Realcomp Online®: Creating and Using Search Templates

Creating a Search Template

To save a blank template to use again for a search please follow these steps:

1. Perform a Quick Search by choosing Quick Search from the Search menu option.
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2. Add and/or remove any fields from your search criteria.

To add additional fields to your search, click the Ktk | button located at the top
and bottom of the search criteria screen.
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Double-click any field name to add or remove it.
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To add a field, find the desired criteria on the left side of the Additional Fields box and
double-click (or click once, then click the button). The field will be placed on the right

side (Selected Fields).

To remove criteria from the selected fields, double click that criteria (or click once, then click

the button). The field will be removed from the list of selected fields.
When finished adding and/or deleting criteria click the -!1- button.

3. Before entering any criteria for the search, click the m button at the top and
bottom of the search criteria screen. The Save Search window appears.
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Save Search

Hame:

Description: ;I
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In the Save Search window, enter the desired name into the Name field.
In the Description field, enter a description that will help you identify this search
for future use.

4. Click the Continue button.

Using a Saved Search Template

1. When you are ready to use your blank template, select Saved Search from the Search menu
option.

2. Select your saved search by clicking on it with your mouse. When the search is selected, it
will highlight in green.
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3. Click the Criteria button to display your saved search template. You may now enter your
criteria and run the search.

NOTE: It is important to run the template from the LIST OF SAVED SEARCHES and NOT from
the home page. Clicking the template from the home page would result in an error since the
search has no actual criteria.
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