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Search Facility

All lookup screens have the search facility / button, and many other screens have a Filter button which provides
some or all of the same functionality.

The search facility can be used to restrict a list view to include only a certain subset of the database. This reduced
list can then be used for reporting functions, mail merge and pivot tables.

These procedures can apply to almost any screen/data in PayBiz, but here we will use the Debtor (also called
Customer) Invoice Lookup screen as our starting point:

PayBiz main menu > Debtors > Debtor Invoices > Search button
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: File Access

(Mo in List: 16)

301013
11013
23409413
220343
184094132
1740813
16409413
15409413
12403413
10403413
3/03413
6/03/13
5409413

CHAR
WILLG
CHAR
CH&F
CHAPT
ALLS
GILE
ROG K
EISHG
FOwWLD
HaMP
CHAPT
WwALLG

Todlphakey  (Tupe

| rivoice
|rvoice
| Fveoice
|voice
|voice
|voice
| rivoice
| Fivoice
| rivoice
|rvoice
| Fveoice
| wvoice

Reference

102
1011
1015
1010
1014
1003
1002
1007
1006
1005
1003
1002

G443.65
11170.60
224773
399822
F39.63
53121
TE17.78
6317.55
2831.98
5000.54
304831
1479.36

0.00
0.00
11170.60
224773
0.00
0.00
0.00
0.00
6317.55
0.00
5000.54
304831
1479.36

Date (30410413

|.-“-‘-.II Irvoice Tranzactions By Date - |

All Debtar [nvoice's

| Add |Qisplay| Exi ||H|1|Ir@'

;EE'T'} Simple Search

C

Eull 5earch

O 1

Figure 1: Search Facility
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Simple Search
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Figure 2: Simple Search

e Click in the <Search Field> box to display a list of Properties for Debtor Invoice.
e Pick the appropriate field. In this example we will use the Debtor Address.
o Scroll down to the Debtor field and click on the + beside the orange triangle to expand the debtor
properties.
o Scroll down to Address and pick it:

Click and Pick to add one column to table

Dbl Click on property to continue to add  properties to table

IIp and dawn Arrow ta ling, spacebar to expand or cloze line
Enter to zelect ine and exit, CH nght arrow to zelect and continue

—O Template Description
— Twpe
—2 Un Allocated (total unallocated including forward transactions)
—2 Un Allocated = (Unallocated walue in the currency selected.)
—O Under Dispute
— Week
¥ Dehbtar (The debtor being charged with the fransaction)
— 04-MNow (Balance outstanding 3 weeks from current wen
—2 T1-MNow (Balance outstanding 2 weeks from current wen
—{ 14-0ct (Balance outstanding B weeks and owver fram ¢
—> T8-MNow (Balance outstanding 1 week from current wee
—{ 21-0ct (Balance outstanding 5 weeks from current wen
— 25-MNow (Currentweek outstanding balance)
—{ 28-0ct (Balance outstanding 4 weeks from current wen
— Acc Percent {
— Account Mo
— Active

# Address
—O Address Line]
— Address Line2
—O Address Line3
— Address Lined
—y Alnha Ke

Fercentage used for Acc Lewy charged when

Figure 3: Properties for Debtor Invoice

e Select the Search Criteria. In this example we will use Contains.
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Figure 4: Search Criteria - Contains

e Enter the text you want to match on. In this case we will use TAPANUI:

[Debtor Address |[Contains - |[TAPANUI | | -]

(1] | Cancel |
Figure 5: Search Text - TAPANUI
e Further search fields can be added by clicking the j

[Debtor Address |[Contains - | [TAPANUI | -]

[Date ||Hanges From = ||1f[l4,."1 3

[Date ||Panges To  ~|[31/03/14
[1].9 | Cancel |

Figure 6: Extended Search Criteria
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Notes:

Click OK to begin the search. A progress bar will be displayed, then the results will be displayed in the list

view window:

£ Debtor Invoice : File Access  (No in List: 4) =
Date ToAlpha Key [ Tupe Reference Gross Allocated
12409413 BISHG 1007 317
22403413 CHAR [mvoice 1015 224773 224773
23409413 CHAR [mvoice 1011 11170.E0 11170.ED
0043 CHAR [voice 1m7 242384

Date ||RERE e |

|h-1 y5earch - |
Selected Debtor Invoice's
Ad | Diizplay | Euit | Hl L | | [ 4 | M| Search | | Repart |

Figure 7: Search Results

If a report or mail merge is required, click on the Report button and set up as required.

With a Simple Search ALL the report criteria must be met. le using the example above, the system will
find all debtor invoices where customer is in Tapanui AND the invoice date is within the specified date

range.

To be able to use an OR rather than AND you will need to use a Full Search (see next section).
A handy feature is that when you next click on the Search button it will show the last 5 searches
performed by your user ID. This means you can easily find your previous searches, adjust them if necessary

and run them again.

Simple Search

Eull Search

Debtor Address Contains, Date Ranges From, Date Ranges To

Figure 8: Saved Search
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Full Search

For this we are going to search on Employee.

PayBiz main menu > Payroll > Employees > Search button

Selecting Full Search opens the Search/Enquire screen.

e

Search/Enquiry

Searching : Sort By : [Code [ Dec
Ma of Records I:l ard [ Dec.
[Meets ALL Criteria ~ | and [ Dec
I 0
Bezet Select Sart SavelGet E xit

Figure 9: Full Search screen

We will look for all shed staff (shearers, shedhands and pressers) who have a base rate variance entered.

This search cannot be achieved using a single simple search because a simple search would look for staff where
employee type is Shearer AND Shedhand AND Presser. Employees can have only 1 employee type, therefore no

matches would be found.

e Click the Criteria button. This will open a blank Employee screen, with these buttons at the bottom:

MEXE Of K |

Fhane |

Motes

| ESFTEM. |

Grogs |

Save

Filker Filker

Load |

Tree

Diaone

Figure 10: Criteria Options
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Button Description

Save Filter Click to save the Search Criteria so you can use the filter again.
Load Filter Click to load a previously saved Search filter.

Tree Opens the full list of Employee Properties to pick from (see above).

This allows you to use fields that may not be on the Employee screen such as the
current Month’s gross or perhaps the Payshr Code.

Done Click to complete the criteria selections.

To find shed staff, we need to use the Employee Type field.
We could get this using the Tree button, and picking the Employee Type from the property list, but we will use it
directly off the screen.

e Click on the Rates tab then click in the Type field.
This opens the Search Criteria for Employee Type window:

Cntct  HBates | Puymtz | Leawe | Stnd | Cmont | Docs

R atel Mo duto Papzlip |: )
Fate
Fiate? 5 alary s Last Papslip Mett :l
Rate3 Aust FRET “ears Srv.:l Age | | DoE| |
R ated 2ull Time Student Fremntion [ 1 e oy = |
Housfwieek [ ] Type Search Criteria for Employee Type ==
Basis I:l Ac%’ Require Employee's where Employee Type
[aad 175 nes o Povs| |
Branch |
Motes
Save Load r | r |
Filker Filker
Accept | Delete | E xit

Figure 11: Search Criteria for Employee Type

e Leave the drop down box on Equals.

e Click on the next drop down box to display the Employee Types configured on your system. We will choose
Shearer.

e Leave the last drop down box on Meets Any.

e Click Accept.

e Repeat this process for the other desired employee types. In this example we will also add Shedhand and
Presser:
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Search Criteria for Employee Type

Hequire Employee’s where Employee Type

=]

Equalz Shearer
Equalz: Shedhand

|E qualz

Meets Any

E it

Figure 12: Adding Employee Types

e After clicking Accept, click Exit to close the window and return to the Employee screen.

You will notice the Type field is now yellow. This shows there is criteria entered into this field.
e Now, click in the Base Rate Variance > Value field to add criteria.
e Change the first drop down box to be Not Equal To:

Basis [ e Date[__|| s i

[ ]add /5 lines ta Payslip

Branch |

Cantr| [P anges From
MEVETETm | sccon || Dok |
LD oes Mat Start Wwith

E xit

Employee [ 2= |
Identity Details Basze Rate ¥anance
Code Surname = - .
First Names | | Search Criteria for Variance Value ==
Address Require Employee's where Yanance Yalue :-
Staff Acct. |:| Gender
Cntct  RBates | Pymtz | Leawe | Stnd | Cmnt
R atel Mo Auto Papslp |:
R ate2 Salary
Fate3 Auzt FBT
R ated “ull Time Student E ser
L R E—— LT

Motes

Containz

D oez Mot Contain

Figure 13: Employee Type has Criteria Entered

e Enter 0 (zero) in the next field. Click Accept then Exit.
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e The Employee screen now shows 2 yellow fields:
i Employee (=3
Identity Details Baze Rate ¥anance
B Commenced [ ] Fnshed| |
Address

TaxCode | ] ‘Withholding Rate | Use § value instead of % [ ]
A Mowed [ hes b Days[ Jdaws
Staff Acct. Gender 5/L llowed |:|hrs Max S4L |:|hr$

Cntct ~ Batez | Pymtz | Leave | Stnd  Cmnt | Docs

2:::12 g;::to Pl [ @ Last Papslip Mett |:|

Rate3d AustFBT VearsSw| | Age[ | DOB[ ]

Rated -ull Tirne Student Exemption |: YTD Analysis G/L Expenses
HaursAwesk | | Tupe | Paye I:l Wages

Basis | | Acc. Date | |

Stean[ ] Pae
Df—‘«dd T/5 lines to Payslip Contractor |:| E/Prem. |:| G/L Liabilities
Branch | | Gess[ ] uad[ ]

Hotes

Save Load
Fiter | Filter liee || Lot

Figure 14: Employee screen showing fields with Criteria entered.

More criteria can be added if desired. le to only return active staff, add a criteria for the Finished field
where the value is Equal To then leave the criteria field blank to find staff who do not have a Finished
date entered.

Once finished entering criteria, you can click on Save Filter to save the search criteria for future use, then
click Done to return to the Search/Enquiry screen. This now shows the selected criteria:

i

Search/Enquiry @
Searching : SartBy: [Code [~ Dec.
Mo of Records |:| and [~ Dec.

|Meets ALL Criteria - |

and I~ Dec.
I 0%

Employee Type equals Shearer OR equals Shedhand OF equals Fresser
AMND

“/ariance Yalue notequalto 0

Reszet Select Sart Save/Get E xit

Figure 15: Search/Enquiry screen
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Field

Description

Searching
No of Records

Meets ALL Criteria

Sort By
and

Dec

Large text box

Displays the class being searched on.

Shows the No of Records returned after clicking Select.

If a number of criteria are being added, you can select from the drop-down list
whether the search must Meets ALL Criteria (AND) or includes records Meets ANY
Criteria (OR).

Click to open the property list to pick the field on which to sort the results.

You can add up 3 properties to sort on in order of preference, ie you might want to
sort initially on Employee Type, then on Code.

Tick to sort this property in Descending order.

Displays the search criteria entered.

Criteria Click to add or edit the search criteria.
Reset Click to undo the Select and remove the application of the search criteria so that
the No of Records will now include ALL records on the original list view.
Save/Get Click to save/retrieve the search for later use.
Note:
o You will rarely ever want to reuse a search, as this will not find any new
records that have been added after you did the original search.
e Use the Save Filter option in the Criteria screen to save the search
criteria for later use.
Sort Click to apply the sort order.
Exit Click after the Select button to display the returned results in the list view.
You will be prompted if you wish to save the search. If you click Yes, the Save/Get
dialog box will open allowing you to save the search results.
You can now use the Report button to create a report, mail merge etc for the
returned results.
Note:

e Just like the Simple Search, the last 5 full searches are saved for your user ID for quick access:

Simple Search
Eull Search

Employee Type ls, Employee Type s
Employee Type equals Shearer AND Employee Type equals Shedhand AND Employee Type equals Presser AND

Figure 16: Saved Searches
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