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Job Aid: How to Conduct an Advanced Search
Purpose: Use this job aid to learn how to conduct an advanced search.
1) After logging into the HHS Learning Portal, locate the Catalog Search portlet.  Click on the Advanced Search link located on the bottom right hand corner of the Catalog Search portlet.
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Enter the course title, course ID, or offering ID in the search field. The LMS
will search on each word or numeric ID separately. For example, if Word
2010 is entered as the search criteria, al offerings with either Word OR
2010 in the title, description, abstract, or keywords will be retumed. Use the
Advanced Search to narow your search criteria, or check the Exact Match
Fyou know the exact tile of the course.
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2) The Find Knowledge Resources – Advanced Search page will open.  This page includes filters that can be applied to the search criteria.
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You may use a percent sign % as a wildcard character
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3) Type in the Title of the course.  Include a percent sign before and after the keywords if unsure of exact name of the course.  In the example below, the Start Date field has 05/03/2014 date, “Online Training” has been selected from the dropdown box in the Delivery Type field.  Click on the Search Learning Catalog button.
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4) The Find Knowledge Resources – Advanced Search page will refresh with the list of courses that satisfies the query.
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5) This concludes the job aid.
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