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FIND FOLDERS AND DOCUMENTS

The “‘Find Folders and Documents’ selection allows users to search for folders or
documents based on any combination of folder and document search criteria. To access

the search screen, the user clicks on <Find Folders, and Documents> from the main menu
as seen in Figure 1.
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Figure 1: Main Menu — Find Folders and Documents



The “Find Folders and Documents’ screen is displayed in Figure 2.

Find FoldersiDocuments

Contact (L ast,First):

Date Signed - From: I

Module: ICDrrespDndence Management j Folder Owner: | Select |
Mission/Staff: I j Agency: | j
Division: | j Group: | _|
Status: I j Control Number - From: l—
Processing Code: | _I Control Number - To: l—
Document Type: | j Letter Date - From: l—
Contact: I B Letter Date - To: li

|

|

|

Contact Role: j Date Signed - To: l—

Subject: j VIP Type: | j
" Only Search Archival Subject Search |

Author: I Reference Ho.: I

Final Signer: I Date Received - From: Ii

Final Signer (Last,First]:I . | Date Received - To: I—

Document Title: I Doc Created Date - From: I—

Batch Humber: | Doc Created Date - To: I—

Event Date From: I— Folder Created Date - Frem:li

Event Date To: I— Folder Created Date - To: Ii

Special Instructions: I j Special Attention: I j

Content Search: |AII j |

Display Results as: & Folders © Documents Sort By: | Control Nurrber =] ¥ Ascending

Search | Clearl Closel

Figure 2: Find Folders and Documents Search Screen

A search may be done by choosing “All Modules” from the Module drop-down box or by
choosing a specific module.

The user enters any combination of search criteria and clicks the <Search> button to find
all documents or folders that match. Wildcard searches are supported for fields that don’t
have drop-down selection boxes. When a field is left blank, the system does not restrict
the search based on that field.

Dates are entered manually in MM/DD/YYYY format or by clicking on the Calendar
icon to the right of the date field and choosing a date.

Clicking the <Clear> button will remove all search criteria from the screen.



Clicking the <Close> button returns the user to the Main Menu.

The user may elect to display the results as Folders or Documents by clicking the
selected radio button near the bottom left hand side of the search screen. The user may
also sort the results list by making a selection from the drop-down *Sort By’ box found
near the bottom of the right hand side of the search screen. Results will be in ascending
(when *Ascending’ box is checked) or descending order (when ‘Ascending’ box is not
checked).

The example in Figure 3 shows a search for a folder using its control number. When a
single control number is entered as a search item, the system will automatically open that
folder. After the search criteria is entered, click the <Search> button.

Find Folders/Documents
Module: ICDrrespundence tanagement j Folder Owner: | Select |
Mission/Staff: I j Agency: I j
Division: I j Group: I _|
Status: | j Control Number - From: W
Processing Code: I _I Control Number - To: Ii
Document Type: I j Letter Date - From: I—
Contact: | Letter Date - To: I—
Contact (Last,First): I Date Signed - From: Ii
Contact Role: | j Date Signed - To: I—
Subject: | j VIP Type: | j
" Only Search Archival Subject Search | Aless
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Event Date To: I— Folder Created Date - To: I—
Special Instructions: | j Special Attention: | j
Content Search: |AII j |
Display Results as: * Folders  Documents Sort By: | Control Number x| ¥ Ascending
Search | Clear | Close |

Figure 3: Find Folders/Documents — Control Number Entered

When a single value is entered in a ‘From:” field, the system will search for folders or
documents that match that value. If the user places an asterisk in the ‘To:’ field, the
system will return all items that are greater than or equal to the value in the ‘From:’ field.



This search is illustrated in Figure 4. The Folder Created Date — From entered is
08/01/2006. An asterisk is placed in the Folder Created Date — To.

Find FoldersiDocuments
Module: |Currespondence Management j Folder Owner: |
Mission/Staff: I j Agency: I j
Division: I j Group: I _I
Status: | j Control Number - From: I—
Processing Code: I _I Control Number - To: Ii
Document Type: | j Letter Date - From: I—
Contact: | 3 Letter Date - To: I—
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Contact Role: | j Date Signed - To: I—
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™ Only Search Archival Subject Search | Aless
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Document Title: | Doc Created Date - From: I—
Batch Humber: | Doc Created Date - To: I—
Event Date From: li Folder Created Date - Frum:W
Event Date To: I— Folder Created Date - To: I*—
Special Instructions: | j Special Attention: | j
Content Search: |AII j |
Display Results as: & Folders © Documents Sort By: | Control Number | ¥ Ascending
Search | Clearl Close |

Figure 4: Find Folders/Documents — Folder Created Date

If the user places an asterisk in a ‘From:’ field and a value in the “To:’ field, the system
will search for all items that are less than or equal to the value in the ‘“To:” field.

The user can also search by content. This allows the user to limit search results by a
specific name, word, or phrase or reporting and / or research purposes. The search in
Figure 5 is for the phrase “Civil Rights”. All folders and documents containing the
words “Civil Rights” will be displayed in the results list.
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Figure 5: Find Folders and Documents — Content Search

FOLDER RESULTS LIST

When <Search> is pressed, all folders/documents that meet the search criteria are
displayed in the ‘Results List’ as shown in Figure 6.



Folder Results
jie] | Pr Codel Letter Date | Date Signed | Carrespandent | Addresses | Subject | Status ;I
10 | s0010z26 Active .
11 | 5001027 ©CESSI Active
1z
13 | 5001061 Active
14 | 5001062 Ackive
15 | 5001063 Ackive
16 | S001064 Active
17 | 5001065 Active
15 | 5001075 Ackive i
| | »
First Prev 1 2 3 Hext Last Showing 1 - 100 of 279
Folder Owner: hain Group Mission/Staff: Office of the Executive Secretariat
Folder Owner Phone: 202-720-0300 Agency: MNone
Folder Owner E-Mail: doris kitchings@usda. gov Division: Mane
Subject: Group: Main Group
Referrer: Synopsis: I'rm weriting to urge you to go foreard with
VIP Type: the proposed rule reguiring the LS.
Open Folder Print Folder Print Results List Show Related | Close |
¥ Quick Print

Figure 6: Results List

In the window beneath the folder results, various basic information about the folder is
revealed. However, if the user does not have authority to view a folder, the synopsis will
not be displayed. A message will be displayed stating ‘Authorization Failed’ as seen in
Figure 7.

Folder Results
D | Pr Codel Letter Date | Date Signed I Correspandent I Addressee | Subjeck I Status I # Relatedl -
1 4513 Ackive 0
2 4514 Ackive 0
3 4515 OESS0 Aitive 0
4 4516 Ackive i}
5
& 4518 Active i}
7 4519 Ackive i}
g 4520 Ackive 0
el 4521 Ackive 0 -
1 | _bl_l
First Prev 12 Hext Last Showing 1 - 100 of 155
Folder Owner: OCIO Privacy Offlicer Mission/Staff: Marketing and Regulatory Prograrms
Folder Owner Phone: -- Agency: Agricultural Marketing Service
Folder Owner E-Mail: ecrmm@usda.gov Division: Mane
Subject: Group: AMS Privacy Officer
Referrer: Synopsis: Authaorization Failed
VIP Type:
Open Folder Print Folder Print Results List Show Related | Close |
" Quick Print

Figure 7: Folder Results — Authorization Failed



If there are no results that meet the search criteria, the screen shown in Figure 8 is
displayed.

Folder Results
I 1D | Pr Codel Letter Date I Date Signed | Correspondent I Addressee I Subjeck I Status I # Related

Showing 0 -0 of 0

Folder Owner: Mission/Staff:
Folder Owner Phone: Agency:
Folder Owner E-Mail: Division:
Subject: Group:
Referrer: Synopsis:
VIP Type:
Open Folder Print Folder Print Results List Show Related | Close |

¥ Quick Print

Figure 8: No search Results

OPEN FOLDER

A folder can be opened by double-clicking it or by highlighting it and clicking the <Open
Folder> button. When the folder is opened its contents look the same as when the folder
is opened in a workflow process.

Depending upon the user’s authority and role within the folder, the folder fields and
buttons may be enabled.

When an unauthorized user tries to open the folder or a document, the system will display
an ‘Authorization Failed” message as shown in Figure 9.



<3 Authorization Failed - Microsoft Internge O] =]
=
Authorization Failed
1| You are not authorized to ACCeSS t_his folder. Please contact the I
'l Falder Ohner to request autharization.
Control Number: A003725
Processing Code: FDTest - RD Test
.| | Mission/Staff: Fural Developrment |
| |Agency: MNone
i| |Division: Mone
Owner: Main Group
Contact: Michael Muthll
| |Phone: 301-751-2509
1| |E-Mail: Michael Muthi@usda. gay
| |Failure Reason: Mot Authorized
0K |
[

Figure 9: Folder Access Authorization Failed Screen

The error message contains contact information and the reason the folder could not be
opened. If the Folder Owner is a group, the information for the person identified as the
group administrator is displayed. If the Folder Owner is a user, the user’s contact
information is displayed.

PRINT FOLDER

To print multiple items in a folder, the user selects a folder and clicks the <Print Folder>
button. If the “Quick Print” button is checked, folders will be printed based on the
selections set in user preferences. If the ‘Quick Print” button is not checked, the Print
Folder screen is displayed and the user makes the selections.

To print multiple folders (or all folders in the results list), the user holds the control key
while clicking each folder to be printed, then clicks the <Print Folder> button. The

options that the user selects in user preferences or the print folder screen apply to all
folders selected.

If a document is locked for editing, the latest revision of the document is printed.

PRINT RESULTS LIST



The user may print the results list by clicking the <Print Results List> button. A report is
generated as shown in Figure 10.

Folder Results

09/08/2006
18] Pr Cade | Lefier Oate | Date Signed Comespondent Addressee ubject Status 7 Related Final Signer
4300000 OE=ET 0017006 [ DEFAI0G Edward Artton Fat Fioenen CATR Erchived 0 ames Lyons
Finenen
4300004 OES43 02102006 (D2MDV2006  [Alfred H. Anderson  (Catherme Dunn |DAIRY GRADING|Archived |0 [Thomas J. Billy
5001510 OESS3 +Pete W, Domenici [Ann M. Veneman  ['RURAL-URBAM |Suspended |0
DEV
5003574 OES10S |08/26/2005 |D8/26/2005  [Christopher P. Dunn [Dan Gickman IDAIRY |archived |0 erry H. Brent
FPOLLUTION
ADO3E13 OESS0 081872004 Pate V. Domenici Ann M. Veneman  ['GRANT A ctive 0
5003843 DOJS0 0571072006 Erin Leahy Ann M. Veneman  [LAND Aot 1]
5003744 8 b 1]
AD03TSY RDTest \08/01/2008 Hank Brown Mike Johanns MORTGAGE |zbve 0
ADOAT71Y RDTest \08/0272008 ane Dos Mike Johanns FANIMALS Active 0

Figure 10: Results List

SHOW RELATED

The <Show Related> function works in two ways.

If no folder has been highlighted and <Show Related> is clicked, all related
folders will be displayed with an ‘R’ beneath the folder to which it is connected.

Figure 11 shows Folder 4300014 and 4900081 each have 3 related folders.

-

JE R

Folder Results

1D Pr Code | Letter Date I Date Sigred I Carrespondent I Addresses I Subijeck I Status I #Relatedl;l
1% TFalh HALLE u
15 4527 OES56 Ackive 0 _I
16 4528 Ackive 0
17 4529 Suspended 0
15 4300014 08/05§2006 Cathryn B, Kahn Mike Johanns archived 3
19 4900031 07131§2006 Cathryn B, Kahn Mike Johanns AMIMALS 1 Archived 3
20 S003667 Ackive 0
21 5003668 Ackive 0
22 SO03669 Ackive 0 =
Jo n _>|_I

First Prev 1 2 Hext Last

Showing 1 - 100 of 155

Folder Owner: Mission/Staff:
Folder Owner Phone: Agency:
Folder Owner E-Mail: Division:
Subject: Group:
Referrer: Synopsis:
VIP Type:

Open Folder I Print Folder Print Results

List

Show Related | Clusel

¥ Quick Print




Figure 11:Folder Search Results

When no folder has been highlighted and <Show Results> is clicked, the related folders
for all folders are displayed as shown in Figure 12.

Folder Results

¥ Quick Print

o] | | Pr Codel Letter Date | [Dabe Signed | Correspondent | Addressee Subject | Status | #Relat-;l
17 4520 Suspended 0
15 4300014 0805/2006 Cathryn B. Kahn Mike Johanns Archived 3 _I
19 4900081 R 07131/2006 Cathryn B. Kahn Mike Johanns AMIMALS 1 Archived 3
20 5003735 R Ins2  O7/31/2006 Cathrvn B, Kahn Mike Johanns Active 3
21 Q00373 R DOJ30 Catl J. .Mever Ann M, Yeneman  +*0NewTest Active 3
22 4900051 07131/2006 Cathryn B. Kahn Mike Johanns AMIMALS 1 Archived 3
23 5003735 R Insz  07/31/2006 Cathryn B. Kahn Mike Johanns Active 3
24 5003738 R DOJ30 Carl 1. .Meyer ann M, Yeneman  +*0MewTest Active 3
25 4300014 R 08/05/2006 Cathryn B, Kahn Mike Johanns Archived 3 -
4| | _II_I
First Prev 1 2 Hext Last Showing 1 - 100 of 168
Folder Owner: Mission/Staff:
Folder Owner Phone: Agency:
Folder Owner E-Mail: Division:
Subject: Group:
Referrer: Synopsis:
VIP Type:
Open Folder I Print Folder Print Results List Show Related | Close |

Figure 12: Folders Search Results — Related Folders With No Folder Selected

If a folder has been highlighted and <Show Related> is clicked. Only the related
folders for the highlighted folder will be displayed.

In the results list shown in Figure 13, Control number 500 has 3 related folders and has
been highlighted.




<3} Folder Results - Microsoft Internet Explorer o ] 4
J File Edit Wiew Favorites Tools Help | -:,’
A - 4 ) ' 3 A !
J e Back - 1> B \ﬂ \g _Ij | /.j Search “}\(‘ Favorites e} ‘ = T _J ﬁ Jnddress
Currently Logged In: Michael Graessle Return To: Main Menu | Inbox March 9, 2006

Folder Results

Correspondent Addressee Final Signer
1 +L.ee H.. Hamilton ~ Michael C. ¢ e *REPORTS Shirley Watkins
2 530 01 04/10/1937  +Mike 1. Graessle  +Mike 1. Graessle *REPORTS Archived 1] Shirley Watkins
3 531 01 04101997  +Michael C. Graes... Michael C. Graessle *REPORTS Active 2 Shirley Watkins
4 532 05 09/25/1997  +eeH., Hamiton  Secretary *REPORTS Closed 1] Shirley Watking
N H
Showing 1 -4 of 4
Folder Owner: Mission/Staff:
Folder Owner Phone: Agency:
Folder Owner E-Mail: Division:
Subject: Group:
Referrer:
VIP Type:
Open Folder I Print Folder Print Results List Show Related | Close |
" Quick Print
| Done [ [ [ [ [ [Ndcoclintranet 4

Figure 13: Folders Search Results - 1 Folder Selected

When <Show Related> is clicked, the related folders for folder 500 are displayed with an

‘R’ as seen in Figure 14.



<3} Folder Results - Microsoft Internet Explorer _(Ol x|

J File Edit Wiew Favorites Tools Help | -:,’
= - — e . y ™ - ‘
J e Back ~ () ~ \ﬂ \g _Ij | /.j Search ¢ Favorites e} ‘ = - ii Jngdress
-
Currently Logged In: Michael Graessle Return To: Main Menu | Inbox March 9, 2006
Folder Results
D I | Pr Code” Date Signed | Correspondent I Addressee I Subject I Status #Relatedl Final Si
1 500 a3 04/10/1997  +LeeH.. Hamilton  Michael C, Graessle *REPORTS Active 3 Shirley Wat
2 501 R 01 04/10/19%7  +LeeH.. Hamilton  Michael C. Graessle *REFORTS Active 2 Shirley Wat
3 324 R a2 04/10/1997  HeeH.. Hamiton  Michael C. Graessle +*FO0D STAM... Active 1 Main Group
4 2000 R 01 06/16/1997  +LeeH.. Hamilton  Michael Brostek *REPORTS Clozed 5 Dallas Smith
5 530 01 04/10/1997  +Mike 1. Graessle  +Mike 1. Graessle *REFORTS Archived 0 Shirley Wat
[ 531 a1 04/10/1997  +Michael C. Graes... Michael C. Graessle *REPORTS Active 2 Shirley Wat
7 532 a5 09/25/1997  +LeeH., Hamilton  Secretary *REPORTS Clozed 0 Shirley Wat
d ponml
Showing 1-T7 of 7
Folder Owner: Mission/Staff:
Folder Owner Phone: Agency:
Folder Owner E-Mail: Division:
Subject: Group:
Referrer:
VIP Type:
Open Folder Print Folder Print Results List Show Related | Close |
" Quick Print
=
[&] pone ] [&J Local intranet 4

Figure 14: Folder Search Results — Related Folders for 1 Folder

CLOSE

When the user clicks <Close> from the ‘Folder Results’ screen, the ‘Find
Folders/Documents’ screen is redisplayed. It will have retained the search criteria. The
user can type over the search criteria or click the <Clear> button to clear the screen and
initiate another search.

Clicking <Close> from the ‘Find Folders/Documents’ screen returns the user to the Main
Menu.



