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What 6s New? My Matri X

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 i Auto Emails
View/Revise i Saved Searches
View/Edit i Sent email
View/Revise i Saved CMAs
View 1T Watched Listings

CAT

MRIS Staff Site

MRIS Web Site Matrix Keystone

Real Estate in Real Time™

My Matri

Summary - = Auto Em:

& Contacts (63)

Auto Emails » Saved Searches « Sent Email « CMas -« Watched Listings

@ My Listings (0)

Mumber of Listings: 0

W Settings

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.

é‘ Filtered Contacts (1) - Clear & search: anne Filter Contacts: | ... choose afiter b4
O 2 name Ermail 1 el My Last Use Last Email+ Wisit ® g e
0 « Hague Anne Anne.Hague@rris.net 1 1 wednesday wednesday 4 4 5
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Real Estate in Real Time™

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 havendét worked with
Who have Saved Searches

Who have no Saved Searches

MRIS Web Site

- MRIS Staff Site

Adrnin

Matrix Keystone

= -4
& Active Contacts (63) @ Search: Filter Contacts:
£ Marne Ernail 1 B My Last Use Last| with active auto emails
with inactive auto emails
» Audet Mike mike@waygroup.com nevyer neve with o auto emails

who have visited Email +
+ Baron Mike Mike .Baron@longandfoster.cam 9/11/2009 9711 who have not visited Emnail +
| haven't worked with

» Busi Chris Chris Busi@mris.net 10/7/2010 NEYE uhg have saved searches

Ooooooog o

« Cail Jonas Jonas.Cail@mris.net 11/16/2010 ney s who have no saved searches
» Campbell Mike Michael.Campbell@lawsan.com neyer never

» Campbell Tim Tim.Campbell@mris.net 4 1 11A76/2010 10/11/2010 16 3 Ba
» Campbell Craig campbor@dwd state.wius never never

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.

~ Gracy Cat cgracey@tarasoft.com /16,2010 never

O
« Hague &nne Anne.Hague@mris.net 1 1 wednesday wednesday 4 4
v Details
*  Auto Emails (1)
* Saved Searches (1)
v CMAs (28)
* Sent Email {5}
Edit Contact Delete Contact Start CMA  Qpen Email+
O + Hanson Bob RHanson@MewBC.RR.Com never never
[« Hill Jonathan Jonathan Hill@mris.net 9/24/2010 10/28/2009
O + 1ves Diane Diane.Ives@mris net never never
[ + lennings 1=ff Jeff.Jennings@mris.net 9/10/2010 9/10/2010 2 4
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Step2:Cl i ck the down ar Detaisinmmer to iew/edibchentDetdild s

» Hague Anne Anne Hague@rris.net 1 1 wednesday Wednesday 4 4 5

4 Details
Home Information
anne Hague mRIS.COM

9700 Key West Avenua
Rockville, MD 20850

[ ==+ 301-555-1212 @
O =- 301-838-7100 @
v Auto Emails {1}
v Saved Searches (1)
v CHMas (28)
v Sent Email {5)

Edit Contact Delete Contact Start CMA  Open Email+

Note: The action buttons in your Contact details allow you to Edit Contact, Delete Contact, Start
CMA or open Email+.

With Emailtyouére able to view your client preferences for
to truly per s on areseareh liketha attentve and entjagesl ager 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.

2 Active Contacts 3

€

™ 2 Name Email

[ + Mulford sarah sarahmulford@realtorforyou.com
W + Poeton Anna Poe@PoeRealty.com

[T + White John johnwhite@mris.com

&} Add & Set Inactive ¥ Delete
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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.

Hague Anne anne.Hague@mris.net 1 1 wednesday Wednesday 4 4 5
Details
Auto Emails (1)
Saved Searches (1)
CMas (28]
Sent Email {5)

Date Sent Troe Subject Coments liewed
1&/1/2010 Direct Email Test 3 listings Wednesday
11/15/2010 Direct Ernail Please move a few to favorites S listings 11/15/2010
9/10/2010 Report Emailed Repaort Print Report

9/10/2010 Direct Ernail Anne Hague - Baltirmore Waterfront & listings 9/12/2010
CH Hague, Anne
Subject: Anne Hague - Baltimore W aterfront

Please let e knaow if you have any questions or if any of these jurnp out at you and you need to see it sooner rather than during aur
scheduled Sunday tours, Tim Campbell Matriz Product Manager Metropolitan Regional Information Systems, Inc. Tim.Campbell@mris.net
S+ 301-838-7146 @ www . mris.com

Cpen Email +

/10,2010 Direct Email Mondays Home Tour 11 listings 9/12/2010

Edit Contact Delete Contact Start CMA  Open Email+

View and Edi't CMAO s
All CMAOd6s that you have dype Wheh @reatedyandiliast Madified.nt ar
Click the small arrow to the left of the CMA in order to Edit, View, Email or Delete the CMA.

Hague Anne Anne.Hague@mris.net 1 1 Wednesday Wednesday 4 4 5
Details
Auto Ernails (1)
Saved Searches (1)

CMAs (28)
Description Tyvpe When Created Last Modified
Anne Hague Residential 9/10/2010 11/11/2010
Anne Hague (Auto Save) Residential 9/12/2010 11/10/2010

235 MOUNTAIN LAUREL LN

Counts of Comparable Properties

ACTIVE: 4
WITHDRM: 3
SOLD: 1
Total: 2

Edit CMA  Wiew CMA  Email CMA Delete CMA

Anne Hague Residential 9/12/z2010 9/26/2010
Anne Hague Residential 9/13/2010 10/26/2010
Anne Hague Residential 9/13/2010 10/27/2010

m
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Auto Email

Auto Email allows you to monitor your clientd behavior and act accordingly. You can see what
properties

The Status of the Auto Email is color coded: green for Active, yellow for Waiting Activation, and

they

red for Disabled by Agent.

bve viewed,
able to keep track of the notes in your original email to your clients.

Step 1: Click Auto Emails from the My Matrix tab.

o Auto Emalls (9)

ooooooooo o

3

Subject

v AMA Spam test 2

» Test the opt in email

v This is your Palygon auto email

» This is your Radius Auto Email

» 31253 Caroline Gardiner

» Ann Hague - Anne Arundel Waterfront
v 31253 Gardiner

» Test auto email for Spam II build

» Avnbeet's dream homes

Contact Mame

Campbell, Tim
Campbell, Tim
Campbell, Tim
Carmpbell, Tim
Foley, Suzanne
Hague, Anne
Hill, Janathan
Mehler, Meghann
Zodhi, Avnest

& Search:

what

Filter Automatic Searches:

Last Email+ Wiew

5/5/2010
441442010
544/2010
5/4/2010
never
never
never
never

never

they

mar ked

My Last Run

9/2zfz010
£/25/2009
9/zz/z010
1z/5/z008
7/za/zo09
9/27/2010

10/28/2009

8/4/2009
7/10/20039

Code

.. chooze a fiker

Status

©000O0000

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

& Search:

Filter Autarmnatic Searches:

i .. choose a filker

W

.. choosze a filker

Last Email+ Wiew My Last Run isahled by Clients
Dizabled by Me
Dizabled by the system
57572010 Q2242010 b i
154 fezf wihere Last Match was
5/4,/2010 12/5/2008 On home tab
Estate in Real TimeE
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Auto Emails can be found by using the Search filter to search by e-mail subject.

Status

& Filtered Auto Emails (1) - Clear &) Search: anne] Filter Automnatic Searches: .. choose a filker
O = Subject Contact Name Last Email+ Wiew My Last Run Code
[0 + annHague - Anne Arundel Waterfrant Hague, Anne never 3:50 PM
A il

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.

. Market Update Options

This advanced market update section allows you to optionally choose an update type and/or update date
range in cornbination with the critieria of the original search.

Ann Hague - Anne Arundel Waterfront
S#ztus is Active”

ListPrice is 1200000 to 1500000

Bedrooms is 5+

County is ‘Anne Arundel, MO'

Water Front is “res’

Update Type (Optional): )
Hold the Ctrl key while you click —
to select multiple update types.

Selecting all update types is

equivalent to the Date Since hedia
search, Party

Domp

Other

Use Last Run Date: () 9/27/2010 3:40:51 PM
specify Update Date/Range: &) |10+
Example: 7/1/2004+
7/1/2004-7/31/2004
0-60

h © cancel
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Real Estate in Real Time

The Auto Email details will display any changes in the Market Update since the last update

1 Auto Emails (9) & Search: Filter Autornatic Searches: .. choose afilter
0= Subject Contact Mame Last Email+ Wiew My Last Run Code Status
[ + ana Spam test 2 Campbell, Tim 5/5/2010 9/22/2010 L‘)
[ « Testthe optin email Campbell, Tim 4/14/2010 6/25/2009 (~]
O + This is your Polygon auta email Campbell, Tim 5/4/2010 9/22/2010 @
[+ This is your Radius Auta Email Campbell, Tim 5/4/2010 12/5/2008 ©
[ + a1253 caroline Gardiner Foley, Suzanne never 7/28/2009 (]
O « ann Hague - Anne Arundel Waterfront Hague, Anne never 9/27/2010 @

Settings Rewise Full Search Date Since Market Update  Open Email + Delete Auto Email

Status is "Active’

ListPrice is 1200000 to 1500000
Bedrooms is 5+

County is "Anne Arundel, MD'

W ater Front is "ves'

0 New, Price, Status changes

Update Date is 11/24/2010+

[0 + 31253 Gardinar Hill, Janathan never 10/28/2009 ®

[0 -+ Test aute email for Spam II build Mehler, Meghann never g/4/2009 ®

[ + awnbeet's dream homes Sodhi, Avneet never 7/10/2009 (1]
A i

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

m
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Reactivating Auto Emails

Aut o Emails automatically deactivate themselves when
With the new contact centric My Matrix, the status of Auto Emails is clearly visible now.

Reactive AutoEmails in a few shortclicks! | t 6s EASY! Follow the steps belo

Step 1: Clickonthe Aut oEmail you would I|Iike to reactivate, and
down selection.

9 Auto Emails 11

& Search: Filter Automatic Searches:
T £ subject Contact Name Last Email+ Wiew My Last Run Status
I + A Spam test 2 10/4/2010 yesterday @
T + Testthe optin email 12/3/2010 vesterday (7]
[T« [Busi, Chris] Your listings Busi, Chris never yesterday @
[T & New homes on Fairview Ave! Campbell, Tim Wednesday 8/6/2010 (1]

Revice Full Search Date Since Market Update Open in Email+ Delete Auto Email

Settings
New OPT IN

Status is 'Active’
ListPrice is 50000+

Bedrooms is 3+
Latitude, Longitude is around 39.02, -77.22
Ordered by ListPrice

v Sent Email 2

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. Ma ke sure you select, AEnabl edd and save.

3 Settings for 'New homes on Fairview Ave!'

Status: Disabled by Agent

Contact: | Campbell, Tim ¥ JCreate a New Contact

BCC me a copy oT an emails

Subject: Mew homes on Fairview Ave!

Message: If you see have any houses you like, please mark as favorite! If not- simply discard! Happy house locking!

Contact me immediately if you find a home you love!

Check Spelling Enalish

.2 Settings

* Enabled

Lhsabled
Display: All customer displays are automatically available to your contact. Additional ==
Description (optional): New OPT IN
I” Enable ac a Favarite Search on Home tab (15 maximum)
Criteria: Status is 'Active’

ListPrice is 50000+
Bedrooms is 3+

| —titiidn | amabida in ceaoed 20000 77 A0

© cancel I
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Step 3: Presssave,andyourAut o Emai | wi

Act

ivation. o

<% Auto Emails 11
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Subject

AAA Spam test 2
Test the opt in email
[Busi, Chris] Your listings

New homes on Fairview Ave!

Settings Revise Full Search Date Since

Description: New OPT IN

Status is 'Active’

ListPrice is 50000+

Bedrooms is 3+

Latitude, Longitude is around 39.02, -77.22
Ordered by ListPrice

~ Sent Email 2

@ search:

Contact Name

Busi, Chris

Campbell, Tim

Market Update Open in Email+ Delete Auto Email

Estate

Job Aide T Matrix 5.3 17 My Matrix
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change itds

status

Filter Automatic Searches:

Last Email+ view

10/4/2010
12/3/2010
never

Wednesday

Real

My Last Run

yesterday
yesterday
yesterday

8/6/2010

Ti mekE

Status

from



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.
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