Receive Monthly Production Summary by Email

SUMMARY
Agents can receive monthly production reports containing their year-to-date and previous
month's production numbers, including sales volumes and commissions.

Short version: To turn on the company-wide setting to allow the reports to be sent: 1) Click your
name in the upper right corner then "Admin / Settings". 2) Click “Email monthly production

summary to agents” 3) Click [Save Settings]. All agents will be set to individually receive the report
by default.
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What's Included

The following sample report displays the figures included in the agent production reports.

Coffee is for Closers Realty
Stats for Carol Francis

Questions about this report? Check out these answers »

Last Month
May 2018

0 Transactions Closed

Calendar Year-to-date
January 1, 2018 to May 31, 2018

1 Transaction Closed
1 Listing Closed
1 Sale Closed

$1,000,000.00

$24,000.00

-$150.00

$23,850.00

$23,450.00
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Your Fiscal Year-to-date
January 15, 2018 to May 31, 2018
Based on your start date: January 15

1 Transaction Closed
1 Listing Closed
1 Sale Closed

$1,000,000.00 in Sales Volume

$24,000.00 in Gross Commissions Earned

-$150.00 in Fees & Taxes Paid

$23,850.00 in Net Commission Earned

-$400.00 in Deductions

$23,450.00 in Net Amount Received

Click here to log in and a download a commission report with a custom date range.

Questions about this report?
Check out these answers »

Enable Production Reports

To allow agents to receive monthly production reports, a global setting must be enabled.

o Go to Admin / Settings by clicking your name in the upper right corner, then [Admin /
Settings].

e Click [Email monthly production summary to agents].

@ Email agents expiring and closing transaction reminders
@ Email agents when admin comments on documents.

Email monthly production summary to agents I

Check this box if you want the system to send a

monthly email to each agent with their prior
 Enable New Offer feature month's and year-to-date production figures
such as sales volume and commissions.

Enable auto-expiration of listings
Agents can opt out of receiving the reports by
" Allow agents to change transaction status to closed, terminated, and unchecking "Receive monthly production
expired summary by email” on their Personal Profile
page.
Only include completed transactions in monthly backups

0 Click [Save Settings].

Email a Monthly Production Summary to Agents

Each agent can control whether they receive monthly production reports or not. Agents are set to
receive the reports by default but can opt out of receiving them. The reports are emailed on the
5th of each month. Agents can opt out of receiving a monthly production summary email by
following these steps:

0 Go to your Personal Profile by clicking your name in the upper right corner, then [Personal
Profile].

e Check or uncheck the "Receive monthly production summary by email," depending on
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whether the reports should be received or not.

Receive email acknowledgement whenever you send in docs to your
maildrop

I Receive monthly production summary by email I . .
Check this box to receive a monthly email
containing your YTD and last month's

| Receive notification when agen! s to a transaction
SEEEIng il en agent adds doc to a transactlo production figures such as sales volume and

commissions.

Receive daily email with upcoming tasks

0 Click [Save Settings].

T y bove settings are available for Paperless Pipeline accounts that have the reporting module

FAQ

Q: Why did I receive the YTD Production Report email?

A: You received this report because your office has turned on this feature for you in Paperless Pipeline.

Q: | don’t want to receive this report. How do | turn it off?

A: To opt out of receiving this report, log in to Paperless Pipeline and click your name in the upper right
corner, then select "Personal Profile". Uncheck “Receive monthly production summary by email”, then
save.

Q:I’'m not sure the figures in this report are accurate. Whom should | talk to about this?

A: If you have questions about specific figures on this report, contact your office admin. If you are logged
into Paperless Pipeline, the contact info for your admin is located on the left menu of your dashboard
under Admin & Support.

Q: Can I receive this report more often or less often?

A: This report is automatically emailed the first week of each month. It can not be sent more or less often
than this. However, your office admin can run a report for you with similar information for other
timeframes. If you are logged into Paperless Pipeline, the contact info for your admin is located on the left
menu of your dashboard under Admin & Support.

Q: I'd like to see more details about my production in this report. Whom should I talk to?

A: Contact your office admin and let them know what other information you’d find useful in this report.



