QuicK TABS STEP-BY-STEP GUIDE

QUICK TABS STEP-BY-STEP GUIDE
FOR TIME MATTERS

Quick Tabs allow you to select the fields and filter the records you want to see on any of the
Main Lists in Time Matters, including Contacts, Matters, Events, ToDo's, Documents, Billing,
Email, Outlines and more.

When you click on a Quick Tab, it displays one record per row with a field in each column. In
setting up the Quick Tab, you determine the selection and order of the columns and how the
records are filtered and sorted or ordered.

A User Level Quick Tab appears only in one User's Time Matters, although all of the User Level
Quick Tabs may be copied to one or more other Users. A Program Level Quick Tabs appears for
all users.

Creating a User Level Quick Tab
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23 Edit User Level Quick Tah
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In the right-side window, you see the
fields that will appear as columns in your
Quick Tab.

To Remove a field from your list, click
on the field name in the right side list,
then click the Remove button.

To Add a field to your list, click on the
field name in the right side list., then
click the Remove button.

Continue removing and adding until you
have the fields you want on the right
side.

Click the Filter and Sort tab.

Click the button for Use Custom Search

Click the Combined button.

Power User Note: After setting up a
Combined filter, return to this window
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Combined Search
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Click on the name of your new Quick Tab

Here is what a Quick Tab for Robert S
Brown looks like.
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