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USING IMPERSONATION IN MATRIX

RSONAL ASSISTANTS IN MATRIX

You have a brand-new personal assistant and want them to be able to enter and edit listings, send out
emails, add contacts, set up searches and so on for you in Matrix.

But the assistant only has some basic functions he or she can perform as themselves until they are set-

up in Matrix.

With a brand new personal assistant (PA) login they can sign into Matrix, and some things will appear
there that might look like they will work, when in fact, they don't.

When the PA first logs in, he sees the Matrix homepage like a regular agent. But you'll notice that those
listing counts are all zero as are the Hot Sheets and Market Watch categories. No My Listings counts,
no carts, no recent portal visitors and no stats and favourite searches. Even the Search widget box is
there as a placeholder only, because a PA can't search listings be default.

ENER WATERLO
ATION OF KEALIORS®

[ News & Alerts

There are no active news postings.

L% Hot Sheets

Cross Property
Single Family
Multi-Family
Farm

Land
Commercial

@ Speed bar

Customize This Session |v |

4. My Favorite Searches

You have no favorite searches.

LI Search | My Matrix  Financials | Market Reports  Help | [5Mobile

& Market Watch

Price Decrease (0)
Price Increase (0)
New Listing (0)
Back On Market (0)
Active - CS (0)
Active - NS (0)
Sold Pending (0)
Sold Closed (0)
Expired (0)
Cancelled (0)

Cross Property !z‘ 24 Hour :

Customize

“| My Listings

You have no listing links.

& My Carts

You have no Carts.

il My Stats

You have no stats links

[EIWEBForms® &% Working as Patricia

- Logout

Recent Searches v

- Search

MLS®#
Unit #
Street #

Street Name

Street Type

&
Street Dir ’v
City =
=
Municipality/Area E

Postal Code
[ show on Market Listings Only

Search

£ Recent Portal Visitors

You have no recent portal visitors.

£ Recent Use Contacts

You have no recent use contacts.

@ External Links

REALTORLink® (SS0)

WEBForms® (SS0)

REALTORLink® and WEBForms® Login Page
REALTOR®.ca

RECO (Real Estate Council of Ontario)
OREA

Regional MLS® Rules

ShowingTime - configure

MPAC Propertyline (Direct Link)

<¢ Additional

There are no additional widgets.



Barrie & District
Association of

REALTORS®

Down in the right-hand corner, you see an External Links widget, which will work to give you a new
browser tab with the link shown if it's not a ‘SmartLink’. A SmartLink like WEBForms® (SSO) will take
you to the WEBForms® site and automatically log you in as a realtor, if you are realtor. SSO stands for
Single Sign On.

Return to Top of Document

&= External Links

REALTORLink® (550)

1=® Login Fage

REALTO( Link to WEBForms®
RECD (Real Estate Council of Ontaria)
OREA

Regicnal MLSE Rules

ShowingTime - configure

MEAC Propertyline (Cirect Link)

But PA’s aren't realtors, so all they get from this SmartLink and the REALTORLink® (SSO) SmartLink is
the Matrix error page.

We're sorry, your request could not be processed at this time.

Please click the Back button in your browser and try again later.
If you'd like, click here to go the Home page.

If this problem persists, try closing your browser and logging back into Matrix.

When logged in as a PA login (not impersonating a realtor), you can only search against the realtor or
office tables.
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£} Basic Search /

D CREA ID
e 2
Last Name First Name
e @
Direct Work Phone Cell Phone
© (2]
Email
©
Web Page
©
Status
£ Mactive
1nactive
O Suspended

[Terminated

Basic Rltr search works as PA login.

Brokerage ID

Brokerage Name

®

Home Board

Brantford Regional Real Estate Associati
Cambridge Association of REALTORS®
Guelph & District Association of REALTO
Kitchener-Waterloo Association of REAL
Niagara Association of REALTORS®
Oakville, Milton and District Real Estate
REALTORS® Association of Hamilton-Bt
Simcoe and District Real Estate Board v

@ or O ot

%t) Clear

Return to Top of Document

-4 Criteria [=] Results

Source Membership System
© Oerantford
O Cambridge
[ Guelph & District
O Hamilton - Burlington
[kitchener - Waterloo
O Niagara
O oakville
O simcoe
Oormis

Other things that appear to be there and could be used are Market Reports, but clicking on the tab
gives you the option to use the agent level report which returns no counts. (An empty report)

The bare PA login can use settings to fill in their personal information, create headers and footers for
pages they can never populate and so on. So really what is necessary as the next step for the personal

assistant login is for their realtor to set them up on their side of Matrix.

The realtor will need to use the Team function in Matrix to set up their personal assistant.

TEAMS IN MATRIX

The Matrix Teams functionality makes it possible to add other agents to a team, and makes it possible

for another agent to add you to their team.

D KITCHENER WATERLOO
A ASSOCIATION OF &

EALIORS®

£ Team Settings

You can use this page to create and manage a formal team, and/or to simply enable the ability for other Matrix users to occasionally work as you.

Home Search Stats JUVALELREA Links Financials Market Reports Input Help ['Mobile £ GeoWarehouse

B Connect [EIWEBForms® Logout from Michael Saunders Hello, Micl

Recent Searches v

You currently have enabled 1 team member. Each team member has full access to your Matrix account, including your My Matrix tab. Your teammates can optionally work as you, using their "Working As"

hyperlink, located in the top-right corner of Matrix. Disable this team feature.

Last First
[J ARCHAMBAULTPATRICIA Imper

Mode Email

Me lu i il.com

Add

Set a Formal Team Name

<P Back to Settings

Office Name
RE/MAX TWIN CITY REAI(519) 579-4110

Phone

Agents (or their assistants) may work on behalf of an agent or even impersonate another agent.

Matrix will only allow you to add others to your team who have an Active Matrix ID on the system.
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IMPERSONATE AN AGENT

If the agent you work with added you to their team in Matrix and set you up to impersonate them, you
would be able to do the following things:

¢ Emails sent from Matrix would be sent from their name and email address, and would use their email
banner and footer (if they had chosen one) and email signature.

* Print reports — any reports that are printed while impersonating an agent will have the information of
the agent being impersonated in the “Courtesy of” information. In other words, the report will look as if
it were printed by the agent that you’re impersonating.

* Access another agent’s Matrix Contacts, Saved Searches (you cannot change their team settings)
When you send an email from Matrix while you are impersonating an agent, the name and email
address in the “From” line will be highlighted in yellow. This is to call attention to the fact that you are
sending that email as that agent. This means that to the client, the email will look exactly as if it came
from the agent being impersonated.

WORKING ON BEHALF OF AN AGENT

If an agent you work with added you to their team in Matrix and set you up to work on behalf of them,
you would be able to do the following things while working on behalf of them in Matrix:

¢ Emails sent from Matrix would be sent from your name and email address on their behalf, and would
use your email banner and footer (if you have chosen one) and email signature.

* Print reports - any reports that you print while working on behalf of another agent will indicate that
they were printed by you on behalf of the other agent.

* Access their Matrix Contacts, Saved Searches (you cannot change their team settings)

HOW TO SET UP A TEAM (REALTOR SIDE OF SETUP)

Click the My Matrix Tab, then the “Settings” link. At the bottom of the My Settings screen, you will find
the Team Settings section. Click the link labelled “Click here to create a Team” and then again on the
next screen.
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£ Team Settings

You can use this page to create and manage a formal team, and/or to simply enable the ability for other Matrix users to cccasionally work
Add Team Member:

Please enter new team member's User ID: KWpatt74|

Find Cancel %

{7 Back to Settings

Type in the agent ID for the agent you want to add to your team. If you do not know the ID, you can find
it through an Agent Roster search (Roster tab).

Select whether you want this colleague to Impersonate you or Work on Behalf of you. Click the “Add”
button.

£ Team Settings
You can use this page to create and manage a formal team, and/or to simply enable the ability for other Matrix users to occasionally work as you.

Add Team Member:

PATRICIA ARCHAMBAULT

® Have this member Impersonate me (O Have this member Work on Behalf of me

Add Cancel

Impersonation means they will be
"Working As' you rather than on

{7 Back to Settings 'Behalf of you. Which means they can
do things you can do.

S

After adding your first team member, you will come to the main Team Settings screen.
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£+ Team Settings

You can use this page to create and manage a formal team, and/or to simply enable the ability for other Matrix users to occasionally work as you.

You currently have enabled 2 team members. Each team member has full access to your Matrix account, including your My Matrix tab. Your te
hyperlink, located in the top-right corner of Matrix. Dizable thiz team feature.

Last First Mode Email COffice Name Phone
|:| ARCHAMBAULTPATRICIA Works on Behalf of Me |uvmusic38@gmail.com RE/MAX TWIN CITY REAL(519) 579-4110
[ urwiIn JILL Impersonates Me jill.urwin@gmail.com RE/MAX TWIN CITY REAI(S19) 579-4110
Add

My team name (optional):

FormalMame %
®1 Impersonate this Team (01 work on Behalf of this Team

[ Allow Team Members the option of switching between their own names and the Team Name when printing and emailing to Team Contacts.

Sawve
<0 Back to Settings

Here you can control the following:

¢ Add additional team members (click the link “Click here to add a team member and/or someone that
can work as you.”)

* Delete team members or edit theirimpersonate/work on behalf status.
* Name your team (optional). Be sure to click the “Save” button after typing in your name.
e Set yourself up to either impersonate or work on behalf of the team.

* Allow team members the option of switching between their own names and the Team name when
printing and emailing to Team Contacts. Be sure to click the “Save” button after checking or un-
checking this box.

¢ Disable the team function.

After enabling the Team function, you will be alerted to it on the Home page each time you log in: A
link is included to go straight to the Team Settings screen.

BForms® &% Working as Michael S

Working as Michael Saunders
gives me his functionality . If he
has listing add or edit, | can do
that too and it will show his ID
as the personwho did that, not
the PA's.
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When one of your team members logs in, they can switch from their own individual login to theTeam
login by clicking on their name in the upper right corner of the screen to open the select popup. There
they can click to select the team name (or your name if you did not create a team name).

Return to Top of Document

They can now see in the upper right (and highlighted in yellow on the Home page) that they are
working as the team. When they click on any of the My Matrix options (Contact, Saved Searches, Email
History, etc.), they will have access only to your (the Team’s) items. When sending an email, if they are
set to work on behalf of you, they can select whether the email comes from the Team (with their email
address) or just from them alone:

® &8 Working as Patrici&Archambault - Logout

Switch to Patricia A
Switch to *FormalName=Impersonate

ambault

Switch to MICHAEL SAUNDERS LY

rch

If they are set to impersonate you, they haves the same choice except that if they select the Team, it
will use your email address, not theirs.

To leave working as the team and go back to working as yourself, click the “Working as” link in the
upper right of the screen and click to select your own name which is usually the first option in the
dropdown list of names.

Once the realtor has the PA setup as his team member, they can now login, switch over to
impersonating them and use Matrix as them.
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BROKERAGE AND OFFICE ASSISTANTS IN MATRIX

Aside from a member’s personal assistant, there are two other classes of assistant available in Matrix.

The Brokerage Assistant (BA) and Office Assistant (OA) users which have different capabilities on their
own without the need for impersonation or team functionality.

BA AND OF LISTING INPUT

The Brokerage Assistant (BA) and Office Assistant (OA) user classes can add and edit listings for
realtors in their company or office respectively without having to impersonate an agent.

ONTARIO REGIONAL »

rmcsian Syaiuen e |y .. Home ' Search Stats My Matrix = Links ' Financials = Market Reports Admin | Help  [ElMobile

@) Speed bar! Click ? for examples =Y

@ Input Listing Input looks like
this when logged in as BA
level Youcanseethey
can select both the
offices intheir company

Listings

Add new or Edit existing Listings

Quick Modify: and agents in each
branch for listing edit
Select a Brokerage purposes.
= Show agents with no listings.
| or type |--MLS@E #-- Edit

Stats = My Matrix = Links = Financials ' Market Reports [EGLM@ Admin | Help  [EMobile  [EWEBForms® Logout frol

@) Speed bar! Click ? for examples =N Recent Searches -

% Input
Listings

Listing Input looks like this
when logged in as OA
Quick Modify: _ level. You can select

' - agents in your office for
Select an Agent [ show agents with no listings. listing edit purposes._

Add new or Edit existing Listings

“| or type |--MLS®Z-- Edit

[

The ‘Show agents with no listings’ checkbox allows the assistant to select agents and put in new listings
for them.

Each dropdown shows a list of offices, agents and listings available and as each option is selected this
will filter down the next dropdown to the relevant choices for the selected option above it for ease of
usage.
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== Input
Listings

Add new or Edit existing Listings

Quick Modify:
COLDWELL BANKER MOMENTUM REA
HIGGINSG, KEVIN W show agents with no listings.

|Select a Listing ' Edit
A -5F - 30567579 12510 DALEY DITCH Ra..;

A - 5F - 30584239 45 STERLING Street - Sale
REALTORSE

BA AND OF LOGINS USING WEBFORMS/REALTORLINK

If a BA/OF login wants to work as a Realtor for purposes of adding/edit a webforms transaction kit, they
can do a search for the Realtor in their office, and then click on the ‘Login As Agent Realtorlink’ (which
takes them to their Board's R/L homepage where they can click on webforms).

m

4% Single Family
lal | Commercial
te Farm

ings In M r Land

New LISt 1 Multi-Family "

atrix - Re |
& Cross Property _

,..‘.& REALTORS
. | Brokerage

More...

10
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Previous - Next - 1 of 1 Checked 0O All -
] Agent ID Last Name First Name Agent Status.
() BD103608 Bateman Mary Active
Mary Bateman (BD103608) My Active Listings
REALTOR® ID: BD103608 Brokerage ID: BD100431
Member Type: Salesperson Brokerage Name: Re/max Chay Realty Inc., Brokerage
Direct Work Phone:(705) 722-7100 Brokerage Address: 152 Bayfield Street, Unit 200
Cell Phone: Barrie, ON L4M 3B5
Fax: (705) 722-5246 Brokerage Phone: (705) 722-7100
Other Phone: Brokerage Fax: (705) 722-5246
Brokerage Web: www.remaxchay.com
Email: homes@marybateman.com
Salesperson Web:
Board: arrie istri ssociation of REALTORS® Inc.

Login As Agent Realtorlink

BA AND OF SENDING OUT THE OFFICE(S) NEWS

The Brokerage and Office Assistants can also can create news popups to appear when an agent first
logs in to Matrix that are for your brokerage or office as well.

ONTARIO REGIONAL *

n Syvims bnc ..- Home Search Stats My Matrix Links Finanaals Market Reports  Input A@in Help [EMobile L

& Speed bar! Click ? for examples =y

Control Panel

Welcome to the master control panel. From here you can do everything from managing tables, to adding fields/ to defining searches and display t
menus. Any changes yvou make here show up instantly.

News and Calendar

* Manage News %— Under the Admin tab, assistants
can manage news popups for
their brokerage or office.

Super Office allows a BA login to create/edit news popups that only appear for their office(s):

11
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[ ] Logout from Sarah Bakkd

@ Speed bar! Click ? for examples _'§ Recent Search

Manage Super Office News

Here you can add and edit news items for display on the main page. You can use the filter to display news items that have expired for editing.

Switch to edit Sller Office k settings
)

Mews Items:

Filter: Current News Items

Last -
g = Last Start Expiry 4=
Subject Moglﬁed Modified Date Date Priority

While a OA login will only see the options for Office.

The BA login can choose to send to their whole company by using Super Office or just the office they
belong to by using the Office setting only.

All News ltems

Cumrent News ltems
Expired News ltems [

Start Expiry .
Date Date Priority

Filter:

They can filter the view to see past news items (in case they want to reactive them and use them again
with a bit of editing) or just the current ones or both.

BA AND OF WORKING AS OTHERS

To work as an agent, the assistants will need to be setup in Matrix first.

And by setup in Matrix, | mean that the agents that want the assistant to impersonate them or work on
behalf of them will need to set them up in their My Matrix>Setting>Team Settings page as part of their
team. After clicking on the My Matrix tab at the top, they then click on the Settings option shown
below that and see a screen like the screenshot below. They can then click on Team Settings.

12
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ille, Milton

Aeal Estate Board

Home Search Stats QLVELEINE My Store  Links Financials  Market Reports  Input

L2 4

(&3 My Information

Header & Footer - Mobile Header - CMA Cover Sheet - Portal Informakion - Email Signature - REALTOR Web Page

# Speed Bar Shortcuts

Number of Speed Bar Shortcuts: 0

& Team 5et:ing% € —

You have 0 members on your team.

# Hot Sheets

Number of Hot Sheets: 6

The Brokerage and Office Level assistant logins can be setup to work as single realtors/brokers or to
work as a team that have been named and setup by a higher login. There is really no point in setting up

ateam on an assistant login as all they could do would be to give the same reduced functionality as
they have by default.

The realtor will need to use the Team function in Matrix to set up their personal assistant.

TEAMS IN MATRIX

The Matrix Teams functionality makes it possible to add other agents to a team, and makes it possible
for another agent to add you to their team.

Home Search Stats EUAEIad Links Financials Market Reports Input Help [EIMobile [£GeoWarehouse [&Connect [WEBForms®

Logout from Michael Saunders Hello, Micl

Recent Searches v
£ Team Settings
You can use this page to create and manage a formal team, and/or to simply enable the ability for other Matrix users to occasionally work as you.

You currently have enabled 1 team member. Each team member has full access to your Matrix account, including your My Matrix tab. Your teammates can optionally work as you, using their "Working As"
hyperlink, located in the top-right corner of Matrix. Disable this team feature.

Last First Mode Email Office Name Phone
[J ARCHAMBAULTPATRICIA Imps Me | i il.com RE/MAX TWIN CITY REAI(519) 579-4110

Add
Set a Formal Team Name

{P Back to Settings

Agents (or their assistants) may work on behalf of an agent or even impersonate another agent.

13
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Matrix will only allow you to add others to your team who have an Active Matrix ID on the system.

IMPERSONATE AN AGENT

If the agent you work with added you to their team in Matrix and set you up to impersonate them, you
would be able to do the following things:

¢ Emails sent from Matrix would be sent from their name and email address, and would use their email
banner and footer (if they had chosen one) and email signature.

* Print reports — any reports that are printed while impersonating an agent will have the information of
the agent being impersonated in the “Courtesy of” information. In other words, the report will look as if
it were printed by the agent that you're impersonating.

¢ Access another agent’s Matrix Contacts, Saved Searches (you cannot change their team settings)
When you send an email from Matrix while you are impersonating an agent, the name and email
address in the “From” line will be highlighted in yellow. This is to call attention to the fact that you are
sending that email as that agent. This means that to the client, the email will look exactly as if it came
from the agent being impersonated.

WORKING ON BEHALF OF AN AGENT

If an agent you work with added you to their team in Matrix and set you up to work on behalf of them,
you would be able to do the following things while working on behalf of them in Matrix:

¢ Emails sent from Matrix would be sent from your name and email address on their behalf, and would
use your email banner and footer (if you have chosen one) and email signature.

* Print reports - any reports that you print while working on behalf of another agent will indicate that
they were printed by you on behalf of the other agent.

* Access their Matrix Contacts, Saved Searches (you cannot change their team settings)

HOW TO SET UP A TEAM (REALTOR SIDE OF SETUP)

Click the My Matrix Tab, then the “Settings” link. At the bottom of the My Settings screen, you will find
the Team Settings section. Click the link labelled “Click here to create a Team” and then again on the
next screen.

14
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£ Team Settings

You can use this page to create and manage a formal team, and/or to simply enable the ability for other Matrix users to cccasionally work
Add Team Member:

Please enter new team member's User ID: KWpatt74|

Find Cancel %

{7 Back to Settings

Type in the agent ID for the agent you want to add to your team. If you do not know the ID, you can find
it through an Agent Roster search (Roster tab).

Select whether you want this colleague to Impersonate you or Work on Behalf of you. Click the “Add”
button.

£ Team Settings
You can use this page to create and manage a formal team, and/or to simply enable the ability for other Matrix users to occasionally work as you.

Add Team Member:

PATRICIA ARCHAMBAULT

® Have this member Impersonate me (O Have this member Work on Behalf of me

Add Cancel

Impersonation means they will be
"Working As' you rather than on

{7 Back to Settings 'Behalf of you. Which means they can
do things you can do.

S

After adding your first team member, you will come to the main Team Settings screen.

15
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£+ Team Settings

You can use this page to create and manage a formal team, and/or to simply enable the ability for other Matrix users to occasionally work as you.

You currently have enabled 2 team members. Each team member has full access to your Matrix account, including your My Matrix tab. Your te
hyperlink, located in the top-right corner of Matrix. Dizable thiz team feature.

Last First Mode Email COffice Name Phone
|:| ARCHAMBAULTPATRICIA Works on Behalf of Me |uvmusic38@gmail.com RE/MAX TWIN CITY REAL(519) 579-4110
[ urwiIn JILL Impersonates Me jill.urwin@gmail.com RE/MAX TWIN CITY REAI(S19) 579-4110
Add

My team name (optional):

FormalMame %
®1 Impersonate this Team (01 work on Behalf of this Team

[ Allow Team Members the option of switching between their own names and the Team Name when printing and emailing to Team Contacts.

Sawve
<0 Back to Settings

Here you can control the following:

¢ Add additional team members (click the link “Click here to add a team member and/or someone that
can work as you.”)

* Delete team members or edit theirimpersonate/work on behalf status.
* Name your team (optional). Be sure to click the “Save” button after typing in your name.
e Set yourself up to either impersonate or work on behalf of the team.

* Allow team members the option of switching between their own names and the Team name when
printing and emailing to Team Contacts. Be sure to click the “Save” button after checking or un-
checking this box.

¢ Disable the team function.

USING THE WORKING AS FUNCTIONALITY IN MATRIX

After enabling the Team function, you will be alerted to it on the Home page each time you login: A
link is included to go straight to the Team Settings screen.

16
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BForms® &% Working as Michael Saunders -

Working as Michael Saunders
gives me his functionality . If he
has listing add or edit, | can do
that too and it will show his ID
as the personwho did that, not
the PA's.

When one of your team members logs in, they can switch from their own individual login to the Team
login by clicking on their name in the upper right corner of the screen to open the select popup. There
they can click to select the team name (or your name if you did not create a team name).

They can now see in the upper right (and highlighted in yellow on the Home page) that they are
working as the team. When they click on any of the My Matrix options (Contact, Saved Searches, Email
History, etc.), they will have access only to your (the Team's) items. When sending an email, if they are
set to work on behalf of you, they can select whether the email comes from the Team (with their email
address) or just from them alone:

® &%\ Working as PatriciﬁArchambault - Logout

Switch to Patricia Arerlambault
Switch to *FormalName=Impersonate
Switch to MICHAEL SAUNDERS \

rch

If they are set to impersonate you, they haves the same choice except that if they select the Team, it
will use your email address, not theirs.

For assistants for brokerages and offices, the working as link allows them to impersonate any agent
that gives them access.

You can see in the following screenshot that a BA or OF can actually be on more than one team or be
allowed to work as more than one realtor. Teams are shown with a star before the team name.

17
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s® XX Working as Christine Acheson - Admin - Logout

Switc Christine Acheson - Admin
Switch to *Administration Team
Switch to ANDREA POIRIER

Switch to Art RATELLE

Switch to BECEL KOSTESEY

Switch to BLAINE MICKASON

Switch to BRIAR KOSTESKY

Switch to *Coldwell Banker Momentum
Switch to CONMNIE HUIBERS

Switch to DARRYL MAUDE

Switch to DINA MATIORANO

Switch to GILLIAM EMMOTT

Switch to HARRISON STEWART
Switch to IREME ARMSTRONG
Switch to JEAN HAAPAMAKT

Switch to JEAN HOLBERT-LELGHTON
Switch to JOHN FURNIVAL

Switch to JON OLSSON

Switch to JON WELLINGTONM

Switch to JONAS MARTIN

3 Switch to 1JOY MARTIN

Switch to KATHLEEN TAYLOR

Cwibch to KFWTH HTGGTRS

The best place to access the working as link is from the homepage, unfortunately it doesn’t work in all
tabs such as the settings tab.

To leave working as the team and go back to working as yourself, click the *Working as” link in the
upper right of the screen and click to select your own name which is the first option in the dropdown list
of names and the only one that is not underlined.

Once you've clicked on that link, you will no longer be impersonating anyone else and your access and
permissions will revert to the assistant login level you started with.

Help on teams and other functionality in Matrix can always be found in the help menu tab under Matrix
Training Guides.
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