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SAVING FILTERS AND ESTABLISHING EMAIL NOTIFICATIONS 
 

Below are instructions on how to establish filters and email notifications within and from 

NAMIC’s Compliance Survey Database. Please view the video demonstration of the system for 

a full guide to using the system. 
 

Using the Filtering Tool  
 

1. On the NAMIC home page, under  click on 50-State Research Guides. 
 

2. By default, every entry in the 50-State Research database will appear in the search 

results. To narrow the results shown, use the   tool on the left side of the page. As the 

icon represents, the filter tool functions as a funnel, reducing the results shown in the system 

to just those filters chosen.  
 

3. Within the 50-State research database, users can filter by topic and/or state by clicking 

on the drop-down arrow under each option and choosing specific filters.  
 

 
 

4. The filters operate with checkmarks and x’s . If you click on a checkmark, all 

documents in the system other than what you selected will be hidden and only the documents 

meeting the checked filtering criteria will be displayed. For instance, if you click the checkmark 

for “Abandoned Motor Vehicle” under Topics, the system will display only each state’s entry 

for that particular topic. If you also click on the checkmark for “Alabama” under States, the 

results will be further narrowed to just the Alabama entry for the Abandoned Motor Vehicles 

guide. The filters you have selected will appear at the top of the results:  
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If instead of selecting a filter, you want to eliminate certain results, you can deselect an option 

by clicking on the x next to the item you would like to eliminate. Using the above example, if 

you would like to have every state except Alabama appear in your results for Abandoned Motor 

Vehicles, you can click the x next to Alabama which will remove Alabama’s entry from your 

results. Filters you deselect will also appear at the top of your results as pictured here: 

 
 

Since Alabama was deselected, it appears at the top as “State Not” and no Alabama entries 

will appear in your results. In the same way, if you deselect a specific topic, it will appear at 

the top of your search results as “Topic Not.” 
 

Saving and Accessing Your Filtered Selections 
 

1. To save your filtered selections, click on at the top of the page.  A 

dialogue box will appear that looks like this: 
 

 
Type in whatever name you would like to call your filter. I have called the filter from our above 

example “Alabama Abandoned Motor Vehicles.” Then, elect how often you would like to be 

updated by email if the entries within your saved results change. Click the “Save” button in 

the dialogue box. 
 

2. To access your saved filters, click on  which will generate a pop-up box 

displaying your saved filters. 
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Three icons appear to the right of the saved filters in dialogue box. The down arrow re-

runs that filter, so when you are accessing the webpage during a new session, you can reload 

a saved filter quickly without having to remake selections. The envelope icon is used to receive 

email updates with are discussed in depth in the next section. The trashcan icon deletes the 

filter. 
 

Choosing to Receive Automated Emails 
 

1. If you want to receive automated email updates with new information that has been 

added to a saved filter, and you didn’t already make this selection when you saved the filter, 

click on the envelope icon and use the drop-down box to choose the frequency by which 

you would like to be updated by email. Then click save in the dialogue box. 

 
 

Email updates are sent 5 days a week, Tuesday through Saturday. The system defaults to 

never (no emails) sending emails on a saved filter, but has options to receive emails daily, 

weekly, or monthly.  
 

The email will only display new information for your selected filter(s). You can save and 

establish email notifications for as many filters as you like, but you will only receive a single 

email that includes all results from all saved filters. 
 

2. Emails will usually arrive by 8:30 AM eastern time. If you selected weekly, the email 

will be sent on Tuesday.  If you selected monthly, the email will be sent the first Tuesday of 

each month.  
 

3. When you open the email, your selected filter results will display sorted by state and 

will include the name of the guide updated, the date of the update and a brief description of 

the update that was made. The body of the email looks like this: 

 



4 
 

 
4. Once logged in to the NAMIC site, clicking on the hyperlinked guide title name will take 

you to the updated entry within the system. Clicking on the “View Online” button will take you 

to the 50-State research database homepage. 
 

If you have questions or need further assistance, please contact Angela 

Stackhouse at astackhouse@namic.org. 
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