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Query Builder

The Query Builder tool will 

provide the ability to form 

more complicate queries and 

Save them to reuse.

Go back to Section 4: Query Builder or continue.



Query Builder Panel

Go back to Section 4: Query Builder or continue.

Add

You can add more 

clauses by clicking 

the Add button.

Reset

The Reset button 

will be disabled 

unless you make 

any changes in the 

clause. 

Clause

By default, you 

will get one 

clause (row) to 

form query.

Perform Query

The Perform Query 

button will be 

disabled unless 

you form the 

complete query.

Save Query

You will be able to 

Save a query and 

reuse it later.

Close

Click the X button to 

close query builder 

panel.

Remove

Click the X button to 

remove the clause.

Click Search Tips! for more information.



Find 

To form the query, select the Find field 

value from the dropdown list.

Note: Creator List (Created By) in Query 

Builder will show Active and Inactive Users 

under the Value pick list. You will be able to 

search for the records created by departed 

(inactive) users.



Criteria

Criteria field loads the operators that depend 

on the Find field selection.                                                            

Note: If you didn’t select the Find field value, 

the Criteria field will be disabled. 



Perform Query 

The Perform Query button has been activated. Click it.

Value

The Value field will be a textbox or pick list 

(depends on the Find field selection). Enter / 

Select the value.

Note: If you didn’t select the Criteria field value, 

the Value field will be disabled.

Value Null or Blank

If you leave the field value empty, it assumes you 

want to search for Null or Blank.

For example:

Return any records where the Secondary 

Identifier contains ANY value:

- Find=Category > Criteria= Equal To > RSK

- AND

- Find= Secondary Identifier > Criteria=“Not 

Equal To ” > Value= leave the value blank.



Note: If no records in database mach the search criteria, My Searches 

screen will display “No Data to display”. 

You can update the formed query and repeat search.

My Searches

The system will perform search as per the query values. The Search result 

set will be displayed in the My Searches screen on a separate web page. 



Logical Operator

The Logical Operator control will be disabled for 

the first clause, means by default that the AND 

logical operator is selected.

You will have an option to form the complex 

queries using different Logical Operators. 

Go back to Section 4: Query Builder or continue.



Save Query

If you wish to save a query:

• Click the Save Query button.

Note: 

Ability to "capture" Saved Queries info in one environment and 

"replicate" them into another environment is implemented.



The Save Query window will open. 

• Enter Query Name and Description.

• Assign Grid Layout.

• Click the Save button.

• Confirmation message will be sent.

Template Query and Pre-Selected Query checkboxes will be shown based 

on the user security permissions. 

• Any user with permission will be able to create multiple Template 

Queries.

• You will be able to mark a query as Pre-Selected query. Pre-

Selected query will be automatically opened as a tab when you 

open the Search landing page.

Go back to Section 4: Query Builder or continue.



Default & Saved Queries Tab

To find your queries, open the Default & 

Saved Queries Tab. 

Saved query will be listed there as a 

hyperlink. By clicking it, the 

corresponding search result set will 

display in the My Searches tab show the 

name of the query on the tab .

You will be able to:

• Refresh Saved Queries tab,

• Delete your queries,

• Edit your query, 

• Rename your queries,

• Share queries with other users,

• Copy the query,

• Export query results, or

• Execute query from here.

Checkmark the box and Action buttons 

will appear on the top of Saved Query Tab.

Go back to Section 4: Query Builder or continue.



Checkmark the box and click Delete.

Click Delete and selected query will be deleted.

Confirmation message will be sent.

Delete Query

Go back to Section 4: Query Builder or continue.



Set Default Query

Click the Save button.

Confirmation message will be sent.

By saving a Query from the General 

Search, you can set it as Default.



You can change Default Query settings in the 

corresponding column by checking/unchecking the 

box:

1. You can only set default query which was 

created by yourself from General search.

2. The Default Query checkbox of saved query will 

be disabled those made from Query Builder or 

shared by someone else (refer to the Source 

column).  

Note: When changing Default Query settings, 

Refresh web page for the changes to take an effect. 

If you have an Advanced Search applied, Tina lets 

you know by putting a Filter icon in the search box.

Go back to Section 4: Query Builder or continue.



Sharing Query

You can share your query with other users: 

1. Checkmark the box for the query to be shared.

2. The More button will appear on the top of the 

screen. Select Share Query.

Enter Share with information (user) and click Save.

Go back to Section 4: Query Builder or continue.



By clicking the Search icon, the Search landing page will open, and all your 

Template Queries will display in the separate sub-tabs.

Search Landing Page

Note: Pre-Selected Query tab will automatically open on the Search landing page.



If you have the Search page as a Default Landing Page in your 

settings and log in, the Search landing page will open. All your 

Template Queries will display in the separate sub-tabs.

Go back to Section 4: Query Builder or continue.



Go back to Section 4: Query Builder.

Keyword Search in Query Builder

The Keyword Search option is added under the Find

picklist with two options in the Criteria to search for:

• In Metadata for

• In Metadata & Content for

You can enter keywords in the Value cell as per selected 

criteria.

• When performing a search by using “In 

Metadata for” it will work like a general search.

• When performing a search by using "In 

Metadata & Content for" it will work like 

Metadata and Content search.

You can save the Keyword Search  query as a Template 

Query. Then on the Search Landing page, this will show as 

a textbox with the label “Keyword Search in Metadata for” 

and “Keyword Search in Metadata & Content for”.


