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How to Create a Private Search 

Overview This job aid outlines how to create a Private Search in the CCC Portal. 

Note: In this example, the Find Claims by Appraiser search is used.  
A Private Search can be created for any of the Searches available in the CCC Portal. 

Creating a 
Private 
Search 

Step Action 
1 From the CCC Portal Home Page, click the Search icon, which is located 

in the upper right-hand side of the page.   

2 Select the Find Claims By Appraiser Search link. 

Continued on next page 
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How to Create a Private Search, Continued

Creating a 
Private 
Search, 
continued 

Step Action 
3 Use the drop down arrow to select Date Type.  

Note: Select File Received as the Date Type.   

4 Use the radio button to select a Date Range.  
Note: Select Number of Days as the Date Type.   

Enter the Number of Days in the text box.  
Note:  Enter 5 for in the text box.   

5 Use the radio button to select the Files Received type.  
Note: Select “All.” 

6 Click the  button to Add Appraisers. 

Continued on next page 
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How to Create a Private Search, Continued

Creating a 
Private 
Search, 
continued 

Step Action 
7 Select RF as the Appraiser Type and click the Search button. 

8 Use the check boxes to select the Repair Facilities, as needed.  
Note: Use the top checkbox to select all of the Repair Facilities in the list.   

Continued on next page 
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How to Create a Private Search, Continued

Creating a 
Private 
Search, 
continued 

Step Action 
9 Once the search parameters are set, click the Search button. 

10 The search results display.  To save the search as a Private Search, click 
the Save Search link at the bottom of the page.   

Continued on next page 
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How to Create a Private Search, Continued

Creating a 
Private 
Search, 
continued 

Step Action 
11 Enter a Name for the Private Search into the text box.  

Click the Save button to save your search. 

Note: The  can be used to expand the Search Criteria or Results 
List Options to review. 

12 The search is listed under the Private Searches. 

Continued on next page 
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How to Create a Private Search, Continued

Creating a 
Private 
Search, 
continued 

Step Action 
13 To run a private search, click the link for the search you wish to run.  

The search parameters display as they were set when the search was 
saved.   

To change the search parameters, adjust the File Type, Date Range, 
Files Received (if that is the file type selected) and Appraisers as 
needed.   

Click the Search button to run the search.  

Note: To save your changes to your private search, you will need to 
click the Save Search link on the Results Options page.  You can save 
the changes as a new private search or update an existing private 
search.   




