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Paragon Desktop 4 allows you to customize most of your Views & Reports. The procedure
to customize is the same for all customizations within Paragon 4 and Paragon Desktop 4.
Using any Search method, have some listings in a spreadsheet.

When you Synchronize in Paragon Desktop 4, the customization of Views & Reports
common between Paragon Desktop 4 and Paragon 4 will be updated to the other allowing
you to work with the same Views & Reports in both programs.

Customizing Spreadsheets

Search Criteria Search Results I
Search Fesults
&7 Show Chacked Al Msave (DE-Mail  SPrint . Print+ 9 Sort
390f 39
Tatal Price Average Price Median Price Price Fange
36,021,193 $154.389 I $139.900 $100.000 - $233,900
I Asking Price Class Type Area Address Status Bedrooms” |
$100.000 RESIDEMTIAL | Single Family | Jasper County | 2301 S HIGHLAMD AVE. | ACTIVE | 3
$109.900 RESIDEMTIAL | Single Family  Meozho 10 5 wood ACTIVE | 3
£109 900 BESIDEMTIAL - Sinole Family | Wwishb City 105 5 Ball ACTIVE 4
Click on Customize
Adding Fields
If you want to add fields, B ie e i
. . . Class: Mame: DefaultMLS Defined 5preadsheet
find and click on the field s e ’
on the left in the Available it Cole A R Code TNE
. . [] | 2nd Bedoom Bas | 2BE asement 70 MLS # MLS # 1
box. Click on Add in the [ | 2ndBedioom Siz | 2B5ize &3 IR C1 [T [&sking Price sk Price 5
center box. Field will be R e g | SN LT —
o= 4

added at the bottom of the
list on the right in the
Selected box. Click on
Move Up or Move Down
to move it left or right in the
spreadsheet.

Removing Fields

If you want to remove

fields, find and click on the
fields on the right. Click on
Remove in the center box.

< Remove &l

4th Be 4BSize ]

Address 2 Address 2 7 Mave Up Il () Status Status 1

Agency Agency 32 ave Down I 1|2 Bedrooms Bedrooms 14

Agent Remarks AgtRmks 113 I 3 Full Baths FullBaths 15
AgentAddiess 1 | Agent-Address] 22 E Set Sort > | City City 3 >

Agent-bddiess 2

Agent-Address?

22

Agent-bgent Mam

Agent-Agt Mame

22

Agent-agent Mam

ﬂDDDDDDD«

Agent-agt Nm Ph

22

[[] Resize Columns For &1l Resul
1 Use shart label

When spreadshest
customization is complete
click on Save & Close

1 Use shart value, if available

aent-Ciby Shat:

gentChSITin

I Reset Column Widths J [ Save & Close I I Revert ta Defau\t]

Saving Customization: When you are finished customizing
the spreadsheet, click on Save & Close.
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Set Sort

If you want your spread-
sheet sorted by up to 3
different fields, click on Set
Sort in the center column.
(see page 1)

Use the dropdown boxes
to select the field for
sorting the spreadsheet
data.

For each field you sort by,
choose whether the field
will be sorted in ascending
or descending sequence.

When your sorting setup is
complete, click OK

Click on Save and Close.

Sort Criteria Selection

SORT OPTIONS
Thentp __________  (® Ascendig 1st field data is
(R sorted by
Ther bl . ® Ascending 2nd field data
| Beds %] O Descendng is sorted by
Thenb . . )
'T-jgl ';a-ths = © Ascending 3rd field data is
' O Descending sorted by
Cor

Customizing Listing Detail Sheet

Search Criteria Search Results I

& Show Checked &% Show Al 4 save

2 E-Mail

“Sn-aalc-h F.E-esu-lts

- Print —a Print #

¥ Sort iﬁ Customizey | Views/Repots - ) Back

Open House
Other Text...

Property Features:

FENCING

SEWER

STREETE

WWATER

AR CONDITIOHING

Partial

City

Faved

City

Ceiling Fans, Flectic Central, Heat
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Click on Customize to see
the detail sheet template or
layout.

35L Customize

The template has several Customizel ayout =S
i Class: f ite section customizable ouble clici
dlfferentzones Of . M:EI)DENUAL {Wm Gra: sect\o:ﬂ ot chl:sl::ln:ab: I“ W -
information that clarify how L — g
they are used. :'Q i {20 AiES) J Dpen House
Otker Text
Classes - Pick the class o e
. . 1ting Image Toper! ealures;

you are CUSt0m|Z|ng e N
White Fields -

Customizable fields. i ¥,
Gray Fields - Hard coded

values, you can not

customize these areas.
Restore Defaults - resets

the template to MLS

default settings.
OK - Saves and closes the

template.
Whgn you double click.ir_w a | s X
White _ceII, thg Customizing | | ees [respenie Naws: | EustomBroeiurs?
Tool will be displayed. e — g ey — —
Addlng Fields [] | 2nd Bedioom Bas | 2BBasement 70 FENCING A 96

2nd Bedioom Siz - 2BSize Add >

. . . m —E e T i
To add fields, find and click d Bedrocm Size_ 3BSize — = STAEETS _|D %

. . dth Bedoom Baz | 4BBasement 74 Emave WATER E 36
on the field on the left in E T Bedoom Sz | 9B58e 7 Fonane ) g FLOODFLAN  |F %

H H [ | Address 2 Address 2 7 Move Up ] IMPACT WATER |G %
the Avallable box. Click on Pl o a YTy, R -
Add in the center box_ [ | Agert Remaks | AgtRmks 13 &IR CONDITIONI |1 E3

. . [ | Agent&ddress 1 Agent-Address] 22 HEATIMG SYSTE [J 3Bk AV
Field will be added at the E 2gem:iddris§2 igen:idzﬂssﬂ i W VWhen cell
. gent-figent Ham | Agent-Agt Name customization is
bottom of the list on the S e [ LR HUmim e s sk
rlght |n the Selected bOX Anent-Cit State | Anent- TGS B2 s Save & Close
[ Reset Column "widths ] [ Save & Close ] [ Revert to Default ]

Click on Move Up or Move
Down to move fields to the
correct location.

Removing Fields

If you want to remove
fields, find and click on
the fields on the right.
Click on Remove in the
center box
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To change text (typically
above and below pictures),
double click in the text field
and type in the new text
you want.

Click OK to save the new
text you just inserted.

Restore Defaults removes
your text and restores the
Default entry.

Customizel ayout Text

Text CD_pen Houze

Note: Any text that you place here and save will ap-
pear on all listings that you display or send in this
view/report. Change text per house if desired.

When you have finished
customizing the entire
listing detail sheet, click on
OK in upper right corner to
Save and Close the tem-
plate.

Clicking on Cancel will
close the customization
without saving any of your
customizing.

C[Ex|

Class: |RESIDENTIAL v. | white section customizable by double click |

| Restare Defaults ‘ 0K ' Cancel

| Gray section not customizable

~

Open House

Dther Text

Listing Image Froperty Features:

[FENCING
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