
Login to Paragon 

Open a search template you would like to search. Click on the "Customize" icon and select 
"Fields" from the drop-down menu. 

 

The Customize Fields Tool will open.  Here you can add, remove, and arrange the fields. 

Be sure to click on "apply" when finished.  This will return you to your search template. 

 

Now that you have your search template just the way you want, all that's left is to save it. 

Click on "Save Search" from the drop-down menu. 

 

Save Search will overwrite the search template you started with. Save Search As will 
replace the search template you started with. 

Click on "Save Search As" and the Save Search As modal will open. 

Complete the steps to save your search template. 



 

Click on Save. 

You did it! You have customized and saved a Customized Search! 

 


