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Contact Manager-Auto Email

Tips and Tricks
November 2008

Prospecting for properties for your customers is made easy with the Auto Search and Auto
Email functions of Paragon. Once you have manually done the initial search and initial email
of listings to your customer, Paragon will take over that work for you. This guide will show
how to set up an auto email notification to a buyer of a saved search of their criteria. You
must have a saved search associated to the buyer first before you can set up the auto email.

We will start from the
saved search lined column
of the Listing Info tab. The
first column is Email Notify.
Click Off to open an email
compose page so that you
can set up the email as
you want for this customer.

General 3 Notifications More Info

Summary

# Days Back: EI Q Delete

List Notes

% Listing Favorites

Date Modified

# of Listing Changed  Date Created

E-mail MotilFavorite List Name

# Days Back: D Q

Assign | Add New | Delete
Matches New

otil Yoice Alerts Name

F qg off Saved Search for Rodgers, Craigs 29 29 0 -- Select -- v
éﬁ Saved CMA Add New | Delete

CMA Name Date Created  Date Modified Quick Actions|

Subject ID Address

This is the top part of the
email compose window.
The “To” address box will
auto fill if you have their
address in the General Info
tab. If you want to get cop-
ied with this email auto-
matically, put your address
in the “BCC”. (User Prefer-
ences will tell you how to
make this automatic too.)

The “Subject” line will also
auto fill with the main
name of the prospect.

“Result View” will give you
a drop down with choices
of views. Choose the view
for the customer to see the
listings in.

The On-Off switch appears
after you first save the
email.

MODIFY E-MAIL NDTIFICATION:

( otficzton Statusis: Gon Ooff )

To: |craig@ahc.com

Subject: |Rea| Estate Listing Matification For Craig Rodgers

Result View: | Client Detal v

Save | Close

On-Off switch
is available to
stop auto-

email with out
losing info.

Bee: |myemal@myoffice, com aeeme

Moty () immediately (&) Selected Time
Notify Tire: :

- -

— —
Notify Hint- If you choose Selected Time, then only one email per day will be sent

at the chosen time if listings are found.

Notify Time Hint- Choose a time that gives Paragon time to look through that days
business activities for Listings. Note also that the "send" time will be Central
Standard Time,
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The bottom part of the DGR % cB@m A9 | — % Qv @|= EE|E=

compose email box gives ~Fomal- ] -Fortteniy - W[4040) ¥ B 7 Uax|x x| A-Z-|QHTO LT

# | | | | | 13 | G & @ o |[+100% v| B

you the tools to make the
email body unique. Putin a
somewhat generic mes-
sage as this message will
be sent automatically
every time a listing is
found.

Craig,

These listings are new to the MLS and match your criteria or they have had a
price reduction and they now fall into your criteria price range. Take a look at
them and get back to me if any listing catches your eye. I will be happy to set up
a time for you to see the house.

Thanks, | |

Now that you have your
email set and a message
entered, click Save/Close
to save your work and this
also turns on the auto
email function.

Save | Close

The Notifications tab will
show the notification set-
tings for this saved search
and will give you a Quick
Action drop down menu on
the right.

As Paragon does its work
and sends out listing
emails, it will keep a 30
day history of emails for
you to refer to as needed.
You can forward emails
from here to other recipi-
ents with the link to listings
still a part of the email.

General Listing Info [ | More Info

Add New | Delete
E-mail otal E-mail Last . Quick Actions]
craig@abc.com

O E-Mail History (E-mail history is retained for 30 days)
E-mail Type Subject

From: To:
Subject: Cc:

Attachments:
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