
  
    

   

“LOADING YOUR AGENT PHOTO” INSTRUCTIONS 
1. From the Home screen click on the “Input (Add/Edit)”. Then click on “Edit existing” 

under Agent Roster. 

2. Enter your MLS ID then click on “Modify”. 



   

 

 

 

    

3. Then click on “Manage Photos”. 

4. Then click “Browse”. 



                        

        

               

  
    

 

5. Then locate your photo in your picture file on your computer and click on it so it is 
highlighted and then double click on “Open” and your photo will be loaded in the 
primary photo slot. 

6. Then click on the box left of “Primary slot” then click on “Save”. 



     
   

 

       
 

 

 

                             

 

      

7. To review your agent record in Matrix, click on “Search”, then click on “Agent” and 
enter your MLS ID and then click “Results”. 

8. Review your agent record. (The “Display” must be set to “Full” to review your photo 
that you just loaded). 
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