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Introduction to Matrix 
Technical Support: 1-866-776-0661 

Monday - Friday 8:30 to 8:30, Saturday & Sunday 8:30 to 3:30 
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 Using the Home Page Widgets 
 
 

News: Upon login, important news alerts will open automatically. You can Print or Close News. 
 
 
 
 
 
 
 
 
 
 
 
 DASHBOARD AND NOTIFICATIONS TIMELINE:    Your dashboard has a pop-out setting on  

the left side. Click the >> next to “Dashboard” and this will pop out the Notification timeline.  
Click << to Close. This timeline can be personalized by clicking on the Gear. 

 
          
 
          
 
 
 
 
 
 
  
 

 

 
 
 
 
 
 
 
 
 
 
 
 

Your Timeline allows you to see a custom view of 
your client’s activities. This keeps you in the know 
when it comes to your client’s actions in real time.  
 
Look at the timestamp in right corner. Click clients 
name for quick access to that contact. Click the 
address to open the full listing in another window. 
 
The 3 dots will expand to show the MLS number, full 
address, and the number of photos. 
 
Use the Gear to set the customization. You can 
Refresh the Timeline by clicking the arrows that 
make a circle.  
 



3  

 CUSTOMIZE DASHBOARD  
 

To customize the Dashboard click “Edit Dashboard”. Select the widgets you want.  
 “News & Alerts” cannot be turned off. You can expand or collapse them by clicking the up or down arrow  

on the right corner of the widget.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

        
     

You can reorder the widgets by 
clicking on the 2 lines seen in red.  
 
Click and drag these to reorder the 
widgets on your home screen.  
 
You can turn these off and on by 
flipping the left button. When green 
the widget is on and off when grey.  
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There are 15 widgets for quick access. You have a Quick Search, My Listings, Listing Data Checker  
and External Links to name a few.  

 
 

 
  
 
 
 
 
 
 
 



 

The client has 5 tabs below the portal header 

The Portal 
Your clients will use the Portal to view properties and reports. This tool is used for both buyers 
and sellers alike. Your client automatically gets a portal after you add them as a contact, and 
send them a listing. Set up a test client with a separate email address. Now you can explore 
the Portal from a client’s perspective. 

 

5 TABS IN THE CLIENT PORTAL 
 

1. Find a Home 2. My Searches 3. Favorites 4. Messages 5. My Agent 
 
 
 
 

 
 
 
 
 
 
 
 

3 

Tips 

Encourage your clients to save Favorites, Possibilities and Delete the properties they no 
longer want to receive. Also encourage them to write any notes directly on the listing. Send 
them Your Unlock MLS app for your on the go clients! 

Portal Header 

https://www.abor.com/unlockmls/app


 

Settings 
 
 
 

My Matrix > Settings     

Hover over the “My Matrix” tab from the 
Matrix navigation menu and select 
“Settings.” The following Matrix features 
appear in the Settings screen. 

 
 

Settings Options 

• My Information 
• Speed Bar Shortcuts 
• Team Settings 
• Hot Sheets 
• Custom Displays 
• Custom Exports 
• Portal Notifications Settings 
• IDX Configuration 

 

My Information 

The screens that fall under “My 
Information” allow you to update the 
contact information your clients will see 
on reports emails and on the client Portal. 

 
 
 
 
 

Visit all of the tabs that fall under My Information to make sure your contact information is correct, and  
your agent photo is uploaded in all applicable screens. Also set up your Portal Notifications under Settings to 
customize what activity you would like to be notified of



 

Portal Activity Notification Settings: Choose when and how you want to get notified when 
there is certain activity. You can choose Email, Text, and a Daily Summary Email and what 
actions you want to be notified on. You can choose both email and text. Next you will need to 
click on the blue link that says “Click here to edit your cellular information” 

 
 
 

1. 
2. 
3. 
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Put in your mobile phone number and Cellular Provider 
Click Send me a verification code 
Enter Code and “Save my cellular information” 



 

Header & Footer: Display a banner on the client’s portal or a header/footer on printed reports. 
Choose from the available packages, upload a custom image, or choose not to use a 
header/footer. The required image size for a Custom Header is 1600 x 120 pixels. 
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Upload a Photo 
here 

Change the color of 
different elements for your 
Portal Header 

Click “Select a different package” to change 
the header or upload a custom header. 
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Portal Profile: Under My Information in Settings select “Portal Profile”, then click on the blue 
line to expand and edit each subject. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Add Photo you would like displayed in Clients Portal 
2. Portal Greeting is the message you want displayed to all your clients 
3. Add a YouTube video for your client 

4. Add links to your client portal of you and your office’s listings 
5. Select the contact information you want displayed on your Clients Portal 

1 

2 

3 

4 

5 
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Adding Contacts 
Contacts (Add) 

Hover over the “My Matrix” tab from the 
Matrix navigation menu and select 
“Contacts.” 

Click “Add” on the Button Bar. 
 

From “Personal Information,” fill out all mandatory fields 
(indicated in yellow). If you are working with a couple you 
must put in both email addresses, separated by a comma. 

Note: Click “Show All Fields” on the Button Bar to enter 
additional contact information (optional). 

 
 

 
 
 
 
 
 
 
] 
 
 
Edit Contact: click the “Expand” icon            to open a section panel and view contact management options. 
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Speed Bar & Recent Searches 
 
 
 

 
 
 
• The Speed Bar is best used for an MLS Number or property address search. You 

can also search by shorthand criteria in the Speed Bar. 
• Use the “Help” icon  for tips on how to format shorthand search criteria. 
• Click the “Search” icon  to execute the search. 
• Use the following for a quick look-up.  

1. MLS# Search: 6883265 7214421 4941871 (with or without 
commas or just add a space between each MLS #) 

2. Address is: Only Street # and street Name. No suffix like drive, cove, ect… 
 

 
 

 
 
 
 
 
 
 
 
 

 
Recent Searches 
From the “Recent Searches” dropdown menu, located at the top right-hand side of the screen, 
select which search you would like to view results for. 

 
 
 

• The “Recent Search” dropdown lists up to 50 of your most recent searches. 
• The results displayed will be the listings found at the time the search was originally run. 
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Criteria Search Screen “Additional Fields” 

Searching in Matrix 
 

From the Matrix navigation menu, hover over the “Search” 
tab, select the desired property types from the dropdown list, 
and click on the link for the type of search to run. 

 
 

 
 

 

Tips 

1. Enter the Status & Sub Property Type. 
2. Select the Location. 
3. Enter price point and property features. 

 
Keep an eye on the “Matches” found as you enter criteria. 

• When searching by Price the (000s) check box 
300+ means $300,000 and over). 

calculates price in thousands. (e.g. 

• 
• 

• 
• 

• 

Use + or - to indicate greater than or less than (e.g. 5+ = 5 or more). 
Select multiple list options by clicking an item while holding down the CTRL key. 
Use the Help icon for a definition or square icon for search specific criteria 

field.ccddd Select the “Or” radio button for search results that contain any of your selected item(s). 
Select the “Not” radio button for search results that do not contain your selected item(s). 
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Adding Additional Search Fields 
 

The “Additional Fields” option is located at the bottom of the “Criteria” search screen, below the 
Button Bar. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• Use the Search option to narrow the Available Fields. 
• Select the field to be added and use the Add button to move it to the Selected Fields”. 
• To reorder the Selected Fields, use the Move Up and Move Down buttons. 
• The Back button will save your changes. 
• To edit your additional fields, use the Add/Remove link on the search criteria screen. 
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Map Search 
 

From the Criteria screen, click the “Map Search” link or on the “Map” tab. 
        

The map tools are located at the top of the Map screen. 
 
 
 
 
 

 
• Click and drag the map or zoom in and out to your desired location. 
• Use Drive time icon to filter listings based on real-time driving conditions. 

• Use the settings icon to save your preferred view as a default. 

• Use the re-center     icon to bring the map back to the default view. 
• Use the “Layers” icon                    to choose which of the following layers to activate. 

 
 
 

Click a section panel to expand. 
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• Use “Jump to Address” to pinpoint a specific address. This is helpful when locating  
the subject property for a CMA. 

• Using one or a combination of all four shape tools                                     to 
draw and isolate as many areas on the map as you like. 

• Each shape has a Red Dot associated with it that allows you to Delete, Include or 
Exclude the Shape. 

• Clear all shapes by clicking the “Clear Shape” icon. 
 

• View partial listing details by clicking on any listing marker icon  Click on the 
MLS# to view the full listing display. Use the checkbox to select a listing. 

 



 

Matrix X - Searching Taxing Records 
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Matrix X (Listing and Tax view) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Now you can see tax and listing data together 

10 Tabs: 
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Search Results 
 

To view the search results, click the results tab, located at top right-hand side of the search 
screen, or the results button, located at the bottom left hand side of the search screen. 

 
 
 

The following bullet points list the tools available, at the top of the Result screen, from left to right. 

• Click “Previous ∙ Next” to view the previous or next page of results. 
• ALL selects all listings, whether visible in the current display or not. 
• None deselects all selected listings. 
• Page selects only listings currently visible in viewport. 
• Change your display by selecting from the “Display” dropdown menu. Return to 

the single line view by clicking the “Single Line display” quick link. 
• To view TAX data, switch the “Display” to “360 Property View” or “Tax Grid” 
• Change the number of listings displayed per page by using the “at # per page” 

dropdown menu. 
• Save changes to your display and/or number of results per page by clicking the 

Settings   icon. 

The listing Information Icons, shown below, are located on the right-hand side of the Single Line display. 
 

View Photos - opens all photos available for that listing. 

  View Map – Provides a map with a Google Street View option. 
 

Property History – Provides a complete list of status changes and price changes. 

  Realist Tax – Opens the Realist tax report. 

 Centralized Showing Service – Click to schedule a Showing! 

 
ShowingTime – Click to schedule a Showing! 

 Transaction Desk Documents – Click to view, email or download all documents attached to a listing. 

 Transaction Desk – Allows you to make an offer for that listing. 

 Down Payment Resources – Provides a starting point to researching down payment assistant programs. This icon 
only appears when down payment resources are available for that property. 

 
Open House – Upcoming open house information. 

 
Virtual Tour – Appears when a virtual tour is available for the listing. 
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Search > Results/Map Scree n > Refine 

 
 
 

This is an example of 3 report pages that 
can be compiled together as a Quick CMA 
package. You can print, save, or email 
these pages from the Print option. 

Search Related Button Bars 
 

The Button Bar 
The “Button Bar” is located at the bottom left hand side of most screens. This guide explains the 
Search related Button Bars. 

 
Search Criteria Screen 

 
 

Clear: Removes all current search criteria. 
Count-on-the-fly: Displays a real-time number of matches based on the current search criteria. 
Map: Switches view to map and displays listings based on the current search criteria. 
Results: Switches view to results and displays listings based on the current search criteria. 

 
 

Search > Results/Map Screen> Actions 
 
 

 
 
 
 
Criteria: Return to the search criteria screen. 
Email: Email the selected listings as a link to a portal page. 
Print: Print the selected listing reports, print to pdf (save as pdf) or email pdf. 
CMA: Use the selected listings as comparables in a CMA. 
Directions: Create custom, turn-by-turn driving directions using the selected listings. 
Stats: Quickly create charted stats based on your selected search criteria. 
Export: Export the selected listings as one of several different file types. 
Quick Print: Print the Quick CMA or Single Line display. 
Cloud CMA: Export selected listings to Cloud CMA. 
Market Snapshot: Print a quick report with List vs Sold Price ratios and averages. 
Schedule a Showing: Select listings with CSS Showing Instructions to schedule showings. 

Quick CMA Customer Showing Report Multi-Map 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



18  

 
Search > Results/Map Screen> Refine 
 
 
 
 
View as: Select a name from the dropdown list to display which listings, if any, have already 
been sent to that particular contact. 
Narrow: displays only selected listings. Use the browser back button to return all listings. 

Discard: Remove selected listings. Click “Un-Discard”    to undo this action. 
Sort: sort listings by field order (unavailable on Map tab). 

 

Search > Results/Map Screen >Save 
 
 
 

 
 
 
 
 
 
New Saved Search: Save your search criteria to use again for a general search, or for a 
specific contact. You may also include your search as a favorite on the “My Favorite Searches” 
Home Page widget. Access all saved searches under “My Matrix > Saved Searches.” 
New Auto Email: Automatically send listings, based on selected search criteria, to a specific 
prospect at scheduled times. 
New Speed Bar Shortcut: Create a custom Speed Bar shortcut, based on selected search 
criteria, to use for quick search results. 

 
 

Search > Results/Map Screen >Carts 
 
 

 
 
 
 
 
Add to: Add selected listing(s) to cart displayed in dropdown list. 
View: View the listing(s) of the cart displayed in the dropdown list. 
Note: Listings added to a contact’s cart are not emailed to the contact or added to their Portal. 

Use the “Original Results” link, located at 
the top left-hand side of the Results screen, 
to return to the full list of original results. 



 

19 

Emailing Listings to the Portal 
 

Understanding how to email listings to a client’s Portal is an important part of taking full 
advantage of the Portal features. Emailing listings, in this format, allows you and your client to 
add notes to the listings. It also gives you the ability to track your clients use of the portal. 

 
 

Search > Results> Actions 
 
 

Tip 

In order to track a client’s use of 
the Portal you must add the 
contact to Matrix. Add a contact 
on the fly from here. 
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Creating an Auto Email 
 
 

The Auto Email will automatically send listings, based on selected search criteria, to a specific 
prospect at scheduled times or use the concierge mode to approve new listings before they are 
sent to a prospect. 

 
Click Save at the bottom left hand side of the results screen then click New Auto Email. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tips 

The Subject line will display as a 
Search Name 
on the client’s Portal. 

You can save a custom 
Welcome Email & 
Recurring Email template 
as your default by clicking 
on the GEAR icon. 

 



21  

Tips 

Make sure to also send yourself an 
alert notification by email. 

Favorite Searches are best used for 
personal searches you would like to 
watch rather than a client’s search. 

Auto Email Settings 

Concierge Mode 

 
 
 
 
 
 
 
 
 
 
 
 
 

• Enable “Concierge” mode to approve each listing before they are sent to the client. 
• Receive an email notification when listings need to be approved by selecting, “Also send 

me the alert notification by email.” 
 

 

 
Scheduled Emails 

 
 

• “Schedule” when this Auto Email should be sent. 
o ASAP: Emails are sent as soon as possible. 
o Daily: Emails are sent on the days you choose (including AM or PM). 
o Monthly: Emails are sent on the first of the month at midnight. 
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Managing Auto Emails 
Use the Auto Emails screen from the “My Matrix” tab to edit and view information regarding your  
saved Auto Email searches. 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
Click on the “Subject” (search name) to access the editing options. 

The “Settings” option allows you to change the auto-notification subject, message & frequency or enable a 
disabled Auto Email. 

The Criteria will allow you to adjust the original criteria and update it to anything new 

The Resend Welcome (email) option is available for one time use if the client lost the original email 
 
 
 

Activated – The client is active in viewing the results for this search. 

Inactive – The client has never viewed the results for this search. 

Disabled – The client has unsubscribed from this search, has not viewed the results 
for 90 days or the agent has disabled the search. 
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