
After you log into your account you are presented with the database 
search Page.  All the criteria choices from 1-4 on the left side of  the 
page are used to narrow the focus of what you are looking for from 
very broad to very granular.  Number 5 on the left is used to find 1 
specific business by name, phone or address.  You can use this 
feature to find companies that match the characteristics of your best 
clients.

#1 is Type of Business which is used to narrow to a specific industry or groups of industries:

YP Heading – SIC; search by yellow page heading by SIC code description.
YP Heading – NAICS; search by yellow page heading by NAICS code description.
SIC; search by a single Standard Industry Classification code.
Primary SIC; return only those businesses whose main line of business matches a specific SIC code.
Multiple SIC; use multiple codes from different industries.
NAICS; search by a single North American Industry Classification System code.
Multiple NAICS; use multiple codes from different industries.
Major Industry Group; cherry pick specific businesses by drilling down through each industry group.

Search Reference Guide



Enter a keyword search like  Insurance   to search for Insurance Agencies:

Click on the listings that 
interest you to add them to 
them selected choices box and 
then click on Find It to add the 
criteria to your search.

Add a single SIC or NAICS 
code to your search criteria.

Add a single SIC or NAICS 
code to your search criteria.



Click on the underlined group name to drill down through the sub
groups and cherry pick as you go.  DON’T use your browser back 
button to go back, always move forward you can always add more 
criteria at any time from the review page.

If you want to 
select an entire 
industry just 
check the box next 
to the name of that 
industry group 
and all sub groups 
in that industry 
will be chosen as 
well.

You can add as many SIC or NAICS codes as you like in sets of 
10.  Just enter the first 10, add to your search by clicking the Find 
It button and then add more by coming back to this section as 
many times as you need to.

When you reach 
the bottom level 
the links will no 
longer be 
underlined 
meaning there 
are no more sub 
levels for this 
particular 
industry.



#2 is used to narrow Geography, ONLY use ONE select from this section ie don’t pick state and then county as this will always 
return the number for the state.  If you want county select the County selection and follow the instructions from there:

City; search by city only with no suburbs included.
Zip Code; search by single or multiple zip codes.
County; search by single or multiple counties.
Metro Area; search by an entire metro area including suburbs.
State; search one or more entire states.
Area Code; search by single or multiple area codes.

You can select a 
single city by 
entering the name 
then choosing the 
state or you can 
leave the city 
blank and just 
choose the state 
then click Find It 
to choose multiple 
cities.



You can search by a 
single or multiple zip 
codes

The county search 
is done exactly the 
same way as the 
city search.



Select one or more Metropolitan areas 
to base your search on.

Select one or more States to base 
your search on.



Select one or more area codes to base 
your search on.

#3 Size of Business

Select number of employees 
and/or sales volume to narrow 
your search.



#4 Other Important Options

Is used to refine even further 
exactly the subset of businesses 
that you are looking for to make 
sure you are spending your 
valuable time on only the most 
likely prospects.

Bought and Un-bought Records criteria is used to quickly pull up a 
list of companies you have already downloaded or printed or to find 
any new companies in a saved search that have been added since 
the last time you looked at it.



The Review Page

Is used to refine make sure we 
have everything we want in this 
search before we preview, save, 
print or download the 
information.

The Database Toolbar

DO NOT use your web browsers back and forth buttons to 
change criteria or go back a page when you see this bar…. 
ONLY use the links next to the red dots to add/change 
criteria, start a new search, download, print etc.



The Database Toolbar

Click on Preview to go to the first 50 records in your list.

If you want to view all the detail for a particular company 
just click on the name of that company and you will be 
taken to the detail screen for that company.



The Record Selector Drop Down

Use this drop down box to go to the next or previous 50 
previews in your list.



The Download Page

Use this to download records for labels, mail merge, letters 
etc. or to import into Outlook, Act, Goldmine etc.

Remember that under Download Record Type, for mailing 
labels you want to use the base record and for import into a 
CRM like Act you want to check the Full Record.

The Print Page

Use this to print either a detail list (1 company per page) or 
prospect list (6 companies per page).


