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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.

Aig Microsoft Dynamics CRM v # | TREES v Trees |

=+ NEW W DELETE! * [JCOPYALINK| » e« EMAILALNK |~ [ RUNREPORT~ [ EXPORTTOEXCEL @ IMPORTDATA | v  e=s

* Active Trees v

System Views
* e T Height Location Pecple Created On
Inactive Trees 0.07 3.58 1 Wellington Sguare, OX1 2JA Velma Kushner 20/02/2013 1340
My Views 182 350 1Wellington Square, OX1 2JA Venetta Stalls 20/02/2013 1340
Active Trees - above 3m
0.15 1038 1 Wellington Square, OX1 2JA Kasi Haithcock 20/02/2013 13:40
Create Personal View
064 1463 Keble Road Edie Weisgerber 20/02/2013 13:40
0.61 7.17 Park End Street, OX1 1HP Kasi Haithcock 20/02/2013 1340
0.50 10.14 7 Keble Road Janise Maloy 20/02/2013 1340

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.

Al Microsoft Dynamics CRM v #t | TREES v  People | v

=< NEW T DELETE | ~ O copvauNK | ~ e EMAILALINK |+ [ RUN

+ Active Insurance Applications ~

| Pin this view as the default view for this list i

' Mame Office Rale
Candra Bentz Banbury Road Tree Main'
Cristine Farmer Banbury Road Tree Main'

*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.

+ Active Insurance Applications ~

v [Name of Trip A
Afghanistan010518
Africa010618
Andorra 042018
Another workflow test
Anthropology Research
Anthropology Research
Anthropology Research
Anthropology Research
Anthropology research
Anthropology Research
Anthropology Research
Australia - Davel Proxy 27-Apr
Bangkok

Barbados 042018

Traveller -
L G Afghanistan010518
L G Africa010618

K- UAT S-User

Tightrope Walker Another workflow t...

Neil Clarke Anthropology Research
Neil Clarke Anthropology Research
Neil Clarke Anthropology Research
Anthropology Research

Neil Clarke Anthropology research
Mark Gunter Anthropology Research

Neil Clarke Anthropology Research

Davey Lioyd Australia - Davel Proxy ...

Alex Black Bangkok

Carla Hadland

StartDate
01/05/2018
01/06/2018
11/04/2018
24/05/2018
04/06/2018
26/04/2018
26/04/2018
26/04/2018
25/04/2018
26/04/2018
26/04/2018
01/05/2018
09/05/2018

11/04/2018

EndDate  ~
30/05/2018
30/06/2018
30/04/2018
31/05/2018
05/06/2019
26/06/2018
01/05/2018
30/04/2018
30/04/2018
20/04/2018
27/0412018
31/05/2018
23/05/2018

30/04/2018

Created On v

25/04/2018 11:28
25/04/2018 10:42
11/04/2018 09:57
14/05/2018 16:54
25/04/2018 10:28
25/04/2018 10:55
25/04/2018 11:20
25/04/2018 11:27
25/04/2018 13:20
25/04/2018 11:28
25/04/2018 11:33
27/04/2018 14:28
02/05/2018 10:22

11/04/2018 10:15

Search for records

Modified On v

05/06/2018 16:54
05/06/2018 16:54
13/04/2018 10:13
05/06/2018 16:55
25/04/2018 11:44
25/04/2018 11:17
25/04/2018 11:26
25/04/2018 11:27
25/04/2018 13:44
25/04/2018 11:31
25/04/2018 11:39
22/05/2018 11:56
02/05/2018 11:40

11/04/2018 10:42

Department -

Blavatnik School D Phil Students
Academic Admin Division

History

Academic Admin Division

School of Anthropology and Museu.

School of Anthropology and Museu.

Schoal of Anthropalogy and Museu...

Music

School of Anthropology and Museu

Food Technology

Music

Division 'YW
Social Sciences
UAS
Humanities
UAS

Social Sciences
Social Sciences

Social Sciences

Humanities

Social Sciences

UAS

Humanities

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’.

+ Active Insurance Applications ~ Search for records s
v/ Name of Trip - Traveller - Start Date - End Date v CreatedOn v Modified On « Department v Division W ¢
Afghanistan010518 L G Afghanistan010518 01/05/2018 30/05/2018  25/04/2018 11:28  05/06/2018 16:54  Blavatnik Schoal D Phil Students Sacial Sciences
Africa010618 L G Africa010618 01/06/2018 30/06/2018  25/04/2018 10:42  05/06/2018 16:54  Academic Admin Division UAS
Andorra_042018 K- UAT S-User 11/04/2018 30/04/2018  11/04/2018 09:57  13/04/2018 10:13  History Humanities
Anather workflow test Tightrope Walker Another workflow t... 24/05/2018 31/05/2018  14/05/2018 1&:54  05/06/2018 16:55  Academic Admin Division UAS
Anthropology Research Neil Clarke Anthropology Research 04/06/2018 05/06/2019  25/04/2018 10:28  25/04/2018 11:44  School of Anthropology and Museu. Social Sciences
Anthropology Research Neil Clarke Anthropology Research 26/04/2018 26/06/2018  25/04/2018 10:55  25/04/2018 11:17  School of Anthropology and Museu. Sacial Sciences
Anthropology Research Neil Clarke Anthropology Research 26/04/2018 01/05/2018  25/04/2018 11:20  25/04/2018 11:26  School of Anthropology and Museu. Sacial Sciences
Anthropology Research Anthropology Research 26/04/2018 30/04/2018  25/04/2018 11:27  25/04/2018 11:27
Anthropology research Neil Clarke Anthropology research 25/04/2018 30/04/2018  25/04/2018 13:20  25/04/2018 13:44  Music Humanities
Anthropology Research Mark Gunter Anthropology Research 26/04/2018 30/04/2018  25/04/2018 11:28  25/04/2018 11:31
Anthropology Research Neil Clarke Anthropology Research 26/04/2018 27/04/2018  25/04/2018 11:33  25/04/2018 11:39  Schoal of Anthropolagy and Museu. Sacial Sciences
Australia - Davel Proxy 27-Apr Davey Lloyd Australia - Davel Proxy ... 01/05/2018 31/05/2018  27/04/2018 14:28  22/05/2018 11:56  Foad Technology UAS
T-120f 12 (0 selected) Page 1
All # A B E F G H J K L M N (o} P Q R S T u v w Y z
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.

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

headings row on any View.
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e 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.

Search for records

+ Active Insurance Applications

v/ Name of Trip P - Traveller - Start Date - End Date - CreatedOn = Modified On + Department - Division 'Y
Afghanistan010518 W | Reset Filter 05/2018 30/05/2018  25/04/2018 11:28  25/04/2018 14:30  Blavatnik School D Phil Students Social Sciences
2} sortatz
Africa010618 z 06/2018 30/05/2018  25/04/2018 10:42  25/04/2018 10:51  Academic Admin Division UAS
i sonzioa
Andorra_042018 Contains Dot 04/2018 30/04/2018  11/04/2018 09557  13/04/2018 10:13  History Humanities
Another workflow test Contains No Data 05/2018 31/05/2018  14/05/2018 16:34  14/05/2018 1655  Academic Admin Division uAs
Anthropology Research Custom Filter, 06/2018 05/06/2019  25/04/2018 10:28  25/04/2018 11:44  School of Anthropology and Museu...  Secial Sciences
Anthropology Research Neil Clarke Anthropology Research 26/04/2018 26/08/2018  25/04/2018 10:55  25/04/2018 11:17  School of Anthropology and Museu...  Sccial Sciences
Anthropology Research Neil Clarke Anthropology Research 26/04/2018 01/05/2018  25/04/2018 1120  25/04/2018 11:26  School of Anthropology and Museu...  Sccial Sciences
Anthropology Research Anthropology Research 26/04/2018 30/04/2018  25/04/2018 1127 25/04/2018 11:27
Anthropology research Neil Clarke Anthropology research 25/04/2018 30/04/2018  25/04/2018 1320 25/04/2018 1344 Music Humanities
Anthropology Research Mark Gunter Anthropology Research 26/04/2018 30/04/2018  25/04/2018 11:28  25/04/2018 11:31
Anthropology Research Neil Clarke Anthropology Research 26/04/2018 27/04/2018  25/04/2016 11:33  25/04/2018 11:39  School of Anthropology and Museu...  Secial Sciences
Australia - Davel. Proxy 27-Apr Davey Lloyd Australia - Davel Proxy ... 01/05/2018 31/05/2018  27/04/2018 1428 22/05/2018 11556 Food Technelogy UAS
Bangkok Alex Black Bangkok 09/05/2018 23/05/2018  02/05/2016 1022 02/05/2018 11:40
Barbados 042018 Carla Hadland 11/04/2018 30/04/2018  11/04/2018 10:15  11/04/2018 1042 Music Humanities

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...”

Custom Filters X

Show records where Department:

Equals v Music ~ @
.
AND OR
-- Select Operator-- ¥
oK Cance

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.

TRAVEL INSURANCE «  Appl

ELETE | = @ EMAILALNK | ~

ORT ~

[F] RUN RE @ EXPORTTO EXCEL  WpIMPORTDATA | v (JICHARTPANE~  »es

*+ Active Insurance Applications ~

System Views

Active Insurance Applications - Traveller T, Start Date - End Date - CreatedOn  ~ Modified On = Department
Inactive Insurance Applications Carla Hadland 30/04/2018 Music
My Views Carla Hadland KS - retesting error 30/06/2018 Music

Applications in Process

25/04/2018

Carla Hadland KS - testing risk requir... 30/04/2018

Create Personal View

Save Filters as New View
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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).

*+ Search Results ¥ Atghan x

v/ Name of Trip Traveller Start Date End Date Created On Modified On Department Divisior W &
Afghanistan010518 L G Afghanistan010518 01/05/2018 30/05/2018  25/04/2018 11:28  05/06/2018 16:54 Blavatnik School D Phil Students Social Sciences
Anthropology Research Neil Clarke Anthropology Research 26/04/2018 26/06/2018  25/04/2018 10:55  25/04/2018 11:17  School of Anthropology and Museu. Social Sciences
Ben's First UAT Trip Tightrope Walker Ben's First UAT Trip 09/05/2018 31/05/2018  25/04/2018 10:21  05/06/2018 16:55
Chris self (not Music) Trip 23-April Chris M (UAT) Chris self (not Music) T. 22/05/2018 22/06/2018  23/04/2018 1433  23/04/2018 14:38  Atmospheric, Oceanic and Planetary ... MPLS
Kathy Demo Application UAT 2 Chris M (UAT) Kathy Demo Applicati.. 06/05/2018 05/09/2018  02/05/2018 10:09  02/05/2018 10:25
Med-Sci Trip to Afghanistan June-18 Chris M (UAT) Med-Sci Trip to Afgha... 01/06/2018 30/06/2018  24/04/2018 1117 24/04/2018 11119 Medical Sciences Divisional Office Medical Sciences
Rob's High-Risk Trip (CM Proxy) 23-April Rob L (UAT) Rob's High-Risk Trip (CM... 26/04/2018 07/06/2018  23/04/201812:09  23/04/2018 12:18 Music Humanities

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).

+ Search Results ~ o x
v Name of Trip Traveller Start Date End Date Created On Modified On Department Division 'YW o

Afghanistan010518 L G Afghanistan010518 01/05/2018 30/05/2018  25/04/2018 11:28  05/06/2018 16:54 Blavatnik School D Phil Students Social Sciences
Andorra_042018 K- UAT S-User 11/04/2018 30/04/2018  11/04/2018 09:57  13/04/2018 10:13  History Humanities
Another workflow test Tightrope Walker Another workflow t... 24/05/2018 31/05/2018  14/05/2018 16:54  05/06/2018 16:55 Academic Admin Division UAS
Anthropology Research Neil Clarke Anthropology Research 04/06/2018 05/06/2019  25/04/2018 10:28  25/04/2018 11:44  School of Anthropology and Museu. Social Sciences
Anthropology Research Neil Clarke Anthropology Research 26/04/2018 26/06/2018  25/04/2018 10:55  25/04/2018 11:17  School of Anthropology and Museu... Social Sciences
Anthropology Research Neil Clarke Anthropology Research 26/04/2018 01/05/2018  25/04/2018 11:20  25/04/2018 11:26  School of Anthropology and Museu. Social Sciences
Anthropology Research Anthropology Research 26/04/2018 30/04/2018  25/04/2018 11:27  25/04/2018 11:27
Anthropology research Neil Clarke Anthropology research 25/04/2018 30/04/2018  25/04/2018 13:20  25/04/2018 13:44 Music Humanities
Anthropology Research Mark Gunter Anthropology Research 26/04/2018 30/04/2018  25/04/2018 11:28  25/04/2018 11:31
Anthropology Research Neil Clarke Anthropology Research 26/04/2018 27/04/2018  25/04/2018 11:33  25/04/2018 11:39  School of Anthropology and Museu. Social Sciences
Bangkok Alex Black Bangkok 09/05/2018 23/05/2018  02/05/2018 10:22  02/05/2018 11:40
Barbados 042018 Carla Hadland 11/04/2018 30/04/2018  11/04/2018 10:15  11/04/2018 10:42  Music Humanities
Ben'’s First UAT Trip Tightrope Walker Ben's First UAT Trip 09/05/2018 31/05/2018  25/04/2018 10:21  05/06/2018 16:55
Brittany Zoe Domas Brittany 08/07/2018 14/07/2018  30/04/2018 14:52  09/05/2018 14:38  Food Technology UAS
Brittany Zoe Domas Brittany 08/07/2018 14/07/2018  09/05/2018 08:18  09/05/2018 15:43 Food Technology UAS o

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.

e 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.

&> Advanced Find - Microsoft Dynamics CRM - Windows Internet Explorer provided by University of Oxford [E=REC g
Mt Microsolt Dynamics CRM Test cRms © |
[RE| 2ovancepFne

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

e |tis 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.

Ay Advanced Find - Microsoft Dynamics CRM - Google Chrome - O X

@ Secure | https://crmuat.dynamics-uat.ox.ac.uk/main.aspx?extrags=%3fDataProvider%3dMicrosoft. Crm.Application.Platform.Grid.GridDat... @

My Microsoft Dynamics CRM

Kathy Shaw @
G A0vaNCED FIND CRMUAT ¢

' j H save s ‘Z [£= Group AND \‘%
@ &4 Edit Columns {= Group OR
Results New Save Clear Download Fetch
[ Edit Properties — Details XML
Show View Query Debug
Look for:  Insurance Applications A Use Saved View: | Active Insurance Applications A

Status Equals Active

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).

e C(lick ‘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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naury Suaw

m ADVANCED FIND CRM UAT o
= - -
@ :1 ’ j H save ais 2 {= Group AND P
e I l'i & Edit Columns [= Group OR ;
Query Saved Results New Save Clear Download Fetch
Views i Edit Properties = Details HML
Show View Query Debug
Look for: | Insurance Applications A Use Saved View:  [new] A
w Status Equals Active
v Siatus Resson Equals Submitted
v Department Equals Music =3
Select

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

e 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.

Mg Microsoft Dynamics CRM Test Crmg @
FILE ADVANCED FIND CRMTraining2015 g
@ EB v E H saveas 2 = Group AND <.;§
b & Edit Columns $= Group OR
Query Saved Resulis New Save Clear Download Fetch
Views 54 Edit Properties (=4 Details XML
Show View Query Debug
Look for:  Trees Iz‘ Use Saved View: [new] E
v Ststus Equals Active
w Girth Is Greater Than 0.50
v Genus Equals Abies:AlnusGymnocladus
Select Row Contains *Banbury
Hide in Simple Mode
Select Row
Delete

e 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).
FILE ADVANCED FIND
== Save As = Group AND ‘
TS ! AW, 2f; Y
L o @& Edit Columns {= Group OR
Query Saved Results New Swe. Clear Downlioad Fetch
Views (i) Eoit Properties = Details XML
f Show View Query Debug
Look for: Trees [v]  Usesaved View: [new]
, v Status fqua's Activ
v Girth Is Greater Than 0.50
vAND Vv Genus Equals AblesAlnus:Gymnociadus
v location ntain: *Banbury
| Select

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.

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

My Micronol Dynaenics CRM Test cims @
ALE CRMTraining201$ o
! - - ND
45 :‘..1 ' j 2 (i= Growp AND )
B Ly 1= Growo OR
Query Seved Resu New Save Oes Cowrioad Fesch
Vieas _:-M’i Pt
‘ ’
e Then select ‘Add Columns’.
Edit Columns *
Edit eohumng for the saved view, These columes nepresent the data thet will be diplayed in the view
Humber & Ganus Garte Hesght Location Tammea Tadks
L= >
2 Configure Soring
£F aoe Coumng
/a [l thasge Prepenties
P Resent I
Change the propeis
e ————
i ¥

n Mote: When there are too many columns o & on a page, the view will be shortened and scrolbars will be added

| oK Cancel

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

search.
Add Columns x
Select the columns to add to this view.
Record Type Genus (Genus) Iz‘
™ Display Name & Name Type
™ Created By createdby Lookup -
™ Created By (Delegate) createdonbehalfoy Lookup
™ Created On createdon Date and Time
r English Name bsp_tr_englishname Single Line of Text
T Modified By modifiedby Lookup
™ Modified By (Delegate) modifiedonbehalfoy Lookup
™ Modified On modifiedon Date and Time
™ Name bsp_name Single Line of Text -
OK Cancel

e The resultant list now includes the additional column(s), in this case the ‘English Name’.
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LIST TOOLS At Microsoft Dynamics CRM Test CRME @
GO ADvANCED FIND TREES CRMTraining2015 ey
= Activate Mail Merge Share ’:‘I|
== Deactivate Connect Copy a Link Bl
New  Edit Assign Run Start Run  Export
Tree Delete Tree Trees Emailalink Workflow Dialog Report~ Trees
Records Collaborate Process Data

' Number 4 English Name (G.. Genus Girth Height Location People o
00002 Firs Abies 182 350 1Wellington Square, OX1 2JA Venetta Stalls =
00004 Laburnum Laburnum 0.64 1463 Keble Road Edie Weisgerber
00005 Angelica Araliz 0.61 7.17 Park End Street, OX1 1HP Kasi Haithcock
00007 Aiflanthus Ailanthus 161 5.5 60 Banbury Road Venetta Stalls
00008 Catalpas Catalpa 26 401 7 Keble Road Madelaine Deer
00009 Zanthoxylum Zanthoxylum 0.70 1437 Science Area Eldridge Rising
00010 Bayberry Myrica 0.69 8.04 Parks Road/Banbury Road Merifin Coombe
00011 Sassafras Sassafras 124 1483 43 Banbury Read Janise Maloy
00012 Alders Alnus 7.7 &1 Banbury Read Liz Hartley
00013 Bald-cypress Taxodium 853 4 Keble Road Kasi Haithcock
00014 Ashes Fraxinus 0.69 1233 South Parks Road Kenyatta Hansley
00015 Cedars/Arborvit..  Thuja 143 00 Ewert House, Ewert Place, OXZ 7DD Kimiko Merriwe..,
00016 Sumacs Rhus 185 223 Mansfield Road, OX1 3T8 Meriin Coombe -

4 »

1 - 50 of 224 (0 selected) Pagel b
#100% ~

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.

e 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).

Mg hicrosof Dynamics CRM

Test CRMS @

FILE ADWVANCED FIND CRMTraining2015 &
' 313 | save as = Group AND
= g
@ g Edit Columns [{= Group OR
Query Saved Results Mew Save Clear Download Fetch
Views L} Edit Properties [=h Details XML
Show View Query Debug
Look for: | Tress lz‘ Use Saved View: Active Trees lz‘
W Status Equals Active
Select
v Genus ) |
w English Mame Contains Redbud

Select

e 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).

Mla Microsoft Dynamics CRM Test cRMS @
FILE ADVAMCED FIND CRMTraining2015 g
' : H save as {= Group AND
@ K@
. & Edit Columns [i= Group OR
Query Saved Results New Save Clea Download Fetch
Views 5% Edit Properties = Detalls XML
Show View Query Debug
Look for:  Trees lz‘ Use Saved View:  Active Trees lz‘
w Status Equals Active
Select
| W Genus ‘

Cv_ English \Iame_) C Contains

D)

(Redoud

Select
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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:

e Using Filters on a view and then pressing ‘Save As’ as described in the Filters section above.
e Saving an ‘Advanced Find’ search (as described above).

e C(Clicking on the ‘Create Personal View’ link on the View drop-down menu (as below).
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+ Active Trees ~

System Views

Active Trees

Inactive Trees

My Views

Active Trees - above 3m
Create Personal View
Save Filters as New View

Save Filters to Current View

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.

e 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.

‘ 48 Microsoft Dynamics CRM Testcrms T
n Agvanced Fing CRMTraining - a

‘ :J "a ? ﬂ b sevess \Z f= Group AND “;:3

neh ¢ = & o Coumns 1= Group OR
[ Quary J| Soved JResuts New Seve & Cear Downicad Fetch
‘ Views U2 Eat Propertes S Detais 0
a ey Debug
Look for: | Trees |®]  UseSaved View: |Actie Trees -]

Status Equals Agtve

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

g W szrerscift Dynarnics CAM Test crmg '@
JCED FIN SAVED VIEWS CAMTraining2015 &
BT > B & 8T
=i . Ié Deactivate —_— - ]C-:n,.':L--: E i
Record Tet As Defsult Voen Astign Saved Flur Chart Run  Export Sawed
Type - Wiew [ Coetete Saved View Configuration Wiews 5 il a Linkk  Workflow Dialog  Report- Wiews
Wiew Records Actions Collaborate Process Data
(8 Trees Saved Views: Active Saved Views ¥ Seoroh flr reconds
)|
W Mame Chwroer Last Medified o
| W Active Trees - sbove 5m Pyl Wiliams 25/02/2013 16:19
i lan test Test CRMB QL5015 0343

e 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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Share saved view x

Choose the users or team you want to share the saved view with, and give them specific permissions.

Common Tasks r Name Read Write Delete Append Assign Share
§ Add User/Team ~ £ Andrew wilson 2 r r r r -
x Remove Selected Items

+ Taoggle All Permissions
of the Selected Items

@ Reset

Share Cancel

e 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.

e Expand the ‘Chart Pane’ (minimised on the right-hand side of any view).

+New W@ DEETE v [ COPYAUNK ~ e EMAILAUNK ~ [ RUNREPORT~> (@ EXPORTTOEXCEL BpIMPORTDATA =~ oo

*+ Active Trees v o

Vv Number N Genus Girtn Hegnt Lecation Pecpie Creaty Fs ]
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00013 Taxedium 77 853 4 Xeble Roag Kas: Haithcock 20/02/2013 130
00014 Fraxinus 063 1233 South Parks Road Keryaits Hansiey 2000272013 1340
00015 Thuja 148 100 Ewert House, Ewent Pixce, OX2 70D Kimko Merriwe. 20/02/2013 1330
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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.

Tree by People v + o B e

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:

Chart Designer A I x H

Survey by Survey By

Countall (Sur.,

Legend Entries { Series )

[T survey [=] countan [=]an %
= Add a series
Horizontal ( Category ) Axis Labels
sunveyey &

== Adda category

Description

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.
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...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.

Search for recorss )
SuveyBy Y, | Created On - ¥ & lansSurveychart v + b B e

N2 Edie Weisgeroer 20/02/2013 1358
N2 Edie Weisgercer 20/02/2003 13558 .
N2 Edie Weisgerber 20/02/2015 13:58 *
M2 Edie Weisgerber 20/02/2013 13:58 s
M3 Edie Weisgerber 20/02/2083 13:58
)3 Edie Weisgerber 20/02/2013 13:58 40
M2 Edie Weisgerber 20/02/2013 13:59
N2 Edie Weisgerper 20/02/2013 13:59 =
N2 Edie Weisgercer 20/02/2013 13:59
N2 Edie Weisgercer 20/02/2013 13:59 B * =oE =
M2 Edie Weisgerber 20/02/2013 1358 %’ 2, >
M2 Edie Weisgerber 20/02/2013 13:59 Y 20
M2 Edie Weisgerber 20/02/2013 13:59 i
)3 Edie Weisgerper 20/02/2013 13:59 N
N2 Edie Weisgerper 20/02/2013 13:59 »
N2 Edie Weisgercer 20/02/2013 13:59
N2 Edie Weisgercer 20/02/2013 13:59 5
M2 Edie Weisgerber 20/02/2013 1358 s 2 =X ) »
N2 Edie Weisgerber 20/02/2013 13:58 04 A
M2 Edie Weisgerber 20/02/2013 13:59 § é é‘ %
M2 Edie Weisgerber 20/02/2013 13:59 FREEE

z g 2 2

=
Survey By

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.

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

o 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.

an's S art P >
ST xR *
:' H Fi | T ] & =
: Pz i 3 3

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

Drilldown >> Meredith Cage

Countall (survey)

Jan2012  Mar2012  May2012  Jul 2012 Sep2012  Nov2012  Jan2013
Feb 2012  Apr2012  Jun2012  Aug2012  Oct2012  Dec2012

Month (Survey Dats)

Drilled Down — Meredith Cage surveys by month

1.7.3 Sharing or Deleting Charts

e Charts can be shared with colleagues by selecting the ‘MORE COMMANDS’ option in the
chart pane area and clicking on the ‘Share’ option.

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

lan's Survey chart v + & 0 - >
Assess
i Import Chart
E., Export Chart
45 I Delete Chart

&5 Assign

40 1) Share
35 . .

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.

e To create a new dashboard, go to Workplace and have your Dashboard on screen. Click
‘NEW'.

Ak Microsoft Dynamics CRM v ¥ | WORKPLACE v  Dashboards | v

ErsAvEAS  B% NEW & REFRESHALL

Travel insurance

e This will bring up the Choose layout dialogue box.

Choose Layout

Choose a layout as a basic outline to create a dashboard. You can then add or rearrange components in this layout, and also resize it

& hl =

3-Column 3-Column 4-Column

Regular Dashboard Multi-Focused Das.. Overview Dashbeard 1 ,\//‘

3-Column
Regular Dashboard

3 -Column 3 Column 3-Column | 3-Celumn Focused Dashboard
Focused Dashboard T Teyout e accommodate compenents

Regular Dashboard Overview Dashboard
across three columns.

Create

e Choose a dashboard template as your starting point.

e C(Click on one of the icons in each section to choose the type of component you want to add.

WORKPLACE Dashboards | «

=] x =] “ L e
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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.

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

window.
Add Component x
Choose the component that you want to add to the dashboard.
Record Type
Academic Year lz‘

View
Active Academic Years |z|
Chart Th

ere are no charts for this entity. Click on the Help button to get more
information on creating charts.

Cancel

e 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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