Basics

Subscription
Automatic listing updates
Based on search criteria
Emailed to your clients
You set the schedule
You get a copy email
You can stop any time
Set yourself up
Track client activity




WHAT IS A
SUBSCRIPTION?

An automatic email sent to
your client based on a saved
search.

The automated email contains
any new listings and status
changes within that saved
search.

You set the schedule of how
often the updates get sent to
your client.

You get a copy of the email
sent to yourself.
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1) Begin a basic “Quick Search.”

flexmls  Q EnteranAddress, Gity, ZIP, MLS #, or

— Menu Saved Searches Contac

a) Select the property type from the dropdown arrow
and then add your basic criteria for the search:
status, list price, bedrooms & baths.

Property type

1- Residential@<

b) Use the geocoded search bar to type in a
subdivision.
View Results: 28,353 4
MLS of GPS MLS, CLAW, CRISNet, CRMLS

MLS #, address or map overlay

Browse »
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c) Begin reviewing the search results using the
viewing buttons below.

Work on behalf of ... Share E-Mail Save Print CMA

EDIT SEARC LIST DETAIL PHOTOS MAP, COMPARE MESSAGE

12 + Sortw View |[1 - Residential 7 v

Reset Columns

d) Make any adjustments to your search by
clicking on the “Edit Search” button.

Work on behalf of ... Share E-Mail Save Print CMA
LIST DETAIL PHOTOS MAP COMPARE MESSAGES
ResetColumns = |#Z|- 12 + Sortw View [[1 - Residential *] v

e) Click the “Save” button.

Share E-Mail Save Print CMA

f) Select “Save Search.”

Sawve Search

Save Quick Search Template

2) Fill in the “Save Search” dialog
box.

q Save Search

Save Type: '® Mew Existing SaveTo:| Agent ¥ Mark as Favorite

Search Name:

1. Name your search.

2. Add “New” or select
¢ “Existing” contact. .,
Contact: Mone '® Mew Existing
Dizplay Mame:

Search Description:

3. Click on “Save and
Add Subscription.”

Create a Portal account for thiz pro 1
* Mo Yes
+ Additional S

Save and Add Subscription Save Cancel
&

Contact E-miail {optional}:

-
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3) Fill in the “Add Subscription” dialog box.

@ Add subscription

General Subscription Options

Subscription name - Subscription Name a.

Send notification of new listing b,

Y You (sender) ¥ Selected contacts
| Send me an email when a contact clicks the link

Enable Preview Mode 9
C.

I d. |

Contacts | Contact Name

Schedule: Please choose a schedule for this subscription l

& Weekly: 4 Sunday 4 Monday 4 Tuesday L4 Wednesday 4 Thursday 4 Friday L4 Saturday | !
Monthly: | 1st ¥ | day of each month
ASAP

a) The subscription

name will auto fill
by default you can
change it if you
prefer.

b) You will get a copy
of the subscription
emails by checking
this box.

c) The contacts name
will autofill.

d) Select the
schedule your
client would prefer
to receive the
listing updates.
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( Add Subscription

Templates: | Herer yougo. ¥

[;] Save as Mew [_] Update |_‘,? Rename E}f Make Defa
Subject:  New listing Updates _ a
Body:

File Edit View Insert Format

H-I-;-EHL : B 7 U A A Verdana
Hi,
ﬂ‘ These are the newest listings
and updates for the search we
created for you. Reach out if
you have any questions.
Thank you.

Save Cancel
C.

Fill in the subject and
body of the
subscription email.
Keep it simple
because this is the
scheduled email that
gets sent to your
client with the new
listing updates.

a) Add the subject line.
b) Type in a basic message.

c) Click “Save.”
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4) Send the saved search. a.

Recipients
From: | erika@cdaronline.org [primary] v
. . . 4. To:
This step will send the listings from your saved The contact auto populates here.
search. Click on email these listings.

Sm— oo “You may also enter one or more additional e-mail &
C ﬂ&ﬂﬂ:h and subscription sa@
Check this box

i : to get a copy Sand a copy to me
Yould i ke to: of the email. ¥ Motify me the first time the recipient views this

. Email these listings now « 4. \ How would you like to send this e-mail? |Use Flexr

« Choose listings to email
= Message
« Do not send listings now

Templates: o
. o Subject | Type the subject for the email here.
a) Fill in the email dialog box. r _
VEssage body:

This will be the last step in the series.

. . . . File Edit View Insert Format
Compose this one time email to your client. You R

ipe . . . . B I U A Verd 1
can be more specific in this email. The email will - =

go to your client this one time and contain the »

saved search results.

Type a personal message to your
client in the body of the email.

b) Click “Email” after you have filled in the

e —
fields b. w8 View Listings( Lt E-Mail )




