
MATRIX™
Course handbook

learning@lstar.ca



CONTENTs
INTRODUCTION ( 5 min )

MODULE 1

Discovering Your Dashboard ( 20 min )

MODULE 2

My Matrix™ Tab ( 20 min )

MODULE 3

Performing Searches ( 30 min )

MODULE 4

Creating Auto Emails ( 20 min )

MODULE 5

Creating a CMA ( 30 min )

ADDITIONAL INFORMATION

What Each Status Means
What Is Available and/or Mandatory
List of ITSO Members



3 

MATIRX™
Purpose
To give Members and Brokerage Staff the training and confidence they need to work with Matrix™ 
as part of their daily business.

Duration
2.5 hours

Course Goals

 Discover the  widgets on the main dashboard and how to customize them for  personal use.
 Explore tabs in  “My Matrix™” and their functionality.
 Perform a search by using maps and various search criteria.
 Learn how to customize searches for personal use.
 Create automatically generated emails for your buyers.
 Learn how to decipher symbols  used in portals.

Resource Links for Class
Matrix™ application should be open for class.
City of London Zones Map  http://lstar-education.com/images/London-Map/London_Map_Front&Back.pdf

http://lstar-education.com/images/London-Map/London_Map_Front&Back.pdf
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Module 1   (20 min)
Discovering your Dashboard
1. Explore the following tabs along the top of 

screen:
 My Matrix
 Search

 Roster Search
 Links
 Add/Edit

 Market Reports
 Tools (WEBForms®, GeoWarehouse®, 

Intra Matrix)

NOTES
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Module 1   (20 min)
2. Learn how to customize the Dashboard by 

moving, collapsing and expanding the widgets.

3. Learn how to customize Market Watch and Hot 
Sheets, while reviewing the purpose of each.

NOTES
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MODULE 2   (20 MIN)
My Matrix™ Tab
1. Examine each element of My Matrix™ tab,  

paying attention to:

 Settings

 My Information

 Auto Emails  

 My Listings

2. Review briefly:
 Contacts

 Sent Email

 Saved Searches

 Add/Edit - find out where to update your REALTOR.ca 
profile

NOTES
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MODULE 3   (30 MIN)
Performing Searches

1. Learn how to complete the criteria page, 
including searching by remarks.

2. Search using the map function.

3. Learn how to customize the columns for 
personal use.

4. How to send multiple properties to 
BrokerBay®.

5. Learn how to print, save as a PDF, or email a 
listing.

NOTES
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MODULE 4   (20 MIN)
Creating Auto Emails for Your 
Buyers
1. Learn to create an Auto Email for a buyer 

starting with a search:

 How to edit an Auto Email
 How to enable a disabled Auto Search  
 How to delete an Auto Email

2. Identify when buyers express interest in a 
property by the icons (heart, lightbulb, note)

3. Ensure the notifications get set up in Portal 
Notifications under Settings/My Matrix™, 
allowing you to receive the portal notifications 
automatically from your buyers

NOTES



9 

MODULE 4   (20 MIN)
 Complete a search for your buyer

 Select – "Results"

NOTES
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MODULE 4   (20 MIN)
 Click on “Save”

 Select – “New Auto Email”

NOTES
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MODULE 4   (20 MIN)
 Fill in the details indicated in yellow

 Save

 You have now created an auto-email

NOTES



12 

MODULE 5   (20 MIN)
Creating a CMA
(Comparable Market Analysis)

1. Learn how to use the wizard to create a CMA from 
a search:

 Identify the other ways to start a CMA (Cart, My 
CMAs)

 Be able to recall and delete a CMA  

 How to print, edit, and email a CMA

NOTES
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MODULE 5   (20 MIN)
How to Create a CMA

 Use criteria to search for comparables for your CMA

 Select – "Results"

NOTES
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MODULE 5   (20 MIN)
 Choose the listings that complement your subject 

property

 Click on "CMA"

NOTES



15 

MODULE 5   (20 MIN)
 Complete the CMA using the Wizard

 Select the contact or create a new one  

 Work your way through each tab

 Then save

NOTES
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ADDITIONAL INFORMATION
What Each Status Means
Active
The listing is on the market and an offer has not been accepted.

Conditional Continue to Show
This status is used to indicate that there is an accepted offer.  However, the conditions are still to  be fulfilled and the 
seller instructs the listing brokerage to continue with showings. This status is treated as active to third-party 
destinations.

Conditional No More Showings
This status is used to indicate that there is an accepted offer.  However, the conditions are still to be fulfilled and the 
seller instructs the listing brokerage to discontinue with showings. This status removes listings from third-party 
destinations.

Pending
An offer has been accepted by the seller and all conditions have been fulfilled, but the closing date is in the future. 
The listing is no longer on the market. Any amendments to the sale terms must be reported to the Association.
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ADDITIONAL INFORMATION
Suspended
The listing agreement has been suspended from the MLS® System, but a contract still exists between the seller and 
the listing brokerage. No showings or marketing can occur on a listing when it is suspended.

Closed
The purchase agreement has been fulfilled or the lease agreement has been executed.

Expired
The listing agreement has expired.

Cancelled
The listing agreement between the seller and the listing brokerage was terminated prior to the expiration date. No 
showings or other forms of marketing permitted.
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ADDITIONAL INFORMATION
What is Available and/or Mandatory

NOTES
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ITSO Member Associations

 Barrie and District Association of REALTORS®

 Brantford Regional Real Estate Association

 Guelph and District Association of REALTORS®

 Huron Perth Association of REALTORS®

 Kawartha Lakes Real Estate Association

 Kingston and Area Real Estate Association

 London and St. Thomas Association of REALTORS®

 Mississauga Real Estate Board

 Niagara Association of REALTORS®

 North Bay Real Estate Board

 Peterborough and the Kawartha Association of REALTORS®

 Quinte and District Association of REALTORS®

 REALTORS® Association of Grey Bruce Owen Sound

 Simcoe and District Real Estate Board

 The Lakelands Association of REALTORS®

 The Oakville, Milton and District Real Estate Board

ADDITIONAL INFORMATION
MEMBERS OF ITSO

https://www.itsosystems.ca/members-of-itso

 Waterloo Region Association of REALTORS®

 Woodstock Ingersoll Tillsonburg & Area Association of REALTORS® 


