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CCIM Networking -- MailBridge 

MailBridge is a preference -matching , Designee only email contact 

system for the distribution of Haves, Wants, and general 

information . 

An improved  Designee benefit.  
When you are the sender, you can be sure that your message is going only to those Designees who want 

to receive it. When you get a message, you can be sure that it matches the profile of messages in which 

you are interested. And, you can update your preferences at any time.  MailBridge is a tune up for your 

inbox, enhancing your participation in the CCIM email network. 

Set your preferences for the type of mail you wish to receive.  
Each Designee may set a preferences based on states and countries of interest, property types, and 

ƳŜǎǎŀƎŜ ǘȅǇŜǎ όάƘŀǾŜǎέΣ άǿŀƴǘǎέΣ άƎŜƴŜǊŀƭέύ ƻǊ ȅƻǳ Ƴŀȅ choose not to participate in MailBridge. 

Describe the mail you send.  
 CƻǊ ŜŀŎƘ ƳŜǎǎŀƎŜΣ ƛƴŘƛŎŀǘŜ ǿƘŜǘƘŜǊ ƛǘΩǎ ŀ IŀǾŜΣ ²ŀƴǘΣ ƻǊ ƎŜƴŜǊŀƭ ƳŜǎǎŀƎŜΦ  ²ƻǊƪƛƴƎ ǿƛǘƘ ŀ Ŧǳƭƭ-feature 

web editor, you can type (or paste) your message, as well as add attachments.  When done, you can 

preview your message to proof it before sending, save it as a draft to finish later, set a time at which you 

wish the message sent, or send it immediately.  MailBridge matches your mail to the appropriate 

recipients and sends ƛǘ ŦǊƻƳ ȅƻǳǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ  ¸ƻǳ ƪƴƻǿ ƛƴ ŀŘǾŀƴŎŜ ǘƘŀǘ ȅƻǳΩǊŜ ǎŜƴŘƛƴƎ ŜƳŀƛƭ ǘƻ ǘƘŜ 

right people.   

Tune up your inbox.  
aŀƛƭ ŦǊƻƳ aŀƛƭ.ǊƛŘƎŜ ŀǊǊƛǾŜǎ ǿƛǘƘ ŀ ǎǘŀƴŘŀǊŘ ǎǳōƧŜŎǘ ƭƛƴŜΣ ǘƻ ǿƘƛŎƘ ǘƘŜ ǎŜƴŘŜǊΩǎ ƻǿƴ ǎǳōƧŜŎǘ ƛǎ 

ŀǇǇŜƴŘŜŘΦ  ¸ƻǳ Ŏŀƴ Ŝŀǎƛƭȅ ǳǎŜ hǳǘƭƻƻƪΩǎ Ǌules feature to move MailBridge messages into their own 

folder or sort your inbox to find MailBridge messages by message type or property type. 
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How to use MailBridge.  
Login to CCIM Member Services and select CCIM MailBridge.   

 

Select your action for this visit: 
 
At this point, you can create messages, view 
ƳŜǎǎŀƎŜǎ ȅƻǳΩǾŜ ŎǊŜŀǘŜŘ ōǳǘ ƴƻǘ ǎŜƴǘ όŘǊŀŦǘǎύΣ 
view mesǎŀƎŜǎ ȅƻǳΩǾŜ ŀƭǊŜŀŘȅ ǎŜƴǘΣ ƻǊ ŜŘƛǘ ȅƻǳǊ 
incoming message preferences. 
 

 
 

Common Message Tools 

 

 

hƴŜ ƻŦ ǘƘŜ ŀŘǾŀƴŎŜŘ ŦŜŀǘǳǊŜǎΣ ά5Ŝƭŀȅ 
aŜǎǎŀƎŜέΣ ƭŜǘǎ ȅƻǳ ŜƴǘŜǊ ȅƻǳǊ 
message now and send it at some 
ƭŀǘŜǊ ǇƻƛƴǘΦ ¢Ƙƛǎ Ŏŀƴ ōŜ ǳǎŜŦǳƭ ƛŦ ȅƻǳΩǊŜ 
planning to send several messages and 
ŘƻƴΩǘ ǿŀƴǘ ǘƻ ƻǾŜǊƭƻŀŘ ǘƘŜ ǊŜŎƛǇƛŜƴǘǎ 
ƻǊ ȅƻǳΩǊŜ ƎƻƛƴƎ ǘƻ Ǌǳƴ ŀ Ƴŀƛƭ-drop 
campaign. 
 
The default is to send the message out 
on the next cycle1. 
 

Messages may also have one, and only one, attachment. The 
size of the attachmnet must be one megabyte (1MB) or less.  
Attachments are virus scanned, but receivers should use their 
own judgement before opening attachments.  

  
 

                                                           
1
 aŜǎǎŀƎŜǎ ŀǊŜ ǉǳŜǳŜŘ ŀƴŘ ǎŜƴǘ ƛƴ ǘƘŜ ƻǊŘŜǊ ƛƴ ǿƘƛŎƘ ǘƘŜȅΩǾŜ ōŜŜƴ ǉǳŜǳŜŘΦ Lǘ ŎǳǊǊŜƴǘƭȅ ǘŀƪŜǎ ŀōƻǳǘ 50 minutes to 

fully process each message in the queue. 
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General Messages 

DŜƴŜǊŀƭ ƳŜǎǎŀƎŜǎ ŀǊŜ ǊŜǉǳŜǎǘǎ ŦƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ƻǊ ƳŜǎǎŀƎŜǎ ǘƘŀǘ ŀǊŜƴΩǘ ŀ ǇǊƻǇŜǊǘȅ ǊŜƭŀǘŜŘ άƘŀǾŜέ ƻǊ  

άǿŀƴǘέΦ 

 

 

 
General messages have fairly general types.   
 
¢ƘŜ άǊǳƭŜǎ ŦƻǊ ŎƭŀǎǎƛŦƛŎŀǘƛƻƴ ŀǊŜΥ 
 
¶ Analysis:  How do I analyze this? 

¶ 9ȄǇŜǊǘƛǎŜΥ  LΩƳ ƭƻƻƪƛƴƎ ŦƻǊ ǎƻƳŜƻƴŜ ǿƛǘƘ 
ŜȄǇŜǊǘƛǎŜ ƛƴ ΧΚ 

¶ Products/Services: Does anyone know a 
ŎƻƳǇŀƴȅκǇǊƻŘǳŎǘ ǘƘŀǘ ŘƻŜǎΧΚ 

¶ Forms:  Does anyone have a form for this? 
¶ Technology:  What technology should I use 
ŦƻǊΧΚ 

¶ Other/General:  None of the above 

 

Haves and Wants 

 

Things get more interesting with Have and Want messages.  Here, you specify where the properties are 

located, property type, and other relevant characteristics.   

In a have or want message, specify Lease, 
Sale/Purchase, or Exchange.   You may check more 
than one of these boxes. 
 

 
To select states, either check the box to the left of the state name or click the states on the map. Using 

the map makes it easy to do a regional mailing for WANT messages. When creating  a HAVE message, 

ǘƘŜ ǎǘŀǘŜ ŎƘŜŎƪŜŘ ǎƘƻǳƭŘ ƳŀǘŎƘ ǘƘŜ ǇǊƻǇŜǊǘȅ ƻǊ ǇǊƻǇŜǊǘƛŜǎΦ  CƻǊ ŜȄŀƳǇƭŜΣ  ŦƻǊ ŀ ǇǊƻǇŜǊǘȅ ƛƴ aŀƛƴŜΣ ȅƻǳΩŘ 

ŎƘŜŎƪ άaŀƛƴŜέ ǿƘŜƴ ŎǊŜŀǘƛƴƎ ǘƘŜ ƳŜǎǎŀƎŜΦ  {ǳōǎŎǊƛōŜǊǎ ǿƘƻ ƘŀǾŜ ŎƘŜŎƪŜŘ άaŀƛƴŜέ ƛƴ ǘƘŜƛǊ ǇǊŜŦŜǊŜƴŎŜǎ 

will receive your email.  The description you enter should match the property, not the preferred 

recipients. 
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Specify the property type and a dollar range.  
Again, multiple selections may be made for each. 
 

 
 

For every message type,  the text of the message is typed (or pasted) into the page editor. 
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The text formatting icons at the bottom will apply formatting to selected text (or text about to be 

entered).  In order, the icons Bold, italicize, underline, strike out.  Paragraph formatting left, center, 

right, and full width justifies text.  The second row creates dot point lists, ordered lists, (un) indents, 

performs undo and redo, creates a hyperlink (or removes one) and allows you to directly edit the 

underlying HTML.  This is fairly similar in operation to most mail programs or Word. 

When the message is complete, there are two possible actions: 

 

Save as Draft and Preview displays the message as it will be received and saves it as a draft for later 

editing or sending.   Send sends the message immediately. 

Working with Draft messages  
Click on View Mail Drafts.  From the resulting list, click on View or Edit for the message you wish to 

review. 

 

 

Edit goes right back to the message editor 
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Set your mail preferences  
In order to make sure you get the most out of MailBridge, set your preferences for the types of 

messages you wish to receive. LŦ ȅƻǳ ŎƘŜŎƪ ά9ǾŜǊȅǘƘƛƴƎέΣ ǘƘŜ ŘŜǘŀƛƭŜŘ ǇǊŜŦŜǊŜƴŎŜǎ ŀǊŜ ƛƎƴƻǊŜŘ ŀƴŘ ȅƻǳ 

get all mail.  /ƘŜŎƪ ά/ǳǎǘƻƳ tǊŜŦŜǊŜƴŎŜǎέ ǘƻ ǎŜǘ ǳǇ ƳŀǘŎƘƛƴƎ ǇǊŜŦŜǊŜƴŎŜǎ ŦƻǊ ȅƻǳǊ aŀƛƭ.ǊƛŘƎŜ ƳŀƛƭΦ 

LŦ ȅƻǳ ƘŀǾŜ ŎƘŜŎƪŜŘ ά9ǾŜǊȅǘƘƛƴƎέΣ ǘƘŜ ŎƘŜŎƪōƻȄŜǎ ŦƻǊ ŎǳǎǘƻƳ ǇǊŜŦŜǊŜƴŎŜǎ ŀǊŜ ŘƛǎŀōƭŜŘΦ ¸ƻǳ Ƴǳǎǘ ǎŜƭŜŎǘ 

ά/ǳǎǘƻƳέ ǘƻ ǎŜǘ ŎǳǎǘƻƳ ǇǊŜŦŜǊŜƴŎŜǎΦ 

 

LŦ ȅƻǳ ǎŜƭŜŎǘ άbƻǘƘƛƴƎέΣ ȅƻǳ ǿƛƭƭ ƴƻǘ ǊŜŎŜƛǾŜ ŀƴy MailBridge mail, nor will you be able to send mail 

through MailBridge. 

.Ŝ ǎǳǊŜ ǘƻ ŎƭƛŎƪ ά¦ǇŘŀǘŜ !ǘǘǊƛōǳǘŜǎέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴ to save your preferences. 
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Preferences are categorized to match the specifications set by the senders.  Each group has a Select All 

checkbox to speed up the process of selection.   

 

In the General section, Designees will send out 
general questions classified by the category.  
 
¢ƘŜ άǊǳƭŜǎ ŦƻǊ ŎƭŀǎǎƛŦƛŎŀǘƛƻƴ ŀǊŜΥ 
 
¶ Analysis:  How do I analyze this? 

¶ 9ȄǇŜǊǘƛǎŜΥ  LΩƳ ƭƻƻƪƛƴƎ Ŧor someone with 
ŜȄǇŜǊǘƛǎŜ ƛƴ ΧΚ 

¶ Products/Services: Does anyone know a 
ŎƻƳǇŀƴȅκǇǊƻŘǳŎǘ ǘƘŀǘ ŘƻŜǎΧΚ 

¶ Forms:  Does anyone have a form for this? 

¶ Technology:  What technology should I use 
ŦƻǊΧΚ 

¶ Other/General:  None of the above 
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Terms of Use 
The most current version of the Terms of Use are always available on the CCIM MailBridge website at 

http://mailbridge.ccim.com/mailbridge/terms.jsp.   Senders must agree to the terms each time a 

mesǎŀƎŜ ƛǎ ǎŜƴǘΦ  ±ƛƻƭŀǘƛƻƴǎ ƻŦ ǘƘŜ ǘŜǊƳǎ ƻŦ ǎŜǊǾƛŎŜ Ƴŀȅ ǊŜǎǳƭǘ ƛƴ ǎǳǎǇŜƴǎƛƻƴ ƻŦ ƻƴŜΩǎ ŀōƛƭƛǘȅ ǘƻ ǎŜƴŘ 

messages through the system. 

Handling CCIM MailBridge Mail in Outlook  
Most people find it useful to store CCIM MailBridge messages in  a separate Outlook folder.  The 

ŦƻƭƭƻǿƛƴƎ ǎƘƻǿǎ Ƙƻǿ ǘƻ Řƻ ǘƘƛǎΦ CƻǊ ǘƘŜ ǇǳǊǇƻǎŜǎ ƻŦ  ǘƘŜ ŘŜƳƻƴǎǘǊŀǘƛƻƴΣ  ŀ ŦƻƭŘŜǊ ƴŀƳŜŘ ά//La [ƛǎǘǎέ 

has been created within Outlook. 

http://mailbridge.ccim.com/mailbridge/terms.jsp
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From the TOOLS 
menu, select RULES 
AND ALERTS. 

 
Create a NEW RULE 
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The rule checks 
message as the arrive 
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And looks for a 
specific phrase in the 
message  header.  
(Message headers are 
not normally visible to 
you.) 
 
/ƭƛŎƪ ƻƴ άǎǇŜŎƛŦƛŎ 
ǿƻǊŘǎέ ƛƴ ǘƘŜ ƭƻǿŜǊ 
part of the panel. 

 
Enter the text exactly 
as shown, then click 
ADD, then OK. 
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Click NEXT to 
continue creating the 
rule 

 
/ƘŜŎƪ άƳƻǾŜ ƛǘ ǘƻ ǘƘŜ 
ǎǇŜŎƛŦƛŜŘ ŦƻƭŘŜǊέΣ ǘƘŜƴ 
ŎƭƛŎƪ ƻƴ άǎǇŜŎƛŦƛŜŘέ ƛƴ 
the lower part of the 
panel. 
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This opens a list of 
your folders. Select 
the target folder.  
Click OK. 

 
¢ƘŀǘΩǎ ƛǘΦ /ƭƛŎƪ CLbL{I 
to exit. The rule is 
added to the top of 
your list of rules. 
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