
Copying a Custom Search 
 

Step 1: Mouse over on Search in the icon menu bar and then click on Custom Search/Reports on the drop 
down menu. 

 

 
 
Step 2: Click on the Create Custom Search button. 
 

 
 

Step 3: Find the Custom Search to be modified in the Saved Searches box.  Click once on the name of the 
Search.  

 

 
 
Step 4: Add or delete any fields from Selected Fields box.  Use the Up and Down buttons to rearrange the 

Fields so that they appear in the order that they need to appear in the Custom Search page.  
 



 
 

Step 5: Type a new name for this search in the Search Name box and click on the Save Search button. 
 
Step 6: When the search appears it will contain the same data as in the original search.  To retain this data 

you must click on the Save button at the bottom of the search.  If you close this custom search 
without saving it, the next time you retrieve the search, no data will be entered in the fields. 

 

 


