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Adding a Listing
Quick Start Guide Paragon 4.0

To add a new listing, from
the Home Page click
Listings and then select
the appropriate Class
(Residential, Land, Com-
mercial, etc.). In this exam-
ple we will use the Resi-
dential Class. The Listing
Data Form will launch,
where you can complete
the entry.
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When you get to the fea-
tures section, click Expand
All and all choices for all
Feature Groups will be
visible. You can scroll
down the page adding a
check mark next to each
appropriate feature. When
finished, click Add which
will move all the checked
features into the Selected
Features box.
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(121) Features B3 [12,E3,F11

Available Features Selected Features

12 - Hard Wood Floor
E3 - 2 Story
F11 - Traditional

O o14- Rented/Permit Parking
Oois- RV /Boat Pad

[ o018 - Other
P - Cooling
[ p1 - attic Fan

[] p2 - ceiing Fan
P3 - Central Air
[] P4 -Duct Far a/C

D P5 - Heat Pump

[ P& -None
O p7 - wall Units
[ p5 - vihole House Fan -

It is a good practice after
you have completed each
section of the listing to
click Partial Save. This will
prevent you from losing
your work prior to complet-
ing the entire listing due to
an internet time out or an
interruption. You can
choose to close input/
maintenance or continue
entering data when you
perform a Partial Save.
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Note: Partially saving a listing will give you a temporary number for that
listing. You can re-open the temporary listing to finish it by going to List-
ings / Load Partial from the Home Page. You must complete all re-
quired fields and save the listing to get your permanent MLS number.

When you have completed
your listing, click Save. If
all required fields are not
complete you will receive
an error message at the
bottom of your screen.

Click Modify next to each
error and you will be taken
directly to that field so you
can correct or enter infor-
mation. After you have fin-
ished your modifications,
click Save once again to
save your listing.
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List Price =hould be greater than $5,000. I thiz List Price correct?

Accept Moclify | | ¥Varning

Accept Madify | | ¥Warning

Expiration Date must be greater than or equal to Today's date.

Moclify Error

(128} Addendum iz a required field and must have valus.

(9) List Price i= a required field and must have value.

Modify | | Error

Note* After all corrections are made, Paragon will attempt to geocode
your listings. If it is unable to do so within a certain degree of accuracy
a geocoding window will open allowing the agent to correctly place the
listing. For more information on geo coding your listings see the Map or
Geocode Your Listing Quick Start Guide
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