
SMART QUERIES 

A smart query is a tool that enables you to filter on specific fields from a subgroup previously defined by IT.  

• You will not be able to view or edit the criteria used in the original definition. 

• Read the DESCRIPTION of each smart query to understand the original criteria. 

To locate smart queries, click on ‘Analysis’ from the blue toolbar and then open the Smart Query Search under 

the Information Library Subsection. 

 

• Most queries are prefaced with the team name that requested it.  

• However, all Cadence users can open and run any smart query in the system.  

 

After double-clicking your smart query selection, click on the link to ‘Edit Definition’ in the upper left-hand corner.  

 
 

Only some fields will be filterable. If you leave a field blank, it will provide all available values in the results. In the 

example below, entering ‘2014’ will display DSA recipients honored in 2014. If you do not add any year in the filter 

field, DSA recipients from all years will be displayed. 



 

The second tab for ‘Results’, will display the output as requested in the original query. 

To export all the results to a .cvs or .xls file, select one of the options at the bottom of the ‘Results’ tab of the 

‘Edit Definition’ window (circled in red). Exporting results from here does not limit the export to only 500 results. 

 

 

 



Exporting from the results panel on the smart query page will only return the first 500 results, so using the ‘Edit 

Definition’ window is recommended. 

 

 

If you want to drill down/research specific records in the output, select ‘Browse’, then select a ‘View’ to open a 

frame that allows you to see each record in the results. 

 



 

Be aware that saving the query does not permanently save your filters. It will be overwritten every time a different 

user runs this smart query. (You will need to re-enter your parameters every time you want results). 

To request a smart query or add a specific field to an existing smart query, submit a HelpDesk Ticket 


