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Searching the Database 

Search using a filter 
 

1. Click “Create a Filter” 

 
 

2. Determine if you want to show results that match ALL conditions or AT LEAST ONE condition.  

Change the search by clicking the blue hyperlink. 

 
 

3. Select the field to search and the value to search.  (Under value, you can enter partial search 

terms, however, you cannot use wildcards “*” to search). 

 
 



4. You can narrow your search by adding additional search terms. 

 
 

5. Click Apply to start your search. 

 
 

6. A list of results will display.   

 
 

7. To remove the filter for a new search, click on “unnamed filter” and select the trashcan to 

delete the filter. 



 

 

Search using CTRL + F  
 

1. Click CTRL + F on the sheet header (blue area) to open the Find box 

 
 

2. Type in your search term and click Next.  NOTE: this will search for your term across every cell in 

the database, therefore it is not as specific as the Filter search described above.  This will 

generally produce more results than using a filter, so it is best used when you are unsure of your 

search terms. 

 
 

3. Results will display one at a time.  Like Excel, you will need to click Next to continue to search for 

the term through the database: 



 
 

 

4. To cancel the search, simply click the X at the top of the Find box. 

 
 

Opening Files 
1. To open files associated with a contract, click the paperclip icon located in the Attachments 

section of the database. 

 
 

2. A pop-up will appear on the right-hand side of the page with all attachments available for a 

specific line.  To view an attachment, click on the item.  A pdf version of the document will open. 



 
 

3. To download an attachment, select the box to the left of the attachment and click Actions, 

Download.  Save the pdf version of the document to your computer. 

 
4. To return to the database, click the X at the top right of the Attachments pop-up. 

 
 

Export the Database to Excel 
1. Click the three dots at the header of the sheet and select Export, Export to Microsoft Excel 

 
 

2. Save the Excel file to your computer. 

3. NOTE: Attachments DO NOT export.  Attachments must be downloaded individually. 


