
Lender Account Basics 

Sign in to Your Account 

 Sign in by clicking the “Admin Login” link at the bottom of your RealtyGenerator website.  
 
Customize in Admin 

 Alerts:  
o Add up to 3 email and/or text message alerts to be notified when you receive: 

 A new prospect who registered online with the 'wants pre-approval' box checked 

 A new prospect who requested pre-approval online via the Finance tab 

 A prospect that an agent shared via the Vision contact management system 

 A new comment that an agent shared with you  
 

 Welcome Email:  
o Customize your welcome email with your name and company information so you begin 

establishing strong relationships with your new prospects (see example below) 
 

 Profile Info: 
o Enter your secure application URL in your profile so it will automatically display on your 

welcome email and the Finance tab, after a prospect asks for a pre-approval application  
o NOTE: URL must be in this format: http://www.mysecureloanapplication.com (the “http://” 

is required) 
 

Daily Steps to Success 

 Sign in to Vision twice per day 

 Contact new prospects immediately 

1. Research they type of home and price range that your prospect is looking in 
2. Engage your client with a phone call and/or email  
3. Leave notes in the comments section, and mark “share with agent” when appropriate  
4. Set a reminder to follow up in the future 
5. Change the status if appropriate (see status definitions below) 

 Follow up with reminders due today 

 9ƴƎŀƎŜ ƴŜǿƭȅ ƳƻǘƛǾŀǘŜŘ ǇǊƻǎǇŜŎǘǎ ȅƻǳ ŦƛƴŘ ƛƴ άwŜŎŜƴǘ !ŎǘƛǾƛǘȅέ  

 Leave comments for your agents if there is a change they need to be notified about 

 

 

 



Take Note: 

 Every prospect in the system has requested a pre-approval. 
Inform prospects how you got their contact information, so they don't think it's a cold call. Make 
sure they know you are responding to their pre-approval request.  

 Build relationships and share comments with agents 
The more information you share with agents, the more information they will share with you.  

Prospect Status Definitions 

 New:  Prospects just assigned to you that you have not responded to yet  
**Keep this status empty daily 

 Retry:  Prospects you are trying to engage 

 Active:  Prospects who are “just looking” but are interactive 

 Inactive: Prospects who are not responsive or not interested 

 Hot:  Prospects who are working with you for a pre-approval 

 Qualified:  Prospects you have determined are qualified for lending 

 Unqualified:  Prospects you have determined are unqualified for lending 

 Closed:  Customers who have closed on their home 

 Trash:  Prospects who have asked to stop receiving email or have unsubscribed themselves 
 
 
Welcome Email Script Example 

 Review this example carefully, as there are prompts to enter your personal information. It is optional to 

enter your contact information because it is automatically attached to the bottom of your email.  

 Your application link will also be automatically added above your signature. 

My name is <lender name>, I am working with <Agent Name> at <company>.  I am writing in regards to your 

pre-approval request you recently submitted at <www.website.com>.  <Agent Name> and I work as a team 

to help you with all of your real estate needs.  I am sure you know the first step in the home buying process is 

getting pre-approved and that is the purpose of this email.  I want to make sure you have my contact 

information and the direct link for you to start the pre-approval process.  

<lender contact info>   

Welcome Phone Call Script Example 

Our most successful lenders use this script to get their prospects pre-approved. It helps the prospect 

understand that you and the agent work as a team. The script will change depending on whether the prospect 

or agent initiated the request.  

 

"Hi, my name is <lender name>, I am working with <Agent Name> at <Real Estate Company Name>. I am 

calling in regards to your pre-approval request you recently submitted. <Agent Name> and I work as a team 

to help you with all of your real estate needs. I am sure you know the first step in the home buying process is 

getting pre-approved and that is the purpose of my call." Take it from here. 

http://www.website.com/

