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“So, you are ready to embed the best real estate CRM into your
business? You are ready to update this system with information about
your database. You are ready to move your business to a new level by
leaning upon a software system that will remind you to call people,
write people, meet people and stay in touch?

Consider yourself an EXCEPTION in this industry. Very few agents
across this land are motivated to leverage a high performing database
into the real estate business. Pat yourself on the back, take a moment
to realize that you will become an exceptional agent when you embrace
Contactually into your daily habits. So read this manual... absorb this
manual and change your mindset!"

~Tim Moore, Senior VP of Marketology
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REALTORS Connecting your Email Account

A Berkshire Hathaway Affiliate

Upon logging in for the first time
Contactually will recommend that you
connect your Email Account. Later in
Settings you will be able to connect
other email accounts if you want to.

& Contactslly

'ﬂ." - @ @ (D & httpsyapp contactually.com,dashhnard

[

Dashboard
¥ A Barkshire Hathyway AR bate
Connect Your Email Account
Contaciualy arganizes your emalls and meedings automatically, sliminaiing manual andry of data foraver, U N S'UjRS =
Y W . /.,
87 . /7 /)
‘vk ;-";\"/‘.\ '/ ‘ﬁ‘p y i
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Gooc Office 365 chanca AAE
2oagle e Exchange MA = NETWORK HEALTH View Insights
Highly Secure Highty Automated B
Wi profed your privacy wsing bast-m-cass secuil actices. Youw can "Canachually has iransformad my relationship with my email and sudaced kads 371 Scare
desconnect your accoun al any lime. and opportunilies fram a long tme ago™
- Justin Coetias
- GETTING STARTED )
ﬂ Bill Wilding & Industry Contacts L Start here o complobe your scoount sed o,
v Rreal Estabe Sales Agent at Se ou last spoke 120 days ag
Connect your email account
@ mote @ Taw ®; voaready fallowed up (U Snooge @ [Disanis .
B oz oo

While there are a few different options for
setting up an email account, we
recommend you use your Semonin Email
address, and set it up as Office 365.

Connecting your email address also connects your Office 365
Calendar, however if you prefer to use a Google Calendar and/or:
your Apple Calendar you can add those later in settings.
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REALTORS Adding an Email Signature

A Berkshire Hathaway Affiliate

One of our favorite features of Contactually is that it sends emails directly through
our email server, which means any emails you send through Contactually are sent
from your email address. This helps to ensure every email you send to your clients
looks and acts the same. To assist with this, you will want to add your email
signature to Contactually, exactly as it appears in your current emails.

First, login to your email at Outlook.Office365.com.

Next, click the gear in the top right corner of the page.

Settings x

| Click Mail at the bottom of the list. I
| Click Email Signature on the left of the screen. I

 RELATIONSHIPS

Pg 2 of 29 EE_@_ ‘



https://outlook.office365.com

: Contactually — Getting Started

REALTORS Adding an Email Signature
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ok.office365.com/ow:

Select the text portion of your email
signature (you can add photos too, but
they cannot be pasted in) and copy it
(right click and click copy, or hold ctrl
and press C on a PC, or hold command
and press C on a Mac).

Email signature

v Autematicaly ndude iy Sgnature o0 new Messages | compose

v Autcmatizaly indude iy signature on messages | §

o B I U A A & A = =V

Ryan Means 2
WY SeManin.com
lond my Ao from: gapp.semonin.com/rvanmeans
v

Now, return to Contactually and
click your initials or photo in the top
right of the page.

Cashboand
Dashhaard s - B Emai Templates
& Library
Calendar
- s | Insighss
& Lead Routing
et A Berkshir
O Refer Friends
~ NETWORK HEALTH
© Sotlings
GV Greg Virgin 4 Samo Ninjn Warm List
g ars . ¥o 1 spake 57 days ag @ Sign Out
@ Moie @ Tash a oo 7 65 Soar:
Lk Lisa Riggle & Samo Minja Databasa
[—— Yool bt ke 42 deys ag ¢ GETTING STARTED
' @ Task 0] [ I
¢ DUPLICATE CONTACTS

‘ Next, click Settings. I
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Adding an Email Signature

REALTORS

A Berkshire Hathaway Affiliate

@ UserSettings | Contactually Che X +

& ->ce By default Settings will take you to the Follow-Up

Settings section. Click Email Accounts.

Email Accounts

a ryanmesnsEsemonlr com [ e
l] w Wiz |ast chagked this 10 minutes ago i "
Email Templates
Lead Capture @ Connect Your Email Account
Carkaciuily prganioes woar smals and mestings srinmaticaly sliminating reangl enirg of sk e
l Sedect one:
[~ Gmait |‘] OMes3ss uﬁ Exchange IMap
Team
() Hsniyseare Highty Automated
Account

Default Subject. Signature, & BCC

DChrfaukt Subject: Folhrwing ug

**You can add as many
email accounts as you
want. If you add multiple
accounts you will be able
to select which account
you email from each
time. All contacts will be
imported from all Email
Accounts you connect,
and Contactually will
help you merge the
duplicates after
importing.**

B omm - Fe - BIYUS D Ea2aE eQ A @

Sending [llessages

Py chatoust, CRacioalby will mared s oy e g o ponsibie theough your smail scoount s e, Sometimes, Shis an't possihin

Now, click in the Email Signature box and paste your
Signature Text (right click and click Paste, or hold ctrl and
press Con a PC, or hold command and press C on a Mac).

- RELATIONSHIPS
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REALTORS Adding an Email Signature

A Berkshire Hathaway Affiliate

Once you have pasted the Text portion of your Email Signature, place you
cursor where you want a photo (if you want a photo in your signature) by
clicking once. Now click the Photo icon to add a photo.

Default Subject, Signatur
Default Subject: allowing up

Default BCC Address:

A Folbos-ups o s6nd Eheough Contactuallywill be BCC el this
email address. Youcan disele it before sending o Folov-ug iller
Composing the mesage.

Email Signature: B See - Fou - BT U S§ = & 3aEF =0 A B

Pour wrruail zignatre il be pot st e bottom of ey smail

Ryan Means | Sumonin Realiors® a Berkshing Halhaway alliliale
IT Trainer | Semanin Markstology

600 N. Hurstiboume Plwy #200 | Lomsville, KY 40222

Dirgct 502304 5161 | Fax 502 471 5347

W SN0 C0m

LEAD | TEACH | SERVE

To lead differently. to teach relentiessly, o serve passionately  to be prefemed in our relationships
PS5 Have funl®

Click Browse, then
locate the image you
wish to use, likely in

_ your Agent Drive, before

g clicking OK.

@ Once you see the Image Name
' click Send it to the Server.

ImagiFroperties

Click the
Upload tab.

Send Mo the Server
Browss... | Ryan Mesns Square.jpg
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REALTORS Adding an Email Signature

A Berkshire Hathaway Affiliate

Image Properties

Back on the Image Info tab set the width to 75 (for
a photo of yourself), making sure that the Padlock
icon is closed (if it is open, click it, then change the
width to 75). For other images we recommend you
set the height to 100, but this can vary depending
on the image you are adding to your Signature.

Image Info || Link | Uplead = Advanced

URL

Htips Meontactusaly 53 amarensws comsitac hments

Praviaw

4 ~
Height \
= Larem psum dodor sit amet,

cansecleiusr adipiscing il Mascenas feugial
Consegquat diam. Mascenas metus. Waamus diam

Finally, click Ok to insert the image.

Burrder purus, cursus a, cammada non, facilisis wae, nulla

Aenean delun lacini tarce. Mune @euks, b nen

I3C ulis abquam, arci felis eulismod negue, s2d amare
HSpace massa mauris sed welit. Hula pretium mi et nsus. e

Fusce rmi pede, empor id, cursus ac, ularmeompes W Rep eat for any addltlona |
e Images you want to add!
Alignment

<nof set> w

Make sure you are happy with the
spacing before and after your image.

Email Signature: b
: B

; Size -
Wour email signature will be put at the bottom :[e\-elﬁ:rlul L

5%, a Berkshire Hathaway affiliate

qy
| Louisville, KY 40222
715347

Ryan Means | Semonin
IT Traner | Semomn Markel
600 N. Hurstbourne Pkwy. #2
Direct 502 394 6161 | Fax H02
WWW.SEMONIN.com

LEAD | TEACH ERVE

“To lead differently, lo teach relentlessly, to serve passionalely . to be preferred in our relationships
P.S. Have funl”

Safety isn't expensive, it's pricelessl

Save Settings

When satisfied with your email
signature, click Save Settings.

RELATIONSHIPS
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REALTORS Connecting your Calendars

A Berkshire Hathaway Affiliate

If you use a calendar other than the Semonin calendar that is connected to your email you
will want to sync that calendar with Contactually as well. This will help you track recent and

upcoming meetings with your clients, add tasks from Contactually to your calendar, and
see “today’s meetings” on the dashboard of Contactually.

@ Calendars | Contactually CRM - X +
&@->c o

Connections

To sync a calendar other than your Semonin Exchange calendar,
click Calendars on the left side of the Settings window.

Pt your svents from your Google Calendar account to Contactually
Passh your follow ups and tasks from Contactually to your calerdar

Google

] Office

m.
Features iCalendar

Your Office calendar is already connected, but you can add a
Google calendar, or, using iCalendar you can connect most
other calendars as well. To learn more and find instructions

for your calendar, click Learn More.

Account
i I **You can only connect one calendar of each type to your account** I

Team

iCalendars use a Feed URL to
sync your calendar. You can
click “Help me find this” to
get assistance finding/
creating the Feed URL.

iCalendar Feed Settings

MName Ryan iCloud

Feed URL webcal://p02-calendarws.icloud.com/ca/subscribe

Help me find this

RELATIONSHIPS
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REALTORS Contacts

A Berkshire Hathaway Affiliate

On the contacts tab you will find a list of all your contacts. Here you can Import
(a) or Export (b) Contacts, Create a New Contact (c), Edit Contacts (d), Manage
Duplicate Contacts (e), follow-up with a contact (f) and play the Bucket Game (g).

1 Ll i)
Arive
AT
Haron IJI\.'LH a )
Fi —
n AEE Bartha Blskg Charron o 1
PN P Aol
A Adtarm Wikl Fubrdy Limdaals it Wl Elaoke Baprd
idrian Denhard
FiLl s o mnin Ermoope
- Al Flelza T W AT B
Alisha Devis T
L Emal Dximia Ay
! alkyson Robinson
=EE b e Agel
a0 Althes Clis Mg B S —
furneeaia Msir i 11
Ewal Cormis Ageri
X 3
A ATy Hel Jae el Fotake Raped
e F |
o Andren Prince er 18 L mnra Lremegrs
Spdoaw Boanch

The contacts tab has many different ways to sort/filter contacts. You can even create
your own Custom Filters if you want. Selecting a Bucket, Status, Tag or other filter
option on the left will display only contacts that match that filter. Buckets are one of
the main methods of grouping contacts in Contactually.

- RELATIONSHIPS
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REALTORS Buckets

A Berkshire Hathaway Affiliate

Buckets are the highest level of Organization methods in Contactually. You will use
Buckets to organize contacts by how frequently you want to keep in touch. We have
created a series of Buckets based on how we see your Relationships, and how frequently
we believe you should keep in touch with your clients to stay in-flow with them.

Buckets @

Inactive Relatlonships
Contacts that you do not neec

Industry Contacts
ndustry contscls jolher spents, I ge:
1 | willl hald wou accountable for staying in tow
c SemoMinja - Database
Contacts in your Ninja follow-up database where you touch them 3-4 thnes per month with electror
mailed postcards, ar Fram Your Frisnds
f SermoMinja - Warm List
Thase inyvour databass that you desire to pay spe
wpand:

SemoMinja - Hot List
s tacts with an active buyer, seller or referral trarsaction

Mew Potential Relationships
Mo ConLacts from all sources (open houses, referrals, social events, ete ) Different [ W LI AT

Sphere of Influence
e vour network who you want to maintain a relationship with in order to generate referrals. This Bucket dox t trigger the a

While we believe the current Buckets and their Reminder term is a great
place to start, you may find that you want to keep in touch more or less often
than what we have setup. You can rename, remove and create buckets, as
well as change the reminder period for any of your buckets, independent of
Semonin. These are your contacts, your Buckets and your Relationships.

From the Buckets page you can also
start playing the Bucket Game.

RELATIONSHIPS
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REALTORS Working with Buckets: The Bucket Game

A Berkshire Hathaway Affiliate

The Bucket Game is the fastest way to get started adding contacts to Buckets. The Bucket
Game takes the first 50 Unbucketed contacts (based on the current filter and sort
method) in your contact database and asks you which bucket they fit into. You simply
click (or tap) a bucket for each contact, or you can Archive the contact, or Skip a contact.

¢ Bucket Game

Stay in touch with the contacts who
are most important to your business:

helping you
to stay in touch!

o B Each bucket shows you the frequency at which you will
. Lo be reminded to keep in touch with contacts. Simply

. - l I click a bucket to place a contact in that bucket.

Sphere of nfuence SemoNinja - Database SemoNina - Warm List If you click Archive then the contact will be
i cdlll ot & Bl moved to the Contact Archive. Archived
N ””"C" e : contacts are still accessible in Contactually,
el S A but do not show up in your main contact
list, and you will not be reminded to keep

in touch with them.

Inactive Relationships

Skipping a contact will cause them to load first
the next time you play the bucket game. Any
contact who you do not wish to be reminded

to contact, but that you don’t want to archive,

can go in the Inactive Relationships bucket.

* RELATIONSHIPS

Pg100f29 [R=2




Contactually — Getting Started

REALTORS Working with Buckets: The Bucket Game

A Berkshire Hathaway Affiliate

€ Bucket Game Edit Buckets Help Bxit

Judy Scherer
& . o | Fob21e ¥

RE: One on One Time

If you aren’t sure which Bucket you want to
add someone to, hovering over the i will give
you more info about that particular bucket.

2/%0

Last Contactod 47 days ago
Yotal Intaractions: 4% + Mo

Sphere of Influence SemoNinja - Database
& Saws
These in your datatiase that you desire to

R i
ach businass day

SemoNinja - Hot List Industry Contacts

Raviswing thed name ¢

S res ) & 106ws
\ e - B bacause what you think about expands.

Inactive Relationships

@ Bucket Game
Nice job!

You bucketed 49 contacts, archived 1 contact, and skipped O contacts.

Contacts placed into Buckets with timers will begin to generate Follow-Up Reminders on
your Dashboard to help you better stay in touch with your network! Contacts placed into
Buckets that trigger Programs will begin that Program’s steps.

When you finish the first Lere contintes
50 contacts in the bucket

game you will see a
summary of how many
contacts were bucketed,
archived and skipped. You
can immediately Bucket
More Contacts if you wish
to keep sorting!

-
SHISHRL GO Sate

“ii" 4

Pg11of29 [R=
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REALTORS Contacts: Tags

A Berkshire Hathaway Affiliate

Another useful Contact Organization option is using Tags. Tags are a quick way to
identify a contact in a more granular way than Buckets. Tags can be anything you want
to be able to search by, and contacts can each have many tags. For example, you migh

add Past Client, Buyer, Seller, Friend, Family, Referrer, a Neighborhood name, a Zip
Code, or any other tag that would benefit you to use when organizing your contacts.

Aarcn Davis
AD

n ABF artha Biskg Charron

gy St Wi [ —

idrian Denhard
ALy

ALy

In this example | have added tags for Real Estate Agent and Semonin Employee. On the left
under the Filters, you can also see some of the System Tags, like Buyer and Handy Man.

rWhen you click on tags next to
a contact, you will see a
searchable list of Tags. To
create a new Tag, simply start
typing in Search, and you will
see your tag followed by
“Click Here to Create New”.

Atlomey

RELATIONSHIPS
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REALTORS Contacts: Filters

A Berkshire Hathaway Affiliate

Along the left side of the Contacts window you will see a variety of
Filters, and the ability to create your own filters. By placing a checkmark
(a) next to a filter you are adding that filter to your contact search.

Once applied a filter must be manually removed, otherwise each time
you view your contacts they will be filtered. Filters can be removed
individually by un-checking them (a) or by clicking the X (b) next to the
filter at the top of the contacts, or all at once by clicking Clear (c).

Amanda Blair Feb 13
Sphere of Influenca " Raal Estate Agent

Anthony Watson Feb 16
A—_— A . Sphere of Influence — Real Estate Agent
Sirong
- Barb Graves 2m
B Faang BG Inclustry Contacts . Real Estate Agent
B v o ; o ; by you
Mone
Becky Fangman We?
¥ 9 Inclustry Contacts fieal Estate &gaent
TAGS Extat . by o
Bill Wilding 1HENT
Inclusiry Confacts F— Haal Estaie Agent
ﬂ Bob Young
Indusiny Confacts Feal E & gert
Bonnie Roman Feb 7

Morigags Brokar BR Sphere of Influence Real Estate Agent

You can filter by Buckets, Status (In Flow, Fading Flow, Out of Flow or None), Tags (both
system tags and tags you created), Notes, Companies, Locations (address City), Assigned
to (if working in a team), Connected To (also for teams), Frequency (when contacted,
added or how many times contacted), Archived At (only for Archived Contacts), Accounts
(which of your accounts the contact came from) and Custom Fields.

RELATIONSHIPS
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REALTORS Contacts: Custom Fields

A Berkshire Hathaway Affiliate

While Contactually provides most of the Contact fields you would use on a regular basis,
they also provide you the option to add your own Custom Fields for contact info. Below you
can see an example where we added Greeting Name and Mailing Label Name as custom
fields. Now we are able to enter Greeting and Mailing Label Names for each of our contacts.

Connections

Custom Fields ©

Greeting Name Text (Singhe-Line) Ryan Mears 0

Features

Mailing Label Name Text (Single-Line) Ryan Mears 0

IrCustom fields have a few options; they can be
Single-Line Text, Multi-Line Text, Lists or True/
False Statements. For the previous example,
Greeting and Mailing Label Names, we used Single-

ADD NEW CUSTOM FIELD

Line Text.
G Multi-Line Text allows you to enter a large amount
Tt Singe Line of data, for example you could create a field for Kids
Text {(Multi-Line} Names

List

Lists allow you to pre-create a list of choices, then
select ONE option per contact. This could be useful
for recording how you met the contact (Open
House, Referral, etc).

True/False Statements allow you to create a list of
Bl - checkboxes that are selectable for each contact.

——==This could be useful for types of Pets, or Mailing
Lists that contact belongs to. Each True/False
Statement creates one checkbox (for example, Dog
would be one True/False Statement, and Cat would
be another.

RELATIONSHIPS
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REALTORS Contacts: Custom Fields

A Berkshire Hathaway Affiliate

To create your own Custom Fields, begin by clicking Your
Initials or Your Photo in the top right corner of Contactually.

b o Contacts Wl s Bhaciosts Frograms Pl P Help ." -
Dashboard & - + Tk b o .' 5 D
—G,
clar

i REALTORS
e s o by A 1

RELATIONSHIRS

m

8 Emal Templates

Next, click Settings in the

& Library

drop-down menu.

b Insights
s Lead Routing

T Refar Friands

O Settings

@ Sign Out

When the Settings Page
loads, click Custom Fields
in the menu on the left.

Features

Email Templates

Once the Custom Fields page
loads, click Add Custom Field to
create a new Custom Field.

Custom Fields €

Greeting Name Text (Singhe-Line} Ryan Means 0

Mailing Label Name Text (Single-Line) Ryan Means 0

 RELATIONSHIPS
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REALTORS Contacts: Custom Fields

A Berkshire Hathaway Affiliate

ADD NEW CUSTOM

FIELD

The Add New Custom Field window opens, and
you have 3 main options; Name, Field Type and
Default Value. Lists also have “List Options”.

Text {Single-Line)

First, give the new Custom Field a Name.

Second, select the Field Type (Single-Line
Text, Multi-Line Text, List or True/False
Statement).

e Default Value is optional, and is a way to set
the field to Automatically display one option,

for example, if you mostly work by referral

Be sure to click Save when finished! then you could set the Default Value for
Where You Met the contact to “Referral”.
ADD NEW CUSTOM FIELD *Default Values ONLY apply when
ADD MEW CUSTOM FIELD creating a new contact*

Where We Meat

When creating a List,
press Enter between
each Option in the list,
making sure each option
is on a new line. Once
you have created the List
you can choose a default
value, if you wish.

Field Tyne
List

st Diptions {Each Option on b
Upen House
Referra
Sign Call
efault Value (optional
Referral

ADD NEW CUSTOM FIELD

Mame

Field Type

True/False

With True/False Statements, the Default
Value is either Checked or Unchecked.

RELATIONSHIPS
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REALTORS Contacts: Custom Fields

A Berkshire Hathaway Affiliate

| Now that we have setup our Custom Fields, lets look at how you would add these to a contact! I

First, click Contacts at the top
of Contactually.

Next, search for the contact you
wish to add Custom Field info to.

Sipedines

Contacts

Typs Active Contacts (i
Acthve

Archied

Duphcats

Ryan Means Tl
4 Semodin|a - Hiot List A'" 2 Semanin Employas

Filters T

Once located, click the Contacts Name that
you want to add Custom Field info to.

Next, the contact’s Sidebar loads.
Hover your cursor over the 3-dots to
the right of the Email, Message and
Phone icons, then click Edit Contact.

@ View Profile

[# Edit Contact

B Archive

ACTIVITY FEED

= Apri2 e Y

Quick favor

B Aprt s Ryan Means emaiked You
How to Add Phonetic Spelling to i...

B Apr10 = Ryan Maans en

A new app called Garden helps yo...

B Apr9 = You emailed Ryan Means
Following up

CONTACT INFORMATION

= meansrdayahoo.com

Pg 17 of 29
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REALTORS Contacts: Custom Fields

A Berkshire Hathaway Affiliate

Once the contact page loads, scroll down to the bottom
of the contact’s details to see the Custom Fields.

Edit Contact

Custom Fields

O car 0 Doc
Sakecad vl Nere Selec Seleched value: Mane Selecied

@ GREETING MAME @ © MAILING LABEL MAME

£ 'WHERE WE MET

How to Add Phanatic Speiling to L
& Pew app called Garden halps yo...

Following up

CONTACT INFORMATION

For True/False Statements (a) you can click the corresponding
value for your client. With Single or Multi-Line Text (b), you
can simply type the value. For the List (c) you will see a drop-
down menu, click there to select the corresponding value.

Once you have set the
values for the Custom Fields
you want to add to a
contact, click Save to finish.
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Contacts: Managing Duplicates

I Contactually is really good at handling Duplicate Contacts. One thing to note is that
Contactually only scans for duplicates once a day. If you connect your email, phone
and Import your CRM contacts, it is highly likely that you will end up with at least a

few duplicates. Don’t worry about them initially, you will be prompted once

Contactually has scanned your contacts and located any duplicates. Merge Duplicates
is a non-destructive process, meaning any contact info that the “duplicate” had that

was not on the Original was merely added to the Original contact record. Any info that

was on the Original contact will remain on the contact as well.

L Dashboard

Dashboard N + Task +

’ -
REALTORS
o

‘ﬁELAﬂUNSHiPS

00 pm Marget Lipinski

200pm  Relance st raining

= METWORE HEALTH Wienwy Insig

B+

2:00 pm Retance Training with L L o . Mictz 3 + 2 more

Susan Hatton & Sphese Of Influence
i 1 spoke 125 days

* GETTING STARTED

= DUPLICATE CONTACTS 0

Christine Tarquinio & Sphese Of Infuence
¥ t 30 days

cT

« RECENTLY ADDED Q

T B chont oir COntacts in b, play

When Contactually see Duplicates in your contact database you will see a Red number
next to Duplicate Contacts on the Dashboard and on the Contacts page. Click View
Suggested Merges to review the duplicates and decide how they are merged.

RELATIONSHIPS
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REALTORS Contacts: Managing Duplicates

A Berkshire Hathaway Affiliate

Merging Duplicates takes place in the Contacts section of Contactually. On the left of the
Contact page you will see Duplicate with a Red Number next to it, if there are duplicates.

When you are viewing your Duplicate Merge Suggestions you will see any contacts
that Contactually believes are duplicates, with the Original contact showing first,
and any Duplicates showing underneath the original. If the Suggested Duplicate is

indeed a duplicate contact you can click Accept to the right of the Duplicate.

When you have clicked Accept the button will turn Blue letting you know you are
accepting that Merge. Once you have Accepted or Declined all the Duplicate Merge
suggestions click Apply at the bottom of the page to actually merge the contacts.

-3 O twhimeo Comach Mewages  Luckes Srogums P o ome B -

Contacts

. T @
e

Rurchin

rugla i "
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REALTORS Dashboard: Follow Up Reminders & Tasks

A Berkshire Hathaway Affiliate

r

Two of the Contactually’s main features will not show on your dashboard until you
have organized your contacts into Buckets. The first is the Follow Up Reminders (a).
Buckets tell Contactually how frequently to Follow Up with your contacts, which
means contacts MUST be in buckets to receive a Follow Up Reminder. The second
feature is called your Network Health. The status of your Network Health (b) is
determined by how many of your Bucketed contacts you are “In-Flow” with.

**Being In-Flow means you are connecting with your
Relationships within the recommended time frames**

t 0, Dashboard  Contacts sERAgEs Rickets ogeans Pipelines 0 Hep ﬁ =
Dashboard LTy - + K + tact 1 O
D :
SN a4,
s REALTORS
-
Calenda ﬁl‘f i n & Barhyhisg Fath gurdy Aluby
100 pm Mangal Lipinski
2:00 pm Raliance staff training
= METWORE HEALTH Wiew Insights
2:00 pan Reliance Training with A w2 marne
v Mar -
B+

Susan Hatton & Sphere Of Influence
_— t spoke 125 doys

¢ GETTING STARTED

= DUPLICATE CONTACTS

c I ‘¥ou hawe some contacts that might be the same person
hriatine Targuinis
CT 9

= RECENTLY ADDED

T bucked your conkacts In bulk, play the

Each Follow Up Reminder includes the client’s Name, Title and Employer, Bucket,

how long since the last time you contacted them, and a color showing your “Health
Score” with that client. Red means you are Out of Flow, yellow means your Flow is
Contactually calls this a “Weak Contact”) and green means you are In-Flow.

- RELATIONSHIPS
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Now that your database has been loaded to Contactually, and you have bucketed
some contacts, you will start getting Follow-Up notifications. You will see a daily
email (a) reminding you who to connect with, a section on Contactually’s
Dashboard (b), and a section in the App (c) if you have downloaded it and logged in.

Mobile App

{%} contactually Mariday, A

Hi Ryan, here's what to do today.

25

New Follow-Ups

Today's follow-ups { view Dashboard )

Lisa Hamilton g Sphere of influerce
¥ ke 041252018
&
Becky Fangmarn ¥ Industry Contacts
T T ¥ ast 11022097

* 22 more

® ¥
o i

RELATIONZHIRS

BB e e ]

r MUTHORL HERITH Wi Wil

l Bun by Fargpres

¢ ETIID NTRNTED

q Lis Farrdier

Mol TP COmTar Ty
1 daw
- ERODHTL A
Vpbgmja i ymm g o i, by
L o
Burbey Fyrki~s

 RELATIONSHIPS
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If you click a Contact’s name from the Daily Email you will be taken to the Contact’s
profile in Contactually. From there you will see the Follow Up button.

Dashboard Contacts Messages Buckets Programs Pipelines

LLisa HamiltoR

[ & Ryan Me:
ﬂ - Follow Up Q Send a Card g yanmeans 5

o LAST TEAM CONTACT TOTAL CONTACTED

Company: Semonin Realtors

Address:
Title: Realtor Website:
Email: lisahamilton@semonin.com
Phone:

The App and Contactually’s Dashboard both have Follow Up buttons built in.

I MobileAii I

Becky Fangman

n't 160 .
1 1o speak every 120 days

(2] '

Lisa Hamilton
l B by " L

Doug Myers

You haven't spoken in 160 days and you
want to speak every 120 day
q Lita Farriiar 2 Sphees O Inlienss
¥ day
f i =

~ RELATIONSHIPS
Ol
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Clicking Follow-Up from either the Dashboard or Contact Profile on the web opens up
a new email window. Here you can type out a custom email (a), select a template (c)
or record a BombBomb video (b) and email it directly from Contactually (you must
already be a BombBomb user to send BombBombs from Contactually).

BEST TIME TO EMAIL
a2

ACTIVITY FEED
Ryan Meara | Semonin Raaiiors® a Berkshin Hi
T Teanar | Semonin Markeckgy

a0 28 = ¥
300 M. Hursio =

RE: Fiex
LEAD | TEACH | SERVE BB Janas e Pk
Ra: Flak
To lbad Sarenty, o e rakniessly, 1o Serve N O rElalionenigs
FL5. Hawe fusl® )
B e 3E e v
Safety (20| aspensnE, 13 prosisss) -
B Janas
Fa: Fle:

CONTACT INFORMATION

B cspeaksdsemanincom

Mobile App

ch templates Past Clients - 90-day check in
How hired you Besen?

Any season - Last-minute getaways
Getmwmymt
Tarmplate t Past Clients - Asking for a referral a mo..

Gt working wih you

Any season - TEXT: Networking - Casua...
Yiour phalos |ooked it Erg
w tha i v Past/Current Cllents - Asking for an onl..,

Guik ragust

Any season - TEXT: Vacation getaways
Gty

Refemrals - Asking for a referral from an...

[ The App gives you the option - waur ol i

Appointment missed - First email -

to Select a Template (d), or go e . hg o referrer for a ec...
_ P (d), org ]  Mobile App f{°"
straight to Preview Message Appointmont missod -
"PGQ-NW“N i “the . Raefarrals to Contactually
(e)' Where you Can enter a L M L 1 Hb\-c|'.-9|d'\|m|hhnnlc.nﬂ-m.\’.lnnll-?tl?

. Fall - Glutter cleaning service recomme...
custom message to your client. L et e ‘ Winter - Holidays - Christmas tree pick...

‘ b b i | Christmas tree packun

Fall - Leaf plckup dates
Mighsmhocd laal pikup dates

Thark yeu!

‘Winter - Holidays - Endistart-of-year wi... \

Fall - TEXT: Gutter cleaning
GUMET CHANiNG e——
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On the website the Follow-Up window has some additional features that are
more than worth mentioning. First, there is the Contact Sidebar, which
contains info on the best time to contact your client, as well as recent activity
with that client, and their contact information. Lets break each down.

Best Time to Email (a): This is determined by the time of day your contact

normally responds to your emails, or emails you themselves. Emails sent using
the Best Time to Email function increase the reply rate by an average of 20%!

Activity Feed (b): The activity feed shows you recent Interactions, like emails,

calls and text messages (if you have them syncing). Knowing your most recent
activity can help you know what to say!

Contact Information (c): When available Contactually will display your client’s
Social Profiles along with their Contact Information. Sometimes you need a
reason to call or email. A quick hop into their social media profiles can show
you what has been going on in their life, and maybe show you a Real Estate

related pain or pleasure that you can help them with!

BEST TIME TO EMAIL
7]

ACTIVITY FEED

B sy

RE: Flex

3
wy. 200 | Lousvillo,

LEAD | TEACH | SERVE o
Ra: Flax
To lead Srfarenty, i teach rakintiesaly, In SeAve passinataly 10 b prafimed N ou relataranics
F.5. e fusl

CONTACT INFORMATION

B cspoa ke semonin.Co
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Contactually has both an iOS and Android version of their App. We highly
recommend you install the App on your Phone. Click the button for your
respective device, or go to your device’s App Store and search for Contactually.

#_ Download on the
¢ App Store

GETITON

P> Google Play

App Features

iOS: Android:
e \View, edit, and add contacts. e View, edit, and add contacts.
e Sync contacts from your phone to e Sync contacts from your phone to

Contactually.
Complete Follow-Ups by email, SMS °
or MMS text, or with a phone call.

e Use Templates for email or text °
Follow-Ups.

Receive Email Open Notifications.
Bucket contacts.

See, create, and edit Tasks.

RELATIONSHIPS
—

Contactually.

Complete Follow-Ups by email, SMS or
MMS text, or with a phone call.

Use Templates for email or text Follow-
Ups.

Receive Email Open Notifications.
Bucket contacts.

See, create, and edit Tasks.

Banner notifications for Follow-Ups, lead
and contact assignments, and Email Open
Notifications.

Automatically log inbound and outbound
text messages and phone calls (only calls
longer than 15 seconds).


https://itunes.apple.com/us/app/contactually/id582053630?mt=8&at=1000l6Tm
https://play.google.com/store/apps/details?id=com.contactually.app

Contactually — Getting Started
REALTORS Using the Mobile App

A Berkshire Hathaway Affiliate

i0S

Android

Once installed you will need to sign in
with your Semonin Email Address and
the password you created when you
started working with Contactually.

G

ryanmeans@semaonin.com

Mo Activities

EMAIL ADDRESS

If you forgot your password, you can
always tap Forgot your Password under
the sign in button to reset your password.

PASSWORD

-~

€] Sign in with Google oi

Once signed in to the Contactually App,
you will be taken to the Dashboard.

Syncing

On Android Devices
you have 3 settings
to consider, Sync
Contacts, Sync SMS
and Sync Calls. If
turned on, all
Contacts, SMS or
Phone Calls will
automatically sync
to Contactually.

Contact Sync
Last Synced: Never

SMS Sync
Last Synced: Never

On i0S Devices you
should get 2
popups, the first
asking for access to
your contacts and
the second asking
for notification
permissions.

Call Sync
Last Synced: Never

“Contactually” Would Like
to Access Your Contacts

Sync contacts from your device to
Contactually.

Device

Push Netifications .

Don't Allow OK
" To adjust when you'll receive notifications wisit

Sottings on the web,

Share Contactually

Receive a $10 credit for new trial signups®

* In order to recefve the $10 discount you must be a
paying customer at the time the referral is sent.

“Contactually” Would Like
to Send You Notifications

**If you want to make the most of
Contactually we recommend Allowing
Notifications and Access to Contacts.**

Notifications may include alerts,
sounds, and icon badges. These can
be configured in Settings.

Don't Allow Allow

* RELATIONSHIPS

Pg 27 of 29 [R =2



: Contactually — Getting Started
REALTORS Using the Mobile App

A Berkshire Hathaway Affiliate

9:24 7 F

Once you have signed in, and your permissions are set,
you will see the dashboard. The Dashboard is where you

R will be able to see your tasks and Follow Up Reminders fo

today. If a contact has a phone number you will see the

option to initiate a text message or phone call. Doing so

from inside the Contactually App will record an Interaction
to that contact’s activity record, and will reset the

Charli reminder time frame for that contact. This is the only way

to “automatically” record calls and texts on iPhones.

Bill Wilding

Each time you open the Contactually App on your
iPhone your contacts will sync from your phone to
Contactually, adding your new contacts, and
updating existing contacts. If you feel the sync has
stopped working, tap settings from the App.

Once in settings you can tap Sync to force your iPhone
contacts to sync. You can also see the last time the App
synced your contacts.

Contacts Sync
Last synced Mever

Push Motifications

Share Contactually
Recenre 3 10 credit for new trial sgnups®

If you are having issues with the app, feel free to tap
Report a Bug to report it directly to the Contactually
App team. You can also tap Give us Feedback if you
have suggestions to improve the app!

Give us Feedback

Report a Bug

Legal

RELATIONSHIPS




REALTORS

A Berkshire Hathaway Affiliate

Dashboard

KD
Kristy Dugan

You haven't spoken in 67 days and you

want o speak every 80 days

Q

Micole Ferreri

You haven't spoken in 134 days and you
W

vant 10 speak every 120 days

ER
Eonnie Roman

You haven't spoken in 69 days and yaou
want o speak every 60 days

¢
*

L

Add Contact

FERSONAL INFORMATION

[T

Add phone number
Add email address

Add address

WERSITE

Add website

Add secial media profile

‘ SOCIAL MEDWA
——

Contactually — Getting Started
Using the Mobile App

From anywhere in the App you
can tap the + to add a:

1. Contact (New Contact)

2. Task (A Reminder to do
Something)

3. Note (Information about a
contact)

4. Interaction (Activity that resets
contact reminder timer)

Add newe...

Contact

Task

Mote

Interaction

Cancel

Add Task Add Mote Add Interaction

Contact Contact Contact
Cue date Apr 9, 2018 Drate 4918, 9:32 AM Type Text Message (SMS)
Date
| ?

In-Person Meating

Phone Call

Text Message (SMS)

Email
Other

- RELATIONSHIPS
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For guestions contact:
Ryan Means
IT Trainer
Marketology Services
502-394-6161
ryanmeans@semonin.com

RELATIONSHIPS
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