Quick Add to Contacts

MRMLS matrix integrated another method of adding contacts into Matrix. This added benefit
makes it easier for you to add your customer’s information quickly. You are able to add their
contacts while setting up an Email or Auto Email from any property results page.

1.1 From Email

1. Run a property search and click on the Email button.
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Click on Email

2. Click the B3To: icon to select your customer’s contact. If you cannot locate their contact
information, click the Create a

New Contact link. Email Listings

Email selected listings using the criteria below.

From: "REALTOR AGENT" <REALTOR@REALTY.COM=
BTO: I

Create a New Contact

Click on Create
a New Contact

Ou have selecte €sidential records to email.
isplay: Public - 1 Line ~ Preview I

| Bcc me a copy of this nje:

Select Contacts

Type Name or Select from list:
|

'Smith, Buyer (buyer@smith.com (Characters Remaining: 4089
" (Check Spelling Enaglish

"Cancel
Create a New Contact m -

Recipients:

| To ;;! lSmith Buver;

Select your customer’s contact information
or click Create a New Contact




3. A pop up window will appear. In this window you will be able to add your customer’s Title,
First Name, Last Name, Email Address, Phone and Cell. Click Add to save your
customer’s information or Cancel to return to the previous window.

Note: the Show all Fields link will let you add your customer’s home and business
information and any additional notes.
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1.2 From Auto Mail

1. Run a property search and click on the Save button to create an Auto Mail.
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2. Select the drop down menu for Primary contact. If you do not see your client’s contact
information, click on Create a New Contact.

Save Search

Use this page to save your current search. Saving a search allows you to instantly return to it at any
time, without having to enter the search criteria again. You can access your saved searches at any time
in the My Matrix tab above. Note: You can make your search automatically email any new matching

listings that appear on the system to a Contact. To enable this search as an automatic search, click the
Enable Auto Email button below.

Search Name: I

Description (optional): I

Primary Email Contact: Create a New Contact

™ Enable as Hot Search on Home tab (12 maximum) k

Click on Create a New Contact

Enable Auto Email l

3. A pop up window will appear. In this window you will be able to add your customer’s Title,
First Name, Last Name, Email Address, Phone and Cell. Click Add to save your
customer’s information or Cancel to return to the previous window.

Note: the Show all Fields link will let you add your customer’s home and business
information and any additional notes.
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