
 

  

  

eEdge Basics:  
Get Your Database in 
Order using myContacts 
 

March 16, 2015, v. 1 



eEdge Basics: Get Your Database in Order with myContacts  1 

 

  Keller Williams Realty, 2015  
 

eEdge myLeads and myContacts 

The websites in the KW lead generation network give 
you presence and power in online searches. All of these 
websites work together with one objective: to connect 
potential clients to you. We aim to make you the 
premier resource for consumers looking for real estate 
online in your market because you are the expert. 

Regardless of where your online leads come from within 
the KW lead network—whether an agent website or 
mobile app, Market Center website or app, a listing 
landing page, or anywhere within the KW lead 
network—all leads are funneled into one place: eEdge. 

 

myLeads Dashboard 

New online leads in eEdge will appear on your eEdge myLeads Dashboard just after they register. They 
are also immediately added to your myContacts database and are marked as new leads. 

 

 

  



eEdge Basics: Get Your Database in Order with myContacts  2 

 

  Keller Williams Realty, 2015  
 

Respond to new leads 

1. To initiate contact with a new lead, click their name on the Dashboard. 

 

2. The lead’s contact summary page will appear, and you’ll prepare to make your first contact with 
this person. 

IF THEN 

You captured the lead 
on your eEdge website 

1. eEdge will send them a welcome email with login credentials, 
allowing them to return to your site and view their saved 
information. 

2. eEdge will notify you by text and/or email, if you have enabled 
activity alerts. 

3. You can use the Initial Contact Wizard (ICW) to guide you 
through your first conversation with them. Proceed to Step 3. 

The lead came into 
eEdge through any 
other method. 

Call or email the lead using your own scripts. Skip to Step 5. 

3. Click Open the ICW and follow the prompts: 
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4. The ICW provides you with a suggested script for the first phone call or email, depending on the 
contact information provided by the lead. 

a. If the lead provided a phone number, ICW displays call scripts and suggested next steps. 
Note: eEdge recommends you contact them by phone; it’s the fastest and most direct way to 
make contact. If they do not answer the phone, choose an appropriate follow-up step.  

 

b. If they did not provide a phone number, ICW displays a form email. While you do not have 
to edit the message, you should verify its accuracy and helpfulness based on what you know 
about the contact. You can add or remove listings and make minor text edits as needed. 
When you’ve finished your edits, click the Send button. 

 

  



eEdge Basics: Get Your Database in Order with myContacts  4 

 

  Keller Williams Realty, 2015  
 

5. After the first contact, you’ll adjust the lead’s status to one of those listed below. The ICW may 
do this for you, depending on the outcome and action you selected. 

 Hot: You’ve made at least one contact with this person and determined they are ready to 
buy or sell in 30 days or less. 

 Active: You’ve made at least one contact with this person and determined they are ready to 
buy or sell in the next 90 days. 

 Inactive: You’ve made at least one contact with this person and determined they are not 
ready to buy or sell in 90 days (i.e., a “cold” lead). 

 Retry: You were not able to make contact with this person and don’t know their timeframe. 

 Sold: They’ve just completed their home buying/selling transaction. 

 Trash: This person does not want to be contacted or you have invalid contact information 
from them. Note: Contacts with a status of “Trash” are automatically removed from any 
automated emails/campaigns. 
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Your Business Is Your Database 

Don’t think of your database as a file, or a software program, or a simple mailing list. Your database is 
the record of your business successes and its potential. In other words, it is your business. You will use it 
to record contact information for your leads, to track your interactions with them, and to assign them to 
appropriate marketing plans. 

Set up contact groups 

Groups allow you to target campaigns to a specific subset of individuals with a shared interest or 
common outcome. For example, you may have a group of individuals who all live in one neighborhood, 
or who are all real estate investors. Creating groups makes it easy to use myMarketing to set up 
automated campaigns! 

1. From the eEdge menu, click Contacts > Manage Groups. 

  
2. Type the name of your new group in the Create New Groups field, and click Save. 

 
3. Repeat as many times as necessary until you have a label for all of your groups. You can 

create up to 50 groups. 
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Add a new contact to your database 

You can manually add contacts to your eEdge database to give them access to the listings on your 
website, set them up for Listing Alerts, and to track their activity on your eEdge website. 

1. From the eEdge menu, click Contacts > Add a Contact. 

 

2. The Contacts page will appear, which is broken into five sections.  

a. Primary Details: Enter basic information about your contact, such as their name, phone 
number, or email address.  

 The Status field allows you to quickly identify contacts that need your attention 
and are most likely to become clients. Note: When manually adding a contact, 
the status will default to Active. This helps you identify leads you’ve already 
talked to and started to work with. 

 Type indicates what type of contact they are, such as a buyer, seller, or renter. 

 Subtype and Category are free-form fields. What this means is you can develop 
your own subtypes and categories, to help further define what type of contact 
this is. 

 If you enter your contact’s birthday or purchase anniversary date, then you’ll 
receive a reminder 45 days before that date. That gives you a chance to send 
your contact a postcard or greeting card, celebrating the day with them. 

b. Comments: This is an open text field where you can record your notes from 
conversations with your contacts.  
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3. Scroll further down the page to view the next three sections. 

1. Address:  

 When first entering a contact, we recommend entering their primary mailing 
address in the Address section. After you’ve saved the contact, you’ll be able to 
update the contact page with additional addresses. 

 Fill in all the relevant fields. By selecting the box next to Mailing Address, you are 
designating this address as the one you will use to send marketing materials to this 
contact. In order to send print marketing materials to a contact, a street address, 
city, state, zip or postal code, and country are required.  

 The Address Title helps you differentiate the address from others. For example, 
Work, Home, 2nd home, etc. 

 Next, select the property details you know about this property using the drop-down 
arrows.  

2. Secondary Details: Here you can enter the name of a spouse, child, or alternate contact. 

3. Emails: This section lets you set this contact up on a Listing Alert Campaign as well as have 
the system send them a Welcome Email. 

 The Listing Alert Campaign is a series of three emails that encourages your contact 
to sign-up for listing alerts. Note: If you later set your contact up on Listing Alerts, 
then the Listing Alert Campaign will stop. 

 We recommend marking the checkbox to have a Welcome Email sent to your 
contact. This will provide them with a username and password, so they can log into 
your eEdge website and begin their home search. 

 

4. Click Save when you are finished. Note: In order to save your new contact, you must complete 
the Name field, and one of the following: Email Address, Physical Address or Phone Number. 
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5. After saving your new contact, you’ll see a confirmation message at the top of your screen, 
along with any recommendations for following up with this new contact. 

 

 

Add a contact to a group 

1. Scroll to the bottom of your contact’s detail page and you’ll see a section called “Groups.” 
2. To add your contact to a group click Add to Groups. 
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3. Select one or more groups from the list that appears, then click Add. 

 

4. You’ll receive a confirmation message at the top of the contact detail page that you’ve 
successfully added your contact to a group. 
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Import a group of contacts into your database 

You can add a group of contacts into eEdge by queuing them for import. Before doing so, however, take 
time to clean up your current database so you have the cleanest, most effective book of business 
possible. Continue using any existing contact management system as you become familiar with the 
eEdge system. New leads will be funneling in to help you get used to working in eEdge. 

1. As the diagram shows, you’ll first export your contacts from your current system into a CSV (or 
Comma Separated Values) file, which is basically like a spreadsheet that you can view in Excel. Each 
contact management system will have its own instructions for exporting contacts. 

 

Note: We recommend uploading your contacts in groups (e.g., sellers, first time-home buyers, new to 
area, etc.) as you get started in eEdge. This will allow for a smooth transition into the system. 

2. Once your contacts have been exported into a CSV file and 
you’ve confirmed all contacts have complete and accurate 
information, break the CSV into smaller files so that each file 
contains contacts with similar traits. This way, when you 
import them into eEdge, you can apply the appropriate 
status, type and group label to each file you import. 
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1. On the eEdge menu, click Contacts > Import/Export. 

 
2. This brings you to the Import Contacts screen. There are three steps to importing a contact file. 

a. Select your type of contact list 
b. Select your list import options 
c. Attach and import 

Step 1: Select your type of Contact List 

a. If you’re importing a CSV file that was exported from Outlook, Top Producer or 
MyRedTools, select the appropriate format from the Type of File menu and read the 
notes displayed after doing so. Skip to Step 2: Select your list import options. 

 
b. If you’re importing a CSV file from any other system (e.g., Gmail or Yahoo), or creating a 

custom contact list, select Basic Contact List from the file type menu. 
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c. Click Download Basic Contact List Template. 

 
d. If prompted, choose to open the template file in Excel, then save this file to your 

computer with a file type of CSV. 
e. For each of the contacts you wish to import, the following columns must be complete: 

 First name 

 Last name 

 Email address or complete physical address (address, city, state and zip).  

All other columns are optional. 

 

f. Open the contact list that you exported so that you have both files open side-by-side. 

g. Copy the columns from your 
exported list and paste them into 
the corresponding columns in the 
template. Take care not to alter 
any of the column headers in the 
template. Template columns 
cannot be deleted or titles 
changed, or else it will not import. 
Information can only be ADDED to 
the template columns provided. 
Note: If there is not an exact corresponding column in the template for one of your 
exported columns, you’ll need to either select a similar column heading or manually 
enter that information after you’ve completed the import process. 
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h. Once your contacts from your export file are copied into the template, save the 
template with a naming indicating the status, type and group to ease the import 
process. Repeat this as many times as needed for each of your exported files, and be 
sure to save them in CSV format. 

 
i. Check each of your import files against the guidelines below: 
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Step 2: Select your list import options 

a. Select the contact status and contact type. These values will be applied to every 
contact in your import file. 

b. Optionally, apply a group label to your import file. Note: If a contact belongs in more 
than one group, you can add them to additional groups after you import them. 

 

Step 3: Attach and import 

a. In the last column, click Browse, locate the file on your computer, and click Open. 
b. After you have selected your file, the check box for the disclaimer will become 

available. Review the disclaimer and then click the check box.  
c. Click Import to start the import process. 

 
d. If your import file has been prepared correctly you will see a message at the top of the 

page indicating that you’ve successfully imported your contacts in a queue to be 
uploaded.  All import files—regardless of size or number of records—will be put into a 
queue. 
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e. Please do not navigate away until you receive the message that your file is 
successfully queued for import.  If you see any error message, you will need to 
review your file to make sure that it has been prepared correctly.  

f. You can check the status of your job in the “Status of Imported Contact Lists” 
section further down on the Import/Export screen. When the status changes to 
“Complete”, your contacts have been added. If a contact in your file cannot be 
imported for any reason, you will be alerted by the system. 

 

 

Export a group of contacts 

1. On the eEdge menu, click Contacts > Import/Export and select the Export Contacts tab. 
2. If you have a large number of contacts to export, try exporting them in groups, 

according to contact status and group label. 
3. Click Export when ready. 

 


