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Course Description  
This hands-on MLS course will show students how to customize Matrix to their 

needs. We will work on choosing a dashboard, personalizing search results, 

explore a new Matrix search and so much more! 

Course objectives: 

• Dashboard 

• Personalize Your Info in Matrix 

• Widgets 
• Search criteria 
• Search results 
• Speedbar Shortcuts 
• Tax Records 
• Map layers 
• Auto Emails 
• Reports     
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Dashboard  
When you first login to Matrix, your view is your dashboard. You now have two choices for the view, a 

classic dashboard and a new modern dashboard. 

 

To switch to the new dashboard, choose the drop-down arrow under your name in the top right corner. 

Use the blue button to toggle off classic mode.

 

Then this pop-up will appear, telling you the dashboard is being changed to the new dashboard. This can 

be changed back to Classic Mode at any time by choosing the drop down and toggling on Classic Mode. 

Changing to the new mode is not permanent, you can go back to Classic Mode at will! 

 

 

 

 

 

Classic dashboard 
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New Matrix Dashboard 
The new dashboard features a timeline display by clicking the >> next to Dashboard. You will see real 

time notifications like portal activity, status changes and so much more! You can also change the order 

and de-select widgets. 

 

Notifications Timeline- can be opened and closed from the << symbol on the left 
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The Timeline on the new Matrix dashboard now has a View All button that takes you to a new Timeline 

screen where you can filter the list of activities by contact, type, date, and listing address. Also, when 

contacts add a note from their Client Portal, you can now instantly reply to notes directly from either 

the Matrix dashboard or the Timeline screen. 

 

You can change the font size of the widgets using the icon “Aa” near your name, in both dashboards. 

The font has 3 settings, and you can cycle through them to choose. 

 

Minimize Header 
You can minimize the red banner at the top of the page by clicking the two arrows next to your name. 

Then choose again to undo. 
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Widgets  
All widgets except for the "News & Alerts" widget, can be repositioned by clicking and 

dragging the widget header. In the new dashboard, they are rearranged with the Edit 

Dashboard button. 
  

Widgets can be collapsed or expanded by hovering over the widget header and 

clicking the "up" or "down" icon.  
  

Widgets can be closed by hovering over the widget header and clicking the "close" 

icon. Closed widgets are automatically sent to the "Additional" widget and can be 

added back to the Homepage simply by clicking and dragging the closed widget 

header out of the "Additional" widget.  
  

1. News & Alerts: click an item from the list to display the news or alert content in a modal 

popup window.  
2. My Carts: click a cart link to display all listings currently saved in a recently used cart.  
3. Market Watch: click on a status link to display all listings with a change to that selected 

status. Note: each number in brackets represents how many listings will be displayed 

based on the Property Type and time frame you selected. To customize this widget, click 

"Customize".  
4. Recent Portal Visitors: quickly view a recent Portal visitor's information by clicking on their 

name or open their Portal by clicking on the associated "Portal" icon.  
5. My Favorite Searches: click a link to display the results of your favorite saved search.  
6. My Listings: click a link to display all your listings.  
7. Concierge: click a client's name to display all listings waiting on approval before being 

sent.  
8. Recent Use Contacts: click a name to display details of a recently used contact.  
9. Hot Sheets: click to view changes that have taken place in the MLS.  
10. Additional: close any widget or click and drag widget headers to/from this area to help 

manage the Homepage layout.  
11. External Links: links to external MLS resources including MLS rules, Data Input Sheets, etc.  
12. Search: quick search for a property address. 
13. Listing Data Checker:  view Violation History, Notifications and Reported Violations. 
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Customizing Widgets in the New Dashboard 
You may use the Edit Dashboard icon to see the order of the widgets and drag their order in 

the list view to move the icon. The widgets are ordered horizontally by column. See the image 

below to see how their position in the list corresponds to the dashboard view. 

 

 
  

Hot Sheets  

1. From the Homepage, click the "Customize" link on the "Hot Sheets" widget.  

2. Select a Hot Sheet to manage. Click the "Add" link to create a new Hot 

Sheet or click the "Edit Criteria" link to edit an existing Hot Sheet.  

3. Select a time frame to use for your Hot Sheet.  

New Only: only shows listings which are new/changed since the last time 

the user ran the Hot Sheet.  

This Session: only shows listings which are new/changed since the last time 

the user ran the Hot Sheet in a prior session.  

24 Hour, Today, 3 Days, 7 Days: only shows listings which are 

new/changed during the specified time frame.  

Custom: allows the user to run a Hot Sheet using a custom date or a time 

range.  
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Market Watch  

1. From the Home Page, click "Customize" on the "Market Watch" widget.  

2. Click the "Map Search" link and use the map shape tools to select specific areas to 

watch (optional). Note: you may also select a general location from any of the 

controls below the Map link.  

3. Enter the specific criteria that you would like to include as a part of your customized 

search. Note: for more information, see "Criteria Search" in the "Search" section.  

4. Add/Remove Additional Fields (optional).  

5. Click "Save" on the Button Bar.  

6. Select a property type from the dropdown list.  

7. Select a time frame from the dropdown list.  

8. Click a status link to view listings that now meet your new, custom Market Watch 

search criteria. Note: to run another Market Watch search without having to return to 

the Homepage, click the dropdown arrow on the "Results" page to display your 

Market Watch options  

  
  

Listing Data Checker 

This is a valuable widget for monitoring violations to the MLS and helping you to 

remedy them, so you can avoid a fine.  

Listing Data Checker  
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Matrix New Search 
Matrix’s all-new search interface is designed to be fully responsive, no matter what size screen you are 
using. The new search provides an intuitive and efficient user experience across a wide range of screen 
resolutions and devices, including mobile phones, tablets, and computers. At desktop resolutions, the new 
search uses a three-panel design that shows the search criteria, map, and search results simultaneously, 
switching to a touch-friendly layout at mobile resolutions. 

 

 

 

Customizing the Results Grid  
Sorting Columns  

Columns can be sorted by selecting the column heading. When the pointer is 

above the column name, the pointing hand icon appears allowing the column 

to be sorted by clicking.  Note: there are thick, medium, and thin arrows 

denoting primary, secondary and tertiary sort items. In the new search, you can 

click the gear to add columns.
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Here you can customize the columns, drag them to reorder and add new using 

the list under Available section.

 
In standard and quick search, you can reorder the columns. Columns can be 

moved by hovering the mouse above the column heading, selecting the 

column using the crosshairs icon and dragging the column to the new position. 
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Adding Columns  

Columns can be added by hovering the mouse above any column heading 

and selecting the column using the crosshairs icon. When the heading is 

selected, a dialog box opens. Select Insert Column to add. Click Apply and the 

new column will be added.  

  
  

Setting the Default Grid  

There are two options for saving the grid:  saving a copy of the grid and 

selecting the copy as the new system default.  
  

  
saved with a custom name.  Saved grids also become custom, printable reports.   
  

From the Set/Clear Defaults Icon ( ), selecting "Set current display, sort order 

and count per page as my Search starting default" will retain the customized 

results grid setting for future searches.  
  

Customizing Sort Order  

Clicking Sort in the Refine tab in the lower left of the screen, will allow users to 

change the sort order of the Results Grid.  

  

  

  

By clicking on the Manage Display icon ( )  a copy of the Results Grid can be  
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Creating New Speed Bar Shortcuts  
On the results screen, New Speed Bar Shortcut will allow users to create new 

shortcuts. To view the shortcuts you created, hover over the My Matrix option 

then select Summary. On the Summary page, select Settings. Then choose 

Speedbar Shortcuts to see and edit existing. 
  

  

 

 

 

 

 

 

 

 

Public Records - Realist Tax, Matrix Tax and MUD Bond 

Information  
Use public records to find property information and generate mailing labels.   

Locate information about a MUD using the MUD Bond Information worksheet.  
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Use the “Quick Search” tab to quickly pull up a single property.  Use the “My 

Search” tab to create a more detailed search (by subdivision, etc.).  
  

 
Double-click a property to open the tax details.  The balloon icon represents 

MLS data for that property (red in the example is indicating that that property is 

sold).  Click the “Labels” menu to generate labels for selected properties.  Note:  

all properties are automatically selected, so you will need to deselect those you 

do not want.  
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Matrix Tax 
 

 

  

Search for property information by tax criteria (owner name, address, etc.) or 

MLS criteria (list date, MLS status, etc.).  Click Results.  
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Click the property Parcel ID to open the tax details.  The balloon icon represents 

MLS data for that property (orange in the example is indicating that that 

property is Pending Cont. to Show, blue is Sold and purple is Withdrawn).  
  

Click Print/Email PDF to create mailing labels.  
  

 MUD Contact Information/ PID Disclosures:  

 
  

Alphabetical list of all MUDs and PIDs contact info will download as an Excel file.  
  

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 



 

 

18  

  

  
Matrix Overview Part 2- Customization        Revision date:  10/2024 

Customizing Stats Reports  
Use System Presets to create and save customized statistical reports.  

 
Enter criteria and select one of the System Presets from the left of the screen.  

Click Generate.  
  

  
Customize the report results by using the options on the left of the screen.  Click 

Generate.  
  

 Click the Save tab, give the report a name and click Save a Copy.     
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Customizing Market Reports  
Market Reports gives you access to On Demand Reports. The list of reports 

available will be different based on the user's access. These reports can be 

customized based on the user’s desired criteria.  

 
Note:  The HAR “Months of Inventory” report in the Market Reports menu is more accurate than the one in the Stats 

section.  

Customizing Financial Reports  
The Finance menu will give the user access to the HAR Seller's Net Sheet, HAR 

Buyer’s Closing Costs and Calculators/Amortization.  These worksheets can be 

customized with the user’s desired criteria and shared or exported from Matrix.  

  
  

Note:  The finance reports in Matrix are not to the HAR Platinum package of tools.  Those subscribed to Platinum will have 

additional report options and the ability to save the reports.  

  

  


