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You can add records to a current list using the Quick Search bar or the Advanced Search
screen. This functionality is available in nearly all modules.

Using Quick Search to Add Records

Add records to your list using criteria for any field in the Quick Search bar (e.g. if you have
gathered the records for companies in New York, you can add the companies in the state
of New Jersey to the list).

1. At the module list view screen (e.g. Companies), clear the other fields and enter NJ
in the State/Prov field.

2. Click the Search drop down list and select Search & Add to Current List.
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Note: You can also enter criteria in multiple quick search fields. For example, you could
add the records that are from both New York (City) and New Jersey (State/Prov).

Using Advanced Search to Add Records

You can add records to a current list using many criterianot found on the Quick Search
bar. For example, you can broaden the set by adding companies from a specific zip code.

1. At the module list view (e.g. Companies), click the Search drop-down menu and
select Go to Advanced Search.

2. At the control bars near the top of the screen, make sure Include is selected.
3. Inthe company fields, enter your criteria (e.g. Postal Code 44124 for a section of
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Cleveland, OH).
In the FileMaker menu bar, select Search > Extend Found Set.

) Companies

File Edit Search Tools Window Help

Add New Request

Ctrl+N

" -
C X
Duplicate Request ~ Ctrl+D |~ N & . . &
Delete Request Ctrl+Back ¥ Request Delete Request | Perform Find Cancel Find Saved Find
e ——————————| Matching records:  Tnclude ~ Omit  Insert: Operat
Go to Request 4 g
AV 2 Record ID [ Created Modified
Find All Records Ctrl+)
Cop  sau=arnes ; Company Satis | &
Comp PerformFind Contact Info Other Info
Type |g ConStrain Found Set Abbr Phone Al Group Subgroup
Q Extend Found Set a a Q Q Q
Addles‘ Cancel Find Ctri+B I Fax Phone/Fax parent Company Abbr
Q [y Q Q a
Email Referral Company Abbr
Q Q a
City State / Prov Postal Code Web Referral Contact Initials
Q Q 4412 Q Q a
Country Postal Format Email Format (using "John Q Public”) Referral Team Member Initials  Other Referral
Q Q Q Q Q Q
Sales Info
Sales Rep Initials ~ Account Manager Initials Territory Customer Since  Route Source
Q Q Q Q Q Q @ Q
. o Q Notes
Customer Billing Address Billing Setup  Approved Notes Tax Setup Tax Exempt
Title AP Contact Initials Deliver Invoice Via Tax Profile Abbr Tax ID
a a a a a a a
Address Email Last Order Date Exempt Use Code Exempt No. Exp Date
Q Q qQ @ qQ Q qQ ]
Billing Terms Rate Card Abbr Discount %
a a Q a Customer Shipping Setup @ Notes
City State / Prov Postal Code Credit Limit Credit Available Finance Charge Courier Service Account #
a a Q Q a a a a
Log Entry | Q

PDF footer HTML



