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INntroduction

Welcome
Whether you're a seasoned veteran or brand new to Matrix™, we'd like to welcome you to version 6.12.

Matrix is mobile-friendly, cross-browser compatible, and has long been considered by many to be the most
intuitive real estate software available today. However, like most new learning curves, there may sometimes be
confusion along the way. Well, you can relax and consider this manual your personal guide to help get you to
where you need to be in the quickest and most productive way possible.

The Matrix team is always looking for new ways to improve an agent's user experience. Whether developing
efficiency-rich features or creating in-depth training tutorials, we are committed to bringing the best out in you.

A few things you should know.

Matrix is currently used by over 600,000 real estate professionals. However, because no two real estate organizations
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.

Second, Matrix is an online Real Estate listing software system, so you must be using an active Internet connection.

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

Finally, if after reading this guide, you're still unclear about anything, we invite you to check out the video
tutorials found in the, “Agent Support” section at www.corelogic.com/matrixhelp.

Enjoy.

The Matrix Team


http://www.corelogic.com/matrixhelp
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The following items have been added, or enhanced, since the previous Matrix Quick Start Guide:

1. Market Watch: Matrix now allows you to run additional Market Watch

searches from the Results page (rather than having to return to the Home Page 5 #38
page each time).

2. Saving a Custom Single Line Display: When you customize the system
Single Line Display, Matrix now saves it automatically when setting it as Page 8 #3
your default.

3. INRIX: Included as an option in some Matrix™ systems, INRIX allows you
to isolate listings that are located within a certain driving distance of a Page 11 #1-5
specific address.

4. Agent Header/Footer: Agent headers have been updated to expand the Pase 18 #2b
entire width of the Client Portal and Agent Webpage. &

5. Ignored Auto Email: Matrix now sends you an email notification after
a certain number of days if your client has not yet opted-in to their new
Auto Email.

6. Full Display Tabs and Printing: on Full Displays that use tabs, you are now
able to select which specific tab(s) to print.
172 Northington Dr, Avon 06001 Print 1 Listing
§i Listing 7% Tax & History  gily Demographics

0O Bs 8 ¢ @ 06w Bhowsn

72 Morthingten Dr. Avon, CT 06001-2357
MLS: 610023084

Residentisl - Single Family

Hatun Active Hartford
Subsh Avon

B4 ring All Tabs
Full w/ Tabs
DA visting
Ao
[ bstarry

b pemagraghics
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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”
x| 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.

o News & Alerts: click an item from the list to
display the news or alert content in a modal pop-
up window.

i) read Later o I've Read This

Note: important items are represented by an, “exclamation _ e
mark” icon /A

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

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

e Market Watch: click on a status link to display all
listings with a change to that selected status.

Note: each number (in brackets) represents how many listings tos Akt Vopich e - 8
will be displayed based on the Property Type and time >
frame you selected.

oater ' FiRnalet tnpet | ‘Viarket Baeports | vielp

o Recent Use Contacts

Note: see, “Market Watch (Customize)” in the, “Home” section
to customize this widget.

Singh Fasly [7 24 How [

& Recent Portal Visitors

e Recent Portal Visitors: quickly view a recent

Portal visitor's information by clicking on their || mvou 92618
name or open their Portal by clicking on the a1y cans e e et Tasoson 3
Cart: By Single Famdy (4] b G =
associated, “Portal” & icon. et —in | Do
Note: includes only the 10 most recent portal visitors within “ my Lstgs i SA
the last 30 days. Lot I = Eaerna ks

% Additional

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

Note: the Note icon Ll indicates any new notes, to you, from a portal visitor.
Click this image, or its associated number, to view the note.

Note: the Favourite and Possibility & ‘@’ & icons indicate where listings have been added.
Click this image, or its associated number, to view the affected listings.
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e My Favourite Searches: click a link to display the
results of your favourite saved search.

. . . & News M Market Watch
Note: manage your favourite search by clicking on the, T
1x) .
“Manage” link located to the right of the saved search M i e g 3:‘(:::&5(”} =
name. ::::.«:::..l:'::x E;:?Eiﬁ‘;‘“ 5 4 Recent Use Contacts e
Note: a maximum of 10 favourite searches per agent. = mdad g g e (881 e
Note: to create a favourite search, see, “New Saved Search” 5 4 SO nisinated Disen Pl S nc:::i’: —
oy 34 - Crampa s et ot
under, “Button Bar” in the. “Search” section. e e # Hot Sheets e
Note: click, “Update All” to view the number of new listings e T it N Pimes ||
there are for each Favourite Search since the last time oy e w9118 LT
ey
the, “Update All” link was clicked. oy Cams oty Frurork Soacres e T e
Eot e waaT o @
o s . . . usdate at [ Contact Requests
6 My Listings: click a link to display all your _ G b =
My Listings
listings (based on status and property type). bt = bxemal Lnks
Note: each link displays the status, the property type and (in brackets) the current e
number of listings.
e 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.
e Recent Use Contacts: click a name to display details of a recently used contact.
@ Hot Sheets: click on a property type link to 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.
&= show all Fields | 3€ Delete €3 Cancel I_EIM:J )
Note: see, "IDX Configuration” in the, "My Matrix” section for more information.
m Additional: close any widget or click and drag widget headers to/from this area
to help manage the Homepage layout. vy h
Market Watch (Customize)
s ronny [ atu ]
Sui
0 From the Home Page, click, “Customize” on the, “Market Watch” widget. U-o
. “ - &, Market Watch Display [Wot Shest Elat/zs [=] pr page
e Click the, “Map Search” link and use the map o m?m Mo Map Sefected S—
. @ Raside - o el
shape tools to select specific areas to watch Condominkim @ orwitin 025 2] maes of s =  —
Farm & Ranch
i lti-Fami Selling Agent ID
(Optlonal)‘ :)‘n:;an:ilzlndumi ‘;P 'El‘z“m“m sﬁl -
Note: you may also select a general location from any of the Busincss Oppari [1- g Harbar 4 R
Rental -
controls below the Map link. Timeshare I Rosedale st
|Letter of Authorizatic = S-F:: Is;";é’“
[ o
e @t
. I . aviondsle 4
9 Enter the specific criteria that you would like to prcs(engorn | B o€ e | Foafha
. . ® -
include as part of your customized search. o _ ?;-i;:w é‘g
Note: for more information, see, “Criteria Search” in the, g:-;z:
“Search” section. Clallim
ark
Columbia
otz - |
e Add/Remove Additional Fields (optional). & or et & orner
waer| 0 oo D @)
© click, “Save” on the Button Bar. 0 ation s stsansss ()
Bedrooms @ 3+ |
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6 Select a property type from the dropdown list. 8 arkes Walchi o g v @

Vious - Next - 1-25 of 351 S mMarket Watch
SuliType To| MW Listing (351}
Back On Market (64)
SF A Price Decresse (280)
Prce Increase (34)

e Select a time frame from the dropdown list. T
B ME Pending (137)
. . . . . Closed (215)

6 Click a status link to view listings that now meet your new, B a a) Terwony e 21
custom Market Watch search criteria. il

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

|
||
Acttve Under Contract (164) I
I
| |
L]
I

24 Houwr[ ]
Customize

Hot Sheets (Customize)

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

Commercisl
Cress Froperty

9 Select a Hot Sheet to manage.

@ Click the "Add" link to create a new Hot Sheet. ® add ot shest
Note: select a Property Type from the dropdown list rashes | Rasdersat =
then name your new Hot Sheet and click, "Save”. s
Gmmhv:wwdevwnhd)htuv:;w* =
Note: you may customize a maximum of 10 (default) s e & Manage Hot Sheets 9
Hot Sheets. et
o EE B =
@ Click the "Edit Criteria” link to edit an e
existing Hot Sheet. e
Note: Enter the specific criteria that you would like to T ?:3;"": -
include as part of your customized search then click, N Subdecaton e
Shart Sale (7]
"Save”. o @
Note: for more information, see "Criteria Search” in o conr| © conce D)

the "Search” section.

T3 Additional Fiekds dd

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 9:00am 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 user ran
the Hot Sheet in a prior session. For example, if a user logs in at 9:00am 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 days of the current R
date), or a time range. =

This date must be na mere than 30 days i the sast.

& Run Hot Sheet with Custom Time Frame

1) O palect 5 tima range [far odey].

Frem:

MO m 0w

You may leav the Ta" fekd blank,

D cwncel ||
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Criteria Search

0 From the Matrix navigation menu, hover the Search Tab.

1
© rom the dropdown list, select the desired . ——
,

Property Type (e.g. Residential, Commercial, . Si;g!,e:am“y o [P =
Land, Cross-Property etc.) then click on the link e Ceniral Geners!

CHMA
for the type of search to run. @ | vacant Land g

Address

Note: clicking on the Search tab displays a page with all ) | Property Listing History
. Open H
property types @ Change Type History gilienn

MLS &
. . . . More...
e From the Criteria tab, enter your search criteria.

General Admin

Note: click the, “Map Search” link (Map Search:) or click on the Map tab to include/exclude
specific map areas to your search.

Note: enter price in thousands of dollars (i.e. 300+ means $300,000 and over).
Note: select multiple listbox options by clicking an item while holding down the CTRL key

Note: select the, “Or” radio button for search results that contain any of your selected item(s).
Select the, “Not” radio button for search results that do not contain your selected item(s).

Add/Remove Additional Fields.

Map Search; Mo Map Sefected
© O vtk |0 25[5] mdes ef M5 8

Select the search results Display type and/or

o '-_-r'u'mg:;:"::.’::" =] | e
T - S Vot
number of results per page. HCm P e J s
A Pesceck Ha rcn pur o
Display | Single Line [=lat[10 [=] per page & § -Gl Hrbor Seum ‘Hi“‘:":‘"?‘ Lot e —
# 00 met et e Year Nuilt -
Note: set your custom display as the default by clicking the oy ey '
Criteria Settings icon & > Set display and count per gn:m L e
page as default. Catan o
Con [
. “ " Tirrsabare - ® orl ot = or hot
e Click, “Search” on the Button Bar. Cr< foan
T dditicnal Fields Add/Reenove o

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

os ) [25e



Map Search

a Click the Map tab.

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

Note: Use the, “Jump to Address” dropdown list
quickly locate a specific map area.

T aiies = tO

Note: if your search criteria generates between
500 and 5000 results, click on a map
cluster to display the (indicated number of)
listings for that area.

e Using one, or a combination of all three shape
tools (Radius, Rectangle and Polygon © O < ),
draw to isolate as many areas on the map as you like.

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 (at 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 % .

a 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.

Click the Ruler link, then click any two points on
the map to measure the distance between them.

e Select/de-select multiple listings.
All » None - Page -ﬁ;}jﬁ

Note: “All” selects all listings on the map whether visible in
the viewport or not.

Note: “None” deselects all selected map listings.

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

Checkbox” again turns this feature off.

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

o Choose from either a Road view or Bird’s eye view.

View partial listing details by clicking on any marker.
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2000 e 00
£ 02 Moraach Corporasen € BS1B RV

(2 Search run Friday, 10:54 AM

L] Checked 1

Automatic |

A oe - Page - B

Tt

- L
— omzvae

WS/ e@‘
v i

(2 Search run Friday, 10:54 AM
Chacked

1st39
Bindseye | ~

A - e - Page - FR

Note: from inside the map marker pop-up, click the listing number to view the full listing display.

Note: click checkbox to select listing.

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

LEE) Refine Save  Carts

v Email | 12 Print | B)/CMA' % Directions |1, Stats | [ Export

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

G Crbeds || [@Map || [ Roosuts
GOXvad
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Search Results matrix

@ A<k 135 S CuD 4 Becert Saarches =

. 4 Criteria [ 7 Resuts
0 Click the Results tab. e i,
r S 5t Prep Type Address Moend e Baths Price Sgh Lund 5q F DO LT
C OEBE s ¢ BES 1868 sale ki Mace #50 Sinel Widths R
5 ; 3 o@ noc 1521 Kt Pace s e 2 e, €
e Change your view by selecting a new Display e : fa  [EEEEEEEIE
. . FOEB im0 © b 41361 Keau St 473 Semove Cobyrnn Ceomer  lom assis 13 €
from the Display dropdown list. You may also F O@Bumus s o ammmieen o P e e
re LM A CND 4999 Mahals Avenve B241 o M0 82 HE @
switch the sort order by clicking a column o [ I b S
. OEEumusz A oo 4 po wa 2w semmsiss e 17 M €
heading as well as change the number of results 0 5 T s o 07 WA 77 T L S T €
. F OEE g © chb 4390 Waislee Avenos SASSZ WAMSEMUTVY 2 M saTS000841  nnoar MY PE €
per page by selecting a new value from the Page N e —
Count dropdown list. Ty e
. . . . = " F ORI & b 4340 Fshsa Avesue 238 KAHALA ARER 1w sampo01anm M us 5 £ @
Note: click the, “Settings” icon <g# then the, “Set current C@EB o 4 R 4710k s s MEL 8 w1 sesmesam MamM Moo €
. OB imoe A RES 18 Levkeh Suent WALALAE IKE 5 MO $3T00004364 223 61 B €
display, sort order and count per page as my Search rOOEBmmn A s s s heee Kwsme 6 %2 memasei maos mr s €
. ”1s . FOEB x4 RES 4645 waipshes Mace WALALAE GiC B W s4%00003%2 1615 1% P £
starting default” link to save your settings as the new F@EBmme s oo s st s Ena 2w pmsese s 7 om g
83 E e CND 9122 Haapedk Circle 3268 EWA 2 W s sess 105 F €
default for future search results. FOEMonm 5 o0 Mk wdeemE  Emn : ae  seaeeen s v s €
Note: click the, “Settings” icon <2z then the, “Reset to the I weoe swe B 1312 - roveos -t
system defaults” link to reset the Display and page @&, .o e g
count.
e Customize the display columns. @ Avassersi a - e
. . . Qs . T . D Search run Tuesday, 11:07 AM A Criteria | [@Map I Results
Note: while in, "Single Line” display mode, click the column e S e R T oy T w5 oo
header to open the column'’s property dialogue box (do - 6716 111th St Gt W, Gig Narbor 51332
. . . LS pratiril] Atatus: A Staf Ot DA/I0/2010 L Frice:  $475,000
not click the header text as this will only affect the Cee Wz b 3 wen g Gow Ha
MW Residentisl Frplc: - ﬁn: 2873 Lot Sae T00 wc /04T o
column sort order). : o Ganr ol
e . Lk 1l Eh Rgere: Fart Some
Note: an existing column may be renamed, removed, resized £1310 ot ave o, hoarbor 99332 ﬂ::" e
or realigned. P B Loowm e P
Note: 1 be added by clicking the, "Insert B EEm, B2 EReET T
ote: new columns may be added by clicking the, "Inser Eeity ok Ak oo
C()lumn" llnk unicto Full Co Agert: Hike A Stewart
) r 1030 Olympic Vista £ NW, Gig Marbor 98332
" " . " . " suse: SIS S A SOt /842009 Lfrcr: $309.950
Note: "Apply” any changes then click the, "Manage Display’ oo s wen e Goow hro
MW el : L8 Lot Sae; I66 e/ 11,4600 of

i

[ icon to save your new Custom Display.

Note: if you forget to save your Custom Single Line Display, it

will automatically be added to your Display dropdown ST S E,% i
list by setting it as your new default (via the, “Settings” : 1“‘;# W&m Egm'm“mmm'

g;.
E

icon).

Note: to create, or manage, a Custom Display, also see,
"Custom Displays” under, "Settings” in the, "My Matrix"
section.

L) - Presoss - Mest

e Select/deselect multiple listings.

All + None + Page

All: selects all listings whether visible in the viewport or not.
None: deselects all selected listings.

Page: selects only listings currently visible in the viewport.
e Click Previous/Next to view additional listing results.

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

LEE) Refine  Save  Carts

AT T |
CMA' 5 Directions | [ Staks

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

e Click a listing number to view listing details.
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e View listing photos.
Note: hover over the main listing photo and click either arrow to cycle through the photos.
Note: the number of photos available is displayed in the left corner of the photo taskbar.

Note: click the main listing photo, or the Expand icon in the photo task bar, to open photos in a
modal pop-up window.

Note: click the New Window icon in the photo taskbar to open photos in a new window.

Note: to play/pause the photo slideshow, click the play/pause button located in the right corner of
the photo taskbar.

e View additional listings results by clicking the, “Previous/Next” links.

@ Return to your original search results by clicking the, “Return to [my default]
display” link.
Note: [my default] will display as your default display type (e.g. Single Line, Multiline, Thumbnail
etc.).

Note: changing the display type in the Display dropdown list
will also return you to your search results.

(=] Seun Tuesday, 11:07 AM @ A Crteda | [@Map | [0 Resuts
Previeus - Next + 10 6 29 Checked 0 AN fioe - Page  Metum to Thumbnad dapley isglay Ful a1 [Slperpage
w

0 View additional listing options. et Y e i b sann
::-“.h: 3 - Rosadale

Note: though some systems may display additional icons, the
following are included in most.

s Ative coom: 427
County: Fiarcs

b i

Qrasite, crow moldiag, trax decking, the st goes an with swnr 20K in
upgrades sed exirast A perfect blend of formal and informal livisg spaces on

. . . . plus s wtudy
@  Map: view listing location on a map. Someeom et s ipnly emtdance A pertiel marid and . e,
@  Photo: view listing photo/slideshow pop-up.
[ Supplements: view listing supplements.
& Change History: view listing change history. emoLea
gert!/Office Infarmation
=y . . . . . Agent: Leatys Scmad Agent Ph: (253) Sen.6rr2
& Property History: view property listing history. Slows  MehSoo o Xome v (SN TR AR
Comem: 2.5% Estered By: 7794
General Infsrmation
#  Watch Listing: add listing to watched list. npTee ekl e as i S ot e prrcn o ncorts
[ e S Hamor mae
Tax: view listing tax record. ootk Thomay atiar G WOTC e 00085000 Reslat s
. L ) 0 nefve Save cans 122456789 (200 . - Preevous - Hext
@ Virtual Tour: view listing virtual tour. e e e DGR G o T B E

Speed Bar Search

“ Enter shorthand search criteria into the textbox.

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

Note: every Matrix system include their own unique shorthand definitions. For example, for one, the
Speed Bar shorthand criteria above would read: (show me all) Active, Sold, Pending Backup
offers (from the past 180 days) and Pending Short sales (from the past 180 days), in the 03
(Rosedale) area, that are RESIdential with 2+ bedrooms and 3+ bathrooms.

Note: click the Speed Bar help icon @& for additional shorthand definitions.

Note: if there is criteria you use often that is not represented by
a shorthand, you may create your own Speed Bar shortcut

Recent Se.

(see the, “Speed Bar Shortcut (Create)” section). A Grtes| | [ Wap || ] Fentn
) . Freviout - Neat + 1020 of 11 Chedked @ 1« Mons - Fage Diiglay | Sngle Line [Flat 12 [=]er page 53
Note: shorthand can be entered in any order—with the F mes  sutTie Ade v 8y e

R T3 TIeITI0 A RESt &7 5 g Harber U 238 & 38 3803 oA ) &l
exception that bedrooms must be entered before = ::m R AT i T T A Al a::.“’
bathrooms and statuses must be grouped together b o S i serdmintid 3 Sabibee dsakos i 4oad e unzit i G
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immediately after each standard search is run. Hover
over the, “other criteria” checkbox to view criteria that
is not represented by shorthand criteria.

[412 « Frevieus - en

e Click the, “Search” icon 4.




Speed Bar Shortcut (Create)
0 Create a search.

e From the, “Results” or “Map” tab, click, “Save” >
“New Speed Bar Shortcut” on the Button Bar.

Actions  Refine Carts

e 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.

O click, “save”.

Speed Bar Shortcut (Use)

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

@ /lakeside a $1000-1500 sf O}
Note: name must always be preceded by a forward slash
(i.e., /lakeside).

Note: Speed Bar Shortcut may be combined with other
Shorthand criteria.

e Click, the Speed Bar “Search” icon &.

Recent Search

0 From the "Recent Search” dropdown list, select
the previously run search criteria you would like
to use.

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

Note: unused searches are automatically removed after
1 week.
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i Save a New Speed Bar Shortcut

k]akeside e |
Description (optional): | |
Criteria: | aritude, Longitude is around 47.63, -122.24, is around 47.61, -122.09

Speed Bar

= Existing Shortcuts

flakeside Latitude, Longitude is around 47.63, -122.24, is around 47.61, -122.09
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Note: each list item contains search criteria, a date/time stamp (when search was last run) and

the number of results that were generated.
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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 Choose any method to generate your search 6 CL L SLEES a b e«
) Search run 8:30 AM " 4 Cotona [ M Rusuts
results. el Ceceid 20 wose - Page - R "ﬁﬁx P AT N .
) . . Automatic = > = g an | rive Time™
Note: for more information, see the, "Search” section. e B Bl 15t e, S .
Utcheld k NG cveioiurs = wrmgas 830 AN 0 15min 2
5 Farmengu P, i Canced @
e Click the, “Map” tab. o 2, D e

© Click the, "INRIX” @ icon.

e From the pop-up, select your Drive Time criteria.
@ 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.

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

Home | Search [EVEUPSMN Roster | Stats | [GRealist | Input | Market Reports | Help

0 From the Matrix navigation menu, hover the, “My

. [2) | Summary 4
Matrix” tab and select, “Contacts”. s
. | At ails.
e Click, “Add” on the Button Bar. | [cives comremes
= il & parsonal Information
YT E;% [ | Sent Email
[=] | cmas
Note: see, “My Matrix > Contacts” in the “Button Bar” section for a full Gy | My Listings
list of Button Bar functionality. £ | Settings ot o R

Salutation: | Hi Bud, =

e Site g/ =
P mergage Pre-appreved

i ame

9 From the, “Personal Information” modal pop-up, fill out all
mandatory fields (highlighted background in yellow).

e Additional optional fields, (no highlighted & Active Cantacts (4) LI
background) can be viewed by clicking the,
“Show All Fields” link on the Button Bar.
@ Select the, "Enable Reverse Prospecting” 9 ) _
checkbox to show the listing agent that e .
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
"Button Bar” section.

e Click, “Save” on the Button Bar.



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

e Click the, “Expand” [~ icon to open a section
panel. Click the, “Collapse” (-] icon to close a

section panel. Click the, “Collapse All” [Z] icon to

close all subsection panels at once.

e Manage Contact.

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.

e Expand to view, or manage, the following 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.

@ 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.
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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  Delete 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.

13
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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 to.

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

Date Viewed: displays the date 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).

6 Click a number to view listings that are stored in this contact’s cart & , grouped
in their favorite/possiblities/discarded folder @ ¢ @, or display a collection of
sent/received listing notes 1 (an asterisk represents unread note(s)).

Saved Searches

From the Matrix navigation menu, hover the, “My
Matrix” tab and select, “Saved Searches”.

Click, the Saved Search name you would like to manage

and select an action.

Settings Criteria Results Date Since Market Update Delete

Click, “Settings” to update your Saved Search
name, assign the search to a specific contact or
add/remove it as a Home Page favourite.

Note:

Note: a criteria summary may be viewed, but not updated.

saved search can also be turned into an Auto Email.

Click, “Criteria” to update your Saved Search
criteria.

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

Click, “Results” to display the results of your Saved
Search.

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

Click, “Date Since” to display the results of your Saved Search since the last time

the search was run.

Click, “Market Update” to display the results of
your Saved Search since the last time the search
was run or between a specified date range (i.e.
7/1/2004+, 7/1/2012-7/31/2012 or 0-60).
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e Click, “Delete” to permanently delete your Saved Search.
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CMA (Create)
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Home | Secarch [ENEIPUMN Roster | Stats | [GRealist | Input | Market Reports | Help

2 | summary Q
From the Matrix navigation menu, hover the, & | Contacts
“My Matrix” tab and select, “CMA”". % | huto Eemele
JE Saved Searches
Click, “Start a New CMA” on the Button Bar. s Eﬂa
ol Start a New CMA | 1| Copy the selected CMA | 3 Delete the s & ii‘i““’
) | Settings

Note: see, “My Matrix > CMA” in the “Button Bar” section for a full list

of Button Bar functionality.
& Select CMA Contact

Welcormas B3 the C36A Wizard., Use this Start page 1o select your Contact. Uise the above Navigation Bar 1o
avigate thrtugh the sheps.

Click Start (default position) to select a
CMA Contact.

mr’wg Subject  Cover  C bl Map  Adj pricing  Finish [ €@

Select Contact Name: | Waiser, Bud [=] coeate o ew Contect

Single Farmily El

Salnct CHA Type:

Dascription:

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

Click Pages to select from, “Available Pages”.

Start m Subject ~ Cover  Comp Map  Adj Pricing  Finish [ €
Note: add Custom Pages (.pdf only) to your CMA by clicking 0 awvailable Pages e (& Selected Pages
the, “Upload Custom Pages” link located below the, i e

Sumenary Lt
Rousse,_pin_gain_ Moo Hinimums 3nd Hidemms
~ Sl ‘Curmedativn Duys om Market Chart
& Cover List Price wed Sl Prica Chast
Cover Shoet JORX. e
Caver Sheet with Agent Pt

“Available Pages” listbox. By default, you are limited to 5
“My Custom Pages” - each with a maximum file size of

Friing Recommandation
et of Crver Pricing
sa_plaes_main, floor gt
o priding

250KB. Only letter size content can be properly & Sutpecraguaments inpine
. E Comparables. :alum Ovl'nl:lm
accommodated (landscape or portrait). [re—— B T o o %
mutasve Diays on Maiket Chart 4 v
Note: in the, “Available Pages” listbox, click the, “Expand” ListPrice and Ssie Prie Chart

icon next to a category to reveal the available pages. vl
Alternatively, click the, “Collapse” [=] icon to hide the :f
available pages.

[ upload Custom Pages ) siet s atact 1) Restore Defauits % Clear

Note: in the, “Selected Pages” listbox, select a page, or

multiple pages (while pressing the CTRL key), and use

the, “Up” a and, “Down” v 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,

[2) My Custom CMA Pages
Here you can upload your own POF decuments for e i pour CMAS. Your POFS must be letter sice (8.5 x 11 inches).

Deseription
F houte_pian_man_Rscr.cdf Preview

Select u POF Fle s plond:
CH\Temp\iyersil_Page,_Fiver_1047.pef [ Upizad

@ caccnl X ovime chacins [[5].

“ ” : . Eilfrom a Search
Remove” x| icon to remove page(s) from the final CMA. e .
2 Subject Details %> Cheac Fields & Property Photo  cClear Pheto
Note: click the, “Set as Default” link to set the selected pages as Address
your starting default for all future CMA's. To restore - —
default pages after removing or reordering pages, simply e s
E
click the, “Restore Defaults” link. SRR, E
Note: click the, “Clear” link to remove all pages from the, e
“Selected Pages” listbox. A g ke
Tty G Marbor
Tiplose a7
. . . . Basic Features
Click Subject to fill Subject Property details from p— wes B man ]
a blank form, a listing number or by searching for S o
a listing. S e i Remarks % Cleac Reamarks
ParkngType Garage Detached 1!\'-0.06!( appertunty (o sws MTH‘"‘G._D':\:I" 2!!“!;.“! ::::N\‘ -
Psgteettonl 11 . o B s ot
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AgeResmrieon A tdit Custom Field :x« e-::c'umm st Pool, 308, bernst
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@ Click the, Custom Field dropdown list to add an additional 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 be added with any
stored value.

Note: Click the, "Save Custom Fields as Default” link to include your Custom Fields in future
CMA Subject Properties.

e & Agent Information

e Click Cover to add your contact information, subject

& Contact Information £ Setaa Delaults

photo, agent information and agent logo to the CMA s L - —
Address Line 12 Company: Sk Realty
cover. Jo— st e 1
City [ Seate ! Tip: Addeess Line 3¢
- - Phose: City [ State / Tip:
Start ~ Pages  Subject m C Map Pricing  Finish [ € Phane: (585) 855-1213
Tmads
Note: this step will be disabled if no cover sheet was selected in, Sl oz o e stariose .
“Pages”.
Note: to include the default, or a custom, agent logo on the final Real Estate
cover, ensure that, “Cover Sheet with Agent Photo was selected Professional
in, "Pages”.
@ Click Comparables to add comparables from a search = || s
or from a cart.
Start  Pages = Subject  Cover Map  Adjustments  Pricing Finish a @
i}, search for Additional Comparables ‘& Add C: bles from Cart 4 Search Results & Dack 10 Selected Comparables
Potantial Comparabh, Exchiding Amy Alresdy Salected
Note: for more information, see, “Criteria Search” in the, T i e e e e
“Search” section. o I_ﬂ 00001 5 RESE 4719 236 C18E 40 Sammamih o4 25 awo woeswu OE@
S8 20000007 5 RESE 340 M Marrows O 35 Tecoms se500 0 4 25 327 oaoumos © M@
© @ aoms £ RESD 12840 Keepen Rd 53 Bsrer swanor 6 os 3 s ovaeeces © @@
. . . | W Imuaars A RIST 30 Meightslare 500 Seadenldesd  SIES0000 411 3 LT3 2o mormn OEE@ O
e Clle Map to ll'lClllde a4 map that dlsplays the F OB s A RESL $405 5 Cramford R 1 Largiey seso0 1 3 3 3am oz @@ T
. . i . r QUM A RISI 10K Rssrio Rd 501 Orcas teland AWO000 138 2 1 anwae O EES
location of comparables in relation to the sub]ect @@ amesas 4 RIS 9136 SET " Perate ss00 B 3 25 L maver @00
property. R sl e e 1123456288 80P -l T
Start ~ Pages  Subject ~ Cover G m Adji Pricing  Finish [ €3 [ Map Preview 6
Note: first include the, “Map” page, in the, “Pages” secti bl ) - P
: you must first include the, “Map” page, in the, “Pages” section to enable P oy Coimgavibtan
this st G Ry e s
is step. O B 3: 124 Mare By
\ 45 BI37 Crunquist Drive
) 5£ 31215 Rangaosd 29-0
. . . i & Near fied Deer
e Click Adjustments to adjust a comparable’s feature value. o = 2 33 ersnqunt i
o - 395 Wrchektf Raed
- #5130 Jarvis Nay
Start ~ Pages  Subject ~ Cover  Comparables MaD Pricing  Finish [ € g4 it 100 331 Bircheldl oad
[x]
@ Click Pricing to view a Summary of Comparable Prices and L 1020 L i
Adjusted Comparable Prices. i
e =
carey |H d

Note: add a suggested price based on the low, median, average 3 Adjustment Detals I3 Vien n etal Mode
and high comparable values provided (optional). states Prcendtedprcs Buthrsams e o= o
Frature Valse 10,000 5000
304 FEth B £00 5 L)
HMandeis Az t 25001 ° 3,000 o 35000 °
M0 A0 Isiacd e 13,500.000 11,577,500 e 52,500 e 25.000 L
L340 Macrows Dy Sl 64500 304,500 150 5,000 4 5000 nm
ZLEZT SE 2930 Sl 50,000 115,000 100 50,000 2 15,000 1500
0 2304 Q1 £33 Exgired 49500 104,500 00 49,000 a 5,000 1400
12830 Koepoen g Exgared 59,000 1,004,000 200 309,000 4 5,000 3882
Law 1 5001
. .. “ ” . Hedian 162,000 209,750 < i >
@ Click Finish for a, “CMA Summary” and to view or e samase 2smnas
High 13,500,000 13,577,500
email your completed CMA.
S Summary
Start = Pages  Subject ~ Cover  Comp Map Pricing = Q Th folsang table summanzes the prces cakulated from Ehe adnated comparaties:
Leow Median Average High  Count
Comparable Pree 1 362,000 TATLEM 12,500,000 .
B view cma £ Email cMa Adyosted Comparable Price  BEDH. J0RTI0 LSILTI0 35S0 .
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My Listings

Home Search UMEEETOEE Roster | Stats [ Realist | Input | Market Reports Help

0 From the Matrix navigation menu, hover the, “My Matrix” tab D summary

and select, “My Listings". 8 | contacts
£ | Auto Emails
9 Click the, “Display” dropdown list to select the listing Hit Counters. Jgy | Saved searches
Note: all columns are re-calculated nightly. | Sent Email
. [ o

@ Client Data o 0

Client Portals: the number of portals your listing has reached by Direct or Auto & ,mﬁ

Email.

Client Views: total number of Full Display views by Clients in e

their portal. P

Client Favorites: number of Clients presently marking this -

listing as a favorite in their portal. -

Client Possibilities: number of Clients presently marking E: :

this listing as a possibility in their portal. i .
=@

@ Agent Data

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.

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

4B My Listings (4)
o _ BT s @)
a Click the, “Click here to run this as a Full eI P - P P
SR 5 Seb-C  Address Hap Ares Price Bd Bth  Fn 5F Bt Usted oM
” 1y 1 1cti 1 pmean B S0 7SO west Saamch B WS Ardnen 512300000 6 & a0y zonenae s DORFEQA-M
SearCh hnk tO dlsplay your hStlngs as SearCh 2 M aums H@cso  jomucbiend SHCorfovalay  S1LA98000 6 5 19688 e amzoeas o DOERE A
lt 37 aaze B0 s msTowmerrakad  WSOweCow 8000000 B 18 456 205 Iz w BOEREG-A
results. 4 F usus B@csm Ja0mieem Rl 08 Uplande. #0500000 6 8w 20 v 7 GOEFEGYA
Note: running your listings as a search allows for T T T T T .
additional functionality. See, “Search Results”
in the, “Search” section for more information.
e Select a listing and use the Button Bar to 25 My Listings (4)
Shem by Active Residermial[Z] 4 £l hers 16 run this 93 2 Full Search
perform a task. eI P - P P
- mes E@c o smimessions mwine  smnmes 8 me e s QB EESGmA
" 2 M aums H@cso  jomucbiend SHCorfovalay  S1LA98000 6 5 19688 e amzoeas o DOERE A
S S LW ienasoe Etotes B8 anes s Suppeertol o Shace) (Rl s Rresried 3 F e B C S0 SsTowmerPakad NS DesCow BIOOO000 B 10 14560 2005 JowmanT 1w @@ _'a:') S
. . 4 7 usu B@cso uommend 08 Uplands Mosoos0 6 8 wsa aow amnen n QORFEG-M
Note: see, “Button Bar” section for a full list of Button Bar
functionality, B3 Ede [ Manage Photes [ Manage Supplements #8 Share [ Reverse Proapect e 1]+ Previses - et - Yo
6 Copy a URL from the “Public Listing Links” ¥ Public Usting Links 9
. . . 3 bitscl mammis, com/Matna/Lstinas 118 10024y Actice Ressdential mis
section to share your listings to a webpage. i e o

Note: an iframe is a perfect way to include your listings in an
existing webpage. For example, save, and run, the following text as, “mylistings.html” (be
sure, however, to update the iframe src to a URL from your, “Public Listing Links).

<IDOCTYPE HTML PUBLIC "-//W3C//DTD HTML 4.01//EN"
"http:// www.w3.org/TR/html4/strict.dtd">

<html xmins="http://www.w3.0rg/1999/xhtml|">
<head>
<title>My Listings</title>
</head>
<body>
<iframe src="http://mymls.com/Matrix/Listings/3161832/My Active
Residential.mls" width="860px" height="520px" frameborder="0"
marginwidth="0" marginheight="0"></iframe>
</body>
</html>
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Settings Home  Search WUNETGNE Roster | Stats | [DRealist | Input | Market Reports  Help
[Z) | Summary <4
0 From the Matrix navigation menu, hover the, “My Matrix” tab and & jjcontacs
select, “Settings”. S S
F= Saved Searches
e My Information: update your Roster information as you would like it 1:. i:;m"
to appear in the following Matrix features: ﬂh e
@ Information: click the, "My Information” link to pre-populate how @ 5?5“ 0

your contact information will appear in the following Matrix
features. Check the, "Override” checkbox to override any associated Roster
information then click, "Save".

Information | Meader & Footer | Mobde Meader | CMA Cover Sheet  Portal information. || Email Signature || Agent Webgage

This puage allows i 1 manage the personal information used by Matrix. For sach of the felds below

voud can withar use the walus from vour roster aréry, if thars i Gna, or enter 8 vailus marssally, Tt b
that you use the s
Ovarride? Hmagter & Foter < Mobile Meader * LHA Cavar Shest - Esralintaonation - Exal Sxoetecs © Aasoliish Pags
First Marma: sehn "
Last Hama: Tor ]

= Speid Bar Shorteuls

Pubkc Emadl Addrmss:
it of Impicrymant:
Call Phane Humbar:

Fager Humbar:

Hos@rasiastataca.com
Rasitor

(250) 5551213

Wumbar of Speed liar Shortasts: §

& Team Settings

Yiou hawve O memisers on yaur tam.

£ Custom Displavs
Header & Footer: used to brand printed Reports, Agent tmmtmm
Webpages and the Client Portal, select one of the

following radio button options:

L e T e T P e e —

e
Mumistr of Custom Exparts: 0

Mumber of [0 pages: O sctive, O inactin

T
1 P ———

e st e om mmges

[FE Banks Tt

John Smith P
] e i
gy Sgeaiat - WSl Raslty Sarva os. Fan LIRS LM

. ey

“I choose not to use a header/footer at this time": does not use a header/footer but,
instead, simply displays the agent’s name in the Client Portal and Agent Webpage. Click the,
"Save” button once selected.
"Upload Custom Header/Footer Images”: upload a custom Header & Footer image then
click the, "Upload Images” button.

Customer Header (for screen) dimensions: 1200px x 85px

Header and Footer (for print) dimensions: 670px x 85px

Header & Footer Package: choose one of the predefined Header & Footer packages available
then click the, "Preview” button. From here, you may also choose to add an agent photo.

O No Photo
® use Custom Photo
Change photo

Photo:

Customize the look and feel of the Client Portal by changing the header background color
and text foreground color simply by manually entering a hexadecimal color or by clicking on
the associated color box to the right.

Changs farsground color:
Change backpeound color:

iaset colars ta packepe defauts

Eistats

Mobile Header: formatted specifically for a mobile device, select, from
the dropdown listbox, what information you would like to appear in
the mobile header then click, "Save”.

Dianied Manrsh

Dream Properhes

dmarsh&cerelogic.com
Ph (555) 5551515

=]

Do phato
® use Custom Fhoto
Changs ohoto



@ 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”.

Override?

Hame: Cave March =]
Compary: Oream Properbes (m]
Address Line 1: Clewd 9 (m]
Addrmes Lane 3¢ wrwrwe. dare Jedr i, e (]
City: Cloud Nine m}
State or Province: WV ]
Pastal Code:

Fhone: (555) 5551515 ]
Ermail: dmasshBesrelegie. com a

@ Portal Information: manage, in any

Quick Start Guide = Matrix™ 6.12

matrix
2 My Information e
Hmagder A Fogter - Mobde Meader * CMA Cover Shest ¢ Pacial Infacmaton - Emad Sooeters - Aasot Web Paae

= Speid Bar Shorteuls
Wumbar of Spas flar Shartats: §

& Team Settings

Yiou hawve O memisers on yaur tam.

£ Custom bisplavs
Mumber of Custorm Displays: §

Mumber of [0 pages: O sctive, O inactin

order, the Agent information that you would like to display on your

Client’s Portal Welcome page. Select, as an option, an Inventory

checkbox to include your current listings, or your office’s current

listings, to the Portal information section then click, "Save".

@ David Marsh Dravid Marsh

Ph: (555) 555-1515 Ph (5 £EE1515

Fax: (555) 555-1414 L)
dmarsh@corelogic.com Fac (555) 555-1414
Dream Froperties dmarshi@corelogic.com

Dare to Dream

View My Current Listings Dream Properias

Wiew My Office Cul i Listings
ew My Office Current Listing Dare 1o Dream

FEEEEEFEEEE E

Include links ta your current listing inventary

My Current Listings
My Office Current Listings

@ Email Signature: add your photo, text as well as any links then click
the, "Save” button to include this signature on all outgoing messages

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

(¥ 6 GE B« +|==|m=z ql
B I & x|F|z =k kfrm .|l -|[a @

i Professional

Call (555) 5551212
Fa (555) 5551313

vi@realestateprotassional com

Chedk Spelling Ennlish
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@ Agent Webpage: your own professional @

webpage that's integrated with IDX -"mmnc _

search functionality and hosted on the o et 3:15“:2:’.. -

Matrix web server. e e Tt [ @
Activation %m: = "
o Select the, "Enable Agent Web r:m:“; 7 wrpr—

Page” radio button to activate your ses o[ pomat [t ff s -][a B[ 2]
webpage and allow visitor access. o

Click the, "Disable Agent Web
Page” option 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

[E Map Area
(alpha numeric characters only. No L.
@ ' estriet snarches 1o  specified map area.
SpaCCS.). 2 Sipecify e initial mag viess, Ligars ane fran 1o pearch outside this ares.
Note: this is the URL that you will share with RO o oo
others (if y(”)u pr.efer to use y(?ur"own domain B
name, see, "Additional Domains” below). @ Sigartip Maseage: 0
@ Adda, "Web Page Title” that will 2
“H additional Demains
appear in the browser's tab. aur Agent Web Page wil be reachable at the UsLs belaw (5 max) in addition to your main Web Page URL.
@ IMSOHRTANT NOTICE: You must mtk yous domasn registri Eo redirect visons from your domain ta your Agent el Fage. [Yeur domain regetras
i the compary that seld you your domein name.) If you administer your awn domam, you mest set up the redinection yoursell, Simply forward
your domain to your website 8t the Web Page URL above.
Homepage Content P T
Exrsbng domans: No sdditionsl domains configured.
@ Add a, "Title" that will appear & rooiem

above the content on your
website’s "Welcome Page”.

0 Click inside this area and use the associated, "Rich Text Box”
buttons to add, "Content” to your webpage.

Map Area

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

Note: for more information see, "Map Area” under, "Settings>IDX Configuration” in
the, "My Matrix” section.

Other Options

@ Select 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).
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Additional Domains @

@ If you currently own a domain
name and you would like to use it
to replace the default, "Web Page
URL" (see 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).

“H additional Domains
Your Agent Web Page will b« reschable st the URLS below {5 max] in addition to your main Web Page URL.
| BMPCRTANT eaTHCH You st aek your Somtn regieira to adisctviekrs ram your daman 8 your Agtat Web PR, (Your

domain registrar
tha company that 8ol you your domisin nase.} IF you sdmisieter your ow dmain, you MUSE 8at up the redinectisn yourself. Simply fermard
Yo doman £ yesr webdie at the Web Page URL ssive.

B m—

Esasting damains: B addiiznal dombing soafigured.

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

= o f3Realist Tay  Linds  Finanee Marioet Reports | Help
vwduwhubﬂnw View Site g-

4 Recent Searches =

Information  Header & Focter  Mobille Header  CMA Cover Sheet  Portal Information = Email Signature | Agent Webpage

You can use this page 1o manage the information that you wish to display on your Agent Webpage.

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

& Manage Speed Bar Shortcuts

| & Team Settings
Uit Bhis page 1o meddy o delete spend bar shofteuts. To creste & sew speed bar shoman, fus o search
wed Ve’ tha rlerle w0 o bar hrartnt. L a1 s 1o s ad o vl e, o Sy erabeth abity s sthr
Pl BRI i s 2 —— oo
_“W‘lﬂﬂl hyperlink, located Matrix. Cragbis the beam fe
EYR—r Ry gy = o bt Wobem bt (amenier |
F Smah Bepan v Baen
Note: for more information, see, “Speed Bar Shortcut (Create)” in the, s
“Search” section. At Taan brabi:
Piaase enter new team member's User 10: 85471
Find  Cancel
a Team Settings: manage team members by allowing them to
My team name {optional):
create new listings, send CMA's, Reports, and email under
your identity or just to work on your behalf.
Note: customize your team name by entering it in the, “My team name” textbox 2 Buil Custom Display e
(optional). e
Wrapped
Avadable Single Family Columns. Selected Columns.
Aaditional Firished Rooms
”mmmm IJ
Note: team members may switch their identity by hovering, then selecting, their CAA—— = =
new one in the dropdown beside the, “Logout” link. Sobins P g e
Architecture
-%ﬁmmnnmm
e Custom Displays: from the, “Available Columns” listbox, first e o e
Assodation Phone
. . Labal:
select which fields you would like to appear on your custom results ﬁ"&-,sgrgmm L
display, name your custom display, then click, “Save". i e
Bathes Full Lower
Note: additional columns such as a checkbox, feature icons and listing address can m:_:"{'ﬁ T
be selected from the, “Special Columns” section. Caavins Comt - ¢ e

Note: view your custom display by selecting it from the, “Display” dropdown list on s
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) to a .csv file.
From the, "Manage Custom Exports” page, click the, "Add Export” button.

From the "Available Fields” listbox, select which field(s) you would like to
export.

Identify each column in your .csv file by including the field
name or label (optional).

& Set Export Definition
it Name: Costom Cxport
Avadable Fiekds

Agenit Hit Counter
Agenit Onky Comements

Name your custom export.

06 6 66

Click, "Save”

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

Assodiation Contact Name
Assodiation Contact Phone.

Export Dewsription:

Note: generate your custom export by selecting the listing(s) in your, "Search
Results” then click, "Export” on the Button Bar (for more information, see, @ E&oo
"Export” under, "Search > Results” in the, "Button Bar” section).

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

@ From the Matrix navigation menu, hover the, “My Matrix” tab and select,
“Settings”. From here, click on, “IDX
Configuration”.

matrix

3 My Information
leaddsr & Focter - CHMA Cover Sheet - Eorial Iaformatian. - Emad Sisnaturs

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

« Speid Bar Shorteuls
Wumbar of Speed Bar Shartads: |

& Team Settings

Yiou hawve O memisers on yeur tam.

& Custom Displays
tumber of Custern Disglayss 0
=, IDX Configuration
% Custom Exports
Humber of Custern Expiets: 0

s oxcmen )

Mumber of [0 pages: O active, D inactie

¥ou can ube this page 1o craste and mansge our (DX pages.

Select 50N Page:

Mame: My Custom I Page

Inchude Column Kames: tigne & Latal © Hama
Separaton: comma ® Tab T

“* Manage Custom Exports
Cross Progery [+|

My Custom Export

Move Up

Mava Dowe

Add Export @

bt Expont

Copy Export

Delete Expert

Singhe Family

Expact Fiekds

6J

Swich o :
Swrtich te ‘kw

{s

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.

73 Feem satecticn
& search
10 Tyoe: © my Listings
© ap Search
Search Form: | 1D Swareh &
Ciapley: |1 Chont Thombead =l

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

..

© baap Sewrch
oy Listings Query: | My 10X Linsings [=]

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

i G

# Map Sewich
Sawrch Form: | Dafaut Puble 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 option to remove any restrictions placed El0ram hectoie | | (2 oran povgen
on where a user may search on the map.
[ Hap ares

o nct spechy 8 mag ares.
" Rastrict pasrchas 15 8 esecifad mag bres.
" Speciby an it iy view, Users are e 13 search cutside this ares.

Restrict searches to a specific map area: select this option to restrict users from
searching outside the map area that you specify. 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 dot then click the, “Delete Shape” link. Your
selection also sets the initial map view.

[ Hap area

I Do rot specily s map ares.

 Raatrct paarchas 16 4 soecied mag anes.

™ Speshy an el mas view. Users b e b sech outisde thal ares.
St Map Aoy

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
dot then click the, “Delete Shape” link. Users may still search outside the selected area.

[ Hap area

™ Do rot wpeafy » map ares.

7 Ratrct paarchas 16 8 soeciied sag ares.

F Spechy an el mas view. Users bt e b sech outisde tha ares.
St ban aren

@ 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/html4/strict.dtd">

<html xmins="http://www.w3.0rg/1999/xhtm|">
<head>
<title=My IDX Page</title>
</head>
<body>
<iframe src="http://mymls.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 options to help integrate the IDX with your website’s color scheme.

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

rorend
Dot

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

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

@ Click the, “Preview” tab to display how your Search, Listings or Map IDX
will appear on your webpage.

* IDX Configuration Seftings  Preview
Search = | @ O @& & | Oisply &0 Help
Prce NaMin [=]te NoMax [=]  Garage NaMin [=]te NoMax [=] @ @
Beds NoMin (=]t NoMax [v] watedreat [

Baths NoMin [x]te NoMax [x] Frivetepodt [
Liv Area NoMin [=]te NoMax [=] Guifaccess [
Cevelopenant
Community Type. Building Design
Boating I sngle Famdy il
[ condeymntel I Low Rise (1-3) I
I Gated ™ Mid fise (2-7)
™ Golf undied ™ High Rise (84}
I Golf Course I vits sttached
I Golf Gguity I vitls Detached
™ Golf ton Exuity ™ Cuplex
I~ Galf Publee T Trpiex
I Hebile/Manubactired I Guadragies
I Hon-Gated I Temrhouse
[ See Remarics I Manutactured [oa]
™ Teneis 1 vt 2km
I By Clear | &, Search | 3013 Uamash Corporniion 3011 Ms

ey #= Sign up with Dave Marsh  Disclaimer

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

P Back to Settings 3 Delete
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Stats (Preset)

0 From the Matrix navigation menu, hover the, “Stats” tab and
select any of the Property Types.

Vacant Land

Farm & Ranch

Stats
&
B Muls ily
> <
i
-
ok

Commercial Industrial

e Select the, “Presets” tab.

sa
o | Cross Property

o £ Sewrch
cted Clear Map Price (51,000'5)
6 00330

9 Click a Preset statistic link. “-mew- ED

10 System Presets Sub ¥ Map Search:
©

Darys oo Market

Wamatochted Homes @ win D] by
o Select criteria from the, “Search” tab. = 1 — e
I;MEINMMHU.C' @ =L '-I:‘
Note: when running a regular search (see, “Criteria 1 Gt - o
Search” in the, “Search” section), click, “Stats” on Iﬁr‘m"hmw IR
the Button Bar for a quick way of viewing (v S °
o, o
statistics using criteria that you have already Orveeas o .
entered. ‘ g 3
1 — Banton
e Click the, “Expand” [~] icon to, “Save a Copy” G S
of this Preset (optional). T
Note: a “Copy of” Preset will appear under the, “My T3 Additonal Feids Add

Presets” heading.

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

6 Click, “Generate”.

Stats (Customize)

Vacant Land

From the Matrix navigation menu, hover the, “Stats” tab and select any of the
Property Types. =

5 : 7
oy Commercial Industrial

Farm & Ranch

" . ” >+ | Cross Property
9 Select the, “Customize” tab. e =
Prosets  Customive S Sales, Number of, and Price is £ Seach
e " . e —— Sub ¥ Map Search: No Map Selected Price ($1,000°s)
e Select a, “Time Frame” from the dropdown list. ~ “ m O 2 || @ 0r it TRt s« —
— = Manutachond Homes | - ©
p s . e e R -7/ ey 00 ey - O
e Select a, “Statistic” from the dropdown list. Sl 6 S E— £ Gl
Salea. Nursbs of = e S Ep‘xnc;kg'lﬂl ' o 5]
: . Y SN — . | B e
Click the, “Advanced Options” link to  Secondar s By S e
“ o 4 Griginal Frica, Awerage = L™
select a, “Secondary Statistic” from the - 26 =l oy L
. ) Group iy daotn )
dropdown list. = e
kot i Gtar
Note: you must first select a statistic before the, e @ Connti i
“Advanced Options” link is enabled. e Forfuee ol
Cugpley Vakies: [ e
Use 30 Chart Style: r . i 8
e Select a, “Group By” item from the O™ P

dropdown list.

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

a Add a, “Chart Style” (optional).
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@ Select criteria from the, “Search” tab.

Sales, Number of, and Mﬁme

Quick Start Guide = Matrix™ 6.12

Prosets  Cuslomize  Save £ Search
Note: when running a regular search (see, “Criteria © Time Frame e — | | 2P Search: No bap Selected i
Search” in the, “Search” section), click, “Stats” on == —| Manutctsed Homes H o Bl s+ 0%
. . . . e December Timesbare Community Saths
the Button Bar for a quick way of viewing statistics B Em E Lotarof uborzmton 1€+ | ) § 16 Gty | 98
€ ont o€ s 0%
using criteria that you have already created. © sutistic 2-Puwy - = ﬁ‘%,.“s’s’" H e
Sales, Nursbos of B - Ky Peninsula Scut Pascock HE [
Gentye: _[Eolem - G e St [y o
. . . ——— = Sosct =
9 Give your statistic a Name (optional). Qe = ot "o
CoaE= &=
@ Click, “Generate”. o = G
lakam
[m—— Hide Advanced + Hide Style Clark
=M= WA SX= 0 1 Generate © chan Style el =
Color Paletin: [Pl = & oel Mot & orl” not
Note: use Button Bar to print/email statistics as well as L E] Yo o
Use 30 Chart Style: [ =]

clear custom settings.

Stats (Save)

o After choosing a Preset or a Customized stat, select the,
“Save” tab.

e Give your statistic a, “Name” (optional).

e Check, “Save Search Criteria with Preset” to save the
statistic(s) and the criteria together (optional).

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.

o Check, “Show on Home Page Stats Widget” to save
this statistic for quick access on the Home Page Stats
Widget (optional).

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

O click, “save’.

Provets | Cuslomive smc

1 Save the Currant Presat

Hame:
Active Listinga/Sale Price - 2one
7 Save Search Coteria with Presst?
7 Shaw o Home Page Stats Widger?

x L

Time frame i fram Jon 3031 5 Jan 2003

‘Curmest Pric (Listed or Sold) is 109020 85 300000
Latitde, Longitude o artusd 4936, -119.47
Rty caiculsbed from spgroximately 1,400 kstings

$100.000

£ Seach  Chan  Duts

Sales, Number of, and Price: £t Semch  Chan  Dats

Primary aar Saes, fumbar of Sale Price, Median

007 08 $323.950
008 54,208 s
009 52,163 2370000
010 3,243 szsn7ar
11 128 saan.788
;012 1 $200.000

] xport ;e o5
ot frame i froem Jan 2007 b May 2012
from
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Auto Email (Create)
0 Create a Search and view the results. ,Save a New Auto Emal
3 Reciplents
%> Clear 6 matches "viop || B Scorch’ @ contact
Note: for more information, see the, “Search” section. — s
e From the, “Results” or, “Map” tab, click, “Save > New Auto Email” on the @Nmm _—_—

Button Bar.

Actions  Refine

E e

e Recipients
@ Select a, "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.
e Messages e

@ 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 <32 to either set your custom message as the new default 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 notified, 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 also alerts you of any new matches in the, “Concierge” Widget on the Homepage (see,
"Concierge” under, "Home Widgets” in the, "Home" section for more information” as well as
on each page, in the information bar, located just below the menu tabs.

Ut Search | Stats

Concierge Alert! 3 auto emails, 206 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.

Quick Start Guide = Matrix™ 6.12

Conciurga: [ frasis concierps mads
Coplay AN Customar piint 38 SSomate sy yeslatis 15 Yol CONtRCT. [

[ S thes comtact o Barparse Proospoec g resudts

@ 21 e ERRH ) Y P Y TR

O wagertry

s s s 2 U st o th weinth 51 sgh.

oD @

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.

o Click, "Save” to create this Auto Email.

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

listings can be accepted or rejected.

Concierge Mode

a 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: notification 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 notifications by email” checkbox if you would like
to also be notified by email of new listings waiting for approval.

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

e View if/when a listing has already been sent.

| Save a New Auto Emall

B Reciplents.

Contact

L

| Criteria:

2 Sattings

Note: listings that have never been emailed to this client display, “Never” while listings that

have will display their date sent.

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

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

“Search” section.

e 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.

Concierge Approvals Page: Bud Weiser (197)
i These 197 kistings found by ‘Here are some listings,
Frevious - e + 100 of 197 - Chacked 194 + 4 - Nane - Eags
! Emated MSE & St
BT M i s
BT M unss save
W@ T M o e
W@ T M 10005 saive
oeraszon: B @ T4 M 100070 acvve
oenaaos: B @ T4 B sooa0ns acive
oerazosz B @ Tr M 1o00ves actve
BeT M s asve

0 o
AAAIIIAA AT

\Werser_ fud =]

BEC ma 3 copy of o amais

- bharn arw o betige, Bt

Flnuaring Emed

T p———

Wi 15 Vot Parbinal Chent Porlar INAL T hirve St for v

et bromsas, st
the itrg nlorms s rxchucteng up 1 40 photsgraoha,
i Cirvrareaeace. ot e e 1o BT et BT,

your approval. They are not yet visible.
Cuplay | Sngle Line [=]at 10 [=] per page &3

acdrens
1855 Beigs hsad

32358 Spland Rsad
22603 1075 Senset Street
21 1750 Westside Read
2050 Baldock Road

#1603 1563 Bemard Avence

ares Price ListDabe DM 04 Dth FFA hares
BL  ghasnoo owpaszoos 15 1 1 eo e @5
WHE  SETHON0  OWIN2003 1000 e 3w BRED
KN gm0w ONIUAGE 7SS 2 3 1ss1 ORGT
WL $8UR900 0TI 683 e anew @ 5%
SE 5000 INIU0L0 802 o e B R
KN IR0 IININ SM 2 3 304 o]
WIR  JTRO00 OMOANLI 43 3 3 3400 osae @B
NG IR0 OMOMILL 46L s 0 BRD
LOWA BR0N DMIVION 49 3 3 s e D B0
LW g0 oMINIL 46 3 3 mmoosn O R D

(102345678910 Previows - el Tog
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Button Bar

Button Bar

“ Search > Criteria i
£ Qi Disglay Thumbnad [Fla 25 [3] por page 3
Clear: removes all current search criteria. et Dot o e g | ManSearsic bo Map seiectes s 410001
. . Coem D Or witin 0 25[5] e of 5 ¢ oL
Count-on-the-fly: displays a real-time number of matches E reni B et 8 | aren Commenny. L
. . I pending Feasitdin o 0e
based on the current search criteria. = il § -Gl e F n
. ) ] o ™ pending shon se R " ©
Map: switches view to map and displays listings based on the o 5| e o
. . - Gig Harbar South Lot Sizn
current search criteria. Dt 7- Anandale 2l e 0 it [7]
I st st W o et ol it T
Search: switches view to results and displays listings based on B i = B ®
T I xgires " Baotn & ms s
the current search criteria. Bunion ®
subTree Ciatar e
@ Conaamioam > ok ey
Musoctrnd Homas || Fgg _ =
Search > Results and Search > Map R ey o
Luter of Autharization (LT =
. L g1 ™
@ Action Tab
. . “ . - f‘; Clear & matches m
Criteria: return to the, “Criteria” tab. y
T3 additional Fislds Add

MAatrixX s gy e T T

Email: email the selected listings.

Print: print the selected listings or create a .pdf. Matrix e ey

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

[ Search run Tuesday, 11:07 AM [EMsp | £ Rty

Directions: create custom, turn—by-turn dl’iVil’lg |— et - 325 of 68 Checked 2 ANl-Nora - Page  Retum to Thumbnad destay Cipiay Siagie Lina w10 =] per pape &3
Wi s Tee Addes sty s o b b
directions using the selected listings. T @@ e o AN 00 Sy 1o  Gorarter wo o s
r A WANU 15814 Peacock Hl Ave MW 425 1 Gl Harker wmsoe 16 2 3 s meszon OM@E
Stats: quickly create chart stats using the selected o A Com arse e st et 1 Gaser P 7 e @@ @
I r A COND 4528 1245 5tIW G4 1 G Herber T s vz OME
search criteria. - A e i ol o SR P prisimagen 1 v @ @ E
A COND 3901 Hacborview Dr #T-30 1 Gig Marer g0 3w wweazees O @A
Export: export your selected listings as a .csv file using A com morateniemDrecas L Galader I v O@E
. . . . A CORD 2303 Marborvew Dr #4-34 1 G Harsor ND000 3 waees @B
System defined or Custom fields (for more information, see, A COND 6363 arkor Sumum Place #36. 1 G tarker e w2 13 1w wasw O@E
A COND 3716 Warbororest Ct NW 1 G Harbor 45,500 184 2 3 1010 oo QMBI SC

“Custom Exports” in the, “My Matrix” section).

Refine Tab

View as: select a name from the dropdown list to
display which listings, if any, have already been sent
to that particular contact.

Refine  Save Carts oo A

Narrow: displays only selected listings (click the,

“Original Results” breadcrumb link (located beneath @
the Speed Bar) to return all listings).

Discard: removes selected listings (click Actions  Refine  Save J

to undo this action). @ @RI cer v Singe Famiy 0[]
Sort: sort listings by field order (unavailable on

Map tab).

Save Tab

New Saved Search: save your search criteria to use again for a general search, or for a specific
contact. You may also include your search as a favorite 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 selected search criteria, to a specific
prospect at scheduled times.

New Speed Bar Shortcut: create a custom Speed Bar shortcut, based on selected search
criteria, to use for quick search results.

Carts Tab
Add to: add selected listing(s) to cart displayed in the dropdown list.
View: view the listing(s) of the cart displayed in the dropdown list.
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Button Bar

0 My Matrix > Contacts

Fiter Contactsi | shasas o e =

& Active Contacts (5) © soun:
Add/Inactivate/Delete T 5 [l = N —
Add: add a new contact. o S |. - g e mm e
Set Inactive: set selected contact(s) to inactive. You P e i ::‘" - - o s

may not deactivate a contact with active auto emails.
&, add B SetInactive 3 Delete

Show All 4 | Show 1 Inactive  Import  Export Selected

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

Show/Import/Export

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.

© My Matrix > CMA

matrix

O Susmmary . =
4 Start a tew CMA ] Copy the selected CMA 3 Delete the selected CMAs = cMas (3) B | Contacte Search: O rter sy Typn: | hosmsatp[E]
T [*] Description i | At Dmails. . Type When Crested Lact Madfad
Start a New CMA: create a brand new CMA. I (5]t P iy o searches SoseFumty wman wan
T[] e v =S ] Sngle Famiy 1833 am 130 M
Copy the selected CMA : make an exact copy of one selected CMA. =) epss 2ot = st R
Delete the selected CMAs: permanently delete selected CMA(s). 2 b
o Start o Hew CHA el :‘“"“

9 My Matrix > My Listings

Note: select a listing to enable Button Bar functionality. matrix
3 Edit [H] Manage Photos [£J Manage Supplements @ Share G Reverse Prospect B My Listings (4) 8 Contaeta
Shew My dctivr Rendertio (2] 4 Chcibas | Acte Emads

0]
(59
@

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

08 18s
HAMRO00 B 19 14SH T8 35
HISWO000 6 B RSH 0 2003003

nO0RGea-A

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 to display the selected listing, for example, on a
webpage or, perhaps, your favorite social media site.

% Share Listing Link

Usie this hyperiek b share this bsting on the meb:
e

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

| 1 Reverse Prospect Results for 316214

Thase agerts sach have s contact this lating, Clck: tha
‘abous your fisting. Thery can identify the contae via the Reference # by losking 2 op o0 ther Contaes
Bage. Court i the total numbar of betings #ach contact has been sars.

3480 South ighland Avenus

e Bel s re-sporsved) [ Coure. Dute Sent

| Eacta Paiacics a5 3N yeserdey ¥ peodlSemedcom abrsen Brokerage, UE [858) 261-8535
[re—— 0253 T3 ypeserday asrnidgect com Cokwet Banker Res Brokerage [853) 3552900
| acla.Palacs E v 5 yetenday ¥ suereitgemed com Hancodk Brakerage, LLE [485) 55-4802
Hary S0 Mancinl 50344 v 19 yserdry ¥ sowbmvmtoscomcom Grand Reaky (855) 8856350
Cacia Palacizs 1 yeserday ¥ sosedSerestecom Chesteiman Brokerage, LLC [353) 353.4502
‘ ‘Xolenida, Gaman a0 v 3 Tussdey Socrait@vabon com Wewsge Homes Realy [355) 555-8775

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) 6 Search: Fier Compas: | _ thoses a Mer |
7% Maeme Ermail Category @ Eryiastuse  Lastboralvie M o ¥ 7 B nefe
O [=] all Crputal mpmatrichant@gmai.com OIININI4  never 2554
O (=] cohotic & mymaricchent Sgmasl.com ONINI014  never
O[] Fetd e 0182014 mever
1+ Frem Bjom 1 N 1nese
O [+ ue ait CIIWIOM  naver

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
@ displayed if contact flagged listing as a Possibility

© Note: if the contact discarded the listing—that contact’s Agent
and Reference Number row will not appear in Reverse Prospecting
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Listing (Add New)

Home Search My Matrix

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

e Click the, “Add new” link. Lo LA e st 9

Listings Selact Form
e il s o Bt eisting Listnga

e Choose the appropriate Property Type form.

e 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-

4 Add a New listing 4 Add a New Cross Property listing
existing Cross Property listing from which to Fill (for =D e‘-_ T F | o
more information, see, “Criteria Search” in the, Listing tamber fram which ko £l Saarch for pra-sxisting Tax Tax from which ta il
“Search” section). oot | () RE—
County LINC Numsber
P Saarch for pra-existing Cross Progrty Esting from which to Fil ‘Aeadia, MD of (¥34) =
ey ae we s a0 11 man—
0 amily - E v Courtty o e
. . . . . ‘Vacant Land b Big Lakes, M D. of
Fill From Tax: fill the form using information such as a tax L ane Snen, D o4}
. . & il - Boryvie, WD of (44T}
number. If multiple tax results are returned, simply = ort et s 3 v oy
: ; 3 O A g b A Court
select which tax year you would like to fill from. B ot : Cina Vil Gy
- Vacan Land 3 - osadale Clearwatss County
PR = > Farm & Ranch ; Ewll;‘o':snh Sout I'\;::;f:;c'r 136
. . it é-ci -L - Irunlilﬂtl;ﬂ%"',l EL}
. . . . Manutactured Hom LA = cothills, MD of (#31)
Start with a blank listing: fill the form beginning with Businas Opparun oCmn o ke, M 1)
' - oo, MO f (815) -
empty fields. E%Tm?rwx - L. i.l‘::: E ® o0 ot
Chatan
. . - ax” oo D)
Using the Input Wizard, fill the Property form Coli I
® e st

as required.
o LD

@ Agent Information  Site & Listing  Building Information  Interior & Utilities ~ Rooms  Remarks

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. 2, Soole PRl Bt Ioput

Status Information
ik i it i st i g Wi

A Active listisg must comgly with all input rules; sed after being submitted, the listisg is availsble for everysas in the system.

. . ot naad heraar, avarvana. Phetos,
supplemants, sbs, can e sdded 1o Incoming listings. Reparts can be generated for Tncsming betings s well.

pavses o
input rules.

0 A

O e oo D
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e Map your listing. S N L — .
s
Located under the, “General” (or similar) section of the Input Wizard, map your @ == oS
listing by clicking one of the pin placement options. Note: regardless of which ijf;g;g;,__ = ==

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.

On LINC Number: enter the LINC number (available in 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
(2 @ 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".

+ Residential Data Input

Click, "Validate”, on the Button Bar, to ensure all
required fields have been filled. o= e msiny vy SRR v e

Interior Features

Note: If any errors exist (such as, empty required fields), they will be e S s i El) e
indicated by an, “Alert” icon @ in the, “Input Wizard". To i Gl —
Tt e [P

resolve, simply click the offending step and correct the error.
et vt Ty P

Note: for additional error information, click the error message link P

. ) o Energy Seurce (4] Fisee Corverin (5)

to view a detailed summary of specific listing errors. ° Reon ] T &
[

There were errors on the input form, dick here to view them, =L B ey - T

[ save as Incomplete | % Validate | €3 Cancel Input |
@ espp— ow.mm@
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.

[

[=] save as Incomplete | g Validate €3 Cancel Tnput [EERETTTREE T

Photos and Supplements (Add New) « Input Stcceaded

Ttting has been secesshly asded. Listng Number: 425170

After your listing has been submitted live or saved as
incomplete, you may add photos and/or supplements. 0 B i e 2 0 dopomem e

0 From the Button Bar, click, “Add/Edit Photos” to add

9 Click the, “Browse” button to locate the listing

[ Add f Edit Photos for MLS#420200

T uslsad, dick Brsese. To usised Hulliphe shotes at see, held the Curl (Dtisn] by down whes chcking
. To Order your , érag by the grey it Bar. Clck on any image to
w5 Dintalls, For masormsirs guslty, spiond photss ot lesst 1034 x 768 pocels in s7e.

listing photos.

- o rawm»wnw;w -——"'
ik Brawess t3 selecs shatods) b3 wpioas (35 m

[ add / Edit Photos [ Add / Edit Supplements

[ Yy =

photos on your hard drive then drag your cursor over multiple images
(or CTRL and click individual images) to select the ones you would like

to upload.

Note: maximum number of photos vary depending on your system. R 9 o= ]
et of e Wmlwmvwmfﬂ.’l'l I

Note: for best quality, upload photos that are at least 1024x768 pixels. L =
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e Once listing photos have uploaded, click any

Listing (Edit Existing)

{1 Pramary stot® 4T

Quick Start Guide = Matrix™ 6.12

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, “Slot: [#]*" to
reorder the photos as you would like them to
appear in the listing.

I Chack

= it 37 00

Note: the, “Primary slot” indicates which image will display as
the Primary photo on the listing.

] Manage Supplements for 429200

Add Supplemant (1000 max) e

. R
Click, "Saved” when complete. - = = e
Supslement Type T» Tanas App. Form g el =)
@ cancel| % polere [Elave | e : :
Gl % B G m e =63 | eerch Dusiocp 7
Oogance = Hnw foides w- @
. “ . e = ame Siee Remiype Dt et
From the Button Bar, click, “Add/Edit B g i [ gw v
. . 4 Mhatrix ! A Deve T
Supplements” to add listing supplements (also known as, ey A3 e |
“Attachments”). T
8l Phato Stream -
[ add / Edit Photos ' [E{ Add / Edit Supplements =] - P - e e
__E Adobe Acseba Docurnent See S20E
Fiesame: Tanast dgpication - [MFers -]
Enter a, “Supplement Description’, choose a, “Supplement Type oo ]
- ]

then click the, “Browse” button to locate the listing supplement on
your hard drive.

~1 Manage Supplements for 429200

Click the, “Upload” button to upload this r T romiiss w1 e ron
supplement to the listing. sy 2o
:::-:«u Trpe T - Tanunt App. Form - = o

Click, “Save” when complete.

e = e

Home  Search | My Matrix | Roster Stats | [ClRealist |WOMUS Market Reports | Help

. . . “ ” @ =
From the Matrix navigation menu, select the, “Input
tab.
71 Madify listing
Choose a listing to edit either by clicking Emmemymeun e
“ . .. P . .. : . A 4595000 i e Vit
the, “Edit existing” link, by selecting a listing S T e
from the dropdown list or by entering a listing Aol Ay B o N
number in the textbox. it ot e
Select which part of the listing to edit. ooy v Input Succeeded
Note: click the Property Type link (i.e. Residential, S S S P
Commercial etc.) to edit any of the fields from e
the listing. g::r"u::x [ A/ 42 hotsn | 3] 54 1 st Supplements
Note: click the, “Manage Photos” link to update listing St et
photos. Exiot Eax Cover Paas

Note: click the, “Manage Supplements” link to update
listing supplements.

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

" Validate € Cancel Input W
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Auto Save
. . o g2 R
0 Matrix automatically saves new listings after several e SuoSave Repover, o
. . You have auto-saved data. This dialog allows you to restore or discard your data sets.
mlnutes lf: wie if To continue without changes, click the Skip button.
s week| [ T [ Date | Description |
a. no keyboard input is deteCted tieal Hil | ?um:lx m.u[wamms s:n:ﬁm[nmuulmumbmml =
— 4
. X piscard Al 6}
b. you navigate away from the Input screen poest 2
Free, Bjorm
t h b t I t : d t' al Visitors 48 acke: Mach .F.':: :le::: ,J!J:
c. you switch between Input wizard sections St — el
ot o Price Increase (3) ] Free, Bjom [5)
P Listing (90 [
. . Back On Market (1) . "
e The Auto-Save Recovery screen will automatically be v Liskines

displayed immediately after you next sign into Matrix.

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

Discard: click the, "Discard” link to discard any auto-saved changes to 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 into Matrix).
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Matrix 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.

3 3 3 1 . il Fido = 5 PM = il Fido = 253 PM 1=
Use the following icons to navigate through the sections: e
G
Home Page E Next [tem 1
& News 1 {o B
) £ 1 Usor ID: Search
Last Page Previous Item s
. . . . . W Carts 1
0 To access Matrix Mobile, navigate to the Matrix Mobile — .
Login page then enter your, “User ID” and “Password”. _ e e i 50
Note: click the, “Matrix Desktop” link to access additional Matrix i FullSite L
z 5 . . Copyright © 2012 Conslogic. . ogout
features and functionality from the full version of Matrix. . - o ¢ o
Speed Bar il Fido % 2:53 PM 3= il Fito = 2:53 PM i = il Fido % 2:53 PM i =
CEEEC
“ Enter Speed Bar shortcut criteria to quickly = = Basics e
find listing, or roster, information from the g o> : it —=
& Resilnc
Matrix database. - Pty T (PO
5 My Matrix @ ResiLease a
Note: shortcuts will automatically populate the Speed o . ¢ landion ot
Bar following each search created from the, P . T o T
“Search” page. s B S Price {ListS:
Date (Status
[Full Site - Logout 3 Recent Searches

News

0 From the Home Page, select, “News” to view recently posted news items.

Search

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

e 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.



a Click the, “Email All” link to send all listings
to one, or more, recipients.

Note: separate email addresses, in the, “To” textbox,
with a comma.

Note: enter a mandatory email subject line.

e Click the, “Map” icon link to view all listing
results on the map.

Note: by default, only results of less than 100 listings
will display on the map.

Note: on the map, click the, “down” arrow to reveal map
display options.

Note: on the map, click a listing pin to view the listing
details.

e Select a listing to view the listing details
and functions.

e 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
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cart.

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

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

My Matrix o
0 From the Home Page, select, “My Matrix” to
access client information and settings. o Nows oD

e From the, “My Matrix” page, click,
“Contacts” to view a contact’s details e Ok
(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.

Ball, Crystal
Matic, Otto

Weiser, Bud

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

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

e From the, “My Matrix” page, click, “Auto Emails” to view the auto emails you

have created. irss =25 pu —
. . wull Figho = Z:51 PM
Note: select an auto email to view the
results, change the criteria or display . s .

the new listings since the last time s

you ran this search.

| Here are some listings, Bud|

Saved Searches

f
4 Otto's Rstings!
& Auto Emails (1]
My Listings 4

weside Properties 2M-3M

Limits w pool

My Listings |
Otta's Listings

New Listings 0-5
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e From the, “My Matrix” page, click, frres__mem £=

“My Listings” to view your listings.

=

- 895 BENNETT ST, SIM ($400,... © Cart: Ball, Crystal (1)
Note: select a listing to view the listing

details and functions.
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a From the Home Page, select, “Carts”
to view a list of all current carts.

Note: a cart is automatically created each
time 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

o From the Home Page, select, “Hotsheets” to view
the Hotsheet for each property type.
Note: a customized Hotsheet can only be created from within
Matrix.
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

0 From the Home Page, select, “Concierge” to

view all auto emails with listings waiting for your 6252 ABRONA 8, 299 (2
approval. Welser, Bud - Here are some lslin§ 4 . 7389 KELLOGG AV, 29P (8
. o . a -ossremnan e 2
Note: the concierge option, highlighted in yellow, will only PAR S Hecw Ry Som e i

e - 74781 DIAMOND BAR RD,

appear if there are listings currently waiting for

approval - 6884 QUAIL SPRING AV,

pp ’ - 5964 MARINE AV, 29P (52

e Approve all listings in an Auto Email by clicking o A0 S

the, “Approve All" link or access listings to,
“Reject” by clicking the, “[number of] listings”
link (i.e., )-

Note: to reject a specific listing, select the listing then click the, “Reject” button.

Note: once all 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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