Contact Portal — Classic Version

The Contact Portal is a new feature to help consolidate your communications with your Contacts. If you
choose, your Contacts will now have access to their own dashboard which will contain information you
send to them. You’ll have the ability to give your Contacts a login name and password to the Portal so that
they can save listings to their own carts, and send you messages regarding listings. The Contact Portal is set
up from the Contact Management screen. Before creating Contact Portals, you must configure your (the
agent’s) Portal settings in FlexMLS.

Portal Preferences for the Agent

Portal Preferences allows you to set up the name for your Portal, default e-mail greeting, and default
Portal Preferences. To access this screen, go to Preferences > Portal Preferences in the main menu tree.

Portal Name - Set up a name for your Portal. The name of the Portal is displayed in the web address that
your Contacts will use to access the Portal. This name is used by all Contacts who log into your Portal, so
choose your name accordingly. Each Contact will then log in using their username and password to enter
their personalized site.

E-mail Greeting - Set up your standard e-mail greeting that will be used for Portal e-mails. A default
greeting is provided, or you may customize your greeting. You may also customize each greeting individually
before it is sent. You can also choose to have the initial greeting e-mail automatically sent or withheld upon
account creation.

Portal
[
awmmetromls ~= Suggest
Nama: S—
MNote that this name will be used by all clients who log In to your Portal
Status: * ON OFF
Invite
When Creating New Accounts, Aulomatically Sand Invite
Templates: w
Subject: A Portal has bean Created for Youl
Message:
% File Edit View Insert Format Table
B I U A~-S EE EE SCE-E 3 W
Welcome to your personalized portal that we can use to work together. See what's on the market,
save listings vou're interested in, and more. Follow the link below to get started.
Business Generic Card ud

Card: Angela Washington Marshall, Angela Marshall, o.PRO, GREEN
Mairo MLS Staff




Default Subscription Settings — The settings in this section determine what events will trigger a
Subscription to send listings to your Contacts.

Default Subscription Settings
Event Add to News Feed by Default
New v

Price Change v

Sold v
Open House
Pending v
Back On Market
Extension

Status Change &

Use inherited defaults

Portal Preferences - The settings in this section determine what statuses will be retained in your searches,
how to display listings from Subscription links, the Start Position the listings to where the listings will open,
The List View and Sort that will be used, and select which tabs of the Search Results screen you would like
to make visible by default on all Contact Portals.
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The options in the ‘Listing links from email show’ are defined as follows:

e MLS Default (Show News Feed) — opens to show listings in the News Feed. This is the default
for all Subscriptions.

e News Feed — Same as MLS Default.
¢ Emailed Listings — opens to show only the listings sent in that particular email.
e Saved Search - opens to show the listings currently in the search saved to the Contact.

NOTE: The default Detail report listed in this screen is the 1-Line Report; make sure you change this to the
data sheet you would like your Contacts to view.

Contact Management Screen

Under the Advanced menu, you have settings that allow you to create Portal accounts with or without
notification and affect the way you view your Contact List on the Contact Management screen.

.;_. Contact Management %Add Contact = F’rintl@
Search: @

Export Contacts

Barkleys awmmim@gmail.com 414 111 1111 ON
Home Buyer awm050501@yahoo com OFF Create Portal Accounts
Portal Contact butterscotchbabytbe@gmail.com OFF  Greate Portal Accounts with Invite

Show/Hide Quick Add

Customize Contact List

You may create a Portal account for all Contacts at one time using one of the ‘Create Portal’ choices from
the Advanced menu. Clicking on either Create Portal Accounts or Create Portal Accounts with
Notification will accomplish this. The difference between the two is ‘Create Portal Accounts with
Notification’ will immediately send an e-mail to all Contacts alerting them a Portal has been created for
them; a system generated username based on their Display Name, and password will also be included in the
e-mail. This can be changed at any time, by either the Contact or you. The agent can change both the
username and password at any time; the Contact can only change their password.

NOTE: Creating a single Contact Portal for the first time is recommended.



The Customized Contact List feature in Contact Management allows you to include additional columns to
show you whether the Contact has a Portal account, the date/time of their last login, listings you have
recommended, listings you have hidden from their search, and their chosen saved and hidden listings.
Clicking Advanced > Customize Contact List link brings you to the following screen:

|Z| Return to Contact Management

Customize Contact List

Click labels below to add and remove columns

% Display Name 2@ Portal % Phone % E-mail
# Recommend # Saved % Hidden by Consumer % Hidden by Me
% Last Login % E-mail Activity (M/V) # Unread Messages % Subscription Listings

% Subscription Last Match % Subscription Listings to Approve

Reorder or remove existing columns
Name E-mail 23 Phone S@ Portal 22 Last Login 22

P & P & D & D &

Adding too many columns may make your contact list difficult to read.
(=l save Changes @ Cancel

In this screen, you can click on the green plus (+) sign of an item to add it to your Contact List view. To
remove an item, click the red X for that item. You may also order the columns in any format you desire.
After making your selections, click the Save Changes button.

Your Contact Management screen results will look like the following screen.

. Contact Management dpAdd Contact [ Print 2 Advanced

Search: % Group: ‘A\I Contacts v |
_E-mail Phone Portal Saved Recommend  Unread
Barkleys awmmim@gmail.com 414 111111 ON 18 8 10
Home Buyer awm050501@yahoo.com OFF 0 0 1
Portal Contact

butterscotchbabytbe@gmail.com OFF 0 0 0



Portal link

The Portal link is only accessible from the Contact within Contact Management. As stated before, you may
create multiple Portals at one time using the options under the Advanced menu in Contact Management.
You may also create Portals one at a time for each Contact.

One way to create a Portal for a Contact is to start at Contact Management. Under the Display Name
column, click the Contact you would like to create the Portal for. The information window for that Contact

will display. Click the Portal link; the option for enabling the Portal will display. Enable the Portal by
clicking the ‘ON’ button.

Metro MLS

CONTACT DETAILS ACTIVITY SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES NOTES LISTING NOTES MORE v

— Client Portal: View Portal
(A

i
Your portal url: https:/fporal iexmis.com/awmmetromis

Portal Listing Collections Viewed Listings are now on the Activity Tab

W Saved Clear
S Hidden Clear
S Recommended Clear
W Hidden by Agent Clear
Portal Activity

Last Active

Send a message to me when Metro MLS logs into the portal on a
computer

Most Recent Unsaved Search
No unsaved searches

EDIT CONTACT REMOVE DEACTIVATE TRANSFER CLOSE

Invite to Portal



Next, click the Invite to Portal button to view the invitation to your contact; make any edits you would like.
Click Send to email the invitation

E-mail Portal Link II,__‘, Send I @ cancel

To: |theundergroundmmgggmaeil.com
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A link to your portal will be appended to your

A email notification will be sent to the Contact’s primary email address. Included is a brief description of the
Portal. At this point, they will click the ‘Sign Up’ button to begin access to their Portal.

A Portal has been Created for You! b

Angela 4 Marshall i flexrn

wme v

Angela Washington-Marshall, Angela Marshall has invited you to sign up.

Wilcome to your personalized portal that we can use to work together. See what's on the market, save listings you're interested i, and more. Follow the link below to get started.

Arvgela Washinglon-Marshall, Angela Marshal, e-PRO, GREEN
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b R 17420 . ot e
N ouwatcaa, wi 53226
U 414778545

You are receving this email because of your afifation with Angela Warshinglon- Marshall, Multiple Listing Senvce, 11430 W. North Ave,, Wawatosa, W1 53226

. Roply » Forward



Your Contact will be routed to the sign up screen for thie Portal. In this screen, their primary email address
will already be listed; this will be their user name to log into their Portal. They will enter their first and last
names, create a password 4-8 characters in length and then click Confirm. At this point, they will be logged

into their Portal.

SIGN UP LOG IN

Confirm your information

From now on, you'll use your email to log in.

Your own portal account
allows you to save listings,
get updates automatically, theundergroundmm@gmail.com x

and much more.

First name® Last name™
Password®

Confirm Password®

Brought to you by D bot e
I'm not a rol

reCAPTCHA
Privacy - Tanma
Aﬂgﬂﬂ Washingtcn-ruflarshall
Metro MLS Stafi * required field

Flexmls® Web Copyright © 2020 FBS.
All rights reserved.




In the agent’s FlexMLS account, the options on the Portal link will appear. This includes options to view the
agent version of the Contact’s Portal (View Portal link), manually e-mail the Portal link using Reset
Account (agent’s Portal URL), access to the default listing collections that come standard with all Contact
Portals, a notification setting for log in activity for that Contact, and settings to change that individual
Contact’s Portal options (Change Settings link).

You can also disable and re-enable the Portal (On and Off radio buttons), view Contact activity, such as last
login, and listings marked as Saved and Hidden. You can view listings you (the agent) have marked as
Recommended and Hidden by Agent. Your Contact can save listings to Collections they create; the contents
of these can also be viewed by you.

Metro MLS
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NOTE: If you had a Contact that had a Portal created before January 26™, 2016, you may have Portal
Listing Collections preceded by the word ‘Archived’.



The Change Settings link allows you edit settings for the way that particular Contact views their Portal,
such as the Start Position (which screen appears when they first click the link to open the sent e-mail), the
view used to list properties in the List tab, how to sort listings on the List tab, and other tabs of information
to include, such as report type, documents, photos, virtual tours and maps. Once you have made your
selections, click Save Settings.
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For an agent to mark listings as Recommended and/or Hidden by Agent, they will need to go to the
Contact’s Searches/Subscriptions link, highlight the appropriate search in the Searches box, and then
click the View All link in the Results box.

CONTACT DETAILS ACTIVITY SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES NOTES LISTING NOTES MORE ~
(zj Searches Results q, View Totals
Y |Tosa SF = | view all -
View new in the last 24 hours -
View new since 12/16/2017 12:56 PM -
Reset time and view new since 12/16/2017 12:56 PM -
Subscriptions &b Add a Subscription
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Single Family between 175000 and 225000; Municipality of "Wauwatosa'; Status of 'Active’; Total Bathrooms
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Created January 12, 2018, Updated January 16, 2018

TRANSFER CLOSE

This will route the agent to the Search Results screen showing all properties for that search. On the List tab,
next to the address of the listing, you will see four icons. To add a listing to the Contact’s Recommended
collection, click the ‘suitcase’ icon; to hide a listing from the Contact’s search, click the universal ‘no’ icon.
This will place that listing in the Hidden by Agent collection.
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NOTE: Your Contacts will not receive an automatic update notice of new search result updates through
their Portal; this is only done through having your Contact set up on a subscription.

Messages link

The Messages link archives all message communications between you and that Contact, along with date and
time stamp of message sent. Here, you can create, read, reply to, and delete messages. You may also expand

all and collapse all messages using the Expand all messages and the Collapse all messages links at the
top of the Contact Messages window.

Me
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You may also search messages with that Contact using the Search messages link. This tool allows you to
search Contact messages using message type, Contact name, and date range.

CONTACT DETAILS SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES NOTES LISTING NOTES LINKS

% Contact Messages:

|_1 A
Send a message to me when Barkleys logs into the portal Write a message to Gnarls E Barkley
Expand all messages  Collapse all messages
Select type(s) of messages: Contacts: O Update Iist ~Clear | (Z)Cancel
All messages and notes All contacts MLS numbers:
Contact requests Gnarls E Barkley All MLS numbers
Showing requests 1377989
Showing feedback 13858095 .
Open house feedback Dates between-
Messages 1
Private notes —]
Map Recommendations and
IDX Approval Request 1]
Displaying messages 1 through 50 of 68 << Prev 12 Next >=
[1483236) W3245 Snake Rd, Linn, WI 53147-3579 (MLS #1483236) From: Gnarls E Barkley 09/26/2017
[1547685] Contact request, 15550 Apple Valley Ct, Brookfield, W| 53005-3602 From: Gnarls E Barkley 09/26/2017  «
]
Listing Notes link

On the Listing Notes link, you can view notes a Contact has made on any of their listings using the Listing
Notes function. Listing Notes are specific to the Contact and Listing in question.

Barkleys
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A Contact can make a note on any listing in their Portal by clicking on the Actions button located on the
thumbnail photo of the listing on the List tab; this will present options, including a button for Listing

Notes.
P T T T —
$935,000 = = T,
- Mea:dow i | Contact é Print E Share | Messages
£ iz\:f:v: 55;]5202;451 @ Listing Notes
L J.

NOTE: If you click View All on a search in Searches/Subsctiptions and see the ‘notepad’ icon on a listing
is yellow, that means the Contact has made a private note on that listing; you can click the icon to read the

note.
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L inks link

The Links link keeps a list of all manually sent e-mails for that Contact. The links will remain for 30 days
from the date sent. On this tab, you can view the content of the 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 remove them from the Searches and Reports section of the
Contact’s Portal dashboard. Deletions from this screen do not affect the My Sent E-mails screen.

Barkleys

CONTACT DETAILS ACTIVITY SEARCHES/SUBSCRIPTIONS PORTAL MESSAGES NOTES LISTING NOTES MORE v

\/\ Contact Links:
Y Description View Hit Count Last Vit At

& Search Results 12/21/2017 at 12:22 12/21/2017 at 12:07

[ Listings Single Family 3 oy PM P4



