Ensuring All Contacts are Copied in on @miibpe.-ty
Email or SMS

This guide provides a straightforward method for ensuring all relevant contacts are

included in your email or SMS communications.

By following the outlined steps, users can manage their contact lists.
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2 It is possible to add multiple email addresses into the "Email Address" field. in the
format of 'email1;email2' however this is not ideal and is not CRM best practice.
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3 The best way to do this is to ensure your users are in contacts and Click "Contacts"
to check this. Any linked Applicant or Mr/Mrs etc record should be added
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The additional records will show in the right of the screen. Select them as
required, they will show with a green check mark when selected.




In some areas of CRM the contact details will only be shown when the 'paperclip’
icon is clicked.

Template:
Select a Template

To:

david. morganliaiampropertycom X Mrs Pauline Morgan

Partner

File Edit View Insert Format Tools Table

©@QPEHEOS @ B I Y S sstemfont v izpt

Template:
Select a Template

File Edit View Insert Format Tools Table

®©®PBE oS @ B I Y S ssemfomt v o1t




6  Once the contacts are selected click 'Send Email' to send the message.

Subject:

File Edit View Insert Format Tools Table

® g Ao & @ B I U &  Systemfont v 12pt

Template Tage

[ Compan e | Hgoement e ] Sobateton J Phno ] Wk phore ] Mo phons ] i ] 1
0 O 05 B9 2 50 )
B Pomeoe

User Job Title

7  Click here.

iamproperty CRM movebutler iamsold

prpperty My day Lettings ~ Sales ~» Accounts ~ Reporfing ~+ Communications

02/07/202514:05

"] [ Branch: Morgan & Co '.l [ Status: Active -'I

B0 boorcs

CCOn

= Statements L Statements u
< Sort Contacts - - -
I Search ‘ PB PM
Clear filters
Paul begler Pauline morgan
zagg.dave@gmail.com pm@morgan.tc
2y 07802200655

2 Duke Street, Duke Street,
DL10ZA Darlington, co...



SMS works in the same way, however if there is no mobile number attached to the
user then they will not show in the SMS option

It is important that if a contact only has a mobile number, that number is added
into the Phone Number and Mobile Number fields in their record.
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