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User Manual
1. The Files Menu

1.1. Properties

1.1.1. Adding A Property Record

[image: image1.png]2 Suburbia Real E:

{5 s s i |

Buyers Interested n Properties »





1. Select Add from the Properties menu item in the Files menu.
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2. Fill in the appropriate fields. To add the new record, press the Add button. To close the screen without saving the record, press the Cancel button.
1.1.2. Changing A Property Record
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1. Select Change from the Properties menu item in the Files menu.
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2. Select a record from the list and press the Change button.
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3. Modify the appropriate fields. To close the screen, press the Close button.
1.1.3. Deleting A Property Record
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1. Select Delete from the Properties menu item in the Files menu.
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2. Select a record from the list and press the View button.
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3. To delete the record, press the Delete button. To close the screen without deleting, press the Cancel button.
1.1.4. Viewing A Property Record
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1. Select View from the Properties menu item in the Files menu.
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2. Select a record from the list and press the View button.
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3. To close the screen, press the Close button.
1.2. Vendors

1.2.1. Adding A Vendor Record
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1. Select Add from the Vendors menu item in the Files menu.
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2. Fill in the appropriate fields. To add the new record, press the Add button. To close the screen without saving the record, press the Cancel button.
1.2.2. Changing A Vendor Record
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1. Select Change from the Vendors menu item in the Files menu.
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2. Select a record from the list and press the Change button.
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3. Modify the appropriate fields. To close the screen, press the Close button.

1.2.3. Deleting A Vendor Record
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1. Select Delete from the Vendors menu item in the Files menu. 

[image: image18.png]| Delete Vendor.





2. Select a record from the list and press the View button. 
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3. To delete the record, press the Delete button. To close the screen without deleting, press the Cancel button.
1.2.4. Viewing A Vendor Record
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1. Select View from the Vendors menu item in the Files menu. 
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2. Select a record from the list and press the View button. 
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3. To close the screen, press the Close button.
1.3. Buyers
1.3.1. Adding A Buyer Record
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1. Select Add from the Buyers menu item in the Files menu.
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2. Fill in the appropriate fields. To add the new record, press the Add button. To close the screen without saving the record, press the Cancel button.
1.3.2. Changing A Buyer Record
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1. Select Change from the Buyers menu item in the Files menu.
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2. Select a record from the list and press the Change button.
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3. Modify the appropriate fields. To close the screen, press the Close button.
1.3.3. Deleting A Buyer Record
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1. Select Delete from the Buyers menu item in the Files menu. 
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2. Select a record from the list and press the View button. 

[image: image30.png]E Delete Buyer

U235

[Utada Hikara

33 Frarkin Steet
|Adelade 54 5000

Solitor [Chstopher Branson
76 Light Square
|Adelaid 5A 5000





3. To delete the record, press the Delete button. To close the screen without deleting, press the Cancel button.
1.3.4. Viewing A Buyer Record
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1. Select View from the Buyers menu item in the Files menu. 
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2. Select a record from the list and press the View button. 
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3. To close the screen, press the Close button.
1.4. Buyers Interested In Properties

1.4.1. Adding A Buyer Interested In A Property Record
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1. Select Add from the Buyers Interested in Properties menu item in the Files menu.

[image: image35.png]) Add Buyer Interested i

BuerCode  [UFTZ34 -

Froperty Code [FZ -

Date TS/2005

Cancel





2. Fill in the appropriate fields. To add the new record, press the Add button. To close the screen without saving the record, press the Cancel button.
1.4.2. Changing A Buyer Interested In A Property Record
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1. Select Change from the Buyers Interested in Properties menu item in the Files menu.
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2. Select a record from the list and press the Change button.
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3. Modify the appropriate fields. To close the screen, press the Close button.
1.4.3. Deleting A Buyer Interested In A Property Record
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1. Select Delete from the Buyers Interested in Properties menu item in the Files menu. 
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2. Select a record from the list and press the View button. 
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3. To delete the record, press the Delete button. To close the screen without deleting, press the Cancel button.
1.4.4. Viewing A Buyer Interested In A Property Record

[image: image42.png]Suburbia Real Estate 8=

lew _ Reports_Exit
Properties
Vendors

Buyers

Buyers Interested n Propertes »





1. Select View from the Buyers Interested in Properties menu item in the Files menu. 
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2. Select a record from the list and press the View button. 
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3. To close the screen, press the Close button.
2. The View Menu
2.1. Viewing A Property Brochure
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1. Select Property Brochure from the View menu. 
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2. Select a record from the list and press the View button.
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2.2. Viewing A Slide Show
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1. Select Slide Show from the View menu. 
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2. To close the Slide Show, click on the image.
2.3. Searching For Property
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1. Select Search for Property from the View menu. 
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2. Key in the appropriate fields and press the Search button. 
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3. Select a record from the list and press the View button.
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4. To close the screen, press the Cancel button.

2.4. Viewing Property
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1. Select View Property from the View menu. 
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2. Select a record from the list and press the View button. 
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3. To close the screen, press the Cancel button.
2.5. Viewing Properties By Buyers
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1. Select Properties by Buyer from the View menu. 
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2. Select a Buyer record from the list and press the View button. 

[image: image59.png]| Properties of interest to Utada Hi





3. Select a Property record from the list and press the View button. 
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4. To close the screen, press the Cancel button.

2.6. Viewing Buyers By Properties
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1. Select Properties by Buyer from the View menu. 
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2. Select a Property record from the list and press the View button. 
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3. Select a Buyer record from the list and press the View button. 
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4. To close the screen, press the Cancel button.

3. The Reports Menu
3.1. Viewing The Properties For Sale Report
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1. Select Properties for Sale from the Reports menu.
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3.2. Viewing The Sold Properties Report
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1. Select Sold Properties from the Reports menu.
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3.3. Printing A Property Brochure
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1. Select Property Brochure from the Reports menu.
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2. Select a brochure from the list and press the Print button.

3.4. Viewing The Vendor Report
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1. Select Vendor Report from the Reports menu.
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3.5. Viewing The Buyer Report
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1. Select Buyer Report from the Reports menu.

[image: image74.png]| Buyer Report

Buyer Report

Address Solicitor

93 Carington Street Kelly Adams
Adelaide SA 5000 24A Grote Street
Adelaide SA 5000

Jarie Botten 22 Grenfellstreet Alan Carey
Adelaide SA 5000 49 Seaview Road
Henley Beach 5A 5022

Barat Lindquist 162 Halfax street David Black
Adelaide SA 5000 282 Gibert Street
Adelaide SA 5000

Utada Hikaru 33 Frankiin street Christopher Branson

Adelaide SA 5000 76 Light Square
Adelaide SA 5000

pege: 1L (T > 1| _»f‘





4. Exit
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1. To exit the system, select Exit from the menu bar.
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