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Using Advanced Find in CHOICES

(The personal information and accompanying data shown in this guide are fictional and are used for illustrative
purposes only.)

Advanced Find is a reporting tool in CHOICES that allows the user to extract specific data. It uses a
guery in which you define the criteria to filter the data and provide specific data set results. The user
creates a query to prepare data for export. Please keep in mind that users can only create queries
with the information that they have access to based on their role in CHOICES.

Creating A Query

To create a query, click on the Advanced Find button (blue binoculars icon) in the top center portion
of the main CHOICES window.

Dean Benson

Ais Microsoft Dynamics CRM v #¥ | WORKPLACE v  Announcements @ Create ChoicesUAT

[#) NEW ACTIVITY = =+ NEW RECORD ~ @

= Welcome to CHOICES UAT

Welcome to NYS OPWDD CHOICES Application in the UATenvironment...
Please make sure your browser settings allow pop-ups, otherwise certain functionality may not work correctly.
Issus Reporting

reenshots of errors you have encountered? If yes, piesse attach them to the email.
you encountered in as much detall as possible.

The Advanced Find pop-up window appears. Make sure the “Details” icon is highlighted (if not then
click on it); this will allow you to select the criteria you need.

A4 Microsoft Dynamics CRM Dean Benson @
G| ADVANCED FIND ChaicesUAT ¢
- ’ =
lﬁ i |' j Hsaveas y 2 = Group AND s
. &= Edit Columns = Group OR ;}
Query Saved Results Mew Save Clear __ Download Fetch
Views I_} Edit Properties S Details | < —r—
Show View Query Debug
Look for: | Activities Use Saved View: [new]
Select

The fields you select will depend on what Record Type you're working with. In the following example,
you'll create a query to view records of Individuals who reside in a certain County and who are
enrolled in a certain Program Code.
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1. To start the query, select the Record Type you want to work with from the “Look for” drop down
list. In this example, you will choose “Individuals” from the drop-down list. The Record Type
limits the criteria and fields that can be returned on the query.

M Microsoft Dynamics CRM Dean Benson @
ADVANCED FIND ChoicesUAT &
y = =
@ E 9 \j Hsaveas 2 €= Group AND ;‘;}
. = Edit Columns = Group OR
Query  Saved Results MNew Save Clear Download Fetch
Views Edit Properties =L Details XML
Shaoy = Query Debug
E Look for:  [lafilh VET Use Saved View: [new]
Select

2. Select the criteria for the fields. From the drop-down list, you will select the “County of
Residence” field first.

M Microsoft Dynamics CRM Dean Benson Q
ADVANCED FIND CnoicesUAT g
@ E; |' ﬂ H save as 2 = Group AND <;‘§
L IgEt:I".Co umns = Group OR
Query | Saved Results MNew Save Clear Download Fetch
Views Edit Properties % Details XML
Show View Query Debug
Look for:  Individuals Use Saved View: [new]
Fields
620 Eligibility ~
621 Eligibility

Address C/0 Mame
Address Change Date
Address City
Address Line 1
Address Line 2
Address State
Address Zipcode
Cell Phone Number
Citizenship
Citizenship Verified
CO-Lab ID

Country of Birth
County of Interest
County of Origin

< County Of Residence >

Created By (Proxy)

Created On

Current DOS0 Flag

Date Of Birth

Date of Birth Verified

Date of Death

Date of Registration

DDP Number

Dizability - Autism W

4/17/2019 3



3. Select the formula for the criteria that you selected. The formula “Equals” is the default, but
you may choose other options by clicking on the drop-down arrow and changing the formula to
any other available option, e.g. “Contains”, “Begins With”, etc. In this example, you will keep

the default of “Equals”.

M bicrosoft Dynamics CRM Dean Benson (7]
FILE ADVAMNCED FIND ChoicesUAT »y
s ; =
@ E (] j i I B save as o ¥ Group AND <'§>
b EECI"_CD umns = Group OR
Query Sfaved Results Mew Save Clear Download Fetch
Views (2 Edit Properties =L Details v
Show View Query Debug
Look for: [ndividuals Use Saved View: [new]
v County Of Residence Enter Walue
Does Mot Equal
Salect Contains Data
Does Mot Contain Data
Contains
Does Mot Contain
Begins With
Does Not Begin With
Ends With
Does Not End With

4. Next enter a value for the criteria that you selected. In order to enter a value, you may type the
name in the empty value field where it reads “Enter Value”, just be sure to spell it correctly or
the query will not yield any results. You can also click on the Search icon to bring up a Look
Up Records dialog box for all available values. Hover over the field to have the Look Up

Records dialog box appear.

h ADWVANCED FIND

Al Microsoft Dynamics CRM

Dean Benson 0
ChoicesUAT oy

Save As / = Group AND
HM Y PR 2 Eer g
e & Edit Columns = Group OR

Query Saved Results New Save Clear Download Fetch

Views (5} Edit Properties =4 Details M

Show View Query Debug
Look for: [ndividuals Use Saved View: |[new]

v County Oftesience
Select
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In the Look Up Records dialog box, search for the particular County by scrolling through the list, and
then click on the appropriate selection. “Broome” is selected for the example.

Click on the checkbox to highlight the appropriate County and then click the “Select” button to add the
value to your selection. Once all sections have been made, lick the “Add” button to go back to the
Advanced Find window and continue with the query.

g picrosoft Dynamics CRM Dean Benson @

m ADVANCED FIND ChoicesUAT o
= [ B Look Up Records x

Enter your search criteria,

Query Saved Results New

Views
Show County
Look for |County
Look for: | Individual; e
T [Indrviduals Look in |County Lookup View
v County Of Residence Search | Search for records jol
Select
v Name County Code Creal £
BROMX BROMN 42
~
—— * ~  BROOME BROO 472
CATTARAUGUS CATT 4V
< >
1 - 50 of 68 (1 selected) Pagel W

Selected records:

s BROOME

Remove

@ —

5. Repeat the previous four steps to select other criteria to further define the query. For the
example, you will also select “Program Enroliments” as a value.

Mg Microsoft Dynamics CRM Dean Benson @
ADVANCED FIND ChoicesUAT o
- =
@ E v ﬂ | save as J [£= Group AND <‘§>
. & Edit Columns {= Group OR
Query Saved Results MNew Save Clear Download Fetch
Views [5# Edit Properties = Detalls XML
Show View Query Debug
Look for: Individuals Use Saved View: [new]
~ County Of Residence Equals BROOME

Letters {Regarding)

MSC 10B-MSC-Medicaid Service Coordination Notes (Individual) A
MSC1A-MSC Assessment (Individual)
MSC1-APPL-Application For MSC (Individual)
MSC2-CHNG-Change Of MSC Vendor {Individual)
MSC3-WITH-Withdrawal From MSC (Individual)
MSC4-VER-Withdrawal Verification (Individual)
MSC5-MSCA-MSC Agreement (Individual)

MSC7-SCOR-SC Observation Report (Individual)

MSC9 Reviews (Individual)

MSC9-SCAP-MSC Activity Plan (Individual)

Notes (Regarding)

NYSCares DDSO

Owning Team (Team)

Owning User (User)

Phone Calls (Regarding)

Portal Users

Program Enreliments (Individual)

Recurring Appointments (Regarding)

Referral/Linkage, Benefits Mgmt, or Monitoring {Individual)

v

Referral/Linkage, Benefits Mgmt, or Monitoring (Individual)
Responsible DDSO

Retired - DDP2 - Dev. Disabilities Profile (Individual}
Retired - M5C10-MSC-Service Coordination Notes

Service Activities (Regarding)

Social Activities (Regarding)

Supporting Documents {Individual)
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To further narrow the results, in the drop-down list below “Program Enrollment (Individual)”, you will
select the field “Program Code.”

Al Microsoft Dynamics CRM Dean Benson @
FILE ADVAMCED FIND ChoicesUAT o
” - ; =
@ E r' ﬂ E Save As . 2 = Group AND P
. [&H Edit Columns [£Z Group OR é
Query Saved Results Mew Save Clear Download Fetch
Views [5h Edit Properties = Details XML
Show View Query Debug
Look for: Individuals Use Saved View: [new]
v County Of Residence Equals EROOME

Select

v Program Enroliments [Individual |

Fields
Created By ~
Created By (Proxy)
Created On
Date Created
Enroliment End Date
Enroliment Start Cate
Impeort Sequence Number
Individual
Meodified By
Meodified By (Proxy)
Maodified On
Mame
Owner
Program Cede
Program Enroliment
Record Created On
Status
Status Reason
TABS Key

Related
Activities (Regarding)
Appointments (Regarding)

\ 4

You will keep the default formula of “Equals”.

As stated before, to enter a value, you may type the name in the empty value field where it reads
“Enter Value”, or you can click on the Search icon to bring up a Look Up Records dialog box for all
available values.

Al Microsoft Dynamics CRM Dean Benson '@
ADWAMNCED FIND ChoicesUAT oy
F o ; i=
@ EB ? ﬂ | save s 2 {= Group AND <‘>§
e [& Edit Columns (= Group OR
Query Sf.»'ed Results Mew Save Clear Download Fetch
Views Edit Properties =L Details XML
Show View Query Debug
Look for: [ndividuals Use Saved View: [new]
v County Of Residence Equals BROOME
Select

v Program Enroliments Individual)

v Program Code Equals < a ’
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In the Look Up Records dialog box, search for the Program Code by typing part of the program name
in the Search field. In this case, you will select “77190901 - Heritage SEMP.”

Click on the checkbox to highlight the appropriate Program Code and then click the “Select” button to

add the value to your selection. Click the “Add” button to go back to the Advanced Find window and
continue with the query.

e Microsoft Dynamics CRM Dean Benson @
m ADVANCED FIND ChoicesUAT o
=T Y Look Up Records x

Query Saved Results New Enter your search criteria.

Views

Show

Look for Frogram Code

[ Show Only My Records

v PEM Enroliments %E

v Program Code

Frea

+' | Program Code M
77190820 -- HERITAGE FARMS

~' 77190901 -- HERITAGE SEMP

Program Class
FAMILY SUPPORT SE..  CA

DAY SERVICE INITIATL... SU

o

~

Look for: Individual: v
r: [Individuals Lookin Prga@m Code Lookup View
v County Of Residence Search X
Select

77180910 -- HERITAGE FAM RECREATION FAMILY SUPPORT SE... Dﬂv
< >
1- 21 of 21 {1 selected] Page 1
Selected records:

] 77190901 -- HERITAGE SEMP

Remowve

C D o

When you are back at the Advanced Find window and all of the criteria has been selected, click on
the “Results” button (red exclamation point) in the top left portion of the screen to view the results.

E ACNVAMNCED FIND

A TAICrOS0T Dynamecs R Dean Benson &

ChoicesUAT o

s y =
@ E i ﬂ H save as 2 = Group AND <'|;;>
- & Edit Columns [ Greup OR
Query Saved \Results MNew Save Clear Download Fetch
Views (53 Edit Properties =k Details XML
Show Wiew Query Debug
Look for: [ndividuals Use Saved View: [new]
v  County Of Residence Equals ERCOME
Select
% Program Enraliments {Individuall
v Program Code Equals [ 77180901 — HERT © [T)
Select
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All records will display that match the criteria selected in Advanced Find.

LIST TOOLS M Microsoft Dynamics CRM Dean Benson (7]
m ADVANCEDFIND | INDIVIDUALS ChoicesUAT o
Share m % I:':'ﬂ
Copy a Link — 5[!;‘
FAC) Run Start Run Export
Email a Link Workflow Dialog Report » Individuals
Collaborate FAG Process Data
w' | Full Name M TABSID Date Of Birth Medicaid Numb...  Address Line 1 Address Line 2 Address City A2
ADAMS JACOE 363309 7781880 TH23133A 86745 River Road Barier NEW A
ADEY,ROBIN 363311 1/28/1857 TH23733A 2522 TIBBLES C... Barker NEW
AFFOMNSO PAT 363312 3/18/18536 TH23633A 3450 HAMPWO... Barker NEW
AGMEW THOMAS 363313 3/13/1875 TH23533A 44 Lake Road Barker MNEW
BATTEASEAGOM 344014 12/8/2003 EF44014M 558 KIERSTED ¥... MAINME MNEW
BEDFORD,ROMELLE 325225 7/12/18%8 DD25225V 4227 NORTHWE... BINGHAMTON NEW
BERRY,DARRYL 363220 3/2/1%%4 RR23451R 134 Main St Broomeville NEW
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Editing Columns

You can add or delete additional information, called adding columns, to show in the results of a query
in the Advanced Find window by clicking on the “Edit Columns” button.

g Microsoft Dynamics CRM Dean Benson @
li!!! ADVANCED FIND CnoicesUAT g
m ' 3 [£Z Group AND @
e [£= Group OR
Saved Results Clear Download Fetch
Show View Query Debug
Look for: |]nd|'\.-|'d|..|als Add c_'r Remove columns displayed L' |[new]
by this search.
v County Of Residence Equals | Eqdit the columns in the query results.

select

| [l 77190901 - HERT & ()

v Program Cede Eguals

‘ Select

The Edit Columns dialog box will pop up with editing options that you can select in the right-hand box
titled “Common Tasks”. To add columns to the query, click on “Add Columns” in the right-hand box of
the dialog box.

Edit Columns

Edit columns for the saved view, These columns represent the data that will be displayed in the view.

Full Mame & TABSID Date Of Birth Medicaid Mumb...  Address Li

View results are displayed here. EF Add Columns

[= Change Properties
B Remove

_ < I——

o Note: When there are too many columns to fit on a page, the view will be shortened and scrollbars will be added.
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An Add Columns dialog box will appear, allowing you to select one or more columns to add to your
guery. Select the columns “County of Residence” and “Phone Number”. Click the “OK” button when
you are done.

Add Columns

Select the columns to add to this view.

Record Type Individual .

[0 Display Name Mame Type
O County of Interest omr_countyofinterestid Lookup
O County of Origin omr_countyoforiginid Lookup

omr_countyofpreferenceid Lookup
M County OFf Residence omr_countyofresidenceid Lockup
createdby Lookup

[0 Created By (Proxy) createdonbehalfby Lookup
[0 cCrestecon createdon Date and Time
[0 cument DDSO Flag omr_iscurrentddso Two Opticns

Add Columns

Select the columns to add to this view.

Record Type |Indi\r'|d ual .

[ Display Name & Name Type

O opwoD Eligibility Status omr_opwddeligibilitystatus ~ Option Set

O opwDD Eligibility Status Determ... omr_opwddeligibilitystatu.. Date and Time
O opwoD Eligibility Status Proces.. omr_opwddeligibilitystatu.. Date and Time

ownerid Cwmer
& Phone Number omr_phonenumber Single Line of Text
=verbal Language... omr_preferrednonverballa.. Two Options

[0  preferred Non-Verbal Language.. omr_preferrednonverballa.,  Two Options
[0 preferred Mon-Verbal Language... omr_preferrednonverballa... Two Options

( « l)
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The selected columns now appear in the list of columns in the Edit Columns dialog box. As shown
below.

Edit Columns

Edit columns for the saved view. These columns represent the data that will be displayed in the view.

Address City Address State Address Zip( |Cm.|r|t},r0‘l= Resi.. | Phone m
S ——— —

« >

[+ Configure Serting
FF add Columns

= Change Properties
% Remove

< I >

o Note: When there are too many columns to fit on a page, the view will be shortened and scrollbars will be added.

To remove any column from the query, click on that column name in the Edit Columns dialog box so it
has a green box around it and then click “Remove” located in the Common Tasks box.

To rearrange the order of the columns, click on a column name so it has a green box around it. Then
click on either of the arrow buttons under Common Tasks to move that column.

Edit Columns

Edit columns for the saved view. These columns represent the data that will be displayed in the view.

Common Tasks

© -

2 Configure Sorting

Line 2 Address City Address State Address Zipcod...  County Of Resid... | Phone Number...

FF Add Columns

F5i Change Properties
P Remove

< I >

o Note: When there are too many columns to fit on a page, the view will be shortened and scrollbars will be added.
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When the columns of the query are arranged accordingly, click the “OK” button in the Edit Columns
dialog box to go back to the Advanced Find window.

Edit Columns

Edit columns for the saved view. These columns represent the data that will be displayed in the view.

Address City Address State Address Zipcod... I Phone Number... I County Of Resid...

« -

2 Configure Sorting
FF Add Columns

[} Change Properties
% Remove

<

o Note: When there are too many columns to fit on a page, the view will be shortened and scrolibars will be added.

Click on the “Results” button in the Advanced Find window to see the added columns in the order
selected.

Ay Microsoft Dynamics CRM Dean n Q
ADVAMCED FIND INDIVIDUALS ChoicesUAT o

A
Copy a Link ==-"’ [> £3
FAQ Run Start Rumn Export
Email a Link Workflow Dialog Report~ Individuals
Collaborate FAQ Process Data
Birth Medicaid Mumb...  Address Line 1 Address Line 2 Address City Address State Address Zipcodgg®  Fhone Mumber «» County Of Resic
7/8/1885 (553703R 2295 ABOTT GR.. BINGHAMTON MEW YORK 14489 555-885-2034 BROOME
12/8/2003 EF44014M 558 KIERSTED' Y... MAIME MEW YORK 11432 555-446-3157 BROOME
1/8/2004 ED3E471C 15268 GYLNM L. BIMGHAMTON MEW YORK 06460 535-311-57 BROOME
12/3/1858 (Z66162K 4146 ALLISON B.. BINGHAMTON MEW YORK 11221-0235 555-291-145% BROOME
741271858 DD25225V 4227 NORTHWE... BINGHAMTON MEW YORK 11867 BROOME
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Saving a Query

To save a query, also known as a Saved View, for future use without having to recreate it, in the
“Advanced Find” tab, click on the “Save” button.

Ay Microsoft Dynamics CRM Dean Benson @
ADVAMCED FIND ChoicesUAT o
E ' ’E & save as @ (.= Group AND @
. & Edit Columns (.= Group OR
Saved Results New Clear Download Fetch
Ve Duoroperes [0S
Show View Query Debug
Look for: Individuals [V  use Saved View: [new] [~
v County Of Residence Equals EROOME
Select
w Program Code Equals 77150901 -- HERITAGE SEMP
‘ Select

The Save as new View dialog box will pop up. You must enter a name for the query/view. Itis
optional to enter also enter a brief description. Click the “OK” button when you are ready to save the
guery as a View for future use.

Save as new View

The view is stored in the list of saved views,

Mame *
|I.ndiuiduals in Heritage living in Broome Cuumﬂ

Description
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To access the saved query/view, or any other previously Saved Views within that Record Type (e.g.
Individuals), click on the “Saved Views” button in the “Advanced Find” tab of the Advanced Find
window. Then click on the Name of the Saved View that you want to use.

Mg Microsoft Dynamics CRM Dean Benson 7]
ADVAMCED FIND S———

o . -
B save as p [Ecowaw 3
& Edit Columns = Group OR
Clear Download Fetch
(£} Edit Properties L Details XML
View Query Debug

Note that the default view is to show the saved queries only within that Record Type. For instance, in
the example presented, the Record Type is “Individuals. To see all Saved Views in all Record Types,
click on the “Record Type” button in the upper left corner of the Saved Views tab and select “All”.

ST TOOLS Al Microsoft Dynamics CRM Dean Benson (7]
ADVANCED FIND | SAVED VIEWS ChoicesUAT &
Activate Share i
8 G
Deactivate Copy a Link — Bl
Record Jet As Default Assign Saved Run Start Run  Export Saved
Type - View Delete Saved View Views Email a Link ~ Workflow Dialog Report« Views
View Records Collaborate Process Data
(& Individuals Saved Views: Active Saved Views ¥ Search for records D
' Mame Cwner Last Modified Fs
[new] Dean Benson 3/25/2018 2:41..
Individuals - Broome County Heritage Day Service 5 TRAINL 12/14/2012 3:05..
Individuals in Heritage living in Broome County Dean Benson 3/25/2018 2:48..
KMW TEST Trainl01 Train101  8/13/2013 11:59..
Program Enroliments for Broome Dean Benson 3/28/2018 1:50..

A Saved View may also be accessed by using the drop-down list under “My Views” for that particular
Record Type (e.g. Individuals). Select the View to display the records that match the criteria for that
qguery. The query results will update automatically as data changes.

; c Dean Benson
Ais Microsoft Dynamics CRM «  ff | WORKPLACE v  Individuals | v @ Create ChoicesUAT

O) COPYALINK | e EMAILAUNK |~ [ RUNREPORT~  { EXPORTTO EXCEL il ADVANCED FIND mmq ol CHART PANE ~

+ Active Individuals ~ Search forrecords o

System Views
Active Individuals Date Of Birth Medicaid Numb...  Address Line 1 Address Line 2 Address City Address State Address Zipcode... A 4 fsl <
Inactive Individuals 8/8/19%0 A 9
Individuals in a MSC Program in an Agency in my... 1/14/1882 \:,jj'
Individuals in 8 MSC Program in any of my associa.
Individuals in 2 Nen-MSC Brogram in an Agency | 9/8/1857 AK43T15X 6745 PITTSFOR... FAIRPORT NEW YORK 14450
Individuals in a Non-MSC Program in any of my as. 8/30/1982 BS36452D 50228 BROEN R... 7563 BELLAMY... PERRYSBURG MNEW YORK 08012
My Views 3/28/1868 1257 GEIGER. RO... JAMESVILLE NEW YORK 07630
[new]

5/26/1583 DM58109T 173 FLETCHER S... TONAWANDA NEW YORK 14150

Indivi

Individuals in Heritage living in Eroome Coun 12/4/1868 BQ75260M 2297 CAUGHDE.. PENDLETOM NEW YORK 11011
KMNW TES 4/29/1886 BQ74138Y 60 C MANOR P... ROCHESTER NEW YORK 14621
Program Enrcliments for Broome
5/30/2000 P.O. BOX 280507 QUEENS VILLAGE ~ NEW YORK 11428

Create Personal View

_ N 7/10/1883  UV45056U 5691 HARTLAM... RIDGEWCOD NEW YORK 13781
Save Filters as New View
Save Filters to Current View 1/25/19%8 QT146347 5502 HARYDS M. RIDGEWOOD NEW YORK 12056

4/17/2019 14



Exporting to Excel

When you run a query in the Advanced Find window and get the desired results, you can export the
current data set to a Microsoft Excel spreadsheet. Note that the rows of data that can be exported
are limited to 10,000. You may need to adjust your query if results exceed this amount.

To perform this function, click on the “Export Individuals” button.

LIST TOOLS M4 Vicrosoft Dynamics CRM Dean Benson L2

ADWVA Fl INDIVI g ChoicesUAT
m ADVANCED FIND INDIVIDUALS — &

Share m
Copy a Link —
FAQ Run Start
Email a Link Workflow Dialog Repor\e Individuals
Collaborate FAQ Process
W Full Mame TABSID Diate OF Birth Medicaid Mumb...  Address Line 1 Address Line 2 Address City Ao
ADAMS JACOB 363309 7/8/1880 TH23133A 86745 River Road Barker MNEW
ADEY,ROBIN 363311 1/28/1857 THZ3733A 2522 TIBBLES C... Barker MEW
AFFOMSO,PAT 363312 3/19/1956 THZ23633A 3480 HAMPWO... Barker MEW
AGMEW, THOMAS 363313 /13/1875  THZ3533A 44 Lake Road Barker MEW
BATTEASE AGOMN 344014 12/8/2003 EF44014M 558 KIERSTED ... MAIME MEW
BEDFORD ROMELLE 325225 /12/1858 DD25225V 4227 NORTHWE... BINGHAMTON MNEW
BERRY DARRYL 363220 /2/1884 RR23451R 134 Main 5t Broomeville MNEW

An Export Data to Excel dialog box will pop up with options to export. The default option is “Static
worksheet (Page only).” This option returns only the data on that specific page. To export the data
from all pages, select “Static Worksheet” and click the “Export” button.

Export Data to Excel x

Select the type of worksheet to export.

Use this type of worksheet:

@] static Worksheet (Page anly)
() Static Worksheet
) Dynamic PivotTable

() Dynamic worksheet

Cancel
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You will then be prompted to Open or Save the file to a spreadsheet. Click the “Open” button to view
the results.

Do you want to open or save Individual Advanced Find View.xlsx from choicesuat.opwdd.ny.gov?

Save |V| Cancel |

Depending on your version of Microsoft Excel, you may see a pop-up message informing you that the
file is in a different format than specified by the file extension. If you get this message, click the “Yes”
button to proceed and open the spreadsheet. You can then save the spreadsheet to your PC.
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Sharing a Saved View

To share a Saved View with another CHOICES User, you may do so in the Advanced Find window.
In the “Advanced Find” tab, click on the “Saved Views” button.

A4 Microsoft Dynamics CRM Dean Benson @
ADVAMCED FIND ChoicesUAT a
2 Save As / =G AND ;
ﬂ E ave 2 = Group P,
& Edit Columns i< Group OR
Mew Save Clear Download Fetch
[} Edit Properties = Details XML
View Query Debug
Look for: [ndividuals Use Saved View: Individuals in Heritage living in Broome County

County Of Residence Equals BROOME

Program Enroliments {Individual)

Program Code Equals 77150901 -- HERITAGE SEMP

When the Saved Views are listed, highlight the one you wish to share by clicking next to the name.
Then click the “Share” icon at the top center of the Advanced Find window.

LIST TOOLS M Microsoft Dynamics CRM Dean Benson (7]
m ADVAMCED FIND | SAVED VIEWS P ChoicesUAT o
= oo e "I
— [& Deactivate [ copy a Link Six
Record 5et As Default  _ Assign Saved Run Start Run  Export Saved
Type - View T Delete Saved View Views = Email a Link  Workflow Dizlog Report~ Views
View Records Collaborate Process Data
(& Individuals Saved Views: Active Saved Views ¥ Search for records
W Mame ™ Owner Last Modified Fi)
[new] Dean Benson 3/25/2018 2:41..
Individuals - Broome County Heritage Day Service 5 TRAIN1 12/14/2012 3:05...
~  Individuals in Heritage living in Broome County Dean Benson 3/25/2018 2:48...
KMW TEST Trainl0l Trainld1  §/13/2013 11:55...
Program Enroliments for Broome Dean Benson 3/28/2018 1:50...
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A Share saved view dialog box will appear. In the left-hand box titled “Common Tasks,” click on “Add
User/Team.

Share saved view

Choose the users or team you want to share the saved view with, and give them specific permissions.

C & 2dd User/Team
Remove Selected Items

+ Toggle All Permissions
of the Selected ltems
@ Reset

This record is not shared.

A Look Up Records dialog box will appear allowing you to search for and select a User. Type the first
or last name of the User in the “Search” field, and then click the Search icon. Click next to the name
of the user and then click “Select” to add it to the “Selected records”. Then click the “Add” button.

Look Up Records

Enter your search criteria.

Look for |User

Look in |U9Er Lookup View

Search | kesseling

~ | Full Name

< >

1-1ofl(lselected) M 4 Pagel b
Selected records:

& Anthony Kesseling

——

«»
Remove

New
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You will get confirmation in the Share saved view dialog box that the User you selected now has
“Read” access, enabling them to see the Saved View for that Record Type when they log into

CHOICES. You may also give that User rights to modify the Saved View if need be by checking the
“Write” checkbox.

Share saved view x

Choose the users or team you want to share the saved view with, and give them specific permissions.

Common Tasks O

Name Read Write Delete Append Assign Share
s Add User/Team

O s Anthony Kessel... [ < O > O O O O
x Remove Selected Items

+ Toggle All Permissions
of the Selected Items
I @ Reset

Share Cancel

To remove the User from having any access to the Saved View, select that User's name in the Share

saved view dialog box, click the checkbox next to their name, and then click “Remove Selected Items”
in the “Common Tasks” box.

Share saved view x

Choose the users or team you want to share the saved view with, and give them specific permissions.

Common Tasks O Mame Read Write Delete Append Assign Share

O s Anthony Kessel... [ O O O O O

{ X Remove Selected ltems

O Esions
of the Selected Items
@ Reset

Share Cancel
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