Customer Service Toolkit


Helpful Hint—How to Use Outlook® Advanced Find to Create Reports from Toolkit Customer Data

Applies to Version:
All

Submitted by:
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Information Technology Center
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Helpful Hint Date:
5/15/00

Purpose

This helpful hint describes how to use the Microsoft® Outlook® Advanced Find tool to produce a report that lists Customer Name and their associated Tract Numbers. This same process may be used to create numerous other types of reports when other Outlook fields are selected.

Instructions

Build the Query

1. Start Outlook. On the Outlook Folder List, click on the Toolkit Customers folder.

2. From the Outlook Tools menu, click on Advanced Find.

3. On the Advanced Find dialog box, click the Advanced tab.

4. Click the Field button, then click on Frequently-used fields. Click on File As.
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5. Select is not empty for Condition, then click the Add to List button. Click the Find Now button to start the query.
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6. The query is displayed with many more columns than are needed for the report. To remove a column, hold down the left mouse button and move it over a column header, e.g. [image: image3.png][Full Name




. Drag the column header until a large X is displayed. Release the mouse key to remove the column. Remove all columns except for File As.

[image: image4.png][_[CIx]

T 5 oo 5 |

Lok fors [Cotocts =] o [Fookt Comtomers wronse.

Cotacts | o chokes. chanced | T

Find tems that match thess crteia =

Hew Search

HA

Remove
Defremorecrkeriar
_red | oo Vel Q

[ [ | ||
idd b Lt
e aneed

[0/ Fulltame. B Fieas |
) | Mr. Hardd, Jones Jones Harod | ones, Harold %

) || smith Groves, Inc Sith Groves | Smith Groves, Inc

%) | M. vary A smith St Inc. St Mary A

1

e





7. To add a Tract Number column to the report, move the mouse over the File As column header and click the right mouse button. Select Field Chooser.

[image: image5.png]Fle ds

Sith Groves, I 2 Sort Desgendng
S, Mry A

8] sort ascending

=4 Group By This Field
H croupyaox

Remove This Column

Algrment. »
Best £t
Format Columns,

Custormize Current View.




8. On the Field Chooser dialog box, select User-defined fields in folder. Click on Tract Number and drag it into the report area to the position where you want it to appear. Close the Field Chooser dialog. 
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NOTE: Offices that have added user-defined fields to the Toolkit Customers folder for businesses with more than 30 tracts may want to add these additional columns to their report (see Toolkit Issue and Solution—Only 30 Tract Numbers Displayed in Outlook Tract Number Field ).

9. Use the mouse to adjust the width of the columns to display all the data in the fields.

Print the Report

Select Print Preview from the Advanced Find File menu. Print Preview shows how the report will look when it is printed. Use the Page Setup options to adjust the appearance of the printed report. Print the report when you are satisfied with it’s appearance.
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Save the Query

To save the query, select Save Search from the Advanced Find File menu. On the Save Search dialog box, enter a name, e.g. Tract Report and save the it in a location where you will be able to find it again. You may want to create a folder such as C:\Toolkit Reports to store queries.
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Run the Report at a Later Time

1. Start Outlook. On the Outlook Folder List, click the Toolkit Customers folder.

2. From the Outlook Tools menu, click on Advanced Find.

3. Select Open Search on the Advanced Find File menu, and browse to the folder where you saved the query.
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4. Double-click the query file to run the report automatically. The report will include any updates you have made to the Toolkit customer data since the last time you ran the report.
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