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CTCAR — Personal Profile

jome | admin | My Profile | Logout

This feature shows your contact information and alloas tp display a profile of your related
experience. There are several heading and paragrapinsdtitat allow you to customize the
information the way you want it. This feature aldowa$ you to specify your areas of specialty (i.e.
leasing, sales, etc.) and which market areas you servime.can also opt in or out of Email

Notification and change your password.

Edit Personal Profile

To Access Personal Profil:

Carl Peter. IAd/Edit Photol
el

ertyD:
Phone: (263) B51-0366 .
Fax: (253) 851-3010

Direet Phone: (253) 851-0385

Email: carl@epropertydata.com e B

I Industrial Leasing
T High Tech-Flex Leasing
I Land Leasing

o,
Paragraph
Carl has been immersed in the real il
estate industry for 18 years. After
graduating from Gonzaga University,
Carl began warking with Windermere
Real Estate Corporate as VP of Affiliate =]
Heading 2
Paragraph
= |
- |
Heading 3
aragraph
Heading 4
Paragraph
Add/Update Infomation

@ Copyright 2010 Central Texas Commen

I office Sales

I Retail Sales

™ Industrial Sales

™ High Tech-Flex Sales
™ Land sales

T multi-Farily Sales
™ Hotelsmtotels Sales

Miscellaneous: T mMabile Home Parks

Addpdate Information

jormation Exchange A1l rights reserved

Add Market Area

Enter New Password

Update Password

Home  Cortact ean

From the home page, click on
My Profile.

1. You can add or change
your photo here.

2. Enter your website
address here.

3. Here you can enter up to
four paragraphs with
headings outlining
yourself and your real
estate experience.

4. Select the specialties
that best describe your
areas of expertise.

5. Choose here whether to
opt in or out of the
Broadcast Email feature.

6. Select your market
areas.

7. Change password here.

When you are finished, click thdd/Update Information button at
the bottom of the page.



CTCAR — Navigation Bar

Home | Admin | MyProfile | Logout

jome Sex istings Manage My Listings Search People Emai

NN

Home — Entry page for CTCAR - Member Area

Search Listings—ZoomMaps(search by mapping an are&garch Sale/Lease Listingsearch
both For Sale and For Lease listingSgarch For Sale Listinggsearch only For Sale listings);
Search For Lease Listingésearch only For Lease listing§earch Business Opportunity Listings
(search only Business Opportunity listingSgarch by Listing NumberSearch Building Directory
View Saved SearcheBlew For Leasgsearch only new For Lease listingSgw For Sale(search
only new For Sale listingsNew Business Opportunitgsearch only new Business Opportunity
listings).

Manage My Listings — Edit Active Sale/LeaseEdit Off-Mkt Sale/LeaseEdit Bus Op Add
Sale/LeasgAdd Bus Op View Saved Listings Here you can edit any of your existing listings, add
any new listings and view any saved listings.

GIS Tools—Parcel Locatorfor Travis, Williamson and Hays Counties.

Search People- Find a CTCAR Membel(Search for agent or officefind Affiliate Businesses
My Online Address Book

Email Tools — Hot Sheet(customize your hot sheets)stings2Go(send inventory reports);
Broadcast Email(email brochures on available properties which are tiadge practitioners based
on the types of properties they typically work with).

Contact Us— Contact information, office hours and location farGAR.

Logging out of CTCAR — Member Area

Home | Admin | MyProfile | Logout

When you are finished working in the Member Area, clickltbgout button in the upper right
corner of the screen or close your web browser.
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SEARCH LISTINGS

Search by Zoom Maps- From the drop-down menu und&garch Listings selecZzoomMaps.
1. Draw a box around the area you wish to search.
2. If you want to search an irregularly shaped area, sBieat Polygon
3. If you need to start over with mapping your area, s€léar Lines and start again.
4. You can also set some search parameters on thesidghof screen.
5. Notice the listing count change as you tighten your magpaind/or parameters.
6. You can preview properties by clicking on the property icothermap.

7. When ready, click/iew Resultson bottom right of screen.

/2 zoomMaps by ePropertyData.com - Windows Internet Explorer _ o ||:||5|

& | http:/fve. cteie,orgfinde::, aspxisession_jd=005175628session_token=2r0sirE1
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Listings Match Your Search
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Search Sale/Lease Listings From the drop-down menu und&earch Listings selectSearch
Sale/Lease Listings Search For Sale Listings, Search For Lease ListingandSearch Business
Opportunity Listings will follow the same steps outlined below.

Step 1 — Enter your requirements
Begin with a broad search, narrowing your results agtitional criteria as necessary.
Do not put commas or dollar signs in tkist Price field.
Click onMarket Area to select the area(s) you wish to search.

searn saeees e Step 2 — Display your results
Click onDisplay Count button

[¥] n Active [l include $0 Properties

at any time.

Search results will only be
C— displayed when fewer than 200.
Step 3 — View your results

S T e - Click on theContinue button
e that will appear on top left of
‘;j:;;;ug;;;;;;s“ ik on e e e s screen once you've chose to
Display Results.
- Select whether to print or email
e the listings.
—,y - Choose which listings to print
s or email.
E. - If printing — choosé°rint on
s left side at top of list, click on
Generate Reportson right side
[ at top of list, select report
s E options (including saving
: listings to folder), print in
regular or pdf format.
— - If emailing — choos&mail on
o left side at top of list, click on
Generate Reportson right side

i at top of list, input necessary

- information and clicksend
Land Use Type (LAND ONLY SEARCH) Emall .

B e Options

- : Save Search, Refine Search,
New Search, Download

@ Intem

To view or generate reports on your full search reslittk on theCheck All button and then click
on Generate Reports See next page for additional viewing and management sption




Additional Information from Links and lIcons

Legend

| 1+ ACRES HWY 71 EAST (copy) Bastrop TX
) System ft
b SR n County: Bastrop Bldy SF: 0
Wl Aerisl Photo A Bastrop T 78602 Mkt Area: Land SF: 43 560
L Buiding Histary AVAILABLE, Tax ID: Acres: 1.00

Building/Listina(s) R25988 Status: Availahle

[ map
(@) Demagraphics
fak Bird's Eye View Supoest Revision || Building History BuildingiListings(s) @) Demographics
4 mddtional Photos - -
|;‘ Brokerage Flyer (POF) Wehbsite Link List # Status  Category Property Uses Price Details
__ [T ag061  Avallable  ForSale Retail, Office, Multi-Farnily, Land $400,000  View Listing

To view map of property, click directly on the address.

To suggest a revision on a property, click Suggest Revision.
To view the property listing history, click on Building Hisy.

To view current listings on the property, click on Buildlngtings.
To view area demographics, click on Demographics.

To view the property from various angles, click Bird's BAiew.

When icons (as shown in Legend above) are availablemay also choose the following:
System Flyer, Aerial Photo, Map, Additional PhotoBoskerage Flyer (PDF).

Search by Listing Number— From the drop-down menu under Search Listings, seleotiSeg
Listing Number.

Select Property Type

Input Listing Number(s)

Search Building Directory — From the drop-down menu under Search Listings, seleotiSea
Building Directory. Established building standards wilphall members when searching for
buildings, as well as avoid listing duplication. Usefthil®wing rules to search:

For best results, enter a broad search using only gtddw letters of the street or property name

to ensure a match.

Do not include words such as Drive, Street, Avenue petiheir associated abbreviation

Do not use punctuation marks

View Saved Searches From the drop-down menu under Search Listings, seleat S#ved
Searches.

Select the saved search you wish to work with.
Choose whether you want to run the search, deletgetireh, or search since your last search.
Follow instructions for Search Sale/Lease Listingprasiously discussed.

New For Lease, New For Sale, New Business Opportuni#tyFrom the drop-down menu under
Search Listings, select which new search to run. Witlisee a list of listings added over the last
week.



MANAGE MY LISTINGS

Edit Listings (Active Sale/Lease, Off-Mkt Sale/Lease, Busess Opportunity) — From the drop-
down menu unddvianage My Listings, select which category to edit.
Select the listing you wish to edit from the displayied |

Edit information as needed.
Click onSubmit Listing at bottom of page.

Add For Sale or For Lease Listings- From the drop-down menu unddanage My Listings,

selectAdd Sale/Lease

Add New Listing

Add Listing to My Current Properties

Ifyou have an existing listing for a building or groperty, you may add a new listing ar a new asset clags for that property from your
Active Listings list

> Toadd a new ligting or asset class to one of your Active properties, click here

> Toadd an active listing for one of vour Off-Market properties, simply change the status of your off market listing to "Available" or

"Back an Market'. Click here to view your Off-Market listings

Add Listing to Primary Counties
To add 3 new listing, please select the appropriate county from the list below. The Parcel Locator is a GIS mapping tool that will
allow you to pinpoint your property on & map. Your propery information will be automatically populated once you've [ocated the
property you wish to list

> Parcel Locator: Travis County
» Parcel Locator Williamson County
> Parcel Locator. Hays County
iate: you may also lncate your propeniy using the text-based properly search farm in the next seciion if you cannat find yaur prapedy with the
FParcel Locator.

Add Improved Property Listing to Qutlying Counties

To add 3 new listing please use the form helow to find your property in our building directory. Your listing input form will then he
auto-populated using the existing infarmation in our database

Forbestresults, enter broad search criteria such as anly the first few letters of the streetar property name to ensure a match. Do
not include words such as drive, street, parkwsay or the like (or any of their d i Do not use any

BuildingiProperty Mame

Sthium Dir StreetMame Dir
(eq) 15000 M 50t Strest NE
City State Zip
Tax 1D

Admin Onty

Building/Property 1D

Find Property

Add Land Listing to Outlying Counties

To add & land listing please use the links below. You may also use these links to add land to one of the core counties ifyou cannot

|ocate your property using the Parcel Locator,

> Toadd a new property record with Land For SALE, click here
» Toadd a new property recard with Land For LEASE, click here

NOTE —

Add Listing to My Current
Properties — if you have an existing
listing for a building or property, you
may add a new listing for that property
from yourActive Listings list.

- To add a listing to one of your
active properties, you may click the
link and follow the instructions.

To add a listing to one of your off-
market properties, you may either
change the status of your offarket
listing to “Available” or “Back on
Market”, or you can use the
Property Search form to find the
building and auto-fill your listing
input form.

Add Listing to Primary Counties —

To add a new listing in one of the

primary counties shown, select the

appropriate county to ugelS mapping
tool to locate the property and auto-fill
the property information in your listing.

Add Improved Property Listing to

Outlying Counties — To add a new

listing in a non-primary county, use

the Search Building Directory

When inputting a listing, you choose whether or not to instructions shown on page 6 of this

“Hold” that listing. If you choose “Yes”, the listing
will be held in abeyance with a status of “Hold” and

WILL NOT be displayed in CIE search results.

However, you will be able to view and edit this listing

along with all of your other active listings.

manual.

Add Land Listing to Outlying
Counties— To add a new property
record with land for sale or for lease in
a non-primary county, you may click
the appropriattand For SALE or
Land For LEASE link and input as
much information as possible.
Mandatory fields ar8OLD and
accompanied by a red asterisk (*).
Click Submit Property when input is
complete.




Add Business Opportunity Listing— From the drop-down menu unddanage My Listings,

selectAdd Bus Op.

Add BusOp Listing

Complete the listing input form.

Hold New Listing

Hold New Listi
IF you choose ™Ye

Property Information

Property/Building Name:*
StHum:* Dir.  Street Name:*
2nd Address:

City:* State:*Zip:*

County:*

Country:

Map Information:

Vicinity: TB Map/Grid:
Other Map Page Zoning:
Mkt Area:*

Subm Listing

Agent | List Date Information

Listing:
Listing Date:
List Price:*
selling Exclusions:® O yes @ no
Expiration Date:”

Picture Requested:” O yes @ o

11/03/2009

Agent | Office:
Listing Agent ID:* 1100
Listing Office ID:* | 1101
2nd Lst AgtID
3rd LstAgtID

Showing Instructions:
O view with Discretion

[ call Listing Agent
Showing Instructions:

Submi Lising

Business Information

Lease Information:
Mthly Rent (Base):
Monthly NNN/CAM.

Equip Rent Mo

Lease Expiration:

Assignable: (o] yes [OF
Renewal Option O yes ®no

RentIncrease:

Business Opportunity Category:*

O (1) Retail O (6) Grocery
O @2)wholesate  © (7) Hospitality
QO (3) Senice O (8) Prof Pract
O @ymanufact O (9) Gas Station
QO (5)Food &Bev O (10) Other

Buisness Characteristics:
Type/Name of Bus:*
Hours of Operation
Days Open:

Year Established:*
Leasable SF:

# of Parking
Available:

Seating Capacity

# of YearsiCur own:
Living Quarters:
Living Quarters
Descr:

O yes @no

Number Of Employees:*
Full Time:*
Part Time:*

Special Licenses:*
Beer | Wine:*
Class H:*

O yes O no ® unk
Qyes O no ® unk
O yes O no © unk

Professional:*

Gambling:* Oyes Ono @ unk
None:* (o] yes O no @ unk
Proposed Terms:

All Cash:* (o] yes @no

Seller Terms:* (e} yes ®no

Minimum Down;
Mote Term
Interest

Form Of Ownership:*
(o] (1) Corporation
(o] (2) Partnership
O 3)50le Proprieter
O (4)Franchise

Submit Listing

Hold New Listing —Yes or Ni—

When inputting a listing, you choose
whether or not toHold” that listing. If
you choose “Yes”, the listing will be
held in abeyance with a status of
“Hold” and WILL NOT be displayed in
CIE search results. However, you will
be able to view and edit this listing
along with all of your other active
listings.

All other information areas —

Input as much information as possible.
Mandatory fields ar8OLD and
accompanied by a red asterisk (*).
Click Submit Listing when input is
complete.




Add Business Opportunity Listing— Continued

Financial Information

Operating Information: Selling Price Includes:

Q proforma © Actual @ Unknown Real Property Oyes @no
Annual Gross DABR #

Income:* Inventary Oyes @ no
Operating Inventory Value:

Expenses:* Fixtures & Equip: O yes @ no
Net Profit: Fixtures & Eq

Expenaes Incl Own o = ® no Value:

Salary

Business Phone: O yes @ no
Trade Name: o] yes @ no
Excluded tems: O yes @ no

QOwners Salary:
Number of Owners
Hrs Owner
WorksiWeek:
Sellers Reason for
Selling

Documents:

Avail wisccept Offer: O yes @ no O unk
ProfitLoss Stmt#

Yrs:

Balance Sheet#

Yrs:

Schedule C# of

Years

YTD Operatiing
Oyes @ no O unk
Stmt:

Comments

Public Web Site Information:

Allow Listing to be published on Public Web Site?

O ves ® No

Listing Title

Internet Comments (note: Shown on PUBLIC web sites)
1

2

Member Information:

Comments Viewed Only By Members
1
d
3

View Saved Listings— From the drop-down menu unddanage My Listings, selectView Saved
Listings.

Select the saved listing folder you wish to work with.

Choose whether you want Risplay Listings or Delete Selected Folder

Click Continue.

Follow instructions foiSearch Sale/Lease Listingshown on page 5 of this instruction manual.



GIS TOOLS

This feature containsRarcel Locatorfor Travis, Williamson and Hays Counties.

Home | Admin | My Profile | Logout

Home GIS Tools Search People Email Tools

4 GIS Tools

Parcel Locator - Travis County
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MEMBER SEARCH

Find parcel by address — input
the address on the right, click
Search

Find parcel by map — zoom in
on map until you find the
parcel, click parcel on map.
Once parcel is located, the
parcel #, owner and address
appear on right, along with a list
of options.

Options include Building Info,
Tax Data, Add Lease Listing,
Add Sale Listing, Available
Space, Building History,
Demographics, Bird's Eye
View, Suggest Revision.

Find a CTCAR Member — From the drop-down menu unddember Search selectFind a

CTCAR Member.

jome | Admin | MyProfile | Logout

4 Search People Select New Agent: [Hllon Berson (<] | 310G Lagged i as: Allen Benson

Roster Menu Find A Member

Use the search form below to find a Broker or an Office. Partial entries are accepted for Office Hame, Agent Hame or Office City. If
you are searching for an Qffice, onty the Office Hame, ID, City andior Zip Code will be used for the search

Admin Only

Select Search Type
@ search Foragent " Gearch For Offce

Agent First Name: Agent Last Name:

Agent Market Areas Serviced:

Investment:

@Copyright 2010 Certral Home Contact an

To search for agent — Selearch
For Agent and input information as
needed.
Click on Search.
A list of all possible matches
will be displayed along with
links for the following:
View my profile & listings
Send Email
Add to Address Book

To search for office — SeleBearch
For Office and input information as
needed.
Click on Search.
A list of all possible matches
will be displayed along with
links toView Agents in This
Office.



My Online Address Book— From the drop-down menu unddember Search selectMy Online
Address Book Here you can add all your important contacts to fatdiimmediate access to client

information and the ability to email listings from thvebsite.

EMAIL TOOLS

To Search Contact:
Click on the first letter of the
contacts last name.
Highlight name inrContact
List, select desired action and
click Continue.

To Update/Delete Contacts
Search per instructions above.
If updating, make any necessary
changes, seletipdate Contact
and clickContinue.
If deleting, selecDelete
Contact and clickContinue.

To Add Contacts
Fill in form, selectAdd New
Contact and clickContinue.

To Export Address Book
Click on link next toExport
List.

Hot Sheet— From the drop-down menu undeémail Tools, selectHot Sheet

11

Hot Sheet: allow you to receive
information automatically for
properties that meet your pre-selected
criteria. You can create as many
hotsheets as needed and will receive
automatic emails anytime new
matching properties are entered in the
CIE.

NOTE - For any of the hotsheet
features, you must first seldebr
Lease For SaleorBus Op.

Edit Selected Hotsheet choose a
hotsheet from the list. Seleedit
Selected Hotsheet Click Continue.
Make needed changes and clg&ve
Changes

Delete Selected Hotsheet choose a
hotsheet from the list. Selebelete
Selected Hotsheet Click Continue.



Hot Sheet— Continued

12

Creating a New Hot Shee:

Name your hotsheet by typing into
the Description field under
Hotsheet Information. Also
chooseDelivery Time.

Look at the various headings and

associated info for criteria you can
use for your hotsheet. Make your
selections.

You can choose how many “days
back” your search should go by
selecting the drop-down menu
besideDate Enteredunder the
Details heading.

When you have finished selecting
all of your search criteria, click on
Save Changes



Listings2Go— From the drop-down menu undemail Tools, selectListings2Go.

Listings2Ga allows you to email
your Office inventory and/or
Broker inventory to one or more
recipients.

Simply type the email address for
your intended recipient(s). If
sending to multiple recipients, enter
a semi-colon and a space between
each email address.

ChooseReport Type(s)

Click onEmail Report.

Broadcast Email— From the drop-down menu undémail Tools, selectBroadcast Email

TheBroadcast Emai feature

allows members to email brochures
on their available properties which
are targeted to practitioners based
on the types of properties they
typically work with.

You should become familiar with
the Broadcast Guidelines and
Policiesand use this feature
accordingly.

UnderBroadcast Menuy, click on
Start a New Broadcast

The steps for creating a Broadcast Email are easyloovfo

You will be asked to make some selections such as eekson for broadcast, target group, market
area, subject line, etc.

You will have the opportunity to view a proof and once yausatisfied, you can send it.
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