
This quick link will allow you to edit 
your email signature. This will change 
your email signature across the system 
not just for one email. 

Sends an email to the client regardless of time. Beware: 
This means that if a listing goes live early in the morning or 
late at night, the client will get notified 

Allows you to specify if you would like to have the client get 
their auto emails on a certain day. If you choose the morning 
options, the emails typically go live at approximately 8 am. If 
you choose PM, these typically go live around 5 or 6  PM

Allows you to specify a particular client that is already in 
your contacts. 

Allows you to add a new client. Filling out the form will 
generate a new contact card for this client. Through this 
page you can enable reverse prospecting. If you click 
“more” you can add more fields like address or can mark 
the client as mortgage pre-approved

Allows you to BCC yourself to a listing.  

Allows you to request texting for your client. They will get 
the opt-in request via email

Under this tab you will be able to customize the initial 
email sent to the client. If you want to save the drafted 
email as your new default welcome email, click the gear 

The gear will allow you to save your current email as your 
new default auto email. The gear will also allow you to 
reset the welcome email to the system default message

This quick link will allow you to edit your email signature. 
This will change your email signature across the system 
not just for one email. 

Under this tab you will be able to set a recurring email 
message for your client 

This will allow you to enable or even disable your auto 
email without deleting it. 

Selecting this will add this clients search to your Matrix 
home screen

Selecting this will enable concierge mode. This will allow 
you to approve each listing before it is sent to your client 

Clearing this checkbox will hide this contact in ALL reverse 
prospecting results, not just results for this auto email.
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