Create an Auto Email

that all results come to you — you

¢

=] scheduls

q decide which ones to forward to

your client. Concierge Auto
Emails cannot be scheduled.
Please see How Use the

Concierge Option
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G e Choose the desired schedule

o Manthly: Emails are sent on the first of the month at midnight.

e Click “Save” a

For additional support contact Customer Care 303.850.9613

' ASAP: Ernails are sent as soon as possible.

® Daily: Emails are sent on the days vou choose,

e Create a Search in Matrix
e From the search Results tab click “Save” Actions  Refine (1] Carts
on the ﬂoatlng toolbar at the bottom Of the J= Mew Saved Search | 3g Mew Auto Ernail Mew Speed Bar Shortcut
page
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
L Save a New Auto Email
e Choose or enter a contact E’) & Recipients
Contact: j Create a Mew Contact
GTD:
. CC
e Check the BCC box to receive Mecc _
o . me a copy of all emails
a copy of the portal notifications Subject:
G sent to your client Message:
e Enter a subject
e Enter a Message to your client G
e Verify your email signature
Checlk Spelling English
Signature: Ry Burke
555 555 55555
Edit Your Signature
=] criteria:
This search was narrowed to a specific set of listings.
2 listings have been discarded.
e Choose the appropriate settings
Note: Concierge mode means Conciergs: [ Enable concierge mode

¥ Make available for Reverse Prospecting

I Enable as a Favorite Search on Home tab (10 maximum)
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