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Real Estate Associations Overview

netFORUM Pro for Real Estate Associations has been developed specifically for Local and State
Realtor associations and contains the specific forms and processes needed to efficiently manage
members and customers.

netFORUM Pro for Real Estate Associations features:

* Existing netFORUM Pro baseline and custom demographics as well as powerful vertical
demographics added specifically for the Real Estate associations when adding customer records

* Tables to accurately display supplemental and secondary membership records of members whose
primary membership resides in the local entity

* Two-way data transfers between the National Realtors Database (NRDS) and netFORUM Pro for
Real Estate Associations

* Data transfer to NRDS when a customer record as been added or edited in netFORUM Pro

* Data transfer from NRDS back to netFORUM Pro to associate supplemental and secondary
memberships to a customer record and pull specific changes made for records where an
association is the point of entry (POE.)

* Seamless integration with NRDS for payment processing so that customers can process credit
cards on the Web site using National Association of Realtors® (NAR) eCommerce site (Realtor.org) as
the merchant

* Dues collection and automatic distribution among several real estate associations and bank
accounts for easy and accurate monetary distribution

* Reports and Queries specific to the real estate market

* Real Estate demographic fields that are available in the Query Tool for custom query creation

Upgrading to Real Estate Associations

Upgrading to netFORUM Pro for Real Estate Associations normally takes place at the
Implementation stage because there are generally several additional fields unique to Realtor
Associations used and imported during the data import stage.
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Upgrading to Real Estate Associations

When an entity is initially created, the associated Realtor Association ID is entered into the

database on the Client Information form.

Client Information

Organization Information
F Organization:

R Acronym:

MetSuite 10:

|Dulles Area Association Of REALTORS

Edit Expire Date

Contact Person Information

Cantact Person: =, Jeanette Mewton

Phone Number: (703) T77-24685

Fax Mumber:
E-Mail: inewtoni@t dullesarsa.com
Setup Information

Licenss Mumber:

Promotion Code:

F App Type:

DAAR
R Addrees 1: 203 Sycolin Road
Address 2: Suite 222
Address 2
i .
City/State/Zip: Lesshurg VA | 20175
Counfry: United States v|
Web Site:

Ensbls iPhons Application? [

[PRO v|
 eharketing Ranking: | Default m} V| |5 State Realtor:
Resltor Azzociation 10: 2400 Realtor POE 1D:
Vertical Market: | Realtors V|

OMLY enter POE if POE is DIFFERENT than the Association 1D

Fanaral | adnar Accannde

Adding a Realtor Association ID triggers the vertical demographic fields and enables the database

to take advantage of the Realtor functionality.
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Demographics for Real Estate Associations

One of the biggest features of Real Estate Associations is vertical demographics. Vertical
demographics are fields that are specific to a vertical market and are not needed in the traditional
netFORUM Pro versions. For example, Real Estate vertical demographics feature fields such as NAR ID,
Primary NAR Board, MLS Status, NAR Status, and Real Estate License. Added to the already
powerful netFORUM Pro baseline and custom demographics, vertical demographics bring a new layer
of depth to netFORUM Pro not previously seen.

Vertical demographics function exactly the same as the baseline and custom demographics. They can
be enabled to appear internally, externally, set to be required, added as an order, and so forth.

Vertical demographics for Real Estate associations appear at the bottom of the demographics list in the
Setup Demographics form. For example, note in the image below that, after clicking the Setup
Demographics link, demographics appear in the following order:

* Baseline demographics

Custom demographics

Vertical demographics

109 Text 15 TeatBox 15 (Text) r r r r r (] r
10 MLS Participant CheckBaxiFlag) r r r r r r

m WLS Status DropOowndist r r r r r (] r
12 MLS Status Change Date: DateTextBox r r r r r [ m} r
113 LS | TextBon r r r r r r r
14 MLS Login TextBox r r r r r (i r
e MLS Password TeatBox r r r r r C r
18 WS User Class DropDownList r r r r r
mr MLS Roster Flag CheckBoxiFlag) r r r r r r

118 Comment! TextBon r r r r r r r
18 MLS DX? CheckBoxiFlag) r r r r r ©

120 Comment2 TextBox r r r r r r r
121 LS Tax Access CheckBoxiFlag) r r r r r r

122 MLS Multigle Logons. CheckBoxiFlag) r r r r r ©

123 MLS HotSheet User CheckBox(Flag) r r r r r C

124 MLS Yelow Pages Flag CheckBoxiFlag) r r r r r [

125 LS Access indicator Flag CheckBoxiFlag) r r r r r r

126 N&R D TextBon r r r r r r r
127 Primary NAR State Code TextBox r r r r r (] r
128 Primary NAR Board DropDowniList r r r r r [ r
128 NAR Status DropDownlist r T r r T
130 NAR Status Date DateTextBox r r r r r (] r
el Realtor Subclass TeatBon r r r r r C r
132 NA&R (NRDS) Join Date DateTextBon r r r r r (] r
133 Otfice Hon Member Sales Person Count TextBox r r r r r [ ] r
134 Broker Reciprocity CheckBaxiFlag) r r r r r r

135 Office Branch Type COropOownList r r r r r © r
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Demographics for Real Estate Associations

After using the Setup Demographics link to enable demographics, they will be visible when adding
or editing a profile of an individual or organization at the bottom of the profile form in the
demographic section.

Phone & Fax Number InformationLink Phone?l  * Link Fax? E-mail and Web log in Infor
Number: Extension:  Primary: Personal Website URL:
Home Phone: r |
Work Phone: (909) 555-5859 2 Business E-mail Address: Primary:
Cell Phone: (805) 5558745 O I:smcegm@'rmeseler.wm | cd
Home Fax: | m Home E-mail Address: 0
Work Fax: |(9n9) 5554123 i | |
Web Site Password: Force User to Change Password?
rl’asswoﬂ:ﬁﬁh | Ird
= |f checked, when the primary organization’s address/phoneffax is changed, this business address/phonelffax will automatically be updated.
Social Inf .
Facebook: | | [E] Twiter:
[ Linkedin: [ |

Please provide the following additional information:

WLS Participant: v

MLS Status: Inactive |Z|

MLS Status Change Date: 110012011
MLS Id:

MLS Login:

MLS Password:

MLS User Class: Agent |Z|
MLS Roster Flag: v

MLS Access Indicator Flag: I~

NAR Status: Active |Z|

Tip: Demographics that are enabled using the Setup Demographics link can be aligned and
customized by look and feel as well by using the Design Demographics link once activated as
described in Designing Custom Forms for Demographics.

To edit the profile for an individual or an organization, including the Realtor demographic information,
access the appropriate record and click the Edit icon in the Address Information portion of the
form.
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@m cheepndngdt Tapetlh L beepedagit

Address Information Edit Primary Membership Information Edit
ECS TR Member: No
RE/MAX Execs-SM Type: AC
620 Santa Monica Bivd, Suite B B
Santa Monica, CA 80401 Status: T
Join Date: 03/02/2001
Terminate Date:  12/31/2008
¥ Type: AC Reason Code:
Customer #: 7 i% » Addresses Original Join Date:
NARID: 440w MAR Board: e

Designation:
Phone & E-Mail Inf " — Linked Information »Go To Org

one ~atinfermation a Primary Org: RE/MAX Execs-S5M
“. Home:

P % Work: i e 2R
*, Cell: Web Site:
= Home: [ Facebook:
= Work: [ Linkedin:
i Home Fax: Twitt
P & Work Fax; T L& Twitier:
+ Login Options + Upload/Edit Image
X ; 4, Transaction Fulfill T Al -
N % [f | £-Mail Hist
Z= | shopping == | Add Payment | %l Summary Merchandise [Z¥ | Add Notes ail History

This launches the Personal Information form and allows all edits to be completed on a single form.

B rocemat | ]l Twier | ]
in LT ]

Please provide the Tallonwing sdditianal information
ULS Partcipant r
UL Status 3
LS Status Change Date m
MLSH (3
MLS Legin
LS Pasaword

MLS User Class 3
LS Roster Flag -
ULS Access indcator Flag r

HAR Status Termnated El

Sarer Made: Update
s | | swve || Dotete || Cancet |

Some of the values available in drop-down fields are also customizable. For example, to add an
additional Primary Board that is not currently available in that drop-down field, you may do so in the
CRMOverviewSet Up as part of Real Estate Associations.

The Realtor Demographic Information fields that are customizable (or viewable) in CRM set-up are:
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MLS Demographics

* Primary Field of Business (Read-only - Values obtained through NAR)

* Secondary Field of Business (Read-only - Values obtained through NAR)

* Primary Board

* MLS User Class

* Realtor Subclass

Individual MLS Online Status

Once certain vertical demographics have been added to a record, they are immediately available at a
glance on the individual or organization profile. For example, notice that the profile contains an area
for the NAR ID and status when available.

s
@ Joseph B (Joseph)

Address Information = Primary Membership Information
Joseph S Member: No
RE/MAX Execs-S _ - AC
620 Santa Monica Bivd, Suite B .
Santa Monica, CA 90401 Status: T
Join Date: 03022001
Terminate Date:  12/31/2009
¥ Type: AC Reaszon Code:
Customer # & w8 » Addrezses Original Join Date:
NARID: 20450 e MAR Board: S
ignation:
Linked Information » GoTo Org
Ph & E-Mail Inf ti
lone ail Information =] Primary Org: REMAX Execs-SM
*s Home:
P % Work: (310) 264200
. Cell §& web Site:
= Home: n Facebook:
B iz [0 Linkedin:
i Home Fax:
@ Twitter:
P & Work Fax:  (310) 264 0
+ Login Options » Upload/Edit Image

kA
e 3
I Shopping

Add Payment | 5

Transaction
Summary

Fulfill
Merchandise

e o
Add Notes E-Mail History

MLS Demographics

Several MLS (Multiple Listing Service) demographics exist within netFORUM Pro. The MLS
demographics all have the “MLS" prefix, such as the MLS Tax Access demographic. Some of the
MLS demographics work across all MLS vendors, while certain MLS demographics are only for specific

Abila netFORUM Pro

Real Estate Associations Setup and Configuration Guide



MLS vendors. Review the MLS export file to understand which MLS fields are needed to enable and
manage.

MLS Password TextBox O O O O O O
MLS Tax Access CheckBox(Flag) L1 O 0O L1 L1
142 MLS Multiple Logans CheckBox(Flag) L O O | O
MLS HotSheet User x(Flag) O O O O O
MLS Yellow Pages Fiag x(Flag) O O a O O
145 MLS Access Indicator Flag CheckBox(Flag) O O 0O O 1

MLS/Lockbox FTP Data Process

An FTP process can be enabled on the netFORUM back end that will transfer MLS or Lockbox
demographic and customer data to the appropriate MLS or Lockbox vendor for data import.

Note: To set up this FTP Process for MLS or Lockbox; several system options must be
configured by Abila Support. Have the MLS/Lockbox Credentials (user/login and password), vendor
name and contact, URL for FTP site and sample export file for Agents and Office when placing a call to
Abila Support to enable these system options.

Once the MLS and/or Lockbox system options have been enabled, and the backend data transfer file
created for the vendor, go to Accounting > Miscellaneous Actions > Schedule MLS Update or
Schedule Lockbox Update. Then schedule when the MLS or Lockbox file gets sent to the vendor's
FTP site. For several vendors that use FTP sites for data, invoke rules that only one file can be sent and
another file will not be accepted on the FTP site until the first file has been cleared.

Abila netFORUM Pro
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CRM Set-up for Vertical Demographics

abila & Modules ~ A Contacts ~ * Favorites Q Search (7] B Dan Fierro v
ACCOUNTING » Oveniew » Overview And SetUp Dulles Area Association Of REALTORS
OVERVIEW -

Accounting Overview
FINANCIALS w

Establish multiple sutomatic pricing structures based on membership status and dates. Quickly export data to third party sccouting systems
PURCHASES ~

Launch Dashboard

COMMITTEE ACTIONS 3 ., . .

Managing Your Accounting-Related Information
FINANCIALS ACTIONS ~

©  Find Open Orders © Go Shopping © Find Refunds
MEMBERSHIP ACTIONS w ©  Find Invoices © Add a Payment © Find Merchandise Fulfillment

© Find Orders/Invoices via Confirmation # © Find Payments © Find Subscription Fulfillment
SUBSCRIPTION ACTIONS -

© Setup

MISCELLANEOUS ACTIONS -~

E Watch Training Videos
Process Merchandise
Fulfilment

« |[7] Accounting System Options sEoT

Clear Products From Carts

Schedule MLS Update “
Schedule Lockbox Update

Realtor FTP Upload

BATCH w

LOCKBOX w

MLS Lockbox products should be set up and sold as subscriptions in netFORUM Pro and the
subscription code must contain MLS or Lockbox in order to be pulled. MLS Lockbox products that are
not set up as subscriptions will not get pulled in the third party data set for MLS and Lockbox
vendors.

CRM Set-up for Vertical Demographics

Certain vertical demographics within netFORUM Pro for Real Estate Associations may require
additional set-up or further customization for a specific organization.

Those demographics are:

Primary Field of Business (Read-only - Values obtained through NAR)
* Secondary Field of Business (Read-only - Values obtained through NAR)

* Primary Board

Individual NAR Online Status

MLS User Class

Abila netFORUM Pro 8
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To modify the drop-down fields for these vertical demographics, access CRM Overview and click the
Set Up option.

abila. & Modules ~ A Contacts ~ J Favorites v Q search ) B Dan Fierro
CRM > Overview » Overview And SetUp Dulles Area Association Of REALTORS
OVERVIEW -
HOME - CRM / Qverview

CRM-More than just a membership databass, the CRM moduls manages all interactions with the individuals and organizations you do business with,
INDIVIDUALS w including prospects and vendors. With a customer-senvice focus, the CRM module aggregates data from the entire system for a complete 360 degree

wigw of members and prospects

‘ORGANIZATIONS w
Launch Dashboard

PURCHASES - . i
Managing Your Customer Information
COMMITTEE ACTIONS v
© Addan Individual © Go Shopping ©  CRM Setup Wizard
RS ARG . ©  Find Individuals © AddaPayment
© Add an Organization © Setup
MEMBERSHIP ACTIONS © © Find Organizations ©  Realtor Lookup/Transfer
Merge and Purge
SUBSCRIPTION ACTIONS ° o o
MISCELLANEOUS ACTIONS
EEE Watch Training Videos
SCHEDULED JOBS -
B@cm System Options ut EDIT
CONTACT REQUEST -

REALTOR FTP FILE HISTO...

Expand the Individual tab and the Organization tab to see that each have functions specific to Real
Estate.

| = Reealior - Primary & Secondary Field of Business

= [ Reaitor - Primary Bosrd e
=[] Reahor - indivicust HAR Online Status +roc|
« [ Reaitor - MLS User Class 40|

= | 0] Reaitior - Oftice MLS Online Status |

+ 3 Reaitor - Office Primary Board e

Tip: Notice that the Organization tab fields are the same fields found on the Individual tab. Update
MLS Online Status or Primary Board on one tab and it will be automatically updated on the other tab.
There is no need to update both.

To add a new item to the drop-down lists that appear on a form, click the Add link next to the
field. Enter a Code and a Description for the new field selection. Both are required.

Abila netFORUM Pro
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Individual Profile Customization

Incividual Reationship | Miscellaneous

~|[o]organization Type

I |[

P

~)[E]Product Types

(5] 0rganization - ChapteriAfriliate P

= - e

P

][] Reaitor - Office MLS Online Status
+ /5] Reaitor - Office Primary Board Realtor - Primary Board Information
" code: Reattors.

" Description:  Northern Virgnia Board of Reaftors.

save | | cancel

Done @ Intemet | Protected Mode: On YA R10% v

What actually appears in the drop-down menu is what is entered in the Description field. Using this
example, “Northern Virginia Board of Realtors” would appear as a selection for the Primary Board
drop-down after clicking Save.

Individual Profile Customization

Individual profiles in netFORUM may be customized so that only the information pertinent to an
organization displays on the profile page.

Three customizable blocks have been added to netFORUM Pro specifically for realtors:
* Primary Realtor Info block

* Realtor Details block

* MLS Details block

The fields in these blocks are filled based on data found in the individual profile from individual and
demographic data.

Customize 2 &

= O Tl & Scott Shaffer

— = i
Primary Realtor Info I Realtor Details { h MLS Details { J
NAR ID 123456 NAR Status: A MLS I1d
Individual Type Primary NAR Board MLS Status
Primary Org: BLUE RIDGE RESIDENTIAL, Primary NAR State Code: VA MLS User Class: Realtor user class
c
Le Real Estate License:
First Name: Scott
Individual Type:
Last Name: Shaffer
Primary Org, BLUE RIDGE RESIDENTIAL
Scott Shaffer LLC

BLUE RIDGE RESIDENTIAL, LLC
5826 Samet Dr. Ste. 105
High Point, NC 27265

= scott@blueridge.com
. (336) 889-1500

NAR Status: A
Primary NAR Board
Primary NAR State Code VA

Real Estate License:

Complete details on customizing an individual profile can be found in Customizing a Profile.
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Data Management for Realtors

Creating a netFORUM Pro for Real Estate Associations entity will involve the same processes used to
create other netFORUM Pro entities. Part of this process will be organizing data for data import into the
entity. AnetFORUM Pro account manager helps coordinate this effort.

As aresult, there are two additional tabs needed for Abila's Data Import Workbook for this
application; the Real Estate Individual tab and the Real Estate Organization tab.

NAR ID

Once the data import has been completed, provide the data import specialist the highest (last) NAR ID
so that the netFORUM Pro NAR ID counter can be enabled. The counter will create NAR ID’s in the next
order based on the NAR ID number and increment providee to the data specialist.

The NARID can be generated while entering records into netFORUM Pro by initially entering a zero in
the NAR ID field and saving.

ENABLING DATA TRANSFER TO NRDS

netFORUM Pro for Real Estate Associations has been designed to interact with NRDS (NAR's Centralized
Database) so that when there is a change or edit to a specific type of customer record in netFORUM
Pro, this change will also be sent to NRDS. In addition, a netFORUM Pro for Real Estate Associations
entity will receive certain data transfers from NRDS. The data transfers from NRDS will currently be
limited to updated data and will be based on the NAR'’s point of entry (POE) security rules.

When receiving data from NRDS, the business process will not change and will continue to receive e-mail
updates that can be used to update the system manually with any record changes sent by NRDS. All
customer record additions to NRDS will need to be added to netFORUM Pro manually as the data
transfer from NRDS to netFORUM Pro does not include adding/creating a new customer record.

Once the data import has been completed, an account manager assists to determine a timeframe for
enabling the NRDS Data Transfer. Enabling the data transfer option involves several steps that may
take multiple days to complete. Allow at least three to four business days of processing time between
the initial request and the actual data transfer activation. If currently using the data transfer with
another AMS vendor, it is recommended that the transfer be turned off prior to formatting the data to
import to netFORUM Pro to assure that the latest data is put in netFORUM Pro.

Abila netFORUM Pro 11
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Data Transfer Overview

DATA TRANSFER SYSTEM OPTIONS

Below are several Data Transfer Scenarios based on System Option Set up. Work with Abila support
or an account manager to enable these.

List - System Option (i 2 fom : o] = 0B @
1

System Option Category Option Description System Option Value
+ DatsBuchangelsng M i i 1f sat the member information is sent ta NAR message qusue. Rlaqures other settings to be in place. falze
* DawPullsngMessageQueve =2 Realtor specific. IF this cption s set to ue, batch pull process chades NRDS MQ and pulls the data posted o the gueue for this entity. false

DataExchangshQ)_LiserID

staxchangeM_Usefinpsword Synchronization Password that is part of the document echange header that stored on the NERDS system as part of realtor's assocation identifier.

ation User I that is part of the document echange header that stored on the NERDIS system as part of realtor’s association identifier,

1. If the UserID and Password are set up but the Data Exchange and Data Pull system options
are set to false, then the realtor staff will only be able to look up realtor individuals (from CRM
Overview), transfer an individual and refresh an individual or organization record. NOTE: If an
individual is not a member (member flag is N) then the refresh button is removed from that
customer profile.

2. Ifthe UserlID and Password are set up and the Data Exchange system option is set to true, the
realtor staff can look up realtor individuals (from CRM Overview), transfer an individual, refresh
an individual or organization record; AND PUSHdatabased on NAR rules to NRDS.

3. Ifthe UserlID and Password are setup and the Data Pull system option is set to true, the realtor
staff can look up realtor individuals (from CRM Overview), transfer an individual, refresh an
individual or organization record; AND PULL data available from NAR for the specific
POE/realtor association.

4. If all of the system options are setup with correct values, realtor staff will be able to look up
realtor individuals, transfer an individual if valid, refresh an indiv/org, Pull data available from NAR;
ANDPUSH data based on NAR rules to NRDS.

Data Transfer Overview

As mentioned, updates or adds made in netFORUM will push updates to NRDS. When these updates
are appear in NRDS is dependent on the NRDS data queue; and the volume it is experiencing.

Updates are sent to NRDS only when you edit and save a specific type of customer record.
Membership has to be included in the record for the data transfer to occur which means simply
creating an individual record will not send an update to NRDS.

Member types recognized by NAR for data transfer are:

Abila netFORUM Pro 12
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R - Realtor

* RA - Realtor Associate

* | - nstitute Affiliate

AFF - Local or state Affiliate member

* S- Association Staff

* N - Non member licensee

Memberships have to be set to Primary in netFORUM Pro.

To create or edit an individual or Office record in a Realtor entity, refer to the NRDS Data Transfer
Matrix to review the required fields for NRDS data transfer and to see a list of all the fields that
netFORUM Pro will send to NRDS in addition to the required fields.

Data push and pull from NRDS will process every hour.

Realtor Designations

Realtor Designations for an individual will be pulled into netFORUM Pro from NRDS. This data is only
pulled in and is never pushed from netFORUM Pro to NRDS per NAR recommendations.

View Realtor Designation information by opening an individual profile and clicking on the Certs

tab. This provides the Realtor Designation child forms which can be expanded to view these items. If
an individual has data in the Realtor Designations child form it will also appear on the My
Professional Development page of eWeb if enabled through the Website Wizard.

Abila netFORUM Pro
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Education Credits

[ Roger Brown (Roger) i3
Address Information fr Ra Primary Membership Information
Roger Brown Member: Yes
EAGLE PROPERTES, INC. Realtor MLS O
P.0. Box 9397 o ol
Greensboro, NC 27429 Status:

Join Date: 0R/28/2007
Effective Date:  10/10/2008
¥ Type: Expire Date: 1213172009
Customer # 558502977 » Addresses Original Join Date:
NARID: 558502977  NAR Board:
Designation: GRI
Phone & E-Mail Informati & S =t maton LSO
e = "
= = Primary Org:  eaghe properties
*. Home: (336) 629-3289
P % Work (336) 626-5600
* Cek @ web Ste:
= Home: [ Facebook:
P=Work  123@abccomzz B Likedn
% Home Fax: B Twbiar
S Work Fax: k] Twitter:
+ E-mail Opt Out + Login Options + Upload/Edit Image

l:;l Shopping lE' Add Payment .fﬂﬂ ;“mm“ﬁ"" [i‘:.“::m“ \m Add Notes \m E-Mail History

Record Information

[Created: cmossman_import- 10232008

Membership Relations Purchases Subscriptions Actwmesnwards Notes Other Corr. Mergedinfo Log

» | |Designations
~ | [=|Certifications
¥ | |Education Credits

a |=|Realtor Designation

Designation Designation Value Designation Earned Date
ABR es /2272007
CAS Yes T2I2008

Tip: The Realtor Designations option does not have a +Add link. This is because Realtor
Designations can only be pulled in from NRDS and are not available to manually added in
netFORUM Pro.

Education Credits

Education Credits entered for realtors must contain data in the following fields in order to facilitate
the two-way transfer of data between netFORUM and NRDS:

* Group Code-Required Field - This is an alphanumeric field with a character limit of no more than
7 characters.

* Course Code - Required Field - This is an alphanumeric field with a character limit of no more
than 7 characters.

For Code of Ethics training for new members, enter the code COEN. For Code of Ethics
training for current/existing members, enter code COEC.

Abila netFORUM Pro
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Tip: Only those Education Credits that have a course code of COEN or COEC will be transferred
between netFORUM Pro and NRDS.

* Course Number - Required Field - This is an alphanumeric with a character limit of 15 characters.
For Code of Ethics training, this field is used to uniquely identify the course.

For the COEC course, the format should be the year the member took the course, followed by the cycle.
For example, for Cycle 3 courses (2009 - 2012), the cycle would be C3. So if a member took the course
in 2009, the Course number would be 2009C3.

For the COEN course, it is the year the new member took the course followed by a 1, such as 20061,
20071, etc.

Earned Educational Credit Information

Sort Name: Gass Alexandra

™ Earned by: Annual Ethics Seminar Ell’_.’ + 700 |
Self Reported? Yes

F Credit Type: CEU
Default Credit Walue: 4

" Actual Credit Value: |4 |

Earned Date: 1173002011
e E—
COE

Group Code:
Course Code: COEAEC
Course Number: COE 123

Sponsoring Organization: [aas

Record Information BRI L=

The new fields (Group Code, Course Code, Course Number, and Sponsoring Organization) display
on the education credit form and enable linking credits to a product. This allows credits to be earned
based on the purchase of the product or registration of the event. See the Setting Up Education
Credits for an Event topic of netFORUM Pro’s Online Help for more information. These fields also
display on the Self Reported Credits add form.
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Viewing Education Credits

Viewing Education Credits

Education Credits can be viewed in iWeb by going to a user's individual profile and clicking on the
Certs tab. This displays the Education Credits child form. Click the down arrow to expand the child
form to view all Education Credits for that individual.

mmmmmﬂmmmcm.mmmm

¥ CEU COEAEC 400 182811 ] Ansusl Emics Sennae

Notice the +Add link for the Education Credits option. The +Add option for Education Credits
allows for Education Credits to be entered manually as Self Reported credits in netFORUM Pro for
Realtors. Any Education Credits entered for a realtor (that have the COEN or COEC course code) will
be transferred to NRDS as soon as the Save button is clicked. However, if the Earned Date field is
empty, the education credit will not be transferred to NRDS until an Earned Date is present.

Membership Reliions Furchases Subscriptions  Activites mnm-o, Motes Other Corr. Mergedino Log
= | = Denigrations
s

For example, if an individual registers for a course that will award credits and will be held on a future
date, when the individual adds this course to their profile and clicks the Save button, there will be no
Earned Date present since the course has not yet occurred. Once the course is completed and an
End Date is added to the profile, the Education Credit data will be transferred to NRDS.

Once added, the following NAR fields cannot be changed:
* Group Code

* Course Code

* Course Number

* Sponsoring Organization

Education Credits are also visible in eWeb by logging in and clicking the My Professional Dev link in
the left navigation bar.
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Home My Professional Dewve ?
My Information .
The details of your al are below:
My Transactions.
My Commitiees [ ————
Scott Shaffer
My Events
Scolt Shaffer
Individual Directory BLUE RIDGE RESIDENTIAL, LLC
Organization Directory 5826 Samet Dr. Ste. 105
. High Point, NC 27285
Upcoming Events
Committees Leadership Phone:  (338) 389-1500
Online Store Fax: (336) 880-!
E-mail:  scoth 0
Articles Web Site: (Not available)
Custom Section
My Educational Credits
Contact Us
Logout Credit Type  Course Code CreditValue Eamed Date Cancel Date Self Reported Eamed By Order#
D CEU COEAEC 4 102172010 Yes Annual Ethics Seminar
CEU COEMN20 4 102172010 Yes MNAR course

Realtor Designations will appear below My Education Credits if the individual has any designations.

Refresh Customer Data Icon

The Refresh Customer Data icon can be found on an individual or organization profile page within
netFORUM Pro for Real Estate Associations entities. This icon enables users to grab updated data for an
individual or organization from NRDS.
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NRDS Transfer Status Child Form

Customize & % |th M|« |EofE|e|m
( [eom Joesian]

™ © %l & |# Abeer Abdin

Personal Info wilmage =T Personal Information & Title E=Em

Abeer Customer #: 840010126
Abdin = Abeer Abdin

= abeerselldu@aaaaacl.com

Customer #: 540010126
. (703) 724-9494
& Abeer Abdin Abeer Abdin
= abeerselldu@aaaaacl.com Long & Foster Real Estate Inc

43450 Yukon Drive Suite 105

* (703) 724-9494 Ashburn, VA 20147

Abeer Abdin N

Long & Foster Real Estate Inc

43450 Yukon Drive Suite 105 Goto Org

Ashburn, VA 20147 Upload/Edit Pict

* Login Options
Goto Org

Upload/Edit Pict
Login Options

Realtor Details E==En Primary Realtor Info E==ED
NAR ID: 840010126 NAR 1D: 840010126

NAR Status: A Individual Type: R

Primary NAR Board: 8400 Primary Org: Long & Foster Real Estate
Primary NAR State Code 802 Inc

Clicking the Refresh icon will go to NRDS and then refresh the individual or organization realtor
customer data with any updated data (if available.) If updated data is not available, the individual
profile page will refresh with the same information displayed.

To update address data for realtors whose organization address flows down from their primary
organization, go to that organization profile page and update the address information. Once the
organization address is updated, it will flow down to those realtors where the address is linked to
organization’s address in netFORUM Pro.

To view the NRDS transfer status for a specific user, visit their profile page and click on the Log tab.

NRDS Transfer Status Child Form

The NRDS Transfer Status child form enables viewing the most recent status of data transferred to
NRDS from the data push functionality for individual or organization customer records.
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To view the NRDS Transfer Status:

1. Click the Log tab located toward the bottom of the individual or organization profile page.

ship Relati P Subscriptions | Activities Certs Awards MNotes Other Corr. Merged Info JE]
- || |Address Change Log ot |
- ||m|Change Log ot |
4 || |NRDS Individual Transfer Status ot |
Success Date Failed Date Status Message
742010
~ ||| NRDS Education Credit Transfer Status «% EDIT |

2. Click the NRDS Transfer Status expand icon. This will provide a listing of NRDS data transfers and
the status for each.

Realtor Lookup/Transfer

The Realtor Lookup/Transfer feature in netFORUM Pro provides an efficient way to manage
individual realtors who wish to transfer to another local board. With this functionality netFORUM Pro
sends a transfer request to ‘steal' the individual.

When an individual requests to have their membership transferred, it first must be verified that they
are actually a realtor with a valid NAR ID. The Realtor/Lookup Transfer feature provides the means to
allow you to view a NRDS record and to validate an individual’s realtor ID from netFORUM Pro. If an
individual is verified as a realtor, their account information can be pulled into netFORUM Pro and their
customer record is created. Note that during this transfer, no membership information is pulled in from
NAR.

Tip: If no records are returned, you must manually add the individual into netFORUM Pro as you
would any other new realtor.

Once the data has been found and the customer record has been created, the newly added realtor
(individual) can complete the processes necessary to pay for their new membership. Once the transfer
request has been processed by NAR/NRDS, the individual's previous local board will become a
supplemental affiliation on the customer’s record in NRDS. This data will also be pulled into netFORUM
Pro after record creation. Based on the NRDS queue there may be a lag in seeing this supplemental
data.
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Realtor Lookup/Transfer

To use Realtor Lookup/Transfer:
1. Launch areal estate entity of netFORUM Pro.
2. Hover over the Modules tab located along the top navigation bar and click CRM.

3. Click the Realtor Lookup/Transfer icon on the CRM/Overview.

abila & Modules ~ A Contacts ~ % Favorites ~ Q Search 7} B Dan Fierro ~
CRM » Overview » Ovwenview And Set Up Dulles Area Association Of REALTORS
OVERVIEW v

HOME v CRM / Overview

CRM-More than just 8 membership database, the CRM module manages all interactions with the individuals and organizafions you do business with,
INDIVIDUALS v including prospects and vendors. With a customer-senvice focus, the CRM module aggregates data from the entire system for a complste 360 degree
wiew of members and prospects

ORGANIZATIONS v
Launch Dashboard

PURCHASES v . .

Managing Your Customer Information
COMMITTEE ACTIONS v §

© Add an Individual © Go Shopping © CRM Setup Wizard
FINANCIALS ACTIONS . © Find Individuals © AddaPayment

© Add an Organization © Setup
MEMBERSHIP ACTIONS © Find Organizations © Realtor LookupiTransfer h

Me: d P

SUBSCRIPTION ACTIONS ° e and Furge
MISCELLANEOUS ACTIONS -

E Watch Training Videos
SCHEDULED JOBS v

(] CRM System Options “Enm
CONTACT REQUEST v

REALTOR FTP FILE HISTO...

This will launch the Realtor Lookup/Transfer pop-up window.

Realtor Lookup and Transfer
Realter ID/Last Name: 128001700 Gass Q

Ready

Exit

4. Enter the Realtor ID; or the Realtor IDand the Last Nameof the realtor for which you are

searching.

Tip: Enter the Realtor ID. Entering a last name will not return any results. Also, this

functionality is not built by NAR to handle Organization NAR ID lookup.

5. Click the Search icon located next to the Realtor ID/Last Name fields.

This will pull up information about the individual searched.

Abila netFORUM Pro
Real Estate Associations Setup and Configuration Guide

20



Realtor Lookup and Transfer
Realtor ID/Last Name: 128001700 Gass Q

Member Information

Member ID:
First Name: Last Name:
Type: Status:

Business Address
Street:
City/State/Zip
Attn Care Of

}. Transfer Exit

6. To ‘steal the customer and make them part of another realtor association; click the Transfer
button.

By clicking the Transfer button, netFORUM Pro will request from the backend to NRDS that the
customer record be transferred to another local board. By nature of NRDS rules, the customer’s
previous primary board will become a supplemental membership in the netFORUM Pro Supplemental
Membership table. After the transfer request has been handled by NRDS, netFORUM Pro will then
‘grab’ the data through the pull/refresh functionality and create the customer record.

The new record will be created without a membership. Realtor staff can then sell the specific
membership to the customer and apply payment. Staff should edit the customer profile and verify the
NAR status is Active. Once the status is verified, the profile should be saved. Upon saving the
membership data will then be pushed to NRDS.
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Accounting Set-up for Real Estate Associations

PLEASE PROVIDE THE FOLLOWING ADDITIONAL INFORMATION

NAR Orline Status: @

e @
Primary Field of Business: l
Secondary Field of Business: [

Accounting Set-up for Real Estate Associations

Real Estate Associations need to be concerned with these items that vary from regular netFORUM Pro
users when concerned with Accounting set-up:

* "Setting Up Realtors Electronic Commerce as a Payment Processor" (page 23)
* "Setting Up Telecheck as Payment Method" (page 25)
* "Using Mail My Check as a Payment Method" (page 28)

* "Setting Up Banks for Multi-Cash Accounts" (page 29)
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* "Setting up Charge Codes for Automatic Dues Distribution" (page 31)
* "Setting Up Products for Ecommerce Distribution" (page 35)

* "QuickBooks for Realtors" (page 39)

Setting Up Realtors Electronic Commerce as a Payment
Processor

Real Estate associations may use Realtors Electronic Commerce or PayPal as their payment

processor.

Tip: If not using Realtor.org as a payment processor, learn about other payment options by visiting
the netFORUM Pro online help and search on the topic, Setting Up Payment Processing Options.
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Setting Up Realtors Electronic Commerce as a Payment Processor

To set Realtor.org as the payment processor:

1. Select the Enable Credit Card Availability in Shopping Cart check box.

PAYMENT PROCESSING INFORMATION

Enable Credit Card Availability in Shopping Cart @

Check Enable Credit Card Availability if you allow real time credit card processing via PayFlaw Pro.
PayPal PayFlow Pro

Flease enter your PayFlow Pro account information in the fields provided below. Please also verify your set up
infarmation by dicking on the "Test PayFlow Engine” link prior to attempting to process credit cards.

If you allow Express Checkout, Please complete the setup information for Express Checkout below,

Vendar Mame: | |

User Mame: | |

Password: | |

Test PayFlow Engine
Realtor.org Processor

Please Enter your Realtor.org Login and Passwaord.
Realtor User Id: |NRDS User ID |
Realtor Password: |NRDS User PV for Ecommerce Use | @

Default Member Id: |Llse a staff member Member ID if necessary |
Test Realtor Engine @

[[] websites Payment Pro and Express CheckOut

Select Website Payment pro and Expres Checkout if you accept payments via PayPal where PayPal is the
Payment processor. With Express Checkout your customers can access their personal PayPal account to make
payments.

Please enter your PayPal account information in the fields provided belaw.

User ID: | |

Password: | |

Signature: | |

Created: s2-08/25/2005

Updated: dprodehl-0s 25/2005

2. An Abila account m

anager will complete the Realtor.org Processor fields.

Note: Provide Abila with only the default member ID (typically this is a nine digit user ID of a

staff member.)

3. Click the Test Realtor Engine link.

Enable Credit Card Availability in Shopping Cart - Selecting this check box will enables customers
to use credit cards when using a Web site to purchase products.

Realtor User ID/Password: Completed by using NRDS User ID and Password that is used for
Ecommerce. Abila will obtain the user ID and Password by contacting NRDS directly.

Abila netFORUM Pro
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Default Member ID: NRDS requires that a NAR ID is sent with every Ecommerce transaction it
receives without exception. To satisfy this requirement, it is suggested that a staff member ID is used as
the Default Member ID in case a customer attempts to process a transaction and does not posses
their own ID.

Test Realtor Engine - Once all fields have been completed, click the Test Realtor Engine link to
verify that the payment processor setup is correct. A success message indicates the ability to begin
accepting credit card transactions on a Web site. If there is no success message, verify that all of the
payment processing data has been entered correctly. Contact an Abila account manager if unable to
successfully test the payment processor.

Setting Up Telecheck as Payment Method

Realtor entities may also set up the Telecheck (ACH) payment method for use in the iWeb and/or the
eWeb shopping cart.

To enable Telecheck (ACH) as a payment method:

1. Hover over the Modules tab located along the top navigation bar and click Accounting to open
the Accounting Overview page.

2. Click the Setup link to open the Accounting Overview and Setup page.
3. Expandthe Payment Methods child form.

4. Click the Edit icon next to the ACH Payment Method. This will open the Payment Method
Information pop-up window.

5. Toenable ACH as a Payment Method in the iWeb Shopping Cart, click the Internal Use? checkbox.

To enable ACH as a Payment Method in the eWeb Shopping Cart, click the External Use? checkbox.

Payment Method Information

" Payment Method: ACH

Internal Use? T determines if this payment method is used on your internal site/system
External Use? T determines if this payment method is used on your external web site 9
* Payment methods are used during the check out process of the shopping cart.

el e Save Mode: Update
Created: nnoorbakhsh-06/222008
Updated: dadou!23-11/28/2011 | Save | | Cancel |
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Setting Up Telecheck as Payment Method

6. Click the Save button.

Using Telecheck (ACH) as a Payment Method in iWeb

To use the Telecheck (ACH) Payment Method when checking out:

1. Proceed through the normal purchasing steps to purchase a product.

2. Onthe Payment Information screen, expand the Payment Method drop-down menu.

3. Select the ACH Payment Method.

Selecting ACH will display the necessary fields for completing the transaction.

4. Enter the name on the check being used for this purchase in the Name on Check field.

5. Expand the Account Type drop-down menu and select the account type the check is being drawn

from.
Payment Information
" Payment Method: ACH [=]
ACH - Enter Bank Account =
information in the fields [~ ¥
provided below: TeleCheck
" Name on Check: |Joe Crason |
" Account Type: Checking |Z| Order Summary:
Sub Total:
" Payment Amount: | $12.95 |
. Shipping:
Account #: [ 256336566 | :
an
" Bank Routing #: | 25698741 | Previous Orders:
Transaction Autherization Details Grand Total
R
Check #: [ 6524 |
" Driver's License #: | T85-59-3433 |
" Driver's License State: Virginia (VA) |Z|

+

+

Please enter your payment information below
When finished. click "Mext" buffon.

§12.95
50.00
50.00
50.00

§12.95

6. Enter the amount of the payment in the Payment Amount field.
7. Enterthe account number in the Account # field.

8. Enter the routing number for the bank in the Bank Routing # field.
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Tip: Guide customers to review the ACH policies by clicking on the Transaction Authorization
Details link.

9. Enter the check number in the Check # field as required by NAR ecommerce.

10. Enterthe driver's license number of the person writing the check in the Driver’s License # field as
required by NAR ecommerce.

11. Expand the Driver’'s License State drop-down menu and select the state in which the driver's
license is issued as required by NAR ecommerce.

12. Click the Next button to proceed with the transaction.

Tip: For Realtor entities only, specify the CheckNumber, Driver's LicenseNumber, and
Driver's License State. In addition, during the completion of this transaction, a valid email
address must be transmitted from NRDS for the individual writing the check. Failing to have a
valid email address will cause an error and not allow the transaction to complete.

Using Telecheck (ACH) as a Payment Method in eWeb

The steps for using Telecheck (ACH) as a Payment Method in eWeb are nearly identical to those for
using Telecheck (ACH) in iWeb. The only difference is that the Payment Amount does not need to be
specified in eWeb.

Payment Method: ACH |Z|

ACH - Enter Bank Account =¥
information in the fields
provided below:

Name on Check: Joe Croson

Account Type: Checking |Z| Payment Summary:

Account #: 585474124 Total Amount. = 3388
Bank Routing #: 256632145

Transaction Authorization Details

Check #: SE96
Driver's License #: §95-585-3599
Driver's License State: Maryland (MD) |Z|
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Using Mail My Check as a Payment Method

Tip: Guide customers to review the ACH policies by clicking on the Transaction Authorization
Details link.

Using Mail My Check as a Payment Method

The Mail My Check payment method is used when a buyer intends to send a check to the
organization for a purchase that is made. This payment method is handled exactly like the Bill Me
payment method in that an order is created with the full balance due. Once the check is received, a
payment can be entered for this order and it can be closed (assuming the amount of the check was
for the full balance or the order.)

Once enabled, the Mail My Check payment method will be available in the Payment Method drop-
down menu used during the checkout process when shopping or adding a payment to an
order/invoice in both iWeb and eWeb.

Payment Information HEEE e"h"“"“ﬁp‘-ﬂmm mﬂ"hﬁ:
" Payment Method: Mail My Check E@ Batch: 2012 a2
Bill Me/Mail My Check - An order with a balance due will be created.
Click on the check box below to tumn the order inte a hard invoice. Order Summary:
Sub Total: $30.00
I- Create Invoice Shipping: + $0.00
Tax + §1.50
Payment Dat:
Previous Orders: + $0.00
Grand Total = 5350

When the Mail My Check payment method is used, a message will be displayed that an order with a
balance due is being created for this transaction.

When making a payment on the order that is created by using the Mail My Check payment method,
notice that Mail My Check and Bill Me are not available as methods of payment. You must choose a
different method of payment when paying down the balance for this order/invoice.
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https://netforum.avectra.com/iweb/help/Setting_Up_Payment_Methods.htm

Make a Payment

Select Cuslomer Select Orders Payment Billing Address Submit

—— Peme gt et e
" Customer Name: [ Manning Bob |l

" PoymentMeth: o ——r

Credit Card - Enter Credit Card informatio
in the fields provided below:

This is a Corporate Card
"Card Type:

" Credit/Debit:

" Card Number:

"Card Expiration Date:
" Cardholder’s Name:

" payment Amount:

Payment Summary:

Total Amount: = $31.50

Setting Up Banks for Multi-Cash Accounts

netFORUM Pro allows realtors to set up multiple Banks to handle money distribution and tracking in
multi-cash accounts. Multi-cash accounts may be necessary in netFORUM Pro if funds should be
separate in the association’s general ledger.

Setting up Banks is also needed in order to distribute collected funds among an association’s bank
accounts, to NAR, and/or the state for dues.

To set up a Bank:
1. Loginto netFORUM Pro.

2. Hover over the Modules tab located along the top navigation bar and click Accounting to launch
the Accounting module.

3. Click the Setup icon.
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Setting Up Banks for Multi-Cash Accounts

abila & Modules v A Contacts v  J Favorites ~ Q searcn © B DanFiemo ~
ACCOUNTING » Overview » Overview And Set Up Dulles Area Association Of REALTORS
OVERVIEW v

Accounting Overview
FINANCIALS w

Establish multiple automatic pricing structures based on membership status and dates. Quickly export data to third party accouting systems.
PURCHASES w

Launch Dashboard

COMMITTEE ACTIONS v i B R

Managing Your Accounting-Related Information
FINANCIALS ACTIONS 3

©  Find Open Orders © Go Shopping © Find Refunds
MEMBERSHIP ACTIONS v ©  Find Invoices © AddaPayment © Find Merchandise Fulfillment

©  Find Orders/invoices via Confirmation # © Find Payments © Find Subscription Fulfillment
SUBSCRIPTION ACTIONS v

© Setup .‘

MISCELLANEOUS ACTIONS -

E Watch Training Videos
BATCH v
LOCKBOX - + |[F] Accounting System Options 2 DT

This will launch the Accounting Information page.

4. Click the +Add link located on the Banks and Asset Cash line item of the Accounting
Information page.

[+ (=) Account Information

[*][m] Payment Processing Setup
[][m1] Payment Methods.

[0 invoice Messages

~ [ Bank and Asset Cash cj
=)0 charge codes

[*][=) Order Source Code:

[~[m] Merchandise Product Category

P

([ Misceliancous item Category

This will open the Bank and Asset Cash Information form.
5. Enterthe ID for this Bank in the BanklID field. This field is required.

This field is required and the value entered here will be used in the Bank ID drop-down menu
used for Charge Code creation and eCommerce fund distribution.

6. Enterthe code for this Bank in the Bank Code field. This field is required. A Bank Code may be
set up for local dues.

7. Enter the description for this Bank in the Bank Description field.

8. Enterthe cash account to be used for payments applied to this Bank in the Cash Account field.

If you do not specify a Cash Account, the default cash account specified during the initial
Account Information setup will be used. To see what the default cash account is, expand the
Account Information child form. The default cash account is listed under the Cash Account
heading.
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(][5 Accountinformation

=[] Payment Processing Setup
[+ ][] Payment Methods
[+ [m] nvoice Messages

+r00]

+ [ Bank and Asset Cash { i ey
e |

|

|

|

[+][5] charge Codes
[~/ order source Code

(][5 Merchandise Product Category

[[+][c Miscellaneous ltem Category

ke s

9. Click the Save button.

The Bank Information form will close and you will be viewing the Account Information page
again.

10. Click the expand icon on the Banks line item of the Account Information page to display the
Banks child form.

This will display a list of all the Banks that have been added to this entity.

[+][5] Account Information
[][B]Payment Processing Setup.
[+][5]Payment Methods
[][5]Invoice Messages # 00|
= [m|Bank and Asset Cash +reo]
Bank and Asset Cash Accounts
Bank/Cash D Bank/Cash Code Cash Account

x4 ‘GRRA Test Bank Code: 101112131

w2 () Local Dues. 1100220033

EEl RPAC 12000090

[+]5]charge Codes.
[+]5)order Source code

[v][5] Merchandise Product Category

PO

][5 Miscellancous ltem Category

Once a Bank has been setup, it can be selected during Charge Code setup.

After setting up Banks in multi-cash accounts, you will be able to see the breakout to cash accounts
when viewing a Batch GL Details child form.

Setting up Charge Codes for Automatic Dues
Distribution

Many times when dues are collected for Real Estate associations they are distributed between several
different associations. For example, the Local Association might collect membership dues with a portion
going to the State Association and yet another portion going to the National Association of

Realtors®. This is easily accomplished in netFORUM Pro for Real Estate Associations with the correct
amounts transferred to NRDS and a General Ledger balanced with the correct Accounting and Charge
Codes set-up.
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Setting up Charge Codes for Automatic Dues Distribution

The steps to collecting and distributing dues include:

1. Obtain the Realtor ID and Bank IDs for each association needed to which to distribute the dues. In
the example above, both are needed for the Local, State, and National Real Estate associations.

Note: Use Realtor.org as the payment processor to have seamless deposit of funds to the realtor
banks specified in set up.

2. Set-up the charge codes needed using the Realtor ID and Bank ID obtained.
3. Usethe charge codes set up to distribute the Membership Dues through NRDS ecommerce.

4. The Distributed Membership checkbox must also be checked on the Membership Type
Information form (located in the Member Type Profile.)

Membership Type Information

R .
Member Type Code: DR Product List Order:
" Member Type Name: Designated Realtor % Primary Priority: D
Description: | |
" Customer Type: ﬂ - Customer Type indicates if this Membership is valid
for ivi . Drganizations or All (Both).
Affiliate: : |
- Enter term between 1 and 60 months or click on life time membership check box.
™ = Life Time Membership  Length of Membership Term: n
[T = calendar Based Members Only
W e gian Membership Immediately ™ Alow Recu rring Renewal?

™ s pjow Benefits Flow Down

Grace Period: D - Membership is dropped after number of days specified @ M Distributed Membership
O
s

7
LRI R | ] - Status of new members o thi faaabics
r
" percent Paid: - - Determines when to increment the membership term’s end date ™ Force Renew?
100 If 0% is entered the end date will increment on any (first) payment
rds are used for searching - separate each rd by a comma "
Keywords:
Confirmation Template: | |Z|

Failing to check the Distributed Membership checkbox will prevent fee distribution to the charge
codes that have been set up.

Charge codes in netFORUM Pro are used to track accounting transactions. Generally, charge codes are
set up for Dues, Merchandise, Tax charges and so forth. View the netFORUM Pro Online Help topic on
Charge Codes and Setting up Charge Codes for more information.

To add a new charge code in Accounting set-up, click the Add link. The Charge Code Information
window appears.
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Charge Code Information

AR Account for Charge Category of Discounts is a placeholder A'R Account. Actual AR
account for discount code will be pulled from the affiliated product to the discount code.

" Charge Code: Local Dues " Charge Category: |pyes |z|

" Description: Local Dues

" Revenue Account 4000100

" AR Account: 1100000
Bank/Cash Account | 2 _ | geq) Dues |Z|
Association id: 1876 Description:  [Realtor ID

Save Cancel

Two fields have been added to this window to support Real Estate Associations; the Association ID
and the Bank ID fields.

Association ID: Use this field to input the Realtor ID for the distribution set up. In the example above,
the local dues are being set up for the Local Association of Realtors. After it is saved, an additional
charge code will need to be added for the State and National associations. Each of their Realtor IDs
should be added respectively in their Association ID fields. This ensures the funds will be distributed
accordingly to NDRS as specified.

Bank ID: Select the the Bank ID of each association that will be used from the Bank ID drop-down
menu. The values listed in this drop-down menu are obtained from the list of Banks that have been
previously set up. If the Bank IDs don't display, set them up following the steps outlined in the Setting
Up Banks for Multi-Cash Accounts.

For each association to which to distribute dues, create a corresponding Charge Code with a Realtor ID
and Bank IDs selected as described above. Using the Local, State, and National examples, the Charge
Codes in Accounting setup would eventually look similar to the image below.
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Setting up Charge Codes for Automatic Dues Distribution

+ [0 Account Information

3] Payment Processing Setup
+ |[m|Payment Methods

~ [0 Invoice Messages

~ |[ Bank and Asset Cash

4[] Charge Codes
Charge codes are used to track accounting transactions for orders, invoices, and payments. During product setup, you will need to Select a charge code as the Gefautt charge code.
Code Description Category Revenue Account Accounts Receivable

4 x Application Application Fee Merchandise 40001234 1100000
4 Bundle Bundle Charge Miscelaneous
4 Dues Purchasing Membership Dues kems Dues 4000100 1100000
£ [x Event Registering for Event & Sessions Events 4000200 1100000
41 General Purchasing Any tem Miscelaneous 4000000 1100000
4 Late Fee Late Fee Dues 4000120 4000150
[ i Local Dues Local Dues Duss | 4000100 1100000
7 o Merchandise Purchasing Merchandise kems Merchandise 4000400 1100000

% x Miscelaneous Purchasing Miscelaneous kems Events 4000600 1100000
[z National Dues National Dues. Dues | 4000100 1100000
4 % Publications Purchasing Publications ftems Merchandise 4000500 1100000

4% Shipping Snipping Charges Miscelaneous 4000200 1100000
[ > State Dues State Dues Dues | 4000100 1100000
4 x Subscription Subscription Charge Code Subscrigtions 4000300 1100000
o Tax Tax Charge Miscelaneous 4000700 1100000

When setting up charge codes, the NAR is always assigned Association ID 1. Since the NAR only has
one bank, do not need to include a bank parameter for the Bank ID on the NAR charge code.

In addition, most state associations will also only have one bank and will not need a Bank ID assigned
(as the default Bank ID will suffice.) However, it is stillimportant for the local associations to check
with NAR to confirm that their state only has one Bank ID. In cases where states have multiple Bank
IDs assigned, the local associations should check with the state association to determine to which
Bank ID the state would like the membership funds directed.

Note: When a specific Bank ID is not supplied when setting up a charge code, funds collected from
that charge code will be directed to the default Bank ID for that association.

Once the Charge Code is set up correctly, they are easily distributed.
To distribute your dues automatically:

1. Gotothe Member Type profile.

2. Onthe Dues Rate tab, click the Add link to add dues.

3. Complete the dues information by creating a name and price; however, notice that the Charge
Code drop-down allows selecting only one at first when distributing dues. For now, select only
one of the Charge Codes created and click Save.

4. Edit the Dues Rate to distribute dues to the rest of the Charge Codes created.

5. Click the Edit button and notice the Fee Distribution Information section, seen below. Using
this section, break down how much of the fee should go to each association’s charge code which is
tied directly to NDRS through the IDs set up.
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Fee Distribution Information

™ Charge Code:
National Dues

State Dues

Local Dues

You can distribute Member and Non-Member fees by selecting a distribution charge code and adding the appropriate fee. One price
distributionicharge code is required. You can also specify distribution prigrities used for partial payments

R Renewing Member: ™ New Member: Distribution Priority:
|E| 1,000.00 2,000.00 1 E
E 200.00 500.00 2 E
E 75.00 100.00 3 E

6. Usethe drop-down menus in the Fee Distribution Information section to distribute the dues
rate. The totals must not exceed the total seen in the Member Fee fields in the Fee Information
section. Set a Distribution Priority to receive partial payments and to dictate which association

receives priority.

Using the combination of Accounting Charge Code set-up and Member Type set-up ensures that
data is sent accurately to NDRS and that the General Ledger reconciles efficiently as well because codes

are clearly labeled.

Setting Up Products for Ecommerce Distribution

In addition to membership dues, all other product types sold from a netFORUM Pro for Real Estate
Associations entity can be distributed to multiple banks. The setup process for enabling other products
for distribution is nearly identical to the steps listed in Setting Up Charge Codes for Automatic Dues

Distribution.

To enable a product for ecommerce distribution:

1. Complete the steps listed for "Setting up Charge Codes for Automatic Dues Distribution" (page 31).
2. Hover over the Modules tab located along the top navigation bar and click Administration.

3. Click the Merchandise menu item located on the left and click the Add Merchandise link.
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Setting Up Products for Ecommerce Distribution

abila % Modules ~

A Contacts ~ Y Favorites ~

(Q search . ©® B  DanFiero

ADMIMISTRATION » Owverview » Owerview And SetUp

Dulles Area Association Of REALTORS

OVERVIEW

“

USER MANAGEMENT

MEMBER TYPES

MERCHANDISE

Find Merchandise

List Merchandise

Add Merchandise

Merchandise Setup Wizard

Show Current Merchandise

SUBSCRIPTION

MISCELLANEOU S

Administration / Overview

netFORUM to mest the unique needs of

including multiple i types and fees for i

Launch Dashboard

your organization. Set up and manage ssseciation specific functionslity
our organization, 2el

M Your Sy Set Up Infor

© Add a Member Type
© Find Member Types

© Add Merchandise and Publication ftem
© Find Merchandise and Publication ltems

© Setup Shipping Methods

o 0000

Add a Subscription ltem
Find Subscription Items

Add a Miscellaneous Product Item
Find Miscellaneous Product tems

Setup Taxes

© Image Gallery
© Maintain Users

ﬂ Watch Training Videos

(E]@mni:mﬁm System Options

=)

5. Complete the steps for adding new merchandise as outlined in the Setting Up Merchandise help

topic.

6. Click the Distributed Product checkbox.

Clicking this checkbox will enable this product to have its fees distributed among the various bank

accounts set up earlier.

( ¥ Distributed Product

Abila netFORUM Pro

Real Estate Associations Setup and Configuration Guide

36


https://netforum.avectra.com/iweb/help/Setting_up_Merchandise.htm

In addition, if the fees for this product will be credited to any bank account other than the default
bank account set up for this entity, check the Distributed Product checkbox. Failing to check this

checkbox will automatically deposit all of the fees collected for this product in the default bank account.

7. After all of the information needed for the new product is entered, click the Save button.

This will open the product profile page for the newly created product.

8. Mouse over the Actions icon to expand the Actions fly-out menu.

—

= Add Educational Credit
= Copy Merchandise

9. Click the Add Prices option.

10. Complete the steps outlined in the Adding a Price for Merchandise help topic.

11. Expand the Charge Code drop-down menu next to the Distribution #1 field to see a list of charge
codes available for distribution.
q |
MLS App for A|1p11
Merchandise - Pricg 13:5
L] - 1014
Price Code: 1015 E
nemmmmM 2001
1022
1023
1024
Online Information 13222
2 |1027 :
Available Online? 1028 @
Distribution Informg 1029
You can distribute I 1030 charge code ant
specifying the distri jlgg; used for partial |
et ien o
1035
Distribution #1: 1036
1037
Distribution #2: 1038 i
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Setting Up Products for Ecommerce Distribution

This list will display a list of the charge codes set up during Step 1 of this process.

Tip: Associate a Bank ID to the selected charge code in order for the correct bank distribution to
occur. Review "Setting up Charge Codes for Automatic Dues Distribution" (page 31) for full details.

12. Select the desired charge code for Distribution #1.

13. Continue to repeat steps 11 and 12 for each distribution you wish to enable for this product.

When selecting a Charge Code, a corresponding Member and Non-Member price distribution
field will appear, along with a Distribution Priority drop-down for each.

14.
distribution to each charge code.

Enter the portion of the total price for both the Member and Non-Member prices for

Tip: The sum of the price distributions in the Member column and Non-Member column must
equal the total price for that price classification. For example, if your MemberPrice to
Distribute (price) for this product is $100.00, the sum of all the Member distributions you allot

must equal $100.00.

MLS App for Android Phones

" Price Code: AppAndroid ® Price Name

Member Price to Distribute: |100.00 o

Available Online? v

Available Startng

Distribution Information

Ye istribut

Tk of di
sum of distributed Non-M

Charge Code " Member:
Distribution #1: 1025 3 50.00
Distribution #2: 1026 [=] 2500
Distribution #3: 1034 [=] 2500
Distribution #4: [~
Distribution #5: [~

Android App Price

Non-Member Price to Distribute: 200.00

¥ Defautt Price

® Non-Member; Distribution Priority:

80.00 1 B
80.00 2 E
40.00 3 E

Notice in the screenshot above that the distributed prices in the Member column and Non-Member
column total their respective (Member Price to Distribute and Non-Member Price to

Distribute) values set earlier on the form.

15. Expand the DistributionPriority drop-down menu next to each Distribution option and choose

the priority for each.

16. Click the Save button.
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Tip: Remember, leaving the Distributed Product checkbox unchecked will apply 100% of the
fees for the product to the default bank account for the entity.

QuickBooks for Realtors

The Realtor version of the QuickBooks export allows certain charge codes to be excluded from a general
QuickBooks export. This is particularly useful for those charge codes where an association is collecting
the money but distributing it through the NRDS ecommerce bank IDs to NAR and the state association.

To use the Realtor version of the QuickBooks export, the Batchexportformat system option must be
set to QuickbooksRealtor.

BatchExportFormat

Option Description: This option allows you to select the format for exporiing a baich. It is sef up during implementation, based on the
accounting package being used.

System Option Value: CuickBooksRealtor 9
Original Value: QuickBooks

Setting this value for this system option enables excluding charge codes selected from a QuickBooks

export.

To use the QuickBooks for Realtors feature:
1. Set the BatchExportFormat system option value to QuickBooksRealtor.

2. Hover over the Modules tab located along the top navigation bar and click Accounting to open
the Accounting Overview page.

3. Click the Setup hyperlink to open the Accounting Setup page.
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QuickBooks for Realtors

abila # Modules v A Contacts v ¢ Favorites ~ Q search © B DanFiero -
ACCOUNTING » Overview » Overview And Set Up Dulles Area Association Of REALTORS
OVERVIEW v

Accounting Overview
FINANCIALS w

Establish multiple automatic pricing structures based on membership status and dates. Quickly export data to third party accouting systems.
PURCHASES w

Launch Dashboard

COMMITTEE ACTIONS v i R R

Managing Your Accounting-Related Information
FINANCIALS ACTIONS 3

©  Find Open Orders © Go Shopping © Find Refunds
MEMBERSHIP ACTIONS v ©  Find Invoices © AddaPayment © Find Merchandise Fulfillment

©  Find Orders/invoices via Confirmation # © Find Payments © Find Subscription Fulfillment
SUBSCRIPTION ACTIONS v

© Setup .‘

MISCELLANEOUS ACTIONS -

E Watch Training Videos
BATCH v
LOCKBOX © + |3 Accounting System Options o

4. Expand the Charge Codes child form and locate the first charge code you wish to exclude from
your GL export.

5. Click the Edit icon next to that charge code to open the Charge Code Information pop-up
window.

6. Click the Exclude from GL Export? check box.

Charge Code Information

AIR Account for Charge Category of Di is a placeholder AR Account. Actual AIR
account for discount code will be pulled from the affiliated product to the discount code.

R Charge Code: h F Charge Category: ,—M
"D ption: F ing ip Dues ltems _|
" Revenue Account:  [;nn0100
® AR Account: 1100000

Bank/Cash Account:

Exclude From GL Export? [V

7. Click the Save button. Going forward, this charge code will be excluded from all GL Exports,
however it will still exist in the netFORUM Pro ledger history on the batch profile.

8. Toview the ledger history, open a batch profile and expand the General Ledger Details child
form which is nested under the GL Details tab.
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TocDale Credit or Debit Aemount
1100000 12102012 085324 o 2000
1100000 sz 0z
1100000 ez 1oem
1100000 1272012 091634
1100000 12122012 121556
1100000 2012 091329
1100000 1Ri012 115003
1100000 12902012 132903

w202 12t
1100000 2012 091326

s0.00

3000

=z 2|z x|z 2|z x| 2]
oo
B8
dg88s

g z2E g

Those charge codes that have been excluded from the GL Export will have Excluded listed in the far-
right column on the General Ledger Details child form.

To include those charge codes in the GL Export that have previously been excluded, simply edit that
charge code (following the steps listed above) and deselect the Exclude from GL Export? check box.
This will include that charge code in the next GL Export as well as remove the Excluded tag fromits line
item on the General Ledger Details child form.

Quickbooks for Realtors works for both manual and automatic batches, however the batch must be
processed first.

Memberships and Subscriptions

Memberships and subscriptions are managed with:

* "Supplemental Memberships" (page 41)

* "Membership Status Updates" (page 44)

* "Recurring Membership Renewals" (page 47)

* "Viewing Additional Details for Memberships on eWeb My Transactions" (page 52)
* "Promoting a Subscription" (page 53)

* "Subscription and Subscription Status Price Qualifiers" (page 54)

Supplemental Memberships

Supplemental memberships (also known as secondary memberships) are those memberships that
members hold in local realtor associations that are different than their primary board. These
supplemental memberships are attached to their individual profiles in NRDS, but are not managed by
an association.
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Supplemental Memberships

netFORUM Pro for Real Estate Associations has the capability to manage this data at the time of entity
creation. A Data Import Specialist will convert the supplemental membership data into this
supplemental membership form.

Supplemental membership data will also be updated via the NRDS data transfer. The rules for pulling
the supplemental membership data are based on the NAR's point of entry rules. This data is only
available inside netFORUM Pro for Real Estate Associations and is not displayed on the eWeb site in
the Membership area.

In addition, when a realtor purchases a membership and their Primary Board ID is different from the
Entity Realtor ID it is categorized as a supplemental membership. Once this supplemental
membership is purchased, netFORUM Pro for Real Estate Associations will push this new
supplemental membership data to NRDS. Once it is pushed to NRDS, it will be available in the NRDS
pull queue.

To view the supplemental membership data for a member:
1. Hoverover the Modules tab located along the top navigation bar and click CRM.

2. Click the Individuals menu item on the left and click the Find Individuals link or click the Find
Individuals link on the main page.

abila & Modules ~ A Contacts ~ J Favorites + Q, searcn @ B Dan Fierro
CRM = Oweniew » Overview And SetUp Dulles Area Association Of REALTORS
OVERVIEW ~
HOME ~ CRM/ Overview

CRM-More than just a membership database, the CRM module manages all interactions with the individusls and organizations you do business with,
INDIVIDUALS -~ including prospects and vendors. With a customer-service focus, the CRM module aggregates data from the entire system for a complete 360 degree

view of members and prospects
Find Individuals

\ Launch Dashboard

Add Individuals R .
Managing Your Customer Information

Find Historical Activity

©  Add an Individual © Go Shopping © CRM Setup Wizard
Setup Demographics ©  Find Individuals \ © AddaPayment
©  Add an Organization © Setup
Design Demographics © Find Organizations © Realtor Lookup/Transfer
Merge and Purge
Setup Directory © u u
ORGANIZATIONS b
E ‘Watch Training Videos
PURCHASES v
~ | 7 CRM System Opfions £ EOIT

COMMITTEE ACTIONS ~

3. Search for the member whose data is to be examined.

4. Open that members profile by clicking on their hyperlinked name in the search results list.
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558505775 Markowitz ~ Mancy - t/Ed Mon-Member 3511 Georgetown Pike Great Falls, VA 22066

5. Click on the Memberships tab located below basic member information section of the profile
form.

6. Expand the Supplemental section by clicking on the expand icon.

Supplemental

There are ro resuls to display.

Expanding the Supplemental section will list all of the supplemental memberships held for the
individual being examined. However, as said previously, this information is only visible within
netFORUM Pro for Real Estate Associations and will not be visible in the Membership
section of the eWeb site.
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Membership Status Updates

Membership Status Updates

netFORUM Pro for Real Estate Associations allows iWeb users to update the status of a realtor's
Primary Board membership and have that membership transfer to their NAR Board membership
status. However, in order for this status update to take place, both the Primary Board ID and the

EntityRealtor ID must match.

Member status can also be updated as part of a batch process.

To update the membership status for both the Primary Membership and the Primary NAR

Board, assuming the Primary Board ID and the Entity Realtor ID match, complete the
following steps:

1. Login to netFORUM Pro for Real Estate Associations.

2. Hover over the Modules tab located along the top navigation bar and click CRM.

3. C(lick the Individuals menu item on the left and click the Find Individuals link or click the Find

Individuals link on the main page.

INDIVIDUALS

Find Individuals

Add Individuals

Find Historical Activity

Setup Demographics

Design Demographics

Setup Directory

ORGANIZATIONS

PURCHASES

COMMITTEE ACTIONS

EIMAMCIALE ACTIOME

abila & Modules ~ A Contacts ~ % Favorites v Q Ssearch (7] =] Dan Fiermo  «
CAM » Oveniew » Overview And SetlUp Dulles Area Association Of REALTORS
OVERVIEW -

HOME v CRM / Overview

CRM-More than just a membership database, the CRM module manages all interactions with the individuals and organizations you do business with,
including prospects and vendors. With a customer-service focus, the CRM module aggregates data from the entire system for a complete 360 degree
‘iew of members and prospects

Launch Dashboard

Managing Your Customer Information

©  Add an Individual ©  Go Shopping ©  CRM Setup Wizard

©  Find Individuals © AddaPayment

© Addan Drganimlion\ © Setup

©  Find Organizations ©  Realtor Lookup/Transfer

©  Merge and Purge

E Watch Training Videos

+ (] CRM System Options £ EDIT

4. Locate arealtor whose status needs updating.

5. Open that realtor's profile page.

6. Click the Edit pencil button located in the realtor profile.
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abila & Modules ~ A Contacts ~ % Favorites v Q Search 7] B Dan Fierre
CRM » Overview » Overview And SetUp Dulles Area Associalion Of REALTORS
OVERVIEW v
Customize 2 | [l [m]<]@orz[x]n
- CO—— e
= s # John P Abel
INDIVIDUALS . © s # & Edit Name and Address &
ORGANIZATIONS Personal Info wilmage EEED  Personal Information & Title & ¢ CO Fhone and E-Mal S
v # Edit Membership Info
Customer #: 840011224 840011224
PURCHASES ” # Edit Addresses
= John P Abel & Edit Email Opt Out A
COMMITTEE ACTIONS @ ot . y— = jabelii@.comcast net # Edit Lagin 8400
ustomer
“ (703) 378-8810 # Edit Social Handles 892
FINANCIALS ACTIONS v & John P Abal
John P Abel & Upload/Edit Image 225077894
= jabeli@ comcast net 212 Rebecca Dr ) :
MEMBERSHIP ACTIONS v i & Edit Individual Demographic R
«. (703) 376-8810 Winchester, VA 22602 grap
SUBSCRIPTION ACTIONS  ~ John P Abel o Primary Org: Samson Properties
212 Rebecea Dr. »Goto Org
MISCELLANEQU'S ACTIONS ~ Winchester, VA 22602 » Upload/Edit Pict
* » Login Options
SCHEDULED JOBS v » Goto Org
» Upload/Edit Pict
CONTACT REQUEST v
» Login Options.
REALTOR FTP FILE HISTO...
Primary Realtor Info E=EE MLS Details E=E
NAR ID: 840011224 MLS Id:
Individual Type R MLS Status:

Open the desired Edit menu item to get to the desired form. For the example below select Edit

Membership Info.

5. Select the status to set for both the realtor's Primary Membership status and NAR Primary Board

status from the Member Status drop-down menu.

Scott Shaffer

Customer Number:

Original Join Date:

-

Primary Membership Information

003020

-

Do Mot Renew

Member Flag
™ Member Type: | Realtor E|
Dues Rate: | |Z|
Member Status: | Inactive b

da

ation

Join Date: Dropped r

Rejoin Date: Inactive ber was terminated
) ) On Hold

Begin/Effective Date: - begin date of current membership term

Expire Date: - end date of current membership term

Should Mot Receive Benefite32 [

Receives Benefits:

No
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Membership Status Updates

Click the Save button. The Member Status for the realtor's Primary Membership updates and
returns to the full realtor profile.

Click on the Edit button in the Address Information section of the Realtor Profile.

Scroll down to view the NAR Status field and notice it has been updated to match the Primary
Membership Status set above.

MAR ID:
Primary NAR State Code:
Primary NAR Board:

MAR Status:
MAR Status Date:
Real Estate License:

Important: This status update will only occur if the Realtor ID AND the Primary Board ID match. If

these do not match the Primary Membership status change will not affect the realtor's NAR Board

status.

An easy way to see if these ID’s match is to click the Edit button in the Address Information section

of the Realtor Profile and look at the realtor's Primary NAR Board ID.

Then look at the full realtor profile and examine the NAR ID listed in the Primary Membership
Information portion of the Realtor Profile to see the first four digits of that ID number matching the

Primary NAR Board ID.

= Scott Shaffer
Address Information Rz Primary Membership Information
Scott Shaffer Member: No
BLUE RIDGE RESIDENTIAL, LLC - Reattor
5826 Samet Dr. Ste. 105 . .
High Point, NC 27265 Status: Active
Join Date:
Terminate Date:
¥ Type: Reason Code:
Customer # 003020 » Addresses Original Join Date:
NAR ID: 123455 R Board:
Dezignation:
(Eait) Linked Information »GoTo Org
Ph & E-Mail Inf: ti
one afl imformation = - Primary Org:  BLUE RIDGE RESIDENTIAL, LLC
. Home:

If those first four numbers do not match the Primary NAR Board ID examined earlier, this status
update will only affect the realtor's Primary Membership and not their NAR Board Membership status.
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Updating Member Status Using a Batch Process

Update several realtor's member statuses at once using the Change MembershipStatus batch
process found in the Actions tab in the CRM module.

Membership Status Change

Expire From: 11/01720m

Expire Through: 173072011

Member Type: Affiliate |Z|
Dues Rate: -al- |Z|

Current Member Status: Active |Z|

New Member Status: Dropped |Z|

Search Selection

Running a batch (such as the example above) will process the member status for the list of individuals
who are returned from this query whose Primary Board ID and the EntityRealtor ID match.

Those individuals whose Primary Board ID does not match the EntityRealtor ID will not have their
statuses changed.

Recurring Membership Renewals

Memberships can be set to be recurring when setting up a Member Type in netFORUM Pro for Realtors.
This allows individuals to purchase a membership and select to have it automatically renew at the end
of each membership period. In order to process a recurring membership, three steps must occur:

* The membership must be set to recurring
* The member must purchase the membership and authorize the recurring purchase/renewal
* The automatic renewal must be processed in netFORUM Pro.

Recurring renewals use NRDS E-Commerce as the payment processor.

Setting up the Member Type for Recurring Memberships

Before a membership can be purchased and set to automatically recur, it must be enabled to do so. To
set up a MemberType to allow for recurring renewals, check the AllowRecurringRenewal? check

Abila netFORUM Pro
Real Estate Associations Setup and Configuration Guide



Recurring Membership Renewals

Tip: The AllowAutoRenewRecurringBilling system option must be enabled in order to see the Allow
Recurring Renewal? check box. Contact Abila Support to have this system option enabled.

( v alow Recurring Renawal?

Clicking this check box will present members who visit the Online Store to renew their membership
with the option to select a check box that will automatically renew their membership without their
interaction with the system.

This bership allows U y upon I. If you agree to these

terms, check the box below and the credit card entered will be automatically billed
upon expiration date of this membership. To cancel the recurring payment contact
‘your organization,

¥ | Agree to Recurring Payment Option
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However, only individuals who are current, active members of that member type and who are
purchasing their renewal with a credit card will see this check box. Individuals will not see this check box
when they are first purchasing a new membership - it is only visible upon renewal.)

Authorizing the Recurring Membership Renewal

Once the Member Type has been set up to allow for recurring renewals, any individual who meets the
following criteria will have the option to enable their membership to automatically be renewed without
their involvement:

* Must be a current, active member of that Member Type
* Must be purchasing their renewal with a credit card.

When an individual meets the above criteria and visits their site’s Online Store to purchase a
membership renewal they will be presented with the option to authorize a recurring payment for their
membership renewals going forward - for this same Member Type.

Payment Information Please enter your payment information below

When finished, click "Next” button.
" aymentetos:

Credit Card - Enter Credit Card information

T
in the fields provided below: VISA
T
L3
cara Type:
"Creaupesic
Card Number: Order Summary:
" cara Expiaton Date: Sub o st1000
" Cardholder's Name:  [Alejandro Abad Shipping: 000
R Tax: + $0.00
Payment Amount:
Previous Orders: +  $0.00
This membership allows recurring payments upon renewal. If you agree to these Grand Total - $110.00

terms, check the box below and the credit card entered will be automatically billed
upon expiration date of this membership. To cancel the recurring payment contact
your organization.

| Agree to Recurring Payment Option

Alejandro Abad has $185.92 available credit.

L T —

As long as the Member Type remains the same, this automatic renewal will continue regardless of the
fees for that membership renewal. If at any time an individual wants or needs to cancel the automatic
membership renewal they will need to contact their association.
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Recurring Membership Renewals

Processing the Automatic Membership Renewal

Once Dues Orders are created through the membership renewal process, a second batch process
must occur for those member types that allow recurring payments. The NRDS E-Commerce Profiles
must also be processed so that the amounts that have paid in NRDS E-Commerce can be applied to
the open Dues orders created to obtain that revenue.

To batch process NRDS E-Commerce Recurring Profiles:
1. Hover over the Modules tab in the top navigation bar. in the fly out menu, click CRM.

2. Expandthe Membership Actions item and click Process Membership Renewals.

ab”a & Modules - A Contacts ~ % Favoriles Q, Search (7] =] Dan Fierra
CRM = Owverview » Oweniew And Set Up Dulles Area Association Of REALTORS
OVERVIEW ~

HOME v CRM/ Overview

CRM-More than just a membership database, the CRM module manages &l interactions with the individuals and organizations you do business with,
INDIVIDUALS B including prospects and vendors. With & customer-service focus, the CRM module aggregates data from the entire system for a complete 360 degree
view of members and prospects

ORGANIZATIONS ~
Launch Dashboard
PURCHASES v ) .
Managing Your Customer Information
COMMITTEE ACTIONS A
© Add an Individual © Go Shopping © CRM Setup Wizard
FINANCIALS ACTIONS - ©  Find Individuals © Add aPayment
© Add an Organization © Setup
MEMBERSHIP ACTIONS - © Find Organizations ©  Realtor Lookup/Transfer
. © Merge and Purge
Process Bulk Membership E Watch Training Videos
Renewals
+ |[| CRM System Options e

Process Membership Drop

Chanon Maombarchin Siatus

Complete the normal renewal process by clicking the Process Membership Renewals link to
create the open Dues Orders.

Tip: In order to process the automatic membership renewal, a dues order must exist for that
Member Type.

4. Oncethe open Dues Orders have been created, expand the Financials Actions item and click
Process Recurring Payment Profiles.

Note: If the Process Recurring Payment Profiles link is not available, contact Abila Support
to have the system option activated.
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abila & Modules ~ A Contacts ~ % Favorites Q search (7] =] Dan Fierro =

CRM = Oweniew » Owverview And SetUp Dulles Area Association Of REALTORS

'OVERVIEW v

HOME ~ CRM / Overview

‘CRM-More than just a membership database, the CRM module manages all interactions with the individuals and organizations you do business with,
INDIVIDUALS w including prospects and vendors. With a customer-service focus, the CRM module agaregates data from the entire system for a complete 360 degree
view of members and prospects

ORGANIZATIONS v
Launch Dashboard

PURCHASES @ i i

Managing Your Customer Information
COMMITTEE ACTIONS i

©  Add an Individual © Go Shopping © CRM Setup Wizard
FINANCIALS ACTIONS " ©  Find Individuals © AddaPayment

©  Add an Organization © Setup
Em;ess Recurming Payment ©  Find Organizations ©  Realtor Lookup/Transfer

rofiles
&omerge and Purge
Process Refunds
Process Invoice Cancellation E Watch Training Videos
Process Invoice Write Offs
o EDim

[ CRM System Options

Prorass Ordar Cancallatinn

The Process Recurring Payments window appears.

To see a list of all profiles meeting a set of criteria, enter the desired criteria and click the List Profiles
button.

5. Click the check box next to the profile to be processed in this batch.

Process Recurring Payments

To update ip records with FECUITIng enter the “Next Payment Dales” for customer
reconds.

Click “List Profiles”

Once profiles appear, verify thal customers with a check should be processed. Click "Process Al or "Process
Selection” to gel updated processed recuming payments from the payment processor

NOTE: "Next Payment Dale” is equal 1o the membership expiration date plus one day of the membership selected
when the customer agreed to the recuming payments process. Staff should not edit the “Next Payment Date” in the
payment processor manager

Next Payment Date:
Batch

Aulo Batch
From Dimzoz
To: 121312012

List Profiles Process All Exit

| Name | Profile ID | Period | _PaymentDate | Paid Amt | LastProcessed | Processed Amt
¥ Abad Alejandro 8590000018 04-26-2012
¥ abad Alejandro 8590000020 04-26-2012
¥ Abad Alejandro 8590000022 04-26-2012
¥ Abad Alejandro 8590000024 YEAR 03-30.2012 04-26-2012 110
¥ Abad Alejandro 8590000028 04-25.2012
¥ Abad Alejandro 8590000032 YEAR 04-02:2012 04-25.2012 110

Process Selection

6. Click the Process Selection button to run the process.
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Viewing Additional Details for Memberships on eWeb My Transactions

A message is sent confirming that the selected profiles have been processed. This means that the
payment was found and applied to the open order, an invoice was created for the member, and
membership dates were updated. Note that when the accounting batches are closed, the appropriate
accounts are credited with the renewals as well.

Viewing Additional Details for Memberships on eWeb
My Transactions

Additional transaction details are now viewable for open orders on membership purchases that have
distributions or multiple charge codes setup. This is helpful for those customers that desire a
complete breakdown of charges on their open orders. Contact Abila Support to enable the
eWebOrderProfileTrxDetail system option.

For example, notice that when the My Transaction page is accessed through eWeb in the
screenshot below, the customer has an existing open order containing a membership

transaction. Clicking or editing the open order will, as usual, prompt the My Transaction Details
window.

My Transaction Details

Avectra, Inc. - GST12345
[AVTRA)

7801 Jones Branch Dr, Ste 500
Tysons Corner, VA 22102
Phone: (703) 506-7000

Fax (703) 506-7001

Email: info@avectra.com

Order # 272990 - Details

Tammy Butcher

14847 Leicester Ct
Centreville, VA 20120-1812
Phone: (202) 568-0234

Fax: (202) 982-0982
Email: tbutcher@avectra.com

Membership Event 1 - Event Information

Charges:

Product Product Type Transaction Type Purchase Date Cancel Date Unit Price Cuantity Total

NATW Professional Membership Charge 03M6/2011 $600.00 1 $600.00
Membership Dues E300.00 1

5100.00 1

Sub Total:  $600.00
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The My Transaction Details page details the breakdown of membership distributions and charge codes,
as seen above, on open orders. Notice that the NATW Professional membership has a distribution for
membership dues and for an event included as part of its price code. This can be seen under the
Transaction Type heading. This is only applicable for those member types that have dues rate with
multiple distributions or charge codes set-up.

Charge Code: Renewing Member: Mew Member: Distribution Priority:
DUES b 500.00 700,00 1 W
EVT1 b 100,00 50.00 2 W

For users of the netFORUM Pro for Real Estate Associations, this feature will also breakdown and list a
realtor's various memberships (national, state, local.)

Promoting a Subscription

Promote a subscription that is paid in full and scheduled to renew in the future.

Subscriptions are promoted to start immediately by clicking the Promote icon available on the
subscriber Purchase Profile.

Note: The subscription must be a purchased subscription and should not be a new subscription.

Scott Shaffer + Go To Individual
<= Subscription Information <= Order Information

Code: TCQ Source Code:

Subseription: Technical Communication Quarterly Date: 12/18/2012

Description: The frade magazine for all technical communication professionals Order Number: 03930

Start Date: 1142013 Order Status: Closed

End Date: 123172013

Renew Flag? No , Demographics
<= Order Address Information

Shipping Mailing Label:
Scott Shaffer

P.0. Box 345
Washington, QC 22345
Canada

Renew Subscription

Cancel Subscription

Billing Mailing Label:
Scott Shaffer

P.O. Box 345
Washington, QC 22345
Canada

ﬁﬁ, Promote a

Clicking the Promote icon will display a confirmation pop-up asking you to confirm the promotion of
this subscription. Click the OK button to complete this process.
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Subscription and Subscription Status Price Qualifiers

Scott Shaffer » Go To Individual
<= Subscription Information <= Order Information
Code: TCQ Source Code:
Subseription: Technical Communication Cuarierly Date: 1211872012
Description: The frade magazine for all technical communication professionals Order Number: 003930
Start Date: 1M/2013 Order Status: Closed
End Date: 1243172013
Renew Flag? No . Nemnaranhics.
) Order Address Informi  Message from webpage 58
Shipping Mailing Label
Scott Shaffer — )
P.O. Box 345 [l )| Vou are about to promote this purchase. Proceed?
Washington, QC 2234}
Canada
[ QK l [ Cancel
Y )
[ A ==

The Promote icon will only appear on those subscriptions that have not been cancelled and are
scheduled to start in the future.

Subscription and Subscription Status Price Qualifiers

The Subscription and Subscription Status Price Qualifiers limit who can purchase a product at a
special price based on a purchased subscription and the status of that subscription if desired. For
example, when specifying that a customer must have a subscription to Writer's Digest magazine to
qualify for a special price on an additional product and, further, that subscription must be active. The
special price will only show in the Shopping Cart or Online Store for customers who match the
criteria for Subscription and Subscription Status.

To add a price qualifier:
1. GototheProduct Profile.
2. Onthe Price tab, Price child form, click Add .

3. Inthe Price Distribution Information window, enter the Price Code and related price
information.

4. Inthe Price Qualifiers section, select the Subscription dropdown. Select the subscription that
the customer must purchase to obtain the special price for this merchandise. If using only
subscription as the price qualifier (and not subscription status), the subscription may have any
status at this point.
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5. The Subscription Status drop-down appears, after selecting a specific subscription as a price
qualifier. Use the subscription status drop down to specify that the subscription must have a
specific status. In the example below, to obtain a special price on this merchandise purchase, the
customer must have an active subscription to Writer's Digest. Using subscription status as a price
qualifier without attaching it to a specific subscription yields no results.

6. Click Save.
Price qualifiers
Effective from: —l To: —|
Membership Type: lil Customer Type: lil
Membership Status: | E‘
Record Source: | B niry: | lil
Subscription: \Writer's Digest lz‘ é
Subscription Status: | s cgive lz‘

Price qualifiers are available for all product types: Miscellaneous Products, Subscriptions, Merchandise,
Events, Sessions, and Member Types.

Data Import Wizard for Realtors

The Data Import Wizard is a feature found in the Administration module that allows for quick and
easy uploading of data into a netFORUM Pro for Real Estate Associations entity.

The Data Import Wizard available in netFORUM Pro for Real Estate Associations contains all of the
features found in a normal netFORUM Pro entity as well as some realtor specific features. These realtor
specific features include the ability to:

* Import Realtor Individuals
* Import Realtor Organizations
* Import Realtor Memberships

* Import RPAC Contributions
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Importing Historical Data

Data Import Wizard
Worksheet Mapping
Selec rkbook you want to impert and upload it
worksheets that you think might match each NF import table
Uploaded File: RPAC Testxlsx New
Excel Viorksheet Impart Table Name 0 Header Row ﬂ First Data Row
|z| Import Organizations 0 0
|Z| Import Memberships i i
E Impert Individuals 0 0
[~] Impert Reattor Individuals 0 0
|z| D Import Realtor Organizations 0 0
|Z| Import Realtor Memberships 0 0
|Z| Impart Education Credits 0 0
|Z| Import Historical Activity 0 0
|Z| Import Lockbosx i i
|Z| Import Subscription 0 0
|z| :3 Impert RPAC Contributions 1 2

Importing Historical Data

Additional fields have been added to the historical data import feature for Realtor entities. These
additional fields allow for associations to better track transactions made by their customers to
another realtor organization.

These fields are:

Legal Action Paid - currency field
* Board Number - text field
* Dues Year - integer field

* Charge Code - numeric field.
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Data Import Wizard
Column Mapping

Excel Worksheet: Sheet! mapped to Import Historical Activity

Row  Excel Column €) 'mport Table Column
1 narD
2z Customer ID |Cu5tu-rner D IEI
3 Charge Code 3 |Charge Code IEI
4 Code | Code [=]
5 Description ' Description I~
G Inwoice Number | Invoice Number IEI
7 Amount |Arn|:|-|.| nt IEI
E Date | Date []
5 Reference | Reference IEI
10 Note | Note []
11 Amount of Legal Action Paid | Amount of Legal Action Paid [~]
12 Board Mumber ;| Board Number IEI
13 Dues vear __J| Dues ear IEI

Historical data that is imported using the Data Import Wizard will be viewable on the Historical
Activity child form located on the Other tab of the Individual and Organization profiles.

Date
11HEg011

Complete details on using the netFORUM Pro Data Import Wizard can be found in online help.

Shopping

Shopping for Real Estate Associations features include:
* "Force Users to Pay for Open Orders" (page 58)

* "Corporate Card Flag" (page 59)

* "Membership Details on Order" (page 61)

* "Donation Details Visible on Dues Orders" (page 62)
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Force Users to Pay for Open Orders

Force Users to Pay for Open Orders

The eWebCheckoutForceOpenPayment system option has been developed that allows administrators

of netFORUM Pro for Real Estate Associations to force users to pay for all open orders before

being allowed to purchase another product on eWeb.

When this system option is enabled by support, users who have open orders and attempt to purchase

products on eWeb will be presented with a screen that will require them to submit payment for all

open orders before proceeding.

Checkout - ad singn .

The following orders/invoices have not been paid yet.

All ordersf/invoices must be selected to continue.

Order/invoice
Invoice 003030 Dated 08/30/2011
Invoice 003040 Dated 08/31/2011
Invoice 003050 Dated 08/31/2011

-
x| View Membership [Logoufl  ,;ppess

& —
i, S atl lpe
SHIPPING ~ PAY ORDERS  PAYMENT  PLACE ORDER

Please select the orders/invoices that you would like to pay together with the items in your shopping cart.

Items Total
3 $91.91
1 $29.09
1§10,000.00

« Previous [l Backto Cart

Failure to select to all of the open orders before proceeding in the checkout process will display an

error and prevent the user from moving onto the next step.
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m All ordersfinvoices must be selected to continue checking out. Please select all ordersiinvoices. w

Corporate Card Flag

When a credit card is used as the method of payment, users have the ability to flag the credit card used
as a corporate credit card by clicking the This is a Corporate Card check box.
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Corporate Card Flag

This is a Corporate Card ™ )

If checked, this information will be displayed on the Payment Profile.
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Membership Details on Order

Membership details will show up on the My Transaction Invoice Details page in eWeb.

To see the membership details for an invoice:
1. Loginto the eWeb site.
2. Click the My Transactions button located on the left navigation bar.

3. C(lick the View More link for the desired invoice.
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Donation Details Visible on Dues Orders

My Transactions

My Information

Orders | Open Orders And Invoices [=]

Pay Open Orders ]

My Transactions ’

Order#  Status M_ﬁmme Total  Paid

000490 Invoiced 000460 04/04/2012

ance £
dev = $11325 $97.24 $0.00 Confirmations: D? view More
My Events

The Receipts section below displays closed orders and invoices that have been paid in full
Cancel Installment
Bal.

Invoice
Details

This will open the My Transactions Invoice Details page. This page displays all of the line items on
the invoice including any membership charges broken down by type.

& e Tas prax

®
My Transaction Invoice Details

Dulles Area Assoctation Of REALTORS
(DAAR)

803 Sycolin Road

Sulte 222

Leesburg, VA 20175

Phone: (703) 777-2468

Fax  (Not Availabie)

Email: jrewton@t dullesarea com

Gary Alvarez
2541 Work Sireet
McLean, VA 22930

Phone: (703) 555-2557
Fax  (703)555-6987
Email: galvarez@work.com

Orders contained in this Invoice

Order Number Order Date Cancel Date
000450 040472012
000500 04042012
Invoice Details
Charges:
Product Product Type Transaction Type Purchase Date Cancel Date Unit Price Quantity  Total
AFF Deta Membership Change 04/04r2012 $8025 1 $89.25
RR Membership Det Membership Charge a 04/04/2012 $2400 1 52400
Sub Total: $113.25
Taxes: 5000
Shipping: s0.00

Donation Details Visible on Dues Orders

Users making a payment on an open dues order in eWeb will see both the dues charges and any
donations amounts that were included in that order broken down by line item on the My

Transactions Order Details page.
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& FRINT THIS FASE

REALTOR®

Realtors Test (Greenshoro Based) Scott Shaffer

(GRRA_TEST) BLUE RIDGE RESIDENTIAL, LLC
23 OAK BRANCH DR 5826 Samet Dr. Ste. 105
Greensboro, NC 27407-2145 High Point, NC 27265

Phone: (336) 354-0585 Phone: (336) 889-1500

Fax: (Nat Available) Fax: (336) 889-5207

Email: bpagilliland@test tst Email: scott@blueridge.com

Order # 000680 - Details

Charges:

Product Product Type Transaction Type Purchase Date Cancel Date Unit Price Quantity Total
Fund Build2012.02-1 Donation Charge 11202013 - 4 $50.00 1 550.00
Commercial Realtor Membership Charge 1722013 ;:}- $200.00 1 $200.00

@ Sub Total: 200.00
Taxes: $0.00
Shipping:  50.00

Cancellations:

Product Product Type Transaction Type Purchase Date Cancel Date Unit Price Quantity Total
Mo Items.

Cancellation Total: 0.00

Payments:
Product Product Type Payment Type Payment Date Cancel Date Amount Quantity Total
Mo Items.

Payment Total: 0.00

Order Total:
Order Total: $250.00

While the SubTotal for the order will only reflect the cost of the membership dues, the overall
OrderTotal will display a total of all charges.
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Donation Details Visible on Dues Orders

Click the Print This Page hyperlink located at the top of the My Transactions Order Details page to
print a copy of this page.

If printing the My Transaction Order Details page is part of a normal business process, add text to
the Make a Payment page informing users that the Print This Page hyperlink is available after
clicking the information icon next to the order.

Make a Payment

Select Orders

The following ordersfinvoices are still open for selected customer(s).
Mote : Orders that contain donations can be paid at the next step.

ICustomer: | Order Date |Order/invoice:  [Discount ltems| Total
~ |onaffer scott | 11212013 |omer000-530 | 2| 525000 €
"~ |shaffer Scott | 302012 |orderooos7o | 1 $20.00
Discount Code: Apply Dizgcount | Remove Digcount

To modify the text on the Make a Payment page:

—_

Review the steps outlined on the Adding and Editing Web Site Page Content online help topic.
2. Openthe Web Site Editor.

3. Viewthe Content tab.

4. Expand the E-=Commerce item located along the left side of the Site Structure and Content
Settings page by clicking the plus icon.

5. Expand the Checkout item by clicking the plus icon.

6. Click the Checkout - Previous Orders item.

7. Add the desired text.
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https://netforum.avectra.com/iweb/help/Adding_and_Editing_Web_Site_Page_Content.htm

[Site Structure & Content Settings

Content - Site Structure & Content Settings

The content structure of your web site is presented below. You can add, edit or delete sections of your web site, expand them (by clicking on the plus icon close to their names) to view their pages,
-and select any pages (by clicking on their name) to change the customizable HTML part of their content which will appear in the HTML editor to the right You can also reorder the content of the
pages in the page content section. Pages displayed in gray (disabled) do not have any customizable content.

IMPORTANT NOTE: Adding, editing and changing web seclions, web pages and web pages content are directly saved into the database. All actions performed on any dialog or popup windows are
directly applied without having to click on the "Save” button at the bottom of this page. Only the HTML confent of web pages must be saved by clicking on the "Save” button.

| Add Baseline Section | | Add Custom Section |

(-4 32 [Web Site Footer]

(- 3 Access Control

- # $ o Arficles

-4 ¥ <k Committee Leadership

Page Title: | Previous Orders &amp, Invaices |

&4 %4 Contact Us E @ {0 Full Screen |
- %<k Custom Section I~ Show HTML
=-# ¥k E-Commerce A

## Checkout The following orders/invoices have not been paid yet.
Checkout - After Submit
Checkout - Before Submit To access the Print This Page hyperlink for an orderfinvoice. click the information (i ) icon
Checkout - Billing Information
Checkout - Payment Informati

Please select the ordersfinvoices that you would like to pay together with the items in your shopping cart.

Checkout - Shipping Informati =
Checkout - Tax/Shipping
#% EventReqg
# % Group Reg @
#% Shopping
£ K Events
-4 %k Individual Directory L
- b Main
- # 34k My Committees & . .
- # 3 My Events & L ]+ |
- # 34k My Information &
- ¢ %k My Professional Development &
- # 34k My Transactions &
[ # <k Organization Directory

8. Click the Save button.

The Checkout - Previous Orders eWeb page will be updated with the new content.

This Page hyperlink for an order
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Reports and Queries for Real Estate Associations

To add the same note for individuals accessing the Make a Payment page by clicking the Pay Open
Orders button located on the My Transactions page in eWeb, repeat the steps listed above on the

Payment > PaymentSelectOrders/Invoices page in the Web Site Editor.

=R =
Fayment - After Submit
- Payment - Before Submit
- Payment - Billing Information
- Payment - Payment Information

Page Title: | Setect Open
BI/IUZSZESZTAC D 4dPDRES 3 Fusereen |
[Font —— [zl[Sze [z][Color [z] insert image hmlm = ™ Show HTML

The following ordersfinvoices are still open for selected customan(s).

ion { i ) icon.

To access the Print This Page hyperlink for an ice, click the i

)

|

Reports and Queries for Real Estate Associations

netFORUM Pro for Real Estate Associations has all of the reports and queries available in a standard
instance of netFORUM Pro as well as reports and queries that are specific to the Real Estate vertical.

* "Reports for Real Estate Associations" (page 66)

* "Queries for Real Estate Associations" (page 68)

Reports for Real Estate Associations

The Real Estate specific reports are:

MLS Office Export and MLS Member Export - Both of these reports are used to pull customer
data from MLS for clients that interface with MLXchange. netFORUM Pro for Real Estate Association
clients that use systems other than MLS can then use the Query Tool to create an export for that

vendor.
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Member by Member Type - This report shows all of the primary and secondary/supplemental
memberships for a customer. Note: This is the only report available in netFORUM Pro for Real Estate
Associations that will show supplemental memberships for a customer. This is because supplemental
memberships are outside of netFORUM Pro's transactional membership functionality.

Real Estate Broker Report - This report allows users to pull a list of agents for an Office by the NAR
ID of the Organization and member type.

Real Estate Member Dues Order Report - This report allows users to print dues orders that display
the charge code descriptions and amounts that make up the membership total. Customers are also
able to see how these fees are distributed to the NAR, State and Local associations.

Real Estate Member Roster by Firm -This report provides a listing of all members by
organization/firm as of the date entered at runtime (or run date if left blank).

Real Estate Member Roster Report - This report provides a listing of all members to the entity as of
the date entered at runtime (or run date if left blank)

Realtor Association Counts Report - This report provides a listing of associations with member
counts broken down by member type.

Realtor Data Process Failure - This report provides a listing of all of the failed records from the data
transfer process for realtors.

Realtor Members Without COE - This report lists members who have not earned a specific education
credit during the date range provided.

MLS Office Export Report

This report pulls customer data from MLS for clients that interface with MLXchange. netFORUM Pro
for Real Estate Association clients that use systems other than MLS can use the Query Tool to create
an export for that vendor.

Report Parameters

Parameter Description

State Date Enter a date, or select a date from the drop down calendar, for the report.
End Date Enter a date, or select a date from the drop down calendar, for the report.
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Queries for Real Estate Associations

Report Fields

Field Description

Report Header | Lists the Report Name, Date the report was run, and the Customer Type for the
report.

Customer ID Lists the customer ID associated with the account transaction.

Customer Name | Lists the customer name associated with the account transaction and customer
number.

Balance Credits | Lists the amount of the balance credit.

Grand Total Provides a total of the gift amount and balance.

Report Footer List the current page of the total number of pages.

Queries for Real Estate Associations

The Real Estate specific queries are:

NRDS Push Status - This query shows status of data pushes to NRDS from netFORUM for all
customers who match the query criteria.

NRDS Push Error Only Log - This query will list NRDS push errors only by date range.

MLS/Supra Subscriber List by Member Flag and Subscription Status - This query will pull a list
of MLS and Lockbox subscribers based on member flag and subscription status. Helps reconcile
MLS/Lockbox sync.

Outstanding Membership Dues Orders including Broker Name - This query will pull a list of
open orders for Realtor Individuals which includes the name of their org and primary broker.

Outstanding Membership Dues Orders by NAR ID - This query will pull a list of all individuals
who have an open dues order based on the Org NAR ID.

Realtor Event Registration/Sign In Sheet - This query will pull basic event registration information
with NRDS demographics.

ACH Control Number Query - This query will allow staff to enter the ACH control number from
Ecommerce to match with the payer of the transaction.
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Realtor Payment Query - This query will pull basic payment information that includes NRDS
demographics plus the ACH control number.

Realtor Donations (RPAC) by Payment Date Range - This query will pull detailed RPAC donation
information.

Realtor Members by Member Status - This query will pull Realtor Members by Member Status.
Realtor Members by Join Date - This query will pull Realtor Members by Join Date.

Realtor Members by Member Type - This query will pull Active members based on more than one
Membership Type.

Member Reconciliation (Flagged Members without Active NAR Status) - This query will pull
flagged Members who don't have an Active NAR Status.

Secondary Members (Members Outside Primary Board) - This query will pull all Members who
have a primary association outside of the primary board.

Realtor Committee Members by Committee - This query will pull committee participants with
NRDS demographics

Brokers/Primary Contacts of Active Offices - This query will pull the primary broker (primary
contact) of offices by office NAR status.

Realtor Membership Query - This query will pull a list of members with Active NAR status based on
their primary board.

Query Tool - The following four fields are available for use in the Query Tool:

* Office Branch Type

NRDS Join Date

Office Non-Member

* Sales Person Count
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