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Maintaining a Listing
Quick Start Guide Paragon Desktop 4.0

Listing Maintenance allows the user to add or update listing information after it has been
saved in the MLS. Price Changes, Expiration Dates, Virtual Tours, Picture Administration,
Remarks, Pictures, etc. Look for quick change shortcuts such as the MLS #, Price Change,
and Pictures as described below. Please note: What elements of Listing Input and Mainte-

policies and procedures.

nance functions, if any, that are available to you are determined by MLS rules and Broker

To reach listing
maintenance click on
Maintain Listings.

Search ContactsiL\stings;Tax Financials  Members Messaging Preferences  Admin Help

PR (s RN | LN =
® g W eNOOR:
(_I Paragon Desktop 4 Home

-_Quick Search
) S ) Y 4

MLS Number:
Address:
Street Num

Low/Exact  High

Building Lot Seaich
Comm - C-Store Search
Comm - Office Search

Dir. Hame p o f\a v it
T 1T roperty : avorite
| = Sanreh Hotsheet Firm Inventory Listings
Slatus )
Select Status W
| Saved Searches | -
askid — & ‘> ! )

i ) : \ |

o e rtue || /Poseds  Conags  AddLslnms
Enter the same login and Usemname
password used to get on rgoulet
Paragon Desktop. Pl
To see a list of your listings
click on Browse. © oo
(&) Maintenance
LS Murmber
Ok
. . . . /\l
All your listings will display. | | e E
Highlight the one to be © Curtent MLS Listings —
. ance
worked on and click OK. O Listings Ready for Upload [ Carcel |

MLS # Price Address

B00 S Mature Trail Dr

$R0,000,000.00

Quick Start Guide © 2009 LPSREG




(CQ) Desktop
Paragon4

Maintaining a Listing
Quick Start Guide Paragon Desktop 4.0

The screen that displays is
the same as when a listing
Is added. The fields are
under one of the tabs at
the top and the listing data
for that MLS # will be dis-
played

Make the changes to the
desired fields.

Standard | General | Remarks\Comments | Soldlnfnl Picturesl

O-Class E Residential-Farm

T-MLS # E 300007197

3-Type E Qthers w
10-4rea [E | Central City w | [] Show Al
11-List Price [ | 50000/ 000
12-4ddress [E | 600 5 | | Mature Trail Dr
13-Street Mo2
14-City Burbank

When done, select Save.

After saving, you will see
the Hotsheet Comments
field. Add any comments
you want displayed on the
Hotsheet about the
changes to the listing.
This can be left blank.
Click Continue.

Note: Only certain fields
determined by your MLS
will allow a comment.

A equired Onl { Save? Print

HotSheet Comments E
Enter any Hotsheet Comments you would like to appear on the Hotzsheet Report.
Click Continue to continue saving the Listing with or without Hotsheet Comments,
Click Cancel to abort the operation, Listing data/modifications will not be saved.
List Price:

3 Cancel

The listing is changed, but
it still needs to be
uploaded. Several listings
can be changed or added
and then uploaded all at
the same time.

Click OK to make
additional changes or
move to another Paragon
Desktop 4 function.

\i:) Record Successfully added or changed For Listing Mumber 30000197

Please remember to upload the new data to the online swstem
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On the Home Page, click
Upload to send the listings
you have added or main-
tained to the online sys-
tem.

Your listing additions and
changes need to be
processed by the online
system so all users will
have your listings.

Communication and 5 elup

DOWNLOAD
Downioad the latest listing data to

your Paragon Desktop.

UPLOAD
Upload the latest listing data to the

anline database.

o~ i SYNCHRONIZE
L‘} Synchronize your contacts, saved

searches, e-mail, and mare

Wait 15 minutes from the
time the upload completed.

On the Home Page, click
Download to bring the list-
ings you have just added
or maintained down to your
searchable Paragon Desk-
top 4 database.

Communication and 5 etup

DOWNLOAD

Download the latest listing data to
your Paragon Desktop

UPLOAD
@' Lpload the latest listing data to the

anline database.

o i SYNCHRONIZE
t‘; Synchronize your contacts, saved
~  searches, e-mail, and mare

The Transfer Results
screen tells you your
desktop database has
been updated with the
most current data as of the
time of your download.

Click OK to close this
screen.

Transfer Results

i The download process completed successfully,
- Your current seguence number is 20080331115013800
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