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The Easy Way to Find your Projects - Filtering in KBBConnect

Filtering can help you group or find specific jobs in your KBBConnect main Projects View.

Figure 1 shows the Project view without a filter. If you have many projects, trying to find a specific job
manually can take time, especially without the reference or customer reference. It is therefore possible to
use a filter on a variety of fields to narrow down the number of projects on the screen, helping you find the
records you need faster.
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Figure 1: Projects View

Creating a filter

e To create a filter, click the Filter button from the Tasks Menu (Figure 2) in the Projects view. This will
display a filter window as shown in Figure 3.
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e The Field (Figure4) displays a drop-down list. This enables you to search the Projects view by Job Ref,

Customer Ref, Salesman Name, etc. Filter Projects
In the following example Cust Reference is selected (represents CustRetererce conains
the Customer Reference field in the projects list). Job Status
Date Created re
Job Reference
Figure 2: Field Column Client Name [ Paimer ©
Cust Reference v —
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e Similar to the Field header, the Condition header (Figure 5) displays a drop-down menu when one of its

clls i selcted

Field* ¢ diti
Condition refers to the search condition of the filter. It means Cust Reference - contains -

does not equal

how the filter will search. T

Palmer is less than

is greater or equal than

Figure 3: Condition Column
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The table below shows a full list of conditions and their definitions.

Condition What this means

= Equal to

> Is greater than

< Is less than

>= Greater than or equal to

<= less than or equal to

<> Is not equal to

is is equal to

is not Is not equal to

containing Contains the following phrase

e Cellsin the Value column contain the string (phrase), date or number that you wish to search for.

The example filter shown will search the current projects list for any projects containing ‘Palmer’ as the
Cust reference (the Cust Reference field on the Projects view).

To apply the criteria, click the Add button and Done.
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e Figure 6 shows the project list after the filter has been applied.
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Figure 6: Post-Filter Projects View

e To add a new filter, select new selection and Click the Add button again.
e To delete/clear click on the cross next to each selection and Done (Figure 7).

Filter Projects
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e Alternatively, there is a Filter in toolbar above the project list. Done (Figure 8).
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Figure 8: Quick Filter

To comment on this Quick Guide or for information regarding on-line training courses, please contact
KBBConnect Customer Support:

e-mail us at: clientcare@smart-systems.co.uk

or

Telephone Number: 01923 919 278
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