
BUYER SALES - OPPORTUNITIES  

**Contact must be added first** 
Once the contact is added, the listing file can be added in opportunities 
 

1. Click on Opportunities 

2. Click on the ACTIVE PHASE – n the BUYERS pipeline 

 

3. Click on CREATE OPPORTUNITY in Upper right corner 

 

4. Create the Opportunity by completing the following: 

• Market Center – Exton (Auto-Populated) 

• Team – The Dickerman Team (Auto-Populated) 

• Opportunity Type – BUER (Auto-Populated) 

• Client – Select the Client by typing in the name and selecting from the dropdown 

• Select a Co-Seller if necessary 

 

****OPPORTUNITY NAME**** - SUPER IMPORTANT!!! 

• Enter the client LAST NAME – Listing – Street number and Name 

o Ex: Dickerman – Listing – 527 Ferncastle Dr 

o Pallini – Listing – 575 Taylor Rd 

o Smith – Listing - 123 Main St 

DO NOT ENTER A First Name or city or zip!!! 

• No Custom Tags at this time 

• Estimated Close Date  - Enter the settlement date  from the AOS  

• Estimated List Price – Enter the sale amount on the AOS 

• Commission Rate – enter the amount per the MLS 



• Opportunity Phase – Active 

• Opportunity Stage – Buyer Agency signed – A buyer 

• Assignee(s) – Lauren Dickerman and the Buyer Agent 

 

5. Click on Create Opportunity 

 

On the buyer side, we will enter the client when they go under contract at this time.  Because the client  

is officially under contract we will create the OFFER within OPPORTUNITIES and add DOCUMENT.  **The 

OFFER is the new GreenSheet!**  This is where we are entering commission details and Sale Price. 

 

Adding Documents: 

Click on DOCUMENTS at top of Opportunity record 

 

 

At this stage, we can add the Consult Docs and the AOS Docs. 

Make sure the Consultation folder is open (Has a green/blue marking by it and should be asking for Buer 

Agency, Consumer Notice, etc) 



 

 

Click on Add File on the Right side and add the corresponsding document from dropbox 

 

Then click assign. 

 

Add all the documents for the consult, then add all the Under contract documents, by clicking on the 

Under Contract Folder 

When are the Documents are uploaded, you can submit to the MCA by clicking the SUBMIT TO MCA 

button in Upper Right 

 

When the file closes (settlement) you will add the closing docs to the CLOSED folder and submit as well. 



 

 

 

For now, we are only creating ONE offer.  We are NOT using OFFERS at this time to present multiple 

offers to the client.  Again, this is essentially the greensheet. 

 

When the Listing agent submits that the property has gone under contract, the opportunity card will get 

moved the UNDER CONTRACT PHASE 

 

 

 

Click on the Opportunity Name to enter details 

 

 

Once in the details section you can create the offer by clicking on offers 



 

 

 

Click on ADD NEW OFFER in the upper right corner 

 

 

Title the offer – “Final Offer – Street address” 

 

Click on Create Offer 

You can select the property from the KWLS as well.  Click on Select from KWLS. 



 

Enter the property address  

Male sure to SHOW: ALL LISTINGS 

Then Select the property by clicking on the select button 

 

Enter the details of the offer and click PARTIES 

 Version Name – should remain the same 

 Offer Date – Executed AOS date 

 Close Date – Found in the AOS 

 

 

Enter the details of the parties 



 Buyer Name 

 Seller Info (should pre-populate) 

 Co-Op Agent Name, Phone, Email 

Click on Terms 

 

 

On this screen you need to work a little backwards.  If there is a mortgage, you will need to refer 

to the AOS to find the financed amount and enter that in manually.  In this example, we will say 

that the total sale price is 450,000 and they are financing 50,000.  **Unfortunately at this time, 

we have to do the manual calculation. 

 

You only need to complete the Terms and the Option Fee (Typically or $195, $295, $695 fee) 



 

Click on Agent Analysis. 

You do not need to enter anything in this section!! 

Click on Save. 

 On the next screen you will see the terms of the offer.  If the numbers are correct, you can click 

on ACCEPT 

 

 

Once you click on Accept, you will notice that the COMMISSIONS tab becomes available to click on. 

 

 



 

 

 

 

 

 

 

 

 

You will see the commission breakdown on the new screen. 

This part can be tricky, however once you understand the steps, it should become easy! 

 

 

To add another agent the very first step is to MANULLY change the total Commission in the Agent line 

for Lauren Dickerman 

 

 Here you have to manually figure out what 75% of $13,500 is, and then enter it in that box. 

 



Once that step is done, you can scroll down and you will see an ADD AGENT button 

 

 
 
 
When you click on ADD AGENT, you will search by first or last name for our team member, find them, 
and click ADD. 
 
You will manually figure out their commission split and enter the .25 Split and the dollar amount 
 

 



 
For now, that’s it! 
You do not need to worry about the cap and royalty.  Just make sure the commission amounts are 
correct. 
 
We will be able to submit to the MCA office soon! 


