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Contact Manager-Assign/Add a Search
Quick Start Guide Paragon 4.0

Once you have the general information for a prospect in and saved, you can then assign a
previously saved search of their criteria or add a search and then assign it to the prospect.
When the search has been saved and assigned to the prospect, the Paragon system will
then start the auto searching tool for that prospect. Auto-Searching means that Paragon will
do a daily search for your prospects for you. You do not even need to be on the computer.
Auto-Search needs to be set up in order to use the Auto-Notification tool in Paragon.

To view a list of contacts in
order to add items or make
changes to existing con-
tacts, click the Contacts
button, and in the Control
Panel, click View/Manage
Contacts.
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The Manage Contacts
screen will appear with
your contacts listed in a
one line spread in alpha-
betical order. A search tool
is available to quickly find
a contact. The contact
names are a link to open
their general information
tab. The drop down menu
gives you other options.
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You can add, delete, or
import contacts from Out-
look, export contacts in a
V-card format, print out the
list of contacts, and create
mailing labels.
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This tool bar will Import contacts from Outlook,
Export contacts in a V-card format, Create mailing
labels.
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When you click on the
name of a contact, the
general information tab for
them will appear. Click the
Listing Info tab. This box
will show several options
for this contact. Saved
Searches will allow you to
assign a previously cre-
ated and saved search to
this contact. Click Assign
and a list of saved
searches will appear. Click
in the box of the search
name and click Save.
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name of the search, it will
open for you to view it, run
it, or make changes to it.
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Under the E-mail Notify column, the Off link will open an auto-notification set up page. Voice
Alerts is a Paragon Option. Your MLS may or may not have signed up for this tool. New and
Changed is where Paragon will show you Listings that match your search as a new listing on
the MLS or a price changed existing listing.

Following the work flow of
the Contact Manager, you
could do their first search
and save it from here. Al-
ways do the first search

manually. Click Add New.
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Choose the class for their
search, then click Apply.

Back To Lisbing fnfa Fab

O Mulki-Class

Class

(®) Residential-Farm O Multi-Family
Classes () vacant Land O Commercial-Industrial

Your default search screen
will open. Put in the criteria
for this buyer, click Count .
Adjust your criteria as
needed to get inventory.

Please Note: You can in-
clude a map search crite-
ria field in a saved
search, associate it to a
buyer prospect and have
the Auto—Search and
Auto—email functional-

ity.
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Before you run the search,
click Save Search As.
This will auto fill the name
of the contact into the
name of the search. It will
also automatically assign
the search to the contact
which will start the auto
search function. This will
save you time. Click OK
and the search is saved.
Your count, search, and
criteria summary boxes will
reappear. Click Search or
one of your Top 5 Favor-
ite views to see your
search results.
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Step 2: Assign as Default {Optional)

sk this your DEFAULT for Residential-
Farm searches,

Step 3: Save Search

® template WITH criteria values
0 template WITHOUT criteria values

Step 4: Assign to a Prospect {Optional)
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Remember, always do
your first search for a cus-
tomer manually. Find some
listings that you feel the
customer should see and
manually email or print
them out from here. See
the Email & Printing List-
ings guide.

Paragon will take over the
search for new and price
changed listings automati-
cally every 24 hour period
until you tell it to stop.
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search. Paragon will tell

you which ones when

you save your search.

When you go back to the

Listings tab, your saved #DaysBack: 1|

search for that buyer will
be listed. You can have up
to 3 different saved
searches per contact with
auto notification available
for each one.
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See the Quick Start Guide
for Contact Manager-Auto
Notification on how to set
up Paragon to automati-
cally send listings to your
clients via email while you
are showing houses to
other clients.
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