New Jersey Realtors®

Circle of Excellence Sales Award®
Online Application

Quick-Start Guide




Logging In

¢ Tolog in to the online application,
visit https://coe.njrealtor.com or
click on the Circle of Excellence link
on your “My Account” page on
njrealtor.com

You will log in with your usual
njrealtor.com e-mail and password

NEW JERSEY@
2 REALTORS

Circle of Excellence Sales Award®

AGENT LOGIN ASSISTANT LOGIN

& AGENT LOGIN

Please log in with your regular NJ REALTORS® e-mail address and
password.

LOGIN

Forgot password?

New Jersey REALTORS®




First Look

¢ When you first log in to the system, you will be given the option to add an
office assistant/admin to your application. This allows an office assistant to
log in and complete multiple separate applications for agents in an office

i Before you do anything, please complete the account setup prompts below.

Let's take a moment to set up your account..

The system allows for office admins/assistants to be granted access to your application, so that they can fill it out and/or pay for your award.

Are you planning on granting access to an office admin/assistant?

Yes, I'd like to enter an admin/assistant e-mail address. No thanks, I'll fill it out/pay by myself.




Dashboard

¢ The main dashboard Hi, Quentin! N
Outline S the applic ation Welcome to the NJ REALTORS® Circle of Excellence Sales Award® application. This award recognizes those DEADLINE: January 5, 2018

members who have demonstrated excellence in the field of salesmanship. Units are earned for quantity and dollar Completed applications, payment receipts, & supporting
value of closed transactions throughout the calendar year. documents are due to applicant’s local board/association

by cl f by . NO EXCEPTIONS.
process7 a'S Well a'S pOStS Starting this year, we will no longer be accepting any hand-written applications. You must enter all of your S

transactions online, pay for the award, print out your summary sheet, and then submit a hard copy to your local

this ye arS’ deadline. Read board DISTINGUISHED SALES CLUB APPLICANTS

If you're only applying for Distinguished Sales Club this year (not

Additional details on the application process are below.
Circle of Excellence), click the button below to complete your

over the information, then [ sricrconmmue w asmucarion e COE e et 0 o 55k
click “Start/Continue My
Application” to move to

the next step.

c ENTER a PAY e PRINT o SUBMIT

» Input all of your transaction data, as » Select which award item(s) you'e » Print your award summary, then sign & » Bring your application in to your local

° M well as any industry units being ordering, then complete your payment attach all required verification board/association before their close of
° I I Optlo I I Or claimed, into the online system. materials to your print-out. business on January 5, 2018,

those looking to pay only o
for Distinguished Sales L Application Steps

Club is also available.



Navigation/Header

¢ The main navigation bar allows you to click between the different parts of the application, such as
transactions and industry units, which can be completed in any order and at any time. (The system
saves your progress, application does not need to be completed in one sitting.)

¢ You will notice that the Pay / Print options are not available at first. You need to enter enough
transactions to earn at least a Bronze award, then the Pay option will be available. After you have
successfully paid for your application, you W111 then be able to print your final application, which must
be subm1tte to your local board/association, in person, by the deadline.

¢ Also in the header section are pop-up tools for viewing previous award history, your current award
status level (based on transactions entered), and the application rules (including advertising rules).

NEW JERSEY = v A

A ° .
ZZ5 REALTORS 2017 » AWARD HISTORY AWARD STATUS RULES ‘ L LR

Circle of Excellence Sales Award®
- Assistant Manager

| Log Out

[B8 START +— TRANSACTIONS W INDUSTRY UNITS - [ | |

L Main Navigation

Pop-up Tools Add/Remove

Assistant



The transactions tpage 1s the
primary screen of the online
application. It shows you
your current award status &
method, and has 4 sections
for each of the 4 types of
transactions.

The system will calculate
your award level
automatically using the
transaction information you
enter.

Click “New Transaction” to
enter a transaction, or “View
Proof Requirements” to see
the required verification
materials for each
transaction. Click on any of
the 4 transaction type sections
to expand that section and
view/edit/delete any
transaction if needed.

ransactions

Dollar & Unit Method v
SALES $3,500,000.00
UNITS ? 52000 + 0IU = 520TOTAL

CURRENT AWARD LEVEL

NEXT LEVEL

¥ BRONZE

$6.5 million / 20 units

(<]

My Transactions 4 NEW TRANSACTION VIEW PROOF REQUIREMENTS

8 Click here for a printer-friendly transactions view

UNITS ?

CURRENT AWARD LEVEL

Award
Status

¥ BRONZE

Expand Section v

2 | CLOSED SALES

0 | CLOSED LISTINGS

Expand Section v

0 | LONG TERM RENTALS (1 YEAR OR LONGER)

1000 | SHORT TERM RENTALS (LESS THAN 1 YEAR)

Expand Section v

Expand Section v

L 4 Transaction Type

Sections



Entering a Iransaction

¢ To enter a transaction,
you will select the
transaction type, enter
the MLS#, street
address, closing date,
and total dollar value.

¢ If you were a dual-agent
on this transaction,
check off the Dual
Agent box, and the
system automatically
saves the other side of
the transaction to your
application, so you don’t
have to enter it twice.

Transaction Type
! " Options

—

Closed Sale Closed Listing

Transaction Details Form

Transaction Type

Long Term Rental Short Term Rental

i 1yearorlonger i Lessthan 1 year

Dual Agent

"I Create a dual-agent copy of this transaction o

NOTE: If selected, we'll save a duplicate copy of this transaction for the other side. Don't enter the transaction twice!

MLS# if no MLS#, write "none’

@

Address e.g. 123 Main St., Anytown, NJ 01234

Enter a location

Close Date mmy/dd/yyyy

i}

Total Dollar Value

$



Payment - Step 1

Circle of Excellence Payment

STEP 1: Select Award items STEP 2:  Enter Payment Details STEP 3:  Done

1. AWARD LEVEL: ¥ GOLE

Why can't | change this?

¢ Once you have earned an
award and unlocked the
Payment screen, you will then

2. SELECT AWARD ITEM(S):

NOTE: You cannot order a plaque & plate - plaque comes with plate attached.

select your award item ] ' o
2016
(Plaque/Plate/Certificate). | ® =
Plaque $50.00 Plate $30.00 Certificate $30.00

« Embossed Certificate with name, level and
previously ordered plague. year vith embossed seal

= ADD TO CART ‘™= ADD TO CART

¢ New: If you don’t want any
item, you can now select “Fee
Only” to pay the $25
application fee only.

‘™ ADD TO CART

If you also need to pay for
Distinguished Sales Club, you
can add it to your order here.

Don't want an item?

Add-on ltem

Fee Only

« Pay for the application fee only.

« No award item will be given!

™ ADD TO CART

$25.00 Distinguished Sales Club $40.00

« A IMPORTANT: You must submit
Realtors® Distinguished Sales Club apg
you select

Click here to download the application

= ADD TO CART



Payment - Step 2

Order Summary

¢ On the next screen, you will
confirm your order and
selected items. Confirm the
order is correct and agree to NAMEONAWARD: o st
the refund policy by checking
the boxes. s5000

Distinguished Sales Club $40.00

AWARD LEVEL: Gold

Click here to download the application

¢ Then, scroll down to find the
credit card and billing
information section. & conri oroer

| attest that all the information above is correct.

GRAND TOTAL: $70.00

(3 RETURN & REFUND POLICY

No refund will be provided, except if the NJ REALTORS® Circle of Excellence Sales Award® Committee or the local board/association verification committee
determines that the applicant did not qualify for the 2017 NJ REALTORS® Circle of Excellence Sales Award® or otherwise rejects the Applicant's application. In no
event will any refund be issued until after March 1, 2018.

Confirmation
Boxes

| agree to the refund policy above.




Printing Application

é After your payment has

been processed NEW JERSEY
SUCC€SSfUH ) 0 tO the ° ircle of Excellence Sales Award®
Y, & Print button crecetbrecioncesaies e

“Print” page in the main

NEW JERSEY

'

site navigation to print 2017 Award Application
your ﬁnal appllcatlon Application Year: 2017
Summary Sheet, Application Type: Online

Award Level: Gold

APPLICANT INFORMATION

é Click the “Print” button to

. . . FIRST NAME Quentin
print your application. ST Lot
E-MAIL ADDRESS qleonard@njar.com
¢ Remember that both the ot e
applicant and the broker o
need to Sign the j:::“ks‘:::SDCIATION ::;4):/ezr::);REALTORS3

application in the marked
locations after it has been

ORDER INFORMATION

. RECIPIENT NAME John Smith

prlnted . AWARD LEVEL Gold
AWARD ITEM(S) Certificate
DISTINGUISHED SALES CLUB?  Yes
AMOUNT PAID $70.00

PAYMENT/RECEIPT INFORMATION



Submitting Your Application

¢ To complete your application, you must hand in your
hard-copy application with all accompanying

verification materials to your local board by their close
of business on Jan. 5, 2018. NO EXCEPTIONS.




