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Coldwell Banker® Email is a web-based email system for Coldwell Banker. It allows you to check your email 
through a Web-based interface, forward email to a free Web account, or access mail through software such as 
Microsoft Outlook. The Coldwell Banker® Email interface provides the basic features that have become familiar to 
email as well as some unique features. This document will help you get the most out of your email. 
 
Before you go farther in this document, you should understand the business rules of Coldwell Banker® Email. The 
following are some basic functions and standards of Coldwell Banker® Email which have been put in place so 
Coldwell Banker can offer you the best email experience possible.  
 
Click on any title to link to that section: 
 

1. Account Creation 
2. Storage Capacity & Quota Counter 
3. Account Suspension 
4. SPAM filters 
5. Help Desk 

 
 
Account Creation 
For affiliate offices, new COLDWELL BANKER® EMAIL accounts are automatically generated when someone is 
entered into CREST. Once their data is entered in CREST, their data is fed into the COLDWELL BANKER® 
EMAIL database and a new account is created. The standard for creating an account is 
firstname.lastname@coldwellbanker.com. (Ex: john.doe@coldwellbanker.com) If there is already a person in the 
email database with the same name, a number will be placed after the username. (Ex: 
john.doe1@coldwellbanker.com, john.doe2@coldwellbanker.com, etc.) Your password is initially setup to be your 
CREST ID number.  
 
For NRT offices, your NRT metro administrator for COLDWELL BANKER® EMAIL creates new COLDWELL 
BANKER® EMAIL accounts individually. Contact your office manager or your metro area contact to determine 
whom you should call to create new accounts. 
 
 
Storage Capacity & Quota Counter 
Coldwell Banker® Email permits up to 10 megabytes (MB) of storage space. You can keep track of your 
account’s current capacity by looking at the message at the top of your Welcome Page. The quota will indicate 
what percentage of your account you are currently using. So if the quota displays “You are currently using 30% 
of your 10 MB quota.” your account is using 3 MB of storage and has 7 MB of free space. When you exceed 
8MB of storage, a notification will appear by the Quota counter alerting you that you are approaching your 
account’s storage limit.  
 
If you exceed the 10 MB limit, the Quota counter will read “EXCEEDED” and you will not be able to send 
messages until your account is back under the 10 MB storage limit. You can free up storage space by deleting old 
messages and removing messages with large attachments. To avoid exceeding the storage limit, it is 
recommended that you delete old email messages or messages with attachments after you have saved 
the attachments to your computer. 
 
 
Account Suspension 
Except for Coldwell Banker® Email accounts that have set a forwarding address, any Coldwell Banker® Email 
account that has not been logged into for 6 months will be suspended. The owner of that account will not be able 
to log in to their account and all messages in that account will be removed. The owner’s address book will remain 
intact and the owner will be able to reactivate their account by contacting the help desk at 1-877-263-6589.  
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SPAM  
Coldwell Banker does not condone the sending of spam through the Coldwell Banker® Email system. Spam filters 
are active on the Coldwell Banker® Email servers to help block spam from coming through to Coldwell Banker® 
Email accounts. Unfortunately, all spam cannot be blocked so each Coldwell Banker® Email account has the 
ability to setup custom filters to help remove spam from your Inbox. Please be careful of what websites you 
supply with your email address as this is the most common way your email address can be picked up by 
spammers. 
 
 
Help Desk 
If you have questions or are experiencing problems with your account, you can contact the Coldwell Banker® 
Email Help Desk at 1-877-263-6589. The help desk is open from 9 am to 6 pm Eastern Standard Time. 
 
 

Now that you have covered the basics of the Coldwell Banker® Email system we encourage you to continue 
through the rest of this document to help you understand some of the unique features that are available to you in 

Coldwell Banker® Email. 
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Reading Your  Email 
 
The Read Mail page or Inbox allows you to read all messages received and stored in your account. Messages 
are displayed in a list, and indicate if the email is new, who the sender is, the date received, the subject and size 
of the email.  

To read your messages on the Web interface, please follow these steps:  

Click Read Mail on the Navigation Bar on the left side of the Web browser window or the 
Inbox link on the Welcome page to view all of your messages.  

1. To read a message in your Inbox, click the sender©s name listed in the From 
column. You can also access other folders from your Inbox by using the Go To 
drop-down menu to take you to a selected folder.  

2. To read a message in another folder, click the (+) box next to Read Mail and then 
click a folder. The selected folder will display the messages stored there. Click a 
sender©s name to open and read that selected message. 

 
Note: If you have selected to use the Pop Up Read Mail Window in Preferences and Settings, a separate 
window will open when you click the sender©s name in the From column. 

 
How To Use Mail Functions 
 
After a message is opened, you can perform any of the following functions by using the appropriate buttons 
located at the top or bottom of the Read Mail page.  
 

 

·  Arrows: Click (>) to move to the next message or (<) to return to the previous message. Note: These 
display only if there is a next and/or previous message in the active folder. 

·  Delete: Click Delete to delete the message. 
·  Forward: Click Forward to send the message on to another email address. Note: The original message 

will appear as an attachment to the recipient. 
·  Reply: Click Reply to write a response to the sender©s message. 
·  Reply All: Click Reply All to write a response to the sender and all recipients of the message. 
·  Submit as Spam: Click Submit as Spam to send the selected message(s) to the USA.NET system 

abuse manager.  You will not receive a response regarding your submission; however, the input will be 
used to improve future system spam blocking. 
Note:  If this button is not available, click on Services found on the left-hand Navigation Bar.  Next, click 
on Spam Filtering to adjust your spam settings.  Select an option in the Enhanced Spam Filtering 
section.  This will activate the Submit as Spam button. 

·  Move To: Click the pull-down menu and select the folder into which you©d like to move the message, then 
click Move To. 
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When reading an email message, the following additional options are available:  

 
 

·  Add to Address Book: Click Add to Address Book to add the sender of the message to your Address 
Book. 

·  Block Sender: Adds this sender to your personal spam filter. 
·  Allow Sender: Adds this sender to your personal “white list” (always approved sender). 

 

·  More Details: Click More Details to see additional 
routing information about the message. 

·  Fewer Details: Click Fewer Details to return to the 
original view of the message. Note: The Fewer Details option will only be displayed if you have clicked 
More Details. 

·  Print Preview: Click Print Preview to see how the message will print in memo format, with only the 
header and message text, excluding all Coldwell Banker COLDWELL BANKER® EMAIL buttons and 
page formatting. Note: Click File along the top of the Web browser window and select Print to actually 
print the message. 

Note: You can also move and/or delete messages with the Move To 
button. Select the message by checking the box next to the message.  

To move a message, click the drop-down menu next to Move To, select the 
appropriate folder and then click Move To.  

To delete a particular message, click Delete.  

Composing and Sending Messages 

To compose and send messages, please follow 
these steps:  

1. Click Write Mail on the Navigation Bar. 
Note: If the Pop Up Write Mail Window 
in Preferences/Settings is checked, a 
separate Write Mail window will be 
displayed. If not, the Write Mail window 
will be displayed in the main frame of the 
browser window. 
 

2. Address your message: 
o To: Type in the email address of 

all recipients, or a nickname or 
group name. Note: The nickname 
or group name that you enter 
must correspond with the 
addresses in your Address 
Book. Separate each address 
with a comma.  
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o Subject: Type in the subject of the message.  
o CC: Type in the email addresses of any additional recipients you wish to receive a copy of your 

message.  
o BCC: Type in the email addresses of any recipients that  

you would like to send a copy without the other recipients© knowledge. 
 
Note: You can also click on the Address Book tab to select message recipients.  
 

3. Compose your message in the large message area provided.  
 

4. Click Send Mail at the top or bottom of the window. 

How To Change Your  Password 

To change your password, please follow these steps.  

1. Click Preferences on the 
Navigation Bar on the left side 
of the screen.  

2. Click Password.  
3. Choose a new password that is 

at least five alphanumeric 
characters in length.  
Note: Passwords are case-
sensitive. 

4. Enter your current password in 
the Current Password field.  

5. Enter your new password in the 
New Password field.  

6. Verify your new password by re-typing it in the Retype New Password field.  
7. Click Ok. Your new password will be required the next time you login to your 

Coldwell Banker COLDWELL BANKER® EMAIL account.  

Note: You may encounter security warnings when changing your password, because 
Coldwell Banker COLDWELL BANKER® EMAIL uses a secure connection for all password transactions. 
Please refer to Online Help section How to Disable Security Warnings on Your Browser for 
information on disabling these warnings. 

How To Use Settings 

To access Settings, please follow these steps: 

1. Click Preferences on the Navigation Bar on the left side of the screen.  
2. Click Settings. 

 
 
 
 
 
 



 
Coldwell Banker Email Basics 
 

 8

General Settings.  

Number of items to display per page 

Select the number of items you want to display per page from the drop-down menu. The number selected 
will determine the number of items that display in Read Mail, History, and other pages.  

 
Empty Trash on logout 

Check this box to automatically clear the contents of the Trash folder every time you logout.  

Note: Once deleted from Trash, these messages can no longer be accessed.  

Default time zone 
Choose the preferred time zone for your Coldwell Banker COLDWELL BANKER® EMAIL account by 
selecting from the drop-down menu.  

Note: The time zone selection is reflected on all incoming and outgoing messages. Daylight Savings 
Time is applied where necessary, based on the time zone selection.  

Preferred language 
Select the radio button next to the default language of choice for viewing the 
Coldwell Banker COLDWELL BANKER® EMAIL Web client.  

Note: This setting will not affect the language in which your messages are sent or received.  

Disable warnings when emptying Trash/Junk Mail Folders 
Check this box if you would like to disable popup confirmation boxes when emptying your Trash or Junk 
Mail Folders.  
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View attached images inside messages 

Check this box if you want images received as attachments to be automatically opened at the bottom of 
your message.  

Note: This option allows particular file types such as .gif, .jpeg, or HTML to automatically open. File 
attachments that require another application be used for viewing will not open within your message.  

Hide images from the Internet in HTML messages 
Check this box if you want to hide all images from the Internet when reading HTML messages. If 
selected, images from the Internet will be replaced with a gray box when viewing the message. You will 
be notified of this change on the Read Mail page and you may select an option to view the images for 
specific emails.  

Note: This option does not apply to attachments (see "View attached images inside messages" above) or 
to certain types of embedded images such as stationery.  

View messages using a fixed-width font 
Check this box if you want all message text to be displayed with equal space between each character.  

 
Pop-up read mail window 

Check this box to display a separate pop-up window when reading a message.  

Notify when new messages are received while logged in 

Check this box to receive notification via a popup window when new messages are received while you 
are logged into the webmail. There may be a delay between the time a message is received and the time 
the notification is displayed since the system will only periodically poll your Inbox for new messages. You 
will only be notified of new mail in your Inbox and not in other folders. 

Note: This feature may not work on all browsers. If you are using a popup blocker, this feature may not 
work unless you allow popups from this site. This feature requires a constant connection to the Internet; if 
your Internet connection is lost, your browser may attempt to reconnect to the Internet.  

Resize columns on message list page 

Check this box to enable resizing of columns on the message list page. You can change the size of the 
Folder, From/To, Subject, Date, and Size columns to meet your needs.  
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Note: This feature may not work on all browsers. If the Read Mail page does not appear correct after you 
select this option, you should uncheck this feature. This feature works best on latest versions of Internet 
Explorer, Netscape, and Firefox browsers.  

 
Name that appears in outgoing mail 

Choose the name that you want to appear on all outgoing mail, next to your email address.  

Note: This feature changes the name that appears on outgoing messages, it DOES NOT change THE 
Coldwell Banker Coldwell Banker® Email login name. Continue to login to your 
Coldwell Banker COLDWELL BANKER® EMAIL account with your original login name.  

Save copy of outgoing mail in Sent folder 

Check this box to save a copy of every outgoing mail in your Sent Folder.  

Note: Saving a copy of your outgoing message allows you to reference then at a later time. However, 
these messages count toward your storage allotment so it is recommended that you periodically clear this 
folder.  

Pop-up write mail window 
 

Check this box to display a separate pop-up window when writing, replying to or forwarding messages 
allowing you to reference another message or document while composing an outgoing message.  

Note: After clicking Ok, you must click Reload or Refresh on your Web browser©s toolbar to activate this 
feature.  

Quote original message 
Check this box to include a bracket (>) before each line of the original message when using Reply or 
Reply All.  

Note: The original message will always be included. The Quote Original Message option simply 
highlights that original message with a bracket.  

Forward Inline or as Attachment 
Select whether you want forwarded messages to appear as Attachments or Inline (within the document). 
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Signatures 

Signature files can be created to save you time composing a message. Once created, a signature can be added 
to the end of outgoing mail. If a signature file is designated Default, it will automatically be added to the end of 
each outgoing message unless you specify otherwise.  

How To Create Signatures 
 
To create a signature file for outgoing messages, please follow these steps:  

1. Click Preferences on the Navigation Bar on the left side of the screen.  
2. Click Signatures.  

 

 

3. Click New.  
4. Enter a name for the signature file.  

o Check Send as HTML if 
you want an HTML 
signature. You will need to 
know HTML programming 
to create this signature.   

5. Type your signature information.  
6. Click Ok to save your signature file. 

 

 

How to Edit Signatures 
 
To edit an existing signature file for outgoing messages, please follow these steps:  

1. Click Preferences on the Navigation Bar on the left side of the screen.  
2. Click Signatures.  

 

3. Locate the signature file you wish to edit and click Edit. COLDWELL BANKER® EMAIL will display the 
signature information.  

4. Type in your changes. Click Ok to save your changes or Cancel to exit.  
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How to Delete Signatures 
 
To delete an existing signature file, please follow these steps:  

1. Click Preferences on the Navigation Bar on the left side of the screen.  
2. Click Signatures.  
3. Locate the signature file you wish to delete and click Delete.  

 
How to Change Your Default Signature 
 
To select an existing signature file as the default signature file, please follow these steps:  

1. Click Preferences on the Navigation Bar on the left side of the screen.  
2. Click Signatures.  

 

3. Locate the signature file you wish to select as the default and click the Default check box.  

To remove the default from an existing signature file, please follow these steps:  

1. Click Preferences on the Navigation Bar on the left side of the screen.  
2. Click Signatures.  

Locate the signature file currently selected as the default and click the Default check box to inactivate the default.

 
How To Use Attachments 

Coldwell Banker® Email allow users to send multiple files with each outgoing message.  

To attach files to your outgoing message, please follow these steps:  

1. Click Write Mail on the Navigation Bar on the left side of the Web browser window.  
2. Address and compose the message.  
3. Before sending the message, click Browse at the bottom of the window.  
4. Select the file you would like to attach. Note: You may need to change the file type to All in the pop-up 

window.  
5. Click Open when you have selected the appropriate file from the pop-up window.  
6. Click Attach to attach the file to your message. Click Remove to detach the file from your message.  
7. To send your message, click Send Mail located at the top or bottom of the Write Mail window.  

How To View Your  History 

The History File allows you to view an itemized listing of all incoming and outgoing email.  
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To view your history, follow these steps:  

1. Click Services on the Navigation Bar on the left side of your screen.  
2. Click on the History option.  

To view information about a particular message in the History list:  

3. Click on the mail link in the "Address" column. The following information about your message will display:  
o The message ID (also called the Internal Tracking Number).  
o The date and time that the message was received in your Coldwell Banker COLDWELL 

BANKER® EMAIL account.  
o The sender of the message. (From)  
o The recipient of the message.  
o The subject of the message.  
o The size of the message.  
o The action taken on the message (each action will have a separate History detail).   

 

4. To read a message from the History File, click the Subject link. Note: You can only access those 
messages that are stored in one of your Folders. In order to read your outgoing mail, the "Save in Sent 
Folder" option must be selected for your outgoing mail. The "Save in Sent Folder" option is available in 
Settings, under Preferences.  

NOTE: When a History entry turns 8 days old, it will automatically be deleted from the History File.  
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The Forward to Email feature allows you to forward selected email from your COLDWELL BANKER® EMAIL 
account to another email address. To configure the Forward to Email service, follow these steps:  

1. Click Services on the Navigation Bar on the left side of the screen.  
2. Click the Forward to Email option.  

 

 
 

3. To create a new Forward to Email filter, click the "New" button.  
 

4. Enter the email address to which you would like your 
email forwarded. You must include the domain 
name, e.g., jdoe@domain.com. 
  

5. Next, you must decide when this forwarding service 
will be used.  
 
If you select Always, please proceed to step 7.  
 
If you select When, you can create a filter to “match” 
messages that you wish to forward under certain 
criteria: 

o Subject: Sender, To, CC, or To and CC:  
Contains: Doesn't Contain, Is, Isn't, 
Starts With, Ends With, Is Empty:  

In the third box, type in the text that will be 
used to flag the Forward to Email service. 

o Mail Type: If you would like your mail filtered according to type, click this button.  
 
Your choices for filtering by Mail Type are: Is Text, Is HTML, and Contains Attachments. Note: 
When you filter your mail by type, the entire message is used to determine filtering criteria, 
including signatures and attachments.  
 

o Mail is received between/and: If you would like your mail filtered according to time, click this 
button. The pull-down menus contain all hours of the day, both AM and PM.  
 

o Mail Priority is: If you would like your mail filtered according to priority, make a selection from 
this pull-down menu. For example, any incoming mail with a high priority flag could be forwarded 
to a specific email address.  
 

o Mail Size is: You can filter your mail by selecting whether the size of the message is greater or 
less than a given size. All sizes are in Kilobytes.  

You have the option of creating additional criteria on the filter, to do so click on the "More" button.  

6. Click "Ok"  when you have finished setting up your Forward to Email filter.  
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7. Your Forward to Email service will be listed on the main Forward to Email page. It will automatically be 
activated. To deactivate it, uncheck the Active check box.  
 
You can also perform the following tasks on this page:  

·  Edit: Click the "Edit" button to edit a current Forward to Email filter.  
·  Delete: Check the box to the left of the Forward to Email filter(s) you would like to delete then Click the 

"Delete" button.  
·  Keep Local Copy of Forwarded Mail: Check 

this box if you would like to keep a copy of 
your forwarded email in your COLDWELL 
BANKER® EMAIL account.  

 
How To Use Notification Filters  

Notification Filters allow you to forward selected messages (without attachments) from your COLDWELL 
BANKER® EMAIL account to another email address. Notification Filters are ideal for forwarding messages to 
SMTP-addressable wireless devices.  

1. Click Notification Filters in the navigation bar.  

 

·  Check a filter and then press Activate/Disable/Delete to turn it on/off/delete it. 
·  Click Edit to change a current notification filter.  

2. Click New to create a new notification filter. 
 
Note: A local copy of all forwarded mail is 
automatically kept on the server. This ensures that 
you will receive messages (and attachments) via 
your primary email account even though you have 
forwarded a copy to a wireless device. 
 

3. You can create filters based upon When… 
messages match certain criteria before forwarding 
to your wireless device. Use the filter criteria to 
setup a filter according to Subject, Mail type, 
time of day, priority or Mail Size. 
 

4. Click Ok to activate your new notification filter. 
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Coldwell Banker® Email provides the ability to use email clients, like Microsoft Outlook and Outlook Express 
through the available IMAP & POP3. What are IMAP and POP3? Here’s a quick description of each function: 
 
IMAP: A setting in email that allows your email messages to be pulled down to an email client, such as Outlook, 
while still storing the messages in your web based Coldwell Banker® Email account. Note: Using the IMAP setting 
will still hold your account to the 10 MB storage limit as your messages are still being stored in your web-based 
account. 
 
POP3: An email setting that pushes your email messages from your web based account down to your email client 
on your computer. Once your messages are received in Outlook, they are no longer stored in your web based 
Coldwell Banker® Email account, but rather stored on your computer’s hard drive. It is recommended that you 
use the POP3 setting instead of IMAP, as POP3 will keep your account from exceeding its storage capacity as 
it moves the messages from your account on the Internet down to your computer. 
 
Setting up your Coldwell Banker® Email account in an email client, like Outlook, can help you better manage your 
emails and combine email with other features like to-do lists, calendars, and more. 
 
To create a NEW IMAP or POP3 account in MS Outlook, follow these steps: 
 
Step 1: Once you are in Outlook from the main menu click Tools �  Accounts to obtain the following screen. 

 

  
 
 

Step 2: Click “Add” �  “Mail” 
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Step 4: Enter your name@coldwellbanker.com 
Coldwell Banker Email address 

Step 3: Enter your desired Display Name.  
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Step 6: In the “Incoming mail server” box input:  
imap.coldwellbanker.com for IMAP users and 
pop.coldwellbanker.com for POP users 
 

Step 7: Enter the Outgoing SMTP mail server currently 
provided to you by your IT department or ISP service at home.  
IMPORTANT: Contact your IT dept or ISP for exact setting. 

Step 5: Select IMAP or POP3 from the “My 
incoming mail server is a” pull down. 
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Step 8: Enter your account name. This will 
generally be your firstname.lastname 
@coldwellbanker.com. Note that you must 
include the entire email address. 

Optional: Check only if required by your IT department. 

Step 9: Click the “Remember 
password” box and enter your 
password.  
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Step 10: If connecting from your office’s Internet 
connection, check LAN option.  
 
Otherwise, check either the phone line or manual 
options. If you have any question please consult 
your IT department or ISP. 
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Step 11: Click the “Finish” button 
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Once the Account is created you should double-check the configurations and make sure all the settings are 
correctly set. Follow the instructions below to complete the setup. 
 
 
 

  
 

  

Step 2: Select your IMAP or POP entry that you 
have created  

Step 4: Under the “General” settings tab be sure 
your Name and email address are correct.  

Step 1: From the main menu click Tools �  Accounts to obtain this screen: 

Step 3: Click the “Properties” 
button. 
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Step 5: Click the “Servers” tab and make sure the 
“Incoming mail” box reads: imap.coldwellbanker.com 
or pop3.coldwellbanker.com, depending on the type 
of server being used. 
 
Check with your IT dept. or ISP for exact setting 
of Outgoing mail (SMTP). 
 

Optional: Check only if required by your IT department. 



 

IMAP/POP3 Settings for Outlook & Outlook Express 
 

 24

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 9 
IMPORTANT:  This server, unlike the prior 
system, DOES NOT require a secure connection 
(SSL). 

Step 6: Select the “Advanced” tab 

Step 7: Outgoing mail (SMTP) should be: 
25 

Step 8: Incoming Port should be. . . 
- if IMAP: 993       
- if POP3: 995 
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The Vacation Reply Feature 

The Vacation Reply feature allows you to automatically send a reply in response to all incoming mail for a 
specified time period.  

To create a Vacation Reply setting, follow these steps:  

1. Click Services on the Navigation Bar on the left side of your screen.  
2. Click the Vacation Reply option.  

The Vacation Reply page will display, showing the current Vacation Reply setting, if there is one. Note: 
You may have only one Vacation Reply setting created at a time.  

 

3. To create a new Vacation Reply message, click New. 
 

4. Select the time period 
during which your Vacation 
Reply message will 
automatically be sent to 
incoming mail. Select the 
start and end dates. 
 

5. Write the content of your 
Vacation Reply message in 
the large message area.  
If you'd like to send your 
Vacation Reply message as 
HTML, you must compose the 
message in HTML and click the 
"Send as HTML" box. 
 

6. If you©d like to attach a 
Signature to your Vacation 
Reply message, select from 
the pull-down menu. 
 

7. Click the "Ok"  button when you have finished setting up your Vacation Reply message. 

NOTE: Your Vacation Reply message will be listed on the main Vacation Reply page.  
It will automatically be activated. To deactivate it, uncheck the Active check box.  
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Using the Address Book 

 

Use your personal address book to store contacts and contact groups. Your contact list is closely integrated with 
all mail functions, so it is easy to address emails using your contact list. You can view, edit, and delete contacts 
and contact group, print contacts, and import and export contacts to synchronize with other email clients. To use 
your Personal Address Book, follow these steps: 

1. Login to your Coldwell Banker® Email account.  
2. Click Address Book on the Navigation Bar on the left side of your screen. If you have access to more than 

one Address Book, click on the Personal Address Book link. Your Contacts list will display.  
3. You may search your contact list by entering a search string into the "Name or Email" box and pressing 

Search. This search string will be compared against the beginning of the first name, last name, and email 
address of your contacts, and against the name of your contact groups, to find matches. The search 
string is case-insensitive, and wildcards (*) are supported, but not required.  

o Example: entering "jo" in the search field would find all entries that have a first name beginning in 
"jo" (e.g., "John"), a last name beginning in "jo" (e.g., "Jones"), an email address beginning in "jo" 
(e.g., "jobs@..."), or a group name beginning in "jo" (e.g., "Joke Lovers"). 

o Note: If you have too many contacts in your personal address book, you will be forced to search 
before any contacts will be displayed. To show all contacts, you can enter "*" in the "Name or 
Email" field. 

4. Sort your contacts by clicking on the column headers for Name, Email, Work Phone, Home Phone, and 
Nickname. Clicking again on the heading for the current sort column will reverse the sort order.  

5. To view or edit a contact or contact group, click on the Name of the contact. This will pop-up an Edit 
Contact window that will show all information on the contact and allow you to make changes. Press 
"Save" after changes or "Close" to discard changes.  

6. To send email to a contact or contact, click on the Email of the contact. This will open the Write Mail page 
with the contact©s address in the To: field.  

Adding Addresses to Your  Personal L ist  

Use your Individual Address Book (Personal List) to enter the names and email addresses of the people to whom 
you send messages. To view all previously entered users, click the All link. You may view users who fall under a 
particular letter of the alphabet by clicking the link for that specific letter.  

To add individuals to your Personal List, please follow these steps:  

1. Click on the "New Contact" button or "New Group" button in the upper right corner of the page. These buttons 
will appear as a single address card with a pencil on it (for "New Contact") and multiple address cards with a 
pencil on it (for "New Group"). Enter any desired information, then press "Save" after changes or "Close" to 
discard changes.  
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2. To delete contacts, use the checkboxes to the left of the contact name to select the contacts to delete, then 

press the "Delete" button in the upper right corner of the page, which will appear as a trash can.  
 
3. To print contacts, you can either press the "Print" button to print all contacts, or use the checkboxes to the left 

of the contact name to select the contacts to print, then press the "Print". The "Print" button is located in the 
upper right corner of the page, and appears as a printer. Once you press Print, a window will pop-up where 
you can select the format desired for the print. Selecting "Print" again will format the data and open the 
standard "Printing" window to allow you to chose your printer. 

 
4. To import addresses from another system into your personal address book, click on the "Import" link. 

Currently supported formats are CSV and LDIF, allowing easy imports from Outlook, Outlook Express, and 
Netscape/Firefox/Mozilla email clients. Currently, only contacts, not contact groups, can be imported.  

 
 

·  When you click on the "Import" link, a window 
will pop-up allowing you to choose the format of 
the file, the character set of the file, and the 
actual file to import. Make your selections and 
press "Import".  

·  The import process will begin by uploading your 
file and validating its format. If the format does 
not appear to be correct, the import will fail. If 

the format is correct, the import process will your contacts one at a time, providing you with 
feedback of the progress. The import could take several minutes, depending upon the size of the 
imported file.  

·  When the import is complete, refresh you address book list to see the new contacts.  

NOTE: When importing contacts, if an imported contact has the same first name and last name as an existing 
contact, the imported contact will be considered a match for the existing contact and it will overwrite the existing 
contact. 
 

5. To export addresses to another system from your 
personal address book, click on the "Export" link. 
Currently supported formats are CSV and LDIF, allowing 
easy exports to Outlook, Outlook Express, and 
Netscape/Firefox/Mozilla email clients. Currently, only 
contacts, not contact groups, can be exported.  

o When you click on the "Export" link, a 
window will pop-up allowing you to choose 
the format of the export file and the character set to be used. Make your selections and press 
"Export".  
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The export process will generate an export file and will direct your web browser to download this file. Browsers 
may give warnings at this point that a file download is being attempted. You may need to acknowledge these 
warnings to allow the download to proceed. Once the file is successfully downloaded, you may close the Export 
window. 
 

How To Create Group L ists 
 
Groups allow you to use a single email address when sending to multiple recipients.  

To create groups, please follow these steps:  

1. Login to your COLDWELL BANKER® EMAIL account.  

 

2. Click Address Book on the Navigation Bar on the left side of your screen.  
3. Select the Groups option.  

 

 

4. To create a New Group, click the "Add Group"  button.  
5. Enter the name of the group in the pop-up window and click the "OK" button.  
6. Your new group will display.  

 
7. Click "Add Members"  to add addresses to your group. Click "Remove Members" to remove 

addresses from the group.  

You can also rename and delete your Personal Groups with the "Edit"  and "Delete"  buttons.  

How To Impor t/Expor t Address Books 
 
You can import your address book from other email clients to your Coldwell Banker COLDWELL BANKER® 
EMAIL Address Book, or export your Coldwell Banker COLDWELL BANKER® EMAIL Address Book to other 
email clients.  
 
Importing: 
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1. Export your address book from your other email client to an area on your hard drive.  
2. Login to your Coldwell Banker COLDWELL BANKER® EMAIL account.  
3. Click the Address Book option on the Navigation Bar.  
4. Click the "Import/Export" button.  
5. Click the "Browse" button next to the Import Address Book feature, and select the exported address book 

file. File extensions must be either .csv or .ldif.  
6. Once you have selected the file containing the address book you would like to import, click the "Import 

Address Book" button.  

Exporting: 

1. Login to your Coldwell Banker COLDWELL BANKER® EMAIL account.  
2. Click the Address Book option on the Navigation Bar.  
3. Click the "Import/Export" button.  
4. Click on the pull-down menu next to the "Export using" feature and select the email client to which you are 

exporting.  
5. Save the address book file to your hard drive. 

 
Notes:  

·  If importing/exporting address books from a PalmPilot, it is important to use the default configurations on 
your PalmPilot.  

·  When importing an address book from another mail client, some information, such as group names 
and/or lists, nicknames, or physical addresses may not be imported. We recommend verifying all the 
information in your imported Address Book before use.  
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Junk mail, or what is commonly referred to as "spam", has unfortunately become a way of life to email users in the 
21st century. It seems everyday you open your Inbox, another half a dozen unsolicited emails are waiting for you. 
But what can you do about it? Although it is impossible to eliminate spam entirely, the Coldwell Banker® Email 
system has several options that can help decrease unwanted mail. 
 
How To Use White L ist Filter ing 
 
Coldwell Banker® Email allows you to setup custom filters to help you manage unwanted messages that may 
come into your Inbox. These filters allow you to look for keywords in the subject line or text of a message, and 
then remove messages that contain these keywords from your Inbox into your Trash folder. Although there are 
filters setup to monitor the entire Coldwell Banker® Email system, custom filters in your account will act as an 
added defense against unwanted spam. 

To configure your personal white list filters, please follow these steps:  

1. Determine what you would like to happen to messages that match one of your filters. This generally fits 
into two categories, Override or Exclusive.  

o Override allows you to override your spam filters, including system spam filtering, and is handy 
when you have mail that is occasionally incorrectly marked as spam by the system spam filters.  

o Exclusive allows you to limit the mail you receive to only those messages that match your 
White List; all other mail messages will either be considered Junk Mail or automatically deleted. 
If you choose Exclusive, you will need to specify whether to keep the mail as Junk Mail or to 
delete the mail. If you choose to delete all mail that does not match your White List, this mail 
cannot be recovered later.  

Your options are:  

o Override - matching messages will not be considered spam  
o Exclusive - only messages matching White List will be accepted  

� � Store in Junk Mail all messages not matched by White List  
� � Delete all messages not matched by White List  

 
Note: This setting will apply to all personal white list filters that you create. 

To Create a New White List Filter 
 

1. Click White list in the left side navigation 
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2. Click New to create a new personal white list filter.  
3. Designate when the personal white list filter will be used. You have the following options:  

o Subject, Sender, To, CC, or To and CC: 
Choose which part of the message heading to 
use in the filtering process.  

o Contains, Doesn't Contain, Is, Isn't, Starts 
With, Ends With, and Is Empty: Choose which 
filtering function to use.  

In the third field, fill in your criteria.  

·  Mail Type: Your choices for filtering by mail type are text, HTML and 
contains attachments. Select your preferred option from the pull-down menu.  
Note: When you filter by type, the entire message is used to determine 
filtering criteria, i.e., signatures and attachments are both considered part of 
the message. Therefore, an HTML message with an attached Word 
document will not sort as an HTML message.  

o Mail is received between/and: If you would like your mail filtered according to a specific time 
frame, click this button. Select the time period you©d like filtered from these pull-down menus.  

o Mail Priority is: You can filter your mail by selecting whether the priority of the message is low, 
normal or high  

o Mail Size is: You can filter your mail by selecting whether the size of the message is greater or 
less than a given size. All sizes are in Kilobytes.  

You have the option of creating additional criteria on the filter. To do so, click More to choose the additional 
filtering criteria. 
 
 
How To Use Spam Filters 

To configure your personal spam filters, please follow these steps:  

1. Click Spam Filtering in the left hand navigation 

2. Choose an option to enable/disable enhanced spam filtering. Enhanced spam filtering is automatically 
done using Brightmail, which is constantly updated to counteract the latest spam message trends on the 
Internet. 

 

3. You can also mark messages as spam manually when you are reading them (you will click a button 
in the message). Determine what the system should do to messages that you manually mark as spam: 
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Note: This setting will apply to all personal spam filters that you set up.  

 

You can also create spam filters that identify any messages that consistently slip through the automated 
filters.  

4. Click NEW to create a personal filter.  
5. Designate when the personal spam filter will 

be used. You have the following options:  
o Subject, Sender, To, CC, or To 

and CC:  

Choose which part of the message heading to use in the filtering process.  

o Contains, Doesn't 
Contain, Is, Isn't, 
Starts With, Ends 
With, and Is Empty: 
Choose which filtering 
function to use.  

In the third field, fill in your 
criteria.  

o Mail Type: Your 
choices for filtering by 
mail type are text, 
HTML and contains 
attachments. Select 
your preferred option 
from the pull-down 
menu.  

Note: When you filter your mail by type, the entire message is used to determine 
filtering criteria, i.e., signatures and attachments are both considered part of the 
message. Therefore, an HTML message with an attached Word document will not 
sort as an HTML message.  

o Mail is received between/and: If you would like your mail filtered according to a specific time 
frame, click this button. Select the time period you©d like filtered from these pull-down menus.  

o Mail Priority is: You can filter your mail by selecting whether the priority of the message is low, 
normal or high.  

o Mail Size is: You can filter your mail by selecting whether the size of the message is greater or 
less than a given size. All sizes are in Kilobytes.  

o You have the option of creating additional criteria on the filter. To do so click More to choose the 
additional filtering criteria. 
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Additional Considerations: 

1. Do Not Reply to Spam: The worst thing you can do with spam messages is reply or "unsubscribe" to 
them. This is an old trick of the trade for spammers. By replying or "unsubscribing" to junk mail, you are 
confirming that you check your email, and then spammers identify your account as an "active" account 
and will continue to send you spam. The best thing to do is delete the message without opening it. 

2. Be Careful About Your Email Address: When surfing online, be careful what websites you give your 
email address. This is the most common way spammers find your email address. A lot of times when 
registering with a site, you will want to be careful of what that site does with your information. A good idea 
is to check out their privacy policy to see what their standard is for handling customer information. You will 
want to be sure that they do not give it or sell it to third party vendors (a.k.a. spammers). If a website does 
not have a privacy policy, DO NOT give them any of your personal information, as there is no guarantee 
that they will not use it or sell it to other companies. An idea to consider is to use an alternate email 
address when registering with websites. This email address could be one from any free email provider 
(i.e. Hotmail, Yahoo!, etc.). This email address© sole purpose is to be used for registering or signing up 
with websites. That way you avoid handing out your personal or business email address and if junk mail 
is sent from the site you registered with, it will go to an email address that is not important to you. 

3. Email Addresses on Websites: Another common way spammers can get your email address is if you 
have it posted on a website. Spammers search the web collecting email addresses from any site they 
come across. In the real estate industry, it is necessary to have a website and allow your customers to 
get in touch with you electronically. This may make you more susceptible to spam if your email address is 
out in plain view on your website. An option you may want to consider is that instead of having your email 
address out on your web page have an electronic form that customers can fill out and then it will be 
submitted directly to your email address. This has the same effect as posting your email address on your 
website, but gives added security to your email identity. These forms are common online and fairly simple 
to setup. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
�  2006 Coldwell Banker Real Estate Corporation. Coldwell Banker® is a registered trademark licensed to Coldwell Banker Real Estate 
Corporation. An Equal Opportunity Company. Equal Housing Opportunity. Each Office Is Independently Owned and Operated Except Offices 

Owned and Operated By NRT Incorporated. 


