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How to print/e-mail an All Activity report or Open/Close report from Matrix 

 

1. Log into Matrix as you normally would. 

 

2. From the main screen click Reports  

 
 

3.  Click All Activity Report from the menu on the left hand side of the screen. 
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4. The All Activity Report option screen will populate. Under the All Activity Main tab, you will 

enter the account number in the From Account & To Account fields. You will also enter the 

Starting Date/Time and Ending Date/ Time for the report you want to run. If you want details 

as opposed to a summary you will select the Print Details box. 
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5. In the Advanced Options tab, you can set parameters on what you want to include or Exclude 

in the report. If you want all activity there is no need to fill out anything on this screen. 

If you want an open or closed report you would select OPEN, CLOSE from the drop down menu 

in the Include/Exclude by Alarm Types box. 

EXAMPLE: If you wanted a report on everything but burglary alarms you would enter 

BURGLARY in the Enter Alarm Types Separated by Commas box and choose Exclude from the 

drop down box. 
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6. Once you have entered all the information needed, you may have to scroll down and click Submit to 

print, or Add E-mail if you would like to e-mail the report. 

 

 

 

 

 

 

 

 

7. If you choose to Add E-mail you will receive a populated window as shown below where you can add 

the e-mail address you want to send to the report to. Once you have added all the email addresses, click 

Send. 
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8. Once you click submit, you will receive a confimation window that the Report Started. You can click the 

X in the top right hand corner to close this window. 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. You will now double click on the All Activity report that you created once completed, it will have the 

current date and time when complete.  
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10. The report will come up, and you will click the Print button in the bottom left hand corner.  
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11. You will then receive the printer window, select the appropiate printer  and click OK. Once printed you 

can click on the X in the top right hand corner of the Report Result box.  


