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How to search for records in Datix

Within Datix there is the ability to search for records by running a query. The benefits are that you
can enter a search and save it as a query, which can be used on a regular basis. As more
information is added to the system this will, of course, be included in your query. This is a simple
process and is described below.

> LOg in to Datix ::LZ;:ri:pachlcSectmns D N— rajected if required using the Anproval Status field at the battom of the page
> Click on the Module you wish t0 | s e ’ .
report on (in this instance Incidents) | e i :
» Click on New Search ffrom the left | rotemmesse Reperecl (M) =
panel on the main page) e i '7|—E
> Enter your search criteria into the [= g o1F2 Manscer .
blank fields — you can search from | 2l = e e
any field on the screen. B e e et

Incident Details Section
Incident date (ddmm iy liﬁ
Click the (magnifying glass)
from the floating toolbar to show the results.

Floating Toolbar (always located bottom left of the page)
Hover mouse over each icon to see what it does

» Menu (shows all options from the top left of Main Page) :
> Search (searches for the record)

» Cancel (closes the record without saving changes)

» Multiple codes can be searched by selecting all codes that apply in each field
» You can also enter search symbols for instance you may

Main Padge
The Incident can be rejected if required using the Approval Status field at the bot

wish to search between certain dates. Adding the @prompt —
will allow you to do this (see symbols on page 5+6).
. Ref l—

» You then need to go to the bottom of the screen and click on ..o B E

Se arc h . Opered dats (ddMmpnyy) I—E

Submitted time (hheme) l—
> AS yOU entered the @prompt Symb0| in In order to proceed with your request, you must provide further information. Please complete the fields below and press Continue:
- Reported frum:l [ lu:l i)
y(_)ur query you will then be presented —
with a date screen.

> Enter dates and then click Continue. The query will then produce all requested records. If no
dates are added all records will be shown.



Searching for records and saving queries

V1 July 2020 PrimaryCare:24

PC24 Datix Guidance document @

Examples of Simple Searches:

Please Note: If you don’t want to include rejected incidents in your search criteria ensure you search for all
approval types within Approval Status except rejected.

» Number of Incidents reported within the previous month:
Use the @lastmonth prompt in Incident Date field. This will return all records you have
permission to see that occurred within the last month.

» Number of Incidents by named DIF2 Manager:
Search for required DIF2 Managers name. This will return all records where the DIF2 Manager
has been named.

» Number of Incidents by Specific Category or Sub-Category within specific date range:
Select the category or Sub-categories required and use the @prompt search symbol within the
Incident date field.

» Number of Incidents reported within a particular Property Location / Scheme:
Select the required Property location / Scheme within the Location Section.

Examples of More Complex Searches:

Please Note: If you don’t want to include rejected incidents in your search criteria ensure you search for all
approval types within Approval Status except rejected.

» Number of Level 1 Incidents reported within the previous month within a specific
Directorate:
Use the @lastmonth prompt in Incident Date field, select specific Directorate and Level 1
Incidents. This will return all records you have permission to see meeting the critiera.

» Number of Incidents by named DIF2 Manager within New Incidents or Review by
Manager Approval status:
Search for required DIF2 Managers name and incidents with an approval status of New or
Review by Manager.

» Number of False Alarm Incidents within specific date range with Accidental Intent where
Fire Service Attended:
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Select False Alarm Sub-categories, add the @prompt search symbol within the Incident date
field and select Yes to Fire Service Attend in the Category Specific Section.

Save Queries

If you want to use the same search query on a regular basis without starting from scratch the query
can be saved for future use:

» To save the query,

Incidents with status: New Incidents Awaiting Review

Cl | Ck on ¢ S ave t h e =1 35 recorcs fourl, Displayng 1.2,
+ idd a new incident Query: | Choose | Save the current search as a query.

Next page

current search as a =
e e

query’ (top right or
other Confidentialiy-
£ Show st respansiities 3 osanis GREEN  vour et G Customer Inormaton  Gaining Expartner contated YR and new address of tenan inadvetantly athy
botto |’| ht Of the * ey TERESA  Response AYHC lected  Govemance  nformationiaccess  distinsed..istory of domesic wolence Flerming
g 33 D90A2015 HH CoR Property  Staft volence g YERAL o ariving tUStomErwa s verhally abUsve to Staf erber. TS0
Directorate  Motlisted  Aflected  Abuse o St Cyaiomer on Staf  HH left the property and reparted the incident

screen).

TS0 HH visited customer AB 1o carry aur a support visit On Levell | Debaran

(Green) | Smi

Other Praperty [ i B
35 o701 People's  Lisied YHG Group . Emvironmental SE02nella- 8iN0le | ogiancita eheck and sampling - positive reacing Deterah
Serites  Location  Affected insident Smith
Confidentiality-
in
Caontrator left a list of customers contact details visible on dash
OTHER Housing Machells Customer  Information confidential n LEuBl " Lesley
30 011212015 ANN Management il Afiected Govemance sensitive hoard ofvan - subsequently removed but were visible to Green)| Crist

i - anyone who walked past for the period of one hour
view

older
Loz . Apex start Level 1 | Deboran
o owoms e Feolee R L, Acicen Burn or Scald Burned hand on the ketle B
swH Qe Propery  Giharer Fal - Slip, Debaran
. rope isitor or 211 Slip, trp or cboral
10 onzors FMTH Peoples  froRed  RrOr cqgent Fall- SR U O iaitor siipped in communal stainwell Dekor
favasarpEpagangC 40 o o o o o~ I [Fa= (oo =

> Click in the Save as field to type the = e
name of the query (example filename e
“FB — False Alarm Acc Intent @prompt”)

» Leave the Query type as “Accessible____ g e .
only to you”. ey [0 S

» Click Save.

» The query is now saved and can be run at anytime.

Run Queries

» From the Incidents page
Category Specific Sections CIiCk the Saved queries

Residential Care Section

Saved queries

+ irdd 8 new incident Saved queries

link to view all queries. auers - -

A Mew search Run quen Edit Cancel
> Select your query from the | o ey ] ] ]
drop down box and then | =i

select Run query. —

Enter the relevant dates.

Absence & RIDDOR Section
Investigation Section
Reporter & Inputter Details
Highly Sensitive Section
+ Add & new incident
@My reports
# Design & report,
o hew search

Hl5aved queries
£ show staff responsibities >
A List search results

» Click Continue for the query

BER Py e ———

Reported from: to: |

Continue | Cancel

must provide further information. Please complete the fields below and press Continue:
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details to appear.

NB: A full list of symbols is attached to this document for your reference
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SEARCH SYMBOLS TO HELP RUN QUERIES IN DATIX

Symbol Definition

* The asterisk identifies any number of unknown characters. For instance,
searching with “*fall*’ in the description field will find all records where ‘fall’
appears somewhere in the field, regardless of how much text is on either side of
the word.

= The single equal-to sign tells the system that you want all records where the field
concerned does not contain a value (that is, the field is empty).

== The double equal-to sign tells the system that you want all records where the
field concerned contains a value.

> When searching any date or time field, you can use the more-than sign to search
for all records where the field contains a date or time which is later than that
stated. For instance, >31/12/2005’ will find all records where the field contains a
date falling after 31/12/005.

>= Similar to the above instruction, the more-than OR equal-to sign will include, in
the search results, any records with the date / time you have stated.

< When searching any date or time field, you can use the less-than sign to search
for all records where the field contains a date or time which is earlier than that
stated. For instance, ‘<01/04/2006’ will find all records where the field contains a
date falling before 01/04/2006.

<= Similar to the above instruction, the less-than OR equal-to sign will include, in the
search results, any records with the date / time you have stated.

The colon is used between two dates to indicate a date range. For instance,
putting ‘01/01/2006:31/01/2006’ in the incident date field will find all incidents
which occurred in January 2006.

@today This instruction can be used only for date fields. It will return all records where
the date concerned is today's date.

@week This instruction can be used only for date fields. Using this will return all records
where the date concerned falls within the current week. Note: The 'week' runs
from Monday until Sunday, so using this search instruction on a Monday would
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return only that day's records (as Monday is the first day of the week).

Symbol Definition

@last week This instruction can be used only for date fields. It will return all records where
the date concerned falls within the previous week. Note: The 'week' runs from
Monday until Sunday, so this search instruction will return all records for the
week up to the previous Sunday, as opposed to simply returning records for the
past 7 days.

@month This instruction can be used only for date fields. It will return all records where
the date concerned falls within the current month.

@lastmonth This instruction can be used only for date fields. It will return all records where
the date concerned falls within the previous month.

@quarter This instruction can be used only for date fields. It will return all records where
the date concerned falls within the current quarter. DATIX uses the standard
quarters when returning records using this search instruction:

Q1 =01/01-31/03 Q2 =01/04 -30/06 Q3 =01/07-30/09 Q4 =01/10-31/12

@lastquarter | This instruction can be used only for date fields. It will return all records where
the date concerned falls within the current quarter. See above entry for further
information on searching by quarter.

@year This instruction can be used only for date fields. It will return all records where
the date concerned falls within the current calendar year (01/01 - 31/12).

@lastyear This instruction can be used only for date fields. It will return all records where
the date concerned falls within the previous calendar year (01/01 - 31/12).

@finyear This instruction can be used only for date fields. It will return all records where
the date concerned falls within the current financial year (01/04 - 31/03).
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This instruction can be used only for date fields. It will return all records where

@lastfinyear
the date concerned falls within the previous financial year (01/04 - 31/03).

This instruction can be used only for date fields. After pressing the Search

@prompt
button, you will be prompted to enter the start and end dates for a date range.




