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Paragon Connect Setting Up a Hotsheet

1 Click on the "Main Menu"
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2 Click "Properties"

3 Click "Hotsheet"
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4 You can set it up by "DAYS BACK"

5 Or "DATE RANGE"



4

6 or "LAST RUN". This is the one I used for my example. Click on it (or the one you
want)

7 Click the status you want (Or statuses)
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8 Click the arrow to open the next section of criteria

9 I want to set up this hotsheet for my office listings. I clicked the arrow to open my
choices, or I can click into the field with my curser and begin typing the name of
my office
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10 Click the checkbox when you find the office you are looking for

11 Click "Save."
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12 Click into the field, "Hotsheet Name" and name your hotsheet

13 Click the "Hotsheet Alert" box to set an alert
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14 "What are Hotsheet Alerts?"

15 Click "CLOSE"
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16 Click "SAVE" when you are done naming and setting your hotsheet alert (You can
just name it and then click "Save" if you do not wish to set up an alert

17 To view your saved hotsheets, click on the folder for "My Hotsheet Searches."
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18 You can then choose the hotsheet search you want. You can see "All Results" or
"Updates" by clicking on them, or for more options, click on the "More Menu"

19 Click here
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20 You can also click on the number of results to see them

21 TO change how you view your results, click on the "Views" icon
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22 Choose the view you want- I clicked on "Spreadsheet"

23 You can then view your results.


