Matrix How to...

Click the expand collapse arrow next to your name 9

Select “Settings” 9

Click "My Information” i

Click "Email Signature” 9

Type or paste an email signature in
the text box 9

Create an Email Signature
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My Information

Manage personal branding and options

Hot Sheets
Number of Hot Sheets: 20

Portal Notification Settings

Number of Notifications: 11

Information Header & Footer CMA Cover Sheet Email Signature Portal Profile

This page allows you to set your email signature, which is added to the b of emails you send from

Matrix.
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Note: Hover over icons on the tool bar to learn what they do

Use the &=
Use the G
Use the A-

When finished click ”Save"kg)

8 icon to create an active link
9 icon to upload an image

@ icon to change font color
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For additional support contact

8/30/2023 11:15 AM Customer Success: 303.850.9576
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