Create an Auto Email

e Create a Search in Matrix

O,

e From the search Results tab click “Save” Actions  Refine [0 Carts
on the floating toolbar at the bottom of the s New Auto Emal

page

MNew Speed Bar Shortout

Jf= Mew Saved Search

e Click “New Auto Email” 9 on the button bar
Note: If you are setting yourself up for Auto Emails enter your email

e Complete the “Save a New Auto Email” screen

1 Save a New Auto Email

e Choose or enter a contact @ 8 Recipients
Contact: Create a New Contact
To:
X Ccc:
® CheCk the BCC bOX tO receive Meccme a copy of all emails
a copy of the Auto Email 2 Message
G notifications sent to your client Subject:
e Enter a subject

Welcome Email Recurring Email

e The system will generate default solutation
Welcome and Recu rrlng Messages G Message: Welcome to your home search on "The Portal"l I'll be sending you

information on homes you may be interested in and it will contain a link to A

H your own personalized page on the Portal. On the Portal you'll be able to
that yOU Can CUStom IZ€ view, rate, and categorize the homes as well as leave me messages
regarding what you did or didn't like for each home you view. You'll be able
1 1 1 to see all photographs and see the houses pinned on a map as well as a
b Ve rlfy your emall Slgnatu re high-level aerial or low-level "Bird's Eye" view.

v
<a href="https://youtu.be/UfXop5]skRg"=>Click here to learn about your
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e Choose the appropriate settings . Settings

Note: Concierge mode means Concierge: [ Enable concierge mode

that a" resu'ts come to you — you ¥ Make available for Reverse Prospecting

decide WhICh ones to forward to G I Enable as a Favorite Search on Home tab (10 maximum)
g your client. Concierge Auto [ schedule

Emails cannot be Scheduled- ' ASAP: Ernails are sent as soon as possible,

Please see How Use the @ Daily: Emails are sent on the days you choose,

Concierge Option Sun Men Tue  wed  Thu Fri Sat

G Moenam Mam Manm Mam Mam Mam Mam Mam
Caem Tlem Tlem Tlem Cem Clem Tpm T lpm

b Clear

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

G e Choose the desired schedule

L] CIICk Save e 6 Cancel '[;?‘

y

For additional support contact Customer Care 303.850.9613 RE C}i COLORADO.COM
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