Generate a Search in Matrix

From the search Results tab [ 1) click “Save” |2) on the floating toolbar at the bottom
of the page
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Click “New Auto Email” |3) on the button bar
Complete the “Save a New Auto Email” screen @

Note: All fields in yellow are mandatory and must be filled in

_ Save a New Auto Email 9
& Recipients

Contact: ¥ Create a New Contact

To:
CcC:

¥ BCC me a copy of all emails
.1 Message

Subject:

Choose an existing contact by clicking on the dropdown arrow, E) or click on
“Create a New Contact” g

Check the “BCC me a copy of all emails” E) to receive a copy of all Auto Email
notifications that were sent to your client

In the Subject field, create a name for the Auto Email that is easily recognizable
by the client

For additional support contact Customer Care 303.850.9576 RE » COLORADO



A default message will present in both the Welcome and Recurring Email tabs Lé )

You have the option to customize both messages

Verify your email signature

Welcome Email

Salutation:

Message:

Signature:

(o

Choose the appropriate “settings” a

Note: Concierge mode means that

all results come to you — you
decide which ones to forward to

your client. Concierge Auto Emails

cannot be scheduled. Please see
How Use the Concierge Option

Select the desired “schedule” @

Click “Save” @

For additional support contact Customer Care 303.850.9576

B

)
__Recurring Email
)

Welcome to your home search on the Client Portal. The Client Portal is a tool
we can use to stay in touch.

When using the Client Portal, you will be able to view photographs of each

home and see their locations on a map or by using a high-level aerial or low-

level "Bird's Eye" view. As you look at each home, you can rate it, categorize
it, and leave me a message describing what you did or did not like about it.
I'll use your feedback to refine your home search, set up showings, and

more. To learn more about using the Client Portal, you can watch this quick

Jennifer Wolfsohn
Product Trainer
Office Phone: 303.850.3625
Customer Care: 303.850.9576
jwolfschn@recolorado.com
hitp://recolorado.com

Edit Your Signature

4 Settings
Ceoncierge: [ Enable concierge mode

G ¥ Show this contact in Reverse Prospecting results

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

| Schedule

@ ASAP: Emails are sent as soon as possible.

®' Daily: Emails are sent on the days you choose.
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' Monthly: Emails are sent on the first of the month at midnight.
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