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E-mailing Listings

Paragon has the ability to e-mail listings via a link or by a single attachment. You can send one listing
at a time or send multiple listings with a link, providing several different report options for your customer
to view.

Note: This Quick Start Guide assumes that you have run a search and selected the properties to be e-
mailed. Paragon will remember the listings selected and will present those listings to email by default.

E-mail

« Once you have selected a listing(s), click E-mail; the E-mail Selection modal
opens.
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Available Report Options Selected Reports to Email

e Select E-mail Type:
0 Hyperlink places a link in the body of your e-mail which the client clicks to view the listings.
Hyperlink allows multiple listings to be sent in up to 5 report formats.
o Attachment (HTML) sends a single listing in up to 5 report formats. Each report is sent as
an HTML attachment to the e-mail.
o0 Attachment (PDF) sends a single listing in up to 5 report formats. Each report is sent as a
PDF attachment to the e-mail.

Note: A hyperlink to listings is the recommended type of email to send to a customer, whether
you are sending 1 or 21 listings. Practice sending yourself an email with each type so you
understand what your customer will see when they receive an email of listings from you.

* Inthe list of available report options, you can highlight a report then click Add or double-click the
Report to e-mail. Do the same process to remove a report from the selected side. Double click a
report or highlight it and click Remove.

e Click Email in the upper right hand corner to start a compose email box.
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Compose E-mail
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» Enter e-mail recipients using one of four methods;

1. Click] &' addressBock [ t0 Select contacts from the Contact Manager.

2. Inthe To, CC, or BCC fields, double-click to | = |
display the list of contacts in the address

book. Click the name to enter in the field. BUNNIY, BUGS -
Bee: | NEEDACARROT@WHATSU

Put the cursorin
the field and
double dick to
open list.

Buyer, Billy - billy. buyer@®fir)

bect:
Closer, Katy - katy@anywhere.com

ents: | Flintstone, Fred - Fred@ bedrock.com
BUNMY, BUGS - NEEDACARROT @WHATSUPDOC.COM
| Househunter, Holly - Holly@wheresmyhouse.com ) < Househuntes, Holly - Holly@wheresmyhouse.com

B — - P — Hutt, Harold - harold@anywhere.com o

=

Flintstone, Wilma - tomuchtodo® bedrock.com

3. Start typing a first name, last name, or email address; Paragon displays all possible
matches from the Contact Manager. Select the desired contact(s) and click Enter.

4. Type any e-mail address by using the standard e-mail format (XXxX@xxxxx.xxx) and
click Enter.

Note: You must have your contacts email addresses in your Contact Manager for the
above tools to function.

* Inthe Subject field, enter a description to let the recipient know what the e-mail contains.
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« Enter information to include in the body of the e-mail using the rich text editor.

rag QUICK START GUIDES

J ey | X G B 0 — ¥ NIV¥ye =EEsdE

Paragraph = | Rt family = Font si2e - B I _II ABE | M, W _{E'tu_'f* .ﬁu fﬂ o \LI T

Rich text
editing toois

* When finished, click Send.

* The Email Sent Window appears indicating that the e-mail was sent successfully. Any errors will
be noted. To view the listings, click the hyperlink in the body of the e-mail. It is now activated. A

new browser window is opened. When finished, click Close.

Email Sent Close
To: Fred@&bedrodk.com fc
From: LPS Master Adminstration (s e | [ R s
Subiect
@ EH \
Click: Here 1o View Listinags
Green bar indicates the email has been sent. Red
i "\ L indicates an error and the type of error will also be noted
1F the sbone fink 'Cli to View Listings' doss not function, copy snd paste the following ink into your browser sddress bar:
htipiffp100. frismis. Fault.aspx AGUID = 1395 fbe - 2054052 26b-8 24708 2 3de D Bl ppor k= Yes
Attachman)
To add an ecard (signature) to
outgoing email see the
Preferences Quick Stan Guide
Important Note: As a business person emailing listings to the public, you should familiarize
yourself of the CAN-SPAM ACT of Congress 2003.
Important Note #2: Your customers may need to check their spam filter to allow emails from
Pargon to go into their regular email inbox.
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