TRIM TIP #7 – Saving Searches

You have the ability to save any searches you like, this is especially useful when a search is a compound search and is constructed using many search terms (you don’t have to reconstruct it each time) or if you are doing the same search periodically.
See Section 10 of the Manual for screen shot illustrated details

You can also modify an existing Ministry Wide saved search and refine it to your organization, and save it for your own use.

When you do save a search, try to make the search parameters as generic as possible.  For instance, instead of specific dates, use the more generic phrases that are available by clicking on the Calendar button at the right of the Date from/Date To fields:
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Only you and an Administrator see your saved searches.

To save the sanity of your Administrator we ask that if you do save a search that you identify it by having your organization code as a prefix to the title. Thus if the Information Management Group saves a Cull report for themselves it is titled “HIS – CULL ….”

You may find that the Administrator has taken a pre-emptive strike by renaming your existing saved searches that way.

There are 2 sets of existing Ministry Saved Searches – one set begins with the Prefix “ROLLOVER - …” and the other “CULL….”  Each are associated with the annual file cleanups.

Coming soon you may see others such as “CLEANUP…” which will identify errors in data entry, like records that have the Owner Location = an Offsite Storage Company or folders that have a Home Location = an Offsite Storage Company.
