
How To: Customize Paragon Search Screens and the Default Results Spreadsheet 

In Paragon, click on Search and select the type of search you wish to customize. Customizing is available in most—but not all—

sections of Paragon. If there is a Customize button, customization is available. 

If the criteria you’d like to use is not already 

appearing on the search screen, click the 

Customize button that appears above the 

search screen itself, and select Fields from 

the drop-down menu. 

Please Note: 

“Containers” are the sections of the 

search screen, designated as “Primary 

Criteria”, “Secondary Criteria”, and 

“Advanced Criteria”.  You can place the 

search fields in any of these containers 

where it will be convenient for you. 

“Class” designates the Property Class. De-

pending on which property class you use, 

the Fields that will be available will be for 

that particular Class. (Example: Fields spe-

cific to Residential will not appear when 

Vacant Land is selected as the Class.) 

Fields currently appearing in the Container selected will appear as Selected Fields (right-hand column). 

Fields not currently showing anywhere on the Search screen will appear in the Available Fields column. 

If you do not find the field you are looking for in the Available Fields column, it is either not part of the data for the 

chosen Property Class, OR it’s already showing in one of the Containers. 

HELP TIP: 

TO ADD A FIELD TO THE SEARCH SCREEN: 

Find the field (in the Available Fields), choose the Container you wish to add the field to, click to highlight your 

Available Field, and then click the Add button between the two fields columns to move it from the Available Fields 

into the Selected Fields for that Container. 

TO REMOVE A FIELD FROM THE SEARCH SCREEN: Change the Container (if needed) so that you can find the Field, 

click on it, and then click the Remove button between the two fields columns to move it from the Selected Fields 

into the Available Fields. 

MOVE UP and MOVE DOWN: You can move fields up and down within a Container by clicking the Field you wish to 

move, and then using the Move Up or Move Down button. 

WHEN YOU HAVE FINISHED CUSTOMIZING YOUR FIELDS, BE SURE TO CLICK THE APPLY BUTTON TO RETURN TO THE SEARCH SCREEN. 
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In Paragon, select your desired criteria and execute your search. By default, the MLS Defined Spreadsheet will appear with your 

search results.  The fields that appear on this spreadsheet were determined by the MLS, but you can customize them to show the 

fields you wish to use for search results. 

Just as when customizing the search 

screen, you will use the Customize 

button above the Spreadsheet to 

add, remove, and move your fields. 

The Spreadsheet does not have Containers, but it does offer the choice of data Groups. By default, the 

Listing Group will be chosen. This group contains listing data. Other Group options may include Agent and 

Office (which could be used to show the Listing or Selling Agent or Office). 

On a Spreadsheet, the MOVE UP and MOVE DOWN buttons should be thought of as Move LEFT and Move RIGHT 

on the screen. The Selected Fields will appear top-to-bottom but will appear on screen from right-to-left. 

 

Once you have selected the fields you need from the Groups you desire, be sure to click the SAVE button to save 

your changes. 

NOTE:  In these instructions, we have been working with the Default Search and 

Spreadsheet options.  RANW Members can save multiple search templates and their 

own customized Spreadsheets. Under the Save button (above the search or results), 

select Save As, and save your Search template with or without criteria.  With a spread-

sheet, choose one of the Customizable Spreadsheets from the Reports menu before 

making your desired changes.  

An example might be a specialized search for Waterfront-type listings that includes search or display fields for the name of the 

body of water and frontage amounts, or for Farm-type listings that show fields or features specific to farm properties. 
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