How To Send A Property Viewing o TS
Confirmation Email

Follow this guide to easily confirm property viewings with your clients using the CRM
calendar. You will learn how to select the correct viewing appointment and send a
professional confirmation email using pre-built templates.

Tip! This is the same process for both sales and lettings viewings. It is also the
same process if you are setting a confirmation for an Appraisal.

Calendar Access

1 Navigate to your CRM calendar
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A calendar entry that has a dashed outline is an un confirmed appointment.
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Hovering your mouse over the appointment entry will also show the details of the
appointment.
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3 Click into the viewing record e.g. "Viewing @ 83891 Pelaw Crescent DH2 2HX:"
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4  Select Yes for "Viewing Confirmed?"

Edit Event - Viewing

Event Details Feedback Reminder

Event title *

Viewing @ 83891 Pelaw Crescent DH2 2HX

Assign to users Calendar *

Training Dave X X ] [ Sales X

Select Branch *

Meorgan & Co

Start Time * End Time *

17/09/2026 14:00 [ 17/09/2026 14:30

Status

[ Booked

Cancel Viewing




5 If you do not have the auomation to send a confirmation for you. To send a
confirmation email, click "Details"

Edit Event - Viewing
Event Details Feedback Reminder
Event title *

[ Viewing @ 83891 Pelaw Crescent DH2 2HX

Assign to users Calendar *

[ Training Dave X X ] [ Sales X

Select Branch ©

[ Morgan & Co

Start Time * End Time *
[ 17/09/2026 14:00 ] [ 17/09/2026 14:30
Status Viewing Confirmed?

[ Booked © Yes O No

Cancel Viewing

Email Notification

6  Click Send email in the applicant section

Edit Event - Viewing X
Event Details Feedback Reminder

Select Applicant *

[ Lettings Applicant - zagg dave@gmail. com

Add New Applicant Record [

Mr Lettings Applicant
Address:, ,

Email: zagg.dave@gmail.com Mobile: 0254154654
R, Add call | | EISend SMS || E4 Send il | | View Applicant (5

Viewing Multiple Properties?

OYes @ No

Salact Pronarty ©




If you have a template created then select your 'Viewing Confirmation - Sales'
email template
Click Send Email
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Template:
Select a Temylate " 8
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zagg.dave@gmailcom X

To:

CC:

Subject
{Property Address}
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Template:
Select a Template

Select a Temglate

Viewing Confirmation - Shles

Deme Template

Subject:
{Property Address}
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@ o BH o6 @ B I U 5 | sytemfont v 12 "
Hi {App. Title} {App. Forename} {App. Surname}

Confirmation of your viewing at {Prop. Property Address} which is a {Prop. Property Bedrooms} Bedroom, {Prop. Property Bathrooms} Bathroom {Prop. Property Receptions}
reception property, priced at {Prop. Property Price}

Directions to the Property; {Prop. Geogle Directions}
Viewing date and time; {Prop. Viewing Date and Time}

If you are running late or cannot attend please call the office on {Branch Phone 1}

Template Tags

To send a notificaton to the Vendor/Landlord, scroll down the screen to the
property section and click send email, the process is as above.

Edit Event - Viewing

Event Details Feedback Reminder
[ 88 Pelaw Crescent, DH2 2HX Chester le Street, County Durham, UK B

Add New Property Record [/

88 Pelaw Crescentf, DH2 2HX Chester le Street, County Durham, UK

Type: Semi-Detached House Bathrooms: 1 Bedrooms: 3
Q, Add call || EJSend SMS ‘ ) Se; email @ property 4
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Save Changes



9  Click "Save Viewing"

Edit Event - Viewing X
Event Details Feedback Reminder

Select Applicant *

[ Lettings Applicant - zagg.dave@gmail.com

Add New Applicant Record [

Mr Lettings Applicant
Address: |,
Email: zagg.dave@gmail.com Mobile: 0254154654

@, Add call l [ ) Send SMS l I £ Send email l [ View Applicant [

Viewing Multiple Properties?
O Yes @ No

Salact Pronartu *

Cancel Viewing
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10  The viewing record will now have a solid outline in the calendar.
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