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Rezora Email Marketing Software

Quick Start Guide 
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Logging Into the System

You can access your account at any time by going to the following web site, entering the following information in the upper right hand corner of the page & clicking on the “Sign In” button. 

http://(name of brokerage).rezora.com
Account login: email address


Password: (Assigned by the user when they create their account)

Stay Signed In: Click this check box so that the system will not log you out if the system sits idle

If you should ever forget your password, you can create another one by clicking on the “Sign In” button without entering anything at all, then click on the words “Forgot Password?” in blue text. This will take you to a page where you can enter your email address and have the password emailed to you.

Logging Out of the System

You can log out of the system by clicking on the small text that says “sign out” at the top of the page, just under where it says “Welcome (your name)”. You can also sign out of the system by simply clicking on the “X” in the upper right hand corner of the screen. This will close the program.

Getting Help

Training Videos – Click on the “Support” link in the upper right hand corner of the page. This will take you to a few short videos that will show you how to accomplish the key tasks. The following topics are covered.

· Selecting Recipients for the email communication

· Importing Contacts

· Creating Distribution Lists 

· Understanding & Managing the Primary Sphere Distribution List

(Contacts on the “Primary Sphere” distribution list will receive newsletters or other communications from the brokerage, if the brokerage marketing department uses the Rezora system to distribute this information)

The Green “Help” Tab – There is a green “help” tab on the left side of each web page. Clicking on this tab will bring up a form that allows you to enter your email address and a brief description of the problem. Our support team will get back to you right away. When you submit a support request in this manner, the system automatically records a screen shot so that we have an understanding of the task you are attempting to perform.

Reviewing Your Agent Contact Information

When you log in the first time, check the information displayed in the section called “My Profile” in the top right portion of the screen in order to make sure that the information is complete and a picture attached.

To update your contact information, click on the words “My Profile” next to where you image is and enter the applicable information. Here are a few notes on the key fields – 

· Your Account Information – This is the email address used to log on to the system. It is also the email address that will be used to deliver the marketing pieces. You can change the email address and the log on password here if you would like to do so.

· Your Website - Only one web site will be displayed on the email marketing pieces. Enter the web site that you would like to have listed with your contact information.

· Work Phone Number – Only one phone number will be displayed on the marketing pieces. Enter the phone number that you would like to use.

· MLS IDs – Select the MLS organization(s) that you belong to, enter your MLS ID number, and click “Add New ID”. (The MLS ID identifies you and the properties that you list within the MLS database. It is usually the number that you use to log into the MLS system. If you have any questions about the number that should be entered, the support staff for your local MLS will be able to identify the correct number for you).

· Groups - Enrolling yourself into groups will give you access to marketing materials that are only available to members of those groups. Groups are created and managed by your company administrator. 

· Profile Photo – To upload a profile photo, save one on your computer (such as the desktop). Use the 'Browse' button to find it, then upload. Photos need to be smaller than 1.5MB in GIF, JPEG, or PNG format. If you are having difficulty uploading a photo, first check the size, as this is often the problem.

Creating Newsletters

If you are not already in the “Marketing Materials” click on the words “Marketing Materials” at the top of the page, and then click on the “Property Newsletter” button. The system will walk you through the few steps involved with creating a sample newsletter. 

1. Template Selection - Select one of the templates provided.

2. Title & Explanation - Enter a title for the newsletter. This will become the subject line of the email message. The text box below this allows you to type in a few sentences that will explain to the recipients why you are sending them information on these particular properties. You can use the text editor to insert links, images and change text etc.

3. Adding Properties - Identify properties that you would like to include on the newsletter.

· Properties for which you are the listing agent should appear at the top of the list if you entered you MLS ID on the “My Account” page as described above.

· You can also identify properties by entering the price range, zip code, or city…then clicking on the “Find” button.

· Include properties on the newsletter by clicking on the property displayed on the left side of the page, holding down your left mouse button, and dragging the property over to one of the red boxes on the right side of the page.

· You can remove a property by clicking on the property shown in the newsletter on the right side of the page, then clicking on the red circle that appears in the upper right hand corner of that listing.

4. Adding News Items - You have the ability to select real estate related news items taken from various newspapers. If you would like to add a news article to the email, click on an applicable article shown on the left side of the page, hold down the left mouse button, and drag it into one of the red boxes in the “Real Estate News” section on the right side of the page. You can also select the 'Custom' tab and create a link to a news article, website or document that is of interest to your client. Please ensure you have permission to use documents before adding them as a link.

5. Review the Marketing Piece 

· If everything looks good, click the Select Recipients button at the top.

· If you would like to make changes, click the back arrow on your browser.

· If you would like to save this newsletter & go back to it later, click the phrase “Send Later” in blue text at the top of the page.

6. Select Recipients - Clicking on “Select Recipients” will take you to a page that will allow you to identify the people that should receive this communication. After identifying the recipients using one of the methods described below, click the “Send Newsletter” button. 

We encourage you to send at least one marketing pieces to yourself as a test before distributing them to your client base. You can do so by dragging your name from the left side of the screen (labeled “Contacts”) to the red box on the right side of the screen (labeled “Recipients”)

A subsequent section of this document will show you how to enter or import the names & email addresses of your clients. The following bullet points describe the two ways that you can identify the recipients of an email message once you have added a significant number of contacts.

· To identify recipients one by one – Click on the name displayed on the left side of the screen (the Contacts side) and drag it into the “Recipients” box on the right side of the screen (the Recipients side). This box is highlighted with red text. If a large number of contacts have been imported, you can find the contact(s) that you are interested in by typing their first or last name into the Contact Search Box in the upper left corner of the screen and clicking the “Search” button.

· To send the communication to a group of contacts – If you have organized your contacts into distribution lists to be used for specific purposes, you can send the email to all of the contacts on a particular distribution list by clicking on the name of a distribution list displayed in the lower right hand corner, holding down your mouse button, and dragging the distribution list up to the “Recipients” box marked with red text. 

(A distribution list called “Primary Sphere” is automatically created when the account is set up. The next section of this document shows you how to create additional distribution lists.)

Creating a Stationery Piece

This is similar to creating a newsletter, the difference being is that you can add your own images of listings, and are not dependent on the MLS images. So for example if you wanted to send out information on a Recently Sold listing, or a Rental, you can do so.

To get started:

If you are not already in the “Marketing Materials” section, click on the words “Marketing Materials” at the top of the page, and then click on the “Stationery” button. The system will walk you through the few steps involved with creating a sample newsletter. 

7. Template Selection - Select one of the templates provided.

8. Title & Explanation - Enter a title for the stationery piece. This will become the subject line of the email message. Depending on the template/s you have available, you can add text and images in the provided spaces. You can use the text editor to insert links, images and change text etc.

Creating & Deleting Distribution Lists

Distribution lists allow you to send marketing pieces to a group of individuals in one step. For example, you may have certain clients that are all interested in the same type of property or certain clients that all interested in receiving the same type of communication (newsletters, blog posts, etc). 

Creating New Distribution Lists - 

1) Click on the word “Contacts” in the header bar at the top - This will take you to the web page called “My Contacts”.

2) On the right side of “My Contacts” page, you will see a section called “Distribution Lists”. 

Note that a distribution list called “Primary Sphere” has probably been created for you already. Contacts assigned to this distribution list will receive the regular mailings sent by the brokerage, if the brokerage marketing department uses Rezora to distribute newsletters, event invitations or other marketing literature.

3) To create additional distribution lists, click the “New” button, enter a name for the distribution list and click the “Save” button. You will see that the box on the right now says “Edit Distribution List”. 

4) Don’t worry about adding or removing contacts from a distribution list yet. That’s covered in the “Adding Contact Records Individually”, “Importing a Group of Contacts” & “Adding & Removing Contacts from a Distribution List” sections of this document. For now, simply click on the “Close” button to close this window & get back to the screen where you can create additional distribution lists if you would like to do so.

Deleting Distribution Lists - 

You can delete a distribution list by clicking on the word “Delete” in blue text to the right of that distribution list. Note that deleting a distribution list will not delete the names & email addresses of the contacts that were on it. Deleting a distribution list merely removes the contacts from that distribution list and removes the name of the distribution list from the box on the right.

Adding Contact Records Individually

Contacts can be entered individually or imported from an existing email program, contact manager or CRM system. In some cases you may have just a few contacts to enter (you just returned from an open house or networking event for example). In that instance, it’s faster & easier to enter them by hand, particularly since the name & email address is the only information that you need. 

When using the system for the first time, we recommend that you enter one or two contact records individually so that you can become familiar with the screens involved before you import a large number of contacts from your existing email, contact management or CRM system. If you enter a name & email address, then include the same name & email address as part of an import process later, Rezora will not create a duplicate record.

1) Click on the word “Contacts” in the header bar to go to the page where the names & email addresses of your contacts can be added.  

2) On the “Contacts” page, click on the “Options” button and select “Add New Individual Contact”. 

3) Enter the name & email address of the person in question, and click the “Save Changes” button. Remember that the name & email address are the only information that needs to be entered. Since Rezora is an email system, the physical address of the contact will not be used. 

4) The system will now take you to a second page where you can add the individual to a distribution list (or multiple distribution lists), if desired.  To do so, go down to the section marked “Distribution List Membership”, select the distribution list that you would like the contact to be a member of, and click the “Add to List” button. 

A distribution list called ”Primary Sphere” has been created for you.  If your marketing department uses the Rezora software to distribute marketing materials such as monthly newsletters or event invitations on behalf of the agents, contacts that are on the “Primary Sphere” distribution list will receive those materials when they are distributed. 

1) When you are finished, click the word “Contacts” in the header bar if you would like to enter additional names & email addresses, click on “Real Estate Marketing” if you would like to create or send a property marketing piece, or “Dashboard” if you would like to review the statistics for email messages that have previously been sent. 

Editing Contact Records

The steps below describe where you go to update a client’s name or email address. 

2) Click on the word “Contacts” in the header bar to go to the “Contacts” section. 

3) Find the contact that needs to be deleted by typing the first or last name of the contact in the Search box at the top of the screen & click the “Search” button.

4) Click on the contact’s name to open the page that shows the information pertaining to that contact. 

5) If you would like to update the name or email address, click on the “Edit Contact” button in the upper right hand corner of the screen.

6) If the contact record that you are editing has been assigned to any distribution lists, the names of the distribution lists will be displayed midway down the page. You can remove them from any of these distribution lists by clicking on the text that says “Remove” to the right of the distribution list in question. 

Remember that you can also remove a contact from a distribution list by opening up that list, viewing all of contacts that are members of that list, and removing the ones that should be removed. The process for doing this is described in the section called “Adding & Removing Contacts from a Distribution List”

7) When you are finished, click the word “Contacts” in the header bar if you would like to enter additional names & email addresses, click on “Real Estate Marketing” if you would like to create or send a property marketing piece, or “Dashboard” if you would like to review the statistics for email messages that have previously been sent. 

Deleting Contact Records

1) Click on the word “Contacts” in the header bar to go to the “Contacts” section. 

2) Find the contact that needs to be deleted by typing the first or last name of the contact in the Search box at the top of the screen & click the “Search” button.

3) Click the word “Delete” to the right of the contact record that needs to be deleted.

Importing a Group of Contacts

If you intend to send marketing pieces to groups of people using distribution lists, it may be faster & easier to export them from your current system one group or distribution list at a time, and assign them to the correct distribution list when you import them into Rezora. The same contact may be included on more than one distribution list, of course. For example, someone could be in the group that receives regular mailings from the brokerage, in a group that receives information on high end properties, and in a group that receives information on properties in a certain location. When you import a contact record more than once, the Rezora system will not create a duplicate, as long as the email address for each contact remains the same.  

A distribution list called “Primary Sphere” has been created for you. Note that if the brokerage will use Rezora to send marketing materials such as newsletters or event invitations on your behalf, contacts that are on the “Primary Sphere” distribution list will receive these mailings.

· Click on the word “Contacts” in the header bar to go to the page where the names & email addresses of your contacts can be added.  

· On the “Contacts” page, click on the “Options” button and select the email program, contact manager or CRM that you use today.

· Selecting the applicable program will take you to an “Import Contacts” screen.  If you need additional explanation, click on the blue phrase at the top of this screen which reads “Need Help…?”. This will take you to instructions for importing contacts from the particular program that you are using. If you still need additional assistance, clicking on the “Support” link in the upper right hand corner of the page will take you to a short video that describes the process.

· At the bottom of the “Import Contacts” screen you will see the phrase “Add These Contacts to a Distribution List?”, with a drop down box that allows you to select the distribution list that you would like these contacts to be a part of. 

· Since the import process only takes a minute or two, the fastest way to assign contacts to several different distribution lists is to import the contact records & assign them to the first distribution list, then another applicable group of contacts and assign them to the second distribution list. 

Adding & Removing Contacts from a Distribution List

Adding Contacts to a Distribution List – 

The best process to follow depends upon the number of contacts that you need to add to the distribution list. Two different methods are described below. If you still need additional assistance, clicking on the “Support” link in the upper right hand corner of the page will take you to a short video that describes the process. As indicated previously, a contact can be included on more than one distribution list, if desired. 

· Adding a Small Number of Contacts to a Distribution List - If you would like to add 10 contacts or less to a distribution list, you can do so by dragging & dropping the contact records from the “Contacts” list on the left to the “Distribution Lists” section on the right, following the steps below.

· Click on the name of a particular distribution list on the right side of the screen. The screen will expand and show you the individuals that are already on this distribution list. 

· Drag each applicable contact from the Contacts list on the left and drop them into the red box at the top of the Distribution Lists section on the right. 

(The red box will be visible only if you have clicked on a distribution list to open it up. Don’t forget that you can find a particular contact by typing the first or last name in the Search box at the top of the Contacts list and clicking on the “Search” button.)

· When you have finished adding contacts to this Distribution List, click the “Close” button just to the right of where it says “Edit Distribution List”. This will close that distribution list and show you all of the distribution lists that have been created so far.

· Adding a Large Number of Contacts to a Distribution List - If you would like to add more than 10 or 20 contacts to a particular distribution list, it’s usually easiest to do this at the same time that you import them (or by importing them again).  The section of this document labeled “Importing a Group of Contacts” describes the steps involved.

Removing Contacts from a Distribution List – 

There are two ways to remove a contact from a distribution list. 

· To open a distribution list, review the contacts that have been assigned to it, and remove the  contacts that should not receive email messages when this distribution list is used -  

· Click on the word “Contacts” in the header bar to navigate to the Contacts page.

· Click on the name of a particular distribution list on the right side of the screen. The screen will expand and show you the individuals that are already on this distribution list. 

· If there are a large number of contacts on this distribution list, you can type a first name or last name into the “Search” box in the “Edit Distribution Lists” section & click the “Search” button. 

· Once you have located the contact in the distribution list on the right side of the screen, click on the word “Remove” to the right of their name.  This will remove the contact from this distribution list. The contact record will not be affected. As a result, you will still be able to send email messages to this person by selecting their name individually.

· To open a contact record, review the distribution lists to which this contact has been assigned, and remove it from some or all of these distribution lists - 

· Click on the word “Contacts” in the header bar to navigate to the Contacts page.

· Click on the name of a contact on the left side of the screen. This will take you to a second screen that shows you detailed information regarding this contact.

· Go down to the section labeled “Distribution List Membership”, review the distribution lists that this person has been assigned to, and click the word “Remove” to the right of any distribution list that you would like to remove them from.

· When you are finished, click the word “Contacts” in the header bar if you would like to enter additional names & email addresses, click on “Real Estate Marketing” if you would like to create or send a property marketing piece, or “Dashboard” if you would like to review the statistics for email messages that have previously been sent. 
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