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To email listings you must first have search results. Run any type of search and the Action
Toolbar will appear at the top of your search results screen.
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In your results view, after
you have selected which
listing(s) to email, click the
E-Mail button.

&% Show All =] Save < b E-Mai > = Print

1028041

Lake of the Pines
a029 W Peardale/Chicago Park.

[ 1027570 | &CT | 5F | Lake'wildwood

$513.000

[l neeeme AT SF | ake of the Pine

£519 000
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Total Price Average Price Median Price Price Range

| se2s71.980 | ss1430 | smao0 [ g500.000-$519.95

X MLS # Statuz Type Area Price

Address

13313 Hemlock Dr.
2300 | one Pine Tir

The Email Selection
screen has 3 areas for
selections when sending
Listing E-mails.

1. Choose whether you
want to send to the
customer:

A. Selected (checkbox
checked) listings

B. All listings displayed
in the spreadsheet

C.The last listing you
checked

2. The E-mall type de-
faults to Hyperlink for
listing detail sheets.
The Hyperlink email
type is recommended.

3. The Detall allows you
to Choose View to
send. Use the down
arrow at the right to
choose the report you
want your client to use
when viewing the
listings. Click OK.

Email Selection

E-MAIL DETAILS

(¥) SELECTED (2) ) ALL LISTINGS(5) () CURRENT LISTING (#1028029)
E-Mail Type
(®) Hyperlink ) Insert Into Body

Detail
Choose Viewy | Custom Full Detail 1

l oK l l Cancel

©

Choose a view that you know
shows off the properties to your
customer the best. Large photo
views/reports are always popular.
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The Compose E-Mail
Editor is launched.

Enter E-mail addresses, E-
mail message and attach
any files you want to send
to your prospect.

Click Send.

Note:

You must Synchronize
Paragon Desktop 4 to
actually send your E-mail
to your prospects.

Clicking Send puts the E-
mail in the Paragon Desk-
top 4 outbox, waiting to be
synchronized with Paragon
4 online to send the email.

Compose E-Mail

[ Address Book ] ¢ Send

COMPOSE E-MAIL . WARNING: E-mail will not be sent until you synchronize! )

T Your Prospect's E-mail address(es)
= = s 1 Clicking on Te:, €C:, or BCC: will
&] L | e I allow you to select your Prospects’
Subject: | E-mail addresses from the Contact
= . - Manager.
Atach.., T ‘You can also attach files to your E-mails J — 2
S Elsouee 11 [& 2 2 B & BB 7 U 2 x x Ii= 1= £ i=
EEELRIO=a0
| Fort [ il | |5ie= | _vJ%\

Link to Listin

i s
Prospects’ link to the listings you are sending them
Always in the upper left hand comer of the E-mail

E-mail formatting tool j

Quick Start Guide © 2009 LPSREG




