WeichertPRO Job Aid: Linking eMails, eMail Messages and Contacts
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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.

+ Add

= Reply | <gm Reply All | Forward mp  f Delete | R Tags

WeichertPRO Event Reminder

From: crmnoreply_1@weichertemail.com
To: « wintestaccount2@gmail.com

Linked:

Weichert'

WeichertPRO Event Reminder

9 of 699

Pro,

The following recurring event is due in 2 hours:
6/21/15 11:30 AM - Open House

Thanks,
The WeichertPRO Team

This message was sent because of the settings for this event andior the agenda in your WeichenPRO account Click

wish to recelve these emails and please log onto WeichertPRO to change your reminder settings.

"ere if you no longer

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.

Link Email

Link An Email To A Contact | (® vosoruiomia

STEP 1: How do you want to link this email?

@) Link thiz email address [wintestaccount2@gmail.com] to a contact
@) Link this email mes=sage only to a contact

STEP 2: Choose contact

Existing contact @ Create a new centact

Cancel

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.

] Facebook

Beth Maver

wintestaccount2@gmail .com
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When reading the message, the linked
contact will be visible in the ‘linked’

section of the email. Do you know Biana Elberg, Kanan Shatrunjay Gaekwad and Darsha Patel?

From: update+kjdpk_hwmvim@facebookmail.com
To: © wintestaccount2@gmail.com and 1 more

Linked: Beth Maver / + Add

Do you know Biana Elberg, Kanan Shatrunjay Gaekwad and Darsha
Patel?

= Reply | <gm Reply Al Forward mp  f Delete = Ry Tags

Here are some people you may know on Facebook, Connect with friends, family, dassmates and
L o ooy ot bcdo, =

Remove a link
[ Popular in your network

Hover your cursor over the yellow link Allison Holmes
icon and a red X will appear. Click
PP , & Beth Maver

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




