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Search

One of the benefits of centralising all relationship information is that it can be accessed
by many people in different ways. One of the areas in which Forté CRM excels is it's
ability to allow users to easily locate, and therefore use, information within it's database.

Searching for information is possible through:

 Browsing the treeview and lists (grids).

 Using the Search tab or Search field.

 Querying information using the Query Builder.

Every Forté CRM browser window has both a 'Browser' tab and a 'Search' tab at the
bottom left. The image below shows the Search view and the Browser view.
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Browsing

The browser, or treeview, is an intuitive way to view your data. You can quickly and
easily see relationships between Accounts, Contacts and other entities. Click [+] to open
a folder and click [-] to close the folder. Click on a selected item to see the details
displayed in the right hand pane. 

Click the 'New Browser' button at the top of the main window to open another instance of
the browser. This gives you the ability to view several items simultaneously, with each
browser in a new tab.

Searching

Search Field 

A quick search facility is located at the top right of the screen. 

Select the type of item you wish to search for from the drop down list, enter a value in
the search field, and click Go. Items matching the search criteria will be displayed. 
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Search Tab

Using the search tab enables you to be more specific when searching the database. Click
on the Search tab at the bottom of the browser window to display the search pane.
Select the type of item you wish to search for (Contact, Account etc.) in the drop down
list at the top. If you are unsure what the item is, then choose 'Everything'.

Each item type has different options to search on and filters that can be applied to locate
the item. To search documents, notes, emails and appointments, select 'Document' from
the drop down list and tick the required items. Enter the keyword or phrase you are
looking for, and click the Search button. 

The image below shows a search on items for the word 'Client'. The results are grouped
by type (Note, Document, etc.) and are presented in a search ranking order with highest
ranked at the top. Double click an item to open it. 

Note: The 'preview' with highlighted search words and ranking is currently only
available in Enterprise and Hosted versions of Forté.

To remove search results from the browser:

Search results are added to the browser treeview. A subsequent search will replace the
existing search results. To remove the search results from the treeview, right click on
'Search Results' and select 'Remove node from tree'. 
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