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General Information: 
 
Lone Wolf Real Estate Technologies purchased Lucero Summit software September 1st 2009 
 
Lucero Summit Sales and Training office is located at  
   327 Office Plaza Drive Suite 203 
   Tallahassee, Florida 32301 
 
Lucero Customer Support  

(928) 537-1300 – Ext. 1 Voice        
Support@Lucero.com-Email   

 

Lucero Summit  Add on Product Information: 
 
Report Master          $     239.00 
RETS MLS Import main office            $     400.00 
RETS MLS Branch office                                                                         $     200.00 
Showing Feedback program             $     100.00 Setup Fee 
              40.00 Monthly 
Open House Feedback program            $     100.00 Setup Fee 
              40.00 Monthly 
 
To order any of the above, please call Lucero summit sales office at 800-862-8193 
 
To reach the Training and Implementation Office please call 866-942-1409 
 

**Visit the following for additional information  
Website - www.GoLucero.com  
Email - info@lucerosummit.com  
Blog - www.LuceroBlog.com 
Twitter – @lucerosummit 
Facebook – Lucero Users Group 
          
Congratulations on your decision to implement Lucero Summit Software. You will soon learn to 
love Lucero Summit as you become more aware of its features and truly awesome power. 
 
Welcome to the Lucero Summit Quick Start User Guide.  This guide will help you on your way 
to becoming an expert in using the Lucero Summit Software System.  As we go through the 
setup process, you will have six (4) approximately 50 minute telephone appointments 
scheduled over a 30 calendar day period on our Training Server.  If you cannot meet the 30 
day criteria there may be a $100 dollar fee to stay on the Training Server for an additional 
month.  Also, you may call Lucero Technical Support at any time during or after the setup 
process.  We find the implementation process is more effective if the training appointments are 
scheduled as close together as possible. 
 



* Please call 866-942-1409 to schedule each appointment. It is important that you 
call in at the designated appointment time.*   
 
If you have any questions between appointments or after completion of our appointments please 
call Lucero Support between the hours of 7 am and 5 pm Mountain Time at 928-537-1300. 
(Arizona)  
 
For your appointments please call Toll Free at 866-942-1409 at your designated appointment 
time.  You may also email an appointment time of your choice to Training@LuceroSummit.com.  
If that time is available you will receive a confirmation email. If the time you request is not 
available you will receive an email with alternate dates or times.  Keep in mind that 
appointments are scheduled on the hour. 
 
If you elect to run Lucero online via Summit Hosting Online, then you are not required to install 
the program locally.  If you are choosing to run the program locally, it is your responsibility to 
install Lucero on your local hardware with Lucero Support assistance if needed. Lucero Training 
Department will not be involved in your program installation.  
 
Key Points:  
                    

·  Appointments – You should call your trainer at the appointed training time! 
·  You have 30 calendar days to complete all 4 appointments. 
·  DO NOT input any data on your local installation until you have completed 

training, and your backup is restored. 
 

Required Implementation Steps for Lucero Summit 
 

Implementation Strategy: 
 
Online interactive training is accomplished during a series of 4 personalized phone 
appointments with senior trainers and implementation specialists. You will be 
working on a virtual desktop using Microsoft terminal server technology. 
 

Important-  Review applicable user guide sections  
Important- Review appropriate training videos in order 
 
Call your personal trainer to schedule appointments as outlined below.  It is your responsibility 
to call your trainer at the scheduled time.  The first appointment is critical to the success of 
implementation.  The Owner, Broker, President, or General Sales Manager must be present 
for our first appointment or the appointment will b e canceled. A copy of your 
commission schedules MUST be faxed to Lucero Summit (888-731-2929) or emailed 
to info@lucerosummit.com BEFORE the first appointment. 
    



* You have 30 days to complete your 4 Core Implementation appointments.  
Staying on the training server will cost $100 for each additional month. * 
 
* Between appointments, if you have a question about any of the modules, 
please contact Lucero Support @ 928-537-1300 option 2. * 
  

Implementation Appointment 1:  Office Records, Commission 
Schedule Entry and Agent Entry  
** You will need to have an active internet connection 
** Call your trainer Toll Free at 866-942-1409 to schedule your appointments* 
** A copy of your commission schedules MUST be faxed to Lucero Summit (888-731-2929) 
BEFORE the first appointment**  
 
Materials to be covered: 
Review of Implementation Process   Discuss Manual Postings 
Assign Training User Accounts   Enter Agent Records 
Review Program Setup    Enter Commission Schedules    
Edit Main Office Record                                     Review Homework 
 

.Implementation Appointment 2:  Listing Entry  
**All agents must be entered and attached to their commission schedules 
 
Materials to be covered: 
Q&A  Session (Issues from the first appointment)  
Run Agent Roster Report to check for errors & attachment to commission schedules  
Enter Listing record  (Preferably one that is currently under contract or recently closed) 
Edit User Defined Fields 
Review Lookup Tables 
 

Implementation Appointment 3: Contract Entry  
**Must have 10 listings entered into the system, unless your company does not 
currently have 10 listings.  Remember: All listings must be entered eventually. 
 
** Also you MUST fax to us a detailed commission calculation breakdown sheet 
for the contract we enter and close** 
 
Materials to be covered: 
Q&A Session (Questions from previous appointments) 
Check Agent attachment to commission policy 
Check listing for total commission entry (example 6%)   
Enter Co-Op Offices and Title/Attorney Records 



Enter Contract: One with listing ONLY  and one with buying side ONLY  
Close Contract 
 
KEEP IN MIND ** Program Installation 
* If you need help with installation and setup you can call Technical Support at 928-537-
1300 option 2. * 
Install on network or stand-alone PC (Unless using Summit Hosting Online) 
Setup Program (if you need help with installation and setup you can call                                       
technical support at 928-537-1300) 
 
DO NOT enter any information into the program on your local machine until 
Implementation is complete and data from training is in place.  
 

Implementation Appointment 4:  Contract Q & A, Introduction 
to Reporting and Advanced Module Review 
 
Materials to be covered: 
Q&A on Contracts                                                               
Popular Reports 
 
*After reviewing the contracts and reporting features, any time left over for the appointment will 
be used to INTRODUCE your company to other modules and advanced features you wish to 
utilize using Lucero Summit.  We suggest that you explore different modules you would like to 
learn about and see which ones you can figure out on your own.  Use your time wisely and have 
us help you out with the modules that you cannot figure out on your own. 
 

 
 
 
 
 
 
 
 
 



Program Setup 
 

The Lucero Summit Program Setup screen contains vital information regarding Lucero Summit 
including the Security Code Certificate. The name of Company, Address City and State MUST 
match the security code certificate provided at the time of purchase, upgrade or renew of ESP.  If 
your company changes company name or address you MUST call sales or support to receive a 
new Security Code Certificate. 

 
 

 



Type information exactly as it appears on the security code certificate or cut an paste 
Company:  Address:  City, State, Zip Code:  FROM  �����������	
�����   
 
Access Code: The 24-digit security code located on the �����������	
����� . 
 
Customer ID: Found on the subject Line of �����������	
�������
����������������  
 
Franchise:  Select from the drop down menu, if you are not a franchise select “Independent” 
 
Accounting: Lucero Summit has the ability to export contract figures directly into the 
QuickBooks ™ program. Select this option here if you would like to use this feature. 
 
Offices Licensed: Enter the number of offices for which Lucero Summit currently licenses you. 
 
Default Branch: (applies only to multi-office environments) refers to the branch the system will 
use upon entry into Lucero Summit.  When adding listings or agents, the system will default to 
this branch number automatically so it is important that you are aware of which branch number 
you are using when in this field. 
 
Automatically hide expired listings after __ weeks: The Lucero Summit program never deletes 
listings after they are sold, cancelled or have expired.  Instead, they are temporarily hidden from 
view from the active and pending listing inventory. This field denotes the number of weeks, after 
the scheduled expiration date is reached in the system, the information will be hidden from 
normal view.   In order to keep this feature from hiding any of the information, type a zero (0) in 
this field. 
 
Share Mailbox: This function allows email to be sent from computers that do not have internet 
access through the network connection. 
 
Password Protection: This field must be checked in order to activate or deactivate security. You 
must establish security rights in the agent records before selecting this checkbox.   
 
Contact Management Link: Link to the LEADS Contact Management System  
 
Branch-Based Number: (applies only to multi-office environments) dictates the contract 
numbering system Lucero Summit will use. With this box checked, Lucero Summit will use 
individual contract numbering schemes for each individual office. Without it checked contract 
numbers will be assigned regardless of the branch.  
 
User Settings:  Alter the manner in which the program performs certain tasks by selecting options 
in the user settings window.  Also click ALT F  in browser 
 
Auto Update: (optional) allows for convenient updating of Lucero Summit in a multi-
installation environment.  Not commonly used. 
The program setup screen is now complete, click OK to save.  Note: If you receive any type of 
INFO BOX, please contact Lucero Summit Research for further assistance.  



 

Building Data 
Main Office Record Setup 

 
File� Office Records and you will notice that your main office record is displayed. 
 

 

  



 
Office Code: This will be 001 for your main office.  
Office Type: This field is used to specify what type of office record you are entering for your 
main office.  This should be set to branch.  
Office ID: (applies only to franchise offices) Enter franchise ID number. 
Region:  Franchise related region, if applicable. 
Office, Address, City, State, and Zip Code: This information is imported from the program 
setup menu and is "grayed out".  Broker, Manager: These fields are both drop down items and 
will need to be entered after the agents have been determined. 
Website URL: Enter the web address, including the http:// (required) 
Email: Enter the appropriate email address. 
MLS Code:  Enter MLS Code provided by MLS. 
Tax ID:  Enter your company’s federal employer tax identification (FEI) number. 
Mgr Transaction Fee (override): NOT ACTIVE  
Mgr Transaction Percentage: NOT ACTIVE. 
Web Page: Company Web Address   
Service Fee 1 %: This is a percentage that will come off the top of every contract.  It is designed 
to be paid to a franchise corporation. (Prudential, Coldwell Banker, ERA, Century 21) 
(The following are generally not applicable)  
Service Fee 2 %: Second service fee to be paid.  
Ad Fee %: This function is for reporting an Advertising Fee to franchise if required.  
Fixed Fee 1: This allows for a fixed dollar transaction franchise fee. 
Fixed Fee 2: This allows for a second fixed dollar transaction franchise fee. 
Listing Fee: Sellers can be charged a fixed transaction fee as a stand-alone fee or in addition to a 
commission percentage using this function. (Applies in the contract record) 

Buying Fee: Buyers can be charged a fixed transaction fee as a stand-alone fee or in addition to 
a commission percentage using this function.  (Applies in the contract record) 
G&S Tax: If your state or community institutes a sales tax on commissions, Lucero Summit 
accommodates it here. 
 

Adding Branches, Co-op and other Offices 
Branch Offices, Title Companies, Co-op Offices, etc., are all entered in this browser. 
Note: You will need at least one co-op office entered before entering the Sales Management 
module.  
File� Office Records� Add New      
When adding co-op, title/escrow, or other office types you are only required to input minimal 
information for reporting purposes. You may also create one generic co-op office instead of 
putting each in individually.  An example of the outside broker’s office record is: code (ob), 
name (other broker), and status (co-op). 
Required fields are code, name and status. However, if you are adding co-op agents in the 
"Appointment Scheduling Module" the phone fields are recommended. 
Note: These are the most common fields entered for other office types.  
 
 
Ex. Adding a Cooperating Office 



  
 
Office Code: For non-branch office types this can be any combination of numbers or 
alphabetical characters as long as the total number of digits does NOT exceed three. 
Note: Three digit codes are reserved for only branch office types.  
Office Type: This field is used to specify what type of office record is being entered (drop-down 
menu). 
Office, Address, City, State and Zip: Enter the name, address, city, state and zip code.  
Broker, Manager: These fields are both drop-down items and will need to be entered after you 
have set up the agents, staff, managers, etc. 
Website URL: Office website location. 
Email:  Office email address. 
MLS Code:  Enter MLS Code provided by MLS. 
MS Word:   Send Word merge document to any office record individually or in mass 
 

Office Status 
Branch Office – For Multi Office companies only, this gives you the ability to run reports 
for individual branch offices or company wide reports.  
 
Cooperating  – For other real estate companies in a transaction, you may run reports to track 
Co-op office participation. 
Legal  – Enter the closing attorney’s office, this gives the ability to run reports on the 
transactions closed for your company by that attorney. 
Lender – For tracking Lenders and use with amortization schedules 
MLS Provider – Enter your MLS Provider information  



Other  – For office records not falling into the system’s categories (Branch, Co-op, Legal, 
Services, Title/Escrow, Vendor) 
Services – For office records such as home inspection offices, termite inspections, etc, used 
in conjunction with the task management module. 
Title/Escrow  – Offices used to close transactions. Gives ability to run reports on the 
transactions a specific office has closed for your company. 

        Vendor – Vendors commonly used for task management module 

 
Adding Commission Plans 

Lucero Summit allows for unlimited number of up to eleven level commission schedules.  
File��� � Agents��� � Commission Schedule 
 
Commission Plan: Do not edit this Field.  Lucero Summit will automatically assign a 
combination alpha code.  
Description: Brief description of the commission schedule.  Example: New agent schedule.   
 

 
 
Level 1-11: Graduated commission levels. 
Example:   $0000---$7000        is 50% 
  $7000---$14000 is 52% 
  $14000--$21000    is 55%  
                        $21000--$28000         is 60% 
                        $28000 and up            is 65% 
(See above table) 
In-House Lister:  Refers to the commission percentage calculated if the agent controls the 
listing on an in-house transaction 



In-House Buyer: Refers to the commission percentage calculated if the agent controls the 
buying side on an in-house transaction 
Co-op Lister: Refers to the commission percentage calculated if the agent controls the listing on 
a co-op transaction 
Co-op Buyer: Refers to the commission percentage calculated if the agent controls the buying 
side on a co-op transaction 
 
To enter Off-The-Top or Off-The-Bottom deductions, click on the respective button.  
 

 
 
Example: 

Off the top: Comes off before the agent receives their commission split. (Example: $10 
off the top deduction on an agent at a 60% level in effect costs the agent $6.) 
 
Off the bottom: Comes off after the agent receives their commission split. (Example: $10 
off the bottom deduction costs the agent $10 regardless of what level they are on.) 

 
Off the Top: The Off-The-Top fees are entered in the same manner as a commission schedule 
except they only have one level.  
1099: If checked, the amount will be deducted from the 1099 amount for agents on this schedule. 
Company Dollar: If checked, this amount will accrue to company dollar credit for agents on this 
commission schedule. 
Percent: If checked, the system will interpret the entry as a percent, rather than a flat dollar 
amount. ***Note: On the service fee this automatically is checked. 
 
Off the Bottom: The Off-the-Bottom fees are entered in the same manner as a commission 
schedule, except they only contain one level.   
Checkboxes:  Same as above for off the top.  

 
Once you have completed entering your commission schedule, click on the OK button in order 
to save the schedule that has just been created.  
 
*To enter additional commission schedules, click the Add Schedule button or Duplicate. 
 



 

Agent Records Entry and Modification  
 
File� Agents� Agent Records 
All Agents, Broker, Managers, Staff, Co-op Agents, Escrow Employees and others are entered in 
the agent browser. 
To add a new agent record click Add New. 
Note: Agent code, first and last name, company and status are all required fields for agent entry   

  
 
NOTES: 



Summary Tab: 

  
 
Code: A unique alphanumeric character is assigned to the agent.  MLS codes are  commonly 
used.  The code limit is less than 13 characters. No Duplicate Codes can be used.  
Status: This specifies the person’s status in relation to the company. The scroll-down menu will 
provide you with the options currently available. 
Note: All STATUS count toward your agent limit, except the Attorney/Lawyer, Co-Op Office 
Agent, Title/Escrow Employee, Vendor selections.   
Name: The first name in the first box, middle initial, last name in the third box. 
Address: Insert the personal mailing address of the agent. 
City, State and Zip: The city, state and zip code of the mailing address. 
Phones: The phones field can be used for PRIMARY, cell, or any other phone, through which 
the agent may be contacted.  There are two phones fields. 
Pager: USER DEFINED If the agent has a pager, you can enter the number in this field, if not; 
you can use any other phone number needed. 



Company: Select the company this agent is with. For in-house agents, make sure the correct 
branch is selected.  (Example - 1,2,3) depending on which office to which they are assigned. 
Male/Female: Enter the gender of the agent. 
Date Fields 
Note: Date fields are done in 01/01/10 format.  A calendar is available by double clicking on the 
date field. 
By clicking on the month and year you will see a drop-down menu displaying the various 
months. 
Date of Birth: Birth date of the agent. 
Hire Date: Date that the agent was hired into the company. 
Expiration : The license expiration date of the agent. 
User Date 1: This date field is user definable, and can be used to specify any date.  (Note: Once 
the field as been renamed, it will take effect in every agent record.)  
Note: User-defined fields are discussed later in this manual. 
Terminated: The date in which the agent is no longer affiliated with your company 
Recruited by: Do not use this field to represent the recruiter unless you wish for them to 
appear in the Contract as an additional agent to receive compensation involved in the sale 
This field is used for three different situations: 

1. Use this in order to pay a recruiting agent a portion of this agent’s income.  
2. Track recruiting agent. (Enter bonus expire date of this agent hire date) 
3. Checkbox for Team Member for agent teams 

Bonus %:  Percentage Bonus would be calculated based on 
Bonus Expires: Expiration date of the bonus. 
Branch Office: (for multi-office locations) Enter the branch number where the agents works. 
(Ie:1,2,3 etc.) 
License Class: (S - Sales Agent or B – Broker A-Associate Broker) 
Floor Locations: Floor Schedule Code (i.e.1,2,3.ect) determined by the agents office location.  
Total Time: Total amount of hours scheduled on floor duty 
Tax ID #: The social security number or Tax ID number for the agent 
Miscellaneous:  User Defined Field, commonly changed to License number 
Disburse to: If the agent has his or her checks made payable to a different name or company 
name it may be specified in this field.  (I.e.: John Smith checks to be disbursed to J.S. Corp.) 
Desk Cost: The average monthly cost of this agent being affiliated with your company.  This 
number is used in certain comparative reports (Agent Performance Reports). 
Survey ID:  Used with the QSC reporting module 
Ofc Phone: Agents Primary phone and extension  
Memberships:  In order to create memberships, review the section labeled “Lookup Tables” 
later in this manual.  You then have the ability to assign the agent to the membership(s).  Agents 
can belong to multiple groups and is especially useful in agent billing and report generation. 
 
 
 
 
 
 
 



BLUE Buttons:  Located at the top of the agent record in blue. 

  
Income History: This is the area where all the postings for earnings are held for an agent, the 
income ledger.  
Office Bill: Displays details of this agent’s bills and balance due.  
Delete: The “Delete” button can be used in order to “mark” an agent to be deleted at a later time.  
Note: Deleting records will be discussed in the maintenance section of this user guide.  
Task Management: Button to apply tasks to this agent/staff record  
*Compensation*: The “compensation” button will be discussed later in this training guide.  
Profile: Personality Profile for each Agent/Staff person 
Add/Edit Documents: Document Management Interface to store Agents documents 
ONLINE.  
 
Security Tab: 
Ex. Master User 
Full access to all modules in Lucero  
 
 

 
 
 
 
 
 
 
 



Ex. Front Desk/Office Manager without commission rights  
The Front Desk selections will keep staff out of any records that show agent incomes, but give 
them the ability to run general reports for the office, log and view floor calls, create and manage 
leads, and create, view and report on any listings in the system.  Also Add limited contract info.  
 

 
 
Ex. Agents  

 
  
Listing Management Read: this feature will allow agents to view listings, log floor calls and 
give them basic advertising rights to create flyers and ads for their listings. 
 
 



Web Info Tab: E-Mail 1 is only required field.  Other fields are used for web module. 
 

 
 
Goals Tab: To enter goals, Start from the ‘Average Sale Price’ and work down.  Our suggestion 
is to enter some bogus data to get an idea of how the calculations work.  
The agents goals tab will allow you to pull in your previous years production for you agent.  
Then you can setup what you would like your agent to achieve in the Goals column.  The 
Current column will allow you see where your agents are currently, and the Track column will 
allow you to see exactly what percentage your agent is to completing the goal you set them up 
with. 

 
 



MLS/Misc. Tab 

 
The MLS/Misc. This tab is used to store MLS information, and Real Estate License numbers 
and expiration dates, as well as some emergency contact and medical information.   
MLS ID:  Enter Agents MLS ID or Code 
On the Security Tab you can select the Restrict Access to Assigned Branch checkbox, then if 
you have multiple offices you can add as many branch offices to this agent as you want using the 
Branch Authorizations field.  These branches can be assigned or unassigned by double 
clicking.  Please ask your personal training or Lucero Support about additional information on 
this process.  

Attaching Commission Schedules to Agent 
Records 

Path - File��� � Agents��� � Agent Records��� � Click on the Compensation Tab 

 



 
Compensation Basis: This field defines the basis type for your commission plan listed in the 
Commission Schedule field above for this agent.  
Adjusted GCI (less service fee) – The GCI is credited to the agent minus the service fee that is 
setup in the office record. This figure will be the GCI figure that is displayed on the agent details 
screen in the contract, not the figure displayed on the financial tab. 
Agent Income Earned – This is the net amount received by the agent. 
Company Dollar – This is the company dollar credit received by the agent. This figure will be 
the company dollar contribution figure that is displayed on the agent details tab in the contract, 
not the figure displayed on the financial tab of the contract. 
GCI (Office GCI ) – This is the GCI credit received by the agent. This figure will be the GCI 
credit figure that is displayed on the agent details screen in the contract. 
Revenue Units - Each contract has two revenue units, one for the list side and one for the buy 
side. If an agent is on both sides of a contract, receiving full award credit, they will be given two 
revenue units for the contract. If they are on one side of the contract, and are sharing the deal 
with another agent, each agent will receive 50% of the award, which is directly proportionate to 
the revenue units. 
Sales Volume (Double Count) – Sales Volume credit received by the agent. This figure will be 
the Sales Volume figure displayed on the agent details screen in the contract. The double count 
refers to each side of a contract getting full sales volume credit. If you have a property that sells 
for $100,000, the list side gets $100,000 sales volume credit and the buy side gets $100,000 sales 
volume credit, allowing there to be a total of $200,000 sales volume credit for the contract. 
Update Frequency: The frequency at which your commission schedule will update for this 
agent is determined in this field. 
Bi-Monthly – The commission basis will update every other month. (I.e. the agent’s commission 
basis will update January, March, May, July, September and November, which means that 
anything the agent closes in January and February will not be added to the basis until March and 
anything closed in March and April will not be added to the basis until May.) 
Birthday Anniversary - The commission basis will update on a daily basis from the agent’s 
birthday through to the current date. When the birthday passes, the agent will start back at their 
starting level and commission will start accruing daily. 
Daily – The commission basis will update on a daily basis or as each contract is closed. 
Depending upon the accrual period you select, this basis will calculate from today back the 
number of months you select in the accrual period. If you select 12 months the calculation will 
go from today’s date back one year to calculate the agent’s current commission basis. 
Hire Date Anniversary – The commission basis will update on a daily basis from the agent’s 
hire date/ anniversary through to the current date. When the hire date/ anniversary passes, the 
agent will start back at their starting level and commission will start accruing daily. 
Monthly – The commission basis will update at the first of each month looking back the past 
twelve months.  The agent will remain on the commission level for the entire month.  
Previous 12 Months to Hire Date – The commission basis will update yearly based on what was 
received during the 12 months prior to the agent’s hire date/ anniversary. For instance, if an 
agent was hired 02/01/98, Lucero Summit will read the current year and go back to the agent’s 
last full 12-month period starting with the hire date of 02/01 through 01/31. 
Previous Calendar Year – The commission basis will update yearly. Lucero Summit will look at 
the previous calendar year in order to calculate the agent’s basis. 



Quarterly – The commission basis will update every three months (January, April, July, and 
October).  The agent will remain on the commission about for the entire quarter.  
Semi-Annual – The commission basis will update every six months (January and July). 
Year to Date – The commission basis will graduate through levels from January 1 through 
December 31 with the agent dropping back to their minimum level on January 1 unless max 
rollback or minimum level is set.  
Commission Schedule: Select from the drop-down list the appropriate schedule for this agent 
for contracts. 
Referral Schedule: Select from the drop-down list the appropriate schedule for this agent for 
OUTGOING referrals. 
Accrual Period: This feature allows the number of months to be set for which the compensation 
basis is accrued.  This number will most always be 12 for twelve months. 
Max Rollback: This represents the maximum number of levels this agent can “Roll Back” in a 
multi-tiered commission schedule. This field is SELDOM used.  
Minimum Level : Representing the minimum commission level (in a multi-tiered schedule) at 
which this agent will start, or drop back, when their update frequency resets. A zero or one 
setting signifies that the agent will always start and or reset to the first level of their commission 
schedule.  
Limit Expires : This represents the date the agent’s minimum level setting will expire. This is 
only used if the agent is set to something other than a zero or one minimum level. This might 
occur if hiring an experienced agent in the middle of the year, this will allow you to put the agent 
on a higher levels for a period of time in which the commission plan will automatically change to 
the agents ‘Actual’ production level upon this date.  If no date is entered, the minimum level 
setting will never expire. 
Monthly Charge: Specific to this agent, this is a monthly “desk” charge, billable through A/R. 
Prorate across Commission Levels: This checkbox will allow the prorating of the commission 
amount in a multi-tiered commission plan when the agent is moving to the next level (in certain 
applicable commission plans).  
Base of Date Contract Written: This checkbox refers to the date when the commission is 
based.  If you do not check this box, the system will assume that you are basing the commission 
amount on the date contracts close.  MOST COMPANIES DO NOT CHECK THIS BOX  
Transaction Fee: This is the off-the-bottom fee per transaction for this agent. Note: If you are 
deducting a fee from the agents’ commission schedule, it is not necessary to enter the fee in this 
field as well.  This is typically a fee for one specific agent for privacy purposes. 
Amount: This determines the amount of the fee to be deducted for each of this agent’s contracts. 
Taxable: If this box is checked, the fee will be taxable. 
Return to Commission Basis: If checked, the fee will be returned to the agent’s commission 
basis award. 
Return to Company Dollar: If checked, the fee will be returned to the agent’s company dollar 
credit. 
List Side: If checked, the fee will be applied when the agent is on the listing side. 
Buy Side: If checked, the fee will be applied when the agent is on the buying side. 



User-Defined Fields (Customize Field Names) 
 

There are 88 user-defined fields in the Lucero Summit program.  These fields give you the 
ability to customize the screens to better suit your local area. To view and change these field 
names then go to File��� � Maintenance��� � User Defined Fields.  
Note: You can only change the title of a field, not the type of data that can be displayed in the 
field. For example, you can change the label on a date field, but this field will only allow you to 
enter dates. 
It is recommended that you only change the Title Displayed and not the Field Contents. 

  
Screen: The location or screen where you will find the user-defined field in use. 
Field Label: This field is the current label/name of the user-defined field. Note: This is what will 
be displayed on the screens that use this user-defined field. 
Field Contents: Description of the type of information that can be entered in this field 
Modify Entry : This button allows you to modify one of the user-defined fields. Note: When you 
click on the “Modify Entry” button, the field that is highlighted will be the field Lucero Summit 
will activate for you to edit. You can also go into edit mode for a particular user-defined field by 
double-clicking on the field you wish to modify. 



 
Title Displayed: The title displayed is the field label. Note: This is what will be displayed on the 
screens that use this user-defined field. 
Field Contents: This contains the items stored in the user-defined field. It is recommended not 
to change this entry. 
OK: This button will exit and save the changes you have made to the user-defined field. 
Cancel: This button will exit without saving changes you have made to the user-defined field. 
Right Arrow: This button will take you to the next user defined field. Note: If you click on the 
arrow button without clicking on “OK” any changes will not be saved. 
Left Arrow: This button will take you to the previous user-defined field. Note: If you click on the 
arrow button without clicking on “OK” any changes will not be saved. 
Exit : This button will close the user-defined field screen. 
 

Look Up Table Creation/Population 
File��� � Look Up Tables 

Lucero Summit has a number of fields by which entries are selected from a drop-down list. 
Many fields in Lucero Summit require the selection be made by clicking on a drop-down list. 
You must not manually type an entry. Most of these fields are populated with information 
entered in Lucero Summit’s Lookup Tables.  
The Lookup Tables are used for two primary purposes: to speed up data entry and to increase the 
accuracy of data entry for reporting purposes. 
Select Lookup Table: 
Select the table you wish to edit or to add data and then click the “Edit” button. You will then be 
presented with a list of current entries.  
Code: This is the code Lucero Summit will use in order to link this item in the lookup table to 
your data. This is typically a consecutive numeric value.  For fields that are entered into your 
MLS, the MLS Codes should be used.  CODES MUST BE UNIQUE 
Name: This is what will show up in the drop-down lists when you are doing data entry. 
Description: This field can be used to further describe the entry in the lookup table. It will only 
be displayed in the lookup table section and is completely optional. 
Edit : This button will bring the entry currently selected into edit mode. 
Close: This will exit the window   
New Entry: This button will allow you to add a new entry into the lookup table you are currently 
in. 
Delete: This button will allow you to remove an entry from the lookup table in which you are 
currently operating. 



 
Note: The Listing Class/Type lookup table has a special format that must be followed when 
adding or adjusting the current lookup table entries. You must not alter the agent status codes. 
 
 
Listing Class/Type 
You must follow the scheme in this format for the listing class/type lookup table. There are four 
listing classes. The CODE cannot be changed. The first two characters in the code represent 
the class (RE=Residential, LD=Land, CI=Commercial, MF=Multi-Family). The third entry 
represents the type. Within each class you can have up to 36 types represented by single digits or 
letters (A-Z and 0-9). Note: RE0  is reserved for Rental Property. 
Residential - RE1, RE2, RE3, RE4, RE5, etc. 
Land - LD1, LD2, LD3, LD4, etc. 
Multi-Family - MF1, MF2, MF3, etc. 
Commercial - CL1, CL2, CL3, etc. 
Rental – RE0, CL0, MF0 and LD0 (zero) 
The name represented by the lookup table CAN be changed as it appears in the MLS.  
Example:  RE 1 = Residential Site Built  CHANGE TO: RE 1 = Single Family Detached 



 
Note: After deleting or adding to lookup tables, it is recommended that you click on the 
“Cleanup” button on the Lookup Table Maintenance screen: 
Tips: 
-Plan your entry codes prior to creating each lookup table. 
-Create your lookup tables before you begin entering your data records. 

 
Lookup Tables Descriptions 

 
Geographic Area – This is a highly searchable field which is generally defined by your specific 
area. This look up table is often based on MLS Codes, this may include NE, SE, W; Leon 
County, Taylor County, Madison County; Cities; 104, 113, 06. Many reports can be limited 
based on Geographic Area including sales reports, agent production reports and listing reports.  
Subdivision – Specifies the particular subdivision in which a listing is located. This field is not 
required. However, it does allow you to run various reports using subdivision as search criteria, 
flyers and manage advertising.  
Property Styles –Used to describe the features of a listing. (one story, two stories, colonial, 
Victorian, etc…). This field is not required; however, can be used as criteria for other reports.  
Garage – Used to identify a listing’s type of garage. You may use, but are not limited to, several 
predefined entries (one car, two car, one-half, etc…). This field is not required. However, it can 
be used as criteria for  other reports.  
Schools – A lookup table that is User Defined. If schools in your area do not need tracking, we 
can change the label and edit the table accordingly. This field is not required. However, it can be 
used as criteria for other reports. 



Seller Source Codes – Used to track source of seller. Such as open house, ad response, referral 
from past customer, etc… This field is not required. However, it can be used as criteria for other 
reports, and does provide excellent statistical reports for management.   
Buyer Source Codes – Used to track buyer source, such as open house, ad response, referral 
from past customer, etc… This field is not required. However, can be used as criteria for other 
reports, and does provide excellent statistical reports for management. 
Referral Source Codes – Used to track sources of referrals in Referral Management Module 
Cable Company – Used in listing records. This lookup table is User Defined. This field is not 
required   
Roof Type - Used in listing records. This lookup table is User Defined. Field is not required 
Heating Type -Used in listing records. This lookup table is User Defined. Field is not required 
Water Company – Used in listing records. This lookup table is User Defined. Field is not 
required 
Neighborhoods – Used in the Listing Management module  
Electric Company – Used in the listing records. This lookup table is User Defined. This field is 
not required 
Floor Call Source – Used to select the source of an incoming call to the office. 
Invoice Categories – Used in the agent/billing module. It is defined by different categories 
needed in issuing invoices to agents. 
Financing Codes – Used to keep track of types of financing used by your buyers for use in 
marketing and statistical reporting. 
Property Types (Sales) – Similar to the property styles lookup table, but, instead of referring to 
the home style, it refers more to the listing’s type of lot. 
Agent Memberships – Appears in the agent records. Reports can be run based on memberships. 
Such as Top Producers, Million Dollar Producers, Internet Club, Non-Producers, MLS Billing 
Club, etc… Most reports, as well as agent billing, can include agents in that membership. 
Cancellation Codes – Used in the contract module of the system. You may customize reasons 
for contract cancellation. If an event should cancel the transaction, input a cancellation date and 
select a reason for the cancellation from the lookup table.  
User Defined 3: - This user-defined table, found in the contract module, does not have an 
associated predefined label. You can change the label through your User Defined Fields 
Maintenance window and keep track of any information (Mortgage Company, Lender, etc…). 
User Defined 4: - This field is the same as User Defined 3: 
Cities – Used throughout the system. At any city entry field, you can double click on the light 
blue inside the entry field and select a city. The cities are in the lookup table section. 
Property Zoning – Used in the listing module of the Lucero System. Define the field to include 
the different types of zones in your area. If you have a code system to label different zones, you 
may enter these codes.  
User Defined – Identical to roof type, heating type, electric company, etc… 
Counties – Used in Listing and contract.  At any county city entry field, you can double click on 
the light blue inside the entry field and select a county.  

 
   



Listing Record Entry 
Click on the house icon at the top of your Lucero Summit screen, or go to: 

File��� � Listings��� � Lookup property    
In this section of Lucero Summit, you will enter in listing information, advertising headers and 
web page information. Many of the fields are not required. However, entering additional 
information will allow you to reap the benefits of other modules of Lucero such as Advertising 
Management, Flyer creation and detailed reporting. Adding additional listing information will 
also allow agents to use the listing management module to replace that old floor book so they 
may answer questions easily for the caller. 
Required Fields: The following fields are required for Listing Entry (File Number, Status, 
Class, Listing Type, Expiration Date, Initial List Date, Last List Date and Address and Listing 
Agent). 
Highly Recommended Fields: The Owner 1 information and MLS number are all recommended 
fields to be completed. Note: The MLS number field is required if you will be doing advertising 
headers or web pages for this listing. 
If your screen settings are correct, you will be able to see the entire screen. The default display 
settings should be 800x600 or higher. Your listings will be colored as follows: (Unless you 
change the settings by clicking on Alt-F with a browser open). 
·  Active Listings  -- blue 
·  Pending – yellow 
·  Expired – orange 
·  Sold – green 
·  Cancelled – pink 
 
The Lucero Summit System allows you to easily manage your listings, allowing you to enter 
detailed listing information and quickly refer to listings for customers based on a variety of 
searches/reports. This allows you to give detailed information to customers on the fly. 
 
 
NOTES:  
Listing Inventory Browser 101: This screen allows you to search for listings and view particular 
details about each listing without bringing the listing details to the screen. A list of your current 
listings will appear at the bottom of the screen, above those will appear any comments that have 
been entered for the listing that is currently highlighted, and above that will appear specific 
details on the listing that is highlighted. 



 
Up Arrow Icon : This button will take you to the top of your listing table.  
Down Arrow Icon: This button will take you to the bottom of your listing table. 
New Icon: This button will allow you to enter a new listing. 
WWW Icon : This button will allow you to enter advertising and web information for the 
highlighted listing as long as the highlighted listing has an MLS number. Please refer to the 
Website Generation section for further details on creating listings for websites. Please refer to 
Advertising Management for further details on creating advertising for listings. 
Check Box Icon: Check for showing appointments scheduled for highlighted listing 
Task Control/Transaction Coordination Icon:  Checks for tasks associated with this listing.  
Tasks may also be assigned in this window. 
Printer Icon : This button will allow you to print flyers for the highlighted listing. 
Search: The search keys allow you to search through a variety of fields in the listings.  
Search Key indicates what fields you are searching.  
Display Off-Markets: If checked, all listings will be displayed including expired, sold and 
cancelled. If unchecked, masked or hidden listings will not be displayed. Masked and hidden 
listings usually include expired, sold and cancelled 
Street Address: If selected the street address search key will allow you to search for properties 
via their address. When searching by address, you need to search by the street name not the 
number part of the address. 
File Number: If selected the file number search key will allow you to search for properties via 
their file number. If the file number has zeros at the beginning such as 00000578 these zeros 
must be entered when searching for the listing. 



Geographic Area: If selected properties will be grouped by the same geographic areas and then 
sorted according to class and type. You will be able to go directly to a particular area group by 
selecting this group in the search field. 
Subdivision: If selected properties will be grouped by the same subdivision and then sorted 
according to property address. You will be able to go directly to a particular subdivision group 
by selecting this group in the search field. 
Class-Price: Use this function if selected properties will first be grouped by class, then sorted by 
type and then within each class and type they will be sorted by price. For instance you might 
have properties of class RE and types 1 and 2 within that RE class. Lucero Summit will first 
group the RE classes together and then sort to put the RE1s first and the RE2s second. It will 
then sort all of the RE1s according to price and then sort the RE2s according to price. 
Property Owner: If selected, properties will be displayed alphabetically according to the first 
owner’s last name. 
MLS Number: If selected, properties will be displayed numerically according to the MLS 
number. 
Listing Agent: If selected, properties will be grouped by the first listing agent  
Searchable: If selected, properties will be sorted alphabetically by the searchable field. 
Lookup by Ad Text: This button will allow you to look up advertising history on any of the 
listings, provided that you have logged or run ads. Please refer to the advertising section for more 
details 
Listing Details:  Provides details on selected listing 
Close: This button will exit out of the listing browser. 
To Show Listing: Displays showing instructions, directions, showing phone number and 
lockbox present/vacant/owner occupied information for the highlighted listing. 
Hide Listing or Reactivate: If this button displays Hide Listing, it will hide or mask the 
highlighted listing, making the listing only viewable if the display off-markets check box is 
checked. If this button displays “Reactive” it will unmask or unhide the listing, allowing the 
listing to remain on the list when the display off-markets box is unchecked. 
The fewer characters you enter in the Search field the wider the search.   
To narrow the search, enter additional characters. For example, to search on streets that begin 
with B, enter B in the Search Field. To search on streets named Briar, enter Briar in the Search 
field. 
Entering a New Listing: Click on the House Icon OR Click MLS  Import   
File��� � Listings��� � Lookup Property 
Click on the “New” button (top left-hand corner next to the up and down arrow icons). 
Top of Listing Screen: This section controls MLS and File numbers, access to the web 
information screen, printing, and duplication, deletion and saving of the listing record you are 
viewing. 
WWW Icon : If you do not have an MLS number entered for this listing the www button will be 
grayed out. If you have an MLS number entered for this listing, and click on the www button, 
you will be brought to a screen allowing you to input web and advertising information for this 
listing. Please refer to Website Generation for information on setting up your listing website 
information. Please refer to Advertising Management for further details on setting up 
advertising for listings.  Open Houses tracking. 
Check Box Icon – Check for showing appointments scheduled for highlighted listing Printer 
Icon: If you click on this button you will be allowed to print flyers for this listing. 



Office File Number: This is the file number of the listing you are viewing. Please note: Lucero 
Summit will number listings sequentially from the last listing number you used. 
MLS Number: This is the MLS number of the listing. Note: This field is required if you will be 
entering advertising or web page information for this listing. 
Flagged Record Box: This can then be used when generating ads or running various listing 
reports. 
Delete/Recall Button: If the button displays “Delete” and you click it, the listing will be marked 
for deletion. The record will say “Tagged for Removal” at the top and the button will change to 
recall. If the button displays “Recall” and you click the button you will recall the button, 
removing the “Tagged for Removal” note and status. (To physically remove listing from 
inventory, you must be re-index listing records with the maintain checkbox checked) 
Duplicate Button: If clicked, Lucero Summit will ask you how many duplicate listings you wish 
to create and place them in the listing browser with the exception of MLS number and 
advertising information. Lucero Summit will assign the duplicates the next available file 
number(s).  Certain fields in duplicate listings will then need to be modified to reflect correct 
information i.e. address, listing agent, ect.  
Camera Icon Button: If you have an image(s) attached to this listing, the camera icon will be 
available. This will allow you to display up to eight images. 
Task Management Button:  Allows for Tasks to be added and managed for this listing 
Loan: This allows for a loan calculation and produce an amortization schedule for this listing 
Envelope Icon:  You will see this icon throughout Lucero.  This will allow you to email flyers. 
Save Button: Once data for listing is entered, select this button to ‘Save’ and return to the listing 
browser.  
Exit Button : If clicked, Lucero Summit will exit out of the record in which you are currently 
working, without saving the information. You will be reminded with a Lucero Advisory that you 
are about the “exit without saving changes.” 
There are five tabs in the Listing Information screen: 

1. Summary 
2. Features 
3. Owner Information 
4. Comments    
5. Commissions  Each Tab will be explained in detail below. 
6. Summary Tab: This tab holds the summary information for a listing, such as location, 

dimensions and instructions.   
Notes:  



 
 
On a new listing, the cursor will start on “Office File Number” – add information into each field.  
Some of the fields have drop-down/combo boxes and choices must be made by selecting one of 
those already listed for you. 
Office File Number: Lucero Summit will automatically assign this number. The office file 
number can be changed to match your current numbering sequence. By doing so, Lucero Summit 
will then assign the next available number in sequence to the next listing added. 
MLS Number: The MLS number of your listing. Please note this is required if you will be 
entering advertising information or web page information for this listing. 
Price: This field will contain the listing price of this property.  (Figures only, dollar signs and 
commas not required)  
Status: The field displays the current status of this property. All listings should be entered as 
Active.  The only reason a listing status should be changed is if the listing is taken off the 
market, which the status will then be changed to Withdrawn. 
Class: This field holds the property class and type for this property (i.e. classes are Residential, 
Commercial, Vacant Land, and Multi-Family). Types will be things like Mobile Home, Site-
Built, Unsubsidized, Condo, Business, etc. Please refer to Look Up Table Creation/Population 
for instructions on adding more listing class/types or for editing the current ones.  



Searchable: This is a field that can be used to search for listings. It is a 40-character long field. It 
might be used for something like a separate file number you use in your office that you want 
associated with the listing, or any other use you have. Note: This field is user defined. Please 
refer to User-Defined Fields (Customize Field Names) to change the name of this field. The 
name of this user-defined field is UDFSEARCH. 
Address: This will be the numeric address of the listing. For instance, if the listing were 123 
South 1st Street you would enter 123 S in the address field. 
Street: This field is used to store the street name and direction. For instance, if the listing is 123 
South 1st Street you will want to put in 1st Street. 
Remember: If there is a lookup table for the data field, any data will not be saved unless 
selected from the drop-down menu. 
Geographic Area: This field will store the Geographic Areas you entered into the lookup table. 
These might be counties, towns, NW or any other area you wish to input into this location.  
City : This field is used to store the city of the property you are entering. 
State: This field is used to store the state of the property you are entering. 
Zip: This field is used to store the zip code of the property you are entering. 
Bedrooms: This field stores the number of bedrooms for this property. 
Baths: This field stores the number of full bathrooms. 
3/4 Baths: This field stores the number of three-quarter bathrooms. 
1/2 Baths: This field stores the number of half bathrooms. 
Living Area : This field stores the total living area for this property. 
Year Built : this field store the year the building for this property was built. 
User Defined: This field is an eight-digit numeric user-defined field 
User Defined: This field is an eight-digit numeric user-defined field 
User Defined: This field is an eight-digit numeric user-defined field 
Tax Parcel Number: This field stores the Tax Parcel Number of this property.  
Property Style: This field is used to select the style of this property (I.e. Brick A-Frame, Log, 
Victorian, etc 
Subdivision: This field is used to select the subdivision for this property. 
in the property style selection. Also please note this field is user defined.  
Garage: This field is used to select the type of parking for this property (i.e. Single-Car, Two-
Car, Carport, etc.)  
Branch: Note: This field will not appear if you are only licensed for one office. This field is used 
to declare which branch office has the listing. 
Features Tab:  This is a completely customizable tab meaning you can populate all of the drop 
down menus through the Lookup Tables, and edit almost all of the words on the page through the 
User Defined Fields. 



 
 
 
 
NOTES: 
Owner Information Tab : This tab holds the owners’ information and allows you to do a mail 
merge using a form letter to contact the owner, or update your contact files in Personal Assistant. 



 
Owner Occupied: If this button is pressed, you will have the option to pull the property address 
into the first owner’s address. 
MS Word: If this button is pressed, you will have the option to choose from available word 
templates to create a form letter for this customer. If you select “yes” you will be given a browse 
window to locate and select the template you wish to use. If you select “no” Lucero Summit will 
start Word and will start a new letter with the date, owner’s name and address and a salutation 
line. Note: You can also start the Word merge by double clicking on any first name field in 
Lucero Summit. Please notice this button is available for both the first and second owners. 
Owner 1: This will store contact information for the first owner. 
Name: These two fields will store the Owner’s name. First name in the first field and second 
name in the second field. If you have two owners who live together and share the same last name 
you can enter them both in the Owner 1 section, or enter one person in Owner 1, second person 
in Owner 2. An example of first option: owners are Robin Smith and John Smith you could enter 
Robin & John in the first field and Smith in the second field. 
Company: This field will store the company name. 
Address: This field will store the full street address or post office box for the first owner. 
City, State Zip: These three fields will store the city, state and zip code for the first owner. The 
first field will store the city, the second, the state and the third, the zip code. 
Country: This field will allow you to select the first owner’s country. 
Salute: This field will allow you to select a salutation for the first owner. 



Home Phone: This field is used to store the first owner’s home phone number. 
Work Phone: This field is used to store the owner’s work phone number. 
Email: This field is used to store the first owner’s email address. 
Envelope: If an email address is entered, the “Envelope” button will become active. When you 
click on the “Envelope” button for the first owner it will bring up Lucero Summit’s email 
window, allowing you to send an email to the owner. 
Owner 2: Same process as Owner 1 
Comments Tab: Public Comments are displayed on listing flyers, listing slide show and can be 
pulled into advertising.  Private Comments are intended for inhouse agent use. 

 
Commissions Tab: This tab holds information relating to dates, the agent who has the listing, 
commissions that will be earned when this listing sells, listing type, source and contract 
information. 



 
 
Listing Type: This field is used to specify the type of listing (Generally Exclusive) 
List Agent 1: This field is used to select the primary listing agent. 
List Agent 2: This field is used to select a secondary listing agent. 
Selling Office: This field will be automatically filled in by Lucero Summit software when you 
link this listing to a contract. Please refer to the Sales Management portion for instructions on 
linking a contract to a listing. 
Selling Agent: This field will be automatically filled in by Lucero Summit software when you 
link this listing to a contract. Please refer to the Sales Management portion for instructions on 
linking a contract to a listing. 
Expires: This field is used to store the date this listing will expire 
Withdrawn :  This field is used if listing is withdrawn from the market 
Initial List : This field is used to store the first or initial listing date. This will be the first date 
this property was listed with your company.  
Last List: This field is used to store the last date this property was listed or renewed. Typically, 
this field will either show the same as the initial list, signifying that this property is a first time 
listed property or will show a later date, signifying that this property has been renewed. 
Contract: This field is used to store the contract written date. This field will automatically be 
filled in by Lucero Summit software when you link this listing to a contract. Please refer to the 
Sales Management portion for instructions on linking a contract to a listing. 
Est. Close:  This field is used to track estimated close date prior to closing  



Closed: This field is used to store the date the contract is closed. This field will automatically be 
filled in by Lucero Summit software when you link this listing to a contract. Please refer to the 
Sales Management portion for instructions on linking a contract to a listing. 
Last Sold:  This field is used to track the last sold date 
Referred   If you check this box, when a listing is pulled into a contract the Lucero Program will 
remind you that there was a referral on this listing, reminding you to pay out accordingly.   
Please refer to the Sales Management portion for instructions on linking a contract to a listing. 
Seller Source: This field will allow you to select the source of the seller (i.e. walk-in, Yard Sign 
Call, Buyer’s Guide call, etc.). This field is a Lookup Table enabling the user to enter custom 
sources.  This will generate statistical reports tracking Seller Source.  
Initial Price : The initial listing price of this property. 
Sale Price: The price for which the property sold. Lucero Summit will automatically fill in this 
field when you have a contract linked to this listing and close the contract. Please refer to the 
Sales Management portion for instructions on linking a contract to a listing. 
Contract Number: The contract number of the contract linked to this listing. Lucero Summit 
will automatically fill in this number when you link this listing to a contract. Please refer to the 
Sales Management portion for instructions on linking a contract to a listing. 
Flat Fee/Bonus Handling:  This section is used to identify how a listing bonus or flat 
commission rate is handled.   
Commissions AT THE BOTTOM: This section is used to enter the commission that will be 
received for this listing and sale when this listing goes to contract.  
Buyer Broker: If figures are entered under the Buyer Broker column, these are the figures that 
will be paid out to a co-op buy-side agent that declares himself or herself as a Buyer Broker.  
Percent: This field displays the percent of commission that will be received by the buy side if 
the agent is declared as a Buyer Broker. Typically half of TOTAL Commission  
Bonus: This field is used to give a flat dollar amount bonus to fixed commission amount. 
Sub-Agent and Trans. Facilitator are not commonly used.  Please see trainer or technician.   
Commissions: This column displays the TOTAL  amount of commission received by both the 
list and buy side for this listing.  VERY IMPORTANT TO ENTER.  Typically 6%  
Percent: Displays the total percent of commission that will be received by both the list and buy 
sides. If the deal is an in-house deal this amount will be split out 50/50 to the list and buy side 
when this listing is linked to a contract. If this deal is a coop deal then the listing side will get the 
amount left of the total amount entered here once the buy side amount is paid out. For instance if 
you have 6% in this column and then 2% in the buyer broker column and the agent declares 
themselves as a buyer broker Lucero Summit will give the buy side 2% commission and then the 
list side 4% commission since 6-2 is 4. 

How to Reactivate Expired Listings 

Open the Listing Inventory Browser and click on Display Off-Markets  (Located in the upper right 
hand corner of the Listing Inventory Browser Screen). Find the expired listing you want to 
reactivate, open listing, and go to the Commissions tab and change the expiration date to the 
new expiration date and change the last list date to this renewal date.  
Go the Summary tab and change the Status to Active - this point then SAVE the 
file and it should then be active.  
 
 
NOTES: 



Entering a new contract 
 

To enter a new contract into the system click on the “New Contract” button located below the 
search for field.  This is going to pull up the “Lucero Contract Window – 5001a”.  You will see 
six different tabs: Summary, Financial, Agent, Referrals, Sellers/Buyers, and Notes.  In this 
section, you will be taken through a systematic contract entry.   
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The Summary Tab         
The first field you will notice on the summary tab is the “Transaction Number”.  Lucero will 
assign this number based on the last contract you had entered sequentially.  If you do not want to 
use this number, you can change it now.  Next, you will see two check boxes, one titled “List”, 
one titled “Buy”.  At this point, there are three options.  Un-Check the side of the transaction that 
your company does not control.  If your company controls both sides of the transaction, make 
sure both check boxes are checked.    
 
NOTES: 
In House Transaction:  

 
 
 
 
 
 
 
 
 
 
 
 



 40
Now you have the Listing side only: 
Listing Side Only: 

                            
If you do have the listing side, and have the listing entered into the Lucero Summit system, you 
can link the listing to the contract.  
To link a listing to a sale, click on the HOUSE ICON in the upper right-hand corner of the 
contracts window as shown in the picture above.  When you hold your mouse over the Icon the 
title will show as “Listing Record Lookup”.   
After clicking this button the “Sales Contract Basics” window will appear.   

 
Enter the sales price in this area and click “OK”. When you check listing side only, you will 
have a choice to check the “Buyers Declared Agency, Sub-Agent, or Dual Agent/Facilitator”.  
Check the appropriate choice (Buyer’s Broker is recommended).  After clicking on the OK 
button the “Company Listing Records – Listing Inventory Browser – 101” will be pulled up.  
Here you will see your listings.  Find the listing that pertains to this contract and highlight it.  

Now with the listing highlighted click on the link to sale Icon.   
 
You will be prompted with the question “Do you wish to import the data from the (owner’s last 
name) listing file?"  This will allow you to cross reference the correct listing.  Click Yes 
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When doing this, Lucero Summit will take you back to the “Agents” tab on the contract.  All the 
information that pertains to the contract that was entered in the listing is now pulled into your 
contract.  Look below for the remainder of the contract entry steps. 

 
We now want to click on the “Summary Tab” once again.  

 
Under the List, Buy checkboxes you will see: 
Sales Contract drop down menu – This data table allows for other types of contract entry 

including:  

Contract Date – Enter the written or accepted contract date  
Acceptance Date – Enter the contract accepted date  
Estimated Close – Enter the estimated closing date.  This date is Very important for Cash Flow                      

projection reports.    
Date Closed – You should NOT enter a date in this field.  Once the contract is closed, click the 

BOX Icon      to closed and post the transaction  
Proceeds received – This field will be populated once you click on the box icon and close and 
post the transaction.  
Date Listed – This date will be pulled in from the listing record.  
Cancellation date – If a transaction falls through, enter the date the transaction was cancelled, 
then enter the reason why in the Cancellation lookup table.  
Lead sources - This is where you select the source responsible for the listing side and buying 
side of the transaction which is populated in the Lookup Tables.   
Property Address - This is the address of the contract property.   
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Title/Escrow, Attorneys – This lookup is populated in the Office Records Browser.  If you do 
not have choices here see the “Office Records Entry” section of the user guide.  
Escrow Officer – You may enter an escrow officer or attorney using the drop down menu.  The 
person should be entered in the “Agent Browser” with the status of “Title/Escrow Employee” 
User defined fields can be changed to fit user needs.   
Property class - see the “Lookup Tables” section of this user guide.   
Financing - see the “Lookup Tables” section of this user guide.   
Cancellation - see the “Lookup Tables” section of this user guide.   
Subdivision – This field will pull in from listing record 
 
 
The Financial Tab 

 
On the financial tab there are three columns, the Transaction (totals column), Listing Side, and 
The Buying side.  The Transaction column will always be the total of the Listing and Buying 
columns.  The Transaction column holds the information for the transaction.  The listing Side 
holds the listing side calculations and the buying side holds the Buying Side calculations.  For 
this section of the contract choices will be listed for each tab with explanation. 
List Price: Represents the List price at time of sale. 
Sale Price: Represents the Sale Price to which the commission is calculated 
Effective Rate: The commission percentage calculated from the Sale Price.  Ex. 6%    



 43
Commission Amount: The commission dollar amount.   
Other Income: This is other income, other than the commission amount.  An example of other 
income could be an additional transaction fee paid to the company.  
Shared - the company shares addition income with agent based on the agents split. 
Unshared - the company retains additional income without splitting with agent 
Gross Income: This is the total Gross income for the contract this is calculated by adding the 
Commission Amount to the Other Income. 
Referral Fees: Pulled from the Referrals tab. References the referral tab of the contract.   
Service Fee: any service fees setup in the ‘Office Record’ will show here 
Deductions: Any off the top deduction pertaining to this contract only.  The deductions will be 
added by clicking the Deductions button within the financial tab.  
Adjusted Gross:  This is equal to the Gross income minus referrals, service fee, and deductions. 
Agent Commissions: References the agent commissions from the agent tab. 
Non-Company Dollar: This is any expense designated to be withheld from company $. 
Company Dollar: The amount of money the company is getting after paying expenses, and 
agents according to how your company deductions are set up. Company Dollar, Non-Company 
Dollar and agent income must equal gross income.  This company dollar is NOT the same as the 
company dollar on the ‘Agents Tab’   
Default: Defaults the contract number back to the original Calculations. 
Service fee checkbox: Toggles the service fee calculation on and off.   
Deductions Button: To add an off the top deduction that is applied to this contract only, click on 
the deductions button.  This will bring up the “Pre-Commission Transaction Deductions” 
window.  Click on the “Add”  button.  

 
Delete: Use this button to delete an existing deduction.   
Edit : This function allows you to modify an existing deduction. 
Amount:  The amount of the deduction. 
Description: Brief description of the deduction. 
Payee: If the deduction is being paid to a company from your office browser 
Disburse: If this is checked the Payee will show on the “CDA” report, and accounting will be 
affected accordingly. 
In-House: By checking this you are telling Lucero Summit to include this deduction on In-house 
contracts 
Co-op Sales: If this is checked the deduction will be included on contracts that have a Co-op 
office involved 
From Co-op Office: This tells Lucero to take the deduction from the Co-op Company of the 
contract. 
From Co-op only: Lucero will take the deduction from only the Co-op Company. 
Half on Co-ops: Halves the deduction on Co-op contracts. 
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Company Dollar: Checking the box will include the deduction is the company dollar total.  
Commission Basis: If this is checked the portion of the deduction that the agent is paying will 
count towards the agent’s commission basis.   
Prorate: If prorate is selected the deduction will be split according to the split of the contact.  
For example if the deduction is $10 and you have the listing, and buying side.  If the split is 
60/40 then the deduction would be divided $6 and $4.  
Equal Split: Equal Split would split the deduction evenly $5 and $5.  
Listing Side: Listing side will put the deduction on the listing side only 
Buying Side: Buying side would put the deduction all on the buying side. 
Earnest Deposit: This section will allow you to enter an earnest deposit.  Lucero Summit has a 
report that will summarize and the information entered.  

 
Amount:      Dollar amount of Deposit 
Reference:  Any reference a user may wish to add, commonly check number 
Date:           Enter the date the money was obtained   
Payee:         Enter the name of the person the money came from  
 
 
 
 
The Agents Tab 
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The agents tab is broken down into two sections, the listing side and the buying side.  The first 
option is the office for the listing side.  If you control the listing side your office should be 
showing.  If you do not have the listing you will need to click on the drop down menu and select 
the cooperating office.  Next you have the ability to select up to 5 listing agents.  Remember with 
a drop down menu you must select out of the list and not type in the field.  After selecting an 
agent notice the office will also be assigned.  While it is not required to select co-op agents it is 
required to select a co-op office on the agents tab. 
Award:  The percent of the award the agent(s) is receiving. This must always total 100% on each 
side of the contract.  The percentage represents the relationship between the parties involved on a 
side. 
Effective Rate, Net Check, and 1099: See below in the ‘Detail’ button  
Details: This will display the agent’s financial information. 

 
 
Schedule: The commission schedule assigned to this agent.  You can change the schedule from 
this location to a different schedule; however the schedule will only change for this transaction. 
Award Allocation : The award allocation the agent is being credited. 
Service Fee: Percentage Service fee Lucero is deducting from the Agent. This field is pulling 
from the commission schedule. 
Off-the-Top Deductions: Off the top deductions entered on the commission schedule or the 
financial tab will show here. 
Adjusted Basis: This field represents GCI minus off the top deductions and service fees.   
Effective Commission Percent: This is the commission Percent the agent is getting paid (what 
percent of the GCI is the agent receiving?).  The Effective rate is pulled from the agent’s 
commission schedule.  This field can be modified by simply changing the number. 
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Gross Commission: This is the Agent gross commission. (Effective Commission Percent 
multiplied by the Adjusted Basis) 
Taxable Deductions: This represents the deduction taken from the agent that still counts as 
taxable income.  Deductions can be pulled in from Commission schedules or added in the 
“Deductions and Bonuses” button. 
Non-Taxable Deductions: Deductions taken from the agent the does not count towards the 
agent’s taxable income. 
Taxable Income: Dollar amount for which the agent will receive 1099 income. 
Net Check Amount: Bottom line Net Check to the agent after any deductions. 
Sales Volume: Sales volume credit awarded to this agent 
GCI Credit  – GCI Credit is the GCI (Gross Commission Income) amount awarded to this agent.  
Company Dollar Contribution  – This is the Agent Company Dollar Contribution.  This is 
the amount the agent is getting credit for making the company.  In most cases, this amount 
WILL NOT match the company dollar on the ‘Financial tab’, depending on how the settings for 
deduction and service fee are setup.  There are many setup options that can affect the Agent 
Company Dollar contribution.  If this number is not calculating the number your company 
determines is Company Dollar contribution. This number may be manually changed.  

Cone Icon – This button is used for protection mode 

Safe Icon –  This button is used to lock the data in place 
Deductions and Bonuses: This button will be used to add deductions or bonuses given to the 
agent from Company Dollar.   
 
To enter in a deduction or bonus, click on the Deduction and Bonuses button.  “The 
Deduction/Bonus Detail – “the agents name” – Listing (buying) Side” Window will come up.  
To add a new deduction or bonus, click on the Add New button in the bottom right.  Deductions 
entered in the commission schedule, should be present in this window.  
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Amount:  Amount of the deduction or bonus.  (Bonus amounts are entered as – negative) 
Description: This is used to describe the deduction such as “E & O Insurance”. 
Apply Deduction to Taxable Income Amount: If checked the amount deducted from the agent 
will be included in the agent’s 1099 amount. 
Apply Amount to Commission Basis: If checked the amount deducted will be included in the 
agent’s Commission Basis.   
Return Deduction into Company Dollar: If checked the deducted amount will be included in 
that agent’s company Dollar Contribution. 
Fixed Amount/Individual  – Fixed Amount only becomes available when Individual is 
unchecked.  When Individual is unchecked fixed amount will charge the deduction to each agent.  
For example if you have a $20 deduction, and 2 agents on the listing side.  If you uncheck 
individual the deduction will be deducted from both agents.  If you uncheck Fixed Amount the 
deduction will be split between the 2 agents $10 each.  If you have split checked the deduction 
would be charged to both sides of the contract. 
Percentage: If checked that amount now becomes a percent instead of a dollar amount.  
Distribution : Check the appropriate side for the deduction to be charged from. 
 
Remove: If you have deduction entered in the contract, by highlighting a deduction you can 
delete it by clicking on the remove button. 
Save: Save will save the deduction being entered. 

Cancel:  Cancels out of the deduction window back to the agent’s details window. 

OK:  Click here when you are all done to get back to the agents detail window. 
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Default – Click here to restore the agents details back to its original (default) 
numbers.  

Thief – The Thief button  only becomes active when there are 2 or more agents on 
the same side.  The thief button is used for taking income from one agent and giving it to another 
without giving 2nd agent any award i.e. Volume, GCI, Company Dollar.  Clicking on thief gives 
the following options. 

 
Steal Basis - Selecting this option allows you to enter a percentage amount. Lucero will then 
take the percentage from the acting agent and pay the thief agent at their regular commission 
percentage. The difference would then be returned in to the Company Dollar.  
“Agents Name” Takes from Associate – Here select that agent you will be taking income from. 
Percent – Here enter in a percent that is being taken.  If you do not know the percent you can 
enter in the amount instead and click the ‘Add to Current Value’. 
Deduction Amount – The dollar amount of the amount being taken is entered here. 
As Percent – If you are using a percent check this box. 
Add to current Value – Check this if the amount is being added to income all ready showing for 
the agent receiving the money.  Click on OK when done.  
 
NOTES: 
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The Referrals Tab 

 
Lucero Summit allows three referrals to be entered into a contract.  Referrals that are entered 
onto a contract have to be incoming referrals meaning monies being paid out.  If you are using 
referral management you should already have this referral entered into the program.   

Yes, I am using Referral Management, 
And have entered this referral into Referral Management. 

In this case the first thing you will want to do is click on the lookup button .  The 
“Lucero Referral Browser – 1600” window will open.  Here you will see a list of your referrals.  
Find the referral that is associated with this contract.  Highlight the referral and click on link to 
sale.  Now notice that all the information entered onto the referral is now showing in the 
contract.                        No I am not using Referral Management or 

I do not have the referral entered into the program. 
 
If you are using the referral management module and you have not had the chance to enter the 
referral into referral management, you can do one of the following; One, you can still click on 
the lookup button.  Now enter in the referral, save it, and then link it to the contract.  If you do 
not want to use Referral Management enter the information on the referral manually.  If you have 
the Referral Offices entered into Lucero you can select one of them by double clicking on the 
Address field.  This will bring up the list of Referral offices.  Find the right office and double 
click on it to pull the information over to the contract.   
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Sellers/Buyers Tab: The Seller and Buyers names and information should be entered 
in this tab.  If your company controls the listing side and the contract was liked to the listing, the 
information for the Seller should be present.   
**Note** the magnifying glass will allow you to pull in clients entered in the Contact 
Management Module of Lucero Summit (Leads). 

 
Icons: 
The Box Icon is used to Close/Open transactions. 
The Cone/Pencil Icon is used to Edit/Protect the data.   
The Task Management Icon is used to assign tasks to this contract  
The Loan Amortization Icon is used to create a loan amortization for this transaction 
The House Icon should be selected your company controls the listing side. 
The Printer Icon  allows you print transaction reports for this record. 
Closing a contract 
When closing a contract, it is very important to verify the calculations reflect any changes that 
might have occurred during the closing process i.e. reduced commission. 



 51

  
Next, click on the box to close a transaction.  This will prompt you with a message saying “You 
are about to close this transaction.  Agent incomes will be posted and the listing will be closed 
out.  Are you certain you want to continue? Click ‘yes’ to continue.  A transaction closing 
window will open which will show the amounts being posted to the agent’s income ledger.  

 
Note: If the amounts being credited to the agent are not correct, Click Cancel. Do not change it 
here but at the agent tab of the contract itself.  
Enter closing date and posting date then select the OK button.   
If you are closing a contract with a date other than the current day, a message will display “You 
are posting a transaction with an effective closing date other than today.  Do you wish to 
have Lucero recalculate agent commission effective the posting closing date?”  We 
recommend clicking NO because the amounts should already be correct in the contract record 
prior to clicking the box icon.  This function will recalculate the agent’s commission based on 
the historical date you entered.  Lucero will then prompt you to print the commission worksheets 
for this transaction.  After printing, select the Save button on the contract and the contract will be 
Saved and Closed.  
Helpful Hints: 
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To view or modify an existing contract: Select the desired contract and either double click 
on the contract, or click on the view contract button.  Click on the pencil to edit the contract. 
Contract Calculations: Lucero will calculate the amounts in the contract automatically based on 
the given history and data entry.  After entering an amount use the tab key to have Lucero 
calculate the contract based on this amount.  
Default Contracts: Lucero will automatically provide an effective rate for the agent based on 
the commission basis and compensation setup, this can be overwritten by changing one or more 
of the amounts on the agent commission detail screen.  When one or more of the amounts are 
changed the safe icon will close and the blue box next to the agent’s name on the agent’s tab will 
change to red, this signifies a non-default contract.  To change this back to a default contract go 
to the agent commission detail screen and click on the default button and click "Yes" to unlock 
the amounts.   
Closing a contract: Remember to use the box icon rather than entering date or the status with 
read ‘Un-paid.’  
To delete a contract: On contract browser highlight contract then (Alt, shift, ~) all at the same 
time to mark a contract for deletion.  It will show in red “Tagged for Removal”. (Follow with 
the “Re-indexing Files” procedure to physically remove contract.) 
To change a contract number you must be in the Lucero Summit Contract Window 5001 
and the Cone must be present. (Not the pencil)   
 (Alt, Shift, =) Hold down the Alt key, the shift key and the = key all at the same time. 
Note:  If you are going to change a contract number they need to do so before linking to a listing 
or the wrong contract number will be linked to the listing 
Calculator in Lucero – Hold down the (Alt =) to pull up a calculator  
 
 
 
 
 
 

LAST BUT NOT LEAST  
 
Your implementation specialist will walk you through some of the most popular reports.  Lucero 
Training recommends entering at least a complete month of data, and then run all reports in 
Lucero to pick those most desirable for you and your company.   
 
If time permits, your implementation specialist will also offer an overview of additional modules 
in Lucero Summit.  
 
 


