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User Guide
For Weichert Affiliates Offices Using Pro Gold Software
Purpose


In collaboration with the Pro Gold software company, a system was developed where the information entered in Pro Gold can be transmitted automatically to the WREA Reporting System eliminating the double entering of information. 


Pro Gold software has made some changes to include more information that we expected to be entered in the WREA Reporting System.

 Requirements
1) Please contact Pro Gold to make sure that you have the latest version of the software installed in your office.
2) All support and training for your Pro Gold software will be handled by Taro Network. Please make sure that you have always the latest version installed to avoid missing patches or new features requested by us.
3) Once you have the latest version installed, please follow carefully their instructions for doing the Office Setup that will include your Weichert Affiliate Office ID and Company ID. New Offices that have not yet received an ID, please contact WREA.

4) Pro Gold has changed its software to provide some fields that are mandatory in WREA Reporting System and must be completed for the success of the process:

· Office MLS information

· For each sales associate, their MLS information, license date and email address. Missing information may result in not creating an ID for the sales associate that is necessary in order to give him/her access to weichertrealtors.net and weichertone.com as well as credit for awards.
· For each listing at least one seller information is required with a phone number, listing date, expiration date, listing price, listing agent 
· For each Sale Contract these are the required information:  minimum one buyer information with a phone number, contract date, projected closing date, sales price and projected commission split for each sale contract.  
· “Other Income” must be entered into Pro Gold by the last day of the current month using the Weichert Property Type to identify the type of other income.

For all this new required information please follow the vendor user guide.

5)   For offices that are already using the WREA Reporting System:

· Please check that the sales associates Social Security Numbers are the same in your office system and in WREA Reporting System to avoid a sales associate with multiple Ids.  Also make sure that the MLS Id’s for your sales associates are identical to what you have in your office system. 

·  For every Active/Pending transaction in WREA reporting System, please key in the “Office Reference ID” from your office system in the Property Maintenance or CoBroker Property Maintenance Screens. 

In WREA reporting System, from the Active Listings & Pending Sales option the Print Key will allow you to see the “Office Reference ID”.
· For every currently Closed transaction in WREA reporting System which has not been processed by WREA, please key in the “Office Reference ID” from your office system in the “Closed Transactions – Office Reference # Entry” Screen (#70 on the Listing/Sales & Other Income Menu).  The Print Key will allow you to see the “Office Reference ID”.
These steps are necessary to build a cross reference between the office ID and the WREA system ID in order to avoid duplicate listings in our system. 

· In Pro Gold system, go to “Property Menu” and take the Property ID (PID) and enter it into WREA Reporting System as the Office Reference ID.
· Before the start of the Data Feed (FTP) process, please make sure that the existing broker names in WREA Reporting system match the ones in your system to avoid duplicates.  You should also have the following three Brokers in your system exactly how they are spelled here; RELO Network, Weichert Lead Network and Weichert Relo. Resources.  These should be used every time you get a referral from these companies.
* All Active and Pending transactions as well as Sales Associate and Broker information must be in synch (identical) between your office system and WREA Reporting System. The Total Gross Commission, Referral Broker (listing and/or sale side) and referral amount and assigned associates must be the same in both systems.  
* All currently closed transactions must be in synch (identical) between your office system and WREA Reporting System.  Transactions that are “currently” Closed are those that you closed in WREA but have not been processed through our Month-End yet.  The Total Gross Commission, Referral Broker (listing and/or sale side) and referral amount and assigned associates must be the same in both systems.  
6) For offices that are new to WREA Reporting System:
· At the start, all of your active/pending transactions will be uploaded into WREA Reporting System. Please consult your software provider how to exclude Exempt Transactions. 

7) All offices will still need to enter and maintain their Office Staff into the WREA Reporting System, because they may not be part of a normal listing feed.
8) New offices must first enter all of your sales associates into the WREA Reporting System before you can take part in this data feed.  This is not only needed for the data feed process but is also needed to allow your sales associates access to the Weichert intranet site and have a presence on Weichert.Com.  Once you are sending data to WREA through the data feed, you will not have to manually maintain your list of sales associates in WREA RS except if you have to change the Social Security Number, has to be done simultaneously in both systems.
9) Existing offices must make sure the sales associates in the WREA Reporting System are in synch with your list of sales associates in Pro Gold and their Social Security Numbers are identical in both systems. Once you are sending data to WREA through the data feed, you will not have to manually maintain your list of sales associates in WREA RS except if you have to change the Social Security Number, has to be done simultaneously in both systems. 

10) Companies with multiple offices: If you have a sales associate that will be active in two or more offices, you must add that associate to those additional offices in WREA Reporting System, using the same social security number and MLS Id.  You can also use the “Transfer Agent” option within WREA RS to transfer a sales associate to an additional office.  

11) With all the steps finished you have to contact Weichert Real Estate Affiliates to inform Taro Systems that your offices are ready for the Data Export and they will instruct you with the Data Export Process. A week before Month End Closing no new company can be started on this process. After the Data Feed (FTP) process is up and running we expect to collect information from each office on daily base. Once a day, at the end of the day, you will send that days data to WREA. If you miss a day (Vacation, Sick, Forgot, Weekend …) you can change the date range to include the missed day(s) in your next data feed.
12) In the WREA Reporting system you can have access to every option except:
Add Office Listing 

Add Co Broker Listing

Add Office Sales

Add Co Broker Sales 

Once you are sending WREA data from Pro Gold, you must still do the following on a regular basis in the WREA Reporting System.

· Check your transactions in WREA RS.

· Keep your Contacts up to date for Management/Office Staff.

· Prior to Month-End, check your closings to make sure they are accurate under option “Closed Transactions to be processed” found on the Financial Menu. When the list is printed you receive a detailed report with your transactions including the PID from Pro Gold. Please verify that the two systems are in synch.
· Run Weichert Reports when necessary.  Awards, Trend and Financials. 

· Check the error report generated after each data export processed and validated, found in WREA RS under “My Reports” on the major menu. . This error report will be sent to the one assigned person in your office. Correct the errors in Pro Gold which are identified in our error report.   
You will still be able to make changes in WREA reporting system but be aware that a change in your office system may override it when it comes through the Data Feed (FTP) process.  
Appendix A: 
Property Types
In WREA RS, are two categories of Property Type used for: 


- Listings 



06 COMMERCIAL    



02 NEW CONSTRUCTIONS           



07 NEW HOME TRACT



01 RESALE        



05 RESALE LAND    


- Other Income with the GCI and Sales Associate information



11 INCOMING REFERRALS 



12 MORTGAGE ORIGINATION



13 RENTAL/LEASE



14 PROPERTY MANAGEMENT FEE



15 INCOME FROM OTHER CATEGORIES

Taro Systems customized their product to include the property types. When you are entering a property, click on the Franchise tab: 
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Use  “Weichert Settings” and please pick the property type based on the above list:
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Please make note: do not use Referral property type only if you received an income for an outgoing referral. 

If your company received a referral for Listing/Sales side use the Listing Referral Broker/Seller Referral Broker box to pick the proper name from your list or add a new name to your list and enter the proper Referral amount to the Listing/Sales side depending for which side the referral have been received.  If referral was received from one of the following RELO Network, Weichert Lead Network and Weichert Relo. Resources, please enter the names exactly how it shows.
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