QUICK START GUIDES

Paragon 5 Admin — Adding and Maintaining Teams

Note: The Admin Main page has movable widgets. Your widget locations may be different.

Paragon 5 supports Team functionality at its basic. Meaning a team can be set up to input and
maintain team listings. Future functionality is to allow more team cross functionality with other
aspects of Contacts, CMA’s, Marketing, etc. This Quick Start Guide outlines how to setup teams in
Paragon. MLS Admin staff levels 7 and 8 will have access to Team Maintenance without having to
activate teams for the MLS membership. Once the teams and their common team listings have been
set up, contact your SSM to activate the Team Controls in Listing Maintenance and Firm Inventory.
This is the final “switch” to activate the team capability for team members.

Note: Listings will continue to have Listing and Selling Agents of record. The Team’s information can
replace the agent’s information on listing views and reports. Listing and selling activities are
aggregated to the team in Paragon’s Statistical Reporting.

Team members only need to have a level 4 security setting to input and maintain team listings.

To add a new team to Paragon, click the Feadback | MLS Doaments | Compose Emal | Help | LlogOFF 1 [
Admin button on the top right side of the
main menu. Only MLS Admin level security x
members will see this button.
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On the Admin Main page and in the Maintain widget, click Teams.
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Paragon displays alist of existing teams. [T . |

C"Ck +Add Admin Main

Contains v

3 Delete Report Details § Manage Listings

Team Hame % Active Team Lead

Office

Paragon displays a new Team template with four (4) containers into which you add team preferences

and information. The containers are General, Address, Phone Numbers and Email/Web.

General Team Information
e Office: enter the office in which the team is working.

Note: Agents can be from different offices within the same brokerage. Agents cannot be from

different brokerages.

e Team Name: enter the team name. This can be used to brand the team’s activities. Usually, one

member creates the team and they will be the “owner” or team leader.
e Active: checking the box activates the team.

e Team Name Replaces Agent Name on Listing Views: checking this box instructs Paragon to

replace the agent name with the team name.

Admin Main

bd 5ave @ Cancel

office [f | LPS Real Estate Group

Team Name [E] |Premier Home Specialist
Active - -
Team Name Replaces Agenthame on [ Check this box to replace Agent of record's name with
=am Hame Replaces Aganthame an the Team's name on listing detail sheets or handouts.

Listing Views

After entering the General Team Information, click the Open button for the Address container.

Note: after entering information into Office and Team Name fields, you can start saving this record.
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Team Address: There are two (2) options for the Team’s address.

1. If the Use Office Address checkbox is checked, then the assigned, Broker’s Office address
will be the Teams Address. With this box checked, the assigned office’s address is
automatically populated into the address fields.

2. If the Use Office Address checkbox is unchecked, then the address fields become editable
and you can enter a different address for the Team’s Address.

Admin

Admin Main

bed Save @ Cancel

Uncheck this box to use an address other than the
assigned, broker's office address as the Team's adress.
Use Office Address

Street #, Direction, Name

Suite #, PO Box, etc.
City
State

Zip Code

After entering the Address Information, click the Open button for the Phone Numbers container.

Team Phone Numbers: There are three (3) phone numbers fields for the team. There are also two
(2) checkboxes used to direct how Phone Number 1 will be used on listing detail sheets and
handouts. The phone number labels can be up to ten (10) characters in length.

1. Phone Number 1 replaces the agent of record’s phone number
2. Phone Number 1 replaces the office phone number

Note: Because they are checkboxes, Phone Number 1 could replace both the agent phone number
and the office phone number on listing detail sheets and handouts.

Home Admin Agent Roster Membership Roster

Admin Main

bed Save @ cancel

Phone Mumber 1 Team Off 913 -5355-0000 Ext

Phone Number 1 Replaces Agent Team Phone Number 1 can replace the
| A BEN S Agent Phone, the Office Phone Number or
Phone Number 1 Replaces Office Phone W both, depending on which boxes you check.
on Listing Views -

Phone Mumber 2 |Fred: Cell 913 -|335-3450 Ext

Phone Number 3 Greg: Cell 913 -|355-8765 Ext
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After entering the Phone Numbers information, click the Open button for the Email/Web container.

Team E-mail Addresses: you can enter up to three (3) E-mail addresses for the Team. When you
check the Email Address 1 Replaces Agent Email on Listing Views checkbox, Email Address 1
will replace the agent’s Email address on listing detail sheets and handouts. The E-mail
Address labels can be up to ten (10) characters in length.

Team Web Page: the Team Web Page address does not replace an agent’s web address on listing
details sheets or handouts. When a Paragon user clicks on the team name inside Paragon,
the team’s web page address is displayed on the contact record. That is the only place where
the team web page address is displayed.

Home Admin Agent Roster Membership Roster

Admin Main

& Cancel

Check this box so the Team E-mail Address 1 replaces |
e the agent E-mail address on listing detail sheets or . —

' Phone . A\

Email Address \fam Email | PremierHomeSpecialist@RealEstate.com

Erizil Address 1 Replaces Agent Ermail v
on Listing Views

Ernzil Address 2 |Fred Email Fred@RealEstate.com

Email Address 3 |Greg Email | Greg@RealEstate.com

Team Web Page | http://wiww.PremierHomeSpecialist.com

After entering the Team’s E-mail addresses and Web Page address, click Save in the upper left hand
corner of the Team input form to save your work.

After saving the team record, Team Members information container is then visible. Click the Open
button to associate team members with this team.
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Click Add Team Member.
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Home Admin Agent Roster Membership Roster

Admin Main

bed Save @ Cancel

Click to add team
members tothe team.

=8 Add Team Mermber 3 Remove Team Member

Team Member modifications are applied immediately.

Member Name ~ Active Team Lead Edit Listings

Page |1 of 0w w1 |10 W No records to view

Use In-line Auto Complete to search for team members. With your cursor in the Team Member field:
e Type in part of the agent’s name for a partial list of Agents

e Double click in the field for a partial list of Agents

e Click the magnifying glass to access the search tool

When you have located the correct agent, highlight the name and hit the Enter key.

Note:
Designate the

Admin Main

@ Cancel

Edit Listings [
Team Lead [

Team ”PITI|J-='I

Eclr Listings
T-J.:m Lead

Type in part of the agent's

name for a partial list of agents. j Click the magnifying glass
to search for agents.

gal

Gary Armnett - LPS Real Estate Group
Gary Arnett - LPS Real Estate Gr oup
House -
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After you have added the Team Members, click Save. (See screenshot above — top left corner)

With the Team Members associated to the team, click the Teams part of the Teams | Modify button
to return to the list of teams. To add listings to a Team, select the team then click Manage Listings.

m_

Admin Main D

oh Add |5/ Delete Report Details( E ,,\[|~n) )

la-0 ( Tnactive | All | {Manage Liskings
Contains o
Team Name % Active Team Lead Dffice
KK Team fes LPS Real Estate
Yes LPS Real Estate Group
Yes LPS Real Estate Group
Yes LPSREG TRAIMER LPS Real Estate Group
This is my Team Mame Yes LPS Real Estate Group

Using the search tools on the new page, enter a date range (must have an end date) and other
criteria to locate the specific listings that are being added to the team and click Search located on the

right side of the search tool.

Admin Main

=k Apply @ Cancel

TEAM NAME LISTING DATE

Premier Home Specialist Es Bedin gs01/201 fof End 05-06-2011 iod
CLASS STATUS ACTION LIST/SELL

RESIDENTIAL v/ | Active v || Assign Listings v | [ Listing Side v ||

Please dick Search to load the Grid.

RESIDEMNTIAL || Active Assign Listings ~ || Listing Side h
RESIDENTIAL Assign Listings g
WACANT LAMND Sold n-assign Listings Selling Side

COMMERCIAL Pending
MULTI-FAMILY Expired
BUSIMESS OPPORTUNI|YWithdrawn
LEASE OMLY Rented

FARM & RANCH

REMNTALS
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Search results are displayed below the criteria. Select the listings to be added to the team by
checking the box to the left of each listing. Click Apply to add the listings to the team.

Admin Main
LISTING DATE

Premier Home Specialist Es Bedn|pqs01s2011 foh  Ed|ps-p6-2011
CLASS STATUS ACTION LIST/SELL

RESIDENTIAL v || Active « || Assign Listings || Listing Side v
F MLS & Address Class Status Listing Agent
400915 999 H Street RE Active-ACT Gilbert, Debra
[ 40264 270 K Street RE Active-NEW Gilbert, Debra
500079 11025 Snowshoe RE Active-NEW Arnett, Gary
500084 2075 Elmerest RE Active-BOME Arnett, Gary
500087 11020 Snowshoe RE Active-NEW Arnett, Gary
[ sooozs 11000 Snowshoe RE Active-NEW Arnett, Gary

A modal appears with “Please Review” in the banner. Double-check your selections. If all is correct,
click Continue. If there is an error or you are not sure, click Cancel and change your selections.

LA e R L e Tl

CAUTION: Please review carefully before clicking Continue.
You currenthy have 4 listinal(s) selected to take action on.
You are going to assign Team FMRES as the listing team on each selected listing.

Click Continue to perform the above action.
Click Cancel to abort this operation and review your selections.

When you click Continue, the selected listings are removed from the screen leaving the unselected
listings visible.

Note: At the bottom of page 6 in the search for listings screenshot, one of the options in the Action
box is Un-assign Listings. You can remove listings from a team using this function.
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Ideas and Suggestions regarding Teams

e If you are setting up teams for the very first time, there is one (1) more required step in team
setup.

Please call your SSM. Your SSM needs to make some System Configuration changes to
activate Teams in your Paragon 5 system.

¢ In the future, other options will be available to you regarding team setup, roles and privileges that

can be assigned to team members. Your MLS will be notified, as these new capabilities are
available.

Suggestion for the MLS on assigning Listings to the Team:

Once Teams have been set up, members added, and your SSM has turned on the team fields to
make them available to team members in listing Input and Maintenance, let the team members do the
work of assigning listings to the team

Instead of them bringing you the MLS numbers of the listings that will be added to the team and you
assigning them, have the team members (or their office admin that does input/maintenance for the
brokerage) do maintenance on the specific listings to add them to the team. More than likely, the new
team members will have some existing active listings that will become part of the new team.

Under Contract, Sold, Expired, Withdrawn, etc., listings will probably not become part of the Team’s
inventory. They will remain with the member who is associated to that listing for historical purposes.
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