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Merlin Project Express offers you a built-in Find function to search for
content within projects.

Use the keyboard shortcut emd + F to open the search box at the top of the active view.

T Work Breakdown

| Q- Find A | Done | [ | Replace
# , Traits e Given Work | WK WK 28 WK 29
|89 /10/11 /12 131415 16|17 | 18] 19|20 21 |2|
o You will find all the search options together with the relevant keyboard
shortcuts under the menu item Edit — Find.
[ AON | New Website —

= Work Breakdown

| Q~ Project Manager] ~- @| (<[> (Done | " | Replace
# N Traits | Title Resources ‘ WK 28 WK 29
10|11 [12 13|14 15 16|17 |18 [19]20 |21 |
0 @m® V¥ New website Client; Project Man... te @
1@ D> Project Start ‘ Client; Project Manag... ’ It *Glient;\Project Manager; Designer; Developer
2 ¥ Pre-production | Client; Project Man... | Pre-production
3 > gcl;::: Questionnaire and Client; Project Manager nt Questionnaire and goals Client; Project Manager
4 € > User Scenarios Client; Product Mana... User Scenarios Client; Product Manager
5 > Comparative Analysis Product Manager Comparative Product Manager
6 D> Technical Specifications Developer; Product... Technical Specifications Developer; Produ
7 > Create Project Proposal Project Manager Create Project Proposal

If you enter a term in the search box, all hits will be highlighted automatically in the
view, making them easy to spot.

You will find the magnifying glass icon on the left in the search box. Click it and a menu
will appear with the options shown.
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“\w\nore Case
v Wrap Around

v Contains
Starts With
Full Word

Insert Pattern AP

Click Insert Pattern and a further menu will open. There you will find a selection of pre-
defined patterns. These patterns make it easier to search.

W 1 Parag k} Break E

8 < Line Break E

New -
+  Page Break

Prol C
Any Any Characters -
Word Any Word Characters
Break Word Break P

White Space 3
# Digits |
Email Address  Email Address |
URL Web Address ]
Phone # Phone Number
— |

For example, if you select the option Word, individual characters of a word are marked
automatically as hits.

Q- N Word




If you enter a letter before the word, e.g. an N, all words starting with N will be found in
the project.

[ Q. Project Manager

Project Manager

The right-hand corner of the search box displays the number of search hits and
includes an x to delete the current search.

To the right of the search box are buttons for navigating the search results.

If there is more than one search hit, use the arrows to the left and right. This takes you to
the next (-) or previous (+) search hit.

-

11Qf (<] ak[ Done | | | Replace

Click the Done button to exit the search and hide the search box again.

If you tick the checkbox next to the option Replace, another box appears. Now you can
find and replace terms in the project.

Replace

The Replace function is very easy to use. Enter the word(s) to replace in the upper
search box. In the lower box, enter the word you want to replace the hits with.

r

' Q~ Project Manager 0 (<[> q{eplace
{ Replace | [ Replace | All ]kvone]
Title ‘ Given | Given Earliest | Resources ‘Wl-q WK 28, 9. July

Work | Start '8 9 [10[11[12]13]

On the right next to the Replace box you will find three buttons:

- Replace (_replaces search terms step by step)
« All (replaces all search terms at once)

- Done (finishes replacing)
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Find menu

In the menu item Edit — Find you will find all the search options described above as well as
the following ones.

Completion > \

Find... ¥BF
Spelling and Grammar k > Find Next #8BG
Substitutions > Find Previous 048G
Transformations >
Speech > Jump to Selection ¥8J
Special Characters... T
Start Dictation... fnfn

Using a selection for searching
Use Selection For Find lets you additionally search through hits.

Use the keyboard shortcut cmd + E for the option.

Jump to Selection

Jump to Selection lets you jump to a previously made selection, such as a selected
activity or several items of selected content in the project.

Use the keyboard shortcut cmd + J for the option.

Jump to Current Date
Jump to Current Date lets you find the current day in the project quickly.

Use the keyboard shortcut cmd + D keys for the option.

Jump to...

Jump to... lets you jump quickly to individual project rows.
o This feature is particularly useful for very large projects.

Use the keyboard shortcut emd + L keys for the option.
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1 day Person celebrating...

Jump to: Vlk 1
S # | Person celebrating...
1 day Code Person celebrating...
3

The Jump to box will appear in the active view. Enter the desired row number into the
box.

By clicking the triangle you set your preferred numbering:
o #
- Code
- WBS Code

(r) If you also use custom Code or WBS Code in addition to the default #
- numbering, you should display the corresponding columns.

Jump to... | Searching



	Searching: Guides for Merlin Project Express
	Searching - as of September 2020
	Replace
	Find menu
	Using a selection for searching
	Jump to Selection
	Jump to Current Date
	Jump to…


