
Find an Existing Project 
  

• Select ‘Project Filters’ from the menu. 
 

 
 

• Enter information in as many fields as possible. 
 

• Click  button. 
 

 
 

• The wildcard character, %, can be used in any field except ‘Date Created.’ 
o Examples using the ‘Customer Name’ field. 

 %Corporation 
• Returns all projects where the ‘Customer Name’ ends with ‘Corporation.’ 

o EX: My Corporation; MyCorporation. 
 Eng% 

• Returns all projects where the ‘Customer Name’ begins with “Eng.” 
 %Eng% 

• Returns all projects where the ‘Customer Name’ contains “Eng.” 
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• The selected projects will be displayed in the project list 
 

 
 
• Note: If you see the project(s) you need, uncheck the “Hide Archived Projects” and/or    check the “All 

Projects” box. 

March 9, 2010  Page 2 of 2 

 


