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The most popular 
Paragon Help Desk 
questions answered!

Don’t forget about the Paragon Portal (paragon.ereb.com)
You’ll find all kinds of webinars, training videos, how-to, and other valuable 
resources for navigating Paragon.

Why can’t I search an 
address is the speed bar at 
the top of the page? 

The speed bar allows you to search by MLS® 
number, by street name, or asking price 
range. If you want to search a specific 
address, you can use the quick search 
area or complete a full residential 
search. For a step-by-step guide on 
how to search in Paragon, you can 

watch this video.

How do I PDF my listings 
or Reports? 

You can PDF by selecting ‘Print Plus’ 
as your print option. Once you select 
‘Print Plus’ you will see ‘Output Type’ 
on the left hand side of the page. Ensure 
that you have selected PDF. Then, you 
can choose the Reports you would like to 
create for the selected listings. Once you 
have selected the Reports, you can select 
‘Print’ or ‘Print and Preview’.

What is the difference 
between “Print” and 
“Print Plus”? 
Selecting Print will print right from 
your browser, and will include the web 
address and date stamp on the top/
bottom of the pages. By selecting Print 
Plus, you can create a PDF document 
that allows you to fit the information to 
the printable area, giving you a cleaner 
and more professional look.

What is Grade Level 
entry?
Grade Level Entry refers to if 

the basement of the home is above 
grade level, or if the home is built 
on a slab rendering it basementless. 
In these cases, the whole property 
is above ground so the total above 
grade is a larger number, therefore 
making it look like a larger home in 
terms of square footage. This can 
apply to townhouses.What is different with 

Listing Maintenance?
The new Lisiting Input Maintenance 
now contain mandatory fields that 
MUST be completed. When entering 
a new or editing an exisiting listing, 
you must complete the mandatory 
fields. Included in those fields are 
Secondary Suites (must be answered 
with a Yes/No), Grade Level Entry 
(also a Yes/No), City Quadrant (for 
listings within Edmonton), and 
bathroom fields. For bathrooms, 
select the ones that are in the 
home. Once completed, you must 
chose a value of ‘0’ for all other 
bathroom options.
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https://www.youtube.com/watch?v=Z00Xeo9ojbU&list=PLFLiKpXJYGOF7fOKUamEcu_xfE1UBUSAI&index=3

