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1. Onthe menu bar, click on “Edit” and select “Temporary filter” from the list.

Edit | Communication Accounting

New CtrleN
Copy customer

Edit Cil+E
Delete CtrleD
Save Ctrl+S
Cancel Ctil+A
Filter records... Ctri+ G

Temporary filter...

Filter by selection
Clear Filter
Prefitter records...

Clear PreFilter

Sort... Ctrl+0
Clear Sort

Select all

Unselect all

Refresh Ctrl+R

2. A new window will appear. Insert a name for your filter at the top (in our example, we will name it “Pensioners”),
then select the value/s you want to use for the filter (in this case only “Birthdate”) from the list below.

3. You will then see new information on the right-hand side of the screen where you have to specify the range or value
you want to include. (In this example, you want to filter all pensioners, which is why you include members with a
date of birth on or before 1951. You select a “Starting rage” of (inclusive) 1900/01/01 (earliest date of birth any
member is likely to have) and an “Ending range” of 1951/01/01.)

4.  Click on the “Add” button in the middle to add the condition of the filter. Click on “Save” and “OK”. Now only
members with a date of birth in this range will be displayed (which means that they can be moved to the pensioners
member type if that was the purpose of this exercise).
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