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DESCRIPTION 
 
AccountMate allows each user to customize the Full Search or Leading Search window 
criteria. This feature provides convenience and efficiency by providing the ability to view 
only the necessary records rather than view all the existing records set up for a particular 
maintenance or transaction file.  
 
This Technical Note discusses the steps necessary to set up the Search window criteria for 
each user. 
 
SOLUTION 

 
Access either the Full Search window or Leading Search window in any applicable function, 
and perform any of the following processes, whichever is applicable, to set up the Search 
criteria: 
 
 Create a macro for the Search criteria.  

 
To create a macro for the Search criteria, perform these procedures: 

 
1. Set up your desired search criteria for the new macro.  
 
2. You may set up which fields you want to display in the Search window and specify 

the order in which these fields will be displayed by clicking the Advance button in the 
applicable Search window. In the Advanced Options for Search window perform any 
of the following, whichever is applicable: 

 
 To arrange the sequence when viewing the columns in the Search window, 

highlight a field in the Selected Fields area; then, drag the field up or down to 
place it in its desired position. 

 



 To remove a data field when using a Search window, highlight that field in the 
Selected Fields area; then, click the < Remove button. If you want to move all 
fields from the Selected Fields area to the Available Fields area, click the 
<<Remove button.  

 
Note: There must be at least one field in the Selected Fields area; otherwise, 
AccountMate does not allow you to save the Search window criteria settings. 

 
 To include a previously removed data field, highlight the desired field in the 

Available Fields area, then click the > Add button. If you want to include all the 
previously removed field data, click the >> Add button. 

 
 To revert to the system default criteria, click the Reset to Default button. 
 
 To limit the number of entries to be displayed in the Leading Search window, 

enter the desired limit in the Display top N records for leading search with blank 
search value field. To turn off this feature, enter zero (0) in this field. 

 
Click OK to exit the Advanced Options for Search window and return to the Full 
Search or Leading Search window. 

 
3. Click the List box button beside the Save Macro button to display various options 

and choose the Save option to display the Save Macro As window. 
 

4. In the Save Macro As window perform these steps: 
 

4.1 Enter in the Macro Name field the desired name for the macro you are setting 
up. 

 
4.2 Mark the Shared by all users checkbox if you want all other users to use this 

macro. 
 

4.3 Click Save. 
 
 

 Copy from an existing macro to create a new macro. 
 
You can create a new macro by copying from an existing macro. To do this, perform 
these steps: 

 
1. Click the List box button beside the Macro: field to display a list of created macros 

and choose a specific macro which criteria you want to copy. 
 

2. Click the List box button beside the Save Macro button to display various options 
and choose the Save As option to display the Save Macro As window. 
 

3. In the Save Macro As window perform these steps: 
 

3.1 Enter in the Macro Name field the desired name for the new macro you are 
creating. 

 
3.2 Mark the Shared by all users checkbox if you want all other users to use this 

new macro. 



3.3 Click Save. 
 
 
Alternatively, you may perform these steps to copy from an existing macro: 
 
1. Click the List box button beside the Save Macro button to display various options 

and select Options… to display the Search Window Options window. 
 

2. Choose the macro which criteria you want to copy, and click the Copy button to 
display the Save Macro As window. 
 

3. In the Save Macro As window perform these steps: 
 

3.1 Enter in the Macro Name field the desired name for the new macro you are 
creating. 

 
3.2 Mark the Shared by all users checkbox if you want all other users to use this 

new macro. 
 

3.3 Click Save. 
 

4. Click Close to exit the Search Window Options window.  
 
 

 Set up a macro as the default Search criteria. 
 
To set as the default a certain Search criteria macro, perform these steps: 

 
1. Click the List box button beside the Macro: field to display a list of created macros 

and choose a specific macro that you want to be the default. 
 

2. Click the List box button beside the Save Macro button to display various options 
and choose the Set As Default option. 
 
 

Alternatively, you may perform these steps to set a specific macro as the default: 
 
1. Click the List box button beside the Save Macro button to display various options 

and select Options… to display the Search Window Options window. 
 

2. Choose the macro that you wish to be the default, and click the Set As Default 
button. 
 

3. Click Close to exit the Search Window Options window.  
 
 

 Delete a Search criteria macro. 
 
To delete a macro from the Search window, perform these steps: 
 
1. Click the List box button beside the Macro: field to display a list of created macros 

and choose a specific macro that you wish to delete. 
 



2. Click the List box button beside the Save Macro button to display various options 
and select the Delete option. 
 

3. When the dialog box is displayed asking for your confirmation whether to delete the 
macro, click Yes. 

 
 

Alternatively, you may perform these steps to delete a specific macro: 
 
1. Click the List box button beside the Save Macro button to display various options 

and select Options… to display the Search Window Options window. 
 

2. Highlight the macro that you wish to delete, and click the Delete button. 
 

3. When the dialog box is displayed asking for your confirmation whether to delete the 
macro, click Yes. 
 

4. Click Close to exit the Search Window Options window.  
 
 
 Automatically fit the Search window columns. 
 

To automatically fit the contents of all the columns displayed in the Search window, 
simply click the Auto-size button. 
 
 

 Search all character fields. 
 
If you want AccountMate to search all character fields where a full-text index is 
specified, mark the Search all character fields checkbox. 

 
Note: The Search all character fields checkbox is accessible only when the Full-Text 
Indexing feature is enabled in the AccountMate Administrator program > Add 
Company/Edit Company function and the Search for CONTAINS checkbox is unmarked in 
the Search window. 

 
 
 Exclude the inactive GL Account IDs or inventory item records.  

 
If you want to exclude from the grid the GL Account IDs or inventory item records that 
are assigned the Inactive status, mark the Exclude Inactive checkbox. 

 
Note: The Exclude Inactive checkbox is available in the Account ID Full/Leading Search 
and Item # Full/Leading Search windows starting in AccountMate 11.1 for SQL/Express 
version. 

 
 
 Export grid to Excel. 

 
You can opt to export to Microsoft Excel the information shown in the Search window. 
Simply right-click on the Search window grid and choose the option, Export Grid to 
Excel. 

 



 Refresh button 
 
If the Search window has been open for a considerable time, it may not display the 

latest information. Click the Refresh grid content button  beside the input field to 
retrieve the latest batch of AccountMate data. 

 
 
This Technical Note provides information to help you maximize AccountMate’s ability to set 
up various Search criteria. Setting up Search criteria can save you time and effort when 
searching for specific records. 
 

 

This information is provided "AS IS" without warranty of any kind. AccountMate Software 
Corporation disclaims all warranties, either express or implied. In no event shall 
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indirect, incidental, consequential, loss of business profits, or special damages, even if 
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