
Laredo Alerts 
 

1. Complete a search first.  
2. Once the search results display, under the results section will display Save Search 

 

3. Next, Click Save Search option. Once this happens, a pop up box will appear for them to 
enter in the following information: 

a. Search Name – Title of that search to reference quacking. 
b. Select which option on how they would like to be notified by. 

c. Notify By Email or Text– this will send an email or text to the searchers notifying them that 
the search results have changed. 

 



4. Once a search is saved, the searchers will have easy access to these searches in the ‘SAVED 
SEARCHES’ tab.  

 

5. Along with general information columns (Search Name, # Results…) is a Status column. This 
column will contain three (3) statuses:  

 

6. Under ‘SAVED SEARCHES’ the searcher has 3 options:  
a. Run Search – they can highlight a Search and run it again.  
b. Delete Search – deletes the saved search from the system. The search will not be 

able to be retrieved. 
c. Show Difference – this is used when the status is a star. A popup window will display 

the following changes in the search results; Removed and Added Documents  

 



 

7. By default, saved searches will remain on the system for 60 days. After 60 days, saved 
searches will be flagged as expired. All expired searches will have three (3) asterisks (***) 
after the search id.  

8. Expired searches will remain in the SAVED SEARCH tab until the searcher deletes them. 
These expired searches will not impact the number of active SAVED SEARCHES for a 
searcher. So, a searcher could have 50 items in the SAVED SEARCHES tab, but only have 10 
that have not expired. In this scenario, the searcher can add up to another 15 active 
(unexpired) searches.  

a. a. In addition, expired searches will not be run in the nightly updates. However, 
expired searches can be manually run from the SAVED SEARCH tab. If an expired 
search is run, the searcher will NOT be able to re-save the search by using ‘Save 
Search’ in the RESULTS tab.  

Additional Info:  

1. Each searcher login is limited to 25 searches.  

2. Each search will be added to a queue that starts running at 5:00 PM and stop the next day at 8:00 
AM.  

3. Each saved search will be active for 60 days. Each search will have an Expire Date and that is 
viewable in the SAVED SEARCHES window.  

4. Notifications will be sent between 8:00 AM and 10:00 AM each day.  
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