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OTHER USES OF THE FIND FORM

Besides using the FIND Form to perform a Meargeyou willalsoFINDButtons scattered throughout
the user interface. When clicked they will configure the FIND Form to the task in hand.

Exercise; Finding an Organisation
Sippose we want to find an Organisation in Macksville, NSW, Ausiraliai Ol y Qi NBYSY6

At the head of theEntitie<Formthere is abind Button. [ = —
- - . - \—
You can use this to find an Organisation, Person or || owreie=feelrojeas|
. Se\ect:llleptonsted MNew E[‘
Project dependant upon whether you are dmet P Organisation | Adresses| Deps./Subs. -5t Cotegories s acvanced Find to find an Entity
. . . Organisational Details [~ Don't show in Select Organisation above
Organisations, People or Project g

Trading-tiame: Short Name:

‘Reptun Steel
Full Name: Staff Size:
[Repton Steel Pty Ltd [>50 |

Click theOrganisationsTab.

Organisation's Primary Business Category

|Stee\ Fabricators j

CEO or Manager j
Job Title: Name:

ceo _~ [|pavid smitn _-|_Find

Parent Organisation

This will open thé-INDForm to look for an Organisation ooy o | o]

< FIND - Organisations EI@ Dial Code:  CEO's Home

Organisations | Addresses | Contact Numbers | Categories | Query Library | Options| s 1,02 [7342-3210 '
. B 1,02 |7894-3211
Name: R Staff Size: This Tab enables you to restrict which Organisations are included in your Current Selection - @ @

j | j based on fields that are unique to Organisations. Mobile: |0421-333-333 g
Parent Organisatiol

Click theFind Button.

wowwr. Smith.com.au
Name:‘ \ | David.Smith@ReptonSteel.com.a

Re\atmnshlp:‘ j
E‘ ‘ Save ‘ OK |Eelatmn5h|ps|

\

Now click theAddressesTab.

. —
EnterC()untryaS < FIND - Organisations =0 EeRCx
Organisations Addresses ICnntact Numhersl Categnrlesl Query L\hrarﬂ Gptmns}
I ard
qJ " dza u N‘]- f > Oountw:,m Riyical Building: ,—;[ These controls enable you to restrict which Organisations and People are
included in your Current Selection - based on their Addresses.
Street: ,—;I
. . Postal Suburb: —;[ Usually other Entity Types, like Projects and Equipment, do not have
TheCu rrent Se|eCt|0WV| ” s Type: ’—_[_ Tow:l;‘;y: —4[‘ Addresses. I they do they too will be restricted by your selections.
No: Postcode/ZIP: i
SmW a" the Post Office: - State/County: 2
Organlsatlons In your Current Selection IAccumuIated Selectmnsl Exceptmns}
H Use the controls above to make your selection. When you haveggueensland jor, double-
Database that are in click their Name, or use one of the buttons at the bottom of the f South Australia Selection e —— | ——— ‘ e —— | e ‘
use the 'Clear All' button. Tasmania —
7 N
! dzé U NJ- f A |- ¢) MName Address m:;'::n Australia ane FaxNo | Mobile No ‘ Parent Organisation | -
5&123 Inkjets.com.au MNew South Whales, Australia 9543-85 E
. . . "] 5
thlS s d|fferent to the [“lakomwel Py Limited PO Box, 200 461, Albany, Westem Australia. Austr.,  4180-064
nP;‘EA P Mail Management.. 85 Gydse Street Parramatta, New South Wales 21, 9890-28...  9830-26...
V]t p . - .
resu |tS Shown as there [Fladba T KgamgyAustraha Ll 1,140 YWilliam Street Melboums, Vl.E:IDrla 30 964537
&AAA Financial Group Sydney, New South Wales 4217, Australia
1 1 nP;‘EAAA Mortgage Fre€ Fi.. 2 Goldthorn Road, Salishury Park. Adelaide. Sout..  8250-35.. Subsidiary, AAA Financial Group
are |eSS In the trlal n@AAA Mortgage’Serdces  Suite 4. Level 2,1 Taylar Street Moorabhin, Melb..  9553-52. Subsidiary, AAA Financial Group
J&ABC*AI Ays Be Closing  Melboume, Victoria 3000, Australia 9636-46
database .) nP;‘EAEC Zyberpages Dire.. 317 Maroonndah Highway, Nunawading, Wictaria, 9877-83
nﬂé BN AMRO Margans L. 367 Colling Street Melboume, Victoria 3000, Austr..  9947-41... 9321-11..
n A | ACATravEIPtyLId 111 Parer Street Burwood, Melbourne, Victaria 31 9833-45.. 9808-45
L -F e 2 dZ dﬁo@n u/ ¥ |k Accent GRAPHIC DESI.. 532 Canterbury Road, Yermont, Melbourne, Wictori..  9874-78. 387478
[ 7\ é l:l Q at th@]n{n(ﬂ nP;‘EAc:em T Lewvel 1, 221 Moarabool Street. Geelang, Victoria 3., 5222-52. <
Mia
Search Results : 750 rows
State/cou ntry you Assign Category | Remaove Category | Edit Selected Records Only | Print Selected Addresses | Accumulate ‘ Add to Exceptions ‘ Mail Merge | Cancel |
v

finditislimiteR A2 GKS {GFdG8a GKIFG FNB Ay GKS W/ dzZNNBy

SelectState/County$b S ¢ { 2dz0K 2 f SaQo
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“FEND - QOrganisations

ThenTown/City
wal 01 suiich bt S

O2dzZNBS Aa A

Organisations Addresses | Contact Numbers Categnnes} Query Llhrarﬂ Optmns}

Physical
Country:

Euwldmg

Street:
Postal

. f &3 5 Tpe: - [
FfSaQo I a ,

Mo: ’7 Postcode/ZIP: —;[

Post Office: - StatefCounty: |New South Wales -

only list data that is

[E=H IO 05

These controls enable you to restrict which Organisations and People are
included in your Current Selection - based on their Addresses.

Usually other Entity Types, like Projects and Equipment, do not have
Addresses. If they do they too will be restricted by your selections.

Current Selection IAccumu\ated Se\emons} B(ceptionsl

currentyA y G KS

Use the controls above to make your selection. When you have found what you are looking for, double-

{ S f S o l:l A 2 y- Q q) E\El;zktg::rc‘l\g:n;‘,‘Ingul.;fuen?ne of the buttons at the bottom of the form. To restart the Current Selection Salect All ‘ Desalact All | Clear All ‘ Refresh |
MName Address Phone Fax Mo | Mobile No | Parent Organisation ‘
J&Anme Aingworth Ltct 10 Nambucca Street, Highbury, PO Box 25 Highbu...  7842-32.. 7884-32 Subsidiary. Reptan Steel
At this point your [Fldrepton Steal 2anshappnes Strest Highbun, PO Box 145 Ma.. 5B78-01_. 5678-00

W/ dZNNBY i {SLSOuUAZVOQ

¥ END - Organisations
| Organisations Addresses 1 Contact Numbars} Catagar\es} Query Librar’y] Opt\onsl

Country: |Australia k4

Postal
Type: h
No: ,7
Post Office: ’—;I

should match those
shown as these are
hypothetical
Organisations that are in
the trial data.

Physical
Building: hd

Street: hd
Suburb:| Nambucca S@
Town/City: Yar] pnee Street
Po; e/ZIP:
State/County:

New South Wales

[E=E o o)

'These controls enable you to restrict which Organisations and People are
included in your Current Selection - based on their Addresses.

Usually other Entity Types, like Projects and Equipment, do not have
\Addresses. I they do they too will be restricted by your selections.

Current Selection | A ulated Se\emnnﬂ Exceptmnsl
Use ontrols above to make your selection. When you have found what you are looking for, double-
ick their Mame, or use one of the buttons at the bottom of the form. To restart the Current Selection

NOW Iook at the Optio use the 'Clear All' button. Select All ‘Dese\ectAH Clear All ‘ Refresh ‘
- MName ‘Addreas Phaone FaxMNo_ | Mohile Mo | Parent Organisation |
IISted underStreet It ﬁAﬂneAiﬂswunthd 10 Nambucca Street. Highbury, PO Box 28 Highbu.. - 7842-32 . 7894-32 Subsidiary, Feptan Steel
:ﬁRepton el 2 varrshappnee Street Highbury, PO Box 145 Ma...  5678-01.. 5678-00..
should of course be
A % % - . ~ . ) - o~ o~ r ¢
fAYAUSR cca UNBBEYOdZd YR W, | NNJ f&aaz SioEa] 02 ¢

was when | tried itJ )

If you now doubleclickAnn Ainsworth Ltdt will display their
record in theEntitiesForm.

 »

Exercise Challenge

| R 6S NBYSYOSNBR GKI
Yud 2y {1SStQ 2N akKl NB
without using the FIND Form.

[j

Wi Yy

iKS a

7

{SS AT @&2dz Oy FAYR &2dzNJ 41

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

EOrgamsatmns IFeane I Frn_]ex:tsl

Selecl:lAnne Ainsworth Ltd

J Eind | New E[
Organisation h\ddressesl Depts./Subs. | Staff | Categories | piary | not 4| *
‘Organisational Details [~ Don't show in Select Organisation above

Trading Name: Short Name:

‘Anne Ainsworth Ltd |

Full Name: Staff Size:
s ]

Organisation's Primary Business Category
|Busmess Consultants

=] [ e ]
] Fnd |

CEO or Manager
Job Title:
‘CEO or Manager

il

Name:

j‘Dawd Smith

Parent Organisation
Relationship:

Subsidiary

Contact Numbers
Dial Code:  Business
Phone: | 1,02 \7542—321u

Fax: |

Name:
j‘Reptnn Steel

=] Fnd |

Dial Code:
el
8 |

CEQ's Home
1,02 [7842-3210
1,02 |7sg473211

P

8|
Mobile: ,Wg

‘WWW.Sm\th.CEIm.ELI

\Davwd.Smith@ReptonSteal.:am.a

1,02 [7894-3211

Web: |www.AmnaAinswor'th.cam.au

E'mal\:|enqumeE@AnneAmswnrth.cnm.E

2T ™~

Hint:

WSYSYOoSN) e@2dz Oy 32 (skbya 1

r:

4 | Find ‘ » | New |ge|ete‘ ‘ Save ‘ oK |Eelatmn5h|ps|

clicking on their Name

Exercise; FIND a Person

% Entities

=8 EeE =

CAYR a2YS2yS Ay Wal O]
know who it isg but do it anyway!)

Peaple IFrn_]ex:tsl

Selex:l:lrian McGuigan

Person IAddresseE} Faml\yl Categoj ary | Notes I thtns} Details 4 | ¥
i

Click on thePeopleTab of thelBEntitie<Form and then thé&ind Button at the top.

EnterLast Nane as
YIYAIKQ®D

“# FIND - Peaple
} Contact Numbars} Catagarias] Query L\brarﬂ Optmns}

PE/°N£¢Addresses
Title: First Name:

[E=E IOH °5)

Middle Name: Sex:
1 | J I I
. Nickname? Last. Name: Age Range:
Click onAddressesTab. [ =™ o ST
| =1 1

This Tab enables you to restrict which People are included in your Current Selection - based
on fields that are unique to People.

- {GS
L O2 NR
) O 0,
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EnterTown/Cityl & Wal Ol a90Aff SQd

As you can seem'

£ FIND - Peaple =0 EeE Cx7)
. People resses WCnntact Numbers | Categories | Query Llhraryl Optmnsl
aCtual Iy q u Ite a feW Country: Ehy==d Building: —;| These controls enable you to restrict which Organisations and People are
e v . included in your Current Selection - based on their Addresses.
{YAGKQa Ay a  —
Postal . - || |Usually other Entity Types, like Projects and Equipment, do not have
i — | |Addresses. If they do they too will be restricted by your selections.
Type: hd Town/City: |Macksville [ =]
. No: ’7 Postcode/ZIP:
However there is e ——
B - /County: -
prObably SUfflClent Current Selection IAc:umuIated Salactmnsl Ex:aptmns}
H H H H Use the controls above to make your selection. When you have found what you are looking for, double-
|nf0rmat|0n d|Sp|ayed In click their NMame, or use one of the buttons at the battom of the form. To restart the Current Selection 3
. " elect All ‘ Deselect All | Clear All ‘ Refresh |

use the 'Clear All' button.
the FI N D Form for you to Hame Address Phone ... | FaxNo | Mobile No [ Job [

@ Brenda Smith 2 Epping Place, Highbury, Macksville, New South 6891-45 Marketing Consultant, Repton S
decide Who you are [°] Elwayn Sith 2 Epping Place, Highbury, Macksville, New South . 6B91-45 Advertising Consultant, Repton

8 John Srith 2 Epping Place. Highbury, Macksville, New South ... 6891-45.. Errand Boy, Repton Steel
lookin g for anyway_ 8 Ken Smith Jnr 2 Epping Place, Highbury, Macksville, New South . 6831-45 Area Manager, Repton Steel

8 Mark Srith 2 Epping Place, Highbury, Macksville, Mew South 6B41-45

8 Diawic Smith 10 Mambucca Street Highbury, PO Box 25 Highlu...  7842-32.. 7894-32.. 'W:0421-333-3.. CEOQ, Repton Steel
N Ote the d isplay Ord er 8 Jenny Smith 10 Mambucca Street Highbury, PO Box 25 Highbu...  7842-32.. 7894-32.. 'W:0722-333-2. Accounts Person, Repton Steel
sorts people who live
together into a group
based on their Phone

Search Results : 7 rows

N U m ber. Assign Category Remove Category | Edit Selected Records Only Print Selected Addresses | Accumulate Add to Exceptions | Mail Merge Cancel ‘

Exerciss CAYRAY3 'y hNHFIYyAAalGA2YQ& /9h 2NJ al

Wdza 0 &4dzlJLl2a&S @2dzNJ 221 Ay3 FT2N 0KS / 9enforgbeh, but y |
his Mobile Number i n 333w 0 0 Q @

If you click on thé=indButton alongside the CEO or Manager y( * enstes E=0Een <
; :Grgamsatmns IFeane I Pm_]ex:tsl
WIII get Select:‘llepton Steel J Find | New E[
\ Organisation h\ddressesl Depts./Subs. | Staff | Categories | piary | not 4| *
= Organisational Details [~ Don't show in Select Organisation above
<=" FIND - CEO or Manager for Repton Steel Trading Name: Short Name:
People lAddresses ﬁnntact Numhers} Categnnes} Query Llhraryl Optmns} Repton Steel |
Full Name: Staff Size:
Title: First Name: Middle Name: Sexi This Tab enables you to restrict which People are included in your Current § ton Steel Phy Ltd ‘>5IJ j
rep— M Laﬂ\ame. J | j |AgE Ranﬁ on fields that are unique to People. ‘Drganlsanon Business Category J
= = Steel Fabricators - Select
e | El [soee |
Job Title: Employer: CEO or Manager j
j | j Job Title: Name:
[ceo _- |[pavid Smith _-|_Find

{AyOS|D9a (y2sa /9hQa KI®S (G2 o6S tS2L)FS> AdG K
changed theTitle Barof the Form to remind you of what you are doing. (Just in case you get
interrupted.)

¥ FIND - CEO or Manager for Repton Steel @

WCDHYEH Humbers 1 Categorias} Query L\brarﬂ Opt\ons}
This time use th€ontact ———#rone tumbers Internet Addresses

This Tab enables you to restrict who appears in your Current

Local Phone No: - E-mail: ‘ j Selection based on their Contact Mumbers.
Local Fax No: —;[ eb Site: °
NumbersTab and enter e | [ Mo =
the Work mOblle /'WnrkMuhl\e:,m

04213333306 |

Current Selection I

Use the controls above to make your selection. When you have found what you are looking for, double-

Et Vlolac the famous click their Name, or use one of the buttons at the bottom of the form. To restart the Current Selection ‘

use the 'Clear All' button. | S | Befieh ‘
z - 7
LIJ 5 | Q 7\ R { Y 7\ u R ame Address Phane .. | FaxNo | diobile No [ Job [
8 Danvid Srnith 10 Nambucca Street Highbury, PO Box 25 Highlu...  7842-32.. 7894-32.. %W:0421-333-3.. CEO. Repton Steel

You will notice that if you
click outside th=FIND Form whenever you are looking for a single Person or Organisation, the compute
will beep at you and nothing will happen. That is because at this point GEM is waiting for you to selec

someone before it will allow you to get on with something else.
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Exercise; Finding the Parent Organisation of a Subsid
S @2dz RAR y2i 1y286 6K2

lary

{ dzLJLX2 & S
GSNE W{GSSt CILONROIG2NRQ AY

Click on therindButton alongside the Name of the Parent
Organisation.

Thiswill give you a FIND Form formatte
Organisation.

The click on th&€ategoriesTab of the FIND Form, which looks
like this:

hy OS |3l Ay Byt SeestidbiNsdesshtian tRis

A =

asts

Click on theCategory Selector dzii G 2y G 2

I~
Manager J
Job Title: Name:

Organisations IPaopla ] Projacts]

Selecl:|Anne Ainsworth Ltd

J Eind | New B
Organisation WAddressasl Depts.lsubs.} Staff } Categorias] Diary I Not 4| *
‘Organisational Details I~ Don't show in Select Organisation above

Trading Name: Short Name:

‘Anne Ainsworth Ltd |

Full Name: Staff Size:
=R

Organisation's Primary Business Category

s |

|Busmess Consultants

‘CEO or Manager avid Smith j Find
Parent Organisation

Relationship: Name: N
Subsidiary j‘ j Eind

Contact Numbers

Dial Code: Business
Phone: [ 1,02 [7842-3210 & |
Fax: [ 1,02 [7884-3211 & |

Dial Code: CEQ's Home
1,02 [7842-3210 |
1,02 [7854-3211 8

Mobile: [0421-333-333 |

Web: !‘.’v‘.’v‘.’v AnneAinsworth.com.au [wneaw.

mith.com.au

E-mai\:|anqu\r\es@AnnaAimswor’th.:am.E ‘DEV\d.Smlth@REthﬂStEELCUm.a

4 | Eind ‘ » | New |ga|ate‘ ‘ Save ‘ OK |Ba|atianships|

7
/' dS32NEQ S || dzA NB R @
MD - Parent Organisation for Anne Ainsworth Ltd @
ThlS WIII d|sp|ay the Organisatk 5} Addrasses} Contact Numbers Categories | Query Librar’y] Optiansl
This is the 'Categories Selection Clause' that actually controls which records get selected.
Category 'You can edit it directly if you wish. ey
FIND¢ Category Selector seectr remoe
Category Selection Clause Because of GEM's Hierarchical Categories, 'Category is in' automatically includes everyone in all Sub-Categories as well.
¥ FIND - Category Selector I @
Select Categories using: -
You can Select Categories three ways: looking for, double-
& Treeview - The Treeview enables you to "explore' your Hierarchical Categories - like Windows' Folders. Curregnt S’E\ECtmn
- You can search Yellow Pages' 'Cross References' using a Keyword to find 'Business Classifications'. Clear All Refresh
" Yellow Pages
9 (This will find words with similar meanings - but is limited to Business Categories.)
" Text Search - or you can search ANY Category Type for a Keywn*smg ‘Text Search'. Fhone FaxMo | Mobile No ‘ Parent Organisation ‘ -
9543-85
siness Cateqo INCLUDE dveryone in ANY ONE of these Categories 1 asanon. 98308
| _|Client Categories
[ ] Clubs and Associations =
F = 00.. 9282-80.. 9267-43
|| GEM Sales Pipeline X
" IMPORT Categories u.. 7842-32.. 789432 Subsidiary. Repton Steel
1 MY Sales Pipeline 00.. 9282-80.. 9267-43.. Publication, ACP Magazines - ...
[ |Newsletter a. 303060 972790
: Organisation Type 9433-51.. 943355 Publication, IDG Communicatio
L | QOutlock Synchronisation 9510-16...
|| Supplier Categories
9855-88
... 9560-44.. 9519-16..
N\
EXCLUDE everyone in ANY ONE of these cau%@eg o le..  8255-83.. -
Cancel
N

oK Cancel

This Form, along with many others in the system features a co

ntesitse Information Panel Point

at each control on the form in turn and the Information Panel will tell you what it dée=ad them

now.

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

Text Searh as this is the most general purpose. So Glekt 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.

EnterCategory TypéP. dza A
Cated2 NA Sa Qo

F2NR W{(iSSftQo

and drag and.€iop it on the green
INCLUD

Click theOKButton. This will generate and returnGategorySelection Claus# the FINDForm and

RAZLIEFE GKS 2yie WSSt/ cOWBNRAYIZINBSAIY BF2 ORW

Before you doublelick
YwSLI2y {GSSt QX LRAYJ
Y2dzasS Fd GKS W/ I §S3ZNE
{ St SOGA2Y [/t dAaSQs
WhLISNI 62N yR W/ I 0S32NE
{ St SRButiod aisee

gKIF G Gria&ionWL y T2

tyStQ y2g GStfta @2dz
about them.

e 2dz

These Controls, used
repeatedly, enable you to
O2yaidNHzOGO W/ )FGS3Iz2Ne

{ St SOGA2Y [/l dzaSaQ 27
whatever complexity you
like ¢ all without knowin
anySQLatalt KAa/ O2Y0AYSR gAUGK (KS FPdriesautoiniitaly inDieda Q a
everyoneinalltheirSub  § SA2NASE (223 YI1Sa&4 D9aQad CLb5 C2
to use. But for the tirne being we are going to confine ourselves to simple selections only.

DoubleclickRepton Steel¢ KS CLb5 C2NYXY gAftf Of2aS |yR GKS a
LI NByd O2YLI ye G2 WwYwwSLlizy {G§SStQo
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