Tips on Advanced Search

Tips on Advanced Search

Plan e What am I searching for?

e Enter the criteria
and display result

Search

e List of
actions

PLAN

Advanced Search requires two major decisions:

m=) 1. What are the criteria that I want to use to filter the data?
==) 2. What type of data do I want to display on the list?

It leads to the next step that follows advanced search, which is: what action, if any, do I want to do to the
results of my search?

Ask yourself these questions:

Where is the data that | will use for the criteria?

* Isitin the contact record?

* Orisitin one or more related tables such as an activity or event participation?

* Does the target of the search have to meet all of my criteria? Or am I looking for any results that
meet some of the criteria?

*  Willl be looking inside an existing group of contacts? Or contacts, activities or contributions with a
specific tag?

* (CanlIreuse a prior search that [ or someone else saved?

What result do | want?

* AmIlooking for individuals? For organizations?

* Am I looking for a list of Activities? Contributions? Event Participation? Memberships?
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SEARCH
You will find the advanced search by going to Search->Advanced Search

The Advanced Search Screen is full of fields to select from and it can be quite intimidating.
Here are some guidelines:

* Notall fields that can be searched are exposed when you first open it. You can expand the dark grey
bar (we sometimes call them accordians) by clicking on the triangle to the left of the title.

Firefox >

(1) Advanced Search | PowerBase Training

Home | Search | Contacts | Contrbutions | Maiings | Events | Memberships | Campaigns | Reports | Administer | Help | Data Entry Logout e

(I) PowerBase Training

Recent ltems Home » CiviCRM » Find Contacts

& witomGrove Advanced Search
& warksherman ~ Search Criteria
¥ _Basic Criteria

Management Complete OR Partial Name & Complete OR Partial Email Search Views @ Display Resutts As @
- default view - E Contacts

Contact Type(s) Group(s) Search Operator & [C] Search n Trash
- select- [~] ‘ - select- AND [~ (deleted contacts)

» Administration

Select Tag(s) AllTags ®

-select- [=] ‘ ‘

@ Exclude () Include by Privacy Option(s) = Preferred Communication Method

m [orR [7] [ Phone [] Email [] Postal Mail [] SMS [7] Fax

[ Email On Hold

Contact Source CMS User? () Yes No (clear) Job Title

Does the contact have a Drupal Account?

Contact D External D Preferred Language
‘ ‘ - selectlanguage - El

» Address Fields

~ Custom Fields

~ Communication Details

Besttime to Contact []Moming  [] Afternoon [] Evening

* The “Basic Criteria” section has some notworthy options that can determine the appearance of your
results as well as some of the content. The “Search views” option lets you pick which contact data
should appear on the search results (this only applies to Contacts search results.) You can change
which record types you see from default view showing contact recordss to seeing event
participation records, or activities or contributions just by selecting the “Display Results as” box as
shown in the next screen shot.
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(l) Advanced Search | PowerBase Training

_ Home | Search = Contacts = Contributions | Maiings | Events | Memberships = Campaigns = Reports | Administer | Help | Data Entry

(l) PowerBase Training

Recent ltems Home » CiviCRM » Find Contacts

Advanced Search )

e Mark Sherman

Management

» Administration

~ Search Criteria

v Basic Criteria

Complete OR Partial Name & Complete OR Partial Email

Search Views ©

Display Results As @

Contributions
Event Participants
Activities
Memberships

Contact Type(s) Group(s) Search Operator &
| -select- |2” ‘ -select- B‘ ﬂ
Select Tag(s) AllTags @
-select- |Z| ‘ ‘

Cases

@ Exclude ® Include by Privacy Option(s) =]

Related Contacts

Preferred Communication Method

[F]Phone [~ Email [] Postal Mail [7] SMS [] Fax
[] Email On Hold

Contact Source CMS User? () Yes (©) No (clear) Job Title
Does the contact have & Drupal Account?

Contact D External ID Preferred Language
] [ ] [—selectlanguage- |ZI

» Address Fields
» Custom Fields
» Activities

» Relationships
» Demographics

» Notes

» Change Log

» Mailings
» Contributions
» Pledges
» Memberships

» Events

Search

OR/AND Options

Advanced Search is designed to narrow your result set as you select more and more critera. This is the idea
that it “ANDs” criteria together so it must have all the criteria to pass the filter. So for example, if you select
that the contact type must be an individual AND that there preferred language must be Spanish, you will get
only Spanish speakers as a result. You can change that, if you like, by switching the “Search Operator” to
“OR”. This will cause the test to be whether the contact is an individual OR speaks Spanish. That’s a
nonsense search as you will get all the individuals and you don’t need the Spanish language test but
hopefully it gives you the idea of how it might work.

That being said, Advanced Search mostly “ANDs” critera together and the more you add criteria, the smaller
the list. In some cases, though, it will “OR” criteria together even if you've selected “AND” as the “Search
Operator.” The next screen gives an example of where this would happen.
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Home | Search | Contacts | Contributions | Maiings = Events | Memberships | Campaigns = Reports | Administer | Help | Data Entry

¥ Constituent Info - Individuals

Constituent Type ~ [] Member [] Constituent

[] Volunteer [] Board Member
[] Activist [~] Donor
[7] Consuttant [ Aty
[T Elected Official [] staff
[¥] Intern [] Media Contact
[] Funder
Check to match ANY; uncheck to match ALL
Other Name
Staff Responsible | - select- E]

Date Started - From wiH|  (Clesr Date Started - From ) To

How Started |- select- [~

v Grassroots Info

Member Status | - select- E

Leadership Level | - select- El

Issues Interest  [] Immigrant Rights [F] Economic Justice
[~] Workers Rights [ Environmental Justice
[] Lead Poisoning [] Computer Lab

[] Transportation Equity  [~] Parks
[] Check to match ANY; uncheck to match ALL

Volunteer Interests  [] Canvassing [] Phone Banking
[ Office/Admin [ Tabling
[F] Event Support
[] Check to match ANY; uncheck to match ALL

Take a look at “Constituent Type.” Say that we’re looking for a list of staff members and interns, so we
check the boxes next to them. If we want to bring up a list of the staff members and the interns, we need to
work with the box labeled “Check to match ANY, uncheck to match ALL”. By checking it, we've asked for
anyone labeled “Staff” OR labeled “Intern”. If we don’t check the box labeled “Check to match ANY, uncheck
to match ALL”, we'll get only those people are who are marked as “Intern” AND “Staff”.

The Tables That are Searchable

PowerBase is an enhanced version of CiviCRM. It has been changed to track more information about
individuals and organizations that is of specific interest to community organizing. Most of these fields are
kept in the “accordion” group called “Custom Fields”. Expand it and you’ll see the “Constituent Info -
Individuals”, “Grassroots Info”, “Demographics”, “Voter Info”, “Media Info” , and “Funder Info”; all of which
apply to individuals. Look further and you'll see similar groups of fields for Organizations: “Constituent

Info - Organizations”, “Organizational Details”, “Media Outlet Info” and so on. “Communications Details”
applies to both organizations and individuals.

All of the custom fields just listed apply to the Contact table, which is designed to have one contact entry for
every person or organization in your database. CiviCRM and PowerBase also include more standard fields
for Contacts, such as “Address Fields” and “Demographics”, which round out the list of field groups that
specifically describe a Contact on a one per one basis. In case you're wondering, it’s easy to add or subtract
fields and their related options to the “Custom Fields”; it's not so easy to do so with many of the standard
fields that are part of the core CiviCRM software.

2012 Progressive Technology Project Powerbase Curriculum

4



Tips on Advanced Search

Searching with Related Tables
There are other tables used in PowerBase and all of them may have more than one entry per organization

» o« » o«

or individual (Contact). These are “Activities”, “Relationships”, “Notes”, “Contributions”, “Memberships”,

“Events” (participation), “Change Log”, “Mailings”, and “Pledges”.

You can unlock the power of your PowerBase by combining search fields from multiple tables. For
instance, you can use the fields in these tables to find people that made donations during a period of time,
or attended a type of event, such as leadership meetings. You can combine those criteria to find which
leaders have attended events AND made a contribution. Or you can find out which of your media contacts
has clicked on the links in your email. This is data mining - looking through all your data to build a picture
of who you are enaged with and then acting on that information.

Action

Once you have your criteria selected, the next step is to hit the “Search” button and see what you get. If
there aren’t any matches, you'll get a message to that effect at the bottom of the screen. If there are
matches, you'll get a list similar to this one:

Home | Search Contacts | Contributions | Maiings = Events | Memberships | Campaigns | Reports | Administer | Help | Data Entry Logout

d) PowerBase Training

Home » CiviCRM » Find Contacts

Recent ltems
8 1o rocrines Advanced Search

& Venicio Rodriguez » Edit Search Criteria

6 Veronica Balciar 515 Contacts Constituent Type = Volunteer ( match ALL ) » Search Builder
& Tomés Aguilar Select Records SRt s (@) Selected records only

@ Chares Jones ~ actions - J
e Niliam Grove
& Mark Sherman

Next = Last => Contact 1-50 of 515 Page| 1 |of 11 e

ABCDEFGHIJKLMNOPQRSTUVW
Management Reset all selections

» Administration 4 Name City State  Postal ~ Country Email

[

Adams, Jacqueline 2352 Coronado Avi Youngstown Ohio 44504 United States abc1299@email.com 330-555-2532 View | Edit more »
Agee, Mary Youngstown Ohio 44511 United States abc1760@email.com -555-299 View more »

Alexander, Joseph dAve Youngstown Ohio 44509 United States abc1648@email.com 330-555-2881 View | Edit more »

1 ) )

Alexander, Scottie E Youngstown Ohio 44510 United States abc911@email.com -555-2 View more »

Youngstown Ohio 44511 United States 46! email.com  330- -169 View C more »
Allen, Rosilee 1216 5Th Ave Youngstown Ohio 44504 United States abc2060@email.com 9 Viev more »
Alt, Ida 250 Tod Ln Youngstown Ohio 44504 United States abc1300@email.com 330- 33 View | Edit more »
Alvarez, Cruz 23 N Montgomery Ave  Youngstown Ohio 44506 United States abc1048@email.com -555-2281 V more »

Anderson, Idella 226 S Jack: S Youngstown Ohio 44506 United States  abc2361@email.com 33 94 Viev more »

0 €0 0 €0 €0 €0 €0 €0 £ £

OooooOoOo

Anderson, John 87 enley Av Youngstown Ohio 44511 United States abc1977@email.com 55-3210 V more »

Note the field with the word “-actions-“ in it. If you click on the triangle next to it, you'll get a dropdown list
of all the things you can do with the records on the list. Whenever you see a list like this, whether you get it
from Advanced Search or some other search, check out the action list, there are lots of things that you can
do from it. See the next screenshot for a partial list.
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(l) Advanced Search | PowerBase Training
_ Home | Search | Contacts | Contributions = Maiings | Events | Memberships | Campaigns | Reports = Administer = Help = Data Entry Logout el

d) PowerBase Training

Recent ltems Home » CiviCRM » Find Contacts

DCOE=S6 e
. The Pretty Good Foundat Advg
A vz > Edit Search Criteria
f knoz Radio 515 Contacts Constituent Type = Volunteer ( match ALL ) » Search Builder
& Holy Shepherd Catholic Select Records: () All51Srecords () Selected records only
& setn snabom Cacions- -] G
-acons-_ B
& siamic Society Add Contacts to Event M —
Next >  Last| Add Contacts to Group Page of 11 [l
& orc ded at least 2 Add Contacts to Household
a A B C D AddContactsto Organization N OPQRSTUV W Y Z Al
_RP Phonebank Campaign S = = = | Update via Profile e R e
Reset all selections Delete Contacts
& Joy Rodriguez Delete Permanently i i
= 4 Name| City State ~ Postal ~ Country Email
8 Cotivn Acame Export Contacts =
catin Acams B § Adams,] Mailing Labels oungstown Ohio 44504 United abc1299@exampl 330-555-2532 View | Edit more »
Map Contacts States
Merge Contacts
Management [[] § Agee g New Smart Group oungstown Ohio 44511  United abc1760@exampl..  330-555-2993 View | Edit more »
» Administration Print PDF Letter for Contacts States
Alexanae] Record Activity for Contacts ngstown Oh 44509 United bc1648@exampl..  330-555-2881 View | Edit mor
B & Aexandg Remove Contacts from Group 4ou gstown Ohio 5 v ited abc1648@examp! 330-555-2 View | Edit more »
Restore Contacts States
= g Alexande| SChEdUIe/SendaMass Mailing oungstown Ohio 44510 United abc911@example. 330-555-2144 View | Edit more »
Send Email to Contacts States
Send SMS to Contacts (=] -
= e Allen, Asuncion 550 W Chalmers Ave  Youngstown Ohio 44511 United abc465@example 330-555-1698 View | Edit more »
States

We're not able to go into all the actions in this document, but there is one that we’d like to highlight - “New
Smart Group”.

If you select “All nnnn records” and “New Smart Group”, PowerBase will remember the criteria of your
search and update the list of contacts with the latest selection the next time you open a group.

When you create the smart group or if you create a static group, make sure you mark the group as “Mailing
List” if you intend to send an email to them.

Action with Other Tables

Let’s say you did a search of your volunteers and you realize that you want to see what events they’ve gone
to. You can change the search results by clicking on the “Edit Search Criteria”, which will take us back to
our original search criteria. Once we are there, we can change the “Display Results As” to “Event
Participants”
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d) Advanced Search | PowerBase Training

Contacts | Contributions | Mailings

Home | Search

(D PowerBase Training

Recent ltems Home » CiviCRM » Find Contacts

Advanced Search

=

The Prett
~ Edit Search Criteria

~ Basic Criteria

WZIDTV

KNOZ Radio

Complete OR Partial Name &

Events

Complete OR Partial Email

Memberships

Campaigns

Tips on Advanced Search

Reports | Administer | Help | Data Entry Logout

Search Views ®@

pherd Cath ‘

Beth Shalom Contact Type(s)

Group(s)

‘ - select- E‘

Islamic Society

-select-

Select Tag(s)

0 ttended at least 2

Al Tags ®

- default view - :

Search Operator &

Display Results As &
Event Participants 7|
™

[C] SeB Tash

(deleted contacts)

-select- B

Exclude () Include by Privacy Option(s) ]

) [or [

_RP Phonebank Campaign

Joy Rodriguez

P P PER e

Caitlyn Adams l -select-

Management Contact Source

» Administration
Contact ID

External ID

CMS User? () Yes (0) No (clear)

Does the contact have & Drupal Account?

Preferred Communication Method
[F] Phone [] Email [] Postal Mail [7] SMS [7] Fax
[] Email On Hold

Job Title

Preferred Language

‘- selectlanguage - El

¥ Custom Fields

» Address Fields

¥ Communication Details

Once we click “Search” again, we now have an entirely different list: all the events that these contacts have

been registered for.

[Firefox v
(D) Advanced Search | PowerBase Training

Home | Search

(l) PowerBase Training

Contacts | Contributions | Mailings

Recent ltems Home » CiviCRM » Find Contacts

Advanced Search

=

881 Results - Event
~ ~ Participants
Holy Shepherd Catholic

Beth Shalom

Islamic Society

Next = Last => Event 1-50 of 881
Participant Event

Morley, Harold 2011 Event 1

fw
f
a
a
a
&
2
@
&

Caitlyn Adams
Mccain, Katrina 2011 Event 1
Management
Murphy, Mary 2011 Event 1
» Administration

Mitulinski, Thomas 2011 Event 1

Robinson, Mildred 2011 Event 1

Dixon, William 2011 Event 1

& € & € £ €

@ AIll881 records

Fee Level

(no fee)
(no fee)
(no fee)
(no fee)
(no fee)

(no fee)

Constituent Type = Volunteer ( match ALL )

® Selected records only

Campaigns

Amount 4 Registered

Administer | Help | Data Ent

Page lIl of 18 el

Event Date(s) Status Role

January 4th, 2011 Attended  Attendee Delete

-January 5th, 2011

January 4th, 2011

January 4th, 2011 January 4th, 2011 No-show Attendee Delete

-January 5th, 2011

January 4th, 2011
-January 5th, 2011

January 4th, 2011 Attended Attendee Delete

January 4th, 2011 Attended Attendee View Delete

-January 5th, 2011

January 4th, 2011

January 4th, 2011 January 4th, 2011 Attended  Attendee Delete

-January 5th, 2011

January 4th, 2011
-January 5th, 2011

January 4th, 2011 Attended Attendee View | Edit Delete
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The actions available are different from those available on a contact list, as they are targeted towards
participant records.

Home | Search Contacts | Contributions = Maiings | Events = Memberships = Campaigns | Reports | Administer | Help Data Entry

Recent ltems Home » CiviCRM » Find Contacts

iy Advanced Search

L The Pretty Good Foundat

8 wzinv » Edit Search Criteria

& oz Rado 881 Results - Event Constituent Type = Volunteer ( match ALL )
-

n Participants

a

Holy Shepherd Catholic

Select Records: All881 records (@) Selected records only

Beth Shalom ——— = N

G. Islamic Society
Batch Update Participants Via Profile N
& orc Attended at least 2 Nefl = | Cancel Igegistration g Page| 1 |of18 -
& oo ) Change Pa(ﬁpipantStatus
—RP Phonebank Campaign Delete Participants Amount 4 Registered Event Date(s) Status  Role
8 oy rodrioues Export Participants -
-0y Rodrigue= ¢ New Smart Group January 4th, 2011 January 4th, 2011 Attended Attendee View Edit Delete
Print Event Name Badges - January 5th, 2011

Send Email to Contacts
T3, Ramma ZUTTEVENU T January 4th, 2011 January 4th, 2011 No-show Attendee Edit | Delete

-January 5th, 2011

@ catyn Adams

Management
Murphy, Mary = (no fee) January4th, 2011 January 4th, 2011  Aftended Aftendee Edit | Delete

» Administration - January 5th, 2011

Mitulinski, Thomas 2011 Event 1 (no fee) January 4th, 2011 January 4th, 2011 Attended Aftendee Edit | Delete
-January 5th, 2011

Robinson, Mildred 2011 Event 1 (no fee) January 4th, 2011 January 4th, 2011 Attended Attendee Edit | Delete
-January 5th, 2011

Dixon, William 2011 Event 1 (no fee) January 4th, 2011 January 4th, 2011 Attended Attendee Edit | Delete
-January 5th, 2011

Participant records are just one type of output, we could also retrieve contribution records or activities or
memberships.
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