1) Download and save the document to your computer.

2) Upon opening the file you will see a security warning informing you that macros have been disabled;

click the box that says “Enable Content;” this is necessary for the database to function.
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3) After clicking “Enable Content,” this interface should appear:
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4) To conduct a new search, specify the following search parameters in the main search window:

1) Select a County:



o Choose the county you would like to see results from
o Note: Clicking “Show all results available in this county” will deselect any items checked for
search criteria 2, 3, and 4.
e 2)Select a Service (check all that apply):
o You can choose any combination of individual counseling, group counseling, telephonic
counseling, and/or classes and workshops.
e 3) Funding Source (check all that apply):
o If you have no specific criteria, select “any funding source”
o If you only want to see services that are funded by a specific source or sources, select all
applicable sources.
e 4) Target Population (Select all that apply):
o If you have no specific criteria, select “any population”
o If you only want to see services available to a specific population or populations, select all
applicable populations.

5) Click “search” to generate the results.
e If any agencies meet your criteria, they will be listed in the results tab, along with all known information
about their services.
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6) After viewing your results, click the “controls” tab at the bottom of the file.
e To save the results from your inquiry, select “save results as pdf”
o Note: You should be prompted to choose a location to save your pdyf.
o Click “new search” to start over
o Note: Your previous search parameters will still be selected, allowing for easy search
modification.



