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Paragon Updates
As Members continue to familiarize themselves with the features it has to offer, our knowledgeable Help Desk team is here to 
answer your questions. Below we have comprised our most Frequently Asked Questions, and the information you need to help 
answer them!

What Are Tabs? 
Tabs are identifying page titles that help you navigate Paragon. There are main tabs, which are the title of the category 
you are currently in, and then sub tabs, which are the individual pages you are working in. 

Tabs appear near the top of the page, under the category icons, and by clicking on their titles, they allow you to navigate 
between multiple pages.

Depending on the type of tab you are under, you may have multiple sub tabs. For example, each class search can have up 
to 3 sub tabs open at one time.

Some tabs use split functionality, meaning you can go between two pages. Split tabs will be marked with a vertical center 
line.  To go back to your search criteria, click on the criteria tab – which may be named differently depending on the name 
of your search. 

If you have too many tabs open, or are trying to navigate to an already open tab, you will get a warning from the system. 
You will need to close some tabs, or navigate to the correct page by clicking on the already open tab. 



How Do I Change My Client’s Contact Information? 
Your client’s contact information can be changed through their Contact Information Page.  If you would like to change any of your 
contact’s information, click directly on their name and you will be directed to the Contact Activity Page. 

On the left-hand side of the page, you will see a yellow folder labelled General. Click on the folder, and then click the page 
labelled Contact Information; you will be brought to the client’s contact information. 

NOTE: you can add contact information for a second person, for example a spouse, who can then be added to current 
notifications.

Make any changes that you need to, and then press the save button at the top of the page.

How Can I View What Emails I Sent to My Client?
Paragon keeps records of all emails sent to your clients. If you would like to view your client’s email history, click the 
yellow folder labelled ‘Email History’, and then select the page ‘View Email History’. 

Once the email history page has loaded, you will see a list of emails sent from Paragon, along with the email address they 
were sent to, the time it was sent, and whether it was an automatic or manual email. 

To view the email that was sent, click the subject line, and the message body will appear in the lower half of the screen. 



Why am I Getting Opted Out / Bounce Back Errors When I Email My Client?
For various reasons you may get an error message when emailing a client. It is possible that they accidentally clicked on 
the opt out signature within the Paragon email, however, it is more likely that there was an error within the client’s email 
address and Paragon has marked their account as not deliverable. 

When a client has been marked as opted out, there will be a signifying icon on your contacts page.

In order to fix this, click the ‘Compose Email’ button at the top of Paragon and input your clients email into the to field. 
When you press send, instead of a message sending, a link will be generated. Click on the link to be re-directed to a Black 
Knight site.

Where it says to enter Your Email Address, type in your client’s email address and go to the next page.There will be two 
options. Select ‘Any agent using this software.’

Go to the next page. This will generate an email to your client. They will need to click the link within the email in order to 
opt back in to receiving emails from Paragon.


