WeichertPRO Job Aid — Editing a Contact

It's easy to edit a contact in WeichertPRO. It is recommended, if you haven’t already done so; add the
contact to a group. For more information on adding groups, see the job aid ‘Add a Group’.

Editing a Contact

STEP

SCREEN

Go to: www.weichertpro.com
and log in

1.

From the top toolbar click
“Contact”.
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A Contacts Page will open.

3. Select the row in which the
contact you would like to edit
appears on.
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aijazaamir@hotmail.com is going to college.

Exited about visiting
Boston College on
Saturday.
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2. contacts
Name Notes Address Type Groups
Cheryl Abato o~ % Set an appointment 116 Main St Open House Church
(973) 656-3307 ..More... East Brunswick, NJ 08816
Cabato@wininc.com
Moving for Job - They currently
reside in East Brunswick but
are looking to move closer to
work. Cheryl works in Mor
Aamir ai]az/ *®x spoke on 3/10. Looking Lawn Sign 65 Grover OH
to downsize. son Joey Buyer
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WeichertPRO Job Aid — Editing a Contact

STEP

SCREEN

The row will now be shaded in

right.
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Cabato@wninc.com
record will open all the way to the | sowow

116 Main St
* EastBrunswick, NJ 08816

Groups:
Open House Prospects| FSBO|

to the right of the contact’s

fototalcontects ———— —— _ [ESECEM RIBEIAEIEY E - PastClens| Curch
- Source:
Hame Notes Address Type Groups I Open House
Cheryl Abato ./ % Setan appointment 116 Main St Open House Church Motivation For Moving:
(973) 656-3307 ~uMore... East Brunswick, NJ 08816 Moving for Job
Cabato@wininc.com They currently reside in East
Moving for Job - They currently *  Brunswick but are looking to
Bruneck butaro ooking
are locking to move closer to works in Morris Plains and her
o e T
Aamir aijaz o/ ¥ spoke on 3110. Looking Lawn Sign 65 Grover OH *  Looking for minimum of 3
r 0 bedroom, due to the fact that
sijazaamir@hotmail.com -Esﬁg‘;nsghgjuwzaa-g mey:l:lw;: dallmli:r(ﬂ!le 3).
Boston College on | pEeniineanmenticrE s
Saturday. between both jobs.
4. Select the “edit” icon appearing Setanappointment 116 Main St Onenh Church
Cheryl Abato g1 an appaintmen ain pen House ure

(373) 656-3307 wMlore.. East Brunswick, NJ 08816
Cabato@wlninc.com
i I_‘,--":I Moving for Job - They currently
name. reside in East Brunswick but
are looking to move closer to
work. Cheryl works in Mor
The Edit Contact window will open [= ] et contact @
a”OWlng you to add/edlt |nf0rm atlon Full Name: Hickname: Reverse Phone Lookup
X Cheryl Abato orR | —— ®
for this contact.
Prefix: First: Middle: Last: Suffix: Gender:
|~ (cheryl Abato |7 [motsey ||
Company Salutation
1= (e.g.- Dear Jim and Joanie Smith)
Phone Numbers = = Email Addresses:
@ | Home Phone ~ || ©973) 656-3307 x v ] @ |Cabato@wlninc.com x v
Cell Phone ho| (S . a * i
N Instant Messenger:
| BusinessNumber = || () - a [ e
| Business Cell O ] URL 1
# Add Phone Number http/f
5. Scroll down and click “Save Hore.

contact”

Cancel

Save Contact
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WeichertPRO Job Aid - Editing a Contact

Additional Resources:

e For Technical Questions: Call the Help Desk at 973-605-1619

e Oremail at: WLNHELP@WLNINC.COM

e For additional WeichertPRO training and our a library of video tutorials visit:
WeichertPRO.com~ Training
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