Lesson: Previous order suppression

In the search process, you can exclude records you have previously ordered through Data Select
Network. This lesson will walk you though the step-by-step procedures for creating and using
suppression files.
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S For an order to be suppressed, first it must be enabled for suppression. You can enable an
order for suppression during the order process or after it has completed processing.

To enable orders for suppression:
Option 1- During the order process

1. In the first screen of the order process, click on the Enable a Suppression File
hyperlink. This will open a new screen.
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2. Check the enable suppression file box and then click on the Continue button.
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Option 2 — Once the order has completed processing

1. Click on the Previous Orders button.
2. Click on the order number you want to enable for suppression. This will bring up the order
details page.
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3. Under the Suppression heading on the orders detail page, click on “Click here to

enable.” You will see a pop up box that confirms your order was added to the
suppression queue.
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To suppress previous orders from current search:

1.

In the count query process, click the Suppression tab. The main window for suppressing
searches opens.

Click on the Suppress Orders button. The window for suppressing previous orders
opens.

Enter the order numbers you want to suppress in entry boxes provided. If you don’t know
the order numbers, you can look them up with the Look Up function. After you have
entered the order numbers to be suppressed, you can continue to make criteria
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selections or simply click on the Get Total, Reports, or Order button.




Order Number Lookup

In the window for suppressing orders, click on Look Up. Select the check boxes corresponding to
the orders you want to suppress. Only previous orders that have been enabled for suppression
and are less than a year old will be displayed in this window. Click on Add Selected Codes. The
order codes that you have selected are then displayed in the text boxes in the main window for
suppressing orders.
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