Finding a Record:
This is an example of a simple search.  More advanced searches are possible once you get comfortable with the basics.

The notes on the second page may help you understand the process better.
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Notes on searching:


Using the mouse, place pointer on label and double click





Type the last name of applicant you are searching for.





In this case we typed “Turpin”





Highlight the desired record; double click, and the record will be displayed.





Note that you can search on other fields shown in the pull down menu.  Most of the time you will use the Last name of the applicant





Note that if you double click on the data field you will not be searching but will be editing the data in that field.  Close the box and double click on the label to bring up the contact listing.





Label





Data field








