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Introduction

7 (RecFmd §

The RecFind 6 Metadata search is the ‘middle’ search in RecFind 6. By this | mean that it is the
second easiest to use (after the Text search) and the second most powerful (after the Boolean
search).

It has far more options than the Text search and its features allow you to drill down to almost any
level and enter any amount of search criteria to find exactly what you are looking for. A great feature
is that once you get your Metadata search working exactly as you want it to, you can save it and re-
use it as and when needed. You can also refine your results by running another Metadata search on
the results set of a previous Metadata search.

| doubt that there is anything in the RecFind 6 database you cannot quickly and easily find with the
Metadata search.

Note: The RecFind 6 main toolbar and screens and menus you see on your RecFind 6 system will be as
configured for you by your RecFind administrator. You may not see the same buttons, menus, icons,
colours, captions, columns, fields and language you see below in our examples. This is because
RecFind 6 can be configured and ‘personalised’ for each class of user, changing almost anything. You
may have to ask your RecFind 6 administrator to give you access to the RecFind 6 ‘test’ system to test
out the capabilities of the Metadata search as demonstrated below.

Where to find it

Starting with the RecFind 6 main toolbar

% RecFind 6 [RecFind 6 Live] (= (e

File Configure Windows Help
a8 v

Search / PickList Maintenance  Barcode  WorkFlow Code Audt People User Profile Ob]ectNlmbemg File Plan

N
N

1)l

o)

Click on the Search button and then select Metadata

' Recfind 6 [RecFind 6 Livel

File  Configure  Windows

@ External ID

l Mer\tadata >
7iml W
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In this example, we then select Attachment (The EDOC table) to search for electronic documents and
emails. You can of course use the Metadata search to search any RecFind 6 table.

’ Metadata 4

What it looks like

The following screen shot is an extract from our production system, set up and configured for our
use. As mentioned above, your screen will almost certainly look different with different fields and a
different order of fields. However, that won’t make any difference as we will be explaining how to
use the Metadata search in a generic fashion.

’iﬂq Attachment [,}

-
%% Metadata Search - EDOC

=

|| 2 “External
= [P e V@ B.|

[ @ 1 *Image
&l MetadataProfile E? @ [5‘

E EntityID E?‘ @ B,
[ *OriginalFileName

] @ DocumentType ﬁ?‘ @ B |
] Related Project E?‘ @ [5‘
] Created By Application

[l *Suffix

[ @' *ContentType

] *PublishedDate @ ]

] *Size

[l *VersionNumber

This is the screen where you enter your search criteria using the icons (Tools) displayed for each
field. The icons are in fact tools that allow you to specify exactly what you want in each field.

The EDOC table contains the actual electronic document (e.g., Word, PDF, TIFF, Jpeg, etc.) and its
associated Metadata. The actual electronic document is stored in the *Image field.

The Help system

The following examples are necessarily concise. However, if you want a full and detailed explanation
of any search, including the Metadata search, simply click on the help button at the top right of the
RecFind screen, see below:

oo e
(2)s
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You will then be able to navigate and read the comprehensive online help system.

9 HTML Help [ESNEE
e« 2> O W & &
Hide Locate Back Forward Stop Refresh Home  Font Print
e o r—— The Search module i
Type in the keyword to find:
" RecFind 6 is equipped with a number of Search modules to allow you to
locate data in your RecFind 6 database.
List Topics
Select Topic to display:
Text
External ID
Metadata »
Boolean » 3
Saved Search
Any Table
There are a number of ways to execute a search within RecFind 6:
e Text search
o External ID search
e Metadata search
e Boolean search
e Saved search
Display e Any Table search =
) CliAle mn mmsve af dlnmncn mamea b dvimmnem Fav mmmrn tnEmcnn m bl R
Tool Tips

Most of the tools have tool tips, in addition to the online help, that will appear if you hold your
mouse pointer over them. For example:

Fou

| Filter On Linked Table |
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Select Record From Table ]

What the icons (Tools) mean

The icons (tools) on the search screens are common throughout RecFind 6. Once you learn how to
use them here you will be able to use them in any function and any screen in RecFind6; they always
work exactly the same way.

Different field types will have different tools associated with them because of the ‘nature’ of the
data associated with each field. Following is a brief description of the main field differences.

The *Image field
The *Image field is a bit special and does not have as many tools as the other fields because it is
really designed so you can combine a free-text search within the Metadata search.

[ *Image -r

The other fields

The tools displayed depend upon the type of field but we will use the Document Type field in our
example because it has most of the tools apart from the Date tool.

DocumentType

Date fields
The date field has a date tool so you can select your date from a calendar.

@ li?rﬂ *PublishedDate l =

Let’s explain each tool in turn.

Tool Explanation
} This is the select, don’t select and ignore tool. It has 3 values:
| o |

= .‘Do not search on this field

I Do search on this field
(]

[
Ignore (i.e., do not find) items with this field value
These two tools are linked, you may use one or the other

|Lﬂ|

If you select this one you may only specify a single value for this field as a
search criteria.

iy | |

== If you select this one you may then specify a range of values or a set (more
than one) of values as your search criteria for this field.
= @ | These two tools are also linked and you may use one or the other

Y,

Filter the search by the value | select in this linked table
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Only find items with this particular record selected from the linked table

How to use it

Example, find an email

Note: We use our product GEM to automatically capture, classify and store all emails in RecFind 6.
Whereas most emails are linked to the customer file (an Entity record) and can be easily browsed,
there are still many that aren’t to or from customers and that don’t have an Entity record to link to. |
find it far easier and faster to locate these emails in RecFind 6 than trying to find them in Outlook.
Besides, even if it was deleted from Outlook, | will still have a copy in RecFind 6.

I can also only search in Outlook for my emails; by using RecFind 6 | can search everyone’s emails
(obviously, | need to belong to the RecFind 6 Administrator security group to be able to access
everyone’s emails).

When searching for an email, | usually know who sent it and who it was sent to and | know about
what time and something about the subject.

In this example | am searching for an email from a Mr O’Doherty that he says he sent to me in the
first week of August.

| select Search on the main toolbar then Metadata and then Attachment (the EDOC table, used to
store all emails and electronic documents in RecFind 6).

2 RecFind 6 [RecFind 6 Live)

File  Configure Windows Help

#0030 &

Search

=Y
Text
@ External ID

’ Metadata >

RecFind 6 displays the EDOC Metadata search screen (below) so | can enter my search criteria.

PickList Maintenance  Barcode W Code

I - b}
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>< Metadata Search - EDOC o B ]

~ [BEG]

>

| |4

<R AU EQ <

& T
4
<'s)
m

@] = ' DocumentType

@l = Relahed Project

& Created By Application
] *Suffix

[ *ContentType

(& *PublishedDate @ ] B
£l *Size

] *VersionNumber

| this case | only need to enter the date range, the sender and the recipient information as my search
criteria.

| use the published date (automatically populated by RecFind 6 when it captures the email), select
the range tool and enter my date range to search within as follows:

@ 01Aug 2013 06:00:00 AM |5 @ 07 Aug 2013 07:00:00 PM liad

The above criteria tell RecFind 6 to only find emails with a published date in the range of dates
selected.

Then | enter the sender information:

*Q'doherty® l@

The above criteria tells RecFind 6 to only find emails with “O’Doherty” in the sender field of the email.

And then finally | add me as the recipient:

Redipient #| *f.mckenna®

The above criteria tells RecFind 6 to only find emails with “f.McKenna” in the recipient (i.e., To) field
of the email.

The above 3 criteria are AND’ed together to form our search criteria so it becomes:

“Find any email with a Published date & time between 6:00am, 1%t August, 2013 and
7:00pm, 7*" of August, 2013 AND

With a sender containing “O’Doherty” AND
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A recipient containing "F.McKenna”.

Then | click search in the top right hand corner of the screen.

RecFind 6 then instantly displays a result set containing all the emails that meet this search criteria.

3% Metadata Search - EDOC oo
gkt =0 - Bl Sy & =24
A? BB @2 € pPage 1 Of 1 (3Records) o IO
ExternallD PublishedDate 4 Author CheckedOut? Suffix Size
Our discusion yesterday i07 Aug 2013 08:47:37 Brian O'Doherty <bodoherty... |No msg i 33.5KB @
‘RE: Knowledgeone 01Aug 2013 14:11:34 Brian O'Doherty <bodoherty... |No msg 67.5KB _J
RE: Knowledgeone 01 Aug 2013 13:43:29 Brian O'Doherty <bodoherty... |No msg 56 KB :_]

| can then click on the thumbnail ‘jl to view any of the 3 emails found.

Using the embedded text search
| can also use the embedded text search to enhance my search criteria.

Mr. O’Doherty tells me the email was an invitation to have coffee. | therefore add to my search
criteria by asking RecFind 6 to search for an email with the word “coffee” in the body of the email.

@ 1) *Image coffee @‘

Now RecFind 6 will find any email that:

e Has the word “coffee” in the body text AND
e Is dated between August 1 and August 7 AND
e Has a sender called “O’Doherty” AND

e Arecipient called “f.mckenna”

In this case it now finds only two emails because the third one did not have the word “coffee” in the
body text.

] %% Metadata Search - EDOC o [ [
[QFR=CT BB =5 & =29
T8 «

O

¢ Page 1 Of 1 (2Records) & IO

N

A

| ExternallD PublishedDate 4 Author CheckedOut? Suffix Size .
RE: Knowledgeone 01Aug 2013 14:11:34 iBrian QO'Doherty <bodoherty@novate... }No ‘msg ‘67 S5KB l__]
RE: Knowledgeone ’01 Aug 2013 13:43:29 iBrian O'Doherty <bodoherty@novate... iNo ‘msg ‘ 56 KB i _J

>4

Once again | can click on the thumbnail to view either of these found emails.
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Using the Range tool ‘ to select multiple values
The Range tool behaves in one of two ways depending upon the type of field being searched. These

fields are set up (configured) by your RecFind administrator in your copy of RecFind 6 so they may be
different to what you see here.

If the field is a date or value, then when you select the Range tool you will be asked to enter two
values as a ‘range’, see examples below; one a value field and one a date field.

Y, BED) |
¥ a uffix doc @ docx ’}
@] @‘@ ’ ‘PublishedDate @ [¥]01 Sep 2013 06:00:00 AM E @ 11 Sep 2013 07:00:00 PM =

The first field is the ‘from’ field and the second is the ‘to’ field.

If the field is a link to another table then when you select the Range tool you will be asked to select
one or more values (i.e. one or more links to the other table = one or more records in the other
table) in two steps as follows.

When you click the Range tool the screen display changes as below.

Then you click on the 5 H% icon to display a list of records to select from.

RecFind 6 displays the available records in the Document Type table for you to select from as
follows.

Copyright Knowledgeone Corporation 9




2% List - Document Type

S Qap R =0 - Bl
[ select Al m A

ExternalIlD + Code
Agreement
Bug report
Consultancy Report
Contract
Correspondence
Invoice

Manual
Marketing
Order form-K1 corp
Procedures

Project plan
Purchase Order
QuoTE

Report

Tender response
[]| Timesheet

0EOOOEEEEEEEEE

I

B
Select the records you want to search on by ticking them and click I (Select) when ready and
RecFind 6 will now include these selected items in your search criteria, see below.

DocumentType * #*| 4related record(s)

These selections will be OR’ed together so that in effect we are asking RecFind 6 to find any
electronic document that has a document type of Agreement OR Contract OR Quote OR Tender
Response.

Refining your Metadata Search
There are two easy ways to refine the results of your Metadata search.

Back Button <]
The back button is on the top right of the screen displaying your result set (the records you have
found and displayed).

5
2% Metadata Search - EDOC E‘E‘g
o = + - -
(Q Ry = 0 F - SR @5 & = £ J
‘? m | @2 € Page 1 Of 1 (22Records) O
ExternallD PublishedDate 4 Author CheckedOut? Suffix Size
autonumber bug in web dient 11 Sep 2013 08:07... |Jonathan Scowen No docx 31.83KB m’:
SM_B10 RF5 Ext ASU090913.doc.docx 09 Sep 2013 15:34... |Michelle McKenna No docx 48.75KB mi
SM_373 ASU 090913.doc.docx 09 Sep 2013 15:05... |Michelle McKenna No docx 48.46 KB nf
SM_10550nline assist090913.docx 09 Sep 2013 10:40... |Michelle McKenna No docx | 44.68 KB B
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If you are not entirely happy with the result set just click the Back button and it will take you back to
your Metadata search screen so you can further refine your search criteria (it remembers the search
criteria you entered to produce this result set).

Filter Search ¥'

The Filter Search icon is also on the screen displaying your result set.

<

[ % Metadata Search - EDOC =8

e FR=0E e e =20
? m | @2 € Page 1 Of 1 (2Records) $ O

ExternallD PublishedDate 4 Author CheckedOut? Suffix Size

autonumber bug in web dient 11 Sep 2013 08:07... | Jonathan Scowen No docx 31.83KB Wi
SM_B10 RF5 Ext ASU090913.doc.docx 09 Sep 2013 15:34... |Michelle McKenna No docx 48.75KB m’:
SM_373 ASU 090913.doc.docx 09 Sep 2013 15:05... |Michelle McKenna No docx 48.46 KB m;
SM_10550nline assist090913.docx 09 Sep 2013 10:40... |Michelle McKenna No docx | 44.68 KB B

Note: Whether or not this icon is on your screen on your local copy of RecFind 6 and what options it
provides is determined by your RecFind administrator. In our productions system we include this icon
and all options as you will see below.

The Filter Search may have multiple search options as follows:

%% Metadata Search - EDOC = |6
P A =3
“Q%%E@U B GiEy G =24
? & Metadata @2 € pPage 1 Of 1 (22Records) » O
ExternallD :§? Boolean te: 4 Author CheckedOut? Suffix Size
autonumber bug in web dlient $ e D8:07... |Jonathan Scowen No docx 31.83KB WE
SM_B10 RF5 Ext ASU090913.doc.c— ] 5:34... |Michelle McKenna No docx  |48.75KB WH
t R =
SM_373 ASU 090913.doc.docx $ oy % }HS:OS. .. |Michelle McKenna No docx  |48.46 KB im:
I I

If you select the Metadata option you can then do another Metadata search on the results of your
first Metadata search

falr/REIEY

Metadata

)

='41

[N\
'

Boolean
Save Search

Replay

7
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Saving your Metadata Search

When viewing your results set, click on the Filter search icon in the toolbar and then click on Save

Search.

Gl AR
ﬁ Metadata

| Save Search

Give you search a name so you can select it in the future with the Replay menu.

*ExternallD
Type
*CreatedDate
*CreatorPerson
*Table

*Security Code

)
Click Save =

2(B)3

LT, T S

& & |

@ 11 Sep 2013 02:04:40 PM

~ and you are done.

@s test Metadata @

5 FraTukMd(enna, Esqu.

Note: The Save Search saves the search criteria, not the search results (the results set). As the data in
your RecFind 6 database changes over time so will the results of the saved search.

For further questions on this feature please email support@knowledgeonecorp.com

SA
Knowledgeone

corporation

) (RecFmd 6

Easily & quickly solve any compliance
ar information management problem.
sales@knowledgeonecorp.com
www. knowledgeonecorp.com

Copyright Knowledgeone Corporation

12



mailto:support@knowledgeonecorp.com

