RE WS

REAL ESTATE WEB SOLUTIONS i support@rewsllc.com

How to Create Letters in Design mode/Source mode:

1. Login to backroom through the realOMS login.
2. Click on ‘Contacts’ and then ‘Letters and Templates’. Click on ‘Create New’ select ‘Create Letter’ from the drop down.
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3. Complete the letter information (i.e. Letter Name, Subject, etc.).

Letters and Templates ~ HIDE ALL DETAILS VIEW PREVIEW

Letter ~ HIDE

Letter Name

subject

Layout

Sender Details on right of content. -

Include Signature

send Example To

Put an email address here and the system will send you an example when you save the letter
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The Layout and Signature are indicated below. Be sure to configure these as you see fit. The most popular layout/signature
settings are no signature and sender details below content.

Vicky Erdel, CRE, SRES

REWS Demo

104 Test St.

Test City, MO 63010

Direct: 123-456-7890

Office: 123-456-7890

Website: vickydemo.rewsllc.com
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Direct: 123-456-7890

Office: 123-456-7890

Signature — This will
append to the bottom
of the email content.

vicky@argusit.com

Layout- Agent/Team
branding and contact -

information.
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4. Add modules and start building your Letter. Once you have built out your letter scroll to the bottom of the screen and hit
Save.
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JOIN US TO LEARN NEW FEATURES!

Our Real Estate Customer Relationship Management System is designed to streamiine daily actions and drive revenue-generating activity for real estate It enables to signi improve the
efficiency and responsiveness of agents whether working in the office or off-site.
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Email Preview:

&
NEW F,EATURESQ

JOIN US TO LEARN NEW FEATURES!

Our Real Estate Customer Relationship Management System is designed to streamline daily
actions and drive revenue-generating activity for real estate brokerages. It enables brokerages to
significantly improve the efficiency and responsiveness of agents whether working in the office or
off-site.

Click Here to Learn Morel
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