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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 create advanced find search
queries that can be extracted to Excel. The user defines the criteria to filter the data and provide
specific data set results. The results of the query can then be exported. Please keep in mind that
users can only create queries with the information that they have access to based on their role in
CHOICES.

Finding the Advanced Find

To create a query, click on the Advanced Find button (funnel) on the top left portion of the Dynamics
365 toolbar

Dynamics 365 Workp|ace w Announcements

= NEW RECORD ~

= Welcome to CHOICES UAT

The Advanced Find pop-up window appears.

5" Microsoft | Dynamics 365 ]
ADVAMCED FIND ChoicesUAT o
Iﬁ :| Q j H save as 2 [£2 Group AND <‘>
LEH e i & Edit Calumns (= Group OR i
Query ISE'-.'E: Resulis Mew Save - Clea - Cowin 0aC
Views |5 Edit Properties = Details XML
Quern Crebu
Look for: | Activities hd Use Saved View: [new] hd
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Creating a Query

I

n 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.

1. The fields you select will depend on the Record Type selected, so to to start the query, select
the Record Type you want to work with from the “Look for” drop down list. In this example,
choose “Individuals” from the drop-down list. The Record Type limits the criteria and fields that
can be returned on the query.

B” Microsoft | Dynamics 365

ADVAMNCED FIND
; Save As ’ f=ge AND
B! DRSS, 2 e g
- & Edit Columns = Group OR
Query 5§wec Resulis Mew Save Clear Download Fetch
Views Edit Properties (& Details XML
Show WView Query Debug
~
< Look for: Mctivities @ EUTESIVED View: | [new]
v TOULC o L ) s . .
Faxes
Seld
Goal Metrics
Goals

R srpmeivns]
< Individuals

Individuals

ISP Distributions

ISP Federal State or County Funded Services
ISP HCBS Waiver Services

ISP Medicaid State Plan Services

ISP Other Services Funded By OPWDD

ISP Reviews

ISP Safeguards

ISP-Individualized Service Plan

LCED - Level of Care Eligibility Determination
LCED Date Transmittal

LCED Reviews

Lead To Opportunity Sales Process

Letters

Bl ol
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2. Next, select the criteria for the fields.

Make sure the “Details” icon is highlighted (if not then click on it); this will allow you to select
the criteria you need.
5% Microsoft | Dynamics 365 7]

G| ADVANCED FIND ChoicesUAT &
@ 0 N B save 2 2 £ Group AND
E e ﬂ [ Edit Columns [ Group OR
Query ngec Recults Mew Save Clear Download Fetch
Views @ Edit Properties @ D —

Show View Query Debug

Look for: | Activities hd Use Saved View: [new]

From the drop-down list, select the criteria that you want to limit the query on. For the
example, select the “County of Residence” field.

ADNVAMNCED FIMD
' 1 E Save As :2 =G
@ E @ ﬂ & Edit Columns sen
Query Saved Results Mew Save Clear
Views @ Edit Properties = De
Show View Query
Look for: | Individuals hd L
Country of Birth s

County of Interest
County of Origin

County Of Residence

Created By

Created By (Proxy) County Of Residence
Created On

Current DDSO Flag
Date Of Birth

Date of Birth Verified
Date of Death

Date of Registration
DDP Mumber
Disability - Autism
Disability - Cerebral Palsy

Disability - Child Under 5 Unable To Diagnose

Disability - Chronic Physical/Medical Condition

Disability - Developmental Delay

Disability - Epilepsy/Seizure Disorder M
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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, keep the
default of “Equals”.

Look for: | Imdividuals e Use Saved View: | [new]

v County Of Residence e

LA
i
ks
[wR

Does Mot Contain Data
Contains

Does Mot Contain
Begins With

Does Mot Begin With
Ends With

Does Mot 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.

Look for: | Individuals h Use S5aved View: [new]
v  County Of Residence [Eq.,a 5 V] @ C——
Select

Click to select a value for County Of Residence,

5. The Look Up Records dialog box appears. Search for the particular county by scrolling
through the list with the scroll bars and then clicking the blue triangle next to “Page 1” to go to
the next page. You can also search for a specific County by typing the county name in the
Search box and clicking on the magnifying glass.

Look Up Records x
Enter your search criteria.
Look for
O Name County Code... | 1{)
BRONX BRON 4y~
<
BROOME BROO 4
CATTARAUGUS CATT 4y
CAYUGA CAYU 47
>
1- 50 of 68 (0 selected) M4 Pagel ) G—
Selected records:
[ |
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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.

“‘Broome” is selected for the example.

Look Up Records x
Enter your search criteria.
Look for
Look in | County Lookup View e
Search P
O | name | countycode...| 1)
BROMX BROM 4 -
BROOME BROO 4
CATTARAUGUS CATT 4
CAYUIGA CAYU 47
14 b
1- 50 of 68 (1 selected) M4 Pagel )
Selected records:
¢l BROOME
Select
.
Remowe
@ Cancel

The criteria is now added to your query.

Look for: | Imdividuals e Use Saved View:
v County Of Residence Equals &% BROOME ~[a
Select
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6. Repeat steps 2 through 4 to select other criteria to further define the query.

7. There are two types of criteria that can be chosen. The first is by the fields that are found in
the Record Type. The second are the fields that are found in related but other Record Types.
To find the fields that are located in other related Record types scroll past the first set of fields
until you reach “Related.” Scrolling after this will bring you to the other Record Types that are
connected to the Record Type initially selected.

Look for: | Individuals b
w  County Of Residence Equals BROOI
w
g Ly ¥ _H.Ln.rlll.,' TRUTETLCT

Social Security Number Verified
Source of Referral to OPWED
Special Populations Indicator
Status

Status Reason

TABS ID

TAEBS State Id

Transitionally Funded by D55
Wheelchair [¥/M)

Willowbrook Indicator

< Related )
Ctivities (Regarding)

Address State I

For the example, “Program Enrollments” is selected because it is a record type related to the
record type “Individuals.”

Look for: | Individuals hd Use Sawved View: | [naw]
w County Of Besidence Equals BROOME
o
MSCI-SCAP-MSC Activity Plan (Individual) -

Motes [Regarding)
MYSCares DDSO
Owning Team (Team)
Owning User {User}
Phone Calls (Regarding)
Portal Users
Proces: i

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

Retired - DDP2 - Dev. Disabilities Profile {Individual)
Service Activities (Regarding)

Social Activities {Regarding])

Supporting Documents {Individual)

System Jobs [Regarding)

Tasks (Regarding)

User Entity Instance Data (Object Id)
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8. The fields for “Program Enrollment (Individual)” can now be selected as additional criteria. For
the example, select the field “Program Code.”

Look for: | Individuals h Use Saved View: | [new]
w County Of Residence Equals BROOME
Select
v Program Enroliments (Individual) Contains Data
w
Fields -

Created By

Created By [Proxy)
Created Oni

Date Created

Enroliment End Date
Enrollment Start Date
Import Sequence Mumber
Individua

Modified By

Maodified By (Proxy)
Madified On

Mame

Clne

«l Program Code

Program Enroliment
Recard Created On

Status

Status Reason

TABS Key hd

9. Click on the Search icon to bring up the Look Up Records dialog box for all available values.
The formula will kept to the the default of “Equals” for the example.

Al Microsoft Dynamics CRM Dean Benson '@
ADWAMNCED FIND ChoicesUAT oy
s . =
@ EE g ﬂ E Save As 2 (= Group AND s
e [& Edit Columns = Group OR Q
Query Sf.»'ed Results Mew Save Clear Download Fetch
Wiews E» edit Properties =L Details XML
Show View Query Debug
Look for: [ndividuals Use Saved View: [new]
v County Of Residence Equals BROOME
Select

w Program Enrollments {Individual]

v Program Code Equals < Eﬂ ’




10.In the Look Up Records dialog box, search for the Program Code by typing part or all of the
program code in the Search field. For this example, “77190901” is chosen.

Click on the checkbox to highlight the correct 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.

Look Up Records X

Enter your search criteria.
Look for (J Show Only My Records

Look in | Program Code Lookup View v

Search [77190 X
O Program Code Program Class {'_)
77190800 -- STATE RT 46 FSR CR/FSR
77190420 -- HERITAGE FARMS SUPP WERK DAY SERVICE INIT..,
77190901 -- HERITAGE SEMP DAY SERVICE INIT...
________ —— e —_— _.._____’ -
1- 24 of 24 (1 selected) 4 4 Page 1 >

Selected records:
m 77190901 -- HERITAGE SEMP

JeleC

N

When 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.
5 Microsoft | Dynamics 365 [7]

G| ADVANCED FIND ChaicesUAT o
Save As 2 = Group AND ;;
ij E ave i roup <@
& Edit Columns [£= Group CR

Mew Save Clear Download Fetch
(5% Edit Properties E Details XML
View Query Debug
Look for: | Individuals b Use Saved View: [new] i
v County OFf Residence Equals EROOME
Select
w Program Enrcliments (Individual) Contains Data
v Program Code Equals [ 77190801 - F ~ (@
Select
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All records display that match the criteria selected in Advanced Find.

ST To0LS 2% Microsoft | Dynamics 365 (7]
ADVAMCED FIND | INDIVIDUALS ChoicesUAT g
Detect Duplicates Share
Copy a Link ﬂ %;:‘
Show Run Start Run
As Email a Link Workflow Dialog Report~ Ir'dwld.]alsv
Records Collaborate Frocess Data
J | TaBs D 1~ | Last Name | Date Of Birth..| Address Line..| Address Line..| AddressCity | Address State..| Address Zipc. | )
224449 BOGACKI 10/5/1992 6322 ARCHB... ENDICOTT NEW YORK 14824 =
253703 THOMAN 7/9/1995 2295 ABOTT . BINGHAMTON  NEW YORK 14459
266162 DEMNARDI 12/3/1998 4146 ALLISO... BINGHAMTON  NEW YORK 11221-0235
325225 BEDFORD 7/12/1999 5543 BEDFOR.. APT1 BINGHAMTON I\J(EW MARK \ 11867
336471 DEVINO 1/8/2004 15268 GYLN... BINGHAM;I’ON *x{(\'uﬁz OB4dal
344014 BATTEASE 12/8/2003 558 KIERSTED... MAI r\.\ \QNEW YORK 11432
363220 BERRY 3/2/1994 134 Main St Brrp/\vlfle MNEW YORK
363227 GRAFTOMN 6/3/1978 55 Route Ave... 5\ & //wn
363309 ADAMS 7/8/1980 B6745 River R.. \ Barker MNEW YORK 32803
36331 ADEY 1/28/1957 2522 TI\QLE&\ Barker MNEW YORK 12475
363312 AFFONSO 3/19/19. k\é\/oﬁ)—(AMP Barker NEW YORK 07030
363313 AGNEW ”‘\GQ?) 44 Lake Road Barker MNEW YORK 13744
363314 EACHER 7 \& ,,.n’?,n"lgﬁﬁ 1817 MABBS .. Barker MNEW YORK ¥.112-19
363316 SAGE. /) // 1/7/1974 8311 MUDDY... Barker NEW YORK 12420
363317 SADLER 10/7/1948 1959 JEFWIN ... Barker MNEW YORK 13120
363318 KRISTIAN 2/27/1945 7988 SWEET... Barker MNEW YORK 16743
363320 HILLMAMN 10/11/1973 5334 STAFFO... Barker MNEW YORK 08859
363321 HEBER 3/11/1990 9996 REBER ... Barker NEW YORK 12912
363322 HEINS 4/12/1969 5050 CLOSTE... Barker MNEW YORK 14847
1- 28 of 28 (0 selected) M4 Pagel )
11.To return to your query click on the Advanced Find Tab
LIST TOOLS =. Microsoft I W‘miﬁ 365
INDIVIDUALS
Detect Duplicates Share i %
Copy a Link E:d
Show Run Start Run
As Email a Link  Workflow Dialog  Report- Ir'dlwd .Jals -
Records Collaborate Process Data
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Adding Columns to Query Results

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.

ADVAMCED FIND

E; H save as £ Group AND ;
Ll
z Edit Columns = Group OR
Query Sa\,ec -t'.ESJ ts Mew SEI\E' Clear Download Fetch

Views [} Edit Proparties [ Details XML
i Show View Query Debug

The Edit Columns dialog box will pop up with editing options that you can select in the right-hand box
titted “Common Tasks”.

1. To add columns to the query, click on “Add Columns” in the right-hand box of the dialog box.

Edit Columns x

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

TABSID & Last Name Date Of Birth Address Line 1 Address Line 2 Address { Common Tasks

« >
E'E; Custom Controls
[Fa Configure Sorting
< [F Add Columns >

[5 Change Properties
% Remove

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

o |

2. The Add Columns dialog box will appear, allowing selection of one or more columns to add to
your query. Scroll to find the fields that you want to add to your results and click in the left
hand box to select the field. When finished, Click the “OK” button when you are done.

For the example, the columns “County of Residence” and “Phone Number” were selected.

Add Columns x

Select the columns to add to this view.

Record Type Individual A
O Display Name & Mare Type
O Country of Birth omr_countryofbirth Single Line of Text -
[} County of Interest mr_countyofinterestid Lockup
O County of Origin mr_countyoforiginid Lockup
[ | County of Preference omr_countyofpreferenceid  Lookup

C:u inty Of Residence omr_countyofresidenceid Lookup
] Cre r createdby Lockup
O cre y (Proxy) createdonbehalfby Lookup
[0 Crestedon createdon Date and Time -

> _PrE=m
——
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3. 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.

Line 2 Address City Address State Address Zipg@d... I County Of Resi... I Phone Number )‘7'"'“0" Tasks
\ /
« >

E'::; Custom Controls
2 Configure Sorting

EF Add Columns

F& change Properties

R Remove

4 »

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

“ Cancel

4. To remove any column from the query, click on that column name in the Edit Columns dialog

box so it has a box around it and then click “Remove” located in the Common Tasks
box.

Edit Columns

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

h Address Line 1 | Address Line 2 | Address City Address State Address Zipcod... C Common Tasks

« >

EE; Custom Controls
[Fa Configure Sorting

FF Add Columns

= Change Properiies
% Remove )

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

5. A dialogue box will appear asking to confirm that you want to remove the column. Click Ok
and the column will disappear.

choicesuat.opwdd.ny.gov says

Do you really want to remove this column?

@ Cancel
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6. To rearrange the order of the columns, click on a column name so it has a

box around

it. Then click on either of the arrow buttons under Common Tasks to move that column.

Edit Columns x

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

Line 2 Address City Address State

Address Zipcod.. | County Of Resi... I Phone NMumber

Common Tasks

<>

EE; Custom Controls

[¥a Configure Sorting
FF Add Columns

F5i Change Properties

¢ Remove

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

7. 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 x

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

Line 2 Address City Address State

Address Zipcod... | County Of Resi... I Phone Number

Commaon Tasks

« -
[r.;':; Custom Controls
[¥a Configure Sorting
FF Add Columns

F5i Change Properties
B Remove

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

o)

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

order selected.

LIST TOOLS
ADVANCED FIND MNDIVIDUALS

2% Microsoft | Dynamics 365

Detect Duplicates Share § r‘:ﬂ
Copy a Link ES[I)_"
Show Run Start Run Export
As Email aLink Workflow Dizlog Report~ Individuals -
Records Collaborate Process Data

O | TaBsiD | Last Name | Date Of Birth..| Address Line..| Address Line..| AddressCity | Address State..| Address Zip< i County Of Re...| Phone Numb (@)
B—

@

ChoicesUAT o

3/15/2023
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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.

ADVANCED FIND

s & save
@ E ? ﬂ IgEcl'-_'::‘:sur“ur'us

2% Microsoft | Dynamics 365

=
~,_2 [¢= Group AND <‘§

[£= Group OR

Query 5Saved Results New Clear Download Fetch
Views Edit Froperties EL Details XML
Show View Query Debug
Look for: | Individuals w Use Saved View: [new]
v County Of Residence Equals EROOME
Select
w Program Enroliments {Individual) Contains Data

v Program Code Equals

Select

9. The Save as new View dialog box will pop up. Enter a name for the query/view. It is optional
to enter a brief description. Click the “OK” button to save the query as a View for future use.

77190901 -- HERITAGE SEMP

MName *

$ |Individuals in Heritage SEMP

Description

Save as new View X

The view is stored in the list of saved views.

—) |enrolled in SEMP with a residence in Broome County

3/15/2023
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Finding a Saved Query

1. To access the saved query/view, or any other previously Saved Views within that Record
Type. For the example, the Record Type is Individuals. Click on the “Saved Views” button in
the “Advanced Find” tab.

2% Microsoft | Dynamics 365

ADVANCED FIND

H save as P {= Group AND <'§>
& Edit Columns = Group OR
Clear Download Fetch
(S} Edit Properties [ Details XML
View Query Debug
Look for: | Individuals i Use Saved View:  [new]
w County Of Residence Equals BROOCME
Select
v Program Enroliments (Individual) Contains Data
v Program Code Equals 77190901 -- HERITAGE SEMP
Select

2. Then click on the Name of the Saved View that you want to use.

LIST TOOLS 2% Microsoft | Dynamics 365
ADVAMCED FIND SAVED VIEWS
Activate Share i ':‘:':|
3 =] L [—|
- Deactivate Copy a Link ‘Pl
Record Set As Default Show Assign Saved Run Run Export Saved
Type = Wiew As Delete Savad View Wiews Email a Link Workdflow Report = Wiews -
View Records Collaborate Process Data

(& Individuals Saved Views: Active Saved Views v

O Name A owner Last Modified...

[ Individuals in Heritage SE'—.DHPE S.. 3/13/2023 4....

Note: the default view is for saved queries only within that Record Type. 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”.

LIST TOOLS

ACVANCED FIND | SAVED VIEWS
Activate
Deactivate

T As Default  Show Assign £
View As Delete Saved View Wiew

—_— E Al
i acity 5 v
Additional Contact on Eligibility Transmitta
o Agency

[:l Appointment

& Business Unit

"ﬁ Campaign Activity - DO NOT USE

'.'!,. Campaign Response - DO NOT USE

E& Care Coordination Organization

& Caseload Assignment
CCO Choice Selection
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A Saved View may also be found by using the drop-down list under “My Views” for that particular
Record Type. For the example, this is Individuals. Select the View to display the records that match
the criteria for that query. The query results will update automatically as data changes.

Dynamics 365 Workplace ~ ( Individuals >

@ EMAILA LINK |~ [¥] RUN REPORT ~ @._, EXPORT TOEXCEL | ~ gl CHART PANE ~

+ Active Individua 5@

System Views

Active Individuals
jirth... || Address Line ...| Ad
Current 95/44 Day Hab Enrolless

Inactive Individuals 31980 123 SomeStre..,
Individuals in a M5C Program in an Agency in my... 5/1957 6745 PITTSFO...

Individuals in a M5C Program in any of my associ...
N _ _  )/1%82 50228 BROE.. 756
Individuals in a Non-MSC Program in an Agency I...

Individuals in a Non-M5C Program in any of my a.f/1968 1258 GEIGER ...

My Views /1983 73 FLETCHE...
- . . )
——) |Ndividuals in Heritage SEMP )1004 7461 BAURT.. T8¢

Create Personal View
1/1968 2297 CAUGH...

Save Filters as New View

3/1986 503 ARNOLD ...

LN
i)

Filters to Current View

[1°]
[1°]
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Exporting to Excel

Results can be exported to a Microsoft Excel spreadsheet. Note that the rows of data that can be
exported are limited to 100,000. You may need to adjust your query if results exceed this amount.

1. To perform this function, click on the “Export Individuals” button. And click on one of the first
three options (these are explained below).

The four options are:

1) Static worksheet: Choose this to export all rows of data from all pages.

2) Static worksheet (Page only): This option returns only the data on that specific page.

3) Dynamic Worksheet: Brings up the Edit Columns dialogue box so that additional columns
can be added one time to the Excel file.

4) Dynamic PivotTable: This option is not available.

LIST TOOLS B8 Microsoft | Dynamics 2
ADVANCED FIND | INDIVIDUALS

Detect Duplicates Share
Copy a Link
Show Run Start
As Email a Link Workflow Dialog
Records Collaborate Process [ EL} Static Worksheet

EL,, Static Worksheet (Page only)

(J | TABSID 4 Last Mame Date Of Birth.. | Addres: &, Dynamic Worlksheet lc

- EL,, Dynamic PivoiTable B
224449 BOGACKI 10/5/1992 6322 AR

The file will download. The browser and/or Microsoft Excel version being used will determine how the
file will download and where it will be saved.

3/15/2023 17



Sharing a Saved View

1. To share a Saved View (i.e. query) with another CHOICES user, click on the “Saved Views”
button in the “Advanced Find” tab.
2% Microsoft | Dynamics 365
ADVAMCED FIND

N Save As / = Group AND
\j ] 2 ¢ p 3 ‘g
@ Edit Columns [£= Group OR
ts Mew Save Clear Dowintload Fetch
@ Edit Froperties EL Details XML
WView Query Debug
Look for: | Individuals w Use Saved View: [new]
v County Of Residence Equals EROOME
Select
w Program Enroliments {Individual) Contains Data
v Program Code Equals 77190901 -- HERITAGE SEMP
Select

2. Click the saved view that you want to share next to the name. Then click the “Share” icon at
the top center of the Advanced Find window.

LIST TOOLS 2 Microsoft | Dynamics 365

FILE ADVANCED FIND | SAVED VIEWS
& Activate '331
= 8 3 S

E') Deactivate Copy a Link
Record SetAs Default  Show Assign Saved Run Start Run  Export Saved
WOE - View Az I Celete Saved View Views = Email aLink  Workflow Dialog  Report« Wiews =
Wiew Records Collaborate Process Data

(& Individuals Saved Views: Active Saved Views v

| Name 4 | owner | Last Modified..|

Individuals in Heritage SEMP Anne 5.  3/13/2023 4....
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3. The Share Saved View dialog box will appear. In the left-hand box titled “Common Tasks,”
click on “Add User/Team.

Share saved view x

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

peBTmmon Tasks
£, Add User/Team
Remove Selected
ltems
+ Toggle All
Permissions of the
Selected ltems

(2] Reset

O Mame Read Write Delete Append Assign Share

This record is not shared.

4. 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 X

Enter your search criteria.

Look for | User v

Look in | User Lookup View A

Sear =) X

| Full Name | Agency @)
—— Anthony Kesseling 0233 - BROO.. BROC
1 »
1-10f 1 (1 selected) 4 4 Pagel p

Selected records:

& Anthony Kesseling

JIE=EPD)

Add ) Cancel
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5. The user selected appears in the Share Saved View dialog box. Access defaults to Read only
which allows them to view the query only. Additional rights can be selected, by clicking on the

box under the heading. To allow them to modify the query, click under Write. When finished
click on Share.

Share saved view

Choose the users or t2am you want to share the saved view with, and give them specific permissions.

Common Tasks O Mame Read w\ Delete Append Assign Share

s Add User/Team O E Anthony Kessel... ( O , O O O
X Remove Selected
Iltams

+ Toggle All
Permissions of the
Selected ltems

2] Reset

< D=

6. 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

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

Common Tasks Name Read Write Delete Append Assign Share
j_add&-haﬂaam\ C Anthony Kessel... O O O

O
> Remove Selected >
Items
> Tre——

Permissions of the
Selected ltems
2] Reset

=D - |
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