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1 SEARCHING  

 Browse 

To browse the document collection: 

1. Select a folder (if applicable): 

 

2. To view a document, click on the document title: 

 

3. The document opens in the browser: 
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4. To return to the previous page, click on the browser back icon: 

 

 

 Quick Search 

To perform a Quick Search: 

1. Select the collection you wish to search:  

To search the entire collection stay on the Home level (image 1) 

To search a subset of the collection, open the subset folder, e.g. Bylaws (image 2) 

Image 1: Entire collection 

 

Image 2: Bylaws subset of collection 
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2. When the collection is selected, enter a search term(s) in the search field, and click on the search icon: 

 

3. In the Search Results page, click on a document title to open a document (or click on a highlighted term in the 

document excerpt to go straight to that match). 
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4. In the opened document, use the Next (in doc) / Previous (in doc) features to move from one match to the next 

within the document.  

Note: The yellow highlight indicates the current match. The green highlight indicates all other matches. 

 

 

5. Use the Next Doc / Previous Doc features to move to the next document in the search results: 

 

 

6. To return to the Search Results page, click on Search Results:  
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 Refine Results 

To refine a search: 

1. Use the Refine Results feature to search for a term within the search results subset.  

In this example, the initial search for building returned three documents in the search results.  

The Refine Results search for the word code will be performed on the three documents in the search results. 

 

2. Matches for the term code are found in one of the three documents in the search results subset: 
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 Advanced Search 

To perform an advanced search: 

1. Click on the Advanced searches icon: 

 

 

2. Select the tab for the type of advanced search you want to perform: Advanced, Boolean or Field search.  

For this example select Advanced (the default selection): 

 

3. Click on the radio button to select the collection to be searched, i.e. Current Level (the folder you are currently 

viewing), or the Entire Collection which in this case will include the Bylaws + Policies and Procedures collections: 

 

4. Stemming ON is the default setting for the Advanced Search.  

Select stemming to return matches of the exact term, plus words with the same stem, e.g. “park” matches on “park” 

“parks”, “parking”. Turn Stemming off to search on the exact term only. 
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5. There are 5 search boxes in the Advanced Search. The options can be used separately or in conjunction with one 

another.  

Note: The not search must be used in conjunction with another option.  

 

6. Enter search terms in one or more of the boxes and click on Search: 
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7. The search results include documents which have matches for the word building, but exclude documents with the 

word code: 

 

8. To return to the initial Advanced Search page, click on Return to search: 
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9. To start a new search, click on the Clear Search icon: 

 

 

 Boolean Search 

To perform a Boolean search: 

1. Click on the Advanced searches menu: 

 

2. Select the Boolean tab in the advanced searches page: 
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3. Click on the radio button to select the collection to be searched, i.e. Current Level (the folder you are currently 

viewing), or the Entire Collection, e.g. Bylaws + Policies and Procedures: 

 

4. Enter the terms in the Query terms box according to the Search Syntax Summary, and click on Search: 
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 Field Search 

Field searches can be performed on the XML documents in the collection.  

Field searches target a specific field of document content such as bylaw number, title, or definition, etc.  

To perform a Field search: 

1. Click on the Advanced Searches icon: 

 

2. Select the Field tab:  

 

3. Click on the radio button to select the XML collection to be searched, e.g. the Bylaws collection.  

Note: Field searches are for XML document collections only. They cannot be performed on other document formats, 

e.g. PDF documents. 

 

4. Enter a search term, select the title field from the Field menu, and click on the Search icon: 
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5. The Search Results return only XML Bylaw documents that contain the word Parks in the document title: 

 

6. When the document is opened, the match for parks in the bylaw title is highlighted: 

 

 

TIPS 

The Field Search default is stemming OFF, therefore a search for park will not find “parks” or “parking” 

To include stemming in a field search, enter a search term as park*, with an asterisk after the word stem. 

Field searches for bylaw number are handled differently. If the bylaw number is 2345-2018, you may enter 
search terms as either 2345, 2018, or 2345-2018.  
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