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Quick guide to searches in Public 360

This quick guide will explain how you search in Public 360 using the various
search options. Keep in mind that for older cases and documents there are rarely
any scanned files in Public 360, these objects are archived on paper only.

Global search

1. Type in your search term in the search field at the top of the browser window.
Truncate your search with *.

@ Advanced search

( 360° ~
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2. You are now searching for all objects in Public 360 —cases, documents,
activities, contacts etc. The results all appear in one list, but you can choose to see
only e.g. cases or documents, and you can limit the results by time period. Grey
objects have no results.

p
< Back to Home - Registr... '\ 360° ~ | sustainab® Advanced search

About 4998 results (77 seconds)

4

All Documents Cases Contacts Files

Time .

Any time

1 Yttrande dver rev utb plan fér Sustainable Foos Systems inkl
Past hour
P T inpleted | A | 51360 Service Account | 4/22/2021
Bpskrav till Sustainable Food Systems (MSc) Beslut Ordféranden for programnamnden fér
Past week reslutar att som yttrande dver farslag till revidering av férkunskapskrav till Sustainable Food...

Past month -1 Yttrande Gver férslag till revidering av férkunskapskrav till Sustainable Food Systems (MSc)

Past year



Quick guide to searches in Public 360

3. If you switch to ”Cases” you can see the number of results for that object, and
have further options to limit the list of results, e.g. by only displaying cases in
progress.

About 226 results (15 seconds)

All Documents Cases Contacts Files
L]

Time ~~ Type v Status v~ Series
. CC - Closed by Caseworker ] )
v |tj 827/20 national Innovation. Beslut: Dekanus |
bidra till p| [ = I [prriess | projektet SUstainable Urban Planning
& 1 f = g
vardagsrd o . osed vation Report. Bidragsbeloppet &r 235
Sterling
Case Case| CA-Cancelled 9/29/2009

4. The global search will get you many results, as you search the entire database,
i.e. all faculties and departments for several decades. If you get too many results,
use the advanced search to limit them.

5. You can search for SLU ID in the global search, as long as you enter a correct
SLU ID, there are full stops between all the parts, except between the last two,
where there is a hyphen. There are no spaces within a SLU ID. E.g.
SLU.ua.2022.1.1.1-3333.

Home - Ready for record keeping ¥ Search result

< Back to Home - Ready f... ( 360° ~ l 5LU.ua.2022.1.1.1-3333 @ Advanced search

3 results (4 seconds)
All Documents Cases Files
Time ~
@ Styrelseprotokoll 2022-09-28-signed.svt
File PDF | 1MB | Completed | A | Patrik Spanning Westerlund | Tuesday

universitetsstyrelsen 2022-09-28 SLU.ua . 2022.1.1.1 - 3333 Styrelsen PROTOKOLL 58 65-82/2022 2022-09-28 Protokoll fort
vid s...

Document ua 2022-3333-1 Styrelseprotokoll 2022-09-28 55 65-82, universitetsstyrelsen

e 2022-3333 Styrelseprotokoll 2022-09-28 88 65-82, universitetsstyrelsen
Case Case | Inprogress | Patrik Spanning Westerlund (ua) | 9/8/2022

‘ ua 2022-3333-1 Styrelseprotokoll 2022-09-28 §8 65-82, universitetsstyrelsen

Document  Internal memo without follow-up | Officially recorded | Patrik Spanning Westerlund (ua) | 8/28/2022

Case ua 2022-3333 Styrelseprotokoll 2022-09-28 55 65-82, universitetsstyrelsen
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Quick search

1. To the right of the global search field you find the button “Advanced search”.
Click the button and choose what object to search for. In this search you can only
search for one kind of object at a time. When you have chosen object, click ”Quick
search”.

Home - Registrator » Search case

T 1
( Back to Home - Registr... < 360° v | Enter search words O\/‘ i Advanced search |
| Case
F_q Document
Q
Contact
Quick search Extended search Favourites History
Activity
Enter search words { ] Project

File
Count

Actions o <

R Co e s o Y T

2. Enter the term you wish to search for. If needed, truncate with *.

l&|Search case

Quick search Extended search Favourites History

Enter search words [ sustainab*

Actions 4 «§ | Search result Displays 226 of 226

¥ Caseno. Case title Case type

Utbildningsplan Plan och principer fér
utveckling av det campusévergripande
masterprogrammet Plant Biclogy for
Sustainable Production

ua 2021-2160 Case
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Quick guide to searches in Public 360

3. Click the header of a column to change the sort order (1) of the results. Choose
which columns are to be displayed by changing the view (2).

1-100 * Configure views ~ | View: Defaultview ~
Responsikle unit Status Active phase
ua In progress

4. Click ”Actions” and then ”Export to spreadsheet” to export the results to Excel.

I&|Search case

Quick search Extended search Favourites His
Enter search words [ sustainab®
Actions v 4 «§ | Search result Displays 226 of 226

Sawve criteria itle

Save rows ildningsplan Plan och principer for
eckling av det campusévergripande
@ Print rterprogrammet Plant Biology for

tainable Production

B Exportto spreadsheet

lut om programrad far

_|;_"| Export to file stersprogrammiet i Sustainable
elopment

Show as chart

it amn nrnerame3d fAr

5. If you want to search for another kind of object (e.g. documents) change your
choice in step 1.
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Advanced search

1. To the right of the global search field you find the button “Advanced search”.
Click the button and choose what object to search for. In this search you can only
search for one kind of object at a time. When you have chosen an object, click
”Extended search”.

Home - Registrator » Search case

v\ i
< Back to Home - Registr... ( 360° ~ | Enter search words q/l | Advanced search |
| Case
5
& Search case
Contact
Quick search Extended search Favourites History
Activity

Alide fi )
AHide fields D Auto collapse on search D Show more search fields Project

Case type [ File

Case number

Case title [ b[ Allofthese w... =
f 1
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2. Choose which fields you want to use in your search. Here you can combine
several specific terms for your search, such as date, status or responsible person for
the case. If you tick “Show more search fields” you will get even more search
options.

I&{Search case

Quick search Extended search Favourites History

AHide fields D Auto collapse on search ID Show maore search fields

Case type [ -

Case number

Case title

Status

v Q. D Current org. unit

Respensible unit

)
)
o [arvmen <)
)
)
)

v Q. D Current user

Responsible person

Case date from

-] a

voQ

Project

Process key

Prosass v D Limit to selected series

Process description

Keywords 4

]
)
)
)
)
]

Add search field:

[
[
[
[
[
[
(
[
[
[
[
[
[

3. If you want to use a search field that is still not displayed, you can add search
fields from the drop-down menu and press +.

Process description [ ]

Keywords [ ] v

Add search field: LU ID = | [ Contains v ] +
CF_ExternallD
CF_RecruitmentExported /
SLU ID

Actions b 4

Closed date

i

Case no. Case type Responsik
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4. Click the header of a column to change the sort order (1) of the results. Choose
which columns are to be displayed by changing the view (2).

8.

1-100 » Configure views ~ | View: Defaultview ~
Respensible unit Status Active phase
vpe In progress
huv In progress

5. Click ”Actions” and then “Export to spreadsheet” to export the results to Excel.
Click ”Save criteria” if you want to save your search criteria as a favourite.

¢ S L

m Reset criteria Count

Actions v ' 4 o  Search result Displays 157

J

Save criteria e title

Save rows

@ Print

stermination of st

d and food crop syste

concerning the su

| m:| Export to spreadshest inable Agricultural Prot
cessing, and Value Chain 1
'I;._.] Export to file d Security in Tanzania”

ntegrating nexus of land .
nagement for 2 sustainab

Show as chart

6. If you want to search for another kind of object (e.g. documents) change your
choice in step 1.
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Favourite searches

1. To the right of the search functions, you find the button “Favourites”. This is for
favourite searches, both those where you have saved the search criteria yourself,
and those that are available for all of SLU or for your department.

~ I
380° ~ | Enter search words ()\/l Advanced search ® History {? Favourites Patrik Spanning Westerlund

2. Choose between case favourites, document favourites or other favourites.
“Document  has favourites for e.g. minutes from SLU, such as the board, the vice-
chancellor decision meetings (Reb) or the faculty boards. “Case” has favourites for
e.g. new cases today or last week.

Case Document Contact Estate Activity Project File Board handling
S
Name ¥  Description
AfH
Avslutat fran handlaggare Arenden som har status avslutat fra
cbm->sol
Closed by caseworker List all cases with status "Closed by

Dagens drenden
H&llbarhet ua 2017
Al

Kvalitet pa Lovsta

My open cases My cases with status 'Reserved’ or 'l
My unit's open cases My unit's cases with status 'Reserve
Mew cases last month Cases created within the past montt

New cases |ast week Cases created within the past seven
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History

Quick guide to searches in Public 360

1. If you find a case or document and want to see it once again, you can find it

under “History.

~
Enter search words Q |

by

Advanced search ® History {? Favourites

2.7”Case” shows a list of the last cases you read in chronological order, with the
latest at the top. Please note that you need to open the case interface and read it for
it to show under ”History”, it is not enough for it to have appeared in a list of

search results.

< Back to Home - Registr...

Case D
L1

Visited

7/18/2022 3:07 PM

7/14/2022 4:36 PM

7/14/2022 2:16 PM

7M2/2022 5:50 PM

FM2/2022 4:51 PM

~
( 360° ~ Enter search words Q/I

ment Contact Project Activity File

Case

ekol 2021-181

ua2022-133

ua2022-134

ua2022-131

ua 2021-2385

Case title

BEE KIND: ett tvarvetenskapligt projekt for att farbattra honungsbinas valfard och hallb
Ansékan om bidrag far projekt "Hypokondrisk edling”, startdatum 2023-01-01, slutdatu
Uppdrag till "uppdragstagare” avseende "dmne fér uppdraget” under tidsperioden 202
Ansékan om bidrag far projekt "Hypokondrisk edling”, startdatum 2023-01-01, slutdatu

Remiss utbildningsfragor
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Create new list view

1. You can create your own list view for the quick search and the extended search.
You then configure which columns are to be included in the result, and in which
order. If you need help to configure this, please contact Air.

Create new list view

MName * ‘ |

Audience * | My M |

Display Column name Column order

Access code v

(%]
4

Access group

Access paragraph 3 v
Case category 4 -
Caseno. 5 -
Case title 6 -
Case type T -
CF_arkivbildare 8 -
CF_ExternallD ] -
CF_forvaringsenhetsér il -
CF_forvaringsenhetsartill 1 -
CF_forvaringsenhetslopnummer | 10 v
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