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Summary 

Realtors in todayôs marketplace are challenged from a number of fronts, from being able to quickly 

respond to leads generated at the website, to working with tech-savvy consumers who demand a rapid 

response to almost any request, with a personal touch. Successful Agents tend to be the ones who are 

using these latest technology tools and applications to keep them in communication and allow them the 

opportunity to provide value added services, and enhance their marketing strategies all at once- from the 

mobile PC or smartphone.  

Google, who is best known for its most intuitive Internet search engine, has provided to the public space 

some innovative online tools that allow any mobile professional, especially entrepreneurs an 

unprecedented access to information, documents, and a customized business presence online, accessible 

by a connected smartphone, tablet devices or computer.  This is an extraordinary opportunity for Agents 

to learn about the free applications developed by Google, and how best to implement them as part of their 

mobile business strategy.  

There are approximately 150 Google apps available, but this course will focus only on ones considered to 

be most useful to the Agent-consumer relationship: 

Introduction 

Itôs been a little while for me, but I can remember at the age of 25, I was just finishing college, working 

full ti me, struggling to eke out those last few credits, and make ends meet. I had no garage hobbies or any 

real activities outside of a good party quite honestly. How I wish I had on my mind at 22 what Larry 

Page and Sergey Brin had on their minds at 25. I wouldnôt be writing this book- there would be books 

written about me. 

I chose the age of 25 here because that was how old Larry Page was when he founded Google in 1996, 

along with his friend Sergey Brin, who is his same age, both being born in 1973.  

Google was originally a school project for the two, looking at a new way for Internet search engines to 

rank search results. They eventually named the project Google, after the mathematical term ñGoogolò, the 

number one followed by one hundred zeros.  

Today, Googleôs presence around the world is nearly as significant, running a search engine with more 

than 70 percent of the search activity, and generating most of its revenue through ads, with a 

revolutionary math formula called AdSense, which allows companies who buy ad space from Google get 

an equal opportunity for visibility, giving the small business equal footing with the bigger businesses. In 

2006 earnings were around $10 billion. The earnings report for 2009 was closer to $24 billion dollars. 

Not bad for a couple of guys who at 37, should be just paying off their school loans. 

Googleôs mission statement, "to organize the world's information and make it universally accessible and 

useful", is fitting to the strides they have made to bring many applications weôve paid dearly for in the 

past to the open source- free to use, free to share, and open for development. To add to this, their 

unofficial slogan ñDonôt be evil,ò is often taken as a direct slap to the face of software behemoth, 

Microsoft. 

Whatever the companyôs mission or the ultimate goal may be, Google has developed and offered an entire 

library of online ñcloudò applications designed to make communicating, and sharing what we want a lot 

easier- for free. This is a guide to making those free apps work for you. Technology changes almost daily,  
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and these apps get updated and refreshed all the time. Iôll teach you the basics here- you will catch on as 

the apps get better. 

Realtors in todayôs marketplace are challenged from a number of fronts, from being able to quickly 

respond to leads generated at the website, to working with tech-savvy consumers who demand a rapid 

response to almost any request, with a personal touch. Successful Agents tend to be the ones who are 

using these latest technology tools and applications to keep them in communication and allow them the 

opportunity to provide value added services, and enhance their marketing strategies all at once- from the 

mobile PC or smartphone.  

There are approximately 150 Google apps available, but this course will focus only on ones considered to 

be most useful to the agent-consumer relationship: 

Google Apps are designed for the mobile professional. Whether you are a real estate Agent, a small business 

owner or in pharmaceutical sales, your office is now wherever you happen to be. If you want to be responsive to 

the needs of your client base, you must have the tools to be ready: a good smartphone, backed by a well 

developed CRM, or Client Relationship management system is a great start. A suite of apps on your smartphone 

that keep you prepared for your clients, along with your marketing tools to have you ready for the new prospects 

is even better.  

First, letôs create a Google account: 

 

www.google.com/accounts 

Once you have completed this process, your username and password unlocks all of the Google Apps for you. 

Youôll just need to sign into them.  

 

 

 

http://www.google.com/accounts
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Secondly, letôs setup a Gmail account: 

 

www.mail.google,com 

Once youôve signed in, click onto the gear icon in the upper right corner and select Options.  Here we will 

customize the Gmail experience. 

General Tab 

In Settings, the General tab is to the upper left. Here we have the options to:  

 Set the Page size- number of messages and contacts per page 

 Keyboard shortcuts- learn to use the keyboard instead of the mouse 

 Toggle the Conversation mode setting- emails shown separately or in a continuing thread 

 External Content option- ask before displaying external content 

 Undo Send (must first be enabled in Labs) 

 Browser Connection ï Always use https (recommended) 

 Default text style- customize font and size to your style 

 Add Your Photo- will be the photo associated with your Google account 

 Contactsô Pictures Option- show your contactôs embedded photo 

 Add Signature Option ï will be added to the bottom of new messages  

 

http://www.mail.google,com/
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Labels Tab 

System labels are the named folders on the left panel. You may choose to hide the folders you donôt need and 

only show those you use. 

Labels are the folders you create and name. provide a unique name here, or from the main Gmail screen. Check 

the box to the left of the message, and open the Labels tab above to assign it to a labeled folder, which will 

display on the left panel. Select a folder, and with the left click of the mouse, open the palette which allows you 

to color code each folder. You can assign more than one label (category) to a sender.  

 

 

 

Starred messages 

Assign stars to special conversations or messages, or use them as a visual reminder that you need to follow-up 

on a message or conversation later. 

Archiving and Muting Messages 

If you want to clean up your message box without deleting messages, you may simply Archive them. 

Check the box to the left of the message, and then click the Archive button above. Messages will not 

show in the inbox, but will be searchable or located in ñAll Mailò on the left panel. 

Sometimes you  may receive  frequent email from a recipient thatôs not spam. Itôs worth saving but 

not always filling up your box.  Muting  a message (click the More Actions button)  will simply store 

the messages away before reaching your inbox, into the filter youôve assigned it or into ñAll Mailò.  
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Accounts and Import Tab 

Import mail and contacts- Under this tab, you may import email from other email accounts. All you need is a 

username and password. Note that some email clients may prohibit forwarding without special privileges which 

may involve a fee. 

Send Mail As- here you can create multiple email identities for email to use. If you receive an email forwarded 

from your websiteôs email for example, Gmail can send the reply using the same address of the original 

message.  

Check mail using POP3:- A new feature that will make regular searches of your POP3 email from other 

clients, If the client doesnôt allow forwarding, this feature will just sign in as you and download your mail into 

Gmail. 

Add additional storage:- If 7GB is not enough, a $5 annual investment will get you 20GB of space. This is 

aggregate storage for Google Voice, Docs, Gmail, and Picasa. 

Change account settings:= make changes to your central Google Account, change password, add photos, add 

profile information. 

Filter Tabs 

Filters may be assigned to a message from a specific sender, or a specific topic. Set filters from this tab, or 

check the box to the left of a message, open the More Actions tab, then select Filter messages like these. From 

here you can filter similar messages to come to be directed by way of your filter. 

Forwarding and POP/IMAP 

Forwarding allows you to add a forwarding address, should you want to forward your mail to another client. 

POP Download allows you to download Gmail messages to PC programs like Outlook Express. Itôs old 

technology. Use the IMAP client and have a better experience! 

IMAP Access: gives you a constant, two-way connection between Gmail and Outlook or other PIMs, and even 

your smartphone. Mail is delivered by Gmail as it is received, so you always have the latest mail at its earliest 

time. Gmail includes the wizard to help you set up the connection between your PC email client (Outlook, etc.) 

and Gmail. 

Why Gmail? 

There are a number of pretty good web-based email clients we all use, yahoo, Hotmail, AOL, etc., but to me 

there is only one like Gmail.  Of the top, here is what Gmail has to offer: 

 7GB of storage space, 20GB is only $5 per year more (shared with other Google apps) 

 Easy to set up and install on your smartphone 

 Highly customizable 

 Integrates well with other Google Apps  

 Less spam 

 Access your web history and activity from any computer 

I recommend if you have mail coming from other clients, such as the ones I mentioned before, forward them to 

your Gmail address. Iôll help it make a lot of sense a bit later. 
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Google Contacts 

The contact manager in Gmail is really the tool that makes using all of these mobile apps as useful as they can 

be. The information stored in Contacts will be used in all of the subsequent apps as the source for sharing apps 

and information with others, customizing your outgoing messages in Voice, and making your marketing efforts 

a snap. 

What is Rapportive? 

Rapportive shows you everything about your contacts right inside your inbox. You can immediately see what 

people look like, where they're based, and what they do. You can establish rapport by mentioning shared 

interests. You can grow your network by connecting on LinkedIn, Twitter, Facebook and more. And you can 

record thoughts for later by leaving notes. Imagine relationship management built into your email. For free. Sign 

up and install Rapportive at http://rapportive.com/install. 

Here, Rapportive replaced ads on the right panel with the contactôs photo and contact methods: 

 

 

It All Begins With Your CRM 

Your CRM or Client Relationship Management System is essential to the success of your business and the 

best use of these Google apps. Fortune 300 companies spend hundreds of thousands of dollars to compile and 

maintain their CRM databases, and for good reason: it is simply the easiest and most effective way to develop 

customer profiles, target their customer base, and to ensure customer satisfaction and retention.  As small 

business owners we can use tools like Microsoft Outlook, ACT!, Top Producer or other Personal Information 

Management (PIM) systems as our CRM. Now that we are moving our business to a more mobile arena, and 

we can use the cloud to maintain this information, itôs time to learn how to put your CRM on the cloud, using 

Google Contacts, a part of Gmail: 

 

http://rapportive.com/install
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Exporting your CRM to Google Contacts 

Regardless of the PIM you currently use, the process of exporting your contacts and importing the data into 

Google Contacts is relatively easy, if you follow the steps, youôll have your contacts copied over in no time. 

Step One: Prepare your CRM data 

Since this information is the life blood of your business, it is important that we have each contact profile as 

complete and organized as possible. Take the time to go through each item, fill in as many empty spaces as 

possible.  Make sure you have at least the five essentials- full name, mailing address, email address, office & 

mobile phone and birth date (yes, birth date!)  If you can, add anniversary dates, and other demographic 

information that can be stored under notes.  

Step Two: Assign all profiles into a category 

Assigning a profile into one or more categories will be useful to your marketing efforts moving forward, as well 

as allowing the Google apps to target specific markets for you. Missing this step will cause you lots of work in 

the future. 

Step Three: Export your CRM data into a file 

The easiest way to get your data into Google Contacts and have it organized from the outset is to export the 

contacts one category at a time.  Sort your contacts by category, then Highlight the group you intend to export. 

The example below is how to export from Microsoft Outlook: 

Select File > Import and Export  

Select Export To A File 

Select Comma Separated Values (Windows)  

 

     

 

Select the location of the data to import, in this case Contacts 

 


