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Instructions for Agent Website: 

Lesson 1: What Clients will experience when they  register: 

 
1. Open New Tab. 

2. Go to http://stephenwigg.com 

3. Register as one of Stephen’s clients (Demo Page, not a REAL Website) 

a. Use your Agent Email (the email address you typically use in your business) 

b. Use “password” as your password 

4. Your new Client will then receive the following Email. 

 

5. Login. 

a. Always click on “Keep me Logged in” 

b. (Agents receive an Email when their Clients initially log in.)  

 

http://stephenwigg.com/
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6. Search for Subdivision “Swanson Towers”  

a. Subdivisions are the quickest way to search for similar properties because they are usually the 

most similar in price and size. 

7. Save this search and name it “Swanson Towers” 

a. Click On:    

b. This will notify Clients when new listings become available that meets these criteria. 

Add a few Swanson Towers properties to your Favorites  

8. Send a note on one of the favorites. 

a. (This is where you will hook your clients into shopping on-line with you ) 

 

9. Contact Agent by Text. 

 
10. Texting is an implied request for a more immediate response. 
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Lesson 2: Register Your Clients to Get Them Started. 
 

1. Click tab to go back to your website 

 
2. Login to your website with your Agent login and password. 

3. Register Stephen Wigg as one of your new Clients 

a. Email is stephenwigg@gmail.com and make password “password” 

 
4. Click on “Work With Clients” and work with Stephen Wigg 

a. Everything you do now, from Favorites to Searches is on Stephen Wigg’s behalf. 

 

 
5. Do a Search of Pacific Heights Subdivision& Search as “Pacific Heights Comparable Homes” 

6. Click on the search you just created. (Click Below to Search Now) 

 
 

7. Add 3 of those properties to Stephen’s Favorites. 

 

mailto:stephenwigg@gmail.com
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8. Send Stephen a Favorites Comment. 

9. If you are sending multiple comments, you can opt out of sending the Client 3 Emails by un-checking the “Cc Email 

to Client” box on the other 2 Favorites Comments (example below). 

 

Lesson 3: Monitor Clients on Your Website. 

1. Click on “Recent Activity.” 

 

 
a. There are 7 different “Recent Activities” we track. Keeping up with these activities is the only 

way to provide the best, timely service to your buyers. 

b. Once you have reviewed a Recent Activity, remove it from the list.  

c. New Listing Notifications:  are emailed to Clients and Cc’d to your Inbox, but also show up in 

Recent Activities. 

 

. 
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d. Here is the breakdown, in order of importance, for Recent Activities. 

 
e. The key to getting Clients engaged with you in shopping and narrowing their search is adding a 

comment to a Favorite that gets the Client to write back!  
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Lesson 4: Working With Clients: 

 

1. You can track to see when Clients last logged in. 

a. If they haven’t logged in, chances are your Email went to their SPAM/Junk Inbox. 

b. If you received their phone number a simple call or text to ask them to check it helps. 

2. You can categorize your Clients as Active or Inactive, so it’s easier to work with your Clients List. 

3. Get the Clients’ phone numbers when you’ve gained their trust and respect. 

a. Most prospects today are much more apt to provide an Email before a phone number. The younger 

the prospect, the more apt they are to prefer Email as their initial contact and preferred method of 

communication with you.  Encourage your younger Clients to text you & when they do, you know 

you have earned their trust and you have their phone number! 

Lesson 5: Customize your Homepage. (Advanced Training) 

1. You can do a couple things to customize your homepage, such as add more homes to your “Favorites” 

a. Simply do a search for properties you’d like to display on your homepage. 

b. Click on the Details page for that property. 

c. Click on the button in the left column:  

 
2. You can change any contact information or the right column. 

a. Click on Profile and “My Information” 
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a. Here is where you can change your slogan, contact information, etc. 

 
b. The next portion lets you change the right column where buttons and your brief bio are created. 

c. Adding buttons is an advanced function and can be taught in your training if you understand everything 

up to this poin. 

 



 8 

Lesson 6: Create a Marketing Letter. (Advanced Training) 

3. You can send a Multiple Emails with one message using this On-line Editor. 

 
4. You can even paste your photo in the Email 

a. Right-click on your photo in the top left of your webpage and Left-click on “Copy Image Location.” 

  
b. Right-click and paste it in the Marketing Image Options Section of the Email. 
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a. This is advanced so if you understand “Clipboard,” you can even insert photos of houses, 

etc.  

 


