Tutorial 5 - Saving, Recalling and Deleting Search Criteria

SAVING, RECALLING AND DELETING SEARCH CRITERIA

When you are done entering your search criteria for your client, you have the option to
save the criteria by using the Save/Recall button in your Search window. This can save
you time when you are doing repeated searches for clients. You can also recall and delete
the information.
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Saving your Search Criteria

1. After entering the search criteria for a client in either the Quick
or Complete Search window, click the Save/Recall button.
This opens the Prospect Save/Recall/Delete window.
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2. Click the Save button.
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3. Type the file name in the Save As field. In our example, the search criteria are
being saved under the name Jimmy Johnson. You can use any combination of
letters or numbers (up to 29 characters).
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4. Click OK to close the window and save the search criteria.
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Recalling your Search Criteria

1. While in the Search window, click on the Save/Recall button.
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This opens the Prospect Save/Recall/Delete window. -

2. Click the Recall button.
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3. Select a name by highlighting it from the list.
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4. Click OK to open the client’s search window, complete with their search criteria
loaded in the Search Criteria Summary box.
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Deleting Search Criteria

1. While in the Search window, click on the Save Recall button.
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This opens the Prospect Save/Recall/Delete window.

2. Click the Delete button.

Prospect Save/Recall/Delete |
r Select a Mode:
-bH LCancel
Save Help
H-p Plzase select a mode |
Recall
Delete

3. Select a name by highlighting it from the list.
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4. Click OK to delete the information.

@ Do you wish to delete search criteria \Jimmy Johnson'?

5. A window will open asking you to
confirm the file name to be deleted from
the list. Click Yes to complete the
deletion.




