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Search and Filtering

1. Within the entities in SESAP there is a filter by keyword option:
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3 Notifications

2. For example, when searching for a particular Action or AFI using the start of or the full title and it will return the
matching Actions of AFls:

< + New O Refresh C‘?“ Show Chart i Visualize this view B Email a Link ~ Run Report L] Excel Templates [} Export to Excel ™ = i
Active Actions or AFl MF Edit columns 7 Edit filidfs

[]  provider ~ Owner Type ~ Created... | ¥ Modified On~ Category ¥ RAG v~ Description v Status Re... ¥ Expected.. ¥  Resp —y == et = =

itle

\:| Provider 1... NTP Oper... 24/07/2026... 04/08/2026 2... AFI test for owner t... test for owner Type In Progr... 26/07/2026

\:| Provider 1... Compliance 23/07/2026... 04/08/2026 1... Breach Amber Test 230726 Test content Not Star... @ TEST GA-DDE

\:| Provider 1... Provider 16/07/2026... 31/07/2026 1... AFI 15 For AN.Other - ensure at the next re... Not Star... 23/07/2026

[0 Provider 1... Compliance 16/07/2026... 16/07/2026 1... Breach Red 15 Two QPR's were conducted outwith t... Mot Star...

B S + New O Refresh & ShowChart | Visualize thisview 5 Emailalink | RunReport ~ B Excel Templates @ Exportto Excel | ™ [& Share -

A Home

Active Actions or AFI* ~ A3 Editcolumns 57 Edit filters | | tel
D Recent N
5 om [ Provider ~ Owner Type~  Created.. |~ ModifiedOn~  Category - RAG ~ Title ¥ Description ~ Status Re.. ¥ Expected ..~  Respons APPly begins with filter on these columr
Pinned v Title

Ierview (] Provider 123 NTP Oper... 24/07/2026 ... 04/08/2026 2... AFI test for owner t... test for owner Type In Progr... 26/07/2026

‘L?I Dashboards (] Provider 123 Compliance 23/07/2026 ... 04/08/2026 1... Breach Amber Test 230726 Test content Not Star... @ TEST GA-DDE

T

3 Providers (] Provider 123 Provider 08/07/2026 ... 08/07/2026 1... AFI Test AFI description of AFI In Progr... 10/07/2026

% Favourites [J  Provider 123 Compliance 06/07/2026 ... 07/07/2026 0... Breach Red test for owner t. test again Not Star...

Note: this can also be used in the Self-Evaluation and Task entities.

Filtering
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1. To filter on a system view you can click on the column you wish to filter on, and this will reveal the filter options:
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2. Dependent on what you are searching for, you can change how you wish to filter. For example, if you use the
dropdown and change to ‘contains’ you can input part of the search word and then click apply:
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3. This will then return all relevant records.
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