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Non-Public and Deleted Records 

“Non-Public” Records  
This is for when you want to hide, as opposed to delete, a listing. This may be because a facility is temporarily 

closed but will be re-opening, or maybe because the listing is a seasonal opportunity. It’s also great for hiding an 

unfinished record that is in progress. Whatever the reason, this feature comes in super handy. 

Setting records as Non-Public  

1. Search for an open up the record in question 

2. Under the “Action” drop-down menu, select “Update Record” 

3. Scroll down until you see “Non-Public Record? Yes/No” and select “Yes” to set record as non-public 

4. Submit Updates – this record is now hidden and only available in Management View. It can be made 

Public again at anytime using this same method but selecting “No”.   

 

A newly created record requires the data manager to manually set it to be non-public or not. If neither yes or no is 

selected for this field, the record will default to public. Ideally you will want it to be non-public until it is complete. 

 

Alert Box 
In Advanced Search, you can include or not include “Non-Public” records in your search results. If a record is non-

public but included in your results, there is a red mark in the “Alert Box” field. If you do not see the Alert Box field, 

click “Change Display Options” and ensure “Alert Box” is checked off under “Show Fields”. Submit changes, close 

dialogue box, refresh page. It is recommended this be set to default so you’ll always be able to identify such 

records in any list.   
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Alert Box Symbols  
1. Red Box:   A red box means the record is non-public.  

2. X = Deleted 

3.  Red Box with X inside: Non-Public AND Deleted   X 

4. “P”: Has a scheduled future delete date.  

5. “F” = Has Feedback  

6. “C” = ? 

Deleting Records  
The ability to see and change the status of a deleted record is only available through your management view. 

 

Deleting Individual Records 
1. Perform a search for and open the Record you wish to delete. 

2. Under the “Action” Drop Down Menu, Select “Delete Record” which will direct you to deletion page 

3. Select a deletion date. 

• today or any day in the future, select an option provided or click for a calendar to expand and pick 

a day of your choosing). 

• If the record is to remain visible to the public until that deletion date, remove the default 

checkmark from the box “Make Non-Public”. 

4. Click submit. If you wish to restore a record, it now resides in the deleted folder accessible via main menu. 

 

 

Technically there is no way (currently) to schedule a record to go non-public. However, on a temporary basis, 

using the option of scheduling a record ‘To be deleted’ can be used to automatically hide the record immediately 

after it is over. The important piece of having an active record set to be hidden from public by this method, is that 

to keep it viewable by the public until that date, you must remove the automatic check mark which will show 

beside ‘Make Non-Public’. 
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Deleting Multiple Records at Once 
1. Ensure checkboxes are enabled via “Change Display Settings”.  

2. Select desired listings via checkboxes. 

3. Under the “Action on Selected Records” Drop Down Menu, select “Delete/Restore Records”, then click 

“Submit”. On the next page, choose “Select Deletion Date” and click “Next”.  

4. Select a deletion date and submit, as demonstrated above in steps 3 & 4. 

 

10.3 Deleted Records 
Records immediately deleted, or set to do so on a scheduled future date, will be placed on a list ‘Deleted Records’ 

which acts like a recycling bin. Find list by going to the Main Menu page and clicking on the small arrow at the top 

left of your screen. Records are not truly deleted until ‘Permanently Deleted’ from here by a superuser, but will 

not show in your search results. Records can also be restored from here. 

  

The option to permanently delete a record is only seen by and available to super users, while data managers will 

have the ability to restore the record or change the delete date. 


