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1) Searching for Requests or Organizations

a. Searches not case sensitive

b. Can start search for requests in Organization or Request tab

c. When searching for organization name, system searches the fields of:

i. Organization name

ii. Legal name

iii. AKA

iv. Sort As name

d. Examples:

i. UCLA (org versus legal) & Alert feature and how to use

ii. Institute for the Transformation of Learning (MU)

iii. St. Francis Children’s Center versus Saint (aka)

iv. University of Chicago search using IS,  change to contains

v. Look at U of Chi sort as name

e. Using “&” versus “and” in your searches; using hyphens

i. Ko Thi vs. Ko-Thi (if not found, try the other way before entering new org)

f. Don’t search for full names, particularly containing prepositions

i. To, of, for

ii. (IRPL v. IRD) Institute of Religion vs. Institute on Religion – which is it?

g. Use acronyms:  (start in request tab)

i. EPPC (contains or is works fine)

ii. AEI (is works, but contains—look at bottom entry) show why

iii. NAS (is, finds 27 entries; contains finds 110 entries!) show why

iv. Always scroll down to be sure you found what you’re looking for

h. Pay attention to search menu; is it using:

i. Is

ii. Contains

iii. Begins with 

i. May search for partial words (Michigan State U)

j. If ID # is known, best to search for that

k. Searching for Mailing Lists in contacts (example = BF)

2) Looking for Contacts

a. Start in contacts tab

i. Search name:  Weinstein (3 addresses)-(affiliation designated at request level)

ii. Search mailing list

iii. Get searches…. Prize winners

COMPOUND SEARCHES
ADDING MULTIPLE PIECES OF CRITERIA

1) Example of multiple pieces in Organizations

a. Try Name contains Symphony plus State is Wisconsin

2) Example of multiple pieces in Payments

a. Try Paid date is last month and status is not paid

3) Example of multiple pieces in Requests

a. Approval date = this year and State = WI

USING “GET SEARCH”

“Get Search” allows you to retrieve searches that have been saved so all the criteria need not be entered again.

