ma'l'_rb( Adding an Open House in Matrix

LISTING INPUT

1. Click on the '‘Add/Edit’ tab in Matrix to begin & then enter a listing number to edit in the
‘Quick Modify’ section up top and select ‘Edit'".
You may also start from the home page under My Active Listings and then select the listing you
want to edit and then click on Edit.
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2. Select 'Open Houses’ from the list of choices.
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3. Enter all the Open House info for that property. Here are a few tips:
a. Open House Type
e MLS Wide means that any member of the MLS can tour the house (Broker Open).
¢ Office would mean only the Listing Office will see tour and can tour the house.
¢ Public means anybody is welcome.
b. Start Time/Ed Time
Be sure to toggle the am/pm options in the Start Time and End Time fields.
c. Delete
To remove an Open House notice, click on Delete and then don't forget to Submit.
Note — you may need to contact the MLS to get the notice to stop showing on the
REALTOR Full and other displays.
4. Click on Submit Listing to post the Open House.
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