Send a Just Sold eNewsletter to Prospective Buyers
Search for and open your listing card and select Prospective Buyers from the left-hand side menu bar.

*Note: if the left-hand side panel is not visible, select Full View in the top right-hand corner of the listing card.
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Once Prospective Buyers has been selected, select Contacts / Follow Up
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A new window will appear that lists all clients who have shown interest in the listing (i.e. OFl attendee,
enquiry), select the E-Newsletter symbol in the top right-hand corner to create your template.

*Note: use the filter drop-downs in the top left-hand corner to filter the recipient list.
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The templates available will appear in a new box, scroll across until you see the Just Sold template followed by
Save & Proceed.
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The next screen will show the recipients who will receive the E-Newsletter. If you wish to remove any of these
people, simply un-tick the check-box next to their name.

Ensure the Send From is showing your details and add a Subject to the E-Newsletter followed by Save &
Proceed.

*Note: only clients who are subscribed to Newsletters will appear on the recipient list.
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The template will appear, check over the details to make sure you are happy with the information. If you wish
to make any changes, simply click inside the template.
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Before you select Send Now, select Send for Testing to send yourself a test copy of the E-Newsletter as a final
check. When you are then ready to send it to your clients, select Send Now and it will go to all recipients.
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