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Searching the SRB Knowledge Centre

One of the quickest ways to find information on the Knowledge Centre is to use the
“Search” command on the main Knowledge Centre page. After you have reviewed this
document it is highly recommended that you experiment with the search capabilities to
gain a solid understanding of the various combinations of search criteria.
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Click on “Search” and the following screen appears. You can specify whatyou are
searching for by selecting fields that you want to base the search on and by specifying
selection criteria.
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Search

Most of the time many of your searches will be based on data for the following fields:
Title: Title or description of the document you are looking for.

Keywords: Words that have been attached to the document as it was posted
to the Knowledge Centre.

Original Filename: Actual name of the file.

Depart ment: HR, Finance, IT, Payroll, Purchasing, etc.

Searching the Knowledge Centre - February 2009 Page 2 of 6

This document is provided under license from SRB Edu cation Solutions Inc. and may be used or copied only in accordance with
the terms and conditions of such license. The information contained herein is subject to change without notice.

COPYRIGHT © 2006 - 2009 SRB Education Solutions Inc. - Amember of StarDyne Technologies.



SR8

educationsolutions

Options for selection criteria are self-explanatory and are as follows:

@:
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& Combination

Search

[]show each version of document

“Contains” is the most general of the selection criteria and will return the most results.
Including documents where the search field “contains” the word(s) you are looking for.
For example entering “bas” search term within the Title field will return any document

that contains the letters “bas” in it. To ensure that you locate only “bas” documents
make sure you enter a space afterthe s.

It is critical that once you've entered your search criteria that you click the
“search” button on the left hand side below the criteria boxes. DO NOT PRESS
ENTER.
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Search Sample #1

The following search shows how to use 2 fields with an OR combination (don’t forget
to click on “search” after you key in your data).
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Results for Search Sample #1

|:| ,_) Description Last Modified Author Collection
[ Year End Procedures 152172006 Kathy Way Payroll - Core
Products

ef132/2007  Administrator Year End

|:| @ Payroll ¥Year End Procedures [(Calendar and Fiscal)
Account Procedures

ef12/200T7  TESC User Year End

|:| @ Payroll ¥ear End Procedures (Fiscal)
admin Procedures

N '@ PRM Year End Checklist 4/22/2008 TSC User Documentation

Admin (hrcore /hr)

|:| @ Year End Exception Reports 47472008 Debbie Finance [BAS)
Schmaltz

N '@ Year End Steps £/5/ 2006 Debbie Finance (BAS)
Schmaltz

D @ Year End Surplus Deficit Oplions £f2f2006 Debbie Finance [BAS)
Schmaltz
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Search Sample #2

The following search shows how to use 3 fields with an AND combination (don’t forget
to click on “search” after you key in your data). Results are also listed.

_/O Search Document Exchange

=

Subscribe Unsubscribe Mail Documents

© Field ¥ Select % Search Term

|Department V| |C|:|ntains V| |F'a'_-,-'rl:l|| |

|F'r|:|d|_||:t Mame V| |C|:|ntains V| ||:|ps |

|Tit|e V| |C|:|ntains V| |3,rear end |

|Tit|e V| |Cnntain5 V| | |

ﬁﬁg‘iumhinatiun [ ] Show each version of document

Search

] ,_) Description = Last Modified Author Collection

D ﬁ Payroll ¥ear End Tips & Tricks _@ SiZ2006 TSC User &dmin Payroll - Core
Products

D @ Year End Guides _@ 21572006 Louise Kadlecik Year End
Proceduras

D @ Year End Procedures _@ 22972006 Administrator Year End

Account Procedures

n '@ Year End SIM Repart _@ 1/30/2006 Louize Kadlecik  ¥ear End

Froceduras

Experimenting with a variety of different search combinations is the best way to
become familiar with the search capabilities.
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