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Linking Emails and Contacts 

Step Screen 
Linking Emails and Contacts 

WeichertPRO email lets you link an 

email address to a contact so you can 

automatically keep every email related 

to a contact or a transaction in one 

place.  You can also link a specific 

email message to a contact.  This is 

useful when you have an email from 

another party (i.e. , lawyer 

representing your client) relating to a 

transaction  

1. Go To: www.weichertpro.com and 

log in 

2. Click Email 

 
 

 

 

How to link an email to a 

contact 
 
From your inbox:  

Click the Gray outline link icon next to 

the sender's name.  
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Step Screen 
While reading a message:  
Click the Add icon next to the word 

‘Linked’ at the top of the email just 

below the To/From section.  

 

 

 

3. Link the email address to a 

contact or just a single email 
message to a contact.  

 

Link a single email message when 
you only want that particular email to 

be linked to a contact.  An example is 
when you have a message from an 

attorney related to a specific 

transaction. When you link it to the 
contact in the transaction, it will also 

be saved to that contact’s email folder 
for history purposes. This is similar to 

“foldering” in other email providers.   

 
4. Use Step 2 to select the contact 

you will be linking to or contact or 
create a new contact in 

WeichertPRO.  

 
Note: when linking an email address 

to a contact, this may take a few 
seconds to complete processing.   

 

 

 

When viewing the message from the 

email inbox or other folder, the link 
icon will now be yellow with the 

contact’s name next to it.   
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Step Screen 
When reading the message, the linked 
contact will be visible in the ‘linked’ 

section of the email.  

 

 

Remove a link 
 

Hover your cursor over the yellow link 
icon and a red X will appear.  Click 

the red X to remove the link.  
 

 

 

 

 

Additional Resources:  

• For Technical Questions:  Call the Help Desk at 973-290-5722 

• Or email at:  helpdesk@weichertrealtors.net 

• For additional WeichertPRO training and our a library of video tutorials visit: www.weichertpro.com ���� 

Training 

 


