Architerra
SalesForce CRM



Architerra uses SalesForce (SFDC) as our Client Resource Management (CRM) and project managment provider. 

The hierarchy within SFDC is LEADS, CONTACTS, PROPERTIES and OPPORTUNITIES. 
LEADS will be brought into SFDC via the following lead generation tools:

· BDX Leads (Zapier)
· MyArchiterra.com (Gravity Forms)

· Model Home Tours (Gravity Forms)

· Redfin, Zillow
Once a user receives their account information via an automated email from SFDC asking them to change their password the user will be instructed to log into SFDC. Once logged into SFDC the user needs to become familiar with the Home screen. Notice at the top of the screen you have tabs starting with Accounts, Contacts, Dashboards, Leads, Opportunities, Properties, Accounts and Tasks. The tabs of importance are described below. Also, on the home page Architerra will have a dashboard that will measure key company activities. At all times the Dashboard will have information for Sales, Marketing and Support; all are key drivers to success. 

LEADS:

If you click on leads you’ll see that all recent leads that have been viewed appear. As we speak with potential buyers, they will move through the lead funnel. When a property or properties in that leads criteria become available, the lead’s contact will be linked to that property and become an opportunity. A contact can be attached to multiple opportunities simultaneously, and exits the funnel at the point of opportunity. They can re-enter the lead funnel upon losing out on all available opportunities. To pull the details of the Lead click on the name of the Lead; this brings up the details for the Lead. Most times you’ll have the name, phone, email, and address. You will also have the Activity History. Any activity on that lead will be recorded under the Activity History. Under the Activity History you’ll be able to Log a Call on any event, when logging a call if any follow up action needs to take place you can schedule that and assign it to any salesperson in the system, or another person if necessary. 

Converting Leads to Opportunities. Once a Lead has been followed up on and qualified on the Lead screen the user will need to link the lead to a property. 

PROPERTY:
A property is a home for sale by Architerra. Properties are created one of two ways. A CVS Upload can be ingested into SFDC through the admin to mass produce properties that are currently being built and will go to market in the future. If a property is not entered at time of Go-to-Market, it can be entered through the property entry portal. The property entry portal is a system designed for 2 purposed. 

1. To Create a New Property in SFDC

2. To Complete the Sotheby’s Input form necessary for Sotheby’s to list a house

When completing the property entry form, find the ‘Property’ tab in the Salesforce Header. Click the dropdown. There will be two options – Recent Properties or All Properties. Choose the option that works for your needs. If adding a new property, click on the ‘New Property’ button in the upper right corner. Once you have started the new property or clicked into an existing property, a form will need to be filled out to completion annotating each detail of the property. It is essential that this form is filled out fully and accurately. Upon completion of the form, the user will be prompted to attach a 2 documents. 

1. The Marketing Packet

2. The Sales Packet
Once the two items are attached the form will be submitted. When the ‘Submit’ button is pressed, the form will be sent to Sotheby’s with the existing attachments, and a property will be created. When a property is attached to a lead, it becomes an opportunity. 
OPPORTUNITES: 

When clicking the Opportunities tab all recent Opportunities will be viewable. There is a drop-down view that can show all opportunities, opportunities closing this week, month, etc. Reports can be run for opportunity pipeline and closed opportunities. A quarterly summary can also be generated.  When creating a new opportunity, the stage name will always need to be prospecting or needs analysis, unless you are submitting a quote then you will need to change the state accordingly. Once the opportunity is won or lost that is when we will change the stage to Closed Won or Closed Lost. 

Rules for Opportunities:

· The Opportunity Name is always the property name and the primary buyers name - basically by only looking at the quote or opportunity name you want to be able to tell what is going on with the opty. 

· EXAMPLE: 6869 Freestyle Ave – Nicholas Roach
· EXAMPL: 3057 N Corvus Street – Maria Lusardi
· Close date (anticipated date of job, provide at a minimum the month of the job)

· Stage (only moved to closed won, when house is closed)
ACCOUNTS:

When the Accounts tab is clicked, you’ll be able to view all the recent accounts that have been viewed in SFDC. There is also a drop-down view that will give you the choice to select all accounts or only the accounts that are assigned to you (assignment of accounts can be done by name, geography, industry, etc. Once you click on an account the details of that account will be shown. Accounts primarily house contacts who are attached to a Lending, Title, or 

Most times you’ll get the details of the account; phone, website, address, etc. On the Account detail page, you’ll also be able to view all the contacts that are associated with that Account. 

Rules for Accounts:

· Provide phone, website, and accurate contact information

ORDER PROCESS:

1. Contact is Made
2. Contact is Created in SFDC

3. Contact is Converted to Lead when Qualified

4. Lead is attached to Property in SFDC

5. Lead + Property becomes an Opportunity

6. Opportunity is put in Stage 1 – Interested
7. Opportunity is moved to Stage 2 – Offer made

8. Opportunity is moved to Stage 3 – Closed Pending
9. Leads who Lose House Moved to  – Closed Lost

10. If Won – Tasks Created
a. Accounts/Contacts added to Opportunity

i. Lender

ii. Buyer Agent

iii. Title Representative

iv. Addditional Buyers

b. Contract Accepted
c. Appraisal Ordered

d. Earnest Money Deposited

e. Owner Orientation Date Set

f. Reminder of Orientation

g. Email to Lender with Purchase 7 Days prior to Close

11. Opportunity Moved to Stage 4 – Closed Won
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