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Touting Letters Guide

In this guide, I will show you how to use the Touting feature in Rezi.

® A video guide can be found here

Firstly, you must ensure you have the Touting document uploaded to Rezi Post. You can find the document
attached to this guide.

You will need to open up this document in Word and open Rezi post-plug-in. All the merge fields are already in
the document but feel free to add in any content you’d like. I've included an image of the property I sold in the
letter.

Once you’ve got the document in a format that you’re happy with press the save button on the Rezi post plug-in.

Click ‘Create a Rezi Pack’ at the bottom of the option.

https://my.dezrez.co.uk/portal/en/kb/articles/touting-letters-guide


https://my.dezrez.co.uk/portal/en/kb/articles/touting-letters-guide
https://www.loom.com/share/93a5169af50549dc852bc07e026bcb70?sid=6bd3248b-ba23-4a59-9d02-037c05606b90

Save As Pack ﬁ
Pack Type (Required) You must have the following settings for the pack to save with the right

settings:
Please Choose... v

Document Type

Pack Type — Touting Pack

Miscellaneous v |+ Document Type — Miscellaneous
remplate Type Template Type — PDF
Pack Name — Anything you’d like to call it ‘Sold in your street’ etc.
Pdf v
Description — Anything you’d like
Pack Name (Required) - Recipient Type — You must select the ‘No Target’ (For Lists) option
a descriptive pack name - User Brand Header and Footer — That’s entirely up to you
Description

_ o . Once you have saved this into Rezi Post the Pack is now ready to use
a brief description of what this template
does will help other users. in Rezi.

Recipient Type (Required) . . . .
piemt ype fequie Using the Touting Pack in Rezi.

Please Choose... Y

Use Your Agency Brand The purpose of this feature is to produce a printable letter that can be
Headers/Footers/Fonts

generated for every address in a postcode. So you would have sold a
property on a particular street and will then want to tell the neighbours
about the news to see if they would like a valuation.

Firstly navigate to a completed or recently sold property in Rezi. There will be an action menu on the right of the
screen.

4 *Freds Estate Agents

Home Dashboards Properties People

€ Back Historical instructions @89 ~ Notes & activity Appointments

683, Gower Road Owners Primary contact

y

Upper Killay, Swansea 2 Mr Nigel Errington-Smith

SA2 7HQ . % No number B Noema...

/ﬁ\ Valuation [I] Write up » Documents Completed b 4

Property documents

Show more «

Completed onthe 25th Feb 2024 | £645,000 | Asking price: £655,000 | Previous
e ‘v‘p,,,,,r;::, m View sale progression m

Create To-Do

«

Overview Brochures Matches Viewings Offers Documents Custom Fields

;.m.

Board

(i)

Generate pack
O Write up

»

Property report
Rooms Features Photos
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Generate pack is one of the options. Click this and under pack type scroll down to ‘Touting Pack’ and select the pack

that you created.

Generate pack

Choose a pack

Pack Type: Touting Packs v

Pack: Recently Sold in you Area v

Summary: Recently Sold in you Area

This pack includes:

Recently Sold in you Area - Letter

Required to create this pack:

A Aproperty

Next

Generate the pack and several documents should then appear in your print bag. To combine these letters all in one
doc to print in one go, simply click the print all button. Please make sure that your print bag is clear before
printing all otherwise you’ll have other letters being printed.
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4 *Freds Estate Agents
Home Dashboards Properties

€ Back

683, Gower Road
Upper Killay, Swansea
SA2 7HQ

Valuation Write u » Documents =» Completed
/ﬁ\ EI:] p p

No valuation recorded

Completed on the 29th Feb 2024 | £645,000 | Asking price: £655,000 | Previous
owner: Mr James Acer

Fees: Standard Rate (1%)

Overview Brochures Matches Viewings Offers Documents Custom Fields

0 Write up
Rooms Features Photos
Bedrooms 3 No property features have been added No photos have been added yet

Bathrooms 2

Receptions 2

Descriptions & images Property documents By Rhodri Pugh

[]  Recently Sold in you Area w1

[  Recently Sold in you Area = 1

[ Recently Sold in you Area 2]

[J Recently Sold in you Area i

[] Recently Sold in you Area i}

Print bag

BT documents ready to print:

® Printall

Recently Sold in you Area
Created on 08/03/2024

Recently Sold in you Area

Created on 08/03/2024

Created on 08/03/2024

Created on 08/03/2024

Created on 08/03/2024

Created on 08/03/2024

Created on 08/03/2024

A popup should appear asking you to download the PDF. Click this and all of the addresses in that postcode

should have a single letter ready to be printed and mailed out to the address.

Simply post the letters to each property in the mail.
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