[image: image1.jpg]BUILDING DATA LTD




Searching on Text User Fields 

To view all the projects belonging to a specific rep, you can use the search feature. 

To do this, open Trackbase Lite at the Project screen and click on the Search button [image: image2.png]


 on the top toolbar. This will open the search window shown below:
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In the first box of this window select the field you wish to search under, in this example we will choose ‘Rep Name’, then choose the match type in the middle box, as we are searching for text like a persons name we will choose ’Like’. Finally enter the text you wish to search for. We will search for our rep ‘Marsha. 

Click on ‘OK’ to start the search.
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You will then be prompted to choose which age of projects you wish to view. Click on ‘OK’ to continue.
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Then in the main project screen click on the ‘View New and Updated’ button [image: image6.png]


 on the top tool bar to view all recent projects in your database attached to Marsha.  You will then see a list of Marsha’s projects for this week, as shown below:
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