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INTRODUCTION

Welcome to the Apartments.com PropShop Users Manual. PropShop is a free, self-service tool that allows you send anonymous e-mail leads to one or more of the properties in your management company that currently advertises with Apartments.com. PropShop can be accessed 24 hours a day, seven days a week. The purpose of PropShop is to ensure that your communities are following-up with leads in an appropriate and timely manner. This tool was designed to help you achieve an excellent lead-to-lease conversion rate from your Apartments.com leads by guaranteeing leads are not overlooked when they are received by the property.

Did you know that 49% of all Internet leads never receive follow-up? Most property managers and management companies spend a lot of time and money auditing the performance of their leasing staff. See how your properties measure up with PropShop!

The following pages will provide you with step-by-step instructions on how to use PropShop and some tips to help you make the most of your shops. If you have any questions regarding PropShop, please contact Apartments.com Customer Service at support@apartments.com or (888) 658-7368.
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SYSTEM REQUIREMENTS AND TIPS

PropShop is accessed via the Internet. You need a web browser, such as Microsoft Internet Explorer or Netscape Navigator to log on to PropShop. You will also need an e-mail address, preferably an anonymous address (see Completing the Lead Form) to receive PropShop lead responses. Finally, if you would like to utilize the Apartments.com PropShop response tracking form, you will need Microsoft Excel.

Minimum Property Updater Requirements

· Microsoft Internet Explorer 5.5 or higher - OR - Netscape Navigator 4.7 or higher

· Web browser must have JavaScript enabled

· A valid email address to receive PropShop lead responses

· Microsoft Excel
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LOCATING PropShop ON APARTMENTS.COM

PropShop is located on the home page of the Property Manager Center.
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You can also access PropShop directly at www.apartments.com/propshop.htm.
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LOGGING IN TO PropShop

Logging in to PropShop is easy! Simply enter your Property Updater User ID and Password to gain access to PropShop. If you do not have a Property Updater User ID and Password, contact Apartments.com Customer Service at: support@apartments.com or (866) 658-7368.
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SHOPPING PROPERTIES – THE CHOICE IS YOURS

One of PropShop’s unique features is that it allows you to select which communities in your management company to shop. Once you have logged in to PropShop, all properties in your management company that are advertising with Apartments.com are displayed for you to select. Simply check the box next to the Property Names that you wish to send a PropShop anonymous lead. You can sort properties by Property Name, Property Address, City, State and Date of last PropShop by clicking the blue header. Click “Continue” once you are finished selecting the properties you would like to shop.
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COMPLETING THE LEAD FORM

Now you are ready to shop your properties! PropShop will send anonymous leads to all of the properties you selected on the Property Selection screen once you have completed the Lead Form. Be sure to complete all required fields and click Send Lead(s)
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Next fill out the lead form.

Arom [58] Arom [58]
Please complete the following form to send a message to the leasing consultant.
*First Name:

*Last Name:

*Email Address:

*Home Phone:

Work Phon

*Street Addres:

*City Moving From:

*Date of Move:

Month =] [Day =] [Vear<]

Comments:

e

*Required Field

[~ Check this bow to receive an email canfirmation of your
Hystery Shopper Session, capy of this lead and a list of the
destination properties

Email:

e —
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THANK YOU PAGE

Your lead(s) have now been sent! The Thank You page is your confirmation that the properties you have selected to shop have been sent an anonymous lead from Apartments.com PropShop. In addition to your confirmation, you can download a Microsoft Excel tracking form to track the results of your Apartments.com PropShop.
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Arom [58]

Thank you! Your lead has been sent to the following property(s):

Praperty Name
Prairie Shares
Lake Meadows

Dawnlaad a Micrasaft Excel document pre-populated with
these properties to help you track this shopping session

Return to Property Manager Center
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REPORTING

Track the follow-up time and quality of response from the properties you send a PropShop lead to with an easy-to-use tracking form. Download this form, pre-populated with the properties you have chosen to shop and analyze your Apartments.com PropShop results.

[image: image8.png]A e ¢, D | E F G [ H l J L
B ooconresconprosnen apartments.com..
3
3
5 TP Frop G [Prop [Daw & T [LesdResponse [Phone [Emai[Followp[Nameor [ProperaResponse[oare
1 Suate [Lead Sent DateaTime  |Response [Response [Lead Response[Responder | ime(Houss Minutes)
T [Propea nsoim 18 FEEETEE]
§ [Propera? oo 15 R
3 [Fropersd Bt 1S R
10 [Summan Eoin A s o B B
il
B o i o e e s s i oo
B T et oo ch i eseron e
B o s m s

14| 47» [pil\ PropShopReport

4|






PropShop Users Manual

FAQ – FREQUENTLY ASKED QUESTIONS

1. When I shop my property, do the leads I send count as leads on my Apartments.com Monthly Activity Report?

No. PropShop leads do not count as true leads sent to your properties, therefore they are not reported on your Monthly Activity Report. PropShop has the ability to differentiate between a PropShop lead and a prospect lead, so shop your properties as much as you want!

2. How much does PropShop cost?

Put your credit card away! PropShop is an absolutely free tool for Apartments.com customers to utilize.

3. Will my leasing agents be able to tell PropShop leads from regular Apartments.com leads? 
No, that’s the beauty of PropShop leads. All leads sent from PropShop will look just like any other Apartments.com lead.

4. Can I change the destination of the PropShop leads?
No. PropShop leads can only be sent to the lead destination you have previously set-up with Apartments.com.

TIP!


Use an unfamiliar e-mail address when you submit your lead form to ensure that no one at the properties you shop can identify you. Great examples include Yahoo!, AOL or HotMail e-mail accounts.





TIP!


You can use this space to provide detailed information for your lead. Include # of bedrooms, rent range, amenities desired, etc. 
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