
Getting the Most From eCards

Presenter�
Presentation Notes�
Welcome to “Getting the Most From eCards.”

This course was created to provide Prudential Real Estate Network members a guide to help utilize the free eCard program as a powerful marketing and communication tool.   
�



eCards

Real Estate

• Exclusive to Prudential Real Estate

• Accessible online at PREA Center

• Easy to customize

• More options than ever before

• Over 200 templates

• Reporting options

• Available to all sales professionals
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The eCard system is exclusive to Prudential Real Estate. No other real estate company comes close to offering the features and benefits of the Prudential Real Estate eCard system.

The eCards are available 24 hours a day, seven days a week by accessing the site on PREA Center.

The new eCards are easy to format, customize and send. 

The improvements to the eCard program provide you more options than ever.  You now have templates suitable for flyers, notes, eNewsletters and invitations with an exclusive RSVP function.

There are now over 200 customizable templates to choose from with more being added all the time.

With the new improvements we have also included a complete library of reporting options

eCards are available to all Prudential Real Estate Network members including brokers, managers, staff and sales professionals.�



Lessons

Real Estate

1. Access the eCard site and 
explore the eCard features

2. Review steps in creating 
and sending an eCard

3. Overview available reports 
and administrative tools 
within the Reporting Section
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To help you get the most from eCards, we will review the eCard program in three lessons:

In lesson one, we will show you how to access the eCard site on PREA Center and explore many of the eCard features such as,
 How to use the Help Center
 How to import your database and
 How to set up your personal account

On lesson two, we will review the steps in creating and sending an eCard

Finally, in lesson three, we will conclude by review available reports and administrative tools within the Reporting section.
�



Getting the Most From eCards

1 Access the eCard site and 
explore the eCard features

Lesson
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Let’s begin by accessing the eCard site and explore the eCard program features.�



PREA Center

www.prea.prudential.com
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The eCard site is located on PREA Center. 

The address is easy.  Simply go to www.prea.prudential.com.�



PREA Center

Enter your Login 
ID and Password 
Enter your Login 
ID and Password
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Once you access PREA Center, simply enter your Login ID and password and click on the “Login” icon.

If you are not currently registered on PREA Center, please contact your office administrator for PREA Center.  They will set you up on the site and assist in giving you access.

If you are trying to connect and are having difficulty logging on, call the Affiliate Assistance Hotline.  They will be glad to assist you in the login process.
 
You can reach the Affiliate Assistance Hotline by calling 1-888-REAL-PRU

Once you have access, you will be able to logon to PREA Center and the eCard program anytime you want.
�



Accessing the eCard Site

Once logged in, 
follow the Quick Link 
to the eCards section. 

Once logged in, 
follow the Quick Link 
to the eCards section.
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There are two ways to access the eCard program.  From the home page on PREA Center, click on “eCards” located in the “Quick Links” section on the home page.

You can also click on “Sales Professional Tools” located in the blue navigation bar located on the left side of the screen.

Plan to visit often so you’ll always be aware of the most recent eCard updates and improvements.
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Accessing the eCard Site

Click the “eCard site” 
link below.  This will 

open the eCard home 
page 

Click the “eCard site” 
link below.  This will 

open the eCard home 
page
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Becoming eCertified®  is an important step in using the eCard program.  If online technology is new to you, take time to download and read the tutorial, register and take the eCertified® exam.


When you’re ready to begin, click the “eCards” link at the bottom of the page to access the site.
�



eCard Home Page

Presenter�
Presentation Notes�
The eCard home page is divided into several categories and functions, designed to help you get started.  
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Recent Updates

Recent UpdatesRecent Updates
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Let’s begin by looking at the “Recent Updates” section. 
 
The “Recent Updates” section lists the most recent enhancements made to the eCard program.  As new enhancements become available, you will always find the most recent updates and improvements here with the most recent updates posted at the top.

Click on the “More” link at the bottom of this section to view all the published updates to the eCard site.  
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Additional Updates

• Send Test

• Web Tracking

• Campaign Reporting 
Notification

• Yahoo! Maps

• Combined Campaign 
Reporting
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Some recent updates that you might find useful include Send Test.  This feature will allow you to create and send an eCard to as many as 5 people without the eCard leaving your In Progress Tab.  This will make it easier to obtain input and continue the editing process before sending to your database.

Web Tracking. The same HTML coding that allows you to view reports can also be included in your Web site.  When a customer links to your Web site from your eCard, you will be able to track what pages they navigate to, what they download or print in order to determine the effectiveness of your site.

Campaign Reporting Notification allows you to set up the program to email you regular updates on your sent campaigns, eliminating the need to manually access the system and view your reports.  

eCards are now enabled to link Yahoo! Maps to an eCard which is perfect for announcing a new listing or open house event.

Combined Campaign Reporting will allow you to group a series of sent eCards in order to evaluate information as a whole.  For instance, you could send an eCard with a survey to three different groups and combine them into one report.
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eCard Table

eCards TableeCards Table
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The eCards Table at the bottom of the home page lists three of the most recent eCards that are either In Progress, Pending Approval, Scheduled and/or Sent. 

IN PROGRESS: Lists any eCard that has been started but has not yet been completed. The system will store them in the In Progress tab for completion later on.

PENDING APPROVAL: Any eCards that are awaiting approval will be listed in this tab. For instance, your company has the option of designating an account administrator who has the responsibility to preview all eCards prior to sending in order to ensure proper use of the company image, logo or to prevent any misstatements.  If the status of the eCard is “approved”, click on the eCard name to send it. If it is not approved, click on the eCard name to view why it was not approved. 

SCHEDULED: You can schedule an eCard delivery up to three years in advance.  To see what is scheduled, click on the “Scheduled” tab.  A list of all scheduled eCards will be displayed.  You can still revise any “Scheduled” eCard prior to it being sent.

SENT: Lists all the eCards that have successfully been sent. To display a list of all the previously sent eCards, click on the “VIEW ALL SENT ECARDS” button. �



Navigation Bar

Navigation BarNavigation Bar
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The “Navigation Bar” lists all the sections of the eCard program and allows you to navigate between sections at any time: 
 
SEND eCARD: Allows you to select a template and complete the appropriate details to create and send an eCard.
 
ADDRESS BOOK: Is the central location to manage your contacts’ information. Contacts and groups can be reviewed, edited or deleted. It also allows the importing and exporting of contacts. 
 
REPORTING: Lists all sent eCards with detailed statistics, including recipient details, unique views, view percentages, undeliverable, opt outs and sent dates. 
 
ACCOUNT PROFILE: You can review and edit your user profiles, personal photo and password. If you are an account administrator, the company profile is also available for reviewing and editing. 

LIST BUILDER:  You can now use the eCard program to help register online subscribers that visit your website.  This is a great way not only to obtain email addresses, but to help you stay in touch with your online contacts.

HELP CENTER:  Use this resource to access information and answer questions on any eCard function.
 
RETURN TO PREA CENTER: Logs you out of eCards. 
�



Getting Started

Help CenterHelp Center
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The section called “Getting Started” will direct you to the Help Center for information and instructions.  The Help Center also has a link in the Navigation Bar so you can access it at any time during the process of creating an eCard.�



Help Center

Submit New 
Query 

Submit New 
Query

Download the 
“eCards Getting 
Started Guide” 

Download the 
“eCards Getting 
Started Guide”
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The “Help Center” has a variety of information to assist the eCard user.
If you’re new to the Prudential Real Estate eCard program, download the “eCards Getting Started Guide.”  The guide gives an overview of the program functions and features and will walk you through the process of creating and customizing eCards, similar to what we’re doing today. The user guide is available in a PDF version and a link to download Adobe Acrobat Reader is provided if it’s not already installed on your computer.

If you have a specific question about the eCard program you can select from three options to search for information.

One way to obtain information is to Submit a New Query.

 �



Help Center - Submit Query

Enter subject or 
keyword and click 

“NEXT” 

Enter subject or 
keyword and click 

“NEXT”
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Enter the keyword you wish to search and the program will open up a specific list of articles related to your search criteria.

We have entered the word “groups” to obtain specific information.�



Help Center - Submit Query

Select appropriate 
article 

Select appropriate 
article
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Select from the appropriate article.  In this case, there are seven articles that relate to the word “groups.”

Let’s take a look at “Shared Groups” to see how this feature works.�



Help Center - Submit Query

System opens the 
question 

System opens the 
question

And gives the 
solution 

And gives the 
solution
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The system will open up the article and provide a complete list of instructions relating to your query.
So that you know, a “Shared Group” is a database of contacts that can be shared by the owner to other users in the company.  Only the owner can edit and delete information, but other users in the company can access the database to send eCards.  
This function is great when mailing to members of your local Multiple Listing Service.  Only one person has to enter and maintain the database, but everyone in the company can use it.  
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Help Center - Knowledge Base
Select from 
all articles 
Select from 
all articles

Search for 
keywords 
Search for 
keywords
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You can also obtain information by accessing the “Knowledge Base.”
When opening the Knowledge Base, scroll down through the many categories and select the topic closest to your needs and open up the appropriate article.  Some categories have many articles to help answer your questions.

Let’s take a look at the first category, “Account Profile – General” to see what’s available in each article.�



Help Center - Knowledge Base

Select appropriate 
article 

Select appropriate 
article
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The Knowledge Base will open up all related articles that apply to that category.  In this case there are six articles to select from.

Let’s obtain information on how to add your Account Profile personal image.�



Help Center - Knowledge Base

System opens the 
question 

System opens the 
question

And gives the 
solution 

And gives the 
solution
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Once you have selected the Knowledge Base article, the system will open up the question and give a detailed summary of the solution.

To add your personal image, log onto the system, click the “Add & Edit Sender Profiles” button and click on the “Add Photo” button.  Click the browse button to locate the image on your hard drive and then upload the photo to the system.

If more information is needed, you can either enter another keyword in the “Search for Keyword” box, or the “Select another category” field to continue the process.

�



Tutorials
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Another great way to learn about the eCard features is to access and view one of the many “Tutorials.”  

For instance, you can learn how to personalize an eCard going to a group of individuals.�



Tutorials
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The tutorial will open with written instruction as well as an option to launch a self-playing tutorial that will guide you through the process.

The Help Center link is located on the Navigation Bar for easy access and contains all the information you need to get the most from the eCard program.  �



Name: Agent 24/7
Email: agent24.7@mywebsite.com

Account Profile

Add and edit 
profiles 

Add and edit 
profiles
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The next section on the Navigation bar we’ll look at is the “Account Profile.”
Before any eCard can be sent, you must first set up your account profile.  There are two tabs in this section; Profiles and Settings. Begin by clicking on the “Add and Edit Sender Profiles” link at the bottom of the page.  �



Add New Sender Profile

Add New Sender 
Profile 

Add New Sender 
Profile
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The system allows for several options when creating a profile.  You must have a “Default Profile”, but you can also create “Alternate Profiles”.  This option allows you to create other profiles suitable for different audiences.  For instance, you may be working within a larger team of sales professionals.  The program will allow each team member to create their own profile without having to create a separate account.

To add a new Sender Profile, click on the “Add New Sender Profile” button at the bottom of the page.  If you need help, access the “Instructions” section to the right of the page.

You can access the system at any time and edit your profile information.  It is important to keep your information updated at all times.
�



Account Profile - Settings
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Click on the Settings tab to set your Account Profile.  These settings will only need to be set once but are important in using the eCard system efficiently.

You can set your Log Out time to a maximum of 60 minutes so you don’t’ lose any unsaved information due to inactivity. If you’re prone to interruptions, this setting will save you a lot of heartaches.

Type the email address or addresses to forward all your eCard replies. The eCard system will automatically store all replies tin the Reporting Section but enabling this setting will ensure that you receive replies in your business email as soon as it’s sent from your customer.

Click on Update Settings when finished.  The system will save and incorporate your settings any time you log onto the eCard site.�



Address Book
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The Address Book is where all the contact information is stored.  Contacts can be added one at a time or as an entire database.  You can also search contacts by group, last name or by domain name.�



Add Contact

Add ContactAdd Contact
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One method of adding contacts to your database is to do it one at a time.  To begin, click on “Add Contact” in the navigation bar and enter the required first name, last name and email address of the new contact.  

There are other options that will enhance your editing and reporting capabilities such as company, gender, date of birth, complete address and contact information.  

You can also add customized fields beyond the standard fields shown here.  But at a minimum, you are required to have at least the first and last name and the email address in order for the system to accept the new contact.�



Address Book

Import ContactsImport Contacts
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Another way to add contacts is to import them from an existing database. To begin importing from your database, click on “Import Contacts” from the Address Book section in the navigation bar.

You have three options for importing Contacts into the eCard database; Microsoft Outlook, Salesforce.com and Other Files such as an Excel spreadsheet.  Each can be done with a series of small steps.

The process for Importing from Microsoft Outlook has been enhanced to make the process virtually automatic.  Click on the Start Import tab to being the process and follow the instructions.
�



Address Book

Import ContactsImport Contacts
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Another way to import your database is with the “Other File” tab. This feature imports contacts from a spreadsheet file in CSV or XLS (Microsoft Excel) formats stored on your computer.��
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Click the Browse button to locate the spreadsheet file on your computer and click the Next button to continue.�
Follow the instructions provided by the eCard system.  Again, you need at least three columns with first name, last name and the email address and click “NEXT.”  

The system will pull up a list of fields and ask you to accept the fields that match and “don’t store” those that don’t such a fax number. Once you have your fields aligned and identified to what you want to store, click the submit button.

Tell the system where you want to store the database.  You can set up different groups so customizing your database is easy.

You can also obtain instructions on importing from other databases such as:
Microsoft Outlook Express
Symantec Act! 4, 5/2000 and 6
Palm Desktop 3 and 4
Top Producer 
DataQuick
REA and 
Other Sources
�



Review

Lesson 1

Access eCards on PREA Center
eCard Help Center
Account Profile
Adding Contacts
Importing your database

Real Estate

Access the eCard site and 
explore the eCard features
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In Lesson 1,  we have looked at several components and features of the eCards site.  

We’ve looked at accessing the eCard site on PREA Center.

We’ve explored  how to  retrieve information be accessing the Help Center.  We’ve reviewed how to set up your account profile and demonstrated several methods for adding contacts and importing your database. 



�



Getting the Most From eCards

2 Review steps in creating 
and sending an eCard

Lesson
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In lesson 2, we will review the steps in creating and sending an eCard.�



Creating an eCard

1. Configure Settings
2. Select Recipients
3. Add Files and Links
4. Include Questions
5. RSVP
6. Add Content
7. Preview and Send
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There are seven steps involved in creating an eCard.
Configure your Settings such as giving the eCard a Title and Subject line
Selecting the recipients for your eCard campaign
Adding files and links
Including optional questions
Using the optional RSVP
Adding content to your eCard 
And completing the Preview and Send process.

Some of these steps are optional and won’t be necessary in all situations but we will look at completing each one in order to help you understand what can be included in your eCards to make them more effective for prospecting and staying in touch with contacts.
�



Send an eCard

Begin by 
clicking here

Begin by 
clicking here
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To begin the process, access the navigation bar and click the “Send eCard” tab.  

The process of creating an eCard program is self running.  By clicking “Save and Continue” at the conclusion of each step, the system will automatically load the next page.  Let’s create an eCard together.�



Select a Template

Preview the template 
with the “PREVIEW” 

button. 

Preview the template 
with the “PREVIEW” 

button.

Select the template 
by clicking on the 

“USE” button 

Select the template 
by clicking on the 

“USE” button
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To begin, you must select a template.

The select template page lets you choose one of the more than 200 eCard  templates available. The templates are listed by category at the top of the page. 
 
Click on a category tab to list the templates available in that section. For example, to view all the prospecting templates, click on the “Prospecting” tab. All templates within that category will be displayed underneath.  

To see a larger version of the eCard click on the “Preview” link just below the template thumbnail. A new window will open showing you a full preview of the eCard with all options (such as files, URLs, questions and RSVP) enabled.  
 
It’s important to note that not all eCard templates include the Questions and RSVP feature so be careful when selecting your template.

To select the eCard template, double click on the template thumbnail or the “Use” link.  The eCard template will appear in a new window.  You’re then ready to create your eCard.
�



eCard Templates
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There are over 200 templates to choose from.  You will find each of these in many of the available categories.
Just Listed and Open House invitations are found in the Prospecting Tab.  
There are also separate sections for: 
eNotes
Yahoo!
PVRMSM
Recruiting
Holidays
Winter Holidays
Special Occasions
Patriotic
Recipes
Spanish and many more

Within each category are many templates so have fun and explore your options.  �



1. Settings - Compulsory

eCard SubjecteCard Subject

eCard TitleeCard Title
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The next step in creating an eCard is to configure your “Settings”.  “Compulsory Settings” include creating a Title and Subject and Send From address.  

The “Title” is the name of the eCard that will be displayed in the eCard table for reporting purposes. It is for your identification purposes only. 

For instance, this one says “Just Listed - 125 Carrisbrooke” which would be easy to locate in your Reports later on.  But if you had a series of eCards or eNewsletters going out, you may want to name them “Series A #2 or #3” so you can keep track of them.  But that wouldn’t be very attractive to see as a recipient looking at their email inbox.  So you would want to create a catchy subject line to capture their attention.
 
The email “Subject” is what the recipient will see when the eCard is listed in their email inbox. The email “Subject” can be something you create, or you can select an existing one from the drop down menu. 

One of the newest enhancements is the ability to “Insert Recipient Details” in the subject line to personalize the eCard such as the recipients name.
�



1. Settings - Compulsory
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The other Settings that will need to be completed in “The Basics” is the “Send From” and “Forward To” setting, located at the bottom of this page. 

The “Send From” setting is an important spam reducing function of the program.  You can select to either have the eCard shown to be sent from your email address or the eCard system address.  Whichever one you choose, the eCard will still originate from the eCard system.

The “Forward To” setting was created to allow the system to forward replies to the email address of your choosing.  All responses will be stored in the Reporting section of the eCard site but this process will ensure that you have the information as soon as a response is issued.

Once the “Send From” and the “Forward To” settings are completed, you never have to set them again unless you decide to change them.�



1. Settings - Sender Profile

Presenter�
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Also in the Settings section is the “Sender Profile” tab.

The system will automatically use your “Default Profile” when creating an eCard unless you manually activate one of your “Alternate Profiles” created when you set up your eCard account.  �



2. Recipients

Search for 
names 

Search for 
names

Click to 
add names 

Click to 
add names
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The 2nd step in creating an eCard is to select the recipients to whom you want to target your campaign. To select a group or individual contact, click on the appropriate tab and then click on the corresponding tick box for the group(s) or contact(s). 

To search for contacts, type in the name in the search box to the top-right hand of the page and then click the “Search” button. To search for other details such as email addresses or phone numbers, click on the “Advanced Search” button. 

Once you have selected the recipients, make sure to press the “Add Selected Contacts” button at the bottom.  The system will initiate a “pop-up” indicating that the contacts have been added to the eCard.  Leaving this section without completing this step will leave this step uncompleted making it necessary to come back and complete it prior to sending.
 
Click “Save and Continue” when you have added at least one group or contact to the eCard. �



3. Files and Links

Add filesAdd files
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Adding files for the recipient to download and links for the recipient to view are optional steps when creating an eCard. For example, you may wish to attach a .pdf property flyer or link to a virtual tour on your website to your eCard, or list your personal or company website that you would like the recipient to visit. It’s all easy to do.

To add a file, locate the file on your computer by clicking on the “Browse” button. 

A name can also be specified for the attached file.  For example, we have attached the pdf file of the eCards Getting Started Guide and we have given it the name “Getting Started Guide” which will appear on the eCard as a link to the attachment. Without giving the attachment a name, the recipient would see the file as it appears in your system such as “06_spread.0-05.exl”  They probably wouldn’t know what the attachment is otherwise so it’s best to give your file a name.

An unlimited amount of files can be added to an eCard but be aware that oversized emails may be blocked from some email servers.  For email communication, smaller is better.
�



3. Files and Links
Add linksAdd links
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The process of adding a link for the recipient to visit is similar to attaching a file.  Type in the web address of the website you want them to visit such as your personal website and give it a name to appear on the eCard.

In this case, we are directing the recipients to go to PREA Center.

All files and links will appear in their own section on the eCard.�



4. Questions

Insert question text 
and explanation 

Insert question text 
and explanation
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Although optional, adding questions to your eCard will give the recipient the ability to respond back to you and will allow you to gather important information and determine future buying and selling needs.  Not all templates are equipped for this feature so choose your templates carefully.

To add a question, click on the “Add Question” tab and complete the “Question Text” which is the question you would like to ask. The “Explanation” field, lets you add a short explanation for the question. This will appear just beneath the question on the eCard. For instance, we have included the question “When are you considering moving?” with the explanation of “Please select one of the following.”

There are two question types available, “Free Text” and “Multiple Choice” . A free text question gives the recipient the opportunity to answer with anything they like, whereas a multiple choice question forces the recipient to select an answer that you have pre-defined. 

When a multiple choice question is selected, you must fill in the multiple-choice answers. 

With this question, we have provided the options of 1-6 months, within a year, within three years and not at all as examples of what you could do.

Click “Save and Continue” to complete this process and continue to the next step.�



4. Questions

• Free text or multiple 
choice questions

• Explanation

• Add more answers

• Randomize answers

• Rearrange question 
order

• Print Q&A Report
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With the “Questions” feature, you can add as many questions as you like, select between Free Text and Multiple Choice.  
You can give the question an explanation if needed.  
You can expand the multiple choice to include additional answers beyond the four fields given in the default.

You can also allow the recipient to randomize their answers to create a priority list of different responses 
You can also arrange your questions in any order.  

When accessing the Reports, you can print the responses directly from the system without the need to export them into a different format.
  �



5. RSVP

Select YesSelect Yes
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Many eCards allow for “RSVP” to help manage events.  The new RSVP feature is great for knowing how many people will attend your open house, holiday party or office meeting. 
 
RSVP allows the management of events by asking recipients to answer whether they will attend or not. Not all templates support the RSVP functionality.
 
To enable RSVP for your eCard, click the “Yes” button.  If you would like to allow the recipient to bring guests, tick the “Allow Recipients To Bring Guests” box. 
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5. RSVP

Add session 
information 
Add session 
information
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At least one session must now be added to the RSVP. To add a session, click on the “Add Session” tab. You can then type in the session description and optional capacity limit. 

Once this has been completed, click the “Add Session” button. To add another session, follow the same process. 
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6. Content

Click inside the 
image box to add 
a personal photo 

Click inside the 
image box to add 
a personal photo

Add content by 
clicking in the 

Message boxes 

Add content by 
clicking in the 

Message boxes
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You’re almost finished creating this eCard.  The next step is to add content.  Adding content is easy.  Simply click inside one of the Message boxes displayed and begin typing once the new window is opened. 

Depending on the template, you may have more that one option in creating content for the eCard.  “Message 1” is designed for creating a “header” or an “introduction”. 

“Message 2” is appropriate for giving information.  For a “Just Listed” eCard, you would include your property information.  For a “Birthday” of “Holiday” greeting, add your best wishes.  You can be as lengthy as you want to be in creating your personal message.

You also have the capability to add personal photos.  If you have not downloaded your business portrait into your profile, you can add it to your eCard here by clicking on the “Image” box.  
�



Message Editor
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When you select the text area, the “Message Editor” will open.  

Many recent eCard enhancements can be attributed to the Message Editor toolbar.  The toolbar is similar to what is typically found on word processing software.  This editing tool will allow you to change font size, color or style.  You can incorporate bold, Italics and underline to draw attention to your content.
�



Message Editor
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One important feature of the Message Editor is the “Question” feature.  

By clicking here, you will see an overview of each of the editor’s capabilities. 

With a simple click, you will learn how to use each one such as “Spell Checker.”  

When the Spell Checker is activated, the system will open a pop-up screen.  If the system finds a spelling error, you can either apply the change, ignore it or add the word to your dictionary.  You can cancel or exit the process at any time.
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Adding Personal Content
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The Message Editor can help you personalize each eCard even though they may be going to hundreds of different recipients.  To insert a recipients first name in the message, click on the “Insert Recipient Details” option in the editing toolbar and select “First Name” from the drop down menu.  The system will insert the recipient’s name wherever indicated in the message. similar to a “merge” function on a word processor.  

This editing option allows the user to send unlimited “personal” messages without having to recreate the eCard dozens of times over.
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7. Preview and Send

Scroll up and down to 
view the eCard 

content and 
information 

Scroll up and down to 
view the eCard 

content and 
information

Presenter�
Presentation Notes�
Congratulations!  The eCard is now ready to send.  You have selected the template, configured your settings, selected recipients, included files and links, added your content and maybe even added the RSVP and Questions.

The “Preview and Send” page displays the eCard as the recipient will see it upon opening. It is at this stage that you should make sure that all files, links, questions and content are correct.

Scroll down and check every area to make sure that everything is just the way you want it.




�



7. Preview and Send

Presenter�
Presentation Notes�
Preview the eCard content to make sure that every detail is correct.  

�



7. Preview and Send

Presenter�
Presentation Notes�
As you continue down the Preview and Send page, you will find the text, files, links, RSVP and questions section.  

You will have the opportunity to test these functions to ensure that everything is just the way you want it prior to sending.
�



7. Preview and Send

Send NowSend Now

Edit any 
previous step 

Edit any 
previous step

Send later
Select date and 

time 

Send later
Select date and 

time

Presenter�
Presentation Notes�
Listed at the bottom of the eCard Preview and Send section is the “Pre- Flight Report”. This report lists the eCard steps and their completion status. If any required steps are not completed, the status will be marked as “No”. Click the appropriate “Edit” link to complete the step. 

To send the eCard immediately, click on the “Send Now” button. 

To send the eCard at a future time and/or date, click on the calendar icon, select the date and then select the time you want it delivered. If you select a later time and/or date, the eCard will be stored in “Scheduled” tab on the eCard home page until it is automatically sent on the date and time you specified up to three years in advance.
�



eCard Sent Report

Presenter�
Presentation Notes�
When you have sent your eCard, you will receive a message indicating that the eCard has been sent.  �



Recipient View

Presenter�
Presentation Notes�
The eCard will appear in the recipients inbox with the subject heading given at the creation of the eCard.  The recipient will be able to view your eCard immediately upon opening. 

This sample eCard is divided on three slides to make viewing easier.  
�



Recipient View

Presenter�
Presentation Notes�
Sample text could look like this.
�



Recipient View

Presenter�
Presentation Notes�
The space at the end of the eCard is designated for recipient responses and will include your files, links and questions and/or RSVP information.�



Recipient View

Presenter�
Presentation Notes�
The recipient will have the ability to respond to the eCard according to what was included when the eCard was created.

It is important to note that when a recipient responds, their response will come directly to the  “Reports” section of your eCard profile unless the “Forward To” setting was enabled during the creation of the eCard.

Included with every eCard is the option for the recipient to “Opt Out” of receiving eCards.  By submitting their choice to Opt Out, the eCard program registers the recipient in your database and will automatically prevent you from sending further mailings. 
�



Review

Real Estate

Lesson 2

1. Configure Settings
2. Select Recipients
3. Add Files and Links
4. Include Questions
5. RSVP
6. Add Content
7. Preview and Send

Review steps in creating and 
sending an eCard

Presenter�
Presentation Notes�
In this section, we have reviewed each of the seven steps available in creating an eCard.

We have shown how to navigate and select different eCard templates and how to configure your settings.  We also demonstrated the process of selecting recipients, adding files and links and how to add questions and an RSVP.  We also looked at adding content and using the Message Editor to customize the look of your eCard. 

You have also seen how the “Preview and Send” feature helps ensure a quality eCard ready to be delivered to your recipients.


�



Getting the Most From eCards

3 Overview available reports 
and administrative functions 
within the Reporting Section

Lesson

Presenter�
Presentation Notes�
Now that your eCard is sent, let’s take a look at how the “Reporting and administrative functions” that can help you plan and manage different eCard campaigns.
�



Reporting

• Summary
• General
• Comments
• Locations
• Domains
• Opt Out
• Undeliverable
• RSVP
• Questions
• Files
• URL’s

Presenter�
Presentation Notes�
The eCard Reporting section contains eleven different reports including:
Summary 
General
Comments
Locations
Domains
Opt Out
Undeliverable
RSVP
Questions
Files and 
URL reports

We will look at the features and benefits of some of these options now.�



Reporting

Presenter�
Presentation Notes�
To access the Reporting section, go to the navigation bar and click on the “Reporting” tab.�



Reporting

Select eCard to open 
complete report view. 
Select eCard to open 
complete report view.

Presenter�
Presentation Notes�
Opening the reporting tab will allow you to view all the eCards recently sent and are sorted by sent date referencing the eCard Title.  From this view, users can see how many eCards were sent, how many were viewed and to what percentage they were viewed.  If any eCards were undeliverable, the system will tell you how many.
 
You also have the ability to organize and group the sent eCards into manageable folders.

To obtain a complete report on each mailing, click on the eCard title to open the report for that specific campaign. 
�



Reporting Summary

Presenter�
Presentation Notes�
In the “Summary Report” view, the user can quickly note how many “Unique Views” the eCard had.  A unique view can be defined as someone who opened the eCard and simply read or viewed the contents.  
 
A “Compound View” indicates the recipient read the eCard and opened up an attached file or connected to an attached link. You will find that a great way to give your eCard additional life and exposure is to add files and links.

The report also indicates in which day and month the activity took place.  In most instances, the recipient will initially open the eCard and refer back to it at a later time making for a lasting impression. 
�



Reporting General

Report ToolbarReport Toolbar

Presenter�
Presentation Notes�
Under the “General Tab”, you can take a quick look at the total activity from the specific eCard from Sent, Viewed, Not viewed, Viewed, but not responded, and those that had no response.  The report also gives a “Detailed Report” on the lower bar with an overview of the specific numbers for each category displayed.

This field will also allow you to access each section of the report to determine specifically who viewed or did not view the eCard.  

The “Report toolbar” will allow you to create and print reports in a number of different views other than the bar graph shown here.  You can also change the bar colors. 
 �



Reporting Comments

Presenter�
Presentation Notes�
If the recipient issued a response  and replied back, the user will be able to view these responses by accessing the “Comments” tab, located just to the right of the “General” tab shown here.  

Users can access the comments, download them and insert them in a spreadsheet in a number of different formats.  This option is beneficial in providing a written summary of recipient comments which can be downloaded and printed.

If you created a neighborhood survey within the eCard, imagine how you could use that information. 

You could compile the responses and save it as a file to be included in your next community eNewsletter.
�



Reporting Locations

Presenter�
Presentation Notes�
In the “Locations” tab in the Reporting Section, you can view a pin map of where the respondents are located.  Select from three viewing options, which can give a national view or be expanded to a world view.

You can also change the look of the pin map by changing the “pointer” color on the top of the graph.

This report is useful in demonstrating to a seller your unique marketing efforts. Imagine, showing a seller this printed graph showing all the hundreds of recipients that would have access to information on his/her property.  

�



Reporting Domains

Presenter�
Presentation Notes�
The “Domains” report allows you to see which email servers your recipients use and view the responses and delivery rate for each one.

This is helpful in identifying delivery problems with different servers that might have firewalls blocking delivery of your eCards.�



Reporting Undeliverable

Presenter�
Presentation Notes�
The “Undeliverable” report lets you view the undeliverable eCards and determine what solutions might help more eCards get to the targeted recipients. 

A “hard” undeliverable  usually indicates that the email address is not valid.  A “soft” undeliverable  indicates that the address is correct but maybe the server was off line, the email box was full or a firewall prevented delivery.

Knowing this, you may choose to re-send the eCard to selected recipients.

�



Reporting Q & A

Presenter�
Presentation Notes�
One of the best features of the eCard Reports is the ability to collate the responses created from questions to help evaluate any situation or need.  The look of the “Q & A” report can be altered by accessing the “Report Toolbar” to help give presentations a professional look.

This information is useful for any type of survey or questionnaire.�



Other eCard Reports

• Opt Out

• RSVP

• Files

• URL’s

Presenter�
Presentation Notes�
There are other Reporting features that can be utilized within the eCard program. 

Opt Out:  You can review each eCard and view the recipients who indicate that they want to Opt-Out of the eCard program.  The system recognizes the response and will not allow continued contact.
 
RSVP:  If an event has been scheduled where an RSVP is required, you can look here to see who has responded in order to ascertain the number of attendees at any given RSVP event.  You can also see who has not responded, giving the opportunity to make a personal telephone call to the recipient.
 
Files:  You can see what files were accessed as well determining when they were accessed and by whom.
 
URL’s:  You can also see recipients who are responding to provided links within the eCard.  This is useful in knowing what is effective and not effective for future eCard distribution.

All of these reports can be useful in helping assess the usefulness and effectiveness of your online communication.�



Reporting Comparative

Presenter�
Presentation Notes�
Other reports we want to draw your attention to are found in the Navigation Bar of the Report section.  

One is the “Comparative Report”  By accessing this report option, you can see how your individual effectiveness is compared on a national level.  �



Reporting Notification

Presenter�
Presentation Notes�
Another key option every eCard user should be aware of is the “Notification Report.”  Enabling this option will allow the system to send you regular reports for each sent eCard campaign.  

You can choose to receive daily, weekly and or monthly reports for any given campaign.  

The system will also stop sending reports for each campaign depending how this function is set up.

With this report option enabled, you never have to remember to go into the system to gather data.  The system will automatically do it for you.�



Reporting Planning

Presenter�
Presentation Notes�
The “Planning” report is a new feature that will help users in the same company share ideas and notes for best practices on eCard campaign planning.  This report utilizes the built in calendar to set reminders to help make planning effective.�



Administrative Tools

Click Copy IconClick Copy Icon

Presenter�
Presentation Notes�
One of the administrative tools available is the ability to copy a sent eCard back to your In Progress tab for use again later.  So if you like a eCard you created, don’t worry about recreating it. 

Go to the Report tab in the navigation bar and locate the eCard you want to copy.  On the right are two icons, one to view the eCard and one to copy the eCard. Click “Copy”.  

The system will pop up a notification that the eCard has been copied back to your In Progress tab and is ready to be edited and sent in another campaign.�



Administrative Tools

Click on the 
selected eCard 

to open 

Click on the 
selected eCard 

to open

Presenter�
Presentation Notes�
Another option is to copy your sent eCard to another user in your office.  

To begin, click to open the selected eCard first.�



Administrative Tools

CopyCopy

Presenter�
Presentation Notes�
On the Reporting page, go to the TOOLS bar at the top of the page and select the second icon – COPY.

Click on the down arrow on the right to view the names on each account profile and click COPY.  The eCard will appear in that users In Progress Tab.  This is a perfect way to share templates and ideas with members in your own office.�



Administrative Tools

• View will open the 
eCard so you can 
remember what you 
sent before continuing 
with administrative 
functions.

ViewView

Presenter�
Presentation Notes�
There are a number of functions that Administrative Tools will allow you to perform to help manage your eCards more effectively.

VIEW will open the eCard so you can remember what you sent before continuing with other administrative functions.

�



Administrative Tools

• Copy allows users to copy sent eCards to 
themselves and others within their office to be 
used over and over.

CopyCopy

Presenter�
Presentation Notes�
COPY allows users to copy sent eCards to themselves and others within their company to be used over and over.

�



Administrative Tools

• Add Additional  
Recipients will allow 
you to add additional 
recipients to the eCard 
and send it again 
automatically.

Add Additional 
Recipients 

Add Additional 
Recipients

Presenter�
Presentation Notes�
ADD ADDITIONAL RECIPIENTS will allow you to add additional recipients to the eCard and send it again automatically.

�



Administrative Tools

• One Page report 
allows you to select the 
desired reports to 
combine to one report. 
The one page report 
can then be printed or 
downloaded as a PDF.

One Page ReportOne Page Report

Presenter�
Presentation Notes�
ONE PAGE REPORT allows you to select the desired reports to combine to one report. The one page report can then be printed or downloaded as a PDF. �
�



Administrative Tools

• Download - will allow you to download the 
eCard as a pdf file, JPG image or single PNG 
file for high resolution printing.

DownloadDownload

Presenter�
Presentation Notes�
DOWNLOAD will allow you to download the eCard as a pdf file, JPG image or single PNG file for high resolution printing.

�



Administrative Tools

• Export Reports 
allows you to export 
any report 
information into a 
spreadsheet format.

Export ReportsExport Reports

Presenter�
Presentation Notes�
EXPORT REPORTS allows you to export any report information into a spreadsheet format.

�



Administrative Tools

• Automate a template to be used in an auto- 
response when someone registers on your 
website with List Builder.

AutomateAutomate

Presenter�
Presentation Notes�
You can Automate an eCard to be used in an auto-response when someone registers on your website with List Builder.

�



Administrative Tools

• The Journal icon allows 
you to track important 
eCard events and dates.

JournalJournal

Presenter�
Presentation Notes�
The JOURNAL icon allows you to track important eCard events and dates.

�



Administrative Tools

• Archive stores all sent eCards in a separate 
folder. Templates will not be available to edit, 
copy or track usage.

ArchiveArchive

Presenter�
Presentation Notes�
ARCHIVE will send the eCard to an archive file.  All ability to edit, copy or track usage will be lost but it is a great way to manage old eCards that are no longer needed.
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Review

Real Estate

Lesson 3

Process and collect information
Determine effectiveness
Manage information easier

Overview available reports 
and administrative functions 
within the Reporting Section

Presenter�
Presentation Notes�
In lesson 3, we have reviewed some of the available reports within the Reporting section of the eCard program and shown how the reports can help you collect and process information that benefit your business and how they can help you determine your eCard campaign effectiveness.
We’ve looked at some of the administrative tools that will help manage information and make using the eCard system easier.
�



eCard Tips

• Start simple

• Apply additional features 
later

• Send practice eCards

• Use the system regularly

• Review frequent updates 
oftenReal Estate

Presenter�
Presentation Notes�
As you begin the process of using eCards, you may feel overwhelmed with some of the eCard features so start simple by using the only the required features.

Apply additional and more complicated features later.

Send practice eCards to yourself.  Experiment with different ideas.  Review the eCards through the eyes of a recipient to see what looks best and keep what works for you.

Use the eCard system regularly to reinforce what you have learned.

Review frequent updates often to keep on top of changes and ideas for using the eCards.�



Real Estate

Taking it home …

Action Items next 30 days:
1. Access eCard site and set up your 

Account Profile

2. Import your database of recipients

3. Send an eCard with a copy to your 
branch manager or coach

Presenter�
Presentation Notes�
We challenge you to make the most of the eCard program.  It is designed for you and accessible only to you, our Prudential Real Estate Network members. 

We simply ask that you commit that within the next 30 days you will:
Access eCard site and set up your Account Profile and then
Import your database of recipients.  Finally,
Send an eCard with a copy to your branch manager or coach. 
�
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