Auto Email

The Auto Email feature is an automated search that alerts you when new listings match your
search criteria.

Create an Auto Email

1. After creating a search, click Save from the floating toolbar at the bottom of the search
results.

Click New Auto Email Settings for Saving New Auto Email

Choose a Contact or Create a New Contact.

Type a Subject line that will describe this email to your client.

You may use a default email message or type a personalized message.

Spell Check is available for the text you enter in the body of the email message.
Your Signature will appear at the bottom of the email. Click Edit if you need to make
changes.

The Criteria for your Search are displayed here.

9. Click Save to create the Auto-Email.
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Settings for the Email Notification:

B Save a New Auto Email

B Recipients

Cortact: REERERRR Creoe = New Contact e Concierge Mode: to view the listings before
o e e s gerarnpi o (St et a0d ane) sending them to your client.

B « Reserve Prospecting: allow your client's
Ref ID to display to Agents with listings that
match your search criteria.
et et e et s e ot o  Favorite Search: add this Search to the
to The portr| Favorite widget on your Home Page.

WM essage

Subject:  Auto Email - Ada homes

Welcome Email  Recurring Emai

Message: Welcome

sages T send o you containing listing information, whether they
have been sent manuslly or through an automated search that T have
created for you, will contain a link to your personalized page on The Portal. . .
Schedule for Notifications:
You can access The Portal with your favorite web browser, where you'll be c e u e Or 0 l lca lons'
able to view the listng information, photographs, maps, and maore. For your

convenience, you'll be able to sort these listings, rate them and categoriz® -

signatur: MLS e ASAP: emails send as soon as possible
Michae! Alexander o  Daily: Select the specific days and time
' frame for sending emails.

o T Note: Your contact's portal is DIRECTLY
— LINKED to their email address. If you change
—— the client's email address, the client's portal will
Sehoo!bistac s Ada - Sch Dist (19 be deleted, and a new portal created.
——— Alternatively, you may add a second email
O A address in the "CC" field of the Search or under
JEnabie as  Favoite Search on Home tab (10 maximur) their contact information.
B schedule

ASAP: Emails are sent as soon as possible.

® Daily: Emails are sent on the days you choose
Sun  Mon Tue Wed Thu Fr Sat
Banam Bam Bam Ban Gav Bav Ban Eam

anpm Clem Clem Clem Clem Clem Clem Clem
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Monthly: Emails are sent on the first of the month at midnight.



