View Custom Fields In Contact Searches %

This article applies to:
1. Navigate to CRM > Contacts in the main navigation menu

2. (Optional) Click on New Search if available. This will reset any previous search criteria and you can skip to

step 4.

Contacts

Actions ~ Edit Criteria/Columns Save Prrir

O 2 1 0 results

3. Click Edit Criteria / Columns...

Contacts

Actions Mew Search [ Edit Criteria/Columns ] Save Print

o 2 1 O results

o | ecnard Adams

4. Click the Columns Tab

Search General Address Phone/Email Custom Fields Misc Criteria Columns

Customize Columns on Search Results

Custom Columns: Avallable Flelds:
Last 4 ssn 0
Mame AWK Middle name
Nickname
Email AW X Acsistant name
Ascistant phone
Birthday AV X Tile
Suffix
Owner AW X Anniversary

Anniversary month

Annhenre sne wnar



5. Add a Custom Field as a Column. Click on the name of the custom field in the "Available Fields" box and

then click on the small arrows in between the boxes to move your field over to the left.

litle =
Nickname AWV X Suffix
Anniversary
Heme navox Anniversary month
Email ANV X Anniversary year
Created by
Company name AV X
Last updated
Phone 1 AWV X @Ownerid
Notes
State AWV X Language
Time zone
Lead Source AWV X Owner

Lead source category

6. Click OK

Postal c

Country|

Street a

Sort By Last name v Then By First name
Cancel Rezet Filters
3]

Birthday: D
Phone 1: 366-5100 Le
City: Fredericton O

7. Your custom field will now be available in the Search Results.

Pro-Tip! To scan a list of contacts more quickly, switch to "Grid View"!

Add a Contact

Saved Searches... ~

50 ~ perpage E

Phone 1 State Lead Source



