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Getting Started 
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Basic Text Search (Used to search for one or two words or phrases) 

I. In the CREST main window Click 1JE . 
2. Click basic Search tab I e.,;.Tuts.atdl I. 

3. Select the type of Basic Text Search you want I ~·~-~ .. . ;. ~ _r'!'. . r,"'r. r.!"~-

. 1: j:"Ph";"r>2:.;;e:'--------

4. Enter the search word or phrase in the Phrase box, e.g., India -· f~;a .,.-:,- _ 

5. IfAND, OR, NOT, or WITHIN was selected in 2. above, enter the second word or phrase in 

l. Second phra~o: 

the Second Phrase box : lpaostan . 

6. Click Se&dl I. 

7. The Search Results screen will appear with search results on the right. Double-click on the 

. lJt:~:~·.~l:l=-:~~' J=-
docu~e_nt to open the document. CJMUlm-<IM15RD0611Dl51XJlt·7 m ASSOCI ... , ,..,, .. 5CI001!'rcwomRS~'v"'IA ""'''~!~) 

8 Cl. k IG~ . · . tc . -'· to pnnt. 

Advanced Text Search (Used to search for more than two words or phrases) 

I. In the CREST main window Click 1If> . 
2. Click Advanced Search tab l•dv•ncodToxts ... c~~l . 

3. Using the following search operators, enter search words and/or phrases in Enter phrase to 
Enter the pl\raso to search for: 

search for box linctto 'pakh<on 

Operator Example 
& India & Pakistan 

I India I Pakistan 
India - Pakistan 

"# India "5 Pakistan 

4. Click s • ..d, j :. 

Search Results will include documents with 
India and Pakistan 
India or Pakistan 
India but.not Pakistan 
India within 5 words of Pakistan 

5. The Search Results screen will appear with search results on the right. Double-click on the . l~ f~~~ ~~-
1111,1A~IS0075DA(D);t~ <t88 STACEO-~I:i 

11 

~/1/2(XrJ 
document to open the document. lil!!a•..._,...,..,,...,."msooo•-' ,., •550CI•n.,.,OFY.IEI4TlftcWCPJ:fRSINI7C)IA •161•""' . 

6. Click fi~ to print. 
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Metadata Field Search (Used to search on document metadata fields .) 

1. In the CREST main window Click 1lP 
2. Click II on 

·-. 
:_ =..L~~~:,;,!~!£ S~r~--- -- _ 

3. Click Field in dropdown menu 

4. Enter search criteria in dropdown list of fields. Scroll down to ex ose all searchable fields. 
Field ; !·' il tiiQJ 

Template: IOocum~nt :::J Document Date Search 

(I/ lo II 

~-- ·-------- ···------ -----

4. Click · s ... ct. 1.. 

The date field contains a starting date and 
an ending date. 

• To search on a specific date, enter that 
date as the starting and ending date. 

• To search on all dates that occur on or 
after a particular date, enter starting date 
and leave the ending date blank. 

• To search on all dates that occur on or 
before a oarticular date, leave the starting 
date blank and enter the ending date. 

• To search on all dates that occur on or 
between two dates, enter both a starting 
and an ending date. 

Document & Folder Title Searches 

CREST software limits the usefulness of 
Document Tille and· Folder Title 
queries. These searches should be 
limited to one word or phrase and use 
the ·wildcard *before and after the word 
or phrase., e.g., •India*. 

See CREST User's Manual for more 
detailed discussion of these queries. 

5. The Search Results screen will appear with search results on the right. Double-click on the 
I' ..... c.... lloai!B"t ns. """""""'""" 

document to open the document. 
1
1 :=== ;i =;:::""~IF!c .. ·OO>V<S .. ooiA ~:~:: 

6 Cl. kfld . . 1c _ _ to pnnt. 
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Explanation of Search Results Screen 
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associated index fields. · <tA.....,..,.,,,_,,""".. ,., Qtlr£lfc~•so•""""''"""'""'MTIZS..,..'.GN'''"' 
2. To highlight document ~===:::: ;;:.:::='7:".u"':~~== .. ::;~, 
click on document once · =~":'=""......=:: " ~-:,-.;:,;.:.,.."";:'~=!~~~ 
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For the highlighted document, shows "hit" along with the page number on which 
the hit is found. · 
Double-click on this line to view the image of this page 

Document Screen To view a document double click on the Document Name in the Search 
Results Window 
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Page Navigation 

Use the following toolbar buttons to navigate between pages and to change screen views: 

l~\ ll,~P-1 KI<J ~ ~;J ~-UJ l}.tl_fo_l ~JJmf~l§il · R t2j ~I 
~ 

1 ' ' r r t Next Previous 
Page Document 

Previous Next Document 
Page 

View Thumbnails 

First Page Last View Metadata 
Page 

View Text 
7...oom 

Go To View Image 
Pan Page 

Print Rotate Image 

Zoom Out 

Zoom In 

Wild Cards 

!Wildcard !Description 

I (Asterisk) Represents zero or more missing characters. For example, searching on 
assass* will find documents containing "assassin", "assassins", or "assassination". 

~ (Question mark) Represents any single character. For example, gr?y would find 
"gray" and "grey," but not "gravy." 

~ (Br•ckcts) Brackets arc used as a wildcard for any single character. A limited set of 
replacement characters can be specified within the brackets. For example, grl.ac]y 
would find "gray" and "grey," but no others. 

r (Dash) This operator indicates a range of characters. For example, b[a-i]t would 
find the words "bat," "bet" and "bit," but not "but." 

' 

Wildcards may be combined. For example, br[a-o]ke* would find all of the following words: 
brake, braked, broke, broker, and broken 
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Displaying Other Documents in a Folder 
To display all the documents in the same folder as a document in the Search Results Window. 
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A new Search Results Window appears showing all the documents in the folder. 
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