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The summary information 
is displayed directly above 
the spreadsheet.  Your 
MLS may choose not to 
display this information. 

 

To sort the spreadsheet 
click on the column header 
that you want to sort. The 
default sort order is by 
price from low to high.  To 
change the order from as-
cending to descending 
click again. If you have 
more than 100 listings in 
your search results only 
the first 100 will sort. Click 
Get All  in the upper right 
to sort your entire search 
results. 

 

To filter the spreadsheet 
click the checkbox of the 
listings you want to keep 
and then click Show 
Checked. 

 

The Spreadsheet is the default search results view in Paragon.  It gives a view of all the list-
ings for a particular search.  It can be sorted, filtered and customized to display the property 
information that is relevant to you.  The spreadsheet functions are outlined  
below. 

Only the listings that were 
checked will remain.  To 
revert back to your original 
list click Show All. 
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If you want to display your 
search criteria after you 
have already gone to 
search results, click Crite-
ria Summary on the action 
toolbar and the criteria will 
fly in on the right side of 
the screen. 

 

Several types of spread-
sheets are available in 
Paragon. Your MLS deter-
mines which ones are 
available. Some of the typi-
cal ones are displayed 
here. To expand the list to 
see the available options 
click Spreadsheets under 
the Available Reports. 

 

To view a listing in detail, 
double click on the row 
number of the spread 
sheet.  This will open the 
view of that listing either in 
the All Fields Detail report, 
or in a default report that 
your MLS has set up.  To 
have Paragon open a list-
ing in a format of your pref-
erence. See the User Pref-
erences Quick Start Guide.   

 

To customize any spread-
sheet click Customize on 
the action toolbar from that 
view. The fields on the left 
are the available fields and 
the fields on the right are 
selected for that view. 
Highlight the field and click 
Add or Remove to change 
the selected fields. 
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Arrange the order of the 
columns in your spread-
sheet by highlighting the 
line and then clicking either 
the Move Up or Move 
Down buttons. Remember 
that UP equals left on your 
spreadsheet and DOWN 
equals right. 

 


