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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.
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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.

Home|Listings|Showings|Contacts|CMA 7
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Quick Search AIBICIDIEIEIGIHIIIIIKILIMINIQIP| Q|RISITIVIMIW|X|Y]|Z

Select Search Criteria to find your contact(s). Click 'Search Contacts',

| Search Contacts |

First Name: | | Last Name:

Email- [ I Ctatar iV

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.
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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.
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This will take you to the email screen (see below)

al;lmlListings|Sh0winqs|Contacts|CMA Shorewest Realtors
' Contacts: Compose Email

MANAGE CONTACTS ACTIVITIES | Abbcontact | MAINTENANCE |

There are 1 Contact(s) displayed. Click on arrows to sort your contact(s).

Step 1: Set Header Information

From: [bweirough@shorewest.com

Step 2: Enter Subject and Select Template

Subject: [ ]

Category: | Select a Category ~ | Template: | <--Select a Category ~

Step 3: Enter Message & Attachments (Optional)

Custom Text: |—- Select Custom Text To Include -- V| [Add/Edit Your Custom Text Library ]

B 7 U #sc |
(e R R =

= | Format ~ Font Family ~ Font Size ~

| < | | @ || A==
Message
Body:
Path: p 2
Attach File(s) To This Email [?]
Fchck to Attach File Curnulative size of all attachments cannot exceed S MB.

Step 4: Log This Activity (Optional)

Log this Activity: [?] Yes v ::Ct“"tv 2 [?]

Email Consent 7/2013



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

Choose the Consent for Electronic Documents under the Template Drop Down menu.

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.

You may add Activity Comments that will show on your contact’s activities.

Click the Send Email button to send your email.
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Step 4: Log This Activity (Optional)

Activity e Consent Form

Log this Activity: [?] Comments: [?]

Step 5: Confirm Recipients 2+eview and Send Email

Send Email 0
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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.

Consent for Electronic Documents

Please complete the following steps:

1. Click on the link below, entitled: "Consent form"

Read the entire form and then close

3. Verify that your name and email address are correct in the boxes below. (If not,
please correct)

4. Click "Submit Consent" NOTE: You must open the PDF Consent Form and enter
your Name and Email Address below before the "Submit Consent” button can be
activated

5. Once consent is submitted, a confirmation will be emailed to you

s

Open the PDF Consent Form, verifying you have the necessary software for
viewing electronic documents,

First Name Last Name
Casey Clickner

Email Address
cclickner@shorewest.c

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.

COpen the POF Consent Form i verifying you have the necessary software for
viewing electronic documents,

First Marme Last Mame
Casey Clickner

Ernail Address
cclickneri@shorewsst. C

SUBMET CONSENT
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