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August  2008 

The Contact Manager has a series of workflow tabs starting with General Information of your 
contact. This page is where you will enter the typical information such as names, addresses, 
phones, email, etc. Always start with the General Information tab. 

From the main menu, Click 
Contacts and the control 
panel will appear below. 
Click Add Contact/
Prospect. 

 

The General info tab will 
be open ready for your 
contact info. Fill in the 
boxes with as much info as 
you have. The more info 
you can save now, the bet-
ter prepared you will be 
every time you contact 
them. 
 
There are only 2 required 
fields—First and Last 
Name. 
 
 

There is a Quick Start 
Guide for each tab.  
 
Page 2 & 3 of this guide 
will help you fill in the Gen-
eral info tab. 
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The first module is simple 
enough to fill in. When you 
are later searching for con-
tacts, there is an Active/
Inactive filter available. 
Some contacts may not be 
actively looking for a 
home. 

 

Groups help you define a 
contact and makes it eas-
ier to find them for sending 
new or changed listings to 
or changes to your busi-
ness.  
 
Reverse Prospecting is a 
tool that Listing Agents can 
use to notify you when 
they have a listing that 
matches one of your buy-
ers. 

 

Add an address for home, 
then go to the drop down 
and click Work. Then add 
the address for their work.  
 
Primary tells Paragon that 
this is the main address for  
when Paragon pulls an ad-
dress for an auto-fill situa-
tion such as the Cover Let-
ter in the CMA presenta-
tion. 
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Phone numbers for a client 
could be many and the 
drop down choices will let 
you choose a specific 
name for each one. 

 

When you have multiple 
email addresses for a con-
tact, mark one as the pri-
mary. Some Paragon 
email functions will then 
know which address to use 
in an email compose box 
for you. Such as on the 
Auto - Notification email 
function.  

 

Always save your General 
Contact information before 
you move on to another 
tab. 

 


