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In This Issue

Searching for Clients Globally

Searching For Clients Globally
Need to allow the receptionist the ability to locate clients and direct calls to the appropriate assignment in your 
entire Nexsure Org without giving access to all branches? If so, this can be done by providing security access to one 
branch along with global search access.

Granting Security Access
Perform the following steps to provide the ability to access Global search:

In the Setup Console, click Security Administration.2.

On the Utility menu, click the Setup link.�.

Click the user rights templates tab.3.
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Select a template under Organization and click the [Edit] link. 
A new template may also be added by clicking the [Add] link.

�.
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In the Resource Groups list, click on Primary Menu and select the View check box for Global Search.�.

Click the Save link in the Navigation Toolbar.

Note: If the employee was logged in at the time the security template was 
altered, have them log out and log in to see the security addition activated.

�.
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Client Global Search
Now that security has been granted to gain access to the Global Search feature, use the following to search for 
clients:

Click the Global Seach  icon on the right side of the 
Primary menu to display the Search Criteria dialog box.

�.

Type in a minimum of 3 characters and click the Search button to return 
results. Search will find consecutive data contained within the field.

3.

To search a field other than Client Name, click the Client list and choose Contact Name, Enterprise Code, 
Location Address, Policy Description or Policy Number depending on the information provided.

2.
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The grayed-out Details  icon indicates that the user does not have access to the branch the 
client is assigned to. The white Details  icon means the user does have access to the branch. 

�.

The user will not be able to click any grayed-out Details  icons but can click the Assignment 
 icon to display the Assignment List screen. The Assignment List screen displays the 

assignments on the account so the user will know who to contact for this account.

�.
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If the user needs the contact’s phone number or email address, clicking on the Assignment 
Details  icon next to their name will display the Contact Record dialog box.

�.
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Clicking the white Details  icon will display the client’s card file.�.


