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Matrix Terminology

Status
Regional Status Short Code Definition
Active A Active and live on the system. Available for showing and
auto emails
Active — CS ACS Listings Sold Conditional, but are marked as Continue to
Show
Active - NS ANS Listings that are Sold Conditional but are marked as
Do Not Show
Pending Sale P Listings that moved to the status of Pending Sale
(Sold Firm - not yet closed)
Sold S Listings that moved to the status of Closed
Cancelled C Listings that moved to the status of Cancelled
Expired X Listings that moved to the status of Expired
Suspended SU Listings that moved to the status of Suspended (Cease
Action)
Incomplete [ Incomplete but saved listings

Property Types

Type Definition

Single Family All Residential properties freehold or condominium

Land All Vacant land and lot listings

Commercial All Commercial listings either for the actual building and property or for
the business

Farm All Agricultural properties,

Multi-Family

Cross Property
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Front Page: Information Widgets

Links to external websites provided by the Individual
Associations for their members as well as ORTIS for all
members of the regional system

Upcoming events and announcements related to the
Association. Also includes Agent Alerts about the Member’s
listings, such as when it is getting close to expiry, reported as
sold, or closing

Quick links to the sections of my listings. The number in
brackets is the number of listings that are in that category.
Click on a link to go to those listings.

Quickly search for listings in the system using the address

of the property or the MLS® number. By default, this will
search for all statuses. To limit to active listings, use the “Show
on Market Listings Only” check box at the bottom of the
widget.

7|Page

ONTARIO REGIONAL

@ External Links

REALTORLink®
WEBForms® (Direct)
Land Registry (Teranet Geowarehouse)

J News & Alerts

My Listings

My Incoming Listings (6)

My Hit Counters
My Listings with
My Office’s Ac
My Office’s Listings wi
My Brokerage's Active | 5({13)
My Brokerage's Active - CS (1)
My Brokerage's Listings with No Photos (9)

\, Search

MLS®#

Unit #
Street #

Street Name

Street Type =
Street Dir v

Munipality/Area |j
Postal Code

Show On Market Listings
Only

Search
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Additional

Used to store unused widgets for later use. Drag and drop < Additional
widgets on to the additional widget to store them. To use the My Listings

. . . = My Carts
widget again drag and drop the widget back on to the home MLS® Quick Search
page £ Recent Use Contacts
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Front Page: Customizable Widgets
Market Watch

The Market Watch widget is a quick glimpse at all
changes that are occurring on the Matrix MLS®
system. The changes are broken down in to the
individual change types. Clicking on the change type
will open a list of all of the listings that have
undergone that change type. When using the
market watch both the range of time it finds
changes for as well as the type of property that is
displayed can be customized using the drop-down
boxes.

Time Period: 24 Hour, 3 day and 7 day will show
the changes from that far back in
24 Hour ¥ | time. Today will show all the changes
from the midnight to midnight period

Today of the current day
3 Day

| 7 Day

Property Type: This drop-down box can be used to change the type of property

that the market watch displays the changes for.

Using the Market Watch: After selecting the time period and property to display

M Market Watch

Price Decrease (105)
Price Increase (6)
Mew Listing (222)
Back On Market (25)
Active - CS (42)
Conditional - N5 (15)
Pending Sale (55)
Expired (39)

Sold (171)

Cancelled (58)

Cross Property ¥

click on the change type to see a display of all of the listings of the selected
property type that have undergone the selected change within the time period selected.

24 Hour

Customize

Cross Property ¥
Single Family
Multi-Family

4 Farm
Land

| Commercial

Customizing the Market Watch: By default, the Market Watch will display any listings that

match the property type, change type and time period selected. This can be limited to selected
criteria to narrow down what is displayed. To edit the criteria used to narrow the Market
watch click the Customize link in the bottom right corner of the Market Watch widget. This will
open the Market Watch Criteria page. On this page, set the criteria that the Market Watch will
use to limit the listings displayed. The criteria can be anything from price ranges to locations to
specific types and styles of properties. After the criteria has been set click the Save button in
the bottom left corner of the screen to commit the criteria and return to the home page of
Matrix. Now when the change types are selected it will display listings that match the change
type, property type and criteria specified within the selected time period.

To reset the Market Watch criteria to the default of showing all listings, click on the Reset link
beside customize. Note: this link will not appear until the criteria has been customized.
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The Hot Sheets widget is used to create searches in

¥l Hot Sheets
Matrix that look for changes. This is similar to the t

Cross Property

function of the Market Watch but allows for up to 10 Single Family
i . .. Iti- il

customized searches rather than being limited to the PF“L,L::; Family

single criteria of the Market Watch. Initially, the Hot I'._Caur;r?mercial

Sheets Widget will contain 1 hot sheet for each of the 5
property types and 1 hot sheet for cross property that
displays all property types. These initial hot sheets are
not limited in any way and show all change types. The Hot

Customize 24 Hour v

% Manage Hot Sheets

Sheets Widget allows for a total of 10 hot sheets to be e o
configured and saved. Ego:igmercial s
Adding a Hot Sheet: To add a new hot sheet to the Hot —
Sheets Widget click on the customize link in the bottom left Reset Criteria
corner of the Widget. This will open the Manage Hot Sheets Delete
Screen. Click the add button on the right side, this will open Restors Sustem Befoults

the add a hot sheet pop up. Select the type of hot sheet to

add (the property type or cross property for all property types) and then
give the hot sheet a name so that it can be easily identified. Click the
save button to add the hot sheet to the Hot Sheets Widget.

% Add Hot Sheet

Hot Sheet Type:

Name:

Configuring a Hot Sheet: To set the criteria for a hot sheet select the hot
sheet on the Manage Hot Sheets screen and click the Edit Criteria © conee [

button. This will open the Hot Sheet criteria screen. On this page the
criteria that will be used to find the listings will be set. Any criteria can be set for the hot sheet

from the specific change types, to price ranges, areas, features etc. Once the criteria have been
set click the save button in the bottom left corner to save the criteria and return to the manage
hot sheets screen.

Deleting a Hot Sheet: To delete a hot sheet, on the Manage Hot Sheets screen select the hot
sheet to be deleted and click the Delete button.

Running a Hot Sheet: To run a hot sheet select the time period from the drop box, and then
click the hot sheet to find listings that match the selected criteria from within the time period
selected. When selecting the time period, they are the same as the time periods of

24 Hour A

the market watch with the following exceptions:
This Session: only listings that have changed while logged on this time This Session
New Only: only listings that have changed since the last time the sheet was run '?’idiiur
Custom: When the sheet is clicked on a dialog box will pop up and request a time 3 Da‘n;'
from which to look from 7 Day

| Custom
10|Page
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Contacts

Matrix features a contact manager that can be used to store names

My Matrix
and contact information as well to track activity with the contact within *
the Matrix system. To access the contact manager hover over the My || Summary
Matrix tab and click on the Contacts menu option. £ Contacts

Creating a Contact: To create a contact, on the contacts screen click the Add button located in
the bottom left corner. This will open the Personal Information pop up. Enter the contacts
information and click save to add the contact to your contacts list.

& Personal Information #| Enable Reverse Prospecting
Title: Category: v
First Name: Last Name:
Email Address:
Salutation: | Dear, v
Phone: Cell:
gp Show All Fields 6 Cancel

Getting the history for a Contact: To get the history of activity of the contact click on the
contacts name on the contacts screen. This will open a history for the contact, click on any of
the items to see all the details.
schell mark mark@omdreb.on.ca

Portal Activity (9]

Auto Emails (1)

CMAs (1)

Sent Email (134)

Edit Contact Delete Contact Start CM& Open Portal Open Cart
Disabling/Reenabling a contact: A contact can be disabled so it no longer shows up in the auto
fill lists for email and auto emails. To do this select the listing and click “Set Inactive”. To see
your inactive contacts, click the “show X inactive button”. To reenable a contact, select it on the
inactive list and then click “Set Active”. NOTE you can click “Show All X” to see all inactive and
Active contacts at the same time

Add £ SetInactive I Delete
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My Matrix d

My Information

£  Contacts
The My Information section of Matrix is where all the personal

information that will be displayed to the public through the portal,
header, and email signature is configured. It is located under the My s
Wy Yy Listings

Matrix tab. o
I=] | My cMas

Note: Changing information in this section does not change the I'
information that is registered in the Boards Roster. To change roster
information such as contact numbers and emails please contact the
Membership department

o Saved Searches !

| Auto-Emails

! My Information 1

54  Sent Email
@) Portal Greeting

5 Settings

i

Navigating My Information: When entering in information and modifying settings on the My
Information page, DO NOT USE THE BACK BUTTON. Use the tabs located at the top of the
screen to navigate around the various sections. If you use the back button, it can create errors
and erase the information that has been entered.

I Information = Header & Footer = Mobile Header =~ CMA Cover Sheet Portal Informaticn Email Signature ~ Agent Webpage

Information Tab: The first section of My Information is the Information Tab. On this tab the
information that will be used for various other sections of the My Information page. Enter the
information to be used in the appropriate box and then click the save button to update the
information here and on the other sections of my information.

Header and Footer Tab: On this tab the print and portal headers can be configured. After
clicking on the tab for the first time select the header to use from the available options by click
on the radio button on the right beside the header or select the option to upload a custom

header (for information on how to upload a custom header please contact your friendly board
staff)

Upload Custom Header/Footer Images

Basic Template

‘ John Smith Office: (555)123-1234

-------------------------------------------- Cell: (123)123-1234
Property Specialist - WeSell Realty Services Fax: (123)123-1234

"Have a Nice Day!" jsmith@noplace.com

Basic Info Complete

After selecting a header, click the Preview button at the bottom of the screen to proceed to the
customization page and set the selected header as the print and portal header

12|Page
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Once on the preview page the settings for the portal and print header can be adjusted as well
as an agent photo uploaded for use on the headers. The information for the header will
automatically populate from the Information tab. If any information needs to be adjusted or
changed it can be changed on the information tab and it will automatically update on the
header.

To upload an agent photo for use with the header change the photo No Phato
radio button to “Use custom photo” and then click the add photo link. Photo: @ yse Custom Phaoto
Click browse to open your computer and locate the picture. Then used Upload photo

the cropping tool to frame the picture and click Save to add

. 4| Select the photo to use for your Print Header
the photo to your print and porta headers.

You currently have no source photos. Please upload a photo.
Mobile Header: The portal where listings are viewed by your Upier] o pliee Browss
clients also has a mobile friendly version if they are viewing

the listings from a mobile device. To customize the header that is displayed ,
on the mobile header click on the Mobile Header Tab. On this page use the a
drop-down boxes to customize the information displayed on the mobile

header. The drop-down boxes information is populated from the

Information tab. To add anything or modify any information in the drop-

down boxes, return the Information Tab and update or add any information

there and it will carry over to the drop-down boxes. An agent photo can

also be added to the mobile header using the same process as for the
mobile and print headers outlined above (NOTE: once a picture has been

uploaded for the Header it can be used on the mobile header as well).
Once the mobile header is customized click save to update it for the mobile @ ==&
portal.

[ ) Mark Schell v
Ph: B05-844-8481 x 122 IT Guy v
View More Info .
mark@omdreb.on.ca v
Ph: 905-344-6491 x 122 v
Mo Photo
® Use Custom Photo
Upload photo
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CMA Cover Page: On this tab the default information for the CMA cover page is configured.
The default information on this page is taken from the Board Roster. The information can be
modified by clicking on the override check box and changing the information in the box. An
agent photo can be added using the same procedure outlined in the header and footer section
(NOTE: a previously uploaded picture can be used). After the information has been customized
and the picture added click the save button to update the default CMA cover sheet information

Override?

Name:

Company:

Address Line 1:

Address Line 2:

City:
Upload photo State or Province:
Postal Code:

Phone:

Email:

Portal Information: The portal information tab is where
the information that will be displayed on the welcome

page of the portal can be configured. Use the drop-down
boxes to customize the information. The option boxes at
the bottom can also be used to display your listings, your
offices listings or your brokerage’s listings on the welcome
page of the portal. The left side of the portal information
page is a preview of how the information will display on
the portal. After customizing the drop-down boxes and

Mark Schell

Ph: 905-844-6491 x 122
Fax: 905-344-5699

mark(@omdreb.on.ca

. . Helpdesk
options click the save button to update the Portal P
Information on the welcome page of the portal. OMDREB v
125 Mavy St v
Mark Schell Helpdesk v
Ph: 905-844-6491 x 122 www.omdreb.on.ca v
Fax: 905-844-6699
mark@omdreb.on.ca IT Guy v
Helpdesk
OMDREB Include links to yvour current listing inventory
125 Navy 5t My Active Listings
Helpdesk .. . .
My Office’s Active Listings
www.omdreb.on.ca
IT Guy My Brokerage’s Active Listings
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Email Signature

The email signature is configured in the My
Information page under the Email Signature tab
and will show at the bottom of all emails that
are sent from the Matrix system both automatic
and direct. Matrix offers a full editor that can
be used to add fonts, colours, links and pictures
in the email signature (NOTE: Pictures cannot
be directly added to the signature, they must be
added as a link to an external website). To
setup the signature, go to the email signature
tab and setup the signature in the editor
window provided. After it has been configured
click the save button and this signature will now

show at the bottom of all of the outgoing emails.

Portal Greeting: The portal greeting is a broadcast message that can be sent
to all of your client portals at the same time. It can be configured by going to [
the My Matrix tab and clicking on Portal Greeting. On the Portal Greeting a
page enter in the message to be broadcast and click the save button. This will
add the message to the Welcome tab of all your client portals. An agent ,
photo can also be added using the same process as the Header and Footer o
(Note: if a photo was added in the Header and Footer section it will be

available for use in the Portal Greeting as well)
@ My Portal Greeting

This page allows you to edit the greeting message shown on your portal home page.

® Mo Photo
Use Custom Photo
Upload phota
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Mark Schell
ﬁQUS) 844-5491

Check Spelling Enalish

r 2" b

My Matrix 1

Summary
Contacts
i Jg  Saved Searches
5 | Auto-Emails

My Listings

= | My CMAs

L“J My Information
[  Sent Email
@9 Portal Greeting

Settings
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Searching Matrix

In this section the various types of criteria as well as tips, tricks and procedures for searching
will be covered. Matrix has 6 main ways of searching for listings, 1 for each property type
(Single Family, Multi-Family, Commercial, Land, Farm) and 1 search that covers all of the
property types, Cross Property. To start searching hover over the Search tab and select the
property type to search for. This will open the search page for that property type and the
default criteria available to search by.

When searching in Matrix DO NOT USE THE BACK BUTTON. If the back button is used to
navigate within the search any set criteria will be lost. Matrix offers 3 tabs located at the top
left of the search screen:

, Criteria | Map r| Resulls

These tabs allow navigation between the 3 sections of the search without using the browsers
back button.

Example: To navigate from the results to modify the criteria click the criteria tab instead of the
back button

In this section we will look at the most common used criteria and how to use them, as well as
some common rules for groups of criteria. One general rule for all criteria of the search is that
if no options are selected in the criteria the criteria is not used as a limiting factor for the
results. Leaving criteria blank or unselected/unchecked will cause that criteria to be unused for
this search

Check Box Lists: Select the items to limit the search by. The search will find listings that contain
at least one of the selected items in the list.
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Multi Select Criteria: This type of Criteria is a box that allows you to select multiple items to
search for in a category. By default, the search will look for any listings that match at least one
of the items selected from the list and matching the rest of the criteria selected.

Region Municipality /Area

&, Brant County & 1-City of Guelph
Brantford 1 - Niagara-on-the-Lake
Haldimand County 1 - Cakville
Halton 1 - Waterloo East
Hamilton 2 - Kitchener East
Niagara - 2 - Milton -
= 0or Not ® Oor Mot

To select multiple items within a box, hold down the CTRL button on a Windows computer or
the Command key on a Mac and click on the items to select. To unselect use the same keys.

Multi Select Criteria can also be used to exclude listings based on what is selected instead of
including them. Below most of the Multi Select Criteria is a set of radio buttons marked “Or”
and “Not”. By default, “Or” will be selected. This means that the search will find listings that
match the selected criteria. If “Not” is selected the search will instead exclude listings that
match the selected criteria. Some multi select criteria also have a third option of “And”. With
the “And” option selected, the search will find listings that have at least the selected items (and
possibly more).

Reglon Munlclpalltw‘Area o
£ Norfolk Ceunty - 4 - St. Catharines -
Sub PI‘DIJEI‘t'_!’ T'FDE Out of Area 4 - Waterloo West
Condominium Peel 5 - Centre Wellington
Freehold Toronto 5 - Thorold
Waterloo 5 - Woolwich and Wellesle
TWE Wellington 6 - Fonthill/Pelham @
& Apartment Unit ® Or @ Not 0r " ot
Attached/Row Heating Garage Type
Detached &) Other - &) Attached
Link Radiant Built-In
. . Solar Carport
Mobile/Trailer h Space Heater(s) Covered
Steam Radiators Detached
St'fle Water Inside Entry <
! S}DFE‘.. / Apartment Style And ® or " Hot and ® or ) Not
11/2 StDFE}" Appruxlmate Age Drlvewav,{ Parking
2 Storey 0-5 Years & Private Double Wide -
2 1/2 Storey 6-15 Years Private Single Wide )
o 16-30 Years Private Triple Plus Wide
3 Storey_ 31-50 Years Right-of-Way
Backsplit - 51-99 Years RV [ Truck Parking
100+ Years Surface/Open -
® or " Mot And ® Or ) ot
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Street Search: The street search in

St# DirPfx St Name Street Suffix Dir Sfx  Unit #
matrix allows listings to be found on 1 v v v
or more streets or ranges of numeric Mare I

addresses.

When using the street search to search by street name, type only the name of the street and
not the type into the St Name field. This field will search for EXACTLY what is entered in the
box. Matrix allows for the use of wildcards to expand the search beyond what has been typed
into the field. In Matrix the wildcard is the * (shift+8 on the keyboard) and it can be used in the
following ways:

e *[input]: this would search for anything before what was input ending with what was
inputted
0 Example: *Peter would result in Peter, St. Peter, Saint Peter, St Peter, etc.
e [input]*: this would search for anything after what is inputted starting with what was
inputted
0 Example: Lake* would result in Lake, Lakeshore, Lake View, Lake Side, etc.
0 Example: walker* would result in walkers walker’s walkers’ and walker
e *[input]*: this would search for any street name that contained the input typed in

The street search allows for more than one street or numeric range to be searched at the same
time. Click the more button below the street search line and this will add a second street
search line for use.

Streets can also be excluded from the search by using the ! before the street name. Example:
llakeshore would exclude any listing that matches the criteria but is on lakeshore

Date and Status: Date and status is searched in one Status - Date or Range
combined criteria. Check mark the statuses to search for Active

and use the adjacent box to set the date range from which Active - C5

to find listings. The Dates/ranges entered beside the Conditional - NS
statuses will search the date tied to that status (example Sold Pending
Active searches the list date, Sold Pending searches the sale :::I_ELDSEd
date, and sold closed searches the closing date). When cancelled

entering in the ranges they can either be entered in

manually, using the calendar or using numbers. To enter manually enter the dates in the
MM/DD/YYYY format with a —in between (01/01/2015-02/01/2015) to search from a day
forward use a + (01/01/2015+) and to search for a day and back use a — after the date
(01/01/2015-). To use the calendar, click the button to the right of the date box. This will bring
up the calendar box, select the 2 dates to use for the range and click OK. The final way to
search is using numbers, in this case 0 represents today and can be combined with a —X to look
for listings today and that many days back (for example 0-30 would look for listings today and
30 days in to the past).
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Price: when searching price in matrix by default it searches by 1,000’s (for example 500 =
500,000), it also searches for exactly the number entered in the box. When searching price
there are 2 symbols that can be used to change the way the price is searched. Adding a + sign
after the number will search for that price and greater. Adding a — after a number will look for
that price and less. Adding a — between two numbers will look for prices between those two
numbers.

Examples:

Price
e 500+: prices equal to or greater than 500,000 ¥ (000s)

e 500-: prices less than or equal to 500,000
e 500-800: prices between and including 500,000 and 800,000

When searching prices, it can be changed to instead look for the prices typed in the box by
unchecking the box to the right of the price box with the 3 0’s. When searching price, it will
find listings with a price matching the criteria selected according to the status searched. When
searching an active listing it will look for list price, when searching a sold listing it will look for
the sale price.

Location Search: The location search finds all listings that match the other selected criteria
within a radius around the entered address.

Within 0.25 ¥ km of 125 navy st My Location

Room Search: The room search is used to find listings with specific rooms and rooms of
specified sizes. Select the room type, level and enter in sizes to search listings for specific
needs. Room sizes can be searched by feet or inches, use a “-“ between numbers to search for
ranges of sizes or a + after a number to search for that size or greater. Search for multiple
rooms by clicking the More button.

Rooms Search
Type Level LgFt WdFt LgMtr Wd Mtr

More |
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Bedrooms: Bedrooms can be searched in 2 ways by default, by either Bedrooms

the total bedrooms or by the bedrooms above ground. When

searching with the Bedrooms field it will search for any combination of = Bedrooms Above Grade
above and below grade bedrooms that match the number entered.

When searching bedrooms if a number is entered it looks for that exact number. Adding a + to
the end of the number with not space will look for that number of bedrooms or more adding a

— after the number will find that number of bedrooms and less, and adding a — between 2
numbers will search for a range of bedrooms. Examples: 3+: 3 or more, 3-: 3 or less, 3-4:3 or 4
bedrooms Total Baths

Bathrooms: Bathrooms are searched in the same way as explained in
bedrooms except there are 3 ways of searching bathrooms by default.
Total baths, Full baths (3 piece or more), and half baths (2 piece). The # Half Baths
same symbls can be used for bathrooms as can be used for bedrooms.

# Full Baths

Adding Additional Criteria: Criteria that are not included in the default search criteria can be
added to the search screen. To add criteria, scroll down to the bottom of the search page and
click the add or add/remove link adjacent to the Additional Fields heading. On the Frequently
Used Fields screen select the criteria to add in the available fields list and then click the add
button in the middle of the 2 boxes. This will add the criteria to the selected fields list. To
return to the search screen click the back button located in the lower left corner of the screen
below the available fields list. The added criteria will be located below the additional fields
heading. The selected criteria will remain on the search page until removed on the selected
fields list.

.2 Frequently Used Fields

These are the frequently used search fields; you can add them to your search page to create
customized searches.

Available Fields Selected Fields

Acres Range

Acres Total

Active Open House Count
Additional Fee

Additional Images URL
Additional Monthly Fees

Ajr Conditioning

Air Conditioning Type
Alternate Feature Sheet URL
Alternate Latitude

Alternate Longitude
Alternate MLS Number v

Search:

Add -= Move Up

Remove <- Move Down

<= Back
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Searching with the Map:

Matrix allows listings to be searched by geographic locations instead of using the defined
regions, municipalities and neighborhoods. The search can be performed by drawing shapes on
the map and then combined with criteria to find listings. To access the map for searching click
on the Map Search link or the Map tab.

_—4 [38] map | Results
Map Search: No Map Selected Price NE

Listing Pins/Clusters: On the map the listings will be shown as

either pins or if there are too many listings to be displayed as

pins as clusters. Clusters give a number of listings and an area “ '
from which those listings are drawn from. Pins show individual
listings, they are color coded to quickly show what the status of

the listing is: €2 pins
4 Active y B
@ Active CS or Conditional NS %

® Pending Sale or Sold
® Expired or Suspended

Pins with numbers in them indicate that there are multiple

listings in the same location. A black pin with a number indicates = Sene: A

that there are multiple listings with different statuses within the ;:;'Eff g,ziggo'ow
Beds: 0

same location. Clicking on a pin will show all of the listings on that Bath: 0.0

|
pin in a short format.
, Criteria ] Map ] Results
Using the Shapes: The map search has 3 different shapes that o O & a o
can be used to search for listings on the map search, Radius, v
Rectangle and Polygon. To draw a Rectangle or polygon click on the button for that shape, click

on the map to place the corner or center of the shape, pull away from the point to expand the

- ]
e
z

shape and then click again to set the shape on the map. For the polygon, click on the polygon
button, click on the map to place the first corner, click additional times to place corners of the
shape and then click on the red dot placed with the initial click to set the shape on the map.

% ' .
e
g &,

Q_b -"Iu;s“_, 0% 7\1& i
& P s &
& o, " g
= ey, & | Oalgnlle-Trafalgar 4, ty &
‘s Fd Mern'! Hospital %J‘
h & & i
et i s
& o &
&
<&
.P
@ >
& g & 3
& T !
& & Wolloce Park . e, s,
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Shape Options: By default, when drawing shapes on the map they are used to include areas for
the search and are blue in colour. Shapes can also be used to exclude an area instead of
including an area. After drawing a shape click on the red dot for the shape and click Exclude
This Shape, this will turn the shape red and instead of finding listings in the shape it will exclude
listings that are within the shape. Shapes can also be drawn within other shapes ton include an
area but exclude an area within the selected area

Example:

1Fof17  Chackedo Al Nene + page TR,

5005000+  Checke:

: & & &
Pastridge T o S Glenozhtan Park _;o ,
ok £ @ & "
& E L
o _\\\i}
o L
&) 3
|3
g 5
o '3 z %,
o Pl .
i & & @ Uv,’
+* g y
Fi i & i ¢ =
F 43 & 2 o
(=3 ® Pif et
o) o &
& 2 £
v & i % ¢
> o & .
c—] o, i @ @ s{‘_q: 5,
1 @ A I 7 >
Digy Bt L {,} YGian Qr 4“ -UPTGWN CORE %,,m 2 ¥
- y - A e a5
Z Y : P
% : L O Yo,
2 k & oAk PARK et 0’_:#"- S |
; A ® #
A : St Rl A g 5
fri A 3 NS oo & o
& “. = 3 \\e@ qu\
Z i % 3 & -
Hv ,,.-f'-} Pl : 9. B ,,fa Jef %
= o 2
N, : £ o 4, 2 %
i K & o ﬁé o, S
Oy %, b & s e 2 %,
‘rJ}- V—\)P o ‘zkz b“' %‘. '9
o o %
S F N = & = W AL
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Results and Displays

Matrix offers several different ways of viewing listings as well as options while viewing listing.
In this section they will be discussed. To use the different displays,

click on the Display drop-down box and select the display to be

used

Display  Single Line ¥

Icons: Across the various displays of Matrix there are several icons that can be clicked to access
different information about the listing:

=

e | = | Map: Open an additional window with a map and the property marked in the

— center
° jl Pictures: Open a scrollable picture gallery
e .. Property History: Open an additional window showing the history of the times
= that this address has been listed
° @ Virtual Tour: Open the virtual tour for the listing in an additional tab
e . Brochure: Open the brochure for the listing in an additional tab
° ‘__I Supplements: Open a list of all documents attached to the listing in an

additional tab

. K Open house: Open a list of all upcoming open houses for this property in an
additional tab

. Showing Time: Online booking of showings for the property

e f Price Change Indicators: Not clickable, indicates if there has been a price
increase or decrease on the listing

° _jl Report Data Error: Click to fill out a form if there are any issues with the listing

The MLS® Number can also be clicked as a shortcut to the Broker Full version of the listing.

Display Types: Thumbnail: The Thumbnail display shows a quick look at the listing including
most information in short form, one picture and the Public remarks

A

r i Price: 5$499,900
g . Age: 16-30 Years Sq.Ft: Beds: 3
Bl gl DOM: 27 Baths: 4.0

Region: Halton Lot Front: 19 Ft
b B Municipality: 1 - Dakville Lot Depth: 87 Ft
S MNeighbourhood: 1015 - RO River Oaks Acres:

| Type/Style: Townhouse/3 Storey Total Units:
Heat: Gas/Forced Air Taxes/Year: $3,135/2015
Water: Municipal/ Sewers: Sewer

Sellers:
List SP/Broker:

Hot Sheet: Shows a quick snapshot if information with the last change and the change date.

s - Next-1of1 Checked 0 All - None - Page Single Line display Display Hotsheet ¥ at 25 ¥  perpage [ &¥
Chg Date Change Info MLS® = Address Price City Sub Type Style Beds Baths Sqft DOM List Office Name
FEO 110815 New $445,900 Millgrove FRH Sidesplit 3 1.0 38
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Client Thumbnail/Portal: Shows all of the publicly available information, 1 picture and the
listing brokerage as well as the last change on the listing. If the listing has undergone a change
recently there is also a banner placed on the picture for the change. This is one of the displays
available to clients on the Portal.

102 BRONTE #311, Oakville, ON L6L 635

MLS #: o Price: $499,900

Style: 1 Storey / Apartment StyleSqft:

Type: Apartment Unit BR/BA: 2/2.0

Acres: = Gar: LEVEL A UNITS 8,9
Heat: Electric/Forced Air Age: 16-30 Years

Water: Municipal/ Status: Active

Pool Type: Indoor Region: Halton

Brokerage:

Price Reduced

Client Full: Shows all of the publically availabe information about the listing as well as a
scrollable picture gallery for the listing. This is one of the displays available on the client portal

Previous » Next - 1 of 28 Checked 0 All » None « Page Single Line display Display Client Full viat 1 ¥ per page ¢

5 PILG S WY # Single Family/Condominium/Sale Price: $499,900
Oakville, ON L6M 2X2

MLSE=: == = Prev Price:
Alt. MLS®=: Status: Active
Region: Halton DOM: 37

Municipality: 1 - Oakville
Neighbourhood: 1007 - GA Glen Abbey

Type: Apartment Unit

Style: 1 Storey / Apartment Style Sq.Ft: 1,449 [ Floor
plan(s)

Ownership:  Condominium

Basement: No = Beds: 2

Age/Yr Built: 31-50 Years = Baths: 2.0

Brokerage:
Directions:  W. of Dorval, S. of Upper Middle - Nottinghill Gate

1/ 30 o »

Property Details

¥r Roof Repl: Heat Source: Electric Air Condition:

Roof: Heat System: Forced Air Air Cond Type:
Exterior: Brick Sewer: Sewer Pool: Indoor
Foundation: Water: Municipal Fireplaces: 0

Bsmt Size/Fn/Dev: None Water Supply: Amps:

Construction: Water Meter: Water Exp:

=/Type of Garage: 124, Attached, Inside Entry, Underg d Well Testing: UFFI:

Driveway: Depth/Cpcty: Adl Mnth Fees:
Parking: Asphalt Waterfront: Handicap Equip

Client Single Line: Shows a quick snapshot if information about the listing and the last change
type of the listing. This is one of the displays available on the portal

Previous - Next - 1-25 of 28 Checked 0 All - None - Page Single Line display Display Client Single Line ¥ at 25 Y per page ¥
Date Upd Chg Type MLS = S Address Price BR BA SqR Acres
New Listing [ A 1905 PILGRIMS Way Unit=502 $499,900 2 2.0 1001 to
Price Decrease @ A 102 BRONTE Road Unit=311 $499,900 2 2.0 1001 to< 0.5
New Listing = = A4 174 Glenashton Drive $499,900 3 4.0 <0.5
New Listing = 3 A 11 Bronte Road Unit=522 $499,900 1 1.0 <05
Mew Listing Eﬁ @ A 2470 Prince Michael Drive Unit=204 $499,900 2 2.0 1001to< 0.5
New Listing B E‘;l A 2185 Marine Drive Unit=308 $499,000 2 2.0 1501 to
Mew Listing E A 1120 Queens Avenue Unit=20 $498,000 3 3.0 1501to < 0.5
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Full: The Full display shows all of the information about the listing both public and agent.

The information is divided in to separate tabs.

Listing Tab: This tab contains all of the information about the property except for the room
information. There is also a section for the open houses for this property. One note about this
tab, when preparing an offer all necessary information is located in the top section of this

v perpage 3

display.
Previous » Next - 1 of 28 Checked 0 All « None + Page Single Line display Display Full v at 1
solisting 73 Rooms & Listing History  [@ Photos
1905 PILGRIMS WY #502 Single Family/Condominium/Sale Price: $499,900
Oakville, ON L6M 2X2
& MLS®=: Prev Price:
- Alt. MLS®=: Status: Active
| Region: Halton DOM: 37
o Municipality: 1 - Oakville Basement: No
] Neighbourhood: 1007 - GA Glen Abbey
& 8 Type/Style:  Apartment Unit/1 Storey / Apartment Style
& Age/Yr Built: 31-50 Years Sq.Ft: ;;::?:;Flwr
Legal Desc:
Ownership:  Condominium = Beds: 2
Acres/Range: = Baths: 2.0
Taxes/Year: $3,491/2015 Lot Front:
Irregularities: Lot Depth:
Lot Shape:
Heat: Electric/Forced Air
Water: Municinal/ Sewer: Sewer
" Sellers:
1/30 s @ P List se/Brk:
Directions:  W. of Dorval, S. of Upper Middle - Nottinghill Gate
Property Details
Roof: ¥r Roof Repl: Air Condition:
Exterior: Brick Pool: Indoor Ajr Cond Type:
Foundation: Ener Cert Lvl: Laundry Access: In-Suite
Fireplaces: 0: Water Meter: Amps:
Bsmt Size/Fn/Dev: None ‘Well Testing: UFFIL:
=/Type of Garage: 124, Attached, Inside Entry, Underground  Depth/Cpcty: Adl Mnth Fees:
Mrivawav Darkinn/Muna: Acnhalt Watarfrant+ Vieitahla+

Rooms Tab: This tab has a list of all rooms and the dimensions and feature codes

%o Listing 32Rooms ) Listing History  [& Photos
MLS®#: mmmam = N N 7
Room Level Dimensions Imperial DRimensions Metric Features
Living Room Second 15°0"Xx12"11" 4.57 X 3.94
Dining Room Second 120" X11°0" 3.66 X 3.35
Kitchen Second 13'0" X 10° 0" 3.96 X 3.05
Dinette Second 11°0" X 11'0" 3.35X3.35
Foyer Second 12°2"X6" 0" 3.71X1.83
Master Bedroom Third 14'0" X 13' 0" 4.27 X 3.96 4-Piece
Bedroom Third 16' 7" X 10' 0" 5.05 X 3.05
Bedroom Third 15' 7" X 10° 0" 4.75 X 3.05
Ensuite Third 16'0" X 16'0" 4.88 X 4.88 4-Piece
Bathroom Third 207X 0.61 X 3-Piece
Office Main 160" X 16" 0" 4.88 X 4.88
Bathroom Main 3-Piece
Family Room Main 200" x12'0" 6.1 X 3.66
Recreation Room Basement 19'0" X 14' 0" 5.79 X 4.27
Workshop Basement 9'0" X8 0" 2.74 X 2.44
Laundry Room Basement
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Listing History Tab: This tab contains all status and price changes for this listing

¢y Listing 23 Rooms  &J Listing History @] Photos

MLS®@®=# Type Change Info Effective Dt Curr Price Mod By List SP ID List Brk ID Change
SF ->A 10/03/2015 = massnes “ New Lis
SF ->499900 10/03/2015

Photos Tab: This tab contains a gallery of all photos for the listing as well as any comments
entered about the photos.

silisting iRooms { Listing History [& Photos
MLS® # : Mmm—

Exterior Front. The exterior of the home features
natural field stone, copper eaves trough and
downspouts, stately pathways and stonework, a
cedar shake roof, wrought iron railings, and
manicured gardens.

Exterior Front.
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« Next -

Single Line Display: The Single Line display shows a snapshot of information about the listing.
Each listing is shown in 1 row of the display. This display is fully customizable and can have
multiple versions saved to create customized displays and printouts.

it + 1-25 of 28 Checked 0 All - None - Page Display Single Line ¥ at 25 v perpage |
MLS® = St PST Address Price Municpality (Area Neighbourhood City SqFt Beds Baths DOM List Date
o A CND 1905 PILGRIMS Way Units 502 $499,900 1 - Qakville 1007 - GA Glen Abbey Dakville 1,449 2 2.0 37 10/03/2015
o) ]:.] A CND 102 BRONTE Road Unit= 311 $499,900 1 - Oakville 1001 - BR Bronte Dakville 2 2.0 27 10/13/2015
o [ A FRH 174 Glenashton Drive £499,900 1 - Oakville 1015 - RO River Oaks Oakville 3 4.0 27 10/13/2015
) LS A CND 11 Bronte Road Unit= 522 $499,900 1 - Oakville 1001 - BR Bronte Dakville 1 1.0 25 10/15/2015
=E © A CND 2470 Prince Michael Drive Unit# 20« $499,900 1 - Oakville 1009 - JC Joshua Creek  Oakwille 2 2.0 3 11/06/2015
To move columns, hover over the heading of the column until the e =
nce
cursor becomes a 4 pointed arrow. Then click, hold and drag the
A . Pixel Width: Alignment:
colum to the desired location. To add a column, hover over a column S e o Left
Au -1l
heading until the cursor becomes a 4 pointed arrow then left click, Right
Remove Column Center

this will bring up a menu. Click the insert column link and then select

Insert Column - 2
the field to add from the list. Click apply to add the colum. To - ‘“’rfaf’ Line
remove a colum, click on the heading of the column when the cursor Cancel LY

is a 4 pointed arrow and click the remove column link. SRR R s SR

Saving Displays: To save the customized disply, clickon vlat| 25 v |perpage [B &

the Manage Displays icon () and click the Save as a Display Name:
copy link. To rename the custom display, while it is ol [Single Line
selected click on the mange displays icon, change the § Save As a Copy

name in the display name box and click save changes. B Revert unsaved changes

To restore the Single Line display back to its default layout, select Single Line from the display

drop-down box, click the mange displays button and then click the Revert unsaved changes link.

Changing Default Display: To change the display that is first used when viewing the results of a
search, select the display to be used from the display drop-down box. Click the Gear icon in the
top right corner of the results and click the Set current display, sort order and count per page as
my Search starting default link.

1-25 of 28 Checked 0 All - None - Page Display Sir‘gle Line m >

MLS® = St PST Address Price Municpality (Area) bet current display, sort order and cot,r‘t per page as my
: Search starting default
ALAAARTAA G AR TAAE ATEERTAE W F el i €A AARA AAAR 1 Al Reset to the system Search defaults

T = 1= T OV T TR s

To reset |t back to the default click the Reset to the system search detauits iink:

Accessing Open House Searches

To Access the open house search, click on the search tab, scroll to the bottom and click on the
open house link. This will allow you to use the open house focused search and only find
properties with active open houses
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Printing and Emailing

To print out or email listings from the results screen, select the listings to be printed by using
the check boxes located at the left side of the listing on the single line display or in the upper

left corner of most other displays.

Bhe A

After selecting the listings to be sent or printed click
either the Email button or print button at the bottom

of the results page.

When Emailing fill out the email form with the

632 Chartwell Road
00 Westdale Road

salisting S32Rooms ) Listing History  [& Phatos

Single Family/Freehold/Sale

MLSB#: e
Alt. MLS®=:
Region: Halton

Municipality: 1 - Oakville
Neighbourhood: 1011 - MO Mon
Type/Style: Detached/2 Store
Age/yr Built: 6-15 Years

Fomal Pimces AT T AR SO

" 163 Chartwell Road, Oakville, ON L6] 3Z7
.. . . . - ingle Family Freehold Sale
recipients, subject line, and message and click sendto [ . . Age: 6-15 Years
. . .. . . . [ DOM: 146
deliver the email. The recipients will receive a link to O Region: Halton
.. . . . Municipality: 1 - Oakville
where the listings can be viewed in a client portal. Ul Neighbourhood: 1011 - MO}
8 NS RE Detached/2
A P Wi . 2 Gas/Forced
When printing select the report to be used for printing Heat: Heater(s)

and click the print button to bring up your browsers

print dialog. To preview what the print out will look like before sending it to the printer the
Print to PDF button can be used. This will generate a PDF version of the report and open it in
an additional tab. There are also several options for headers and what will be included in the
print report on the right-hand side of the right-hand side of the print page. If the reportis a
client friendly report it can be emailed from here as a PDF attachment using the Email PDF
button, click the button and fill out the email form, click send to email the selected listings as

attachments.

Single Line
Single Line Sold
Full

Full with Signature

Client Thumbnail/Portal

Full with Signature

(=1 Email 1 Listing

L4 Listing Froen: “Mark Schell” <mark@omdreb.cn.ca>
To:

¥ Rooms

Create 3 New Contadt

¥ Open House

Client Full . g Bcc me a copy of this message
H OtSheet : . . L Lls{ln g HlStC‘rY Display: all customer displays are automatically avallable to your contact via their Portal, Additional =
Reports below print as PDF only 7
Quick CMA Photos e
3-Up Side-By-Side S
- Back to Results [ ._I Print to PDF 4 Preview e e

28| Page

ONTARIO REGIONAL -

Technology & Information Services . . b

Chack Spelling English

Signature: Mark Schell (505) 8446451

Barrie & D_istricl
Association of

REALTORS®




Auto Email

Auto emails are an automated way of finding and sending listings to clients based on criteria
that is setup for them. The criteria can be any criteria that can be used to narrow down
searches and Auto Emails can be configured for any property type. In this section we will be
going through the processes involved in setting up and managing Auto Emails.

Setting up the Auto Email

Step One: Set the Criteria: The first step in setting up an Auto Email is to define the criteria for
the auto email. To do this start a search for the property type to be used in the auto email. Set
the criteria to be used (price, area, features, etc.) and then click the results button.

Step Two: Configure the Auto Email: To configure the auto email on the results screen for the
search with the criteria for the client click the Save button at the bottom of the screen and then

click the New Auto Email button.
(L EERR VN 7] S e[ ETHR YN R

EHEEhon 5. IE"_.'I‘__QEJ-
. | Refine Save / Actions Refine [EL1L0 Carts
Step 3: Auto Email Settings: Clicking the New Auto email button will open the Save a New Auto

Email page. On this page all of the settings for the auto email will be defined (Recipient,
messages and subject line, settings and schedule).

e Recipients: In this section who the email will be sent to is set up. The contact for
the auto email is selected using the drop-down box. The contact does need to
be set up in the Matrix My Contacts. If they are not the Create a New Contact
link can be used to set them up. CCs can be used to add additional recipients to
the Auto email. The BCC Checkbox can be used to enable an update to the
Member every time the auto email sends out an update.

& Recipients

Contact: ¥ Create a New Contact
To:
CC:

¥ BCC me a copy of all emails

® Message: In this section the Subject line and messages will be set up. The
subject line will be used for every email sent for this Auto Email, this includes

both the initial auto email, update emails and BCC emails sent to the member.
.1 Message

Subject:
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e Message Continued: There are 2 messages that are setup for an Auto Email, the
Welcome and the Recurring Emails. The welcome email will be sent as the first
email sent for this auto email and the recurring email will be sent every time
there is an update. To set the messages click on the tab for the message and
enter the message into the provided box

Welcome Email Recurring Email

Salutation:
Message: Welcome to "The Portal”!
All messages [ send to you containing listing information, whether they have
been sent manually er through an automated search that I have created for
you, will contain a link to your personalized page on The Portal.
You can access The Portal with your favorite web browser, where you'll be able

to view the listing information, photographs, maps, and more. For your
convenience, you'll be able to sort these listings, rate them and categorize -

Check Spelling English
e Criteria: This section cannot be changed, it displays the criteria being used for
this auto email.

_| Criteria:

Property Type is 'Single Family'
Status is one of "Active’, "Active - C5'
Transaction Type is 'Sale’

Matrix Testing is no

Region is 'Halton'

Municipality (Area) is "Oakville’
Meighbourhood is 'BC Bronte Creek’

e Settings: In this section the various options can be set for the auto email.
Concierge mode, a replacement for scheduled auto emails discussed further in
this section. Reverse prospecting, discussed in the My Matrix section of the

manual and Enable as a Faourite search, discussed in the Advanced Manual
under Saved Searches

= Settings

Concierge: Enable concierge mode
Show this contact in Reverse Prospecting results

Enable as a Favorite Search on Home tab (10 maximum)

e Schedlue: In this final section the frequency of updates is set. ASAP will send an
update as soon as there is a status change or new listing that matches the
criteria. Daily sends a once or twice update bassed on the check boxes selected
and monthly sends an update on the first of every mont.

~| Schedule

ASAP: Emails are sent as soon as possible.

®' Daily: Emails are sent on the days you choose.

Sun Mon Tue Wed Thu Fri Sat
# AllaM Tl AM Tl AM Tl AM el AM T AM 4T AM ¢ AM
All pM PM PM PM PM PM PM PM

[y
¥ Clear

Monthly: Emails are sent on the first of the menth at midnight.
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Step Four: Finalizing the Auto Email: After all the settings have been configured click the save
button at the bottom of the Save a New Auto Email Page. This will complete the auto email
setup and send the Welcome email to the recipients. In the welcome email there is an
activation link. This link needs to be clicked or the recipients will not receive any further emails.

Alternate setting: Concierge Mode: The Concierge mode is an alternate to a scheduled auto
email. When the Concierge mode is used the Member will be presented with a list of properties
that match the selected criteria that can be either approved and sent to the client or rejected
and not sent. The list can be accessed from either the home page of matrix in the concierge
widget or by clicking on the concierge alert link in the top left corner under the board logo.

7 Concierge

23 Listings need your approval:

Concierge Alert! 1 auto email, 23 listings. Schell, Mark (23)
eyl s e e e e s e
J EE © A FRH 3241 Saltaire Crescent
s [@[E0HO A FRH 2237 Rochester Circle
T Carts

L‘i if‘ - ‘@ Show 2 Rejected
Managing Auto Emails

Once an auto email is setup it can be managed and modified through the

My Matrix

Summary

My Matrix -> Auto Emails Menu option. On the auto emails screen there
is a list of all of the configured auto emails and the status that they are |
in. The status is indicated by a coloured circle:

@) Welcome email sent but activation link not clicked

@ My Listings

£ Contacts

P Saved Searches

@ Auto Email is active and sending updates

(1] Deactivated, the contact is no longer receiving updates
In Matrix there are only 3 ways that an auto email can become deactivated:

1. The Client unsubscribes from the auto email
2. The Member deactivates the auto email from the settings menu
3. The Auto Email goes 60 days without the activation link being clicked

As long as the initial activation link is clicked, the auto email will send until the Client or the
Member deactivates it (NOTE: if the auto email goes 90 days without an update or new listing it
will deactivate).
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Working with the auto email: The settings and details of an auto email can be seen by clicking
on the subject of the auto email. This will open the menu of options for the Auto Email.

&
Settings

Bront

ite Creek Auto Email F schell, mark ASAP 10:22 AM

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

Last Run: 10:17 AM

Property Type is 'Single Family'

Status is "Active’

Matrix Testing is no

Region is 'Halton'

Municipality (Area) is 'Oakville'

Neighbourhood is 'BC Bronte Creek’

Ordered by Status, List Price descending, Lease Price descending

Sent Email (1)

e Settings: access the settings for the auto email and adjust them, this includes the
contacts, schedule and messages/subject line. The auto email can also be disabled from
this menu

e (Criteria: Adjust and change the criteria for the auto email. This will immediately be
reflected in the client’s portal

e Results: Show all listings that currently match the criteria of the auto email and update
the last run date

e Date Since: Show only listings that match the criteria and are either new or have a status
change since the last run date

e Market update: Search for price and status changes within a period of time

e Openin Portal: Open a BCC version of the client portal to view the client’s activity, this
will be discussed in the portal section

e Delete Auto Email: completely remove the auto email from the system (note this is a
final delete and the auto email cannot be recovered)
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The Input Tab in Matrix located at the top of the screen is where members create, edit and

report the listings that they are entering on the system. In this section, we will be going
through the steps on how to start, edit, and complete a listing for display

Starting a Listing
To start the listing click on the Input tab at the top of Matrix and then click on “Add New” under
listings, and then select the property type of the listing:

Add New Listing
‘;’ Input Select Form

Listings

Add new or Edit existing Listings

After selecting the property type you will have 3 ways of starting a listing

Clone from an existing listing: This is the default option after selecting the property type. This
option allows a listing to be started with information from a previous listing. To clone either fill
in an MLS® number or perform a search to find a listing to clone from and click “Fill from”

MLS® Mumber from which to Fill Search for pre-existing Cross Property Listing from wt

Click to Fill Chg Type MLS = S
305XX XK ’
H Fill Sold Closed EY s

NOTE: It is recommended you only fill from your own listing to avoid unintended mistakes or
ommissions.

Fill From GeoWarehouse: This option will fill several fields about the listing automatically from

GeoWarehouse. Click the Fill from GeoWarehouse button at the top of the page,
N

then enter the address (note: do not enter the street type) and click search, then
click Fill beside the property to start the listing with the information from GeoWarehouse

-t Search Search for pre-existing Property Record from which to Fill

PIN (9 digits)

OR

tame. Uit 8 54 oppionat Click to Fill PIN St= Street Name

me. Unit £ is optional.
City
Street #
Street Name Fi 24
Unit #
By using this feature, the following will 1l inta your listing. Always verify the data, especially the pieces of
the Address,
PN

£ cance - N
Starting With a Blank Listing: This is the most basic way to start a listing. Click Start with a
blank listing and this will open the entry page for a new listing with no information.
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Navigating the Listing Input Screen
When entering or editing a listing it is broken up into several different sections. To move
between these sections, use the Navigation tabs at the top of the input screen

» Map Additional / Condo Information Waterfront Rooms [ Details & Comments REALTOR® / Brokerage Information

DO NOT USE THE BACK BUTTON, if the back button is pressed there is a possibility of the listing
becoming corrupted or the information entered being lost.

Input Sections:
General: This contains the basic information about the address, transaction, price, and
taxes/assessment.

Map: Plot the physical location of the property

Additional/Condo Information: Exterior, Interior and condominium details such as
construction, building style, fees, etc.

Lease/Rental: Lease information such as what is included, payment methods and what is
required

Waterfront: Details about the access to waterways and bodies of water
Rooms/Details and Comments: Room entry and remarks, inclusions and exclusions
REALTOR/ Brokerage information: information on the listing salespeople, commission, and
lockboxes/appointments/Signs
Tips and Tricks
General

e Fill out all yellow fields, they are mandatory and needed for the listing to be submitted
Map

e Use the “Set Lat/Long manually” Link to set the location. Click on the map to place the
pin and define the lat and long for the property

Additional/Condo Information

e Total Parking spaces fills on its own when submitted with a combination of Driveway
and Garage spaces
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Room Entry

Rooms MLS=:
Room Level Room Type Room Measurement Room Features
L v L v & IMPERIAL v & 1-Piece
Choose the measurement and enter the 2-Piece
numbers only for that set. The system will 3:pisce
calculate the other values. 2
4-P
Length Ft Length Inch Width Ft Width Inch Height Ft  Height Inch e Delete
£ & § F F F S5+ Piece
Accessible
Length Meters Width Meters Height Meters Adaptable
£ s I Bay window =

When entering rooms follow these steps:

e Set the Level of the room

e Set the room type

e Set the measurement unit you are going to enter into the room, the system will accept
both Imperial and Metric measurement

e Enter the measurements for the room. If entering in Imperial split the numbers into 2
pieces, the feet and the inches and enter in the appropriate box. Do not enter both
measurement types, the system will convert it when the listing is submitted

o Enter the Room Features. These are not mandatory except for Bathrooms. If a piece
count is not selected from the features it will not count as a bathroom in the final
listing.

e Click more to add the next room

The order in which rooms are entered is changed when the listing is submitted. It will be
rearranged to show all the rooms on the Main level, then Second level, then basement for the
finished listing.
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When the information is entered for the listing there are 2 options, saving as incomplete or
submitting the listing as live and active.

Validate Button: The validate button is used to check what mandatory fields are still required
to be filled out as well as update the mandatory fields based on other selections throughout
input.

Saving as Incomplete: Saving a listing as incomplete will create a version of the listing with the
incoming status and only be visible to the listing agent. This can be done for several different
reasons: not complete yet and need to leave the computer, waiting for signature or other
documentation, or just to pre-load before the commencement date (note: it still needs to be
activated manually). To save a listing as Incomplete, at any time click the save as incomplete
button at the bottom of any page of the input, this will save the listing and issue an MLS®
number, this number is now the listing number until the listing is completed (either sold or
expired). The listing can be accessed again by editing the listing the same way an active listing
is accessed (see editing a listing)

= : + Input Succeeded
[={ Save as Incomplete Cancel Inp

Listing has been successfully updated, MLS® Mumber: 30555728

Submitting a Listing: When the listing is completed and ready to be made live click the Submit
listing button at the bottom of the page. This will check the listing to make sure that all
mandatory fields are filled out and there are not data errors. If there are any errors a red
exclamation mark will appear on the tab and beside the field with the issue. If input is
successful the Input Succeeded screen will appear and the listing is now live on the system.
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Editing Listing

To edit a listing or report it sold click on the input tab at the top of matrix, then either select the
listing from the drop-down box under listings or enter the MLS® number in the quick modify
box.

4 Input
Listings

Add new or Edit existing Listings

Quick Modify:

Select a Listing Y ortype --MLS®=-- Edit

This will take you to the Modify Listing Screen where the listing can be modified.

Property Type Add/Edit: This will open the input form again so that the details can be
modified. If working with an incoming listing the Submit Listing button can be used on this
page to make it Active

Price Change: This is used to modify the price of the listing (NOTE: if there was an error on
entry contact the Board to correct the price)

Comments/Additional URLs: This page is used to update the comments, Maps and where
virtual tours are added to the listing.

Open Houses: Book up to 10 open houses for the property to be displayed on Matrix and
REALTOR.ca.

Delete Incoming Listing: Remove an incoming status permanently from the system
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Photos and Supplements

Photos and supplements are added to the listing after it has been saved as incomplete or
submitted as live to the MLS® system. Both are added by going through the input tab and
selecting the listing.

Adding Photos: Click the manage photos link at the bottom of the modify listing page. Use the
browse button to find the pictures on your computer. Up to 50 can be loaded to the listing and
the recommended size is 1024 X 768. After adding the photos, they can be re-arranged by
clicking and holding on the Slot number and then moving the photos into the desired order.
Click save to upload the photos to the listing. Note: it can take up to 2 minutes for the photos to
appear on the system.

| Add / Edit Photos for MLS#

To upload, click Browse. To upload Multiple photos at once, hold the Ctri (Option) key down when clicking on the filenames. To Order your
photos once uploaded, drag by the grey title bar. Click on any image to view its Details. For maximum quality, upload photos at least 1024 x
768 pixels in size. If loading a Brokerage logo, size should be 296 x 222.

&) Browse...
Click Browse to select photo(s) to upload (23 max).
Check All
Primary slot Slot: 3 Slot: 5
. 2
[N @ y™F
".E«n. 3'5-_]

To add descriptions to photos, click on the box in the upper right-hand corner, then click Enter
description, type in the description. To finish click done then save.

Primary slot

Front of the house

@Cancel E

Done
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Adding Supplements: Supplements are added to the listing by clicking on the manage
supplements link on the modify listing page. There can be up to 5 supplements with a
maximum total size of 10 mb. It is also recommended that only PDF files are used for
supplements. Click the choose file button to find the file on your computer (note, unlike photos
supplements need to be uploaded one at a time), give the Supplement a description and select
a type from the drop-down box, click upload and this will add the supplement to the queue for
upload. Click save and the supplements will be added to the listing and become available for
Agents to see.

1 Manage Supplements for 30555728

File Name Description File Size Type
B schedu Schedule B 0 kb Schec
Add Supplement (10MB max)
Supplement Descnption
Select File Choose File | No file chosen Upload
Supplement Type Addendum v

@ Cance

Reporting Sales
To Report Sales, click on the Input tab and edit the listing. Then use the change to sold pending
or change to active — continue to show/no showings options to report the sale

Conditional Sale: For conditional Sales use either “Change to Active — Continue to Show” or
“Change to Active - No Show”. Enter the conditional date and the conditions and click Submit

Listing to report the conditional sale to the system.
Change to Active - Continue To Show

Conditional Date Conditional Sale Indicator  Conditions of Sale
€ € v & 12 Hr Escape Clause
24 Hr Escape Clause
48 Hr Escape Clause
72 Hr Escape Clause
Other Escape Clause
Building Permit
Condo Documents
Credit consent v
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Firm Sale: To report a firm sale on a property click the “Change to Sold Pending” option, enter
the sale date, price, closing date and the code of the co-operating salespeople (to find the code
the “find a sales person link” can be used). The sale will close automatically after the closing
date entered.

Change to Sold Pending
The system will automatically change a Sold Pending listing to Sold Closed on the Sold/Close Date. You do not need to edit it again.
Sold/Pending Date Price (Sold/Leased) Sold/Close Date Sale Comments

(lease price=#of sqft /
metres x lease rate x term)

Salesperson Brokerage
Find a Salesperson
Coop Salesperson 1 MLS® ID

Name: Name:
Refresh

Use NonMLS as the ID if it is an

out-of-board person. You will 1D: 1D
get a tab above to enter their

info.

Reporting a non-member sale: If the co-operating salesperson is not a member of an ORTIS
regional board use the code NONMLS for the coop sales person, then click the refresh button.
To enter the salespersons information, click the NONMLS Coop Salesperson button at the top of
the change to sold pending screen and enter the salespersons information

NonMLS Coop REALTOR® & Brokerage Information MLS#: "SEEST8
Board ID
€ v
CREA ID Full Name
[ L
Email Direct Work Phone
Office Name Office Phone Office CREA ID
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Advanced - Refine Tools

There are many tools that can be used in Matrix to assist in sorting, displaying and using the search results. These
tools are located at the bottom of the search results under the refine menu.

Actions Sgve Carts

[ Select 3 Contact v 'qu

In this section, the options of the refine menu will be explored.

View As

The View As drop-down box will show additional information on the properties listed based on the contact that is
selected from the drop-down box. It will display the Folder, Emailed and Note column on a single line display, and
additionally Last emailed, View count and last view on the full display

Once a contact is selected from the drop-down box the additional information will appear as follows:

Single Line Display

Prequs - =yt - 1-1Loyf 15 ct 1. Folder Column: If the Contact has marked the listing as a
1 ; 3 Favorite (Heart), Possibility (Light Bulb) or Discarded (Trash Can)
Emailed 2. Emailed: The Last Date this listing was Emailed to the Client

—
3. Note: Click on this Icon to see any notes on this property

B os/142017 |y [E[E O
g 07/21/2017 @ [W[E ©
06/09/2017 @ | [0 © Member Full Display

os/16/2017 ] [HE[EH ©

Previgus -1'"e><t - 4 of 15 Checked 0 All + Mone - Page Member Single Line display Display Member Full Yioat 1

Emaled: 16 Aug 2017 Views: 3 | Last Viewed: 21 Aug 2017 @ 3

Emailed: Date the listing was last emailed to the contact

Views: Number of times the contact has viewed the full version of this listing on the client portal
Last Viewed: The last date that the contact has viewed this listing in a full report on the client portal
Folder/Note: If the client has marked this listing and if there are notes on this listing

PwNPE

The contact can be changed at any time on the results to see the specific information about that contact.

NOTE: The Folder, Email and Note columns can be sorted by clicking on the column
heading to change the sort order of the listings based on that column.
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Narrow

The Narrow button will remove all listings from the results except selected listings. This can be used to create an
easy list for viewing the properties on the results page

1. Select listings to view

g MLS®E # St PST  Address Prict
] [ = A FRH S $1,789,00C
O o A FrRH I $1,779,00(
) [ [ 1 & A FRH DNV $1,729,00(
O [ [ [ & A FRH $1,699,90¢
2. Click Refine
Actions E b
3. Click Narrow
Actions
N Select a Conta hIi Marmmow < Discard H] Sort
4. The only listings that will now be displayed are the selected listings
|| Narrowed Original Results
Previous = Mext - 1-2 of 2 Checked 2 All + None - Page
+ MLS® # St PST  Address Pric
vl [ [ © A FRH I $1,789,00
vl [ [ @ A FRH ST $1,729,00
Actions E Save Caris
To return to the original results click the “Original Results” link in the upper left corner of the screen
Original Results > Narrowed Original Results
| Narro inal Results
Previous = Next - 1-2 of Checked 2 All - None - F
[« Address
el e u m = m
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Discard
The discard function removes the checked listings from the results list.

1. Select listings to discard

[ug MLSE # St PST  Address Prici

td HE = A RH $1,789,00¢

U o A FRH I $1,779,000

Cd & A FRH [EETEES $1,729,00C

O EED S A FRH $1,699,90(
2. Click Refine

Actions m
w Select a Contact \ll *|tNarow o Discard [l Sort

3. Click Discard

Actions

&+ Dscard

Vs Select a Contact FIt e o

4. The listings that where selected will now have been removed from the results

Click Un-discard to return the discarded listings to the results list

Actions m Save Carts

w Select a Contact v ' ~.'Un-Discard [l sort

NOTE: This can be used to eliminate listings from the list as viewed or remove listings that
will be sent in the initial email for an auto email.

wlrese | Barrie & District
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Advanced - Sort

The sort button allows the creation of a multi layered sort. Using the sort menu different columns can be arranged
so that the results can be displayed and organized in a very flexible way.

1. Gototheresults
2. Click Refine

Actions u b
w Select @ Contact T

3. Click sort

Actions Save

Select @ Contact

& Matrix - Google Chrome - O *

matrix.onregional.ca/Matrix/MultiSortPopup.aspx?BB=MultiSort&c=AAEARAD = *AQAAAAAAAMARACAAAFIAAAAGAG...
@ g / pup.asp g

-

[_] Sort Results

Select the field(s) to sort by. Double-click an item in the "Sort Fields” list to change the sort order between Ascending and
Descending.

Available Fields

Acres Range ~ Sort Fields )

Acres Total Status (Ascending)
Additional Monthly Fees List Price (Descending)
Assessment Lease Price (C) (Descending)

Assessment Roll Number
Assigned Spaces
Basement Size

Baths Total (3.1) Add-= Up
Baths Total Rooms (int)
Bodyof Water Name <-Remove Dawn

Bodyof Water Type

Brokerage Trust Account

Building Type

Cancelled Date

City -

Search:

@ Cancel

Select the columns to sort by from the right-side list and click the add button to put the column into the sort
order. Use the up and down buttons to set the order to sort by. Double click on a column on the right side to
change from ascending to descending. Click the OK button and the sort order will be applied

NOTE: This sort order can also be set as the default using the Gear icon in the top right
corner of the search results.
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Advanced - Listing Tools

The My Listings page in Matrix offers many tools to help you work with, evaluate, and report on your listings past
and present. To get to the My Listings hover over the My Matrix tab at the top of Matrix and click My Listings.

@ My Listings (4) 2

Show | My Incoming Listings 1 v Search: [-- MLS # -- , Click here to run this as a Full Search

Previous * Next - 1-4 of 4 « Checked 0 - Al

+ None

MLSE # St Priy SubTy Address Price Municipality/Area
EELD 1 SF  CHND 1 - Oakville
o 1 sF FRH 3 1 - Oakville
& 1 sF FRH 1 - Dakville
© 1 sF FrH DR 1 - Dakville
= ] & = 4

1. Show Drop-down Box: Change what is being viewed on the page

1013 -
1013 -
1013 -
1013 -

Meighbourhood

00 0ld Oak
00 Old Oak
00 Old Oak
00 Old Oak

Run as a Full Search: This will move the listings to a full results screen and have all the search tools

available
3. Listing Display: Shows the details about the listing
4. Tool Bar: All of the listing tools available

Editing and Managing a listing from My Listings

Listings can be edited and managed from the My Listings page. Check off the listing to work with and then click on

one of the tool buttons at the bottom of the list

|_'|_;. Edit |¥| Manage Photos [| Manage Supplements & Share Q Reverse Prospect LE:J Prnt

e  Edit: Access the Modify Listing page

e Manage Photos: Add, remove and arranged photos for this listing

e Manage Supplements: Add and manage the supplements attached to this listing

e Share: Create a share link for this listing (only available for active listings)

e Reverse Prospect: Run the Reverse Prospecting report (only available for active listings)
e  Print: Print the selected listings

NOTE: The listing can also be edited through the Input tab and selecting the listing from
the quick modify drop-down or entering the MLS® number in the box
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Advanced - Creating a Share Link for Listings

A Share link allows your listing to be viewed by members of the public and shared through social media and
websites. The Share Link displays a live version of the listing when the link is clicked, because of this even if
changes are made to the Listing itself the share link does not need to be updated.

To create a share link:

1. Gotothe My Listings Page

2. Select My Active listings from the Show drop-down box
3. Select the listing to be shared

4. Click the Share button

3 Edit W Manage Photos

Manage Suppleme . Reverse Prospect h_;i Print

This will bring up the Share Listing Link Window. Copy the link in the window and paste it to share the listing.

& Share Listing Link

G Close

Use this hyperlink to share this listing on the web:
http://matriz.cnregional.ca/matrix/shared/YhDHSchD 2/ 1 279WARWICKS ]

NOTE: The listing share link is longer than the box it is displayed in, make sure the entire

link is selected when copying

The link will display a client friendly view of the listing and contain the Agent Header at the top of it with all the
contact information.
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Single Family/Frechold/Sale

MLSB#:
Region:
Municipality:
Neighbourhoed:
Bldg Type/Style
Age/Vr Built:
Legal Desc:

Sq.Ft/Source:
Sq Ft Range: ]
Acres/Range:
Taxes(Year:

Irregularities:

Heat:
Water: 5 ]

, Brokerage:
CrossSt/Dir:

1743 &

Property Details

Exterior: Heat Source:  Gas

Bsmt Size/Fn/Devi  Full/Fully Finished/Walk-Out Heat Type: Forced Air
Foundation: Poured Concrete Sewer (Municipal)
Roof: Other/ Water: Municipal

ONTARIO REGIONAL -

Technology & Information Services . .€=~‘

Price:

Air Cond Type:

Status: Active
DOM: 161

Basement: Yes
|

Tot Bdrms:
Bathraoms:
Lot Front:

Lot Depth:

Lot Shape:

Sewer: er
(Municinal)

Central Air

Air Condition:

Fireplaces:
Waterfront:

Barrie & D_istricl
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Advanced - Reverse Prospecting

Reverse prospecting is a report that can be generated for on market (active) listings that shows Members that
have included the subject property in an auto email. The report displays the members contact information, the
number of results for the auto email, the date the property was sent, and if the subject property was sorted by the
client (favorite, possibility or discarded).

Running a Reverse Prospecting Report

To access the Reverse Prospecting report, go to the My Listings page located under My Matrix. Select My Active
Listings from the show drop-down box to see all the listings available to reverse prospect. Select the listing to run
the report on and click the Reverse Prospect button below the listings. This will open the reverse prospecting
report for that listing and display all the auto emails that have included that listing.

@ My Listings (1)

Show My Active Listings v Search: , Click here to run this as a Full Search

Previous - Next - 1 of 1 - Checked 1 - All - None

v MLS® = St PrTy SubTy Address Price Munipality/Area Neighbourhood

@EDO 2 A SF FRH $799,900 1 - Oakville 5
L,J Edit |® Manage Photos Manage Supplements @ Shage 2 Print

Reverse Prospects Results Screen
On the reverse prospects results screen there is a display of the Members that have included the listing in an auto
email

Reverse Prospect Results for 3¢

Thete agents each have » contact who has recesed thes lsbng. Chek the agent name to email them about
ramber of lnbngs each contact has been sent

your ksting. They can idenbfy the contact via the F

e Agent: Name of the agent that sent the auto email

o  Ref #: Reference number of the contact that received the auto email

e Envelope: if a reverse prospect email has been sent an icon will appear here

e  Count: Number of unique listings in the auto email

e Date Sent: date the listing was sent in the auto email

e Folder: If the listing has been marked as a favorite or possibility the icon will appear here
e  Email, Office Name, Phone: Contact information for the agent
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Reverse Prospecting Messaging

The reverse prospecting results page has the ability to directly
email a Member that has sent out the subject property in an
auto email. Click on the name of the member to open the
reverse prospecting message page.

Email Mark Schell about Your Listing: 2

Customize your message to Mark Schell here. A link to your listing will be appended to your message
sutomatically.

3

From: “&,

On the reverse prospecting message page an email message To M :

can be composed to the member. After entering in a message Bed s Aoy oF LS widiangs
click the send button to deliver the message to the members Subiect [Revarse Prospecting Enguiey: it
email that is registered with the board.

Email Body:

Matrix also stores a history of all sent and received reverse

prospect messages. This can be accessed by clicking on My Characters Remaining: 4000
Matrix then clicking on the Reverse Prospect History link under — i
My Listings.

L] 0 Cancel sl y
Advanced - Hit Counter =

The Hit counter will give an indication of how active the listings are on the Matrix system and in the client portals.
It displays information about both the agents and client’s views of the listing.

To access the hit counters, follow these steps:

1. Go to My Matrix => My Listings
2. Use the Show drop-down box to select Hit Counters
3. The hit counters for all active listings will now be displayed

Next * 1-8 of 8 * Chacked 0 - All + None Display  Hit Counters v at 15 v perpage i &F
A SF 1 $988,500 602 43 2% 2 16 1 =

A sF 3 $1,899,000 225 15 10 2 4 7=7 1 @&

A SF 1 $229,500 210 23 1 5 17 721 1 EH[E

A SF 8 $589,500 135 26 2s 7 2 534 = =

SF 9 $399,500 418 574 5 436 72 3% 15 22 632 = =

A SF 2 $1,799,900 134 82 1 132 47 a7 1 291 = =

A SF 7 $249,500 471 254 2 521 131 131 10 12 147 = [

o BB 479,500 & [

e Client Portals: the number of portals the listing has reached, either by Direct or Auto Email

o Client Views: the total number of times the listing has been viewed as a Full Display in a Portal

e (Client Favorites/possibility: the number of clients who currently have this listing marked as a Favorite in
their portal

e  Auto Emails: the total number of Auto Emails that exist in the system for which the listing meets the
search criteria

e Prev 14/7 Day Views: unique number of times the listing has been viewed in the past 14/7 days

e Agent Published/Rejected: The number of times the listing has been published/rejected in a concierge
auto email

e Agent Views: The number of times this listing has been viewed as a full report by agents

50| Page
Karrie & [tljstrig
ONTARIO REGIONAL REALTORS®

Technology & Information Services .




Advanced - Carts

The Carts in Matrix are a way of collecting, storing, sorting and watching listings of interest. Carts are used as a
temporary storage location for listings. There are two types of carts available to use, Client carts and the Cross
Property cart. Cross Property carts contain listings added from searches but not for a specific client. Client carts
are unique to each individual contact setup in the contact list, these carts are created automatically every time a
contact is created. Contact carts do not automatically email or notify contacts, but they do add the additional
contact specific information like emailed and folder. Listings in carts are live versions of listings, the listings will
also stay in a cart until removed.

Adding Listings to the Cart
To add listings to a cart on the search screen follow these instructions

1. Select the listing(s) to be added to the cart
2. Click the Carts menu below the search results

Refine Save Carts ?———
3. Select the Cart from the drop-down box

Actions Refine Save

QM Cart: My Cross Property (3) ¥

4. Click “Add to” to add the listings to the cart

NOTE: The number beside the cart will increase, if it does not then the listing is already in the cart

Viewing the Carts
There are several ways the carts can be accessed to see the listings in them:

My Carts Widget: On the home page of Matrix

there is a My Carts widget, click on the cart to see = My Carts
the listings. NOTE: This widget only shows recently

Cart: My Cross Property (3]
used carts

Cart: My Open House (5)
My Contacts: In the Contacts menu click on the
contact and then click the Open Cart Button
Mcnally Kaytee kaytee@omdreb.on.ca

Details
Edit Contact Delete Contact Start CMA Opel |  Open Cart

Search Results: Click the Carts button below the search results, select the cart from the drop-down box and click
View

Actions Refine Save
y Cross Property (3) + [[SEHIEIEES)

iPeee Barrie & District
ONTARIO REGIONAL REALTORS®
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Managing the Carts
Once a cart is opened the listings in it can be viewed and managed. View listings in the same way they are viewed
in any other search. To remove listing(s) select the listing(s), click carts and then click remove checked.

Actions Refine Save

Ghl emove Checked | Cart: My Cross Property (3) v M

Listings can also be printed, emailed, or added to CMA’s using the same buttons as a normal search results.

Advanced - Saved Search

Saved searches in Matrix are used to preserve a set of criteria so that they can be used later. This can be useful for
quickly preforming the same search multiple times.

Creating a Saved Search
To create a saved search first start with a fresh search and set the criteria for the search to save. On the results
screen for the search click the save button below the results and then click on the New Saved Search button.

This will open the Save a New Saved
Search screen. On this screen all of the
settings for the saved search are defined.

Actions Refine [..__3_.__|

Jz Save a New Saved Search

Search Name:
Contact: ¥ | Create a New Contact

Enable as Favorite Search on Home tab (10 maximum)
|=| criteria

Status iz one of 'Active’, 'Conditional Sale'
District is '0& Oakville’
SubDistrict is 'BC Bronte Creek’

@ Cancel @

First the search name is set. This is how the search will be displayed on the menus as well as the favorite search
widget. Next the contact is setup for the search. This is an optional step that adds additional options to the
search. If a contact is selected when the search is run it will be displayed as if the View As option was used for that
contact. Finally, there is an option to set the search as a favorite search. If this option is selected the search will
be displayed in the My Favorite Searches widget on the home page of matrix.
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Using Saved Searches

To run a saved search hover over My Matrix and click Saved Searches. This will take you
to the saved searches page. On this page you can run and manage the searches. To just
see the results of the search, click on Results after clicking on the name of the saved
search.

42 Saved Searches (9) Search: € Filter Saved Searches: | . choossafiter ¥
Subject Contact Name My Last Run
Bronte Creek Homes Francis, Steve 2/8/2015
bronte creek homes 2 Franci: teve 4/15/2014

To access a search, click on the name of a search. This will open the menu for the saved
search. On this menu there are several different options.

Bronte Creek Homes Francis, Steve
Settings Criteria Results Date Since Market Update Delete

Status is one of 'Active’, 'Conditional Sale'

District is 'OA Oakville'

SubDistrict is 'BC Bronte Creek’
Ordered by CurrentPrice

My Matrix [l
|| Summary

& Contacts

;1 Auto Emails

JE  Saved Searches

[  sent Email

2/6/2015

e  Settings: Adjust the name, contact, and if the search is a favorite search. Clicking this takes you back to
the save search settings screen. There is a link at the top of this screen that when clicked will allow you to
turn the saved search into an auto email (see creating auto emails in the Quick Start Guide for instructions

on how to create auto emails)
e  Criteria: this allows the criteria of the search to be updated
e Results: Displays all results for the defined criteria

e Date Since: Displays all results that are new since the last run date (displayed on the far-right side of the

search)

e  Market Update: search results for either status or price changes within a time period

e Delete: Permanently delete the saved search

Favorite Search

A search marked as a favorite search can be accessed and run from the home page of Matrix using the My Favorite

Searches widget. To run the search and see the results click on the name of the search. To see how many new

results there are for all favorite searches since the last time the search was run click the Update All link. To access

the Saved Searches page and manage a search click the manage link beside the search to be managed.

44 My Favorite Searches )
44 My Favorite Searches

bronte creek actives Manage bronte creek actives (10 New) Manage
Bronte Creek Homes Manage Bronte Creek Homes (37 New) Manage
Lakeshore Condo Map Search Manage Lakeshore Condo Map Search (96 Mew) Manage
new homes bronte creek Manage new homes bronte creek (35 New) Manage
Update All
Update All
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Advanced - Stats

The Matrix system offers a stats module that can be used to compare up to 2 sets of data in either a chart or graph
format. Within the module there are several prebuilt comparisons as well as the ability to create custom
comparisons. The comparisons can draw data from the entire database and be customized or limited to create a
fully customized and personalized comparison. To access the stats module, click on the Stats tab at the top of
Matrix.

Criteria for Reports

Before running the report, the criteria for the data can be set. To set the criteria for the report use the fields in the
center of the stats module just like the criteria in a regular search. Any criteria selected will limit the data set that
the comparisons draw from and display in the reports. The map can also be used the same way for stats as it can
for a regular search.

Preset Comparisons

The stats module offers several common comparisons as preset reports. These reports can be used by clicking on
them in the presets menu and then clicking the generate button. The report will then display the data based on
the criteria selected.

Creating Custom Stat Reports

The stats module can create custom reports that compare up to 2 different
statistics using a data set pulled by defined criteria. To start using the custom
reports click the customize tab.

Presets Customize

Actives,

On the customize tab use the drop-down boxes to select the options for the custom report:

e Time Frame: how far back the data is drawn from Presets | | Customize
e  Statistic: which statistic will be used for the report
e  Group By: how the data will be collected and shown on the report & Time Frame

MNone
After choosing the Group By and Statistic options are selected an additional drop-

down box called Chart Type will appear under Statistic. Use this box to modify how & Statistic

the stat is displayed in the report. None
To add an additional stat to your report, click the Advanced options link. This will & Group By
add the Secondary Statistic box. Use this box to select and additional stat to None

display in the report.

The Style Options link can be used to change the style and display options of the CEset Ly i

report. Once clicked the chart style menu will appear. The Color Palette drop-down None
box can be used to change the colors of the chart for the report. Fill style can be @ Chart Style
used to change how the bar and line graphs are filled for the report. The Display Color Palette: Default
Values check box can be used to add the numeric values to the data points on the - olai
i vle: ain

chart. The 3D Chart style will change the chart from a flat diagram to a dynamic 3d
display.Once the options have been set and the criteria deffined click the generate Display Values:
button to view the report. Use 3D Chart Style:

Viewing the Report

By default the report will display the chart and the criteria. Click on the Data {3 Search Chart Data
dap in the top right corner to display the numeric values of the reportin a

tabular form.
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Active Inventary, $Vakis

£1.000,000.000+

£2 500,000,000

$2.000,000,000

4 $1,500,000,000

$1.000,000.000-|

600,000,000

0

Active Inventory, $Value

- E— o
May 2014

Jun 2014
Jul 2014

Aug 2014
Sep 2014
Oct 2014
Nov 2014
Dec 2014
Jan 2015
Feb 2015
Mar 2015
Apr 2015

Chart

Tabular

[, Export as CSV

Board Code is 'OMDREB'

£ Search

Active Listings, § Volume Active Listings, Number of

$2,324,828,955
$2,544,317,055
$2,453,147,220
$2,286,890,408
$2,494,093,989
$2,375,575,493
$2,090,586,071
$1,653,572,742
$1,653,206,482
$1,773,619,322
$2,085,135,784
$2,103,027,963

Time frame is from May 2014 to Apr 2015

Results calculated from approximately 11,000 listings

2633
2846
2786
2524
2846
2742
2435
1937
1899
1951
2189
2196

Chart

Data

Saving Custom Statistic Reports
The custom statistic comparisons can be saved for use later. To save a custom stat
comparison click the Save tab at the top left of the statistics screen. On this tab enter a
name for the comparison to be saved as. Then the options for saving can be set:
e Save Search Critera with Preset: Save the comparison so that it runs with the
same search criteria every time

e Show on Home Page Stats Widget: This option becomes available when the
“Save Search Criteria wit Preset?” is selected. This option will display the
comparioson as an option in the “My Stats” Widget on the Home page of matrix

e Save a Copy: Use this to create a copy of an already saved comparison

Emailing and Printing Statistics

Printing Statistics

Presets

Customize

Save

& Save the Current Preset

Name:

Save Search Criteria with Preset?

Show on Home Page Stats Widget?

By

To print of the generated statistics, click on the print icon in the lower left corner of the stats screen. This will
open the print preview screen. On this screen the print options can be set and the report printed:
e Hide Chart: Do not print the chart

Emailing Statistics

Show Tabular Data: Show the table with the numeric data
Print: Open the print dialog to print the report
Close: Return to the stats screen

To email the statiscs, click the email button in the lower left corner of the stats page. This button will take you to
the email page. On this page fill out the standard email form (to, cc, bcc, subject and message). You can also
select to include the tabular data to the email. Once the form is filled out and the options selected click the send

button to email a link to where the statistcis can be viewed to the recipient.
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Advanced - Quick Stat Report

The Quick Stats Report is an easy way of generating quick reports directly from a search results. It can be used to
quickly create a report based on a criteria or area and contains useful information. To run a quick stats report,
follow these steps:

1) Perform a search in Regional Matrix
2) Select the listings to run the report on or click all at the top to select all the listings regardless of page

Previous * Next - 1-15“ All - None - Page

MLS® = St PST Address
3) Click the Stats Button below the results

Ii ] Refine Save

Carts

4) Click “Tabular” to see the report

Charts
* Tabular

This will generate the report broken down by property type, then status and if multiple statuses have been
selected a total section

il; Market Analysis by Status
Market Analysis by Status v
Property Type: Single Family (46)

Status: Sold Closed (46)
Beds Baths Sq Ft Total List Price LP$/Sqft Sales Price SP$/Sqft DOM LP/OLP % SP/OLP %

Min 2 1 1,015 $1,850 $1.00 $1,850 $1.00 2 91.63% 80%
Max 6 4 4,200 $2,500,000 $596.00 $2,000,000 $609.32 104 100% 105.01%
Avg 4 3 2,338 $868,711 $336.39 $848,571 $333.25 20 99.63% 98.36%
Median 3 2 2,194 $929,900  $423.42 $914,900 $415.21 13 100% 98.96%
Sum $39,960,700 $39,034,259

NP =, printer friendly |

e Sq. Ft Total: Square Foot Total

e | P$/Sqgft: List price vs Square Footage Ratio

e SP$/Sgf: Sales Price vs Square Footage Ratio

e DOM: Days On Market

e LP/OLP 9%o: List price vs Original List Price Percentage
e SP/OLP %b: Sales Price vs Original List Price Percentage
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The report can also be changed to break the numbers down in a P —r—
different way by clicking the drop-down box and selecting the “Sales i Market Analysis by Status

Stats by Municipality, Neighborhood, type” option | Market Analysis by Status v

Market Analysis by Status
Sales Stats by Municipality, Neighbourhood, Type

T T

This display will show the information broken down in to the

ill; Sales Stats by Municipality, Neighbourhood, Type

Sales Stats by Municipality, Neighbourhood, Type ¥ various neighborhoods included in the search as well as the
Municipality: 1 - Oakville (46) building type of the results.
Neighbourhood: 1000 - BC Bronte Creek (46)
Type: Apartment Unit (1) Both stat reports can be printed by clicking the “Printer
Sold Price List Price Ratio CP/LP . " . . .
Avg 425000  $439,900 95.61% Friendly” button below the reports. This will bring up the
Medi 425,000 439,900 96.61% . . . .
—— imrm :mm printing dialog box, the report can then be sent to the printer or
Type: Attached /Row (4] Saved as a PDF
Sold Price List Price Ratio CP/LP ’
Avg $467,275 $470,963 99.05%
Median $461,075 £466,050 98.86%

Sum  $1,869,100 $1,883,850
Type: Detached (18)
Sold Price List Price Ratio CP/LP
Avg $1,235206 $1,280,970 97.57%
Median  $1,212,500 1,233,500 98.11%
Sum $22,233,700 $23,057,462
Type: Townhouse (23]
Sold Price List Price Ratio CP/LP
Avg $630,716 $633,891 99.69%
Median 715,000 $729,900 100.00%
Sum $14,506,459 $14,579,488
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Advanced - CMA Report Generator

The CMA report generator in Matrix is used to create reports for your clients. The report generator does not have
any automatic calculation for the price of the property or any suggestions based on the added comparables. Itis
used only to create the report.

There are many available pages for use in the report. This list is a brief description of what all of the pages contain
sorted by the category that the pages are located in:

Cover Sheets
e Cover Sheet
0 Standard opening cover page for your report
e Cover Sheet with Agent Photo
0 Standard opening cover page for your report with your agent photo
Subject/Adjustments
e  Summary List
0 This page summarizes the comparable listings contained in this market analysis
e  Price Adjustments
0 This page details the comparable listings contained in this market analysis
as well as any manual data adjustments made by the user
Comparables
e  Minimums and Maximums
0 This page summarizes key fields of the listings in this analysis
e Days on the Market Chart
0 This graph illustrates the number of days on market
e  Current and Sale Prices Bar Chart
0 This graph illustrates the list price, along with sale price in Sold listings
e  Brief Summary
0 This page summarizes the comparable listings contained in this market analysis
e  Full Summary
0 An appraisal style view of the comparables. Summary that includes averages
e ProReport
0 Brief description plus characteristics of each property. Sold price will be included if
sold properties are selected
Statistics for each status. Active, Conditional, Sold, etc.
Summary Graph/Analysis for average minimum and maximum prices
Cumulative Analysis
Sold Property Analysis
O Property Summary
e  Pricing Recommendations
0 Use this page to put a recommendation and any notes to the client
e Map
0 This page will show your comparable listings on a map.
0 The page is comprised of a large map containing numbered pins and the addresses of each pin in
a legend on the right.

O o0oO0Oo

Static (standard pages that are always the same regardless of your data)
e Explanation
0 This is an explanation and overview of this market analysis
e Importance of Pricing
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0 This chart highlights the importance of pricing correctly at market value
Activity vs. Timing

0 This chart highlights the importance of pricing correctly at market value
Effects of Over Pricing

0 This chart highlights the importance of pricing correctly at market value
Pitfalls of Overpricing

0 Drawbacks of incorrectly pricing a property
Setting the Price

0 Looks at the Seller’s Desired Price and the Buyer’s Desired Price
Sources of Buyers

0 This page illustrates the primary sources of buyers for your property
Where Commission Goes

0 How commission is divided amongst all of the parties involved
Benefits of a Realtor®

0 Outlines the benefits of using a professional REALTOR® to sell your property
My Guarantee to You

0 A performance guarantee
Steps to a Positive Showing

0 Key steps to making a positive showing of your property
What it Takes to Show

0 Additional showing instructions

Navigating the Report Generator
When working in the CMA Report Generator of Matrix do not use the back button, this will cause the loss of any

work you have done on the current page. When moving from section to section use the Navigation bar located at
the top of the screen:

start Mg

B o

By default, the sections will be greyed out but as you add pages the sections will become available to click. On the
far right side there is also a save button (the diskette) and delete (the red X). When navigating from section to

section the Report Generator will automatically save the work that you have done, this way if there is an issue you
will have a copy of your CMA right up to the last time you switched sections.
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Sections of the CMA Report Generator

Start:

Select the contact for whom you are preparing the CMA and give the CMA
a description. The description is what will be shown in the CMA list

B Select CMA Contact

Pages:

In this section select the pages to be used in the CMA report. To add pages
click them in the Available pages list and they will be added to the Selected
Pages list. To change the order of pages select them in the Selected
Pages List and use the arrows right of the box to move them up and
down the list. To remove a page select it in the selected pages list and
click the x to the right of the list. To upload a custom page, click the
upload link below the available pages list. This will take you to the
upload screen, click choose file to find and upload the file and then
click save to have the file added to the Available pages list under the
My Custom Pages heading. To use the page select it just like a regular
page is selected.

Avatlable Pages d Selected Pages

Subject: & Subject Property
In this section the subject is setup for the CMA report. This can be
done in one of 3 ways, search for a listing, enter an MLS® number or
start with a blank form and fill it out.

Matrix needs the details of the subject property. What would you like to do?

@ Type in the subject property fields manually

@ Enter a Residential MLS@ Mumber to autofill from: Fill

9 Search for a Residential listing to aute-fill from

Cover:
This section is where the information for the cover pages of the = Subject Cover Phata & Cantact Information
report can be set. If you selected a contact on the Start section bac Schet
their information will be prepopulated in the contact
information section of the Cover area. After the Agent
information has been filled out the “Set as default” link can be
clicked, this will save the Agent Information and in future CMAs

address Line 1.

% upload Browse...

£ Agent Information

it will be prepopulated on this page. An alternate picture of the ark s
house and an agent photo can also be uploaded on this page by H 125 Mawy st
using the browse button in the appropriate section. .

Comparables:

This is where they comparable for your subject can be added. There
is 2 ways you can add comparables, first is to search and add
comparables using the search built into the CMA section, to do this
use the Search for Additional Comparables button, perform searches
and on the results screen, select the desired properties and click the
“Add Selected” button at the bottom of the results (NOTE: the
comparables section is not limited to one search, as many searches as desired may be performed to find and add
comparables to the report). The second way to add comparables is from the Carts, to do this click the “Add
Comparables from Cart” button, this will take you to a carts list, the desired cart can be selected from the drop-
down box. Select the properties to be used and click the “Add Selected” Button.

Map:

Nothing can be changed in this section.

# Selected Comparables

You have not selected any comparable properties.

, Search for Additional Comparables i Add Comparables from Cart

60| Page
Karrie & [tljstric:
ONTARIO REGIONAL Aspalens,




Adjustments:

In this section the prices of the comparables can be adjusted based on the differences in the number and value of
the features of the comparables versus the subject. To adjust an entire category, enter a value in the box at the
top of the column. To adjust individual features on comparables enter a number in the corresponding box. To
add custom categories, navigate to the Subject section and enter the category in the “Custom Fields” section.

[} Adjustment Details 7] View in Detail Mode
Status PriceAdjusted Price # Beds Abv Grnd # Beds Blw Grade # Bathrooms
Feature Value 2,000 500
1472 Elm 3 0 2
1496 Elm RD Sold 382,000 382,000 3 0 0 2 [}
2097 Elm RD Sold 388,000 285,500 4 (2.000) 0 3 (500)
2030 Elm RD Sold 390,000 287,500 4 (2,000) 3 (500)
1342 Roylen RO Sold 396,000 396,000 3 0 0 2 (o}
Low 382,000 382,000
Median 389,000 386,500 === >
Average 389,000 387,750
High 396,000 396,000
Pricing: [ Summary

On this page notes can be entered to be displayed on a
page in the report. This page also provides the low,
median, average, and high prices for the comparables as
well as the count. The suggested price box will display the
text as bold and the notes will display the text in a regular
font.

Finish:

On this page there is a summary of all of the pages and
comparables, the address, and a picture of the subject
property. From this page click “View CMA” to view the
completed CMA before sending it out. Click the “Email
CMA” button to send the CMA to the client. They will be
provided a link to where they can download the CMA or
View it online

[ CMA Summary " Subject Details

Prepared For: o Contact Selected

E| View cMA [ Email cMA Subject Property: 1473 Elm

Subject Photo

Selected Pages

Cover Sheet

Cover Sheet with Agent Photo
Summary List

Price Adjustments

Minimums and Maximums
Days on Market Chart
Current and Sale Prices Bar Chart
Full Summary

Brief Summary

Pro Report

Pricing Recommandations
Map Layout

Counts of Comparable Properties

Seold: 4
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The following table summarizes the pricas calculatad from the adjusted comparables:

Low Median  Average High
Comparable Price 282,000 385,000 283,000 356,000
Adjusted Comparable Price 382,000 386,500 387,750 396,000

ill: Additional Analysis

Count
4
4

This section provides some additional pricing statistics obtained by comparing the subject proparty with the comparables:

-~ Suggested List Price

1 think that you should list your house for 350,000 dollars

Characters Remaining: 10
Chack Spelling Enalizh

MNotes

This is the note section

Characters Remaining: 376
Check Spelling Enclizh
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Accessing and Editing CMA’s
Saved CMA'’s can be accessed and edited through the My Matrix => My CMA’s menu. To work with the CMA, click
on the name of the CMA and this will show the menu

) 393 lakeshore Cross Property 08/02/2017 08/02/2017

Counts of Comparable Properties
Active: 2
Sold Closed: 2
Total: 4

Edit CMA  View CMA Email CMA Delete CMA

e  Edit CMA: Access the CMA report wizard to edit any details
e View CMA: Generate the CMA as a PDF and open it

e Email CMA: Send the CMA as an email

e Delete CMA: Delete the CMA from the system permanently
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Matrix Frequently Asked Questions

How To Access Matrix™
Where do I login to Matrix™

www.onregional.ca will take you to the Matrix™ login page.

What is the SSO (Single Sign On) Dashboard/Page?
The Single Sign On (SSO) Dashboard is the main page you view once logged into Matrix™. This will give you access
to various BDAR resources unique to BDAR members!

b hﬁséciétic;n <;(
REALTORS*®

Dome O & Saziion Tine 15934
wotifications @ @ Stardh
Appacations

What do I do when I am setting up Matrix® for the first time?

Visit www.bdar.ca/MatrixVideos to watch the “Matrix for New Users” video to see the steps to take as a new user.

Where Can I find a Matrix™ Quick Start Guide & Resources?

Visit www.bdar.ca/Matrix for the Quick Start Guide, FAQ and more.

Forms

Where can I find Matrix™ MLS® Data Forms?
Please visit https://www.bdar.ca/Matrix to access the MLS® Data Forms.

You can also find these forms on WebForms™ by:

1. Logging into WebForms™

2. Select “Printable Forms” Tab

3. From the drop-down menu on this page select “View Board Forms”
i. Here you will find forms for both Matrix™ and Stratus®
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Tips for Inputting Listings Into Matrix™
How do I input a new listing into Matrix™?

1. Select the Input Tab

rts BGLUA Admin  Help £Mobile

Input

Listing Transfer

REALTOR Transfer

2. Select Add New

< Input

Listings

Add new or Edit existing Listings

Quick Modify:

Select a Listing

3. Select the property type you wish to input.

Select Form

[=] Add New Listing

Single Family Add/Edit
Commercial Add/Edit
Farm Add/Edit

Land add/Edit

Multi-Family Add/Edit

Please Be Advised: You can not change the property type, once you selected it. For example, you wanted to input a
commercial listing but started typing under single family, you must exit the listing, select commercial and re-input

the information.

Multi-Family properties are any residential property with two (2) or more units. For example: Duplex, Triplex,

Fourplex and so forth are Multi-Family

4. Allfields marked in yellow are mandatory and
must be completed.

Beside each field in Matrix™ there is a grey icon L7 , this
is the help icon. When you click on it, a pop-up dialogue
box will open with additional information.

5. Once the listing is completed, select the submit

button at the bottom of the page
64|Page
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@ Map Additienal / Condo Information Waterfront Rooms [ Details &

General
Alternate MLS® #

€
Type

Property Sub-Type Transaction Type Alternate Ownership
(2 v € sale v © v

Set Transaction Type to Lease/Rent or Sub-lease to view Lease/Rental tab

Location Information
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6. Mandatory fields that are missing information after you click submit will have a red 0' icon beside
them. You must complete these; except for the Map Tab (for the time being)

o Map o Additional / Condo Information
I

General Ly

7. Once the listing information is corrected, select the submit button at the bottom of the page and an MLS®
will be generated for you property
a. This will assign a Matrix™ MLS®# to the listing

« Input Succeeded
Your Listing has been successfully saved as Incomlete. MLS® Number: 30585706 >

|8 Add / Edit Photos & Add / Edit Supplements

What is the Validate Icon on the Listing Input Screen?

1. Once listing is in-put, select the validate button at the base of the screen

E Save as Incom@lete g Validate @ Cancel jnput

2. If “There were errors on the input form, this will display all of them.

What is the Street Table and How do I Use it?

1. When inputting a new listing and you are in the “General Tab”
2. Click “Auto-Fill these Address Fields”

Auto-Fill these Address Fields

Street Suffix Direction Sfx
& hJ ' v

3. A new dialogue box will pop open on your computer screen
a. Begin inputting your Listing Address information
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’ Map

Additional / Condo Information

Waterfront Rooms / Details & Comments

REALTORE / Brokerage Information

Staff Info

Matrix Test

TREB ML#

& SearchPopupPage - Gaogle Chrome
I

] X

| @ matrixonregional.ca/matrix/components/Userinputcontrols/SearchPopup/searchPopupPage.aspx?UIFC=628&nstance=Input_

Board ID

Barrie & District Association of «
Brantford Regional Real Estat
Cambridge Association of RE/
Guelph & District Association «
Kitchener-Waterloo Assaciatio
Niagara Association of REALT
Qakville, Milton and District Re
REALTORS® Association of F +

Street Address
|
Region Street Name Street Type St Direction
Alley ~ [N =
Avenue NE
. Boulevard E
Municipality City Centre SE
4 = © Chase S
® or U Not Circle swW
Neighbourhood Close W
Fil E Commen ~ |[NW
g

E——

4. Select “Run Search” and select the result you wish to use for your listing

Where Can I Find a Barrie and Simcoe County Interactive Map?

1. Click the Links tab

2. Scroll to the bottom of the screen and you will find links
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Simcoe County Interactive Map

Simcoe County District Schonij\hll»ard

Simcoe Muskoka Catholic School

French Cathaolic District School Board

Registered Second Suites
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What are the Mandatory Fields on Stratus® that are not Mandatory on
Matrix™?
Residential Fields Required in Stratus® in addition to those for Matrix™ include:

e Fronting on

e Lot Depth
e Holdover Days
e Pool

e Special Designation(s)
e Fireplace Stove (Y/N)
e Family Room (Y/N)
e **Total Number of:
o Bedrooms
o Bathrooms
o Kitchens
o Rooms

**Matrix™ auto-calculates the above total rooms based on member input & description.
Stratus® is an open input field.

Dual System Input
What is BDAR’s main MLS® System?

Matrix™ is the main MLS® System for BDAR. It is the system that provides a feed for Realtor.ca®.

I have input my Listing into Matrix™, do I need to input it into Stratus®

too?
Yes. To help maintain data integrity and for additional market exposure, it is strongly urged that listings be input
into Stratus® after it is input into Matrix™. Please refer to the graphic provided on the following page:
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o

Two Systems Working for You, Your Data & Your Clients

Your Listing Starts Here

BDAR

MLS® System

STEP @

Your Main MLS® System

Member/Brokerload as per Rules & Regs

AT e
o REALTORca

RERREQEIC —0 S Prospects
Matrix

Matrix" is BDAR's Main \O
. d
N ol Data Sources All other feeds

CMA's
dditional nf0 o yorel
ssistant Access statistics

A d \dentity

Share

STEP €)

Your Additional MLS® System

Member or Brokerage Input for Immediate Exposure
or Contact BDAR for Board Load

ZStratus

ALL Listings Must Be On BOTH Systems
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What is Square Footage Asking for in Matrix™?
Matrix™ request square footage for livable above grade dimension.

What is the Geo-Warehouse Auto-Fill Feature for new listings?

When you start a new listing, you have the option to auto-populate some of the listing information by providing
the PIN number for the property.

1.  When you start a new listing, you must select “Fill From GeoWarehouse”

== Add a New Cross Property Listing

BAL 5 Pliymnbhor framn sahich $0 Dl

2. Input your 9-digit pin number and select search

Search for pre-existing Property Record from which to Fill

(P

PIN (9 digits)

OR
You must enter City, Street # and Street
Name. Unit # is optional.

City

Street #

Street Name

Unit #

By using this feature, the following will fill into your listing. Always verify the data, especially the pieces of
the Address.

PIN Legal Description Street &
Assessment Lot Depth Street Name
Assessment Year Lot Frontage Street Suffix
Assessment Roll Number Seller Name: Unit =

Street Direction Suffix

City

Postal Code

o s D)

Search far pre-

3. Once your result(s) populate you can select the property and click “Fill”
4. You can now begin inputting information into your listing

How Do I Clone a Listing in Matrix™?

When starting to input a new listing into Matrix™ you have the option to clone a pre-existing on under the same
address; providing you know the original MLS® number.

Under the Input Tab, once you selected:
1. Add New
2. Select property Type
3. Input the Matrix™ MLS® listing number and select Fill from

# Add a New Cross Property Listing

& o ' Start wth & blank Listing |1l From ¢ »

Search for pra-axisting Cross Property [sting from which to Fill

4. This will auto-populate some of the fields, though it is still your responsibility to verify the data.
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How Do I Edit a Listing Already In Matrix™?
1. Log-in to Matrix™
2. Access Matrix™
3. Select the input tab

Input

2y

4. To edit listings already input into the MLS® System:
a. You can access your listings from the Quick Modify Drop-down Tab and select Edit

4 Input
Listings

Add new or Edit existing Listings

Quick Modify:
Select a Listing F | ortype —-MLS®z-- Edit

5. You Can Edit an existing listing by clicking the Link or Type the Matrix™ MLS® Number directly

= Input
Listings

Add new g Edit existing Listings

Quick Modify:
Re/max Chay Realty Inc., Brokerage v

Alimajstorovic, Dragana

Select a Listing

What is a multi-family property?
Multi-Family properties are any residential property with two (2) or more units.
l.e. Duplex, Triplex, Fourplex and so forth are to be input as Multi-Family

What is the Signature Report in Matrix™?
The Signature Report Page in Matrix™ is listed as a feature sheet in which you can print completed listing
information and a space for client signature(s) is provided as well.

To access this, you must:

1. Input listing information
2. Save the listing as incomplete
3. View the listing display section — Select Member Full with Signature
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, Click here to run this as a Full Search

PFTETITOET TITOITTOT g |

Dizplay | Member Full "’P\at 1 v ==
my:Member Single Ling* Member Full with Signature
my:Member Single Line Member Full One Page w Tabd

4. This page will show a display/feature sheet with signature spaces at the base of it. From here you can
select print and print the content for the property.

I/We acknowledge having carefully read this entire form and confirm the accuracy of all of the above
information concerning my property. I/We agree to allow accuracy changes to items such as taxes,
assessment, legal description, lot size, etc. The signing date does not have to be the same as the
commencement date.

Signature of Owner {Seller) Signature of Owner (Seller)
Signature of Witness (optional) Signing Dates [}
I_ZU_'_. Edit |M| Manage Photos [C5 Manage Supplements &3 & @Prrt [112345678910...  Previous - Nex

*Disclaimer: It is recommended you input MLS® Listing information into both Matrix™ and the Stratus® MLS®
System, for exposure and data integrity. Please speak with your Broker of Record and/or refer to your brokerage
directly for Brokerage specific policy regarding data forms and data input.

What are “Pop-Up” Blockers?

A “Pop-Up Blocker” is a program that prevents pop-ups from displaying in your Web browser, and may cause
difficulties in information appearing internet browser. To disable these, do a search for disabling pop-up blockers
and find the guide for your Internet browser, such as: Chrome, Safari, Internet Explorer, FireFox, etc.

REMARKS

What do I include in the “Remarks for Clients”?
Information input here, will be visible to the public and will appear on Realtor.ca®; please refer to the information

that can be input as per BDAR MLS® Rules & Regs.

As per BDAR MLS® Rules & Regulations - 2.21

“Since there are areas within the MLS® Data Input Form where the Listing Brokerage may insert its contact
information, including but not limited to, an area of the form, where the Listing Brokerage may insert virtual tour
information and electronic links, including urls (if any), then subject to and without limiting the generality of Section
2.03 above: 2.12

a) only comments which provide pertinent information concerning the property shall be permitted in the
public remarks section of any MLS® Listing except for a direction to visit an unbranded link to obtain
additional information; and”
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Comments

Public Remarks
& |Content input here displays on Realtor.ca®

Characters Remaining: 1458

What do I include in the “Remarks for Brokerages”?
Information input here, will be visible to the public and will appear on Realtor.ca®; please refer to the information
that can be input as per BDAR MLS® Rules & Regs.

As per BDAR MLS® Rules & Regulations - 2.21

“Since there are areas within the MLS® Data Input Form where the Listing Brokerage may insert its contact
information, including but not limited to, an area of the form, where the Listing Brokerage may insert virtual tour
information and electronic links, including urls (if any), then subject to and without limiting the generality of Section
2.03 above: 2.12

b) only comments which provide pertinent information concerning the property, the showing of the
property, the remuneration, the transaction or other factors impacting Co-operating Brokerages shall be
permitted in the non-public remarks section of any MLS® Listing.

What do I include in the “Inclusions” and/or “Exclusions” section of

“Comments”?
These are optional fields, for:

Inclusions: You may input a list of items that are included in the purchase price of the property. Example:
Appliances, outdoor items, window coverings, ETC.

Exclusions: You may input a list of items that are NOT included in the purchase price of the property.
Example: TV & Mounts, Bar equipment, mirrors, ETC.

Inclusions
0

Characters Remaining: 230

Exclusions
©

Characters Remaining: 250

PHOTOS

How do I upload photos to my listing?
a. After you input a new listing you can Select Add/Edit Photos
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« Input Succeeded

Your Listing has been successfully saved as Incomplete. MLS® Number: 30585706

|i%{ Add / Edit Photos )& Add / Edit Supplements
A

Select Browse and find the image you just saved
[-] Add / Edit Photos for MLS#30581037

To upload, click Browse. To upload Multiple photos at once, hold the Cir
photos once uploaded, drag by the grey title bar. Click on any image to
768 pixels in size. If loading & Brokerage logo, size should be 296 x 222

LS Browse... %
Click Browse to select photo(s) t0welogd (24 max).

[ T T}

c. Select save at the bottom of the screen once photo is uploaded

@ Cancel M

**If the photo is marked in red in Matrix; it is warning you the quality of the image is weaker than the system
recommended size, (example below):

5|D.t_27* EA I

What do I do if My Photos Aren’t Showing on Realtor.ca®?

Delete and re-upload the main image of the property on the Stratus MLS System. This will trigger the entire listing

to be re-updated on Realtor.ca® in the next 6 to 8 hours.

REPORTING SOLD LISTINGS

How do I report a listing as SOLD on
MATRIX™?
1. Select Input Tab

2. Type the MLS® you want to report as sold into to
highlighted box (as shown)
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Add new or Edit existing Listings
Quick Modify:

Select a Listing ¥ | ortype '_SF‘=

m
(=
Ex
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. _— Select F
3. Select the form that applies to your sold listing: elect rorm

Single Family Add/Edit

For Sold Conditional, select either “Active Continue to Show” for Price Change

- . . . Comments/Additional URLs

listings you wish to still have on Realtor.ca through the conditional open Houses

period, or “Active No Show” for those that you do not want on Modify Internet/DDF Options {Association Staff only)
Realtor.ca. Change to Active

Change to Active - Continue To Show
Change to Active - No Show

For Sold Firm, select “Sold Pending”. Once the sale closes, it will Change to Sold Pendin

change to “Sold Closed” Change to Sold Closed,
Change to Suspended
Change to Cancelled
Extend Expiry Date
Change to Expired (Association Staff enly)

Converted Room Totals {&ssociation Staff only)

Staff Information (Association Staff only)

Delete Listing {Association Staff only]

Major Correction (Association Staff only)

Eroperty Tvpe Transfer (Association Staff only)

SEARCHES IN MATRIX™

How do I search in Matrix™?
Visit www.bdar.ca/matrixvideos for a video on searching.

How can I search the Member Roster to find a specific Salesperson and

their Brokerage?
1. Select “Search” Tab
2. Select REALTORS®

M

i  Single Family
ml Commercial
L@ |Farm

Y Land

Lol | Multi-Family 1
Cross Property  * ’

09 REALTORS® L
& I

3. Input the Realtor® information you are seeking and click search.
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WEBForms® ) e

How do I access WEBForms®? ety

Method 1: From the SSO Dashboard
. . ‘ L Tink
1. Loginto Matrix™ s ——
2. You can access WEBForms® from the SSO Dashboard s

cery m e

Method 2: Once already in Matrix™

1. Stay onthe Home Tab in Matrix™

2. Scroll to the bottom of the page and click on
“RealtorLink™ and WEBForms® Login Page”

RETE Search  Stats My Matrix  Links  Financials  Market Reports  Input  Admin  Help [©Mobile [£!GeoWarehouse [ClConnect

@ y
@ External Links
[ News & Alerts b Market Watch
Jul 25 - Welcome to Matrix - Resources & ... Fiice Declesde/(105) [S— REALTORLInk® (550)
Price Increase (12) ] N WEBForms® (SSO}
Mew Listing (375) | u . . — e = -
Back On Market (21) 1 d REALTORLink® and WEBForms®E Login Page
# Hot Sheets Active - C5 (63) G REALTOR®.ca @
Active - NS (31) 3 .
Cross Property Sold Pending (130) RECO (Real Estate Council of Ontario)
Single Family Sold Closed (216) | = | E E
MulE Pty Expired {19) 1 Property Panorama
Land Cancelled (84) _— 9 COREA
Commercial . -
Cross Property ¥ 24 Hour v q Regional MLS® Rules
Chetomize ThisiSessifin) ¥ customize | MPAC Propertyline (Direct Link)
44 My Favorite Searches “| My Listings f
You have no favonte searches My Active Listings (2)
My Hit Counters (2}
My Office’s Active Listings (4) Search
& My Carts @ External Links
You have no Carts. REALTORLink® (550)

WEBForms® (550)
REALTORLink® and WEBF
s My Stats REALTOR®.ca
RECO (Real Estate Coundl of Ontario)
ﬂ Property Panorama

OREA

Regional MLS® Rules

MPAC Propertyline (Direct Link)

You have i

How do I view BDAR Forms on WEBForms®?

1. If you do not see BDAR information displayed, then you may have to change the Board. As shown below,
click on the [Change Board] Button.
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‘Welcome, MARLA TOMLINSON | Home | Help | Francais | Log Out

c RE THE CANADIAN
REAL ESTATE ASSOCIATION

View All

Barrie & District Association of REALTORS® Inc [Change Board]

Toronto Real Estate Board, Toronto, Ontario

[ Transaction Kits ][ Templates ” Clauses l[ Tools ” Add-on Services ][ Printable Forms ]
Create New Transaction Kit| |Send to Email| |Print| |Make Copy||Change MLS® #| | Add/Remove Forms| |Attach file More Actions... L
Search Kits: Go| |Clear

Transaction Kit Name Modified ¥

You currently have no saved Transaction Kits.
To create a new Transaction Kit, click the Create New Transaction Kit button.

If you have any difficulties or encounter an error on WEBFumE@, please email helpdesk. Available Monday-Friday 8AM-5PM EST.

©2017 The Canadian Real Estate Association (CREA). All rights reserved. The trademarks REALTOR®, REALTORS®, and the REALTOR® logo are controlled by CREA
and identify real estate professionals who are members of CREA. The trademarks MLS®, Multiple Listing Service® and the associated logos are owned by CREA and
identify the quality of services provided by real estate professionals who are members of CREA. The trademark WEBForms® is owned by CREA and identifies CREA's
WEBForms® facility.

2. Select the Board of Choice, in this situation Barrie & District Association of REALTORS® Inc.

Welcome, MARLA TOMLINSON | Home | Help | Frangais | Log Qut

c RE THE CANADIAN
REAL ESTATE ASSOCIATION

Barrie & District Association of REALTORS® Inc [Change Board]

Toronto Real Estate Board, Toronto, Ontario

Change Board

Please select a board to change to: == Go back to Home Board v 1

¢ = helptip

== Go back to Home Board . . i
Bancroft & Area Association of REALTORS® When you change to a different
Bﬂniel District Association of REALTORS® Inc board, you will only see
Brampton Real Estate Board transaction kits/templates for

Brantford Regional Real Estate that board.

To revert back to your home
board, go to other boards and
select 'Go Back to Home Board.

Chatham-Kent Real Estate Board

Comwall & District Real Estate Board
Durham Region Association of REALTORS®
Grey Bruce-Owen Sound Real Estate Board
Guelph & District Real Estate Board

Huron Perth Real Estate Board

Kawartha Lakes Real Estate Association Inc.
Kingston & Area Resl Estate Association
Kitchener-Wateroo Asso ciati:un.:uf. REALTORS®
London and S5t. Thomas Association of REALTORS®

Mizziszaugs Real Estate Board

Miagara Association of REALTORS®

Morth Bay Real Estate Board

MNorthumberand Hills Association of REALTORS® -

If you have any diff}

EALTORS®, and the REALTOR® logo are controlled by CREA
Service® and the associated logos are owned by CREA and
emark WEBForms® is owned by CREA and identifies CREA's

©2017 The Canadian Real Estate Association (C
and identify real estate professionals who are m
identify the quality of services provided by real
WEBForms® facility.

3. Select “Printable Forms” Tab
4. From the drop-down menu on this page select “View Board Forms”
i. Here you will find forms for both Matrix™ and Stratus®

GEOWAREHOUSE

How and where do I access GeoWarehouse? (Method 1)

1. Loginto Matrix™
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2. From any listing detail view, you must look for the GeoWarehouse icon G , click on this and it will take
you through to the GeoWarehouse information about that specific property

MLS® & 5t PST Address Price Municipality (Area) Neighbourhood City Sqft Beds Baths DOM  List Date
(@E © 0577998 A FRH 1400 BURNHAMTHORPE Rd W $20,510,000 1 - Dakvilla 1012 - NW Northwest  Dakville 1,500 3 20 126 03/23/2017 e
B E 059715 A FRH 1092 ARGYLE Dr 516,988,000 1 - Oakville 1011 - MO Marrison Cakville 7,889 6 7.2 45 06/12/2017 [
WEE  aosezza0 A FRH 302 BURGUNDY Dr 512,800,000 1 - Oakville 1011 - MO Morrison Oakville 15036 10 5.1 133 03/16/2017 e
1490 BURNHAMTHORPE Road W
Oakville, ON L6M 4L1
How and where do I access
GeoWarehouse? (Method 2)
Log into Matrix™ and click on the tab up top which takes the
member to their dashboard for the application
) [EIMobile [£GeoWarehouse [ElConnect
her criteria Recent Se,
How do I access Connect? (Method 1: From the SSO Dashboard)
1. Loginto Matrix™ . ‘
2. You can access Connect from the SSO Dashboard m A
3. Once logged into Connect, if your Board is not i
already set to Barrie & District Association of
Realtors® (BDAR) Inc. then click Select Board and L2 TF  [Onk -
select BDAR. oy
resources @
CE EAY o @pae

ONTARIO REGIONAL ¢
Technology & Information Services . ..

Connected to.

Barrie & District MLS® Number

Association Status
~a# of REALTORS" Inc. District
Sub-Area
Price Range

Selling Date

Street Name
Street #
Street Type
Municipality

\.:: Address \_'S MLS#

Condominium

7 g
~EAE
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How do I access Connect? (Method 2)
Log into Matrix™ and click on the tab up top which takes the member to their dashboard for the application

Help [ElMobile [l GeoWarehouse [imeblilit=es

Once logged into Connect, if your Board is not already set to Barrie & District Association of Realtors® (BDAR) Inc.
then click Select Board and select BDAR.

How do I search in Connect?

5 ERENINECT
To search for Simcoe County and Barrie listings using "@M\L‘I

Unified Search

Search Criteria

Connect ses
1. Onthe next screen, enter your search criteria B
and click on “Search”; be sure to include the oo e

“City or Municipality” of interest. -

Aodress | Barme|

2. The results of your search will come up as an

interactive map.
: C? ‘: ® o8
oo
6 L]
N et
-5 ¢ 2
ie L] L o, :
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3. You can click on the red dots to view the individual listings.

Map  Sarellite % A o o
" ~ Midhurst "
ing 4
Oro Lea Beach
ol
S Shanty Bay Z
i =
Status: Active
Type: Residential
GrEnfE!E
Or you can click on the “Grid
Googe i : : View” tab to get a tabulated list
Your search returned more i;a?lﬁ;m;;mum 100 records. Please narroy of a” the Iisting matches

Are Branded Virtual Tours allowed on Matrix™?
Please be advised BRANDED VIRTUAL TOURS are NOT PERMITTED on the MLS® System.

This is an industry standard that is being honored. Branded tours and feature sheets are permitted only on sources
external to Matrix™ (i.e. Realtor.ca®).

How do I Add a Virtual Tour?

1. Go to My Matrix, My Listings

[CU PN cearch  Stats [l MUELS Links  Financial:  Market Reports  Input  Help | SiMobile  SlG=oV
Summay
[ Contacts
A News & Alerts | Sawved Seardhes h L Search
Aug 16 - Matrix MLS® Go-Live ... | Auto-Emails ) B —
o . ] E—— HLSE#
Aug 18 - Matrix™ Quick Tip: Finaclal ... | *‘V{*}‘"W'f - Ll
Matrix™ Quick Tip: Financial Caiculators! .
altrin™ Quick Tip:  Finenciel Calculators T — Street @
Street Name
Kug 16 - Malrix™ Quick Tip: Stalus ... 7 My Information .
= Street 1
Matrie™ Quick Tip: Listing Status Quick ... i
] | sent Email I Street Dir
Aug 16 - Eflminate the Commuting ... b | Settngs | — City
Eiiminate the Cornmuting Guesswork! ©n ... e bttt
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2. From the results page, select the listing you wish to add the virtual tour to, and click edit.

BDAR Home Search Stats QUVALFRgd Links Financials
o arl Click 7 for

{» My Listings (2)

Show My Active Listings

|Drew0us « Mext - 1-2 of 2 §Checked 1 - All - None

v Search:

St Priy SubTy Address

A &SF FRH 2498 11 Hwy
ACESF FRH 100 THRUSHWOOD Dr

I=‘_; Edit } Manage Photos Manage Supplements & Share ‘; Reve

3. Onthe Modify Listings page, select “Comments/Additional URLs”

|| Modify Listing

MLS#: 30592216

Select Form

Single Family Add/Edit

Drico Chopo

100 THRUSHWOOD |
MLS #: 3059
Type/Style: Single

Category/Use: /
Municipality: BA-E
Neighbourhood: BA11

Age: 6-15
Lot Front: 27 Rt
Sellers:

L SP:

L Brkr:

I Comments/Additional URLs I

—
Change to Active

Change to Active - Continue To Show

Change to Active - No Show

Change to Sold Pending
Change to Sold Closed
Change to Suspended

Change to Cancelled
Extend Expiry Date

4. Scroll down until you see the “Virtual Tours URLs” field. Enter your listing’s unbranded Virtual Tour link for it to
appear on Matrix and click “Submit Listing”. You can also add a branded virtual tour, but this will not appear on

Matrix.
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Virtual Tour URLs

Virtual Tour URL Unbranded
€

2

Virtual Tour 2 URL Unbranded
€

Virtual Tour 2 URL Branded
€
Additional URLs

Additional Images URL
€

Alternate Feature Sheet URL
€

Map Service URL
€

Sales Brochure URL
€

E‘
“g Validate € Cancel Input [N LTARE

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

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

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

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

mancaly | Warket Sirports Vg (Mol OWERForrel | B wes

J News & Alerts # Market Watch v Search

Prica Cacrease (0}
Price Incresse (0} ises

Uit #
Street 8

Strost Name
Stroat Typn

Street Dir

This Sasmon = 24 bowr | oy
Municipality/Area
Ji My Favorite Searches

Postal Codn

* My Listings

0 shrm o Markes Listngs Onty

d My Carts
& Recent Portal Vistoes

lls My Stats
& Recent Use Contacts

= External Links

& Addtional
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Down in the right-hand corner, you see an External Links widget, which will work to give you a new browser tab
with the link shown if it’s not a ‘SmartLink’. A SmartLink like WEBForms® (SSO) will take you to the WEBForms® site

and automatically log you in as a realtor, if you are Realtor®.

@ External Links

REALTORLink® (SS0)

link® and WEBForms® Login Page
RECO (Real Estate Council of Ontaric)
OREA

Regional MLS® Rules

ShowingTime - configure

MPAC Propertyline (Direct Link)

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

error page.

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

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

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

When logged in as a PA login (not impersonating/sharing identity with a Realtor®), you can only search against the

realtor or office tables.

;1 T, /

Basic Rltr search works as PA login.

1D CREA ID Brokerage ID
L 7] 7] o
Last Name First Name Brokerage Name
(7] [ 7] { 2]
Direct Work Phone Cell Phone
(2] (2]

Email Home Board
© Brantford Regional Real Estate Associati *
Cambridge Association of REALTORS®
Web Page Guelph & District Association of REALTO
€ Kitchener-Waterloo Association of REAL
Niagara Association of REALTORS®

Status Oakville, Milton and District Real Estate
& Mactive REALTORS® Association of Hamilton-Bt
O1nactive Simcoe and District Real Estate Board v
O Suspended ® or O not
Orerminated
?} Clear 11 matches
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Other things that appear to be there and could be used are Market Reports, but clicking on the tab gives you the
option to use the agent level report which returns no counts.

The PA login can use settings to fill in their personal information, create headers and footers for pages they can
never populate and so on. So really what is necessary as the next step for the personal assistant login is for their
realtor to set them up on their side of Matrix™.

The Realtor® will need to use the Team function in Matrix™ to set up their personal assistant. (See Page 28 for
Details).

Assistants in Matrix

Brokerage and Office Assistants in Matrix
You have an assistant and want them to be able to enter and edit listings, send out emails, add contacts, set up
searches and so on for your office or brokerage in Matrix™.

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

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

-

£ '\ The Dakville, Milton

%'"“ Glareiee Real bursre Beard D Hame  Search  Stats QOVESEIG @ [E My Store  Links  Financials  Market Reports ' Input

-] &

(3 My Information

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

# Speed Bar Shortcuts

Number of Speed Bar Shortcuts: 0

& Team Eei'.tigg%j T ———————————

You have 0 members on your team.

# Hot Sheets

Number of Hot Sheets; 6

The Brokerage and Office Level assistant logins can be setup to work as single realtors/brokers or to work as a
team that have been named and setup by a higher login. There is really no point in setting up a team on an
assistant login as all they could do would be to give the same reduced functionality as they have by default.
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The Realtor® will need to use the Team function in Matrix™ to set up their personal assistant.

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

HEMER WATERL
[

Home Search Stats JUNMEIFIURE Links Financials Market Reports  Input Help (©SIMobile D GecWarehouse [ClConnect KCIWEBForms®  Logout from Michael Saunders Hello, Mict

&' Team Settings

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

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

Last First Mode Emai Office Name Phone
[] ARCHAMBAULTPATRICIA Impersonates Me luvmusic3@@gmail.com RE/MAX TWIN CITY REAI(519) 579-4110

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

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

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

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

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

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

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

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

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

¢ Access their Matrix™ Contacts, Saved Searches (you cannot change their team settings)
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How to set up a team (Realtor side of setup)
Click the My Matrix Tab, then the “Settings” link. At the bottom of the My Settings screen, you will find the Team
Settings section. Click the link labelled “Click here to create a Team” and then again on the next screen.

{ENER WATERLOO
ATIOR OF REALIORS® "Home Search Stats JUVALCIGYE Links Financials Market Reports  Input Help [ElMobile [£Gs

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

Please enter new team member's User 1D: KWpae.-e,?di

Find Cancel b
{7 Back to Settings

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

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

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

Add Team Member:

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

Add Cancel

Impersonation means they will be

_ 'Working As' you rather thanon

& Back to Settings 'Behalf of’ you. Which means they can
do things you can do.

Y

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

&' Team Settings

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

You currently have bled 2 team bers. Each team member has full access to your Matrix account, including your My Matrix tab. Your te
hyperlink, located in the top-right corner of Matrix. Disable this team feature,

Last First Mode Email Office Name Phone
[J ARCHAMBAULTPATRICIA Works on Behalf of Me luvmusic38@gmail.com RE/MAX TWIN CITY REAI(519) 579-4110
[0 urwiN JILL Impersonates Me Jill.urwin@gmail.com RE/MAX TWIN CITY REAI(519) 579-4110

Add

My team name (optional):

FormalName h
(OF Impersonate this Team O 1 Work on Behalf of this Team

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

Save

~ Back to Settings

Here you can control the following:

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

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

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

¢ Disable the team function.

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

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

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

&t Working as Patricip Archambault - Logout

Switch to Patricia Aredambault

Switch to *FormalName=Impersonate
Switch to MICHAEL SAUNDERS »

rch

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

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

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

s® XX Working as Christine Acheson - Admin + Logout

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

Switch to Art RATELLE

Switch to BECKI KOSTESKY

Switch to BLAINE NICKASON

Switch to BRIAR KOSTESKY

Switch to *Coldwell Banker Momentum
Switch to CONNIE HUIBERS

Switch to DARRYL MAUDE

Switch to DINA MAIORANO

Switch to GILLIAN EMMOTT

Switch to HARRISON STEWART

Switch to IRENE ARMSTRONG
Switch to JEAN HAAPAMAKI

Switch to JEAN HOLBERT-LEIGHTON
Switch to JOHN FURNIVAL

Switch to JON OLSSON

Switch to JON WELLINGTON

Switch to JONAS MARTIN

3 Switch to JOY MARTIN

Switch to KATHLEEN TAYLOR
Switch ta KFVIN HIGGINS

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

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

Once you’ve clicked on that link, you will no longer be impersonating anyone else and your access and permissions
will revert to the assistant login level you started with.
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Help on teams and other functionality in Matrix can always be found in the help menu tab under Matrix™ Training
Guides.

al
4< p The Oakville, Milton

= tefoid Hame Search  Stats My Matrix  [CIMy Store  Links  Financials  Market Reports  Input  Admin JREIE & Mobil

Help Index @ System Help

|Search Help... Search

Welcome to System Help! From here you view all of the available help topics and can fefer to our frequently &
Recent Changes to Matrix

Maps

Matrix TrainingbGuides
Team Function
Matrix 7.0 Quick Start Guide
{CAaN)

Matrix 6.12 Quick Start Guide
Matrix 6.12 Guide (CDN version

Matrix Video Tutorials

How do I create an auto-email?

Visit https://www.bdar.ca/MatrixVideos to view a video on this topic.

What is a Client Portal?

Visit https://www.bdar.ca/MatrixVideos to view a video on this topic.

How do I find Statistics in Matrix™?

Visit https://www.bdar.ca/MatrixVideos to view a video on this topic.

Where do I find Hot Sheets, and how do I use them?

Visit https://www.bdar.ca/MatrixVideos to view a video on this topic.

How are Days on Market (DOM) Calculated?

On market status will increment the value of DOM, while off market status will not add to total DOM.

Where can I Find Help & Information?

Visit www.bdar.ca/Matrix for more information.
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705-739-4650

Barrie & District
Association of Realtors
31 King St,

Barrie, ON L4N 6B5

El /BDARInc
Y /BarrieRealtors

www.bdar.ca






