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As a first-time user to WeichertPRO, there are a few things you will need to set up to ensure you get the 
most of WeichertPRO.  This job aid will show you how to set up your basic contact and personal email 
information using the ‘Name/Contact Information’ section accessible from your ‘Settings’ link.  The 
information you provide here will drive the name/email address that appears on any outgoing emails as 
well as incoming emails from WLN and/or the WeichertPRO help desk and where they will be received.  
These settings can be changed at any time.  

Name/Contact Information Setup

STEP SCREEN

1. From the Home 
screen, click 
‘Settings’

The Settings 
screen displays.

2. Locate the 
‘Name/Contact 
Information’ 
section.

Continued on Next Page
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Name/Contact Information Setup

STEP SCREEN

3. Provide an ‘Email 
Address’

‘Email Address’ is the email 
where WLN associates will 
receive lead notifications 
or correspondence from 
WLN.  It is also the email 
where you will receive any 
correspondence from the 
WeichertPRO Help Desk 
when using the Comments 
link.

4. Provide a ‘Reply-to-
Email Address’ 

Setting this up correctly 
will ensure that your 
outgoing emails and 
Marketing emails are 
branded from you.  

The ‘Reply-to-Email 
Address’:

 Will appear on any 
outgoing emails you 
send from WeichertPRO

 Will appear on any 
emails sent from the 
Marketing section of 
WeichertPRO*  
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 Will match the email
address that you added 
as your external email 
in WeichertPRO

*Failure to set this up will result in the reply to email address/From 
field being unbranded with  ‘Do Not Reply’

6. Verify that your cell 
phone number is 
correct.

7. If you would like to 
take advantage of the 
text message 
reminders, select your 
cell phone provider.

8. Type your work phone 
number, work 
extension and fax 
number accordingly.

9. Select ‘Save’.

Additional Resources:

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

 Or email at:  WLNHELP@WLNINC.COM

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


