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Selecting Records

This guide offers a straightforward approach to selecting and managing records
efficiently, whether individually or in bulk. It provides step-by-step instructions for
actions like deletion and bulk selection, ensuring users can easily navigate the
system. By utilizing this guide, you can streamline your record management tasks
and enhance productivity, making it an essential resource for anyone looking to
optimize their workflow.

Selecting a record

1 In this section, we are going to look at the ways you can select records within the
grid. A single click will highlight the record. You can do this on any record within
the page. A double click will open the record.
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3 Each record has three dots on the left. Clicking these will open a submenu.



3

4 You can view the record from here by clicking 'View.'

5 You can choose to delete the record.
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6 A prompt will display asking you to confirm or cancel the record you are wanting
to delete.

Selecting Multiple Records

7 You can use the grid to select multiple records to perform certain actions. Click the
3 dots.
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8 Choose select

9 This now puts the grid into selection mode
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10 You can click the boxes to select which records you want as part of the selection.

11 Using the buttons at the bottom you can clear your selection or select all records
on the page. The max records that can be selected in one go is 500.
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12 Click "Select All"
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14 Alternatively you can block select. After the first record is selected.

15 Hold shift on the keyboard and click the bottom record in the batch of records you
wish to select. This will then select all records in that range. This guide will later
look at how to mass edit a selection of records. In this example we will click Delete.
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16 This will display a prompt asking you to confirm if you wish to delete the selected
records or cancel


