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Email Templates

You can now customize your communications to your prospects and agents by creating and managing email templates. There is a new menu
item called Manage Email Templates, where you can add, edit, and manage your email templates.

To access the enhanced filter panel:

2s2 VIEW ALL PROSPECTS

a. Click menu to expand the left-hand
side menu panel. 2% VIEW MY AGENTS

b. Click Manage Email Templates 1@ VIEW MY CO-OPS

ADD PROSPECTS
Q, Search MLS Records
REPORTS
3@ Attraction Tool
B Detail Report
TOOLS
™ Upcoming Schedule

i Move Prospects

rE} Manage Email Templatesw




MANAGE EMAIL TEMPLATES
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Your template list will be displayed in a tabular format. The list is sorted with your most recently used template displayed first. From this screen

you can perform the following actions:
a. Add Template
c. Copy Template
From this screen you can see:
e. Template Name
g. Template Type
i.  LastUsed

k. Default Template

tion Template Name &
@ iProspect Multi Property Congratulatony
@ iProspect Single Property Congratulatory W1
@ iProspect Single Property Congratulatory W2
@ iProspect Standard Email

L] o - [ 3 L] 100 = itemns per page

b. Edit Template
d. Delete Template

f.  Description

h. Last Modified

j.  #of Times Used

Manage Email Templates

Description Template Type

iProspect's multiple property congratulatory Email Fro Multi

template

The first version of iProspect’s single property email R
Property Singl

template incduding Co-Cp. o ingle

The second version of iProspect's single property email Pro Single

template.

iProspect's standard email template (Free form, Birthday, Standard

Anniversary, Nice Meeting You, etc.)

o + Add Template

Last Modified » LastUsed » # of times used Default Template
02/M18/2022

02/18/2022
02/18/2022 O
0282022

1 -4 of 4 items




CANNED TEMPLATES

These are a set of templates that provide a
default for each template type and keep

the existing email functionality operational.

Canned templates are availble for all users
and cannot be edited.

a. The default view of Manage Email
Templates displays the iProspect
canned templates.

b. Note that the Edit button is grayed out
for the canned templates.

The canned templates can be copied, so
you can use them as a starting point for
your own custom templates.

TEMPLATE TYPES

iProspect displays available templates by
type, depending on the specific location
within the application. For example, when

you want to send a congratulatory email for

multiple properties, template of type
Property Multi will be available for you to
select.

Actions

c R

Template Name a

Copy iPraspact Multi Property Cangratulatory

Descripti

on Template Type Last Modified ¥ LastUsed v

iProspects multiple property congratulatory Email
template

(18] iProspect Multi Property Gongratulatary
(bl iProspect Single Property Gongretulatory V1

iProspect Single Property Congrstulatory V2

iFrospect Standard Email

template

The secor
template.

H"N

100 ¥ items per page

iProspacts multiple property

iProspect's standard email template (Free form, Birthday,

Property Multi 07/25/2022

tory Email

Froperty Multi 02/18/2022

The first version of iPraspects single property email

Property Single  02/18/2022

including Co-Op.

nd version of iProspects single property email

Property Single  02/18/2022

Standerd 02/18/2022

Anniverssry, Nice Mesting You, =tc)

Email Templates
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Default Template

1-5af5items

Name Description Type Default

iProspect Standard Email iProspect’s standard email template (Free form, Standard Yes
Birthday, Anniversary, Nice Meeting You, etc.)

iProspect Single Property | The first version of iProspect's single property Property Single | No

Congratulatory V1 congratulatory email template including Co-Op

iProspect Single Property | The second version of iProspect's single property Property Single | Yes

Congratulatory V2 congratulatory email template

iProspect Multi Property iProspect’s multiple property congratulatory Email | Property Multi | Yes

Congratulatory template

Type Use Case

Standard Send a standard email for any reason

Property Single Send a congratulatory email for a single property
Property Multi Send a congratulatory email for multiple property
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To get a quick view of the template body, s
hover over any of the template names. Congrtuatons on yourransactons!
Actions Template Name 4 Template Type Last Modified v LastUsed v #of times used v Default Template
What a great job, it is agents like you
ZOw who inspire others to be their best il template Property Muli 0712512022
selves in this business.
D il template Property Multi 0211812022 @)
I'll be keeping an eye out for your
&} future success. Wishing you only 2! TP propeny singe 0211812022
more growth in your business.
fus) Gl Property Single 02/18/2022 @]
fis) t's standard email template (Free form, Birthday, Stangarg -

nniversary, Nice Meeting You, etc. )

DEFAULT SELECTION

Each template type can only have one

deafult. If you remove the default

designation from a template, iProspect will .

ask you to assign a new template for that iProspect u
type to be the new default.

Please select a default template for the 'Property Multi' template type

(Choose Template) v

iProspect Multi Property Congratulatory
Cancel ] [ ]




PLACEHOLDERS

Placeholders are used when creating
templates. The placeholders are substituted
with real data values when the template is
being used within an actual email.
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Mame Description Template Type Location
{{Recipient Name}} Name of the recipient from Standard, Property | All iProspect emails
the prospect or agent list. Single, Property
Multi
{{Recipient Nickname}} | Nickname of the recipient Standard, Property | All iProspect emails
from the prospect or agent Single, Property
list. If unavailable, “Recipient Multi
MName” is used.
{{Stre=t}} The street address of a Property Single Congratulatory emails in
particular property the production detail
screan.
LIy} The city of a particular Property Single Congratulatory emails in
property the production detail
SCregn.
{{Zip}} The zip code of 2 particular Property Single Congratulatory emails in
property the production detail
screen.
{{Transaction Type}} | The type of transaction Property Single Congratulatory emails in
(listing, contract, sale) the production detail
serean.
{{Transaction Date}} | The date of the property inits | Property Single Caongratulatory emails in
current transaction type the production detail
SCreen.
{{Property Price}} The price of the property in its | Property Single Congratulatory emails in
current transaction typ= the production detail
SCreen.
{{Co-Op Agent The name of the Co-Op agent | Property Single Congratulatory emails in

Mamal}}

if applicabla

the production detail
screen.




ADD TEMPLATE

To add a new template, click Add Template
from the Manage Email Templates screen.
A popup is launched where you can enter
the following template fields:

a.

Name: A short name that will be
used to identify the template
within the application

Type: The template type (Standard,
Property Single, Property Multi)
Description: Your description for
the purpose of the template.
Subject: The content of the subject
line of the template.

Body: The content of the body of
the template.

You can edit the template body field using
the built-in editor. You can also drag and
drop the placeholder badges into either the
template body or the subject.

Email Templates

# firfd Template

Add Email Template

Standard -
E Description

Subject

Template Body

(inherited font) v (inherited size) v A - B T u === e =

Recipient Mame  Recipient Nickname
Placeholders

Start typing template text here. Drag and drop the available fields, as needed.

L SetAs Default -
Save
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EDIT TEMPLATE
To edit an existing template:

a.

Notes:

Click on the edit icon from within
the Manage Templates screen.
You can edit all the fields except
for Type (note that it is grayed
out and you cannot select the
drop-down).

Set as Default.

Once a type is selected for a
template, it will remain as that
type for its duration.

Set as Default is only available

when you have another template
of the same type that is available
to be set as the default template.

Canned templates cannot be
edited.
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Actions Template Name & Description Template Type Last Modified v LastUsed v # of times used v Default Template
o Prspect alh Pt Congrailstory Propects mullle rosety Sngmlsen Sl o oanszn o

The first version of iFrospects single property email
Pre ct Single Pre Cor tulatory V1 Pre Singls 02/18/2022 v
ﬁg\o iProspect Single Property Congratulatory e e mET e
The second version of iFrospects single property email

D 181
it iProspect Single Property Congratulstory V2 temeate, Property Single  02/18/2022 @]

iProspects standard email template (Free form, Birthday,

[ub} iProspect Standard Email y .
Anniversary, Nice Mesting You, stc)

Standard 02/18/2022

el 4-» » 100 ¥ items per page 1-4of 4 items

Edit Email Template B

Hame* Type o
Property Multi

iProspect Multi Property Congratulatory

Deseription

iProspect’s multiple property congratulatory Email template

Subject

Congratulations on Your Recent Transactions

Template Body

(inherited font) v (inherited size) r A v B I U

i
10
i
%
2]

Recipient Name  Recipient Nickname

Hi {{Recipient Nicknzmal},
Congratulations on your transactions!
What a great job, it is agents like you who inspire others to be their best selves in this business.

I'll be keeping an eye out for your future success. Wishing you only more growth in your business.

sav .
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COPY TEMPLATE _
Actions
To make a copy of an existing template:
Click the Copy action button.
b. A copy of the template will
immediately by created as a new
record that you can then edit.
Actions Template Name & Description Template Type Last Modified v LastUsed v # of times used v Default Template
0o ﬂcnpywﬁespeﬂ Wulti Property Congratulstory I ::::::’s multiple property congratulsiory Email I Proparty Multi Iowzwzo)z I I | (]

" iProspects multiple property tulatory Email r r '
Juk}] iProspect Multi Propesty Congratulatory ;er:':: mullipie property congralulatory Emat Froperty Multi 02/18/2022

DELETE TEMPLATE

To delete a template:

Actions

# D
a. From the Manage Templates iProspect (x
screen, click the Delete button, to

Are you sure you want to delete the 'Copy iProspect Multi Property Congratulatory' template?
delete an existing template.

Yes
b. A confirmation message will -
appear, asking you to confirm
that you wish to delete the
selected template. Select Yes to
delete.




USING EMAIL TEMPLATES
Email Editor

When you open an email editor within
iProspect, you will now notice a drop-
down template list at the top right of the
email body section.

a. The content of the drop-down list
changes depending on what type of
email can be sent from this location
within the application.

b. The same drag and drop functionality
introduced in Manage Email
Templates is now available in the
email editor. You can drag the
placeholders into the email and the
actual content will be injected into
the email body, rather than the
placeholder.

c. When you drag down Recipient
Name, Adele will display rather than
“{{Recipient Name}}".

E-mail Prospect

To adele jones@adelerealty. com

Cc bharathraj.krishnappa@realogy.com

Bee

Subject

Email Body

(inherited font) v

inherited size)

A v B I U

¥ [l Recipient Name
Recipient Nickname
Hi Adele, *——o

Sincerely,

= -
- -

[ Edit Signature ][ Add Signature ]
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Template:
iProspect Standard Email

iProspect Standard Email
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