
Cloud Solutions
My solution to organize myself and my business lies in leveraging the comprehensive cloud tools
within Google Business Suite. These tools enable me to streamline workflows, enhance
collaboration, and stay connected from anywhere, ensuring I can manage my tasks efficiently and
effectively.
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Purpose

This  guides real estate agents in using Google Calendar to manage appointments, time block their
schedules, create recurring events, and utilize reminders to stay on task.

 

Scope
 

Applies to all agents participating in The Complete Agent program who use Google Workspace.

 

Required Tools
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Google Calendar (desktop or mobile)
Google Reminders (within Google Calendar)
Optional: Google Assistant for voice input

 

 

Procedure
 

1. Booking Appointments
 

Steps:

1. Open Google Calendar.
2. Click Create or select a time slot.
3. Enter:

 
Title (e.g., “Buyer Consultation – Jane Doe”)
Time and Date
Location or Google Meet link
Description (e.g., agenda, prep notes)

 
4. Add any guests (clients, teammates).
5. Set a reminder alert.
6. Click Save.

Tip: Use color-coding (e.g., blue for client meetings, yellow for admin).

 

2. Time Blocking
Steps:

1. Click Create.
2. Enter a title (e.g., “Lead Gen Hour”).
3. Set your preferred time range.



4. Mark as Busy to protect the time.
5. Choose a unique color.
6. Add any optional notes or objectives.
7. Click Save.

Common Time Blocks:

Lead Generation
Buyer/Listing Follow-Ups
Marketing Tasks
Weekly Review
Personal Focus or Breaks

3. Creating Recurring Events
Steps:

1. Click Create and input event details.
2. Click Does not repeat > choose:

 
Daily
Weekly (specific days)
Monthly
Custom (e.g., every second Friday)

 
3. Add an end date or leave it ongoing.
4. Click Save.

Examples:

Weekly team sync
Monthly newsletter prep
Daily huddle

 

4. Using Reminders
Steps:

1. Click Create and choose Reminder as the event type.
2. Enter a simple task (e.g., “Send listing update to John”).
3. Choose date and time.
4. Click Save.



Note: Reminders stay on the calendar until marked complete.

 

5. Optional: Voice Input with Google Assistant
 

Example:

Say, “Hey Google, remind me to confirm the showing at 5 PM.”

This creates a synced reminder in Google Calendar.

 

Best Practices

Review your calendar every morning and weekly in advance.
Keep consistent time blocks for core business activities.
Use colors for clarity and categorization.
Mark events as “Busy” to avoid overbooking.
Keep reminders specific and actionable.

 

Summary
Using Google Calendar as a time management system helps agents stay focused, organized, and
accountable. Consistent use builds daily structure and long-term business success.



Google Drive
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Objective 
This section outlines how I use Google Drive to keep my business organized, accessible, and secure
from anywhere. With clear folder structures, naming conventions, and sharing settings, Google
Drive acts as my digital filing cabinet—housing everything from listing documents and marketing
materials to buyer guides and business plans. These SOPs help ensure I can find what I need fast,
collaborate with my team or clients easily, and never lose track of important files. When my digital
workspace is clean, efficient, and systemized, I stay focused on what really matters—serving my
clients and growing my business.

Folder Structure Setup 
 Create a master folder called “Real Estate Business” or “The Complete Agent.” Inside that, create
subfolders such as: Listings, Buyers, Marketing, Templates, Transactions, Brokerage Documents,
Personal Development, and Admin. Within the Listings folder, create individual folders for each
property (e.g., “123 Main St - Smith”) and inside each property folder include subfolders for Photos,
Docs, Offers, Marketing, and Client Communication.

Naming Conventions
Use consistent and clear naming for all files and folders. Format: [Property Address] - [Type] -
[Date] (e.g., “123 Main St - Signed Listing Agreement - 2025-03-20”). For marketing or business
templates: [Topic] - [Version] or [Month/Year] (e.g., “Buyer Checklist - Jan 2025”)

File Management Routine 
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 At the end of each week, upload or scan any paperwork from in-person meetings. Immediately
upload signed documents, contracts, and agreements. Keep a running document of listing
timelines, offer dates, and staging schedules in each folder. Delete duplicates and rename messy
uploads to stay organized.

Client & Team Sharing
Share individual folders (e.g., listing or transaction folders) with clients using view-only or
comment-only permissions unless collaboration is required. Use “Request Access” alerts to stay on
top of any blocked file requests. For teams, create shared drives or grant team members full
access to applicable folders.

Security & Backup
Turn on 2-step verification for your Google account. Keep your Google Drive synced to your devices
for offline access. Never store personal client info in unprotected formats—always use PDF for
sharing sensitive docs.

Search & Efficiency Tips
 Use the search bar with filters (by file type, owner, or date). Star frequently accessed folders (like
Active Listings or Marketing Templates). Use color labels to visually organize main folders for faster
navigation.



Review & Maintenance
On the first of each month, review your Drive for outdated or misfiled documents. Archive closed
deals to a “Past Clients” or “Closed Transactions” folder. Ensure your template folders (Buyer
Packet, CMA Template, Social Post Templates) are up to date and easy to find.



Reminders
Objective 
 To use the built-in Reminders app on my iPhone or Android as a personal assistant for time-
sensitive tasks, follow-ups, and day-to-day business activities—ensuring nothing slips through the
cracks.

Daily Uses
Add quick reminders for tasks like “Follow up with John – Buyer Lead,” “Send listing feedback to
seller,” “Drop off Pop By gift,” or “Post Just Listed to Google Business.” Use reminders for non-real
estate tasks too—like personal appointments or picking up supplies—to keep everything in one
system.

How to Use (iPhone)
Open the Reminders app > Tap “New Reminder” > Enter the task name > Tap the (i) icon to add
date, time, or location alerts. Assign to a list like “Work,” “Marketing,” or “Today.” Use Siri by
saying “Hey Siri, remind me to follow up with Sarah at 3 PM.”

How to Use (Android - Google Assistant or Google Tasks)

Use Google Assistant by saying “Hey Google, remind me to call the stager at 10 AM.” Or open the
Tasks or Reminders app > Tap “+” to create a task > Add a title, time, and date > Assign to a list
or category.

Best Practices



Set reminders the moment a task pops into your mind—capture it before it’s forgotten. Use time-
specific reminders for follow-ups and location-based reminders (e.g., “Remind me to drop off
feature sheets when I arrive at the office”). Group reminders into lists: Marketing, Follow-Ups,
Personal, Admin. Set recurring reminders for tasks like “Review CRM – Every Monday at 9 AM.”

End-of-Day Review

 At the end of each day, open your reminders and mark completed tasks. Reschedule or snooze
anything you didn’t get to. Review tomorrow’s list to mentally prepare and reduce stress.

Sync Across Devices

Make sure your reminders are synced with your cloud account (iCloud for iPhone, Google for
Android) so they show up on your phone, tablet, and computer.

Voice Command Shortcuts

 Use Siri or Google Assistant often to add reminders while on the go or driving. It’s one of the
fastest, most effective tools to manage real-time priorities.
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Google Keep
Google Keep is a simple but powerful tool that allows agents to organize and access
their checklists, processes, and notes from anywhere. Whether you’re prepping a
listing, walking through the buying process with a client, or setting up for an open
house, Google Keep provides a fast, visual way to stay organized and on track. Notes
can be color-coded, pinned, shared, and accessed on mobile or desktop—making it ideal
for agents on the go.

Using Google Keep to Organize
Listings, Buyer Processes, and
Open Houses

Purpose

To provide real estate agents with a standardized method for using Google Keep to create,
organize, and share checklists that support consistent execution of key business processes.

Scope



This SOP is designed for agents using Google Workspace tools as part of their daily business
operations, particularly in listing preparation, buyer client workflows, and open house readiness.

Required Tools

Google Keep (accessible via web at keep.google.com or through the Google Keep mobile
app)
Google Account
Optional: Google Calendar (for time-based syncing)

Procedure

1. Accessing Google Keep

Web: Go to keep.google.com
Mobile: Open the Google Keep app (available for iOS and Android)

2. Creating a New Note or Checklist

https://keep.google.com


Steps:

1. Click “Take a note…” or tap the plus sign (+) in the app.
2. Title the note for clarity (e.g., “Listing Prep – 123 Main St”).
3. For checklists, click the checkbox icon to convert the note to a to-do format.
4. Add your tasks, such as:

 
Schedule photography
Prepare feature sheet
Coordinate staging
MLS input and verification

 
5. Click Done or simply back out to auto-save.

Tip: Use standard templates that can be duplicated for each client.

3. Organizing Notes

Best Practices:

Color-code: Use specific colors for categories (e.g., Yellow = Listings, Blue = Buyers).
Pin important notes: Keep your top priorities or active clients pinned at the top.
Use labels: Create labels like “Listing Checklist,” “Buyer Flow,” “Open House Prep” for
easy filtering.



4. Duplicating a Checklist for a New
Client

Steps:

1. Open an existing checklist (e.g., “Open House Setup”).
2. Click the three-dot menu in the bottom-right.
3. Select “Make a copy”.
4. Rename the copy (e.g., “Open House – 555 Oakridge Dr.”).
5. Edit details as needed for the new property.

5. Sharing Notes with Admin or Team
Members

Steps:
1. Open the checklist.
2. Click the collaborator icon (silhouette with + symbol).
3. Enter the email address of your assistant, teammate, or admin.
4. Click “Save” or “Send.”

This enables live collaboration and visibility across the team.

6. Using Google Keep in the Field



Use the mobile app to check off items in real time during listing appointments, showings,
or open houses.
Add voice notes or quick photo attachments (e.g., staging ideas, signage placement).
Use the search bar to instantly find past notes.

 

 

Example of how Keep can look for an agent checklist system 
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