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Contacts 
Contact Management is a powerful, yet easy-to-use client management tool in FlexMLS.   The 
functionality of this program includes saving your client’s personal information in an easy to read and 
access format, attaching multiple property searches to each client, and creating subscription e-mails to 
deliver up-to-date search results to one or more e-mail addresses of your choice! The following pages will 
aid you with step-by-step instructions on using the features of this program. 

What is a Contact? 
A Contact is your buyer.  A Contact search is a search you save specifically for a buyer.  You enter the 
search criteria for the kind of properties your buyer is interested in, save the search to the buyer, and let 
the system automatically tell you when properties that meet those criteria come on the market. 

 
 

Using Contact Management 
 

Adding a Contact 
To get started using the Contact Management module, in the menu click Contacts > Contact Mgmt. This 
will bring you to the following screen. To add a Contact, click the Add Contact button on the upper 
right side of the screen. 
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At the next screen, you will be able to enter basic information for your Contact, such as their name, 
spouse’s name, phone numbers, e-mail addresses, and physical addresses. 

          

 
 
The first position filed, Name, is the ID you give your Contact that will show in your list of clients in 
Contact Management. This name is seen only by you and identifies your client to you. After you have 
entered all desired information on this screen, click the Add Contact button at the bottom of the 
screen. 

Checking this box will 
immediately create a Portal 
account for the Contact. 
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To add additional 
e-mail addresses, 
click the Add 
button, type your 
e-mail address in 
the additional 
field, and then 
select Notify 

Checking this box enables 
the Reverse Prospecting 
function. 

This option allows you to 
add additional 
information to your 
Contact’s file such as 
birthdays, pets, etc. 
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 Once your Contact has been added into FlexMLS, your screen will look similar to the screen below: 

 
 
At this point, you can add other information, such as attaching searches, notes, etc. If you need to change 
existing information, select the Contact in the list to bring up the options for that Contact. 
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Remove a Contact 
To remove a Contact, select the Contact under the Name column; in the pop-up window that appears, click 
the Remove link. A pop-up box will appear presenting you with options of the Contact you can remove. 

 

 
 

Deactivate a Contact 
You may temporarily stop activities of a Contact by using the Deactivate option. To deactivate a Contact, 
select the Contact under Name column; click the Deactivate link. A pop-up box will appear presenting you 
with options of the Contact you can deactivate. 
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Transfer a Contact 
You may transfer a Contact to another member within your home office by selecting the Contact, and then 
clicking the Transfer link. A pop-up box will appear where you can enter the name of the member to whom 
you would like to transfer the Contact. 

 

 
 

Attaching a Search to a Contact 
To attach a search to a Contact, select the Contact by clicking on their Name; in the pop-up window for 
that Contact, click the Searches/Subscriptions link. If you have no searches saved to your Contact, your 
screen will look like the one below. Click the Add button. 
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If you do not have any searches saved in your Saved Search module, you will be routed to Quick Search, 
where you will select your property and parameters to search. 
 

 
 
 
 
 
 
 
 
 
 
 
 

Select property 
type 
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If you do have one or more saved searches in your Saved Search module, after clicking Add, the Attached 
Saved Search box will appear; click Create New Quick Search to start your property search. 
 
NOTE: You may attach one or more existing searches from your Saved Searches to a Contact by 
highlighting a search (if more than one, hold down your CTRL key while selecting them with your mouse) 
in the box, and then clicking the Attach Search(es) button. 
 

                 
 
 
Once you have completed entering your search parameters, you have the options to view the search results 
or save your search by clicking the Save button. 
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Clicking the Save Search will bring you to the Save Search screen: 

                                             

 
 

In this screen, give your search a name in the Search Name field; keep in mind your Contact will see this 
search name in their Email Subscription. Notice in the Contact section, the Contact you started with in 
Display Name on your initial page is now in this screen after Contact. If you click on Additional Search 
Options, you can choose your desired events for this search to send by selecting them with a check in the 
appropriate box(es). To complete saving the search and set up the subscription, click the Save and Add 
Subscription button. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attached 
Contact. 
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You should now be in the Edit Subscription screen. Here, just choose the schedule you would like the 
subscription to follow, enter text in the Subject line, and then click the Save 
 

 
 
After you create the subscription, a notification is emailed to your Contact to confirm the email subscription 
you have created for them. Your Contact MUST approve the subscription to receive the automatic updates. 
To approve the subscription, they will click the YES, PLEASE SEND ME LISTINGS link in the emailed 
notification. 
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If the recipient clicks ‘YES, PLEASE SEND ME LISTINGS’ but their Subscription has not sent any 
listings to their News Feed yet, they will be taken to a screen that lets them know their account has been 
confirmed and they will receive new listing updates by email. 
 

                 
 
If the recipient clicks ‘YES, PLEASE SEND ME LISTINGS’ and their News Feed has had listings sent 
via Subscription between the time the subscription was created and the time your Contact clicked the 
confirmation link, they will be taken directly to their News Feed. A message saying "Thanks! We've 
confirmed your email" will appear on the screen to let them know that they have successfully confirmed 
their email address to receive Subscription updates. 

 

 
 



Copyright © 2020, Multiple Listing Service, Inc.   

Adding Additional E-mail Addresses to a Subscription 
To add additional e-mail addresses to a subscription, start by clicking the Contact you would like to work 
with in Contact Management, and then click the Edit Contact link at the bottom of the pop-up screen. 
This will open your Contact in the edit mode. Next to the E-Mail field, click the Add button. This will open 
a blank field for you to type in another e-mail address; next select the Notify check box. For each e-mail 
address you would like to enter, click the Add button for access to a field to type them in. After you are 
done adding e-mail addresses, click the Save Changes button at the bottom of the screen. 
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You can navigate to the Searches/Subscriptions tab for this Contact to confirm both email addresses are 
listed under the Subscriptions section. 

 

 
 

NOTE: If you have multiple searches saved to a Contact and set up on a subscription, all additional email 
addresses that are set to Notify will receive the results of all subscribed searches.  
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Additional Features of Contact Management 
 
Activity link 
 
The Activity section tracks Contact activity, allowing you to see your most active contacts with a quick 
glance. The activity graphs lets you quickly assess which clients are active or inactive and prioritize your 
follow-ups more efficiently. The Contact Activity bar on the Contact Management screen will indicate 
which Contacts have been the most active in the past seven days; looking at a Contact’s details lets you see 
their activity over the last 30 days. You can drill down to see listings that they have viewed, listings they’ve 
shared with others, and their email activity for subscription and manual emails. Portal activity is also 
included in Contact Activity, so if your Contact relies on the Portal to view listings, you’ll know that they are 
actively looking at listings with the portal that you provided for them. 
 

      
 
Viewed Listings - represents the last listings accessed by the Contact, sorted by the number of times they 
were clicked on. 
 
Shared Listings – represents the listings they shared via their Contact Portal. 
 
Email Activity – tracks the sent and opened (clicked) emails sent via manual and subscription for the life of 
the Contact.  
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Portal link (Classic Version) 
 
The Contact Portal feature helps you to consolidate communications with your Contacts. Contacts can 
access both messages and listings you send them. The Portal tab within the Contact allows you create their 
Portal, manage its settings, and view content added to their collection. 
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Portal link (New Version) 
 
The difference with the New version is there is no View Portal link; you can use the View All link on 
Searches/Subscriptions for similar functionality. 
 

 
 

 
 
 
 
 
 
 
 



Copyright © 2020, Multiple Listing Service, Inc.   

Messages link 
The Messages tab archives all message communications between you and that Contact via the Portal, along 
with date and time stamps of messages sent. Here, you create, reply to, and delete messages. 
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Notes link 
You can keep a journal for your activities with a Contact. If you wish to record phone calls, showings, 
mailings, and the like, you can do this using the Notes tab in your Contact’s file. In Contact Management, 
highlight the Contact you wish to work with, and then click the Notes tab. To add text to the box in this 
tab, click the Add New button underneath the Contact Notes box. This will open a text box within the 
Contact Notes box where you can type your desired notes. Under this text box, you will see the current date 
and time. If needed, you can adjust both of these to reflect a different date and time stamp for the current 
note you are adding. To save your note, click the Save Note button located on the right side of the Contact 
Note box. 
                        

 

 
 
 
 
 
 
 
 
 
 

Add New button. 
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Listing Notes link 
The Listing Notes tab allows you to view and edit the shared listing notes for the selected Contact via the 
Portal. Listing Notes are specific to the Contact and Listing in question. 

NOTE: The Listing Notes function is only available in Classic Portal. 
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Links link 
The Links tab keeps a list of all manual e-mails sent to that Contact. The links will remain for 30 days from 
the date sent. On this tab, you can view the content of sent e-mails, view the description (what was in the 
Subject line when the e-mail was sent), the View included on the List tab, how many times the e-mailed link 
was viewed (Hit Count), and the last time the e-mailed link was viewed. You can also delete sent links from 
this tab by clicking the red ‘X’ that corresponds to the link you would like to delete. Deleting any manually 
sent e-mails from this screen will also remove them from that Contact’s Portal. Deletions from this screen 
do not affect the My Sent E-mails screen – nor does it delete it from the Contact’s email inbox. 
 
                    

 

Groups 
The Groups function allows you to create groups of your choosing, and organize your Contacts in those 
groups. Imagine we were back on the old ‘paper’ system. You would most likely have your clients organized 
in file folders. These folders would have names according to how you have your clients organized. Maybe 
you would sort them according to the property types they are interested in. Or, you may have them sorted 
by the municipality in which they would like to purchase property. You can do this same function, by 
creating groups, and then adding the Contact in the group or groups that would apply. 
 
To create a Group in the Contact Management screen, click the Group link. 
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This will bring up the Available Groups box. To create a new group, click the Add New button. Add New 
Group will appear with a Name field where you can type your Group name. Click the Save button to save 
your group. Click the Return to Contact Management button to exit this screen and return to Contact 
Management. 

                                      

 Advanced 

The Advanced function contains the following features: 

• Contact Summary – Clicking this link routes you to the Contact Summary screen. You can also 
access Contact Summary under the Contacts menu. 

• Export Contacts – This function will take all of your Contacts and convert their information into a 
CSV format. This file can be opened by any program that will accommodate a CSV file, such as 
Microsoft Excel. Information exported are the fields of Display Name, E-mail Address, Last 
Modified Date & Time, Home Address City, State & Zip Code, Office Address City, State & Zip 
Code, all fields in the Additional Info option, First, Middle, and Last Name, Spouse’s First, Middle, 
and Last Name, and all phone numbers. 

• Create Portal Accounts – This function will immediately create Portal accounts for all of your 
Contacts at one time, generating a system created username and password for each. 

• Create Portal Accounts with Notification – This function will immediately create Portal accounts 
for all of your Contacts at one time and e-mail out a notification to each of the Contacts containing 
their system generated username and password. 

• Show/Hide Quick Add – This function shows or hides the Quick Add option. This allows you to 
quickly add a Contact by entering just first name, last name, and e-mail address. To access this 
option, click on the Advanced button > Show/Hide Quick Add link. The Quick Add section, 
shaded in blue, will appear. 

• Customize Contact List – This feature allows you to include additional columns of information on 
the Contact Management screen. This information can include if the Contact has an active Portal 
account, date/time of last login to their Portal, listings you have recommended, Contact creation 
date, and their chosen Saved and Hidden listings.  
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Print 
The following functions are available under Print on the Contact Management home screen.   

                               
 

• Print Contacts – This feature allows you to print a copy of your Contacts’ profile information. This 
includes their general information (names, e-mail and physical addresses, Contact numbers), Portal 
information, attached searches, groups, and notes. You can print all Contacts at once or one at a 
time. 

• Print Mailing Labels - This feature allows you to print mailing labels using your Contacts 
information. You can print labels using a .csv file or having the labels open in your browser. 
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Editing a Search 
To edit an existing search for a Contact, in the menu, start at Contact Management. Highlight the Contact 
you want to work with, click the Searches/Subscriptions link, and then, under the Searches box, click the 
Edit button.  
 
 

 
 

 
There will be a pop-up box where you can choose to edit the search or edit the view associated with the 
search. Click the Edit Search button. 
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This will take you into the existing search parameters; use ‘Add a field to the search’ to add new parameters; 
to edit existing parameters, click the applicable link for that parameter. After editing, you can choose to save 
your new changes to the existing search by clicking the Save button, or you can click the View Results link 
to view the listings of that search, e-mail, or print them. 
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Edit a Subscription 
To edit a Subscription, start at Contact Management. Highlight the Contact you want to work with, click the 
Searches/Subscriptions link, and highlight the search you would like to edit in the Searches box. Under the 
Subscription heading, click the Subscription link.  
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This will open the Edit Subscription screen. Make your desired edits and then click Next to save your 
changes. 
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Removing a Subscription 
To remove ONLY the Subscription and retain the Contact with its associated search, start at Contact 
Management. Highlight the Contact you want to work with, click the Searches/Subscriptions tab, and 
highlight the search to work with in the Searches box. Click the red ‘X’ located at the right of the 
Subscription section to remove. Click OK on the pop-up that appears, confirming deletion. 

 

 
 

 
 
 
 
 
 
 
 
 
 

Click to remove Subscription. 



Copyright © 2020, Multiple Listing Service, Inc.   

Removing a Search 
To remove a search from a Contact, but retain the Contact, start at Contact Management. Highlight the 
Contact you want to work with, and then click the Searches/Subscriptions tab. In the Searches box, 
highlight the search to be removed, and then click the Remove button under the Searches box.  

 

  

 
In the Remove Saved Search pop-up, it asks you would you like to remove this search from this Contact only 
or from the system entirely. Make your desired choice to complete the transaction. This will also remove any 
event associated with the deleted search. 

 

 

                     
 

 

 

 



Copyright © 2020, Multiple Listing Service, Inc.   

Removing a Contact 
To remove a Contact completely from your FlexMLS account, start at Contact Management. Select the 
Contact you want to work with, and then click the Remove link located at the bottom of the screen. 

                

 
 

 

In the Remove pop-up box, select if you would like to remove just the automatic e-mail events, all saved 
searches for this Contact, Contact records (deletes all personal info; searches are moved to Saved Searches), 
or the entire Contact file, and then click Remove. 
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