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	Date Created:
	8/7/2026

	Version:
	1.0

	Reason for job aid: 
	To assist users in establishing and maintaining My Favorite Searches.

	My Favorite Searches

	My Favorite Searches allow users to save frequently used transaction search criteria.  The shortcuts can be accessed and managed via the ‘Favorites’ heart icons on the landing pages or the NavBar. 
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	Add a search to My Favorite Searches

	1. Navigate to a SMART page.

2. Enter search criteria.

3. Click on ‘Search’.

4. Click on ‘Save Search’.
	[image: A Search page and the Save Search button.]

	5. In the ‘Save Search’ box, enter a name for the saved search.

6. Select the checkbox ‘Add to Favorite’.

7. Click the radio button ‘Create New Group’.

8. Enter a name for the search group.

9. Click on ‘Save’.

	[image: The Save Search box including the Name, Criteria and Favorite Searches selections.]

	10. Click ‘OK’.
The search is now saved and added to ‘My Favorite Searches’.
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	Access My Favorite Searches

	1. Click on the ‘Favorites’ heart icon in the top-left blue banner.

2. Click on the ‘My Favorite Searches’ link.




or
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[image: The My Favorite Searches link]

	1. Click on the Nav Bar icon in the top-right blue banner.



2. Click on the ‘Favorites’ heart icon.






3. Click on the ‘My Favorite Searches’ link.
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	4. Click on the ‘Refresh Count’ icon on the desired search.  

The refresh will update the search results to return the most current transactions.
	[image: The My Favorite Searches refresh icon]

	5. Click on the saved search name link to execute the search. 






	[image: The My Favorite Searches search link]

	Manage My Favorite Searches

	1. Click on the ‘Favorites’ heart icon in the top-left blue banner.



2. Click on the ‘My Favorite Searches’ link.


or
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	3. Click on the Nav Bar icon in the top-right blue banner.



4. Click on the ‘Favorites’ heart icon.







5. Click on the ‘My Favorite Searches’ link.







6. Click on the ‘Manage Favorite Searches’ link in the upper right corner.


7. Click on ‘Group Actions’ (the three dots) to delete or rename the Saved Search Group.



or

8. Click on ‘Item Actions’ (the three dots) to delete the Saved Search.




9. There is no global way to search for all saved searches.  Saved searches are tied to specific search pages.  
Navigate to a search page and click on the ‘Saved Searches’ drop-down to view all searches for that page.
Click on the pencil icon to manage saved searches. 



10. On the Manage Saved Searches page, rename, delete and add saved searches to favorites.
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[image: The My Favorite Searches Group Actions icon]

[image: Manage Favorite Searches with the grouped search line action icon 'Group Actions' identified. ]
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	Maximum number of Saved Searches

	The maximum number of Saved Searches per search page is 5.

The maximum number of My Favorite Searches is 10. Exceeding this limit will result in the message ‘Maximum number of saved searches is reached’.

To delete saved searches, refer to Step 9 above in the ‘Manage My Favorite Searches’ section.

To delete searches from ‘My Favorite Searches’ refer to Steps 1 through 8 above in the ‘Manage My Favorite Searches’ section.
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