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OTHER USES OF THE FIND FORM 

Besides using the FIND Form to perform a Mail-Merge you will also FIND Buttons scattered throughout 

the user interface.  When clicked they will configure the FIND Form to the task in hand.   

Exercise ς Finding an Organisation 

Suppose we want to find an Organisation in Macksville, NSW, Australia ōǳǘ ŎŀƴΩǘ ǊŜƳŜƳōŜǊ ƛǘǎ ƴŀƳŜΦ 

At the head of the ΨEntitiesΩ Form there is a Find Button.  

You can use this to find an Organisation, Person or 

Project dependant upon whether you are on the 

Organisations, People or Projects Tab. 

Click the Organisations Tab.   

Click the Find Button.   

This will open the FIND Form to look for an Organisation.   

 

Now click the Addresses Tab.   

Enter Country as 

Ψ!ǳǎǘǊŀƭƛŀΩΦ 

The Current Selection will 

show all the 

Organisations in your 

Database that are in 

!ǳǎǘǊŀƭƛŀΦ  ό5ƻƴΩǘ ǿƻǊǊȅ ƛŦ 

this is different to the 

results shown as there 

are less in the trial 

database.) 

LŦ ȅƻǳ ǳǎŜ ǘƘŜ Ψtǳƭƭ-Down 

[ƛǎǘΩ .ǳǘǘƻƴ at the end of 

State/Country you will 

find it is limiteŘ ǘƻ ǘƘŜ {ǘŀǘŜǎ ǘƘŀǘ ŀǊŜ ƛƴ ǘƘŜ Ψ/ǳǊǊŜƴǘ {ŜƭŜŎǘƛƻƴΩΦ  ό{ƻ ƛǘ ŎƻǳƭŘ ōŜ ƭŜǎǎ ǘƘŀƴ ǘƘŀǘ ǎƘƻǿƴΦύ 

Select State/County ΨbŜǿ {ƻǳǘƘ ²ŀƭŜǎΩΦ   
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Then Town/City 

ΨaŀŎƪǎǾƛƭƭŜΩΣ which of 

ŎƻǳǊǎŜ ƛǎ ƛƴ ΨbŜǿ {ƻǳǘƘ 

²ŀƭŜǎΩΦ  !ǎ ŀƭƭ ŎƻƴǘǊƻƭǎ 

only list data that is 

currently ƛƴ ǘƘŜ Ψ/ǳǊǊŜƴǘ 

{ŜƭŜŎǘƛƻƴΩΦ   

At this point your 

Ψ/ǳǊǊŜƴǘ {ŜƭŜŎǘƛƻƴΩ 

should match those 

shown, as these are 

hypothetical 

Organisations that are in 

the trial data.   

Now look at the options 

listed under Street.  It 

should of course be 

ƭƛƳƛǘŜŘ ǘƻ ΨbŀƳōǳcca {ǘǊŜŜǘΩ ŀƴŘ Ψ¸ŀǊǊŀƘŀǇǇƴŜŜ {ǘǊŜŜǘΩΦ  ό²Ŝƭƭ ƛǘ 

was when I tried it. J) 

If you now double-click Ann Ainsworth Ltd it will display their 

record in the Entities Form.   

Exercise - Challenge 

IŀŘ ǿŜ ǊŜƳŜƳōŜǊŜŘ ǘƘŀǘ Ψ!ƴƴŜ !ƛƴǎǿƻǊǘƘ [ǘŘΩ ƛǎ ŀ {ǳōǎƛŘƛŀǊȅ ƻŦ 

ΨwŜǇǘƻƴ {ǘŜŜƭΩ ƻǊ ǎƘŀǊŜ ǘƘŜ ǎŀƳŜ /9h ǿŜ ŎƻǳƭŘ ƘŀǾŜ ŦƻǳƴŘ ǘƘŜƳ 

without using the FIND Form.   

{ŜŜ ƛŦ ȅƻǳ Ŏŀƴ ŦƛƴŘ ȅƻǳǊ ǿŀȅ ōŀŎƪ ǘƻ wŜǇǘƻƴ {ǘŜŜƭΩǎ ǊŜŎƻǊŘ ŀƴŘ 

then back again (both ways), without using FIND.   

Hint: wŜƳŜƳōŜǊ ȅƻǳ Ŏŀƴ Ǝƻ ǘƻ ǎƻƳŜƻƴŜ ŜƭǎŜΩǎ ǊŜŎƻǊŘ Ƨust by 

clicking on their Name 

Exercise ς FIND a Person 

CƛƴŘ ǎƻƳŜƻƴŜ ƛƴ ΨaŀŎƪǎǾƛƭƭŜΩ ŎŀƭƭŜŘ Ψ{ƳƛǘƘΩΦ  ό¸Ŝǎ L ƪƴƻǿ ȅƻǳ 

know who it is ς but do it anyway!) 

Click on the People Tab of the ΨEntitiesΩ Form and then the Find Button at the top. 

Enter Last Name as 

Ψ{ƳƛǘƘΩΦ   

Click on Addresses Tab. 
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Enter Town/City ŀǎ ΨaŀŎƪǎǾƛƭƭŜΩΦ   

As you can see there are 

actually quite a few 

{ƳƛǘƘΩǎ ƛƴ aŀŎƪǎǾƛƭƭŜΦ   

However there is 

probably sufficient 

information displayed in 

the FIND Form for you to 

decide who you are 

looking for anyway.   

Note the display order 

sorts people who live 

together into a group 

based on their Phone 

Number.   

Exercise ς CƛƴŘƛƴƎ ŀƴ hǊƎŀƴƛǎŀǘƛƻƴΩǎ /9h ƻǊ aŀƴŀƎŜǊ 

Wǳǎǘ ǎǳǇǇƻǎŜ ȅƻǳǊ ƭƻƻƪƛƴƎ ŦƻǊ ǘƘŜ /9h ƻǊ aŀƴŀƎŜǊ ƻŦ ŀƴ hǊƎŀƴƛǎŀǘƛƻƴ ǿƘƻΩǎ ƴŀƳŜ ȅƻǳΩǾe forgotten, but 

his Mobile Number is Ψлпнм-333-оооΩΦ 

If you click on the Find Button alongside the CEO or Manager you 

will get. 

 

{ƛƴŎŜ D9a ƪƴƻǿǎ /9hΩǎ ƘŀǾŜ ǘƻ ōŜ tŜƻǇƭŜΣ ƛǘ Ƙŀǎ ŦƻǊƳŀǘǘŜŘ ǘƘŜ CLb5 ŦƻǊƳ ǘƻ ƭƻƻƪ ŦƻǊ ŀ tŜǊǎƻƴ ŀƴŘ 

changed the Title Bar of the Form to remind you of what you are doing.  (Just in case you get 

interrupted.)   

This time use the Contact 

Numbers Tab and enter 

the work mobile  

Ψ0421-333-333ΩΦ   

Et viola ς the famous 

Ψ5ŀǾƛŘ {ƳƛǘƘΩΦ   

You will notice that if you 

click outside the FIND Form whenever you are looking for a single Person or Organisation, the computer 

will beep at you and nothing will happen.  That is because at this point GEM is waiting for you to select 

someone before it will allow you to get on with something else.   
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Exercise ς Finding the Parent Organisation of a Subsidiary 

{ǳǇǇƻǎŜ ȅƻǳ ŘƛŘ ƴƻǘ ƪƴƻǿ ǿƘƻ ǘƘŜ tŀǊŜƴǘ hǊƎŀƴƛǎŀǘƛƻƴ ƻŦ Ψ!ƴƴ !ƛƴǎǿƻǊǘƘ [ǘŘΩ ǿŀǎ ς but knew they 

ǿŜǊŜ Ψ{ǘŜŜƭ CŀōǊƛŎŀǘƻǊǎΩ ƛƴ b{²Φ   

Click on the Find Button alongside the Name of the Parent 

Organisation.   

This will give you a FIND Form formatted to look for an 

Organisation.   

/ƭƛŎƪ ǘƘŜ !ŘŘǊŜǎǎŜǎ ¢ŀō ŀƴŘ ǎǇŜŎƛŦȅ ǘƘŜ {ǘŀǘŜ ŀǎ ΨbŜǿ {ƻǳǘƘ 

²ŀƭŜǎΩΦ   

The click on the Categories Tab of the FIND Form, which looks 

like this:   

hƴŎŜ ŀƎŀƛƴ ŘƻƴΩǘ ǿƻǊǊȅ ƛŦ ȅou Current Selection is less than this. 

Click on the Category Selector .ǳǘǘƻƴ ǘƻ ǎŜƭŜŎǘ ǘƘŜ Ψ.ǳǎƛƴŜǎǎ 

/ŀǘŜƎƻǊȅΩ ǊŜǉǳƛǊŜŘΦ   

This will display the  

FIND ς Category Selector 

Form.   

 

 

 

This Form, along with many others in the system features a context sensitive Information Panel.  Point 

at each control on the form in turn and the Information Panel will tell you what it does.  Read them 

now.   

As with selecting Categories elsewhere in the system, there are 3 ways of doing it.  We are going to use 

Text Search as this is the most general purpose.  So click Text Search.   
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This will change the controls at the 

top of the form to look like this.   

Again point at each control to see 

what it does.   

Enter Keyword Ψ{ǘŜŜƭΩΦ   

Enter Category Type Ψ.ǳǎƛƴŜǎǎ 

CateƎƻǊƛŜǎΩΦ 

This will display all Categories 

ŎƻƴǘŀƛƴƛƴƎ ǘƘŜ ǿƻǊŘ Ψ{ǘŜŜƭΩΦ   

Select the Steel Fabricators Category 

and drag and drop it on the green 

INCLUDE Panel.   

Click the OK Button.  This will generate and return a Category Selection Clause to the FIND Form and 

ŘƛǎǇƭŀȅ ǘƘŜ ƻƴƭȅ Ψ{ǘŜŜƭ CŀōǊƛŎŀǘƻǊΩ ƛƴ b{² ƛƴ ǘƘŜ ŘŀǘŀōŀǎŜ ς ΨwŜǇǘƻƴ {ǘŜŜƭΩ ƻŦ ŎƻǳǊǎŜΦ   

Before you double-click 

ΨwŜǇǘƻƴ {ǘŜŜƭΩΣ Ǉƻƛƴǘ ȅƻǳ 

ƳƻǳǎŜ ŀǘ ǘƘŜ Ψ/ŀǘŜƎƻǊȅ 

{ŜƭŜŎǘƛƻƴ /ƭŀǳǎŜΩΣ 

ΨhǇŜǊŀǘƻǊΩ ŀƴŘ Ψ/ŀǘŜƎƻǊȅ 

{ŜƭŜŎǘƻǊΩ Button and see 

ǿƘŀǘ ǘƘŜ ΨLƴŦƻrmation 

tŀƴŜƭΩ ƴƻǿ ǘŜƭƭǎ ȅƻǳ 

about them.   

These Controls, used 

repeatedly, enable you to 

ŎƻƴǎǘǊǳŎǘ Ψ/ŀǘŜƎƻǊȅ 

{ŜƭŜŎǘƛƻƴ /ƭŀǳǎŜǎΩ ƻŦ 

whatever complexity you 

like ς all without knowing 

any SQL at all.  ¢Ƙƛǎ ŎƻƳōƛƴŜŘ ǿƛǘƘ ǘƘŜ ŦŀŎǘ ǘƘŀǘ D9aΩǎ IƛŜǊŀǊŎƘƛŎŀƭ /ŀǘŜgories automatically include 

everyone in all their Sub-/ŀǘŜƎƻǊƛŜǎ ǘƻƻΣ ƳŀƪŜǎ D9aΩǎ CLb5 CƻǊƳ ŀƴ ƛƴŎǊŜŘƛōƭȅ ǇƻǿŜǊŦǳƭΣ ȅŜǘ ǎƛƳǇƭŜ ǘƻƻƭ 

to use.  But for the time being we are going to confine ourselves to simple selections only.   

Double-click Repton Steel.  ¢ƘŜ CLb5 CƻǊƳ ǿƛƭƭ ŎƭƻǎŜ ŀƴŘ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǎŜǘ !ƴƴŜ !ƛƴǎǿƻǊǘƘ [ǘŘΩǎ 

ǇŀǊŜƴǘ ŎƻƳǇŀƴȅ ǘƻ ΨwŜǇǘƻƴ {ǘŜŜƭΩΦ   


