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Welcome to the Creating Searches module. In this module you will
learn how to create, save, and manage searches, and set up a
default search to appear each time you logon to ERS.
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ERS gives you the ability to search the effort reporting database
using various filtering devices to create search criteria. The results
of your search can be saved, printed or shared.

You can run your search at any time and ERS will produce a Report
List based on your search criteria.

Each Report List shows a list Effort Reports that matched your
search criteria.

Searches can be created and used one time or can be saved to be
used for future reporting periods as well.
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functionality to
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To create a new
Saved Search, click
on the Create
New... button.
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ERS takes you to
the Edit Saved
Search: <New
Search> screen
where you can
specify your search
criteria.

UNIVERSITY of CALIFORNIA

Effort Reporting System User: GRAGYRU DONN (333520544 | Accourt Settings | Sign-Out

+ Retumn o Report List

EDIT SAVED SEARCH : <NEW SEARCH>
Display Reports for:
Peaple Departments Projects Funds

FILTER PEOPLE BY:

] MameiEmployee ID containg ar equals
[ Person's Home Depatirment name or number contains nrequal5| |

L] Person s Principal Investigatar (Pl

FILTERED RESULTS LIST: alect Al | SEARCH COLLECTION:
Click one or more people to add them to the collection: Click an Bem o remove i from the collection:

AADS PIOLLJAIN (722621 516)
It OF C INFO RESOURCES & COMM (S14000)

ASVI MARVE MER.IME (738583078)
PATHOLOGY AND LAB MEDICINE (152500)

ABAR LASLEA M (120837554)
MEDICINE-DEPT ADMIMISTRATION (156500)

D
D
D
ABARHIRT MECYLA KORZAR (938652794) '
D
4

0 people In callection

PSYCHOLOGY (B87500)

ABARLALI THARASI L (638533294)
FINAMCE & INFORMATION hihLGEME (401 5000

. ABARTYWSHKE TEMYTHU L. (338170223)
SOCIAL SCCOMPUTING (121000)




You can create, edit
and save searches

UNIVERSITY of CALIFORNIA

by Peo p | e, Effort Reporting System User: GRAGYRLU DOMN (333520644 | Account Settings | Sigr-Out
Departments’ + Return 16 Report List
Proj ects, or Funds. EDIT SAVED SEARCH: <NEW SEARCH >
Display Reports for:
A custom “filteri ng” GOVIC  Departmenis  Projects Funds

option is provided for | |fEp———"
each search '
category to help you
specify search

criteria QUICkly and L] Person s Principal Investigatar (Pl

easily. 0000000000000 [

FILTERED RESULTS LIST:

] MameiEmployee ID containg ar equals

[ Person's Home Depatirment name or number contains or equals | |

Click one or more people to add them to the collection: Click an Bem o remove i from the collection:

AADS PIOLLJAIN (722621 516)
It OF C INFO RESOURCES & COMM (S14000)

ASVI MARVE MER.IME (738583078)
PATHOLOGY AND LAB MEDICINE (152500)

ABAR LASLEA M (120837554)
MEDICINE-DEPT ADMIMISTRATION (156500)

D
D
D
ABARHIRT MECYLA KORZAR (938652794) '
D
4

PSYCHOLOGY (B87500)

ABARLALI THARASI L (638533294)
FINAMCE & INFORMATION hihLGEME (401 5000

. ABARTYWSHKE TEMYTHU L. (338170223)
SOCIAL SCCOMPUTING (121000)




The Filter by People
looks like this:

Click the appropriate
box and/or type in
the information to
specify search
criteria using the
employee name or
ID; the employee’s
home department;
or by identifying the
Person as a
Principal
Investigator (PI).

UNIVERSITY of CALIFORNIA

Effort Reporting System User: GRAGYRU DOMN (333520644) | Accourt Settings | Sian-Out

+ Retumn o Report List

EDIT SAVED SEARCH : <NEW SEARCH>

Display Reports for:

Departments

Peaple Projects Funds

FILTER PEOPLE BY: |

] MameiEmployee ID containg ar equals

[ Person's Home Depatirment name or number contains or equals | |

L] Person s Principal Investigatar (Pl

FILTERED RESULTS LIST:
Click one or more people to add them to the collection:

AADS PIOLLJAIN (722621 516)
It OF C INFO RESOURCES & COMM (S14000)

ASVI MARVE MER.IME (738583078)
PATHOLOGY AND LAB MEDICINE (152500)

ABAR LASLEA M (120837554)
MEDICINE-DEPT ADMIMISTRATION (156500)

ABARHIRT MECYLA KORZAR (938652794)

D
D
D
PSYCHOLOGY (087500) 4
4
4

ABARLALI THARASI L (638533294)
FINAMCE & INFORMATION hihLGEME (401 5000

. ABARTYWSHKE TEMYTHU L. (338170223)
SOCIAL SCCOMPUTING (121000)




You can filter with
the People selection
by using a
combination of
checkboxes and the
results will be
matched based on
all the filter criteria
specified. For
example: to select
by Principal
Investigator, click
the name/employee
ID box and enter the
name or ID and also
click the Person is
Principal
Investigator box.

UNIVERSITY of CALIFORNIA

Effort Reporting System

+ Retumn o Report List

EDIT SAVED SEARCH : <NEW SEARCH>

Display Reports for:

Peaple Departments Projects Funds

FILTER PEOPLE BY:

User: GRAGYRU DONN (333520644) | Accourt Settings | Sign-Out

If Mame/Employee |D contains or equals |

[ Person's Home Depatirment name or number contains or equals | |

L] Person s Principal Investigatar (Pl

FILTERED RESULTS LIST:
Click one or more people to add them to the collection:

AADS PIOLLJAIN (722621 516)
It OF C INFO RESOURCES & COMM (S14000)

ASVI MARVE MER.IME (738583078)
PATHOLOGY AND LAB MEDICINE (152500)

ABAR LASLEA M (120837554)
MEDICINE-DEPT ADMIMISTRATION (156500)

ABARHIRT MECYLA KORZAR (938652794)
PSYCHOLOGY (B87500)

ABARLALI THARASI L (638533294)
FINAMCE & INFORMATION hihLGEME (401 5000

| ABARTYWASKE TEMYTHL L. (3381 70224)

SOCIAL SCI COMPUTIMNG (121000)




The Filter by
Departments looks

like this: Effort Reporting System User: GRAGYRL DONN (333520644) | ,
+ Return o Report List

UNIVERSITY of CALIFORNIA

EDIT SAVED SEARCH : <NEW SEARCH>

Display Reports for:

People Departments Projects Funds

FILTER DEPARTMENT:

Choose department type: | Home Department v

F] Department name or number containg or equals

FILTERED S LIST sRCH COLLECTION:
Click one or more departments to add them to the colleclion:

ACAD GERIATRICS RES PRGR
3.20:300

ACADEMIC ADVANCEMEMNT FROGRAM
052300

ACADEMIC PERSONMEL
331200

ACADEMIC PERSONMEL
gE&000

ACADEMIC PLAMMING & BUDGET
313500

ACADEMIC SEMATE
535000

ACADEMIC TECHNOLODGY SERVICES
220000

Click an Rem to remove i from the collection:

0 deparfdments in collection

b dh 4B 4h 4h 4B 4h 4




To use the
department filter,
select a department
type e.g.: Home
Department,
Account
Department or
Fund Department.

UNIVERSITY of CALIFORNIA

Effort Reporting System User: GRAGYRU DONN (333520544 | Accourt Settings | Sign-Out

+ Retumn o Report List

EDIT SAVED SEARCH : <NEW SEARCH>

Display Reports for:

People Departments Projects Funds

FILTER DEPARTMENTS BY:

Choose department type: | Home Department

F] Department name or number containg or equals

FILTERED RESULTS LIST: Select A sRCH COLLECTION:
Click one or more departments to add them to the colleclion: Click an Rem to remove i from the collection:

ACAD GERIATRICS RES PRGR
3.20:300

ACADEMIC ADVANCEMEMNT FROGRAM
052300

ACADEMIC PERSONMEL
331200

4
4
4
ACADEMIC PERSONMEL ’
4
4
D

0 deparfdments in collection

gE&000

ACADEMIC PLAMMING & BUDGET
313500

ACADEMIC SEMATE
535000

ACADEMIC TECHNOLODGY SERVICES
220000




Then enter a key
word, letters or
numbers that you
know the
department you are
searching for
contains or equals.

In this example, med
was entered and
ERS selected all
departments (only
one in this case) that
matched the search
criteria. If more than
one appears, select
the appropriate ones
by clicking the blue
wedge.

UNIVERSITY of CALIFORNIA

Effort Reporting System

+ Retumn o Report List

EDIT SAVED SEARCH : <NEW SEARCH>

Display Reports for:

People

Departments Projects Funds

FILTER DEPARTMENTS BY:

User: GRAGYRU DOMN (333320544 | Accourt Settings | Sign-COut

Choose departrment type: | Fund Depatment

EDapadmerﬂ name or number containg or equals

Upds=te Filter |

FILTERED RESULTS LIST:
Click one or more departments to add them to the colleclion:

ACAD GERIATRICS RES PRGR
3.20:300

ACADEMIC ADVANCEMEMNT FROGRAM
052300

ACADEMIC PERSONMEL
331200

ACADEMIC PERSONMEL
gE&000

ACADEMIC PLAMMING & BUDGET
313500

ACADEMIC SEMATE
535000

ACADEMIC TECHNOLODGY SERVICES
220000

Salect Al

SEARCH COLLECTION: R mowe Al

Click an Rem to remove i from the collection:

0 deparfdments in collection

b dh 4B 4h 4h 4B 4h 4




The filter by
Projects looks like
this:
You can filter
projects by entering
a
Project ID
Project Title

Sponsor Award #

UNIVERSITY of CALIFORNIA

Effort Reporting System

+ Retumn o Report List

EDIT SAVED SEARCH : <NEW SEARCH>
Display Reports for:
Departments Funds

People Projects

FILTER PROJECTS BY:

User: GRAGYRU DOMN (333320544 | Accourt Settings | Sign-COut

L] Sponsored Praject ID contains

F Spoansored Project Mame contains or equals

[ sponsor Award # contains

FILTERED RESULTS LIST:
Click one or mare projects to add them to the colection:

4-441450005-79597 (Sponsor Award # RSG-02-083-01-

LIB )
ACS(CA DIV)RSG-02083-01 REITER12/02 25

4-241 33605-5T630 (Sponsor Award #: 13362 )
ABTMHS 15562 SCHHELLE 0806 2624

4-621932-57728 (Sponsor Award # FY0D4.108.001 )
COLORADCDHHAS 108001 EEIFEL &05 21 .50

4-44132WIF-297 38 (Sponsar Award # RAS LD
AID35040)
FDP-NIH DETELS AISS040 305 53.50%

4-241350MHB-297 38 (Sponsor Avward # RAS U0
AlD350407

v vVe wv wWw

SEARCH COLLECTION: | R=move Al

Click an @em to remoye i from the collection:

0 projects in collection




The filter by Funds
looks like this:

You can filter funds
by:

Full Accounting
Unit (FAU)

Fund Title

UNIVERSITY of CALIFORNIA

Effort Reporting System
+ Relum o Repor List

EDITSAVED SEARCH : SNEW SEARCH >
Display Reports for:

People Departments Projects Funils

FILTER FUNDS BY:

! FAU contains orequals

User: GRAGYRL DONN (333520644) | Accourt

: Fund Title contains or equals

FILTERED RESULTS LIST:
Click one or more furds to sdd them to the colection:

4441450J35(79597|0] (PATHOLOGY AND LAB
MEDICIMNE MIROLOGY )
ACS(CA DIVRSG-02083-01 REITER12/02 25

4441450J5(79597|3] (PATHOLOGY AND LAB
MEDICIMNE MIROLOGY )
ACS(CA DNYIRSG-02083-01 REITER1 2002 25

4441450J879597[6] (FATHOLOGY AMD LAB
MEDICIME JUROLOGY )
ACE(CA DV)RSG-02083-01 REITERT 2002 25

44413364557 630(0] (MEDICIME-GERIATRICS )
ABTHHS 13562 SCHMELLE D66 26%

4441336J5|5T630(2] (MEDICIME-GERIATRICS )
ABTHHS 13562 SCHMELLE 0606 26%

4441336J5|57 630|3] (MEDICIME-GERIATRICS )

-l

4h 4b JE J JE 4

SEaRCH COLLECTION:
Click an Bam to remove & from the collection:

[ Ramowva Al

0 funds In collection
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The system does not limit the results returned on the list to that
which you have permission to view.

However, if you are not authorized to view the information you
specified in your search, you will not be able to access the results
on the report you have created.
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Decide if you are searching by people, department, project or
fund and click on the appropriate tab.

Enter your search criteria in the Filter By panel and click the
Update Filter button. The system will display a list of matching
entries from the database.

Select the item(s) from the filtered results list to move them to the
search criteria collection. The criteria in the collection will be
saved and used to find matching effort reports.

Run the search by clicking the View button, or save the search by
clicking the save button.

Review/edit the search.

The next several slides illustrate each step doing a department
search.




Click on the
Departments tab.

UNIVERSITY of CALIFORNIA

Effort Reporting System User: GRAGYRU DONN (333520844) |

+ Retumn o Report List

EDIT SAVED SEARCH : <NEW SEARCH>

Display Reports for:
People Departments Projects Funils

L] FALU contains ar equals

] Fund Title contains or equals

FILTERED RESULTS LIST:
Click one or more funds to sdd them to the colection: Click an Rem to remove i from the collection:
4441450J5)79597)0] (PATHOLOGY AND LAB

MEDICINE JUROLOGY )
ACS(CA DIVIRSG-02083.01 REITER1 2/02 25

4441450J5|79597|3] (PATHOLOGY AND LAB
MEDICIME IUROLOGY )
ACS(CA DNVRSG-02083-01 REITER1 2/02 25

4441450579597 (6] (FATHOLOGY AMD LAB ’
h

MEDICIME MIRDLOGY )
ACSICA DNRSG-02083-01 REITER] 2002 25

4441336J5|5T630|0] MEDICIME-GERIATRICS )
ABTMHHS 13562 SCHMELLE DB/06 26%

4441336JE]57630|2] (MEDICINE-GERIATRICS )
ABTMHS 13562 SCHMELLE 06/06 26%

4441336J5157 630]3] (MEDICINE-GERIATRICS )




Enter Filter By
criteria, e.g.,:

Department type:
Home Department

Department
name or number
contains: “en”

Click the Update
Filter button.

UNIVERSITY of CALIFORNIA

Effort Reporting System

+ Retumn o Report List

EDIT SAVED SEARCH : <NEW SEARCH>
Display Reports for:

People Departments Projects Funds

User: GRAGYRU DOMN (333320544 | A

court Settings | Sian-Cut

FILTER DEF:

Choose departrment type: | Fund Depatrment
Home Department

#ccount Department
Fund Depadment

[l Department name or

SEARCH COLLECTION:

Upds=te Filter |

FILTERED RESULTS LIST:
Click one or more departments to add them to the colleclion:

ACADEMIC ADVANCEMENT PROGRAM
052300

ACADEMIC SEMATE
335000

AMERICAM INDLAN STUDIES CENTER
2043500

ANDERSOMN GRAD SCH OF MAMAGEMEM
030000

ASIAN AMERICAMN STUDIES CEMNTER
206000

ATMOSFHERIC AND OCEANIC SCIEMC
036500

BIOEMNGINEERING DEFPARTMEMNT
012500




ERS lists results of

the search in the
Fl |tered ReS u ItS Effort Reporting System User: GRAGYRL DOMN (333520844) | Accourt Setings | Sign-Cut

UNIVERSITY of CALIFORNIA

LiSt + Returmn fo Repori List
EDIT SAVED SEARCH : <NEW SEARCH >

Note that the results ~ Psplav Reports for:

Contaln departments People Departinems Projects Funds
with the letters "en"
in the department Choose depatmenttype:| Home Department |+
name. _ _
¥ Department name or number contains or equals [EN
FILTERED RESULTS LIST: Salect Al | SEARCH COLLECTION: | Remove All
Click one or more departments to add them to the collection: Click an Rem to remave & from the collection
ACADEMIC ADVANCEMEMT PROGRAM ’ -
Hoed warrments in collaction
ACADEMIC SENATE ’
535000
AMERICAM IMDLIAN STUDIES CENTER ’
204500
ANDERSON GRAD SCH OF MANAGEMEMN ’
030000
ASIAN AMERICAM STUDIES CENTER '
208000
ATMOSPHERIC AND QCEAMIC SCIENC '
D9ES00
BIOEMNGINEERING DEPARTMEMNT ’
01 2500




Select items you

. . UNIVERSITY of CALIFORNIA
wish to appear in

your SearCh USing Effort Reporting System User: GRAGYRU DOMM (333520644) | Account Settings | Sign-Cut
one Of two methOdS' + Return to Report List
EDiT SavED SEARCH : <MNEW SE:
Click the Select el Raparts for:
A” button to get People Departiments Projects Funds
all results, or
Choose department type: | Home Deparment  w
Click the blue .
[+] Department name or number contains or equals |EN
wedge

R . T

an entry to add | FILTERED RESULTS LIST: Select Al |

|nd|V|duaI |tems Click are or more department s to add them to the colaction: Click an tem bo remowe it from the collection:
ACADEMIC ADVANCEMENT PROGRAM

to your search 052300

CO”eCtion, ACADEMIC SEMATE
535000

AMERICAM INDIAN STUDIES CENTER
204500

ANDERSON GRAD SCH OF MANAGEMEN
030000

ASIAN AMERICAN STUDIES CENTER
205000

ATMOSPHERIC AND OCEANIC SCIENC
035500

BIOEMNGINEERING DEPARTMEMNT
| 012500

| SEARCH COLLECTION Remowve Al |

0 departments in callection

vyvVvwVvwVvwvwww




ERS moves
whatever you
selected from the
Filtered Results
List into the Search
Collections
“bucket”.

UNIVERSITY of CALIFORNIA

Effort Reporting System User: GRAGYRU DOMM (333520644 | Account Settings | Sin-Out

+ Return to Report List

EDIT SAYED SEARCH : <NEW SEARCHS>

Display Reports for:

People Departiments Projects Funds

Choose department type; | Home Depanment

Departrmant name or number containg or aquals |Er'l |

SEasRCH COLLECTION

Remowe Al

Click one or more department = to add tham to the colection: Click an itemn to remawe it from the collection:
ACADEMIC ADYANCEMENT PROGRAM ‘ ACADEMIC ADVANCEMENT PROGRAM
052300 052300

ACADEMIC SEMATE ‘ ACADEMIC SEMATE

535000 535000

AMERICAM INDIAM STUDIES CEMNTER ’ ‘ ATMOSPHERIC AMD OCEANIC SCIENC
204500 096300

AMDERSON GRAD SCH OF MANAGEMEN ’ ‘ BIOEMGINEERING DEFARTMEMNT
030000 012500

ASIAN AMERICAMN STUDIES CENTER ’ 4 departments in collection.
208000

ATMOSPHERIC AND QCEAMIC SCIENC

095500

BIOEMGINEERING DEPARTMEMNT

012500

BOTANICAL GARDENS b



You may remove
entries as follows:

Click the Remove
All button to
remove all entries;
or

Click a blue wedge
associated with an
entry to remove
individual items.

+ Refum fo Report List

EniTSavED SEARCH ! €NEW SCARCH >

Display Reports for:

People Departments Projects Funds

FILTER DEFARTMENTS EY:

Choose department type: | Home Department |+

[¥] Department name or number containg or egquals |0

FILTERED RESULTS LIST: Select Al | SEARCH COLLECTION:

Click one or more departmants to add them to the collection: Click an Bem o remove i from the collection:

ACADEMIC ADVAMCEMERT PROGR Al q ACADEMIC ADNVANCEMENT PROGRAM

0s2300 0s2300

ACADEMIC SEMATE q ACADEMIC SEMNATE

500 535000

AMERICAN IMDLAN STUDIES CENTER ’ q ATMOSPHERIC AND QCEAMIC SCIENC

204500 DEBS00

AMDERSON GRAD SCH OF MAMAGEMEM ’, q BIOEMNGINEERIMNG DEPARTMEMNT

0=0000 012500

ASIAN AMERICAM STUDIES CENTER ’ 4 depariments in collection
206000 - -
ATMOSPHERIC AND OCEANIC SCIENT | SAVE... | RS
0a6500

BIOEMGINEERING DEPARTMEMT

01 2500

BOTAMICAL GARDEMS

082000

CAMPLS MAINTEMAMCE
42300

b db 4




m Departments Projects

R D

Review the saved
search.

Choose department type: | Home Department |+

If it meets your ] Department name or number contains or equals [En
expectations, either
view the results by

FILTERED RESULTS LIST Select Al | SEARCH COLLECTION: | R e All

CIICkIng the Vlew Click one or more departments to add them to the collection: Click an #=m to remove & from the collection

button or save the ACADEMIC ADVANCEMEMNT PROGRAM ACADEMIC ADVANCEMENT PROGRAM

search by clicking S 4 o
ACADEMIC SEMATE ‘ ACADEMIC SEMNATE
the Save button 535000 535000

AMERICAM INDLAN STUDIES CENTER ATMOSPHERIC AND OCEANIC SCIENC
204500 DE6500

ANDERSON GRAD SCH OF MANAGEMEN BIOEMGINEERING DEPARTMENT
030000 01 2500

ASIAN AMERICAN STUDIES CENTER
206000

ATMOSPHERIC AND OCEANIC SCIENC [save... | saveas...|[vew.. |

(9ES00

BIDEMGINEERIMNG DEFARTMEMT
{1 2500

| BOTANICAL GARDENS
052000

CAMPLS MAINTENAMCE
42300

CAMCER PREVENTION & CNTRL RESE
191600

CAREER CENTER
S06000

CEMTFR FOR 17TH & 1RTH CFMNTLIRY

4 depariments in collaction

v v

4h b 4h 4h 4




Departments Projects Funds

If you click save, a
dialogue bOX | FILTER DEFARTMENTS BY:
appears reques“ng Choose department type:
that you name your
search.
W O Flease enter a name faryour search;
Enter a name that R ] = [EN List
has meaning to ACADEMIC ADVANCEMENT FROG [ Display report list after saving ENT PROGRAM
052300
y ACADEMIC SENATE [ cancer [l save |
535000
Click the “Display | AMERICAN INDIAN STUDIES CENTER ', § ATMOSPHERIC AND OCEANIC SCIENC
report list after B SR G ) S I =
P ina” box if ANDERSON GRAD SCH OF MANAGEMEN ’ BIDENGINEERING DEPARTMEMNT
saving oxX 1T you | p3oooo - b 012500
wish to see your ?gﬁ AMERICAN STUDIES CENTER ’ tdevarments n solletion
displayed report. ATMOSPHERIC AND OCEANIC SCIENG B [ save... | savens... | vew... |
CIESD0 &
Click the Save ;IEGEII—;F;JGINEERING DEPARTMERT E
button to save. Or BOTANICAL GARDENS ’
click the Cancel kit
CAMPUS MAINTENANCE ’
button to cancel. 242500
CANCER PREVENTION & CNTRL RESE ’
191600
CAREER CENTER '
| SOB000
CENTER FOR 17TH & 1ATH CENTURY [




The “En” list has
been saved and is

UNIVERSITY of CALIFORNIA

now disp|ayed as Effort Reporting System User: GRAGYRU DOMN (333520644) | Accourt Settings | Sinn-Out
“En LiSt". + Returmn o Repor List
JGE SAVED SEARCHES
Nane Default | Created by Last Modified
ElP Ad-hoc guery 0143012006
GRAGYRL
lity Effort Reports @
B iy Effort Reports 0] DONN 01425/2005
. : GRAGYRL
: -~
E| My Projects @) DOMN 0172512008
BB E | coreTeam O BRAGYRU | g5107/2006
DOMM
B B[ | costsharng O G?‘ggﬁ” 02/07/2006
[ ElEdL] EM List O Giﬁggﬁu 02/07/2006
Other Saved Search Options
When entering ERS, display my default search as defined above ®
Whan entering ERS, display the Search page O

YWhen entering ERS, display the the search results from my last session, £

A

CREATE NEW SEARCH...

copyright 2005 - 2008, The Regents of the Liniversity of Califomnia, All rights reserved.




Once you create and
save a search, you
have the option of
editing, sharing or
deleting the Saved
Search.

UNIVERSITY of CALIFORNIA

Effort Reporting System : GRAGYRL DOMN (333520844) | Accourt Settings | Sign-Cut

+ Refurn fo Report List

WGE SAVED SEARC

Name Default | Createdby | Last Modified
ElE, Ad-hot guery 01430/20086
: GRAGYRL
Ity Effiort Reports @
E Wy Effigrt R 0| DONN 01/25/2006
. -~ GRAGYRL
E My Projects O DONN 0142512006
BEEE | CoeTeam O | SR nuorn006
(& @ | costSharin O CRAGYRU 02072006
E E". L-051 ohiarnng L Dok
E B8 [# | EnList O GREE:SU 02/07/2006
Ciher Saved Search Options
Wihen entering ERS, dizplay my default search as defined aboye @
When entering ERS, display the Search page. O

When entering ERS, display the the search results from my last session. O

CREATE NEW SEARCH...

copyright 2005 - 2006, The Regents of the University of Califormia, All rights reserved




Click this icon to

edit your previously
saved search. Effort Reporting System User: GRAGYRU DOMN (333520644) | Accourt Settings | Sin-Out

UNIVERSITY of CALIFORNIA

+ Retumn o Report List

JGE SAVED SEARCHES

Nane Default | Created by Last Modified
ElPyg Ad-hoc guery 0143042006
GRAGYRU
Ity Effiort Reports &
B hly Effiort Reports ) T 01§25/2006
. : GRAGYRU
. ~
E| My Projects O DOMN 01/25/2006
BEEE  coeTeam O G%”‘&TS“ 020712006
2 BB  costsSharng o GRAGYRU | gon7/2006
DO
E| @I‘E EM List O Giﬁggﬁu 02/07/2006
Cher SLEE '.t E?ﬂi?,mnf.ﬁ
When entering ERS, display my default search as defined above ®
When entering ERS, display the Search page @)

YWhen entering ERS, display the the search results from my last session, £

A

CREATE NEW SEARCH...

copyright 2005 - 2008, The Regents of the Liniversity of Califomnia, All rights reserved.




ERS retrieves the
Saved Search

UNIVERSITY of CALIFORNIA

User: GRAGYRU DOMM (333520644 | Account Settings | Sian-Out

original criteria. You Effort Reporting System
may edit, save and #+ Retum 1o Manadge Saved Searches
view. EDITSAVED SEARCH: ENLIST
Display Reports for:
People Crepartments ] Projects | Funds

FILTER DEPARTMENTS BY:

Department type: Home Depatment

| Department name or numbear containg or equals

Chick one or morg depatments 1o add them 1o the collecton:

ACAD GERIATRICS RES PRGR

G20500

ACADEMIC ADVANCEMEMT PROGRAM
52300

ACADEMIC PERSOMNMEL
331200

ACADEMIC PERSONMNEL
54000

ACADEMIC PLANMING & BUDGET
381500

ACADEMIC SEMATE

S35000

ACADEMIC TECHNOLOGY SERVICES
Z20000

ARCH COLLEC

Chck &n em to remove R from the collection:

‘ ACADEMIC ADVANCEMENT PROGRAM
052300

‘ ACADEMIC SEMATE
535000

‘ ATMOSPHERIC AND OCEAMNIC SCIENC
036500

BIOEMGINEERING DEPARTMENT
01 2500

4 deparments in collection.




Click this icon to

share your UNIVERSITY of CALIFORNIA
reviously saved Effort Reporting System User: GRAGYRL DONN (333520644) | Accourt
P y
search. + Retumn fo Report List
Naime Default | Created by Last Modified
ElEy #id-hoc guery 01/30/2006
GRAGYRL
# )
Ij My Effort Reports {: . DOMNN 01425/2006
) GRAGYRL
s ']
g My Project 0 DONN 01/25/2006
E| Core Team o | e | 02070
B B2 2 | costShanng o | SRAGYRU T gan7r2006
DOrMM
BEFRE | enust O G%ﬁm” 02/07/2006
Other Saved hare Sated search -
When entering ERS, display my default search as defined above ®
When entering ERS, display the Search page. O

L

When entaring ERS, display the the search results from rmy last session, 0

| CREATE NEW SEARCH... |

copyright 2005 - 2006, The Regents ofthe University of California, All rights




Sharing Saved Searches

ERS connects with &, No Recipient, Sending ERS Shared Search |___||_E”3|
your email program 1% cnones w|weiv [P BB 2 @@ 7| (] & Sed |

and generates an [1a|B 1 U s®-m|E = = |# & |

email. Enter the To:

email address of the From: Deborah Mikkel <Deborah, Nikkel@ucop. edu=

e e ) Subject: Sending ERS Shared Search
individual with whom Ce:

you wish to share Bece:
the saved search; Attached:
write an additional

message, if desired To add this search to your list of Saved Searches, click this link:
and then send. hitp:MMocalhost: B0B0VEfortFepording/subscribe ToSearch. do

GRAGYRLU DONM has sent you a shared search from the Effort Reporting System.

[ o Recipient, se... QI.IAI.EGMM




Sharing Saved Searches

If you receive a "z No Recipient, Sending ERS Shared Search

shared search email | & 1% <nanes v | e v | |QP|% B2 oM
and want to use the il viiA B I U 2 - TT ||T
saved search, click To:

- i From: Deborah Mikkel <Deborah Mikkeli@ucop. edu=
the link in the Subject: Sending ERS Shared Search

message. You will Cor
be taken to ERS and Bee:
will have to logon if Attached:

you are not already

Iogged on. To adl:l this search to your list of Saved Searches, click this link:
. artRenating/subsenbe losearch do

GRAGYRLU DOMM has sent you a shared search from the Effort Reponting System.

| 95 llo Recipient, Se...




University of California Effort Reporting System

When you accept the search, it will be added to your personal list of
searches which is visible on the Manage Saved Searches page.

The person who sent you the search remains its owner. They can
modify the search and you will automatically receive their changes
with no action needed on your part.

You may use the search as you would any other search that you
created and saved yourself. However, if you attempt to edit a search
which was shared with you, you will be given a private copy of that
search and will no longer be linked to the original search that was
sent to you.




Click this icon to
delete your
previously saved
search.

If you delete a
search that was
shared with you, you
are deleting only
your subscription to
that search. You will
not be able to delete
the search from its
owner or from any
other users of that
search.

UNIVERSITY of CALIFORNIA

Effort Reporting System User: GRAGYRLU DOMY (333520644) | Account Settings | Skan-Out

+ Return to Report List

| MANAGE SAVED SEARCHES

Hame
B E? Ad-hot query
B My Effort Reports
E Wy Projects

B B E & | core Team
E B E & | costSharing
B &2 3] | EnList
Other Saved Search Options
When entering ERS, display my default search as defined above,

YWhen entering ERS, dizplay the Search page.

¥when entering ERS, display the the search resulis from my last session

copyright 2005 - 2006, The Regents of the University of California, All rights reserved.

Defaun

®

O
O

O

ol®

2]

Createdby  Last Modified

GRAGYRL
Dordrd
GRAGYRL
Dordr
GRAGYRL
Do
GRAGYRL
Do

GRAGYRLU
DMK

03002006

0142572006

012572006

02072006

02072006

Q2072006

' CREATE NEW SEARCH...




You can work with
report lists and
Saved SearCheS Effort Reporting System User: GRAGYRU DOMY (333520644) | Accourt Setings | Sign-Out
using the tools in the ErFoRrT REPORT LIST

highlighted section. Display Saved Search: | My Proecs Manage Searches... || Create New.

UNIVERSITY of CALIFORNIA

15T FOR: My Pr
Period ~ For LastModified | Status
El[EF Winter 04/05 1112 Academics AEGORAM FARMINDAZ IRINTZI (338610243) E’EWDDE' Oper-Reopenad
E”? Winter 04105 1112 Academics .CLIHK,INDHHW{EBHEHEH} .213.’33”':'”5' .Dpen
El[EF Winter 04/05 1112 Academics CYWGELLBORTYN ¥ (T33252545) 512.’33"2':”]5' Opan
.@@ Winter 04/05 1112 Academics .KDHN_'I'I-IWIE{*IEIEEMEEIEI} .EA‘EEHHDI]E- .Dpen
EJE7 Winter 0405 11112 Acaemics | KRODUSZMIRGIRAT | (534356308) 'az.rgarznns- | open
EJE7 Winter 04105 1112 Academics | MEGOALINTYNEY HYRICEY (838637770) D2RO008 | certifediadustReqd
EJ[E7 Winter 04105 1112 Academics | MILDYNIDY,RETI RIGOAL (138660204) DRA00E- - gpen
El@' Winter 04/05 1112 Academics .F'ARLHIN,DAEYHIHG(EIS#-WHSE"I} .Ef_'u”m':”:'ﬁ' .Dpen
El@‘ Wintar 04/05 1112 Academics .SCHOSTAH,MIHKI{533553588} -&EFEBDEIDE- .Dpan
ElEF Winter 04/05 11/12 Academics SONDYNG (BI8615T73) 312.’33"2'3']5' Open

Display [ENNRG reports per page B4 4 displaying 11010 (10 total) & =1




Display Saved
Search: when you
click on the drop
down menu ERS WI” Display Saved Search:] by Froects

Effort Reporting System User: GRAGYRU DOMY

EFFORT REFORT LIST

Ad-hoc query
display a _Iist of all of My Effo Regars
your preVIOUSIy RerorTLIST FOR: My P EE;‘T;E&D [ Export List | |Send List | |Print List
saved searches. EN List Last Modified | Status
ElEr winter 040511112 Atademics | AEGORAM FARMINDAZ |RINTZ| (938610243) ﬂ;’g”ma' Open-Reopened
E' Winter 04/05 11412 Academics .CLIHH,INDRF'.W(534334E:‘I 5) .EEEH?DUE' .Dpen
.Q@- Wintar 04/05 11112 Academics .GWGELLEGHWHHHMEZEW .EEEMDDE- 'Dpen
El[EF Yvinter 04/0511/12 Academics KOHMN, THYMIS (134894609) 312!'331'2005- Open
BB Winter 04/05 11412 Academics KRODUSZ MIRGIRAT | (534356 208) &z.rgarznnﬁ- Open
EI@' Wintsr 04105 1112 Acadsmics | MEGOALINTYNEY HYRICEY (638637770) .322_‘35”””5' | CetfieddiustReqa
E)S7 Winter040S 1112 Academics | wILDYNIDY,RETI RIGOAL (138660204) .Ef_‘ﬂﬂm'm' | open
E]Er winter 04/05 11412 Academics IPAF{LHIN,DAB‘I‘RIHG(EI34E1 9561) Jnarange- | open
EIE’ Winter 04/05 11/12 Academics ISCHDSTAH,MIRKI(533553588} .Ef_'g:”?':":'a' .Dpen
.@@ Winter 04/05 11412 Academics .SDN,D‘r'NG (B36615773) 0210312006 - 'Dpen

vl.0
Display reporis per page a1 to10 {10 total s il

copyright 2005 - 2006, The Regents of the University of California, All rights reserved.




When you click on
the Manage
Searches... button Effort Reporting System User: GRAGYRU DOMNN (I33520644) | Accourt Settings | Sign-Out
ERS will take you to EFFORTRE

the Manage Saved

UNIVERSITY of CALIFORNIA

Display Saved Search:

EM List Manage Senfbes... [ Create Naw... |

SearCheS sgreen Reporting Periods: & Al O Salect | ‘Winter 04/05 1112 Academics  w
where you will see a
. d 5 H Export List Send List Print List
list of your |Export List | [Send List | [Prirt List |

. F Last Modified  Stat
previously saved peroa~ [ Last Modified  Status
searches. Z|E7 Summer 04/05 11412 Academics | 50 HOE (038501 366) 511.?'31:'[”:'5- Exception/Overdue

ZI[F Winter D4/05 812 Academics HIMISIKE, TYSHEKIZO (534322296) E:IE'I]Q””DE' Open/Overdue
5 Winter 04705 11112 Academics BEGGARSTIFF, MYRGIN SHIUNA (534896 6806) EEISM']DE' Open
=7 Winter D4/05 11712 Academics BIRKAU BREIN (838193753) 51215134’2006- Open
=|= 7 Winter 04105 11712 Academics BYODYOREDES ITHINISEYS (334301040) 512‘33‘2””5' Open
=|[=7 Winter D4/05 11112 Academics | BYRTNEK,JICYB (334470231) PERs008 | open
|- winter 0405 11012 Acadernics CHAN DINME (334806388) EEISBIEUDE- Open
Z|E7 Winter 04/05 11712 Acadernics CHAN UYNG (238544779) DEISBIIUDE- Open
LA
== Winter 04/05 11712 Academics CHEAN |E-CHE (938643824) EEFD']DE' Open
== Winter 04705 111 2 Academnics CHILLCHRESTENI G. (338645858) EEIEIB”']DE' Open
E|[F7 Winter 04705 11712 Academics CHYE, HUY-JECK (034090686) 22{9312005 " | open




Here is the list of
previously saved

UNIVERSITY of CALIFORNIA

searches for this Effort Reporting System User: GRAGYRL DOMY (333520644) | Account Setiings | Sian-Out
user. Note that the + Return to Report List
four reports listed MANAGE SAVED SEARCHES
are the same reports Name Default | Createdby  Last Modified
that appeared onthe  EE? Ad-hoc query _ | | 01/30/2006
drop down menu on B My Effort Reports ® GHDAS?JSU T
the Display List.
play B My Projects e G%’fﬁﬁ“ 01252006
B B2 8| core Team e | 020772006
B B2 B | costsharing O R 020772006
1l e GRAGYRL
E B7 5 & | enList O ) 02/07/2006
Other Saved Search Options
YWhen entering ERS, display my default search as defined above. ®
When entering ERS, display the Search page, O
When entaring ERS, display the the search rasulis from my last session. ]

CREATE NEW SEARCH...

copyright 2005 - 2006, The Regents of the University of California, All rights resened.




University of California Effort Reporting System

ERS provides the option of specifying what Saved Search will
appear, by default, when you logon.

Setting the default report involves a simple process:
Click on the Manage Searches button.

Select the Saved Search report list you wish to appear when you
logon.

Click the button associated with your selection in the Default
column.

Let’s look at each step in more detalil.




Step 1. From the

Effort Report List UNIVERSITY of CALIFORNIA

screen, click on the Effort Reporting System User: GRAGYRLU DONN (333520644) | Account Seftings | Si
Manage Searches

button to go to the Display Saved Search: [

Manage Saved

Reporting Periods: & a4 O Select: v
Searches screen.

RerPORTLIST FOR: ENLIST @ @ @ .
For Last Modified ~ Status |
= 57 Summer 0405 11112 Academics | 50 HOE (038501 266) DIIRA008 - Exceptionioverdue
=|[EF Winter 04/05 9112 Academics .HIMISIKE,T‘r‘EHEKIZO (534327796) .5113':'913':'”5' .Opemﬂverdue
7 Winter 04/05 11712 Academics -HEGGARETlFF,WRGlNEHlumtﬁamaﬁanﬁj-ﬁ]wmua' -Dpen
=¢ Winter 0405 1171 2 Academics .Emmulﬂgﬂmammaﬁaj '&2.13312005- Open
= [F7 Winter 04/05 11712 Acadermics BYODYOREDES,ITHIMISEYS (234391940) azlrgmnma- Opeh
= |57 Winter 04/05 1112 Academics . BYRTNEK JICYE (334479231 .312.{33"2']“5' | Open
= |=7 Winter 04/05 1112 Academics CHAN, DINNE {334806386) EEIBWEDIJE- Open
— =7 Winter 04/05 1112 Academics CHAN UYNG (238544779) 312.!33"2':'“5' Open
= o7 Winter 04105 11712 Academics CHEAN,|E-CHE (938643824) 313.4’33?'305- Open
= [7 Winter 04105 11712 Academics CHILL,CHRESTENI G. (338645859) fﬁ'mmﬁ' Open
=[5/ Winter 04105 11712 Academics | CHYE HUY-JECK (034030666) 02032006~ | o




Previously saved
searches are listed

UNIVERSITY of CALIFORNIA

in the top half of the Effort Reporting System User: GRAG'YRL DOMN (333520644) | Account Settings | Skyn-Out
screen. For eaCh + Return to Report List
Search, ERS ShOWS ManAGE SAYED SEARCHES
a hame, who Hame Detault | Created by Last Modified
created it and when EJEg Ad-hoc query 01/30/2006
it was last modified. B Wy Effort Reports ® G%’Eﬁgﬁ“ 017252006
GRAGYRU :
i Pri i)
E My Projects SO 012512006
B B [E & | coreTeam e GRAGYRU | 120712006
DONN
E E? 3 & | costSharing ®) GRAGYRU | 550712006
DONN
E B & | EnList O GRAGYRU | 05712006
- DONN
Other Saved Search Options
When entering ERE, display my default search as defined above, (O]
YWhen antaring ERS, display the Search page, O

¥when entering ERS, display the the search results from my last session ]

. CREATE NEW SEARCH...

copyright 2005 - 2006, The Regents of the University of California, All rights reserved.




Other Saved

Search Options are UNIVERSITY of CALIFORNIA

|iSt€d in the |OW€I’ Effort Reporting System User: GRAGYRU DOMM (333520644) | Account Settings | Sign-Out
half Of the screen. + Retumn fo Report List
When entering ERS ManaGE SAVED SEARCHES
you have the Opt|on Hame Default Created nf Last Modified
to display: ElPy Ad-hoc query 01/30/2006
E My Effort Reports @ | S 0152008
;M%( dec]icaut:t I'St" as E| My Prajects c GE‘E%TU 0142512006
efined anove
: . GRAGYRU
(i.e., your EE 5 & |core Team C DONN 02/07/2006
previously saved AEM@ @ |costsharing s G%%im” 02/07/2006
search) ElE4di: EN List e GE‘E&]‘E” 02/07/2006
The SearCh page Other Saved Search Options
When entering ERS, display my default search as defined above. ]
“The search When entering ERS, display the Search page. (@
results from my When enlering ERS, display the the search results from my last session. '

last session.”

copyright 2005 - 2008, The Regents of the Universty of Calitornia, All rights reserved.




Step 2: Select the
Saved Search you
wish to appear when
you logon.

Choose one of your
previously saved
searches or select
one of the options
provided in the
Other Saved
Search Options
section.

UNIVERSITY of CALIFORNIA

Effort Reporting System FRU DOMK (333520644) | Aco

+ Retum fo Report List

ManaGE SavED SEARCHES

Hame Default Created by Last Modified
ElE Ad-hot query 01/30/2006
GRAGYRL
" : g *
E Wy Effort Repor (O DORNN 014252006
) GRAGYRL
E Wy Projects . DONN 01425/2006
Bl [® | core Team o ST | ozo72006
S |costSharing o CEEY | o000
B E @ |enLst | GRAGYRU | goinzi2006
e DOMM
Other Saved Search Options
YWhen entering ERS, display my default search as definad above f"%
When entaring ERS, display the Search paga, ||"‘
YWhen entaring ERS, display the the search results from my last session 1"‘

CREATE HEW SEARCH...

copyright 2005 - 2008, The Regents of the University of California, All rights reserved.




Step 3: To set the
default search, click
the field associated
with that Saved
Search in the
Default column. In
this example the
Core Team search
was selected.

UNIVERSITY of CALIFORNIA

Effort Reporting System FRU DOMK (333520644) | Aco

+ Retum fo Report List

ManaGE SavED SEARCHES

Hame Default Created by Last Modified
ElE Ad-hot query 01/30/2006
GRAGYRL
" : g *
E Wy Effort Repor (O DORNN 014252006
) GRAGYRL
E Wy Projects . DONN 01425/2006
Bl [® | core Team | “Saan | oworz006
S |costSharing o CEEY | o000
B E @ |enLst | GRAGYRU | goinzi2006
e DOMM
Other Saved Search Options
YWhen entering ERS, display my default search as defined above. s
When entaring ERS, display the Search paga, I
When entaring ERS, display the the search results from my last session. i

CREATE HEW SEARCH...

copyright 2005 - 2008, The Regents of the University of California, All rights reserved.




When you select a
previously saved

UNIVERSITY of CALIFORNIA

search as your Effort Reporting System User: GRAGYRU DOMNM (333520644) | SAccount Settings | Sign-Out
defaU|t SearCh ERS + Return to Manage Saved Searches
automatica”y | ManaGE SAVED SEARCHES
populates the default e Default Createdby  Last Modified
field in the “Other & Adhoc query 01/30/2008
Saved Search B hiy Effort Reporis © G'Eﬁmu 0142572006
Options” that says B My Projects @ | SRASYU T aisi00s
“When enterin
ERS, disploymy | DZBE |contem o | oo | canmaon
default search as ElEdi: Cost Sharing o GRD%CF:"EU 02/07/2006
defined above. BE @@ |EnList s GRD%%"EU 02/0712006
Other Saved Search Options

When entering ERS, display my default search a5 defined abhove. ol

When entering ERS, display the Search page. C

When entering ERS, display the the search results fram my last sesslon. T

CREATE HEW SEARCH...

copyright 2005 - 2006, The Regents of the University of Calitarnia, All rights reserved.




The next time you
logon ERS will take
you to your default
Saved Search
Report List.

That list will appear
at all subsequent
logons until the
default Saved
Search is changed.

UNIVERSITY of CALIFORNIA

Effort Reporting System User: GRAGYRU DONK (333520644 | Account Setfings | Sign-Cut

EFFORT REPORT LIST

Display Saved Search: | Core Team

ReFoORTLIST FOR: GORE TEAW

For LastModified  Status

Q1 04/05 - Non-academics AADS PIOLIJAIMN (T3IBE21516) 011172006 -%1.2 | Mot Reguired
Display |EQJEE| reports per page splaying 1 o1 (1 total) & @4

copyright 2005 - 2008, The Regents of the Universty of Calitarnia, All rights reserved.




When you specify
filtering criteria for a
search and you click
the View button
ERS automatically
performs the search
and saves it as an
Ad hoc query.

UNIVERSITY of CALIFORNIA

Effort Reporting System User: System Administrator | Account Seftings | System Administration | Sign-Out
+ Retumn to Repod List

EDITSAVED SEARCH : SNEW SEARCH>

Display Reports for:

People Departments Prn'iacls Funds

I Sponsored Project ID mntains|

I”} Sponsored Project Name contains or equals |

I sponsor Award # contains |

FILTERED RESULTS LIST:

Click one or more projects to add them to the colection:

4-4414500)5-TA597 (Sponsor Award #
RSG-02-083-01-LI8 )
ACS(CA DIVIRSG-02083.01 REITER] 202 25

4-4413360)5-57630 (Sponsor Award # 13562 )
ABT/HHS 13562 SCHHELLE D5/06 26%

4-6219320-57 729 (Sponsor Award # Fy04.108.001 )
COLORADO/DHHES 102001 REIFEL &/05 21.50

- 4-441 F290F- 29738 (Sponsor Award # RAS U0
Al035040 )
FDP.NIH DETELS AI35040 305 53 500

4-441350HB-297 38 (Sponsor Award # RAS LIDT

b
4
b
D

o




the last Viewed UNIVERSITY of CALIFORNIA

search you did. You Effort Reporting System User: System Administrator | Account Settings | System Administration | Sign-Cug
can use your most EfroRT REFORT LIST
recent Ad hoc query | create Naw.. |
as your d_efault Reporting Periods: ™ Al © Select | Winter 04/05 11712 Academics  »|
Report List or you
Ca.n re_run It anytlme * IR k3 OR: e ' Export List Sand List Frirt List
by clicking on your — ror Last Modiied  Status
Manage EI[E winter 04/05 11512 Academics FIHAL JYHM L {23087 4223) 02/03/2006 -v1.0  Exception

: [ JIMEASYM-KIRMNYDEN BATH D
Searches... button ElE? winter 04/05 11412 Academics 733005855) 02/03/2006-v1.0 | Open
and selecting Ad Display S| reports per page B4 4 displaying 1 1o 2 (2 total) s 0
hoc query on your copyright 2005 - 2008, The Regents of the University of California, All ights ressrved.

Manage Saved
Searches List.

hetpffucopd10007 uoo paadu: 3020/ EfforReporting fn zn sgeReporlsts do




University of California Effort Reporting System

This concludes the Creating Searches module. In this module, you
learned how to:

Create new searches using filtering options by people,
department, fund and project.

View, save, display and manage saved searches.
Edit, share, delete and print saved searches.

Set up your default report list.
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