eTarget QRG number 9: Searching E target

Searching E target

The point of any database is to hold data in a reatirat allows easy access to that d
for information and reporting. A key aspect oftis the ability to search for information.

Quick Reference Guide 4 (QRG4) shows how to find@anisation using the find

screen. Etarget also offers two other methods arfcbéng for data. |
These searches are represented by the Binocules, Ittte advanced search is shown by the arrow.
[ Search HEE
Clicking on the binoculars will present the searc
screen. This screen allows you to search for aniEe i el
organisation or person.
* The search options are searchin  [organieaton =] @ Orgenisation. @ Person
» Organisation Number Organistin -
* Organisation full name Organisation Ful =
* Organisation Label name Rammg eon Lab!
» Keyword Keyurd
* Renewal date Next Renewal Date - &
The addition of the Key Word as a search optiol -.., s o [ [ [ ]
makes this a powerful option providing you hav{EEr=Ts o
entered the key words.

You can also use the wild card % to help in thecdedor example searching for %
Village Hall would find any Village hall (hamed asch) on the database. Note the
e

xport text button on the results area. This exfbort

((((((( h

the search results to a CSV file

Advanced Search

Search =] @orgarisaton O Person The advanced search facility allows you
Field S value wocaloperator | 10 Se@rch on a wider set of search
. [ Euvo [7] [Ems - a0 - | criteria, check the drop down list and to

apply a range of comparators. There is
also a Logical operator than can be
applied for additional search lines. To
© O ruvseaw [ ma |[ 7= ][ === ] Start a search choose the field, e.g. Town
or Postcode.
The operators available include, Equal, Like, Nqu& etc. Enter a Value and then you can Find
the records that meet the criteria you have set.
The white cross in the green circle will add aeotlevel to the search, and this is where the
logical operator becomes active. For example if §ee searching for all organisations in a
specific post code a second line could be to fihn@eyanisations with Youth as a keyword. If the
Logical operator is set to AND the results wouldwstall Youth organisations in the post code
area. If the operator was set to OR, it wouldmreall organisations in the postcode Or Youth
organisations.

[lluminating Comments:

It is beyond a one page Quick reference Guide pda@xlogical operators and the full
features of the advanced search facility
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