
Search Existing Records   

1. Navigate to the module you want to search records in via the left menu bar.  
  

   
2. Below example is from Vehicles module. Click on ‘Filter Columns’ drop down and select any 

options. Options will be same as all column headers.  
  

   
3. If Vehicle ID is chosen, than populate Vehicle ID in search bar and click search button. A record 

with that vehicle ID will show up on browse view.  

  
4. User can also choose a filter logo next to the field name and populate the search field.  



  
5. When new window opens up, user can either select an option or write option in the search bar.  

  

  
6. Browse view will show only those records with criteria chosen.  

  

   


