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SEARCH

Simple Search

Used as a basic search to locate documents.

Slmple Search Advanced Search

Document Date: From To

Program: |E|
IDEM Document Type: |Z|
Full-Text Search:

Sort By: | program EI Descending E Search

e A specific date
o Enter the same date in both the From and To boxes.

Document Date: From |1/102011 Te 17112011

e Adate range
o Enter the beginning date in the From box and the ending date in the To box.

Document Date: From |1/172011 To 123172011

o Optional — entering the beginning date in the From box and leaving the To box empty
will bring all results from the beginning date to the present date.

Document Date: From |1.I'1.l'2|:|11 To I



e A specific program

o Use the drop-down box to select the Program to search.

Simple Search atvanced Search

Document Date: From | To |
Proqgrann:

1eM Document Type: [N -
Bacesobcle

Erovwnifichds
Sort By: [Frogram | Commissioner's Office parch |

Confined Feedng

Contracts

Cross Connection

CRTE

DERP

Drug Lab Cleanup

D Capacity Deny

Diw Comnplance

D Field Inspections

Divy Ground Water

Dw Operator Certification

Div' Permits

ELTF

Emergency Response

Hw Siter

LUST |

o After selecting a Program, the IDEM Document Type can be filtered to only those
document types available for that Program.

5il’l’lp|& Search advanced search

Document Date: From | To |

Program: | Confined Feeding =l
IDEM Document Typse: | -

Sort BY: [program E.:;We | Search
Enforcarment
Map
OLQ) Fiedd Irspections
OLO Perrrit
oL Report
Technical Review




e A specific document type

o Use the drop-down box to select the IDEM Document Type to search.

Simple Search asvanced Search

Document Date: From | To |
Program: | j

IDEM Document Type: | :' ‘
Sort BY: [program | A@reement
Program | 4o, for Continuing Education

Applcation
Approval
Backfiow Registration
Brownfields Letters
Certificate
Certifiad Labs
CEU File
Comrunity Redations
Cormpletion Docurnent
Compliance
Contract
Contract Approva & Tracking Form
Correspondance
Cost Recovery
Data
Dirawing
ELTF Clam d

o After selecting an IDEM Document Type, the Program can be filtered to only those
Programs available for that IDEM Document Type.

Simple Search asvanced search

Docurment Date: From | To |
Progrem: —

IDEM Document Type: (St (har acterization =l

Sort BY: [Brooram | [Descending =] Search

Sim pl& Search advanced Search

Document Date: From |
Program:

IDEM Document Type:

Full Text Search



Full-text searching enables finding documents based on both the values contained in the metadata
fields of the document as well as the actual text contained within the document.

e ALL documents are available for full-text search on values contained in the metadata fields.
e Currently only new documents (entered since “go live”) are available for full-text search of the
actual text contained within the document.

Rules

When performing a full-text search, the search finds the word specified and words that have the same
“stem”. For example, searching for the word address finds documents with the word address,
addressing, addresses, or addressed. To limit the search to the word specified, place the word in
double quotation marks such as "address".

A full-text search expression can include the following elements:
e  Strings — partial words -> addr
¢ Words —individual whole words -> addresses
¢ Phrases — multiple-word phrases -> new addresses
e Search Operators -> new AND addresses

Search techniques common to popular Internet search engines are supported when using full text
search.

Examples:
e Space()—> AND
o new product searches for new <AND> product.
e Comma(,) 2 OR
o new, product searches for new <OR> product.
o (new, product) images = (new <OR> product) <AND> images
e Minus (-) 2 NOT
o new product -images = (new <AND> product) <AND> <NOT> images
¢ Phrases enclosed in double-quotes ("any phrase") will return an exact match of the entered
phrase.
o "new product”, "new images” = "new product" <OR> "new images"

Search Wildcards

A wildcard substitutes for unknown or unpredictable characters in a search query. Wildcards can be
used in any search query including Advanced Search or Quick Search.

e An asterisk (*) indicates zero or many alphanumeric characters.
For example:
o form* matches form and formula
o *orm matches form and reform
o *form* matches form, formula, reform, and performance

|C0mments |C0nta'n5 *form* |



e A question mark (?) indicates one alphanumeric character.
For example:
o form? matches forms and form1, but not form or formal
o ??form matches reform but not perform

|Comments |Contahs [2?form |

Results can be sorted by Program, Document Type or Document Date in either Ascending or
Descending order.

ment Type
Dacument Date

@ Note: The maximum number of results returned can be set to no more than 500 items.

To return to the Simple Search page, click once on the Virtual File Cabinet banner heading.

R R

~Search  Facil

Simple Search advanced Search

Document Date: From | To |
Progranm: | j
IDEM Document Type: | LI

Sort BY: [program x| [Descendng x| Search |




Advanced Search

Used for a more comprehensive search to locate documents.

Simple Search advanced Search

Document Date:
Program:

IDEM

Sort By: [program =] [Descending =] Search |

There are two types of Advanced Search forms (located on the upper right side): Expanded Form and
Query Builder Form.

Switch Profile Search Forms |

wpanded Form

Query Builder Farm

Or you can use the Search drop-down option located on the toolbar to also limit the search fields to
only those for that Program and Document Type.

Faana DeEarlment

Virtual Fjlé
Facil 'l

Biosolids Drawing

Binsolids Enforcement
Biosolids Map

Biosolids QLG Field Inspection

Expanded Form

The Expanded Form displays all metadata fields available on one single page.

By entering criteria in more than one field, the Expanded Form automatically assumes that ALL criteria
entered must be met before producing a result.

Items with specific choices contain drop-down boxes where additional selections can be made.



County | Matches | |
Air Emission Standards (Subpart BB)
Cross Reference | Matches | [ Closure Flan
Contingency Plan
Data T - . . .
alype | Matches [~ I Corrective Action for W Management Units
EDS & = Exhihits/FiguresiTahles
[ Matches [ I Facility Description
Element |Matches ﬂ I GruundwaterMpnituring
Hazard Prevention
Enforcement Type IMatchES j I Part & Application
Fermit Canditions
FID |Matches j | ‘Personnel Training
" Fost Closure Inspections
Federal Grant |Matches j I Past Closure F'Iair:;
Fee Type = Frocess Description
|Matches J I Waste Analysis Plan
Final HW Permit Section | Matches | [Personnel Training Fersannel Training =l
Fundling |Matches ﬂ I I j
Grade | Matches = | =l

Items with no drop-down boxes are open text fields.

County [Matches =) | [Mo Selection =]
Cross Reference [Starts = _
Data Type [Matches =] | [Mo Selection =]

eos # [Stats =] | e
Element [Matches =] | [No Selection =]

Enforcement Type [Matches =] | [Ma Selection |
FID [Starts = _
Federal Grant # |Starts = _
Fee Type [Matches =] | [Mo Selection =)
Final HW Permit Section [Matches x| | | Mo Selection d
Funding [Matches =] | |MNo Selection =l
Grade [Matches =) | [Mo Selection =]
Date Range

To search for documents with a date within the past 14 days of the current date:
<SdateCurrent(-14)$>

Release Date

Use the Release Date (or Date) field to search for documents by when they entered the repository.

Release Date IEI I On or After IEI <$dateCurrent(-14)$> E X+




Results Options

Results Per Page are defaulted to return the value set in the User Profile. This number can be
modified. However, the maximum number of results returned can be set to no more than 1000 items.

Results Dptions

Results Per Page: |2EI Sort By: |Document Date j IAscending j

, Search | Resetl Savel

Results can be sorted by Program, Document Type or Document Date in either Ascending or
Descending order.

Results Options

Results Per Page: |20 Sort By: |Document Date j |Ascending j

Search | Resetl Savel \ ’

Search Drop-Down

Used to locate documents for a specific Content Profile using only the metadata for that particular
Program and Document Type.

e C(Click Search located on the Toolbar. A list of the Content Profiles set in My Content Profile Links
is displayed.

Indiana DeEarlment ofE
Virtual

ile Cal

~ Search Facility cl
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e Select the Program and Document Type to be searched. The Content Profile will be displayed
with only the metadata for that particular Program and Document Type.

Indiana DeEarlment ofEl

Virtual

ilelG
Fail

Confined Feeding Carrespondence

Confined Feeding Drawing

Canfined Feeding Enforcement
Confined Feeding Map

Confined Feeding OLG Field Inspection
Confined feeding OLQ Parmit

¢ Confined Feeding OLQ Repart ;
Confined Feeding Technical Review
LG Correspondence

LG Drawing

QLG OLQ Field Inspections
OLQ Map

Standard Search

@ Note: Be sure Expanded Form is selected under Search Forms.

@ Note: Clicking on [Show] next to Additional Fields will open up additional metadata fields
that can be used to find a particular document. Click [Hide] to hide these fields.

Search for Confined Feeding 0LQ Report auick help
Switch Profils__ Search Forms

search | _Reset | save
Metadata Search

content I [Starts 2

Document Date From [ = ol =
Security Group [Matches ] Public [Public =l
Account IDEMIOLQIPERICFO
Alld # [Stats -
crojcaRo # [Stats <[
— e E T o= =
P | —
County [Matres =] [ | |
Cross Reference [Stats <] |
Comments [Stats ][ |
Ackditional ields [shoii ]

Facility Search

Used to locate documents of regulated businesses or organizations via IDEM’s TEMPO database.

Indiana DeEarlment '
Vrtual -

11



IDEM Facility Search

Primary Hame: I

Location Address: I

City Hame: |

County Hame: I

Postal Code: I

Sort By: IPrimary Mame LI IAscending LI

Results per Page: |1 aa Search |

1. Primary Name — The name of the company, organization, or place under which the record(s)
have been filed.

2. Location Address — The street address of the company, organization or place under which the
record(s) have been filed.

3. City Name — The city the company, organization or place is located within and under which the
record(s) have been filed.

4. County Name — Much like city name, this is the county the company, organization, or place is
located within and under which the record(s) have been filed.

@ wote: This may not match the county entered into the VFC County metadata field.

5. Postal Code — The US postal ZIP code the company, organization or place under which the
record(s) have been filed.

@ note: May be filed under the ZIP+4 format. Use of wildcards is highly encouraged.

It is not necessary to fill in the entire search fields. For example, use the Facility Search with only a City
Name to view all of the results and find the best match.

12



Results can be sorted by any field in either Ascending or Descending order.

Sort By:

Results per Page: L EL LI
City Mame
County Mame

Postal Code

Results per Page are defaulted to return 100 facilities. This number can be modified. However, the
higher the number will result in longer wait times.

Results per Page: [100 Search |

@ Note: All results will be returned. Paging will occur if more than the Results per Page are found.

Facility Search Results: Displaving Fac'ﬁ' i=s 1 - 20 of 385 Page I 1 VI of 20

Primary Mame ocation Address

Quick Search

The Quick Search enables performing a search regardless of what page is currently displayed. The
Quick Search is defaulted to a Full-Text Search.

Q67004468 x [

13



System-Wide Quick Search Keys

Author = Au

EN I © ity |

ContentID=1D

Filtering Search Results

Search Results can be filtered by either the Security Group, Program or Document Type.

Filter by Category: W+ Security Group w Program w IDEM Document Type

Filter by Category: v Security Grou ~ Proaram IDEM Document Type:Permit
| DW Permits- (13826)  OAQ- (123877)  OWQ Wastewater- (39126) ]_

Filter by Category: ~ Securitv Grouo v Program '~ IDEM Document Tvoe
CEU File- (21) Contract Approval & Tracking Form- (4)  Correspondence- (1)  Enforcement- (60) |
Grant Agreement- (8)  MOA- (1) MRO- (1) Notification- (1)
Operator Fie- (4) Survey- (2)
Working with Content

The Content Information page is used to view metadata and other information about a specific
content item.

e From the Search Results Page, click the Info icon to view the Content Information page for that
file.

14



Search Results  Items 1-20 of 187

Change View Search Actions

Search Form - Search Results

Q Paqell ~|of10 @

o] Document Date Program = Document Tvpe Securiby Group File Size (Bytes) Actions
BE957281 10f10/12 Confined Feeding Carrespondence Public 389632
(6957229 10f10/12 Confined Feeding 0L Report Public 186805 Ag
6937569 101112 Confined Feeding Enforcement Public 972091 LE]| @

Metadata

Content Profiles affect what metadata is displayed on the Content Information page.

Content Information

Content Actions E-mail

Content ID: 66357281
Program: Confined Feeding
IDEM Document Type: Carrespondence
Document Date: 101012 12:00 AM
# Security Group:  Public \
Account:  IDEMIOLCQVPERICFO
ALId #: 100869
CFO/CAFO #:  GAET
Name (Last Name, First Name):  GOODWIN, TRAVIS
In/Out: Cutbound
County: Jay
Cross Reference:
Comments:

Additionial fields [ show]

Additional Fields

To see hidden Additional Fields, click on [Show] to expand the Content Information page. All of these
fields are auto-populated and cannot be modified.

Program: Confined Feeding
IDEM Document Type: Carrespondence
Document Date: 10/ 0/12 12:00 A
Security Group:  Public
Account:  IDEM/OLQIPERICFO
ALld #: 100868
CFO/CAFD #: BE6T7
Name (Last Name, First Name):  GOODWIN, TRAVIS
In/Out: Outhound
County: Jay
Cross Reference:
Comments:

Additional fields [ show ]

Checked Out By:
Status: Released
Formats: applicationipdf

additional fields [ Hide 1

Is Redacted: Mo
Non Redacted ID: 0

Is Microfilmed: Yes
Microfilm Dater 172114 115 PM h
Microfilm Batch Number:  010220141315985_2
ScanDate: 101512 12:00 AM #
Scan Batch Number: IDEM31FYaR1_350

Scan User Name:

Checked Out By:
Status; Released
Formats: application/pdf

Links



The actual document can be opened from two locations.

e Web Location — The absolute path to the content item. The web-viewable document will always
open as an Adobe .PDF document.

e Native File — To open the content item in its native application. Choosing this actually opens a
copy of the native file that is stored in a temporary location on your hard drive. You are not
opening the actual file that is stored in the content server repository.

Links

’ Web Location:  hitn MOTECMDOEWWY. state in.us:1 621 fcsigroun sipublich@ide midolg/éneti@eioidocurmentsidem contentimdy2iotu3-ed spiBEA57281 hest
Native File: BE957281.pdf

Email

By clicking on Send link by e-mail...

Content Information
Content Actior E-mail

Content ID:  [DEMDEY_026187 Send link by e-mail
Program: Confined Feeding
IDEM Document Type: Enforcement
Document Date: 9730013 12:56 PM
Security Group:  Public
Account:  |DEMIOLCUVENF
Alld#: 100139
CFO/CAFO #: TESTCFOGS
Enforcement Type: Compliance Plan
Case #: 1234568
County:
Cross Reference:
Comments:

Outlook opens and creates a new message that contains a link to the URL (web address) of the web-
viewable file, a link to the native file as well as a link to the Content Information.

Subject: Re: 66957281

|
|
Bec., |
|

Web-Viewable Link: F
http://IOTECMDOEVW . state.in.us:16210/cs/groups/public/ @idem/@olg/ @per/ @cfo/documents/idem content/mdy2/otu3/~edisp/66957281. hest

Native File Link:
http://IOTECMDO6VW.state.in.us:16210/cs/idcplg 2IdcService=GET FILE&dDocName=66957281&RevisionSelectionMethod=LatestReleased

Content Info Link:
http://IOTECMDOEYVW. state.in.us:16210/cs/ideplg?
IdcService=DOC INFO BY NAME&dDocName=66957281&RevisionSelectionMethod=LatestReleased

VFC GLOSSARY

Advanced Search

16




A function that enables users to search by all metadata fields, specify search operators, and
specify how search results are to be displayed.

Ascending Sort Order
Arrangement of data in a low to high sequence; for example, from A to Z or from 0 to 9.

Content
A collective term for the content items in the VFC repository.

Content ID
A standard, required metadata field that provides a unique identifier for each content item.
Content IDs are automatically assigned in sequential order as new content items are checked in.

Content Information
See Metadata.

Content Item
Any file uploaded to VFC is referred to as a document or content item interchangeably. They are
discreet items tracked by the content server and include metadata.

Content Repository

All documents are stored in a content repository. VFC uses two file repositories: one for the
native files and one for the web-viewable files.

The original, or native, file is stored in a central repository for native files.

The web-viewable version of the file (such as PDF) is stored in a special repository for web-
viewable files.

Descending Sort Order
Arrangement of data in high to low sequence; for example, from Z to A or from 9 to 0.

Document
Any file uploaded to VFC is referred to as a document or content item interchangeably. They are

discreet items tracked by the content server and include metadata.

Document Number
See Content ID.

Expanded Form
The form on the advanced search page that displays all available metadata fields on a

single page.

Guest Role

17



A standard role that gives the user read permission (R) to Public security group documents only.
A login is not required to access content items in the security groups for which the guest
role has permission. This role is assigned to anonymous users by default

Headline View
A predefined search result template showing content information for each returned content
item on a single line of a search result list.

Metadata

Information about a content item, such as Program, Document Type, Content ID, etc. Metadata
is used to describe, find and group content items. You can then use metadata to find
documents much as you would search for books in a library or files in a file cabinet.

Also referred to as content information or indexes.

Metadata Field
A field on a web page that is used to define search criteria. Also referred to as content
information field or index.

Metadata Search
A search that compares the query expression against metadata field values.

Native File
The original file that is checked into the content server file repository.

Native File Format
The file format that an original document was created in.

Quick Search
A function that enables users perform a search from the navigation bar Targeted Quick Search.

Release Date

The date and time when a document entered the Content Server. May also be listed as just
“Date.”

18
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