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1 Getting the data you need out of CRM 

1.1 Views 

When you select a work-space (i.e. ‘Travel Insurance’) in Microsoft Dynamics (hover over Microsoft 

Dynamics CRM and select the ‘Travel Insurance’ tile) you will be taken to the default View for that 

work-space. You can switch views by using the View drop-down menu found by clicking the 

downwards arrow next to the View’s title. This shows any ‘System Views’, plus any ‘Personal Views’ 

you have created.  

 

Selecting a View for a Work-space 

Each view may have a different set of search criteria and sometimes, display a different selection of 

columns. 

You can set a particular View to be the default by selecting the view you wish to use as the default 

and then clicking on the pin to the left of its title. 

 

 

*You can choose either a ‘System View’ or one of your own ‘Personal Views’ for this. 
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1.2 Ordering and filtering by Index 

You can quickly find records you are interested in by using a combination of the ‘Order by’ feature 

and the Alpha Bar at the bottom of the view. For example: if you click on the ‘Name of Trip’ column 

in the ‘All Active Applications’ view it will order the applications alphabetically by that column. 

*You can create sub-sorts on by columns by holding ‘SHIFT’ as you click on each column title. 

 

If you then click on the letter ‘A’ at the bottom of the View, you will restrict the list to any records 

where the Name of Trip begins with ‘A’. 

 

1.3 Filters 

If you want to reduce the number of records in a specific view, one of the quickest ways to do this is 

to use Filters.  

 To enable Filtering, click the ‘Filter’ button’, which can be found at the end of the column 

headings row on any View.  



Page 5 of 19 

 

 A drop-down arrow will now appear on the right-hand side of every column heading. Clicking 

on this arrow will allow you to access more filtering options including the ‘Custom Filters…’ 

option. 

 

Custom Filters 

The ‘Custom Filter…’ option is a powerful tool that allows you to specify an operand conditioned 

search on the selected column. Select ‘Custom Filter…’ 

 

Saving your Custom Filters as a View 

Once you’ve set the filtering and ordering as you wish, you can save this view as a personal view so 

that you can use it again without having to set the filter criteria up every time. 
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*You can share these saved views with other users, as you can all personal views (See 1.6.1). 

1.4 Quick Search 

A quick way to find a specific record is to use the ‘Quick Search’ box. 

Depending on the record type you are looking at, this box will search through a number of key fields 

looking for a match. For example, when searching ‘All Active Applications, the ‘Quick Search box’ will 

search all the field names to find a match. If we search for ‘Afghan’, it will find applications where 

either the Name of Trip, Traveller or Destination Country starts with ‘Afghan’ (see the example 

below). 

 

By default, the match will be on records where the searched fields start with the search criteria. 

However, you can use a wildcard (*) to search for an occurrence of the search criteria anywhere in 

the field. For example: if you search for ‘an’ you will just bring back records beginning with ‘an’ in 

one of the fields. Whereas if you search for ‘*an’, you will see all records that contain ‘an’ anywhere 

in the fields (see the example below). 

 

 

It is important to remember that the results of the ‘Quick Search’ are NOT related to the view from 

which the ‘Quick Search’ was performed. The ‘Quick Search’ view has been defined separately by the 

developers and may have different criteria and columns from the view you are currently using. For 

example, if you are looking at the ‘Inactive Trees’ view, the Quick Search will not filter inactive trees, 

but active trees. This can be confusing at first. If the results or the columns displayed by the ‘Quick 

Search’ are unsatisfactory please liaise with the support team in order to reach a solution. 
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1.5 Advanced Find 

The ‘Advanced Find’ functionality allows you to do very specific searches for particular records. It 

also allows you to determine which columns will be visible in the records that it returns.  

 To perform an ‘Advanced Find’, click the ‘Advanced Find’ button   in the ‘Navigation Bar’ 

within the work-space that you want to perform the search on. This will open the ‘Advanced 

Find’ window, here you can enter the criteria you wish to use for your search and also the 

columns which will be displayed. 

 

 

 To get started, click the ‘New’ button in the ‘Advanced Find’ window. 

 It is often a good idea to base your query on an existing search, as this may have at least 

some of the criteria and/or columns you want to use in your search. To do this, use the drop-

down arrows to select a saved view. 

 

 

Whether you build your new search from scratch or use an existing View, the next thing to do is to 

add the search criteria you want to use (an existing view will limit the parameters by which you can 

search).  

 Click ‘select’ to choose the parameter by which you want to filter, then select the condition 

by which you wish to filter (i.e. ‘Equals’, ‘Contains Data’, ‘Does not Contain Data’, et cetera). 

Depending on the condition selected you may also specify a value for that parameter. 
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1.5.1 Grouping Search Criteria 

Criteria can also be ‘grouped’ together using operand conditions.  

 To group criteria, you must first select the criteria you want to group by clicking the little 

black arrow that appears next to the parameter title and choosing the ‘Select Row’ option 

from the drop-down menu. 

 

 Once you have selected the rows that you want to group you can then choose ‘Group AND’ 

or ‘Group OR’ to create the group. The example below will return only active records that 

meet all the criteria as specified (applications for the Music department with a status reason 

of submitted). 

 

1.5.2 Adding Columns from related Work-spaces 
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The search criteria you choose for a particular work-space can also be made to include results from 

any related work-spaces. For example: when searching tree records, you can also add columns to the 

search results from any related work spaces. 

 Within the ‘Advance Find’ window select ‘Edit Columns’. 

 

 Then select ‘Add Columns’. 

 

 Select the columns you wish to display in the search results and then click ‘OK’. Then run the 

search. 

 

 The resultant list now includes the additional column(s), in this case the ‘English Name’. 
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1.5.3 Filtering on Columns from Related Work-spaces 

Using ‘Advanced Find’ it is also possible to filter your results using column data form related work-

spaces. 

 To do this click on ‘Select’ and select the related work-space from the drop-down menu 

(‘Genus’ has been selected in the below example). 

 
 

 Now you can click on the three options below to specify the column, the operand condition 
and the value by which you want to filter your results (‘English Name’, ‘Contains’ and 
‘Redbud’ have been used in the example below). 
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Now clicking the ‘Results’ button as before will run the ‘Advanced Find’, only this time it will return 
results as filtered by your selected criteria. 

1.5.4 Which related work-spaces can be linked to? 

Microsoft Dynamics determines which related work-spaces will be available when creating searches 

or views (as well as elsewhere, such as workflows). 

When creating searches it is only possible to query data that is above the current work-space in the 

hierarchy. This is because the search needs to be sure that it will only find one record to match the 

criteria. So when dealing with trees, you can always be sure who the owner is, but when dealing 

with owners, the query might return more than one tree. 

Put another way, Microsoft Dynamics will only ever return a single row for the work-space you are 

looking at. So if you are looking at owners it will only ever bring back one row for each owner even if 

the owner has more than one tree. Conversely, a tree can only have one owner, so there’s no 

problem retrieving data related to owners when you are querying trees. 

For this reason, it’s always best to start as far down the hierarchy as you will need your data to come 

from. For example: if your query involves data about maintenance and location, start at the survey 

work-space and query ‘upwards’. 

1.5.5 Saving Advanced Find Views 

If you wish to save your ‘Advanced Find’ definitions so that you can use it again another day, click 

the ‘Save As’ button. Your query will now be available in the Views drop-down menu under ‘Personal 

Views’, and also in the ‘Saved Views’ section of the ‘Advanced View’ builder. It will be visible 

anywhere it is possible to select a different view, such as in look-up dialogue boxes and in 

‘Associated Views’ in forms. 

*If your view does not appear immediately in the drop-down list, simply click on a different work-

space and then back to the one you are looking at to refresh the list of Views available. 

1.6 Personal Views 

When you save an ‘Advanced Find’ view definition, this becomes available to you in the list of views 

for a work-space. 

Personal Views can be created by: 

 Using Filters on a view and then pressing ‘Save As’ as described in the Filters section above. 

 Saving an ‘Advanced Find’ search (as described above). 

 Clicking on the ‘Create Personal View’ link on the View drop-down menu (as below). 
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Either of these last two options will open the ‘Advanced Find’ screen, in which search criteria and 

other options can be set. 

 

1.6.1 Sharing or Deleting a Personal view 

Personal Views can be managed through the ‘Advanced Find’ window.  

 First open the ‘Advanced Find’ window (make sure you have selected the work-space in 

which you created the view). Click the ‘Saved Views’ button.  

 

 

 You will see a list of your ‘Personal Views’ for this work-space. 

 

 

 Select the View or Views you want to manage by checking the tick next to them. You can 

either delete them or share them. Clicking share will bring up the following dialogue box: 
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 Here you can see who the view is shared with, and what they are allowed to do with that 

view (the permissions granted here only affect the view, not the data). You can select 

additional users to share with by clicking on the Add User/Team button. 

1.7 Creating Charts 

It is possible to create your own charts in Microsoft Dynamics. These can provide a useful 

visualisation of your data and are dynamically linked to the views you use so that the charts are 

updated to reflect any filtering that you may have applied.  

 Expand the ‘Chart Pane’ (minimised on the right-hand side of any view).  
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 This will present a chart of the entity that is currently active within Microsoft Dynamics. 

 Click on the  button to open the Chart Designer. 

 

 Here you can select the columns which you want to base your chart on. For example: if you 

want a chart showing how many surveys completed by people you would make the 

following selection:  

 

 Depending on the type of column selected, you can aggregate by Average, Min/Max as well 

as Count. For example, the above section shows the Count of survey by people. *You can 

also choose different chart types (pie charts et cetera). 

 Once you’ve defined the chart as you require you can then save the report (you might want 

to change the default name which Microsoft Dynamics has suggested for you) and close the 

designer.  
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1.7.1 Using Charts 

Your saved charts will be visible in the ‘Chart Pane’ for the work-space on which the chart is based. 

You will notice that the chart and the view interact with each other.  

If you change the View in the View drop-down menu whilst a chart is open, the chart will update to 

report on the records in that view. For example: if you switch between the ‘Active Surveys’ and 

‘Inactive Surveys’ views, the chart will update based on those different selections. 

 

A chart based on the records in the Surveys  

 

 

…is updated to a chart based on the records in the Inactive Surveys list 
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Furthermore, if you select any of the groups of records in the chart, the records displayed in the 

view will be updated accordingly. For example: clicking on the column Edie Weisgerber in the chart 

below will restrict the records in the view to those that include the Surveys where completed by her. 

 

Selecting a bar in the chart causes the data to be filtered 

 

1.7.2 Using Drill Down in Charts 

You can Drill Down into a particular group of records in a chart in order to see more details.  

 To do this, you click on one of the ‘Bars’ representing a group of records.  

 Then select a field by which you want to drill down. Then select a chart type and then press 

the blue arrow to Drill Down. 

 

Getting ready to Drill Down 
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 A new chart will be displayed, showing you the data you have drilled into. 

 

Drilled Down – Meredith Cage surveys by month 

1.7.3 Sharing or Deleting Charts 

 Charts can be shared with colleagues by selecting the ‘MORE COMMANDS’ option in the 

chart pane area and clicking on the ‘Share’ option. 

 Charts can be deleted by pressing the Delete Chart button. 

 

Sharing or deleting charts 
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1.8 Dashboards 

You can create a personalised dashboard to bring together different views and charts in one place. 

You can create multiple dashboards for different purposes and you can share your dashboards with 

other colleagues. You can choose a specific dashboard to be your default dashboard. 

 To create a new dashboard, go to Workplace and have your Dashboard on screen. Click 

‘NEW’. 

 

 This will bring up the Choose layout dialogue box. 

 

 Choose a dashboard template as your starting point.  

 Click on one of the icons in each section to choose the type of component you want to add. 
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You will probably want to add a chart or a List (a View). 

*There is also an option to add in an Iframe (which can give you a frame from a website). This not 

something that you would ever expect to use in Microsoft Dynamics however, if you do need an 

iFrame (System Dashboards only) the sup team can be contacted to add it for you. 

 

 Clicking on either the add chart or list (View) buttons will bring up the ‘Add Component’ 

window. 

 

 From here you will be able to specify the record, view and chart types (if applicable) that will 

constitute the component you are adding. 

*You can also add/delete panes and resize them. Once you’ve finished, give your dashboard a name 

and save it. 
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