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Advanced Find Queries

The Advanced Find function is used to query entity records within the FRM database.

1. The Advanced Find icon is available in the Microsoft Dynamics CRM ribbon for all entities
(top right side of the page):

. . ; FRM D
Microsoft Dynamics CRM v # | M v Deshboards | v @Create iy i

FJSAVEAS ERNEW & REFREHALL

2. Select the icon and the query builder page will appear;
3. In the Look for field, select the Entity you would like to search from the drop-down:

Look for: | Account Mumbers v 1
Account Numbers

Sels

1= I

ditional Applicants
\ddresses

\pplications
Appointments

Article Templates
Articles

Brands

Building Types
Business Units
Campaign Activities
Campaign Cost Schedules
Campaign Responses
Campaigns

Candidate Step Library
Candidate Steps

e
Lases

b

T

Checklist Item Children

R

Checklist Ttems 7
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4. If you want to Filter your search, click on Details option:

Ay Microsoft Dynamics CRM FRM Demo (7]
FILE ADVAMCED FIND Demo g

' H save as 2 {= Group AND
@ DE b |_:D [ Edit Columns [£= Group OR
Query

Saved Results MNew Save Clear Download Fetch

Show WView Query Debug
Look for: | Account Mumbers h Use Sawed View:  [new]
Select

5. From the drop-down, you can add any of the filters corresponding to your search.

For example, below we will query the Locations entity and based on 2 filters: Status Reason and
State. By clicking select in the screenshot below you can continue adding filters to further refine
your query results.

e g e e

FILE ACVAMNCED FIND
ﬁ m ' ’D E Save A Ve E [(= Givup AND @
L E Edit Columns £= Group OR
Query

Saved Results Mew Save Clear Download Fetch
Views Edit Properties =L Details XML
Shaow View Query Debug
Look for: | Locations v Use Saved View:  Active Locations
W Status Beason Egquals Open:Pending 0
w  State Eguals WA

Select
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6. One can also filter on related entities from the same drop-down. By scrolling you
will notice a number of related entities that one can select and pull into the query.

Look for: | Contacts

Updated by Portal

Username

Visitor Key

Web User

Website
Related
Activity Parties (Party)
Additional Applicants [Contact)
Addresses (Farent)
Applications {Contact)
Appointments (Regarding)
Cases (Contact)
Cases (Contact)
Cases (Responsible Contact)
Checklist Items [Assigned Contact)
Checklist Role Default Assignments (Contact)
Closest Office
Companies (Primary Contact)
Company ([Company)

7. If you have multiple filtering criteria added and would like to implement conditions on
those you may also consider using: Group AND or Group OR:

e Group AND: the results will include only records that match all the grouped lines;

e Group OR: the results will include records that match any of the grouped lines.

ADVAMNCED FIND

E ! D K save s

[£= Group AND

& Edit Columns = Group OR
Query Saved Results MNew Save Download Fetch
Views Q Edit Properties XML
Show View Debug
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Below is an example of grouped filters on a look up for Companies. This search is based on
Group AND function and will only show companies from Georgia (State equals GA) that have
Prospect as their Relationship Type.

Look for: | Companies T Use Saved View: | Aclive Companies
JI'“]Status Equals Active
w  State Equals GA
w AMD _ _
w Relationship Type Equals Prospect

8. In order to retrieve the results of your advanced Search, click on Results (!).

FILE ADY
@ K| save 2s :2 [£2 Group AND @
E @ Edit Columns = Group OR
Query  Saved Save Clear Download Fetch
Views @ Edit Properties = Details XML
Show View Query Debug

9. If the results provided do not offer the fields you expected to see, you have the option to
add more fields into the query by selecting the Edit Columns option:

At MICrOSOTt Lynamics CRM
ADVAMNCED FIMD

@ E ’ \j | I H save ss :_'2 [ Group AND
s I @ Edit Columns I [= Group OR
Clear

Query Saved Resulis Mew Save

Download Fetch
XML

Views @ Edit Froperties =4 Details
Show View Query Debug
Look for: | Account Mumbers ¥ | Use Saved View: [new]

Select
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10. From the pop-up window, select the option Add Column. This will allow you to
choose the columns you need from a drop-down list.

Edit Columns

Edit columns for the saved view. These columns represent the data that will be displayed in the view.

Common Tasks

Full Name a Business Phone

« >

[Fa Configure Sorting

FF Add Columns

View results are displayed here,

F5 Change Properties

B¢ Remove

11. The new columns be ordered after the already existing fields, however, you can re-
arrange them by selecting the field and moving them left and right with the arrows

indicated below:

Business Phone Address 1: Fax | Address 1: Freig...l Address 1 Common Tasks

« -

[Fa Configure Sorting

I} FF Add Columns

View results are displayed here.

[5} Change Properties

¢ Remove
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12. You may also change properties of a selected column/field in your query/view. This
may prove useful if you would like to edit the column width to be larger or smaller:

Business Phone Address 1: Fax | Address 1: Freig...l Address 1 Common Tasks

« >

2 Configure Sorting

l} FF Add Columns

View results are displayed here.
| F5 Change Properties I

F Remove

13. If you would like to order your results a certain way you may do so by using the Configure

Sorting option indicated below:

Business Phone Address 1: Fax | Address 1z Freig...l Address 1 Common Tasks

« >

72 Configure Sorting

l} FF Add Columns

View results are displayed here,

F5 Change Properties
P Remove
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Creating Personal Views

1. Select the Advanced Find icon in the Microsoft Dynamics CRM ribbon:

Microsoft Dynamics CRM v # | AM v Deshboards | v

BSAELS FINEW @ REREHAL

2. Select the entity in the Look for field from the available options in the drop-down.

Look for: W Account Mumbers

Account Numbers
Activities

Additional Applicants
Addresses
Applications
Appointments

Article Templates
Articles

Brands

Building Types
Business Units
Campaign Activities
Campaign Cost Schedules
Campaign Responses
Campaigns

Candidate Step Library
Candidate Steps

Cases

Checklist Item Children
Checklist Items

L
i

3. Add the necessary filters to your personalized view from the fields drop-down.

Fields
Access Level

Activity Target

Address 1

Address 1 Address Type
Address 1o City

Address 1 County

Address 1 Fax

Address 1: Freight Terms
Address 1. Latitude

Address 1. Lengitude
Address 1. Name

Address 1: Phone

Address 1: Post Office Box
Address 1: Primary Contact Mame
Address 1: Shipping Method
Address 1. State/Province
Address 1. Street 1

Address 1. Street 2

Address 1. Street 3

FRM Solutions, Inc.
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4. You can click on Results to verify if the filters are correct and the data is reflecting
accurate results according to your business needs:

H save ns -:'_2 [5= Group AND @

@& Edit Columns [ Group OR
Save Clear Download Fetch
Edit Properties =k Details ML
View Query Debug

5. Click “Save As” to save this as a Personal View.

& Edit Columns {= Group OR

FILE ADVANCED FIND -
= (iR e — e
Query

saved Results Mew Save Clear Download Fetch
Views Edit Properties =k Details XL
Show View Querny Debug
Look for:  Companies ¥ Use Saved View: | Active Companies
v Status Equals Active
w  State Equals P;.A I:l

6. In the pop-up window you provide a name for your view.
7. Click Save to finalize your actions.
8. The view you created will be available under Saved Views:

B save s :2 £= Group AND @
& Edit Columns = Group OR

Save Clear Download Fetch
Edit Properties =L Details AL
Wiew Query Debug
Look for: | Companies ¥ Use Saved View: | Active Companies
v Status Equals Active
w State Equals P;.A I:l

9. Open the newly created view by double-clicking on it.

FRM Solutions, Inc. Back to Top 10| Page




10. You have the option to make another user the owner of this view select Assign
Saved Views. This will make that assignee the owner of this view moving forward.

TIPS ST I T HSUTU LN IS GO T LaS PR EAL G S — 7O LG L P TS T P03 U IVITCT U S U L T LA g L T L I L T LT

Ady picrosof Dymnamics CRM

Admin Ac

(S5}
LIST TOOLS
m ADNMANCED FIND SAWED WIEWS
F ' Activate Follow %
E [& Deactivate Unfollow

Record Set As Default
Wiew

VPE - W Delete Saved Wiew

Wiew Records

Assl‘g_r' Saved
iews

Collaborate

t'::.l Share

Copy a Link

jc=> Email a Link

Process

Run Start
Workflow Dialog

= S

Export Saved
Wiews

Run
Report -

Data

Ca Companias Saved Views: Active Saved Views v

- Mame ™ Owhner

&4 Active Companies - GA

Admin Account

Last hModified

5/8/2016 2:14 PM

Search for records

11. If you want other users to be able to see views that you have created click the Share

button:
Ll DILLRS  UCTHIOL HS UL LT A LA A EALU US> — 7021 Lata P TUVILST 702UIVIILIUSUILC T AR RN UUTLEIdUUTTTLAT
LIST TOOLS. g Microsoft Dynamics CRM Admin Ac

m ADWAMCED FIND SAVED VIEWS

e o Activate Follow % € Share %m

== m r§ Deactivate Unfollow Copy a Link i X

3‘“{50’5 SetAs DEI'_EL.H ; X ] Assi%reigved o "-"!'OR#HOPJ j‘:'éellét R-ERdrl:tv E)cp-%li'tms.aved

VPe oW I Celete Saved View €= Email a Link g 2o
View Records Collaborate Process Data

& Companies Saved Views: Active Saved Views v Search for records

~ | Mame P Owner Last Modified

& Active Companies - GA Admin Account 5/8/2016 2:14 PM

12. In the new window, select Add User/team option:

Commaon Tasks

Add UserfTeam

— T

~ Toggle All Permissions
of the Selected ltems

@ Reset
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13. You must grant permissions to the newly added user or team, and you can do this

by either the Toggle All Permissions of the Selected Items option, or by manually
selecting the options you would like to provide the user you are sharing the view with:

Common Tasks MName Reac Write Delete Append Assign Share
Q Add User/Team g Arke Test s s s v v
x Remove Selected ltems
+ Toggle All Permissions l}

of the Selected ltems

w| Rese
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Creating Personal Dashboards

There are several components that can be used to create a dashboard. The most commonly used
are charts & views. Dashboards can showcase any types of records within FRM. In the example
below we will be creating a chart based on activities and adding it to our new personal
Dashboard.

Note: Dashboards can be created for any record types within FRM and the process outlined below
will not change.

We will begin by first creating our chart.

Chart Creation

1. Select the Microsoft Dynamics CRM ribbon and navigate to Activities:

Mg Microsoft Dynamics CRM «  #% | J5IYE¥ | Dashboards | v

M

Lul=] [=h

oz v % ¥ E ¥ L] ¥
DASHBOARDS LOCATICNS CONTACTS COMPANIES

2. Please note that your chart will be built off of the data in a given view. Once you have
selected the view that contains the necessary data you would like to represent in a chart
look to the right-hand side of the screen and open the Chart Designer.

Aig Microsoft Dynamics CRM v % | FIM v Activities

TASK M EMAIL  [7] APPOINTMENT | ~ & PHONE CALL LETTER ¢l FaX  [£k SERVICE ACTIVITY
+ All Activities ~
Due: All [v]
+ | Subject Regarding Activity Type Activity Status Owiner Actual End 4 Pricrity Start Date Due Date primfl ¥
3 Home E Eric Stoll Portal Activity Completed Admin Account 5/9/2016 3:24 PM Normal crm@ev1 @
3 Quick Order m Eric Stoll Paortal Activity Completed Admin Account 5/9/2016 3:16 PM  Normal crm@evd1 @
B Note Added for Checklist Item R... Emnail Completed Admin Account 5/9/2016 3:13PM  Normal crm@evl1 @

s T ™ 1@
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3. Once you have identified the Chart Designer,
click to expand.

4. This feature comes with a list of predefined

System Charts or one can create their own personal chart. These personalized charts

will appear under My Charts once created:

Activities by Month Due «

I System Charts I
Activities by Month Due

Activities by Owner

Activities by Owner and Priority
Activities by Priority

Activities by Type

Activities by@e and Priority
Weskly Activity

My Charts

Hottest Leads

[Subject)

+ B H

wee
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5. To create your own chart click on the + icon:

Activities by Month Due « +J00 A .. >

System Charts

Activities by Month Due
Activities by Owner

Activities by Owner and Priarity
Activities by Pricrity

Activities by Type

Activities by @e and Priarity
Weekly Activity

My Charts

Hottest Leads

[Subject]

6. In the Chart Designer section you need to enter the chart name and then select the data
of interest for the chart from the Select field drop-down. This will become your Vertical
/ Y-Axis value.

Chart Designer A I X

Series

Category

Legend Entries ( Series )

Select Field ¥ || Aggregate T al *.'_

+ Add a series

Horizontal [ Category ) Axis Labels

D To preview your chart, select a value for each series and category.
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7. Inthe Aggregate field choose the calculation method for the chart data (if you
have numeric values you can calculate Avg, Min, Max, Sum)

Legend Entries [ Series )

L]/ actuat End YCount:al *
Count:Non-empty

+ Add a series

Heri mfal (T ataseer ] Ao | skale

8. You have the option to select the visual form of your analysis from the available options:
e Column

e Bar

e Area
e Lline

e Pie

e  Funnel

Legend Entries | Series )

L1 activity Type || Countzall ﬂE b
==  add a seriss I Il]}-_ N R B

Horizontal [ Category ) Axis Labels Column

Select Field Stacked Column

=  Add a category 100% Stacked Column

9. Select the Category for the Horizontal / X-Axis from the drop-down:

Legend Entries { Series )

Select Field ¥ || Aggregate vl +*

+ Add a series

Horizontal { Category ) Axis Labels

Select Field v

== Add acategory
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10. Once completed you have the option to expand the view of the chart designer

page:

mmx ,

11. You can choose to add another layer to the chart if so desired:

Legend Entries [ Series )

O subject || countan
+ Add a series L\\,
Herizental { Category ) Axis Labels
Activity Type [v]
I + Add a category I

12. When your chart is completed click on the save icon and then you can close the chart

designer window:

Chart Designer I H IF;,- =| )q} I »

Inctivity Review ‘

13. Once you have created your chart you can proceed to create a new Dashboard using
the process detailed in the following section.
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i
Dashboard Creation

1. The Dashboards icon is available in the menu of every entity of FRM:

A4 Microsoft Dynamics CRM + ¥ Activities | v

FIM

=N = d
2] A= o NED B E
DASHBOARDS LOCATIONS CONTACTS COMPANIES ACTIVITIES REPORTS

2. Select New to create a new dashboard:

Al Microsoft Dynamics CRRSEEE LTS Dashboards | v

"% PRINT DASHEOARD [P saveas] =% N £ REFRESH alL

3. In the pop-up window you are provided several templated layouts to start with. After
making your selection click on Create.

Please note that this selection is not permanent and layout can be changed at any time.
These are only suggested starting points.

Choose Layout x

Choose a layout as a basic outline to create a dashboard. You can then add or rearrange components in this layout, and also resize it.

AT 4 IIII —

4-Column
Overview Dashboard

| B
I- |- L

@ i o 1 i 1 3-Column

Regular Dashboard

2-Column 3-Column 3-Column

- ; "
Regular Dashboard  Overview Dashboard  Focused Dashboard This layout can accommodate components
across three columns.

Create
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4. Provide a name for your personalized dashboard.

5. You will notice 4 small icons in each section that determine what data will be shown in
that section. By hovering over each section a tool-tip will appear indicating what data
will be provided if chosen. The 4 available data-types are below:

e Insert web resource
e Insert list (view)

e Insert Iframe

e Insert chart

Au Microsoft Dynamics CRM v # | IM v Dashboards | v

Hsave Xcwose f£hrrorermes {3 EDIT COMPONENT sl CHART = usT @ WEB RESOURCE

6. In order to insert the chart created previously select the option Insert chart from the
above.

7. Inthe pop-up window select the record type & view for the chart you created. Select
the chart you would like to add.

Add Component x

Choose the component that you want to add to the dashboard,

Activities by Month Due

v v
[z J My Activities
View
My Activities Ed
Chart
Activities by Montn Dus || 1 3 i1 1 o1
L
R | R 8 B 8 R
T 3 E 2 ¢ £ v
= S = = 5 2 = ¢©
Manth (Dus Dats)
Add Cancel
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8. Click Add.

Add Compaonent

Record Type

view [y

My Activities
Chart

Activities by Month Dus

Activities by Month Due

My Activities

Choose the component that you want to add to the dashboard.

Add Cancel

9. You can choose to add the view for the chart you added in a different section of the

dashboard be selecting a new section and clicking the Insert list icon:

Insert List

10. In the pop-up window choose the view you would like to add to the dashboard then

select Add. Note: The data won’t populate until the dashboard is created.

Add Component

Choose the component that you want to add to the dashiboard.

System Views
All Activities
All Emails/Phone Calls Last 2 Weeks
All Emails/Phone Calls Last 4 Weeks
Closed Activities
Emails Aszociated Wiew
Last Year of Activities
My Activities
My Closed Activities
My Closed Activities (this year)

My Open Activities

My Open Franchisee Activity
My Team Members' Activities
Open Activities

Scheduled Activities

My Closed Franchisee Activity (This Year]

Colur]

FRM Solutions, Inc.
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11. Once you have added the needed views/charts click on Save option.

EHsave | X cLose  £XPROPERTIES LY EDIT COMPONENT [ REMOVE ‘& UNDO ol CHART  ==»

Name: * pctivity Dashboard

12. You will find the newly created Dashboard under My Dashboards section in the
Personal Dashboard drop-down:

Activity Dashboard
Brian Test Dashboard @

Brian Test Dashboard - Creatad 9/8/2014
Cazes

Dema Dashboard

Penmy Test

Penmy Test

Fortal Activity

Sales Owerview [personal)

13. If you are interested in seeing the data behind the charts, you can view it by clicking
selecting the icon indicated below:

Activity Dashboard ~

Activity Review 5] al
Al Activities

2,500

2,000
1,500

oct)

1,000
500
(]

et [Subj

B High
W Normal

Fax.
—

Campaign...

Acti.,

I
- -
&

Portal

Activi...

letter

Phone Call

Task

Campaign
Test Message ‘

Message

Appaintment

-4
]
=
b
g
2
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14. You may also share the dashboard with users/teams by selecting the Share

Dashboard button indicated below:

A Microsoft Dynamics CRM v #

FIM ~ e R Share this dashboard with selected people or teams, but retain
ownership of this dashboard

il PRINT DASHEOARD RPSAVEAS B3 MEW RAEDIT 2R DELETE SET AS DEFAULT [ SHARE DASHEOARD

15. In the pop-up window, click on Add User/Team to look up the users you would like to

share the dashboard with:

Share user dashboard

Choose the users or team you want o share the user dashboard with, and give them specific permissions.
Common Tasks O Mame Read Write Delete Append Assign Share
£ Add User/Teary,

*, Hemove Sele Ems
~ Toggle All Permissions
of the Selected ltems
|2] Reset

16. Once your dashboard has been completed you can edit its contents by selecting the Edit
button indicated below. Please note only owners or users with appropriate permissions

will have this option available to them.

A Microsoft Dynamics CRM ~ #

FIM ~ Dashboards | «

‘I PRINT DASHBOARD B SAVEAS =% MEW | B8 EDIT A DELETE SET AS DEFAULT [ SHARE DASHEOARD  **

FRM Solutions, Inc. Back to Top
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17. When editing the dashboard you have the ability to adjust the look & feel by
increasing/decreasing the width of your charts/lists:

A Microsoft DynamicsCRM v # | AM v Dashboards | v

Hsave X close £ PROPERTIES £} EDIT COMPOMENT W REMOVE 6 UNDO II!. CHART | ===

= List
MName: ™ Activity Dashboard & Web Resource

=HLch - —

€% Increase gJicth

Activities : W * € Decrease Width

O I Increase Height

‘; Decrease Height

18. In order to rearrange objects on your dashboard, hover over the blue margins and drag

and drop:
i| Chart ity
zli - -
Activities by Priority
My Activities
500
427
400
= 300
E 200
S
100
0 —

19. Don’t forget to Save your changes.
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Pin Frequently Used Records

1. The option to pin a view is available in FRM for each entity. You can identify the view
that is currently pinned by the small thumbtack icon next to its name:

+ |nsurance Non-Compliance v

System Views

Active Locations rtificate Bacaive
Imactive Locations

Insurance Mon-Compliance

Pending Locatians

Projected Openings (Next 6 Months)

Renewals [(Mext 12 Months)

Royalties [Late)

Without Insurance Cert %
My Views

Locations in US

My Own Query

Create Personal View

Save Filters as New View

Save Filters to Current View

2. Once you have successfully pinned a view the thumbtack will point downwards as
indicated below:

A Locations in US ~

+" | Location Number 4
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Exporting & Importing Data

1. You may begin by selecting a view to export or exporting the results of an Advanced

Find query.

2. Select all the data that you need and from the drop-down menu select Export to Excel

option:

<+ NEW  # EDIT &/ ACTIVATE

+ Active Locations v

Location Mumber

#123
#124
#125
#125.1
#126
#126.1
#126.1

#127

LU U R AR S S A S SR

#128

Status Reason
Open

Open

Open
Pending
Open
Pending
Pending

Open

Open

[& DEACTIVATE

City

Atlanta

Richmond
Richmond
Charlotte
Charlotte
Chariotte
Phoenix

Boston

State

GA

VA

VA

North Carolina

North Carolina

North Carolina

AT

A

I DELETE | * &% SEND DIRECT EMAIL

Main Phone

[865) 555- 1656
(739) 538-7922
(622) 025-8082
(622) 025-8082
(565) 893-8329
(565) 593-8329
(565) 593-6329
(265) BE8-0741

(688) 452-8354

45 AssIGN %
CJ Share
@ Email a Link
{&, Run Workflow

m Run Report

Export to Excel

i_-r Import Data
ol Chart Pane

B View

R New System View

Ei. Customize Entity

L System Views

Securi

w

Export Data to Excel

Select the type of worksheet to export.

Use this type of worksheet:

[® Istatic Worksheet (Page only)

L B}’I"EIT'IC BI'\«'DE BEE

() Dynamic worksheet

FRM Solutions, Inc.
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Note: If the view / query you are looking at possesses records that cannot be fit onto
a single page you will see a 4t option labeled Static Worksheet. Selecting this option will
allow one to export all records in the view or query regardless of the number of pages. If you
select Static Worksheet (page only) you will only export those records available on the
current page

4. Modify the data in the Excel spreadsheet as needed (except for hidden columns A to C.
Do not modify columns A — C: modifying these columns will prevent your data from
being re-imported).

5. Save and close the document.

6. In order to import the updated document into FRM select the Import data button
indicated below:

4 NEW [ DELETE = e EMAILALUNK |~ [® RUNREPORT~ [ EXPORT TO EXCEL || iy IMPORTDATA = [ ol CHART PANE =

i Import Data
+ Active Locations ~ % Downid Import Deta
v | Location Number costus Beseon city cate Main Shore Add rlev\;reccrd: to Microsoft Di'nam\cs CRM b;; u:\cg thr: Import Data Wizard,
#123 Open Atlanta GA (863) 333-1636 4.00 2.00

Note: If you have selected any records on the page the Import Data button will be hidden from
view.

7. Upload the document in the pop-up window:

Upload Data File i@ Help

Select a data file to import into Microsoft Dynamics CRM.

Data file name:

Mo file chosen

Supported'file types: XML Spreadsheet 2003 (xml), .csv, o, xlsx, and zip
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8. Click Next then Submit to start the upload.

Back Cancel

9. The file won’t be uploaded immediately. The upload is performed in the background.
You can check the progress and the status of your import action if you follow the steps
below or click on Imports before submitting the import:

Data Submitted for Import @ Help

JJ Your data has been submitted for import.

10. One can review any import failures by double clicking their import record and selecting

Failures as indicated below. This will allow the user to see if any records were not
imported/updated and why.

i S Import Source File
Genera EI}| .
= Import Data 2.zip (Cases - All.csv)
el 4 General

4 Common

gl Cases Fully Imported Mame Import Data 2.zip (Cases - All.csv) Status

Cases Partially Importe. Crested By & Admin Account )
=] ;
=i Failures Created On 3/2/2013 ["ﬁ Vls:su:- A Finished On
or®

E Sg,_rstem Jobs: Properties

@* System Jobs
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Committing Bulk Edits of Data

If you would like to execute the same change to multiple records at the same time please
follow the process below.

1. Select the records you would like to update simultaneously and then click the Edit
option. One may do this from any view OR from an Advanced Find query.

+ nNew J# EDITQ  ACTIVATE  [@ DEACTIVATE T DELETE | ~ [ SENDFDD % SEND DIRECT EMAIL

*+ My Active Contacts ~
~  Full Name M Ema Company Business Phone
Abbott Preston apreston@arke.com 4045551234
Abbott Preston apreston@arke.com
Assign Logic Test 13 testd@arke2.com
Brett Sheley bsheley@fmsolutions.com {355) 555-5555
Brian Poff bpoff@arke.com
Doug Gilmour tcorcoran@arke.com
Eaan Rainey erainey @arke.com 404-355-1234
~  Eric Rollins bsheley@frmselutions.com Eric Rollins LLC
~  Eric Stoll stoll@frmsolutions.com
~'  Eric Stoll estoll@frmsﬁt\ors.com
estoll@frmsolutions.com |

2. Ablank form page will appear for the record. Feel free to update the fields available.
Any changes you make will be applied to every record selected.
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Change Multiple Records

Enter your changes in the fields that you want to medify.

» Header

4 Summary

CONTACT INFORMATION

salutation I ] sooie
Relationship Type ¥ v

First Name *

Middle Mame

Last Name™

Business Phone Home Phone

Mobile Phone Fan

Email * Preferred Method of
Contact

Motes functionality is disabled when editing m

3. Select the Change button at the end of the pop-up page to have the information
added/updated to the selected records.

Street 1

Street 2

Street 3

City
State/Province

ZIP/Postal Code

Country/Region

FRM Solutions, Inc.
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