
Apto Cheat Sheet   

 

 
  CRM 

 
1. Click the Companies tab. Create a 

Company*. 
2. Scroll down to the Contacts related list 

on the Company. Create a Contact*. 
3. Click the Properties tab. Create a 

Property. 
4. Scroll down to the Ownership related 

list on the Property. Add Ownership to 
the Property. 

5. If there are suites in the building, scroll 
down to the Spaces related list on the 
Property. Create Spaces for each 
suite. 

6. Fill in Current Tenant field on Space. 
 
*Before creating a record, search for the 
record using the Global Search to 
prevent creating duplicates 

Deal Pipeline 
 

1. Click on a Property 
2. Scroll down to the Pitches related list. 
3. Click New Pitch, and enter details. 
4. To convert to a Listing, click the 

Convert button. 
5. To convert to a Project, click scroll 

down to the Spaces related list on the 
Listing. Click on a Space, and then 
click the Convert to Project button on 
the Space. 

6. To convert to a Comp, click the 
Convert button. 

FAQ 
 
Activities 

The most common activity performed 
is logging a call. To log a call, 
navigate to a Contact, scroll down to 
the Activity History related list, and 
click Log a Call. Then, you can relate 
the activity to a Listing, Property, 
Company, etc. 

 
Global Search 

The search bar at the top of the page 
queries all objects. Search results for 
the tabs you use the most frequently 
appear at the top of the list. Asterisks 
match zero or more characters at the 
middle or end of your search term. For 
example, if you search for “john*”, the 
search will return results such as 
Johnson, Johnny, and John.  

 
Views 

You can create and save new list 
views to see a specific set of records 
within a tab. For example, if you 
wanted to see a list of Contacts in a 
specific Contact Group, you would 
click the Contacts tab, and then click 
Create New View. Here, you can 
choose which filters to add and fields 
to display. 

 
Console 

The Console’s list view allows you to 
quickly perform actions within Apto 
without leaving the Console. The 
Console displays list views (see 
above). To navigate to the Console, 
click the  on your row of tabs. 

 



 


