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HOW TO LOG IN

STEP 1 STEP 2

Go to
www.TheRealAuthority.com

!

R2 The Real Authority | Real Estate | X +

Click
Client Login

& c @ publictherealauthority.com

T H E AUTH o RIT I HOME MENU FIND A COMMUNITY CLIENT LOGIN CONTACT PRICING

REAL ESTATE SUCCESS * REAL SIMPLE = REAL FAST

STEP 3

Enter Your Email Address & Password

Email Address:

Password:

Forgot your password?

.Continue n.

e Open up any web browser such as Chrome, Safari, etc.

e Go to www.therealauthority.com

e Click the “Client Login” tab and enter your email address and password. If you haven’t
changed your password yet, use the temporary password which we provided to you.

¢ Click the Continue button to proceed to your account.

o If you have forgotten your password after changing it, click “Forgot your password?” and
follow the instructions.

¢ If you have any problems logging in, please send a help request to
service@therealauthority.com

Back to Top
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HOW TO MANAGE
YOUR SUBSCRIPTIONS

After you login, you always start on your “Subscriptions” page. You can navigate to other pages

in your account by clicking “Profile”, “Broker”, “Customize”, “Change Password” and “Billing”.
These other pages will be covered later in this guide.

To Change the Color of a
Subscription Click the

To Add Another Subscription
Click “Add a Neighborhood”

To Cancel a

Subscription,
“Color or B&W” Pull-down

Click “Cancel”

Subscriptions - Profil Broker - Customize -

Change Passwor
Subscr

- Billing
ions

Add a Neighborhood

Download

Estimated # of Color or B&W Estimated Status
Mailing List Homeowners
@

Browse Mailing List @&

Action
Bi-Monthly Fee
L2 3[22(5 s = 25 Color ~| $23.75  Active Cancel

Download Mailing List & Browse Mailing List will be covered later in this guide.

The Estimated # of Homeowners is the total number of unique homeowners with a mailing address
in the U.S. This may differ from the # of homes for the following reasons:

o The mailing addresses of some owners are outside of the U.S.

o A person on the mailing list owns multiple properties.

o Some of the properties are vacant lots.

The Estimated Bi-Monthly Fee is based upon the Estimated # of Homeowners and does not reflect

the actual fee you will be charged. The actual amount you are charged will be reduced for each owner
that is removed from the mailing list.

The status of each subscription is shown under the heading “Status”, and may be:
o Active - This is an active subscription that will receive your report every other month.
o Canceled - This is a prior reservation or subscription that you canceled.

o Waiting List - This is a community that you placed on your waiting list.

In addition to canceling a subscription, you may also resume a subscription or subscribe to a
community that you placed on your waiting list if and when it becomes available.

’ . Back to Top
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HOW TO UPDATE
YOUR PROFILE

STEP 1
Click “Profile”

STEP 2

Edit Your Profile

Subscriptions - Profile - Broker - Customize - Change Password - Billing
Edit Profile

Read fields are required.

Email Address: Sue@AcmeRealty.com Your Picture:
First Name: Sue '
Last Name: Realtor
Phone: 5555555555
Enter 10 digit number including area code
Fax: 5555555556 '

Enter 10 digit number including area code
Website: www.AcmeRealty.com

Browse...

: ; Click "Bruwse'; to add your picture. Please ensure the file you
Save Changes select is high-resolution and is in one of the following formats:

L

jpa/fipeq, png, gif, bmp

STEP 3

Save Your Changes

This information will appear on your cover letter exactly as it is entered, except your phone and fax numbers
which will be formatted as (000) 000-0000.

Email, First Name, Last Name and Phone are required. Fax, Website and Your Picture are optional. If you
would like to include additional information, please send your request to service@therealauthority.com.

To upload a picture, please click “Browse”, locate the file on your computer, click “Open” in the dialog box,
then click “Save Changes”. It may take several seconds for your picture to display. The file must be in one
of the formats listed. We recommend a high-resolution picture, which will typically be a file that is over
100KB in size.

Fields that are in red are required.

Please ensure the file you select is high-resolution and is in one of the following formats: .jpg/jpeg, png, gif,
bmp.

Back to Top
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HOW TO UPDATE
YOUR BROKER INFO

STEP 1
Click “Broker”

STEP 2

Edit Your Broker Info

Subscriptions - Profile - Broker - Customize - Change Password - Billing

Edit Broker Intbrmation

Read fields are required.

Broker: \Acme Realty Logo:
Street Address: |123 Main Street '

City: |Anywhere '_ &\T}{
State: FL | Y

Zip: (00000 = o
YOUR LOGO
Save Changes

) 3 | || Browse...
Click "Browse™ to add vour broker's approved logo.
Please ensure the file you select is high-resolution
and is in one of the following formats: jpa/ipea,

STEP 3 pro. ot Bme

Save Your Changes

The Broker Name and address is legally required and will only appear in small type as the return
address on your cover letter. It will appear on your cover letter exactly as it is entered on this page.
Please use the name of your firm, not the name of your actual broker. The logo is optional, but we
strongly recommend using one.

To upload a logo, please click “Browse”, locate the file on your computer, click “Open” in the dialog
box, then click “Save Changes”. It may take several seconds for your picture to display. The file must
be in one of the formats listed. We recommend a high-resolution picture, which will typically be a file
that is over 100KB in size.

Back to Top




HOW TO CUSTOMIZE

YOUR COVER LETTER
STEP 1

Click “Cover Letters”

l - Edit
View Cover

Subscriptions - Profile - Brokerage -| Cover Letters|- Change Password - Invoices - Billing iltor (Customized) @ (O]

View Edit
County Neighborhood Template PDE Cover
Letter
Pinal Beaggs Estates Text - Qualities of a Great Realtor (Customized) @ Q
Page 1 Displays: Text ~ Hover here to see your background image

Click “Edit Cover Letter”

Salutation Font: |Segoe Script 2 v

Edit Insert Fommat Tools Help

Ic
th
il
iii
iii

Paragraph Arial 10pt B I

Av2-L Q@ | _ STEP 3

Make your text changes in

°
Whenever you consider your options for selling your valuable property, choosing the right real estate agent is one fhe ed“‘or.
of the most crucial decisions you'll make. A truly great agent will be more than just someone who lists your house;

they will be a trusted advisor, a skilled negotiator, and a dedicated partner throughout the entire process. So, what *M ore defglls belo W.
qualities should you be looking for in a real estate professional who will truly serve your best interests?

443 words

STEP 4

Restore Default Text | Use for All Subscriptions

Click “Save & Preview”

e Choose whether Page 1 Displays “Text” only or “lllustration” which will display one of our designs on page 1.

e You can only choose a background if you choose a “Text” only letter. Click “Change Background” to choose from many
options.

o Do not copy/paste in the text box, as it may not display properly on your printed cover letter. Paste as “Plain Text”.

e Please be sure you click “Save & Preview” when you are finished editing to save your changes. You should also click “Save
& Preview” even if you want to come back and finish later. If you don’t click “Save & Preview” you will lose your current edits.
You can also click “Use for All Neighborhoods” to apply your text to all your current subscriptions when you’ve finished
editing your first cover letter.

e To use this cover letter for all your neighborhoods, click "Use for All Subscriptions”. To restore the default cover letter, click
"Restore Default Text".

e Do not include salutations (e.g. "Dear Homeowner") or closings (e.g. "Sincerely, Your Agent") in your custom cover letters.
The final report will include a salutation and closing unless you have asked us to omit either. Note that if you are using a
salutation, you can control its font to match changes you may have made to the rest of the letter.

¢ Review your changes carefully. Custom cover letters will appear in your reports exactly as shown by Save & Preview. The
Real Authority is not responsible for reviewing your custom cover letters.

( \ Back to Top
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HOW TO UPDATE
YOUR PASSWORD

STEP 1

Click “Change Password”

Subscriptions - Profile - Broker - Customize - Change Password - Billing

Change Password

Red fields are required.
Your Current Password: |

Your New Password:

' _ STEP 2
- Update Your Password

Retype New Password:

:Change Password

L}

STEP 3

Save Your Changes

Your password can be any combination of letters or numbers. There are no restrictions on the length
of your password, no special characters are necessary, and you do not need to use both letters and
numbers.

If you did not select a password when you set up your account, your temporary password will be
12345.

If you forget your password, you can click “Forgot your password?” on the “Client Login” page and
follow the instructions to receive a temporary password. Then, you can update your temporary
password to something you will remember on this page.

If you have problems updating your password, please email service@therealauthority.com.

Back to Top
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HOW TO UPDATE
YOUR BILLING INFO

STEP 1
Click “Billing”

Subscriptions - Profile - Broker - Customize - Change Password - Billing

Billing

. . SECURED BY
Red fields are required. Geolrust

elick to werify
22May1219:19 GMT

Card Type: 'Visa =l

Name on Card: :_Sue Realtor STEP 2

Card Number: s Update Your
Enter nur.neric digits. No ldashes or spaces. Cred“ qud Info

Expiration: 10 ||/ 2015 j

Street Address: 123 Main Street

Zip Code: 00000

Save Changes |

L}

STEP 3

Save Your Changes

You can use Visa, MasterCard or American Express.

Do not include any spaces when entering your credit card number.

When entering your street address, please do not enter the city and state.
Once entered, your credit card is encrypted and stored on a secure server.

We do not recommend using a Visa or MasterCard debit card. If you do use a debit card, please be
sure you have sufficient funds in your account on each billing date. The Real Authority will not be
responsible for any charges incurred as a result of insufficient funds.

If you have any questions about billing, please email service@therealauthority.com for instructions.

( \ Back to Top
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HOW TO CUSTOMIZE
YOUR MAILING LISTS

STEP 1

Click “Subscriptions”

Subscriptions - Profile - Broker - Customize - Change Password - Billing

STEP 2 Click The Name Of A Subscription To See lts Mailing List
Add a Neighborh

Download Bro Mailing List @ Estimated # of Color or B&W Estimated Status Action
Mailing List Homeowners Bi-Monthly Fee
@
= Arbors at Branch - , I
N4 = 25 Color | $23.75  Active Cancel
= Creek - = !
L] oge
STEP 3 Click The Pulldown To Change The Mailing Status Of An Owner
. Owner Owner
R t 0 M P rty Add o 1 t 0 Cit 5
epu‘a us Owner Name roperty ress wner Stree wner Gity o 0 Zip Code
T ; I= | . 24063 Park Place Dr S-Bldg 24063 Park Place Dr S-Bldg Port
| Mail _I Edward Anteblian 2j-Unit 72 2i-Unit 72 charlotte FL 33980
[ =1 . 24116 Green Heron Dr -Bldg Port
| Do Mat kdail J Michael &pigo BUnit 5 1242 Green Oak Trl Charlotte FL 23948
T . = . 24105 Green Heron Dr -Bldg Sdg 20010 10000 MNw 25 St, N
_ rdail _I Edwige Balutansky H-Unit 20 unit 1 Miarni FL 33172
[ il . 241532 Green Heron Dr -Bldg Port
| Da Nat kail j Theresa Benedetti Uit 96 17138 Galleon Ter charlotte FL 33948

Your changes to the mailing lists are saved instantly. There is no need to click a “Save” button. To customize more than
one list, click “Back to Subscriptions” when you are finished with one list, and select another.

Owners you mark “Do Not Mail” will always be excluded from your mailings unless you change their status back to “Mail”.
If an owner marked “Do Not Mail” transfers the property to a new owner, the new owner will be marked “Mail”.

If you would like to revise the name of an owner, or add additional addresses to your mailing list, please email your
request to service@therealauthority.com.

Mailing lists for a new subscription won't be available until 1 business day after the subscription is completed.

Please be advised: you are allowed to scrub a maximum of 5% of total owners from the mailing lists.

Back to Top
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HOW TO DOWNLOAD
YOUR MAILING LISTS

STEP 1

Click “Subscriptions”

Subscriptions - Profile - Broker - Customize -

Change Password - Billing

STEP 2 Click The Arrow Next To A Subscription To Download Its Mailing List

Add a MNei rhood

Download rowse Mailing List @ Estimated # of Color or B&W Estimated Status Action

Mailing List Homeowners Bi-Monthly Fee

@

= rbors at Branch - . =
w 25 Color = 23.75 Active Cancel
= reek ’ - | § !
H ] PRl 1] ”
STEP 3 cClick “Save File” and “OK
8 Opening Sea Woods.cs¥ _5[ . o
¥ou have chosen to open
I%] Sea Woods.csy
which is & Micrasoft Excel Comma Separated Yalues Fil Broker « Customize - Change Password - Billing
fram: http:fitherealauthority. com
S u bsc Il pt wWhat should Firefioe: do with this filer
{ o]ul= 2 dy B | licr osoft Excel (default)
Add a Neighb = SaveFie
™ Do this automatically For files like this from now on,

Download r or B&w Estimated Status Action
Mailing List @ Bi-Monthly Fee
& o | _coed | [color | $202.35  Active Cancel

The mailing list will be contained in a comma separated values (“CSV”) file. This is a format that can
be used by any other vendor, in a mail merge, or to print your own labels or envelopes.

The mailing list cannot be downloaded until several days after your first mailing. If you require a
mailing list before your first mailing, please send a request to service@therealauthority.com.

Back to Top
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