Adding Contacts and Subscriptions

Step 1: Adding a Contact

To get started, in the Main Menu tree, 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.

& Contact Management é Print [z Advanced

Search: (4 | roup: | All Contacts v
E-mail Phone Portal Last Active Saved Last Match Last Modified
Barkleys awmmim@gmail.com 4141111111 ON 08/07/2017 at 11:42 AM 17 8/8/2017, 4:36:33 PM 08/07/2017 at 11:42 AM

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. After you have entered all desired information on this
screen, click the Add Contact button at the bottom of the screen.
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CANCEL ADD CONTACT




To add the search to the Contact, click the Searches/Subscriptions link. Under the Searches box, click the Add

Barkleys

Step 2: Adding a Search

button.
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The following pop-up box, labeled ‘Attach Saved Search’ will appear. Click the Create New Quick Search button.

Attach Saved Search
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After clicking the Create New Quick Search button, you will come into Quick Search. Start by selecting your
desired property type and status. Enter all your desired parameters to save to the search, and then click the View
Results link.
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Step 3: Send Manual Email (optional)

If you would like for your Contact to receive the listings that are currently in the search, you must manually email
those; the Subscription will send listings that are new/updated from the moment the Subscription is created.

Select the listings you would like to email and click the E-Mail button.

[« Retum to Contact Management
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175,000 4 1 1 2A 1,368 Single- 0.23 53225 Wauwatosa
Family

185,000 3 2 0 2 A 1,642 Single- 032 53225 Wauwatosa
Family

189,900 3 1 1 2D 1,296 Single- 0.17 53222 Wauwatosa
Family



In the Listings to E-mail screen, select the options you would like to include for the emailed listings using the
checkboxes in the left side panel. To address the email to a recipient, you can choose click your mouse in the To:
field to present a list of your saved Contacts; or you can manually enter an email address in the field noted as such.
To preview the email before sending, click the Preview button at the bottom of the screen; to email the listings,
click the E-Mail button. Once you see the confirmation screen that the link was mailed, click the Return to Search
Results link at the upper left corner of the screen.

|I| Return to Contact Management

[4 Return to Search Results ]

Listings to E-Mail

O Current Listing (1) Recipients
8 z?g?;fngggz@ From: ‘angela@metmmls.cnm [primary] v‘
Start Position: | Detais ~| o Boss Lady Add New Contact

Version: /

View: | [Address & MLS Number *] V|

You may also enter one or more additional e-mail addresses below:

Detail ‘ange\a@metrom\s.com
| Ful Report Addtl Photos ~|+ 0
[ History Send a copy to rne. . . .
Trrirers Natify me the first time the recipient views this page
B Ciznlree How would you like to send this e-mail? | Use Flexmis v
Mortgage Calculator
Photos
Video(s) Message
Virtual Tour Templates: |[nitial Listings Send (Defaul) ~| options
Map S
O Compare Subject: ‘Inmal Listings ‘
] .
Branding . . Message body: [gello. These are the listings that currently match your search criteria. I have created a
Card Orlentatlun: subscription for listings matching this criteria to be sent to you automatically.
[:::::] Accent Background Color You should have received an opt-in request with the subject line, 'New Listing Updates'

that includes my name. Make sure you open that email and click the '"¥Yes, please send me
listigns button' so that listings will ke sent automatically to you.

If you have any questions, do not hesitate to contact me!

O HTML ® Text
Signature:

Angela Washington-Marshall, GREEN, =-PRO, The Metro MLS Support Staff
Metro MLS Staff

Multiple Listing Service
11430 W. North Ave.
Wauwatosa, WI 53226
Office — (414) 778-5450
angelalmetromls.com
http://www.metromls.com

i mr@&emmm]

! Preview L E-Mail

NOTE: If you would like to save the options you checkmarked for emailing more listings in the future, click the
Save link at the bottom of the blue panel.



Step 4: Save Search and Add Subscription

Once you are back at the Search Results screen, click the Save button; this will take you to the Save Search screen.
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This is where you give your search a name by typing it in the ‘Search Name’ field. Your Contact’s name should

appear in the Contact section. Once complete, click the Save and Add Subscription button.
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This will take you to the Add Subscription screen. Once here, select the desired e-mail schedule (Weekly, Monthly,
ASAP, or Continuous), your desired view to send, and enter a subject for your subscription event. If desired, enter a
note in the body of the e-mail field. Keep in mind this note will go out with every automatic e-mail sent for this
event. Once finished, click the Save button at the bottom of the screen.
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