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Email Consent Form 
The Email Consent form will allow your clients to consent to receiving documents 
electronically. Once you have their consent you will be able to email the documents from 
Document Management. This is explained in the Document Management Handout also 
available on shorewest.net under Shorewest.net class handouts. For more information about 
Contacts, please see the Contacts Handout on Shorewest.net class handouts. 

 

The email consent form must be sent through Contacts, create email screen.  

1. To access Contacts click on the word Contacts on your home page. 

 
YOUR 

PHOTO IS 
DISPLAYED

HERE 

Your name is displayed here 

1 

 

Your recent listings or contacts displayed here 
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Your client must be in your Contacts in Shorewest.net to send the form.  
If you already have the client in your Contacts then pull up their contact record and skip to 
the next page. 
1. If you need to add the client to your Contacts, click on the Add Contact Tab at the top of 

the screen.  

2. The minimum information needed is the client’s name and email address. You may fill 
in as much or as little information as you want. When finished, click Add Contact. 

1 

2 

2 
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This screen will appear once you have added the contact or when you pull up an existing 
contact.  
Click on Compose Email from the menu on the left. 

This will take you to the email screen (see below) 
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Any emails sent from shorewest.net do not automatically save to your email sent items but 
any sent from Contacts/Compose Email will add as an activity to that Contact’s Activities so 
you can still track when you sent it. 
1. You may change the Subject line or it will default with Consent for Electronic Documents 
2. Click on Drop Down for Category to view the drop down menu of choices. Choose Mis-

cellaneous. This will now allow you to choose the Template 
3.  Choose the Consent for Electronic Documents under the Template Drop Down menu. 
4. To view what the email will look like click the Preview Email Button. This shows you 

what the client will see. This email template does not allow you to make changes or add a 
message.  

5. You may add Activity Comments that will show on your contact’s activities.  
6. Click the Send Email button to send your email. 
 

1 

2 

3 

4 

5 

6 
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Your client will receive an email with a link to the page below.  
Once they click on the Consent Form link. It will open a viewable only email consent form. 
They cannot and do not need to fill in the form. The client is just proving that they can  
receive and view a pdf document.  

Once they have viewed the form the Submit Consent button will appear. Clicking on the 
button will send the client and you the agent a confirmation email. You may print the email 
for your file at this time. It will also add an activity labeled Consent for Electronic Docu-
ments. This will remain part of their contact activities forever. 
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