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Views & Reports—Spreadsheet Views
Quick Start Guide Paragon 4.0

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

your search results only
the first 100 will sort. Click
Get All in the upper right
to sort your entire search
results.

below.
The summary information . — -
is displayed directly above —n e : : Tt
the spreadsheet. Your LD PRICE 5 3
MLS may choose not to
display this information.
To sort the spreadsheet

. V¥ Show Checked & Shyoiee B Unr
click on the column header — -

PIC| MLSZ | Type |1)5.. Address 3)A. 2) Pri.. Beds | Full Bath

that you want to sort. The 1 LI1 | 10iaTel |5F | ACT | 222 Mine Road hiet $350,000 |5 2
default sort order is by 2 []|8  |10149574 |SF | ACT | 2001 Raleiah Foad $350,000 |5 3

. . 3 [1]8 [1otarsiz [sF [acT [esoswa]  click l 350,000 | 4 2
price from low to hlgh. To 4 [[s [10147514 [sF  [acT  |276EcCa heaéirfonz.fﬁﬁmm $357 900 | 4 3
Change the Order from as_ 5 D g 101403391 | SF ACT 101 Do column. Click again to $353.300 |4 4

: . 6 [1/6 [|10139551 [sF |AcT  |505 col]  reverse the order. $350,900 | 4 2
Cendlng to descendlng 7 [1|a [1ms0248 [5F [acT |10 Harvéyreoos re— | $353,900 |5 2
click again. If you have
more than 100 listings in ——]
Showing Listings 100 of 115 REEUEN BeEE] l

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

IV Show Checked &/ Show &l
L |PIC| MLS# | Type | 1) 5. Address 3) A.. 2) Pri.. Beds | Full Baths

1 1 10137611 | SF ACT 222 Mine Road hilet F350,000 |5 2
2 I

3 g 10147512 | SF ACT ES08 Windmere Road et $350,000 |4 2
4 10147514 4 3
5 10140331 = 3 o 4 4
5] 10139551 $359,900 |4 2
7 g 10150249 | SF ACT 10 Harvey Road hilet F359.000 |5 2
g P

Only the listings that were
checked will remain. To
revert back to your original
list click Show All.

V Show Checked i Show All
PIC| MLS= | Type |[1)5S. Address 3)A. 2) Pri.. Beds | Full Baths
1 D 9 10149674 | 5F ACT 2001 Raleigh Road het F350,000 |5 3
2 D g 10140391 | SF ACT 101 DOVE COURT het $359,300 |4 4
3 D K} 10144256 | 5F ACT 7335 Main Street het $359.5900 |4 2
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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.

( [ criteria Summarn)'-\') EMal | Esave b | Sprine b | [ addto Cma |l k »  Available Reports
e ———

L — i Criteria Summar
LISTPRICE: | $497,000 | $350,000 | $410,832 $399,90; i ¥
Print | Close

S0LD PRICE: 0 0 $0 0 4 3
V' Show Checked &1 Show &l g Class RF
PIC| MLS# | Type [1}5.. Address 3} A.. Skatus ACT,BOM
1 [ ||1 [1marenn |sF |acT | 222 Mine Road het Type SF
2 [J[a_[10149674 [sF _ [&CT | 2001 Raleigh Road Met 4 Price 350000-550000
3 [J[3 [10147512 |[sF |aCT | 5508 viindmers Road Met i lres T
4 []|a [10147514 |[SF |&CT | 276E cCanal St Met .
5 [][a_ [101403m |sF |acT [101 DOVE COURT Met
6 [J[6 [10138985 |sF  |ACT  |508 COLOMY DRIVE Met
Lo 3 | LARA240, L&WM%

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 setup. To
have Paragon open a list-
ing in a format of your pref-
erence. See the User Pref-
erences Quick Start Guide.

101 40848

m‘_ﬁ Hyde Park 100132333 |SF Mo ACT

-, 101 44465
5 ]9 e Park | 10140758

Mo
o
]
a [ 13 Park | 10137747 Mo

9 (4G (4|9

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.

P Available Reports
p Available Reports
Help | Open All | Close All

¥ "
Help | Open all | Close All —
EspreadSheets
Summary Cne Line
Showing Spreadsheet
Agent: Spreadshest 4
Agent Spreadshest 5
Agent: Spreadshest &
LS Defined Spreadshest 7
Firm Inventory
Hotsheet Spreadshest
* Details Once the list of
¥ - spreadsheets are
Mull:l-l.lps = displayed you can
* SpecialtyYiews click any of them to
switch to that view.

+ Fawnrites
* spreadSheets

* Details

* 'MultiUps

+ 'StatisticalReports

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.

* Audits
Class: Residential-Farm Name: Agent Spreadsheet
Group: | Listing -
Available Selected
EE_'; Cuskorfize liame Code | -] [ [son llame Code | #
||| Fee Freguency FeeFr.. [13 ]
| (1| Fireplaces P 46 O MLS # MLS# |5
[]| Full Baths 2nd Floor FBath 2 |53 ndd = O Type Type 7
L] | Full Baths 3rd Floor FBath 3 | 54) p— )k Status - Ascendi.. [Status |15
||| Full Baths Basemert FBath B | 51 J L] Address Addre |10
P> | [ L] [Full Baths Main FBath M 52— [ Remova all_| HIE] Ares - Ascending [Ares |8
| L || General Date GenD. |2 [1]2 Price - Ascending | Price 1]
| ] 3 owe [ Beds BR 47
[]| Half Baths 2nd Floor HBath 2 | 57 O Full Baths FB 48
|_| | Half Baths 3rd Floor HBath 3 | 58 L] Aszsociated Docw., | Assoc.. [133
(1| Half Baths Basement HesthB 550 | [ setsert | [[] Subdivision Subdiv |23
[_I | Half Biaths hain HBath M | 56

[¥luse shart Iabel
[luse shart value, if available

Save & Close || Revert ko Default

Handlicap Modified (M) | Handic.. [11
Eon fomrr e e ITTR JJ

[ v
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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.

Class: Residential-Farm

Name: Agent Spreadsheet

Group: | Listing v
Ayailable Selected
Hame Code =~ Sort Hame Code #
# Stories Stories |11 ] Picture PIC 500
Acres Acres |43 ] MLS # MLE# |5
Addendum Adden.. [12 ] Type Type 7
Aclult Community () Acult .. 1] Status - Ascendi.. | Status |15

Approximate Pasture Acres

AppPA..

”r
10

Address

Addre..

[ ]| Approximate Tilable Acre AppTA. (100 [m | |
]| Assessment Yalue Aszzmn.. |13 =
]| Assumption Payment Amo.. | AssmP. |1 | | Beds BF 47
[ 1| Bedroom 1 Desc Bed 1. |79 | Full Baths FB 48
[ 1| Bedroom 1 Dim Bed1.. |77 =11 Aszociated Docu.. | Assoc.. [133
(]| Bedroom 1 Level Bed1. |78 H Subdivision Subdiv |23
[ || Bedroom 2 Desc Bed 2 .. |82
[1| Bedroom 2 Dim Bed2. |80 [use short label
| — e [ EH [Cuse short value, if available
[ Save & Close ][ Revert ta Default ]
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