
Matrix How To  

Sort the Auto Email Dashboard  
 

 

 Hover over “My Matrix”  

 

 Select “Auto Emails” 

 A list of your Auto Emails present 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click on a blue column name  

 The column will reorder numerically or alphabetically  

 Click again to reverse the sort order  

 

 

Use the “Search” field          to locate specific Auto Emails  

   

 Click in the “Search” field 

 Type the desired auto email name or a part of the name  

 Press “Enter” on your keyboard   

 Auto Emails that meet your criteria present  

 To return to a complete list, delete all information from the search field 

 

 

Use the “Filter” drop down         to sort your list by type  

    

 Click the drop down arrow next to “Choose a Filter”  

 A list of filters presents  

 Select the desired filter name 

 You will see only the Auto Emails of interest  

  

Note: to return to a complete list of auto emails select 

“Choose a Filter” from the filter drop down  


