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About MoreSolds 
 

With MoreSolds, You Can Sell More Homes in Less Time. 
 
 
MoreSolds is a powerful online software system designed exclusively for real estate agents. 
MoreSolds allows you to store and categorize your contacts, manage your listing details and 
buyer profiles, track your commission payable, and utilize scheduling and task management 
tools. Best of all, MoreSolds is easy to use and affordable. 
 
MoreSolds allows you to revolutionize and automate your real estate practice. This 
intuitively designed contact manager also features a suite of optional tools that can be 
snapped in to further automate many of your daily activities. 
 
Because it is web-based, the information can be accessed and updated by any team 
member—in real time! You can store up-to-date information for all your clients, spheres of 
influence, investors, and more. 
 
MoreSolds was specifically designed to be user friendly. This intuitive design allows you to 
be up and running in minutes. 
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MoreSolds Home Page 
 
Upon logging into your MoreSolds account, you will land on the home page. You can think 
of this page as your MoreSolds ‘control panel’  or ‘dashboard’ . From the home page, you can 
conveniently navigate to all the various areas of your MoreSolds contact manager. The home 
page serves as an at-a-glance snapshot of our database. 

   
·  Contacts – this section provides a quick glance at how many contacts you have in 

your database. You can select See All Contacts to see all of the contacts in list 
format, or you can select Add a Contact to add a new contact.  

·  Tasks – in this section you can click on:  
o Add Task – you can add a task(s) to a contact record,  
o Today’s Tasks – see task(s) scheduled for the current day  
o See All Tasks – to view a list of all task(s) for all contacts 
o Calendar – to view the current month’s calendar and task(s) assigned to 

contacts 
Tasks are always associated with a contact. To view the entire list of tasks for a 
particular contact go to that contact’s record. 

·  Newsletter  –If you have subscribed to this module, you can customize your monthly 
email newsletter in this section. If you are not registered for this module, click on the 
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link to find out more about the Newsletter module.  More information about this 
module is also listed here in the ‘Modules’  section of this Guide 

·  My Account - the Subscr iber  ONLY has access to this section.  They can edit their 
account settings and modules. This section contains their log in information (and 
password), logo, photo, and company address. Only the subscriber can manage their 
MoreSolds subscription, modules, credit card details, and more. 

·  Quick Search – Now searching for contacts is easier than ever. Place your cursor in 
the “Type last name here’  box and begin typing contact’s last name; select desired 
contact from list of names; select search ICON.  

·  Showings – If you have subscribed to this module, the number of “not yet responded” 
and “ responded”  showings is displayed. Select the See All Showings link and view a 
list of all your showings. If you are not registered for this module, click on the link to 
find out more about the Showings module.  More information about this module is 
also listed here in the ‘Modules’  section of this Guide 

·  Email Campaigns – If you have subscribed to this module, the number of “Active 
Email Campaigns”  is displayed. If you are not registered for this module, click on the 
link to find out more about the Email Campaign module.  More information about 
this module is also listed here in the Modules’  section of this Guide 

·  NEWS/News Details – This section provides information to subscribers when new or 
updated features are implemented.  Click on the News Details link for complete 
information.. 

 

Left Side Navigation Bar  
No matter  what page you are on, the left side navigation bar  remains the same.  
 
Displayed User(s) - Here you can search for contacts/tasks/listings assigned to various users. 
Default is ALL.   
 
Quick Lookup - Here you can locate a contact by keyword search, contact type, contact 
status or contact group.  In addition you have the option of searching in the Contacts or the 
L istings. 

·  Keyword Search – you can use this search to find a contact quickly by any one of a 
variety of parameters, such as: last name, first name, street name, city, state, zip, 
email address, phone number(s), Company and Custom Field Values. If there are 
multiple contacts that equal the keyword search – a list of all matches will be 
displayed. 

·  Search in Contact/Search in L isting – select where you want the search to look – in 
the Contacts or in the Listings. 

·  Contact Type, Contact Status, Contact Group – you can further narrow your 
search by selecting any of these options. 

 
Recently Viewed - This section serves as a ‘history’  of your most recently viewed contacts, 
allowing you to click to those contacts quickly. 
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Other  - This section contains links to some popular areas of the MoreSolds program.  See 
“OTHER” Left Navigation Bar section later in the User Guide. 
 
 News - This section contains recent happenings at MoreSolds. Here you can read recent 
press releases and information updates. 
 

Top Navigation Bar  

 
 
From anywhere within Moresolds.com the Top Navigation Bar is accessible. The Home, 
Contacts, Showings, Email Campaigns, Newsletter, Action Plans, Leads, and Help sections 
are described later in this User Guide. 
 

Listings 
 
You can click and view all of your listings in a single area and track commissions payable. 
To view L istings Section: 

1. Click L istings tab 
2. Select your preferred options from the various pull down menus. 
3. Click Find Selected L istings. 

You can also Edit/Delete listings from the screen as well. 
 

Calendar  
 
There is a fully integrated calendar with complete scheduling tools, tasks/to-dos and 
automated email reminders. The calendar view is for the current month, however, you can 
view prior and future months by clicking on the forward and backward arrows.  You can 
scroll ‘over’  the task and view who the task is for; the task title; date/time of the task.  
Completed tasks show up with a strike through. 
 
You can limit the view of task on the calendar by Contact Type; Contact Status and Task 
Type from the available pull down menus.     
 
Calendar  Entr ies: 

1. Click on Calendar  tab. 
2. To schedule a task, click in the middle in a date box. 
3. Complete the Task details to create a task. 

a. There is also a Day View link in the bottom right corner of each day of the 
calendar.  

b. Click on the Day View button, click on the time slot for the task and complete 
the Task details.  
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4. If this is a recurring task – click the Recurrence tab and select options. 
5. If a Transaction Manager Action Plan task is assigned to a transaction, it will 

automatically be “bound”  to the Transaction Name.   
6. Click Save. 

 
All Tasks 
Click on the ALL TASKS under the Calendar  tab to view all tasks for all contacts. If you 
have Users assigned, you can select the User name under the Display User(s) pull down in 
the left side bar – this will display task only for the User selected. 
To mark task(s) completed: 

1. Check the Complete Box, the task(s) will be ‘deleted’  from this page but are 
stored in the Task & To-Do Tab of the individual contacts record.   

You can also “Add New Task”  from this page or go directly to the “Calendar” .  

Working with Contacts 
To Add a New Contact: 
Click on CONTACTS from the top navigation bar : 
 

1. Select Add a New Contact. 
2. General Information: Fill out as much information as necessary. 

a. Required Fields:  Fields with an asterisk (* ) next to them require information 
(i.e., first name, last name). If contact is married couple, suggest the names be 
entered as: FirstName= Mary & John, LastName= Smith. When emails & 
Newsletters are sent the name will show up as “Hi Mary & John” .  
If the contact name(s) are different, suggest as FirstName=Mary Smith, 
LastName=and John Brown 

b. NOTE: When creating a new contact, if a contact email address already exists, 
the following message will appear:  "This email already exists in your 
database, what would you like to do?”  

[ ] add it anyways 
[ ] replace the old contact with this  
[ ] cancel 

Select an option.  However, if the first, last name & email address 
match exactly with another contact, you will receive the message “ This 
contact already exists”  and the contact cannot be added. 

c. You can add a photo of the contact if desired. 
d. Create your own rating system and rate your contacts between 1 to 5 stars. 

Scroll across the number to stars you want to rate and then click.  You can do 
this when you add or edit a contact 

NOTE: Creating Contact Status codes is only allowed via the Subscribers 
LoginID/Password. 
e. Contact Status:  Select a Contact Status of this contact (exp: Active, Closed, 

Prospect, Pending). You can select more than one Contact Status separated by 

TIP
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a comma (exp: Active, Closes). If a Contact Status you want to assign is not 
listed in the pull down menu, you can: 

a. Select “Edit”  and add a new Contact Status. (see screen print below)  
This new Contact Status will also be added to the My Setting – 
Contact Options section. If the contact is being “ Imported”  into 
MoreSolds from another database, it will be added automatically, if the 
Status name is included in the Import process. 

  
 

3. Contact Information: Fill out as much information as necessary.   
a. Pr imary Contact Method Radio Buttons – select only one button to indicate 

with is the primary method for communicating with the contact – see example 
below:  

 
The selection will be displays as a “ red”  radio button next to the selection 
make on the Contact Detail page – see below 

  
i. NOTE: If contact has multiple email addresses, you can list them in 

the Email Address field and separate them with a semi-colon “ ;”  and 
if you have the Email Campaign module available on your account all 
the email addresses will receive emails/Email Campaigns. 

b. Email2 Addresses entered in the Email Address 2 field and under 
Secondary Contact – Email field, WILL NOT RECEIVE emails.  

c. NOTE:  I f the Subscr iber  changes their  email address in their  contact 
record – the new email address becomes their  login User ID. 

 
NOTE: Creating Contact Type, and Contact Group codes is only allows via the 
Subscribers LoginID/Password. 
d. Select a Contact Type (exp: Agent, Buyer, Colleague, Investor, Other, 

Personal, Seller, Sphere of Influence, Vendor). You can select more than one 

TIP 
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Contact Type separated by a comma (exp: Buyer , Seller ). If a contact type 
you want to assign is not listed in the pull down menu, you can: 

i. Select “Edit”  and add a new contact type. (see screen print below)  
This new Contact Type will also be added to the My Setting – 
Contact Options section. If the contact is being “ Imported”  into 
MoreSolds from another database, it will be added automatically, if the 
Type name is included in the Import process. 

 
e. Select a Contact Group – You can select more than one Contact Group 

separated by a comma (exp: Attorney, Investor ). If a Contact Type you want 
to assign is not listed in the pull down menu, you can: 

i. Select “Edit”  and add a new Contact Group. (see screen print below)  
This new Contact Group will also be added to the My Setting – 
Contact Options section. If the contact is being “ Imported”  into 
MoreSolds from another database, it will be added automatically, if the 
Group name is included in the Import process. 

 
·  Customizable fields in Contacts - You can customize your Contact 

Types, Contact Groups and Contact Status. You can add/delete/edit these 
fields at any time.  

·  Custom Fields in Contacts - You have the ability to add 10 customized 
fields in a contact record. These fields allow you to further personalize 
your MoreSolds experience. See the My Settings section of this User 
Guide.  

f. Select to “Unsubscribe From:”  – if the contact does not want to receive any 
type of Emails (“Drip”  Campaigns or Newsletter) click the ALL EMAIL 
check box.  If the contact does not want to receive a newsletter only, click the 
Newsletter  Only check box.  NOTE: if these options are NOT checked when 
adding a contact – when the contact receives these emails (either the 
Newsletter or Drip Campaigns), they will have an option of “unsubscribing”  
to either all emails (newsletter and drip campaigns) or newsletters only.  Their 
unsubscribe action will automatically check the above check boxes.  

4. If applicable, input the information for Secondary Contact. 
5. Add Your  Photo - Easily upload a photo of your contacts. You can do this when you 

add or edit a contact. 
6. Select Save New Contact. 

 

To Edit a Contact’s Details: 
 

1. Select the contact you want to edit. 
2. Click the Edit this Contact button. 
3. Make changes to the information as you wish. 
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4. Click the Update Contact button. 
 

To Delete a Contact: 
 

1. Select the contact you want to delete. 
2. Click the Delete this Contact link. 
3. A pop-up screen will appear asking you to confirm whether you want to continue 

with the deletion by selecting OK, or Cancel to abort. 

4. You can also delete from the “Contacts”  page, by clicking on the delete ICON.   
 

Smart Search Feature:  
 
Now searching for contacts is easier than ever. From the Contacts Page, position your cursor 
in the SMART SEARCH field: 

1. Begin typing contact’s last name. 
2. Select desired contact from list of names. 
3. Select go button. 
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From The Contact Details Page 
 

Email Marketing 
One of the modules in MoreSolds is the Email Campaigns module. This module contains 
dozens of prewritten letters, reports, and email campaigns. If you have subscribed to this 
module, you will be able to Send an Email Using a Template or Assign an Email 
Campaign.  
The Send an Email Using a Template option allows you to select a template (a prewritten 
email letter) or select a “blank”  template and create your email and then send it to the client 
instantly.  
The Assign an Email Campaign option allows you to select an email drip campaign for this 
contact. More information about email campaigns is listed in the ‘Email Campaign 
Module’  section of this guide. 
 
Send an Email Using a Template 
After you have selected the Send an Email Using a Template option (as described above), 
and clicked on View, the email template will appear for review. At this point you can make 
any ‘ temporary’  changes to the template. Once completed, you can either Preview Email, 
Send Email, or  Cancel.  You can also check the “Send me a copy of this email”  check box 
and a copy will be sent to your email address. If additional changes are required – they must 
be done from the Email Template Page. More information about email templates is listed 
in the “ Email Campaign Module”  section of this guide. 
 
Email Campaign Details 
After you have selected the Assign an Email Campaign option (as described above), the 
Email Campaign Details will automatically appear. This serves as a visual reference of 
which emails have been sent and which ones are scheduled for future delivery. You will have 
the option to Add a Campaign Entry. You can also Delete or Edit any of the individually 
scheduled campaign templates. Only one campaign at a time can be assigned to a contact.  

 

 
 
To temporarily stop a campaign, select the Halt Campaign button. To resume the halted 
campaign, select Run Campaign. To delete a campaign, select Delete Campaign.  More 
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information about email campaigns is listed in the ‘Email Campaign Module’  section of 
this guide. 
 

Contact Tasks 
 
Never forget important tasks and to-dos again! If you need to add a closing, property walk-
through, or a phone call reminder, you can easily do it in the Tasks section. Under the Tasks 
bar, you can view your most recent tasks. Email Reminders and Recurring Task can be 
created from the Task section. 
 
Add Contact Task 
To Add a Task: 
From the contacts record, simply select the Add task link in the Task bar.  
You can enter as little or as much information as you want. Fields with an asterisk (* ) next to 
them require information (i.e., Contact, Task Title). Then click the Save New Task button. 
All tasks will appear on the Tasks &  To-Do’s tab for this contact. The most currently due 
tasks will appear on the Contact Details page for this contact.  

You can also add a task from the “Contacts”  page by clicking on the Add Task ICON  

 
Once tasks in the Task section are marked as completed, they will be deleted from the Task 
section, but are still stored in the Task &  To-Dos section (as history).  This is also true for 
task completed while in the calendar – they will be deleted . 
 
See all Contact Tasks 
You can view all tasks by clicking the See All Tasks link under the Tasks bar or by clicking 
the Tasks &  To-Do’s tab at the top of the contact record. Here you can view, edit, delete, or 
mark tasks Completed. 
 

Contact Notes 
 
It’ s a good idea to add notes whenever you talk to a contact about anything of importance. 
This way you can quickly ‘ recall’  their information on your next phone call. 
 
Add Contact Note 
Under the Notes bar, you can view your most recent notes. 
To add a note:  

1. Select Add note in the Notes bar of the contact record.  
2. Input the note.  
3. Select Save New Note.  

As you add new notes for a contact, they are date-stamped.  

You can also add a Note from the “Contacts”  page by clicking on the Add a Note ICON   
 

See Contact All Notes 

TIP 
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You can view all notes by clicking the See All Notes link under the Notes bar of a contact 
record or by clicking the Notes tab at the top of the contact record. Here you can view, edit, 
or delete notes for this contact. 
 
Monthly Newsletter  &  Email Settings 
You can include this contact to your email recipients of RealtyRave, your custom branded 
monthly email newsletter by clicking the check box. 
 
Contacts can now click to Opt-Out of email mailings which will greatly reduce spam 
complaints. When a contact clicks the email Opt-Out link in an email they receive, this 
selection will automatically update in our MoreSolds contact record. Alternately, you can 
manually select the option for a contact. This feature is visible when you open a contact 
record.  Email Opt-Out applies to Drip Email Campaigns and the Monthly Newsletters. 
 

Contact Tabs 
 
While working within a contact, you will notice that there are several tabs at the top of each 
contact record. The primary tabs are Contact Details, Notes, and Tasks &  To-Dos. If the 
contact is a seller or buyer, you will also see the L isting Details tab and/or the Buyer  Details 
tab.  

 
 
Listing Details 
 
If this contact is a seller, you will want to input the listing details. This will give you a quick 
snapshot of your listing without having to pull it up on MLS, etc. You can also have multiple 
listings under a single contact.  
 
Add a L isting 
You can add a new listing as follows:  

1. Select the L isting Details tab at the top of the contact record. (In order for the listing 
details tab to be present, the contact must be categorized as a Seller  under Contact 
Type – it MUST be spelled as “ Seller ”  – any other  words, i.e. New Seller , 
Prospect Seller , will NOT  tr igger  the Seller  Tab). 

2. Select the To Add a New L isting, Click here option.  
3. Input the details under Proper ty Location and Proper ty Information.  

NOTE: If you will want to send survey questions to agents for their feed- back on 
this property – you must check the “ Track Showing”  box in the Property 
Information section. 

4. Upload a photo for the property by clicking the Upload Image link and finding the 
image on your hard drive. 

5. Click Save. 
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Edit or  Delete a L isting 
You can edit the details for a listing or delete as follows: 

1. Select the L isting Details tab. 
2. Select the Edit or Delete option next to the listing you want to edit or delete. 
3. Click Save. 

 
Listings 
 
View All L istings 
You can click and view all of your listings in a single area and track commissions payable.
     
To view L istings Section: 

1. Click L istings on the Top Menu Bar 
2. Select your preferred options from the various pull down menus. 
3. Click Go. 

 

Buyer  Details 
 
If this contact is a buyer, you may want to input the buyer details. By completing this page, 
you will provide yourself with a handy record of exactly what your buyer is looking for. You 
can also input the details of a property you have under contract. You can enter as much or as 
little information as you like. 
 
Add Buyer  Details  
You can add a buyer profile as follows: 

1. Select the Buyer  Detail tab at the top of the contact record. (In order for the buyer 
details tab to be present, the contact must be categorized as a Buyer  under Contact 
Type – it MUST be spelled as “ Buyer”  – any other  words, i.e. New Buyer , 
Prospect Buyer , will NOT  tr igger  the Buyer  Tab). 



User’s Guide – Page 17                                            Oct 2011 

2. Select the options appearing in the sections Proper ty Location &  Pr ice, General 
Features, Proper ty Type, Inter ior  Features, Exter ior  Features and Lot Features.  

3. Select Save. 
  

Edit or  Delete Buyer  Details 
You can edit the details for a buyer or delete as follows: 

1. Select the Buyer  Detail tab. 
2. Select the Edit or Delete option.  
3. Click Save. 

 

Pr int Contact Sheet 
 
You can also print out a copy of Contact information for your client’s file. 

1. From the Contact Details Tab. 
2. Click on the Pr int Contact Sheet button 
3. Click the “check box”  of the items you want to print 
4. Clink on the Pr int button. 

 

Pr int Label 
 
You can print a label for a contact in a variety of Avery label formats. 

1. From the Contact Details Tab. 
2. Click on the Pr int Label button 
3. Follow the step-by-step instructions to format labels. 
4. Click Prepare Labels – (a PDF of the prepared label will open in separate window). 
5. Click print.  

You can print labels for multiple contacts as well – see the Pr int Labels section in the 
“ Other”  LEFT Navigation Bar  in this User Guide 
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“ OTHER”  Left Side Navigation Bar  
 

My Settings 
 
In the My Settings section you can edit and modify your contact types, groups, contact 
status, add custom fields and set default import options.  To access this section, click My 
Settings in the “ Other”  section of the left navigation pane.  
NOTE: Modifications or  editing of the MY SETTINGS section can only be 
accomplished by the Subscr ibers LoginID/Password. 
 
Contacts Preferences: 

1. Check the Fields to Display (maximum of 5) 
2. Select the order of the fields to be displayed. 
3. Click Save button. 

Custom Fields: 
Note: Custom Fields must be created BEFORE data can be entered in a contact 
record. 

1. To add a new Custom Field, select Click here. 
2. Type a new name for unique field. 
3. Select sort order from pull down menu. 

4. Click the save icon.  

5. You can edit the Field Name or change the sort order by clicking the edit icon  or 
by clicking directly on the field name or sort number. 

6. I f you are impor ting date from another  database, and Custom Fields will be 
included in the import, the Custom Fields must be setup in the My Setting Section 
BEFORE the impor t is processed. 

Contact Options: 
1. You can add a Contact Type, Contact Status, or  Contact Group by clicking Add. 
2. Type a name in the text box. 

3. Click the save icon.  
4. You can edit any of these by clicking the edit icon or by clicking directly on the name 

you wish to change. 
 
Impor ting Options: 

1. Select the options you want.  It is recommended by the MoreSolds.com Support team 
that both options be checked (default).  

2. Click Save.    

 
 
 

TIP 
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Pr int Labels 
 
Point and click to print labels in a variety of Avery label formats available: (5159, 5160, 
5161, 5162, 5163,& 5164). You can print labels for multiple contacts or for a single contact. 
Also, you can print the starting label from any position on the label sheet to prevent waste. 
To access this section, click Pr int Labels in the “ Other”  section of the left navigation pane. 

1. To find the contacts you want to print labels for, fill in the criteria to perform the 
search.  Note: to save this search for future use, click Save Search. 

2. Click the Search button. 
3. Select the contacts you want to print labels for. 
4. Click the Continue button to perform create labels for contacts selected. 
5. Follow the step-by-step instructions to format labels. 
6. Click Prepare Labels – (a PDF of the prepared labels will open in separate window). 

NOTE: Make sure your Print Margins and Page Handling setting are set as listed just 
below the “Prepare Labels”  button. 

7. Click print.  
 

Bulk Edit 
 
You can Edit, Delete or Modify multiple contacts with a few simple clicks.  To access this 
section, click Bulk Edit in the “Other”  section of the left navigation pane.      

1. To find the contacts you want to bulk edit, fill in the criteria to perform the search.  
Note: to save this search for future use, click Save Search. 

2. Click the Search button. 
3. Select the contacts you want to bulk edit. 
4. Click the Continue button to perform a bulk edit.  

·  NOTE: You can delete the selected contacts, by clicking Bulk Delete. THIS 
OPTION IS NON-REVERSIBLE.  See special note below in reference to 
backing up your  data. 

5. Select your preferred Bulk Edit options. 
6. Select Save 

Special Back Up Note 
Once you have created your contacts, MoreSolds.com Support Team recommends you create 
a backup by “Exporting”  your data and saving it to a non-attached devise (i.e., CD, DVD, 
Flash-Drive) at a minimum of once a month. See “Expor ting”  section later in this User 
Guide.  MoreSolds.com makes daily backups of the entire database to keep your information 
safe. 
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Impor ting &  Expor ting Contacts 
 
Impor ting Contacts 
 
You can easily impor t contacts into your MoreSolds contact manager. Importing contacts 
can save you the costly time of inputting each contact record by hand. You can import files 
that are correctly formatted as MS Excel, CSV or Tab Delimited. NOTE: The prefer red 
template format is MS Excel 
 
Before you can import a file, you must prepare your Import File using a sample File 
Template. The sample file templates are downloadable from the Import Contacts page. The 
file templates contain preformatted data columns where you can list your contact details. 
 
While importing contacts is not a difficult task, if you do not feel comfortable with doing the 
process – forward your contact file to MoreSolds Support Team at support@moresolds.com 
and they will review and provide comments/suggestions.  They will even import your contact 
file for you – at no extra charge!!! 
 
Note – If you have Custom Fields that need to be imported with your contacts, these Field 
Names must be added to the Contact Options – Custom Fields under My Setting function 
prior to importing contacts (see the MoreSolds.com User Guide on the HELP Tab - under 
“My Settings Section – Custom Fields” ) 
 
To prepare your  import file, do the following: 

1. Select the Impor t Contact L ist link in the left navigation bar. 
2. Under Impor t Templates, download the file template of your choice. You can 

choose from MS Excel, CSV, or Tab Delimited. Prefer red template is MS Excel 
format 

3. For MS Excel and CSV templates, ensure the “worksheet”  tab at the bottom of the 
worksheet indicates Sheet1 – if not change to Sheet1 and save.  

4. After downloading and saving the import template, correctly format your contact data 
into the import template and save the file.  

 

TIP 



User’s Guide – Page 21                                            Oct 2011 

Par tial 

Sample of a Completed Template (ready to be impor ted) 
 
After  you have prepared you impor t file, you can impor t your  contacts as follows:  

1. Select the Impor t Contact L ist link in the left navigation bar. 
2. Browse for and select the import file you have created. 
3. Click the Impor t button to begin importing the data. 

IMPORTANT: During an import:  
·  If the first, last name & email address match exactly with an existing contact, then 

the process will update the record with the new imported data. 
·  If the email address is already in the database, but either  last name 

&  first name DOES NOT match, the import will insert the record as a 
new contact. 

Note: If you are importing from a spreadsheet that DOES NOT contain the same field names, 
you will need to re-map the fields – see Field Mapping below: 
 
Field Mapping: Specify where to import the data by mapping the fields in your database to 
the fields in the source data that you are importing. 

 
Expor ting Contacts 
 
You can easily expor t to a spreadsheet the contacts in your MoreSolds account at any 
time. You can export your records as “ .xls”  (Excel), “ .CSV” or “ .txt”  (text delimited) files. 
NOTE: Only the Subscr iber  of the account has access to the Expor t Contact L ist 
feature – they MUST be signed on or  someone ‘acting’  for  them, using the Subscr iber ’s 
LoginID/Password 
 

1. Select the Export Contact List link in the left navigation bar 
2. Select a File Format and click the Export button.  
3. Depending on the size of your database, it may take several moments to gather your 

export list. 
4. Click on the created link and save it. 
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Expor ting Contacts from MS Outlook 
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Using Microsoft Impor t/Expor t Wizard 
The Import/Export Wizard in Outlook makes it easy to export contact information from MS 
Outlook into an Excel worksheet.  
Here’s how: 

1. In Outlook, from the File menu, click Impor t and Expor t.  
2. Click Expor t to a file, and then click Next.  
3. Click Microsoft Excel, and then click Next.  
4. In the folder list, click the Outlook Contacts folder, and then click Next.  
5. Browse to the folder where you want to save the contacts as an Excel file (.xls).  
6. Type a name for the exported file, click OK, click Next, and then click Finish. 
7. After the export is completed, open the spreadsheet and rename the “worksheet”  tab at 

the bottom by “ right-clicking on the tab name”  and change to Sheet1 and save.  

 
The Excel worksheet with the exported contacts can now be imported into MoreSolds, 
however, the fields will need to be mapped – see Field Mapping Below 
 

If you require assistance importing your Contact into MoreSolds database, we will be glad 
to assist you with your ‘ initial’  import. Forward your request, along with a copy of the 
worksheet to support@moresolds.com and we will review your data; organize your data 
ensuring it is in the correct format and import into your database at no cost!!!  Additional 
imports of contact data will require a nominal fee. 
 

Field Mapping: Specify where to import the data by mapping the fields in your database 
to the fields in the source data that you are importing.  
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My Account 
 
In the My Account section you can update various details about your account. 
NOTE: Only the Subscr iber  of the account has access to the Expor t Contact L ist 
feature – they MUST be signed on or  someone ‘acting’  for  them, using the Subscr iber ’s 
LoginID/Password 
 
Personal Information 
 
Input your name, company, email address, and password here. Your email address is also 
your User Name/LoginID.   
 
If you change your email address, the new email address will become your User 
Name/LoginID – your password will NOT change.  
 
Business Contact Information 
Input your address and phone numbers here. 
 
Email Signature 
This is the signature that will appear at the bottom of your emails sent from the MoreSolds 
contact manager.  
Below is a sample email signature: 
 
Cordially, 
 
John L. Williams 
LISTING AND MARKETING SPECIALIST 
"Consider It SOLD!" 
Office: (512) 807-0040 
Mobile: (512) 678-9922 
Fax: (512) 807-0044 
john@johnrealtyman.com 
www.JohnRealtyMan.com 
 
Standard vs Premium Packages 
 
This section shows you which modules you have subscribed to and your total monthly 
subscription cost. You can cancel or add modules at any time by selecting the Edit option.  
 
With the MoreSolds Standard Package, you get: 

1. Maximum of 1,000 Contacts  
2. Import and Export capabilities 
3. Leads, Action Plans, and Listings features  

TIP 
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4. You can add up to 10 users - add your colleagues, assistants and more, each with their 
own unique user name and password, User Permissions Levels. All of this for  
absolutely FREE!!!! 

5.  Additional User, above 10, can be added at a cost of $1.95 per month per User. 
 
With the MoreSolds Premium Package (bundle plan), you get all of the tools of the 
Standard Package, plus all of the following modules: 

1. Showings Module 
2. Email Campaigns Module 
3. Newsletter Module 
4. All of this for the lowest price on the market of $14.00 per month. 

With the Email Campaigns module, your account includes sending 1,000 emails at no 
additional charge. You can add additional email credits to your account for only $5 per 
1,000 emails. For more information on Email Credits – see MoreSolds Bulk Email section of 
this guide.  
 
More information about MoreSolds Modules is listed in the ‘Modules’  section of this 
guide. 

MoreSolds.com Cancellation Policy 
You can cancel your account at any time – no questions ask – just send a request to cancel to 
support@moresolds.com and your account will be cancelled.  
 
For subscribers who have a paid subscription and no longer wish to be billed, the easiest 
thing to do is downgrade to our  FREE Standard plan. It has everything our paid plan has, 
except you are limited to 1000 contacts and there are no add-on modules. This way you can 
continue to edit and store your contacts at no charge.  
Simply click on MY ACCOUNT in the “OTHER” left side bar and Edit your Package to the 
FREE Standard plan.  When you downgrade from Premium, the 3 modules will still be 
available until then end of the “Expiration”  date listed. 
 
Credit Card Details 
This section allows you how to update the credit card you wish to use for your monthly 
subscription fee. 
 
MoreSolds Users - Adding Additional Users 
You can add up to 10 users to your MoreSolds account.  Additional Users can be added at 
$1.95 per month for each User above 10.  
NOTE - user MUST be added as a contact BEFORE they can be setup as a User.  
To add new User(s): 

1. Select My Account from the Other left side navigation bar 
2. Under the MoreSolds Users section click Add  
3. Begin entering the Users Last Name and select their name from the available list. 
4. Level: Select from the pull down menu the User  Permission Level you want the user 

to have based on the following: 

TIP 
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·  Basic Level can only create, view and edit his/her own contacts and calendar 
entries. 

·  Power  Level can view all contacts and calendars for all users but can only edit 
his/her own calendar and contacts 

·  Full Access Level user can view and edit all contacts and calendar entries for all 
users 

5. Title: Enter their Title or leave blank. 
6. Password: Assign a password for the user. NOTE: their login name will be their 

email address entered in their contact record. 
7. Confirm Password: Re-enter the password. 
8. User  Type: Select the User Type you want the user to have based on the following: 

a. Standard User : There is no additional charge for these users. 
b. Enhanced Users:  There is an additional charge of $4.95 per month per user. 

Users have access to their own user administrative section and can add their 
own photo and signature to the Newsletter, Email Campaigns and Showings 
emails that are sent to their contacts. 

9. Click the Click here to email this user  their  MoreSolds username and password 
check box. 

10. Click Save. 
 
Deleting MoreSolds Users 
To delete a User(s) 

1. Select My Account from the Other left side navigation bar 
2. Under the MoreSolds Users section click Delete  
3. If the user is an Enhanced User , it will first display the Payment Module page 

showing you the monthly subscription amount to be changed – reply continue. 
4. If the User is NOT enhanced – it will go directly to Step 5. 
5. It will then ask who you want to assign the contact records to for the deleted User 

a. Select a name from the pull down menu 
b. If there are no other Users - select the Subscribers name 
c. Click Assign. . 

 

Modules 
 
Package Plans 
This section shows you which Package Plan you have subscribed to and the associated cost. 
If you are subscribed to the Standard FREE Package, you can add one or more of the 
Modules to your Standard account. If you already have modules added to your Standard 
package, those modules will be checked.  If you subscribed to the Premium Package – it will 
be checked.   
 
Email Campaign Credits 
If you have Email Campaign module with your package – you receive 1,000 emails credits 
free per  month. If you need additional email credits, you can select what you need in the 



User’s Guide – Page 26                                            Oct 2011 

Email Packages pull down window.  Additional information about the Email Packages 
credits is listed in the ‘Email Campaign Module’  section of this guide. 
 
Switching Plans 
You can also switch from the Standard Package to the Premium Package from this screen – 
just make your changes and click Save or from the Premium Package to the FREE Standard 
Package 
 

Help and Suppor t 
 
Help - This section provides you with downloadable User Guides, to help you get up and 
running quickly with MoreSolds. The HOME page also has the downloadable User Guides. 
 
Suppor t – In order to maintain our free pricing for standard users and low pricing for 
premium users, our MoreSolds Support Team is available as follows:  

·  Monday-Friday 9:00am-5:00pm CST – we can be reached via email.   
·  Emails will be answered within 24-48 hours 
·  Emails received on weekends or Holidays will be answered on following workday. 

We have very minimal support on weekend and Holiday’s, however, we do make 
every effort to respond as quickly as possible.   

 
We do plan to offer phone support for Premium Subscribers in the near future. 
 

Contact Us 
You can contact us: 

For  General Inquir ies:  info@moresolds.com    
For  Technical Suppor t: support@moresolds.com 

 

Logout 
 
Clicking on Logout will log you off your account and return you to the login screen. 
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MoreSolds Modules 
 
MoreSolds features 3 additional modules: 
 
Newsletter  Module  
The Newsletter  module allows you to send an automated custom branded monthly newsletter 
to your contacts. 
 
Showings Module 
The Showings module allows you to get automated showing feedback on your listings. 
 
Email Campaigns Module 
The Email Campaigns module provides you with a complete library of pre-written letters, 
articles, and reports that can be automatically emailed to your contacts at predefined 
intervals. Included in the module is the Bulk Email function allows you to select multiple 
contacts (using search criteria you have defined), create an email and send it to the contacts 
selected.  In addition you can assign multiple contacts to an Email Campaign. 
 

Newsletter  Module 
RealtyRave is a monthly email newsletter designed for real estate agents to send to their 
contacts. RealtyRave is custom branded with your photo and contact information, and it is 
written and designed to generate more referrals and repeat business. All of the professional 
content is provided for you. RealtyRave is a snap-in module that works seamlessly with your 
MoreSolds contact manager. 
 
A professional newsletter  makes a lasting impression. 
Keep your name in front of your contacts with RealtyRave – your custom branded monthly 
email newsletter. Each professionally designed issue contains expertly written articles and 
content that is sure to benefit your clients. More importantly, RealtyRave can help you make 
more money. 
 
Are you keeping your  face in front of your  contacts? 
Most agents know the inherent value of staying in contact with their clients and prospects. 
However, many agents are simply too busy to devote their time toward developing a 
consistent system for doing this. Some agents begin by sending out a printed newsletter or a 
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periodic email, but they often have trouble staying consistent.  Don’ t neglect this hotbed of 
potential future wealth. Automate your client contact with RealtyRave. 
 
Five minutes, one time… and your  contacts hear  from you forever . 
RealtyRave is your automated solution. This snap-in module works seamlessly with your 
MoreSolds contact manager. It takes less than 5 minutes to set up, and will keep you in front 
of your clients for years to come.  
 
Past clients and refer rals are a top agent’s bread and butter . 
According to a 2006 survey conducted by the National Association of REALTORS®, when 
selecting an agent to sell their home, 7 out of 10 sellers chose an agent based on a referral by 
a friend, neighbor, or relative, or used their previous agent. Successful real estate agents 
generate much of their income from repeat and referral business. Want to make more money? 
Stay in touch with your contacts. Keeping in touch with your contacts is critical to your 
survival, and is crucial to growing a thriving real estate practice.  Think about it this way – if 
your average commission is $5,000 per transaction, you could make an extra $20,000 this 
year by receiving just 4 additional referrals. RealtyRave can help generate those referrals. 
 
With RealtyRave you can effortlessly stay in touch with your MoreSolds contacts and make 
more money in less time. 
 

Add Newsletter  Module 
 
To add the RealtyRave Module to your  MoreSolds Account: 
If you registered for the Standard package and which to include the Newsletter module: 

1. Go to the Package section under My Account and select Edit. 
2. Select the Monthly Newsletter  checkbox. 
3. Select Save. 

 
Between the 1st and 5th of each month, your newsletter is automatically emailed to all the 
accounts you have selected to receive it. 
 

Updating your  Newsletter  Preferences 
 
To update your  email preferences: 

1. Select the Newsletter  tab in the top navigation bar. 
2. Input your personalized text into the About Us section. Each issue of RealtyRave has 

an About Us section. This allows you to further personalize your newsletter. You 
only need to update this information once. You can input your personalized text, or 
use the default text provided. 

3. Input the Featured L istings URL. This is the web site link that your featured listings 
show up on. This link shows up in your monthly newsletter as My Featured 
Proper ties, and allows recipients to click directly to your featured listings. To get this 
link, simply go to your web site, click the featured properties link, and copy the text 
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in the URL bar. Then paste that text into this field. A sample link will look similar to 
the following: ‘http://www.tommyagent.com/MyFeaturedListings’ . If you do not 
know how to do this, contact your web administrator for assistance or you can simply 
input your web site address (i.e. www.tommyagent.com). If you do not have a web 
site or featured properties section on your web site simply leave it blank.  NOTE: 
this action can be accomplished by the subscr iber  ONLY! 

4. Input the Proper ty Search URL. This is the web site link that folks can go to directly 
to search your local MLS. This link shows up in your monthly newsletter as Search 
for  Homes, and allows recipients to click directly to the section of your site where 
they can do a property search. To get this link, simply go to your web site, click the 
link that allows you to search your local MLS, and copy the text in the URL bar. 
Then paste that text into this field. A sample link will look similar to the following: 
‘http://www.tommyagent.com/SearchLocalMLS’ . If you do not know how to do this, 
contact your web administrator for assistance or you can simply input your web site 
address (i.e., www.tommyagent.com). If you do not have a web site or featured 
properties section on your web site simply leave it blank.  NOTE: this action can be 
accomplished by the subscr iber  ONLY! 

5. Check All Contacts Receive RealtyRave if you want all of your contacts to 
automatically receive your newsletter. Selecting this option will send the newsletter to 
all contacts whether you have them selected to receive it or not. Select Save. 

6. The system will automatically email your newsletter to your contacts between the 1st 
and 5th day of each month. 

 
Newsletter  Screen Shots: 

 

 
Newsletter  Control Panel 
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Sample Newsletter  Preview 
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Showings Module 
Get automated showing feedback on your listings by sending showing agents an automated 
survey. Keep your sellers informed. 
 
Keep your  clients in the know. 
Your clients deserve and expect to know what potential buyers are saying about their homes. 
Studies have repeatedly proven that agents who provide a high level of customer service get 
more refer rals. If your average commission is $5,000, you will earn an extra $20,000 this 
year by getting just 4 additional referrals from satisfied clients! 
 
Better  info = faster  sale. 
The more information you and your client have, the faster you’ ll get it SOLD.  With 
Showing Survey, getting agent feedback is as easy as 1, 2, 3! 

1. Input the agent’s information (or click an agent already in the database),  
2. Click “add showing,”  and  
3. The agent will receive an easy-to-complete email showing survey.  Once completed, 

you and your seller will receive the survey. 
 
Seller  can check the statistical repor t at any time. 
Your sellers view a statistical report at any time. When receiving a completed survey, your 
client will get a link to their statistical report, which they can view at any time. Showing 
Survey shows your customers that you are working hard to sell their home, resulting in better 
communication, MUCH GREATER customer satisfaction, easier price reductions, and more 
referrals (future income) to you! 
 
Busy Buyer  Agents will NOT call you back. 
Face it, the days of tracking down agents to get feedback on homes they no longer remember 
are long gone.  Eliminate the frustration and burden of getting feedback by using Showing 
Survey.  You simply input the listing agent’s info, click “enter,”  and that’s it!  The system 
will send a quick survey form, along with the listing details and a color photo (so they’ ll 
easily remember the listing).  You and your seller will receive an automated reply, once the 
agent has filled out the survey!  NOTE: Up to 3 email requests “can”  automatically be sent 
to the showing agent to complete the survey; if the completed survey has not been received 
after 3 days from the initial request, a 2nd email request is forwarded to showing agent; if the 
completed survey has not been received after 1 day, a 3rd and final email request is sent.  No 
further email requests will be sent.  
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Keeps you in CONSTANT CONTACT with your  clients dur ing the listing! 
Your clients will love the fact that you are staying in touch with them while their home is on 
the market. Knowing that you are “on the job”  provides a powerful incentive for your sellers 
to be more MOTIVATED to get their homes SOLD.  
 

To Add a Proper ty to the Showings Module 
1. Select the contact you want to add. 
2. Click the L isting Details tab on the contact record. (For details on how to add a 

listing, see the Listing Details section of the MoreSolds User’s guide.)  
3. Click on L isting Address or  the Edit L ink you want to add to Showings, to open 

the L isting Details page. 
4. Check the Track Showings button. Note: to REMOVE a contact from Showings, 

simply deselect the check box. 
 

Showings Module Landing Page 
Click the Showings tab in the top navigation bar to open the Showings Module. Here you 
will see a list of the properties that are currently being tracked for showings. This page shows 
a picture of the home, the address, the number of showings to date, last showing date, and 
Add and/or View features. 
 

To Edit the Showing Survey Questions 
Before you can begin adding showings to a property, you must define the questions you will 
ask in the Showing Survey that will be emailed to the showing agents. You can input up to 
10 questions. The Showings module contains 7 default questions. You can use these 
questions or input questions of your own as follows: 

1. Click the Showings tab in the top navigation bar to open the Showings module. 
2. Click the Add link of the property. 
3. Here you can edit, modify, or add the Showing Survey questions. 

 

Add a Showing to a Proper ty 
1. Click the Showings tab in the top navigation bar to open the Showings module. 
2. Click the Add link of the property. 
3. Input the showing agent’s details: First Name, Last Name, Company, Email, 

Telephone, Mobile, Showing Date, and Showing Time. 
4. If you would like the survey emailed to the showing agent, select Email Survey to 

Agent box. This box is checked by default. The only time you would not check this 
box is if you intend to input the showing survey yourself (for example if you did the 
showing or already spoke to the showing agent and received feedback). 

5. If you would like the seller to receive the completed showing survey, select Email 
Completed Survey to Seller . (It is checked by default.) 

6. Select Save. 
Once you save it, the showing agent will be emailed the Showing Survey. Once the 
Showing Survey is completed, you and the seller will receive a copy. 
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Statistical Showing Summary 
The Statistical Showing Summary provides an at-a-glance synopsis of the showings, based 
on percentage values. The Statistical Summary will show in the right-hand preview pane 
when you are inputting a showing. 
 

View Completed Showing Surveys 
1. Click the Showings tab in the top navigation bar to open the Showings module. 
2. Click the View link of the property. 
3. Select the showing you want to view by selecting View Survey link. 
4. The completed survey will appear in the survey box to the right 

 

Pr int Statistical Repor t 
At times you may want to print a statistical report for your clients. 

1. Click the Showings tab in the top navigation bar to open the Showings module. 
2. Click the View link of the property. 
3. Select To View Pr intable Statistical Repor t, Click here button.   
4. You can View or Pr int the Repor t. 
 

Showing Survey FAQs 
Does my seller  receive a copy of the Showing Survey? 
By default, your seller will receive a completed copy of the showing survey. If you do not 
want the seller to receive it, simply deselect the Email Completed Survey to Seller  box 
when inputting the showing. 
 
What if my seller  does not have email? 
If your seller does not have email, you can simply print out the statistical report and mail 
or fax a copy to the seller.  
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Showings Screen Shots 
 

 
Showings Module Main Page 
 

 
View Showings Screen Shot 
 

 
Add a Showing Screen Shot 
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Pr intable Statistical Repor t 
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Email Campaigns Module 
 
Add email functionality and automatic drip email campaigns, along with a library of letters 
and reports to your MoreSolds contact Manager. With the Email Campaigns module, your 
account includes 1,000 emails at no additional charge. You can add additional email credits 
to your account for only $5 per 1000 emails. For more information on Email Credits – see 
the MoreSolds Bulk Email Section later  in this User  Guide.  
 
The Email Campaign module also includes a Bulk Email and a Bulk Email Campaign 
function which allows you to select multiple contacts (using search criteria you have 
defined), create an email and send it to the contacts selected.  In addition you can assign 
multiple contacts to an Email Campaign.  For more information on the Bulk Email and Bulk 
Email Campaign functions see the Bulk Email Section later  in this User  Guide 
 
The Email Campaigns Module is an email system that allows you to send automated emails 
from within your MoreSolds contact manager. Email Campaigns also contains a library of 
templates: professionally written letters, articles, and reports that can be automatically sent at 
predetermined intervals. You can send individual letters (templates) as needed, or set your 
contacts up on any of the pre-formatted campaigns. You can also create and store your own 
templates, modify any of the prewritten templates, and organize your own campaigns. Email 
Campaigns helps busy real estate agents stay in contact with their active clients and 
prospects. 
 
Save tons of time and energy. 
Let’s face it – you’ re busy.  Sometimes, being busy leads to extended periods of time when 
you don’ t talk with your clients. When clients don’ t hear from you, they assume you are not 
working hard on their behalf. With Email Campaigns, your clients will never again 
complain about your lack of communication. You simply assign them to an automated email 
campaign, and you’ re done. 
 
Stay in contact with your  clients and prospects. 
If you’ re not currently keeping in contact with your clients, you could be kissing thousands 
of dollars a month goodbye. Generate more referrals and repeat business with Email 
Campaigns. 
 
Create automated buyer  and seller  prospecting. 
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Are you getting too many dead-end buyer leads? Do you have a seller who is considering 
selling, but still not quite ready to make the decision? The best way to move your prospects 
from COLD to SOLD is by keeping in contact with them. Forget that unsightly stack of 
buyer and seller leads you keep shuffling through. Never again be bogged down with 
deadbeat leads. With Email Campaigns, prospecting is as easy as 1, 2, 3.  1)  Simply select a 
campaign, 2) Click Enter , and 3) Email Campaigns will begin sending automated email 
messages to the prospect while you’ re out generating more business. Those that contact you 
back are the most likely to buy or sell. With the click of a button, you can turn off the 
campaign at any time. 
 
Email Campaigns Works While You Play. 
Whether you’ re out working hard, golfing, or taking a nap, Email Campaigns is busy 
working for you. It’s like having an assistant that never calls in sick! 
 
Campaigns include: 

·  Active Seller Campaign 
·  Prospective Seller Campaign 
·  Active Buyer Campaign 
·  Prospective Buyer Campaign 
·  Prospective Investor Campaign 
·  First Time Buyer Campaign 
·  For Sale By Owner Campaign 
·  Expired Listing Campaign 

 
There are over 65 professionally written letters and reports to choose from. You can either 
assign your contact to a campaign or send letters out individually. 
 

Understanding the Email Campaigns Module 
 

1. Email Templates are preloaded email messages you can use to email, stay in touch 
or inform your contacts.  

2. Email Campaigns are made up of multiple Email Templates. 
 
There is a tremendous time savings associated with using the Email Campaigns module, as it 
automates the routine tasks of staying in touch with your contacts. 
 

Working with Email Templates 
 
Email templates are preloaded email messages you can use to email, stay in touch or inform 
your contacts. 
 
To use an email template, you must first "Load" the ones you wish to use or create your own 
custom templates. 
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To load a template, simply click the "Load" button next to the template name. To de-activate 
or unload a template, simply use the "make inactive" button 
 
Viewing Email Templates 

1. Select the Email Campaigns tab at the top navigation bar. 
2. Select View my Email Templates. 
3. Here you can preview the Active Templates and the Default Templates. 

 
Viewing and Editing an Email Template 

1. Select the Email Campaigns tab at the top navigation bar. 
2. Select View my Email Templates. 
3. Select the template you wish to view/edit. 
4. Make any changes you wish to make to the template. 
5. Select Save. 

 
Creating an Email Template 

1. Select the Email Campaigns tab at the top navigation bar. 
2. Select View my Email Templates. 
3. Select the To Create a New Email Template, Click here option. 
4. Select the Category and Title of the template you wish to create. 
5. Check the Automatically Add my Signature option if you want your signature 

added to the email message. 
6. Input the text for the email template. 
7. Select Save. 

 

Working with Email Campaigns 
 
NOTE: Email Campaigns are made up of a collection of individual email templates. In 
order  to create a new campaign, you must first create (or  load) the templates you wish 
to use in the campaign. 
 
To use an email campaign, you must first "Load" the ones you wish to use or create your 
own custom campaigns. 
 
To load a template, simply click the "Load" button next to the campaign name. To de-
activate or unload a campaign, simply use the "make inactive" button. 
 
Viewing Email Campaigns 

1. Select the Email Campaigns tab at the top navigation bar. 
2. Select View my Email Campaigns. 
3. Here you can preview the Active Campaigns and the Default Campaigns. 

 
Editing the Entr ies of an Email Campaign 

TIP 
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1. Select the Email Campaigns tab at the top navigation bar. 
2. Select View my Email Campaigns. 
3. Under Active Campaigns select the View Entr ies option of the campaign you wish 

to alter. 
4. Here you can Add a New Entry, Edit an entry, or Delete an entry. 

 
Creating a New Email Campaign 

1. Select the Email Campaigns tab at the top navigation bar. 
2. Select View my Email Campaigns. 
3. Select To Create a New Campaign, Click here. 
4. Select the Category and Title of the campaign. 
5. Select Save New Campaign. 
6. To add entries to this newly created campaign, select To Add a New Entry, Click 

here. 
7. Select the number of days before the contact receives the email in the Send After  

field. 
8. Select the Email Template that the contact will receive from the pull-down menu. 
9. Select Save. 
10.  Repeat steps 6 – 9 until you have completed the campaign. 

 
Editing the Title of an Email Campaign 

1. Select the Email Campaigns tab at the top navigation bar. 
2. Select View my Email Campaigns. 
3. Under Active Campaigns select the Edit option of the campaign you wish to alter. 
4. Change the title. 

 
Email Campaigns Screen Shots 
 

 
Email Templates Screen Shot (Modify or  Create) 
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Campaign Entry Screen Shot (Editing or  Adding an Entry) 

 
Campaign Entr ies Screen Shot 
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The above Screen Shot shows how your  email will look when sent to your  contact. 
Emails are sent in HTML ‘ letterhead’  format and include your  photo, logo and contact 
information (from your  My Account Page). 
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Default Templates 
Template Title   

Article Templates   

10 Home Seller Tips  Load  View  

10 Tips to Improve the Building Experience  Load  View  

21 Tips You Should Know To Get Your Home Sold Fast and for Top Dollar  Load  View  

6 tips for making a smooth move  Load  View  

Buying Your First Home  Load  View  

Do-It-Yourself: Guide to Interior Decorating  Load  View  

Does Your Home have Scent Appeal?  Load  View  

Don’ t Let a Clogged Drain Ruin Your Party  Load  View  

Dreaming of Gardens: A Design and Care Primer  Load  View  

FAQ About Pricing your Home  Load  View  

Five New Solutions To Cold & Drafty Rooms  Load  View  

Getting Ready for a Kitchen Remodel?  Load  View  

Home Improvements that Pay You Back  Load  View  

How to Add Designer Touches to Your Bathroom  Load  View  

How to Cut Water Costs and Preserve the Environment  Load  View  

Keep Your Family Safe from Home Fires  Load  View  

Nine Buyer Traps and How to Avoid Them  Load  View  

Rejuvenate Your Lawn for Fall  Load  View  

Set Up a Home Theater Anywhere in the House  Load  View  

The Big Picture on Energy Efficiency at Home  Load  View  

The Perfect Recipe for Making Life Easier in the Kitchen  Load  View  

What’s Wrong with My Windows?  Load  View  

Buyer Templates   

10 Tips When Building a Home  Load  View  

8 Steps to Buying A Home  Load  View  

8 Steps to Buying Your First Home  Load  View  

9 Buyer Traps and How to Avoid Them – Tip #1  Load  View  
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9 Buyer Traps and How to Avoid Them – Tip #2  Load  View  

9 Buyer Traps and How to Avoid Them – Tip #3  Load  View  

9 Buyer Traps and How to Avoid Them – Tip #4  Load  View  

9 Buyer Traps and How to Avoid Them – Tip #5  Load  View  

9 Buyer Traps and How to Avoid Them – Tip #6  Load  View  

9 Buyer Traps and How to Avoid Them – Tip #7  Load  View  

9 Buyer Traps and How to Avoid Them – Tip #8  Load  View  

9 Buyer Traps and How to Avoid Them – Tip #9  Load  View  

Building Your New Home – Finding The Right Builder  Load  View  

Buying A Home - Making the Big Decision.  Load  View  

Buying Your First Home - Getting Pre-Approved  Load  View  

Buying Your First Home - Let©s Get Together Soon  Load  View  

Buying Your First Home - Making the Decision  Load  View  

Finding The Perfect First Home  Load  View  

Getting Pre-Approved to Build Your New Home  Load  View  

Getting Pre-Approved To Purchase A Home  Load  View  

Getting Started With Building Your New Home  Load  View  

Identifying The Perfect Home  Load  View  

Let’s Get Together About Building Your New Home  Load  View  

When Can We Meet About Buying Your New Home?  Load  View  

Investor Templates   

8 Investor Tips  Load  View  

Finding the Right Investment  Load  View  

Getting the Right Lender for Investment Property  Load  View  

Purchasing Your Next Investment  Load  View  

Your Real Estate Investment – Let’s Get Together  Load  View  

Letter Templates   

Congratulations on Selling Your Home  Load  View  

Thanks for the Referral  Load  View  

Other Templates   

About Selling Your Home That Was Withdrawn…  Load  View  
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About Your Withdrawn Property. Why You Should Interview Me...  Load  View  

Advertising and Marketing Your Home  Load  View  

Can I Interview for the Job of Selling Your Home?  Load  View  

Considering Re-listing?  Load  View  

Getting Your Home SOLD This Time Around…  Load  View  

Hire Me to Sell Your Home…  Load  View  

I Noticed Your Home For Sale By Owner  Load  View  

I Noticed Your Home For Sale By Owner  Load  View  

I Noticed Your Home Was Withdrawn From The Market  Load  View  

I Use The Latest Tools  Load  View  

I Wish I Had Your Listing  Load  View  

Let Me Get it SOLD  Load  View  

Save Money by Listing Your Home With Me  Load  View  

Sometimes Even The Best Homes Don’ t Sell  Load  View  

This Time Your Home WILL Sell…  Load  View  

Why Didn’ t Your Home Sell? I Have Some Ideas…  Load  View  

Your Home Is No Longer On The Market  Load  View  

Seller Templates   

Free Market Analysis on Your Home  Load  View  

Free Real Estate Advice About Selling  Load  View  

I Have Some Ideas About Selling Your Home  Load  View  

Let’s Get Together About the Possibility of Selling Your Home  Load  View  

Selling Your Home - 10 Week Update  Load  View  

Selling Your Home - 14 Week Update  Load  View  

Selling Your Home - 16 Week Update  Load  View  

Selling Your Home - 3 Month Update  Load  View  

Selling Your Home - 4 1/2 Month Update  Load  View  

Selling Your Home - 4 Month Update  Load  View  

Selling Your Home - 45 Day Update  Load  View  

Selling Your Home - 5 1/2 Month Update  Load  View  

Selling Your Home - 5 Month Update  Load  View  
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Selling Your Home - 60 Day Update  Load  View  

Selling Your Home - Four Great Seller Tips  Load  View  

Some Seller Tips to Improve Our Sales Odds  Load  View  

Thanks for Listing With Me  Load  View  

Thinking About Selling Your Home?  Load  View  
 

 
 

Default Campaigns 
Campaign Name   

Buyer Campaigns   

9 Buyer Traps and How to Avoid Them (9) Load  View  

Buyer – Building a new home - PROSPECT (4) Load  View  

Buyer - PROSPECT (5) Load  View  

First-Time Buyer – PROSPECT (5) Load  View  

Investor Campaigns   

Investor – PROSPECT (5) Load  View  

Other Campaigns   

For Sale By Owner – PROSPECT (8) Load  View  

Expired Listing – PROSPECT (5) Load  View  

Withdrawn Listing – PROSPECT (5) Load  View  

Seller Campaigns   

Seller – ACTIVE (13) Load  View  

Seller – PROSPECT (5) Load  View  
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Bulk Emailing Function 
 
The Bulk Email function allows you to select multiple contacts (using search criteria you 
have defined), create an email and send it to the contacts selected.  In addition you can assign 
multiple contacts to an Email Campaign. NOTE: You must have the Email Campaigns 
module activated in order to access the bulk emailing features.  
 
You can Edit, Delete or Modify the Bulk Email templates with a few simple clicks.  To 
access this section, click Bulk Emails in the "Other"  section of the left navigation pane or 
under the Email Campaigns on the Top Tool Bar. 
 

How much does Bulk Email cost? 
 
With the Email Campaigns module, your account includes 1,000 emails at no additional 
charge. You can add additional email credits to your account for only $5 per 1000 emails. To 
increase your monthly allowable amount, click on the “Modules”  page in the “ Other”  side-
bar.  From the pull down menu, select the additional amount you want to increase by and 
click on Save.  A payment module screen will appear showing your new monthly 
subscription fee.  NOTE: If you have exceeded your monthly amount, the “Email Credits 
Remaining”  will show a negative number.  If you chose not to increase your monthly email 
credits before your monthly billing cycle – you will be billed at a rate of $0.01 per email for 
the overage at your next monthly billing cycle. 
 

Bulk Emailing:  
 
To select the contacts you want to bulk email, fill in the search criteria to perform the search.  
Note: to save this search for future use, click Save Search. 

1. Click the Search button. 
2. Select the contacts you want to bulk email. NOTE: if the selected contacts are not 

what you wanted, you can revise your search by clicking the Make a New Search 
link.  

3. Click the Continue button to create the bulk email. Create the Bulk Email by: 
a. Create a new email or select a template from the pull down menu. NOTE: in 

order to select an Email Template, the template must already be created in 
your Email Templates section 

b. Select who the email is from (Subscriber or an Enhanced User of the 
subscriber) 

c. Fill in the Subject Line 
d. Select a Sending Date/Time or check the Send Now check box 
e. Create or Edit the contents of your email.  
f. If you wish to save this email as a template, click Save as Template 

4. Select Preview to review your email or select “ Send me a test email” . By default, 
the test email will automatically be sent to the MoreSolds Subscriber’s email address. 
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5. When you are satisfied with the contents, press the Process button. 

 
Bulk Emailing Campaigns: 
 
You can bulk assign an email campaign to multiple contacts.  
 
The email campaign must already be created and listed as active in the Active Campaigns 
section of the Email Campaign feature.  
To select the contacts you want to bulk assign a campaign, select Bulk Email Campaigns 
under the Email Campaigns menu.  

1. Fill in the search criteria to perform the search.  NOTE: to save this search for future 
use, click Save Search. 

2. Click the Search button. 
3. Select the contacts you want to bulk email a campaign. NOTE: if the selected 

contacts are not what you wanted, you can revise your search by clicking the Make a 
New Search link.  Click the Continue button.  

4. Select the Email Campaign from the pull down list.   
5. Select who the email is from (Subscriber or an Enhanced User of the subscriber) 
6. You can preview each email within the campaign by selecting the Preview button.  
7. To send the bulk email campaign to selected contacts, click the Assign to Selected 

Contacts button. You will be asked if you are sure you want to assign this Email 
Campaign to the selected contacts – click either OK or Cancel. 

 
Bulk Emails L ist: 
 
To review a current list of the bulk emails sent, click on the Bulk Emails L ist Under Email 
Campaigns. 
 
This list provides the Subject of the bulk email or bulk email campaign; the Number  of 
Contacts that were included in the bulk email; the Date/Time the bulk email or bulk email 
campaign was sent and the Status.  
 
In addition, you can click on the View Stats and see a current list of the number of email 
allotted per month (Current Email Package); Current Billing Cycle ending date; Total Emails 
Sent (with breakdown by: Email Template Emails; Bulk Emails; Email Campaign Emails); 
and the Email Credits Remaining. You can adjust your email package at any time by going to 
My Account and editing your Package. 
 

TIP 
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Active Campaigns: 
Under Email Campaigns, you can select the Active Campaigns pull down link to view 
which contacts are currently assigned to Email Campaigns. You can also halt (pause) or 
delete multiple campaigns from this screen. 
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Action Plans 
 
An Action Plan is a recurring set of tasks or activities. For example, when you set up a new 
listing or contract-to-close on a property, you are often performing the same set of tasks each 
time. Once you set up an Action Plans for the series of task you perform, you can assign the 
Action Plan to a contact.  
 
Each task in the Action Plan can be assigned to a different team member 
 

Create an Action Plan 
1. Select the Action Plans tab in the top navigation bar. You can also select Create 

Action Plan from the Contact Details tab of a contact record. 
2. Select Add an Action Plan 
3. Select a Category. You also have the option of adding or editing categories. 
4. Name the Action Plan 
5. Select Save 

 

Edit an Action Plan 
1. Select the Action Plans tab in the top navigation bar.  

a. You can also select Create Action Plan from the Contact Details tab of a 
contact record. 

2. Locate the Action Plan you wish to modify and Select Edit 
3. Select the To add a task, click here option 
4. Input the details of the task you are creating: 

a. Priority 
b. Start Time 
c. End Time 
d. Email Reminder (when selected the MoreSolds system will send you an email 

reminder for this task) 
e. Schedule after ___ days (select the number of days from the date the action plan 

begins that this task will be scheduled. 
f. Title - you can 1) manually add a task title, 2) select from the pull down menu of 

task titles or 3) select “Edit”  to add to or modify your list of stored titles. 
g. Note  
h. Assign to (you can assign a task to any of your team members. To assign a task 

you must first set the team member up as a User  under My Account) 
i. All day event (select if this is an all day event) 
j. No end time (select if there is no end time for this event) 
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k. Type (select type of task from pull-down list) 
l. Move to Monday (if the event falls on a weekend, you can choose to move it to 

the following Monday) 
m. Automatically mark as completed ___ days after due date 

5. Select Save 
6. Repeat steps 3-5 for each task you are adding to the Action Plan 

 

Duplicating an Action Plan 
You can also duplicate an existing Action Plan and change the name of the plan and edit the 
task(s) within the plan.  This is especially beneficial for subscribers who have ‘created’  plans 
and has “Users”  that want to use the same plan, but modify the task to fit their needs.  To 
Duplicate an Action Plan: 

1. Select the Action Plans tab in the top navigation bar.  
2. Determine which existing Action Plan you want to duplicate and click on “Duplicate”  

button. 
3. The “Action Plan – Duplicate”  screen will appear: 

a. You can modify the Category and/or Name of the Action Plan 
4. Click on the SAVE button. 

After saving the new Action Plan – you can then edit the task(s) with the new plan to fit your 
needs.  
 

Assigning an Action Plan to a Contact 
1. Select the Contact which you wish to assign an Action Plan to. 
2. In the Contact Details tab of the contact record, go to the Action Plans bar and 

select Assign Action Plan 
3. Select the Action Plan and Star t Date 
4. Select Assign 

a. Once you have assigned the action plan, the associated tasks will appear in the 
Tasks area of the contact record. 

Action Plan Screen Shot 
 
 
 
 
 
 
 
 
 
 
 
 

 



User’s Guide – Page 51                                            Oct 2011 

 
 
 

 
LEADS Section and Lead Capture Forms 
 
Real estate agents have a variety of ‘portals’  where they engage and interact with potential 
clients (prospects). Most agents lead-generate via multiple online websites, blogs, etc. 
 
With MoreSolds, you can use these vehicles to generate ‘sales leads’  – ie, prospects who 
want to be contacted with more information on buying or selling, or who just need advice, 
free reports, etc. 
 
With the LEADS section you can create forms that prospects fill out online. When a prospect 
fills out a form, they are automatically added to your MoreSolds database and to your 
LEADS section.  
 

LEADS Section 
 
The LEADS section is a ‘holding tank’  for new leads as they come into your database. Keep 
in mind that these prospects have already been added to your MoreSolds database. Since 
these prospects are of a more urgent nature, they also appear in your LEADS section, so you 
or one of your users can follow up appropriately. 

Types of Lead Forms 
There are 4 different kinds of leads, along with corresponding web capture forms.  

·  Seller  Leads – use this web capture form to capture information about sellers who are 
considering selling their home or want a home valuation. 

·  Buyer  Leads – use this web capture form to capture information about buyers who 
are considering purchasing. 

·  Newsletter  Signups – if you have the Realty Rave newsletter module, you can use 
the web capture form to auto-enroll folks who sign up to receive it monthly. 

·  Campaign Signups – if you have the Email Campaigns module, you can offer free 
email reports and other emailed information to prospective clients. When a prospect 
fills out this form MoreSolds will auto-enroll in whatever email campaign you assign 
For example: 21 Tips You Should Know To Get Your Home Sold Fast and for Top 
Dollar or 9 Buyer Traps and How to Avoid Them. With Email Campaigns, there are 
many plans to choose from, including FSBO, Expires and more – or you can create 
your own. 
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Create a Lead Capture form 
To create a new lead capture form, first select the LEADS tab and then select “Create a 
new form.”   Then fill in the following information: 

1. Name the form 
2. Select/Auto assign an email campaign. If you have the Email Campaigns 

module, you can automatically enroll anyone who fills out the form in an assigned 
email drip campaign 

3. Select the type of lead capture form you’d like to set-up.  
4. Customize your  form’s header  text.  
5. Customize your  form’s colors 

 

How to add a form to your  web site, blog or  web page 
You can Preview your form at any time to see what the form will look like. Once you are 
satisfied, select Create form code. This will generate the HTML code for the form. Copy 
and paste the entire form code into your web site. If you are unfamiliar with how to do this, 
you can send the copied code to your web administrator. 
  

Some things to keep in mind: 
·  As leads come in, they will appear on your LEADS page.  
·  Leads are automatically assigned to the user who created the web capture form. You 

can re-assign leads to any user from your LEADS page 
·  All leads are automatically added to your MoreSolds contact manager 
·  When you select delete, you will delete the lead from both your leads section and 

your database 
·  Once leads are assigned and handled, you may wish to remove them from your 

LEADS page. When you select the Remove from leads button, the selected leads are 
removed from your LEADS page, however they are not deleted from your database 

·  The MoreSolds system will send you an email alert whenever a prospect submits a 
web capture form 

TIP 
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Transaction Manager  
 
MoreSolds features an easy-to-use online Transaction Manager. Keep up-to-
the-minute on your real estate transactions and keep everyone involved ‘ in the 
loop’ . 
 

Adding a Transaction 
1. From the Transaction Manager page, click Add a New Transaction  
2. Fill out the following details: 

·  Transaction Name: The Transaction Name will most likely be the Property 
Address, however you can name your transaction anything you wish. The 
name should be memorable and the Transaction Name is one of the first 
things your clients will see when they log into their transaction. 

·  Descr iption/Info: The information in this box is only viewable by you and 
any assigned Users to your MoreSolds account. You can use this area as a 
‘scratch pad’  for important details you want to have readily handy while you 
are working on the transaction. 

·  I  am representing: you can select Buyer, Seller, Both or NA. After selecting, 
you will be asked to locate the contact.  

a) NOTE: The Buyer or Seller must already be in your database before 
you can add them to a transaction.  

·  Impor tant Dates: You can check off any Important Date items you need to 
store. NOTE: These dates do NOT appear on the calendar. They are here as a 
reference only and are viewable when you are working on the transaction. 

·  NOTE: After saving, you can select r ights to decide which Closing Parties 
can view your client’s information when they log into the transaction 

 
3. Select Save and Close or Save and Continue. 

 

Adding Closing Par ties Involved 
Keep Track of and View All Closing Par ties 
The streamlined interface allows you to see everyone involved in the transaction at-a-glance. 
You can also see which team members are assigned which tasks. Closing Parties Involved 
(CPIs) can be any parties who are involved in the transaction. Agents, Inspectors, Title 
Companies, Attorneys and others can be added as CPIs.  
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NOTE: In order to add a Closing Party to a transaction, they must already be a contact in 
your database. 
 

1. Under Closing Parties Involved select Click here to add a Closing Par ty Involved 
2. Begin typing the Last Name and the smart-search field will attempt to locate the 

closing party from within your MoreSolds database. NOTE: There is also an option to 
Email login information to Contact. If the contact doesn©t have a login and password 
for viewing transactions, one will automatically be created for this contact. 

3. Select Save 
4. Once you have added the CPI you can select their role in the transaction from the pull 

down menu 
5. You can also select r ights to decide which CPIs can view this CPI’s information 

when they log into the transaction 
 

Adding Notes to a Transaction 
Add notes to your transactions and keep everyone up to date with what is going on. Save 
hours of time and stay on task. There is no longer a need for clients, title companies, lenders 
and agents to call you for a status update. They can log in and check the status 24/7. 
 
These notes are quite different from the notes you would add under a contact record. For 
example, under a contact record you might add various general notes about the contact. Notes 
specific to a client’s transaction can be entered here. Added Notes are dated, time stamped 
and show which account user posted the note. 
 

1. Under Notes select Click here to add a note 
2. Type your note 
3. Select Save 
4. Once you have added the note, you can select which CPIs are allowed to view it by 

clicking on r ights 
 

Adding Documents to a Transaction 
Upload and store documents for  each transaction on our  ultra-secure 
server  
Ready to go paperless? Ready to streamline your workflow and get organized? Store your 
contracts, amendments, surveys, lender docs, short sale packages and more. Word, Publisher, 
Excel, JPG, TXT and other formats are supported.  
 
Let’s say your title company or short sale lender realizes they need a doc asap – and you’ re 
out in the field. No problem. No need to rummage through paper files. No need to kick 
yourself because you left the file at the office. Your escrow officer can access their 
transaction account and get what they need, pronto. 
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You and anyone you authorize has access to the stored transaction docs. You assign rights to 
each stored document, so Closing Parties can only see and download the documents you 
authorize. Best of all, you can access your docs 24/7 from anywhere in the world. Store these 
docs for years to come, and there’s no need to dig through a storage facility (or your attic) 
when a client needs something years after closing the transaction. 
 
The following special characters should be avoided with creating file names prior to 
uploading into the Document Section of the Transaction Manager Function: 

"  # % &  *  : < > ? \ / { | } ~ �   
And also:�

·  File names cannot be longer than 128 characters  
·  You cannot use the period character consecutively in the middle of a file name  
·  You cannot use the period character at the end of a file name  
·  You cannot start a file name with the period character 

 
Easily add documents to a transaction. A variety of file types are supported.  

1. Under Documents select Click here to upload a document 
2. Select the document you wish to upload 
3. Type a name (description) for your document (optional) 
4. Select Save 
5. Once you have added the document, you can select which CPIs are allowed to view it 

by clicking on r ights 
 
NOTE: We have contracted with industry leader, CrystalTech for secure data and document 
storage. Due to our additional costs for online storage, only Premium accounts can upload 
and store documents and files. 
 

Adding an Action Plan to a Transaction 
Easily add an Action Plan to a transaction. An Action Plan is a recurring set of tasks or 
activities. For example, when you set up a contract-to-close or initiate a short sale on a 
property, you are often performing the same set of tasks each time. Once you set up an 
Action Plans for the series of tasks you perform, you can assign the Action Plan to a 
transaction. Each task in the Action Plan can be assigned to a different team member. 
 
NOTE: For more information on Creating and Modifying Action Plans, please refer to the 
Action Plans Section of the MoreSolds User Guide.  
 

1. Under Action Plans select Click here to add an Action Plan 
2. Select the Action Plan from the pull down menu 
3. Select the start date 
4. Select Save 

 

TIP 
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Once you have added the Action Plan, the series of associated tasks will be added to the 
Tasks To Do section of the Transaction. These tasks are also added to your Calendar and the 
Contact Record. 
 

Adding a Task to a Transaction 
Keep Track of All Current, Upcoming and Completed Tasks 
With MoreSolds Transaction Manager it’ s easy to keep up with all the To-Dos for your 
closings. Easily add individual Tasks to a transaction.  

1. Under Tasks to Do click Add Task 
2. Select the Calendar date and fill out the task details 
3. Select Save 
4. Once you have added the task, you can select which CPIs are allowed to view it 

by clicking on r ights 
 

Emailing Closing Par ties 
Send an email blast to any closing par ties you wish 
With MoreSolds Transaction Manager it’ s easy to keep in touch with your CPIs. If you have 
an important email that needs to go out to all CPIs you can easily email them from within the 
Transaction Manger. 
 
 NOTE: You must have the Email Campaigns Module installed in order to email from the 
MoreSolds system.  
 

1. Under Closing Par ties Involved select the check boxes under the contacts you 
wish to email  

2. Under Closing Par ties Involved select Click here to email selected contacts 
3. Select an Email Template or type create an email 
5. Select Send 

 

Client Access 
24/7 Client Access Por tal 
Keep your clients posted on all the transactions they are involved in. You assign a unique 
user-name and password to each Closing Party. Buyers, Sellers, Lenders, your Broker, 
Attorneys, Inspectors and anyone else you assign can have access to their log-in portal. They 
can only see the documents, tasks, notes and action plans that you allow them to see.  
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Assign Login and Password to a Closing Par ty 
You can invite closing parties to view the transactions they are involved in. Once logged in a 
contact can view Property Information, Important Dates, Closing Parties info, Notes, 
Documents and Tasks. They can only view the documents, tasks and notes you give them 
permission to see. 
 
Closing Parties can access their account by going to www.MoreSolds.com/transactions and 
typing in the Login and Password you assign. You can manually assign a Login and 
password, or allow MoreSolds to assign it automatically. 
 

Manually Assigning a Login and Password to a Closing 
Par ty 

1. Under the Contact Record select Edit This Contact 
2. Scroll down to the Login Information section and select Click here to enter  login 

information so that this contact may access a Transaction Manager  
3. Type the Login and Password for the contact. There is also an option to automatically 

email the login details to the contact. 
4. Select Update Contact 

 
 

Automatically Assigning a Login and Password to a 
Closing Par ty 
You can automatically create a random login and password for a contact. Follow the steps 
above under Adding Closing Parties Involved. 
 

Closing Par ties can access the system 24/7 
Closing Parties can view their transactions by logging in at www.moresolds.com/transactions 
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Notes: 
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Mail Merge Feature 
 

The Mail Merge Feature allows you to create and save letters, envelopes and postcard 
templates. You can add the “Return Address”  and the “To Address” , along with merge fields 
options to envelope and postcard templates. An easy-to-use text editor will allow you to 
create the templates. 
 
Letters are standard 8 ½ x 11 size; envelopes are formatted to the #10 Standard envelopes (9 
½ x 4 � ). The postcard templates are formatted to the following Avery standard templates: 
 Avery 3380   Avery 5389     Avery 8380 
 5.5 x 4.25 4 per sheet  4x6 - 2 per sheet    8.5x5.5 - 2 per sheet 
 
Also included is a Bulk Mail Selection function (much like the Bulk Email function), that 
allows you to select multiple contacts (using search criteria you have defined), and create 
letters, envelopes or postcards for mailing to the contacts selected.   

Creating Mail Templates 
 
To begin creating Mail Merge templates, click on the Mail Merge tab on the top tool bar. 
This will open the Mail Templates page. 
 

1. Click on the Create a Mail Template blue button 
2. Select the mail template you wish to create from the pull down list. 
3. Click on Create 
4. Fill in the Template Name and Template Descr iption 
5. Adjust the margins as desired 
6. Enter your data in the text box 

a. The Text Editor has a “ Merge Field”  ICON  to allow for inserting 
merge fields such as: First Name, Last Name, Email, Full Address, or Street, 
City, State, Zip Code, for customizing your template. 

b. Also available in the Text Editor are ICON’s to paste your data into the text 
editor from other sources: 

i. Paste as Plain Text or  Past from Word – we recommend the 
Paste as Plain Text, and then using the Format, Size and Font 
commands to format your data as you desire. 

 
TIPS 
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c. Creating Postcard Templates – the Text Editor will allow ‘unlimited’  lines of 

data, which can create multiple pages. The number of lines to ‘ fit’  in any of 
the postcards is determined by the Font size you select. You will need to 
“Preview”  your postcard to ensure your data is only being created on one 
postcard format.   

7. Click on Save and Close, Save and Continue, Preview or  Cancel 
 

Viewing/Editing or  Deleting Mail Template(s) 
 
The Mail Templates page lists all the current templates showing the template Name, 
Description, Type, Date created and Last Changed.  From this page you can view, edit or 
delete your templates.  You can change type of templates being viewed by selecting the type 
of templates you wish to view from the pull down in the top right corner of the page.  
 

Viewing Template - Clicking on View will produce an example of the template. When 
finished viewing, click the Close button. 
 
Editing Template - Clicking on Edit will allow you to edit your existing template.  Then 
click on Save &  Close; Save &  Continue; Cancel or Preview to see the changes made. 
 
Deleting Template - Clicking on the Delete will remove the template name from the 
saved list. You will be asked if you are sure you want to delete the Mail Template. 
 

Mail Bulk Select 

Creating Mailing Letters, Envelopes and Postcards 
To begin creating mailing letters, envelopes and postcards, click on Mailing Bulk Select tab 
on the top tool bar.  This will open the Mailing Bulk Select page. 
 

1. To select the contacts you want to mail letters, postcards or create envelopes, fill in 
the search criteria to perform the search.  Click the Search button. 

a. Note: to save this search for future use, click Save Search. 
2. Select the contacts you want to create the mailings. NOTE: if the selected contacts are 

not what you wanted, you can revise your search by clicking the Make a New Search 
link.  

3. Select a Mailing Template – from the pull down menu, select the template you want 
to use for mailing. 

4. Click the Create Mailing button to create the template.  
5. A print file will be created in a new browser window, click on the browser print 

button. (See TIPS on next page) 
 

 
TIPS 
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NOTE: When printing the Standard #10 Envelope or the Avery 3380 (5½ x 4� ) post 
card ONLY, the " Chose paper  source by PDF Page size"  check box must be 
checked in your printer Page Handling print options.  

Click on "Create Mailing," when the PDF file appears click on FILE/PRINT, 
then check the setting, and then click OK. 

Samples of an Envelope, Postcard and Letter : 
Below are examples of the Mail Merge print files for a envelope, postcard and letter. 
Standard #10 Envelope: 

 
Post Card:  (5.5w X 4.25h) 

 
TIPS 
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Letter : 
 

 
 
 


