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Whatôs New? My Matrix 
  
My Matrix is a one-stop shop to manage your Contacts, Listings and personal Settings. This job 
aide explains how to navigate a more robust My Matrix. 
 

Contacts  
 
Manage contacts seamlessly with expanded functionality in one place. For each contact, you can 
view their: 
 
Set up/Review ï Auto Emails 
View/Revise ï Saved Searches 
View/Edit ï Sent email 
View/Revise ï Saved CMAs 
View ï Watched Listings 
 

 
  

Find a contact 
To view contacts in the new Contacts-centric layout, select Contacts from the My Matrix tab. 

Contacts can be filtered by the Search field by typing in the first or last name of your contact. 
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 Select from eight Filter Contacts options to display a list of contacts with: 

With active Auto Emails 

With inactive Auto Emails 

With no Auto Emails 

Who have visited their Portal 

Who have not visited their Portal 

I havenôt worked with  

Who have Saved Searches 

Who have no Saved Searches 

 

 

Edit a Contact 

Step 1: To Edit a Contact, select the client and click the down arrow. Use the down arrow to 

view/edit client Details, Auto Emails, Saved Searches, CMAs and Sent Email.  
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Step 2: Click the down arrow on the contactôs Details in order to view/edit client Details.  

 

  

Note:  The action buttons in your Contact details allow you to Edit Contact, Delete Contact, Start 

CMA or open Email+. 

With Email+ youôre able to view your client preferences for listings theyôve viewed. The benefit is 

to truly personalize your clientôs home search like the attentive and engaged agent you are.  

 
Delete Contact or Set as Inactive 
 
To Delete a contact or Set as Inactive, select your contact and which action you would like to 
take.  Contacts set as Inactive may become Active again at any time, however Deleted contacts 
will be removed from your contacts completely. 
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View Sent Emails 
To view previous sent emails to a client, select Sent Emails to view the date, subject line and 
body of the message.   
 

 
 
 

View and Edit CMAôs 
All CMAôs that you have done for your client are listed Type, When Created and Last Modified.  
Click the small arrow to the left of the CMA in order to Edit, View, Email or Delete the CMA. 
 

 
 

 
 
 
 



 

© 2010 - Trademarks of MRIS
®
 Real Estate in Real TimeÊ 

Job Aide ï Matrix 5.3 ï My Matrix 

6 

 

Auto Email 
Auto Email allows you to monitor your clientôs behavior and act accordingly. You can see what 
properties theyôve viewed, what they marked as Favorites or Possibilities, and you will even be 
able to keep track of the notes in your original email to your clients.  
 
The Status of the Auto Email is color coded: green for Active, yellow for Waiting Activation, and 
red for Disabled by Agent.  
 
Step 1: Click Auto Emails from the My Matrix tab. 

 

Note: All Auto Emails will display by default unless you separate them by the dropdown filter.  

Auto Email Filter Options include:  

Disabled by Clients 

Disabled by Me 

Disabled by the system 

Where Last Match was 

On home tab 
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Auto Emails can be found by using the Search filter to search by e-mail subject. 

 

Step 2: To view a Market Update, select the Auto Email and click Market Update.  

Step 3: Choose the Update Type(s). Click the action button, Run Update. 
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The Auto Email details will display any changes in the Market Update since the last update

 

Note: Your Auto Emails have been streamlined so you can Filter them and perform basic 

functions from one place, such as:  

Settings: Review/Edit the Saved Search Settings 

Revise: Revise search 

Full Search: Full General Search  

Date Since: Last Search 

Market Update: By different criteria 

Open Email+: View client preferences 

Delete Auto Email: Delete 
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Reactivating Auto Emails 

Auto Emails automatically deactivate themselves when the client doesnôt open them for 45 days.  

With the new contact centric My Matrix, the status of Auto Emails is clearly visible now. 

Reactive AutoEmails in a few short clicks!  Itôs EASY! Follow the steps below 

Step 1: Click on the AutoEmail you would like to reactivate, and select ñsettingsò from the drop 
down selection. 

 

 

Step 2: Once in Settings, you MUST select a contact for the auto email to be assigned to if it does 
not have one already.  Make sure you select, ñEnabledò and save.  
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Step 3:  Press save, and your AutoEmail will change itôs status from ñDisabledò to ñAwaiting 
Activation.ò 
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Questions?  

Contact the MRIS Support Center 

Phone: 301-838-7200 
Toll Free: 888-838-8200 
Fax: 301-838-7171 
Email: helpdesk@mris.net 

Support Center Hours: 

Call Center 

Monday - Friday 
8:30 AM to 6:30 PM  

Saturday - Sunday 
9:00 AM to 5:00 PM  

Online Chat 

Monday - Friday 

9:00 AM to 9:00 PM  

Saturday - Sunday 
9:00 AM to 5:00 PM  

 

Visit the MRIS Blog for exciting news and updates!  

Watch the Tutorial to see how the new features work. 

 

 

http://mrisblog.com/
http://bit.ly/gkuXcU

