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Course Description  
Unlock the potential of Matrix MLS with our foundational course designed for 
new realtors or those seeking to refresh their skills. This introductory class will guide 
you through the essential features of the Matrix MLS platform, ensuring you feel 
confident and prepared to utilize its tools effectively.  

By the end of this course, you’ll be ready to take on more advanced Matrix MLS 
classes, equipped with the foundational knowledge needed to enhance your 
real estate practice. Join us and start your journey toward mastering Matrix MLS! 

Objectives 

• Change dashboard view 
• Access Matrix Quick Start Guide 
• Setup your profile in Matrix 
• Edit your portal header and email signature 
• Edit portal notification settings 
• Add contacts to Matrix 
• Access MLS Rules 
• Explore Geo-Market Areas 
• Explore Realtor Listing Distribution Graphic 
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Matrix help- In the top right corner of the screen you can see your name with a 
drop-down arrow. This area is loaded with great info and tools! You can toggle 
off the classic mode dashboard to see a more modern widescreen dashboard! 

 

 

 

Settings is a short cut to change your info in Matrix. 
Help will take you to the informational videos and a 
manual designed by Corelogic. 
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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 with 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 see real time 
notifications like portal activity, status changes and so much more! You can also change the order and 
de-select widgets change their order. 

 

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 you are seeing 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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The ‘My Matrix’ Menu  
Summary – Settings – My Information  
1. From the Matrix navigation menu, hover the "My Matrix" tab and select “Summary". Scroll 

down below contacts and my listings to select “Settings”, then “My Information”. 
2. My Information: update your roster information as you would like it to appear in the following 

Matrix features:  

a. Information: click the "My Information" link to pre-populate how your contact 
information will appear in the following Matrix features. Click the "Override" checkbox 
to override any associated Roster information, then click "Save". Anything entered in 
an override box will revert to previous info at midnight. To make any changes 
permanent call member services to make a change. 
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b. Header & Footer: used to brand printed reports, agent webpages and the Client 
Portal.  

 
  
   

c. CMA Cover Sheet: manage how you would like your contact information 
to appear on a CMA cover page. Click on the "Override" checkbox to 
override any associated prepopulated information, then click "Save".  
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d. Email Signature: add your photo, text, as well as any links, then click the "Save" button 
to include this signature on all outgoing messages sent by you, or on your behalf, 
from Matrix.  

 

e. Portal Profile: manage the Agent information that you would like to display on your 
Client's Portal Welcome page. Select, as an option, an Inventory checkbox to 
include your current listings, or your office's current listings, to the Portal information 
section, then click "Save".  
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3. My Matrix – Summary- Settings - Speed Bar Shortcuts: manage existing Speed Bar Shortcuts 
by clicking on your custom shortcut name.  

4. My Matrix – Summary- Settings - Team Settings: manage team members by allowing them to 
create new listings, send CMA's, Reports and email under your identity or just to work on your 
behalf.  

5. My Matrix – Summary- Settings - Custom Displays: from the "Available Columns" list box, first 
select which fields you would like to appear on your custom results display, name your 
custom display, then click "Save".  

 
Contacts - Adding  

1. From the Matrix navigation menu, hover over the "My Matrix" tab and select "Contacts".  
2. Click "Add" on the Button Bar.  
3. From the "Personal Information" modal pop-up, fill out all mandatory fields.  
4. Additional option fields can be viewed by clicking the "Show All Fields" link on the Button Bar.  
5. Click "Save" on the Button Bar.  

  
Contacts - Managing  

1. View number of "Contacts" displayed.  
2. Search for contacts by name or by filter.  
3. Click the "Expand" icon to open a section panel. Click the "Collapse" icon to close a 

section panel. Click the "Collapse All" icon to close all subsection panels at once.  
4. Manage Contact  
5. Expand to view, or manage, the following items.  

a) Portal Activity: view a timeline of this contacts most recent Portal activity.  
b) Portal Searches: view the results of custom searches created, and saved, in the 

Client Portal.  
c) Auto Emails: manage each of the Auto Emails created for this contact.  
d) Saved Searches: manage each of the saved searches created for this contact  
e) CMAs: manage each of the CMAs created for this contact.  
f) Sent Email: view a collection of recent emails sent to this contact.  

6. Click a number to view listings that are stored in this contact's cart, grouped in 
their favorites/possibilities/discards folder, or display a collection of 
sent/received listing notes.  
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The Client Portal  
The Client Portal is a website that contains all the property results found by 
creating an Auto-Email.  

 

 
  
The activity of all contacts can be accessed from the Matrix navigation menu. 
Hover the "My Matrix" tab and select "Contacts".  The columns on the right side 
of the screen indicate listings the client may have marked as a favorites, 
possibilities, or discards.  
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Portal Notification Settings  
To be notified of client activity on The Portal, you must enable notifications.   
Hover on the “My Matrix” menu then click “Summary” => “Settings” => “Portal 
Notification Settings”.  Check the options that best suit your needs.  The 
selections will affect all Client Portals.  

  
  
   

MLS Rules and Regulations 
Locate the External Links Widget on your Matrix Dashboard, the links in this widget will open to a PDF 
document. Open both MLS Rules and Regulations and Top MLS Rules to Remember. As an MLS 
subscriber you should be aware of all MLS rules. 
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Realtor Listing Distribution Chart 

 

Geo Market Area 
Realtors and consumers should be aware of the geo market areas, to better facilitate effective searches. 
This information is available on www.HAR.com under the Explore option on the top navigation, and in 
Matrix External Links. 

 

 

https://www.har.com/texasrealestate/?tab=mktarea
http://www.har.com/

