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Auto Emails are created by an agent for clients who wants to receive automatic email notifications of 
listings that match their specific criteria.  Your client has the option to select listings as Favorites, 
Possibilities and Unwanted properties. Follow the instructions below to view your client’s selected listings 
in an Agent display format. 
 

Step 1: Go to My Matrix tab and click the Contacts link. To view or edit all items associated with that Contact; click 

the Contact’s name or the triangle icon  to the left of the Contact’s name.  Then click the Auto Email link to view your 
client’s Favorite, Possibilities and unwanted listings in an Auto Email.   
 

 

Step 2:  Select the Auto Email name and click on Full Search to retrieve all listings that match your search criteria. 
 
Note: In the Status column, the green check mark means the Auto Email is active and will tell you the next send.  A 
yellow check mark means waiting activation and red check mark means the Auto Email disabled.  
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Step 3:  The Full Search gives you the ability you to view the listings your client has placed in the Favorites , 

Possibilities , or Discarded  folder.  Click on the number to the right of the icon to view listings in their 
respective folder.   You can click on the ML# to view listing in Agent Full Single display. 
 
Note:  For Customer view click on the link Open Portal.  The Portal takes you to a Read Only mode of the 
Customer View and you are able to see the listings the customer has in the Favorites, Possibilities, or Discarded 
folders. 

 

Step 4 A: After you have selected to view 

Favorites, Possibilities or Discarded you have 
the ability to change your display to view 
Agent or Customer display.  Click on the 
Drop down menu to make your selection. 
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Step 4B: In this example we have 13 listings in the Favorites folder. To print your client’s listings, select 

the listings and click the Print Report button at the bottom of the search results to select report options. 

 

Step 5: Select the report option you would like to use.  To choose multiple reports hold down the CTRL key and click 
the reports. You have the option to Print or Email the report.  

Note: Agent Full, Agent 1 page, and Agent Book Report cannot be emailed they are disabled.  

 


