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SEARCHING FOR A COMPANY REPORT IN QDEX

SEARCHING FOR A REPORT
Finding a report within QDEX can be performed in four different ways.
1.  From the Home Page via the Enter report number.. | 4% 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 KNOwW 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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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’

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

drl
3 press I
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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

) ) Add to Cart
the box next to the report you would like and selecting the or

Add to Folder
button.

Queel‘lsland : ; * Home | Site map | Contactus | Help | Site Search:
Government i

(o] &3 Queensland"ﬁ_{gital Exploration Reports

shelley Peters [SUPADMIN]|Cart Size [0] MB|Cart Count [0]
Collection: : adl [?7]

% User Details ¢ \  Search [) Folders B;] Reports e/ Help pe
Search Results [General]
[ [First/Rrev] 1, 2, 3,4, 5, 8, 7, 8, 9, 10 [Next/Last] | | 5,392 items found, displaying 1 to 12.
Selact All [0 40T 10| Report Title + | Report status
. -
D '59947 g EPM 15633, BEEFWOOD, PARTIAL RELINQUISHMENT REPORT FOR PERIOD ENDED 25/10/09 o
D 58119 EPM 12998, MOUNT MOLLOY, ANNUAL REPORT FOR TWELVE MONTH PERICD ENDING 23/5/09 o
D S7T97 EPC 1138, PARTIAL RELINQUISHMENT REPORT FOR PERIOD 12/7/08 TC 12/7/09 o
D 56864 EPM 14534, AMMUAL REPCRT FOR THE TWELYE MOMTH PERICD EMDIMNG 10/3/09 o
D 56135 EPM 15593, JESSICA, AMNUAL REPORT FOR THE TWELVE MONTH PERIOD ENDING 5/12/08 (o}
D 55014 EPM 14987, SAMDY CREEK, AMMUAL REPORT FOR PERIOD 2/11/07 TO 8/11/08 o
D 55013 EPM 15924, GUMMAWARRA, AMMUAL REPORT FOR THE PERIOD 8/12/07 TO 7/12/08 (o}
D S4912 EPM 15198, KINRARA, ANMUAL REPORT FOR THE PERICD 27/9/07 TO 27/9/08 ]
D 54581 EPM 15931, TOCLEBUC JOINT YENTURE, PARTIAL RELINQUISHMENT REPORT FOR THE PERIOD ENDING 7/1/09 <
D 54339 EPM 14066 (GREENVALE SOUTH). 14070 (GREENWVALE MORTH). 14181 (LUCKY DOWNS), COMBINED ANMUAL REPORT FOR THE PERIOD 22/8/07 TO 21/8/08 Q
D S4269 EPC 982, PEAK RANGE, ANMUAL REPORT FOR THE TWELVE MONTH PERIOD 4/11/07 TO 3/11/08 el
D 53918 A-P B0ZP, ANNUAL REPORT FOR TWELVE MONTHS ENDING 12/1/07 o
Search
Back to the Top

Report List from Search

If the result of the search returns more than 12 reports
e Press Next or the page number to view the next 12 reports available or
e Press Prev or the page number to view the previous 12 reports or
e 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

e 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
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Figure 1 — Performing an Advanced Search

2. Enter the criteria you wish to search on

3 press I

A list of reports will be presented.
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