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APARTMENT INVENTORY 

 

All of the dynamic leasing tools are located under the “Apartment Inventory” tab as well as the quick 

link under “Account Status”.  From the “Apartment Inventory” section you can view and email online 

brochures.  You can also display inventory lists, change any current specials, and view and email 

information for your sister properties. 

To view or email an Online Brochure for any individual Floor Plan or Unit, use the  or  

buttons.  For example, if you wanted to either view or email a one bedroom and it was called an A1, you 

would choose A1 from the drop down menu next to where it says Floor Plan Name and then click the 

button for either view or email, whichever action you would like to do.   
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ONLINE BROCHURE 
 

When you click on the  button your brochure will appear on your screen.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The header bar and menu is branded 
specifically for your Management 
company and community.   It is 
displayed on all brochures. 

To view the virtual tours of a unit or floor plan, click 
on the360 tour icon.  It will take a few seconds for the 
virtual tour to load and will then open in the living 
room.  By clicking on each red dot on the floor plan, 
your are taken to the virtual tour of that room. 
 

To view the virtual tours of your community simply 
click on the icon and then click on the area you want 
to view 

To view still 
photos of the 
community click 
on Community 
Photos icon 
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EMAILING ONLINE BROCHURES (ONE FLOORPLAN OR UNIT) 
 

Emailing a private label brochure is fast and easy.  You can send this brochure to any prospect that you 

receive from every traffic source.  Since this brochure does not reference ApartmentMatching.com or 

ApartmentMLS in any way, this is not a way to generate traffic to these sites.  It is simply a leasing tool 

for you.  These emails are a very effective form of follow up for all traffic that you receive.  You can use 

this as you would use a thank you card but your prospect will receive it much faster than sending 

something in the mail.  Phone call traffic can be easily converted into a lease by sending them an online 

brochure.  The most important thing to remember is to get an email address from everyone. 

 

Once you choose either a floor plan name or unit number, select the  button.  The “Email Online 

Brochure” window will open with three text boxes.   

�  In the “To” text box enter the prospective resident’s email address. 

�  To keep a copy of the email you are sending, you must enter your email address into the CC 

(Carbon Copy) or BCC (Blind Carbon Copy) fields. 

�  The “From” text box is automatically completed for you. 

�  Use the “Type your message or comment below” text box to write a message to your prospective 

resident. 
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The picture below shows how the emails that you send will arrive to your prospective residents. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Hint:  “Email Online Brochures” is one of the Quick Links on the Main Menu page. 
 

 

 

To view the Online Brochure the 
prospective client just clicks on 
the links in the email message 
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LIST ALL UNITS AVAILABLE 

 

Once your email has been sent you will be automatically taken back to the main page for “Apartment 

Inventory.”  To display a list of all units that are vacant or on notice, simply click on the “List All Units 

Available” button on the left side of your screen. Your screen should look similar to the one below.   

This is another place that allows you to send and view online brochures.  The advantage to using this 

screen to email brochures is that it is capable of sending more than one floor plan or unit in a single 

email.  You are also able to view, at a glance, many of the amenities about a specific unit.  For example, 

your prospect told you that they would prefer something on the first floor with a view of the pool, you 

can find that specific unit under “List All Units Available” and send it to them.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

To display the online brochure for a particular unit simply click on the blue unit number. 
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EMAILING ONLINE BROCHURES (OF MULTIPLE UNITS) 

 

To email more than one Online Brochure to a prospective resident click on the check boxes located on 

the “List All Units Available” screen.  Next, click on the  button.  This will open up the same “Email 

Online Brochures” screen as if you were sending only one Online Brochure. 
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PARTNER AVAILABILITY 

 

To display a list of the availability at your sister communities, click on the “Partner Availability” button 

and a screen like the following will be displayed.  You can choose from any sister communities that are 

listed in our system by selecting the state, area, and then community from the drop down menus.  This 

displays their true availability and also allows you to be able to view and send virtual tours of these 

properties.  “Partner Availability” makes referring prospects to a sister community a snap!   

 

Please note:  Only you and your sister properties have access to true availability.  Prospects that look 

on ApartmentMatching.com will see no more than two units available per floor plan that is on “List All 

Floor Plans”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hint:  “Partner Availability” is one of the Quick Links on the Main Menu page. 
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