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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 rev iewed 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  what you are 

searching for by selecting fields that you want to base the search on and by specify ing 

selection criteria. 

 

 

 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 

 
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. 

 

Department:  HR, Finance, IT, Payroll, Purchasing, etc. 
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Options for selection criteria are self-explanatory and are as follows: 

 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 

 

“Contains” is the most general of the selection criteria and will return the most results. 

Inc luding 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 after the 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 
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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. 

 

 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 

Experimenting with a variety  of different search combinations is the best way to 

become familiar with the search capabilities. 

 


