
CareerSearch Example: Targeting Your 
Specialty

You studied ancient cultures, and wrote your thesis on Ancient Egypt. You need a list of museums 
that have Egypt collections, but you have a pretty broad list of areas where you’re looking to locate. 
e’ll show you how to get information on museums that have these collections, and how create usable 
output from your search.

Step 1: Finding the Companies

1. From the CareerSearch main window, select Search. The Industries screen displays.Click the dot 
next to Museums. The program saves your selection automatically.

2. From the Search screen, select Locations. The Locations interface displays.

3. From the Locations screen, select By Region. A list of regions displays.

4. Click on the dots next to Great Lakes, Mid Atlantic, New England, and North Atlantic.

5. Click Keywords. The Keywords selection screen displays.

6. In the Products and Services dialog, type egypt. This will limit search results to musuems that 
list egypt among their list of assets.

7. Click Search Summary. The search results interface displays.

Step 2: Reviewing the Search Results

1. Click Review Results. A list of museums in the regions you selected that have Egyptian artifact 
collections displays.

2. Click on the company name if you want to get more information on the one of the companies. A 
description of the company displays, including contact information for the portfolio manager or 
managers.

3. Click on the circles next to the company names of companies you want included in any reports 
you create. By default, all of the companies that match you criteria are selected, so another 
approach may be to “unclick” companies that you’re not interested in.



Step 3: Using the Results in Your Campaign

There are two ways to get usable output from your search:

• Printing the Results, which allows you to print formatted reports directly from CareerSearch 
that include the key information regarding the companies you select 

• Exporting the Results, which allows you to format the output so that it can be imported 
directly into word processor formats, spreadsheet formats, and contact management software

Printing the Results

1. From the Search Summary screen, select Print Reports. The Print Reports Screen displays.

2. Click the format you want next to either Company Summary (for a quick list of company names 
and phone numbers), or Company Details (for a more complete company report).

3. Print the reports using the browser’s print feature.

Exporting the Results

1. From the Search Summary screen, select Save Results. The Save Results Screen displays.

2. Select a file type from the pull-down menu. File types include text, word processor formats, 
spreadsheet formats, and contact managers.

3. Click Continue. The Select Fields screen displays.

4. Click on the fields you’d like to include in the file type you’ve selected. These include things like 
addresses, contacts, and phone numbers. You can choose the order in which you want these 
listed.

5. Click Continue. The Organize Data screen displays.

6. Choose one of the following:

7. Click Continue.

8. Click Download Now. The download process initiates. When the process completes, the output 
file is downloadable from your CareerSearch login page.

Select To

New record for each contact Make a new record from each contact at a company. This is 
useful for building mailing lists.

Multiple contacts per record Include all contacts with the basic company information.


