TECH.TIPS FROM SICON CRM

How to: Required Fields Part 2

Your GoldMine is only as powerful as your database, which is why it is so crucial to maintain the integrity
of your data. Identifying records which do not have the necessacary information is a good way to help
the integrity of your database. By searching on required fields which are empty you are able to ensure
that all the crucial opperational information for each contact is in your database. The following steps will
show you how to create a filter which will identify records lacking crucial required fields.

Step 1: Create your filter

In the top tool bar, select Tools -> Filters

Step 2: Select New

Actions  Schedule

Synchronize »

Co

Automated Processes  »

Services 3
Databases 3
Data Management 3
Filters

Groups

SOL Query

Lookup Wizard
User Groups...

Users' Settings...

Configure »
4 Quickstart Wizard...
Ml Options

Logs 3

F Fies |1 Preview | A Grovps | @] s0LGuery |

Filters allow you to create and work with subsets of records in GoldMine. Click "Activate'
to apply & filter, or dick Preview’ to see those records that match your filter's criteria.
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Step 3: Name the filter something that you will be able to recognize, best practice is to name it Blank
(field name) or Blank Required Fields, for this example we are using Company and Last Name

mewriter x|

Properties | Buid | Optimize |

* Flease enter a name for the fiter and select the filter's owner. Mext, select the
=y "Build’ tab to create a fiter. You may also click "Edit Expression’to directly type
O an dBASE expression.

Fitter Name: Cwner:

IBIank Required Fields] IMASTEH [Fn:urdH:ﬂ
Filter Expression:

% Showin English ¢ dBASE Bpr. ( SQLQuery  Edit Expression |

ok | Cencel |

Step 4: Select the build tab, In the Field Name drop down, select the required field and under the
Operator dropdown select Is Empty and then Insert Condition

Filter: Blank Required Fields x|
Properties _Build | Optimize I

# To build a fiter, please select a field from the "Field name’ list, select an
% ‘Cperator’ and type in a value, then click ‘Insert Condttion”. To add multiple
o the "AMD/OR buttons. Use parentheses detemine the order in which the

conditions are evaluated.

Field name: Operator: Value:
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Step 5: Now you can add other required fields using the OR function, repeating step four

Filter: Blank Required Fields |

"Properties  Build |Op1imize|

* To build a filter, please select a field from the ‘Field name'list, select an
'Operator’ and type in a value, then click ‘Insert Condition”. To add muttiple
the "AND/OR buttons. Use parentheses determine the order in which the
conditions are evaluated.

Field name: Operator: Value:

ILas't ( Lastname ) j IIs Empty j I Iﬂ

Comparyy ls Empty OR ;I Inzert Condition |
Last { Lastname ) ls Empty

AND OR |

L] [l ==

¢ Showin English ¢ dBASE Expr.  SQL Query

ok | Ccancal |

Step 6: Click the Activate Button beside View Filters

F Fiters ||3 Preview | 5] Groups | q SQLQLIEWI

Filters allow you to create and work with subsets of records in GoldMine, Click ‘Activate’
to apply a filter, or dick Preview' to see those records that match your filter's ariteria.
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This will populate your contact search center with all the contacts that do not have one of the required
fields filled in.




