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Basic Subscription & Portal Set-up for a New Contact 
 

Step 1: Start by running a Search to attach to your client.  This can be any type of search (Quick  
 Search, Map, etc.) 

Step 2: Once all your parameters have been selected click the Save button in the upper right of the screen 

 

 

 

 

 

 

Step 3: Next Click Save Search              

  

 

 

 

Step 4: Give your search a Name (please remember this will be visible to your client), then under Contact 
select New. It will then ask for a display name and an email address. Lastly, if you would also like to set 
up a Portal Select Yes…….Click Save and Add Subscription.  
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Step 5: Next you are asked to set the subscription parameters. You will set how often your client will 
get update e-mails, what the view of the information will look like and your own personal email 
message. Please note: this e-mail message will show on every email update so please keep it generic.  

And Click Save. 

 

 

 

 

 

 

 

 

 

 

Step 6: Lastly a green box will pop up asking you what you would lie to do with the current listings 
you found in the search 

 

 

 

 If you set up your contact on a Portal you may consider not sending them the listings, as all the 
listings can be found in their Portal. If you did not set up a Portal you would either want to send them 
all the listings or pick which ones you would like to send them.  

 


