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Purpose: To illustrate how to search for a subject using the Advanced Search feature.

ADVANCED SEARCH

How to Search Using the Advanced Search Feature

1. Select Subject Management from the Left Navigation Menu.
2. Select the Advanced Search hyperlink on the My Subject List page.
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Subjects in your organization are listed below. To include all subjects in your hierarchy, select the checkbox. Select the Advanced Search fink to specify fields to search for.
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3. On the Advanced Search page, check the Include Subjects in My Hierarchy box to
include all subjects under the user’s hierarchy.
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Select the search field and enter the corresponding search text in the fields below. Select Add Search Criteria to add an additional search criteria. Select Submit to display results.




4. Select an option from the Search Field drop-down menu.
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Select the search field and enter the corresponding search text in the fields below. Select Add Search Criteria to add an additional search criteria. Select Submit to display results.
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5. A new drop-down or text field will populate to the right of the Search Field dependent on
the field selected.

6. Fill in the text field with data points to search for or select an option from the drop-down.
The user can select more than one data point from the drop-down menu.
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Select the search field and enter the corresponding search text in the fields below. Select Add Search Criterfa to add an additional search criteria. Select Submit to display results.
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7. Select Add Search Criteria to include an additional field in the search. Searching by
multiple fields will return results that include all search criteria.
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Select the search field and enter the corresponding search text in the fields below. Select Add Search Criteria to add an additional search criteria. Select Submit to display results.
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8. Select Clear All to reset the search field selections.
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Select the search field and enter the corresponding search text in the fields below. Select Add Search Criteria to add an adélitional search criteria. Select Submit to display results.
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9. Select Submit to apply the Advanced Search criteria and to view the My Subject List

table results.
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10. View the Total Results to see how many subjects apply to your search.
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Subjects in your organization are listed below. To include all subjects in your hierarchy, select the checkbox. Select the Advanced Search link to specify fields to search for.
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11. Select the SSN hyperlink to view the subject’s worksheet.
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12.The following actions are available to edit the results after performing an advanced
search:
a. Select Refine Search to go back into the Advanced Search screen and
change the fields.
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Subjects in your organization are listed below. To include all subjects i your hierarchy, select the checkbox. Select the Advanced Search link to specify fields to search for.
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b. Select Clear All to clear the search and select Submit to return to the default
table view.
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Subjects in your organization are listed below. To include all subjects in your hierarchy, select the checkbox. Select the Advanced Search link to specify fields to search for.
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c. Select the “X” next to the pill box of a specific search criteria used to
eliminate that field from the search.
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Subjects in your organization are listed below. To include all subjects in your hierarchy, select the checkbox. Select the Advanced Search link to specify fields to search for.
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