
 

Turning Saved Searches  
into Auto Emails 

Saved Searches allows you to store search criteria for you clients in the CRMLS Matrix Platform.  These 
saved searches can then be quickly turned into Auto Email notifications for your clients. The system will 
automatically send any updated listings to your clients through the Auto –Email notification system. 
 
Step 1:  Click the My Matrix tab and select the Saved Searches link under Contacts.  

 

 

Step 2:  Locate the Saved Search you want to turn into an Auto Email notification and click the  triangle to 
expand the saved search options.  

 

 

 

 

 

 

 

Tip: 
You can filter your Saved Searches using the Filter Saved Searches drop-down menu at the top right side of the Saved 
Search page.   

 

 



 

How Enable an Auto-Email 
From A Saved Search 

Step 3:  Click Settings. 

 

Step 4:  Click Turn this Saved Search into an Auto Email. 

 

 

 

 

 

 

 
 
Tip: 
You can also display this search on the Home tab in the CRMLS Matrix platform by clicking the Enable as Favorite 
Search on Home tab checkbox. 

 

 



 

Step 6:  The Auto Email has been created for your 
client.  Click here for a Quick Reference Guide on  
managing Auto- Email Notifications. 

 

Step 5:   

1. Select an existing contact in the Contact drop-down 
menu or click Create a New Contact.  

2. Enter a Subject for the auto email. 
3. If you would like the system to notify listing agents 

when the system sends one of their listings to your 
client, click the Make available for Reverse 
Prospecting checkbox. 

4. Select Scheduling options for Auto Emails being 
sent to your client. 

5. Click Save to save your changes and to enable 
the Auto Email. 

 

 

 

How Enable an Auto-Email 
From A Saved Search 

 

http://www.imrmls.com/reference/QRGManagingAutoEmail.pdf�

