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Intfroduction

Welcome

Whether you're a seasoned veteran or brand new to Matrix™, we'd like to welcome you to Matrix 8.1
(Matrix 360)—the newest version of Matrix that fully integrates Realist® property data.

Matrix is mobile friendly, cross-browser compatible and has long been considered, by many, the
most infuitive MLS software available today.

For those who may struggle, however, we have created this manual to help get you to where you
need to be in the quickest, most productive way possible.

Since the release of Matrix 8.0, our team has continued working hard to improve upon the user
experience. Whether developing efficiency-rich features or creating in-depth training tutorials, we
remain committed fo bringing the best out in you.

A few things you should know.

Matrix is currently used by over 750,000 real estate professionals worldwide. However, because no
two MLS’s or Associations are exactly alike, some of the fields, data and images used in this guide
may differ slightly from the system that you're currently working on. Rest assured, however, that the
concepts are the same and that you will easily recognize the ones used here with those of your own.

Secondly, Mafrix is an online MLS software system so you must be using an active Internet connection.

Third, all highlighted conftrols in Matrix represent mandatory fields that must be completed before you
are able to proceed with that feature.

Finally, if after using this guide, you're still unclear about anything you read, we invite you to check
out the video tutorials listed in your system’s, “Help"” section or found under, “Agent Support” near the
bottom of corelogic.com/matrixhelp.

Enjoy.

The Matrix Team


http://www.corelogic.com/matrixhelp

What's New
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The following items have been added, or enhanced, since the Matrix 8.0 (Matrix 360) Quick Start Guide:

1. Market Watch Widget Refresh: refresh real-time Market Watch
counts at any time.

2. User-defined Radius: in addition to the existing pre-set options,
you may now isolate all properties around a specific location by
manually adding an exact distance to the textbox.

3. Email My Listings: email your own listings directly from the,
“My Listings” page.

4. Print Header and Footer: include a header, a footer or both when
printing Displays and Reports. Your selection is retained for future
print jobs until changed.

5. Print Preview of Multi-Map: click, “Preview” then adjust the
interactive multi-map to position exactly how you'd like the
selected properties to print.

6. Tips and Tricks: broken down by sections, this collection of useful
tips will help ensure that you're using each Matrix feature as
efficiently as it was designed for.

Page 3

Page 6

Page 21 & 38

Page 36

Page 36

Pages 46-58
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Home Widgets

All Home widgets, with the exception of the, “News & Alerts” widget, can be repositioned by
clicking, and dragging, the widget header.

Widgets can be collapsed or expanded by hovering over the widget header and clicking the, “up”
or, “down” [~ icon.

Widgets can be closed by hovering over the widget header and clicking the, “close” [ icon.
Closed widgets are automatically sent to the, “Additional” widget and can be added back to the
Homepage simply by clicking, and dragging, the closed widget header out of the, “Additional”
widget.

0 News & Alerts: click an itfem from the list to e S R T T VT W B et g
display the news or alert content in a modall i
pop_U p WiﬂdOW. gg Please register for Matrix - Managing your clients

42 Read Later o I've Read This i 36 - Plamse rogitier beor Hairtx 26 :Ill::l: r:ng:l:t:rzr.;:ohou:l:‘x;ﬂlunnging i
Note: important items are represented by an,
“exclamation mark” icon /A,

Note: close the modal pop-up by choosing to either
read the item immediately or at a later time.

0 My Carts: click a cart link to display all
listings currently saved in a recently used
Cart.

9 Recent Portal Visitors: quickly view a recent
Portal visitors information by clicking on their
name or open their Portal by clicking on the
associated, “Portal” & icon.

Note: includes only the 10 most recent Portal visitors
within the last 30 days. matrix

Note: the time/date stamp indicates when the
contact last visited their Portal.

Note: the Note icon i indicates any new or existing,
notes written by you or the Portal visitor. Click
icon to view.

Note: the Favorite and Possibility @@ ‘& & icons
indicate the folders where listings have been

qued' ) i 3 Recent Portal Visitors e
Click anicon to view.

o Market Watch: click on a link to display listings with a (N Cantac s
o . My Ustings
change to that activity or status. _
Note: each number (in brackets) represents how many listings results will be = External inks

displayed based on the Property Type and time frame you selected.
Note: click the, “Refresh” link to update the counts at any time.
Note: for more information, see, “Market Watch (Customize)” in the, “Home" section. 3



Market Watch (Customize)
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Stats: click a link fo run your saved preset chart
statistic.

Note: for more information, see, “Stats (Save)” in the,
“Stats” section.

matrix

Cercerge i [ et g, 101, bitinge. “

| News & Alerts.

My Favorite Searches: click a link to display the
results of your favorite saved search.

Note: manage your favorite search by clicking on the,
“Manage” link located to the right of the saved TR e
search name.

Note: a maximum of 10 favorite searches per agent.

Note: to create a favorite search, see, “New Saved Search” under, “Button
Bar” in the. “Search” section.

Note: click, “Update All" to view the number of new listings there are for

each Favorite Search since the last fime the, "Update All” link was
clicked.

My Listings: click a link to display all your listings (based on status and property type).

Note: each link displays the status, the property type and (in brackets) the current number of listings.

Concierge: click a client's name to display all listings waiting on approval before being sent.
Note: each link displays the client's name and (in brackets) the number of listings waiting on approval.
Concierge Alert! You have 2 Auto Emails (164 listings in total) awaiting vour approval.

Note: a, "Concierge Alert" also appears, on each page, to the left of the Speed Bar textbox.
Recent Use Contacts: click a name to display details of a recently used contact.

Hot Sheets: click on a property type link fo display all listings with a status change during the
specified time frame.
Note: see, "Hot Sheets (Customize)” in the, “Home" section to customize this widget.

Contact Requests: click on a name to view information sent from your IDX or Agent Website visitor.

ok Show All Fields 3 Delete 0 Cancel

Note: see, "IDX Configuration”in the, "My Matrix" section for more information.

Additional: close any widget or click and drag widget headers to/from this
area to help manage the Homepage layout.

From the Home Page, click, “Customize” on  &&nm - (2] L RS . & -
the, “Market Watch” widget. R - s s e e (O
Mwﬂc:-h-:;m m A:"m”k
Click the, "Map Search” link and use the izl ot R == e
map shape tools to select specific areas to | rww S T
watch (optional). gewe o EEE R Tt
Note: you may also select a general location from any b i __e :“»’..:’\";‘};:‘:’; ‘;'Eimuﬁcgl . :?“,”.' i
of the confrols below the Map link. Uil st = St Uhmesty WG
it ar Sell Officn Toning = ip Code = LF
Enter the specific criteria that you would : Yo Ceew TEM
like to include as part of your customized hom .,.: oo
search. I s e
Note: for more information, see, “Criteria Search” in ot ' i
the, “"Search” section. . e
Add/Remove Additional Fields (optional). Y
Click, "Save" on the Button Bar. v oo D @)
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. =) Market Watch: New Listi v
O sclect a property type from the dropdown list. N 't"gh;“@—
MMarket Watch
@ sclect a time frame from the dropdown list. L R i
: .\I.i :—:::’Et’;tmnm“u) I
= 5y Closed (215) Pe——

@ Click a status link to view listings that now meet your
new, custom Market Watch search criteria.

. . emsmnsl
Note: to run another Market Watch search without having to return fo the
Homepage, click the dropdown arrow, on the, "Results" page, to display
your Market Watch options.

| Temporanty wathdrawn (21} ]
SF @] Terminated (38) ]
Expired (85)

o e 24 Hour| O]

Customize

Hot Sheets (Customize)

0 From the homepage, click the "Customize” link on the “"Hot Sheets” widget.

e Select a Hot Sheet to manage.

@ Click the "Add" link to create a new Hot
Sheet.

Note: select a Property Type from the dropdown
list then name your new Hot Sheet and click,

# Manage Hot Shects e

"Save". ‘:'E\d.d T
Note: you may customize a maximum of crom preesy @ e
10 (default) Hot Sheets. e vnrnns S 20)

[ [ Delete

@ Click the "Edit Criteria" link tfo edit an
existing Hot Sheet.

Note: Enter the specific criteria that you would
like to include as part of your customized search
then click, "Save".

Note: for more information, see "Criteria Search" in the "Search" section.

' Done

% Additional Fields Add

e Select a time frame to use for your Hot Sheet.

New Only: only shows listings which are new/changed since the last time the user ran the Hot Sheet. For
example: if a user logs in at 2:00am and runs the Hot Sheet, then later within that same sessions runs it again, this
option would show only listings new/changed since 9:00am.

This Session: only shows listings which are new/changed since the last time the # Run Hok Sheet with Custom Time Frame
user ran the Hot Sheet in a prior session. For example, if a user logs in af 9:00am # Selcta e from whh t2

and runs the Hot Sheet and sees 50 listings, then later within that same session runs = -
it again, this option would show them those same 50 listings new/changed since

9:00am.

24 Hour, Today, 3 Days, 7 Days: only shows listings which are new/changed during
the specified time frame.

Custom: allows the user to run a Hot Sheet using a custom date (within the last 30 oo [IED
days of the current date), or a time range.
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Criteria Search

@ Frrom the Matrix navigation menu, hover the Search Tab.

1
@ From the dropdown list, select the desired

Property Type (e.g. Residential, Commercial, 0L sl P B G

; \J
. Quick General
Land, Tax, Cross Property etc.) then click on s "
. enery M
the link for the type of search to run. , |
¥ Vacant Land Addrezs
Note: clicking on the Search tab displays a page with Q =1 Db Recirds e
all available search forms. X
% Property Listing History MLS =
£:) Change Type History General Admin

@® From the Criteria tab, enter your search
criteria.
Note: enter price in thousands of dollars if checkbox is selected or not available.
Note: select multiple listbox options by clicking an item while holding down the, CTRL (Windows) or Control (Mac) key.

Note: select the, "And" radio button for results that contain all of the selected item(s).
select the default, "Or” radio button for results that contain any of the selected item(s).
select the, “Not"” radio button for results that contain none of the selected item(s).

@ Click the, *Map Search” link (Map
Search:) or click the Map tab to
include/exclude specific map areas i

to your search.

Note: manually enter a distance or use the pre-
set options to isolate all properties within a AT
specific radius. p——

Note: for more information, see, “Map Search” S
under the, "Search” section.

Mere...

sl [tionsts

@ Add/remove additional fields that did not i
initially appear on the form.

© Click the, “Settings” icon to save the current
criteria as the default each time this search
form is used.

O cClick, “Search” on the Button Bar.
%> Clear 129 matches m

Note: for more information, see the, "Button Bar” section for a full list of Button Bar functionality.



Map Search

@ Click the Map tab.

® Click and drag the map or zoom in and out
to your desired location.

Note: Use the, “Jump to Address” dropdown list
- to quickly locate a specific map area.
Note: if your search criteria generates A
between 500 and 5000 results, click on  =f= &
/!

a map cluster to display the (indicated | %*---r'

number of) listings for that area.

©® Using one, or a combination of all four
shape tools (Radius, Rectangle, Polygon
and Freehand ©@=@ | % ), draw a shape to
isolate multiple areas on the map.

Note: be sure you have added search criteria in the
Criteria section.

Note: If the number of results exceeds the maximum
number of listings allowed to display (af this time,
500) then you may have to zoom in on the map or
narrow your search criteria.

Note: during radius sizing, shape automatically displays
distance from its center to the edge.

Note: clear all shapes by clicking the, “Clear All Shapes”
icon % .
© When all areas on the map have been
selected, you may choose to Delete,
Include or Exclude any area simply by
hovering over the shapes red dot.

Note: overlap two shapes then hover either red dot >
Exclude this Shape to also exclude the area
where the two shapes intercept.

Note: reposition a shape by clicking its red dot and
dragging it to the new location.

6 Click the Ruler link, then click any two

points on the map to measure the distance
between them.

O sclect/de-select multiple properties.
All - None - Page » _-f~ i
Note: "All" selects all listings on the map whether
visible in the viewport or not.
Note: “None” deselects al selected map properties.

Note: "Page” selects only map properties visible in the
viewport.
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Note: clicking the, “Single Checkbox" icon & allows you to select properties, one-by-one. Clicking the, “Single

Checkbox” icon again turns this feature off.

Note: clicking the, “Multiple Checkbox" icon & allows you to select multiple properties by clicking and dragging your cursor
over the desired properties. This feature automatically turns off when the properties have been selected.

@ Choose from either a Road view or Bird's eye view.

@ View partial listing details by clicking on any marker.
Note: from inside the map marker pop-up, click the MLS# to view the 360 Display.

Note: click the checkbox to select the property.




0 View Lot Dimensions by zooming in on the map,
select any lot parcel and, from the information
pop-up, click the, "“Lot Dimensions” link.

Note: for more information, see the, “Property Map”
tab under, “Search Displays” (360 Display) in the,
“Search” section.

@ Select map listing(s) and use the Button Bar
to perform a task.

I refine save cons

Note: see, “Button Bar” section for a full list of Button
Bar functionality.

Map Layers
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1818 77th Ave NE
Medina, WA 98039-2307

f Owner: Lu Ding & Tian Shi
Land Use: Sfr

7 Bedrooms, 8 Full Baths, 1 Half Baths,
U 6,440 Sgft, Built in 2014, 0.63 Acres

= Last sold on 05/18/2015 for
il Sl e ¢6.210,000

@ Active 10/07/2016

AListing 1M Tax

Lot Dimensions e

nLL

Design your own custom maps by choosing from dozens of layers of geographic information. Each layer
can be displayed individually or mixed with others to create the perfect map to meet your needs.

Note: only existing Realist® customers may have access to Map Layers.
Note: you may be prompted to zoom in fo enable certain map layers.

@ Click the Map tab.

Q Click and drag the map or zoom in and out to your desired location.

Note: use the, “Jump to” dropdown list z

- to quickly locate a specific map area.

Q Click the, Map Layers icon & to choose which of the map layers to activate.

* Boundaries

* Parcel Characleristics

* Trends

* Points of Interest
Clear All

Note: click a section panel to expand category.

Note: click the, “Clear All" button to reset the map layers.

@ Click to expand the, "Boundaries" section.
Note: contains colored delineations of geopolitical entities.
Note: ctrl-click any shaded area for layer details.

Parcels Zip Unified School District Neighborhood

echees Hitn " g oehester il
¢ . i

. e % i i o S J i !
City County Flood Zones M Coastal 100-Year Floodway
i~ e =1 3 = M Coastal 100-year Floodplain
Pl N g e w | " i M 100-year Floodway
...... O e [ ey / = 100-year Floodplain
i i :-? N _'__2 ‘ ; Undetermined
: | S n O | ! Unknown or Area Not Included
ity S FE Sy e £ " | M Out of Special Flood Hazard Area
o e me e - & Eo ros [

500-year Floodplainincluding
levee protected area
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@ Click to expand the, "Property Characteristics"

section.

Note: contains detailed information about individual properties.

Note: click any parcel for parcel details.

Click-To-Identify Lot Area
o I
L8
Property ID Bed/Bath
H v i
=] o

@ Click to expand the, "Trends" section.

Building Area Owner
g
(=%
m
2
>
S

» >
Address
ESth St E 5thSt

Note: contains aggregated information available for condos, single-family, or both, for each of zip and

neighborhood aggregation levels.
Note: ctrl-click any shaded area for layer details.

= . Zoom in or out to change display.

SR e W <$100K B $500K-$600K

e 2 é*-' weil (i TSRS W $100K-$200K $600K-$700K
o [ M $200K-$300K | $700K-$800K

ET e oo B8 = F $300K-3400K M $800K-$IM
I e | TOT0 W $400K-$500K W >SIM
Real AVM™ : I
CRE e S wawie Zoom in or out to change display.
b R g P j: .Hm . W <$100K W $500K-$600K
8 I W $100K-$200K $600K-$700K
t i b= E B $200K-$300K $700K-$800K
z B0 S R W $300K-$400K M $800K-$1M
Pt f . M 3400K-$500K M >$IM

e L

Sales Activity -
-’

= - -

Zoom in or out to change display.
W <10 W 50-100

W 10-25 100-150

4 B 25-50 W150-300

Median Sq Ft cost

Y |3 L (3
g _-Iu»-- sy i ! '“‘* l. Zoom in or out to change display.
e e = SN W <325 M $200-$300
S e = M $25-350 W $300-$400
H $50-%100 $400-$500

B $100-$200 M $500-$1000

4 By, P Warren

Zoom in or out to change display.

o
%. 240 # m <25 W 250-350
o o2 M 25-50 350-500
M 50-100 W 500-800
W 100-150 B >800

W 150-250

Zoom in or out to change display.

b B W <0.5% W 25%-3%
Tramt o pepmm— YT 73 3%-3.5%
=g 1 e I W 1%-1.5% 3.5%-4%
38 O ) W 1.5%-2% W 4%-5%
e, / | W 2%-2.5% m >5%

@ Click to expand the, "Points of Interest"' section.
Note: Bing-provided, local business and community location markers.

it i ] i 3 & Arts and Ent.
i ) i MEE 1 i f Banking
i g E A R [ !‘ -E : : f & Education

e
Mame

[ Gas Stations

fEbbLLETl ¥ETEL 1% @ Health Care

B Libraries
Post Offices
r E3 Religious Org.
i | ®-_ @ Fire and Police Shopping

[@ Food and Dining & Sports
Transportation
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Search Results

matrix
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@ Click the Results tab.

0 Click the, "per page” dropdown list to

fon@a
change the number of search results - 36 xma
displayed per page. e ' ic E: ‘
jdoes@a
Q Click the, “Display” dropdown list to change E E. ?

your current Display.

Note: see, “Search Displays” in the, “Search” section for
additional information.

J

Click the, "Seftings” icon to set the current Display and number of results per page as your default.

Select/deselect one or more properties to work with.
All: selects all listings whether visible on-screen or not.

None: deselects all selected listings.

Page: selects only listings that are currently visible on-screen.

Click Previous/Next to view additional property results.
Note: click a page number fo view that specific Results page.

Note: see the, “Button Bar” section for a full list of Button Bar functionality.

Click the MLS# or Tax ID link to view full property details.
Note: depending on the system, a link to fax information may need to be accessed via the tax icon.

0 Select properties and use the Button Bar to perform a task.

View additional property icon options.
Note: though some options may differ between systems, the following icons should be familiar to most:

21 Map: view property location on a map. & History: view property history.
[E Photo: view property photo/slideshow popup. i Tax: view property public tax record.
[ Attachments: view property supplements. @ Virtual Tour: view a virtual tour of property.
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Search Displays

matrix
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@ Click the Results tab.

9 Click the, “Display” dropdown list fo change
your current Display.

Note: since names and layouts vary between system:s,
the examples below are only to illustrate
workflow and do not necessarily represent all
available Displays.

@ Single Line Display (Customizable
Grid)

© Whilein, “Single Line" Display mode, click the column header to open the
column'’s property dialogue box.
Note: clicking the header text sorfs the column.
Note: selected columns can also be renamed.

Enter a fixed pixel width or click, "Auto-fit" to set a dynamic width that changes.

[=]:J=R=0=]=]=]:]
& & 2e8

Click the, “"Remove Column” link fo delete the selected column.
Click the, “Insert Column” link to add a new column beside the selected column.
Select how the columns should align.

Select if longer content should always be visible and wrap on multiple lines within
the current cell or stretch beyond it and be hidden.

Click the, “Apply” button to commit your changes.

Click the, “Manage Display” icon to save your new Custom Display to the,
“Display” dropdown.



@ 360 Display (Multi-tab Property View)
0 Listing: view either current, or

@ T1ax: view calculated values

last listed, information about

this property.

and up-to-date tax information

for this property.

Photos: view the collection of

property photos.

0 Listing Tax Photos History Property Map Flood Map

Matrix™ 8.1 Quick Start Guide = Search

matrix
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0 History: view a
complete history of
this property
including listing,
mortgage and fax
information.
Property Map: an
interactive map
showing a satellite
view, parcel
dimensions and
geographic
overlays.

Flood Map: view
flood zones within
the surrounding
area.

Matrix™ 8.1 Quick Start Guide = Search

Listing Tax P@ History Property Map  Flood Map

Listing History from MLS
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Speed Bar Search

0 Enter Speed Bar Shortcut criteria into the textbox.

@ A S PB180 PS180 03 RESI 2+ 3+ 9, +I other criteria

Note: since each system define their own default Speed.Bar shortcuts, the intention here is simply to illustrate general
guidelines around entering the criteria.

Note: click the Speed Bar help icon @ for a list of commonly used system shorfcuts.

Note: the Speed Bar automatically populates each time a search is run with criteria entered in the, “Criteria” tab. Hover over
the, "“other criteria” checkbox (if visible) to view
any criteria used that has not been defined as a matrix
system Speed Bar shortcut. YT ——— )

Note: create a custom Speed Bar shortcut to use
criteria that has not been defined as a system
Speed Bar shortcut (for more information, see
the, “Speed Bar Shortcut (Create)” section.

Note: Speed Bar shorthands can, typically, be entered
in any order - the exception being, when using
bedrooms and bathrooms together in the same
Speed Bar search, bedrooms must be first (i.e. 2+
bedrooms and 3+ bathrooms would be written,
"2+ 3+"). Also, statuses must be grouped when
used together (i.e. Active, Sold, Pending Backup
and Pending Short would be written (A S PB PS).

i

o §

©® Generate asearch .

& Map Search: No Map Salected Price (41,0005

Speed Bar Shortcut (Create)

@ Create asearch.

e From the, "Results” or “Map” tab, click,
“Save” > “New Speed Bar Shortcut” on the _ _
Button Bar. i o ¢ —

Actions Refine JEEWEN Carts

JB New Saved Search | 38§ New Auto Email | & New Speed Bar Shortcut

0 Create a custom name for your new Speed
Bar Shortcut.

Note: name must always be preceded by a forward
slash
(i.e., /lakeside).

Note: name may not include spaces, symbols or
punctuation.

s - 410 of 28

O Click, “save”.

Save a New Speed Bar Shortcut

Speed Bar Shortcut:  flakeside e

Description (optional):
Criteria:  Status is 'Active’
Current Price is 500000 to 5650000
Beds Total is 2+
Baths Total is 3+
Property Type is 'Residential

o D @
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Speed Bar Shortcut (Use)

0 From anywhere in the Speed Bar textbox, enter your custom Speed
Bar Shortcut name.

©) /lakeside a $1000-1500 sf 2

Note: name must always be preceded by a forward slash
(i.e.. /lakeside).
Note: Speed Bar Shortcut may be combined with other Shorthand criteria.

9 Click, the Speed Bar “Search” icon .

Recent Search

matrix

e BN Rsts sy Matin O fesiet Tan Unks Finewm  AGOTAN Markt Rapors beb il ok

@ From the "Recent Search” dropdown list,
select the previously run search criteria you

would like to use. yh

Note: lists up to 50 of your most recent searches. e eiss

Note: unused searches are automatically removed R s
after 1 week. S

Note: each list item contains search criteria, a date/ [ R i
time stamp (when search was last run) and the X

number of results that were generated.

INRIX Drive Time™

Included as an option in some Matrix™ systems, INRIX Drive Time™ allows
agents to isolate listings that are located within a certain driving distance
of a specific address. 0 .

Search run B:30 AM
s Chacind 0 M

@ Choose any method to generate your s
search results.
Note: for more information, see the, "Search" section.

o Preaton L Tromenon

@ Click the, “Map" tab.

iz

© Click the, "INRIX" @ icon. Bl e B
@ from the pop-up, select your Drive Time _"'_W,L £ L Zhn
criteria. o

Add the address.
Select if this is the address you will be driving to or from.
Select what time you would like to reach your destination.
Select how long you would like to drive for.

Click the, "Add" button to view your results.

606066

e Click, or hover, over the INRIX address marker to delete or edit your
Drive Time settings.
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Contacts (Add)

@ rrom the Matrix navigation menu, hover the,

m PYYRT] “ " [2) | Summary 3,
My Matrix” tab and select, “Contacts”. 8 | e o
. = mmails
e Click, “Add” on the Button Bar. | [cises comremes
- 2 | Sent Email & parsonal Information S
Sadd 8 x I | cmas tla: @
Note: see, "My Matrix > Contacts” in the “Button Bar” section for &3 | My Listings
a full list of Button Bar functionality. 4 | Settings
©® from the, “Personal Information” modal pop-up, fill out all .  Jr—
mandatory fields (highlighted background in yellow). = ] )
© Additional optional fields, (no highlighted & rmncomas ) 0 e

background) can be viewed by clicking the,
“Show All Fields” link on the Button Bar.
@® seclect the, "Enable Reverse e
Prospecting' checkbox to show the -
listing agent that their listing has been sent to this (anonymous) contact.
Note: for more information on "Reverse Prospect” see, "My Matrix > My Listings" in the "Button Bar" section.
@ Select a, "Salutation” to include on outgoing messages sent, from Matrix, to this contact.
@ Select the, "Mortgage Pre-Approved" checkbox if this contact has been pre-approved
(this will be indicated in the listing agent's reverse prospecting section).
Note: for more information on "Reverse Prospect" see, "My Matrix > My Listings" in the "Butfon Bar" section.

17177

6 Click, "Save” on the Button Bar.



Contacts (Manage)
0 View number of, “Contacts” displayed.
Q Search for contacts by name or by filter.

@® Click the, “Expand” -] icon to open a

O Manage Contact.

e Expand to view, or manage, the following

Matrix™ 8.1 Quick Start Guide = My Matrix

section panel. Click the, “Collapse”

icon to close a section panel. Click the,
“Collapse All" (=] icon o close all subsection
panels at once.

Edit Contact | Delete Contact Start CMA Open Portal Open Cart

Edit Contact: update contact information (for more
information, see, “Contacts (Add) in the, "My
Matrix” section.

Delete Contact: permanently delete this contact.

Start CMA: start a CMA for this contact (for more
information, see, “"CMA (Create)” in the, "My
Matrix" section.

Open Portal: open this contact’s portal.
Open Cart: open this contact’s cart.

items.

@ Portal Activity: view a timeline of this
contact's most recent Portal activity.
Note: includes only the most recent Portal activity.

Note: click an, "Activity" link to view the specified
action.

#4071 D €1

13861

@ Portal Searches: view the results of

custom searches created, and saved, in the Client Portal.

@ Auto Emails: manage each of the Auto Emails created for this contact.

Settings Criteria Results Date Since Market Update Open in Portal Resend Welcome Delete Auto Email

Settings: enable/disable this Auto Email or modify the default settings.

Criteria: modify this Auto Email's search criteria.
Results: display the results of this Auto Email's search criteria.

Date Since: display the results since the last time the search was run or between the specified date range.

Market Update: display the results since the last time the, "Date Since" button was clicked.
Open in Portal: open this contact's Client Portal in BCC Mode (in some systems, this means an agent may only view and

not modify the Portal).

Resend Welcome: resend the Auto Email notification to the contact's email account (not available if Auto Email has

been viewed).
Delete Auto Email: permanently delete this Auto Email.

@ Saved Searches: manage each of the saved searches created for this contact.

Note: for more information, see, "Saved Searches" in the, "My Matrix" section

@ CMAs: manage each of the CMAs created for this contact.

Edit CMA View CMA  Email CMA  Dolete CMA

Edit CMA: for more information, see, "CMA (Create)" in the, "My Matrix" section.

View CMA: view this CMA (.pdf).
Delete CMA: permanently delete this CMA.

Note: CMAs are stored on the server for 180 days. To reset the 180 day lifespan, simply make a change to the CMA

then resave.
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@ Sent Email: view a collection of recent emails sent to this contact.

@ Reverse Prospect History: view a collection of reverse prospecting emails sent/received.

Listing #: click to view the message sent/received.

Ref #: contact reference number the buyer's agent uses to lookup their contact while keeping the contact's name

confidential (only visible for Sent Reverse Prospecting Emails).

Recipient: name of the agent the email was sent fo.

Date Sent: date the email was sent (displays Time if sent today).

Date Viewed: displays the dafe of when the buyer's agent read the email ("Never' indicates unread).

Contact Name: click to display your contact's detailed information (only visible for Received Reverse

Prospecting Emails).

@ Click a number to view listings that are stored in this contact's cart & , grouped in their favorite/
possiblities/discarded folder « o @, or display a collection of sent/received listing notes .

(an asterisk represents unread note(s)).

Saved Searches [ Home | Scarch [RUEH Rocter | Stats | (€l Realist | Input | Markek Reports | Help
21 | summary A,
@ From the Matrix navigation menu, hover the, Ol e
iy’ m " & | Auto Emails
My Matrix” tab and select, “Saved Searches’. . . 0
H . E smiin
© Click, the Saved Search name you would like to Blon
manage and select an action. & [y tise
Settings Criteria Results Date Since Market Update Delete i | Settings
@ C|IC|(, “Seiﬁngs” TO UdeTe YOUI’ & Saved Searches (2) _— O et e s

Saved Search name, assign the S
search to a specific contact or add/
remove it as a Home Page favorite.
Note: saved search can also be furned into an

Contat Mame pe—
e Ba, Crystat

eria Resuts Date Since Market Update  Delete

e is arvund 4763, 122.34, is arsund 47,61, 122,00
1000000 b2 2000000

Qrdered by Status, Ares, Currers Frice

w0

e [T

s

Auto Email. )
Note: a criteria summary may be viewed, but not Swtings for Lakaeid L’ @
updated. ol
@ Click, “Criteria" to update your Saved o
Search criteria. :
Note: for more information, see, "Criteria Search” in N 2ol gty T
X o D 0 G
the, “Search” section.
Click, “Results” to display the results of your Saved Search.
Note: for more information, see, “Search Resulis” in the, “Search” section.

(5]

@ Click, "Date Since” to display the results of your Saved Search —

since the last time the search was run.

(5]

Click, “Market Update” to display the Lakeside Luxury @
results of your Saved Search since the
last time the search was run or
between a specified date range (i.e. o '
7/1/2004+, 7/1/2012-7/31/2012 or 0-60). o =[S ] . »~ W)

EEEE
eoocC

@ Click, "Delete” to permanently delete your Saved , Market Update Options @
Search.

i usdate date
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CMA (Creqi‘e) THome | Search EE ) (Roster | Stats || i Realist | Input || Market Reports | Help
[2) | Summary =
From the Matrix navigation menu, hover Sle—
the, “My Matrix” tab and select, “CMA". T | huto Eemeie
g Saved Searches
Click, “Start a New CMA" on the Button Bar. 1 | Sent Email

50

o Start a New CMA X i | My-dstings
_ - & Select CMA Contact
Note: see, “My Matrix > CMA" in the “Button Bar” section @ | Settings et e ot . s e S—
for a full list of Button Bar functionality. e s am: Visoar, B
. ope Salect CHA Typa: | Single Farmily =
Click Start (default position) to select a CMA Contact. .

Note: from the dropdown list, you may also change your CMA property type as well as add an optional description in the
fextbox provided description will not be visible on the final CMA).

Click Pages to select from, “Available Pages”.

m LEEEl Subject ) Cover ) Comparables ) Map > Adjustments /'_) Pricing » Finish | B ®

Note: add Custom Pages (.pdf only) to your CMA by 5 Avallable Pages o Y mr—
clicking the, “Upload Custom Pages” link located - St ok Shors
below the, “Available Pages"” listbox. By default, e o
you are limited to 5 “My Custom Pages” - each i
with a maximum file size of 250KB. Only letter size i :
content can be properly accommodated i =
(landscape or portrait). \v@:u:-.fo,_,,«...a..fw R
Note: in the, "Available Pages” listbox, click the, EZA::*MMHMI
“Expand” [# icon next to a category to reveal T
the available pages. Altemnatively, click the, S !
“Collapse” [=] icon to hide the available pages. 81 Uplosd custom pages st 22 Dstaus (1 st Datauis * coar

Note: in the, “Selected Pages” listbox, select a page,
or multiple pages (while pressing the CTRL key),
and use the, "Up"” A and, "Down"” ~ icons to
reorder page(s) as they will appear in the final
CMA. Also note that the final CMA pages are
not numbered so they may also be reordered
after print.

Note: in the, “Selected Pages” listbox, select a page, or
multiple pages (while pressing the CTRL key), and use the, "Remove” x icon to remove page(s) from the final CMA.

Note: click the, “Set as Default” link to set the selected pages as your starting default for all future CMA's. To restore
default pages after removing or reordering pages, simply click the, “Restore Defaults” link.

Note: click the, “Clear” link to remove all pages from the,

“Selected Pages” listbox.

2 My Custom CMA Pagas

Subject Details e e D Fogicl # Property Photo B Ciaar roto

Click Subject to fill Subject Property details from a
blank form, a listing number or by searching for a
listing.

Start / Pages SRR Cover > Comparables \ Adjustments \ Pricing m

&% Subject Proparty

W, Uplead Pross R

Matri roeds the detwin of e Ratyect property. What mauld o Mk 1o 607

Remarks Y Cnac Remacks

© Edit Custom Fleld

@ Click the, Custom Field dropdown list to add
an addifional field to the Subject Property.

Note: from the, "Edit Custom Field" pop-up, either
manually type in a label name or select the, "Link to a
Matrix Field" check box and the label will automatically SR
be added with any stored value. :

Note: Click the, "Save Custom Fields as Default" link to o~ EED
include your Custom Fields in future CMA Subject b St

Location

Properties.
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e Click Cover to add your contact information, subject photo, agent information and agent logo
to the CMA cover.

Start ) Pages " Subject R Comparables J Map > Adjustments  Pricing / Finish m

Note: this step will be disabled if no cover sheet was selected e
il’], “Poges". # Subject Cover Photo £ Contact Information
Note: to include the default, or a custom, agent logo on the e
final cover, ensure that, "Cover Sheet with Agent
Photo was selected in, "Pages”. L o

@ Click the, “Edit my information” link to 5 upes e
update your Agent information as it '
should appearin all CMA'’s.

@ Click the, “Override my information for this t S
CMA" link to update your Agent as5) 331
information for just this CMA. @ Ed o krmaton » Qv

£ Agent Infarmation

@ Click Comparables to add comparables from a search or from a cart.

Start > Pages » Subject m Comparables

Map » Adjustments

), Search for Additional © =) Add C from Cart
Note: for more information, see, “Criteria Search” in ,, iii 1
the, “Search” section. :'._—'E
2@c ™
© Click Map to include a map that displays Edas: oRas
. . . =@o
the location of comparables in relation to sao
the subject property. (e

> Pages \' Subject > Cover ‘ Comparables JCEWEE Adjustments > Pricing > Finish m

Subject Progarty
Note: you must first include the, “Map” page, in the, “Pages” section o ‘;u o i
to enabile this step. e L3 vty
© Click Adjustments to adjust a comparable’s feature _ bt S Yl
value. o L koot
Start /) Pages \ Subject /» Cover > Comparables Adjustments m ol
I
. . . . . e o ]
@ Click Pricing to view a Summary of Comparable Prices L i
and Adjusted Comparable Prices. | iy [ ¢
g i S 83017 Ummst £ 0 1902
Start > Pages > Subject ) Cover > Comparables > Map \ Adjustments Pricing
Note: add a suggested price based on the low, 2 Adlustment Dtalls e £ el s
median, average and high comparable values . e TE i Y e oo
provided (opfional). s04senm = :
St e < >

Q Click Finish for a, “CMA Summary” and to
view or email your completed CMA. Y— @

Tha fatisming tabls summarizes the prices celoudsted from the sfjusted comparables:

 Pages » Subject » Cover » Comparables » }.nu]usamems Finish m K P, rseng, P Coust
,- Comparsble frice | MG IATLEM 133060 .
Adpeted Comparable Prics BEDN  J0WTH) 253170 $3,377,3%0 .

B view cma (=] Email CMA

20
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My Listings

@ rrom the Matrix navigation menu, hover the, “My Matrix” D | summary
tab and select, “My Listings”. & conaats
e Click the, "Display” dropdown list o select the listing Hit Jiy | Saved searches

Sent Email

Counters. =
Note: all columns are re-calculated nightly.

ﬁ gt
@ Client Data s o

Client Portals: the number of portals your listing has
reached by Direct or Auto Emaiil.

Client Views: total number of Full Display views by S 9
Clients in their portal. o el

Client Favorites: number of Clients presently marking
this listing as a favorite in their portal.

Client Possibilities: number of Clients presently marking
this listing as a possibility in their portal.

@ AgentData

Auto Emails: number of Auto Email searches presently matching listing.

Prev 14 Day Views: number of times this listing has been viewed in the past 14 days.

Agent Published: in Concierge mode, the number of Auto Emails that found this listing and was approved/sent
by agent.

Agent Rejected: in Concierge mode, the number of Auto Emails that found this listing but was rejected/not sent
by agent.

Agent IDX Views: number of times this listing has been publically viewed from the IDX on Agent’s Website.

Agent Views: number of fimes this listing has been viewed, by an Agent, from within Matrix. This increases every
fime an Agent views the Full display for that listing.

e

© Click the, “Show” dropdown list to 0 -
select which of your listing type groups
to display.

° Click the, “Click here to run this as a Full
Search” link fo display your listings as search results.

Note: running your listings as a search allows for additional functionality. See, “Search Results”
in the, “Search” section for more information.

e Select a listing and use the Button Bar to perform a task.

Edit M| Manage Photos Manage Supplements @ Share [& Reverse Prospect g Email (2 Prnt

Note: for more information, see, “My Matrix > My Listings” in the, “Button Bar” section.

21
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Settings

matrix

O skt Tua Uik Fiemoce ATt Market Raports fielp (C Moble | riebo, v - Logot

@ From the Matrix top menu, hover over the,
"My Matrix" option then click, "Settings".

« Speted Bar Shortouts B Set hat
e Click the, "My Information" link to review e ‘e

your contact information. N )

@ Information: The, "Information" section T =%

contains personal contact

information that you can share, )
with Customers and Prospects, matrix
from elsewhere in the system.

0 Add, update then review
your information to ensure
that it's correct.

Note: information in this section has
been pulled from the Roster. Though
some fields are locked and may not
be modified, textboxes with a
checkmark indicate that you may o
edit the associated field. If, however,

O Mmahct Tan Liks  Fiemecs A/t Market Rapiris fielp 5 Moble | stebo, v - Logout

& Hot Shaats

uasber of ot Shests:

any of the information on this page is [

incorrect, please contact your Board =

or Associa-tion to have it updated at o B B it i

the source. s o sy st
© Ciick the, "save" button to ——

Pumsber of K sages: @ active, O inactive

save any changes.

@ Header & Footer: Click the, "Header
& Footer" tab in the, "My Information”
section of, Mafrix "Settings".

0 Choose an Agent banner to
brand the information shared
with your Customers and
Prospects.

Note: branding will appear on the
Client Portal, the Agent Web Page as
well as printed Reports and Displays.
Note: select the, "I choose noft to use
a header/footer at this time" option to
disable the templates and only brand

using your default contact
information.

Vaader & Foctor

1 chonse ot 1 use a header]foster at this lme

|§|| 1 choose not to use a header/footer at this time

Alternatively, you can select the,
"Basic Template" option to display
specific contact information as well
as set a unique color theme (see,
"Customize Header" in the, "Portal Set-
Up" section of this Guide).

@ Cilick the, "Preview" button.
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Customize Header

Matrix™ 8.1 Quick Start Guide = My Matrix

@ From the, "Header & Footer" section, review your banner's Header image.

0 Click the, "Select a different banner image/theme" link to return to the banner
section and choose a new theme.

G Click the, "Upload a custom banner image" link to replace the default banner
image with a custom image from your computer's hard drive.

Note: suggested image dimensions are
1600 (width) x 120 pixels (height). Smaller
images will scale-to-fit in height.

LY Browse...

Suggested image size: 1600 x 120 pixels

Choose an Agent Photo.

Note: select the, "No Photo" option to
hide your Agent Photo.

Note: to include an Agent Photo, select
the, "Use Custom Photo" option then click
the, "Change photo" link o update your
defaultimage.

Select the information fields to
brand your Agent Header.

Note: branding fields are pulled from the,

"Information" tab (see, "Information” in the,
"Portal Set-Up" section of this Guide).

Choose a color theme.

® customize your header
color theme by either
typing a specific
hexadecimal number
directly into the textbox or
by clicking the color bar
and choosing one from
the chart.

Q Click the, "Transparency
Level" dropdown list to
choose your branding
fransparency.

matrix

g g
o= Q)

Note: fransparency options will determine how much of the banner's

background image is visible through the branding (Agent information) area.

Customize Print Footer

Vi
Vil

From the, "Header & Footer" section, select the, "Yes, | want a Print Footer" option.
Note: select the, "No Print Footer for me" option if you prefer printed material not include a foofter.

Select the information fields to brand your Agent Footer.
Note: branding fields are pulled from the, "Information” tab (see, "Information™ in the, "Portal Set-Up" section

of this Guide).
Choose a color theme.

G Customize your footer color theme by either typing a specific hexadecimal
number directly intfo the textbox or by clicking the color bar and choosing

one from the chart.

Save Header & Footer Configuration

° Click the, "Save" button to update any changes.

Note: click the, "Reset Branding to defaults" to restore your defaults.
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@ CMA Cover Sheet: manage how you
would like your contact information
to appear on a CMA cover page.
Click on the, "Override" checkbox to
override any associated pre-
populated infomration then click,

"Save".
@ Email Signature: add your photo, text o e & st Gl Coe S @ e
as well as any links then click the,
"Save" button to include this signature on all LEEE = =EESO

B I & x*| L |[|li= 22| - || Font - sz .| A- B-

outgoing messages sent by you, or on your
behalf, from Matrix.

Jiry Muyurs
Rl Ealialis Professional

Cell: (555) 555-1212
Fan (955) 5551313

@ Agent Webpage: your own professmnol@
webpage that's infegrated with IDX
search functionality and hosted on
the Matrix web server.

Agant Webpago

Activation

@ sclect the, "Enable Agent Web T —
Page'" radio button to activate . W @ =smrEEE s8R
your webpage and allow visitor S S IRE R
access. Click the, "Disable
Agent Web Page" opftion to
prevent visitors from accessing
your site.

0 The, "Web Page URL" is the
address where visitors will find
your site. You may update your name in the textbox

provided (alpha numeric characters only. No spaces.).

Note: this is the URL that you will share with others (if you prefer to use your
own domain name, see, "Additional Domains" below).

@ Add a, "Web Page Title" that will appear in the browser's
tab.

Homepage Content

Q Add a, "Title" that will appear above the content on your

website's "Welcome Page'.
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0 Click inside this area and use the associated, "Rich Text
Box" buttons to add, "Content" to your webpage.

0 Select which profile information o Sstsss. oty hve s o e ot sl i b ndd o e Vb
you would like to include from (1) e s :
the, "Portal Profile" section.

Note: for more information, see, "Portal
Profile" under, "Settings" in the, "My Matrix" @
section.

ow B Linkes

[ map area

T Other Optians

Map Area

Include Sign-Uip Form

A additional Domaing

@ Configure how the map should
be used on your website.

Note: for more information see, "Map @ acd 3 mew domain: 1
Areqa" under, "Settings>IDX Configuration" s st i
in the, "My Matrix" section.

Your Agent Web Page will be reachasie at the URLs below (5 max) in additen te yeur man Web Fage URL

Other Options

@ Sselect this checkbox if you would like to include a Sign-
Up form for your website visitors then add an optional,
"Sign-Up Message" (welcome or, perhaps, informational).

Note: visitors who submit this form will appear in the, "Contact Requests"”
widget on the Matrix Homepage (see, "Contact Requests" under "Home
Widgets"in the, "Home" section).

Additional Domains

A Addwonal Domains

@ If you currently own a domain o g
name and you would like to

it Web Fage. (Yowr domain
2 up the redirection yourself.

use it to replace the default, DR
“Web POge URLH (See Ensting domanrs: tio additional domains configured.
above) in the Address bar, . °

simply add your domain in
the textbox provided then click the, "Add" link.

Note: you must ask your domain registrar to redirect visitors from your
domain to your Agent Web Page (your domain registrar is the company
that sold you your domain name). If you administer your own domain,
you must set up the redirection yourself. Simply forward your domain to
your website at the, "Web Page URL" (see above).

Save

° Click, "Save" on the Button Bar to save your work and, if
enabled, activate your website.
Note: preview your site before going live by clicking the, "Preview" button.

Note: view your live site by clicking the, "View Site" link that will temporarily
appear below the Matrix menu.

matrix

Mome Sesrch Srats [EUEELTY © fialist Tax Links Finance ADQ/EdR  Market Feports  Melp ) Mobde ik,

Yaur changes have been saved. View Site 9 L ncant o

1 Signature  Agent Webpage  Portal Profie

vou wish 1o daplay on vour Agent Webpage.
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@ Portal Profile
@ Click any closed

to show the contents of
that panel.

Note: click the open panel
bar to, once again, hide the
content.

Check any panel to
make its content visible
in the, "My Agent"
section of the Client
Portal.

Note: un-check this panel to
hide its contents from the, "My
Agent" section of the Client
Portal.

Click the, "Photo" panel
to add a photo.

@ Cilick the, "Change
photo" link to
update your
photo.

Click the, "About Me"
panel to add a bio or,
perhaps, a short
message to share with
your customers.

Click the, "Inventory
Slideshow & Links"
panel fo choose
whether to share
selected listings with
your customers.

Note: listings will appear in
the, "My Agent" section of the
Client Portal as an automated
slideshow

with a button to view all.
Click the, "Video" panel
tfo embed

a video fo share with

your customers.

G From YouTube,
click the, "Share"
option then copy/

panel bar

Matrix™ 8.1 Quick Start Guide = My Matrix

matrix

m & Photo

e

D AVE

M A RSH

Tast

mngle laspest fimarial decosean an indhvidusl wil make, but that are arw ther

o & Inventory Slideshow & Links (V]

The it saactsed cpton baice wl Spiay  dsshos of Thote betrge, #nd o8 salected cotons el Saory 5 nks.

Svertory Unkst ey inctve Listinga

[y Cficw actve Lasinge

0 & Video ®

Bt Tw Buryeng 8 house

Vot L) etpmc ot barLa Y tiom

e BuyingaHouse: 10 Things ) ow [ L
Share

AU@sOfde - INEER i,;ilf.!;.g a fﬂ’:"-

https:/fyoutu be/LxVFYubwYuw = — ; "'—gim. - ;
10 THINGS TO KNOW
BEFORE BUYING A HOUSE

DY o cocmomen g

Panaze the iformiation fhat o mith &3 Sagiey = yoer Cortact Indarmaton Saction, User tha dros-downs baos &3 seiact shh iformatin
i e s, (Vi 30 5 et firmatnge o B b

Comtere: Do s
i (343 S88-1318
Fas: {358) 835-5214
marshcnraiogemm
e tu Drvam

(Vi = -

paste the video URL into Maltrix's, "YouTube URL" textbox.

Click the, "Contact Information” panel
tfo enter contact information to share with your customers.
Note: contact fields are pulled from the, "Information” tab (see, "Information” in the, "Portal Set-Up" section

of this Guide).
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@ Click the, "Save" button.
@ Open a Client Portal to review
your changes.

Note: My Matrix > Contacts > [expand
a contact] > Open Portal.

O Speed Bar Shortcuts: manage existing
Speed Bar shortcuts by clicking on your
custom shortcut name.

& Manage Speed Bar Shortouts

Dscription and Criters
Latude, Loegitude i dosund 47.83, 122.24, i

-
e 10 THINGS TO KNOW
5 Back to Sestings | X Dulebe - _' “ BEFORE BUYING A HOUSE

Note: for more information, see, “"Speed Bar Shorfcut
(Create)” in the, “Search” section.

Dave Marsh

P 4815581118
[

[

© Team Settings: manage team members by
allowing them to create new listings, send CMA's,

Reports, and email under your identity or just to work
on your behalf. Smloii

Note: customize your team name by entering it in the, “My team R S
name” textbox

(Opﬂonol). Add Toam Mambar:

Piesse enter

£ Team Settings

bt
1 pout My Matiie 18h, Yowr Leammates € oplion
pestink, lacated in the top-right carmer of Hatri

P tham member's User 10 SE4TL

Fid | Cance

My team name {optional):
Note: team members may switch their identity by hovering, then
selecting, their

new one in the dropdown beside the, “Logout” link.

< Bulld Custom Display e

e Custom Displays: from the, “Available Columns” listbox, oy M;m
first select which fields you would like to appear on your e Stk
custom results display, name your custom display, then i ]
click, “Save". e - >
Note: additional columns such as a checkbox, feature icons and listing ég;@m
address can be selected from the, “Special Columns” section. s B o T T e
Note: view your custom display by selecting it from the, “Display” SRR (=

dropdown list on the, “Results” tab (see, “Search Results” in the,
“Search” section).
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e Custom Exports: export specific fields from your selected listing(s) fo a .csv file.

@ From the, "Manage Custom Exports" page, click  Manage Custom Exports
the, "Add Export” button. e
My Custom Export
@ From the "Available Fields" listbox, select which e @
field(s) you would like to export.
@ Identify each column in your .csv file by including
the field name or label (optional). R @ T
@ Name your custom export. S s e :
@ Click, "Save" e —

on Contact Name
tact Phone

Note: non-printable columns, such as icons, cannot be exported

Note: generate your custom export by selecting the listing(s) in your, T e vt
"Search Results" then click, "Export" on the Button Bar (for more -
information, see, "Export" under, "Search > Results" in the, @ €\ o-

"Button Bar" section).

@ Portal Notification Settings matrix

Home  Search Sists

@ From the Matrix top menu, hover
over the, "My Matrix" option then click,
”Se‘H’ingS”. » Speed Bar Shortcuts

@ Click the, "Portal Nofification Settings" e
link to set how and when, you would
like to receive Client Portal noftifications.

Configure Notification Settings o

© When a contact does this: the
action taken by the Client in
their Portal Options: Visits Portal,
Saves a favorite, Adds Notes,
Saves a Search, Visits Portal
First Time.

0 Notify me ASAP via Email: — __ " :

select a checkbox if you would v @mewermmese s tmremms

like to be notified—via email— e i el s~ il iy O
of the associated Client action.  © . : . .
@ Notify me ASAP via Text: select E:-»-: .L E
a checkbox if you would like to e s : B
be notified - via text message— . ] & g
of the associated Client aCtion. s s
@ Ciick the, "Click here to B i
edit your cellular insoniehe s
information” link to add/ -—
edit your phone number e
and to select your cellular e ey ()
prOVider‘ ::;_";"“;:“:."".":é':“‘“‘"‘"‘““ "“"m":‘:""“" o ~”|M1““w‘;| ;‘ﬂ_ﬂ""’w"':_“"‘_""’: s
e
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G Once your phone details have been entered, click the, "Send me a
verification code" button.

Note: some mobile carriers may send you an initial text requiring you to first confirm that you would like to

accepft, "Email to SMS" messages.

@® Check your mobile device then, back in Matrix, enter the verification code
that was received.

Note: be sure to read the entire text message to ensure you have entered the correct verification code.

@ Click the, "Save my cellular information" button.

@ Click the, "Save" button to save your Portal Nofification seftings.

@ IDX Configuration: short for, “Internet Data cratri
Exchange”, add Listings and Search ——
capabilities to your website by inserting an
iframe into any existing webpage.

@ From the Maftrix top menu, hover over
the, “My Matrix” option then click,
“Settings”.

@ Click the, “IDX Configuration” link o set ., .
how the IDX search should appear on Bt 4 S gaint
your website.

@ From the IDX Configuration section,
either select the name of an existing e ®
IDX page to manage or click, “Create
a new IDX page” then add a unique
name for the one you would like to create.

*, 10X Configuration

¥iu cam e Thin 2age 1o crasts and manage yeur O pages
[Cevatn 2 new iDX page |

Setuct 5O Page:

Wame: My Cuttom 10X Page

@ Form Selection: choose one of the following IDX forms to include on your website.

Search: select the, “Search” option then, from the, “Search Form™ dropdown list, choose which Search Criteria
form to display on your webpage. If available, select how you would like your results displayed by choosing from
the, “Display” dropdown list.

My Listings: select the, “My Listings” option then, from the, "My Listings Query” dropdown list, which listings to
display on your webpage.

sty Listings Quary: | My IDX Listings

Map Search: select the, “Map Search” option then, from the, “Search Form” dropdown list, which Search Criteria
form to display with the map.

arch Form:  Difautt Public Map Seasch  [=
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@ Map Area: when including a Map Search IDX on your
webpage, specify if you would like to set any search area restrictions or an initial map view.
Note: the, "Map Area” section will appear only when the, “Map Search” option (in the, “Form Selection” section)

is selected.
Do not specify a map area: select this opfion to remove any restrictions placed on where a user may search on
the map.
? \ Q@@
el 5;‘ v b=
Restrict searches to a specific map area: select this option to restrict L S PO s i T
users from searching outside the map area that you specify. Click the, SN
“Set Map Area" link o open the map then, from the map, select a shape iy s i {
fool to select an area. Delete the area by hovering over the shape’s red - i : ';:‘“‘"
dot then click the, “Delete Shape” link. Your selection also sets the initial - 1 ot a5
map view. =N T
I B R Purte kania apanr I=\’.’ .....
e - fan Carkos Jw“:m;_»t.

Specify an initial map view. Users are free to search outside this area: select this option to set the initial map view.
Click the, “Set Map Area” link to open the map then, from the map, select a shape tool to select an area. Delete
the area by hovering over the shape’s red dof then click the, “Delete Shape” link. Users may still search outside the
selected area.

@ Activation: activate, or disable, the IDX on your website.
IDX Enabled: display IDX on your webpage.
IDX Disabled: hide IDX from your webpage.

HTML: copy and paste the generated <iframe> directly into your webpage. If you're unfamiliar with coding, simply
create a webpage by saving the following example text as, “myidx.html” (be sure, however, to replace the <iframe>
with the one that was generated in Matrix).

<IDOCTYPE HTML PUBLIC "-//W3C//DTD HTML 4.01//EN"
"http://www.w3.org/TR/htmi4/strict.dtd">

<html xmins="http://www.w3.0rg/1999/xhtm!">
<head>
<title>My IDX Page</title>
</head>
<body>
<iframe src="http://mymils.com/Matrix/public/IDX.aspx?idx=xxxxxx"
width="860px" height="520px" frameborder="0" marginwidth="0"
marginheight="0"></iframe>
</body>
</html>

Referring Page: the page that referred visitors to your IDX.
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@ Other Options: offers additional IDX functionality depending on which IDX form is selected.

Style: when selecting, “Search” or, "My Listings” from the, “Form Selection” step, you are offered the following style
opftions to help intfegrate the IDX with your website'’s color scheme.

Click a box to select a color or enter the specific hexadecimal color code.

Sign-Up Form: when selecting, “Map Search” from the, “Form Selection” step, you are offered the option to allow
users fo sign up, from your website, as a new Maftrix contact.

Select the, “Include Sign-Up Form” checkbox then either use the defaulf sign-up message or write one of your own.

. IDX Conhguration Sottings  Proview
. . . - & &
@ Click the, “Preview” tab to display e
.. Price NoMin [=]te NoMax [=]  Gaage MaMin [=]te NoMax [= SN0 (¢m>)
how your Search, Listings or Map i = =N
IDX will appear on your webpage. b [NoMin [gto|NoMax [] Prveteou
Liv Area NoMin = te NoMax |« Gull Access r

@ Use the Button Bar to delete the
current IDX or click, “Save” to
create a brand new one.

{7 Back to Settings J{ Delete

Building
Sungle Famdy

Low Rise (1-3)

Mid Rise (4-7} |
High Rise (8] i
wills satached \
Wil Detached
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Stats (Preset)

Home | Search | My Matrix | Rester Rattoll mIRealist  Input | Market Reports | Help

@ £ | Sinaly Fomity 1 8,
0 From the Matrix navigation menu, hover the, “Stats” tab B | Muluebeily
and select any of the Property Types. | Vasant Land

4% Farm & Ranch

@ sclect the, “Presets” tab. B | Commai e

5.
v | Cross Property

e Click a Preset statistic link. om
s‘ub IEE .| Map Search: Area Sefected Cear Map l:m:::;.::n'-]
@ sclect criteria from the, “Search” tab. :",:,,,M:::( - -
Note: when running a regular search (see, e”’ e | ’:m
“Criteria Search” in the, “Search” section), I

click, "Stats” on the Button Bar for a quick

way of viewing statistics using criteria that o T
you have already entered. e ’
© Click the, “Expand” (-] icon to, “Save a E o
Copy" of this Preset (optional).
Note: a “Copy of” Preset will appear under the, 73 Addtional Fekds Add

"My Presets” heading.

Note: customize or add search criteria then save your updated preset (for more information, see, “Stats (Save)” in the,
“Stats” section).

Home | Search | My Matrix | Rester RIEEN MIRealist | Input | Market Reports | Help

O Ciick, “Generate". © o sespon (@ a
B | Multi-Padnily
%  Vacant Land
Stats (Customize) 6 | Farm s Ranch
i Commercial Industrial
@ rrom the Matrix navigation menu, hover the, “Stats” tab and select 23 cross ropety
any of the Property Types. e
D Time Frame ="“. e Map Search: No Map Selected ‘T{'\r;:‘i“slll.wn'uj
@ sclect the, “Customize” tab. el o O — 0,
- " e Dl e 5 o5
e Select a, “Time Frame” from the ﬂ T -
dropdown list. —_——n e
e Select a, “Statistic” from the dropdown —— b B KT i
list. B
e Click the, "Advanced Options” link to B . o
select a, “Secondary Statistic” from ]| —

the dropdown list. e
Note: you must first select a statistic before the, “Advanced Options” link is enabled.

e Select a, “Group By" item from the dropdown list.

Note: you must first select a stafistic before the, “Secondary Statistic” dropdown box appears.

@ Add a, “Chart Style” (opftional).
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@ Select criteria from the, “Search” tab. S mmmmmﬂ -
Note: when running a regular search (see, "“Criteria b 1| | Maw Search: Mo pap Selected @ reatisoe)
Search” in the, “Search” section), click, = B iiedime ]| OenonElmeanss o
“Stats” on the Button Bar for a quick way of o ey B ovarer [ Dmeothmnnc ) | 5k T '::
viewing statistics using criteria that you have e = o o — ‘:?’:W:::m | S
already created. omree Gien = gﬁ:.:ﬁ;‘:? pe :... 35|
, - - e St
@ Give your statistic a Name (optional). nee St [ oty o
S = 5;?.: i
@ cClick, “Generate’. vt e s,
=t Cowiiez
r o

Note: click the, “Chart” tab to view the statistics
chart or click the, “Data” tab to view just S ?@
the numerical data.

Stats (Save) = = )

el:‘“:u the Current Preset o )
@ After choosing a Preset or a Customized stat, o";;:f«““ = @ . FTNER-ulBER [
select the, “Save” tab. - 5 ) T =
© Give your statistic a, “Name” (optional). = S
340,000
©® Check, “save Search Criteria with Preset” to i el
save the statistic(s) and the criteria together e
. > a N
(optional). o
Note: when clicking this from, “My Presets” on the, “Presets”
tab, you will have the option of running this with, or
without, the saved criteria.
@ Check, “Show on Home Page Stats Widget" to o e s A

Primary Tase Sales, Mumsbar of Sale Price, Mechan
007 B $323,950

save this statistic for quick access on the Home

Page Statfs Widget (optional). s me =

Note: you must check the, “Save Search Criteria with Preset”
checkbox to include this on the Home Page Stats
Widget.

raeme i fram Jan 2007 bs My 3012
x calculated from spproximately 240,000 kstings

O ciick, “save".
Save a Copy: make a duplicate of the current stat.
Delete: delete the current Preset stat.
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Matrix™ 8.1 Quick Start Guide = Auto Email
Auto Email (Create)
0 Create a Search and view the results. Save a New Auto Emal
% Clear 269 matches mw -
Note: for more information, see the, “Search” section. i b @

1 Message

Q From the, “"Results” or, “Map” tab, click, "Save > New Auto Email” @, —
on the Button Bar.
actions Refine [N Carts

e Recipients

@ Select g, "Contact" from the dropdown list (mandatory).

Note: click the, "Create a New Contact" link to add a contact not yet in
your address book.

@ Select, "BCC" to be notified when your customer is sent a
new Auto Email.

0 Messages i
@® Enter a Subject line (mandatory).

@ Use the default, "Welcome Email' and, "Recurring Email" or customize the text to create
your own messages.

Note: click the, "Settings" icon <z to either set your custom message as the new defaulf or to reset it back to the
system default.

e Settings
@ An Auto Email, by default, automatically sends a client new, or updated, listings at
whatever interval is selected in the, "Schedule" option.

Enable, "Concierge Mode" if you would prefer to review (approve or reject) each listing
first before they are sent to the client (optional).

Note: when Concierge is enabled, click the, "Also send me the alert notifications by email" option to be nofified, by
email, that there are listings waiting for your approval in Matrix.

Concierge: ¥ Enable concierge mode

Matrix alerts you on the Home Page automatically as new
matches are found.

Also send me the alert notifications by email.

Note: Matrix alerts you of any new matches in the, "Concierge"” Widget on the Homepage (for more information see,
“Concierge” under, “"Home Widgets” in the, “Home" section.) as well as on each page, in the information bar,
located just below the menu tabs..

) - o

Concierge Alert! 1 auto email, 6 listings.
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@ Select an additional display to include in the Client Portal.
Note: this display will only be available, to the client, for the Auto Email with
which it was selected.

@ Click the, "Reverse Prospecting" checkbox to allow listing
agents to view when their listing has been sent to this
customer.

Note: this feature can also be enabled in the contact's management area
(see, "Contacts (Add) in the, "My Matrix" section).

e Schedule
@ ASAP: Emails are sent as soon as possible.

Daily: Emails are sent during the days, and time period,
selected.

Monthly: Emails are sent on the first day of the month.

Note: Auto Emails that are not read within a system-specified period of time are
automatically suspended until re-enabled by the agent.

@ Click, "save" to create this Auto Email.

Note: if, "Concierge Mode" is enabled, this button takes the agent to the e

ot itarser, Pud |+

Concierge area where listings can be accepted or rejected.

Concierge Mode

@ Click checkbox to enable, “Concierge” Mode.

Note: when Concierge Mode is enabled, you are no longer able to, “Schedule”
when Auto Emails are sent.

Note: nofification of new listings waiting for approval can be found in the,
"Concierge” widget located on the Home Page as well as to the left of
the, “Speed Bar” textbox on each page.

Note: click the, “Also send me the alert nofifications by email” checkbox if you
would like to also be notified by email of new listings waiting for approval.

Click, “Save; Go to Approvals” to review listings. 0

View if/when a listing has already been sent.
Note: listings that have never been emailed to this client display. “Never” while

.. . . . ncierge Approvals Page: Bud Weiser (197)
listings that have will display their date sent. "7 Thase 197 Satings found by Hare are soma lstings, °cn your appeoval They ars not yet vidbke

Dl

o D @

2885 Beigs hoad BL  $845000 O4iDA/2008 1

e Select/deselect single, or multiple, listings to
send.

Note: for more information, see, “Search Results” in
the, “Search” section.

323-5-8 Spland Read WHE  $EPS.000  OWI1A/200% 1
BeT M o
BeT M o
oanaam: 8@ T 4
senzo @ T/ &
senazo: @@ T+ &
BeT»
BT »
BT &

52603 1075 Senset Street KN geR0w ONMU00 7SS 3 3 181

WL $89R900 022000 683 o 13690

WSR $TRON0 O3 a3 3 3 2400 0810

NG MERON0 OMOIN a6 & 230

LOWA $RR000 DNINION 49 3 3 3502 0610

@A gaaan
BY BN g g B

§
CUEOBE00aEe

LOWA $RR000 DMINION 49 3 3 3502 0610

6 Click, “Approve Selected” on the Button
Bar.

Note: if no listings are selected, the, "Approval” link on the Button Bar will give the
option of approving all.

soct | B Aoprove Selected | @ 5 (102345628920 .
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Button Bar

Button Bar

@ secarch > Criteria

Clear: removes all current search criteria.

Count-on-the-fly: displays a real-time number of
matches based on the current search criteria.

Search: switches view to results and displays properties
based on the current search criteria.

Q Search > Results and, Search > Map
@® Action Tab

Criteria: return to the, “Criteria” tab.

Email: email the selected properties.

Print: using the selected properties, print reports,
displays and mailing labels.

o Include a header, footer (or
both) and, with Matrix 360
Displays, print all tabs or just the
ones you specify.

Click the, "Preview" button to
position, and print, the selected
properties on an interactive
Multi-Map.

CMA: use the selected properties as
comparables in a CMA.

Directions: create custom, turn-by-turn driving
directions using the selected properties.

Stats: quickly create tabular stats using the
properties or, de-select all properties to create
chart stats using the current search criteria.

Export: export your selected properties as a .csv file
using either System-defined or Custom fields (for
more information, see “Custom Exports” in the, “My
Matrix" section).

SO0 g o W
. 031772059 f-’@p
P 0 0423, - -4
: 0902730,

750 05715,

1585 o

6,06+
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matrix

e [N Rsts by Matrin o Bt T

Contigest  Corp/Aelscation

Unks Finsecs  Ad4Tdt Martet Rapors  bekn

mide

o % Clear 269 matches lamus

matrix

Refine Save Carts

& Print 3 Listings

Agent Single Line

Agent CMA Single Line
Agent Single Line w Photo
Hotsheet

Agent Short

Agent Full

Client Full

DEV All Fields

Input Summary

Multi

e

3-Up Comparison

1004MC Market Conditions (Summary)
1004MC Market Conditions {Detail)

£ Print 1 Listings

QO IR T

aevc @
mvoa@e
meon@e
LU= )
evox@a
weoa@
LR - L
@wca@
Be O [
@woo@
(option key a Ma
a | Print | header and footer v
¥l Print with roll-outs (if any) open
¥| Print search criteria
Ink saver; if any, don't print images
Print All Tabs
360 Property View
¥l Listing
¥ Tax
Photos
History
Parcel Map
Ficod Map
Foreclosure
av
L
Y L]
O Al
L !Hr T\J s .‘q
SRR
AR, A
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Matrix™ 8.1 Quick Start Guide = Button Bar

@ Refine Tab

View as: select a name from the dropdown action: [[EINY seve corts
Select a Ci

list o display when any of the properties, in @ 0 sort

the results, were sent to the selected contact.

Narrow: displays only the selected properties (click the, “Original Results” breadcrumb link (located below the
Speed Bar) to return to all properties).

Discard: removes selected properties (click to undo this action).
Sort: sort your Single Line Display by groups according to the sort fields chosen.

@ Save Tab

New Saved Search: save your search criteria to actions  Refine [N certs

use again for a general search or for a specific @ T —

contact. You may also include your search to

use as one of 10 favorites on the, “My Favorite Searches” Home Page widget (access all saved searches under, “My
Matrix > Saved Searches”).

New Auto Email: automatically send listings, based on the selected search criteria, to a specific contact at
scheduled times (for more information, see, “Auto Email (Create)” in the, “Auto Email” section).

New Speed Bar Shortcut: create a custom Speed Bar Shortcut based on the current search criteria to use in the
Speed Bar. Access all saved Speed Bar Shortcuts under, “My Matrix > Settings > Speed Bar Shortcuts” (for more
information, see, “Speed Bar Shortcut (Create)” in the, “Search” section).

@ Carts Tab

Add to: add selected properties to a specific Actions. ; Betine - Save

contact’s (or, Cross Property) cart. @

View: view the properties contained in the cart displayed on the dropdown list.

Button Bar
matrix

Home  Search Siots (TN © Mesket Tax  Lieks Faece  AddEbt Markel fmscrts  Heln O Mabsle s, Ciamed - Logon

© My Matrix > Contacts
@ Add/Inactivate/Delete

Add: add a new contact. otk

Set Inactive: set selected contact(s) fo inactive. iL,._
You may not deactivate a contact with active :
auto emails.

Delete: permanently delete selected contact(s)
and their history.

@® show/Import/Export @ -riameminee 1)
Show (X) Active: display only active contacts (disabled when already viewing active).
Show All (X): display all active and inactive contacts (disabled when no inactive contacts).

Show (X) Inactive: display only inactive contacts (disabled when already viewing inactive or when there are no
inactive).

Import: import a contact .csv file created with Matrix Contact Export.
Export: export selected contact(s) to a .csv file.

S Active Contacts (14}

@ My Matrix > CMA matrix

o Starta New CMa || Copy the selected CMA 3 Delate the selected CMA's

Start a New CMA: create a brand new CMA.

Copy the selected CMA : make an exact copy of one
selected CMA. o

Delete the selected CMAs: permanently delete selected % st 0 SR
CMA(s).
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Matrix™ 8.1 Quick Start Guide = Button Bar

0 My Matrix > My Listings

Note: select a listing fo enable Button Bar functionality. matrix

e Smarch ats [P temiet Tan ks Finascs AQSTAt Market Reports Help £Mbde oo, Devd - Logout

o Edit ) Manage Photos Manage Supplements (= Share G Reverse Prospect [ Email (2 print

@ Edit: edit the selected listing (see,
"Listing (Edit Existing)" in the, "Input"
section for more information).

@ Manage Photos: add, remove or re-
order listing photos (see, "Photos and
Supplements (Add New)" in the, "Input"
section for more information).

Manage Supplements: add, remove or re-order listing supplements (see, "Photos and
Supplements (Add New)" in the, "Input" section for more information).

Share: copy the URL fo display the selected listing, for example, T

on a webpage or, perhaps, your favorite social media site.

BB

(]
(ol ol ol ool ool c]o

e

(6]

Reverse Prospect: view agents with clients who have been sent
Direct, or Auto, Emails that include your selected listing.

Re st Pri ct Results for 316214

Agent Name: click the Agent's name to send them an email from Matrix.

Ref #: this is the reference number that the listing agent may use to identify which client
received the selected listing. The recipient's agent can find this reference number under,
"My Matrix > Contacts".

& Active Contacts (14) © Sewcn Filter Comacta: | _ chocse 8 e

Pre-approved: displays a checkmark if the contact has Mortgage Pre-approval.
Note: flags can be set for each contact (for more information, see "Contacts (Add)" in the "My Matrix" section).

Count: indicates the number of listings returned in a search that match the client's criteria.
Email address: click the Agent's email address to send an email from your default mail client.
Date Sent: indicates when the contact was notified of the listing.

File Folder Icons:

¢  displayed if the referenced contact flagged listing as a Favorite

g displayed if contact flagged listing as a Possibility

L) Note: if the contact discarded the listing—that contact's Agent and Reference
Number row will not appear in Reverse Prospecting

@ Email: mail the selected listings.
@ Print: print the selected listings or create a .pdf.
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31' My Listing,

Listing (Add New)

o From the Matrix navigation menu, click the, “Input”

Q Click the, "Add new” link.
0 Choose the appropriate Property Type form.

@ Choose how to fill the Property form.

Fill From Existing Listing: fill the form from an existing
listing. Search by listing number or search for a
pre-existing Cross Property listing from which to
Fill (for more information, see, “Criteria Search”
in the, “"Search” section).

Fill from Existing Listing Start with a blank Listing

Fill From Tax: fill the form using information such as a
tax number. If multiple tax results are returned,
simply select which tax year you would like to
fill from.

Fill from Existing Listing | Fill From Tax | Start with a blank Listing

Start with a blank listing: fill the form beginning with
empty fields.

Using the Input Wizard, fill the Property
form
as required.

Froperty In.‘om Agent Information m

Descriptios

> Rooms and Baths

tab.

Matrix™ 8.1 Quick Start Guide = Input

lemg Gaweh St v Maits 6 Rakki e

Frusacs [T Moo dagerms ik

% Input
Ustings

&0 mess o Efit exigting Listings

it

% Add a New listing

I Trown Existing Listing | /9
Listing Mamber from which tn Fill

nananar

Note: input wizard section names may vary depending on the Matrix system.

Note: all highlighted Matrix Input fields are mandatory
and must be completed before you are able to
submit the listing.

11 Add New listing e

Seluct Form

LINC Nusber
Ssarch for pra-axisting Cross Rroperty Esting from which to Fl
Strect Mesber
;e e St Mawme 1
= EBaavar County = Sk Fatins;
Big Lakes, MD. of
Bigham, M0 of (28}
Asen =
1- Gig Harhoe 5
Remarks
 Residential
E Agant & Office Information

Lt Aszaciaie Agent mame: arfice Nome:

) TimRs aras

Location Information

MouseNumber S Dieecban  Street Mame it Sreeane Strees Type PostDirect et
Sebdivision 110 Tan Farcel mmber Tomnshin Range Seciion

€ 6 q ‘ '

County cay State

Tuk N © oo ¥

Yuar sum ear Bu Seerce

e Schaal District

P Grade schost

[renpe—— L TNE——

€ Map Not Found
Hish Sehacl

Chractars Ramiring: 330

Prapurty Information

Feperty Sub Type  House S st Prive Uit Dane [ —")
HumeSq P 1 Mome 5 7t 1 Seuece  Hame Sq Ft 2 Mome S P12 Saurce  Home Sq Pt 3 Homse S0 7t 3 Saurce.
5 ul Stwvies & Fireplaces dovage Capocity  Cemus Trodt Guwrer hame Cmner e
[ ‘ F : i '

Lot Size-SaFt Aeres Tax Amosnt Tax Vene

e L T - )
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Matrix™ 8.1 Quick Start Guide = Input

Q Map your listing.
Located under the, "General” (or similar) section of the Input Wiz
your listing by clicking one of the pin placement options. Note: re
of which option you choose, always visually verify that
the map pin is placed directly over where your listing is
located (see, “Manually” below).

On Address: once an address been entered either
manually or, in some systems, auto filled from a
street dictionary, click the, “Map Address” (or
similar) link to map the pin with the listing. Y e

On LINC Number: entfer the LINC number (available in Eesai
some systems) then click the, “Geocode on
LINC/address” link to map the pin with the listing.

Manually: click the, “Set Lat/Long manually” (or
similar) link then, after the map pop-up displays,
zoom in for an aerial view (using either the
mouse wheel or the zoom (=) @ icons). To place
the pin, simply left click, with the mouse, on the
property.

Google Street View: click the, “Choose Google Street
View" (or similar) link then, after the map pop-up
displays, use the Google Map directional arrows to
choose the best view of your listing. Click, “OK".

a Click, "Validate", on the Button Bar, to ensure alll
required fields have been filled.

Note: If any errors exist (such as, empty required fields), they
will be indicated by an, *Alert” icon @ in the, “Input

Wizard”. To resolve, simply click the offending step and w::ﬂ
correct the error. Wy
Note: for additional error information, click the error message mw e 5 e
link to view a detailed summary of specific listing errors. i ioeisgratorn — e
There were errors on the input form, click here to view them. s . restant ._.. . .:_“:Tu ~ s, .._a::.m .._".. -
8 ‘g validate w— :-".-“ '."f-l”"" :.:3:-:" o i | rai

@ On the Button Bar, click, "Save As Incomplete”
to complete your listing at a later time (see, the
"Save As Incomplete" section for more information) or click, "Submit Listing" to immediately post it
live to the system.

« Input Succeeded

ting Ras Bean mcomshully saded. Lutg Mambar: 423173

[E] 5ave a5 Incomplete EE

Photos and Supplements (Add New) © 0 ©

After your listing has been submitted live or saved as incomplete, you may add photos and/or
SUpplemenTS. 2 Add / Edit Photos for MLS#429200

T usboed, dick Brpwse, Ti
o the = Orde

Multiple shotes ot sren, held the Cl (etien] key domn whes cheking
the Hensmee. T “ 2rag by the grey titie ber. Cck

ik on any image o

@ From the Button Bar, click, “Add/Edit Photos” to  « “Jh.:w@r“;;:m:,,mw —
add listing photos. T e ER T
w; Add / Edit Photos B [T - ... ] uim E m B r
@® Click the, "Browse" button to locate the listing photos on : = IE$E|

your hard drive then drag your cursor over multiple -~ o

images (or CTRL and click individual images) to select the @ % m‘

ones you would like to upload. — m =
Rucitps: [0 v 08 b P o1 z] e |

Note: maximum number of photos vary depending on your system.
Note: for best quality, upload photos that are at least 1024x768 pixels.
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@ Once listing photos have uploaded,
click any thumbnail to enlarge the
image and add a photo description
(optional). Click the, “Done” link
when finished, followed by, “Save”
on the Button Bar.

Note: thumbnails outlined in red indicate the
image dimensions are smaller than
recommended.

@ Click and drag the thumbnail, “Sloft:
[#]*" to reorder the photos as you

would like them to appear in the listing.
[n mr:.\-0§>

I Chacke A

{1 Pramary stot* &

display as the Primary photo on the listing.
@ Click, "Saved" when complete.

€) Cancel ¥ Delete Checked

9 From the Button Bar, click, “Add/Edit
Supplements” to add listing supplements (also known as,
“Aftachments”).

fl [.5) Add / Edit Supplements

@ Enter a, "Supplement Description”, choose g,
“Supplement Type"” then click the, “Browse” button

to locate the listing supplement on
your hard drive.

@ Click the, “Upload” button to upload
this supplement to the listing.

@ Click, “Save” when complete.

9 From the Button Bar, click, “Continue Editing” to return to the Input Wizard.

Continue Editing

Listing (Edit Existing)

0 From the Matrix navigation menu, select
the, “Input” tab.

Choose a listing to edit either by clicking
the, “Edit existing” link, by selecting

a listing from the dropdown list or by
entering a listing number in the textbox.

e Select which part of the listing to edit.

Matrix™ 8.1 Quick Start Guide = Input

inéaricr lning raom

Check Spatieg Cnalsh

o EED

e - c e Note: the, “Primary slot”

indicates which image will

7] Manage Supplements for 429200

Add Supplemant (1000 s

Sepplemant Description Terast Apgication

Select Pl e
sceshemest Tyze | T+ Tanant App. Form L=l
[ — =)
e M Destaep r ]
O s s P | OE 2 2
Cogancr = binw Tk - 19
et [ Heme e [a—
Ui Program Fies 086) (8] 55 Librari
Jo natrc U Boee .
ki Temg 1 Computer
B Druioe iy Nt
B8 Demmbcuh I photss Fila fckdar AL 158 A
% Eecart Puces T Temarn &pphestion BEE - Adube fobet 0. ZROGIE LA
8 Pheto Stream
[hge|| Tenast Apphcation Dute o MVD6012 1213 P Diate createdt DRVLLO012 311 AM
Adote Avsebat Document See SA20H
Fesime: Tanast Agphcation - [wRacs -
Cpen | Coned |
71 Manage Supplements for 429200
Fimrane et fiesan Trpe
T T Toners Semhontion ot Tenast Agghcation sain  [T-Tenar App Fom =

Add Supplemaent (10M8 max)
Sepolement Descripton Terast Apgication
Betect i Ereune

Sepplement Trpe

| @ s m@

T-Tanunt App. Form =

Home Search Stats My Matric (5] Reslist Tax  Links

~1 Modify listing

6238 E Mercer Wy, Mercer Island 98040

a0

: azferfamz
5

Live:  $4,895,000
QFncr $4,695,000

Finance METHY Market Reports  Help  Hos

Listings
£ e o £ existing Listiogs

ot sty

Selact a Listing [=] erevee
« Input Succeaded
Vating has Been succasahily wirfated. Listing huussber: 415000

Tour bating has been sucoesstelly updated and will sppear on the

Note: click the Property Type link (i.e. Residential, Commercial etc.) to edit any of the fields from the listing.
Note: click the, *“Manage Photos” link to update listing photos.
Note: click the, *“Manage Supplements” link to update listing supplements.

0 When your listing has been updated, click, “Submit listing” on the Button Bar.

[=] save as Incompiete g Validate € Cancel Input

retem shary
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Avuto Save

0 Matrix automatically saves new listings after several e mn i)
minutes if: '

a. no keyboard input is detected

b. you navigate away from the Input screen

c. you switch between Input wizard sections e

9 The Auto-Save Recovery screen will automatically be
displayed immediately after you next sign info Martrix.

Restore: click the, "Restore" link to return fo the auto-saved listing and continue from
where you left off.

Discard: click the, "Discard" link to discard any auto-saved changes fo the listing and
close the auto-save recovery screen.

Skip: click, "Skip" on the Button Bar to close the auto-save recovery screen (the auto-
save recovery screen will once again display the next time you sign info Mafrix).
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Matrix™ 8.1 Quick Start Guide = Maftrix Mobile

Matrix Mobile is designed as a light, versatile solution to quickly access the system’s most essential
functions.
Note: custom settings from the desktop version of Matrix are automatically transferred to Matrix Mobile.

Use the following icons to navigate through the sections:

Home Page Next [tem
Last Page Previous Item
User ID: : + Search
0 To access Matrix Mobile, navigate to the Matrix rxsnr (D & My Mo
Mobile Login page then enter your, “User ID” and Login (@)  cats ;
- # Holsheots 0
“Password”. _ B s | ©
Nofte: click the, “Matrix Desktop” link o access additional P I
Matrix features and functionality from the full version of Copyright © 2012 Corelogic : 2 Log -
i RS-~ N T . =N
Mafrix.
i = ol Fitio = 253 PM i =
Speed Bar w =
& News ) o Residential
@ Enter Speed Bar shortcut criteria to Egs - -
. e e . . = roperty Typ | Siegle Fa,
quickly find listing, or roster, information & 2 peione (@) s
from the Matrix database. e ' gl o
# Holsheels 0 & Mobile -
Note: shortcuts will automatically populate the e == T Price (ListS:
Speed Bar following each search created ' = Dais s
from The, useorchn poge‘ F.msm-@m 3 Recent Searches -
RSN N - Y - NP =< S & R

News

0 From the Home Page, select, “News" fo view recently posted news item:s.

Search
0 From the Home Page, select, “Search” to enter search criteria for a variety of property types.

0 Select a Property Type to search.

Note: click the, “Recent Searches” link, at the bottom of the page, to view a list of your most recent searches.

e Enter your Search Criteria, scroll to the bottom of the page and click the, “Search” button.

Note: in the, “Area” textbox, enter an area name such as, “Los Angeles Southwest” (or its numeric equivalent, “C34”). To
search multiple areas, simply separate values using a comma (i.e., “C34, 276" or, ""Los Angeles Southwest,
Highland”).

Note: click the, “Calendar” icon to add a date, or date range, to your search.
Note: expand any panel with a, “Open’ icon to enter additional Search Criteria.
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Click the, "Email All” link to send all
recipients.

Note: separate email addresses, in the, “To"
Note: enter a mandatory email subject line.

Click the, "Map” icon link to view all
Note: by default, only results of less than 100
Note: on the map, click the, “down” arrow to
Note: on the map, click a listing pin fo view the

Select a listing to view the listing details

Click a listing function.

Email: click the, "Email” button to email this listing
to one, or more, recipients.

Cart: click the, “Cart” button to add this listing to
a cart.

Map: click the, “Map” button fo view where the
listing (identified by the large icon)
is located on a map.

Click the primary, “Listing Photo"” to
display all listing images.

My Matrix

Matrix™ 8.1 Quick Start Guide = Matrix Mobile

A-5191 MAYBERRY AV,
A- 805 BENNETT 5T, SIN ocmatinim
A-1301 N ALEXANDRIA
A-5815 SUNRISE RD, 24
A-11 ABBEY DR, LF (34l
A-13203 CONSTABLE 4 "0%5%9%

A - 10400 PETIT AV, GH Send

= 2:53 FM 4 =

= |istinas to oz
i 283 PM

Lul.lngel’r*%

G O

° Email All

A SFR $200000-40000C ) as
A - 4374 PACIFIC AV, RVSD {$32...
SANDFOX CT, OA ($350... ©
A-118 E ETIWANDA AV, RLT (... ©
A - 3012 DEL REY DR, 58 {5244,...
A - 25 GLACIER , MTBL (3219,000)
A - 634 ESTHER WAY . REDL (52... |

A - 25 CALLE CONSTITUCION, ...

Y E M m

E08152476 (Active)

3863 Croydon St
Highland, CA 52345
SFR/D, Two Level

0 From the Home Page, select, "My Matrix” fo access client information and settings.

From the, "My Matrix” page, click,
“Contacts” to view a contact’s details
(including, saved "Auto Emails”,
“Saved Searches” and client portal
preferences).

Note: from the, “Contacts” page, click the, “Add
New" link to add a new contact.

From the, "My Matrix” page, click,
“Saved Searches” to view any saved
searches.

243 PM i=

& Carts 1
A Holsheets 0

‘. Conclerge 11 D

[Euill Site - Logout

ﬂ

Note: select a saved search to view the results or change its criteria.

g T

From the, "My Matrix” page, click, “Auto Emails” fo view the auto emails you have created.

Note: select an auto email to view the

il ida 5 2:53 PM i =
results, change the criteria or P
display the new listings since the
last fime you ran this search. Coptucts . [PE——
side Properties 2M-IM
Auto Emails
Limits w/ pool
My Listings |
| Otio's Listings
New Listings 0-5
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e From the, "My Matrix” page,
click, "My Listings” to view
your listings.

Note: select a listing fo view the listing
details and functions.

& Contacts

45 Saved Searches

o+ Auto Emails

R My Listings

Carts

@ rrom the Home Page, select,
“Carts” to view a list of all
current carts.

ftirica = 2:51 PM. i=

Matrix™ 8.1 Quick Start Guide = Matrix Mobile

=

= 5191 MAYBERRY AV, RCUC ...

A - 895 BENNETT ST, SIM ($400,... ©
- 1301 N ALEXANDRIA AV, LA ...

- 5815 SUNRISE RD, 20P ($400...
=11 ABBEY DR, LF ($400,000)

- 13243 CONSTABLE AV, GH (... ©

- 10400 PETIT AV, GH ($400,000)

Cart: Ball, Crystal (1)

Hotsheets
Emnil A1l

“. Concierge '

[Eull Site - Logoul

Note: a cart is automatically created each fime a new contact is added to the system.
Note: see #7, under, “Search” in the Matrix Mobile section, to add a listing to a cart.

Hotsheets

0 From the Home Page, select, “Hotsheets” to
view the Hotsheet for each property type.

Note: a customized Hotsheet can only be created from
within Maftrix.

Note: see #3, under, “My Matrix” in the Matrix Mobile
section, to access a Hotsheet that you may have
saved as a custom saved search.

Concierge

o From the Home Page, select, “Concierge”
to view all auto emails with listings waiting
for your approval.

Note: the concierge option, highlighted in yellow, will
only appear if there are listings currently waiting
for approval.

e Approve all listings in an Auto Email by
clicking the, “Approve All" link or access
listings to, “Reject” by clicking the, “[number
of] listings” link (i.e., 13 listings).

il Fitho % 243 PM i=
E o

& News 0

L Search

5 My Matrix

W Carts 1 &

# Holsheels D

#  Concierge ] 0

[Eull Site - Logout

Yutiriso = 2:53 M e

a:: mang - Aserave Al

Ball, Crystal - Here are some new i
0 lintings - Agmnave Al

A~ 4784 FLYING H, 29P (5225
A~ 74781 DIAMOND BAR RD,
A- 6884 QUAIL SPRING AV,

A - 5961 MARINE AV, 29P 52

Note: to reject a specific listing, select the listing then click the, “Reject” button.
Note: once dll rejected listings have been discarded, click the, *Approve and Send All” link to send all remaining listings

to your Auto Email recipient.
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Matrix™ 8.1 Quick Start Guide = Tips and Tricks

Home Widgets

Prefer your Homepage Widgets were organized differently?

Click a widget header then hold and drag & Hot Sheets 4 Additional

it fo a new position on the page. S e  Contact Requests
I-I..:r--.-m:m:_\- L Search r}
Land

Click » to close the widget and = fo
minimize it.
Note: all closed widgets can be found in the, "Additional” Widget.

Customize This Sesgion ¥

Market Watch

Looking for real-time changes in your Market? e e i
Click the, “Refresh” link to view up-to-date = P —— ,,.Eﬂ o
activity for the selected property type(s) comty
during your chosen timeframe. 5

Not interested in displaying the activity for the e e

Sehanl District Elemsentary Schoal

entire system?

Click the, *Customize” link to only show activity in the market that you specify for each
Property Type.
Note: for more information, see, "Market Watch (Customize)" in the, "Home" section.

Hot Sheets & Manage Hot Sheets

§ Map Search: No Map Sefected

3 a—

You have multiple customers who are each
interested in different areas of your market.
Would you like to see the activity in each of —
those areas separately? e .

irPhe GIMBma  Steest Suffi DirSfx Una®

e Liin
Simply customize each Hot Sheet to only show the Back o i
Wihdraan Usimg C;orﬂ.mul) i3 Migily recommenn ded wiven searching Subdivisions.

activity in a specific customer’s area.
Expir Place*

Note: for more information, see, "Hot Sheets (Customize)" in the, ;.;u"-‘éeum
"Home" section.  orB e

i Subdivision Zip Code

Schosl District Elementary Schoal

# o 5 sont
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Matrix™ 8.1 Quick Start Guide = Tips and Tricks
Criteria Search

Are you constantly having to add the same i ———
criteria to many of your searches? d :

:::::

Save commonly-used criteria as a default
so that each time you use that search ;
form, your saved criteria has already been smomero
entered.

nnnnnnnnn

......

Too many unused criteria fields cluttering up matrix
your Search Form?

Statun - Diate o Rnoge B o ey imarchz Mo Map Selected

On systems where available, create your
own custom Search form by adding only
the Additional Fields that you typically use
most often.

Want to quickly add a date, or date range, to
your search?

Use the following date shortcuts to avoid using the calendar.

Status - Data or Rangs

Specific date (MM/DD/YYYY): 08/23/2018
(August 23, 2018)

Before a specific date: 07/24/2018-
After a specific date: 07/24/2018+

Date Range (specific): 07/23/2018-08/23/2018
(July 23, 2018 to August 23, 2018)

Date Range (dynamic): 10-20 (between 10
and 20 days ago)

Last 31 days: 0-31 (O=today)
Last 31 days: 31+
Before the last 31 days: 31-

O7/23/2018-08/2
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Want to enhance your text field searches?

Use a combination of any of the following symbols, in any text field, to enhance your Matrix
searches.
Asterisk (*): a wildcard that can be used anywhere in the text

Public Remarks £ *pool™ search field for anything containing the word,
“pool” (what's before or after is irrelevant).

Public Remarks £} reduced* search field for anything starting with, “reduced”
(what's after is irrelevant).

Public Remarks £} *deal. search field for anything ending with, “deal.”
(what's before is irrelevant).

Public Remarks £} reduced*deal. | Search field for anything starting with, “reduced”
and ending with, “deal.” (what's between is irrelevant).

Exclamation (!): used for exclusion

Public Remarks £} 1*pool* search field for anything not containing the word,
“pool” (any other words are acceptable).

Public Remarks £ treduced™ search field for anything not starting with,
“reduced” (starting with any other words is acceptable).

Public Remarks £ 1*deal. search field for anything not ending with, “deal.”
(ending with any other words is acceptable).

Question Mark (?): character substitute

Public Remarks £ *gre?t* search field for anything containing a word with
the letters, “gre2t” (where, “2" can be any letter).

Comma (,): used to combine

Public Remarks £ *pool*, *pool ta S€Arch terms search field for anything containing
the word, “pool” but not containing the word, “pool table”.

Have a customer who's looking for property within a certain distance of a particular point-of-
interest?

From a criteria form, enter a distance, and -
the POI address, to isolate all listings within i =
the specified range. e e e i e
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Map Search
Have a customer who's looking for property
within a certain distance of a particular point- e ¥

of-interest? b o e

From the map, enter the POI address in

the, “Jump to address” textbox

O E K % & @ 2001Rendall st, |~ ¢ click, “Enter” | A
then, starting near the location marker, use the < @ @
radius fool © to draw and isolate all listings within . moo?
your preferred range. :

Need to determine the distance between 2 map
locations?

Click the, "Ruler” link (bottom-left corner of map) then click on the first location while dragging
your cursor to the second location. Release.

Tired of having to constantly reposition the map to an area that you typically search most often?

Replace the default map position by repositioning the map. P— ;G} JMPJH

clicking the, “Settings” % icon then saving your current i -
position as the new default. R

Bonus Tip: use the, “Jump To Address” dropdown list to quickly navigate to = Ay (L
system-preset areas of the map or back to your default position.

Checked 0 All - None - Page

Do you have multiple properties to select on the map? e s

Save time by using, “Single Checkbox” {#licon to quickly S . lmac :
select individual properties or the, “Multiple Checkbox™ Reskied ‘
#. icon to click and drag over many properties at once.

41\'3‘14 =

Wapakaneta 3
Cline D s P &)

G -.um;nr s Russells Point |
Search Results e :” el
‘ il {5 CG@DII]C
e R E_‘_H..g
Want to use a different default display when generating Do P @s.ﬁ, i
search results? 9.e0 Vst ety
From the search results, choose your , Crtera | (B Map || 1] Reauls
preferred Display from the dropdown list Sy T pp—r——
then click the, “Settings" 4 icon to set ; . ot 9
it (plus the current sort order and, “per £3.000 4 467 Har ; 022 S
page” count) as your new default. Ty e : oy
. . Critaria A Results
Do you, or your customer, only want to view certain PO oy T T S 7Y
information printed on your Agent Single Line? 3 AR collEE
. 812 pirel width: Aligrrment:
Customize a Grid by clicking on a column to insert RS wots Ot
additional fields or resize, reorder, rename and remove A 618 Remove Column
the existing ones. s
Bonus Tip: for future use, name, and save, your Custom Grid by clicking L5 e
the, "“Manage Display” [§7; icon. . :
Search: edom
014
: 3:: Cancal Mnhf
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Want to sort results according to distance from a specific point-of-interest?

Use the map radius tool (or Criteria Previous - Next - 110 of 10 Checked 0
section’s POl textbox) to first isolate the c mse s
listings within a set radius. Then, from T
the Single Line Results Grid, click the, '
“Distance” column header to sort how far
a listing is located from the center of your
radius.

EEEEEEEEEE

Speed Bar

Looking to quickly create a simple search or
change your current criteria on-the-fly?

Use a combination of system, or custom, Speed Bar shortcuts to find results fast.

Note: the following list of shortcuts represent the original Matrix defaults. Click the Speed Bar Help icon to view
shortcut names that may be specific to your system.

ML Numbers: enter a single or multiple ML number(s)

421010 420859 419783 A4
A 8 Status: enter “A” for, “Active”, “S" for, "Sold" etc.
DET ATT COM LND MUL RNT LOT o Property Type: enter DET, ATT, COM, LND, MUL, RNT, LOT
Street Number and Name: for a specific address, enter the

123 Main - street number and the exact street name (without

) Main oY the street type). For a general street search, enfer just
- \ the street name. Use the Wildcard (*) to search street
123 Ma* 2

names with unknown spelling.

X City: enter a city name

Seattle
Zip Code (USA): enter a 5 digit zip
55555 S
= Postal Code (CDN): enter 3 characters + space + 3
i characters
———— Price: enter a price in thousands (represents current price for
o diine =~ actives and sale price for solds)
Bedrooms and Bathrooms: when used together, bedrooms
2+ 34 - first then immediately followed by bathrooms. If only
3 24 oY searching bedrooms, then no need to add bathrooms.
= If only searching bathrooms, then you must specify by
2% ain . adding, “baths"”.
1000-2000 sqft ) Approximate Square Feet: enter a square footage (sqft)
5 s a Acres: enter the number of acres (acres or ac)
oh 08/30/20118 Open House: enter a specific Open House date (oh
— 08/30/2018), an Open House date range (oh
@ o 06 302013 4 08/30/2018+) or simply enter “oh 0" for all Open Houses
oh 0 3, today (0 means today).
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Agent Search: enter an Agent’s first and last name (agent

€ agent john smith 2\
john smith). Use a Wildcard (*) to take the place of
&9 Bpast* aman - either the first or the last (agent * smith) or any unknown
© agent j* sm*th ), letters (agent j* sm*th)
Combine: combine Speed Bar shortcuts in any order to
create more complicated expressions.
€ res s x 2-4 3+ $400-550 1500+ sqft seattle & Note: each status must be grouped together

Note: when used together, bedrooms must be placed before

bathrooms

Want to do a Speed Bar search using a shortcut that doesn’t yet exist?
Create your own custom Speed Bar shortcut in 3 easy steps:

1. From any criteria form (or map), use the, “Clear” % icon

1613 matches B Results

to clear everything.

[ Clear all of the search criteria on this search. ]

Define what you would like to make a Speed Bar shortcut

then, from the Button Bar, click, “Results”. Sotag Cpar e
o Garage -
3. From the Button Bar, click, “Save" > “New Speed Bar T v e CXHCIRED
:
il -
EmTrTmpE—rey €
J

Save a New Speed Bar Shortcut

Shortcut” then name your Speed Bar shortcut

(beginning with a forward slash (/) and no

spaces).

Note: use your custom Speed Bar shortcut as you would
any system Speed Bar shortcut.

[ a 2+ 3+ /detgar 1000+ sqft $350-575 3,

Recent Search

Forgot to save an important search, but you don't see it on
the, “Recent Search” dropdown list?

Click the, “View All" link - at the bottom of the list - to

display a complete list of your most recent 50 searches.

Note: unused searches are automatically removed after 1 week.

Contacts

Need to organize your contacts into specific groups?

From your contacts, click to edit a specific contact
then, from the category dropdown list, select a system
category or add them to one of your own.

Use the, "filter” option to only show contacts belonging to

that group.

Recent Searches [+]
J:Ll Active YN Active Open House Date is 05/20/2018 7:35PM 1
EJ Active YN Active Open House Date is 08/30/2018 7:35PM o
Active YN Active Open House Date is 08/20/2018 7:35PM o
™ Street Name is like "'oh®' 7:35PM 300
ey Street Nameis like "0h*" 7:24 BM 0
ﬁ Active Beds Total is 2+ Baths Total is 3+ Sg Ft Total is ... 7:21PM 10
@ Residential Detached Garage 7:23 PM 5000+
£i} Residential Active or Contingency/Shaw Detached Garage 7:00 PM 445
" Active Current Price is 200000 to 500000 Beds Total is 2 ... 6:45 PM 121
¢ 3 Active Current Price is 50000 te 100000 Beds Totzlis 2to ... 5:48PM 5
¢ 3 Active Current Price is 50000 to 100000 Beds Total is 2 to ... 6:48 PM 1]
'T Active or Sold Beds Total is 2 to 4 Baths Total is 3+ ... 6:48 PM 22
gy Activeor Sold Beds Total is 2+ Current Price is 50000 to ... 6:25PM 792
e Beds Total is 2+ Baths Total is 3+ Current Price is 50000 ... 6:20 PM 108
@ Active Current Price is 500000 to 650000 Beds Total is 2+ ... 6:20PM 8
view All (50)
& rarsanal Information - E Prispeitng
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Has a listing agent just run a Reverse Prospecting search and now contacted you with the reference
number identifying one of your customers?

Find the contact fast by entering their e = M
reference number into the, “Search” box - _—
above your contact list.

Are your customers actually looking at the content you send?

Quickly view if—and when—a specific : . TR
customer last visited their Portal under ' =
the, “Last Portal Visit” column then click
the, "Portal Activity” section to view a

breakdown of their most recent activity.

Want to clean up your contact list?

Hide inactive contacts by selecting a name from the list, then click the, “Set Inactive” button.

Click the, "Show Inactive” button to view o
or unhide names. wedser Bud

Note: customers with enabled Auto Emails cannot be
set to, “Inactive” &2d B & % Deteto

Saved Search

44 Save a New Saved Search

Tired of looking for a specific contact’s saved search?

Organize saved searches better by associating each
of them with a specific customer.

Then, when looking to run a saved search, find it s
quickly in a specific contact’'s management section.
For a commonly used saved search, consider
including it as one of your 10 Favorites in the, “*My
Favorite Searches” Widget on the Homepage.

« .« My Favorite Searches

Want to quickly convert a Saved Search into an Auto Email?

From a Saved Search’s Settings page, click the, “Turn — e
this Saved Search into an Auto Email” link. Configure S —
the Auto Email as required. e fre e . N
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CMA

You've just run a search and found Comparables that you'd like to use in a CMA.

From the Button Bar, click, "CMA™ fo | hes | bl | 53| Sacason | e o 2o
immediGTeW pU” O” Selecfed properhes 2% RES A L S285,500 2300 E 2200 Hack Waltz 3,630
into a brand-new CMA. = coine soe coms

Bonus Tip: to collect Comparables from multiple mmw SSISHRCINTS

searches, click the, “Carts” tab on the Button Bar

then, "Add to Cart” to add the selected properties to a specific contact’s Cart. When you're ready to create a
CMA, click the Comparables step of the CMA Wizard, then, from the Button Bar, click the, “Add from Cart” button
to load the selected properties.

Want to create a collection of CMA templates to use with different groups of clients?

Start a new CMA, then, from the, “Start”
step of the CMA Wizard, name your
template accordingly in the, “Description”
box (i.e. Template #1).

From the, "Pages” step, select which
pages you'd like to add as well as any = chas (3) o Hew
other steps to include that define this ' s
template. Click the, “Save” [= icon.

Repeat for each new template. e & —

When generating a new CMA for a customer, simply select any template from the available
CMA’s then click the, “Copy the selected CMA" button to duplicate. Open the copied CMA
and, from the, “Start” step of the CMA Wizard, select a contact’'s name then rename your
CMA in the description. Continue building this CMA without affecting the original template.

My Listings

Want to include the same Results Button Bar functionality with your
own listings?

My Active Listings

Bravisc - fst - 13843 hackad 1

From the, "My Listings” page, click the, "Click here fo run this as a Full R e
Search” link to view all available Search Results Button Bar options to ¢ s E o
use with your own listings.

2 My Listings (3) 00 Emad | @ ot | [ 044 | © Dvections | o, sy

Want to know how many hits your listing has received since,
perhaps, a recent price decrease?

From the, "My Listings” section select, "My Hit Counters”
from the dropdown list then click an associated value link
to see the activity during the specified time period.

53



Matrix™ 8.1 Quick Start Guide = Tips and Tricks
Settings

MY INFORMATION

Looking for an easy way to create your own custom branding for
free?

Use www.canva.com to create stunning banners (and
more).

It's as simple as building an image in Canva, saving if to
your computer then uploading it fo Maftrix.
Note: Corelogic is not affiliated with Canva.

EMAIL SIGNATURE g
? ; i Image Properties b4
Want to include an image, from the web, in o e —

your email signature?

Anternative Text

From the, "Email Signature” tab of the, "My oovey _
vid W 75 his preview window demonstrates -
Information” section, click the, “Image” imgn B € ‘ il doods et
R . 57 orelogic $etings chosen to the left
(4 icon to add the url of the image stored e 2 ’
elsewhere on the web. L
‘.';nn.'.r'
:cl'-mer.‘.
Left v
ﬁ Cancel 4
CUSTOM DISPLAYS 4 Build Custom Display
Display Name My Custom Cisplay Print Layout @ Single Line
Want to quickly build a custom Single Line Grid - et
Display? Current prcs eds Toral
Rather than add, remove and re-order e
Grid columns one-at-a-time within the RATIO Cloe Pre By Uk Pice e |

Tt :l By
RATIO Qurrent Prica By SQFT

grid itself, why not manage multiple fields Sold price

fogether by choosing to customize your EmCo i opaes

Grid from the, “Custom Display” feature bet:_ e
found in the, "My Matrix > Settings” Pl Wit s
section. v B @ wno s
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Stats

You've just generated some results and would now like to see some statistics based on the same

criteria you used in the search.

Rather than clicking the, “Stats” tab and
having to retype your criteria all over
again, simply select the, “Stats” bufton
from the Results Button Bar then click,
“Charts” to pre-populate the Stats feature

with your original criteria. o e g
Note: there must not be any properties selected to
use this feature. Refne Swe carts
L oo [P 8 v 18 09 | @ Dt

Button Bar
Refine  Save Carts
acrions > emal. EESIEFEEACEACEEES CESICETED

Want to send your customer additional property
information that may not be included in one of
the Portal’s default Displays?

From the email page, click the,
“Additional” link then select a specific
Display to send. With this Display now

1T Default

ny other kst

included, customers, from their Portal, can

choose to view these sent properties in ferstad

either the default or the additional Display. i

Note: Additional Displays are not available in all e
systems.

Refine  Save Carts
acions > rrivt @IS ENCE e I R

Tired of wasting ink? & Print 1 Listing

Single Lime
W

Click the, "ink saver” option to remove images
from print or select whether to include branding
on your printed material. Finally, when printing
Full Displays with tabs, select only the tab(s) that
you'd like to see printed. Examat Apent Listings

Multi-Map

Refine  Save Carts
actions > cma QEEICIEIERCFICEST PEn (EETeT)

See, "CMA" in the Tips and Tricks section of this Guide.

nt | without header or footer ¥

Print sesnch criteria
Ink saver; if any, den’t print images
Print all Tabs
360 Property View
i Listing
Ta
#hotos
Histary
Fraperty Man
Flaad Mag

Wester

]

Columbue:

O i
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Al:hnn~ Refine  Save Carts

Actions > pirections EESICESIEEACEACE=AIESCESICEETD

Want to include a scheduled stop for lunch or, perhaps, another 9
event during your driving tour?

From the Driving Directons page, add custom locations to your journey
by clicking the, "Add Start” (or, *Add Stop” button), type in a name and
address then click and drag the new location to reorder it in the list.

Aclmm Refine  Save Carts

ACTIONS > sTaTS (X o e ey O =ee ey

)
See, "Stats” in the Tips and Tricks section of this Guide.

Actions Save Carts
REFINE > NARROW @EET=e EIFHREEICED

£ @ 909 Old Mursery Tradl

7] 12300 e

Frice: &

b Bads

. {b -;--:-7.:.: ginal Results
Did you just narrow your search results but now want to return =) Narrowed Original Results
to the original Iis.l.? Previous - Next - 1-3 of 3 Checked 3 All - None - |
Al MLS # St Area List Price  Addr
Simply click the original search name in the breadcrumb g+ Blcon. g &5 seony e
7 2 [ [E) 421403 A 570 $424,900 1397
located above your results. v 3 [ ar7a33 A 701 $424,900 § 115¢

Actions  Refine [GEWEN Carts

SAVE > NEW SAVED SEARCH

See, “Saved Search” in the Tips and Tricks section of this Guide.

Actions  Refine [EEYN Carts

SAVE > NEW AUTO EMAIL

Want to send your customer additional property information that may not be included in one of the

Portal’'s default Displays?

_| Criteria:

See, “Button Bar > Actions > Email” in the Tips
and Tricks section of this Guide.

09/12/2018 ta 03/16/2018

Need to remove specific properties from being Labtude, Longde i raund 40,05, 84,
. . y 5 Listings have h::n dlmrﬂnd

sent in an Auto Email ... but don’t want to enable S

Concierge?

First, generate a search then select the listings
that you'd like to filter.

Critena:

0 To remove the selected listings from ever

find new matching Nstings. Emails will be sent when one of these listings

being sent with this Auto Email in the future, changes.
click, “Refine” on the Button Bar, then click,
“Discard”. With the listings now removed, click
the, “Save” tab then click, “New Auto Email.
Configure as desired.

ot Settings

Cencierge: Enable concierge mode

This search was narrowed to & specdic set of Listings.

1\ You are saving 5 specific Listings a5 an auto email. This search will never e

@ To send future Auto Email updates on just the selected listings, click, "Refine” on the Button Bar,
then click, “Narrow”. With only the narrowed listings remaining, click the, “Save” tab then click,

“New Auto Email. Configure as desired.
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Actions Refine  Save
CARTS > ADD 70 CART

Want to add CMA Comparables from multiple B e o B B
seurches') o 16.6 m 24 | 709 $380,000 § 1155 Scarlet Sak
* 2659 mi 25 | A 503 $395,000 § 5050 Getter LN
Add selected properties from each el - |
Comparables search into a customer’s mm :
Cart. When you're finally ready to create
their CMA’ from The' ComporObles Sfep es ) Subject > Cover _AuSIENER ) > Adiustments > Pricng > Fush | B %

of the CMA Wizard, click the, "Add from

Cart"” button and choose which properﬂes + Selected Listing Comparables
yOU’d “ke TO Use' ¥ou have nat selacted any listing samparahlas.
. Add from Listings 4 Adh nTex W {"J
Input (Add/Edit)

4= Add a New Cross Property Listing

Are you listing a property that's similar - or the

same - as one you've listed before?

From the Input section, select the, "“Fill from™ option to pre-populate the Input form with many
of the same fields used in your previous listing.

Multiple Tabs

» LN My Matriy  Stats Finance  Add/Edit  Market Reports

Want to run multiple searches at once while, perhaps, building a e
Cpen bnk m new tab
{') pen lnk in new window

CMA at the same time?
Though not officially supported by Matrix, most modern L™ e

Lar  Copy hnk sddress

browsers allow users to right click and open a link in a new
tab or window. To multitask in Matrix, rght-click any of the 7

Matrix menu items then select to open that page in a new e el e i
ey
s

T nepect

4 IndetnalCommerca 1143 Pond View DR

window or tab. ) | Agent

- " 1180 Westnidge DR
L Office * | 4985 N Alcony Conover
Note: you cannot input multiple listings, in multiple tabs/windows, at the
same time. Only add 1 listing at a time. e — T

2845 Hickorywood

Tired of having to constantly type the Matrix login page URL into your smartphone?
Why not add a Maftrix quick-launch icon to your mobile device's home screen.

ANDROID

@ hitps//mismatriccom/lognasp  [1]

o From your device, open the Chrome browser and navigate to @ s.//ww)
your Matrix login page.

Recent tabs

Histo
9 Tap on the three dots : in the upper-right corner. This will "
open a menu. In this menu, click the "Add to Home screen" Downloads
op’rion. Usar [D: Share...
® Name your shortcut (i.e. Matrix Login). Rl Find in page
O cCilick, “Add". [Add to Home screen]
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IPHONE

From your device, open the Safari browser
and navigate to your Matrix login page.

Tap the “share” @ button on your browser’s
toolbar. This will open a menu. In this menu,
click the "Add to Home screen" option.

Name your shortcut (i.e. Mafrix Login).

Click, “Add".

Matrix™ 8.1 Quick Start Guide = Tips and Tricks

@ AirDrop. Tap to turn on Wi-Fi and Biuetooth to share
with AirDrop,

@)= flvioN

Message Mail Facebook Twitter Pinterast N

M m

™ Mmoo @83 ¢

Print Add Add to Add to Save to Ad
Bookmark  Reading List Dropbox  Sharef
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FOR MORE INFORMATION PLEASE VISIT
corelogic.com/matrixhelp
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