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Overview of the Advertising costing and tracking. 

There are two main segments to the use of OfficePartner for advertising costing and tracking. 

1. Keeping a track of the times a property is advertised, the cost of each advertisement and 

who is expected to pay for each insertion. This process is done through the ADVERTISING 

button. 

2. Keeping a track of the Invoices raised for the vendor (money owing from the vendors) and 

money received from the vendors as their contribution to the marketing campaign. This is 

done through the OWING button. 

 

ADVERTISING Button. 

 

The first step is to maintain the publications that you are using for advertising: 

 Eg  Code   PPRESS 

  Publication  Central Property Press 

  Description  Display advertising 

NB Other legacy options in this entry screen can be ignored. These are the only required fields. 

It is worth noting that when the activity of a property being advertised in the PPRESS is recorded in 

SalesPartner activity the Publication + Description form the first part of the activity description. (This 

happens automatically and the description includes the advert size when the publication is set 

complete) 

 

The next step is to determine which properties were advertised in each publication. EG The Central 

Property press on a specific date (we recommend the publication date). To do this, click the PLUS 

button in the List of Publications with names and Dates. 

 

Then within that publication for that date you add the properties that were advertised. There are 

quick entry processes for simple entries like open home run on lists. There are more complex 

processes for Display Advertising with default costs available for each of the advert sizes used in the 

publication. 

 

Note that if you enter the cost it is assumed it will be a cost to the company unless allocated to one 

of - the Vendor – the Salesperson - or Other funded. 

Other funded is mostly used for free spaces provided by the publication either as a promotion or as 

a make up for errors. 

 

Quick entry facilities include the ability to copy all or selected elements of a previous publication list. 

 

When the publication for the particular date has all the properties advertised included in its list it 

should be Ticked to set it COMPLETED. This step will generate the activity records within 

SalesPartner and is essential for the advertisements to be included in costing reports.  



If the publication is not set COMPLETED the advertising records will not show up in Vendor or 

Salespeople based lists of advertising spent. 

 

OWING Button: 

The owing section can be operated independently from the costing and tracking. 

 

Each property can have its own account. An account can be started at any time but will be 

automatically created for properties that have advertising activity allocated to vendors. 

 

When a vendor agrees to contribute to the marketing campaign the first step recommended is to 

enter an invoice. The Invoice is from your company to the vendor and can be printed at this stage. 

The invoice would usually be for the entire campaign contribution agreed but could be just to match 

the amount actually Received. You can enter a receipt at any time set an account limit or budget and 

create an invoice entry later if that suits your processing better but we do not recommend it. 

 

If you do not enter an invoice but do enter receipts the system will report that you owe the vendor 

money no matter how much advertising activity and costs you have allocated to them. You need to 

create an invoice at some stage and you can print an invoice based on the uninvoiced but allocated 

(and set complete) activity you have entered for that property. When you print such an invoice you 

still need to enter the Invoice in the owing section. 

 

The owing section can include invoices for services like Auctioneer fees which may not be entered as 

a publication. We recommend entering photo signs and the costs of feature properties or virtual 

tours on web sites as a publication which can be set complete each day or each week if required.  

The accounts for each listing in the owing section can be made visible when you are processing a 

sale so that any INVOICES entered as “payable on sale” or any other invoiced amounts outstanding 

can be dealt with when dispersing funds from the trust account and/or sending a combined invoice 

for commission and marketing to the vendor’s solicitor. 

 

Owing accounts are set Active by default. When you have dealt with a property the account should 

be set Finalised. Any Sold or Withdrawn property with outstanding invoices can be set Flagged to 

ensure it is followed up. 

 

Salespeople records. 

 

There are various reports in the salespeople button to keep management informed of their 

advertising activity, how much that has cost the company, how much has been paid for by vendors 

and how much they have agreed to pay for. 

Check out the Advertising Audit Report in the salesperson section. (Completed adverts only) 

To collect money owing from salespeople one option is to use the Recovery section in Invoice 

processing to ensure the agreed amounts are included as charges on future commission invoices. 

 

Vendor Reports. 

Advertising activity can be included in vendor reports, marketing letters and vendor web logins. 


