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Hover over “My Matrix”

Select “Auto Emails”

A list of all your Auto Emails will present

Matrix How To 

Interpret the Auto Email Dashboard
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The Auto Email Dashboard presents information at a glance

Checkbox 

Click in the checkbox         to activate the button bar

Expanding / Collapsing 

Auto Emails

Click the drop down 

arrow to 

activate the button bar. 

To collapse the button 

bar click on the arrow 

facing up
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Status

indicates that the client has been active in their client portal

indicates that the Auto Email has been disabled

indicates that the client has not yet activated their client portal

Note: An Auto Email can be disabled by the agent, client, or the system

Subject

The title you assigned to the Auto Email

Contact Name

Indicates the client’s name that is assigned to each Auto Email

BCC

Indicates you blind copied yourself on the Auto Email
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Schedule

Indicates the Auto Email is being sent to the client

Concierge

Indicates the number of properties that need your prior approval before they can be sent 

to the client

Portal Visit

Specifies the last time the client was active in their client portal
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