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Introduction

Congratulations! By purchasing Complete Data Individual you have the tools and the power  

to propel yourself and your business into the stratosphere. 

Complete Data Individual will systemise and organise you and your business to enable you to 

carry more listings and close more sales than you ever thought possible.

Real estate is all about building relationships with as many people as possible. Your decision  

to purchase Complete Data Individual will allow you to work with and nurture hundreds  

of potential and current vendors and buyers to a standard that is impossible with a  

manual system.

Complete Data Individual will:

• Manage your contacts

• Send letters, emails and SMS’s

• Set follow-up trails

• Conduct appraisals

• Manage listings

• Help you with sales advice

• Organise and track inspections

• Construct an ideal week

• Print reports

• Set goals.

What is the purpose of this guide?

The purpose of this guide is to provide you with the key points you need to know to get started 

with Complete Data Individual. It is not designed to be a comprehensive guide to all the 

features of the system but rather to get you up and running quickly, as we appreciate how 

valuable your time is to you.

So start saying “goodbye” to unproductive and repetitive tasks and “hello” to opportunity and 

peak performance!
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Getting Started with Complete Data Individual

Complete Data Individual is a series of 22 databases that share information. It operates quite 

differently to Microsoft Word or Internet Explorer.

To get the most from Complete Data, the following points are vital:

1)  Your computer must have Microsoft Word 2000 or a later version installed on it in order to 

perform a mail merge.

2)   You need to know your SMTP mail server address. If you use Microsoft Outlook to send 

emails and you are using an SMTP mail server, you can do the following to work out your 

SMTP mail server address: 

 • Open Microsoft Outlook and go to the Tools menu and select Email Accounts. 

  •  Select ‘View or Change Existing Email Accounts’ and click Next. This will open  

a window called Email Accounts - double click on your account. In the next  

screen under the heading Outgoing Mail Server (SMTP) there will be an address  

that looks like this: smtp.completedata.com.au or mail.bigpond.com - this is your  

SMTP address. Make a note of this address.

�)  It will be helpful if you know the basic elements of mail merging. If you do not understand 

mail merging, please consult the Microsoft Word manual or online help.

�)  You should write down your current standard Trails should you wish to include them in the 

program. How do you work a prospective vendor? How many times would you call them? 

Write a list of the steps of your Trails so that you can refer to them when you come to the 

Trails section within the database. 

5)  Copy all your standard letters. Complete Data Individual comes with over 50 standard 

letters. It is up to you to determine if they are applicable to your market and the way you 

run your business. If not, then you are able to modify them.
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Getting Started with Complete Data Individual 

Installing Complete Data Individual

1.   Insert the Complete Data Individual CD into your CD drive. The Complete Data Individual 

Setup screen should appear - if this doesn’t appear automatically go to My Computer 

and double click the ‘CD Individual’ CD.

2.   If you downloaded a trial copy of Complete Data Individual, double click the  

‘cd_individual_setup.exe’ file that you downloaded in order to begin.

�.  Click Next on each screen that appears (there is no need to change any of the settings).

�.   Click the Finish button at the end of the installation. 

5.   A shortcut will be placed on your desktop named ‘Complete Data Individual’. Double 

click this icon on your desktop to launch Complete Data Individual. As this is the first time 

you have launched the program the Complete Data Initial Setup screen appears: 
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Getting Started with Complete Data Individual 

Installing Complete Data Individual cont.

6.   Fill out the details to proceed - you must enter at least your First Name and Surname  

to continue.

7.   After you have entered your details the Complete Data Licence Agreement will appear 

-click the green button ‘Yes I accept the terms of this agreement’ to proceed to the  

Main Menu of Complete Data Individual which looks like this:

Opening Complete Data Individual for the second time

The first time you launch Complete Data Individual you are logged in automatically without 

having to enter an Account Name or Password. Any subsequent launches of the program will 

require both an Account Name and Password:
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Getting Started with Complete Data Individual

Opening Complete Data Individual for the second time cont.

Your Account Name is a combination of your First Name and Surname that you entered in the 

Complete Data Initial Setup screen at Step 6, for example, if you entered ‘Lee’ as the First Name 

and ‘Woodward’ as the Surname your Account Name is ‘Lee Woodward’. The Password is 

‘password’ - note that the password is case sensitive but the Account Name is not.

If you have successfully entered the correct Account Name and Password, Complete Data 

Individual will open and you will be taken to the Main Menu again. To set your Account 

Name as the default Account Name so you do not have to enter this again, go to the Edit 

Menu>Preferences and type in your Account Name in the User Name field, i.e. your first name 

and last name.

In future, when you open Complete Data Individual, you will only need to enter your password.

Changing your Complete Data Individual password

1.  Open Complete Data Individual (Do NOT click the Change Password button in the screen 

when you enter your Account Name and Password).

2.  From the Main Menu click My Settings.

�.  Click the ‘Change My Password’ button.

�.  Enter your current password and your new password twice (to confirm change).

Remember your Account Name is not case sensitive but your Password is.
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Getting Started with Complete Data Individual 

Updating your details

To update and enter additional details:

1.   From the Main Menu click the My Settings button. Some of the details that were entered 

during the installation will appear and you can update and enter additional details.

2.  Enter your SMTP mail server address. Once this has been entered you will be able to send 

emails from Complete Data Individual. If you don’t know your SMTP mail server address talk 

to your IT person or Internet Service Provider.

�.  Enter your own personal email signature that will be included at the end of every email 

you send from Complete Data Individual.

To return to the Main Menu click on the Complete Data logo

Some important points to remember when working in Complete Data

As mentioned earlier, Complete Data Individual is a series of 22 databases that share 

information. It operates in a completely different way to Windows or the Internet. In order to 

perform certain functions you have to be in a particular database. For instance, if you wish to 

add a new contact, you can only do it in the Contacts database. You could not do it from the 

Appraisals database.

Remember the following points:

• There is no Back button in Complete Data

  A database and a web browser like Internet Explorer operate in completely different ways. 

In Complete Data Individual, you constantly move from one database to another. You are 

not simply going from one page to another like you are in a web browser and therefore 

it was not possible to include the Back button function in the program. See overleaf for 

details on how to move around in Complete Data Individual.

• Complete Data saves your work automatically

  Everything you do in Complete Data Individual is automatically saved so there is  

no need to remember to save. Once a record has been deleted however, it is 

permanently removed.
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Some important points to remember when working in Complete Data 

cont. 

• Back up your files regularly

  It is highly recommended that you back up your files on a regular basis in the event that 

your files become lost, damaged or inadvertently deleted. There is a Backup button on 

the Main Menu of Complete Data Individual and each time you close the program you 

are prompted to save to a backup. We speak regularly with clients who were too busy to 

implement a backup routine and then had an unexpected encounter with one of  

the following:

 - computers being stolen

 - computer failure (e.g. hard drive failure)

 - data loss due to a virus etc.

 - air conditioners flooding computers

  -  relying on automated backup systems that were not actually doing anything  

(if you have one, make sure it is regularly checked).

• Commit to data integrity

  Data integrity is important. It means that you should have rules about how you enter the 

details of your clients. The more diligent and uniform you are with entering data, the more 

you will get out of Complete Data Individual.
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Getting Started with Complete Data Individual

Moving around in Complete Data Individual

There are four different ways to move around in Complete Data Individual: 

1)  The red buttons that are along the top of all of the main screens in the program. 

2)  The Toolbar options on the left-hand side of the screen.

�)  The drop-down menus at the top of the screen.

�)  The Window menu at the top of each database window.
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Getting Started with Complete Data Individual

Moving around in Complete Data Individual cont. 

The most efficient way to move around Complete Data Individual is to use the Window menu at 

the top of each database window. Each of the databases that you have previously opened is 

listed there and you simply click on the one you want to go back to.

By choosing one of the selections you can move easily from one database to another.

Understanding the concepts discussed so far in this guide will help to minimise frustration as you 

begin to navigate your way around the program. Learning something new is always hard and 

perhaps even painful but the rewards will be worth the pain. And remember, once you master 

a new skill, it’s as if you have done it all your life! 
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The Main Menu

The Main Menu is the first screen you see when Complete Data Individual is launched.

This is your access point for every part of the program. Should you become lost, simply click 

the Complete Data logo (found in the top left-hand corner of every window) and you will be 

returned to the Main Menu.
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The Main Menu 

What can you see and do on the Main Menu?

Displayed at the top of the Main Menu is the Thought for the Day - a quote that changes each 

time you logon. It is sourced randomly from a database of several hundred quotes.

In the bottom left-hand corner of the screen is the name of the user that has logged on to 

Complete Data Individual, along with the date and time of the current user’s logon. The version 

number of the program is displayed underneath the user logon information.

There are nine red buttons and six grey buttons on the Main Menu screen.

The nine red buttons perform the following functions:

•  Contacts - opens the Contacts database, which contains contact details for vendors,  

buyers etc.

•  Scheduled Tasks - opens the Scheduled Tasks database, where all your scheduled 

activities for contacts and listings are stored, e.g. phone calls, emails, SMS’s and letters.

•  Appraisals - opens the Appraisals database and displays all previously entered  

market appraisals.

• Listings - opens the Listings database and displays all currently listed properties.

•  Inspections - opens the Inspections database, displaying records of all inspections that 

have been recorded by agents for listed properties.

•  Results - opens the Results database where you can track your Key Performance  

Indicators (KPIs).

•  Goals - opens the Goals database, where users can enter their personal goals and track 

their progress.
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The Main Menu

What can you see and do on the Main Menu? cont.

•  Sales Advice - shows any listings with a status of ‘Exchanged’.

•  Reports - takes you to the Reports screen where you can access a number of pre-loaded 

reports for salespeople and principals.

The six grey buttons perform the following functions: 

•  Backup - automatically backs up Complete Data Individual into a compressed .zip file. 

It does not back up the Microsoft Word mail merge letters which should be backed up 

separately.

•  My Settings - where you set up your personal information and preferences. 

•  Close - exits Complete Data Individual.

•  Systems - takes you to the Systems screen where you set up Trails and letters.

•  Control Centre - summarises important data in one screen, saving you time.

•  GotoAssist – click on this button, if requested by a technical support representative, to 

begin a remote online help session.
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The Systems Screen

The Systems screen contains a number of databases used to store information. It is also the area 

where you will be able to establish your own customised letters and Trails. Once established, 

the program utilises the information stored here without you even realising it. Clicking on the 

Systems button will take you to a screen which looks like this:

Here is a brief outline of the functionality of each button on the Systems screen:

•  Letters - opens the Letters database which stores records of all the Microsoft Word letters 

used within Complete Data Individual.

•  Trails - opens the Trails database, where you can set a series of scheduled activities for a 

contact or a listing.

•  Solicitors - opens the Solicitors database, which contains contact details for solicitors and 

is used when generating letters for listings once they have exchanged.

•  Templates - opens the Templates database which stores email and SMS templates.

•  Ideal Week - opens the Ideal Week database where you can plan a colour-coded view of 

a highly productive week.

•  Admin - is a section for the local administrator of Complete Data Individual, where they 

can create and delete users and reset passwords.

•  Mail Merge Ref - opens a database containing all the merge fields that are used by 

Complete Data Individual and Microsoft Word letters. It is useful for administrators creating 

custom-designed letters in Microsoft Word.

•  Support - opens a database of common questions and answers with the ability to email a 

question to Complete Data. 
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The Systems Screen

On the left of the Systems screen you have: 

•  Return - takes you back to the Main Menu.

•  Control Centre - summarises important data about your contacts, listings and scheduled 

tasks in one screen, saving you time.

•  My Settings - where you set up your personal information and preferences. 
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Customising your System

This chapter of the guide focuses on the important things you need to do before you begin 

adding contacts and issuing correspondence to them. Complete Data recognises that you all 

have your own unique way of working and it is important that your letters etc. reflect this. We 

have provided you with a number of standard templates; it is up to you to make them your own 

by customising:

•  Mail merge letters

•  Trails

•  Email and SMS templates

Remember, you only need to do this once; it’s a matter of setting it and forgetting it. 
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Customising your System

�.1 Mail merge letters

Customising mail merge letters

The supplied Microsoft Word mail merge templates are divided into the following categories:

•  Anniversary - these letters are available in the Contacts database when setting a  

Trail/Activity.

•  Buyer or Prospect - these letters are available in the Contacts database when setting a  

Trail/Activity.

•  Listing - these letters are available in the Listings database when setting a Trail/Activity.

•  Listing Confirmation - these letters are available in the Appraisals database when printing  

a Confirmation Letter.

To customise one of the supplied templates you need to open the Letters database  

(if you are not intending to send any mail merge letters from Complete Data Individual 

 you can skip this process).

1. Go to the Complete Data Individual Main Menu.

2. Click the Systems button on the left-hand side of the screen.

�.  Click the Letters button. You will be presented with a list of all the current letters in  

the database.
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�.1 Mail merge letters cont.

Customising mail merge letters cont.

�.  Click the Details button to the right of the screen to view more information about each 

letter. You will see a screen displayed as follows:

This screen displays full details about a particular letter, including a description of the letter,  

the letter type, the file name and where it is stored on your computer or network drive.

5.  Click on the Open MS Word Letter button to open the document in Microsoft Word 

and make any changes you require (just as you would with any other Microsoft Word 

document). When you have finished making your changes, click the Save button and 

close the letter. You can repeat this process for other letters that you wish to customise.

Mail merge letters get the data to merge into the letter from a data source file which is 

generated by Complete Data Individual every time you print a letter from your Scheduled Tasks 

list. This data source file contains a list of the merge fields available to Microsoft Word - you can 

see the list of available merge fields by going to the Main Menu>Systems and clicking on the 

Mail Merge Ref button.
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Customising your System

�.2 Trails

Customising Trails

Trails are one of the most important features of Complete Data Individual. A Trail is a series of 

activities that you can set against a contact or appraisal/listing designed to prompt you to stay 

in touch with them. 

Given that real estate is all about nurturing relationships with buyers and sellers, and you have 

so many of them, Complete Data Individual really comes into its own with Trails. 

Complete Data Individual allows you to do what your brain can’t possibly do. It can set Trails 

for all your contacts (both buyers and sellers) and remind you when and by what means you 

should make contact with them and for what purpose. 

The Trails database is where you construct the relationship you will have with each contact or 

appraisal/listing. At the click of a button, you can automatically schedule phone calls, letters, 

emails, SMS’s and other tasks for a contact or appraisal/listing.

The tasks of a Trail appear in the Scheduled Tasks database automatically for follow-up by 

salespeople and sales support staff. Every contact needs to have some point of future contact. 

If you are not prompted to start a new Trail with a new client - our experience says that you  

will forget!

Complete Data Individual provides you with 13 standard Trails. You can allocate separate Trails 

for buyers and vendors; customise these Trails to suit your own needs and market; you can even 

create your own.
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Customising your System

�.2 Trails cont.

Customising Trails cont.

The standard Trails that are provided for you are: 

Trail Code Trail Type Description

TC001 Anniversary Client Care 15 Year Anniversary Trail 

TC008 Buyer or Prospect 42 day Buyer Trail (Standard) 

TC015 Buyer or Prospect On Hold Trail

TC002 Listing Potential Vendor - High Motivation (Standard) 

TC003 Listing Contracts Exchanged Trail 

TC004 Listing Awaiting Contract Trail (Standard) 

TC005 Listing Buyer Awaiting Settlement - Home Buyer (Standard)

TC006 Listing Contract Received Trail (standard) 

TC007 Listing Awaiting Settlement Trail -Vendor  (Standard)

TC009 Listing Potential Vendor - Medium Motivation (Standard) 

TC010 Listing Potential Vendor - Low Motivation (Standard) 

TC011 Listing Deposit Taken Trail

TC014 Listing Follow-up Appraisal
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Customising your System

�.2 Trails cont.

Customising Trails cont.

Each of these Trails includes a series of one or more activities (letters, phone calls, SMS’s, emails, 

etc.). For example the 42 day Buyer Trail (Standard) looks like this:

Activity Person Letter Ref Details Days  from Start

Letter  LTR010 Prospective purchaser P-1 3

Phone call   Buyer Trail Call 1 contact 3 10

Letter  LTR011 Query 14

Phone Call   Buyer catch-up call 2 Contact 5 & send something 21

Letter  LTR012 New listings 28

Phone Call   42 day Buyer Call Contact 7 - Set new Trail 42

The 42 day Buyer Trail includes six points of contact to one buyer over a 42 day period, 

including: 

•  A letter to the buyer 3 days from when you start the Trail.

•  A phone call to the buyer 10 days from when you start the Trail.

•  Another letter to the buyer 14 days from when you start the Trail.

•  A phone call to the buyer 21 days from when you start the Trail.

•  Another letter to the buyer 28 days from when you start the Trail.

•  A final phone call 42 days from when you start the Trail.

Once you set this Trail for a buyer, Complete Data Individual will generate six Scheduled Tasks 

over a 42 day period.
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�.2 Trails cont.

Customising Trails cont.

Later in this guide you will be shown how to set a Trail against a contact and check which 

Scheduled Tasks are due each day.

If you would like to review any of the standard Trails provided by Complete Data Individual in 

detail, you can print them off by clicking the Print Trail button at the top of the screen (you can 

only print one Trail at a time). This will help you determine whether or not the standard versions 

suit your business. 

So how do you customise a Trail?

To customise one of the standard Trails (or create your own) you need to open the  

Trails database:

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Systems button on the left-hand side of the screen.

�.  Click the Trails button. You will be presented with a list of all the current Trails in  

the database.

�.  To view more information about one of the Trails, click the Details button to the right of the 

Description column and you will see a screen displayed as follows:
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�.2 Trails cont.

So how do you customise a Trail? cont.

This screen displays full details about a particular Trail including the: 

•  Trail Code - this is generated automatically; you cannot change the Trail Code.

•  Trail Type - there are three Trail Types which determine where the Trail is available in 

Complete Data Individual:

  1) Anniversary - these Trails are available in both the Contacts and Listings databases.  

You can set these Trails against a contact or a listing and they are designed to be an 

annual reminder of an important date (e.g. anniversary card each year from the date  

a property was sold to the new owner).

  2) Buyer or Prospect - these Trails are available in the Contacts database only. You set 

these Trails against a contact (e.g. a follow-up Trail for a Buyer).

  �) Listing - these Trails are available in the Listings database only. You set these trails 

against an appraisal or listing (e.g. a Trail to follow up an appraisal or the New Listing Trail 

for a property that is now for sale).

•  Backdate From - This field is used for Listing Trails only. It allows you to set a Trail to start 

in reverse order, working backwards from either the settlement, listing expiry or auction 

dates. For example, you may want to send a letter 3 days prior to settlement, or schedule a 

phone call 7 days before the listing expires. When entering activities you wish to backdate, 

use a negative number for the Days from Start (e.g. -5 = 5 days before).

•  Description - a summary that describes the Trail (e.g. Potential Vendor Trail or  

Hot Buyer Trail).
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�.2 Trails cont.

So how do you customise a Trail? cont.

The individual activities that the Trail comprises of are listed in the bottom half of the screen. 

There is no limit to the amount of activities you can set for each Trail. For example, the Trail Code 

TC015 consists of 3 phone calls - 14, 21 and 42 days from the start of the Trail. If you don’t want 42 

days for the last call, delete this activity by clicking the red X next to the Days from  

Start field. 

If you would like to add a new activity to this Trail, click on the New Activity button and enter 

the details. 

For each activity you can enter the following information:

•  Activity - the type of activity (e.g. phone call, letter, email, SMS, etc.).

•  Person - the name of the person who will be completing the activity. If you leave this field 

blank, the system will automatically enter the name of the person setting the Trail.

•  Letter Ref - if the Activity Type is a letter, you can select from one of the letters stored in the 

Letters database. If your Trail Type is ‘Listing’, you can only select letters that have a Letter 

Type of Listing. If your Trail Type is ‘Buyer or Prospect’, you can only select letters that have 

a Letter Type of Buyer or Prospect.

•  Details - a brief description of the activity (e.g. follow-up phone call). If the Activity Type 

is ‘Letter’, the description of that letter stored in the Letters database is automatically 

entered. 

•  Days from Start - the number of days from the Trail start you wish this activity to be 

scheduled. Should you wish to set the activity to be backdated from either the settlement, 

listing expiry or auction date, enter a negative number (e.g. -5). That activity will then be 

scheduled 5 days prior to the settlement, listing expiry or auction date as selected.  

NB you must first enter the settlement, listing expiry or auction date for a listing in order to 

have a Trail backdate from either of those dates.
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�.2 Trails cont.

How to duplicate a Trail

Use the Duplicate Trail button at the top of the screen to make a copy of an existing Trail 

- this copies the Trail and all activities that have been set for the Trail. This saves you having to 

recreate similar Trails that have many activities. To print a Trail, click the Print Trail button at the 

top of the screen.

How to add a new Trail

Click the New Trail button to create a new empty Trail (the Trail Code will be generated 

automatically). Select the appropriate Trail Type and Backdate From selections and enter the 

Description for this Trail. By clicking the New Activity button you can then enter the activities 

for this Trail one at a time. The Trail is automatically sorted by the Days from Start so you do not 

have to worry about entering the activities in the correct order.

How to search for a Trail

Click the Find button and enter the details you are searching for (e.g. all Trails with the Trail Type 

of ‘Listing’). Once you have entered your search terms, click on the grey Find button on the left 

of the screen or simply press the Enter key on the keyboard. You can then sort the records by 

clicking the Sort button. To view a list of Trails click the List View button.

How to exit the Trails database

Click the Complete Data logo in the top left-hand corner to return to the Main Menu or click 

the Systems button to return to the Systems screen.
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�.� Email and SMS templates

Customising email and SMS templates

To customise one of the standard email and SMS templates, open the Templates database  

as follows:

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Systems button on the left-hand side of the screen.

�.  Click the Templates button. You will be presented with a list of all the current templates  

in the database.

�.  To view more information about one of the templates click the Details button to the right  

of the Template Type column and you will see a screen displayed as follows:

This screen displays full details about a particular template as follows:

•  Template Ref - this is generated automatically by Complete Data Individual and cannot  

be changed.

•  Template Type - select from either Email or SMS.

•  Characters # - displays the number of characters in the Email/SMS text field. This is useful for 

ensuring your SMS templates do not exceed the 160 character limit.

•  Description - a summary describing the template (e.g. Vendor SMS Template).

•  Email Subject - the subject of the email for the template.



��

Customising your System

�.� Email and SMS templates cont.

Customising email and SMS templates cont.

•  Insert Merge Field - displays a list to enter merge fields into the template.

  To insert a merge field into a template, select the required merge field from the Insert 

Merge Field drop-down menu, position the cursor in the Email/SMS Text field where you 

wish the merge field to appear, then click the Insert Merge Field button and the selected 

merge field will be inserted into the text of the template.

  Complete Data Individual will substitute the merge field for the data from the contact 

record at the time you insert the template into an email or SMS. 

• Email/SMS Text - the actual text of the template including any merge fields.

  Simply make any changes to the Email/SMS Text field at the bottom. For email templates 

you can also change the Email Subject as required. Remember, SMS templates must 

contain no more than 160 characters - the total number of characters is displayed in red in 

the Characters # field (top right-hand corner of the screen). 

How to create a new template

To create a new template, simply click the New Template button and fill in the necessary fields, 

ensuring that you select either Email or SMS for the Template Type.
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Establishing your Contacts

5.1 The Contacts database

Real estate is all about establishing and managing relationships. Your success hinges on your 

ability to do this well and Complete Data Individual helps you achieve this.

The Contacts database is the keystone of Complete Data Individual. It is in this database 

that you enter a contact’s details and classify them as a buyer, vendor or both. Once all your 

contacts are established in the database, it stores all of their current details and records their 

property history.

Once you have finished customising your system, establishing your Contacts database is your 

next step. When all the information has been entered you can correspond with your clients by 

sending letters, emails and SMS messages, and manage them by setting Trails, creating listing 

appointments and inspections etc.

How to access the Contacts database

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button.

�.  You will be presented with a list of all the contacts in your database. For first time users the 

list will be empty and your first step will be to enter your contacts or import them from other 

sources (e.g. Microsoft Outlook or Excel). Please refer to the heading – Importing data into 

the Contacts database - for instructions on how to do this.
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Establishing your Contacts

5.1 The Contacts database cont.

How to access the Contacts database cont.

�.  To view the full details of an existing contact click the icon/button to the left of  

their name.

  This is the main details screen where you can enter and edit details for each contact.  

The total number of records in the Contacts database is displayed on the left-hand side  

of the screen.

How to move around the Contacts database

When you enter the Contacts database you will see 14 red buttons across the top of the screen, 

which are very important:

1)   List View - allows you to look at your current contacts as a summary list.

2)   Email - clicking this button allows you to send an email to the current contact you are 

viewing or a bulk email to a group of contacts.

�)   Trails - allows you to set Trails and activities against a contact. 
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5.1 The Contacts database cont.

How to move around the Contacts database cont.

�)   Find - this will clear your screen, put you in Find mode and allow you to search for  

a contact/s. For instance, to find all buyers, click on the Find button, select ‘Yes’ in the 

Buyer field and press Enter (or select the grey Find button to the left of the screen).  

All your contacts with ‘Yes’ selected in the Buyer field will be grouped together.

5)   All Records - finds all contact records for you and will undo the last Find you did.

6)   Sort - lets you change the order in which the current contacts you are viewing appear. 

You can also sort by right-clicking your mouse on any of the fields and selecting Sort 

Ascending or Sort Descending (alphabetically).

7)   New Contact - click on this button to create a new contact (will prompt you to first search 

for duplicates).

8)  Systems - takes you to the Systems screen of Complete Data Individual. 

9)  Print - allows you to print the details for the contact you are viewing.

10)  Appraisals - shows any previous appraisals for this contact and allows you to enter  

new appraisals. 

11)   SMS - clicking this button allows you to send an SMS to the current contact you are viewing 

or a bulk SMS to a group of contacts. You can also send an SMS by clicking the button 

above the Phone (mobile). 

12)   Inspections – allows you to view previous inspections for this contact and enter  

new inspections.

1�)   Quick Find – a handy tool to quickly search for a contact by their name, address or  

phone number. 

1�)   Scheduled Tasks - opens the Scheduled Tasks database and finds any tasks due today 

that have not been completed.
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5.2 Importing data into the Contacts database

As is the case with any new system, the initial establishment is the most time consuming. Once 

all your contacts are established within the system, you will appreciate the effort it took to get 

to that point.

Most of you would have all of your existing contact details stored in another database and so 

it would make sense and save you a great deal of time to simply import that data across into 

Complete Data Individual.

How to import your data will depend on what you currently use.

Microsoft Outlook Users

If you currently use Microsoft Outlook for storing your contact details, you can import it  

as follows:

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button.

�.  Go to the Scripts menu at the top of the screen and select ‘Import All Contacts From 

Microsoft Outlook’. 

This will import all Outlook contacts into Complete Data Individual. Once imported, you can tidy 

them up and categorise them appropriately.
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Microsoft Excel Users

If you currently use Microsoft Excel for storing your contact details, you can import it as follows:

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button.

�.  Go to the File menu (toolbar at the top of the screen) and select Import Records>File.

�.  Navigate to the folder containing the Excel spreadsheet you wish to import. You may need 

to select ‘All Files (*.*)’ from the Files of Type menu at the bottom of this dialogue box.

5.  Select your spreadsheet and click Open. The Import Field Mapping dialogue box  

should appear.

6.  Select Arrange By Matching Names. Make sure ‘Add New Record’ is selected under 

Import Action and click Import.

7.  In the next Import Actions dialogue box, make sure there is a tick for ‘Perform auto-enter 

options while importing’ and click Import.

8.  Your data will now be imported. There will be one record created for every row in the  

Excel spreadsheet.
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Other database users

As the simplest and most successful format to import is Microsoft Excel, your first step would  

be to export your data from another program into a format that Microsoft Excel can open  

(.txt, .csv, .tab etc.). Complete Data have created templates to do this for you and these 

templates can be found on your computer at:

C:\Program Files\Complete Data\Complete Data Individual\Import Templates

There are 3 templates within that folder:

1)  Contacts Only.xls - used for importing Contacts only into the Contacts database.

2)  Listings with Contact Details.xls - used for importing both Contacts and Listings data.

�)   Outlook Contacts Template.xls - used for importing data that has been exported from 

Microsoft Outlook.

Once you have your data in Microsoft Excel format, follow the steps under the heading 

Microsoft Excel Users, to import your data into Complete Data Individual.
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5.� How to create a new contact

1.   From the Complete Data Individual Main Menu, click the Contacts button to open the 

Contacts database.

2.  Click the New Contact button. A dialogue box will appear asking you to search for the 

name in the database. This ensures that you do not enter duplicates of contacts that are 

already in the system.

�. Type the surname of the person you wish to enter (e.g. ‘Smith’) and click OK.

�.  If no matching contacts are found a new blank record will be created. 

5. Enter the details for your contact (see overleaf).
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5.� How to create a new contact cont. 

Entering new contact details

Across the top of the screen (underneath the red buttons), you will see the following fields 

which allow you to categorise your contacts:

• Vendor

• Buyer

• Buyer Category

• Vendor Category

• Membership.

Refer to the heading, Categorising your contacts for more information about this feature.

Pressing the TAB key on your keyboard will take you from one field to the next in  

sequential order.

The only mandatory fields are the Customer # (ID no.) and Time of Relationship fields and  

these are entered automatically. You can enter data in as few or as many fields as you wish.

Just remember, the more information you have on a contact, the more you will know about 

them for future reference.

You will notice that the screen is split in half, with the same fields on both sides. This is to allow 

you to enter the details of both parties if there are two parties involved (e.g. a married couple). 

If there is only one person, complete the left side and leave the other side blank.
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5.� How to create a new contact cont. 

Entering new contact details cont.

Our recommendation is that you complete at least the following fields:

•  Title (Mr, Mrs etc.)

•  First Name and Surname

•  Contact Phone Numbers (if you wish to send them an SMS you will need to enter their 

Mobile Phone Number first).

•  Occupation

•  Company – this is the company the client works for (if applicable).

•  Email - having the email address details for a contact will give you access to one of the 

best features of Complete Data Individual, that is the bulk email feature, which allows you 

to quickly and effectively communicate with a large number of contacts at once  

(e.g. to send all current buyers news about a new listing or price reduction).

•  Postal address

•  Dear - salutation, i.e. how the client would like to be addressed in a letter or email  

(e.g. ‘Lee and Mary’ or ‘Mr and Mrs Smith’).

•  Lead Source - to achieve accurate lead source reporting it is imperative that this field be 

completed for each contact. Having an understanding of your best lead sources will help 

you to decide how to market yourself in order to attract more clients. A lead source report 

is generated from the information in this field, giving you an accurate picture of where you 

should be concentrating your efforts.

•  Address Line 1/Formal Greeting - the first line of the address block on a letter  

(e.g. ‘Mr and Mrs L Smith’).

•  Suburb - click on the magnifying glass icon and Complete Data Individual will access the 

Australia Post postcode database to find the state and postcode details for you if you do 

not know them.

•  State and Postcode.

There is a field to record general notes about this contact. Click the Write Note button to  

get started. Your name, date and time are entered automatically before the note you wish to 

record. This feature is useful for any additional information you may wish to record about  

a client.
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5.� Categorising your contacts

Once you have finished entering the contact details, you can classify them as either a Vendor, 

Buyer or both and begin entering further detailed information. You can also categorise them 

further by making them ‘hot’, ‘warm’ or ‘cold’ prospects.

Go back to the top of the Contacts screen. 

Vendor

There are four categories for vendors and they can only be one of these at any given time:

1)  Yes - currently selling a property.

2)  No - the client has taken the property off the market or has listed it with another agent.

�)  Potential - a client who has expressed interest in selling or for whom you have done  

an appraisal.

�)   Past - a previous client for whom you have sold property and with whom you wish to stay  

in contact.

NB If you wish to delete your selection, click the Backspace key on your keyboard twice. 

If you selected ‘Yes’, you will require further information about the property the client is selling. 

To do this, click on the person icon              and you will be taken to a screen which looks like this:
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5.� Categorising your contacts cont.

Vendor cont.

For a new listing, select the New Listing button, which will take you to a screen where you can 

enter information about the property listed.

Enter as much information as you can about the property.

Remember, the more information you capture, the less you will need to rely on memory or 

paper records regarding the property’s features.

Once you have completed this screen, click the red Vendor button to return to the main 

Contact Details screen.
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5.� Categorising your contacts cont.

Buyer

In the buyer section you have three choices:

1) Yes - currently in the market to buy a property.

2) No - a client who is no longer looking for a property to purchase.

�) Past – a client who has purchased a property and with whom you wish to stay in contact.

If you selected ‘Yes’, you will want more information about your client, i.e. what type of property 

is the client looking for and in what price range? To enter this information, simply click on the 

person icon               and you will be taken to the Buyer Requirements screen.
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Buyer cont.

Fill in as much information as you can about the client’s needs, remembering that every  

drop-down list can be edited to suit your needs.

When selecting a buyer’s price range, it is important to include a range of numbers. So if your 

client were looking to purchase a property between $400,000 and $500,000 you would select 

the following ranges:

$325,000 - $400,000

$400,000 - $475,000

$475,000 - $550,000

The Special Needs field can be very important, for instance you may have a client who requires 

wheelchair access. It would be highly unprofessional to leave this important detail out and then 

show the client homes that do not have this vital requirement. 

The red History button at the top of the screen shows a list of any properties the buyer has 

purchased in the past. When you enter the Sales Advice details you will be linking a buyer to 

that listing which then results in those properties appearing in this list.

Once you have completed this screen, click the red Details button to return to the main 

Contact Details screen. 

Often your client will be both a vendor and a buyer at the same time, and so you would  

select the appropriate option in both categories.
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Categorising your clients as ‘Hot’, ‘Warm’ or ‘Cold’ prospects

Buyers and vendors may be categorised as ‘Hot’, ‘Warm’ or ‘Cold’ by selecting the appropriate 

option from the drop-down list in the Buyer Category and Vendor Category fields.

NB Should you prefer to change this terminology, select the Edit button and type in your 

preferred category terms (a separate line for each).

What about a client who is neither a vendor nor a buyer?

Your clients may include landlords, tenants and other business contacts and these cannot be 

classified as a vendor or a buyer. For this purpose, an ‘Other’ field has been included at the 

bottom of the screen. You can edit the options provided in the drop-down list by selecting the 

Edit button and typing in your preferred client categories (a separate line for each).
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The Membership category

The Membership field allows you to categorise your contacts as one of the following:

•  Prospect - someone in your database with whom you have not yet had contact. 

•  Bronze - someone thinking of buying or selling.

•  Silver - someone who has bought from the company.

•  Gold - someone who has paid commission to your company. 

Once again you can edit the list by clicking the Edit option at the bottom of the list and 

entering your own choices on separate lines.
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Corresponding with your Contacts

Success in real estate is all about customer contact. At Complete Data we realise that 

maintaining regular contact with all of your clients can be extremely time consuming.

Complete Data Individual allows you to easily target your clients with useful information through 

letters, emails and SMS’s. To minimise the amount of time that you spend composing your 

correspondence, Complete Data Individual comes with 52 sample letters and 21 templates for 

SMS’s and emails. You have already learnt how to customise these in order to make them your 

own (refer to chapter 4 – Customising your System).

This chapter focuses on how to use the system to correspond with your clients professionally, 

regularly and efficiently.

6.1 Sending letters

Every Complete Data Individual mail merge letter is a Microsoft Word document (NB Microsoft 

Word is not included with Complete Data Individual). The letters will work with any version of 

Microsoft Word 2000 or later (this includes Word 2000, Word XP, Word 2003 and Word 2007).

You will recall, from chapter 4.1 of this guide – Customising your mail merge letters, that the 

supplied Microsoft Word mail merge templates are divided into the following categories:

•  Anniversary - these letters are available in the Contacts database when setting a  

Trail/Activity.

•  Buyer or Prospect - these letters are available in the Contacts database when setting a 

Trail/Activity.

•  Listing - these letters are available in the Listings database when setting a Trail/Activity.

•  Listing Confirmation - these letters are available in the Appraisals database when printing 

a Confirmation Letter.

Complete Data Individual allows you to send a letter to a single contact or to a group  

of contacts. 
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6.1 Sending letters cont.

How to send a letter to a single contact

To send a letter to a single contact:

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button.

�.  Click the Find button and enter the criteria you wish to search for (eg. John Smith, who is a 

buyer) then press Enter on the keyboard to perform the Find.

�.  Once you have found the contact you wish to send a letter to, click the Trails button. This 

screen will show any activities that have been previously set against this contact.

5.  Click the New Activity button and select the Date (today’s date if you are printing the 

letter now) and the ID of the person who will be printing this letter. 

6.  Select ‘Letter’ for the Activity Type. You can then select from the list of letters in the Letter 

Ref column (this shows any Letters whose Letter Type = ‘Buyer or Prospect’).

7.  To print or preview the letter click the Printer button to the right of the Description field. The 

selected Microsoft Letter will open. (NB If you have Microsoft Word 2003 installed you will 

get a message to which you simply need to select ‘Yes’).
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6.1 Sending letters cont.

How to send a letter to a single contact cont.

8.  You will now be viewing the Microsoft Word mail merge letter:

  At this point you can preview how the letter will look when merged, merge the letter to a 

printer or merge it to a new document if you wish to save it. You will need to have your Mail 

Merge toolbar turned on first if it’s not already displaying (if you cannot see the Mail Merge 

toolbar, go to the View menu and select Toolbars>Mail Merge).

  Below is an explanation of the most commonly used buttons on the Mail Merge toolbar:

  View Merged Data - lets you preview how the merged letter looks by swapping the view 

from the merged fields to the actual data in the merged fields. Clicking this button 

switches back and forth between the 2 different views. NB If you are merging to more than 

one contact, clicking the left and right arrow buttons will show you the merged document 

with the different names and addresses.

  Insert Merge Fields - lets you insert merge fields into the document. You must first click the 

cursor in the position you wish the merge field to appear and then select the required 

merge field from the drop-down list.

  Merge to New Document - this button will create a new untitled Microsoft Word document 

and automatically merge the document at the same time. If you are planning to save a 

copy of the letter you must select this button and then save the document.

  Merge to Printer - will merge the document with the data source and send it straight to 

the printer. If you only need to print the merged document and not save a copy, use this 

button. For information on the other buttons on the Mail Merge toolbar please consult your 

Microsoft Word manual or online help.

9.  When you are finished, close the Microsoft Word document and return to  

Complete Data Individual.
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6.1 Sending letters cont.

How to mail merge a letter to a group of contacts

There are times when you will want to send the same letter to a number of contacts, for 

example to advise a number of buyers of the details of an upcoming Open for Inspection.

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button.

�.  Click the Find button and enter the criteria you wish to search for (e.g. All contacts with 

‘Yes’ in the Buyer field) then press Enter on the keyboard to perform the Find. The status 

area on the left of the screen will change to reflect the found set of contacts.

�. Click the Trails button.

5.  Click the Set 1 Activity for Current Found Set button. Fill in the details for the letter you wish 

to send to all found contacts.

 • Date - select today’s date.

 • ID - select your name from the drop-down list.

 • Completed - select Yes.

 • Activity Type - select Letter from the drop-down list.

 • Letter Ref - select the required letter from the drop-down list.

 • Description - enter a description for this mail out (e.g. New Listings Mail Out).
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6.1 Sending letters cont.

How to mail merge a letter to a group of contacts cont.

6.  Click the Set Activities button. Complete Data Individual will generate the same  

activity for each contact that you have found and then open the letter in Microsoft Word. 

You can make any last minute changes to the text of the letter before merging. Once  

you are happy with the letter, click the         Merge to New Document button on the Mail  

Merge toolbar.

  Microsoft Word will now create a new document with a page break between each 

contact. For example if you had found 30 contacts you will have one document with 30 

letters, with a page break between each letter. 

7. You can now print         all the letters off in one go.
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6.1 Sending letters cont.

How to print mailing labels from the Contacts database

Complete Data Individual also has the ability to print mailing labels for one contact or a group 

of contacts. We recommend the use of the Avery brand of labels as Complete Data Individual 

has support for the following Avery labels which are available at most stationery suppliers:

•  Avery L7159

•  Avery L7160

•  Avery L7161

•  Avery L7162

•  Avery L7163

To print Avery labels for one or more contacts:

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button.

�.  Click the Find button, enter the criteria you wish to search for (e.g. all contacts with ‘Yes’ 

in the Buyer field) and press Enter on the keyboard to perform the Find. The status area on 

the left of the screen will change to reflect the found set of contacts.

�.  Click on the Scripts menu at the top of the screen and you will see a list of the supported 

Avery labels:
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How to print mailing labels from the Contacts database cont.

5.   Select the required Avery labels - Complete Data Individual will then display a preview  

of the labels. To view the next page, click the right page of the Book icon in the top  

left-hand corner:

6.  Click the Continue button to proceed with printing and select your Print Setup and  

Print options as appropriate. NB Make sure you select ‘Records being browsed’ in the  

Print dialogue box to ensure you get labels for all the found set of contacts, not just  

the contact you were viewing.
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6.2 Sending emails

The majority of people these days have access to a computer, either at home, at work or 

both and the vast majority would also have their own email address. As a result, emailing has 

become a common means of communication.

As is the case with letters, Complete Data Individual has the functionality to send an email to an 

individual contact, or a bulk email to a group of contacts (e.g. to all buyers looking for a unit in 

a particular suburb). When you enter an email address for a contact Complete Data Individual 

verifies it to ensure that it has been entered correctly. If the email address has been entered 

correctly, you will see the word ‘valid’ next to the address. Otherwise it will display ‘invalid’ to 

alert you to potential problems with the email address (such as a syntax error) and give you the 

opportunity to fix it.

How to send an email to a single contact

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button and select the icon to the left of the contact to whom you wish 

to send the email (you may need to search for the contact if they are not in the list you are 

currently viewing).

�.  Click the red Email button at the top of the screen or click on the email icon above the 

Email field on the Contacts screen.

If you have previously sent any email messages to this contact they will be displayed. 
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6.2 Sending emails cont.

How to send an email to a single contact cont.

�.  To create a new email to the current contact, click the red New Email button. A dialogue 

box will appear on the screen asking you to select either a TEXT or HTML email. Select TEXT 

if you are going to be typing the message (just like you would when sending an email 

using Microsoft Outlook). If you have had a newsletter or brochure designed as an HTML 

file, you would select HTML. HTML emails allow you to send an HTML file as the body of the 

message - you do not type any message, rather you select the HTML file. In most cases you 

will be selecting TEXT.

5.  You will be taken to the Email Composition screen where you can enter the subject and 

text of the email:

 •  To - the name of the contact to whom you are sending the email.

 •  Email Address - the email address of the contact.

 •  From Name - Complete Data Individual automatically enters the current user’s name 

when creating a new email message.

 •   From Address - Complete Data Individual uses the email address entered in the My 

Settings screen for each user of the system. Any replies to this email will be sent to this 

address. If the email address is incorrect, you can correct these details by returning to 

the Main Menu and selecting My Settings to make the change.

NB Complete Data Individual does not receive email messages so you will need to use your 

regular email client, e.g. Microsoft Outlook, for all email replies.



78

Corresponding with your Contacts

6.2 Sending emails cont.

How to send an email to a single contact cont.

 •  CC Address - the address of any party you wish to send a copy of this email to. 

You can enter multiple addresses by pressing the Enter key so each address is on a 

separate line.

 •  SMTP Mail Server - this was set up earlier in My Settings.

 •  Email Subject - the subject of the email.

 •  Email Message – the message text.

 •  Attachment - any attachments you are going to include with this email message are 

listed here. If you wish to add an attachment to the email, click the Add Attachment 

button and select the document/file you wish to send (e.g. a newsletter or brochure). 

You can repeat this process to select multiple attachments.

 •  Result - displays the result after you send the email (e.g. Email Sent Successfully).

6.  When you have finished composing your message and included any attachments, you 

can conduct a spell check by clicking the Spell Check button.

7.  Send the email by clicking the Send Email Text Only button.

Important - Please do not use Complete Data Individual while it is attempting to send an email. 

Depending on the speed of your Internet connection, the size of any attachments and the 

responsiveness of your SMTP Mail Server , the message can take up to 60 seconds to send. Wait 

until the Result field is updated before trying to continue using the system.

When you have finished sending your email, click the Contacts button to return to the Contacts 

screen. To view any email messages that have previously been sent, click the button to the right 

of the email in the list.

Should you need to delete an email, click the red X button to the right of the message.
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6.2 Sending emails cont.

How to add your signature and privacy statement to every email that gets sent 
from Complete Data Individual

There is a field in the My Settings section located on the main screen for precisely this purpose. 

1. Go to the Complete Data Individual Main Menu.

2. Click the My Settings button on the left-hand side of the screen.

  You will see a field named Email Signature at the bottom of the screen. Whatever text 

you enter here will be sent at the bottom of any text emails you send from Complete Data 

Individual (NB HTML emails cannot attach a signature - you must include a signature in the 

HTML file itself). Once you have entered your text signature, create a contact record with 

your details and your email address and send an email to yourself from Complete Data 

Individual so you can see how the signature appears and make any corrections  

as required.

What to do if an error message appears in the Results section

If an error message appears in the Result field when sending an email from Complete Data 

Individual, check firstly that you have entered the correct SMTP Mail Server Address (you may 

need to check with your office computer network administrator or IT person if you’re not sure). 

There are a number of articles in the Support database related to problems with sending emails 

from Complete Data. 



80

Corresponding with your Contacts

6.2 Sending emails cont.

How to send bulk email messages

Complete Data Individual has the ability to find a group of Contacts (e.g. all buyers) and send 

each one of them the same email. When sending bulk emails from the system, each contact 

will receive their own (personalised if required) email message - it will appear to them as 

though they are the only recipient of the email.

To send a bulk email:

1. Go to the Complete Data Individual Main Menu.

2. Click the Contacts button.

�.  Click the Find button and enter the criteria you wish to search for (e.g. All contacts with 

‘Yes’ in the Buyer field), then press Enter on the keyboard to perform the Find. The status 

area on the left of the screen will change to reflect the found set of contacts:

Of the contacts found, only those with a valid email address, will be included when sending  

the bulk email.
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6.2 Sending emails cont.

How to send bulk email messages cont.

�.   Click the red Email button at the top of the screen and then select the Bulk Email button 

which displays the following screen:

  This is where you enter the Email Subject, Message and select any Attachments that will be 

used for the bulk email. You only need to enter these details once. By default the message 

appears automatically with:

  Dear <<dear>>,

  You can remove this if you do not want the bulk email to be personalised.

5.   You have the choice to send the email message as text or HTML in the Email Message 

Type field. As previously discussed, in most cases you will select TEXT, as you will be typing 

the message (or selecting from a template – see the instructions for how to send an email 

using a template). You can spell check the message by clicking the Check Spelling 

button.
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6.2 Sending emails cont.

How to send bulk email messages cont.

6.  Once you are ready to create the email (e.g. 60 emails for 60 found contacts) click the 

Prepare Bulk Email button - clicking this button does not send the email. It creates the 

email messages to be sent. Once you have clicked this button you will be taken to the 

Email database where you send the Email messages, as follows:

7.  To send the email messages click the Send Bulk Email Text Only button. Depending on how 

many email messages you are sending, the size of any attachments and the speed of 

your Internet connection, this process can take from several minutes to several hours. If you 

expect the bulk email to take an extended amount of time, it is recommended to do the 

bulk email during lunch or as you are leaving the office.

Remember, you must not use Complete Data Individual while it is sending email messages. 

When the bulk Email has been sent to all recipients, click the Contacts button to return to the 

Contacts database.
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How to send an email using a template

As discussed earlier in this guide, Complete Data Individual comes standard with a number of 

templates that you can use as they are or customise to make your own. You can also create 

your own templates if you wish. You would have done this when customising your system.

You can use a template when sending a one-off email to a single contact or a bulk email to a 

group of contacts.

To insert a template, simply follow the same steps for sending an email, except when you add 

the message text, perform the following additional steps:

1.  In the top left-hand part of the screen, you will see a drop-down list labeled ‘Select 

Template’. When you click in this field you will get a drop-down list of all email templates 

(i.e. all templates from the Templates database whose Template Type = ‘Email’).

2.  Select a template from the list and click the Insert Template button. 

  The text from your selected template will appear in the Email Message field as if you 

had typed it in manually. Any merge fields will be substituted for the appropriate data 

from Complete Data Individual for that contact (for a bulk email, the merge fields will be 

substituted later).

�.  Make any required changes and then click the Send Email Text Only button to send your 

email to that contact (for a bulk email, you would select the Prepare Bulk Email button).
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6.� Sending SMS’s 

Most agents find the most powerful feature of Complete Data is the SMS function. As is the case 

with computers and the popularity of emailing, most people nowadays also have a mobile 

phone and so communicating via SMS is also very popular. It is a quick and easy way to get a 

message across or to simply stay in touch.

Complete Data Individual comes with twelve SMS templates for common SMS messages used 

within the real estate industry. You can send messages directly to any mobile phone capable of 

receiving SMS messages within Australia. For example, you might like to use the SMS feature to 

send buyers details of new listings, open house times and auction schedules.

Establishing your system to be able to send SMS’s

Firstly you need to have a live Internet connection and an account with Mobile Messenger who 

provide the SMS gateway used by Complete Data Individual.

The application form for Mobile Messenger can be found at:

C:\Program Files\Complete Data\Complete Data Individual\SMS\Mobile Messenger 

Application Form.doc

You can also reach Mobile Messenger on 1 300 888 386 or +61 2 9900 3600.

You can fax the completed form to Mobile Messenger who will then send you back a Username 

and Password, usually via email. Once you have received these details, you need to enter them 

into Complete Data Individual as follows:

1. Go to the Complete Data Individual Main Menu.

2.  Go to the Scripts menu at the top of the screen and select ‘Enter SMS Username  

and Password’.

�.  Enter or copy/paste the Mobile Messenger Username and Password and click OK.

You are now ready to start sending SMS messages from Complete Data Individual!
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6.� Sending SMS’s

Sending an SMS

Complete Data Individual can send an SMS to one contact or a bulk SMS to a group of 

contacts (e.g. to all buyers looking for a unit in a particular suburb). 

The system uses the mobile phone number entered for the left-hand side buyer in the Contacts 

screen as the number to send the SMS to.

The mobile phone number must be exactly 10 digits (e.g. 0412 345 678) otherwise the SMS will 

not be sent.

How to send an SMS to a single contact

1. Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button and click the icon to the left of the contact that you wish to 

send the SMS to (you may need to search for the contact you wish to SMS if they are not in 

the list you are currently viewing).

�.  Click the red SMS button at the top of the screen or click on the mobile phone icon above 

the Phone (mobile) field on the contacts screen.

If you have previously sent any SMS’s to this contact, they will be displayed. 
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6.� Sending SMS’s cont.

How to send an SMS to a single contact cont.

�.  To create a new SMS to the current contact click the red New SMS button, which takes you 

to the SMS composition screen containing a number of fields:

 •  To - the name of the contact to whom you are sending the SMS.

 •  From Name - Complete Data Individual automatically enters the current user’s name 

and mobile phone number when creating a new SMS.

 •  From Mobile - Complete Data Individual uses the mobile phone number entered for 

each user as the number the message will be sent from. This allows the recipient to be 

able to reply to the message back to your mobile phone. If the mobile phone number 

is incorrect, you can correct it by returning to the Main Menu, selecting My Settings 

and updating the appropriate fields before trying again.

 •  Phone Mobile - this is the mobile phone number of the contact you wish to send the  

message to. 

 •  SMS Message - If you are not using a template, this is where you type the text of 

your message. There is a maximum limit of 160 characters for each SMS. Messages 

exceeding 160 characters cannot be sent. 
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6.� Sending SMS’s cont.

How to send an SMS to a single contact cont.

5.  When you have finished composing your message, check the spelling by clicking the Spell 

Check button.

6.  To send the SMS, click the Send SMS button. Complete Data will then attempt to send the 

SMS to the Mobile Messenger SMS Gateway via the Internet. If successful, a number 10 will 

appear in the result screen. Should an error occur, it will be recorded in the Result field at 

the bottom of the screen.

Important - Please do not use Complete Data Individual while it is attempting to send the SMS. 

Depending on the speed of your Internet connection and the responsiveness of the Mobile 

Messenger Gateway, the message can take a few seconds to send. Wait until the Result field is 

updated before trying to use the system.

When you have finished sending your SMS, click the Contacts button to return to the Contacts 

screen. To view any SMS’s that have previously been sent, click the button to the right of the 

SMS in the list.

If you would like to delete an SMS, click the red X button to the right of the message.
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6.� Sending SMS’s cont.

How to send a bulk SMS

Complete Data Individual has the ability to find a group of contacts (e.g. all buyers) and send 

them all the same SMS. To send a bulk SMS:

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button.

�.  Click the Find button and enter the criteria you wish to search for (e.g. all contacts with 

‘Yes’ in the Buyer field); then press Enter on the keyboard to perform the Find. The status 

area on the left of the screen will change to reflect the found set of contacts.

  Of these found contacts, only those with a valid mobile phone number will be included 

when sending the SMS.



89

Corresponding with your Contacts

6.� Sending SMS’s cont.

How to send a bulk SMS cont.

�.  Click the red SMS button at the top of the screen and then select the Bulk SMS button 

which displays the following screen:

  This is where you enter the SMS message and select the name of the sender so that any 

replies are sent to that person’s mobile phone number.

5. You can spell check the message by clicking the Check Spelling button.
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6.� Sending an SMS cont.

How to send a bulk SMS cont.

6.  Once you are ready to create the SMS (e.g. 60 SMS messages for 60 found contacts) click 

the Prepare Bulk SMS button. This will create an SMS message for each record in your 

current found set and groups them together so they can be sent in one go. NB Clicking this 

button does not send the SMS. Rather, it creates the SMS messages to be sent. Once you 

have clicked this button you will be taken to the SMS database where you send the SMS 

messages, as follows:

7.  To send the SMS’s, click the Send Bulk SMS button. Depending on how many SMS’s you are 

sending and the speed of your Internet connection, this process can take from several 

minutes to several hours.

Please do not try to use Complete Data Individual until it has finished sending the SMS’s.

When the bulk SMS has been sent to all recipients, click the Contacts button to return to the 

Contacts database.
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How to send an SMS using a template

As discussed earlier in this guide, Complete Data Individual comes standard with a number of 

templates that you can use as they are or customise to make your own. You can also create 

your own templates if you wish. You would have done this when customising your system.

You can use a template when sending a one-off SMS to a single contact or a bulk SMS to a 

group of contacts.

To insert a template, simply follow the same steps for sending an SMS, except when you add the 

message text, perform the following additional steps:

1.  In the top left-hand part of the screen, you will see a drop-down list labeled ‘Select 

Template from CD Templates’. When you click in this field you will get a drop-down  

list of all SMS templates (i.e. all templates from the Templates database whose  

Template Type = ‘SMS’).

2.  Select a template from the list and click the Insert Template button. 

  The text from your selected template will appear in the SMS Message field as if you had 

typed it in manually. Any merge fields will be substituted for the appropriate data from 

Complete Data Individual for that contact (for a bulk email, the merge fields will be 

substituted later).

�.  Make any required changes and then click the Send SMS button to send your SMS to  

that contact (for a bulk email, you would select the Prepare Bulk SMS button).
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Managing your Contacts

Once your contacts have been established in Complete Data Individual and you are familiar 

with all the different ways you can correspond with them, it is essential that a follow-up plan of 

action be set against each and every one of them. 

Complete Data Individual provides you with the tools to professionally manage your clients with 

ease, ensuring they never become lost in the system.

7.1 How to set follow-up Trails

A Trail is a follow-up action plan for a contact. No matter who you put into your database  

you need to set that contact on a Trail. This feature means there is no way you can forget  

about them.

The tasks appear in your Scheduled Tasks on the due date so you don’t have to worry about  

remembering them - as long as you set a Trail against every contact and check your Scheduled 

Tasks daily, you can be assured you will be speaking with the right people at the right time. 

So how is it done?

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button.

�.  Click the Find button and enter the criteria you wish to search for (e.g. John Smith) and 

then press Enter on the keyboard to perform the Find.

�.  Click the Trails button.
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7.1 How to set follow-up Trails cont.

So how is it done? cont.

5.  Click in the field to the left of the Set Trail button and you will be shown a list of all the Buyer 

or Prospect Trails in your Trails database:

6.   Select the required Trail from the list (e.g. TC008 42 day Buyer Trail (Standard)) and select 

the Set Trail button.
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7.1 How to set follow-up Trails cont.

So how is it done? cont.

7.  You will be prompted to select the starting date for this Trail using the pop-up calendar. 

Select the date you wish to start this Trail from (often this will be today’s date).

  Complete Data Individual will create the activities for the selected Trail and set them 

against the selected contact. For example, the 42 day Buyer Trail (Standard) comprises 6 

activities. If you selected 01/03/2007 as your starting date for this Trail they would appear in 

your Scheduled Tasks as follows:

 Days from Start in Trail Due Date Starting from 01/03/2007

 3 04/03/2007

 10 11/03/2007 

 14 15/03/2007

 21 22/03/2007

 28 29/03/2007

 42 12/04/2007

Once you have set the Trail you can make any changes required (e.g. changing the date for 

any activities or changing the person assigned to each activity). 

The ID for each activity will reflect the ID that has been entered into that Trail in the Person 

column. Leaving this column blank will assign the activity to the person setting the Trail by 

default. The ID can be changed by selecting a different ID from the drop-down list. 

To delete an activity, simply click the red X button to the right of it.
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7.1 How to set follow-up Trails cont. 

How to delete a Trail 

1. Go to the Complete Data Individual Main Menu.

2. Click the Contacts button.

�.  Click the Find button and enter the criteria you wish to search for (e.g. John Smith) and 

press Enter on the keyboard to perform the Find.

�.  Click the Trails button. The drop-down list to the right of Select Trail to Delete displays all 

Trails previously set against this contact.

5.  Select the Trail you wish to delete and click the Delete Trail button next to it. Only activities 

for the selected Trail that have not been completed will be deleted.

Remember to set any new Trails or activities for this contact so they do not get lost in the system, 

never to be followed up in the future.



101

Managing your Contacts

7.2 How to set one-off and repeating activities against a contact

There are times when you just want to set a one-off activity against a contact or a set of 

repeating activities, such as a phone call every three days over a one month period. 

Complete Data Individual allows you to do those things. 

To set a one-off activity against a contact:

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button.

�.  Click the Find button, enter the criteria you wish to search for (e.g. John Smith) and press 

Enter on the keyboard to perform the Find.

�.  Click the Trails button.

5.  Click the New Activity button and a new blank activity will be created. Fill in the details, 

including the Due Date, ID, Activity Type and Description.

To set a repeating activity against a contact:

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button.

�.  Click the Find button, enter the criteria you wish to search for (e.g. John Smith) and press 

Enter on the keyboard to perform the Find.

�.  Click the Trails button.
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7.2 How to set one-off and repeating activities against a contact cont.

To set a repeating activity against a contact: cont.

5.  Click the Repeating Activities button. You will then need to enter the details for this 

repeating activity as follows:

 •  Start Date - the day you wish to start the series of repeating activities.

 •  ID - the ID of the person responsible for completing these activities (usually yourself).

 •  Activity Type - select the type of activity from the drop-down list (phone call, letter etc.).

 •  Letter Ref - if the Activity Type is a letter, select the required letter from the drop-down list.

 •  Description - enter a description for this repeating activity.

 •  Repeating Interval (Days) - select the number of days you wish this activity to repeat 

(e.g. you might want to call someone every 5 days for a month so you would select ‘5’).

 •  Finish Date - the end date for this series of repeating activities.

6.  Once you have finished entering the details for the repeating activity click the Set 

Repeating Activities button. As is the case with Trails and new activities, these will appear 

in your Scheduled Tasks as they fall due.



10�

Managing your Contacts

7.� How to view your Scheduled Tasks

Once you have set Trails and activities against contacts and appraisals/listings it is vital you get 

used to checking which tasks are due each day.

Every activity for all Trails that have been set is stored in the Scheduled Tasks database.

You must get into the habit of checking the Scheduled Tasks database daily (we recommend 

allocating time in your Ideal Week for this) to see what tasks are due for that day.

To open the Scheduled Tasks database:

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Scheduled Tasks button.

�.  Any tasks with your ID that are due today appear in a list.

  Any tasks that were due yesterday or on previous days are carried over until they are 

marked as having been completed.

�.  To mark a task as having been completed, click the tick box which will put a green tick in 

the box to indicate it has been done. It will also change the Due Date to today’s to show 

the date that the task was actually completed.
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7.� How to view your Scheduled Tasks cont.

Features of the Scheduled Tasks database

•  If the task is a letter, email, SMS or phone call, the icon on the right changes to  

indicate this.

•  If the task is an email or SMS, clicking on the icon will create a new SMS or email to  

the contact for that task.

•  If the task is a letter, you can click the Printer icon to the right of the task to open the 

relevant letter in Microsoft Word where you can do a mail merge.

•  You can switch between Summary View and Detailed View by clicking the Detailed View 

button at the top of the screen. The Detailed View screen shows less tasks on the screen 

but has more information about the task, including details about the property if the task 

was set against an appraisal or listing. When in the Detailed View, you can switch back to 

the Summary View by clicking the Summary View button at the top of the screen. You can 

also click on the Name column to go to the related contact for that task.

If you have finished all your Scheduled Tasks for today and would like to work ahead of 

schedule, you can do so by using the buttons at the top of the screen to find tasks due in  

the future:

• This Week - finds all tasks due in the current week.

• Next Week - finds alll tasks due next week.

• This Month - finds all tasks due in the current month.

• Next Month - finds all tasks due next month.
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7.� Tracking buyer inspections

One of the great features of Complete Data Individual is that it is easy to track buyers and print 

a report for the vendor showing the inspections history and feedback on the property. 

To record a property inspection for a buyer:

1.  Go to the Complete Data Individual Main Menu.

2.  Click the Contacts button.

�.  Click the Find button, enter the criteria you wish to search for to locate the buyer  

(e.g. John Smith) and press Enter on the keyboard to perform the Find.

�.  Click the Inspections button. Any previous inspections recorded for this contact will  

be displayed here.
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7.� Tracking Buyer Inspections cont.

5.   To record a new inspection against this contact click the New Inspection button which will 

create a blank Inspection Slip. Complete the following fields: 

 •  ID - select the initials of the agent showing the property.

 •  Date - select the inspection date using the pop-up calendar.

 •  Time - select the inspection time from the drop-down list.

 •  Listing Ref - select the property from the drop-down list. This list shows all properties 

with a status of ‘Listed’.

 •  Property - this field is entered automatically when you select a Listing Ref.

 •  $ Indications - enter what the buyer thought the property was worth.

 •  Outcome - select an outcome from the drop-down list.

 •  Comments - enter any additional comments here.

 •  Offer - select ‘Yes’ if the buyer made an offer on the property (default is No).

You can also provide instant feedback to the listing agent (if not yourself) and the vendor 

via email or SMS from this screen. Clicking the Email button gives you the option of emailing 

the vendor or the listing agent the inspection slip details. Clicking the SMS button will SMS the 

inspection slip details to the vendor. Finally you can click the Printer icon to print a letter of offer 

to the vendor.
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Further Resources

We have produced a training CD for Complete Data Individual containing video tutorials for 

using the system. If you have not received this CD please contact us to request a copy. 




