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To email listings you must first have search results. Run any type of search and the Action 
Toolbar will appear at the top of your search results screen.  
 
 

 

In your results view, after 
you have selected which 
listing(s) to email, click the  
E-Mail button.  

 

 

The Email Selection 
screen has 3 areas for   
selections when sending 
Listing E-mails. 
 

1.  Choose whether you 
want to send to the 
customer:  
A. Selected (checkbox 

checked) listings 
B. All listings displayed 

in the spreadsheet 
C. The last listing you 

checked 
 

2. The E-mail type de-
faults to  Hyperlink for 
listing detail sheets.  
The Hyperlink email 
type is recommended. 

 

3. The Detail allows you 
to Choose View to 
send.  Use the down 
arrow at the right to 
choose the report you 
want your client to use 
when viewing the     
listings.  Click OK. 

 

 

Choose a view that you know 
shows off the properties to your 
customer the best. Large photo 
views/reports are always popular. 
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The Compose E-Mail  
Editor is launched.   
 

Enter E-mail addresses, E-
mail message and attach 
any files you want to send 
to your prospect. 
 

Click Send.   
 
Note:  
You must Synchronize 
Paragon Desktop 4 to    
actually send your E-mail 
to your prospects.   
 

Clicking Send puts the E-
mail in the Paragon Desk-
top 4 outbox, waiting to be 
synchronized with Paragon 
4 online to send the email.  
 

 


