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1. Click Find Seeker icon 
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2. Choose Adv. Query tab 
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3. Set your search criteria 

a. Office-Allows user to search by 
office 

b. Counselor-Allows user to search 
by specific counselor 

c. Determine which customers you 
wish to see. Web-Information 
entered by web user only. 
Toolbox-Information entered by 
staff through Toolbox. Both-
Information entered in both 
Toolbox and through the Web 
user 

d. Choose if you wish to see 
Veteran,  Non Veteran, or Both 
Both. Use the drop down to 
choose Veteran type 

e. Date Range-Set dates you wish to 
search as well as creation date, 
active date, inactive date or 
blank. 

f. Status-Active or Inactive 
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4. Double click in Service field 

5. Locate the Service you wish to search 
for 

6. Click Ok button 

7. Click Search button 
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NOTE: This example queried the entire 
state for anyone who was given a Referred 
to WIA-Manual service between 11/15/14 
and 12/12/14. Name, address, and phone 
number has been blurred out to comply 
with confidentiality. 

 

 

 

8. Query shows 123 individuals have 
received the Referred to WIA Services 
Manual during the time frame searched. 
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