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HOW TO SET UP A SAVED SEARCH SUBSCRIPTION IN QDEX

QDEX allows you to save your searches for later use. Saved searches may be re-executed, retrieved and
edited then resaved or deleted.

SAVING AN ADVANCED SEARCH

If you wish to save an advanced search for later use you can use the Saved Searches facility.

1. Create an Advanced Search.
2. Select the My Saved Searches tab
3. Type a name for the search into the ‘Search Name’ box.

4, Press the button.

The search is now saved for later use with the supplied name.
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LISTING SAVED SEARCHES

You view and retrieve your saved searches by following the following steps.

1. Select menu item Search / Advanced Search
2. Click the My Saved Searches tab
3. Click on the saved search name you want to retrieve and this will populate the

Advanced Search Page with your saved values.
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DELETING SAVED SEARCHES

You may delete your saved searches from the list of Saved Searches Page.

1. Select menu item Search / Advanced Search
2. Click the My Saved Searches tab
3. Select the saved search(es) you wish to delete by placing a tick in the check box

located to the left of the search name.

Celete

The selected saved search(es) are deleted.

SUBSCRIPTIONS

If you would like your search to be performed on a regular basis you may save a search as a subscription.
QDEX will run the search and notify you of the number of new reports meeting your search criteria. Please read
the sections on Searching Using the Advanced Search and Saved Searches prior to creating and saving a
Subscription.

SAVING AN ADVANCED SEARCH AS A SUBSCRIPTION

If you would like your search to be performed on a regular basis you may save it as a subscription. QDEX will
automatically run the search after a nominated number of days (which you specify) and notify you of the number
of new reports meeting your specifications. The query will then reset and rerun again after the same time period
repeating this query until you delete it.

Create an Advanced Search

Click the My Subscriptions tab

Type in a Search Name
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Select the type of date from the dropdown list you want the subscription to use
from the ‘Report Date Type'.

5. Enter a number into the ‘Window (days)' field for how often you wish the
subscription to run (eg 5 for 5 days).

Save
6. Press the button.

This subscription will now run in 5 days time for the example above and determine reports which meet your
search criteria and fall within the 5 day and date window nominated. This date window is set by the day you
create the query and the number of days you specify. For example if you create the query on the 19" May and
select the “Date Report Made Open” field from the drop down list and specify 5 in the number of days field, the
result will be a query which runs on the 24" May and retrieves all the reports with a “Date Report Made Open”
value between and including the 20" May and 24" May and which also satisfies any other values you have in
the search fields. You will receive the results of this subscription by email to the address you specified when you
reglstered in the QDEX system. The query will then reset and run again on the 29" May retrieving reports from
25" to the 29" May inclusive and so on.
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LISTING YOUR SUBSCRIPTIONS

You may list your subscriptions allowing you to review, delete, edit to manage them.
1. Select Search / Advanced Search

2. Click the My Subscriptions tab
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List Subscriptions

VIEWING SUBSCRIPTION RESULTS

You can view the results for the last time the subscription was run.
Select Folders / Subscriptions
Your subscription results will be listed along with the date the subscription was run and the results that were

generated for that date. To view the reports found from a subscription run click on the Subscription Title of the
results you wish to view.
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VIEWING SEARCH CRITERIA FOR A SUBSCRIPTION

From the list of subscriptions displayed you can view the search that is associated with your subscription.
Click on the ‘Search Name’ which will pass you to the advanced search associated with the subscription. You
can now edit and resave this subscription to refine the result set you are receiving.

DELETING A SUBSCRIPTION
You may delete a subscription at any time. Once a subscription has been deleted the results from that
subscription are no longer available.

1. Select Search / Advanced Search

2. Scroll down to the bottom off the screen and click the tab My Subscriptions under
the Saved Searches banner

3. Tick the box next to the subscription you would like to delete

Delete
4, Press the _ button.

The subscription list will be redisplayed with the selected subscriptions deleted.
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