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RET Accountability Plan Tutorial

Introduction

Given all the demands on a manager’s time, it is difficult
to monitor agents’ progress and hold them accountable
for activities, yet it is a critical management responsibility.
A most common question managers ask is: “How do | get
my agents to watch the videos?” (Or do anything for that
matter). That takes leadership, inspiration and a system.

Because it is easier to get an agent to watch a video on
prospecting than it is to get them do prospecting, we have
created Accountability Plans that assign Videos and Tasks.
It allows agents to report their Actions, and managers to
monitor them.

This tool will provide the interaction between agent and
manager and take the video training to a much higher level.
When agents know you INspect what you EXpect, they

are more likely to stay on track to perform critical activities.
Activities lead to appointments which lead to transactions.

Available Templates as of February 6, 2016

At the time of this tutorial, we have three templates. By the
time you are reading this, new ones may have been added
and current ones modified.

New Agents: We have created a 14-section New Agent
template in a suggested sequence. After you drag them into
your preferred order, consider numbering them. You could
use Months, Weeks or Steps. If you use units of time, be
sure the work can be completed with in the time period.

In most cases, new agents progress through a series of
steps so consider using Step 1 Title, Step 2 Title, etc.

Rising Stars: This template allows you to take an experi-
enced group of agents to the next production level in their
career. The first group of Videos and Tasks, from Business
Planning through Time Management are foundational and
are to be performed one time.

The next group, from Time Management to Master Your
Listing presentation are to be repeated every month, with
some tasks to be performed and some quarterly.

Luxury Template: For those of you who would like to certify
a group of agents to work the high priced market, this will
serve as a basis for that training.

Accountability Plans

Accountability Plans work in the
following steps: Clone, Edit, Save,
Enroll Agents and monitor Progress.
When you log into your account, go
to menu “Manage Accountability.”

s Accountability

Settings

Manage Accountability
Enrolled Agents

SJep  Action Plans
10-822-422

Preview
Under Templates you will find pre-created Plans already
there for you to use. Click Preview to see the detail.

Clone
Click Clone and a copy of the plan will appear under the
heading Accountability Plans.

How To... Presenters. Contact Us

Subjects

Accountabilty  Seftings  Log Out

Manage Accountability

Templates

Name

New Agent Preview  Clone

Luxury Real Estate Preview  Clone

Rising Star Preview  Clone

Accountability Plans

My Company Customized Plan Preview  EnrolledAgents  Structure  Edit  Delete

Rising Star Action Plan Preview  EnolledAgents  Structure  Edit  Delete

Edit Structure

Click Structure to see the overall organization of the Plan.
Change the name to your own title, then click the “Update
Plan” button at the bottom.

D “'!,'3‘ KHT‘\'(‘} Videos How To... Presenters Subjects Contact Us Accountability Settings Log Out

Edit Training Plan

Name* My Company Customized PI

B I sl = #|=

=||e

Use this area to write your own headlines and/or text to introduce the plan to your agents.

Describe the plan and write instructions.

+ Name* Getting Stated L remove

Business Planning . remove

+ Name*

+ Name* Introduction to Prospectng | remow
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http://www.RealEstateConsumerVideos.com

You may rearrange the sections by dragging, rename them
by typing into the title field, delete them by clicking remove
or add your own by clicking Add Section.

Click on *Name to rearrange sections.

Edit Plan

Return to Accountability Plans and click Edit. You will now
see the Videos and Tasks for each section. In this view
you may drag the boxes up and down to create your own
sequence.

How To... Presenters Subjects Contact Us Accountability Settings Log Out
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My Company Customized Plan

Getting Started edit
Use this text box to add notes about this section.

Videos

+ QT12: Mispronounced, Misused

+ QT02 Email Signatures

+ KFT78 Top Producer Advice to New Agents

+ KFT80 Agent Safety

+ RLO1-S1 New Agents: Getting Started with Prospecting

+ KFT72 New Agent Mentorship Lessons

+ RL22-4 New Agents, Old School: Technology, Learning Experiences and Balance

1 RL22-1 New Agents, Old School Part 1: Mentoring

Tasks
:
Complete your on boarding paperwork
3
Online Presence: YourName.com, Facebook, Linkedln, email
:
Take professional photo. Call:
:
Name sign rider
:
Shadow agent on phone duty
:
Order business cards
:
Name tag
:
Sign up for company training
:
Send announcement letter to SO

Edit Videos and Tasks

In the section header on the right, click Edit and you will be
taken to the detail view which allows you to add or delete
Videos and Tasks.

The Rich Text Box on top allows you to write instructions or
make comments about each section

To delete videos, Remove the check marks in front of the
title. Click an empty check box to add. (When you return to
the edit plan view you may re-sequence them.)

Edit Training Plan Section

Name* Getting Started
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Use this text box to add notes about this section.

Videos MS01-1 Introduction to Prospecting
_ MS01-2 Questioning Skills

MS01-3 Who is Ready, Willing & Able

Edit Tasks

To edit a task, click in the text field and type your chang-
es. You may want to add your company name or specific
feature to the generic task. To add a task, click Add Task
on the bottom. Continue clicking and adding as you go. Be
sure to click Update Section to save your work. To delete a
Task, click Remove.

Tasks
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Complete your on boarding paperwork
4
remove
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Online Presence: YourName.com, Facebook, Linkedin, email
4
eeeeee
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Take professional photo. Call:
4
remove

Here is a list of suggestions for editing the standard tem-
plate:

+ Name a plan to match your company training name

+ Personalize it by inserting your company name over
generic company references

+ Sequence sections to follow your training

+ Add the specific names of your company features and
other in-house terms

+ Solicit suggestions from agents for tasks that they find
helpful

+ Break a large task into smaller tasks if appropriate

Rich Text Boxes

Rich text boxes allow you customize even further by up-
loading your own documents and adding active hyperlinks.
This allows you to offer specific company documents, direct
agents to specific websites and even reference your own
videos.

Hyperlink
Click the link icon on the right of the box. It will open anoth-
er box allowing you to add a hyperlink

1 Link‘ ) X

Link Info || Target | Upload || Advanced

Link Type
== = URL *

Protocol URL
http:// 4 [l

Browse Server

Copy the designated hyperlink from the actual website URL

and paste it into the URL box. Next, select a target.
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| suggest that you always target a New Window to open on
top so agents won't lose their place in the action plan.

| Link

el Advanced
<frame>

<popup window>

Topmost Window (_top)

Same Window (_self)

Parent Window (_parent)

il

Upload a document

You now have the ability to upload all your specific compa-
ny documents such as your Policy Manual, Training Manu-
al, operating instructions, sample flyers and so much more.
It is easy to attach these documents to their appropriate
section and tasks.

Tasks

[
L1
Tt
(0]

Download our policy manual: HERE

First, write a sentence in the text box that directs agents to
download the document. You could show the actual docu-
ment URL or simply type the word HERE and apply the link
to the word. Click and drag through the word, then lick on
the link as before to get the link box. Click the Upload tab,
then Choose File.

| Link

Link Info || Target || Upload | Advanced

Upload
| Choose File | no file selected

i

Send it to the Server

Navigate to your document. In this example a Word docu-
ment called Company Policy Manual.

| Link X

Link Info || Target || Upload || Advanced

Upload
| Choose File | _; Company Policy Manual.docx

Send it to the Server

Click Send it to the Server and wait for confirmation of the
upload. Larger files will take longer. Click OK.

Protocol URL

<other> § Ickeditor_assets/attachments/113/company_pc

Browse Server

Cancel m
=21 P

Now your agents will have a hyperlink available to down-
load any of your company documents or be directed to

outside online resources.

Enroll Agents
Once you have modified and saved your Accountability
Plan, you may Enroll selected agents.

Accountability Settings

Manage Accountability

Enrolled Agents
Action Plans

this menu it will be empty.

Enrolled Agents

Enroll Agents

Training Plan (My Company Customized Plan & Progress From (____ 3)To(____ %) m

Progress

Branch Email Name

Click on the pull-down menu to select a plan, then click
the “Enroll Agents” button on the left. You will see a list of
agents by Branch, Email and Name.

DAVID KNOX

Enroll Agents To The "My Company Customized Plan' Plan

m‘——— Search by Name, Email, Branch

Branch Email Name

Name/Email/Branch

To sort, click header title

Enroll Selected Agents

To make it easier to find agents, you may use the Filter box
to search. You may also sort by clicking the column titles.
This is especially helpful for Administrators who will see the
entire list of agents, whereas Managers will only see their
agents.

Click the check box in front of the selected agent(s) to
enroll then click the “Enroll Selected Agents” button at the
bottom. You will now see the list of agents enrolled with
their progress showing 0% complete.
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Videos How To... Presenters Subjects  ContactUs  Accountabilty ~ Settings  Log Out

Enrolled Agents

U

Training Plan | Davids Pian ¢ I Progress From +To| Bl e |

Branch Email Name Progress

Delete
Delete
Delete
Delete
Delete
Delete

When you click on their email, you will be able to preview
the plan and specific progress. As agents complete tasks
and videos, the percentage will change to show this.

Filter: You may filter your results by name, email or branch.
You may also filter by Progress parameters.

Sort: By clicking the header titles, you may sort by Branch,
Email, Name or Progress.

If you click “Delete” the plan will be removed.

Agent Experience

Once you have enrolled an agent into a plan, it will appear
under their “Action Plans” menu. It will display “Start” if they
are seeing it for the first time and “Continue” if they have
already started and completed tasks.

Videos How To, Action Plans Settings Log Out
Actions Plans
Name
Rising Star Action Plan Start
David's Demonstration Plan Continue

Action Plan
The agent will see a list of Videos, Tasks and Actions.

Step 3 Sphere of Influence (SOI)

Videos Watched At
RL22-2 New Agents, Old School Part 2: Referrals, Open House

MS02-2 Establish a Referral System

KFT02 Questions That Tum Prospects into Clients

RLO1-2 Contact Management, Referrals

RLO1-S1 New Agents: Getting Started with Prospecting

RLO7-52 Living Large on Referrals

RLO8-2 Generating Leads, Prospecting, Marketing

QT15: Sphere of Influence Calls - Ellen Hill

KFT74-2 Multi Millon Dollar Dialogs: Sphere of Influence

Tasks. To Do
Gather list of all friends, relatives and business associates To Do
Assemble all contact information into Excel or GRM To Do
Design an introductory note, letter and/or email To Do
Send your Announcement to SOI To Do
Block out times to call your SOI To Do
Write a script for a message to leave on their voicemail To Do
Listen in on competent agent making calls to SOI ToDo
Initiate telephone calls to your SOI To Do
Follow up SOI calls with a note and/or email To Do
Call or visit people in your neighborhood To Do
Send five handwritten notes. To Do
Post five comments on social media each day To Do
Research local charities for involvement To Do
Create a real estate marketing video of yourself and post it online To Do
Talk to 25 strangers each week To Do
Actions Completed At

Sample View
My Company Customized Plan

Getting Started _

Videos Watched At

QT12: Mispronounced, Misused December 07, 2015 16:30

KFT80 Agent Safety December 16, 2015 17:03
Tasks To Do
Do your R&N.... January 03, 2016

Complete your on boarding paperwork January 03, 2016

Name sign rider January 03, 2016

Order business cards December 16, 2015

Actions Completed At

Talked to four past clients and received one referral. | have initiated a call to them. Thanked clie January 03, 2016

Held two open houses on Sunday. 14 prospects. Following up now. January 03, 2016

Videos

After logging in and clicking on an Action Plan, agents may
watch Videos, complete Tasks and report Actions. To watch
a video, they click on the red video title link and it will open
in a separate window for watching. Their Action Plan and
the manager’s Accountability Plan will update to show the
completion date.

Tasks

To indicate a completed task, agents click on the red To

Do link. A dialog box opens that allows them to write any
comments relating to that task.

Complete task

[Got a great Tist of people T know in various businesses and told them they're on it. Good referral sources 100

Complete Task

When the “Complete Task” button is clicked the box clos-
es and “To do” changes to a completion date. There is an
Undo link available if clicked in error.

Tasks To Do

February 07, 2016
Complete your on boarding paperwork
Undo

Notes: Documents were sent to corporate office.

These notes allow Administrators and Managers gain more
information on the task completion process.

Actions

The key to productivity is based in taking positive actions
that lead to results. The Actions feature allows agents to
post progress, prospecting activity, appointments and trans-
actions.

Links and Downloads
When a task includes a link it may perform two actions: go-
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ing to a website or downloading a document. If you target-
ed a new window then a second window will open on top of
the training site.

If the link is to a document, it will open in a browser window.
The agent will need to right click, control click or Save As to
download the document.

A Word document will be saved to your Downloads folder.

Monitor Progress

The first step is to notify the agents you have enrolled in an
Action Plan. Have them go to the Action Plans menu then
click Start. After that they will click Continue and work their
way through the designated plan.

The next step is for the manager to log in and monitor their
agents’ progress. See the overview of the progress per-
centage. Click a specific email to see detailed progress for
each agent. Congratulate progress and question lack of
progress.

What if they’re not using it?

In addition to helping your agents grow and prosper in the
business, this tool will help you determine who needs to be
de-cruited. If they’re not investing their time in education
and productive activities, then you shouldn’t be investing in
them. Let Go.

Suggestions for hyperlinks

+ Company website

« Company intranet portal

+ Preferred lender

+ Preferred title company

+ Preferred insurance company
+ Health insurance provider

+ Professional photographer

* Inspector

Company resources

Training class sign up page

Online document signing

Local Board or Association

NAR resources

Company YouTube videos

News articles

Company Facebook business page

Company vendors; signs, cards, etc.

Suggestions for documents and resources

Company policy manual

Company training manual, chapter per section
Company listing presentation

Listing agreement

Buyer agreement

Disclosure forms

Checkists

Any documents your company uses

Updates
We welcome your suggestions for Accountability Plans,
task additions and features.

Summary
Remember to:

Clone

Name

Edit

Save

Enroll

Monitor progress
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