
Create Search Cards



What is a Search Card?

Search Cards in Lighthouse are a set of saved search criteria that remain on each User’s 
Home Screen dashboard. 

They can be created and edited by you, the User, to show you the exact information 
you require. When added to your screen, they will look like the below image.

Clicking on each card will bring you to the list of materials or transfers that fulfill the 
cards’ specific requirements.

For this example, the card is showing a particular Buyer’s PO Lines that need to be issued 
to the supplier.
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1. Log in to the Garner system
2. Navigate to the Materials or Transfers screen
3. Locate search icon in bottom right corner and click

4. Detailed search will open on the right side of screen

5. Add all needed criteria to create a card. For this example, the first step is to add the 
Buyer ID reference by selecting ‘Buyer ID’ from the reference drop-down and adding 
in the value of the ID
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6. The next criteria to add is the Status information. This ensures that the Card will be 
searching for materials that have been created but not yet issued to the supplier. The 
search will be looking for 1 Attained ‘PO Created’ status and 2 Never Attained ‘PO 
Issued to Supplier’

7. Once the search criteria are added, select the ‘Filter’ button

8. After the results have loaded, copy URL from web browser
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8. Click on the “Main Menu” on the top left-hand corner of the screen

9. Select the “Users” page on the menu

10.Locate your User page by searching for your name or email address and click the 
‘Filter’ button

11.Select your User from the list of results by clicking on your name. This will bring you to 
your individual ‘User’ page
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12.Under the ‘Documents’ sections, click the three dots and then select “Create”

13.Click on “Link” text 

14.The name of the icon will appear on the right side of the page after the icon is 
selected
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Add name of card

Short description to explain purpose of the card

Paste URL

Click on “Icon List” to find the right icon for your 
card. Copy the name of the icon in this section.



15. After adding in the details – you can manually edit the URL so the Search Filters will 
not open every time you click on the search card. Change ‘true’ to ‘false’

16. Click on the check icon on the top right section of screen to save card

17.Search card will now be visible in the ‘Documents’ section. When you go back to the 
“Home” screen, card will be visible.
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