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VIEWS, SEARCH, 
COMMAND BAR, AND 
FORMS 
A QUICK REFERENCE GUIDE FOR AKOYAGO 

INTRODUCTION 

This guide gives a brief overview of Views, Search, the Command Bar, and Forms in akoyaGO. 

DEFINITION 

A view is a list of records for an entity, consisting of groups of columns and rows of information.  When you 

select an entity in the navigation bar, a view is displayed which lists records for that entity. 

OVERVIEW 

Multiple views can be defined for each entity.  Each view has its own selection criteria making it easier to find 

the records in which you are interested.  For example, you could have a view with All Contacts (active and 

inactive) and a view with Active contacts. Views are customizable. 

The following is a view that lists Active Contacts.  The view can be changed to another pre-defied view by 

pressing the down arrow next to the view name, for example, Inactive Contacts. 
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SEARCHING 

There are two ways to search for a specific record: quick search and dataverse search. 

QUICK SEARCH 

Quick search is available on the top righthand corner of the view.  It searches for entries that match your 

search criteria for that entity type within that view. 

You can use multiple search strings, each with an asterisk in front to help narrow down your search.  For 

example, if you entered ‘community foundation’ in the quick search, the results would only contain records 

beginning with ‘community foundation’.  

 

But if you enter *community *foundation in the quick search, the results will find records that have both 

community and foundation located anywhere in the name. 

 

DATAVERSE SEARCH 

Dataverse search looks across entities. While quick search only looks within an entity in a view, dataverse 

search spans all entities. It is located at the top middle section of your database. 
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When searching for ‘foundation’, the search in the example below returns results for Constituents, Donors & 

Prospects, Email Messages, etc. 

 

In this example, searching for ‘Smith Foundation’ is searching for Smith or Foundation. 

 

However, by adding a “+”, Smith + Foundation looks for Smith and Foundation. 
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COMMAND BAR 

There is a command bar at the top of the view that lists actions that can be performed on the view.   

 

The command bar actions may change depending on the view.  Best practice: Throughout akoyaGO, the 

ellipses (3 dots) to the right of the command bar lists additional commands that are available. Remember to click 

here for more functionality.  

 

 

FORMS 

Forms lists the details for an individual record.  From a view, select an entry and it will open a form which 

displays the details for that record. You create, edit, and view details for a record on a form. 

The command bar at the top of the form indicates actions you can take on the record.  The ellipses on the right 

of the command bar list other available actions. 

 

 

If you have any questions, please contact support@akoyago.com or 877-767-6703 and we’re happy to help! 
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