M R I\/l I_S MATR |X How to Update Your Contact Information

Your contact information is one of the most valuable information you can provide to MRMLS
members. MRMLS Matrix uses this information and displays it on reports and displays. You have the
ability to update your contact information anytimel
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Input
Use this page to input into Matrix. To Add or Modify a listing click the appropriate WgTo quickly modify
L] one of your own listings, select from the Quick Modify drop down list. To access your (Mgiously saved
entries click Partially Completed Listings.

Log into MRMLS Matrix and click the Add / Edit Listings

2dd New or Modify Existing Residential

2dd New or Modify Existing Residential Income
w or Modify Existing Residential Lease
w or Modify Existing Business Opportunity
w or Modify Existing Commercial/Industrial
w or Modifv Existing Commercial Lease
w or Modify Existing Land/Lot

Under Roster section, type your User ID in the Rosters /

Add New or Modifv Existing Agent Roster
Quick Modify dialog box.

Add New or Modifv Existing Office Roster

Quick Modify: |-- Roster ID -Modify |

S_'l'_ep_s_; Modify Agent

Click the modify action you wish to perform.
Click on Change Contact Information to
update your Contact Information or Preferred
Contact Order.

Select Form

Change Contact Information I

N

In the Change Contact Information Page, you can update Telephone Numbers, Email Address,
Website and your Preferred Contact Order. Click Submit Agent when you are done.

Change Contact Information
Contact Information
PublicID:NIENN Name:JEN ANEN

Direct Office Phone: Cell Phone: Preferred Contact Order:

w IQDQ-859-204D ext @ @ [505-555-2048 The preferred contact order will control which phone numbers

appear in the Roster. You may select up to 6 contact options.
Selecting no contact options will leave only your office’s phone
Home Phane: Fax: and fax for other members to see.
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