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SEARCHING FOR A REPORT 

Finding a report within QDEX can be performed in four different ways. 
 

1. From the Home Page via the  option which is located on 
the menu bar next to Help. Note: You will need the Company Report number of the report to 
use this function 

2. Search common metadata fields using the menu item Search/Multi-Field Search 

3. Search any combination of metadata fields using the menu item Search/General Search 

4. Create an advanced search to meet your precise needs using the menu item 
Search/Advanced Search 

Searching for a report is done without consideration of the case of the word(s) entered (i.e. case 
insensitive); for instance if you enter ‘Gold’ the search will find all instances of ‘GOLD’. 
When you search for a report you will be presented with a list of reports matching the search criteria you 
entered from which you can select and view the report metadata. All users will be able to view the report 
itself and any associated components. 

Under the searches menu you can choose which document collection in which you would like to conduct 
your search.  Please ensure you choose the correct document collection from the drop down list before 
starting your search. 

SEARCHING FOR A REPORT WHEN YOU KNOW THE COMPANY REPORT NUMBER 
You can view a report’s details directly if you know the report number. Note: when using this function QDEX will 
search “All Documents” not just one collection. 

1. From the QDEX home page via the  option which 
is located on the menu bar next to Help  

2. Enter the Report Number into the ‘Search text box. 

3. Press the Enter button on your keyboard or the icon next to this field to execute 
the search. 

The details for this report are then displayed. 

SEARCHING USING THE MULTI-FIELD SEARCH 
You can search for a word or phrase within commonly searched fields of a report using the Multi-Field search.  
To perform a Multi-Field search 
 

1. Select the menu item Search / Multi-Field Search 
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Multi-field Search Page 

 
2. Select the type of information on which you wish to search in the Multi-Field dropdown 
list. 

3. Enter the word or phrase to search on into ‘Search Value’ 

4. Press  

If the result of the search returns more than 12 reports 

• Press Next or the page number to view the next 12 reports available or 

• Press Prev or the page number to view the previous 12 reports or 

5. Click on the Title of the Report to view Report Details or 

6. Right Click on the Report Title and choose ‘Open in New Window or Tab’ which will 
create a new window to display the Report Details. Close this new window when you are 
done and return to the list of reports. 

SEARCHING USING THE GENERAL SEARCH 
You can search for words or phrases within specific areas of a report using the General Search. 

1. Select the menu item Searches / General Search which will display the image below. 

 

Version: 28-11-11 Geological Survey of Queensland Contact: QdexSupport@deedi.qld.gov.au 
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General Search Screen 
 

2. Enter the word(s) or phrase(s) into the fields that are of interest to you. 

3. Press  

Version: 28-11-11 Geological Survey of Queensland Contact: QdexSupport@deedi.qld.gov.au 
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A list of reports will be presented.  You can add reports to your cart or folder from this screen by ticking 

the box next to the report you would like and selecting the  or 

 button. 

 

Report List from Search 

 

If the result of the search returns more than 12 reports 

• Press Next or the page number to view the next 12 reports available or 

• Press Prev or the page number to view the previous 12 reports or 

• Click on the Title of the Report to view Report Details or 

• Right Click on the Report Title and choose ‘Open in New Window or Tab’ which will create a 
new window to display the Report Details or 

• Scroll the screen down to see your search criteria displayed below the search results. 

SEARCHING USING THE ADVANCED SEARCH 
You can perform an advanced search for words or phrases within reports. The advanced search allows you to 
use a combination of metadata fields combined with ‘OR’ and ‘AND’.  
 

1. Select the menu item Searches / Advanced Search 

Version: 28-11-11 Geological Survey of Queensland Contact: QdexSupport@deedi.qld.gov.au 
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Figure 1 – Performing an Advanced Search 

 
2. Enter the criteria you wish to search on 

3. Press  

A list of reports will be presented. 

 

Version: 28-11-11 Geological Survey of Queensland Contact: QdexSupport@deedi.qld.gov.au 
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