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Advanced Searching, Quick Find, Saved Searches

Advanced Searching

If required you can combine search methods to narrow a search result. This
function can be done in a new search, or when refining a search:

Open a new Search or refine a

Search (F7)

2% HP TRIM

| t the first :
nsesre arc6h |Ir35y method ! Fle Edit View | Search| Tools Window Help
1] & f‘% Eind Records... Ctrl+F | oy
And search value : - ) -
Equal To T — Saved Record Searches... Ctrl+G Equz
—— Browse \ia Classifications ~ Ctrl+F3 I_
If refining a search, this will
already be displayed
“loix

To insert a new search Search | sort | Fter | Record Types|

criterion
Search By
Title Word
Click !
NeW Equal To
[-ecordkeeping]
Select the appropriate search AND = narrow

combination tools: AND or OR

e The AND combination OR = broaden
will only return those
records that meet all

narrows a search,
returning fewer records
but pinpointing the
required records.

e The OR combination will

return all records that oK |

Current Selection
search criteria. This @& AND ({qm | msert | pelete | ) | moT | Reset |
‘recordkeeping’ in Title ;l
and 'recordkeeping’ in Title
Cancel Open Help |
2|

meet any of the search

criteria. This broadens a
search, returning more
records and including a
wider subject range.
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Select an additional
Search Method

Click
OK

Search for Records
Additional Search Methods available
from the Quick Select button

5

Search |Sort | Filter | Recol

Search By

| Title Word

STCNCN Search Methods

ool Search Methods |

hes (& Categorised (" Details

kg, Text Search
kg, Title Word
-i%, Notes Word
kg, Any Word

£4., Document Content
Current Se [24 E-mail Message Text
& AND ¢ Thesaurus Term
- Classification Word
'recot ‘5§ Schedule Word
ErE 73 Linked Navigation

#- %, Trays and Labels

H-{{y) Reference and Control Numbers
= |2 Document Management

33 Dates and Times

Date Registered

WY vk eooe -

[
£
[
[

|»

Insert the search value (in this
case a date range)

Click
OK

Search for Records

Search |Sort | Fiter | Record Types|

Search By

I Date Registered -
Date From

[1/1/2012 | =
Date To

[22/1/2012 | =

Current Selection

(® AND (" OR New | Insert | Deletel (o) |

‘recordkeeping’ in Title

and Date Registered is between '1/1/2012" and '27/1/2012'

Cancel

o |

=
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The results of your search 3€ TRIM Context - [Records - "RECORDKEEPING" in Title and Date Registered is bety _|olx
will be displayed ASESEEP S Yo e e Stk

2@ aYI00 | p b 3. 0@ . B i, EkEeh. il
Shortcuts X | Search By Equal To
Favorites [Record Number =[] [ozz015393 EENN |
= |24 Record num... [Tt =
L = 5/002143  INFORMATION MANAGEMENT - PROCEDURES - Recordkeeping - School of Computing

Records 06/002293  INFORMATION MANAGEMENT - PROCEDURES - Recordkeeping - School of Managemer
] 06/002295  INFORMATION MANAGEMENT - PROCEDURES - Recordkeeping - School of Psychology
@ [ 06/002310  INFORMATION MANAGEMENT - PROCEDURES - Recordkeeping - School of Medicne
06/011498  INFORMATION MANAGEMENT - PROCEDURES - Recordkeeping - School of Communice
06/014448  INFORMATION MANAGEMENT - PROCEDURES - Recordkeeping - School of Natural Scie
[E% ®-{§% 06/018682  INFORMATION MANAGEMENT - PROCEDURES - Recordkeeping - School of Nursing anc
INFORMATION MANAGEMENT - PROCEDURES - Recordkeeping - School of Marketing
INFORMATION MANAGEMENT - PROCEDURES - Recordkeeping - School of Humanities
INFORMATION MANAGEMENT - PROCEDURES - Recordkeeping - School of Accounting
INFORMATION MANAGEMENT - PROCEDURES - Recordkeeping - School of Biomedical ¢

Saved Searches

Other Advanced Tools

New: Adds a new line to your search at the bottom of your existing criteria.

Insert: Adds a new line to your search above the currently selected criteria.

Delete: Deletes the currently selected search criteria from the Current Selection
box.

. Enables you to group search criteria together. This has the effect of

mathematical brackets, where lines that are bracketed are always dealt
with together as one, and will precede any other operations. The
Brackets (...) button will remain greyed out until two or more search
lines are selected.

To select multiple lines:

1. Using the mouse, click in front of a search criterion.

2. Click in front of another search criterion.

These search criteria will now be tagged and any operation performed
will affect all tagged criterion.

Not: Enables you to exclude records that have a specified value from the
search results. If you have tagged search criteria, the Not function will
exclude all tagged criterion.

Reset: Deletes (once you confirm) all search criteria from the Current Selection
Box, allowing you to compose a new Search.

Quick Find

The Quick Find function is available on the Search toolbar. It will allow you to search
across one search method.

3€ TRIM Context =10 x|
! Fle Edt View Search Tools Window Help
NS Ee a0 R maBls . i ea . BT iR »
Shortcuts X | Search By Equal To

s [Record Number - ~[&]  Find

ElL

Insert the Search Method into the first Quick Find field. The search method can be
selected using the KwikSelect or the Drop Down list. The Drop Down list reveals a
listing of up to the last 25 search methods used with the Quick Search.

Insert the search value into the search field. The search value may be typed directly into
the field or you may use the KwikSelect or Drop Down list. The Drop Down list reveals a
listing of up to the last 25 search values used with the selected search method via the
Quick Search.

Once you have filled in both fields, press Enter on the keyboard and the search results
will be displayed.
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Saved Searches

It is possible to save searches for regular use. This is helpful if you regularly conduct the

same search. It is the search criterion that is saved, not the search results.

Perform the

search you wish ! Fle Edt View §earch| Tools Window Help
to save i) E #| e Eind Records... Cr+F By 5 () |y kay @8 = (@ T2 [
Shortcuts Saved Record Searches...  Ctr+G Equal To
From the Search Favouites |  Browse Via Classfications ~ Ctrl+F3
menu, select ry 'r e/ Find Locations... CrrisL
Current e Ep Internal Locations Directory
Search ) Saved Location Searches...
r
% 3¢/ Find Communications Ctri+Q INFORMATION MANAGEMENT -
Saved Searchel TMCANMAATIAR AR CERACRT
iave SearCh Current Search >| j}_@, Refine Search F7 I
S Navigation 4 Open Saved Search ... UN
INT,
HP TRIM Trays » | (3 Go Back Alt+1eft
Favourites » f_') Go Forward Alt+Right
§= User Labels %) Go To Search...
[y Jump Ctrl+]
_p Select Favourites Ctrl+I
& Sclect Al Ctri+E
Select By User Label
&) Refresh F5
123 Count
| Save Search As

(or use the Save

File Edit View Search Tools Window Help

1) =68 € &% Q@ O[savesearchad s, [ 5

Search As toolbar Shartcuts % | Search By Equ
button) Favourites IT'ItIE Word - | | I_
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The Save Search ﬁl

wizard will appear:

. General | Access Controls
enter the following | |

details. Ilﬂame

Name: Description

Enter a hame for your Records - "TRIM" in Title and Date Registered is between '1/1/2012" and '27/1/2012' - ;I
X Filtered

search that will be [ ]

easy to identify in lcon

future (maximum of [ |

30 characters). Each

Saved Search name
must be unique.

Qwner

IFHnn[ Sharon -
Icon: Within Search Group
Select an icon that you !
will easily recognise. [~ Addto Favourites o |
Owner:

Defaults to you, o] cance | Help |

change if you are
creating the search on
behalf of someone
else.

Within Search Group:
Enter a Search Group
name - if it doesn’t
exist TRIM will ask you
if you want to create
one. Search groups
help you organise your
saved searches.

Add to Favourites:
Tick to add your
Saved Search to your
Favourites

Click
Access Controls
tab
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Access Controls
Access Controls enable
you to restrict access to
the saved search. The
following controls can

Can Use: Who can run
this Saved Search.

Can Update: Who can
edit/modify this Saved
Search.

Can Modify Access:
Who can change the
Access Control settings
on the Saved Search.
Can Delete: Who can
delete the Saved
Search.

Each of these Access
Controls can be set to:

Everyone: Open access
Private: Only you have
access

Custom: You assign the
Access Control to a
location/locations

be placed on the search:

& Saved Search - Counselling & Disability - Disability Files 20 X|

General Access Controls |

' |Access To | Detais
Can Use Everyone
Can Update Everyone
Can Modify Access Everyone
Can Delete Everyone
. I 2
Everyone | Private | Custom |
0K | Cancel | Help |

T - DISPOSAL - Recoras tHat Have Been requestea to... E Watson, JoHn 1!1!2012

o ved h h ﬂ
UIUI\_ New Sa Searc

AIN]

General Access Controls |

+" |Access To

Y8l Can Use
Can Update
Can Modify Access Everyone
Can Delete Everyone

Customise Access (Multiple) - Can Use - TRIM

Access Control |

Details

Everyone
Everyone

(" Everyone

(@ Restricted to the following Locations (and any of their members)

Sort Name B Add
E.'ﬂ Records & Archives Ma...

When saving searches that use dates e.g. Date Registered, you have a choice of using a
fixed date or a meta-variable. If you want to do a daily search for records registered
that day, rather than using a fixed date it is best to use the metavariable TODAY. This
way you will always get the current day’s records. The following meta-variables are

available:

e Yesterday .
e Today °
e This Month .
e Next 7 Days .
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Accessing a Saved
Search

From the Search

Menu, select
Saved Record
Searches

(or press Ctrl + G)

(or select Saved
Searches from your
Favourites toolbar)

! Fle Edit View

=M€

€ HP TRIM

Shortcuts

Favourites

&l

Records

;prafr

Saved Searche

Search i Tools Window Help

g, Find Records...

Saved Record Searches...

Browse Via Classifications

P} Find Locations...
LF Internal Locations Directory
Saved Location Searches...

2% Find Communications

Current Search
Mavigation
HP TRIM Trays

Favourites
User Labels

Ctri+L

Ctrl+Q

! Fle Edit View Search Tools Wind¢

L NEEeBEe w0

Shortcuts x | Search By
Favourites I'I"Itle Word
G
Records
-
Saved Searches
Favourite Saved Searches
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AN TS o) T REAVZ=TI =T o] I W [ rrum contet —[5oved Searches —Starting With 19 Saved Searches Found]— N = I
: i% Fe Edt Vew Search Toos Window Hep -ax
Saved Searches will || "~ : S .
NEAmETE | AYR00 R (xHBlw. 0@ MBI iEmEe 0
a ea r Shortcuts x | Search By Equal To
pp Favoriies [Record number - lﬂ_ - Find
’_@r v |Narne / |Dscnphon | =]
1 Review of Grade Containers "REVIEW', 'GRADE" In Titk - Fitered
D o u b | e Cl I C k o n t h e Records Review of Grades Contain... "REVIEW', 'GRADES" in Title - Fitered
1 Review of Grades Contain... "REVIEW', 'GRADES" in Title - Fitered
d es I red S ea rC h ﬁ; RIF secondary storage "RECORDKEEPING', INTERNATIONAL" in ...
Saved Searches RK files created since 2000 "RECORDKEEPING" in Title and Creator is ...
RO GDA SCHEDULE Record Number is 'D05/84691"
Rohan's TRIM Records Records - Creator is 'GILES, Rohan'
RSC Minutes Record Number is '11/014636'
K »
Name RK files created since 2000 ;I
Description | "RECORDKEEPING" in Title and Creator is 'Flynn, Sharon' and Date Registered is between '1/01/2000"
and 'Today' - Fittered
Recent
. Trays LI
You can refine your Fynn, Sharon_TRINPROD _CURTIS

list if you have
created Search

Type in the name of
your Search Group

Click
OK

B saved Searches - top - 53 Saved Searches Found

A IEFOmS

%. AHEGS - Al "AHEGS" in Tithe or Notes - Sol
S Architectural Refined Search Rernrds - Neawin D

% Archive - Accession Prefix Search - Name

"%, Archive - Accession Boxes

S Archive - Agendes | counsefiing \_l“ _I"“'

S Archive - Boxes Prefix is out of range. Try to resslect?

W Archive - Consignment

“’Qg. Archive - Exam Papers = Record ALL Examination Papers - sorty
S Archive - Ttem £ Record ALL Ttems and Sub-Ttems - soi
%, Archive - Maps & Pians £ Record ALL Maps & Plans - sorted by

Groups. SRS T8 Wvion Hep — — —
F 3 R N (3 ) Save SearchAs po (6 9 M [y kil BA G G 87 A3 4 8T
x| Search By Equal To
| [Tithe Word B ||

& Saved Search

g Cou

<

% Counseling Dupicate Check
{£) Counseling Flles 2012
g Counseling records

es - name:counseling® - 4 Saved Searches Found

seling Duplcate Check Records - Date Registered & between "1/1/...

(£ Counseling Fies 2012 Records - Date Registered is between "1/1/...

g Disabiity Dupicate Check Records - Date Registered & between "1/1/...

i {27 Disabiity Fies 2012 Records - Date Registered is between '1/1/...

Records - Date Registered is between "1/1/...

Records - Date Registered & between "1/1/...

Date Registered is between '24/02/2010' a... -
¥

Obyect Type|
Ful Name | Sa
Description

Record

Counseling & Disabiity

Lo Ll

becnal
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