
Option 1 ð Manually Email a listing report

Here is How:

ÅConduct a listing search and locate the listings to be emailed on the results screen. 

ÅPlace a check mark next to the specific listings and select the ñEmailò option  from the 
bottom right of the screen; (or point to the ñ    ò icon and select the ñEmailò icon). 

ÅWhen the email dialog box opens, select the radio button labeled ñSend link to selected
property report(s)ò at the bottom (Fig. 1). 

ÅSelect the report style to be emailed and click OK. 

ÅEnter the required information on the next screen and send.

What will your client(s) need to do?

When your client receives the listing email, they will need to click the link specified in the 
email to view the listing data (Fig. 2).
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Benefits:
ÅThis is the simplest way to deliver information to a 
prospect/client. 
ÅListing data emailed is always current when viewed. 
ÅRecipients donôt have to be in  your MLX client list.

Limitations:
ÅIf you email someone who is not on your client list, you will 
not have a record of the email sent in MLX.
ÅThe report that is sent does not contain any features that 
allow any type of electronic interaction between you and your 
client. 
ÅNo linkage between the different sets of listings youôve sent 

TIPS & TRICKS NOTE: If more than one listing is sent in a detail format, your client/prospect will need to click the left or right 

facing triangle at the bottom left to view the next detail report page (Fig. 3). Individual detailed listing reports are on separate pages 

to ensure your client is able to print a single listing, if they choose, without data being mixed from other listings.

The purpose of this guide is to provide you with a detailed explanation of all options within MLX Version 4.0 
that allow you to share specific listing data with a client or prospect.
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Option 2 ð Manually Email a Listing Report within a Personal Private 

Client Webpage
Here is How:

ÅConduct a listing search and locate the listings to be emailed on the results 
screen. 
ÅPlace a check mark next to the specific listings and select the ñSend emailò 
option from the bottom left action item list; (or point to the ñInformationò 
icon and select the ñEmailò option). 
ÅWhen the email dialog box opens, select the radio button labeled ñWithin 
Agent Web Pagesò at the bottom (Fig. 4). 
ÅSelect the report style to be emailed click OK. 
ÅEnter the required information on the next screen and send.

What will your client(s) need to do?
When your client receives the listing email from you, they will need to click 
the link specified in the email. The link will open up the ñPrivate Client Web 
Viewò under the tabbed section labeled ñAdditional Propertiesò (Fig. 5). 
Previews of the listings you selected for your client will be tagged with the 
ñNewò symbol on each listingôs header.
Depending on that clients status in MLX, for each of the listings sent, they 
will have a choice to view and print several flyer formats for each listing, 
request additional information, view additional images, view virtual tours, 
view satellite map images (where available) , add notes, save the listing 
under a different category, and delete it. They will also be able to view the 
listing(s) in the report format you selected when you e -mailed the link. 
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Benefits:
ÅThis option gives your client some form of two -way interaction with you. 
ÅThe client/prospect only needs to keep track of one link/URL to view ALL of the listings you have sent. 
ÅYou are able to monitor which listings your client/prospect considers to be a favorite, possibility or not in the running. 
ÅYou are able to keep track of all emails (of this type) in the client detail record under the History tab. 
ÅYou can deactivate the client web site, thereby blocking access to all listing data you previously provided.

Limitation:
ÅYou are only able to email this view of listings to individuals you have entered into the MLX contact manager. 
ÅYou may need to send (to your client) brief instructions with the first email to indicate their available options. 

TIPS & TRICKS NOTE: If you email more than one set of listings to a client, their web page link will incorporate all of 

the listings from all of the emails youôve sent. Depending on which link they click, the listings from that emailed link will

appear at the top of the Web Pages list of recommendations with the ñNewò symbol in the header for  those listings.


