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Getting Started 

                     Quick Start Guides Paragon 4.0  

This Getting Started Packet contains Quick Start Guides from Paragon 4, you can access many 
more of the Quick Start Guides for additional tasks within the program by going online to the Help  
button. Click on it for additional learning documentation. 
 
The Paragon shown in these pictures are of a Demonstration Paragon site and will not have your 
listing data or reports in it. However the functionality of Paragon is the same. 
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System Checker 
Quick Start Guide Paragon 4.0  

To start System Checker 
click the System Checker 
button on the Paragon log 
in page. 

 

Choose your computer’s 
operating system.  If you’re 
running Windows XP or 
higher click on that line 
and continue on to next 
step.  If you are running 
Windows ME or lower go 
on to page 4 of this guide. 
If you do not know what 
operating system you 
have, click help. 

 

After choosing Windows 
XP or higher operating 
System, the LPSREG 
Paragon System Setup 
Utility web page will open, 
click on the Download  but-
ton to start running the 
setup utility.   

 

To prepare your computer to run Paragon at its best, certain system settings must  be 
checked.  System Checker will adjust settings in your computer such as screen resolution, 
printer margins, pop up blockers, active x controls,  and Java settings to optimize Paragons’ 
performance.  The following steps should be done before your first Log In to Paragon.  It is 
also advised to rerun System Checker periodically to keep your computer’s settings correct. 
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System Checker 
Quick Start Guide Paragon 4.0  

Click either Run or Save.  
Both choices do the same 
thing.  Run starts the setup 
utility and runs it from the 
Paragon Servers, Save will 
store the setup utility pro-
gram on your hard drive so 
you can run it at a time that 
is convenient.    

 

Choose your MLS name 
by selecting it from the 
drop down menu.  MLS’ 
are listed by state. If you 
do not  see your MLS or 
Board name select, “I don’t 
see my board in the list.” 
 
Click OK.   

 

A second security window 
will open from your Internet 
Explorer.  Click Run. 

 

Paragon Setup Utility will 
double check with you to 
make sure the correct MLS 
is selected.  If this is the 
MLS you requested click 
ok. 
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System Checker 
Quick Start Guide Paragon 4.0  

Now click Run,  

In order for Paragon to run 
correctly, you must have 
Microsoft Java Virtual Ma-
chine on your computer.  If 
the setup utility cannot find 
it on your computer it will 
ask for permission to 
download it, click Yes. 

 

To print out listing reports 
correctly click Yes. 

 

Click on Start Download 
to start the Microsoft Java 
Virtual Machine Download. 

 

Keeping your temporary 
internet files cleaned out of 
storage helps to free up 
hard drive space, and also 
helps to increase speed on 
the internet.   
 
Click Yes to delete these 
files.  
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System Checker 
Quick Start Guide Paragon 4.0  

To delete cookies off of 
your computer check the 
delete cookies box.  Then 
click the next button to 
start the process of delet-
ing the temp files and 
cookies. Deleting cookies 
is up to you. Cookies re-
members log ins and pass-
words to other sites.  

 

Once the set up utility has 
finished, you will be asked 
if you would like to reboot 
your computer.  Make sure 
any important files or pro-
grams that may be opened 
on your computer are 
saved and closed.  Then 
click Yes for your com-
puter to reboot, then the 
changes will take effect. 

 

**  If your Operating Sys-
tem is Windows 98 SE or 
Windows ME, or if you do 
not want to run the Setup 
Utility on your Computer, 
click on the Click Here link 
above your choice of Oper-
ating System for step by 
step set up instructions.   

 

 
System Checker has now put an icon on your desktop for quick access to Paragon.  Also 
Paragon will be set as a trusted site for Internet Explorer, and most security software.  Printer 
margins will be set to .25, and the internet page will be removed from any printed documents.  
Screen resolution will also be optimized for best use with Paragon. 
 
**Note**  Some MLS’ have encouraged their membership to run System Checker every 2 
weeks or more.  This has resulted in fewer tech support calls, both into the local MLS offices 
and at LPSREG Tech Support.   It has also been noted that when a problem arises with a 
computer running Paragon, usually running System Checker will eliminate many problems.   
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Home Page Navigation 
Quick Start Guide Paragon 4.0  

  

  

Starting at the top, the first 
tool we see is Fidoogle. 
Fidoogle provides the abil-
ity to quickly pull up a list-
ing by the address, MLS 
number, asking price and/
or listings agent. Separate 
MLS #’s by commas and 
for price, you can enter a 
range. i.e. 150000-175000 

 

The Paragon Home page is your dashboard for Paragon. From the Home page you can 
launch all the tools available to you as well as see important information about the market, 
your listings, news and messages from the MLS. You will find quick moves to the most used 
tools that Paragon has to offer. Big buttons, easy options, fewer popups, are just a few of the 
enhancements you will find in Paragon 4 
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Home Page Navigation 
Quick Start Guide Paragon 4.0  

Top Action Buttons: MLS 
Documents is a document 
repository for MLS rules, 
Profile/Data Sheets, ETC. 
Compose E-mail starts the 
Paragon E-mail system. 
Help opens the Paragon 
Help website. Log Out: 
Logs you off the Paragon 
System. 

 

MLS messages & Paragon 
System Messages will be 
stored in this box. Once 
you have marked them as 
read, the box will collapse. 
You can come back to this 
box, open it, and view 
messages again. You will 
also see messages when 
you login to Paragon 

 

The Navigation Bar pro-
vides access to Searches, 
Listing Input and Mainte-
nance, the CMA module, 
Contact Manager, Tax 
searches (if applicable), 
Financials, Membership, 
Resources, Preferences 
and for Administrators, the 
Admin menu. 

 

Under the Alerts and Mes-
sage window is a Quick 
Search window that holds 
up to 5 fields. The Quick 
Search has limited Cus-
tomization. Click Custom-
ize to see the options. 
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Home Page Navigation 
Quick Start Guide Paragon 4.0  

You can add events, tasks, 
appointments to the calen-
dar. Click on the day of 
your choice, Click Add to 
open the box to set the de-
tails of your event. A bro-
ker can put in an event just 
for their office, the MLS 
can put in an event that will 
show up on everyone's cal-
endar. 

 

After an event is added, it 
will show up on your 
monthly calendar by 
changing the color of that 
date on the calendar.  

 

The center of the Paragon 
Home page provides a 
space for the MLS news 
and information. Please 
take time to read this sec-
tion and if desired, you can 
print the MLS message 
board by clicking Print  in 
the upper right corner of 
the window pane.  
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Home Page Navigation 
Quick Start Guide Paragon 4.0  

The Market Monitor is lar-
ger and Pending has been 
added to its monitoring 
process.  
 
 
 
 
If you are on a Team(s), 
you can have the Team(s) 
Market Monitor also ap-
pear here. 
 
 
 
 
 
 
If you hold your mouse 
over the I button, it will 
show you information 
about what the Market 
Monitor does.  

 

On the bottom right corner 
of the Home Page you will 
find Quick Action Links. 
You can customize which 
actions you prefer to have 
show up here. This is to 
give you one click action. 
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Property Search  
Quick Start Guide Paragon 4.0  

To start, click the Search  
button on the main menu. 
In the control panel that 
appears, click the class 
you need. This example 
will be Residential.  
 
From this control panel, 
you can also see the other 
available searches. 

 

The Residential search 
screen will appear with up 
to 3 search containers 
called Primary, Secondary, 
and Advanced Criteria. 
The Primary will be open 
ready to use. Your MLS 
sets up the starting fields. 
You can customize this 
screen to use it the way 
you want, See Customiz-
ing a Search Quick Start 
Guide. 

 

The criteria containers can 
be opened and closed at 
will with the open and 
closed buttons located at 
the end of the container 
bars. 

 

A detailed Property Search is used when the buyer has ideas or requirements on what they 
would like, where, how much, how many beds & baths, size, etc. You can search the fields in 
a particular class or a combination of classes. You can customize the search screen to fit you 
or a buyers specific needs. (see Customizing a Search guide) This guide will help you under-
stand how to use the listing data fields to narrow/enlarge your inventory results to print or 
email. The fields and choices in this example will vary from MLS to MLS.  This is a more de-
tailed search that the Quick Search on the Paragon Home Page 
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Property Search 
Quick Start Guide Paragon 4.0  

Some “lookup” fields, like 
Area, will have an open 
button to the right of the 
box. This will open a list of 
choices for that field. You 
may need to search within 
that field to find your selec-
tion (s).  

 

The Price range field is 
simply typing in the low 
and/or high values. 
 
The Type of property field 
will list the values with 
checkboxes next to them. 
Click on your choices for 
selections. 

 

The Status field will have 
categories and individual 
statuses. Click a category 
and all the statuses in that 
category will be listed and 
checked.  

 

You can hold down the 
CRTL button and click on 
all your choices and add 
them to your right box of 
selected items all at once. 
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Property Search 
Quick Start Guide Paragon 4.0  

Features will have the 
categories with the col-
umns of Must Have, Must 
Not Have, and Must Have 
1 or More. Click the circle 
of your choice of that fea-
ture. Use 1 or More when 
you have several choices 
from one category that do 
not contradict each other 
in a must have scenario . 

 

You may customize the 
categories of features that 
appear in your Features 
search field. Click Custom-
ize Criteria in the field. 

 

Once you have your selec-
tions, you can use the drop 
down menu to show what 
you have selected. 

 

The customize screen 
slides in from the right. 
Make your choices and 
say OK, your screen will 
refresh with just the cate-
gories that you have se-
lected. Remember to 
save your search or 
search template for 
these preferences to ap-
pear in your default tem-
plate. See “Saving 
Searches” QuickStart 
Guide.  
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Property Search 
Quick Start Guide Paragon 4.0  

Beds, Baths, and other 
fields may not be available 
in a min/max range. De-
pending on your MLS data, 
you may have a look up 
box with choices to check 
off your choice(s). 

 

Date fields will show begin 
and end calendars when 
you click on the calendar 
icon. Most instances you 
do not have to have an 
ending date if you want 
last minute results of your 
search. Set the month/
year, click on the day. 

 

Word search fields will 
have what is called 
“wildcard” search capability 
by using an asterisk  or 
star. It allows you to 
search for word forms of a 
letter string that you have 
put into the field box. A 
comma functions like the 
word “or” . 

 

Once you have the criteria 
in, you can do a count for a 
number of matches. You 
can now save your search 
or get results then save 
your search. Click Search  
or a Top 5 Favorite View  
to see the results in that 
particular favorite view. 
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Views & Reports—Spreadsheet Views 
Quick Start Guide Paragon 4.0  

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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Views & Reports—Spreadsheet View 
Quick Start Guide Paragon 4.0  

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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Views & Reports—Spreadsheet View 
Quick Start Guide Paragon 4.0  

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. 
 
 
 
 
 
 
 
 
 
 
The rest of this page inten-
tionally left blank. 
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Favorite Views 
Quick Start Guide Paragon 4.0  

Paragon allows you to keep your most used search results views in a Favorites list so you 
can get to them easily. 

To add to your Favorite 
Views simply drag and 
drop them into the Favor-
ites section from wherever 
they appear in the Avail-
able Reports list. 

 

Your Top 5 Favorite Views 
will appear in the Search 
Criteria screen so you can 
go directly to that results 
view from search. Instead 
of clicking search when 
you finish entering your 
criteria just click the name 
of the results view you 
want to go to. 

 

Paragon will go directly to that search results view.  
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Email and Print Listings 
Quick Start Guide Paragon 4.1.4  

To email a listing or group 
of listings select them and 
click E-Mail.  

 

The Email Listings       
options window will fly in 
from the right of the 
screen. Choose the reports 
to send to the recipient re-
garding the listings.  Make 
your  selections and click 
OK. 
 
The check boxes next to 
the name of the report se-
lects that view for the 
email. 

 

The Compose E-Mail   Edi-
tor will launch. Enter the 
recipient’s E-mail address, 
add message body and 
click Send.   
 

For more information about 
the Rich Text Editor tool 
for E-mail composing,    
review the Paragon Help 
Files regarding the  Rich 
Text Editor. 

 

To email or print listings you must first have search results. Run any type of search and the 
Action Toolbar below will appear at the top of your search results screen.  

If sending as an 
attachment, only 
one listing can 
be sent at a time 
in multiple views. 

A Hyperlink is 
recommended 
when emailing 
listings to a cus-
tomer. 
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Email and Print Listings 
Quick Start Guide Paragon 4.1.4  

 

With a Hyperlink, your 
prospect will receive an E-
mail similar to the one on 
the right.  When they click 
on Click Here to view 
Listings  (the recipient may 
need to hold down their 
control key for the link to 
function), they will see a 
content similar to what is 
displayed in the bottom 
picture of this page. 
 

The recipient can click on 
the dropdown box to se-
lected a specific View/
Report with which to view 
the sent listings. 
 

Note:  This functionality 
is not currently available 
for Automatic E-mail no-
tifications . 
 

 

 

Note:  If your prospect 
is unable to click the 
hyperlink and see the 
listing content , they 
can copy and paste 
the  hyperlink’s URL 
(circled on the left) 
into a web browser to 
see the content, as if 
they had clicked on 
the link. 
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Email and Print Listings 
Quick Start Guide Paragon 4.1.4  

 

There are two options to 
print Views/Reports, Print  
and Print +.  
 

Print will print the listing in 
the view you are currently 
on.  
 

Print+ allows you to print a 
group of reports for one or 
more listings at the same 
time. 

 

 

 

If you choose Print+ the 
Print Details dialog 
launches allowing you to 
make selections of the list-
ings reports you want to 
include in the print job.  
 
Click Preview to see the 
results or Send to Printer  
to start the print job.   
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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. 

 

Required fields are indi-
cated by the letter “R” in a 
blue box.  The “P” indi-
cates a field is required for 
a Partial Save.  There are 
several types of data 
fields. If there is a down 
arrow or an open link you 
must select from a list. An 
empty box is a free-form 
field you can just type in 
the information. 

 

Other fields, such as List-
ing Date and Expiration 
Date, have a small calen-
dar to the right of the field.  
Click on it for a pop up cal-
endar where you can eas-
ily select the appropriate 
dates. Once you click on 
the day, the calendar will 
close and insert the date 
(in the correct format) di-
rectly into the field. 
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Adding a Listing 
Quick Start Guide Paragon 4.0  

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 and 
when finished, click Add  
which will move all the 
checked features into the 
Selected Features box.  

 

It is a good idea after you 
have completed each sec-
tion of the listing to click 
Partial Save. This will pre-
vent you from losing your 
work prior to completing 
the entire listing due to an 
internet time out or if you 
get interrupted. You can 
choose to close input/
maintenance or continue 
entering data when you 
perform a Partial Save. 

 

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 the 
information. After you have 
finished your modifications, 
click Save once again to 
save your listing. 

 

����� :  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 required 
fields and save the listing to get your permanent MLS number. 
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Maintaining Listings 
Quick Start Guide Paragon 4.0  

To reach listing mainte-
nance click on Listings, 
then under the Maintain  
column, click Listings  

 

The user will then see a list 
of all listings associated 
with that agent. Brokers 
will see the listings for that 
office or firm.  To avoid 
looking though a large 
number of listings, Para-
gon 4 offers an MLS and 
Address search.  Enter the 
information you wish to 
search by and click 
Search . 

 

On the right side of the line 
of the listing selected is a 
drop down titled Select an 
Action.  Simply click on 
the action you wish to per-
form.  The more common 
actions will be shown in 
this guide, others will be 
offered in a separate Quick 
Start Guide.   

 

  Listing Maintenance allows the user to add or update listing information after it has been 
saved in the MLS.  Price Changes, Expiration Dates, Virtual Tours, Picture Administration, 
Remarks, Pictures, etc. Look for quick change shortcuts such as the MLS #, Price Change, 
and Pictures as described below.  
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Maintaining Listings 
Quick Start Guide Paragon 4.0  

Clicking on the MLS # will 
open the listing mainte-
nance screen, allowing you 
to change any field on your 
listing, including status, al-
lowing you to set your list-
ing to Pending or Back on 
Market 

 

Paragon also has a hot link 
for quick access to price 
change.  Again from the 
listing you want to main-
tain, click on the price of 
the listing , a price change 
window will open, change 
the price accordingly, click 
Save and Close .  Your 
MLS will have certain fields 
triggered to automatically 
open a Hot Sheet Com-
ments window, enter com-
ments in the field provided 
then click Continue .   

 

For all other listing mainte-
nance items use the drop 
down menu that appears 
on the right side of the list-
ing line.  Quick Start 
Guides have been pre-
pared on the functionality 
for some of the items 
listed, for instance, adding/
maintaining Pictures. 
 
Virtual Tour, Click on Vir-
tual Tour in the drop down 
menu, simply enter the 
web address for your Vir-
tual Tour click Save and 
Close .  Always save your 
work. 
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Add / Rearrange Photos 
Quick Start Guide Paragon 4.0  

 

To make any change to a 
listing, on the Home Page 
click Listings  then under 
Maintain, click Listing . 

 

 

The Listing Maintenance 
screen will launch so you 
can search for the listing 
you want to add or re-
arrange photos. Type the  
information into the appro-
priate field you wish to 
search by, and then click 
Search . 

 

Locate the listing you want 
to add or rearrange photos 
and click on the numeric 
value of # Pics or click the 
Select an Action  drop 
down & click Picture 
Admin . The Listing Photo 
Admin  box will pop up. 

 

 

Paragon gives the user the ability to easily add photos to a listing, or rearrange photos after 
the listing has been saved.  For best results, photos should be 640 X 480 resolution and 
32kb in size.  File compress will occur if the file size is greater than 32 kb and/or the resolu-
tion is greater than 640 x 480 pixels.  Paragon recommends you upload images that are 1 
MB or less.  The only acceptable image file formats are .jpeg and .gif.  Paragon does not al-
low file names with special characters like &, *, $, etc.  When working with listing images, at 
the bottom of the maintain screen is a reminder of these specifications and a quick link to an 
image resizing tool. 
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Add / Rearrange Photos 
Quick Start Guide Paragon 4.0  

 

Click Browse to locate the 
photo file you want to up-
load from your computer.  
Double click the photo to 
upload it to Paragon.  
While uploading, an Up-
loading Photo icon ap-
pears showing activity.  
The image will appear in 
the photo box on the 
screen when complete. 
Continue to add additional 
photos by clicking the 
Browse button under the 
next photo container and 
select the appropriate 
photo.  
 

If you want to delete a 
photo, click the red X next 
to the photo.  

 

 

 

Click the Rearrange      
button to change the order 
of the photos. Click on the 
photo you wish to move 
with the left mouse button.  
Hold the button and drag 
the picture  to the desired 
position.  
 

· If you drop a photo      
directly on another they 
will switch positions.  

 

· If you drop a photo on 
the grey bar ahead of a 
photo, all subsequent 
photos will slide to the 
right.   

 
Click Save   
 
Click Close  when done.  
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Add / Rearrange Photos 
Quick Start Guide Paragon 4.0  

 

Resizing Photos Guide: 
 
The file size of photos 
could vary widely. In the 
Photo Admin tool you will 
find a link to a LPSREG 
support site that will give 
you the software and in-
structions on how to resize 
your photo to a size man-
ageable by Paragon.  

 

There is a download for 
Windows XP and a 
download for Windows 
Vista. You can print out the 
instructions on our site of 
how to use the resizing 
tools. Do a “Print Page” on 
your browser to print out 
these instructions. 
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Map/Geocode your Listing 
Quick Start Guide Paragon 4.0  

To find your listings that 
need to be mapped or geo-
coded, run a Missing Geo-
code search. From the 
home page, click Listings, 
then click Missing Geo-
code  Search.  

 

It is similar to a Firm Inven-
tory as you can only 
search your own or a Bro-
ker can search for the of-
fice or firm properties. All 
listings should be checked 
for their geocode for map-
ping purposes.   

 

A non customizable 
spreadsheet view will be 
displayed. This spread-
sheet contains the follow-
ing information: MLS Num-
ber, Address, City, Zip, 
Price, and Status. Select 
the listing you wish to Geo-
code and click on Change 
Geocode . 
 
*Geocode is what makes a 
property show up on a 
map. 
 
 

 

This search module allows a user to quickly run a search to identify their listings that have 
not been geocoded*.  MapPoint will only map out addresses that have a very close match.  If 
a quality match is not found the listing is not geocoded or mapped. Therefore it will not show 
up in any map searches or map results. 
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Map/Geocode your Listing 
Quick Start Guide Paragon 4.0  

The Change Geocode dia-
log box will open. If Map 
Point finds a close match 
to the property, it will dis-
play that address with a 
Map It button and a Quality 
value. The higher the qual-
ity value the closer that 
MapPoint will map the ad-
dress. Click Map It to see 
a suggested map. 

 

If the suggested map is 
accurate, click Save & 
Close . If a property cannot 
be automatically geo-
coded, the agent can do so  
manually by looking for the 
correct place on the map 
and click. Move the map in 
the direction you want by 
the north, west, south, and 
east arrows. You may 
need to zoom out. Once 
you find the place for your 
property, click on the spot 
and it will be done. Save & 
Close . 

 

To prevent mapping issues with listings, Map Point will not map an address if the quality level 
is not above .85 on a .95 high scale. Which is good so that your property is not mapped in a 
wrong location, However, it means that you will need to manually do this search and find the 
correct location for your listing and just click on the map to finish. It is important to geocode 
listings so that yours will show up on a map search or a map results of listings that other 
members may be looking to find for their buyers. You can check the geocoding @ listing in-
put. 
 
You can control what zoom level other agents will first see your listing on a map by setting 
the zoom level on the geocode map and saving it. They will be able to zoom in and out as 
they need, but you can give them the starting view. For example, a property in a metro area 
could be zoomed in closer than a property in a more rural area that may need to be zoomed 
out to show county roads for a better frame of reference for the other members and their cus-
tomers. 


