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HOW TO EMAIL LISTINGS  
 
First, you have to get your search results into your one line grid.  For the sake of this exercise, I did a search of Residential Properties, in the area 
Oak Island Island, Active status, with a price range of 500,000 to 700,000 
 

 
 
Then I got 57 results into my one line grid.  I will select the listings I want by making sure there is a check mark next to the listings that I want to 
email 
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Then select the EMAIL button at the top of the screen –  
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Then you are going to get the emailing options – choose the report format you wish to send (most likely it will be the client summary or detail 
report) & click SUBMIT at the top of the screen 
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Now you are in the email addressing portion – enter the client’s email address and any information you want to send in the short note section and 
click the SEND E-MAIL button. 
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