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STEP Customer Data Web UI
The purpose of the STEP Customer DataWebUI is to allow users to create andmaintain customer data, i.e., data
that describes a customer and associated data such as accounts, contact persons and addresses.
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User interface

The home page screen has got 4 widgets:

1. Welcome: Information about what user is logged into theWebUI plus a button to log out.

2. Search: Finds customer data with an ID or namematching the search phrase.

3. Workflow: Shows task count for a STEPWorkflow, which is automatically generate when creating a user Web
UI. For more information, see STEPWorkflow.

4. Quick links: This provides quick navigation to navigate the node tree Browsing for products and assets.
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Logging In
To log in to the STEP Customer DataWebUI youmust enter a valid user name and password. Then click the
Login button.

You will now be logged in to the STEP Customer DataWebUI and are able to create, edit and view customer data
and associated data based on the privileges applied to you by your administrator.

Data model
The datamodel used for the Customer DataWebUI is:

Customer
This is the object representing the actual customer that you do businesswith.

Location
A Customer can have one or more Locations, e.g. different storage buildings.

Account
A Customer can havemultiple accounts that you want to invoice individually. In many cases there is a one to one
relationship between a Location and an Account.

Ship-To
The Ship-To object represents the place where you want to deliver your goods.

© Stibo Systems - Confidential 6



Address
An Address object represents is a real world physical place. It can be referenced to a Customer, an Account, a
Location or a Ship-To. An Address object is always placed as a child node to a Customer in the Customer
hierarchy.

Contact Person
Contact Persons of various types can be referenced to a Customer or an Account. A Contact Person object is
always placed as a child node to a Customer in the Customer hierarchy.

Key Account
Customers can, for reporting purposes, be linked to Key Accounts.

Creating a Customer
1. Click theCreate new Customer link in the New Customer box in the left hand side navigation panel.

The Initiate New Customer screen appears:

2. In the Customer Name field, enter the name of the customer.

You can now check if the customer already exists in the database, before actually saving.

Check for duplicates
To see if possible duplicate customers exist in the database, click the Find Similar button.
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For this to work properly a STEP.Matching license is needed and aMatching Algorithmmust be created to handle
the comparisons.

For more details regarding the Find Similar setup when using an Initiate Screen, see the Find Similar
documentation in theWeb User Interfaces /Using a Web UI documentation.

Enriching Customer and associated objects through STEP Workflow
Once a Customer object has been initiated through the workflow as described above, you can enrich in the next
step of the workflow.

1. Click theCustomer Setup link in theNew Customer box in the left hand side navigation panel:

The list of Customers available for theCustomer Setupworkflow state appears:

2. Click the ID of theCustomer that you want to enrich.

A Customer maintenance screen appears:
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In this screen you are able tomaintain data relevant for the Customer object itself, create and link Contact Persons
and Addresses, link to Key accounts and also create Location Objects.

Special features are described below:

Key Account
On theCustomer - Credit tab you find the Key Account ID field. This is where you link a Customer to a Key
Account:

1. Place the cursor in the field.

2. Start keying in the Name or ID of the Key Account. Suggestionswill appear:

3. Select the Key Account that fits the purpose.

Contact Persons
Onmany of the objects in the Customer datamodel you can create, link andmaintain Contact Persons. The
following is an example from the Customer - Contact Persons tab on the Customer object.

Creating a Contact Person

1. Click the green plus icon and select theCreate Newmenu item.
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2. A Create New dialog appears.

3. Fill in the fields and click theSave button.

A Contact Person object is now created on the Customer and preview box is displayed:

4. Click theSave button on the Customer maintenance screen.

The Contact Person is now referenced by the Customer object and the Contact Person can be edited and
referenced by other objects, i.e. Customers or Accounts.

Editing an existing Contact Person

1. Click the pen icon in the preview box.

An editor appears:

2. Edit the values of your choice and click theSave button.

The changes to the Contact Person object is now saved and the preview boxwill reflect the changes.
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Picking an existing Contact Person
Instead of creating a new Contact Person, you can pick an existing Contact Person already linked to the
Customer:

1. Click the green plus icon and select thePick existingmenu item.

A list of already created Contact Persons appears.

2. Pick one of the Contact Persons from the list.

3. Click theSave button in the Pick existing dialog.

The selected Contact Person is now displayed in the preview box.

4. Click theSave button on the Customer maintenance screen.

The Contact Person is now referenced by the Customer object.

Searching for an existing Contact Person
Instead of creating a new Contact Person, you can pick an existing Contact Person already linked to the
Customer:

1. Click the green plus icon and select theSearch existingmenu item.

A Search existing dialog appears.

2. Start keying in the Contact Person you want to find.

Suggestionswill appear:
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3. Click the suggestion you find suitable, then click theSave button in theSearch existing dialog.

The selected Contact Person is now displayed in the preview box.

4. Click theSave button on the Customer maintenance screen.

The Contact Person is now referenced by the Customer object.

Delete reference to Contact Person
If you don't want a Contact Person to be referenced by the Customer any longer, you can delete the reference:

1. Click the red cross icon in the preview box:

The preview boxwill disappear.

2. Click theSave button on the Customer maintenance screen.

Note: TheContact Person object will not be deleted by clicking the red cross. Only the reference from the
Customer object to the Contact Person object is deleted.

Addresses
Onmany of the objects in the Customer datamodel you can create, link andmaintain Addresses. The following is
an example from the Customer - Billing tab on the Customer object.
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Creating an Address

1. Click the green plus icon and select theCreate Newmenu item.

2. A Create New dialog appears.
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3. In theAddress search field, start typing in the address you want to create.

Suggestionswill appear as you type:

4. Select a suitable suggestion.

The detail fields for the addresswill automatically be populated, and themapwill be updated accordingly.

Tip: You canmove the red pin on themap and thereby update the address.
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Tip: Editing one of the detail fields will update themap and the Address Search field.

Tip: Longitude and Latitude values can be enteredmanually.

5. Click theSave button in theCreate New dialog.

An Address object is now created and linked to the Customer object, and preview box is displayed:

6. Click theSave button on the Customer maintenance screen.

The Address is now referenced by the Customer object and the Address can be edited and referenced by other
objects, i.e. Customers, Locations, Accounts and Ship-Tos.

Editing an existing Address

1. Click the pen icon in the preview box.

An editor appears:
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2. Edit the values of your choice and click theSave button.

The changes to the Address object is now saved and the preview boxwill reflect the changes.

Picking an existing Address
Instead of creating a new Address, you can pick an existing Address already linked to the Customer:

1. Click the green plus icon and select thePick existingmenu item.

A list of already created Addresses appears.
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2. Pick one of the Addresses from the list.

3. Click theSave button in the Pick existing dialog.

The selected Address is now displayed in the preview box.

4. Click theSave button on the Customer maintenance screen.

The Address is now referenced by the Customer object.

Searching for an existing Address
Instead of creating a new Address, you can pick an existing Address already linked to the Customer:

1. Click the green plus icon and select theSearch existingmenu item.

A Search existing dialog appears.

2. Start keying in the Address you want to find.

Suggestionswill appear:

3. Click the suggestion you find suitable, then click theSave button in theSearch existing dialog.

The selected Address is now displayed in the preview box.

4. Click theSave button on the Customer maintenance screen.

The Address is now referenced by the Customer object.

Delete reference to an Address
If you don't want an Address to be referenced by the Customer any longer, you can delete the reference:

© Stibo Systems - Confidential 17



1. Click the red cross icon in the preview box:

2. Click theSave button on the Customer maintenance screen.

Note: The Address object will not be deleted by clicking the red cross. Only the reference from the Customer
object to the Address object is deleted.

Locations
A Location is a child object to the Customer object. To navigate to an existing Location, or to create a new one, you
must first select a Customer, then click the Locations tab.

Create a Location

1. On the Customer maintenance screen, select the Locations tab.
2. Click theNew Location link.

The screen changes to the Locationmaintenance screen.

3. Fill in (at least) the required values.

4. Click theSave button.

The Location object is now saved

Navigate to a Location

1. On the Customer maintenance screen, select the Locations tab.
2. In the locations list, click the ID of a location.

You will now be taken to the locationmaintenance screen.

Accounts
An Account is a child object to the Location object. To navigate to an existing Account or to create a new one you
must first select a Location, then click theAccounts tab.

Create an Account

1. On the Customer maintenance screen, select the 'Locations' tab.

The Locationmaintenance screen appears.

2. On the Locationmaintenance screen, select theAccounts tab.
3. Click theNew Account link.

The screen changes to the Account maintenance screen.
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4. Fill in (at least) the required values.

5. Click theSave button.

The Account object is now saved

Navigate to an Account

1. On the Customer maintenance screen, select the Locations tab.

The Locationmaintenance screen appears.

2. On the Locationmaintenance screen, select theAccounts tab.

3. In the accounts list, click the ID of an Account.

You will now be taken to the Account maintenance screen.

Ship-Tos
A Ship-To is a child object to the Account object. To navigate to an existing Ship-To, or to create a new one, you
must first select an Account, then click the Ship-Tos tab.

Create a Ship-To

1. On the Customer maintenance screen, select the Locationstab.

The Locationmaintenance screen appears.

2. On the Locationmaintenance screen, select theAccounts tab.

The Account maintenance screen appears.

3. On the Account maintenance screen, select theShip-Tos tab.

4. Click theNew Ship-To link.

The screen changes to the Ship-Tomaintenance screen.

5. Fill in (at least) the required values.

6. Click theSave button.

The Ship-To object is now saved

Navigate to a Ship-To

1. On the Customer maintenance screen, select the Locations tab.

The Locationmaintenance screen appears.

2. On the Locationmaintenance screen, select theAccounts tab.

The Account maintenance screen appears.

3. On the Account maintenance screen, select theShip-Tos tab.
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4. In the Accounts list, click the ID of a Ship-To.

You will now be taken to the Ship-Tomaintenance screen.

Approving Customer and associated objects through STEP Workflow
Once a Customer and it's associated objects have been enriched, as described in the previous chapter, it is ready
to be approved.

1. Click theNeeds approval link in theNew Customer box in the left hand side navigation panel:

The list of Customers available for theNeeds approvalworkflow state appears:

2. Click the ID of theCustomer that you want to enrich.

A Customer maintenance screen appears. The screens for the Needs approval state are the same as the screens
used in the Enrich step, except there are both aSubmit button and aReject button available:
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Searching
Using Advanced Search, you can search for Customer, Location, Account, Ship-To, Address and Contact Person
objects from the Search panel. You get to the advanced search dialog by clicking "Browse" on theQuick Links
widget on the home page screen.

Search criteria
A number of search criteria are available:

l ID/Name: This allows you to search for an object's ID or Name.

l Type of Object: Here you can select which object type(s) to search for. Multiple object types can be selected.

l Attribute value search (more search criteria): Here you can choose between a list of attributes to search
within.
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The different search criteria can be combined.

ID/Name

Enter the ID or the Name for the object you want to search for. The search will perform awildcard search.

Type of object

Select one or more object types to search for. Use shift/ctrl keys tomulti-select.

More search criteria

1. Select one of the attributes from the drop down list.

A value field will appear (in this example, it is a list of values to choose from).
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2. Select/enter the value you want to search for.

Tip: You can add asmany of these search criteria by clicking the green plus icon.

Search Statistics
Once you have specified the search criteria, you can start the search by clicking theSearch button. A Search
result statistics screen will appear:

This will give you an overview of the number of hits, distributed on object types. Clicking an object type will give you
the Search Result List, displaying the hits of that particular object type. You can also click theAll link which will
give you all the hits across all object types.

Search result list
The search result list displays the objects found:
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You can navigate to a selected object by clicking the ID of that object.

Tip: You can sort the result list by clicking the table headers, i.e. ID, Name or Type header.

Log out
To log out of theWebUI youmust click the "Logout" button on theWelcomewidget on the home page screen.

This will log your out and take you to the login screen.
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Data Model
The datamodel used for the Customer DataWebUI is:

Customer

This is the object representing the actual customer that you do businesswith.

Location

A Customer can have one or more Locations, e.g. different storage buildings.

Account

A Customer can havemultiple accounts that you want to invoice individually. In many cases there is a one to one
relationship between a Location and an Account.

Ship-To

The Ship-To object represents the place where you want to deliver your goods.

Address

An Address object represents a real world physical place. It can be referenced to a Customer, an Account, a
Location or a Ship-To. An Address object is always placed as a child node to a Customer in the Customer
hierarchy.

Contact Person

Contact Persons of various types can be referenced to a Customer or an Account. A Contact Person object is
always placed as a child node to a Customer in the Customer hierarchy.

Key Account

Customers can, for reporting purposes, be linked to Key Accounts.
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Creating a Customer and Checking for duplicates
1. Click theCreate new Customer link in the New Customer box in the left hand side navigation panel.

The Initiate New Customer screen appears:

2. In the Customer Name field, enter the name of the customer.

You can now check if the customer already exists in the database, before actually saving.

Check for duplicates
To see if possible duplicate customers exist in the database, click the Find Similar button.

For this to work properly a STEP.Matching license is needed and aMatching Algorithmmust be created to handle
the comparisons.

For more details regarding the Find Similar setup when using an Initiate Screen, see the Find Similar
documentation in theWeb User Interfaces /Using a Web UI documentation.

Once you have established that no duplicate exists, you can save the Customer object by clicking theSave and
Submit button:
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TheCustomer object has now been saved to the data base and is ready to be enriched in the next step of the
workflow.
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Enriching Customer and Associated Objects
through STEP Workflow
Once a Customer object has been initiated, you can enrich in the next step of the workflow.

1. Click theCustomer Setup link in theNew Customer box in the left hand side navigation panel

The list of Customers available for theCustomer Setupworkflow state appears:

2. Click the ID of theCustomer that you want to enrich.

A Customer maintenance screen appears:
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In this screen you are able tomaintain data relevant for the Customer object itself, create and link Contact Persons
and Addresses, link to Key accounts and also create Location Objects.

Special features are described below:

Key Account
On theCustomer - Credit tab you find the Key Account ID field. This is where you link a Customer to a Key
Account:

1. Place the cursor in the field.

2. Start keying in the Name or ID of the Key Account. Suggestionswill appear:

3. Select the Key Account that fits the purpose.

Contact Persons
Onmany of the objects in the Customer datamodel you can create, link andmaintain Contact Persons. The
following is an example from the Customer - Contact Persons tab on the Customer object.

Creating a Contact Person

1. Click the green plus icon and select theCreate Newmenu item.
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2. A Create New dialog appears.

3. Fill in the fields and click theSave button.

A Contact Person object is now created on the Customer and preview box is displayed:

4. Click theSave button on the Customer maintenance screen.

The Contact Person is now referenced by the Customer object and the Contact Person can be edited and
referenced by other objects, i.e. Customers or Accounts.

Editing an existing Contact Person

1. Click the pen icon in the preview box.

An editor appears:

2. Edit the values of your choice and click theSave button.

The changes to the Contact Person object is now saved and the preview boxwill reflect the changes.
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Picking an existing Contact Person
Instead of creating a new Contact Person, you can pick an existing Contact Person already linked to the
Customer:

1. Click the green plus icon and select thePick existingmenu item.

A list of already created Contact Persons appears.

2. Pick one of the Contact Persons from the list.

3. Click theSave button in the Pick existing dialog.

The selected Contact Person is now displayed in the preview box.

4. Click theSave button on the Customer maintenance screen.

The Contact Person is now referenced by the Customer object.

Searching for an existing Contact Person
Instead of creating a new Contact Person, you can pick an existing Contact Person already linked to the
Customer:

1. Click the green plus icon and select theSearch existingmenu item.

A Search existing dialog appears.

2. Start keying in the Contact Person you want to find.

Suggestionswill appear:
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3. Click the suggestion you find suitable, then click theSave button in theSearch existing dialog.

The selected Contact Person is now displayed in the preview box.

4. Click theSave button on the Customer maintenance screen.

The Contact Person is now referenced by the Customer object.

Delete reference to Contact Person
If you don't want a Contact Person to be referenced by the Customer any longer, you can delete the reference:

1. Click the red cross icon in the preview box:

The preview boxwill disappear.

2. Click theSave button on the Customer maintenance screen.

Note: TheContact Person object will not be deleted by clicking the red cross. Only the reference from the
Customer object to the Contact Person object is deleted.

Addresses
Onmany of the objects in the Customer datamodel you can create, link andmaintain Addresses. The following is
an example from the Customer - Billing tab on the Customer object.
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Creating an Address

1. Click the green plus icon and select theCreate Newmenu item.\

2. A Create New dialog appears.
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3. In theAddress search field, start typing in the address you want to create.

Suggestionswill appear as you type:

4. Select a suitable suggestion.

The detail fields for the addresswill automatically be populated, and themapwill be updated accordingly.
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Note: You canmove the red pin on themap and thereby update the address. Also, editing one of the detail fields
will update themap and the Address Search field.

Note: Longitude and Latitude values can be enteredmanually.

5. Click theSave button in theCreate New dialog.

An Address object is now created and linked to the Customer object, and preview box is displayed:

6. Click theSave button on the Customer maintenance screen.

The Address is now referenced by the Customer object and the Address can be edited and referenced by other
objects, i.e. Customers, Locations, Accounts and Ship-Tos.

Editing an existing Address

1. Click the pen icon in the preview box.

An editor appears:
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2. Edit the values of your choice and click theSave button.

The changes to the Address object is now saved and the preview boxwill reflect the changes.

Picking an existing Address
Instead of creating a new Address, you can pick an existing Address already linked to the Customer:

1. Click the green plus icon and select thePick existingmenu item.

A list of already created Addresses appears.
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2. Pick one of the Addresses from the list.

3. Click theSave button in the Pick existing dialog.

The selected Address is now displayed in the preview box.

4. Click theSave button on the Customer maintenance screen.

The Address is now referenced by the Customer object.

Searching for an existing Address
Instead of creating a new Address, you can pick an existing Address already linked to the Customer:

1. Click the green plus icon and select theSearch existingmenu item.

A Search existing dialog appears.

2. Start keying in the Address you want to find.

Suggestionswill appear:

3. Click the suggestion you find suitable, then click theSave button in theSearch existing dialog.

The selected Address is now displayed in the preview box.

4. Click theSave button on the Customer maintenance screen.

The Address is now referenced by the Customer object.

Delete reference to an Address
If you don't want an Address to be referenced by the Customer any longer, you can delete the reference:

© Stibo Systems - Confidential 38



1. Click the red cross icon in the preview box:

2. Click theSave button on the Customer maintenance screen.

Note: The Address object will not be deleted by clicking the red cross. Only the reference from the Customer
object to the Address object is deleted.

Locations
A Location is a child object to the Customer object. To navigate to an existing Location, or to create a new one, you
must first select a Customer, then click the Locations tab.

Create a Location

1. On the Customer maintenance screen, select the Locations tab.
2. Click theNew Location link.

The screen changes to the Locationmaintenance screen.

3. Fill in (at least) the required values.

4. Click theSave button.

The Location object is now saved

Navigate to a Location

1. On the Customer maintenance screen, select the Locations tab.
2. In the locations list, click the ID of a location.

You will now be taken to the locationmaintenance screen.

Accounts
An Account is a child object to the Location object. To navigate to an existing Account or to create a new one you
must first select a Location, then click theAccounts tab.

Create an Account

1. On the Customer maintenance screen, select the 'Locations' tab.

The Locationmaintenance screen appears.

2. On the Locationmaintenance screen, select theAccounts tab.
3. Click theNew Account link.

The screen changes to the Account maintenance screen.
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4. Fill in (at least) the required values.

5. Click theSave button.

The Account object is now saved

Navigate to an Account

1. On the Customer maintenance screen, select the Locations tab.

The Locationmaintenance screen appears.

2. On the Locationmaintenance screen, select theAccounts tab.

3. In the accounts list, click the ID of an Account.

You will now be taken to the Account maintenance screen.

Ship-Tos
A Ship-To is a child object to the Account object. To navigate to an existing Ship-To, or to create a new one, you
must first select an Account, then click the Ship-Tos tab.

Create a Ship-To

1. On the Customer maintenance screen, select the Locations tab.

The Locationmaintenance screen appears.

2. On the Locationmaintenance screen, select theAccounts tab.

The Account maintenance screen appears.

3. On the Account maintenance screen, select theShip-Tos tab.

4. Click theNew Ship-To link.

The screen changes to the Ship-Tomaintenance screen.

5. Fill in (at least) the required values.

6. Click theSave button.

The Ship-To object is now saved

Navigate to a Ship-To

1. On the Customer maintenance screen, select the Locations tab.

The Locationmaintenance screen appears.

2. On the Locationmaintenance screen, select theAccounts tab.

The Account maintenance screen appears.

3. On the Account maintenance screen, select theShip-Tos tab.
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4. In the Accounts list, click the ID of a Ship-To.

You will now be taken to the Ship-Tomaintenance screen.
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Approving Customer and associated objects
through STEP Workflow
Once a Customer and it's associated objects have been enriched, it is ready to be approved.

1. Click theNeeds approval link in theNew Customer box in the left hand side navigation panel:

The list of Customers available for theNeeds approvalworkflow state appears:

2. Click the ID of theCustomer that you want to enrich.

A Customer maintenance screen appears. The screens for the Needs approval state are the same as the screens
used in the Enrich step, except there are both aSubmit button and aReject button available:
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Searching
Using Advanced Search, you can search for Customer, Location, Account, Ship-To, Address and Contact Person
objects from the Search panel. You get to the advanced search dialog by clicking "Browse" on theQuick Links
widget on the home page screen.

Search criteria
A number of search criteria are available:

l ID/Name: This allows you to search for an object's ID or Name.

l Type of Object: Here you can select which object type(s) to search for. Multiple object types can be selected.

l Attribute value search (more search criteria): Here you can choose between a list of attributes to search
within.
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The different search criteria can be combined.

ID/Name

Enter the ID or the Name for the object you want to search for. The search will perform awildcard search.

Type of object

Select one or more object types to search for. Use shift/ctrl keys tomulti-select.

More search criteria

1. Select one of the attributes from the drop down list.

A value field will appear (in this example, it is a list of values to choose from).
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2. Select/enter the value you want to search for.

Note: You can add asmany of these search criteria by clicking the green plus icon.

Search Statistics
Once you have specified the search criteria, you can start the search by clicking theSearch button. A Search
result statistics screen will appear:

This will give you an overview of the number of hits, distributed on object types. Clicking an object type will give you
the Search Result List, displaying the hits of that particular object type. You can also click theAll link which will
give you all the hits across all object types.

Search result list
The search result list displays the objects found:
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You can navigate to a selected object by clicking the ID of that object.

Note: You can sort the result list by clicking the table headers, i.e. ID, Name or Type header.
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Logout

Clicking Logout will return you to the login screen.
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