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FIPS QUICK START GUIDE

How to use Modern Advanced Find

This guide provides basic instructions on how to use the Modern Advanced Find function in FIPS. Modern
Advanced Find enables data to be queried and personal views / reports to be created and shared. There are many
different configurations and users will need to vary these depending on what data they wish to query or report on.

FIPS users can find more information in relation to Modern Advanced Find online as this function is not unique to FIPS
and is a standard Microsoft Dynamics feature.

Creating a Personal View

1. The Advanced Find function can be selected from global search bar in the header of the Training Provider
Dashboard (FIPS homepage). When this opens, the relevant entity can be selected, and Providers can report on
the information held within that entity / extension e.g., applications / assignments / individuals.
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2. When the Advanced Find opens, you can search for the relevant entity/extension using the scroll bar or use
“Search table” field to search for the entity if preferred and start to build your report/query.

Use scroll bar to
search.
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3. The Advanced Find option can also be selected from within an entity / extension by clicking on the “Edit
Filters” button. For the purposes of this guide, an example will be demonstrated of setting up an Advanced
Find query that reports on Overdue Expected End Dates for Assignments in FIPS:
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4. The report / Advanced Find wizard will be displayed. Click on “Delete all filters” to remove any pre-set query
details:
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Click on ‘Add’ to add a row, group, or entity.
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5. The query can now be built using different filters / look for options. To filter by Status Reason of an
assignment e.g., to view Confirmed Assignments only, click on add row. The Status Reason field would need to
be added to the query:
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middle column (equals) can be changed depending on the type of query.
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Click on apply to run query.

T~
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- in this example, Status Reason, Leaver Code, Start Date, Programme and Expected End Date have all be used to
filter the results.

The query can be saved as a Personal View within the extension. It can be modified / edited at any point after it
has been saved. Click the drop-down arrow within the view and click on “Save as new view”:
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Save as new view

B> Save as new view

= Manage and share views

The view is stored in the list of saved views

Name

*
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Description

name then click on Save.

Give the query/report an appropriate

[ ]

wi

6. To view the query that has been setup, click on the system view name and a dropdown will appear with all
system views and your additional saved views will be visible at the top. You can tell these are personal views
or views that have been shared with you because they have a person icon next to them.
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Note: This is an example only. For any other query / report, the query would show under the relevant entity
that it was created in:
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7. Editing columns - users may wish to add or remove columns from a report. Click on the Edit Columns button
from the view you wish to change:
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8. Toremove a column, hover over the column you want to remove, and the ellipsis will appear:
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9. Click the remove button. Repeat this to remove any additional columns and click Apply:
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10. To add additional columns to the report, click on the “Add columns” button:
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Aperdeen 22 30/06/20.. EZ  Assignment Type

EJ  National Insurance Number
(Individual)

11. Search for the column/s that you wish to add either by using the scroll bar or if you know the column name
you require, you can enter this in the search box and click that option to select. The “Related tab” can be used
to view any fields held within a different entity in FIPS. This will update the list of options available to include
different fields:

| —i

Add columns

Click on close then
apply when complete.

- For example, if creating a report in the Assignments entity but some of the information required is listed
only within the Individuals entity (e.g., Participant SCN), the Related tab can be changed to look at
Individuals. The fields for the Individual entity will then be displayed and the relevant field (e.g., SCN
number) can be selected from the options which will add that field into the view.
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12. The order of the columns can be changed, you can drag and drop, or you can click the ellipsis next to the
column name then ‘Move up’ or ‘Move down’. This will rearrange the way fields are displayed in the personal
view. In this example, using ‘Move up’ “Status Reason” would then show before “Programme”:

When complete click on Apply.

- After making any of these changes you will need to save the changes. To do this click on apply to return to
the view. Click on the drop-down arrow next to the view name and click save changes to current view.
This will save the report and any changes made to the ‘My Views’ section within the relevant entity:
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Ensure the screen is refreshed to pull through any changes to the query.
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Sharing Views

Any personal views created in FIPS can be shared with other FIPS users. This will mean they have access to the
query / report and depending on access granted, they can edit / modify / share the view. The data within a view
(e.g., participant information) will not be displayed if the user does not have access to view that specific data. The
report will pull through blank depending on the user’s permissions.

1. Click the drop down arrow next to the view you want to share and click on manage and share views:
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2. Click on the ellipsis next to the view that you want to share and click on Share:

Manage and share views: Assignments x

Share views with your organization and manage your view list by hiding,
renaming, and deleting views. Learn more

% Filter views
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3. Use the look up to search for a User / Team you want to share the view with, in this example FIPS Training
will be used:

Share records

Manage who can see your record and how much access they get.
Changes made to all users or teams will be shared and options saved after clicking on the Share button.

Add user/team

e

ap  FIPS EF Forecasting Provider

Click on the #p  FIPS October Upgrade

User/Team required

& FIPS Training
to select.

ap  FIPS Upgrade Limited

ap FIPS234 October Test

Advanced lookup

Select a person or group to assign their permissionis)
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4. Under Manage share access click on the User/Team to add permissions. Permissions can be given to the
users / teams selected. Use the tick boxes to delegate access rights. It is recommended to give Read and
Share which will enable the users to use the view and share it with others:

Share

FIPS Training
Grantt this user or team access to this record by assigning them pemissions
Perr
Previously shared access
Rezo

3 @ S Traning e
Delete
[ 4ppena

[] Append to
[ assign
Share

Once permissions are
selected click on Share.

- in this example, FIPS Training has also been given delete access, which means that users will be able to
delete the entire query.

5. Click Share at the bottom of the page to share the view with the selected users. A banner will appear to
advise that the changes have been saved.

Share records

Manage who can see your record and how m
Changes made to all users or teams will be shared and king on the Share buttor

(=) Your changes have bean saved . I
AOd userfiear

- The view will now be visible by the users it was shared with within the relevant entity in FIPS.
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