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Using aACE's Quick Search Features
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This guide provides tips for more effectively using aACE's Quick Search functionality. It
is intended for general users.

The list view in each module contains various searching features to assist you in narrowing
down your record lists. You can get as detailed as you need with aACE's searching. This
guide uses the Companies module as an example, but the features shown are found in every
aACE module.

Quick Search Bar

The Quick Search bar is located at the top of every module's list view.

1. Navigate from Main Menu > CRM & Sales > Companies.
2. Enter keywords and operators (https://aaces.knowledgeowl.com/help/using-search-operators-for-better-results) FOr
your search.

Note: To display all records, leave the search fields blank.
3. Click the Searchiicon ( [gY).
Note: Remove all search terms by clicking the Omiticon ( £ ) at the left of the list view.
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> Qustomer Fhea Township School District 0002 Shea OH 43613 (555) 7320201 ¥3333333 MM ACTIVE . A =
> Customer Shea Township School District ST-50 Shea OH 43613 (555) 7320201 35333333 MM ACTIVE . A -
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By default, searching in aACE focuses on initial letters and numbers. To search for records
using information from the middle or end of a data point, start your search term with an
asterisk (*). For example, to display companies involving the names Jensen and Christiansen,

search for "*sen".

Additional Search Options

You can click on the Search Options icon ( + ) to display a drop-down menu with additional
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searching options. These options focus on refining your search results further than basic
searching.
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B Type Company Name Abbr City State / Prov  Postal Code Phone

= INTERMAL BACME Education Solutians, Ind. AL P ik L 10001 (555) 418-9777

= Vendor aACEsoft anCE P Yook WY 10016 (212) 532-1378

> Customer Shea Towmship School District 50002 Shea oM 43613 (555) 732-0201

> Vierdor Learniiright Tnc. 50003 Sea Bay NI OTET7 {555) «81-7302

> Verdor Pewter Anderson Publishing 50004 Mo Yok WY 10001 (555) B42-045]1

> Cushomes Mew Start Acaderny Charter Scheol 50005 ot Rver L DBEE2 (555) 417-0682 3333333 MH

= Customer Full STEAM Charter School 50006 Kingston TA 90310 (555) 268-5234 35333333 MH ACTIVE .‘ A =
> Customer Moritbaro School District MSD Montbora o) 80508 (555) G46-5412 IGIIIIT MM acrive @ A -
> CLEhomer Regina County Arca School District 50008 Wikder (=) 0E016 (555) $5-6852 MG333333 MH ACTIVE . A =
= aror MeGidlicuddy MoGLing-Hall 0009 P Wik Lid 1018 (555) 212-3652 5 KH ACTIVE . A -
> GO Covered Bridge High Schoal 50010 L] Mo 9716 (F55) 412-6567 M:333333 MH ACTIVE . AN -
= INTERMAL John Smith pd ‘Wit Bstnydon WY 11704 (555) 418-9777 (= ACTIVE . M -
= Vendor Textbook Emparium 50012 Portland OR G035 S55-202-9762 ME133333 MCTIVE . N -
= Lead Textbook Emponium 50013 Partland oR 47035 S55-348-3439 36333333 HACTIVE A -
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e Search & add to current list — Queries the database for new search criteria and
includes any matching records with the current list.

¢ Search current list — Refines the current records to retain only the items that match
the new criteria.

¢ Omit from current list — Refines the current records to remove any items that match
the new criteria.
Note: This option is useful for filtering to show all records that do not have a value. For
example, typing an asterisk (*) in the Phone column, then selecting the omit option will
display all records that do not have a phone number.

¢ Find these records... — See section below.

¢ Goto Advanced Search — Displays the Advanced Search screen

(https://aaceé.knowledgeowl.com/help/understanding-advanced-search-functionality).

'Find These Records...' Search Functionality

aACE allows you refine your search results using the 'Find these records...' search
functionality.

1. Navigate from Main Menu > CRM & Sales > Companies.

2. Click the Search Options icon ( v ), then select Find these records....

3. Inthe Multiple Record Search window, add your search terms by separating eachon a
new line in the text box.
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Enter one search Rem per line,

Searchatde Tields depend or
odule snd indude: 1D, Tike,
Abbr, Code.

4. When all of your search terms are listed in the Multiple Record Search window, click
Find.
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