
 
 

 

 

 

 

 
 

 

 

 
 

 

 

 

 

 



IMPORTING YOUR COMPANIES AND 

CONTACTS INTO APTO 
You can import your Companies and Contacts by using the Data Import Wizard.  
 
This is often the preferred method if you’re importing a simple Contact sheet like Outlook or 
Google. This method is not best when importing a relational database like ACT!, REA or 
RealHound. 
 
You can use the Data Import Wizard to import up to 50,000 records at a time. 

We recommend you import using a small test file first to make sure that you have prepared your 
source data correctly. 
 
The Data Import Wizard is supported in these browsers: 

■ Google Chrome™ version 29 and later 
■ Mozilla® Firefox® version 23 and later 
■ Microsoft® Internet Explorer® version 9 and later 
■ Apple® Safari® version 5 and later 

Drag and drop of CSV files is not supported in Internet Explorer 9. 
1. Prepare your data for import and create an import file. Avoid errors, duplication of data, and 

frustration by preparing your data for import before you launch the wizard. See the FAQ 

item “How do I prepare my data for import?” on the Data Import Wizard welcome page for 

more information on preparing your data. 

2. Start the wizard. 

a. From Setup, click Data Management | Data Import Wizard. 

b. Review the information provided on the welcome page, then click Launch Wizard! 

Note 
Non-administrators can also access the Data Import Wizard from the Import option under My Settings. 
 

3. Choose the data that you want to import. 

a. Click Standard Objects to import accounts, contacts, leads, or solutions. Click Custom 

Objects to import custom objects. 

b. Specify whether you want to add new records to Salesforce, update existing records, or 

add and update records simultaneously. 

c. Specify matching and other criteria as necessary. Hover over the question marks for 

more information about each option. 

d. Specify the file that contains your data. You can specify your data file by dragging the 

CSV to the upload area of the page or by clicking the CSV category you’re using and 

then navigating to and selecting the file. 

e. Choose a character encoding method for your file. Most users will not need to change 

their character encoding. 

f. Click Next. 



4. Map your data fields to Apto data fields. The Data Import Wizard tries to map as many of 

your data fields as possible to standard Salesforce data fields. If Salesforce can’t 

automatically map fields, however, you’ll need to do it manually. Unmapped fields are not 

imported into Apto. 

5. To see a list of standard Apto data fields, from Setup click Customize, click the object 

whose fields you’re interested in, and click Fields. For example, if you want to see a list of 

standard Salesforce fields for contacts, click Customize Contacts|Fields. 

a. Scan the list of mapped data fields and locate any unmapped fields. 

b. Click Map to the left of each unmapped field. 

c. In the Map Your Field dialog box, choose the Apto field(s) you want to map to and click 

Map. 

Note 
The Map Your Field dialog box also gives you the option of saving data from unmapped fields in a general 
notes field for accounts and contacts. To do so, choose Account Note or Contact Note from the Map To drop-
down list and click Map. 
 
 

d. To change mappings that Salesforce performed automatically, click Change to the left of 

the appropriate field, then choose the Salesforce field(s) you want to map to and click 

Map. 

e. Click Next. 

6. Review and start your import. 

a. Review your import information on the Review page. If you still have unmapped fields 

that you want to import, click Previous to return to the previous page and specify your 

mappings. 

b. Click Start Import. 

7. Check import status. From Setup, click Jobs | Bulk Data Load Jobs. 

Note 
Only Administrators have access to the Bulk Data Load Jobs page in Salesforce Setup. If you’re not an 
administrator, you can check the status of your upload by monitoring the relevant tabs in Salesforce. 
 

              



 

 

 

 

 

 



INTEGRATION OVERVIEW - OUTLOOK AND 

MOBILE 
 

If both Microsoft® Outlook® and Apto are essential to your daily work routine, you can boost 

your productivity by automatically syncing the two systems. 

The Outlook Integration, an application that you install, automatically syncs contacts, events, and tasks 

between Outlook and Apto. You can also manually add Outlook emails to Apto contacts, companies, 

properties, listings and other records. 

DOWNLOADING THE  OUTLOOK INTEGRATION INSTALLER 
 

You’ll download the installer from Apto. 

1. Close Microsoft® Outlook®. 

2. If you’re upgrading the Outlook Integration and it’s open, make sure you close it now. To do 

so, right-click the Outlook Integration icon ( ) in your system tray, then click Exit. 

3. At the top of any Apto page, click the down arrow next to your name. From the menu under 

your name, select  My Settings. 

a. Click Desktop Add-Ons >  Salesforce for Outlook. 

4. Click Download. Then click Save File. If the Download button is unavailable, ask your 

administrator to create and assign you to an Outlook configuration. 

 

If you’re an administrator, you can deploy installations to multiple users simultaneously using the .msi 

version of the installer. 



INSTALL AND SETUP THE OUTLOOK INTEGRATION 
Now that you’ve downloaded the installer, you can begin the installation and setup process. 

1. Open the installation file you downloaded and saved, and complete the installation wizard. 

2. Open Microsoft® Outlook®. The setup wizard opens, and the Outlook Integration icon ( ) 

appears in your system tray. If the wizard doesn’t open, you can start it manually. Just right-

click and click Settings. 

3.  If you need to log in to an Apto site other than the default, click Change URL and pick the 

server to which you want to connect. If the server you want isn’t listed, select Other... and 

enter the URL, such as a custom domain used by your organization. 

4. Enter your Apto username and password. 

5. Click Approve. This creates a secure connection between Outlook and Apto. You won’t 

need to log in again unless you encounter an error. 

6. Click Next, and choose the folders you want to sync. If you need to select different folders, 

click Change Folder and select ones that are within your default folders or the main 

Mailbox folder. 

 

7. Click Next, and then choose your sync method. If you want to: 

a. Select the individual contacts, events, and tasks to sync, select Manual. 

b. Have The Outlook Integration sync all of your contacts, events, and tasks, select 

Automatic. 

    



 

8. Click Next, and then select the kinds of private items you want to sync. 

 

9. Click Save. A welcome message appears at the system tray icon ( ), which is now active. If 

you’re configured to sync Outlook items, and you chose Automatic for your sync method, all 

items in the folders you chose sync automatically. The icon spins during every sync cycle.  



Adding Emails and Events to Apto Records 

If you want to add important emails and events to Apto  records, doing so is a snap. Here’s an example 

of how you’ll add an email to Apto records. 

 

1. Select an email in Outlook. The side panel displays Apto records related to the contacts in your 
email. 

2. Next to each Apto record to which you’re adding your email, click . After you add the email, 

the added email indicator appears next to those records. 

 

Keep track of the records to which you added your email. 

You’ll add events the same way you add emails. Just select an event from your Outlook calendar and go 

through the same steps. 

SALESFORCE1 MOBILE APPLICATION 
Salesforce1 allows your users to access Apto from anywhere and bringing all the customizations, 

settings, and data to any device. 

 

 



  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



UNDERSTANDING THE APTO DATA 

STRUCTURE 
 

Apto consists of a collection of objects that house specific types of CRE data that interact 

together. 

 

 

Icon Object Name Object Description 

 

Companies 

A company that is involved with your business, such as a client, 
brokerage firm, or vendor.  

 

Contacts 
A Contact is an individual, such as a client, broker or vendor 

 

Properties 
A Property is a physical piece of real estate, such as an office, retail, 
industrial, mixed-use, self-storage or multifamily building, or a parcel of 
land.  

 

Spaces 
A Space is a section of a property, such as an office suite or retail 
space.. 
 

 

Proposals 
A Proposal is the first stage of the Deal Pipeline. It represents an 
opportunity to propose or pitch for business. 

 

Listings 

A Listing is the second stage of the Deal Pipeline. It represents an active 
assignment to represent a buyer, seller, tenant or landlord helping them 
accomplish their real estate needs of acquiring, disposing, occupying or 
leasing real estate.  

 

Projects 
A Project is the third stage of the Deal Pipeline in the Buyer or Seller 
transaction. It is used to track all of the time-sensitive items that go 
along with a purchase contract. 

 

Comps 

A Comp is a completed transaction, it can be used to track both market 
data (external transactions) and transactions completed in-house. 

 

Commissions 

Commission provide the ability to track the Brokers involved in a 
transaction. It follows the transaction through the 4 stages of the Deal 
Pipeline. 



 

Buyer’s 
Needs 

Buyer’s Needs are acquisition and 1031 exchange requirements for 
Contacts who are interested in purchasing Property. 

 

Tenant’s 
Needs 

Tenant’s Needs are space requirements for Tenant’s interested in 
leasing Space. 

 

Chatter 
Chatter is the enterprise social network that allows teams and 
organizations to collaborate in real time. 

 

Activity 
An Activity is a task or scheduled event that can be related to objects, 
such as  Companies, Contacts, Properties and Listings. 

 

Dashboards 
A Dashboard shows a real-time snapshot of company data from custom 
reports as graphical components. Access is read-only. 

 

Reports 
A Report is a set of data that meets certain criteria, displayed in an 
organized way. 

 

UNDERSTANDING HOW TO NAVIGATE APTO OBJECT 

HOME PAGES 
Apto is made up of tabs and pages. Standard objects such as Companies, Contacts, Properties and 

Listing along with other features such as Chatter typically have tabs, and from a tab, you navigate through 

pages to interact with the features you’re using. For example, if you want to create a company record, 

you’ll click the Company Tab, and on the Company Home page, click New to open the Company Edit 

page where you’ll enter information for the company. Click Save, and you’ll see the companies Detail 

page. Return to the Company Home page and the new company is listed. 

 

Commonly-used objects are found by clicking on their tabs, which appear at the top of your screen. Other 

Apto features, such as Home and Chatter, also have tabs. 

 
To work with your data, click an object’s tab. For instance, to access property information for the 

properties you work with, click the Properties tab. Here you find: 

 

1. The name of the object and type of data you are viewing. In this case, Properties. 



2. List View options. A list view narrows your properties to a specific set (for example, you can 

choose to view All Properties or just Office Properties). 

3. A list of recently-accessed records. Here, Recent Properties. 

4. A New button to create new records. 

 
 

 

 

 

 

 

 

UNDERSTANDING HOW TO NAVIGATE APTO RECORD 

PAGES 
 

Your system administrator typically sets up page layouts for standard objects and enables the navigation 

features your organization can use, but interacting with Apto is easier if you understand the most common 

page elements for the most frequently used objects. They include: 

 

1. A feed, where you can add and view comments about a record. 

2. A sidebar, where you can do things like search and quickly create new records. 

3. Sections for the record, with key fields and links. 

4. In some cases the page will contain visualforce pages. 

1 

2 

3 4 



5. Related lists, which group and display links to other records associated with the one you’re 

viewing. You can change the order of related lists on your page. 

 

Let’s look at these elements of a Property detail page. 

 

 
 

 

 

SEARCHING FOR RECORDS USING GLOBAL SEARCH 
 

Global search queries standard objects and also searches other objects like documents, Chatter feeds, 

files, topics, and people. Global search also searches more field types, including custom fields and long 

text fields such as descriptions, notes, and task and event comments. Global search keeps track of which 

objects you use and how often you use them, and arranges the search results accordingly. Search results 

for the objects you use most frequently appear at the top of the list. If global search doesn’t have enough 

information about which objects you use, you see results for all objects until it has more information. 

 

How your global search works depends on your search terms, and the use of wildcards and 

operators. 

 



 
 

Search Terms 

Search terms are treated as separate words and may be found in different searchable fields within a 

record. For example, searching for bob jones returns items with Bob Jones, as well as a contact named 

Bob Smith whose email address isbsmith@jones.com. 

 

Search terms are separated by letter, number, and punctuation boundaries. For example, searching for 

acct!4 returns items with Acct, !, and 4, even if those terms are in separate places in the item. 

 

Wildcards 

Wildcard Description 

* (asterisk) Asterisks match zero or more characters at the middle or end (not the beginning) of your 

search term. For example, a search for john* finds items that start with john, such as, 

john, johnson, or johnny. A search for mi* meyers finds items with mike meyers or 

michael meyers. 

? (question 

mark) 

Question marks match only one character in the middle or end (not the beginning) of 

your search term. For example, a search for jo?n finds items with the term john or joan 

but not jon or johan. If you're using global search, the ? is removed from the end of your 

search term and isn't treated as a wildcard. You can't use a ? in a lookup search. 

 

 

 

Wildcard Behavior and Limitations 

Wildcards take on the type of the preceding character. For example, “aa*a” matches “aaaa” and 

“aabcda”, but not “aa2a” or “aa.!//a”, and “p?n” matches “pin” and “pan”, but not “p1n” or “p!n”. Likewise, 

“1?3” matches “123” and “143”, but not “1a3” or “1b3”. 

 

You can't search for a ? or * in a search phrase that is enclosed in quotation marks or when Exact phrase 

is selected in the search scope because they function as wildcards. For example, "my wo?d" matches 

my wood and my word. 

 

If you're entering search terms in global search, the search box drop-down list gives you the option to 

search for your term with an * added to the end. For example, type “jo” in the search box, then select 

Search for jo* (starts with) to find joan, john, johnson, and other matches that start with jo. 

 

Let’s take a look at the Global Search Bar and understanding Search Results. 

 

1. The Global Search Bar will always be located at the top of the page. 

https://help.salesforce.com/apex/HTViewHelpDoc?id=search_lookupdialog.htm&language=en_US#search_lookupdialog


2. The objects that return records and the records they return will display in the center of the page 

a. You can show more records if there are many results. 

3. More objects can be searched on the left side of the page. 

4. If you’d like to search Chatter Feeds you can select the Search Feeds option. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



SEARCHING FOR RECORDS USING VIEWS 

You can create and save new list views to see a specific set of records such as Contacts, Properties, or 

Comps. For example, create a list view of contacts in your state, properties of a certain square footage, or 

comps whose lease expiration date is in the next several months. You can also create views of contacts, 

or users to use for mass email recipient lists. 

To edit or delete any view you created, click Edit next to the View drop-down list. Administrators and 

users with the “Manage Public List Views” permission can also edit or delete public views and some of 

the standard Apto views. Users without the “Manage Public List Views” permission see the Clone link 

instead of Edit so they can clone a public or standard view. 

 

 

To create a new view, click Create New View at the top of any list page or in the Views section of 

any tab home page. 

 

1. Enter View Name 

a. Enter the name to appear in the View drop-down list. 

2. If you have the “Customize Application” permission, enter a unique name to be used by the API 

and managed packages. This field will attempt to auto-populate itself. 

3. Specify Filter Criteria 

a. Filter by Owner 

i. These options vary depending on the kind of record. In general, select All... or 

My... to specify the set of records to search. There may be additional options: 

b. Filter by Additional Fields 

i. Optionally, enter filter criteria to specify conditions that the selected items must 

match, for example, Square Footage Greater Than 10,000. *You can also use 

special date values in your filter criteria. See Date Literals 

4. Select Fields to Display 

https://docs.google.com/a/aptotude.com/document/d/1pzFRx6ei3bVE-RFUp-gTufh0_nzSHBkWnSJqrshjYEg/edit


a. The default fields are automatically selected. You can choose up to 15 different fields to 

display in your view. You can display only the fields that are available in your page layout. 

When you select a long text area field, up to 255 characters are displayed in the list view. 

b. To add or remove fields, select a field name, and click the Add or Remove arrow. 

c. Use the arrows to arrange the fields in the proper sequence. 

5. Restrict Visibility 

a. If you are an administrator or a user with the “Manage Public List Views” permission, 

specify whether everyone or just you can see the custom view.  To see a list view, users 

must also have the appropriate “Read” permission on the type of records within the list 

view. 

b. Alternatively users can specify a public group, role, or role including all users below that 

role to see the custom view. To share the list view, select Visible to certain groups of 

users, choose the type of group or role from the drop-down list, select the group or role 

from the list below it, and click Add. 

6. Click Save. The view appears in the View drop-down list so you can access it later. 

a. You can rename an existing list view and click Save As to save the criteria of the list view 

without altering the original view. This can also be helpful when creating similar views in 

order to avoid re-entering the same operators, fields and visibility settings. 

 

Let’s take a further look at creating a new view: 



 

 

The information you see in list views is only the data to which you have access—either records you own 

or have read or read/write access to, records that have been shared to you, or records owned by or 

shared with users in roles below you in the role hierarchy. 

 

In addition, you can view only those fields that are visible in your page layout and field-level security 

settings. Archived activities are not included in activity list views. You can use the Activity History related 

list to view these activities. 

 

 



UNDERSTANDING APTO FIELD TYPES 

Image 

Reference Field Type Description 

1. Name 

Each record contains a name, in some cases this name is auto-populated for 

you (Spaces, Commissions), in others you must enter the Name (Properties, 

Listings, Comps). 

2. Lookup 

Creates a relationship that links this object to another object. The relationship 

field allows users to click on a lookup icon to select a value from a popup list. 

The other object is the source of the values in the list. In the case of a 

Company or Contact you can use the New button within the lookup window 

to create a new record ‘on-the-fly’. 

Entering a value in this field will also display the record on the corresponding 

objects related list. For example Entering a Tenant (Contact) into a Lease 

Comp will cause the Lease Comp information to be displayed on that 

particular Contact. 

3. 
Date or 

Date/Time Allows users to enter a date or pick a date from a popup calendar. 

4. Currency 

Allows users to enter a dollar or other currency amount and automatically 

formats the field as a currency amount. This can be useful if you export data 

to Excel or another spreadsheet. 

5. Number Allows users to enter any number. Leading zeros are removed. 

 Percent 
Allows users to enter a percentage number, for example, '10' and 

automatically adds the percent sign to the number. 

6. Picklist Allows users to select a single value from a list you define. 

7. 
Multi-Select 

Picklist Allows users to select multiple values from a list you define. 

8. Checkbox Allows users to select a True (checked) or False (unchecked) value. 



9. Text Area Allows users to enter up to 255 characters on separate lines. 

10. Long Text Area Allows users to enter up to 32,768 characters on separate lines. 

 Text Allows users to enter any combination of letters and numbers. 

 Email 

Allows users to enter an email address, which is validated to ensure proper 

format. If this field is specified for a contact or lead, users can choose the 

address when clicking Send an Email. Note that custom email addresses 

cannot be used for mass emails. 

 Phone 
Allows users to enter any phone number. Automatically formats it as a phone 

number. 

 URL 
Allows users to enter any valid website address. When users click on the 

field, the URL will open in a separate browser window. 

 Address 
A compound data type that contains address field data (Street, City, 

State/Province, Zip/Postal Code, Country). 

 Formula 
A read-only field that derives its value from a formula expression you define. 

The formula field is updated when any of the source fields change. 

 Geolocation (Beta) Allows users to define locations. 

 
Roll-Up 

Summary 

A read-only field that displays the sum, minimum, or maximum value of a 

field in a related list or the record count of all records listed in a related list 

where the related object is Master-detail to the child object 

 

 

 

 

 

Let’s use the table above to view a Comp record and Identify some of these field types: 



 

 

 

 

 

 

 



 

 

NEED SOME HELP? 
Check out our Knowledgebase 

Attend Webinars 

Contact Apto’s Support 

Call Us @ (832) 589-1949 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

http://aptotude.desk.com/
http://www.aptotude.com/webinars
mailto:support@aptotude.com

