
Matrix How To  

Generate a Weekly Seller Report  

 Log into “Matrix” and click the “Connect”        tab 

 

 

 

 

 

 

 

 

 Click “My RECOLORADO 

LISTING METRICS” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click “Listing Stats”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Matrix How To  

Generate a Weekly Sellers Report   

 

 Click on the desired property address 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 A Seller Report will present 

 

 

 Next to “Send a weekly report to the seller” click the “here” button   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Matrix How To  

Generate a Weekly Sellers Report   

 

 

 Complete the “Report Delivery” form  

 

 

 

 

 

 

 

 

 

Note:  

 

Be sure to edit the 

Greeting line  

 

 

 

Check “Active”              

to schedule delivery of 

weekly report  

 

Uncheck “Active”          

to halt delivery of weekly 

report  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click “Submit” 


