
How to save an auto-email before it expires 

1. Log into Matrix 

2. Click “My Matrix” 

3. Click “My Auto-Emails” 

4. Click on the specific Auto-

Email to expand it 

5. Click on Criteria 

a. When in the criteria 

it is best to make a 

minor change and 

then click save but 

all you should have 

to do is click save 

6. Click save and then save again 

7. In the upper left hand corner it should say the auto-email was updated 


