favo
| Address [&] bitp: 2w merilshop.com/burgdortfera’m
| Links & Customize: &]Free Hotmail - &]

CAHioy | EN- S 2
aspx =] @6
fia  &]Windows &]Buradarll ERA Intranst 4] Burgdorlf Realtors Home €] TeamERA

Communteationd BURG ;dORﬂ:

REALTORS

Propery/Associate
Marketing

Fersonal Pramotion Tools

Fhetography Ofterings
Froperty Flyers
Property Postoards
Brandes! Merchandise Premium Brochures
Brandes! Appare| International Colection
Manager Tooks

€200 Merrill Corporation. Al rights reserved. =
Privacy Palicy | General Securtty | Terms & Condtions
This site s optimized for Microsott Internet Expiorer 5.0

Powered by Merriif Gorporation LI
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6. Select Property Associate Marketing.

3 Welcoms 1o the flaal Lstals Hanagoment Sysbem - Hicasstt Ints et Lo

| Fle E& View Foveies Took Hel =
| SaBack = b - D[ A Deweh Llfuwes ok | N\ L )

[RBAMAJED o /vt o ragbtiesatrarores s =l @
||_|t| 2)0

7005 Ml Coporion. A1 1ihes reserved
Brivacy Polcy | eners Sacurky | Terms & Condtions

Fhit s s cobiized M Weraan Wbieeat Eapicass 610 Powered by Merrill Corporation =l

B. Create/Modify Your Agent Profile information such as
Telephone information, e-mail address. You need to do this so
you don’t have to keep reentering this information every time you
need to create a marketing piece.

1. Click on Personal Profile.

BURGHORIT (]

xYOUR ACCOUNT
Personal Prafile
Property Profile

Photo Librany

Mailing Lists

aOrder Status

Saved Projects

Wi Cart
PHOTOGRAPHY
Photography Offerings
Photography Survey
PRODUCTS AND SERVICE
Property Marketing

A profe
presentation desi
2t you apart, fro
competition

International Callection
Price List
UPPORT b

For Assistance Contact:

Propertv marketine...

2. Either enter your information or revise it to make sure it is correct.

‘ ¥ Select Personal Profile as my default profile

‘ First Name ‘ Pamela
‘M\ddle Hame “—

YOUR ACCOUNT

Personal Profile Lasthame [ 1ames

Property Profile

Phota Library Title1

Mailing Lists

Order Status Title2

Saved Projects

Wiew Cart Email l—
PHOTOGRAPHY AS@menrillcorp.com

Phatography Offerings Wehsite I
Phatagraphy Survey

PRODUCTS AND SERVICE
Froperty Marketing Office Fhone I jl Ext
International Collection

Frice List Phone | =l Ext
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3. Upload a photo of yourself. Make sure you have uploaded a personal
photo. You can change this photo at any time. Click here.

[ Team l Click he& St

yaur persanal o

Ty default profile

[JNote: You may have to click and drag on the horizontal Scroll
Bar to see more of the photo/more of what's inside the Window..

4. The Photo Library Window displays:

a Photo Library - Microsoft Internet Explorer

Close | [~
[ Associate " Property "_

To upload & new photo, click ‘Browse'to locate an image on your computer. The

Upload File: Browse... Upload | Help |

| -
4| | >

4

/

5. Click Browse.
6. Click on the down arrow next to “Look in.”
J/

Choose file
& & cf B
|1 MSSETURT CIEPOAgent L1 Meill example
|_1125 Temace Diive (I Farms - maito & My Documents
|1 227 River Road CaHP 1My Personal Photn
1 Accessing e-mai from home Ca HP_INFO (I Mew Folder
=1 Activity Repart L hp2500e (] aficesp?
|80 Ca hpfonts 1 0uthook
|1 Coaching O hplizion CAPsim
|1 Contacts for Chatham CILDClient ) Phototest
| [2oaTs CIUSTIMGS 1 PowerPaint ideas
|1 Documents and Settings Ca li3zz Ca Pragram Files
|1 Dneam Hause in Montgomery [ Marketing Proposal Revised [ quaranting
) | 1|
File name: I j Open I
*| Files of tupe: J Fites (79 | Cancel |
7
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7. Click on the Drive where you have your photo.e.g., (C:), (E:), (H:)

Choosz.~ file

(=3 AAIBG30ABA ()

G|

Histomy
Deskiop

5 My Documents

4l MRivera on MHL-GHILLEM
3% Floppy [#&:]

£53 191 Brayton D]

@ Compact Dizc [E:)

=2 MRivera on mhl_nrt_fp1husers' (H:)

=2 share on 'mhi_nrt_fp1' [5:]

% zhare on 'mvo_nit_fp3' (1]

tdy Metwork, Places
(] Mew Folder

8. Double Click on the Folder where you have your photo. e.g. My Personal

Photo.

Look in' | =9 AAIBGINABA () = o« FF -
EPDAgent 1 Merill example [i] special administratars
Forms - mailta (21 My Documents Cltemp
HP i) My Personal Photo a2 Tip
HP_INFO (1 New Folder (1 TPOFFICE
hp2500c 21 officesp2 Cvoice Mail Instructior
hplonts (21 Dutiook
hpii2100 [Z1Palm Choose file
LDClient (1 Protatest
LISTINGS (21 PowerFoint ideas Lookin: |3 My Personal Photo
322 (1 Program Files = —

Marketing Praposal Revised (] quarantine

1 I

File name: I

Files of type: [l Fies )

9. Click on the Photo you need.

10. Click on the Open button.

= & @ e E-

LNote: You can also just
Double-Click the file name
and skip Step 10.

File name:

Files of type:

IF!nsamaly Pucci jpg j Open
2 Files %) Cancel
7

LdNote: if you don’t have your photo file in a folder, click on the Drive.
e.g., (C:) and then click on the specific photo file .

11. Click Upload.

Upload File: |H:RDrive ¢ on first compute . Browse.. 6“3"'33'3{
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12. You will see a process bar for a few seconds | === | The Photo Library
page redisplays with your new photo.

LdNote: You may have to click and drag on the Scroll Bar to
see more of the photo/more of what's inside the Window.. \

/3 Photo Library - Microsoft Internet Explorer

View Enlarged (480 ¥ EAD:]

oelect as Detault
Download High Fes Photo
Delete this photo from Lihrarv_ j

\

13. You can also Select this as your Default Photo, Download a High Res Photo
(Refer to the Tips section for more info), or Delete the Photo from the Library
if necessary.

14. Once you are done, scroll back up and click on the Close button.

— Close |

Associate Property

To upload a new photo, click 'Browseto locate an image on your computer. The

Upload File: |C:\MyPersonaI PhotoWRc -~ Browse. Upload | Help | |

15. The Personal Profile Photo redisplays. Once you are done
entering/modifying your information, click on Sav; Changes.

. | e ‘|H\v|a\g,urnelrmuurp.l_ulrl NOte: You
Wiehsite
: E— | may have to
Oftee Phane |[Ofice =[e73 Jean [7o00  paftest click and dl’ag
Lo = [T e on the Scroll
I Poe S [ [ A Bar to see
] Phone ‘ - l—l— Ext
| [ / more of what's

ERYICE . .
) o in the Window.
. ;I Save Changes I Change FPassword |

Page 7 of 41 BURGAOR| #as

H:\Merrill Training Materials Merrill Manual - DRAFT 2.doc reattors” | ERA



C. Create/Edit a Property Profile.

1. Click on Property Profile.

BUQC;CI’OQFF @ PROPERTY PROFILE

REALTORS Each property marketing product that i
address, the number of bedrooms and
will automatically populate in the produ

Photos may be uploaded using the phe

YOUR ACCOUNT
Fersanal Prafile
Property Profile recormmend using photos that have bes

Phata Libray
Mailing Lists
Order Status
Saved Projects

Wiew Cart
PHATAER APHV

Al MNew Propeﬂyl

Click Add New Property.
Enter all the required fields e.g., Property Labegl, Address 1. All required
fields have a red asterisk next to them.

4. Click Save Changes.
\
Property Lahel Drearm House in
;@ [(ONote: Property
Label —is justa

w N

BURGAORIT

VealTons

YOUR ACCOUN

Pereonal Profile Address 3 @ 0

Emm;ﬂg City hontgomeny » name fOr your

Mailing List:

el it sate rEa— property so that
PR zip cote ] . il
P;%Eggm%gr;ings Property Identification(MLS D) 2065134 you Can ea.'SI y )
Ph o

PRODIGES AND seRvicE o reference it later in
Property Marketing lz—

International Callection \ Other Components .
Price List Nty Price 479,900 - (§000,000)

'UPPORT

fnges Cancal

SUNCA SNl PROPERTY PROFILE Help

REALTORS Each property marketing product that is ordered will require a property label, property address

and property photos. Enter the property address, the number of bedrooms and bathrooms, anc
the property price for each property you are marketing. The selected property will automaticall:
TRMWCCOUNT 7| populate in the product detail as you place your ordet

2rsonaNQrofle
Photos may be uploaded using the photo upload feature below. Click on "Photos” to access th
upload feature, For best results we recommend using photos that have been professionally
created to ensure high quality products are produced.

Joto Library
ailing Lists
der Status
aved Projects
2w Cart

OTOGRAPHY

ntography Oferings Add New PerErtyI

Jotography Survey

ODUCTS AND SERVICE Property Label Address City State Zip Code Edit Pr
Marketi

luefr?:t!\fon: go‘\r\fction Immaculate Home - Park Like Yard 927 River Road | Chatharn  NJ 07928 Edit

ice List .

PPORT 'Ll End Unit Drearm Home 125Terrace Or | Chatam |MJ 07928 Edit

1

If you need to edit any of the Property information, click Edit. Review
Steps 3-4 above if necessary.

Page 8 of 41 BL[Q(;(‘]OQFF._'E‘_.\

H:\Merrill Training Materials Merrill Manual - DRAFT 2.doc reattors” | E R



D. Add Photos for Your Properties:

1. Click on Photo Library.

BURGAORITE B

REALTORS EEII:h pr[
and prog
the prop

YOUR ACCOUNT populate
Fersonal Profile
Property Profile FPhotos «
Fhaoto Library upload fi

2. Select the Property “label” for which you need to add the photos.

\

Select a property to view available photos.
To add a new property, enter the propery informs

3. Click on the down arrow to select the Category e.g., Living Room, Dining
Room.

To upload a new photo to the selected property, identify how the image should be categorized and click
Browse' ta locate your image on yoNr computer. Then click ‘Upload'

Category: Fromt e

Upload File: | We... [ Upload | ey

4. Click on the Browse button:.
5. Click on the down arrow next to “Look In”.

Choose file

| & & ¥ E-
~MSSETUPT [CI1EPDAgent 1 Merill example
125 Tenace Drive [Z Forms - mailto [ | iy Documents
327 River Aoad CIHP Ca iy Personal Photo
Accessing e-mail from home [ HF_IMFO ) Mew Falder
Activity Report (| hp2500c: s officezp?
Bio 2 hplonts [ Outlook
Coaching O hpliz100 [ Paim

6. Click on the Drive where you have your photo.e.g., (C:), (E:), (H:)
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Choosze file

Look in: | =

AAIBG30ABA [C:]

[

G|

My Documents

Histomy
Desklop

3 My Documents

IS MRivera on MHL-GHILLEN

=4 3% Floppy [.]

(=] 4.410G 30584 [C:H

53 191 Brayton (0]

@ Compact Disc [E:]

=2 MRivera on 'mhl_nrt_fp1huszers' [H:)

=2 share on 'mhl_nrt_fp1' [5:)
% share on 'mvo_nit_fp3' (1)

E ty Metwork, Places

[ Mew Folder

7. Double Click on the Folder where you have your photo. e.g. 827 River Road

hooze hile

Look in: I (= A4l8G304BA (C:)

x| @

~“MSSETUR.T
126 Terace Drive
River Road

o)
[mFay

Activity Repart

Arocezzing e-mail from home

L 1EPOAgent

[ Formz - mailta
CaHP
CIHP_INFO

1 hp2500e

Choose file

Jd E3

Look in |a 27 River Fioad

I ¢ @ckEr

47 Bedron

| 4f DECK
gDining Room
annily Roanm

- ont of House
Kitchen
gLiving Room

File name:

Files of type:

[JNote: You can also just
Double-Click the file name
and skip Step 9.

IanI of House

Open

[0 Files 9

/ j Cancel |
i

Click on the Photo you Need.
Click on the Open Button.

©

LdNote: if you don’t have your photo file in a folder, click on the Drive.
e.g., (C:) and then click on the specific photo file.
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10. Click on the Upload button.

Upload File: |H:1Drive ¢ on first compute  Browse... CJpInad

You will see a Processing Screen for a few seconds.

File EdN “iew Favortes Toolz  Help

o= ool v\ -3 it | ‘h Search 5 Favorite]

Addrezs IE http&www.merrillshu:up.u:u:-m.-"l:uurgu:lu:urffera.-"phu:utu:ulil:ure

Links &] Eustnmizﬁks & Free Hotmail &) Windows M

11. The page redisplays with your photo(s) displaying.

Associate St

Select a propenrty to view available photos.
To add a new property, enter the property information in

e "Praperty Prafile” befare uploadin
Select Property: | Immaculate Home - Paj

To upload a new photo to the selected property, ideghify how the image should be categarize
Browse'to locate your image on your computer. Then click Upload'

Category: | Front Wiew =l
Upload File:l Broyfse. . | Upload | Halp
Dining Room

Frant “igw

View Enlarged | (255 % 200) EE ¥ 200)

Page 11 of 41 BUQC;CIOQ ]
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12. You can also manage your folders from this page: e.g., Delete Photos.

You will have to use the scroll bar to see this options.

AN

I L Yeu Fyeobes ook fise
o= DDA Dvewsh [ilfrie b
e er—— -

Catmgory:

] i ] 1,
[

b -
-

al il

» To view the Photo Larger, click Dining Room
here.

» To Download a High Res Photo, View Enlarged | (266 x 2000)
click here. (1500x2150 pixels) A Download High Res Photo

> To Download a Low Res Photo, =% Download Low Res Photg
click here (500x717 pixels). / Delete this photo from Library

» To Delete a Photo,click here.

13. Once you are done managing your photos, click on the Close button. You

may need to scroll back up.

Ao |

I Associake ” Propert

Select a property to view availahle photos.
To add a new property, enter the praperty information in the

Select Property: | Immaculate Home - Paj

H:\Merrill Training Materials Merrill Manual - DRAFT 2.doc
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E. How to Add a Mailing Lists. You can either bring in a list of
names and addresses from a list you already have such as Excel
or you can manually enter the names here and edit the information
as needed. You can manage up to 10 mailing lists!

> To Manually Enter Names:

1. Log in (Refer to page 3 for instructions if necessary.)
2. Click on Mailing Lists.

BURGAORIY ER

RFALTORS

YOUR LCCOUNT
Fersoghal Profile
Fropkrty Profile
Frgo Library
Mailing Lists
Crder Btatus
Sawved Projects

L e,

3.  The MAILING LISTS page displays.

MAILING LISTS

Send marketing communications directly to vour personal mailing lists with ease. You can upload and ms
far your clients, business associates and prospects. Thenwhen you need to create a mailing, you simphy
group lists ar specific contacts from wour address hook,

Create Mew List

Enter the name ofthe listyou wish to create and click Add. You may stare up to 20 mailing lists.

Enter List Name:l Add List |

Address Book

Humber of Humber of

Edit List Hame Mailing List Hame Active Total
Records Records

Page 13 of 41 BURGAOR| #as
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4. Click next to Enter List Name.

MATILING LISTS

Send marketing communications direcyf to yvour personal mailing lists with ease. ¥ou can upload and +
far your clients, business associates And prospects. Then when you need to create a mailing, you simg
group lists or specific contacts fromyfour address book.

Create Hew List

Enter the name of the list ygfl wish to create and click Add. ¥ou may store up to 20 mailing lists.

Enter List Marne; [School Lis

Address Book

Humber of Humber of
Edit Lizt Hame Mailing List Hame Active Total

Records Records

5. Type School List, Click Add List.

6. If necessary, click on the down arrow to make sure you select the
List you just entered. Enter your contacts by clicking on New
Contact.

MAILINGILISTS

Send marketing
foryaur clients, b
aroup lists or spe

mmunications directly to yvour personal mailing lists with ease. You can upload angd n
iness associates and prospects. Then when you need to create & mailing, you sigp
ific contacts from your address book,

Create New List

Enter the name of thi list you wish to create and click Add. Yoo may store up to 20 mailing lists.

Enter List Mame: Add List |

Mailing List Manage

Select List: | Sehoal List =
Wiendhlanage List Upload Contacts Download List | Delete List |

To manually enter client records into a list, select"Mew Contact'.  New Contact

Address Book

Humber of Humber of

Edit Li=t Hame Mailing List Hame Active Total
Records Records

Edit Hame | School List 0 0
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7. Make sure you fill in all the required fields. They have a red asterisk next
to them. e.g. First Name \

Active: W \

First Mame: |EI|:|t:| ( * >

Last Mame: |Wi|sun *
Addressl: |1 295 colonial Wyay *
Addressd: |

City |Elri|:|gewater *
State: IN._I— *
Zip: |0B87Z *
FPhaonet: |
Phonel: |

Email: |bwilsnn@vahnu.cnm

Bill'=s wants at =
Comments: —I
lesst an one ;l

Save Save and add anather 4| e :

8. Click on Save it this is the only contact you would like to add at this time.

OR

Click on Save and Add another if you would like to add another contact.=

9.  The Mailing List page redisplays.
AN

MATLING LISTS Help.

Send marketing communications directly ta your persanal mailing lists with eas
manage up to 20 different mailing lists foryour clients, business associates an
when you need to create a mailing, you simply select and activate the appropria
specific cantacts from vour address book,

Create Mew List

Page 15 of 41 BURGAOR| #as
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10. If you need to Edit/Add/Delete another Contact, Click View/Manage Lists.

Mailing List Management

11. The View/Manage List pages displays:

VIEW/MANAGE LIST Back to all mailing lists

Selected List: | School List =

Show: IAII recards vl
e
Show records where: |First Name;l Iikel Clear Search |
Sort by: |Date Created LI and |Date Created LI
CopyMove Contacts:

You must select"contacts” helow to move or copy. Only the selected contacts with the list will be moved or copied

Move - | Selected cumactstnl -l 55"&'

Delete Contacts:
You must select the "contacts" below that you wish to delete. Only the selected contacts will be deleted. Delete Selected Cantacts ‘_

selectall - deselect all
# M Active Name Street Address City State Zip Contact Comments

~ Bob  Wilson 1285 Bridgewater MJ 212-111-1212 Bill would like at least Editl
Calonial Wiay 0s307-1200 acre af land.
bwilson@yahoo.com Rid)

et orrocted View dislails.

A. To Edit, click on the Edit button next to the Contact you wish to edit. You may
have to use your Horizontal Scroll Bar to see.
After you make all your changes, click on the Update Button.

B. To Delete, click next to the name. Click Delete Selected Contacts. ]

—C. To Add another contact, enter info here and click Add Record.

D. To Search for a Contact, specify criteria by clicking on the down arrow next to
“Show records where”. Type what you are looking for. Click Search.

\
Show records where: |Last Mame vI like I'I.I'IJ'iIsokn

Page 16 of 41 BURGORfY #an
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> To Upload a File

Another way to get your contacts into this system is to upload a file
you already have in another source, such as Microsoft Excel,
Microsoft Word, Outlook or Act. This is great because you will
save time since you don’t have to enter the information for existing
contacts manually.

1. Log in (Refer to page 3 for instructions if necessary)
2. Click on Mailing Lists.

BURGAORIF

REALTORS

YOUR ACCOUNT
Fersonal Profile
Property Profile

oto Likirary
Mailing Lists
Crder Status
Saved Projects

LMo L Y

3. The MAILING LISTS page displays.

MATLING LISTS

Send marketing communications directly to your personal rmailing lists with ease. You can upload and ms
foryour clients, business associates and prospects. Then when you need to create a mailing, you simply
group lists or specific contacts from your address hook,

Create New List

Enter the name ofthe list you wish to create and click Add. You may store up to 20 mailing lists.

Enter List Name: I Add List I

Address Book

Humber of Humber of
Edit List Hame Mailing List Hame Active Total

Records Records
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4. Click next to Enter List Name.

ING LISTS

5. Type the name e.qg., Health Club. Click Add List.
If necessary, click on the down arrow and select the List you just
entered, The Name of your List now appears next to Select List

Mailing List

Select List [ Health Club -
Viendhblanage List | Upload Contacts

6. Click Upload Contacts
7. The Upload Contact page displays:

TUPLOAD CONTACTS Back to all mailing lists

Selected List: | Health Club 'I

Help exporting contacts from:

Step 1. Export List e Outlook

Export recards frorm the program that containg your addresses. For assistance use ® Excel

the instructions on the right. e OQutlook Express
o Al

Step 2: Format Your Data
fyour list currently displays all availahle headings in the following order, please proceed to Step 3. For assistance in
listfields in your program to the required format below, please use the Mailing List Wizard

Requited | Required | Reguired Reguited | Required | Required
Active Last First Address1 | Address2 City State Zip Phorel | Fham

NOTE: Users are not required to use all categories; howewer, the arder of the headings must stay intact. Al fields, column names and d.
tab. Empty fields are also represented by tabs. Do not use tabs or quotation madks in data fields.

Step 3: Specify the file to upload

Browse.
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8. Before you click on Browse. Please read the following:
\

Step 3: Specify the file ta\upload

I Browsze... I

> If you need any help producing a file you can use from the original
place your contacts are being stored such as Microsoft Outlook,
please click on the appropriate link below.

Back to all mailing lists /

Help expoding/contacts fram:

Qutlook

Excel

Dutlonk Express
Actl

zyour addresses. For assistance use

» If you still need help after viewing that information, please contact
Customer Support at 1-800-844-7949.

» You must then make sure that your file is in a format that can be
understood by the system. If the heading (first row) of your files is
formatted like below, you are ready to bring in your file Proceed to
Step 10. IF NOT, you must use the Mailing Lisyrd to help you
out.

Step 2: Format Your Data
Ifyour list currently displays all available headings in the following arder, please proce, Step 3. For assistance in automatically mapping the

listfields in your program to the required format below, please use the Mailing List Wizard

Reguired | Reguired | Reguired Required | Reguired  Reguired

Active Last First Address1  Address2 City State Fip Fhone1l  FhoneZ Email  Comments

9. Once your file is ready, click Browse:

Step 3: Specify the file to fpload

| Browte. .. |

T L T LTS I
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10. Click on the down arrow next to “Look In”. /

Choose file 2lx]
-« B oF B

|y Camtasia Studio
@My Music

@My Pictures

| My Received Files
| yworking
REGIMFO.mdi

o B
o~

ty Computer

File: name: I Open

Le] Lo

Files of tpe: IAII Files [%.7] Cancel

11. Click on the Drive where you have your mailing list file. e.g. (C:), (E:),

(H:)

Choose file

Look jr: My Documents j o=
My Recent Documents —
Desktop

by Docunments
a kdy Computer
=g |BM_PRELDAD [C:]
HL OVDACD-Rw Dirive (D)
fx MR vera on ‘mhl_nrt_fp1uzers' (H:)
Desktop =# zhare on 'mhl_nrt_fp1" [5:]
x ghare on 'myva_mit_fp3' [U:]

p ‘ﬂ by Metwoark, Places
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12. Double Click on the Folder where you have your file e.g., Health Club

Friends.

Choose file

Desktop

L

My Documents

File name:

. B
w

tdy Computer

Filez af by

Lok ir: |=a..-\§M_PHELDAD (] ~| e ® ek E-
= Docﬁnts and Settings BOOTLOG, TET

5 CCPPEC, ver
) ComFIG,svs
Z] drivez.log
= 10,578
[Z] LoGFILE bt

& & cf B

Lok in: |&) Health Club Friends =l

LNote: You can also just
Double-Click the file name

and skip Step 9.

File name: Imaihng list.wls j Open
Files of type: |AII Files [*7] j Cancel |
.
y A

13. Click on the file you need. e.g., mailing list.xls
14.  Click on the Open button.

[JNote: if you don’t have your photo file in a folder, click on the Drive.
e.g., (C:) and then click on the specific photo file.
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15.  You should then Select the File Format to preview the file. We are
choosing Excel because we were using an Excel File for our example.

/

(LNote: Previewing a
file will show you if there
are any errors in your file
~ | | Frewiew that you need to correct
before completing this
process. You will see
this info in red text if
there are errors.

Step 4: Select the file format

~s« | Tab Delimited Format
Comma Delimited Forma
Microzoft Excel Format

E Top Producer All Fy

16. Click Preview.

The preview Window displays. **If you have a Pop-up Blocker you will
need to turn off for this program.**

MATLING UPLOAD PREVIEW Cloge | Print |

Carefully review the addresses for accuracy prior to uploading the list. Incorrect data will result in undeliverahle pieces. If changes are
required, make any necessary edits in the original document and then return to Step 3 to upload the modified file.

Active Last First Addressi Address? City State Zip FPhonel PhoneZ Email Comments
1%es Wiarden Jack T8 Mew e MJ 08801 T32-249- 732-212- Jwardeni@yahoo.com Would prefer an
Street Brunswick 7aa8 1242 acre of land
2%es Smith  Barbara 120 Finderne Bridogewater MJ 08007 732-111- 732-111- bsmithi@verizon.com Would love a Big
Avenue 211 1211 Calonial Harme

Total records previewed: 2

Step 6: Upload

17. Click Close plasd |
18.  Click on Upload —

Success! The MAILING LIST page redisplays. Scroll down if
necessary. Under Address Book you will see that your file was
Uploaded.

Address Book

Number of NHumber of

Edit List Hame Mailing List Name Active Total
Records Recorris

Edit Mame | Hesalth Club 2 2
Edit Name | School List 1 1

19. To edit any of the information, refer to page 16, Step 11, A-D
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F. Create distinctive Marketing pieces to showcase your

Property. This includes Postcards, Brochures, Flyers and much

more!

1. To Create a Postcard. Click on Propertyyarketing.

BURGAORIY [

REALTORS

YOUR ACCOUNT
Personal Profile
FProperty Profile
Fhoto Library
hailing Lists
Order Status
Saved Projects
Wiew Cart

PHOTOGRAFPHY
Fhotography Offerings
Fhotography Survey

PRODUCTS AND 5
Froperty Marketing
International Collection
Frice List
UPPORT

2. The Property Tool page displays:
3. Click on Property Postcards.

BURGAORM T R

REALTORS

entered in the Property Profile.

YOUR ACCOUNT
Personal Profile
Froperty Profile
Fhoto Librany
Mailing Lists
Order Status
Saved Projects

Property Marketing Packages

Wigw Cart Property Flyers
PHOTOGRAPHY Property Postcards
Photography Offerings Pramium Brochures
Photography Survey Premiurm Elite Mailer
FRODUCTS AND SERVICE

FProperty Marketing

International Collection

Frice List

Before placing your order, make sure the information for the property v

LJNote: You

Products ang P can VieW a
list of all the

Products and
Pricing by

clicking on
this link!
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4. The Property Postcard page displays:

BURGAOR

REALTORS

r PROPERTY POSTCARDS
i

lUse these direct mail products to build your business. Comrr
open houses with a personalized message. Then have your c

YOUR ACCOUNT —1 list, & geographic mailing surrounding the target address ar b
Personal Profile
Property Profile Delivery Time:
Photo Likrary Orders placed by 10:00 a.m. (EST) Monday through Friday c
Mailing Lists railing in two business days. Mail delivery will depend an the
Order Status will arrive in the customer's mailbox within approximately four
Saved Projects mail within 10-14 business days. Orders placed on Saturday,
Wiew Cart on the next business day. Add one extra day production time
PHOTOGRAPHY b
Photography Offerings
Photography Survey W E
PRODUCTS AND SERYICE i
Property Matketing BI..,ISIIIBSS Reply Cards _
International Collection Iin. recommended photo size (333 x 430)
Price List & Just Listed
© Just Sald
 Open House
BuRGdS
Standard Postcards .
Min. recommended photo size (1 photo = 505 st £

4l

You can select a Business Reply Card, Standard Postcard, Large
Postcard.

5. Scroll down to Standards Postcards.
6. Select Just Listed 1 Photo

\

tandard Postcards
. recommended photo size (1 photo = 905
% BN 3 photo = 761 x 680}
st Listed
1 Phata ¢ 3 Photo
Just Sold
1 Phato ¢ 3 Photo
Open House
1 Phato ¢ 3 Photo

7. As soon as you do, you will notice it now displays a visual of what that
postcard looks like.

Business Reply Cards

Min. recommended photo size (583 » 430)
€ Just Listed
€ Just Sold
© Open House

Standard Postcards
Min. recommended photo size (1 photo = 905
% 850, 3 photo = 7&1 x B30}
Just Listed
@ 1 Photo © 3 Photo
Just Sold
€ 1 Photo © 3 Photo
COpen House
€ 1 Phota € 3 Phata

™t
Fagc 24 OT &1 lﬂl%w,'ﬁ'\
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8. Press Continue.

AN

Custom

I Laminated

9. The Standard Postcard Just listed page displays:

BURGAORIT B

REALTORS

YOUR ACCOUNT
Personal Profile
Property Profile
Photo Library
dailing Lists
Order Status
Saved Projects
Wiew Cart

PHOTOGRAPHY
Phaotography Offerings
Photography Surey

PRODUCTS AND SERYVICE
Froperty Marketing
International Collection
Frice List

1 1
| =] | =] | =]

RYep 2 Step 3 Stepd StepS Step b
1 D_

Azsocigte Property Postcard  Product Shipping

rncing hformation hformation  Detail Preview & Mailing

Standard Postcard - Just Listed {1 Photo)

STANDARD POSTCARD - JUST

LISTED (1 PHOTO)

I| Quantity a0 100

200

500

1000 |I

I| Total || $17.50 || $35.00

FEE.00

F150.00

§za0.00 |I

| | SAVE FOR LATE

L [NE ]

o
Foiole

10.

/

Notice you are on Step 1. You will always know what step you are on

because there will be a green indicator underneath the step #.

11.
12.

13. Press Continue.

Specify the quantity you need.
Enter a Project Name

or leave it blank.

N

N Step

Quantity 50 100 200 500 1000
Total || $17.500) $35.00 || $66.00 || §150.00 | $280.00
Each F0.35Q)| $0.35 || $0.33 §0.30 50.28

Enter quantity:

Order in increm

50

s of 1, with a minimurm guantity of 50

elest ortype Praject name (optional) 'What is this?

o

e

=

1' > Continue
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14. Review that all your contact information is correct.

First Mame: |Pame|a *

Middle MNarne: |

Last Mame: IJameS *

Title 1: [ *

Title 2: [

E-rnail: |AMS@merriIlcorp.com

Wich Site; |

Fhane 1: [ofice =][973 [240 [7000  Ef123¢

Phone 2: I jl I I E}{tl_
Phone 3: I jl I I E}{tl_
Phone 4; I jl I I E}{tl_

Agent Photo:

Select/Edit Image

Show Martgage Information: I\(es vl

Martgage Phone: I

Office Address 1: [4110 Cleanvater Road
Office City: [5t Cloud

15. Click on the Continue button. Scroll down if necessary.

N\

Office Zip Code; |553m

Back | ontinue |

16. Select your Property :

\

" vIEW CART | | SAVE F

Step1 Step2 Step3 Stepd KtepS Step &

— L 1] 00—
Quantity Associate Property Postcard Prodyet Shipping
& Pricing hfommation kformation  Oetail Praw & hailing

[(LNote: If you have not
entered a “Property Profile”
for your property you can
enter the address for your

Standard Postoard - Just Sold W Photo)

FPropetty Selection: Select Property

Property Address: I e property hel’e.
Property City: I ts},
Price Heading: |OFFEREDAT
FProperty Price: I n\s/o
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17. The information now displays for your property:

Property Selaction: Immaculate Horme - Park Like “ard i

Froperty AUIess: [527 River Road 2
Property City IChatham v
Price Heading: IOFFERED T v
Froperty Price: |$4?9 300 ﬁ;,

Back | Continue |

18. You can also “Spell Check” each of these rows by clicking on the spelling
Icon E at the end of each row.

19. Click on the Continue

20. Fill in/Modify any information you need to. Please note that you can also
finish this postcard later if you need to.

|'\J VIEW CART | |5.WE FOR LATER
Stepl Step 2 Step3 Stepd Steps Step s
—i i i - 1 00—
Quantity Associate Property Postcard  Product Shipping
& Pricing hfomnation hfomation  Detail Preview & hiailing
Standard Fosteard - Just Sold (1 Photo)
Heading Line 1: |Just W
Heading Line 2:|SDId 39

Paragraph Text

ty I've just sold a& home in your neighborhood! If A:J
wou're interested in selling, or just want to
know the wvalue of your house in the current
market, give me @ call., I'd ke happy to

discuss the =ale of yvour home and other real
estate opportunities.

H
1
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21. Click on Select/Edit an image:

b

a =

Fostcard - Front & Back
FProperty Phato 1:

| *

> Select’Edit Imane

22. The Photo Library window opens. Select your Photo by clicking on one of
the photos you see or Upload a photo you would like to use (Refer to
pages 9-11 if necessary):

a Photo Library -- Web Page Dialog

Close | B

Assaciake Property Stock

Select a property to view availabhle photos.
To add a new property, enter the property information in the "Property Profile” before uploading your images
Select Property: IImmacuIate Horne - Pa 'I

To upload a new photo to the selected property, identify how the image should be categorized and click
‘Browse' to locate your image on your computer. Then click ‘Upload*

Category: I Front View vl
Upload File: Browse... | Upload | Help

Target Image Size: 905 x 850 pixels
If 'Select This Photo' is unavailable, that photo is too small for the target location

Dining Room

Front iew Front Wiew

View Enlarged View Enlarged View Enlarged

(266 » 200) (800 x 518) (266 » 200)

Download High Res Phota Download High Res Phato Download High Res Phota
Download Low Res Photo Download Low Res Photo Download Low Res Photo
Delete this photo from Library Delete this photo from Library Delete this photo from Library

N
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23. Once you select your photo, you will have the opportunity to frame the
portion of the photo you would like shown.

¥ Photo Library -- Web Page Dialog

Close |

Click and drag anywhere within the outline
to frame the portion of the photo you'd like shown.
For additional adjustments, adjust the selection size below.

Adjust Selection Size _+|_| Finishl Cancel |

i

Click and drag within the dotted lines to specify the part of the photo you wish to
use. You can drag to the left or to the right. If you want to capture just the
middle portion of the photo, you need to drag to the middle.

R R R R R R R N R R R R R RN
n
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You can also make the area within the dotted lines smaller so you can have more
options when specifying an area of the photo you would like to use.

» Use the Adjust Selection Size buttons to do this.

‘&3 Photo Libroty -- Web Page Dialog

» Then Click and Drag within the center of that area to specify the area you
wish to use.

» Click on Finish button once you are done.

FIRNANIpE-]] G!_I-ll_l-\:il.lIIEIII.-\:iI GLIJLI-DI. 1T SCISLLIL SIS I
\ Selection Size + | - | Inish | Cancel |
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24. You will see the processing bar window and then you will see that the
photo appears now on the page with the rest of the information.

3 Photo Library - Web Page Dialog

a o]

FPosteard - Front & Back
Property Phata 1:

o

I2QD?ED?EEEQDDEB4?dEJpg *

SelectEdit Image

Continue

Back

25. Click Continue:
26. To preview the card, click Prev{ew.

Photo Library STandard Fostcar
Mailing Lists

Order Status

Saved Projects tep 1 Product Preview
Wiew Cart

HOTOGRAPHY PreNgy the product you cre
Phataaraphy Offerings

Photography Survey TE——— |
*RODUCTS AND SERVICE
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27. The Preview Window displays for you to review your card.

a previewimagepf - Microsoft Internet Explorer

Print Wyinc oo Close Window

Please note: Your preview image is provided for layout review and content
confirmation, not to he used for final color and print presentation.

Juat
1

Sold

7 RIVER XA

CFLATHEADM

OFFERED AT
479 200

- ROSEMARY PUCC]
Soukew gre n

' BURGAORSL # s
| 1585 MAIN STREET ACALTCRS EHA

CHATH AN, N (FU28
75 E5-R05 OFFICE 1T LA TR T

» To print the card for layout review/proofing purposes, click here.

=l by ST Tarerpmed. B RAZS

Prirt Yvinciow | ﬁlaseWindDw |
» To Close the Window. Click here.

REALTORS
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28. If you would like to order the cards, click next to the Approval box.

N\

hen you hawve canfirmed thatthe product is errar-free, check the approval hox to continue

* v APPROWAL: | have reviewed this praduct and werify that the infarmation
is correct. vou are gautharized to begin the arder upan submission.

Please note thatwe are unable to allow for changes, corrections or cancellations after che

Back | Continue |

28. Click Continue.
29. Select Your Mailing Options.

We affer many convenient shipping and mailing aptions. I
Personal Mailing List(s)
Select one or more lists for this mailing: Note: If you
I Health Club (6 records) «@-—seeakotmteeatde have added your
Address Correction Notification: mailing list here,
[T Print Address Service Reguested’ yOU can SpeCify
l:hﬂail will be fonwarded and notice of the new address provided. The post off thIS Ilst here and
[T Print 'Return Service Requested' have it mai|ed

(M ail will be returned to wou with the forvarding address or reason for non-ds d"‘ectlyl

Acquire a Geographic Mailing List
Select List Type: |Radius Select j

Search Quantity: ID

Geographic Information
Target Praperty Information

Address: |827 River Road

City: |Chatham

Zip:  |07928
County; |Elergen () j

Address Twe;lSingIe—Family only j

Address Options:

Add " or Current Resident” after owner name: © ves & o
Telemarketing Report

[ Send a telerarketing report for this list($0.00 per repor)

Ernail Reportto: |R0-Pucci@hurgdnrﬁ.cnm

Ewtrr wni e Cokhieervindion feronoed Rheakao SOART fa el o mbon ko Iqu}'1q-§ﬂ1f
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30. Click Add to Cart.

AN

Distribution quantity total a0
Order Quantity a0

Back | & ADD TO CART

31. The Shopping Cart Page displays:

SHOPPING CART

You have added the following item(s) to your cart.
Please be sure to review your order carefully before proceeding to check out.
Your order will not be submitted until after you check out.

1 551303503 Standard Postcard - Just Sold (1 Photo} 827 River Road Chatham 50 $17.50 Edit | Delete | Save fo

Ground a0 $4 65

Total: $22.45
This Total does not nclude discodnts or tax

Caontinue Shopping | Check Out

» You can Edit, Delete, or “Save for Later”
-OR-

» You can Continue Shopping
-OR-

» You can Check Out.

32. Click here to Check Ofit.
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33. You will have the opportunity to review your order:

You have added the following itern(s) to yo
carefully hefore proceeding to checkout.

Agent Information

Maime ROSEMARY PUCCI

Title

Phone [973) B35-3293

Email Ro-Puccid@burgdorf.com

ur cart. Please be sure to review wour order

Office Information

Chatharm

135 Main Street
Chatharn, MJ 07928

Mame
Address

m hem Humber “em Description m

1 551303503 andard Posteard - Just Sold (1 Photo) 827 River Road a0 F17.50
Chathatn MJ 07928

hailing Info; il 50 to Office
Shipping $4.65
Sales Tax $1.33
Total Amourt $23.48

= |

Continue |

34. Click Continue. If you want to review the specific details for your order,

click View Details. The Details display:

SILNY MG RIDETEUNIY LY L IEL R,

Agent Information

Office Information

hame ROSEMARY PLICC Mame Chatham

Title Address 135 Main Street
Phone (973) 635-3293 Chatham, MJ 07925
Ermnail Fo-Puccif@burgdorff.com

1

551303503

Mailing Info; kail S0 1o Office
Asszociste Information Page

Firzt Mame
Last Mame
Title 1
E-mail
Phane 1
Phane 1

Phone 1 Exchange

Cloze Details

em Descri

Property Address

27 River Road
Chatham M.J 07925

Standard Postcard - Just Sold (1
Photo)

ROSEMARY
PUCCI

Sales Agert
Ro-Puccig@burgdorff .co
Office

73

B35

> To Close the Details, click Close Details.
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34. The Payment Page displays:

Primary Credit Card:
Billing Address
Card Type Card Mumber Expiration Narne I
=l Month|1 'I‘r‘earlznDS -1 Addressl
. . 1
Yerification Mumber I
Addressl
Amount [$23.48 2
To permanently remave City I
¥ Save as ry default  your credit card from our
Credit Card files, please delete it from State |Alabama
your agent profile. Zip
Code I
Other Credit Card:
Billing Address
Card Type Card Number Expiration Marne I
=l Month|1 'l‘r’ear|2995 -] Addressl
- 1
Werification Number I
Address
Arnount [ 2
oty |
State IAIabama
Zip I
Code
Backl Submit Order

35. Enter information, click Submit Order:

36. You will get an Order Confirmation Page which you should print by

clickining on Print Order.

THANK YOU FOR ORDERING WITH MERRILLSHOP.

Your order information appears below. [f you wish ta check the status of your arder, you can locate it on this site under "Order Status” or contact
us at 1-800-344-7948 for questions.

ORDER CONFIRMATION #1755925

Mame

ROSEMARY PUCCI

Mame Chatham
Title Address 135 Main Strest
Phaone (9731 635-3293 Chatham, hJ 07928
Etmnail Ro-Pucci@burgoorft com

1 551303503 Wigwr Details Standard Postcard - Just Sold (1 Phota) 827 River Road 50 #17.50
Chatham hJ 07928

Mailing Info: Mail S0 to Office
Shipping F4 65
Sales Tax $1.33
Total Amaurt §23.48

0On Account XXXX65 $23.48
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G. How to Check the Status of Your Order.

1. Log in (Refer to page 3 for instructions if necessary.)
2. Click on Order Stat7s.

BURGAORS{

REALTORS

YOUR ACCOUNT
Persanal Proffe
Froperty Progie

Order Statls
Saved Projects

Wiewy Cart z 2 i
PHOTOGRAFPHY

Photography Offerings

3. The Order Page displays:

ORDER STATUS Help

Order Status will allow you to track orders that are in process or have been completed and shipped
Orders will be archived for one calendar year before being removed from the site.
If you cannot locate an order or need to modify an order that has been submitted, please contact us at 1-800-844-7943 for assistance.

. Croerit: I Address: City: Shipped Status: IDisp\ayAII ~| Search

You are currently viewing 1 thru 1 of 1 Orders

Wigr Crder 1755925 1 551303503 Reorder Standard Postoard - Just Sold (1 Photo) 827 River Road - Chatham 04/27/2005 0442772005
551330206 Ground

=3 |f you need to Search for an order, enter info here and click on Search.

» If you want to view your order, click on View Qrder.

20823 1 531:Z
5517

» If you want to reorder, click here.
\

Feorder Stand:
SFOLIn
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H. To Access a Saved Project:

1. Log in (Refer to page 3 for instructions if necessary.)
2. Click‘on Saved Projects.

SURGAORY Fd

REALTORS

YOUR ACCOUNT
Persoyal Profile

Saved Prdjects
Wiewy Cart a e

PHOTOGRAFPHY

FPhotography Offerings

3. The Saved Projects page displays:

SAVED PROJECTS Help

Projects can be saved to this area for completion at a later date. Projects will be stored by the date, the property address and the produc
ordered. To access the product again and complete the order, simply click on the product to be completed. You will be directed to the se
site where you can complete the order and add it to the Shopping Cart for checkout. You may also delete a saved project from your list,
the "delete" button.

Search Orders

Project: Address: City: ( Search |

T —

You are currently viewing 1 thru 9 of 8 Orders

Project Order Started on  Product Property Info
127 Terrace Drive 0426/2005 2 Phioto Flyer - Bullsted wlaminate Edit ’—

—> |If you need to Search for a Saved Project, enter information here.
Click on Search.

4. To Edit the Project, click here.
Your Project is Open now and ready for you to continue working on it.

2 PHOTO FLYER - BULLETED
WILAMINATE
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.
O

Image Information & Merrill Software Tips:

1. The resolution of an image is determined by the number of dots or pixels per inch
(dpi or ppi)

2. Pixels or dots equal image information, thus the more there are, the higher
resolution and better quality of an image you will have.

3. Higher Resolution images will have more pixels per inch, resulting in greater
detail.

4. For printing an image, you need at least 150 dots per inch to 300 dots per inch.
300 dots per inch is preferable for professional printing

5. Please note if the resolution of an images is too low, it will appear pixelated when

printed.
Basic Guideline for Updating Basic Guideline for Updating
Agent Photos Property Photos.
v' *Must be a JPG Format v" Must be JPG format
v' *480 X 640 Pixels v" The recommended Minimum
v' *Under 1 Megabyte File Size Property Photo for Flyers (one-

sided with or without laminate) &
Property Postcards — Large and
Standard is 1300 X 1500 pixels
(minimum 2 mega pixel camera
on the highest setting)

v Recommended Minimum
Property Photo for Premium
Property Flyers and Brochures is
2250 X 2250 pixels (minimum 5
mega pixel camera on the
highest setting.

v" Under 4 Megabyte File Size
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6. When you want to return to a previous page within the program, you should look
to see if there is a back button at the bottom. Sometimes you have to scroll
down to see this.  Additionally, sometimes you will see a way to get back to the
previous page, such as Back to All Mail List from another page. You should

use these buttons instead of the back button on the Internet Explorer because
sometimes it may not work.

Below is an example of both:

JEW CONTACT Back to nllmq lists

Office Zip Code:

N
\Eack

7. Need Help? After you log on (Refer to page 3 if necessary) you can check
out the on-line help by clicking here.

SOPPORT
Cantact
Help

8.  You can then click on what you need help on. e.g.,

P | and
BrSenEl an Mailing Lists Order Status

Property Profile
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