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Organizing your funding opportunities at SDU and OUH.
How to make:
• Saved searches with known funders
• Bookmark folders with relevant calls

Updated March 2019
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Definitions:
• A saved search always performs a new search: it is a 

dynamic, automatically updated list.
• A bookmark always brings up the same item; it can 

only be changed manually.

• Saved searches are very good for
keeping track of calls from known funders.

• Bookmark folders are very good for 
archiving and keeping track of specific calls.
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What you need for this exercise:
• A list of funders of interest
• An active user account in Research Professional

Important! There are two log-in boxes, but one is more tedious for SDU/OUH:

1. With your individual username/password – always use this for SDU/OUH
2. With a university account – works but requires more steps – Do not use!

Do not
use

SDU/OUH account!

SDU/OUH 
users 

log-in here
If necessary, register 
for a user account here

1.2.
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Open ”Advanced search”…

Saved searches
On the following slides, setting up a 
saved search with specific funders is 
demonstrated.
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Open the ”Funder” window…
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In the ”Search” tab, start typing a funder’s name

You can also browse funders:
click on the “A–Z” tab (however, 
searching is much more efficient).

A partial name is normally 
enough to search.

When all funders are selected, click ”Update”…
NB: searches can be modified/edited later.

Selected funders will appear 
here in a grey box with a white 
“remove cross”.  To add more 
funders, start typing a new 
funder’s name.

Checkmark to select a funder.
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You should now see a window similar to this.
Clicking “Search” will execute the search…

Clicking this icon will 
open the ”Funder” 
window for editing.

CAUTION! Clicking 
this red X erases the 

search criteria!



8
This is the results window.

To save this search, click the orange ”Save” button…
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Create a new saved 
search here, or…

…save over a previously 
saved search here.

As a default, save without alerts.
Alerts can be edited later, using the Email alerts link.
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Click ”Close”
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Your saved search should now appear 
in this menu. Every time you click a 
link to a saved search, a new search is 
performed.
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Email alerts

Access Email alerts 
with this link

Edit your default profile;
select which searches to receive 

weekly updates from.

Check here to select/deselect 
which saved searches to receive 
Email alerts from.

An alternative to Email is RSS 
(briefly explained here… )

https://www.lifewire.com/rss-101-3482781
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Bookmarks Use ”Bookmarks” to permanently save relevant calls 
in a static list, i.e. that can only be manually changed.

2. Click the orange 
”Bookmark” button

1. Select calls to bookmark 
by checking them in a 
search results list
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Create a new bookmarks 
folder here, or…

…add bookmarks to an 
existing folder here.

Click to save
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Click ”Close”
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Your saved Bookmarks folder should 
now appear in this menu. Unlike 
saved searches, bookmarks will only 
change when manually edited.
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Expert tip #1

A number of saved searches are
available in the “Our Institution” 
section (yellow bar). 

Look under the faculties and 
departments in the “Our Hierarchy” 
to browse saved searches. 

This often yields results quicker 
than designing your own searches, 
because you can “steal” and modify 
any search you find (next slide)
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Expert tip #2

The small padlock icon indicates 
that the saved search can only be 
changed by an administrator.

However, you can save a padlocked 
search, just like any other search. 
This will create an editable copy 
(without the padlock symbol) of the 
search in your own, individual 
“Saved searches” menu.

Using this trick, you can quickly 
build your own library of custom 
saved searches.
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Good luck!
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The following slides are intended for account administrators.

The purpose is to demonstrate how to:
• set up saved searches that can be accessed by all users, 
• ensure that they are placed at the desired position, and 
• manage the institutional hierarchy.
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Make a search using any relevant criteria (see slides 4–8).
On the Results page, click the orange “Save” button.

Saving a search into the existing hierarchy:
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Account administrators have access to an extra tab – “Our institution” – in 
the “Save search” window. Select this tab, to access the institution hierarchy.

Click once on the blue triangle before 
“Health Sciences” to open the 

underlying hierarchy… 
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Create a new saved 
search here, or…

…save over a previously 
saved search here.

Triangles and text; navigating the hierarchy:
• Clicking on a filled blue triangle will open or close the underlying 

hierarchy without selecting anything.
• Clicking on the text beside a filled blue triangle will only select the text; 

selected text is indicated by underlining.
• An open triangle      shows that there is no underlying hierarchy. Clicking 

an open triangle thus doesn’t do anything. 
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Clicking on the text will select the level in the hierarchy where 
the search will be saved. The selected level is underlined.

The new search will be saved on the 
web page of the underlined unit…
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The saved search created in the previous slide will
appear here, not in the “Our Hierarchy” menu!

Creating a new unit in the “Our Hierarchy” menu
is explained in the following slides…
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Each item in the ”Our Hierarchy” menu is a “workgroup”.
New workgroups appear under the currently selected unit,

in this example the “Department of Clinical Research”

Managing the institutional hierarchy:
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Complete all fields – Full name, Shortened name, and Description
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Click ”Close”
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Et voilá! The new workgroup appears in the
“Our Hierarchy” menu, and new searches 

can be saved to this page.

To delete a workgroup, select “Delete” 
in the “Actions” drop-down menu.
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That’s it!
Happy searching…!
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