
At-A-Glance: Saving Search Criteria

When To Save Search Criteria 
Once a user has entered search criteria, that criteria may be 
saved for future use.  In some cases this is a better option over 
saving a clipboard because saving criteria produces refreshed 
data every time you re-execute the search, whereas the search 
criteria when a saved clipboard list was produced remains 
static (i.e. if you ran a list of all active alumni who live in Ohio 
and save the clipboard, a week from now that list may be out of 
date due to people changing addresses or entities being coded 
deceased or no contact requested).

How To Save Search Criteria
First, a user must enter desired criteria in Lookups.  Once all cri-
teria has been entered, click on the ‘View Criteria’ button.  From 
the ‘View Criteria’ form header, click on ‘Save’.  Enter Title of Cri-
teria and detailed explanation of the criteria for your reference.
 

Sharing Saved Criteria 

If a user wishes to share saved criteria with others, they may do 
so by first checking ‘Public’ in the Saved Criteria List window 
prior to saving. Click ‘New’ on the Rights form header to add a 
rights group.  Select a Rights Group from the drop down menu 
(Note: Bio Inquiry would grant access to all users).  Select what 
type of rights you wish to grant or deny that group.  Click ‘Save’ 
on the form header to save all changes.  

Finding Saved Criteria  

Once the criteria has been saved, users can access previously 
saved criteria using the ‘Saved Criteria”  link on the Lookups 
Page Tree.  Once users find their saved criteria they can re-run 
by hitting search. This will produce the most up-to-date infor-
mation from the database.
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