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In this session, you will explore how to personalize your searching and reporting 
experience within Matrix. You'll learn how to set default settings for property 
classification searches and interactive maps, as well as how to create custom displays 
for your search results. By the end of the course, you'll have the tools to tailor Matrix to 
better fit your workflow and enhance your efficiency. 
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To begin the course, you must access the Matrix platform.  Once you are logged into 
your Stellar Central, you can access Matrix via the Favorite shortcut on the left-hand 
favorites menu, or by selecting Products and Services, then Stellar Products.   
 

 
 
 From there, you will see the Matrix product tile to the right of the menu.  To launch the 
product, simply select the Access this Tool button in the bottom left corner of the tile.  
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This will bring you to the Matrix dashboard and ready to get started with the course 
curriculum.  Let’s dive in and explore some ways to streamline your daily work.   

Setting Search Defaults using the Search Form 
 
Setting search defaults within Matrix is a great way to save time when you are working 

in a particular area.  You can set the defaults using any of the search criteria available 

on the property classification search form.  It is important to note that it is necessary to 

set your defaults separately to each property classification search form that you wish to 

have them set to.  The default settings do not transfer from one search form to the other 

or from one property classification to another.  For example, if you set a default on the 

Residential property search, it will not carry over to the Income property search.  

To set selected criteria as your starting default, you will first want to select the type of 

search form you would like to use.  Next, you will select the desired criteria you wish to 

make your defaulted options.  After selecting the criteria you would like to set as your 

starting defaults, you will use the gear icon located in the upper right corner of the 

search form found under the results tab.  Once you select the gear icon, you will choose 

the option that states, “set currently selected search criteria as my starting default”.  

This will lock in the currently selected criteria as your starting search defaults each time 

you begin a new search using that search form.   
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You can reset back to the system default settings at any time.  You will select the same 
gear icon and choose the option that states, “Reset to System Search Defaults”.  This 
will revert to the original search defaults. 
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Setting these defaults can assist in streamlining your search process and save you time 
in the long run, however, these should ultimately be used when working in one 
designated location/area.   

Setting Search Defaults using the Interactive Map 
 
Setting your search defaults can also be accomplished using the Interactive Map.  Once 

you have determined what criteria you want to select for your search, it’s as easy as 

setting a specific map view when viewing results.   

You will first want to add the criteria to your search form that matches the properties you 

are looking for without adding in a specific location.  You will then access the Map tab 

along the top right side of your search form.  
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When opening to the map tab without selecting a specific area, the map will populate to 

the entire Stellar MLS coverage area.   

 

 

To select a particular area, use the Jump to Address function.  You can select a desired 

search area in two different ways.  First, you can type in a specific address into the 

Jump to Address search bar.  This will place a location marker onto the interactive map 

for that chosen location. 
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Once the location marker has been placed onto the map, if this is your desired starting 

default location, you can set this as your location default.  To do so, you will select the 

gear icon that is found directly to the right of the Jump to Address bar and under the 

Results tab.   

 

After clicking onto the gear icon, a pop-up message will appear allowing you to “Set this 

map view as my starting default.”  Once you select this option, the map will now 

automatically revert to your location default when searching new properties.   
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Another option when selecting your desired area is to use the drop-down menu and 

choose an option from there.  You can select your current location, a preset default 

location, and from a variety of predetermined areas within the Stellar MLS coverage 

area.   

 

Again, once the area you wish to select as your default is being shown on the map, 

select the gear icon located under the results tab next to the Jump to Address search 

bar and select the option to “set the current map view as your starting default”.   
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Reverting to the system defaults is simple.  You will return to the gear icon located to 

the right of the Jump to Address search bar and select “restore system default map 

view”. This will clear the previously selected defaults and return to the Stellar MLS view 

of the map.   
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Setting Custom Displays in the Matrix Results View 
 
When searching for specific criteria, it can be a challenge to compare the desired 
features of a potential listing for your buyer in one glance.  There is a limited amount of 
information provided in the Agent Single Line Display (your default results view), and 
you may not want to eliminate potential matches by selecting the criteria on the search 
form. In these instances, you have the option to create custom displays that allow you to 
report numerous additional features of the listings.   
 
One of the easiest ways to implement this strategy is to select from the predetermined 
list of additional display options.  For example, you may want to view the first listing 
photo for each property.  You can go to the Display drop-down menu and select the 
Agent Single Line w/Image display.  The results will now be displayed using those 
defaulted options which will include the first listing photo for each property.   
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If you prefer, you can also customize your own display within the agent single line 
display to add additional fields to results that are not part of the current display you are 
working from.   
 
For example, let’s say you were looking up new construction properties in the Tampa 
area and you would like to have some additional information reported on the listings that 
have populated.  You may want to know the Property Condition (Pre-, Under, 
Completed), Projected Completion Date, Builder Name, Floor Coverings, and Interior 
Features of each of the results.  This information can be added to a custom display that 
you can save and use anytime you are looking at new construction homes.    
 
The steps are easy.  We will start from the Agent Single Line w/ Image display, and 
move to the upper right corner of the display window under the Results tab.  Here, you 
will find the Manage Display icon (looks like a notepad and pencil). After selecting the 
icon, a pop-up window will appear allowing you to rename your display.  For this 
training, I will name my display New Construction Display Training. After renaming the 
display, you will select the Save as a Copy option below the field.   
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After these steps are completed, you will notice that the new display name will say “my: 
New Construction Display Training”.  This display name will now become part of your 
display drop-down list, allowing you to choose this display any time you are viewing 
properties that fall within this category.   
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Think of this kind of like an excel document where you can remove and/or add columns.  
You will take your cursor to the top of any of the columns where the column headings 
are listed.  Your cursor will turn into a cross with arrows on the ends.  Once the cursor 
has changed, you will left click your mouse, opening the edit menu.  From here you can 
add or remove columns from your results display.   
 

 
 
Selecting Remove Column will remove the column that is currently selected from your 
results display.  For example, I may want to remove the Subdivision/Condo name 
column because there is no data being reported in that section.   
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Selecting Insert Column allows you access to all the criteria fields that can be added to 
your results display.  For this example, we may want to add the Property Condition and 
Projected Completion Date to the New Construction Display.   
 

 
 
Once you have made all the adjustments to the display that you would like to, you can 
save the display to be used anytime you are looking at new construction properties.  
Saving the display saves you time later and allows you to create a variety of different 
displays to be used when reporting on various types of properties.   
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To save the display, you will select the same paper and pencil icon found under the 
Results tab.  From there, you will select “Save the Changes”.  This will look in the 
modifications that you made and will run these parameters each time you use the saved 
display.   
 

 
 

 
 
Using these types and tricks can assist you in your search strategy but also help you to 
leverage important information about properties that allow you to convey this 
information to your customers.  


