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Search for Contacts

The People Search Criteria window allows you to search for people with a high level of
detail. Not only can you search for an individual by name. You can also search by any
information found in their contact record. To access the People Search Criteria window,
select Find People from the Global Toolbar.
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It is also accessible by selecting the Advanced Search button from the Find a Person
window when it appears throughout CLW. The Find a Person window appears whenever a
person search is initiated. For instance, when selecting New in the Parties tab of the
Parties view in the Litigation module, the Find a Person window appears allowing you to
locate the person you wish to add.

Find a Person
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Copy to Clipboard (F9) pe s
Enter the last name of a person to search for, nr:w Advanced Search _ || |

advanced for more search field.
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Select New Edit Print Files Cancel
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The Find a Person window also appears when selecting People in the Files tab of the
Global System view in the System Management module.
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Global System —
"
Department Attorney Munis Field Maintenance
Account Paralegal Street Types
Staff Types Directions (Compass)
Teams Judge Subject
Prefix Report Footer Text
Calendar Types Vendor Vendor Object Codes
Holidays OQutside Counsel
Note Types Other Staff
Fiscal Years Enterprise-wide Staff Gang Codes
Retention Class ‘ People Clique Codes
Funding Source People Types Council Dist
Consolidate People Payment Type
Complaint Language Code State
State Language Code Complaint Portal settings LOSB Text
Cycom Site Preference
User Setup and Security Close

On selecting Find People or the Advanced Search button, the People Search Criteria
window appears. Enter any search criteria for the person or persons you are trying to
identify and then select Search at the bottom right.

People Search Criteria =B
4 Enter people search criteria Search Type (U Begins With (&) Contains
Prefix First ( or Company Name) Middle Last Suffix
Name = | I | { |
Position Title | |
Company | | Type -
DoB @ From To
Height From To
Weight From To
Sex Race Hair | | Eyes [ ‘ License | |
Tax ID / SSN [ |
Address | | Phone [ J
| | Bar No [ ‘
City, ST Zip | ‘ ( |
E-Mail | ‘
New Search Clear Close
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A list of people fitting the parameters of your search will appear. From this list you can do
the following: Edit the contact record of anyone in the list by highlighting the person and
selecting Edit; Add a new person by selecting New; Print the search results by selecting
Print (some exceptions apply, such as when using Advanced Search from the System
Management module); and Identify the matters with which a person in the list is
associated by selecting Files.

Print Search Results

To print the results of your contact search, press the Print button.

Find a Person

Copy to Clipboard (F9)

Name Phone Company

Tester, Job (232) 323-2323 |
Tester, Testy (111111111

Tester, Web M. 123-555-6699 AKA Cress

Testerson (Last), Test (First) Test (Middle) 111-222-3333 Phone 1 Test Corp (Company)
Testerson, Test 555.666.7777 Cycom

Testerson, Test

Testerson, Tester (123) 123-1231

ZZZTESTERTON TERRA 5555555555

ZZZTESTERTON TERRA 6085551212

| Edit New ‘ Print Files Return to Search

The People List window will appear. Select the information to contain in the report from
the options available. To include all the people found in the search, make sure Selected
Person Only is unchecked. Once you are satisfied with your selections, select Print.

People List =

:] Select what information you wish to
@! print to the Daily Calendar Report.

) Address || Selected Person Only
L) Matter (File # and Title)
Date Opened/Entered:

From (2] through

“ Print Cancel

|¥) Confidential Footer
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A People Search Results report will open. You can use the print or export buttons to print
or export the report. Select Close when you wish to return to your search results list.
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City Attorney
People Search Results

Job Tester

Testy Tester

Web M. Tester

Test Testerson

Test Testerson

Tester Testerson

Address:
Matters:

Address:
Matters:

Address:
Matters:

Test (First) Test (Middle) Testerson (Last)
Address:

Matters:

Address:
Matters:

Address:
Matters:

a, MADISON, Wi, 53711

a, MADISON, W1, 53711

703 Christian Way, Kissimmee, FL, 34741

123 TEST AVENUE (Address Line One)

Suite Test (Address Line Two), Testerosa (City), TT, 12345-TEST

-
00% |+
Close

People Search Criteria Fields

The People Search Criteria window allows you to search for contacts by any combination

of the following fields.

¢ Name Prefix

e First, Middle, and Last name

¢ Name Suffix
e Position Title
e Company

e Type code

e Date of Birth ("DOB") range
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e Height range

e Weight range

e Sex

e Race

e Hair color

e Eye color

e Driver's license number ("License")
e Tax ID or Social Security Number (SSN)
e Address

e Phone number

e Bar number ("Bar No")

¢ Email address
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