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Setup & Login

New User Account

Your account has been set up and your login details are below.

pages for future reference and support:

User- DEMO1
Password: XXX00000(K

Optional Features

Customer Services
Email: information@thesaurus. org.uk

Web: www thesaurus.org.uk
Tel: 0845 83 32 666

The links below have some useful information to help you get started. We recommend you bookmark the

Please click on the server link below to access your logon page/deskiop shoricut.

Server : server16.universalanywhere.net

Postcode Lookup (Credits). More Information?
Rentals Management: 0EEENY More Information?

Remember our friendly support team are only a phone call away.

Useful Information - Relevant information and contact details to get you started. - P asswo rd
Getting Started Guide - A short guide outlining the basics of the system.

Online Video Demos - Short futorials on various aspects of the system.

iPad/Tablet Connectivity - Connect to Universal Anywhere on your mobile or tablet device.
Mac Connecfivity - Connect to Universal Anywhere on your Apple Mac.

You have chosen o open:
% universalrdp
which is: Remote Desktop Connection (1.3K8)
from: hitpy/zest] thesaurus org.uk

What should Firefox do with this ile?

0 oensien [T R
@ Save File JRUS TECHNOLOGY

{21 Do this automatically for files ike this from now on.

YWHERE LOGIN

When you sign up to Agency Central, you will
receive an email with your log in credentials.

This email will contain:

= Your user name(s)

= The server you connect to

The email will also let you know if rentals
management is active on your account.

Click the sever link in the email and
download the desktop shortcut.

HELP VIDEO AVAILABLE ON THIS TOPIC &



https://player.vimeo.com/video/424051572

Setup & Login

The shortcut will be saved in your ? mum —— ) D+ o

‘downloads’ folder on your computer. . i =

Move the shortcut from the o L 5, .
downloads folder to your desktop e : 0

simply by dragging and dropping. s pass. |

Windows Security x

Enter your credentials

e e e et o ot Once you have saved the shortcut to your desktop, when you double click on the shortcut, it will
R prompt you for your username and password. Enter the details you have been sent in the email.

If it does not ask for a username, you will need to click ‘more choices’.

Domain:

[[] Remember me

Morechoces Please note: You will need to type these details in, you can’'t copy and paste them. Usernames and
o Cance passwords are case sensitive.
. . . . . . . . m !
Once logged in, a second log in screen will appear. If this is the first time you are using Agency agency central
Central, you will need to log in as the Admin user. The default password is ‘admin’. Admin -
*****i
If you have used Agency Central before, you will be able to select your own personal T

username from the drop-down list. S R

Press F1 atany time for Help

Useof any period of MRIs standard terms and conditions




Anywhere Helper

‘Anywhere Helper’ is a separate program which runs on your computer and assists with printing

uploading images and documents.

The first time you log in to Agency Central, it will prompt you to download the latest version of the Anywhere Helper. .
Once downloaded, you will need to run it for the first time, and it will then load automatically whenever you

turn your computer on.

This PC » Local Disk (C) » universalanywhere

-~

A Name Date modified Type
[ AnywhereHelper 26/03/2013 1217 Application
z,@ appeonfig 02/03/2017 1216 Configuration sett...
o UniversalAnywhereHelperd52 02/03/2017 1T:16 Application

To run Agency Central Helper for the first time, you will
need to go to the following folder on your computer:
C:\universalanywhere

Double click on the file called UniversalAnywhereHelper
(It will also have a number at the end).

To upload files (images / PDFs) into Agency Central, you
can either choose ‘select files’, or drag and drop the files
into the white box.

) Universal Anywhere Helper Build 256 - X
Upload Logs

Drag and drop jpeg images and pdfs onto this form to process them so they can be added to Universal Anywhere.
If you are unable to drag and drop, add manually by pressing select files.

' How to Upload Images? |
[ select Fies | |2/ Delete Al Fies |

26-01-18 14-29-48 Bathroom jpg
26-01-18 14-25-48 Bedroom 1,jpg
26-01-18 14-25-48 Front jpg
26-01-18 14-25-49 Garden jpg
26-01-18 14-23-54 Bedroom 1,jpg
Bathroom jpg

Bedroom 1jpa

Front jpg

Garden jpg




Book your online training session today QQ



http://www.thesaurus.org.uk/training.vbhtml

System settings

You can customise Agency Central via Tools > Maintenance (system settings) - Key areas to change are:

USERS 8 DEFAULT LISTS SEND SMS [.- .

— P
Settings > Maintenance > User IDs Settings > Maintenance > Lists Tools > Maintenance > System > SMS

¢ Add staff members ¢ Addtowns, areas, counties * Set your company name

¢ Set access levels for each user ¢ Update property types * 100 Free SMS credits on signup

¢ Change passwords ¢ Multiple lists to customise * Topupcreditsonline - Click here
PROPERY SEARCH Q PORTAL UPLOADING @I USER DEFINED DATA %
Settings > Maintenance > Property Search

Settings > Portal Uploading Settings > Maintenance > UDF
¢ Set your default colours
¢ Control what gets uploaded

¢ Set default disclaimer

Request property portals uploads .
Send to Rightmove, Zoopla + more .
* View current feeds setup .

Create your own data fields
Setup textboxes or select boxes
Bespoke data records

HELP VIDEO AVAILABLE ON THIS TOPIC &


http://www.thesaurus.org.uk/buy.vbhtml
http://www.thesaurus.org.uk/videos/3/Setting_up_Universal_-_Personalise.html

Finding your way around Agency Central

Rty & Global Find
DEMTO000023 - Under Offer Search across the

12 Rosemary Lane whole database

Recent Records

Quick reference to
previous records

2o Ben Parker

O " [ see [ e | oo [ vos o] ereiew |
Navigation Bar : | rotowup_J ook viewng [appoiniments | _weet ] racsvoot ] gosras ] progresson | saone_}

Checklist | Udf

Summary ~ Commerdsl | List | Mistory | Notes | Advert = Match | Chain

Festures  Epc  Tasks

Keys

Find, create, save & o
delete l’ecordS , -rt 've-.i'mv.: - yel Status Unde “v;»‘ Create Date

Description 0y

Main Buttons

Navigate to the
main windows

HELP VIDEO AVAILABLE ON THIS TOPIC 8:'


https://player.vimeo.com/video/424051994

Browse all of our training videos online gq



https://www.housescape.co.uk/support-videos.html

Uploading property data

To upload your property data to the internet, and update the property portals, select
‘Web Tools’ on the left-hand menu, and select sync. Syncing your data will:

« Update the supplied ‘Property Search’ for your website
« Provide links/images when emailing property details to applicants
« Upload property data to the portals you have signed up for (optional)

» Upload data for vendors and landlords " ﬂ 66

e
Vionday 2034

Property Portals

confirm the

In Agency Central you can specify which property portals you would like us to upload
your data to.

Settings > Portal Uploading > Request a portal upload

In order to update your properties on the internet with any changes, new properties, or properties to be
removed, you will need to do a Sync whenever any changes are made in Agency Central.

rightmove Q Zoopla (©)primeLocationcom @nTheMorke’ru_\.m




Email & Print Templates

Agency Central comes with a large range of templates that can be mail
merged into either Microsoft Word or HTML email templates. Templates
can be fully customised to include your company artwork and contact
details. Once setup, generating your standard letters and documents or
property particulars will be simply done with the click of a button.

Editing your templates

Refresh All Mail Merge Tags

To edit templates in Agency Central, select a document then select et
‘Edit’. Then Word or the HTML editor will open for you to start making SAMPLE - Srocure 0 docs N .
Chan es SAMPLE - Brochure 10.docx _
ges. s oo e L)
SAMPLE - Brochure A4 Landscape 1.docx Signature
. . . . SAMPLE - Brochure A4 Landscape 2.docx
Mail merge tags can be inserted into the templates and they will pull SAMPLE - Srocure A Porirar 4o Admin
though the relevant database fields. To see this list, select the e =
‘Mail Merge Tags’ button on any print or email window.
ge 1a8 yP (e Lot |
[ ooce ] renome ]
When a document or email is generated the mail merge tags on the TN

document will be replaced by all the relevant information from the
database. This can then be printed/emailed and a copy is kept on the
system and displayed in the ‘Generated documents’.

The helpdesk can update all of the sample Word templates with your
letterhead. Contact them today for assistance...

HELP VIDEO AVAILABLE ON THIS TOPIC &



https://player.vimeo.com/video/424051932




Diary

Agency Central has a built in diary system enabling staff to be aware of all
appointments, viewings and meetings for everyone in the office. These include:

¢ Viewings ¢ Keyshandover * Tasks

¢ Financial ¢ Valuations * Plus custom types

The diary enables users to follow up viewings that have taken place, so you can
keep track of the appointments in each section. You can also export contacts and
diary appointments to Microsoft Outlook. & ) Rassed Mantenance 1o Followus (6)
& ) Blied Mantenance 1o Followup (2)

. i u# Tenancy Renewal - Actve Tenancies expwing in the next 50 days (20)
Remlnders & 4 Tenancy Notce - Tenancies Expwing in the next 70 days (20)
i & Renewed Tenancies (5)
The reminders dialog gives an overview of outstanding personal and office tasks to & A Penode Tanancies (3)
A . . i & Penodc Tenancies cider than 6 monthe (3)
be performed ensuring you never miss a follow up. Some of the examples include # & Landiords 1o Followup (21)

E\ 9 Rentals Valuations to Followup (1)

----- #9 28/11/10 - VALOODO10 - Chloe - Manchester

* Viewings ¢ Pending offers . Keys checked out 5 (5 Properses Without » Gas Safety Certicate Task Set (13)

# [ Propertes Without a Electrical Salety Centéicate Task Set (13)
* Valuations * EPC ¢ Due/Overduerents # (§ Propertes Without a PAT Salety Certéicate Task Set (13)

i (4 Properies Without » Fire Safety Certicate Task Set (13)
* Landlord/Vendors * Unpaidinvoices . Tenancies expiring # [ DueOverdue Tasks (3)

& Tasks - Overdue Gas Salety Corticates (1)

HELP VIDEO AVAILABLE ON THIS TOPIC &I Create up to three custom diary appointment types in Agency Central @

Settings > Maintenance > System Settings > Diary User Defined 1-3 v



https://player.vimeo.com/video/424051777
https://player.vimeo.com/video/424051777

Agency Connect

Agency Connect enables staff members to access
key data directly from Agency Central.

» Real time data directly from Agency Central

» Specifically designed for smartphones it i i : e

AA @ test.thesaurus.org.uk (]
agency connect
» |deal for when staff members are out of the office

i Hello, Ben Parker
agency connect
» Grant or revoke staff access via Agency Central

| mri Agency Central

agency connect

DDOWNLOAD SHORTCUT

® o ¢

AGENCY MOBILE -

VIEW HELP GUIDE ON AGENCY CONNECT EI]

26

View now



http://www.thesaurus.org.uk/videos/5/Navigating_the_Diary.html
https://www.thesaurus.org.uk/pdf/Agency-Connect.pdf

Useful information ‘a e!.

Agency Central is designed to be easy to use but also has features which some clients may need extra help ,@

with. The MRI support team provide help in every area of the software. -

Help desk phoneline 01423 50 99 85 » \. f
Unlimited phone support is provided Monday to Friday: 9.00am and 5.30pm / Saturdays: 10.00am - 4.00pm =

You can also contact the help desk via the client portal: https://mymri.force.com/ClientPortal/login

WEBSITE DESIGN &’  ONLINE TRAINING (][]  TRAINING VIDEOS ]
We have been building websites for estate agents Remote training is available to new & existing The online training videos provide customers
for over 12 years & launched over 300 websites. customers. Training lasts for 1-2 hours & can with an excellent overview of some of the key
We offer a professional & affordable service. involve a detailed look or a simple overview. areas within Agency Central .

[ | | JOINJLIIINIE] [ | |
PIRIO[FIE[SIS|1]OIN[AJL |
| ITIRIA[IIN]IINIG[ | |



https://mymri.force.com/ClientPortal/login
https://www.mrisoftware.com/uk/solutions/estate-agency-website-design/
https://www.mrisoftware.com/uk/solutions/estate-agency-website-design/
https://www.mrisoftware.com/uk/products/mri-agency-central/client-services/training-session/
https://www.mrisoftware.com/uk/products/mri-agency-central/client-services/training-session/
http://www.housescape.co.uk/support-videos.html
http://www.housescape.co.uk/support-videos.html

