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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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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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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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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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