
 
 

1004MC Customization   

  1004MC 
Spreadsheet Customization  

And  
CSV/Excel Export  

In Paragon, you may want to customize a spreadsheet view that will work for you for 1004MC form reporting.  
That spreadsheet will most likely include fields for Sold Price, List Price, Original List Price, REO/Lender 
Owned, and Days on Market or CDOM.  You can use this to order fields for export into custom excel spread-
sheets or programs which require a comma separated file in certain field order. 

 
 
To build your custom 
spreadsheet view in Para-
gon: 
Go to Preferences  and 
choose Reports.  

 

 
 
From the list, select one of 
the MLS Defined Spread-
sheets by clicking on its 
name. 

 

 
 
From the Class dropdown, 
you will want to customize 
each property class that 
you will use this spread-
sheet for.  If you search 
Multiclass, Residential, 
Land, etc, you will need to 
do your customization in 
each class or the custom 
spreadsheet will not show 
in that search result. 
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Click in the Name field to 
delete the default name 
and name it 1004MC Tem-
plate (or whatever). 
Check the Add Summary 
box, if not already 
checked, to include the 
CMA Summary report. 
To add a field, select it 
from the left and then click 
Add .  It will be moved to 
the box on the right. 

 

To re-order fields on the 
spreadsheet, with the field 
highlighted in the Selected 
column, click Move Up or 
Move Down .  
You can add or remove 
any fields and re-order 
them as necessary for ex-
port to any third party solu-
tions. 
When you have finished, 
click Save & Close . 
 

 

If you are going to create a 
customized spreadsheet 
for each property class, 
you will want to click on the 
name of your template 
spreadsheet from the Pref-
erences , Reports list and 
use the Class drop down 
to select each property 
class and duplicate the 
fields and ordering, then 
Save & Close . 
 
When done, your 1004MC 
Spreadsheet is ready to 
use to view your search 
results. 
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To view your 1004MC 
Spreadsheet and/or export 
it to a third party program, 
when you have run your 
search and are viewing the 
results, click the blue drop 
down button on Spread-
sheets  in the Available 
Reports  and click the 
name of the spreadsheet 
you customized. (Tip: You 

can drag the report from 
Spreadsheets to Favorites for 
easier access.) 

 

 
 
To export to CSV 
(Comma Separated Val-
ues) file:  
 
While viewing your 
1004MC spreadsheet, se-
lect Export from the action 
bar above the spreadsheet 
view. 

 

 
 
Under Available Reports , 
the Export menu will dis-
play.  Select Spreadsheet 
Comma Delimited.  

 


