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Job Aid: Advanced Search 
 
Description: Use the advanced search tool to search for a Component. 
 
Tasks 
Enter Search Criteria 
 
 Click Learning in the top menu 

bar. 

   

 Click Components in the left 
menu bar. 
 
 

 
   
 Observe Simple Search is 

selected in the top of the content 
frame. 
 
Click Advanced Search. 
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 Toggle the case-sensitivity of the 

search as needed. 
 
Enter simple search criteria that 
you want to include in the search. 
 
Use the drop down list next to the 
criteria fields to choose from: 
• Exact (exact phrase) 
• Any (contains any of the words 

in a comma-delimited list) 
• Contains (contains the word) 
• Starts With (begins with the 

word(s)) 
 
Scroll down to the Advanced 
Search criteria. 

   
 Enter advanced search criteria 

that you want to include in the 
search. 
 
Clicking on select from list links 
will open up searches within the 
current search.   
 
Scroll down to the Custom 
Fields. 
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 The second horizontal rule 
separates the Advanced Search 
criteria from the Custom Fields.   
 
Enter any necessary custom field 
search criteria. 
 
Click the Search button. 

   
 Locate your record in the results. 

 
To refine your search, click the 
Search tab.  The Search tab will 
return you to the Search page 
and the original criteria you 
entered. 
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