QUICK START GUIDES

Rich Text Editor for Custom and Agent Views

The rich text editor allows you to copy/customize or create custom/agent reports in Paragon.
This Quick Start Guide will demonstrate the rich text editor’s report functionality by copying an
existing report and customizing it for Client Connect.

To begin the copy and customize a report process, click Preferences and under Agent Views ,
click My Client Connect Views
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System Office Tour / Dpen House Yiews Client Connect Preferences Wizard
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A new screen will open. This screen displays any reports you have created in My Client
Connect Views. Click Copy View to find the report you want to copy and customize.

Active |IsDefault | Settings Edit

Click Copy View to find and
copy an exiting report so you
can customnizeit.

Click Add to create a
brand new report
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The screen will refresh. In the dropdown box, click the arrow to display the location of the report

you want to copy and click that location (

My Views, Office or MLS). The screen will refresh

again showing the reports in the selected location. Click Copy on the right side of the line of the

desired report.

m My Client Connect Yiews

=5 Add [ Cpen

Click the dropdown arrow to find and select

Custam Views: Mr‘:fswews % | the location of the report you want to copy. j
I ~ Office al Active Type Owner Copy
129 Listing Dekail Wigw Yes 19 u] Copy
130 Thurmbnail Wiew Yes 19 0 Zopy
131 Vertical View Yes 19 a @

C
Eeport you wantto copy.

lick Copy on line with the

A new screen will display. You need to make selections in several areas on this page. Click
Save when you have completed your selections.

Activate This View to make this report
usable when the design is complete
MLS Client Connect Detail Name -
rename your report so it is easy to
identify from the other reports

My Client Connect Yiews

Client Connect Type — where the report
is saved and used in Client Connect
Select Classes To Copy — choose the
property classes in which you will use
this report

When the report's design is complete
check Activate this View so you can
selectitin Client Connect Preferences

Page Preview

Activate This Yiew:
MLS Client Connect Detal Mame: [ECHy ertical Yiew

ﬁiant Connect Type! | wartical v

Rename your view so you can easily
indentify it in your list of reparts.
i.e. My Vertical View

s0 your clients can use this new view.

Detail

Horizontal

RESIDENTIAL
VACANT LAND

Select the type of report and
where your prospect will find the
repart in Client Connect

-

COMMERCIAL
MULTI-FAMILY
BUSINESS OPPORTUNITY

Select the property classes in
which you want to use this report.

)

Preview of the basic
design of the report

LEASE ONLY
FARM & RANCH
REWTALS
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The screen will change displaying the available reports.

To edit the report elements , click either the report’'s name or Edit. Report elements include
field labels and data, field preference boxes, quick links (M, H, D, I, N, etc.), maps, checkbox,
text box, font size, color and bolding, borders, images (agent, office, listing and special images),
etc.

Click Settings to change the report’'s name or toggle the status of the report between active and
inactive.

m M‘fl Client Connect Views _

l=|:|=l Add | = Delete Copy Yiew

MAMAGE MY CLIENT CONMMECT DETAIL
D~ Mame Active |IsDefault | 5ettings Edit

My Vertical View Yes Yes @ @

Click Settings to
change the report's
name and toggle active
or inactive status.

156

Click report's name or Edit to
edit the elements in the report.

The following shows how to edit the report elements using the rich text editor.

Click Edit to enter the edit mode in the rich text editor.

r,:,'-l add | o Delete Copy Wigw

MANAGE MY CLIENT COMNMNECT DETAIL
D - Mame Active |IsDefault | 5ettings Edit

Se
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The screen will change displaying the following. The following pages will point out the design
tools found at the top and left side of the design page.

Below is the Design Page with callouts identifying different design elements in this report.

m My Client Connect Yiews W

=pAdd [ Open |ef Save Copy Yisw Copy Class s MY Vertical View
- Class =@ Field Label - You can edit this text !'v' Border: | None |
w: = ==ICEE
SELECT R [LE';S : -
BIEM LISTING!

1) RESIDENTIAL ii

RICE CHANGE L Text box - yaur own text

(2) VACANT LARD
3] COMMERCIAL Listing Imags
(43 MULTI-FAMILY . _
{5) BUSINESS OPPORTURNITY Listing Image - size can
E?g e A be changed unlike
i8) REMTALS Thumbnail Image.

Keep shape landscape

Select the property with a ratio: o
class then use the 150 (wide) by 115 (high)

design tools to

customize the —_— )/CCIIent ConnectQuick Links j
report for the & iy 5
selected class. Q_)”EW COMMENT'
Status Field Preference Box -
i double click on this box to display
drea and select Fields and/or
T Features. When viewing search
Address 2 resuts with report, you may be
City able to click on the customizing
gfgte 4 gear to add fields ta the report.
Bedrooms #
Baths #Full or 34
These design element ﬁg:'fpiftths
containers are expanded
on the next page
A
Disclaimer

f; Box to separate individual
listings in the repart
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Below are the design elements found on the left side of the Design Page.

Design Elements
Fields, Features, Misc Report Elements and Grid/Default Font & Style
E Misc, Repart Elerments )
- Field Information
Text and Data Insert just the: |Agent Image
Text ' 1 B * Field Label (text) [Bing Map
Data t e * Field Data BD_.X_. ;
Lo S " Field Label and Data £
|# Half Baths (24) | CiZ Comment Link
[acreage (53 ' |z Favorite Link
{fiddress (14] Misc Report Elements Gt ooy
|cress 2 (15) = Agent/Office Images | Passitle Link
|agert - address 1 (28) | * Listing Photos [cc Reject Link
'..ﬁ.gent - Address 2 (28) . Listi ng lm_age |Checkbox
Bgent - Bgeri Narre (28) | Thumbnail image [Eastoriae
i e i * Maps {Bing & Listing) e
* Box to separate elements il
€ Features) ;Text BoxforagenL text Disclaimer
. Field Preference Section |Field Prefs Section
Mot = Double click to Edd MLS [ r—
Tont data (Fields or Features) T
Data /. * Checkbox - select listings e s
W * Page Number Office Image
| (n0z) Actached’ | * Date or Date and Time |Fags Murnber
| (A03) Detached ] " and more [Search Criteria
" (A04) Under . frext
(ADS) Both Att & Det | [Thumbnai
{AD8Y Tandem | m
e B - * Insert Feature Categories
[o o | displays all valies fo? the € Gri/Defalt Fort & Style ) See page 8 for
{A08) Designated Parking | —e———— category more details on
S i.e. HOA Amenities SNAP TO GRID OPTIONS Elglr?L gesftaﬁg
* Insert Feature displays a Sran ta Grid L
| (B01) Mo Amenities ; specific valuein a Feature % [10
T Category =
(B02) Add1 Parki 3 ,
e L_ar_ ngc — i.e. Add Parking or i El
LIE LI erl Al
| esy d _ Adult Living Certfd 55+ TEXT FONT |
(BDq)mr ﬁ-trip_ Access | You can add just the Label ;T..ahﬂ..m.a_ |
the Data or Label and Data Lilpk B
BlFf|lW|. |x|=
|
Grid/Default Font & Style DATA FONT _
* Enable/Disable Snap to Grid - Easy alignment of elements || Tahoma M
*Setsnaptogridsizex_ andy._ [11pm v
" Text Font - Choose the font for text and state B rlul . x|z
* Set Font Size - B pixels to 36 pixels using drop down bax =
= Set Font Color by clicking on the color box (default black)
* Set Font Style (Bold, Italics, Underline, Ellipsis, Crop and
Line wrap)
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Below are the design elements found at the top of the Design Page.
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Design Elements at the top of the Design Page

ltalicize Underine
Text Text

Report
Preview =

Ellipsis Crap - make field Background
-if text fit field diminsions Color
istoo

long W

add" " Text wrap to

multiple lines

Border
Stye

Border
Caolor
Border

thickness

o ~ %~ %\ LY
= @ | | B | f U|. |¥| = h /Tahoma ~| [11px v| Border: | Mone v L
@253 (90D @n:lBs  [n: |22 view Only: [¥] Text: |NEW COMMENT!

1

Positioning of the top left
corner of the element.

T=TopandL = Left

Element justification
left, center or right
top, middle or bottom

Text entry field

Heighth and width of the
design element

W =Width and H = Height

View Only
If checked, the element cannot be
customized while viewing search results
outside of the rich text editor.

Below are the tools available in the Preview Mode.

Return to Design mode closes the report preview and returns to the design mode.

MLS# - Paragon selects a random MLS # for each class to preview your report design.

If you want to use a specific listing for your report preview, enter the MLS #.

Retum to
Design mode

o Ao [fal Goen | el Save

@ LS &:

&

[ # 111243

m My Client Connect Yiews

COOE

GO AR

Enter specific MLS # for report
testing instead of using Paragon's
default MLS #

g

Rich Text Editor for Custom and Agent Views

CONFIDENTIAL — LPS MLS Solutions Client Use Only

6
September 20, 2011



QUICK START GUIDES

Tips and Tricks for using the Design Elements in th e Rich Text Editor
Save your work inside the Rich Text Editor. Paragon does not automatically save your work.

Note: When designing a report with multiple properties displayed on one (1) page, Paragon will
have you create one template that is used for the other properties displayed on the page.

Adding Design Elements to your Report

The rich text editor’s design elements are added to your reports through the “drag and drop”
method. Left click on the design element found in the left side of the Design Page and drag it
to its location on the report. Release your mouse button to place the element on the report.

For Fields and Features, use the dropdown box at the top of the container and select what
you want to add to your report: just labels, data or both labels and data.

m M‘fl Client Connect Views _

l=|:|=l Add [ Cpen Il Save Copy Wiew Copy Class
"+ clas || @
- Figlds Te L:
Y
Text E
n PR EE: |
arta L
Text and Data Listing Image
# Half Baths (243
Arreage (530
Justifying fields to a common vertical or horizonta | position

If you want to justify a group of fields to a specific vertical point or horizontal point, hold down
your control key and click on the fields you want to move. You can also move fields by using
the T (top) or L (left) fields, enter the position value and move into another design field i.e. W
or H. Upon your moving into another field, the selected fields will move to the entered

location.
Copy Class My Vertical View
|
| @| B |Ff|lU ¥ = W A ¥ | [8px % | Border: MNone v L
[ k[ |===FEE
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Setting a Default Report Style
You can set a default style for your report. Using the Misc. Report Elements design
container, select the styles you want for this report. See Style element explanations below.

E GridfDefault Font & Style ;

SHAP TO GRID OPTIONS
Snap to Grid
(10

|16

TEXT FONT
Tahorna v

11px »
B | f U| .. |x

DATA FONT
Tahoma b

1lpy »
B | Ff|lu, | . |x

Snap To Grid: You can set values less than or greater than the Paragon defaults. Using
the X: and Y: fields enter different values. Snap To Grid is a function where Paragon will
move your elements to the nearest point for the top left corner of the element.

Text and Data Font: for text, including labels for data, and listing data, you can set a style
for each, independent of the other. The style can include: font, font size, font color, font
emphasis (bold, italics and underline), ellipsis (when the text is longer than the allowed
space add “...” indicating more than can be displayed), crop (force the design element to be
the sized defined in the W (width) and H (height)) and Multi-Line (text wrap for fields with

content longer that what can be displayed on one (1) line where the field has a height (H) that
will allow multiple lines.

Copy Class i A My Vertical View
CCmp determining values j
| @| B |Ff|lU { ¥ = W A ¥ | [8px % | Border: MNone v L
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Design Element Justification

The Rich Text Editor allows you to justify your design elements in two (2) dimensions.
Horizontal: left, center or right justified

Vertical: top, middle or bottom

Note: centering listing, agent and office images generates a balanced look on reports.

Thumbnail Image

The thumbnail image is fixed in size (115 x 98). Resizing the placeholder does not change
the picture size used inside your reports. If you want to change the size of a listing image,

(i.e. Large Photo Brochure) use the design element “Listing Image”.
Listing Image

The Listing Image size can be changed. When added to a report, the Listing Image is 150 x
115. If you want to make the Listing Image larger or small, make sure the images have the

same height vs. width ratio. I.E. 560 x 430 or 100 x 77
Map sizes
Maps can be any size without maintaining a height/width ratio.

Color Selection

Colors can be used for text, background and borders. Click on the color-picking tool to select
your desired colors. You can also enter RGB and Hex color-codes for exact color matching.

Copy Class My Vertical View
|
W @ B 5y = | M| Aial v | Bpx v Border: |Solid v | 1px v -|
T L w = =[=[= E@tﬁjolorpickmg TDD|J/'_"‘

Note:

If you use the color-picking tool to

H 102 select a color (i.e. background color),

note the hex or RGB code so you can
use that exact color for other

i Close |

backgrounds on the report.

Yau can
input your
desired
color

Use the gradiant

SonE fo Bl Use the color using
variations of the slider to select Dot
s the basic color. Hex colar

codes
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