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This article explains how to use Advanced Searchin DocMax to find documents using
multiple filters. It also explains how to save searches and how to create, edit and delete
Saved Searchesin the Administration tab.

(G

DocMax The DocMax icon may be located on your StrataMax Desktop or found using the
StrataMax Search.

We also offer a completely freeDocMax Basics online course, which you can enrol inhere. Please
see the StrataMax Online Courses page for more details, including the coupon code required to enrol
for free.

Advanced Searches

Advanced Search provides a more detailed way to locate documents inDocMax. If the standard search
options do not return the documents you need, Advanced Search allows you to search using multiple
filters such as building, category, title, creditor and date.

Advanced Search results are limited to the first 1000 documents displayed on screen. You can also
configure the Columns and Sort Orderto control how the results are shown.

An Advanced Search can also be saved as aSaved Searchfor later use.

Create an Advanced Search

Use the steps below to create an advanced search inDocMax.

1. Search for or select DocMax.
2. Select the Documents tab.

3. Select Advanced Search from the menu on the left.


http://smhelp.stratamax.com/help/stratamax-desktop
https://smhelp.stratamax.com/help/stratamax-desktop#stratamax-search
https://stratamax.teachable.com/courses/docmax-basics
http://smhelp.stratamax.com/help/stratamax-online-courses
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Restrict To

The Restrict Totab is used to add the criteria for the search. Each restriction has three parts:

e Field - the type of information to search by
e Condition - how the field should be matched

e Value - the search value, where applicable
Use the button to add a restriction and the E| button to remove one.

Common fields include Building Name, Building Number, Categories and Title. If the Creditor field is used
with the condition is any of multiple creditors can be selected.

The Condition and Value options will change depending on the field selected. For example, if you choose
Added Date, the available conditions will change to date-based options. If the condition isis in the range
the value area will display date options. If the condition is is in the last 7 days no value is required.

Once all restrictions have been added, click Search to test the results.
Common Restrict To fields
The following is a common example of a general document search:

e Field: Building Name



e Condition: is any of

e Value: select the required building

e Field: Categories

e Condition: is any of

e Value: select the required category

o Field: Title

e Condition: contains

e Value: enter a keyword if required

Restrict To Field Condition Value
Columme | =] Building Name [=] [isanyof 2 B
Title ~| | contains -
ot order E Added Date E :isinthe range v: Specific Dates | | o] [~]
[=| categories [~] |isanyof -] |
[=| Extracted Text [+] [contains -] ]

Other Restrict To fields that can assist searches and work queues

The following Restrict To fields can help refine DocMax searches and work queues. These fields can be

used to identify invoice-related documents, filter by file type or size, and distinguish between the

document date and the date the document was added.

e /nvoice Manual Entry - Use the condition /s equal toand select Yes or No.

e Creditor Invoice— Use the condition /s equal toand select Yes or No.

e Scheduled Creditor Invoice— Use the condition /s equal toand select Yes or No.

e Data Size— Use this field to filter documents by file size. Enter the required value, and where

available, select the appropriate condition, such as /s equal to, greater than or less than.

e File Format- Use the condition /s equal toor is not equal toand select the required value, such as

StrataMax Stored Report.
e Document Date — Use this field when the date of the document is different from theAdded Date.

Document Date is recorded separately and can be used to search by the actual document date

rather than the date the document was added.

Columns

After the required restrictions have been added, use the Co/lumns tab to choose which columns are
displayed and the order they appear in the search results.

e Add columns by selecting a field in Available Columns and clicking Add >.

e Remove columns by selecting a field in Disp/ayed Columns and clicking < Remove.

e Change the column order by selecting a field in Disp/ayed Columns and using the up or down




arrows.

Advanced Search

Customised search with specific criteria. The resuits can be displayed in your preferred layout.

Restrict To | [Available Columns

Displayed Columns|

Filter

Columns | Account Group.
Action Date
Actioned Date
Added By
Added Fram
Applies To
Building Is Lost

Sort Order

Added Date

~ Building Name

s> | Title

| <Remove |

Status.

Description
Assigned To

Building Number

Creditor Name

Sort Order

Use the Sort Ordertab to control how the results are sorted. By default, the results are sorted byddded
Date, but additional sort fields can be added if required.

Restrict To HAwvailable Columns Sorted Columns
Filter | | Added Date Newest First
Columns || Gwner Name A Building Number
Sort Ord Remowve From Portal After Date Title AtoZ l:‘
ot raer Should Uplead For Invoice Hub < Remove l:‘
Should Upload For Meeting Hub .
%3 20 records displayed
Added Date Building Name Building Number Title )
05/05/2021 1 FREESTOME DRIVE KEEP 383785 123
05/05/2021 Test 5
05/05/2021 Test 5
05/05/2021

For performance reasons, the following fields cannot be used to sort the search results:

e Added From

e Applies To

e Categories

e Custom Properties

e Insurance Claim

e Insurance Policy

e |s Uploaded to Online Portal
e Portal Upload Status

e Search Words

e Transaction Reference

Test 3

Add sort fields by selecting a field in Available Columns and clicking Add >.

Remove sort fields by selecting a field in Sorted Columns and clicking < Remove.

Change the sort direction by clicking the button next to the field.

You can also click a column heading in the results grid to change the sort order.

Change the sort sequence by selecting a field in Sorted Columns and using the up or down arrows.




Once the advanced search has been configured, you can save it by clickingSave as a Saved Searchin
the DocMax ribbon.
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Saved Searches

A Saved Searchis an Advanced Search that has been stored for future use. Saved searches can also be
assigned to specific users or groups through Security Setup.

If a saved search is not visible to another user, it is usually because it has only been made available to a
specific user or security group.

Saved searches can be created in two ways:

e Create an Advanced Search from the Documents tab, then click Save as a Saved Search

e Create or edit a saved search directly from theAdministration tab in the Saved Searches area.

Saved searches can include restrictions, selected columns and sort order. These settings should be
reviewed carefully, as the search layout cannot be adjusted when the saved search is run. The first 1000
results are displayed on screen, but exports include all matching results.

When designing a search, consider whetherBCMax System documents should be included or excluded.

General document search

This example shows how to create a general document search that can be used across the office.

Consider excluding BCMax System documents by adding the restriction Added Fromis not equal to
BCMax System. This excludes documents such as arrears notices, levies and ledger cards created
by BCMax System.

To create a general document saved search:

1. Select the Administration tab.
2. Select Saved Searches from the menu on the left.
3. Click Add New.



http://smhelp.stratamax.com/help/security-setup
http://smhelp.stratamax.com/help/docmax-administration

4. Enter a name for the search, such asDocument Search.

5. Enter a description if required.

6. Set Available Toto the Users group so the search is available to all internal users.

o Do not use Everyone, as this could allow external users to see the search.

7. In the Restrict Totab, add the required fields using the green+ button.

8. Select the required Condition for each field.

9. Leave the Value blank if you want the user to choose the value when running the search.
10. Repeat for any additional fields.

11. Select the Columns tab and review which columns should be displayed.
12. Select the Sort Ordertab and apply the required sort order.

13. Save the search.

Mame |General Documents

Description

Available To  Users :

Restrict To Field Condition Value

Columns | =] Building Name B B

Sort Order =] e T
[=] Added Date [+] [isinthe range ~ | [7] Specific Dates | [] to | I~
[=] categories [=] [isanyof - =
[=] extracted Text [+] [<ontains -

Invoice saved search

This example shows how to set up a saved search for invoice-related documents inDocMax.

Consider excluding BCMax System documents by adding the restriction Added Fromis not equal to
BCMax System.

To create an invoice saved search:

1. Select Advanced Search.

2. Add a restriction using the required field, such as Creditor.

w

Select the required Condition. For example, Creditor with the condition /s equal towill allow a
creditor to be selected from the BCMax creditor list.

Leave the Value blank if you want the user to select the value when running the search.
Repeat for any additional restrictions.

Select the Columns tab and review which columns should be displayed.

Select the Sort Ordertab and apply the required sort order.

© N o o &

Click Save as a Saved Search then enter a name, description and the requiredAvailable To setting.




Name [Invoices

This search can be used to find invoices based off the Inveice Number, Amount & Creditor.
Description

Available To  Users :

Restrict To Field Condition Value
Columne =] Building Name [+] [isanyof - [+
Creditor -] [is equalto - -
i S Invoice Amount H is::ualtu - -
[=] ‘mvoice Date [+] [isinthe range = | [ Specific Dates | [+] to [~
[=] invoice Number [+] [<ontains -
[=] 1= Building on Invoice Hub [+] = equalto O Yes O No
[=] categories [+] [isanyof - [=] Invoices [>]
[=] extracted Text [+] [<ontains -

Stored report (BCMax System documents)

This example provides a framework for a saved search that works in a similar way toStored Reports. It
can be used to report on BCMax System documents stored in DocMax.

This saved search is intended for BCMax System documents only. Use the restriction Added Fromis
equal to BCMax System to include system-generated documents such as arrears notices, levies and
ledger cards. You can also use File Formatto search for StrataMax Stored Report.

To create a stored report saved search:

—_

Search for or select DocMax.
Select Advanced Search, or open the Administration tab and select Saved Searches.

Click Add New if creating the search from Saved Searches.

P w0

Add the required restrictions, such as Added Fromis equal to BCMax System or File Formatis
equal to StrataMax Stored Report.

Add any additional restrictions needed to make the search easier to use.

Select the Columns tab and review which columns should be displayed.

Select the Sort Ordertab and apply the required sort order.

© N o u

Save the search and assign the correct Available To setting.




MName |Stored Reports

L This is a saved search using the same fields as Stored Reports
Description
Available To  Everyene |z|
Restrict To Field Condition Value
T 8 B x
= stang e B x
Sort Order
|E| Added From IZI BCMax System E >
B B x
= oo 8 x
|E| Email Recipient |ZI contains - x
ST B L E—
[=] Titie I [=] [starts with v x
@5 605 records displayed
Added Date Building Name Building Mumber  Title Description Lot Accou  Email Recipient
20/06/2023 Lana Letter Lana Letter 02100001 support@stratamax.com.au
20/06/2023 Mame and Address Mame and Address testl@email.com;test2@email.com
20/06/2023 MName and Address MName and Address developer@email.com
20/06/2023 Mame and Address Mame and Address
20/06/2023 Mare and Address Name and Address
20/06/2023 MName and Address Name and Address
20/06/2023 Mame and Address Name and Address
20/06/2023 Keri Keri 02100240
20/06/2023 Levy Notice 02100240
18/06/2023 ELECTRICITY ARREARS 19/0 02100038
16/06/2023 ELECTRICITY ARREARS 16/0 02100172
16/06/2023 ELECTRICITY ARREARS 16/0 02100095
16/06/2023 ELECTRICITY ARREARS 16/0 02100054
16/06/2023 ELECTRICITY ARREARS 16/0 02100038
16/06/2023 ELECTRICITY ARREARS 16/0 02100201
16/06/2023 ELECTRICITY ARREARS 16/0 02100180
16/06/2023 ELECTRICITY ARREARS 16/0 02100178
16/06/2023 ELECTRICITY ARREARS 16/0 02100168
16/06/2023 ELECTRICITY ARREARS 16/0 02100143
16/06/2023 ELECTRICITY ARREARS 16/0 02100130
16/06/2023 ELECTRICITY ARREARS 16/0 02100124
16/06/2023 ELECTRICITY ARREARS 16/0 02100113
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Q Saved Searches RestrictTo [ Fied Condition Value

(D) Recently Added

11 WorkQuewes Cotamns | =) File Format StrataMax Stored Report [+ 3¢

& My Assigned [=] Building Name [-] STRATAMAX ONLINE HELP KEEP [~] >
Sort Ord

& Online Portal Uploads ort Order

99 records displayed

Added Date  Building Name Building Number  Title Description Assigned To Status
09/01/2026 STRATAMAX ONLINE HELP 300621 Invoices STRATAMAX ONLINE HELP KEEP CTS 1521
18/12/2025  STRATAMAX ONLINE HELP 300621 Levy Notice [ =]
18/12/2025  STRATAMAX ONLINE HELP 300621 Levy Notice
18/12/2025  STRATAMAX ONLINE HELP 300621 Levy Notice Body Corparate and Commurity Management Ac 1937

| 18/12/2025 - STRATAMAX ONLINE HELP 300621 Levy Notice NOTICE OF CONTRIBUTIONS.
18/12/2025  STRATAMAX ONLINE HELP 300621 Levy Notice Ao S £ ST PETER o T Er
18/12/2025  STRATAMAX ONLINE HELP 300621 Levy Notice Bebe Ectate Agant T
18/12/2025  STRATAMAX ONLINE HELP 300621 Levy Notice e ek P ER T
03/12/2025 STRATAMAX ONLINE HELP 300621 Invoices Conit Enk 0
03/12/2025 STRATAMAX ONLINE HELP 300621 FINANCIAL STATEMENTS I £ o
05/11/2025 STRATAMAX ONLINE HELP 300621 FINANCIAL STATEMENTS e —
23/10/2025  STRATAMAX ONLINE HELP 300621 Levy Notice STRATAMAX ONLINE HELP KEEP CTS 1521
02/10/2025  STRATAMAX ONLINE HELP 300621 FINANCIAL STATEMENTS — — v s Ty i
15/09/2025  STRATAMAX ONLINE HELP 300621 FINANCIAL STATEMENTS g e— e e TRy 00
21/08/2025  STRATAMAX ONLINE HELP 300621 FINANCIAL STATEMENTS || | srengrums owismiwI  OWSERS  Swwon o S0
21/08/2025  STRATAMAX ONLINE HELP 300621 FINANCIAL STATEMENTS mer- Ous mneckay s s S
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& Online Portal Uploads STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP
STRATAMAX ONLINE HELP

Building Number

300621
300621
300621
300621
300621
300621
300621
300621
300621
300621
300621
300621
300621
300621
300621
300621
300621
300621
300621
300621
300621
300621

Title

Levy Notice
Levy Notice
Levy Notice
Levy Notice
Levy Notice
Levy Arrears Notice
Levy Arrears Notice
Levy Arrears Notice
Levy Arrears Notice
Levy Arrears Notice
Levy Arrears Notice
Levy Notice
Levy Notice
Levy Notice
Levy Notice
Levy Notice
Levy Notice
Levy Notice
Levy Notice
Levy Notice
Levy Notice
Levy Notice

Description File Format

StrataMax Stored Report
Stratalax Stored Report
StrataMax Stored Report
Stratalax Stored Report
StrataMax Stored Report
StrataMax Stored Report
StrataMax Stored Report
StrataMax Stored Report
StrataMax Stored Report
StrataMax Stored Report
StrataMax Stored Report
StrataMax Stored Report
StrataMax Stored Report
StrataMax Stored Report
StrataMax Stored Report
StrataMax Stored Report
Stratalax Stored Report
Strataax Stored Report
Stratalax Stored Report
StrataMax Stored Report
Stratalax Stored Report
Strataax Stored Report
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This type of saved search can be used to give external users, such as auditors, access to specific
document searches. It assumes the external user has already been set up in StrataMax and added to the
appropriate security group in Security Setup.

We also have the Security Setup & External Parties Remote Access Videq which covers the Security

Setup process.

Only the required DocMax permissions should be set toA/low for third-party users. All other DocMax
permissions should remain as /nherit.


http://smhelp.stratamax.com/help/security-setup
https://www.screencast.com/t/JyrFV0puA0YQ

i.:‘ Permissiens For — O *

Mame |Third Party

BCMax GLMax| DocMax

®

[-@ Add/Change/Delete Documents

@ Category Maintenance

@ Custom Properties

@ DocMax Outlook Integration

- Drop Box

=@ General

----- Access to Advanced Search

----- Access to Browse by Building/Category
----- Access to My Assigned

----- Access to Portal Uploads

----- Access to Recently Added

----- Access to Search

----- Email a document

----- & Has access to DocMax

----- Modify configuration settings

----- Upload/Remove Portal documents
----- iew intemal documents

- @ Profiles

=@ Saved Search

----- & Accessto view Saved Searches
----- Add, edit, delete a search available to everyone

----- Add, edit, delete a search available to other users or groups
----- Add, edit, delete a search available to your groups

----- Add, edit, delete a search available to yourself

Em Status

@@ Work Queues

| | Filter Close

This gives limited access to documents based on selected fields such as category, title or date. If access
is required for a specific building, that restriction should also be included in the saved search.

To create a saved search for third-party or external users:

—_

Select the Administration tab.

Select Saved Searches from the menu on the left.
Click Add New.

Enter a name for the search.

Enter a description if required.

A O

Set Available Toto the security group created for the external users.

Restrict ToCondition Value

Building | Select a specific building from your portfolio, or leave blank if the user should be
is equal to

Name able to select any building

Title contains Blank — entered when the search is run

Categories is any of Blank — selected when the search is run
Descriptioncontains Blank — entered when the search is run
Extracted

contains Blank — entered when the search is run
Text



Restrict ToCondition Value

Added is in the
Blank — selected when the search is run

Date range
~isnotany ) ) )
Categories ; Category not included for third-party searching
(o]

7. Select the Columns tab and review which columns should be displayed.
8. Select the Sort Ordertab and apply the required sort order.
9. Click Save Changes.

Test the saved search by logging in as the external user and confirming the results display as
expected.



