Editing a Private Search
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Introduction This job aid discusses how to edit Private Searches, including how to change
the name of a private search and deleting private searches.

Accessing Follow the steps in the table below to access your private searches:
Private Step Action
Searches -
1 Login to the CCC Portal. (mycccportal.com)
2 Click the search icon in the upper right-hand corner of the Portal

0‘ INFORMATION
o SERVICES INC CCC Portal

homepage; the Search Criteria page opens.

Welcome, ADJUSTER APPRAISER

in the left side panel.

3 Select a private search from the Private Searches section located

w INFORMATION e
. SERVICES INC. Search Criteria

View Options Claim Folder Status

Worklists Open [] Closed
EDRP TEST INS COMPANY 7
‘Claim Office(s)

COMPANY WIDE

€ Add Claim Office
Date Type™

Assignment Created Date j

Public Searches .
Date Range’

) Specific Dates

Claim Type
[ Bus [ casualty
[] Heavy Truck [] Motorcycle
[] Spori/0ff Road [] structural

[] watercraft

Appraiser(s

Private Searches

{Test_01112019_1|

[] Sent Saved
Adjuster(s)
Private Searches
o Add Adjuster
Tesi_01112019_1

Vehicle Location State

o Add State
Reminders
) Set ) Not Set

Search Options N Assignments to Modify

(®) MNumber of Days

Emergency
Other

Trailer

Cancelled

) Set & Not Set

“Ramirad Eiald

Action

Last | 14 Days™

[ Heavy Equipment

[] Recreational Vehicles & Campers

[vl Vehicle
Action
[] Archived
‘ Action
Action
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Editing a Private Search, Continued

Editing a Follow the steps in the table below to edit a private search:
Private Search Step Action
1 Select a private search to edit from the Private Searches section of
the Search Criteria page; the private search criteria opens appears.
2 Make the desired Search Criteria
changes to the
private search Claim Folder Status e
. . Open [ Closed
Crlte rl a . EDRP TEST INS COMPANY 7

Claim Office(s) Action

CLAIM OFFICE Ty

@ Add Claim Office

3 Click Search; the private search results display.

4 Click the Save Search link below the private search results; this
opens the Save Search dialog box.

Showing 2 of 2 Result
Results List Options | Filter Options [[Save Search

5 Select the private search name that you want to apply the edits to
from the Select Search Name dropdown box.

Save Search CCC

Search Name™

Select Search Name Enter New Search Name
Test 01112019_1 v

Include in Saved Search®

Entered Criteria ¥ Results List Options
Results List Options 7

Close l Save

6 Review the Search Criteria and Results List Options (click the plus
icon to expand the views).
Click Save to apply the changes.

Click OK to confirm the
modification of the private
search. The private search o You are about Lo modify a privele search. Do you want to
updates and you are
returned to the search Cancel
result page.

Message from webpage *

Continued on next page
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Editing a Private Search, Continued

Change a Follow the steps in the table below to change the name of a private search:
Private Step Action

Search’s 1 | Select a private search’s name you would like to change from the
Name Private Searches section of the Search Criteria page.

2 Click Search; the private search results display.

3 Click the Save Search link below the private search results; this
opens the Save Search dialog box.

Showing 2 of 2 Result
Results List Options | Filter Options |

4 In the Enter New Search Name field, enter the new name that you
want to call the private search.

Save Search CCC

Search Name™

Select Search Name Enter New Search Name

ﬂ PrivateSearch1 x
Include in Saved Search™
Entered Criteria ™| Results List Options

Search Criteria
Results List Options
=15

5 Click Save to apply the changes. The private search is now added
with the new name.

Note: The original private search still displays in your private search
list. To delete the original private search, follow the steps in the
Delete a Private Search section of this job aid.
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Editing a Private Search, Continued

Delete a Follow the steps in the table below to delete a private search:
Private Search Step Action
1 Click View Options under
. INFORMATIOM
the Search Options OO, services inc search Criteria
section on the left side .
panel of the Search Search Options
Criteria page; this opens
the Options page.
2 Click Delete Private
INFORMATION
Searches uqder the LG services e
Options section on the
left side panel. This opens _
. Options
the delete private searches
page. View Searches
| Delete Frivate Searchesl
Search Criteria Defaulis
3 Select the checkbox(es) for the private search(es) that you would
like to delete.
CCC strvices e
Options Delete Private Searches
View Searches [] | Search Name
Delete Private Searches O
Search Criteria Defaults E T GHRERE.S
O
|
O
|
4

4 Click Delete.

5 Click Yes to confirm the deletion. You are returned to the Delete
Private Searches page and the selected private searches are now
removed.

Confirm Delete CC»CV
0 You are about to delete a private search. Do you want to
continua?

Yes No
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