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Welcome To The Paragon™ 3.4 Prospecting Guide

Prospecting can be simplified by using the following
steps:

1. Build the search

2. Save the search

3. Email the results to your client

4. Setup your client as a contact

5. Assign the search to your contact (thus making them a
prospect)

6. Turn on the Automatic Notification

The following tutorial will assist you in performing these
steps...
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Setting Up A New Contact/Prospect

The Contact Manager is intended to aide agents in managing their contacts by providing
a one-stop area for all information regarding their sources. In addition, contacts can
quickly be added as a prospect by assigning a search to the contact and setting them up
for auto-email notifications on new and changed listings.

The tabs are laid out in logical format going left to right. By the time an agent reaches the
Summary tab, the prospect will be completely set up.

To add a new contact
1. Click Contacts > Add Prospect/Contact to load the following contact manager screen.

R Hodify Contact - Microsoft Internet Explorer §5 ] JES |
b GﬂLﬁt_ﬂ_l Listitis) o ]:I'_--qn.ill Helilications '| bt Bl |" Sutaty | ""E\j “FH1T r‘r?‘- =
b = Required Save This Contact
ii I GENERAL q ADPEESS
|
- I 5 )
_ This contact i € Active (" nactive L =l Primary? ¥ After entering info,
::_J“'St and thgt prefin| address firsn  [w =] [iens don't forget to click
ame are the :
: P First lame 1 Save This Contact!
only required = [ Address 2 |
fields on this P LastHame [Hometuyer city [oustne state [i5 =]
page. Suttix | Courty |
Company [Fideity MLE Systems P . .
Job Tits [ e Thig area is to keep the
Secondary contact off of ermail and snail
Contact Comtact Requests Privacy [ mail lists. This functionality
of TELEPHON! is still under development.
Graups can be Types | I Buyer [ Seber [ Other #“ P
added by agent
—® Groups | [ Rester [ Py oved [ Complated Home - 3 g
under Contacts = D [ = [eesssms e &
Use Reverse K - e -
Manage Groups Sriscing L Allas | [wor Zl fEdessssss B
Node: Aifows agends bo mabek properiies bo ihis prospect Your name ||;"-"|'$'€“"~5nl Cod b ;I [ Ext, | &
amd progspect’s aitas pame waill be digelayed in search resuls, |m“ _'_j [ E—"Ll ~
Source I vl ;\ E-MAIL MITEREET Frimany®
pad
Soliied Comiments
=] E-Mall  [Home =] hscmzuf.emmmfm i =
Web Site Address | |
;J Instant Mag 5
Address The E-Mail address needs ta be
entered if agent plans to send

automated email notifications to
contact/prospect.

2. Enter information into the General, Address, Telephone, and E-Mail Internet sections.
Note: the First and Last Name are the only two required fields on this page.

3. After entering information into the appropriate fields, click "Save This Contact" to
complete the contact setup.



prospecting.
5. Click Save to attach the search to the prospect and check one of the following from
the pop up window:
1 Select “Save Listings To Favorite” and the search will be available from Search >
View Favorites > Favorite Lists For My Clients.

1 Select “Save Search” and the prospect name will default to the “Name your
search:” window and automatically associate the search with the prospect.

6. For the purpose of this lesson, click Save Search and then the Continue button and
the following window will launch and automatically default the prospect name in the
“Name your search:” window and automatically associate the search with the
prospect.

7. Click the Apply button.

Note: If there already exists a search with this user's name attached, users will be
prompted that there is a search with that name and will ask if it is okay to overwrite








