BASIC SEARCH TECHNIQUES

With Examples
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1) Searching for organization names can be done in the Requests or Organizations tabs
a. Searches not case sensitive

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

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

i. Organization name

ii. Legal name

iii. AKA

iv. Sort As name

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

i. Is

ii. Contains

iii. Begins with

iv. Ends with 

e. 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. Search University of Chicago using IS,  change to CONTAINS
v. Search Wisconsin Economics then Economics Wisconsin, same words but not in same order produces different results
vi. Say you’re looking for Sylvan Learning Center and you search name contains Sylvan.  You will get 23 organizations.  The system searches the exact order of whatever you type in, whether additional letters or words are before or after the criteria you entered.
vii. Name begins with All 

f. 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)

g. 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 or how was it entered in the database?

h. Use acronyms:  (start in request tab)

i. EPPC (contains or is works fine)

ii. AEI (is works, but contains does not—look at bottom entry)
iii. Org tab: NAS (contains finds 50 entries, is finds 1 entry) 
iv. Request tab:  NAS (contains finds 127 entries from 48 organizations, is finds 31entries all for same org)
v. Always scroll down to be sure you found only what you’re looking for

i. May search for partial words (Michigan State U; y of vir)
2) Organization tab provides different search criteria than the Request tab:

a. If you have the EIN, search by Tax ID = (39-6023436)

b. If you want all of the organizations located in a certain city, select city is New Berlin

3) Request tab provides different search criteria than the Organization tab:
a. If request ID # is known, best to search for that
b. Frequently used are:  Approval date, grant amount, status/type = (i.e. staff recommend), coding sheet-Fund or Program Area.
4) Looking for people
a. Start in contacts tab

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

ii. Search mailing list is (Bradley Fellow Professor)
iii. Get searches…. Prize winners

5) Searching for Payment Information

a. Start in payments tab

i. Search check # =

ii. Search organization name (will find all payments to the organization)

iii. Search a time range (paid last month) gives payments made to every organization during the specified range
6) Compound searches – using multiple criteria

a. Organizations

i. Name contains symphony and state is Wisconsin

ii. Begins with W
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. Paid date is last month and status is not paid

b. Schedule date is next month and Wire transfer = Yes

c. Paid date is this year and Wire transfer = Yes

3) Example of multiple criteria in Requests

a. Approval date = this year and State = WI

b. Disposition = Approved and Organization contains Hudson

c. Disposition = Declined and Organization contains Hudson

d. Approval date is last month, Coding sheet: Fund = GCC
ADVANCED SEARCH
1) The “Advanced” search is located in the bottom left corner of the regular search screen for all record tabs.

2) If a dialogue box comes up when you call for a search, it is because the box at the bottom (Display this on entry to quick find) is checked.  Use “esc” to close it and move on with your criteria.

3) If search criteria is already indicated up when you initiate a search, click on “new search” located toward the bottom right side of the search screen.

4) When you need to preform several searches and only one piece of many criteria will change, you can simplify the process by selecting the “last search” button.  Then, highlight the item to be changed, click on edit and proceed to delete and add accordingly.
USING “GET SEARCH”

“Get Search” allows you to retrieve searches that have been saved so all the criteria need not be entered again – especially helpful if the search is used frequently.
