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1. Accessing Paragon 4 on the Internet

1.1 Accessing the Paragon 4 Login Page

= Launch Internet Explorer.
= In the web address bar, type www.ccartoday.com
= Click on the Members button.
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Apply for Membership
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" Enter your Username and Password.

For informatio

If you have questions about Real Estate issues, contact a REALTORa.

If you are looking for advice and information from real estate related businesses,

consider our Affiliate Members. Password:

= Go to the Tools menu and hover your mouse over the Tools menu.
" Scroll down and select Login to MLS.
= This will direct you to the Paragon 4 login page.

Help Edu

Contact In

TODAY NAVIGATION

‘BrokerToday o
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1.2 Logging into Paragon 4

The Paragon 4 login page displays. Enter your Paragon 4 Login ID & Password.

Click the Login button.

..
AfAA

To access your MLS system please provide your login credentials below.
| Need To Change My Password

| Forgot My Password

Paragon System Checker for Internet Explorer

Password:
REQUIREMENT S: our sy=stem iz required to have Flash 10 or higher to login using
Scout for SAFEMLS. Get Flash 10 now.

Login D |

Bay East Association of REALTORS®
Contra Costa Association of REALTORS®

East Bay Regional Data, Inc.

scout analytics®
<

Clareity

Security

On the Paragon 4 login page you have the following options:

| Need to Change My Password or | Forgot My Password.

You can add the Paragon 4 login screen as a Favorite by clicking on Favorites

on your Internet toolbar and select Add to Favorites.
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2. The Paragon 4 Home Page

2.1 Starting Point

Bay 7rd [u1 3
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Paragon Malrtonancse ~Fosiponed until Oct 12th™

Paragon will ba down for mainbenance: On Twesday, Ooober 12th fhis process wall begin ai
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MORE through be CCAR, EBREA. Bay East MLS allows you fo: ipglel s

Quick Search is a customizable search to include: Baths, Bedrooms, Building Type,
General Date, Zip, MLS Number, Address, Area, List Price and Area.

The Market Monitor is an agent-configurable snapshot of current market activity. Filter
options are available to filter by Class, Type and Area.

MLS Message Board displays messages of the MLS/Board/Association in a central
location on the Paragon Home Page.

Multiple Organization Reciprocal Exchange (MORE) provides CCAR, EBRDI, Bay East
MLS participants and subscribers broad access to search for and list properties throughout
Northern California via a reciprocal agreement with the San Francisco MLS, BAREIS MLS,
MetroList MLS and MLS Listings, Inc.

CCAR
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2.2 Main Navigation Bar

Navigation Bar - The main Navigation Bar is visible in all Paragon 4 screens. It gives you
access to all of the Control Panels.

- = j- % L= I ~ -
i | L L i -
® Q0| G & D8 &S| N
Horme Search st CHk Contacts Tas Francisly | Membershio /| Resooes | frelersices
|

From the main Navigation Bar, you can:

Home Page
Search

Listings

CMA

Contacts

Tax

Financials
Resources
Preferences
MLS Documents
Compose Email
Help?

Log Out
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2.3 Quick Search

= Users can customize and select up to five fields for display in Quick Search. Fields that will
be available for customization are: Baths, Bedrooms, Building Type, General Date, Zip,
MLS Number, Address, Area, List Price and Area.

[

To change your Quick Search settings:

= Click Customize.

= Select up to 5 fields on the left. Highlight the line and click Add. This will move
your fields to the right under the Primary Criteria box.

= To remove fields from the Primary Criteria box, highlight and click Remove. This
will move the fields back over on the left.

= To change your Class type, use the drop down to change the list of available
fields. Click on the Drop Down Arrow to make your selection.

= When done, click Save & Close and the Home Page will refresh with your new
selections in the Quick Search.

Quick seaieh é.cus—tum'z'f 2 Customize Search -- Web Page Dialog
Skatus
!Select Skatus v| — 531"!& Close | Cancel
Area Class: |Residential-Farm v|
T ) primary Crteis )
Low |, 000 igh| |, oo | Address Status '
Beds General Date Ares
] Lisk Agent List Price
Min| |Ma><| | List Ciffice Bads
LS # Full Baths
Full Baths Type
Min| iMaxl | Zp e Add
4 Remove
4 Move Up
&+ Move Down
] Save as My gEga Quick ;g:h
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2.4 Market Monitor

The Market Monitor is an agent-configurable snapshot of current market activity. This
container can be utilized by the Broker or Agent (within their defined market area) to provide
a visual notification on the Home Page of new prospect matches, new hotsheet matches,
price changes, new listings, sold listings, or expired listings that have occurred within a user
specified time period up to 30 days. If Teams are actively used on the MLS an option to
filter by team information will be available as well. With a Broker or higher security setting,
firm and office inventories can also be are available for display. If you have Level 4 Security
or lower you will only have filter options.

To change the filter for the Market Monitor:

= Click on Change Filter under Market Monitor.

u Click on the Open [LZ7  button to display additional fields to filter on.

" When done, click on Save & Close in the top right corner. The Paragon Home
Page will refresh with your new selections on the Market Monitor.

T Market bonior: Change Filler - Webpage Disleg
ew 2 Expired 0 PRLS Markct Fltors
x Seesch the Plbers you wish apcled bo Market Monitor,

pid 3 Hot List 2
Change R = Filtere e ot gty ol wa. Sees e mirations Tl T for mons ndermatien.

o mi E=S

Tvpes DE-DEFETH
New o Expire Alert B Arsin: 4500, 6400, 300, 560, 030,251 1, 2615, § 900,61 00,4900 =3
My Listings ] My Pending 0
My Sales 0
Price Changes on Saved Searches
Price Changes on Favorites
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3. User Preferences

3.1 Adjusting or Adding a Agent/Logo Image

= Paragon 4 allows you to add your agent photo and your office logo to be included in
views/reports and CMAs that you create. By default the Equal Housing Opportunity logo
displays in place of the office logo and the REALTORS® logo will display in place of your
agent photo.

= User Preferences allows modifications to: Application, Home, Search and Email.

[

To modify, change or add an Agent/Logo Image:

= Click Preferences on the navigation bar then select User.

B MLS Documents B8 compose E-mail @ Help @ Log Out

Custom Yiews

Office 4
Crfice Taur
Office Head

Tax Insight Defaults
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= On the left, under the Application header, click the image you want to change,
either Logo Image or Agent Image.

" To add or modify your image, click Change.
I'l't.‘ﬂ-m! Whrwh,
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" The Open Image window will display. Click on the Upload button.

/= Open Image - Windows Internet Explorer (% ||E £|

5 Insert Refres| G‘ Upload () Delete 'ﬁ\ﬁew Folders ‘ bict ol Del=te

Folders Name = —————" |[size | Maodified

MLs CCARToday Black.jpa 32KE FF15/2009 6:01:45 PM

=5 org CCARToday.jpg 31KB 7/15/2009 5:05:03 PM

&Us&r exit.jpg 32KB 7715/2009 3:15:37 PM
JaredBWOE120%.5pg 31kE FF15/2008 6:20:08 PM
windemere.jpg 19 KB Fi15/2009 3:15:12 PM
oo L Page 1of 1 5 object(s)

Click on the MLS, Org, or User folders to view uploaded images. To retrieve an
image from your PC, click the Upload button at the top of the screen.

= The Image Upload window will display. Click the Browse to locate the image file

on your computer.

/= Image Upload - Windows Internet Explo... [_

Image Upload

File: | ([ Browse... D

Fleaze browse to the image file on your computer that you
wish to upload to the server. Only image files will be allowed.

[] Preserve Original Image Format

Ok Cancel
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" Select the Image and click Open.

= Double Click on the Image.

?x

Choose File to Upload

Loak in; | (B} Desktop :J L o P M
_E - . —— Al
My Recent Members Bareis MLS Training Do tech_data on ccar-sglfil
Docume_nti Comparison
L_
Desktop
(TRl 1
| Documents R
E Timesheet_2010,xls =
k. Camputer : =
g?_ ik Q o,
Py Metwork File name: |secretar_l..l_assistant_application.pdf __'_] Open
Places
Files of type: IAII Files [%") L‘ LCancel I
A
= The file name will then appear in the Upload Photo dialog box.

/= Image Upload - Windows Internet Explo... [Z] DZ|

Image Upload

File: |E:\Documents and SettingstnatalistDeskt [ Browss.._|

Please browse to the image file on your computer that you
wish to upload to the server. Only image files will be allowed.

[] Preserve Original Image Format

Cancel

" Click OK.
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= The file name will then appear in the Open Image window.

= The Image should now be listed in your Open Image window. Double click on
the Image Name and it will be added to your Agent or Logo Image.

= If you single Click, you can get a preview of the Image in lower half of the
window.

= Open Image - Windows Internet Explorer

5 Insert |%] Refresh [ Upload &Ddete 2] View Folders . MNew i Delets

Folders Name - Size | Modified

5 MLS

5 Org CCAR Logo, 20 KB &/18/2010 5:18:21 FM

2 User cCARlogin.jpg 32KB 4/12/7010 4:30:05 PM
choose file.jpg J0KB 40122010 4:45:07 PM
natalie.jpg 6 KB 6/10/2010 5:14:48 PM
ScreenHunter_02 Apr. 14 11 31KB 4/15/2010 3:10:33PM
Toolz.jpg 87KB 4/12/2010 4:30:50 PM
TroRmProjSettings. jpg 32KB 6/11/2010 11:31:32 AM

oA M Page 1of 2 9 object(s)

Click on the MLS, Org, or User folders to view uploaded images=. To retrieve an
image from your PC, click the Upload button at the top of the screen.
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3.2 Resizing Your Paragon 4 Images

. Paragon 4 requires that photos be sized to 640 X 480.

. Acceptable photo formats are: JPG, PNG, GIF

- You can download our one of our easy-to-use Image Resizing Tools.
- To download VSO Image Resizer:

Launch Internet Explorer.

In the web address bar, type www.ccarthelp.com

Place your mouse pointer over the Support Tab (top right hand side of the
website page) and scroll down to select VSO Image Resizer.

Click on the Download button to launch. [ _Downioad

INSIGHT OF THE MONTH | RESOURCES ¥ 5

L O £ .l C
@ CCAR: YOUR TECHMNC NVER P

CCAR HELP: TECHNICAL TRA!NING AND

F P71 o1

VS0 Image Resizer

When taking pictures of listing properties, some image devices Hours of Oparat
of settings. These setting can exceed file size and dimensions re Membrer Servio
SQ use with Paragon. V30 Image Resizer is a user friendly seamle s s - :00pm
Tt makes working with images easy. Technoky Con
Bra0am - 5:00pm
Main Tekephon
Membrer Servio
Yool 925.295.150¢

Technical
925,295.127(
How to resize or convert images using V50 Image Resizer [hriviong Dt

( [ Downicsa |) CE:RHM
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3.3 Search Options

. Paragon 4 allows the user to adjust default addresses that show up on maps, and the
default search criteria, as well as the format the search results are displayed in. Agents can
also customize the phone number that is displayed with their name.

By s oooments B8 Compose E-rmail

Tant Reporis E)
e ioni =
i Shrius
Ageril bnbge
Savrig Expert Fes [Clioad cufait Search Crieria
ks Dol by R -anabie Teanch Wiarming Messaces
P — 1] i Cimion Aukebrwns for Mpparsg e ch
SaE Gk b Entabinh Defadit Ackies for Maoiaeg Seaccdh
e
' Cpitorn Fanoel Liyer: | Mone -
e Wriul Earth Page Sleer | 108 w0
E-tial Dipaona
Dot Conteri for Auan Fonficanans
E-farr Cebera
Inbegrated Products
Pocke! Rral Eulale™
. Under the Search Options section, you can adjust how your search criteria and results will

display in Paragon 4.

= Load Default Search Criteria, will allow your search to reset to default if you have
customized your search.

= Use Custom Address for Mapping Search, will put the default address that you have set
up as the starting point for any map search or driving directions.

= Enable Auto Count on Property Searches, allows Paragon 4 to run an auto count while
entering search criteria.
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3.4 Search Result Options

Report Views | Tax Reports

Select User Preferences Search - Search Result Options

Application | H Save
Logo Image :
Agent Image
Sings Enpart Bles Show Search Results as | Spreadsheet w |

Hora Show CMA Search Results as | Spreadsheet » |
Market Monitor Filber Show phone number with agent name

Search Preferred Agent phone to show | Direc: (925) 295-9214 \:!
Search Options Use General Disdaimer 5

< diin i RO Show Field Numbers On Al Fields Detail View

Etio Default double didk view | Detail Views - Agent Report v
E-Mail Optignz (Belect the view you wish displayed when you double dick a isting.)
Default Content for Auto Notifications
E-Card Options

Integrated Products

Pocket Real Estate™

" Show Search Results as, and Show CMA Search Results As: This will allow the
agent to customize how the search results will appear. Click the Drop Down
arrow, and simply choose the view you wish to see your initial search as. The
default view will be the Spreadsheet view.

= Show Phone Number With Agent Name: This will put the agent’s phone
number next to their name on any report that is printed out where the listing agent
field is shown.

= Preferred Agent Phone to Show: This is a drop down that will show all phone
numbers the MLS has on file for that agent. Click on the number you wish to
display. You must have more than one phone number to choose from.

= Show Field Numbers on All Fields Detail View: Checking this box will display
the listing field table number on the All Fields Detail Customizable
report. Leaving this box unchecked, will hide the field table numbers.
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3.5 Email Options

Email Options in Paragon 4 allows you to set yourself up for automatic blind carbon copies
whenever you send an email out of Paragon 4. You can also set up a generic body of text
for automatic email notifications, and set up an E-card, which is a customized signature to
be included on all outgoing email.

By o s oocuments B8 Compose E-mall 8 Help

Sedeck User Preferences -4l - (C-famll Do
Loga i

Agant Imdge
S Expart Vet =] darin il Bers e Liser Fomod Acievews
L

ket Miorst Filter Eftst Status
Seanth matsle Srrinday. cam

Sl (T Dol

Sea'h Hesdr Optons
E bl

.l.umm'rlumnl

E-Card Onsow
Integrated Products
Pocket Ken Eiate ™

= To modify your Email Options:
= Click Preferences on the navigation bar then select User.
= On the left, under the Email header, select Email Options.

" Check the box next to Auto-fill Bec: with User Email Address. Checking this
box will allow Paragon 4 to send the user a copy of any email that is sent out of
Paragon 4. The email will be sent to the email address the MLS has in the agent
record.

= When done, click Save.
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3.6 Default Content for Auto Notifications

. Paragon 4 allows user to set up a body of text that is readily available to insert into emails.

‘."‘N.'E Datuirmeids -Clmml.rsr E-risail B Help

| & | O A

|| marnbtriti | siasoisces | preferences

Soing Exper - Fles Qe X an@dg(atila o~ |—= (7% EEAE (== |0
o= Pwegah - Folfamly = Fomtse = (B O ) &€ [ %, ' | A -9 W@ o L 9
Mkt Mondtor | iner o,
= | | [ g + | i |
T = | | Ll b |2 E e | @
Searcli Opbona Inank you and have a qreat day
Saarh Fek Jobiors
]

Dol Covilerd hor Ao Mol nle

F Lo Ol
Intearated Pradarts
Podmt Aol Evtate™

= Click Preferences on the navigation bar then select User.

" On the left, under the Email header, select Default Content for Auto
Notifications. Using the Rich Text Editor, enter in the text you want to
appear. There are a variety of tools available which allow you to specify font size
and color, insert images, etc.

= When done, click Save.
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3.7 E-Card Options

. E-Card is your personalized signature that can appear on all emails you send out of
Paragon 4 and including Auto Email Notifications.

i Inmurt h'le'ws! Tax Reparts | A

| Kbt Llsiew Preslmrs e [Pl = F=Cawal Dl icmnn

Nppkcalior
Lo Image
el Imape
g B fies J e | A G = e EEEE|(EE|EE
i Fomal = Fonlfamly = Fotsee = (B FO 0 w0 ion o | A% 6@ e 4T

Marknt Meriter Filim
a [ | [ [ [ Th
= | [ ¥ [13 NG S i

Search Cotiors

Search Reault Gpsnns This property brought to you by:
Matalie Kent
[E-tasd off: (925) 295 1270
Agt: (925) 2959214

L Opbons
nataliedocarioday. oom
L o dutt Mobficabors Inlen ¥

< L-Card Opbors
|Itegr atedd Froducts
Pucket Resl Eslade™

Click Preferences on the navigation bar then select User.

" On the left, under the Email header, select E-Card Options.

= In the white area, you may change or add an image by double clicking on it and
following the earlier instructions on adding images and logos to complete the
process. You can also click on the tree icon _ on the toolbar to add an

image. You may also adjust the text section or ine signature.

= Click the Use E-Card checkbox. If you do not check this box, your E-card
Signature will not be available to insert in your outgoing emails from Paragon 4.

= When done, click Save.
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4. Contact/Prospect Management

4.1 Adding Contacts/Prospects to Paragon 4

The Contact Manager tool in Paragon 4 provides a central location to store all information
related to your Contacts/Prospects and assists you in managing searches and
notifications for your contact . A Contact can be anyone you want to save information for. A
Prospect is just a Contact that also has a Saved Search associated to it. The Contact
Manger window consists of 5 tabs across the top, General, Listing Info, Notifications,
More Info, and Summary.

To add a Contact/Prospect:
" Click Contacts from the navigation bar.

= Click Add Contact/Prospect.

Contact Manaoer

add Contact f Prospect
: CRT=TRI= R =S o= 1 1 . 'EiE!r'ItE Ermnail
Marage Prospects: Favorite Lists For-My ' Contacts

Mariage Groups
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The Modify Contact window displays.

The General Tab is the first tab you will see.

You must fill in First Name, Last Name and Email Address to save a Contact.
Paragon 4 allows you to use up to 3 email addresses for Contact/Prospect. Use
the drop down menus to specify which email you are entering and choose one as
the primary email address.

= Check the primary box M. The Primary Email address will be the one Paragon
4 uses as the default for functions such as Auto Email Notifications.

= Click Save this Contact.

@

= Add Contacl - Windsws Infernel Laplarer

Gl Linting Info Petific ations Mare inf
‘ Save this Comtact ’
o Comtact/ Frospect Information 7 pddress
o ’ Comtact Roamests Privecy
This contact is armr i inacsar & +O 0
Prefix
Address oo
I rustmame it i =
B past Marme ot B &
i City Sate | 4w
e Coumty
Job Titke o
Secoedary Comtact Coostey
& Manage Contact (7 Telephone Pramary?
Types [l st [Jothe Home b Ext.
T aS3r (55 COMERCE D 3 Qrocp legse [reate pne under Contact £ ek - ExE, [
Ferponal Celular = | Ext.
Use Reverie Aas Wk Celidor o Ext. o

A ARRIS SICNCT i MR ST ECT D BT reTeer. Four ane
Sl prosnecr akas e il A iTknved 1 Seaoh resls

Source w o -t Internet Frirmary
Spmrce Cnmments L-Mad Home: W | natabe Bocartoday. com [=
Wirb Site Addrews
Imstant Mg Address
= If you change the Primary Email Address of your Contact/Prospect and it is

used in Automatic Email Notifications, the new email address will automatically
be populated into all of the automatic email notifications you have set up using
this specific contact record.

= In order for this to happen, you must have only the Prospect’s Primary Email
Address in the To: line of the email notification template. If you have more email
addresses than the Prospect’s Primary Email Address in the To: line, this
process will not update your Prospect’s Primary Email Address even though it
appears to work correctly.

" If you have the MLS change your email address in your agent profile, Paragon 4
will automatically update your email address in all of your automatic email
notifications in the Bec: line. Your email address must also be the only email
address in the Bec: line for this automatic updating.
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5. Searching for Properties

5.1 Basic Property Search

= Property Search allows you to search for properties that match specific criteria to meet the
needs of your clients. You can customize the screen to fit you or a buyers specific needs.
This section describes the functionality of the listing data fields and how they may affect
your search results. The fields and choices in this example will vary from MLS to MLS.

" Click the Search button on the navigation bar.
= In the control panel that displays, click the Class you want to search, such as
Residential.

B Mis Documents B composeE-mail @ Help  ® Logout

Contacts
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" The search screen that you chose will display with up to 3 search containers
called Primary, Secondary, and Advanced Criteria. The Primary Criteria will
be open by default. Your MLS sets up the fields that display in each container.
You can customize this screen to display your most frequently used search fields
in the Primary Criteria.

= The criteria containers can be opened and closed with the Open and Close
buttons located at the end of the container bars. If you want to expand all criteria
containers, click on Open All.

& [ 2-scd o - Rk o Harvet | Dedindt MG Drfired Sprpaighaert o i‘ = -H'

B} 2] 3 - Panding Clag - Consiagant Tog 5 Favorile Yiews

T 14 < Bupiend Cre - tiew Tacfandt FI0Y Delned Spreadubert

G 15 « wivhriewn CIren - s Cranpe: AN Fuedds Onbail

ing Mag
Surnmuery e Line
Range Fields such P e FLS Listing Susmenary. Sproadshent _
as Price, Beds [ Cottiria tarraaey |
! ’ Frice | Lo ;|0 | igh Do
Baths, and Square " | Chor Crlleia
. LR
Feet can display - = = b
with a minimum and i i
maximum Bl o Max
field. You do not Tftipe M0
have to fill in both Addrcm g
values. Hultlc Adkirciens E=a
=s
Sardomdary Crifera Dpren i';‘ | Dhgaery
Atwarued Ciiberia TR T
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" Some lookup fields, like Area, will have an Open button to the right of
the box. This will open a list of choices for that field. You may need to search
within that field to find your selection(s).

Primary Criteria Open all | Close
Status | [ oeer |
| viewmap
o -
| :NIBVF_A]I Y|E:% 25 W lll—l .
[E-DEEEEGE-0 -HEODNEE-BEEE @ || - (=
Click on the Letters I
:loarr:ereI:Thc;r g:ta:zi Arca Hame Area Code MajorArea Primary Area b
e Y e 8 Alameds Map Area 1 2901 2900 ALA
: Alameda Map Area 2 2902 2900 ALA
Alameda Map Area 3 2903 2500 ALA
Alameda Map Area 4 2904 2900 ALA
Alameda Map Area 5 2905 2900 AlLA
Alzmeda Map Area & 2906 2900 ALA L 4
Alamo 4800 4800 (s
Albany 2200 2200 ALA
All Other Counties/States 9915 9500 OTH
Antioch 6200 6200 (ded
Bay Point 6000 6000 o
Berkeley Map Area 1 2301 2300 ALA
= Under Secondary Criteria the Features fields will have the categories with the

columns of Must Have, Must Not Have, and Must Have 1 or More. Click the
option button of that feature to select it within of the columns. Use Must Have 1
or More when you have several choices from one category that contradict each
other in a Must Have scenario.

Secondaty Criteria Close all
Mapping Click Here ta Launch Map
Features | | | | | | W
| show Al v Customize Criteria | Open All | Close
Clat - Club House O O O
(42 - Golf Course Q O @)
(a3 - Greenbelt (] O @]
[l A4 - Gym/Exerdise Fadiity O O O
[(as- Playground O O O
(46 -Pool O O o
a7 Racquetball O O O
[ 48 - Roof Deck i) O O
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" Word search fields will have “wild card” search capability by using an asterisk
or star *. A wild card is a special symbol that stands for any combination of
letters. It allows you to search for all possible forms of a word. Comma functions
like the word “or”.

'ﬁdvancednt:ri.t.er'i;a

Close All | Close

In this example,
*fence* will look for

Public Remarks - 300 | *fence®, *fix*

words fence, fenced,
fencing, etc. As well
as *fix* will look for fix,
fixed, fixer, fixing, etc.

:) Use * for wild-card searching

o Use, to separate values

Confidential Remarks |

Word Search

FIND: |

City

Address

Assessors Parcel Mo
Builder/Architect
Board ID

Census Tract

Co-List Agent email
Co-list Agent Fax
Complex MName
County

Public Remarks - 300

£

worp: |

= | b

: 4 Remoye

= Count allows you to see the number of matches you have with the criteria
entered thus far. If you periodically click Count as you are entering criteria, you
will see how each criteria affects your number of search results.

As you add Search Criteria, it
will be listed on the right side
under Criteria Summary. You
can remove all criteria by
clicking on Clear Criteria or
clicking on the Red X.

Available .Repnrts

| Default MLS Defined Spreadsheet
Top 5 Favorite Views
Default MLS Defined Spreadsheet
All Fields Detail
Bing Map

Summary One Line
MLS Listing Summary Spreadsheet

Criteria Summary

¥ Public Remarks - 300 *fence™, *fix™

o Status ACTV,BOMEK, &C,NEW,PCH
H Areg i
i
R Price 500,000-750,000
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5.2 Viewing Search Results

= There are a variety of Available Reports that you can view in Paragon 4 once you reach
your Search Result.

By rus Docmeiite. B Comprae Beinad 8 Help T Log o

Joee e - Search esalte > mmmmm

™ o e | wWI Bz fls-ws =l Mwl ?HLBMI Epan}

‘Shovry Latnge % o0 24

pature | s wumber | _Clavs [ tna Type | area | price Address oty [state] -
EEE T 40433067 |RCSIENTIAL |Cetaches |Plessant Hl | §279,500 | 151 CLARIE CRIVE PLEASMNT HILL | CA | 3s23-a0a
2 [l 4uxey |EETIDENTLA | Dtached Hlesend il | §7%0 000 | 148 BEVERLY 08 FLEASANT RN |CA  [eesr) tdu*lﬁﬂdrndm
3 [jie AMa300s  IRCSIENTIAL [Townbouse  [Peassrt M [4309,350 | 129 WoooowoRTin [ PCASANT oL oA et ::“ﬂ:'—"’” =
EEsD AT |RESERNILG | townd Wit Al | 05,000 | 437 CAMELERCE AD MEASENT I |8 | wsrsagr
FEn] AV (PESHENTIA [Townhoupe  |Plesart HE[§950,000 | 124 SCUTHATH 00 e T TR S prpadsherts. |
e e AT |RESENNILA |Detahed Heasaran | 300,000 | 10 Fest Stiset FLEASAMTON | CA | BEe7i2 5 memary One Lnve
X LI [sovnens  |SCGRENTEN [loudige  {Pegerton NG A0 Someat iyt PLEASRATON [GA | SR AOE M5 Listng Summary Soresdsheet
R RESYENTUL | Townbcusn | Wnknit Crock: |Ja06 066 §a725 WALSAEBLYG | WALWUT CBERY, JoA' | Sst i LS Dliad ieetacibett D
E RESZENTIA | Fowrd Wt A | §a0%, 000 | 5% SCERIC L PLEASANT ML |CA. | WRTialT :':'{::;"'EF‘:;:
e JRAZS000 | L HO TURAEROMNE DR | WASRUTCRER) 1CA W50 - s Detred Srostsneet &
i S0 F 1D EHESAD DR WAMRIT ALY, |CA | WiP-E M5 Defired Sormadshet 7
[§49,%0 [ 1020 CA | HEBE I M [afeed Sortadihest 8
1§525,000 | 7550 & vikafs TRAILS e | EASSNTON | A 20 PEFDAfved Sy 5.
FEH 00 | 13 GHEFRWOOD CiR WUCMUT CREEC |CR. | T e reemory
T T ST A, e
00 | o LALREL DR ‘ALMAIT CRIEE |CA SR pp—
5700 |A5T) SEHOOL 5T PLECCRNTON (6 | HEEE-S20 Pl . Check New
$530,500 {1375 croshae T e = R
SEA 0 | B0 CAMING VERDE CIFt | WUchUT CRREY |CA. | WSHTaT  EERD dgeet wiCDOM
S USRO00 SF APRALACHENMDR, | LERSISTHIY 1 CA FERD Aok it Do
: DO F 2t SN CHELCB DR |WHT CRILE. | Ch | pesagai R0 SR Miittan
@% T [WERTH pgep it o e
1744,750 | 2 WERow L1 WALHUT CRIER, [CA | 49821 - FBRD Ok Mo PirHogs
st ke e EcA L]
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= The Default MLS Defined Spreadsheet is the default search results view in Paragon 4. It
gives an aggregate view of the listing data for a particular search. It can be sorted, filtered
and customized to display the property information that is relevant to you. Several types of
spreadsheets are available in Paragon 4. Your MLS determines which ones are available.
The spreadsheet functions are outlined below:

= To expand the list to see the other available report options click Spreadsheets
under the Available Reports menu.

¢ fAvailable Reports T

b Available Reports T

Open All | Close All Open All | Close All
* Favorites
*ISpreadsheets All Fields Dekail =
e — Birig Map L
¥
Details figent Report ®

* ™Multilps

=iSpreadsheets
SA Surmary one Line Report/Views list

* 'specialty Yiews Once the

Default MLS Defined Spreadshest displays, you can click
MLS Defined Spreadshest 3 STEh o (el v
MLS Defined Spread Sheet 4

Tour Area Sork Spreadsheet
MLS Defined Spreadshest &
MLS Defined Spreadshest 7
MLS Defined Spreadsheet &
MLS Defined Spreadshest 2

\ MLS_DeFined Spreadsheet 10 )

¥ Multitips
* Spedialty Yiews
* CMA

* Reports
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5.3 Spreadsheet Overview

. Starting out your search results view will be the Default MLS Defined Spreadsheet.

= If you have more than 100 listings in your search results, only the first 100 will
sort. Click the Get All link in the upper right corner to display your entire search
results.

" To sort, click on the Column Header that you want to sort by. To change the

order from ascending to descending click the Column Header again.

" To filter the spreadsheet click the Checkbox next to the listings you want to keep
and then click Show Checked. Only the listings that were checked will remain.

= To revert back to your original list, click Show All.

B MLS Documents B composeE-mail @ Help @ Log Dut

2 0 E & & X D

Pa%gon% @ &0

Home || Search || Liskings Contacts || Tax || Financials || Membership || Resources || Prefe Admiry
lome Page » Search Results > Default MLS Defined Spreadsheet (Default)
[ criteria summary | (SEmail | Esave | Senie v | @addtocia | [Export | 5ok | 58 customize | [E]mainain | S ‘
IST PRICE: | $752, 000 7,000 8,000,243 -~ R - " =
SL'fLru P:EEE: sgso:lzuj; 's,nu:ui gslz.. slezJ..:;u‘:‘u3 Lk Showing Listings 100 of 283
poM: | 233 19
" show Checked i 4 Shioe &% Default MLS Defined Spreadsheet (Default) B2 pog a} HTML
wmmm» >~ Open Al | Cloe Al
1 B RESIDENTIAL Detached Pittsburg BAY POIN |SFavorites |
z ¥ : {ES Detached Pittsburg 7, 00 - F'ITT_-EI_IF!_I.; &ll Fields Detai ®
3 [1]40493134 RESIDENTIAL | Detached Pittsburg $77,000 |213 E15THST PITTSEURG 94565-3304 |5 Bing Map L
4+ [1[40431741 RESIDENTIAL | Detached Pittsburg $79,000 | 255 DIAMNE AYE PITTSELRG 945654104 |1 | Epmmmsrremrs
5 [1[40459288 RESIDENTIAL | Detached Pittsburg $80,000 | 234 JIMNO AVE PITTSELRG 945653729 |1 s
o [1[40494175  [RESIDENTIAL [Detached _|Pittsburg 490,000 | 118 ATHERTOM AVE [PITT=ELRG g45e5-4az1 |9 Biafaulk WLS Defined Spreadehisst
7 [ 1 ML Listing Summary Spreadshest
s M ed 0 MLS Defined Spreadshest 3
a [ ]| 40493382 RESIDENTIAL | Detached Pittshurg $110,000 | 64 ALVARADO AVE PITTSEURG 94565-4815 |0 :'é-sr%iggegoff;i?ga%';iite:
10_[1[sn483361 RESIDENTIAL | Detached Pittsburg $110,000 | 267 W LELAND RD PITTSELRG J45E5-4744 |9 115 Defined Spreadshect &
11_[]| 40488866 RESIDENTIAL | Detached Pittsburg $119,300 | 115 MARKS BLYD PITTSELRG D45ES-E515 [4 | L5 Defined Spreadshest 7
1z [ ||40492978 RESIDENTIAL | Detached Pittsburg $120,000 | 7114 BURTON &VE PITTSELRG 945654720 | 1 MLS Defined Spreadshest &
13 [ || 40492532 RESIDENTIAL | Detached Pittsbura $124,000 | 45 Alvarado &ve. PITTSEURG 94565 3 MLS Defined Spreadshest 9
14 [ || 40493106 RESIDENTIAL | Detached Pittsburg $129,000 | 42 FARKSIDE LN PFITTSELURG 945652640 | 7 E'r‘;?:\fg:gffreads'“eet 18
15[ 4n480334 RESIDENTIAL | Detached Pittsburg $129,000 | 3886 SAN JUAN DR PITTSEURG 94565-5933 |9 e
16 | || 40490207 RESIDENTIAL | Detached Pittsburg $179,900 | 1345 JENSEN DR PITTSELRG 34565-6349 |4 i
17 [ 40490002 RESIDENTIAL | Detached Pittsburg $130,000 | 1032 MEPHAM DRIVE PITTSEURG 94565 5
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5.4 Saving Searches

. Most of the different type of searches in Paragon 4 will allow you to save the search. This
can be a template with or without field criteria, or a search for a buyer. Saving and naming
the search means you do not have to re-input the search criteria. You can load the saved
search by its name, change it, or run it as is. You can also make a "Default" search for each
class to fit your specific needs.

|

To Save a Search:

= After you have entered a search template or added criteria, hold your cursor over
Save button and a drop down menu will open allowing you to Save Search.

= Select Save Search.

RESIDENTTAL = Search Reswlts = Default MLS Defined Spreadsheet (Default)

Prary | .._)J- E-pAGi Hm w | Siprint TNl Add b CHA | DExpDrt | 1?SDH: | EE3 o
E: | 8575,00 g £50,828,273 100

E: | 510,000 | § DT r 249,798,470

v 449 0 37 14

i B[l ) [e 3
o |2)5. DOoM Address Unik City 1).. 3)LP Sl
19 | ACTY = 76 BYROM DR PLEASAHILL |S400 [4510,000

12 | 5LD 11 34 JIB COURT PLEASAHILL |S400 |4$402,950 | 4507
03 | SLD 3 15 JIB COURT PLEASAHILL |S400 |$469,950 | 4506
1 | SLD 7 2153 Morello Ave PLEASAHILL |S400 |$470,000 | 4500,
31 | 5LD =] 156 Marian Place PLEASAHILL 5400 |$475,000 |4$500,
51 | 5LD 5 1749 RUTHDR PLEASAHILL 5400 |$479,000 |4$500,
o0 | 5LD 9 47 DUBLIM DR PLEASAHILL 5400 |$479,000 |4$500,
S0 | 5LD 4 206 GREEMWICH DR, PLEASAHILL 5400 |$480,000 |4$500,
47 | S5LD 26 235 GOLF LIMKS 5T PLEASAHILL 5400 |$451,990 |4507,
36 | SLD 11 87 BRAMNDON RD PLEASAHILL 5400 |$485,000 |4$500,
47 1510 9 5 CFITS DR PIFASAHTIL 15400 1 $4585.000 (4510
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" The Save Search Menu will appear on the right side of the screen.
= Step 1: Name Your Search: You can enter the name of your search in this box.
= Step 2: Assign as Default (Optional): Making a search your Default means that

the fields and/or criteria that you have chosen for that saved search will come up
every time you run a search for that class. For example, if you always use the
same fields to search in the Residential Class you would want to save those as
your Residential Default to avoid having to customize your fields every time you
run a search.

" Step 3: Save Search with Criteria Values: Choose if your template needs to be
saved With, or Without criteria values by clicking the appropriate option button.
Criteria values are the data that has been put into the fields for your search.

= Step 4: Assign Search to a Prospect (Optional): Assign the Saved Search to
a prospect is a required step for Auto Email Notification.

YrBit | TB Map | Acres | Lot SqFt | HOA § ~
1945 |59287 0wzl |93s0
1980 |s9281 (o014 |0 33
1979 |59281 0,13 |5880 120
1963 [S92a3 [0.22  [9417 ! |
1950 |592D6 [18.90 |8250 — :
1950 |592c4 |04 |e3o0 |0 - )
1969 |52115  |0.19  |8400 o

1957 |592a6 |02z 9600 ] [[IMake this your DEFAULT for
1995 | 000 0.00 0 RESIDENTIAL s=arches.
1960 |s9zas |o24 |1os7s (o

1951 |59205 0.5 6660 —>

1960 |59246 [0.25 | 10875

1950 (59275 .19 2100 '@ tempiate WITH criteria values

1988 |59286 |0.17 |7500 45 (O template WITHOUT criteria values |
1951 [592C5 |0.06 (7300

1950 (59206 |0.15  |&660 Step 4: Assign to a Prospect

1950 |592C5  [0.15  [6600 (Optonal)

1954 (59205 |0u16 | 7000
1950 | 592C5 0.16 {6900
1950 |5%zDe  [0.16  |6750
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5.5 Loading A Saved Search
= There are several ways to load a Saved Search. One is from the Search Control Panel.

= Click on the Search button on the navigation toolbar.

= Under Saved Search, select Saved Property Searches.

h MLS Documents B8 Compose E-mail T Help @ LogOut

05

s L Tex | Finan

IERTTA] TEECME

" A list of your named Saved Searches will display.

" The Drop Down Menu on the right will give you actions that you can make with
that search. You can select Load, Delete and Run from the list.

M Clams HILS Diefined Ml Class Use MLS 0 Select - v

RESIDENTIAL Default e HFILS a - w
[_—IIWIIIL Frrvaill Kol il Divosen: MLk ol (-] 0
[RESIDENTIAL Sawed Search for Henk, Natale o L

LOTTS AND LAND MLS CEFED LOTS AND LARD Use HLS &

HOANLE HOME MLS DEFRNED HORTLE HOME Use HLS a

RESIDENTIAL INCOML ML (507 B O RESEDUNTLAL THC DML U LY [}

EASEREMTAL LS DEFENED | EASE RENTAL Use HLS [

C0h B LTIURITS 54 PILS OLF T EE DO B ML T - Use MLS 9

COMM BLEINESS DEDORTLMITY LS HFFIIET COMM BUSTHESS DPB0 s ML 0

COf INDISTRIAL PORL SME MLS DT ENED QORI FOR SALE Use HLS [

COMM INDUSTRLAL FOR LEASE MLS CEFINED COMMIND MR LEASE Uie HLE a

CIGMM LTS AN LAND M5 Diefired Comm Lots and Land lse HLS a
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5.6 Print Listings

. There are two options to print listings, Print and Print +. Print will just print the view that
you are currently on. Print + allows you to combine a group of reports for one or more
listings at the same time.

|

To Print Listings:
= Select the listing or group of listings you want to print and click Print.

" Select Print Plus (+)

| HIGH |

LIST PRICE: | 5255,000 | 865,900 100 Show
SOLD-PRICE: | 250,000 | §70,000 B
DO 233 ]

1 ITIAL
¥4 EE ENTIAL D
3 . TAL Z . | a_ . | E U35E5-3804 S
[ k491741 RESIDENTIAL |Detached Pitksburg 479,000 | 255 DIANE AVE PITTSELRG 945654104 |1
] D 04539258 RESIDENTIAL | Detached Fitkshirg $80,000 | 234 JIMMO AVE PITTSELRG A 94565-3729 | 1
] |:| H0494 175 RESIDENTIAL | Cetached Pitt'shl_'lrg 490,000 1158 ATHERTCHN AVE PITTSELIRG A 945R5-4821 |9
7
=
| & |:| 0493952 RESIDENTIAL | Detached Fittshurg $110,000 |64 ALVARADO AVE PITTSELRG A 94565-4515
10 |:| 40483361 RESIDENTIAL | Cetached Pitt'shl_'lrg $110,000 | 267 W LELAND RD PITTSELIRG Ch 94565-4744 |9
A4 Tiland DESICERITTAL Dot arbod Dibbcby v +i40 000 118 MAADKS Bl W DITTSEL DT Pt gdcec fccic a
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= The Print Details dialog launches and allows you to make selections of the
listings and reports you want to include in the print job.

" Select the reports you want on the left side of the screen and click Add to put
them in the Print Selection box on the right side.

|

Click Preview to see the results first or Send to Printer to start the print job.

2 Print + -- Webpage Dialog

Highlight the types of
reports that you want to
add and click Add.

All Fi®ds Customizable
All Fields Detail

CMA Quick View

CMA Spreadshest
CMA Summary

Color Brochure #1

.
Additional Detail Print Items

[ oriving Directions
Display Photos
[[Isearch criteria Page

[[I5earch Criteria on Spreadsheet [ CMA Summary
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5.7 Email Listings

. The Email function in Paragon 4 allows you to get listing information to your clients in a
timely manner. The Auto Email Notification within Paragon 4 allows you to set it up to
have the emails automatically sent by Paragon 4 when there are new listing matches for
your client's search.

|

To Email Listings:

= Run any type of Search and the Action Toolbar will appear at the top of your
search results screen.

" Select the listing or group of listings you want to send and click Email.

\Home Page = Search Results = Default MLS Defined Spreadsheet (Default)

™ Criberia Summary |< E@ i v| &) Prink vl ﬂﬁ!dd ko CMA | |-_|Ex|:|0r!: | ¥ Sort | 38 Customize | [Z] Maintain | %

56—1.

LIST PRICE: ':"?Q EIIJZI §183,96 £187,000 100
SCLD PRICE: [ §260,000 ( £155,000 [ $220,393 | §234,950 81,763,150
DOM: 234 1 38 20
¥ Show Checked e B Default MLS Defined Spreadsheet (Default)
mmmm
1 urg
2 IZl
Y] 4049340
4 MEIE
5 R ) 3 i
6 [ ) 40434270 RESIDENTIAL Detached Brentwood $135,000 | 319 BIRCH 5T BREMTWOOD 94513-1652
7 []) 40491707 RESIDENTIAL | Detached Pitkshurg $239,000 | 1755 PEACHWILLOW 5T PITTSELRG A 94565-7305
a [ | 40482779 RESICENTIAL | Detached Pitksburg $129,300 | 3972 MEADOWBROOK CIR | PITTSBURG Ch 94565-5545
o [ 40459258 RESICENTIAL | Detached Pitksburg $80,000 | 234 JIMNG AVE PITTSEURG CA 94565-3729
10 []f 40468089 RESIDENTIAL | Detached Brentwood $236,900 | 557 Y¥oung Drive BRENTWOOD Ch 94513
[C1§ 40461560 RESIDEMTIAL Pitksburg 19 MEADCWERDOK AYE PITTSBURG 94565-5557
] Sotsn101 1 ekl 2| . : E ! : it 2 I el R =
E 4
M~
[1
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= When you have clicked on the Email button, the Email Listings Menu will appear
on the right side of the screen.

" Click on OK.

0K | Cancel

This box displays the types
Step 1: Select E-mail Type of email that can be sent out

of Paragon 4.

Hperlink

Attachrient (HT

Attachrent (PDF) e
Insert Into Bod You can select All Listings,
o Current Listing or Selected
O Al Listings (100) __ e — Listings.

O Current Lisking (#40431101)

Step 3: Select Listing Report

Open All | Close All You can assign up to 5

= Favorites different reports by checking
Al Fields Detail the box next to the report
Eing Map name.

+

Spreadsheets Only the reports with

=Details checkboxes can be emailed
&genk Repork [ "1

ERRD - Clinnk Mew out of Paragon 4.

EERLC - Client Crig

EERD Agent w)CDOM

EERD Agent w)io CDOM

EEBRD agk Mo Pix/Map

EBRD all Phokaos

EERD Client Mo Map

EERD Clnt Mo Pix/Map

MAX - Agent 3

MAx - Agent 1

Mas - Client |:|

Max - Client E-Mail

There are 4 different types of email formats you can send:

= Hyperlink: Sends the selected properties as a clickable link. Up to 5 types of
reports can be sent via the link. When clicked, the link shows the current status of
the properties at the time of the click. This link is good for 30 days.

= Attachment HTML: You can only send the Summary One Line (spreadsheet)
report and other non-spreadsheet report view types with selected listings or a
single selected listing can be sent as an attachment.

= Attachment PDF: Only a single selected listing can be sent via attachment.
Spreadsheet views cannot be sent via PDF.

= Insert Into the Body: This option will send each selected listing as a separate
email.
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Paragon 4 Essentials: Getting Started with Paragon 4

= An email window will now display. Enter the Recipient Address and add a
Message to the body of the email.

= Click Send.

= When your prospect receives their email they can click on the link that says,
"Click Here to View Listings" or they can copy and paste the URL for the link
and see the same report(s).

‘ " Addera Buaak | S Altachsnent | = Lse HIML Formal

B natabe Peocorioday com & me
Subeet: (Lrk 1o Lasrs h\

‘ Jid | X AaB@EMN — F =G .‘f‘hnf'li'. = You can Bec: a
Format * Fonlfemly = Foctew v B 0 oabe | o | A -S| (@0 @ LT Blind Carbon Copy
If you have contacts e | | [ | 2 & e | to be emailed to
within in your Contact you.

Manager, you can click
the Address Book link
to bring up your
address book.

Lhck Here (o View Listings

This Droperty brought to you by:
Hatalle Kent

(¥ff: Ew_.';::: I95-1270 Type your
Agt: (F8%h) 20%-1214
nataliegrcrarimby, omm message here.

= Once your email has been has sent, you will see the Confirmation email window.

= Click Close in the top right corner of the dialog box.

nazabe Socarinday .0om
by Went [natabe ocartoday.om|
Linkz b Livtngs

ik Hene o View Latngs

Th pranerty Brought in o by
BMakalie Hemb

off: {935) ¥95-1370

Mgt (FE5) 2959214

bl Bocartoday com
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Once your Contact/Prospect receives your email, here is an example of what
they will see when they activate the "Click Here to View Listings” link in their

email.

BRDIMLS

& !
Conira Copts &0R ; !
faaled coartgy ol | { i -
fu &
W B 5 s 3 i st e
EBRG - Clent Hewe | v i R i i i
2 (0] i
FARD Chart Mo - Wi
Frasdt Mad [hin Linsiry - _.E';. »
wam e i N Y
ARt £70.000 B9 HARBOR DR BAY POINT 945031414 0100 564,900
2 RESIDENTIAL Detached __Adtive 40493180 S
hoid Beds: 1 Sqru 888 | Pancfeoos | M 18143010
Croms Si  Fanifips Bathi: T/ 0y merma B Mocdel:
Os: PITTABAmA = P & Lot Sqfu 000 thaiianld
0 Mag; SS3ET 2 hgsoc Docs & Age: 28 Yo BEt 1381 BSgFE  SATA0 s cof:
Eamitery Shas Sew By Clamidatnon Days On MLE: g
Comphin: FolUnis inCompless TR Fir Unitis One - Ursls Chamin Oecupd [l
Ut hrider:
Slrwnt Lvi:  San Evvy
Upper Lul: Lowsr Lvi:
Boena KL 8 Assasas Fasms
Efichen: O
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