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If the prospect has accessed the G
atew

ay and flagged 
listings as Favorites, Possibilities or Rejects, a “N

ew
 Saved

Listings” link w
ill be displayed.

The agent clicks the link and is taken to the agent’s view
 of

the G
atew

ay. The agent sees the sam
e inform

ation as the
prospect, but also sees:

-A link to “See Agent Report.”
-Properties in each folder, Favorites, Possibilities or Rejects.
-N

otes from
 the prospect on each property.

-Rejects are rem
oved from

 the D
etail List. Possibilities and    

Favorites are m
arked as such.
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From
 the View

 Prospect
screen, the agent m

ay click the
prospect’s nam

e for m
aintenance options.

Contact Info
The agent m

ay edit or add inform
ation about the prospect

and/or extend the expiration date.

Sear ches/U
pdates

The agent m
ay revise the custom

 search criteria, prospect
settings or delete/add another search to this prospect.

Com
m

ents
The agent m

ay add internal com
m

ents about the prospect
w

hich the prospect w
ill never see.

Client G
atew

ay
The agent m

ay access the prospect’s site from
 here,

change the H
om

e Page G
reeting for this prospect or

change/update the Tickler M
essage.

E-m
ail H

istor y
The agent m

ay see the e-m
ails sent to the prospect by

tim
es and dates.
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W
hat the Prospect W

ill See

The prospect w
ill receive an e-m

ail w
ith a link that connects

to the C
lient G

atew
ay.

The agent’s branding inform
ation appears on the left as set

in the C
lient G

atew
ay D

efaults.

The C
lient G

atew
ay hom

e page greeting appears above
the listing references.

The Search N
am

e appears below
 and links to the 

properties found in the search are displayed in a D
etail List.

A full page report is available for each property in the D
etail

List. To access the full page report, click the property
address.

To access all of the m
edia, click the m

ain photo.

The prospect m
ay file the listing into one of three folders if

desired. W
hen the prospect clicks “I like this one,” the

property is filed in the “Favorites” folder and noted as
“Favorite” in the D

etail List. W
hen the prospect clicks the

“Possibility” link, the property is filed in the “Possibilities”
folder and noted as “Possibility” in the D

etail List. W
hen the

prospect clicks the “I don’t like this one” link, the property is
filed in the “Reject” folder. “Rejects” are deleted from

 the
D

etail List. The prospect m
ay enter notes on each listing for

the agent to read.

O
ther links are available to the prospect:
-Edit the notes w

ritten
-E-m

ail the listing to a friend
-M

ap this property

W
hat the Agent W

ill See
The agent m

ay access the prospect’s personalized W
eb

page from
 TEM

PO
’s View

 Prospect  screen under Prospect
on the black N

avigation Bar.

C
olum

ns on the View
 Prospect screen provide the agent

w
ith im

portant inform
ation.

-Search Last Run (D
ate and Tim

e)
-Last Listing E-m

ail Sent (D
ate and Tim

e)
-Last C

lient G
atew

ay Access (D
ate and Tim

e)
 



3.
Key in the “D

efault C
lient G

atew
ay G

reeting” that w
ill 

appear across the top of the G
atew

ay.
4.

Key in the default “Initial N
otification” subject and 

m
essage that w

ill be included w
ith the first e-m

ail to the
prospect notifying him

 or her that a new
 C

lient 
G

atew
ay has been built. C

lick the “Yes” radio button to 
include your e-m

ail signature.
5.

D
eterm

ine how
 you w

ant to search for m
ost of your 

prospects. C
lick “Yes” if you w

ant to use 
auto-notification. C

licking “N
o” w

ill assum
e a m

anual 
search.

6.
Key in the e-m

ail m
essage you w

ant to send w
ith the 

new
 or changed listings that m

atch your prospect’s 
search criteria. Indicate w

hether to include your e-m
ail 

signature.
7.

Indicate w
hether you w

ant to e-m
ail a link to the C

lient 
G

atew
ay or a link to Property Reports to m

ost of your 
prospects.

8.
If you w

ill select and send specific properties for your 
prospect as Agent Recom

m
endations, key in a subject 

and m
essage for those e-m

ails too. 
9.

Tickler M
essages m

ay be typed, nam
ed and e-m

ailed 
to prospects m

onthly, every tw
o w

eeks, w
eekly or 

never. 
N

ote: A Tickler M
essage m

ight be a follow
-up m

essage 
to past prospects asking them

 to keep you in 
m

ind if they or any of their friends or neighbors 
needs your professional services in the future.

10.Prospects w
ill expire, but are not deleted, after a 

selected num
ber of days. You w

ill receive an e-m
ail 

notification in advance of the expiration date if the box 
is checked.

11.C
lick “Save.”
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1.
From

 the N
avigation Bar, point to Prospects, then

click Add N
ew

 Prospectfrom
 the dropdow

n box.
2.

C
om

plete the prospect’s contact inform
ation in the 

fields provided including the prospect’s e-m
ail address. 

3.
From

 the dropdow
n box choose the num

ber of days 
before the prospect w

ill expire.
4.

If this is a contact only w
ithout a search, click the “Save 

C
ontact O

nly” button.
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1.
From

 the black N
avigation Bar, click M

y Page.
2.

C
hoose Preferences

from
 the list.

Saving Agent Photo
1.

C
lick the G

eneral Prefer enceslink.
2.

Brow
se and find file location of photo. Select the photo 

and click “O
pen.”

3.
C

lick “Save.”

Saving Broker Logo
N

ote: O
nly users w

ith Head Broker and O
ffice Broker 

perm
issions can set the broker logo.

1.
C

lick Broker Preferences.
2.

Brow
se and find file location of broker logo, select the 

file and click the “O
pen” button.

3.
C

lick the “Save” button.

Saving E-m
ail Preferences

1.
C

lick E-m
ail Preferences.

2.
Type signature inform

ation into the box provided.
3.

C
lick “Save.”
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1.
From

 the black N
avigation Bar, point to Prospects, then 

click Client G
atew

ay D
efaults from

 the dropdow
n box.

2.
C

heck the box next to each item
 you w

ould like to 
appear on the left (branding) side of the C

lient 
G

atew
ay and then click “Save.”

N
ote: O

nce Client G
atew

ay D
efaults have been set, 

they do not need to be changed unless you w
ish to 

change fields displayed on all future Client G
atew

ay 
settings.
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W
hen setting the Prospect D

efaults, keep in m
ind how

 
you w

ant to search, w
hat kind of links you w

ant to 
send and w

hat m
essages you w

ould like as defaults for 
m

ost of your prospects.
1.

From
 the black N

avigation Bar, point to Prospects, then 
click Prospect D

efaults from
 the dropdow

n box.
2.

Select the “Yes” or “N
o” options to allow

 Reverse 
Prospecting.

5.
If this is a prospect w

ith a search, click the “Save and 
C

ontinue Prospect Set-up” button.
6.

If the search you w
ish to use already exists, click the 

“Select an Existing Saved Search” button. O
R if you 

w
ish you can choose to build a search here by clicking 

the “Select a Property Type for a N
ew

 Search” button.
7.

Assum
ing a search has been built, choose the search 

from
 the list in the dropdow

n box and click 
“C

ontinue.”
8.

In the description field, key a description of the search 
criteria and click “C

ontinue.”
9.

D
eterm

ine how
 the search w

ill be run for this prospect: 
auto-notification or m

anual search.
10.C

heck w
hether you w

ill m
ost often w

ant to send an e-
m

ail link to the C
lient G

atew
ay or to Property Reports.

11.O
n the “N

ew
 Listings N

otification M
essage” screen 

you can accept the default m
essage or enter the 

subject and body for a unique e-m
ail to be sent out to 

this prospect w
hen new

 or updated properties are 
found. C

heck the “Include Signature” box if desired.
12.If you w

ant e-m
ails to be saved to the E-m

ail H
istory file 

for this prospect check the “Yes” button next to “Save 
Prospect E-m

ail H
istory.”

13.You m
ay create a Tickler M

essage, choose one already 
created or choose to send no Tickler M

essage to this 
prospect. C

lick the “C
ontinue” button.

14.A count of listings that m
atch the search is displayed 

unless you have chosen few
er days back and clicked 

“Refresh the C
ount.” You m

ay add or push the listings 
to the G

atew
ay or choose to add none now

. C
lick the 

“C
ontinue” button.

15.Key a C
lient G

atew
ay H

om
e Page G

reeting or accept 
the default show

n.
16.You m

ay accept the G
atew

ay N
otification M

essage 
that appears or change it. C

lick the “Send a copy to m
y

e-m
ail” box if desired. Indicate w

hether to include your 
signature. You m

ay “Save the Prospect w
ithout 

Sending an E-m
ail” or “Send E-m

ail N
ow

.” 
17.An e-m

ail confirm
ation screen w

ill appear that you m
ay

print for your file. 
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