Boston Apartments User Guide
Agent login Page -  to access the listings in our database.
http://www.bostonapartments.com/lacms
Public Website -  where the listings are publicly displayed.  

http://www.bostonapartments.com/copleysq.htm
This is linked to and from our www.copleyrealestate.com website. 
Each agent has their own unique username and password. This allows the system to track who has entered the listing and who has updated the listing and the dates of each..


User Name: 
your first name with first letter capitalized

Password: 
Copley
NAVIGATION
[image: image1.jpg]BostonApartments.com| Gt ke estare

Agency Area|logout
SHot list Ads/Listings
Home | Password | Preferences | Logout

Ads | Landlords | Clients | Listings | Reports

Wednesday September 26th, 2007
Calendar

4

Compose




Main Menu Functions

Ads: any ad placed for sale or rent, parking spaces, commercial spaces, or residential spaces are listed thru this service.  All company ads will be viewable in this screen.  You can check the box before each ad & delete, de-activate, make no fee, or make fee negotiable in an efficient manner.

Landlords:  This is the landlord list.  You can add a landlord and view current contact info.
Clients: 
client management tool ( if you want to use it)
Listings:  
This is where you will find our listings. You can do a search by entering the specific criteria, or merely sort the listings based on a specific detail using the various view functions.
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Features of the listings views.


On the top of the the listings you will have three options, be sure to click the “Show only active lisings” which will display the currently available units.
z
Top of Form

Bottom of Form

Show all listings -
 Show only GregV's listings -

 Show only active listings
 Under the various views following you will be able to see certain details about a listing and the sort by a specific feature by clicking the column name at the top.  This eliminates the need for the Search Tool

Customer Search Private, 
Customer Search Public, 
Data, 
Descriptive,,
ID- Landlord Sort, 

Landlord Update

Click on each view and familiarize yourself with the details found in each and select the one that best suits your needs.
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 click the pen to view the complete details of any individual listing.

Ad | Listing  |  Photos   | Dealsheets  |    Printouts   

Copy | Add to Hot List      

 VIEW:   
Full



Simple

Secondary Functions located above the Main Menu are:


Home: 

Return to Initial Entry Page 

Password: 

You can change your password here.
Preferences: 
If you are logging in for the first time or have yet to do so, please change the following options

Number of Ads displayed per page. -  set to 100, makes it easier to see all the listings
Personal Signature. – Type just your name and/or cell#, the office information is already 



in each ad.


User Software Version:  2.0



Default view for editing, composing & viewing ads - Full


Automatically update Landlord info when link is visited.- Yes


- - Click SAVE at the bottom after making these changes.. - -

Log-out:  Ends your session.

How to Add a Listing
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The first thing you must do is to enter the landlord into the database 

Once the Landlord information is present, enter a listing into the database, hit “Compose” at the top right hand corner of your screen.  
OR

You can go to a similar listing by that same landlord, and click copy, make the changes, and hit save. 
How to edit a listing
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If a place has been rented.


Unless there is a chance that your clients may not get accepted and the unit can still be shown, go into the listing view and click both the available symbol  [image: image5.jpg]


  to deactivate the listing and the advertising symbol [image: image6.png]


 to remove it from the advertisements.  
If you simply want to 

· Pictures are easy..  You edit and ad, click on Photos, click on "new photo" click browse button and select your picture the same way you attach something to an email.  You can have as many photos as you like. You can only send 1 at a time.
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