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Setting up a Subscription in flexmls

Created January 2019

Automating tasks in flexmls can save you time and help your clients simultaneously. The subscription feature allows
you to set up automatic emails to your client when properties match their wish list items. This way, they’ll never miss a
new listing!

M ﬂE)(mlS Q. Enter an Address, City, ZIP, MLS #, or C
Here's how:

= Menu Quick Search  Saved Searches  Full Tax:

1 . LOg iﬂtO ﬂexrnls. 1-Residential -~ Work on behalf of a contact
Draft last saved: /6/2018, 1:40:26 PM

2. Open a Quick Search and/or Map Search. I ©

View Results: 14

3. Fill in the needed criteria. MLS of MichRICe =

[MLS #, address or map overlay | Browse »

4] Status of Active, Active Backup, Active Contingent £

vl Property Sub-Type of Single Family Residence

|#| Area of Greater Kalamazoo - K

¥/ Sub-Area of K01 - Milwood, K02 - Westnedge Hill,
K03 - Westnedge-Whites Rd, K19 - North Portage,
K20 - South Portage

) Municipality

SR

I¥| current Price between 150 000 and 180,000

¥/ Total Bedrooms of 3+
[ Total Beds Above Grade

A A A

¥/ Total Baths of 2+

4. Select Save and Save Search.
Share Ele-mal & pPrint @ CMA & Export ShowingCart £\ Report Violation
()

List Detail Photos Ma Compare  Messages
ave Quick Search Template

Activate IDX:  Put this Search
on the Web!
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5. Select New for Save Type.

6. Name the search and add a description if you

desire.

7. Select Existing for Contact.

8. Search the existing contact’s name.
g

9. When contact(s) have been chosen, select Save and Add Subscription.

Save Search

Save Typ

[ Mark as Favorite
Search Name:
Sally Joe

Search Description:

| Existing

Sally Joe listings. Greater Kalamazoo. 156-18k price range. Minimum of 3 bed, 2 bath. |

Contact: ® None ) New () Euisting

+ Additional Search Options

Save and Add Subscrigtion ‘ ‘ Save ‘ ‘ Cancel

Save Search

Save Type: @ new () [ Mark as Faverite
Search Name:

Sally Joe

Search Description

Existing

Sally Joe listings. Greater Kalamazoo. 158-188k price range. Minimum of 3 bed, 2 bath.

2
Contact: ) None Nz[ ® Emngl

I\XSaIIy Joe | I

+ Additional Search Options

L

Save and Add Subscription ‘ | Save ‘ ‘ Cancel

Save and Add Subscription |
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————— <
Add Subscription

General Subscription Opticns PO
. : : ubscription name [subseription sally Joe
10. An Add a Subscription screen will appear. Make the NN - ey P
frequency selection you desire and update the email message, if Dor——
needed.
Contacts [« Sally Jo=
11. When complete, select Save. =2
Schedule: Please choose a schedule for this subscripfion
® Weekty: ¥/ Sunday ) Monday ¥ Tuesday %) Wednesday ¥ Thursday @I Friday ¥ Saturday | Giear days
) Monthly: | 1st ¥ |day of each month
) asap
View to send
1-Residential.
5T g i ot Wit ot . Y i P i ot i, e, |
| save | cancel
12. Once the subscription is saved, the screen will immediately go back | search and subscription saved. x
to the Edit Search screen. A green box with options will automatically Would you like to:
appeatr.

« Email these listings now
» Choose listings to email
» Do not send listings now

13. Use these options to send listings that were on the market before the creation of the subscription.

14. Now your subscription has been created and all current listings have been sent to the client.

New Contacts:

1. Follow Steps 1 through 6 from above.

2. Select New for Contact.

3. Enter the new contact’s Display Name and Contact email.

4. Continue with Steps 9 through 14 from above.
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