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Matrix Customer Portal 

 
 

First check your portal greeting 
 

 

 
 

Begin by customizing your 
Portal Greeting using My 
Matrix / Portal Greeting 

 
 
 

 
Complete your message and 
save. 

 
Option 1: Begin with Search Criteria 
 

What?  How? For Whom? 

 

Make property selections and 
click Save (at bottom of page), 
then New Auto Email. 
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Select the client from the list, 
or create a new contact. You 
may edit the messages the 
system is programmed to 
send before saving. 
 
 
 

 

Be sure to make selections for 
Settings and Schedule ς then 
click Save 
 
A default message is sent to 
the client explaining  how to 
use the portal, along with a 
link to the listings (show 
below) 

  

 

You may also run a previous 
search and add the properties 
to the client by clicking 
Save/New auto email/select 
client . 
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Option 2 ς begin with contact list  

 

My Matrix and click Contacts 

  

 

Click Add 

  

 

 
Short input displays.   Be sure 
to select category for easy 
sorting in the future. 
 
To add more information click 
Show All Fields at the bottom 
of the page 
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Add any additional 
information that will help 
qualify your customer/client 

 

Click Save at the bottom of 
the input page (short or long) 

Begin Search (see option 1) and continue  
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Portal View 
 

 

 
 
 

 

View of customer portal 
ΨtǊƻǇŜǊǘƛŜǎΩ page/tab. NOTE: 
The client can change display, 
select properties, email, print 
and view from this screen, as 
well as indicate favorites, 
possibilities and discards, and 
view message from agent. 
 
Images have a banner to 
indicated status, and new 
property matches are 
highlighted.  
 
The map and list are 
interactive.  And a mobile 
view is available. 
 
 
 
 
 
View of the portal Ψ²ŜƭŎƻƳŜΩ 
screen/tab that the client 
sees. 
 
Client may begin a new, 
separate search of their own. 
Doing so will automatically 
trigger an email notification to 
the agent for review. 

  
  
  

 

Once client is sent the email, 
your Widget on the Matrix 
Home Page will be updated 

  
  
  

 

 


