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Contact Manager-Adding a Contact
Tips and Tricks

August 2008

The Contact Manager has a series of workflow tabs starting with General Information of your

contact. This page is where you will enter the typical information such as names, addresses,
phones, email, etc. Always start with the General Information tab.

From the main menu, Click
Contacts and the control
panel will appear below.
Click Add Contact/
Prospect.

® | Q| 0

Hame Search Listings

® | &

Financials || Membership

Resources || Preferences | Admi

The General info tab will
be open ready for your
contact info. Fill in the
boxes with as much info as
you have. The more info
you can save now, the bet-
ter prepared you will be
every time you contact
them.

There are only 2 required
fields—First and Last
Name.

There is a Quick Start
Guide for each tab.

Page 2 & 3 of this guide
will help you fill in the Gen-
eral info tab.

’ Close|
i

|| Listing Info Notifications More Info

EI =Required

LL-:B Contact/Prospect Information
This contactis () active O Inactive

Prefin | |

B Fhot Name [Craig l MLS |
[ fpstrame Rodgers |

Suffin| |
Company \_FNRES—]
Job Title Tralner—
Secondary Contact \fPauIa—|
f Manage Contact
Types [Vouyer [Yseler [other

Oaseptoo O os sanok-g400k [ R £, Associates
Groups ] g $100k-pe0ok. (4] Sellers [ agents
B's $200K-$300K. [¥] Famiy & Friends

Use Reverse e
Prospecting Bas FRil

Noée. Alows agents fo match properties fo this prospect, Your name
and prozpect’ akar name willbe displayed i search remuts.

Source | Website v

Source Comments

|IFUUHE| iy website for listings and called me, ‘

Summary

Save this Contact

i Address
@‘Z! Primary? Egl'ltactkequestsPrivacy
address 17200 |[w | mhs |
Address 2| |
County |
Ziplecosl:
Euuntryj
Q Telephone Primary?
Home v Besmn | Ext.\:/ 0
iork v m3emon | Ext./j 0
‘Persona\ Celular v | | Ext, \:\ 0
‘_WDEEeHuIar v | Ext. \:\ @]
) E-Mail/ Internat Primary?
EMal Hone v [rsg@stecon | O
Weh Site Address |
Instant Msg Address |

)

Fidelity MLS Systems Division

If you have a suggestion or Tips & Tricks, please email misinfo@fnis.com or call 877-657-4357.
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Contact Manager-Adding a Contact

Tips and Tricks
August 2008

The first module is simple
enough to fill in. When you
are later searching for con-
tacts, there is an Active/
Inactive filter available.
Some contacts may not be
actively looking for a
home.

_ﬁ) Contact/Prospect Information
This contactis & active O Inactive
Prefix
I First Name |Craig MI (S
B pLast Name [Rodgers
Suffix k
Company |FNRES

Job Title |Trainer

secondary Contact |Paula

Groups help you define a
contact and makes it eas-
ier to find them for sending
new or changed listings to
or changes to your busi-
ness.

Reverse Prospecting is a
tool that Listing Agents can
use to notify you when
they have a listing that
matches one of your buy-
ers.

3) Manage Contact

Buyer [“lseller [other

[ B's <$100K [T &s g3o0k-¢400k,. [ R, E, Assnciates
.D B's $100K-4200K [¥] Sellers [ agents

B's $200k-4300K [¥] Family & Friends

se Reverse .
@Jspecting Alias (SR )

Niofe: Alows agents fo match prapartias fa &1E prospect, Your name
and prospactF aas name will be disnisyed i search rasuts.

Source | Website v
Source Comments

Found my website Faor listings and called me.,

\

( A contactcanbea
Buyer and aSeller

They can be included
in several groups.

See "Manage
Groups” on how and
why to create groups.

See "Reverse
Prospecting” on
reasons to use this

\ setup for a contact )

Add an address for home,
then go to the drop down

and click Work. Then add
the address for their work.

Primary tells Paragon that
this is the main address for
when Paragon pulls an ad-
dress for an auto-fill situa-
tion such as the Cover Let-
ter in the CMA presenta-
tion.

® Address

Contact Requests Privacy
Hore ¥ | Primary? 0
ok Y I 0
Past Office Box [
Other
TFE

W w || 118th st
City |Clathe State K5 w
County

2ip |6e061-

Counkry

<#

- several addresses.

[ )

The drop down menu
will let you add

Contact Requests
Privacy is a "flag"” to
you to notinclude
them in bulk
marketing

Fidelity MLS Systems Division

If you have a suggestion or Tips & Tricks, please email misinfo@fnis.com or call 877-657-4357.
© 2008 Fidelity MLS Systems and Solutions. All trademarks are the property of their respective companies




|»

\.\
/

4 A Y

I aml
A U -
Fa s = = 4
[P LY A Va Vol o NNyd]
=11 smIvsE 11 1 &l
I CAI CAG ST | i

==

Contact Manager-Adding a Contact
Tips and Tricks

August 2008

Phone numbers for a client

0 Telephone PrHmary?
—
could be many.and the Horne v {013) 603-0000 Ext. @ ]
drop down choices will let ot =TT o o As with
you choose a specific Addresses,
Personal Cellular b Ext. [ &) you can have
name for each one. Fersona Codr o ol |multiple phone
Work Pager L—' numbers for
5'a|:hir|e Mok, your contact.
[Fax Machine Homefi, |
-/
When you have multiple :
email addresses for a con- 2 E-Mail/Internet Primary? Multiple E-mail
marY' Som.e Para.gon Web EHL : "\: wiw, thebuyers website, com — listed. Make one
email functions will then Ml ‘L the primary
Instant Msywuou craig'sinstantmessage .

know which address to use
in an email compose box
for you. Such as on the
Auto - Notification email
function.

Always save your General
Contact information before
you move on to another
tab.

SEEE this Contack
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