Computer Presentation Systems, Inc.

SQLSalesBuilder “How To” and “What If?”
Objective:  This document is designed to provide sales agents with a quick SQLSalesBuilder “How To” resource.  It will address the Sales Presentation process, printing Reports and entering Lots/Plans.  It will also attempt to address frequent “What If?” situations, as well.  Additional information is available in the SQLSalesBuilder Manual.  CPS Tech Support personnel are available, 7 days a week, at 916-635-3487 for assistance, as well.
CPS provides the SQLSalesBuilder Toolbar on your desktop with access to four different modules:
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Sales Presentation:  CPS describes the prospect input, lot and option selection, move-in and monthly cost display process as the Sales Presentation.  This allows the agent to step a prospect through what is available for sale, display lot/plan/option costs and review financial ‘what if’ scenarios.   
SQLSalesBuilder provides a ToolBar to navigate and make selections.  Sales Presentation uses only the first 5 icons in the basic presentation:
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Prospect Input:  This selection opens the Prospect Card to record prospect name, address, etc.   Add a new prospect and Save your input. 
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Traffic:  One way to record Traffic is using the Profile section of the Visitor card.  
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What If a Traffic Source is missing from the dropdown list?  Check with your System Admin or add using a ‘right click’ on the source drop down.

The Profile section provides for other marketing responses – they’re useful for both Reporting and Follow-up purposes.
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Lot/Plan/Elevation Selection:  Either your or your System Admin is responsible for setting-up Plans, Elevations, Lots and the appropriate pricing.  Once input, agents make selections from the available inventory (previously sold lots are highlighted in red).  Make a Selection with your prospect:
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You’ll notice that the Status Bar on the right-hand side of the screen is changing based upon input and selections made:
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What If the prospect wants to select a different Plan/Lot?  Simply go back to Select a Home.  Need to adjust the price (for whatever reason)?  Now isn’t the time...we’ll get to that step, soon!  
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Your builder may use SalesBuilder to review available option/upgrades and/or make option selections.  Options come in at least 2 types: pre-plotted (spec) and prospect selections.  Initially, you’ll see the Option Selection screen and all available options/upgrades for the selected Plan/Lot.  
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There may be additional unique items:

· Pre-plots (spec) – There may be items preplotted by System Admin – or agents can preplot, as well.  These options selected and permanently associated with the Lot.  They are highlighted (in red) and identified as Attached to Lot – as well as identified in the Info Box at the top of the screen.  
“What If” options are attached incorrectly or need to be attached?  Contact your System Admin or CPS Tech Support.
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Once presented with the available Options/Upgrades, you’re able to filter the list to a more manageable size (below, we’re looking only at Cabinets):
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Additional Filters include Selected/Not Selected (pre-plots) and Past Deadline (if used).

Make Selections with your prospect – they’ll be highlighted in green:
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“How To” add multiples of the same option?  Make the Selection twice – we don’t recommend changing the quantity (as below) because Deletions become much more complicated. 


[image: image13.png]Scenario | OUTT10E

OUTLET-110 VOLT. EXTERIOR

70

2




“What if” you’re not able to select the option more than once?  Every option is setup as to whether or not “multiples” are allowed; check with your Area Coordinator if there is a problem.
“What if” there’s a need to Add an Option not on the list?  Add a Custom option:
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Once the Custom button is pressed, the following input screen pops up:
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Continue making option/upgrade selections, as needed.  You’ll notice the Status Bar reflects additions/deletions as they’re made.  Once the process is complete, Print the selected options or Close the screen:
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Either you or your mortgage partners set-up and maintain the Loan Programs for the sales offices.  This screen displays all the available loans and the minimum Down payment and corresponding Move-in costs and Monthly payment:
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What If additional programs are needed – or the Rates aren’t correct?  Contact your System Admin, CPS or your loan officer to coordinate adding/changing rates and programs. 
Make a Loan Program Selection and Close this screen.
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Congratulations!  You’ve completed all 5 steps and are ready to display the results of the prospect’s selections:
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As the agent, there are now several options:

· Modify the minimum Down, Total Monthly payment, or Total Move-in scenario presented based on your prospect’s input. Click the box you wish to change, type the new number and press Enter:
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· Print the Move-in screen for your prospect to review and/or take home.
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“What If?” the phone number or other information on the handout is incorrect?   SalesBuilder provides a “Preferences” menu on the Main Screen:
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· Save this prospect’s Scenario for possible retrieval at a later date or in preparation for contract.
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· Closing Cost Incentives:  Your builder may offer a Closing Cost Credit on the Lot.  Input the desired Incentive as follows:
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“What If?” your screen doesn’t display the Closing Cost Credit box?  Stretch the screen to display. 
“What If?” the Closing Costs are incorrect?  Contact your System Admin, CPS tech support or your loan officer for assistance.


( Options Concession:  Options Concessions can be input as a “credit” option.   
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Input the desired Incentive as a negative amount.
This Concession reduces Total Price; a Closing Cost Credit reduces Move-in Costs, only. 
Make sure ALL incentives have been input prior to beginning the either the Scenario or Record Sale process. .CPS recommends Saving the Scenario.  This step records all the information selected by your prospective homebuyer – or saves it temporarily before recording the sale.  
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Once Record Sale is selected, the Contract Wizard process begins:
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Some builder use SalesBuilder to print their purchase agreement documents.  The documents are set-up uniquely for each builder.  If you don’t print documents, you’ll want to Record the Sale to keep your inventory up-to-date and prepare your sales and marketing reports.   

Once Sale is selected, the Lot is labeled Sold, the Prospect becomes a Buyer and all selected Options are attached to the Lot.  

After the Sale

· What If additional Options need to be added?  What if Options need to be deleted?  First, retrieve the Buyer’s Scenario from Get Sales and Scenarios:
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SQLSalesBuilder retrieves all the information about the Buyer and sale and takes the user to the Move-in screen.  From there, select Options.  Add Options as before. 

 Delete Options as follows: 

1) Change the Quantity to “0” – remember: earlier it was suggested that multiple quantities be input as additional line items.  That is, rather than 2 light fixtures, make the selection twice.

2) Indicate “Yes” when asked to verify the Deletion.
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What If a Sale Cancels?  You’ll need to process a Cancellation so the Lot is available for another sale.  Go to Get Sales and Scenarios on the main screen:  
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Follow the directions on the screen:
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You’ll be presented with Sale Details to make sure the appropriate Sale was selected.
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Select the Cancel Sale Tab.

Complete the form indicating the Can Type (Cancellation) as well as reason, date, etc.  
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What If there were Option Selections?  SQLSalesBuilder can remove ALL options or keep Lot options.  The agent must indicate one of these choices.   An Option Disposition Report is created reflecting the choice.  CPS recommends Reviewing the report prior to Cancellation (as it shows what will be removed); then, Printing the report after Cancellation.
How do I record a Closing?
(  Use the Links icon on the SalesBuilder Toolbar:
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Adjust Type of Link using the dropdowns and type in Close Date, as well:
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Reporting:  SQLSalesBuilder provides a wide variety of Reports.  At a minimum, you should be prepared to provide the weekly Sales Report and Traffic Report.

( Traffic numbers can be input in two ways.  We’ve already discussed using the Visitor Card Profile section to record Traffic.  
Sometimes, however, you may have such a volume of Traffic that it isn’t possible to input a Visitor Card for everyone.  It is possible to record Traffic on the Weekly Traffic screen, as well, from the Traffic icon:
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Traffic totals from input Visitor Cards appears; you can adjust with any additional Traffic by following the directions provided at the top of the screen.
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Print your Traffic Report by clicking the Print icon on the screen.
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 Other Reports:  You have two Report choices.  My Reports is available via a Toolbar icon and offers a variety of reports including Sales, Comps for Appraisers, Prospect/Buyer Information, etc.  

In addition, you can print key reports within the Sales Presentation itself:


[image: image41.png]4 SalesBuilder 2000 _ Copyright 1999-2004 CPS___ (916) 63

Fr - ELFITIX

Standard Reports

»






Standard Reports provides a list of available Reports:


[image: image42.png][Loan Misc Fees Report
Lot List

(Option List Handout

[Option List Handout (Details)
(Option Master (Pivot)

|Option Master Detail (Pivot)
(Option Selections

[Plan List

[Projected Closings

[Prospect List

[Prospect Record with Follow-Up.
[Prospect Record with Notes
Sales Report (Landscape)
Sales Report (Portrait)

Sys - Contract Document List





Followup:  SQLSalesBuilder provides reminders for telephone calls, letters and email.  Access is via the SalesBuilder Followup icon on the Toolbar:
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The process for calls, letter and email is very similar.  Once a Followup task is setup, you will be reminded to complete it until it is so identified.  Here is the reminder screen:
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Appointments allows you to use Followup in a manner similar to a reminder calendar.  
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Scheduled Followup Setup involves the Letters, etc. tab:
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Specify the following:
( Type: Letter, Phone Call or email;

( Name: Provide a name to appear on your Reminders screen

( Include on “Today’s” List: If you’d like to be reminded everyday

( For Who:  Select either Visitors, Buyers or Realtors

( # days Before/After Key Date: Specify when this action should be reminded (e.g., 3 days after Visit Date, 20 days before Estimated Closing, etc.)

( Additional Condition to Apply:  Provides a way to ‘filter’ the entire list by condition (e.g., only “A” rated visitors, buyers since January 1, etc.  Conditions are set-up separately and attached to a Followup item via dropdown.
( Document:  Used for letters, CPS recommends utilizing the standard Thanks for Visiting document setup for all users and editing it (since all standard mail merge fields are included).  

( Auto-Load Labels: When you’ve used Followup to prepare and print Letters, this feature then prints labels for the letters.

Special tips:
( Quick Labels:  This feature allows you to print labels, only.  You’re able to specify visitors, buyers, realtors – as well as easy-to-setup conditions.  In addition, you can print an entire page of labels for the same name/address (useful for sending items throughout the escrow process).

( Email:  Email Followup requires configuration:  contact CPS for assistance.  Followup supports straight text, attachments and HTML-style email.
#1 Prospect Input





#2 Select Lot, Plan & Elevation





#3 Select Options





#4 Select a Loan Program





#5 Display Results





Click this button to display Other Costs window as shown.














Amount entered here by agent appears on Net Trans as Adjustments – Price.





Quantity changed to “0”








Record Sale/Deposits and Print Contracts
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