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Lesson 6 

 
This lesson covers the Search functionality of SERFF.  Search is available to all users.   

 

SERFF offers two levels of search – a Tracking Number Search that provides quick 

access to a particular filing and an Advanced Search that allows queries of the filings 

database based on several criteria. 

 

 

This lesson covers the following topics: 
 

) Tracking Number Search 

) Advanced Search 
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Tracking Number Search 

 

The Tracking Number Search box displays in the upper right portion of the SERFF 

Workspace.  This search will use the value entered to search the SERFF Tracking 

Number, State Tracking Number, or Company Tracking Number fields.   

 

 
 

)Running a Tracking Number Search 

 

1. Click in the  field. 

 

2. Enter the SERFF Tracking Number, State Tracking Number, or Company 
Tracking Number of the filing being sought. 

 

 
 

3. Click the  button, and then select the type of Tracking Number. 
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If only one match is found for the Tracking Number entered, the user will be taken 

directly to the filing.  However, it is possible that the search will bring back two or 

more filings.  In such a case, the search results screen will display and the user must 

select a filing. 

 

Advanced Search 

 

Advanced Search allows users to search their filings database on one or more pre-

defined criteria options.  To access this feature, click on the Search link from the 

Workspace.  For some users, the link may be called Search/Export. 

 

 
 

The Advanced Search Screen 
 

From Advanced Search, the user can enter search criteria, execute the search, and 

save and maintain frequently used searches.  As discussed later in this lesson, 

authorized users can also export data from filings based on their search criteria. 

 

Advanced Search utilizes several field types, including text fields, date ranges, select 

lists, source-target lists, and radio buttons.  All fields are optional, but at least one field 

must be used to execute a search. 
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The following screens show the criteria available in Advanced Search: 

 

 
 
Continued… 
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Tracking Number 
Users can search for filings based on three Tracking Numbers: SERFF, State, and 

Company. If users are not sure of the entire Tracking Number, a wild card (*) can be 

used before and/or after the criteria string. 

 
Text Fields 
The text search fields include Form Number, Product Name and Project Name.  When 

using any of these fields to search, remember that unless a wild card is used, the search 

will be looking for an exact match.  An asterisk (*) can be used as a wildcard before or 

after the criteria string. 

 

Date Ranges 
The date ranges available in Advanced Search include Submission Date, State 

Disposition Date, Date Status Last Changed, Correspondence Submission Date, and 

Respond by Date.  These date fields are inclusive, meaning the date entered will be part 

of the search.  For instance, a search for Submission Date that starts with 01-01-2006 

will include filings submitted on 01-01-2006. 

 

Select Lists 
The select lists in Advanced Search are State, Company, Date Status Last Changed 

Type and Correspondence Submission Date Type.  The State list includes all states 

available for paper or electronic filing.  The Company list includes all active companies 

for the current instance.  The Correspondence Submission Date type includes all types 

of Correspondence.  Only one value from each of these lists may be chosen for each 

search. 

 

Source-Target Lists 
The source-target lists for Advanced Search are SERFF Status, Company Status, and 

Filing Authors.  The SERFF Status options are those status indicators used by the 

system.  The Users on a Filing list includes all active and inactive users on the current 

instance with the authority to create a filing.  The search results may be filtered 

according to the user that was the author, the creator or the submitter of the filing(s).  To 

use these lists, move one or more of the options from the source box on the left to the 
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target box on the right.  If more than one option is selected, the system will search for 

filings that contain either selection. 

 
Radio Buttons 
The two radio button search options are Filing Medium and Business Type.  Both are set 

to a default of “Both” and can be changed by clicking a different option in the set.  

Searching by either of these fields requires the use of at least one other criteria item. 

 

) Running an Advanced Search 

 
1. Click the ‘Search’ or ‘Search/Export’ link on the Workspace. 

 

 
 

2. The Advanced Search page displays. 

3. Enter the desired search criteria.   

4. Click the ‘Search’ button at the top of the page. 

 

The Search Filings screen displays the search criteria and all the filings that match 

the criteria.  Click on any row to open a filing. 
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Refine Search  
 

The Refine Search button on the search results page takes the user back to the 

search criteria screen without erasing the search criteria previously entered.  The 

search can be refined without having to re-enter the existing criteria. 

 

 
 

 

) Saving an Advanced Search 

 
Users can also save frequently run searches.  The Saved Searches are user specific 

and can be updated or deleted as needed. 

 

1. Set up an Advanced Search as previously described. 

 

 
 

2. Enter a name to identify this search in the Search Name text box. 
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3. Click the  button. 

 

)Loading a Saved Search 

 
1. From the Advanced Search, click on the drop down arrow in the Saved 

Searches field and select a search to load. 

 

 
 

2. Click the  button. 

 

3. The screen will be updated to show the criteria for this search.  The criteria 

may be modified without affecting the saved search. 

4. Click the Search button as with any search. 

 

) To modify an existing saved search, update the criteria and re-enter the same 

name in the Search Name box, then click Save.  The system will prompt for 

confirmation to overwrite the existing search. 
 

)Deleting a Saved Search 

 
1. Go to the Advanced Search screen. 

 

2. Click on the drop down arrow in the Saved Searches field and select the 

search to be deleted. 
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3. Click the  button. 

 

 
 

4. Click the  button. 

 

 
 

5. A confirmation message appears confirming this action.  Click  

button to delete. 
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Search Results  
 

The results screen for Advanced Search is similar to the others views used in the 

system, such as My Open Filings.  From the search results page, the user can start a 

new search, refine the current search, open a filing, or move one or more filings to the 

Workfolder.   

 

The search results screen also displays the criteria used for the search and shows the 

number of filings found.  All of the columns in the search results page can be sorted. 
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