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Searches in IDEA ALM are performed by the advanced search engine dtSearch, customized 
for work with the IDEA ALM databases. 
 
Searches are performed by selecting the Search section from the main menu, or by selecting 

the Search icon  from the main toolbar. 
 
There are three search methods in the Search module: Basic, Advanced and Extended. 
Searches may also be performed by running previous queries that were saved.  
 
 

Use one search string to search for one or more values in a number 
of fields. Use parts of words, operators, linguistic search functions, 
and one Boolean operator on all the defined fields. 

Basic Search 

Use one search string in each field to search for one or more 
values in a number of fields. Use parts of words, operators, 
linguistic search functions, and one Boolean operator on all the 
defined fields. 

 

Advanced Search 

Use one or more search strings in each field to search for one or 
more values in a number of fields. In addition to parts of words, 
operators and linguistic search functions for each field, use 
numeric operators (>, =<, etc) on field values, and Boolean 
operators on all fields. 

Extended Search 

Save queries for reuse. Queries saved at the system administrator 
level can be run by all users. Queries saved at the user level can be 
run only by the specific user. Available for all three search 
methods. 

Saved Queries 

 
 
In addition to the Search module, basic searches can be run on every list with built-in 
queries. 
 
The first part of this chapter explains how to use the basic built-in query when working in 
lists. 
 
The second part of this chapter presents a step by step explanation of the search process, 
including how each step is performed in the Basic, Advanced and Extended searches.  
 
The third part gives in depth details about the elements of the search query, including 
operators, linguistic search functions, sorting, and other search capabilities. The section ends 
with a comparison of search functions. 
 
The next section deals with the display of the search results, including the search evaluation 
and preview; the search results list; displaying pictures; displaying and updating items from 
the search list; and printing and exporting the search results list. 
 
The final section explains how to save queries and how to run saved queries. 
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Querying a List 
 

Basic Query  

The basic query enables a search on any list.  From a list, select the Query icon  from 
the secondary toolbar. The Query window will be displayed. The query is defined by entering 
various search values in the displayed fields. 
 
The queries are run directly on the database, and not through the dtSearch engine, thus 
providing a fast search that is however limited to certain fields and accurate words, with no 
linguistic functions or search operators. 
 
The fields in the Query window will vary according to the list from which the query was 
invoked. For example, the query fields for the Items list will be different from the query 
fields for the Users list. 
 
The Query window can also be invoked from within any list simply by typing the first 
character/s of the search value. The search value will be entered in the field by which the list 
is sorted. In other words, when the Items list is sorted according to the Title field, typing “a” 
from the Items list will invoke the Query screen with the letter "a" in the Title field. Typing a 
number from the Items list will invoke the Query screen with the number in the Item ID 
field. 
 
In the following example, a query is defined on the Items list to return all items beginning 
with “da” in the title. This will return results such as “David” and “Da Vinci Leonardo 
Literature Works”. 
 

 
 
Note: Adding % in front of the inserted value will retrieve all titles containing this word 
regardless their location in the title.  
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For example, entering %art will return titles like “Art in America” as well as “Changing the 
essence: the art of creating fundamental change in organizations” or “The cocktail party: a 
comedy”. 
 
In the following example, a query is defined on the Users list, on the User ID field. 
 

 
 
If the query does not yield results a message will be displayed: 
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Confirm by selecting OK. The Query window will be displayed with the last search criteria, in 
order to facilitate modifying the query. 
 
Select Cancel to clear and exit the screen without running the query.  
 
Click Clear Query to delete all the lines in the query. 

 
Advanced Query 
The advanced query enables an advanced search on any list, using search operators and 

search conditions. From any list, select the Adv. Query icon  from the secondary 
toolbar. The Query window will be displayed. This window is actually a guided building of an 
SQL query, querying the fields on the list. 

 
 

Parenthesis If the query has more than one condition each sentence in the query 
must have parenthesis. 

Field Name The field that will be searched 

OP Search operators =, <, <=, >=, >, is not, like, is 

Search Value The search string 

Cond. Boolean operators And, Or that determine the relation between the 
search sentences when more than one sentence is used. 

 
In the following example, a query is defined on the Items list to return all items with  
A title containing art, where the item type (template) is Art Book and the item ID numbers 
that are larger or equal to 100 and smaller or equal to 250. 
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Select OK to run the query after filling in the search fields. 
 
Select Cancel to exit the screen without running the query. When clicking the Adv. Query 
icon again, the last query entered will be displayed again as long as the query was invoked 
from the same list. 
 
Select Add to add another line to the query. Selecting a condition at the end of a line will 
also add a new line. 
 
Select Delete to delete the last line of the query. When a field in a line is highlighted, 
selecting Delete will delete the whole line. 
 
Click Clear Query to delete all the lines in the query. 
 
Note: In the advanced query, if no records were found, the list and not the Adv. Query 
screen will be displayed. Selecting the Adv. Query icon again will display the query run 
earlier with no results. 
 

 
The Search Process – Using the dtSearch engine 

 

Selecting the Databank 
After selecting the Search section from the main menu, the system will either immediately 
display the search window or display a prompt window for selecting the ‘hosting’ databank.  
 
After entering the search window, the databanks can be changed by clicking the D. Banks 
button at the right lower corner. Mark the check box next to the chosen databanks and click 
the OK button. Use Mark All or Unmark All to select or unselect all databanks. 
 
Note: See the Administration chapter for details about determining the default databanks 
that will be used in the search and their search order. 
 

Creating the Search Query 
After the databanks are selected, the search window is displayed. 
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Determine the Search Type  
Determine the type of search by selecting one of the three search tabs: Basic Search, 
Advanced Search or Extended Search. 
 
The Saved Query tab is used to run predefined searches. See the Saved Search Queries 
section below. 
 
Note: See the Administration chapter for details on defining each databank’s default search 
type. 
 

Determine the Search Fields 
Select the fields that will be searched. In the Basic Search this is done by marking the check 
box next to the desired fields. In the Advanced Search this is done by entering search values 
in the desired fields. In the Extended Search this is done by inserting a line for each field. 
 
Note: The fields that are available in the Extended search tab are defined in the databank 
notebook’s Extended tab. In order to access this tab, select the Administration section from 
the main menu. Select the Databanks option. Select the relevant databank. The databank 
notebook will be displayed in the Databanks – Edit window.  
 

Define the Search String  
The search string is the value that will be searched for. It can contain whole words, parts of 
words, wildcards and operators such as and, or, with. 
 
In the Basic search, type the search string in the Search Value box. This value will be 
searched for in all fields. In the Extended and Advanced searches, type in a value for each 

search field or select the  button and select the value from a list. 
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Define the Linguistic Search Function  
Linguistic search functions are used to search for words that are linguistically related to the 
word in the search string. This saves the need to enter manually all the possible forms of the 
word that is being searched. 
 
In the Basic search, select the function by marking the relevant checkbox at the bottom of 
the tab. In the Extended and Advanced searches select each field’s function from the 
Functions drop down menu. 
 
See the Linguistic Search Functions section below for more details. 
 

Determine the Operators 
In addition to the operators that can be entered in the search string, the operators And, Or, 
and Not can be used to define a complex search of different fields. 
 
In the Basic search, the operator will be executed on the search value for all of the marked 
fields. Select And, Or, or Not from the Condition drop down menu at the bottom left of the 
screen. 
 
In the Advanced search, the operator will be executed on each of the search values that 
were entered for different fields. Select And, Or, or Not from the Condition drop down 
menu at the bottom left of the screen. 
 
In the Extended search, the operator will be executed on the line in which it was entered. 
Select And, Or, or Not from the Condition drop down menu at the right of the line. 
 

Determine the Sorting Order 
The sorting order is set in the same way for all three  search methods. Determine whether 
the search order will be according to relevancy or according to a specific field by selecting 
the Relevancy entry or a field from the Sort left drop down menu at the bottom left of the 
screen.  
 
Determine whether the results order will be ascending or descending by selecting the order 
from the Sort right drop down menu at the bottom left of the screen. 
 

Define the Results Display Language 
In multilingual systems, determine the display language from the drop down menu at the 
upper right of the screen. 
 

Determine if Images will be Displayed 
The picture display is set the same way for all three search methods. If there are images 
attached to the items, mark the Picture Preview checkbox at the bottom left of the window 
to see the search results as an album. 
 

Save the Search Query for Reuse 
Queries are saved the same way for all three search methods. Save the query for reuse by 
selecting the Save button and filling in the Saved Queries form that is displayed. See the 
Saved Search Queries section below for more details. 
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Evaluating, Running and Viewing the Search 
All the operations in this section are the same for all three search methods. 
 

Evaluate the Search 
Before running the search, it is possible to receive an evaluation of the search results by 
clicking the Evaluation button at the bottom of the search tab. The number of items found 
for each of the defined search fields will be listed.  
 

Run the Search 
To run the search, click the Search button. 
 

View the Search Preview Screen 
The Search preview screen is shown before the search results are displayed, and displays a 
summary of the findings. 
 

View the Search Results List 
Once the search has been defined and the Search button is clicked, the search is performed. 
The Search preview screen is shown before the search results are displayed. Click the OK 
button from the Search preview screen to display the search results. The Search results list 
will be displayed. See the Displaying the Search Results section below for more details. 

 

The Search Query 
 

The Search String 
The search string is the value or values that are entered in the Search Value field. For 
example: "computer* and (communication or internet)". The search string can contain 
whole words or parts of words, and operators. 

 
Operators 
The search string may contain operators such as or, and, not, w(with). Writing the queries in 
dtSearch is similar to spoken language. The operators are written in the interface language, 
and the bracketing elements used are ordinary parentheses. 
 
or 
This is a Boolean operator. The result will contain all the items that include the search field’s 
first value or the search field’s second value. Example: A or B 
. 
 
 
not 
This is a unary operator, meaning that it operates on one value only, the one immediately 
following. The result will contain all the items that do not include the value. Example: not A. 
 
or not 
This is a Boolean operator. It operates on the preceding and following values, and is a 
combination of or with not. The operators are used as in English: A or not B. 
 
and not 
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This is a Boolean operator. It operates on the preceding and following values, and is a 
combination of and with not. The operators are used as in English: A and not B. 
 
and 
This is a Boolean operator. The result will contain all the items that include both the search 
field’s first value and the search field’s second value. Example: A and B. 
 
 
pre, pre/n This is proximity operator defines the maximum distance between the two words 
that are being searched. pre generates results in which the first word occurs before the 
second. If no distance is defined, the distance used is one word. For example, A pre B finds A 
B.  A pre/2 B finds A C B and A B, but not B A or A C D B.  
 
(with), w/n 
This proximity operator defines the maximum distance between the two words that are 
being searched. with contains pre, but also generates results where the first word is after 
the second, provided they are within the specified distance. If no distance is defined, the 
distance used is one word. For example, A with B finds A B and B A.  A w/2 B finds A C B, A 
B, B C A and B A but not A C D B or B C D A. 
 
~~ 
This is a range operator, which conducts the search over a range of values. For example, to 
find the items numbered 1 to 9, search for 1~~9 (the 1 is written first, even in languages that 
are written from right to left).  The digits must be written continuously, without spaces.  
Caution: an excessively wide search may take a long time! 
 
? 
This wildcard operator replaces one character (excluding 0). For example, f?r will return far, 
fir, fur, etc. The wildcard may be placed anywhere in a word. However, words that start with 
a wildcard lead to a very slow search.  It is advisable to avoid such searches, and use 
linguistic functions instead.   
 
* 
This wildcard operator replaces one character or more (excluding 0). For example, f*r will 
return far, fir, fur, four, father,  etc. The wildcard may be placed anywhere in a word. 
However, words that start with a wildcard lead to a very slow search.  It is advisable to avoid 
such searches, and use linguistic functions instead.   
 
Notes: 

1. When searching for words that are also operators, such as not, the word or the 
sentence must be delimited with quotation marks. For example: to find an item 
containing the sentence One but not two, search as follows: One but “not” two, or 
“One but not two”. Searching without quotation marks would not have found the 
item, since the word not would have been identified as an operator, and logically 
the item would not have fulfilled the query. 

 
2. Phrases – As long as an operator was not written between two consecutive words, 

they are regarded as a phrase, and the only items returned would be those that 
contain them in the order in which they were written. In other words, searching for 
A B C will find items containing the phrase A B C, but not those that contain A, B and 
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C separately. 
 

3. It is not possible to search for characters that are not the following: letters, 
numbers, _, @. All other characters, except for the operators described above (“~~ 
() * ?), are regarded as spaces. For example, U.S.A will be regarded as U S A). 

 
4.  Single and double quotes are removed completely when written in the middle of a 

word. For example it's is converted automatically to its during indexation. 
 

5. Noise words - The dtSearch search engine defines certain words as noise words. 
These words are not indexed. They are removed from the search string and are 
regarded as spaces. Therefore, they cannot be searched for separately. The noise 
words are: 

 

about each into over they will 

after even its said this with 

also for just same those would 

and from like she through you 

another further made should thus your  

any furthermore many since to  

are get might some too  

because got more still under  

been had moreover such very  

before has most take was  

being have much than way  

between her must that well  

but here never the were  

came him not their what  

can himself now them when  

cdata how only then where  

come however or there which  

could I our therefore while  

did indeed out these who  

 
Noise words can be indexed as regular words using the Administration section’s 
Creating Textual Index option. This option opens the Create dtsearch Index window. 
Select the More Options button, enter your key, mark  
 
the Index Noise Words checkbox and select OK. The change will only take affect the 
next time you run a full index build.  

 
It is recommended to consult IDEA ALM support before making any changes to the 
indexing process and definitions. 

 
Linguistic Search Functions 
These functions are used to search for words that are linguistically related to the word in the 
search string. This saves needing to manually enter all the possible forms of the word that is 
being searched.  
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In the Basic search, select the linguistic function by marking the relevant checkbox at the 
bottom of the tab. In the Extended and Advanced searches select each field’s linguistic 
function from the Function drop down menu. 
 
The available linguistic search functions are: 
 
Literal 
The most basic function: No search extension.  Returns the items whose search value 
appears in the search field, whether as a single word or as a word within a string.  For 
example, searching for the word Museum also returns Museum of Glass History or Public 
Museum. Search time: normal. 
 
Exact 
The search returns only the items whose value in the searched field is identical to the search 
value. For example, searching for the word Museum in the subject field returns only the 
items whose subject is Museum, and not those whose subject is Museum of Modern Art. 
Similarly, searching for Archive will not return City Archive. Search time: normal. 
 
Note:  When using the Exact function, it is not possible to use operators within the function 
(other than wildcards). In other words, searching one or two will not return one or two, but 
only the complete term one or two.   

 
Begins With 
The search returns only items that start with the exact search value. For example, searching 
for Museum returns Museum of Modern Art, but not Modern Art Museum. Search time: 
normal. 
 
Notes:  

1. Similarly to the Exact function, it is not possible to use operators within the function 
(other than wildcards).  

2. The function searches for whole words, unless a wildcard was used. In other words, 
searching for head will not return header, since these are different words.   

3. This function can be used to return all the items in which there is any value in the 
required field, by searching for * only (this is the only function that allows such a 
search).  Caution!  An excessively wide search may take a long time! 
 

Etymological Root 
The search returns all the words that have the same lexical stem as the search value, in all 
the possible inflections (a lexical stem is a combination of a root and a construction: 
uniform and unified do not have the same lexical stem, but loyal and disloyalty do).  The 
function is the main substitute for searches that contain the asterisk wildcard at the start 
of a word or at its end.  Search time: normal. 

 
Synonyms 
The search returns all the synonyms of the search values, using the dictionary that was set 
up in the database and defined for the required field.  Search time: normal. 

 
Phonetic 
In English, the function searches by the conventional soundex algorithm, which returns all 
the similar-sounding words, sometimes a very large number.  The search time may be long. 
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In Hebrew, the function replaces similar-sounding letters (tet and tav, etc.), but does not 
delete or add letters.   
 
Note: an excessively wide search may take a long time! 
 

Sorting 
The default option for sorting the search results is relevancy, which is the fastest sorting 
criterion. The search can also be sorted by field, by selecting a field from the Sort left drop 
down menu at the bottom left of the screen. The definition of the fields included in the Sort 
menu takes place before setting up the word index.   
 
The results are sorted before their display. In other words, the search time is the same, and 
the delay is noticed after the interim Search window is displayed, and before the list of items 
is displayed. The sorting time depends on the number of items returned, and is usually 
negligible when this number is not large. 
 
Sorting can be performed in ascending or descending order. Selecting the order from the 
Sort right drop down menu at the bottom left of the screen. 
 

Other Search Capabilities 
 
Global Search 
This option appears in the Basic search tab as a normal search field. The search is performed 
on all of the fields. In the Extended and Advanced search modes, searching for one search 
value on all fields can be combined with searching for other values in specific fields. The 
global search is filtered by the databanks list. 
 
All the linguistic functions, except Exact and Begins With can be used. The search time is 
normal, although the number of results may be relatively large. 
 
Searching Attached Documents 
This option appears in the search tab as the search field Multimedia. The search is 
performed on the documents linked to IDEA ALM items, and returns the relevant items. The 
search is performed on most commonly used document types. 
 
It is not possible to use the linguistic functions Exact, Begins With and Synonyms. The search 
time depends on the number of relevant documents, and may be long.   
 
This search capability is not available as a default option, and can be obtained for an 
additional charge. 
 
Searching By Period 
If the Periods tab was defined in the item template, the search returns all items where some 
overlap is found between the range of years defined in the search value and the range of 
years defined in the item. 
 
Searching on a range of years can only be done in the Extended and Advanced search 
methods. 
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The period field (of the range) can only be used once in a search, whereas other fields can be 
duplicated. 

 
 

Search Function Comparison 
 

Function 
Sample 
search 

Finds And not 
No. of results 
(compared 
with Literal) 

Search time 

Exact Museum Museum 
Public 
Museum 

Smaller Normal 

Begins With Archive 
Archive and 
Museum 

City Archive Smaller 
Slightly 
longer than 
normal 

Literal Uniform 
Large and 
uniform 

Uniformity - Normal 

Etymological 
Root 

Uniform uniformity 
Unified Larger 

Normal (for 
the number 
of replies) Sleep Slept 

Synonyms Dog Hound 
Dig, 
Hounded 

Larger 
Normal (for 
the number 
of replies) 

Phonetic  Turkey Thrace  Larger Long in 
English 

Approximate Button 
Buttom, 
Buthon, But3on 

Buttons Larger 
Long, 
sometimes 
very long 

* 
123*___ 12345 0123 Larger Long 

*123___ 2234523123 1234 Larger Very long 

 

Displaying the Search Results 
 
Evaluating the Search Results 
Before approving the search, it is possible to receive an evaluation of the search results by 
selecting the Evaluation at the bottom of the search tab. The number of items found for 
each of the defined search fields will be listed. 
 

Displaying Pictures 
if picture files are linked to items, the search result display can be selected to be Photo 
Album by marking the Picture Preview checkbox at the bottom of the search tab. 

 
The Search Results Preview Window 
Once the search has been defined and the Search button is selected, the search is 
performed. A Search preview screen is shown before the search results are displayed.  
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This screen displays a summary of the findings; a list of the fields in which the search was 
performed or the values found suitable for searching; the number of items found; the batch 
size; and the words that were included in the search. 
 
Next to each word, the number of its occurrences in the index as a whole (that is, in all the 
databanks) is shown. If a word occurs several times in the same item, each occurrence is 
counted separately. The information is obtained from index statistics, which does not 
require additional search time, and is intended to supply additional information associated 
with the search. In order to minimize the results of the search query that will be displayed, 
remove the mark from the checkboxes that are next to words that are not relevant for the 
search. Words removed from the search are subjected to the and not condition, that is the 
items containing them will not be returned. 
 
Notes: 

1. When using linguistic functions, the word list may be inaccurate.  
2. The Search preview window can be cancelled. Select the Configuration File option 

from the Administration section. Go to the dts_index definition and set parameter 
17. It is recommended to consult IDEA ALM support before making changes to the 
configuration file 

 

The Search Results List 
Once the search has been defined and the Search button is selected, the search is 
performed. The Search results preview window is shown before the search results are 
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displayed. The search results that match the search conditions are displayed after the OK 
button is selected from the Search preview screen.  
 

 
 
This Search results list is a list in every respect. Items can be selected from the list in order to 
display or update the item notebook. 
 

Displaying an Item 

To view an item from the Search results list, highlight it and select the Display icon  
from the secondary toolbar or double click on the item. 
 
The item notebook will be opened for viewing (see the Cataloging chapter for a complete 
explanation of the item notebook). 
 
Notes:  

1. In multilingual systems it is possible to determine the display language from the 
drop down menu at the upper right of the item notebook. 

 
2. The tabs and fields that will be displayed in the item notebook here are defined in 

the template’s Search Display tab. See the Administration chapter for complete 
details.  

 
Additional information about the item can be viewed by highlighting the item from the 

Search results list and selecting the Data Window icon  from the secondary 
toolbar.  
 
Note: The information displayed in the Data Window is determined by the DW for Info field 
in the General tab of the Databanks window. This window is accessible from the 
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Administration section’s Databanks option. Select the General Databank entry from the 
Databanks list. 
 

Updating an Item 
To update the item from the Search results list, highlight it and select the Update icon 

 from the secondary toolbar. The item notebook will be opened for viewing and 
cataloging (see the Cataloging chapter for a complete explanation of the item notebook). 
.  
Note: The tabs and fields that will be displayed in the item notebook here are defined in the 
template’s Search Display tab. See the Administration chapter for complete details.  
 

Determining the Display Style (List / Picture) 
The Search results list can be displayed in list format or picture format. Select the Image 

Display  icon from the secondary toolbar to toggle between the formats. 
 
Note: The display format of the Search results list can vary, depending on the databank. See 
the Administration chapter for complete details about determining the display format.  
 

Printing the Search Results 
The Search results list can be printed. The items will be printed with all the fields that are 
displayed on the list, including the fields that are only seen when scrolling to the left or to 
the right.  

Make sure the Search results list is the active window. Select the Print icon  from the 
secondary toolbar. The Print window will be displayed.  
 
Mark the Print Preview checkbox in order to preview the printout.  
 
Mark the Print Window Rows Only checkbox in order to print only the rows that are 
displayed in the current window. 
 
Select OK to print. The search results will be printed. 
 

Printing or Exporting Search Results to a File Based on a Predefined Format 
The Search results list can be printed or exported to Excel or to a text file, based on a 
predefined report format (See the Reports chapter for complete details about defining the 
report format). The items will be printed with the fields that have been defined in the 
report. 
 
Make sure the Search results list is the active window. Select the arrow next to the Print icon 

 on the secondary toolbar, and select the Print Report icon  from the list that 
will be displayed. 
  
The Items List Export window will be displayed.  
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Fill in the Report field by selecting the  button and choosing the report format from the 
list of defined reports (see the Reports chapter for details about defining report formats). 
 

Printing the Search Results in a Predefined Report Format 
Select the Print option. 

 
Mark the Show Report Before Printing checkbox in order to preview the report on the 
screen. 

 
Select Execute. The results will be printed. 

 
Exporting the the Search Results to a File 
Select the Export to File option or the Export to Excel option. A line will be opened for the 

file name. Type in the path and file name or select the  button and select the path and/or 
file from the list. 
 
Mark the Show Report Before Printing checkbox in order to preview the report on the 
screen. 
 
Select Execute. The results will be exported to the file. Once there is an indication on the 
Items List Report window that the export has been successfully completed, select Close to 
close the window. 
 
Note: The default path for the export files is defined using the Administration section’s 
Configuration File option. 
 

Saved Search Queries  
 
It is useful to save the definitions of search queries that are run often, so that they can be 
run quickly and consistently. Search queries can be defined at two levels. Private search 
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queries are defined and saved by users. The queries are only available to the specific user. 
General search queries are defined and saved by the system administrator, and are available 
to all users. All users may run both private and general search queries. 
 
Note: See the Administration chapter for details on creating a system administrator 
authorization. 

 
Running a Saved Search Query 
Select the Search section from the main menu. The search window will be displayed. Select 
the Saved Query tab. The user’s private queries will be displayed in the left part of the tab 
and the general queries in the right part. 
 
Double click a query. The defined query will be displayed in its search tab. Select Search to 
activate the query. 
 
The query can be modified before it is activated. The modifications can be saved under the 
same query (for private queries) or in a new query. 
 
Note:  When saving a query, all the fields are saved, including the sorting. Therefore, a 
situation is possible where a field no longer exists in the system, or is no longer defined for 
sorting, but still appears in the query because that is how it was defined at the time the 
query was saved. 
 

Saving a Search Query 
Select the Search section from the main menu. The search window will be displayed. Select 
one of the search tabs and fill in the query details. Select Save. The Saved Queries window 
will be displayed. 
 

 
 
Enter the description of the query in the Description field and an optional note. The creation 
and expiration dates of the query are automatically set in the Input Date and Expiration 
Date fields respectively. The expiration date may be changed. The Common checkbox 
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defines whether the query is private or general, and is set automatically, depending on the 
user authorization. Select OK and the query will be saved. 
 
Note: The default option for the Expiration Date field is set by determining the number of 
days of a general / private query in the configuration file: Administration / Configuration / 
Security Groups / parameters 3, 4.  
 
A query that has expired will not appear in this window, once it has expired, run and save a 
new query. 


