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How to create an Open House / & How to Search for
an Open House in Matrix

Our Position Statement

My Florida Regional MLS is the only real estate information resource that helps our members
deliver service to their customers by providing the tools and opportunity to succeed in their
profession.
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How to create an Open House

1. Go to edit the listing via the 2 methods.
a. Viathe Add Edit

I scorch | Stats | My Matrix | ©Tax | Links | Finance |EERST Market Reports | Admin | Help

@ Add/Edit

Listing Transfer

4 Input

Listings

Add new or Edit existing Listings Select the ]
Quick Madify: Property

1ortvps ~-MLS®=--  Edit

Roster

Add new or Edit existing Agent Roster

2. You will be brought to the Modify listings screen
a. Click on the Open House under Select Form

(] Modify Listing

1506 PINE LAKE DR 26, FL 34285-6454
M 0116

LS#: 1800 Status: 1 Sq FtHeated: 1,160 List Price:

County:  sarasota Beds: 2 Total Sq Ft: 1288  YearBuilt: 1982
Norhotomlatle  Subdiv:  PINEBROOK LAKE CLUBPH1 Ba /0 sfSF Total Acreage: Zero Lot Line
Prop Type: Residential Elem: Flood Zone:
Sub Type: Middle: Special Sale: None
ool: Community High: Pets: Yes
Select Form
Residentiol

Change to Lease Option
Deletedacgming Status Listing

COMJTBOM Correction
Other Options

Manage Photos

Manage Attachments

Show Input Audit
Confiqure Showing Assist
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3. Create the Open House

4. Open House Type

Open House Type:

a.
b.

MLS Wide
Act] Office Only
& |Public

MLS Wide — Open Houses will only show in the MLS Open House Search
Office Only — Open houses will be visible in the MLS Search for people in the Office
Public — Open Houses will be visible via the MLS Open House Search and it will go out to

IDX if the Internet Yes was selected in the listing.

Show Prop Address On Internet Y/N IDXY/N
& Yes[v] & Yes[v| @ Yes[v]
Realtor.com Y/N VOW AVM Y/N IDX/VOW Display Comments Y/N Third Party Y/N

@ Yes[v] & No & No @ vYes|v|

Internet Y/N
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How to search for Open Houses

There will be a "Door Icon" at the top of the Broker Synopsis and Broker Full Reports

CEEe (e H-EG@iies@emm e o

Under the "Search" tab, click the "Open House" category text. You can also click on search,

locate the Open House Category and click the "Quick" link.
RN stats my wat]

£ | Residential

Quick

Enter your search criteria and click the "Results" button at the bottom left or top right of the
screen.

Review your results. You may click the "Action" button and then the "Criteria" button if you did
not find the Open House you were searching for, and revise your search criteria. You may save
these results as either a new Saved Search, or Speed Bar Shortcut by clicking the "Save" button
at the bottom of the page, then choosing the appropriate button.

To email or print a report of the Open Houses you're interested in, click the check box next to
the appropriate listings & click the "Actions" button at the bottom of the page, then click "Print".
Select the type of report you want, Single Line, Full or Multi-Map, then click either the "Email
PDF", "Print to PDF", "Preview", or "Print" buttons at the bottom of the page.

To map the Open Houses you're interested in, click the check box next to the appropriate
listings & either the Print and Multi-Map function, or click the "Directions" button at the bottom
of the page, and map a route to the open houses.



