Matrix MLS Pro
Custom Displays
Want to quickly build a custom Single Line Grid Display?
Rather than add, remove and re-order Grid columns one-at-a-time within the grid itself, why not
manage multiple fields together by choosing to customize your Grid from the “Custom Display” feature
found in the “Settings” section.

Select the property type from the drop-down menu.
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Select Edit.

Note: When selecting the property type form, only Residential has a default custom display name,
‘SF Display’ as pictured above. To add additional Residential custom displays click the ‘Add’
button. From there you can name your custom display and select the fields you’d like to include.
Keep in mind. No default fields will be selected so you will be starting from scratch & adding all
the desired columns.
As pictured below, build the custom display by following these steps:
1. You may change the name of the custom display in the yellow field.
2. Select the fields you wish to add the custom display from the Available Residential Columns
box by highlighting the desired column title.
3. Click the ‘Add’ button to add the column to the Selected Columns box. You may select
multiple columns by holding down the ‘Control’ key on your keyboard if using a PC or hold down
the ‘Command’ key if using a Mac.
4. You may change the order of the columns in the custom display by highlighting the column title
and clicking the up or down button.
5. You may change the name of the column title by highlighting the column in the Selected
Columns box. The column title will appear in the Label field. You may delete the title in the
Label field and give the column a new name.
6. 6. Click the ‘Save’ button.
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You may create as many custom displays as you like. Some recommendations are:
▪
▪
▪

SF HOA – add all HOA fee columns
Condo – add all Condo fee columns
CMA- add desired columns for comparing properties when searching for comps.

Customizing Market Watch & Hotsheets
Market Watch – This tool tracks changes to your market area over a specified time. You have a Market
Watch for each type of property classification (residential, commercial, rental, etc.), and can set the time
frame to 24 hours, Today, 3 days, or 7 days.
▪
▪

By default, the Market Watch pulls all MLS status changes over that time frame, but if you click
customize, you can set a specific market area.
Under the Market Watch widget, you can click on each type of status change to see the new
listings, price decreases, recently pending listings, recent sales, newly expired listings, etc. for
your area over the time frame you select.

Hot Sheets – Similar to Market Watch, Hot Sheets also allow you to track changes to your market area.
However, instead of focusing on a particular status change type for a single market area, Hot Sheets give
you a master list of all status changes for up to 10 market areas.
▪

▪

▪

As a default, you have a Hot Sheet for each type of property (Residential, Commercial, Income,
Vacant Land, Rental, and Cross Property). By clicking "Customize", you can rename, edit, or
delete existing Hot Sheets and create new Hot Sheets. To create a Hot Sheet, once you go to the
Customize link, select "Add".
Choose the type of property for the Hot Sheet (Residential, Vacant Land, Rental, etc.), and then
name the Hot Sheet. Once the Hot Sheet is named, then click "Edit Criteria" to program the Hot
Sheet for your market area. When finished, click "Done".
Once you are back on your main page in Matrix, go to the Hot Sheets widget and select your
newly created Hot Sheet and desired time for a list of changes.
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Team Settings
If you work with a team, assistant, or office administrator, you may want to use the Team Settings
option in Matrix. In Matrix Settings…

Click the ‘Team Settings’ link to manage permissions for team members to create new listings, send
email, CMA’s, or perform other functions in your account under your identity or on your behalf.

Click the ‘Click Here to Create a Team’ link.
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1. Enter the team members ID.
2. 2. Click the ‘Find’ button.

Choose if this team member
should impersonate you when
communicating with your contacts
or if emails should be sent by them
but on behalf of you.

Click the ‘Add’ button.
Note: Click the ‘Set a Formal Team Name’ link to customize your team name (optional).
Note: To access your team leader’s system, click your name in the top menu, then select your team
leader.
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IDX Configuration
In Matrix Settings, as see pictured above, click the ‘IDX Configuration’ (Internet Data Exchange) link to
manage how property searches should within an existing webpage.

From the ‘ IDX Configuration’ section, either select the name of an existing IDX page to manage or click
‘Create a new IDX page’ then add a unique name for the one you would like to create.

Form Selection
Choose one of the following IDX forms to include on your website.
Search: Select the ‘Search’ option, then from the ‘Search Form’ dropdown list, choose which Search
Criteria form to display on your webpage. Select how you would like your results displayed by choosing
from the ‘Display’ dropdown list.
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My Listings: Select the My Listings option, then, from the ‘My Listings’ query dropdown list, which
listings to display on your webpage.

Map Search: Select the ‘Map Search’ option, then, from the ‘Search Form’ dropdown list, which search
form criteria to display with the map.

Map Area
When including a Map Search IDX on your webpage, specify if you would like to set any search area
restrictions on your initial map view.
Note: The ‘Map Area’ section will only appear when the ‘Map Search’ option (in the ‘Form Selection’
section) is selected.
Do Not Specify a Map Area: Select
this option to remove any
restrictions place on where a user
may search on the map.
Restrict Searches to a Specific Map Area: Select this
option to restrict users from searching outside the map
area that you specify. Click the ‘Set Map Area’ link to
open the map, select a shape tool to select an area.
Delete the area by hovering over the shape’s red dot,
then click the ‘Delete Shape’ link. Your selection also
sets the initial map view.
Specify an initial map view. Users are free to search
outside this area: Select this option to set the initial
map view. Click the ‘Set Map Area’ link to open the
map, then, from the map, select the shape tool to
select an area. Delete the area by hovering over the
shape’s red dot then click the ‘Delete Shape’ link. Users may still search outside the selected area.
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Activation
Activate or Disable the IDX on your website.
IDX Enabled: Display IDX on your webpage.
IDX Disabled: Hide IDX from your webpage.
HTML: Copy and paste the generated <iframe> directly into your webpage. If you’re unfamiliar with
coding, simply create a webpage by saving the following example text as, ‘myidxhtml’ (be sure,
however, to replace the <iframe> with the one that was generated in Matrix.

Referring Page: The page that referred visitors to your IDX.

Other Options
Offers additional IDX functionality depending on which IDX form is selected.
Style: When selecting ‘Search’ or ‘My Listings’ from the ‘Form Selection’ step, you are offered the
following options to help integrate the IDX with your website’s color scheme. You may change the
default colors by clicking on each color selection to open a color wheel.

Sign-Up Form: When selecting ‘Map Search’ from the ‘Form Selection’ step, you are offered the option
to allow users to sign-up, from your website, as a new Matrix contact.
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Select the ‘Include Sign-Up Form’ checkbox then either use the default sign-up message or write one of
your own.

Click the ‘Preview’ tab (on the top of the screen) to display how your Search, Listings, or Map IDX will
appear on your webpage. Use the button bar to save delete the current IDX or click ‘Save’.
Search Criteria Page Example Note: Example of search criteria a user can choose.
Map Search Example

Note: This page will have the same finality as the Customer Portal.
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Stats in Matrix
From the Matrix™ navigation menu, select, ‘Stats’. Select the ‘Presets’ tab.

Presets
Click the ‘Presets’ tab. Click a Preset
statistic link. Select criteria from the
‘Search’ tab adjacent to the Preset links.

Tabs

Select an Action.
▪
▪
▪

Print: print the generated stat.
Email: email the generated stat.
Generate: generates a stat using your
current criteria.

Select a ‘Tab’ to view your stat either as a
chart or in data rows.

NOTE: When generating a stat from, “My Presets” you will be given the option to use your current
criteria or the criteria that was originally saved with the preset.
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Customize
Select the ‘Customize’ tab.
Select your custom stat settings.
Time Frame: a collection of preset
time frame options – including custom.
Statistic: a collection of stats to
generate.
Group By: groups stats on a chart
according to your selection.
Advanced Options: enables the ability
to include an additional stat.
Style Options: enables the ability to
add custom styles to the chart.
Select criteria from the ‘Search’ tab.
Select an action.
▪
▪
▪
▪

Print: prints the generated stat.
Email: emails the generated stat.
Clear: clears the current stat settings.
Generate: generates a stat using your current criteria.
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Save
Select a tab to view your stat either as a

Chart or in

Data rows.

After adding your criteria to a, ‘Preset’ or
‘Customize’ stat, select the ‘Save’ tab.
Select your custom stat Save settings.
▪
▪

▪

Name: rename your custom stat
(optional).
Save Search Criteria with Preset; saves
your criteria along with this custom stat
(optional).
Show on Home Page Stats Widget;
includes this custom stat in the
Home Page Stats widget.

Select an action
Save: Saves the current stat as a preset
or overwrites the preset with the same
name.
Save a Copy: make a duplicate of the
current stat.
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Short Cuts
Are you constantly having to add the same criteria to many of your searches?
Create your own custom Search form by adding only the Additional Fields that you typically use most
often.
Save commonly used criteria as a default so that each time you use that search form, your saved search
fields are ready when you are.
Once you’ve added all the fields you use click the settings (gear) icon, as seen below, then select, ‘Set
currently selected search criteria as my starting default.’

Want to quickly add a date, or date range, to your search?
Use the following date shortcuts to avoid using the calendar.
Specific Date: 02/12/2021
Before a specific date: 02/12/2021 –
After a specific date: 02/12/2021+
Date Range (dynamic) 10-20 (between 10 and 20 days ago
Date Range (specific) 01/12/2021-02/12/2012
Last 30 Days: 0-30 or 30+
Before the last 30 days: 30-
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Want to enhance your text field searches?
Use a combination of any of the following symbols, in any text field, to enhance your Matrix™ searches.

Want to use a diﬀerent default display when generating search results?
From the search results, choose your preferred Display from the dropdown list then click the ‘Settings’
icon to set it (plus the current sort order and, “per page” count) as your new default.

Do you, or your customer, only want to view certain information printed on your Single Line?
Customize a Grid by clicking on a column to insert additional fields or resize, reorder, rename and
remove the existing ones.
Bonus Tip: for future use, name, and save, your Custom Grid by clicking the ‘Manage Display’ icon.
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Want to sort results according to distance from a specific point-of- interest?
Use the map radius tool (or Criteria section’s POI textbox) to first isolate the listings within a set radius.
Then, from the Single Line Results Grid, click the ‘Distance’ column header to sort how far a listing is
located from the center of your radius.
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