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NOTICE TO CREST USERS

The Central Intelligence Agency (CIA) Records Search Tool (CREST) is owned and
maintained by the CIA. Its purpose is to provide storage of and access to declassified
U.S. government records. To ensure optimal system performance and data integrity,
CREST automatically collects and stores information on system use. CREST does not
record personal information or any information that would identify individual users.
Your name will not be recorded; the actions you perform while using the system may be.

The following are representative of the types of information collected and stored by
CREST:

Number of users

Length of session

Files viewed

Files printed

Search terms used

Attempts to modify or damage system information
Attempts to access unauthorized portions of the system.

Some of this information is collected to help make the system more useful or to identify
system performance or problem areas. For example, by monitoring the number of users
and average session length, the CIA can determine if the number of CREST workstations

is adequate to meet user demand.

Other information is collected to determine whether unauthorized activities have been
performed or attempted. The CIA monitors CREST visitor traffic to identify
unauthorized attempts to change information or otherwise damage the system.
Unauthorized attempts to modify any information stored on the system, to defeat or
circumvent security measures, or to use the system for other than its intended purposes
are prohibited and may result in criminal prosecution. If monitoring reveals evidence of
possible criminal activity, such evidence may be provided to law enforcement personnel.

s ——————————— S —

Use OF THE CREST SYSTEM CONSTITUTES EXPRESS CONSENT OF THE
USER TO THE AUTOMATIC COLLECTION OF INFORMATION ON AND

MONITORING OF ALL ACTIONS PERFORMED ON THE SYSTEM
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OVERVIEW

This document is the user’s manual for the Central Intelligence Agency (CIA) Records
Search Tool (CREST) system at the National Archives and Records Administration
(NARA). CREST is based on a commercial off-the-shelf application called LaserFiche®
and is used to search, view, and print declassified records released by the CIA and
National Imagery and Mapping Agency (NIMA) under the guidance of Executive

Order 12958—~Classified National Security Information.

This CREST User ’s Manual presents a basic introduction to CREST and the key
document search and retrieval capabilities of the application. It highlights what most
users need to know to search, retrieve, and print records from the database.
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CREST CONTENTS

The CREST system contains all year’s worth of records released electronically by CIA
and NIMA under their 25-year review programs. New releases are generally made once a
year at the end of the fiscal year. Data available within the system indicates the year of

release. :

To facilitate using the system, the records on CREST have been sub-divided into six
collections of released records as described below:

Consolidated Translations
General CIA Records
Ground Photo Caption Cards
NIMA Records

Scientific Abstracts

STAR GATE.

The Consolidated Translations collection contains translated reports of foreign-language
technical articles of intelligence interest. The collection is organized by author and each

document covers a single subject.

The General CIA Records collection contains records from the CIA’s archives that are 25
years old or older. These records include a wide variety of finished intelligence reports,
field information reports, high-level Agency policy papers and memoranda, and other
documents produced by the CIA.

The Ground Photo Caption Cards collection holds cards used to identify photographs in
the NIMA ground photograph collection. Each caption card contains a serial number that
corresponds to the identical serial number on a ground photograph. The master negatives

- of the ground photography collection have been accessioned separately to NARA. The

caption cards provide descriptive information to help identify which master negatives you
may wish to request. This set of records can be used in conjunction with the MS Access
database called “CIA Electronic Ground Photography Search Tool” available at NARA.

The NIMA Records collection contains records from NIMA's archives that are 25 years
old or older. These records are primarily photographic intelligence reports.

The Scientific Abstracts collection contains abstracts of foreign scientific and technical
journal articles from around the world. This collection represents a significant effort by
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the Agency to document scientific research in the Soviet Union and Eastern Bloc
countries.

The STAR GATE collection contains records from a 25-year Intelligence Community
effort that used remote viewers who claimed to use clairvoyance, precognition, or
telepathy to acquire and describe information about targets that were blocked from
ordinary perception. The records include documentation of remote viewing sessions,
training, internal memoranda, foreign assessments, and program reviews.
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GETTING STARTED

The Crest Main Window
The CREST Main Window (Figure 1) is organized into five major sections:

e Title Bar

* Menu Bar

s Tool Bar

e Folder Browser
|

Status Bar.

(3 Consolidated Translations
3 General CIA Records
(3 Ground Photo Caption Cards
2 NIMA Records

£ Scientific Abstracts
C1STAR GATE

‘ (3 Consalidated Translations

€3 Generai CiA Records
2 Ground Phote Caption Cards
€ NIMA Records

£ Scientific Abstracis

£ STAR GATE

Scroll
Bars
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The Title Bar, located at the top of the CREST Main Window, displays the name of the
open database in square brackets, the Control Menu icon, and the Window Sizing
buttons. The Control Menu icon, located on the left side of the Title Bar, accesses the
Control menu (Figure 2), which lists options for manipulating the window.

ARSES HA ;
- £ 61S00750A 2615007504

— (164800187 A £ 64B00167A
— (1 66B00S60R £ 66B03560R
— 166800597 R 3 66B00597R
— (1 66B00654R £ 66B00664R
— (T 66B00728R £ 66B00728R
— (1 6ER00546R 1 6ER0O0546R
— () 67B00511R

FIGURE 2: CREST CONTROL MENU

The Window Sizing buttons, located on the right side of the Title Bar, are shortcuts to
some of the options available on the Control menu.

The Menu Bar, located immediately below the Title Bar, lists the menus of functions
available for use from the CREST Main Window. These are File, View, Retrieve, Tools,
Security, Windows, and Help. When selected, each of these menus presents a drop-down
list of available options. Note: The Tools and Security menus are for use by CREST

system administrators only.

The Tool Bar, located below the Menu Bar, contains buttons that can be used to execute
commonly accessed functions. These buttons are simply shortcuts to the corresponding
menu options available on the Menu Bar. The following buttons are available on the

CREST Main Window:

1. Search : This button initiates the Basic Search function, which is used to
conduct simple searches for one or two words or phrases. The function is

described in detail in Basic Searches below.

- TR 6
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2. Advanced Search | 9X}: This button initiates the Advanced Search function,
which is used to conduct complex searches. This function is described in detail in

Advanced Searches below.

'1]: This button is used to print a document.

3. Print

iH8R]. This button initiates the Help function.

4. Help

The Folder Browser, which is located in the center of the CREST Main Window and
occupies most of the window’s space, displays the contents of the database. The database
is further divided into folders representing each of the collections. Each folder contains
groups of related records organized according to CIA provenance of the original records.
Selecting (single-clicking) a folder in the left pane of the Folder Browser displays the
contents of the folder in the right pane of the Browser. Double-clicking a folder in the
left pane displays the contents of the folder in the right pane of the Browser and in the left
pane of the Browser, indented underneath the folder. Standard horizontal and vertical
window Scroll Bars are present when the contents of the pane continue past the viewing

arca.

The Status Bar, located along the bottom of the CREST Main Window, provides
messages to the user on the status of the system, along with document counts for search

results. '

Getting Help With CREST

If you have questions about how to use CREST or encounter problems while using it, you
have two primary tools outside of this User’s Manual:
1. Use CREST’s on-line help manual, which can be accessed from the CREST
Menu Bar or Tool Bar. '

~ a. Choose the Help menu or click the Help button. The LaserFiche
User’s Manual (Figure 3) will appear.
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You can use the folder browser to view and manage the folder hierarchy and the documents in each
folder. '

L

Philippines

"o Gron —
F 1 Alrica by Bus t.

— (3 Ametica by Rail €3 Expenses and Prices
1 BlueSky Ailines 3 Sidetrips

— [ Canary Cruises Foods of the Philippines
L (= Caribbean Tours B How ta open a coconut
— €3 European Holidays @ Map of the Philippines
— 3 Germany [@ Sightseeing in Panglao
L (=1 Pacific Paradises [ Transportation

£ Hawgii

e FHUlDpine:

F1GURE 3: ON-LINE LASERFICHE (CREST) USER'S MANUAL

b. Use the help text that is presented or click the Contents or Index buttons
to search for help on other topics.

c. Choose the Exit option from the File menu to close the LaserFiche User’s
Manual. ‘

2. Enlist the assistance of a NARA Archivist. NARA Archivists have been trained
in the use of CREST and are available to assist you in using the tool.

< 8
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BROWSING THE DATABASE

CREST allows you to find records using the CIA job, box, folder, and document
numbers. This numbering corresponds to the original CIA provenance of the material as
it was retired. The concatenation of job, box, folder, and document numbers creates the
Executive Standard Document Number (ESDN), which uniquely identifies each

document.

3 Daclassifiction Databsse

£ Consalidated Translations
) General CIA Recards
£00-01458R
£233-02415A
—C233-02416A

— C351-00036A

0 54-00177A

— £ 54-002524

& CIARDP54-03252A000100010001-7
", | @ CIARDP54.002524000100019005-3
' :Jj [® CLA-RDP54-00252A000100010008-0
.|| B ClARDP54.002524000100010040-7
R IAV.RDPSJ- S2ALEE100010015-2

| B ClA-RDP54.0025240001000T008.4
= ¥ [B CIA-RDP54-00252AD00100010023-3
. § B CLARDPSI-A12524000100010024-2
< § @ CIARDP54-00252A000100010026.0
< { @ CIARDP54-01252A000100010026-8
*..§ @ CIA-RDPS4.00252A000100010028-7
. | @ ClA-RDP54.00252.4000100010031-4
*+} B CLARDP54-00252A000100010032-3
-] B CLA-RDPS4-002524000100010033-2
“H@ CLARDPE4-012524000100010035-0

I € 55-0001A .
I~ £ 56-00071A -} @ CLARDP54-002524D00100010043-1
|~ £ 56-D0403A | B ClARDPSA-OI2524000100010044-0
I ™~ 5ES00492A " | B CLA-RDP54-002524000100010046-8
L £57-00012A [ C1A-RDP54-002524000100010050-3
- (1 57-00042A 1 [® CIARDP54-00252A000100010054-9
- £ 57-00255A 4B ClA-RDP54-00252A000100010056-7
|- 02 57-00384R ' § B CA-RDPSA-02252A000100010055-4

| @ CIARDPS4-0025240001000100729

TRAINING ORGANIZATION

INCREASE IN TRAINING MATERIALS STAFF, TRD, TABLE OF ORGANIZATION

TRAINING DIVISION TABLE OF ORGANIZATION
TRAINING DIVISION TABLE OF ORGANIZATION
REQUIREMENTS FOR AODITIONAL OPERATING PERGEINNEL FOR TRNNING<

REQUIREMENT FOR ADDITIONAL OPERATING FERSUNN| SRIRANING <

ROUTING AND RECORD SHEET

REVISISALOF TRAINING DIVISION TABLE OF ORGANIZATION

AREA TRAININSRIANCH

INSTRUCTOR PERSONN
NTRAL INTELLIGENCE AGENCT™®

(UNTRED)

QR MOBILIZATION TRAINING
IAL ROUTING SLIP

EXPLANATION.GF SUGGESTED CHANGES IN THE T/O'® S, TRD
CHANGE IN SLO' QOF OSO/OPC TRD T/0

TABLE OF ORGANIZATIONRQR <Classified>

STAFF MEETING RE POLICY O RINTMENT OF TRAINEES FOR <Classifig

REQUEST FOR PCS

REQUEST FOR PCS

OVERSEAS TRAINING SLOTS
<Sanitized>

CHANGE IN TRO T/0

PROPOSED T/0 FOR TRD
CONFERENCE WITH MANAGEMENT
JCINT OSO/OFC BASIC T/0

T/O FOR JOINT OSO/OPC BASIC TRAINING.

REVISION OF TRAINING DIVISION TABLE OF ORGANIZATION
ESTABLISHMENT OF NEW METHOD FOR PROCESSING TABLES OF ORGAN

FIGURE 4: CREST MAIN WinDOW

Key information available on the CREST Main Window includes:

Job (e.g., 54-00252A): The job number is a nine-character job identifier of the
group of retired documents to which a box is assigned. It is a reference identifier

for a set of retired records. It is the first identifier in the job/box/folder/document
hierarchy. The first two characters of the job number indicate the year the records
were retired and characters four through nine are sequentially assigned within a

year.
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Box (e.g., Box 0001): The box identifier is the number assigned to a specific box
within a job. It is a sequential number and should be unique within a job.

Folder (e.g., Folder 0001): The folder identifier is a sequential number assigned
to each folder within a box. It represents the physical order in which the folders
are arranged within the box and should be unique within a box.

The job, box, folder and document numbers are embedded within the ESDN as shown in

the example below.
CIA-RDP 54-00252A 0001 0001 0015 -2

Agency Job Number Box Folder Document
Prefix Number Number Number

The document number is the sequential identifier of the document within the folder.

Using The Browser

As shown in Figure 4, the CREST Main Window opens with a listing of collections
within the database. In each collection, you can drill down to identify the jobs ina
simple tree directory format. Clicking a job produces a branch listing of boxes in that
job. Clicking a box produces a branch listing of folders in the box. Clicking a folder
produces a branch listing of documents in the folder. The documents within that folder
will appear in the right pane, along with several columns of index information on the

documents listed in the folder.
To expand branches in the tree structure in the left pane:
1. Double-click the job identifier to view boxes available within the job.

2. Double-click the box identifier to view folders available within the box.

3. Double-click a folder identifier to view the documents available within the
folder. The documents will appear in the right pane of the window.

| NOTE: DOUBLE-CLICKING AN OPEN BRANCH IN THE TREE WILL CLOSE THE
| BRANCH, MAKING VIEWING OF THE HIGHEST LEVEL IN THE TREE EASIER. |
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Opening Documents

When you have located the document for which you were looking, double-click the
_desired document title in the right pane to open the Document Window (Figure 5).

6 November 1959

Deay Olca;

Dear Dick:

T weuld 1k 10 Sacaane fuclicy dvna of the jinema we Pa & pomds (on ony
£ Nrevarston wrrvebleg. nel oding Ser0e eugite (al Eave Drraredld Ls ore vinew
B0 Ganm, T demet knww i Tida av Cuns ranmevind S0 agrorracald 200 udand

Furing rde DOvIod) 96 § wandd L 18 wiars skis very hm-p-ﬂnﬂtlb
mmd—--l”m’lm'mdln IS g e )
tengthy lechmiosl & srmasion.

Nadrcring 0 the busii coosies Agiaut ? it Tiosa &ssamonis igdys 2 November meeting, including some thoughts that have o

LA o MDL 0) th Lo sdiddy stched o Dol Srograes | that time. I do not know if John or Gene recorded the agr

weiogog i

i o s mwmsen ]| during this period; so T would like to start this very lengthy:

(9 ALl sirerid w0 e ot it e R it ot 1 summary of some of the things I think we agreed to, witho, ™
ey TR S e A lengthy technical discussion.

Ay WhAgrove 15 the 2MEILLY for dafitiony the mmajut wlamnanty and
PRUWIArlY 16 MIFIESOUTF IS IGUN: by | Jeavary (9L  Vari~
i, hararar, b e noacmaniio garte ..-b-»d.\ul-nq)
mmmdlm M 2 2evalll GL L0AWR wiiisds widi Vo Oping fawo

alawr, Thayn w1}

FIGURE &6: DocuMENT WiNDOW

The Document Window displays the image of the selected document in the left pane and
its OCR text in the right. See Viewing Documents below for more information on

using this window.

1
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CONDUCTING SEARCHES

Search Overview

One of the main features of CREST is the capability to search for documents meeting
certain criteria. CREST offers a number of ways to search for documents:

¢ Word or Phrase Searches: You can search for documents containing specific
words or phrases. For example, you can search for documents that contain the
word Stalin or the phrase Soviet Union. When you use CREST to find documents
containing certain words or phrases, the system searches OCR text files. OCR
stands for optical character recognition, which is an automated process used to
translate the image of a document into searchable text. Every document image in
CREST has been put through the OCR process. The accuracy of the OCR text
depends on factors such as the age of the scanned document, the type of paper on
which the document was printed, and the extent of staining or other marking that
obscures text on the document image. Because OCR text may not be completely
accurate, word or phrase searches may not find all documents meeting the search
criteria. Though word and phrase searches can yield invaluable results, you may
want to augment these searches with other types of searches to get the best
possible results.

o Index Searches: You can search for documents having certain index
information. Index information is basic information about a document, such as
document title or document date, that has been entered into CREST database
fields. This includes two fields that are used to assign each document into a
collection and to assign the year that the document was released to the public.
Appendix A contains a description of the document index information stored in

CREST.
e Combination Searches: You can use CREST to locate documents that contain

certain words or phrases and have certain index information. For example, you
can search for all documents that contain the word Cuba and were created in

1961.

Each document meeting your search criteria is called a “hit” and is presented with all
other documents meeting the search criteria on a “hit list.” From the hit list, you may
open each document to view its image.
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Using Wildcards

Because the accuracy of OCR text and index data varies, it is wise to use the shortest
possible character set that uniquely identifies your topic of interest. This approach
maximizes the number of hits you will receive. To accomplish this goal, you may want

to use wildcards in your search strings.
Wildcards are special characters used in place of other characters that may be in the text
you are trying to find. CREST offers four wildcards:

o * (Asterisk): The asterisk is used to indicate that zero or more characters may be

in the location in which the asterisk is typed. For example, searching on assass*
will find documents containing assassin, assassins, or assassination.

*  ? (Question Mark): The questidn mark is used to represent any single character
that may be in the location in which the question mark is typed. For example,
searching on RDP33-0241540001000? will find all documents in the first nine

folders of the specified job-box combination.

o [] (Brackets): The brackets are used to indicate that any one of a series of
specified characters may be located in the spot in which the brackets are typed.
For example, searching on [rj]fk will find documents containing only RFK and

JFK.

» - (Dash): The dash is used in combination with the brackets to represent a range
of characters. For example, CIA-RDP5{0-9]* will find all documents retired in

the 1950s.

Case Sensitivity

CREST is not case sensitive. When entering search criteria anywhere in CREST, you
may use all lowercase letters, all capital letters, or any combination of lowercase and
capital letters. CREST will find all documents meeting your search criteria regardless of

case.

Basic Searches

The basic search tool is intended for most searches. The user may search for a single
word or phrase, two words or phrases, or words or phrases within a certain number of

words of each other.
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Single Word or Phrase Searches
To perform a basic search for a single word or phrase:

1. Choose the Search option from the Retrieve menu or click the Search ]

button. The Basic Search dialog box will be displayed.

FIGURE 6: BASIC SEARCH DIALOG Box

2. Click the Phrase button.
Enter the word or phrase you want to find in the Phrase field.

4. Click the Fuzzy Word Search box if you would like to find words that are spelled
similarly to the ones you entered in the Phrase field. Note: Searches that employ
the fuzzy-search feature take longer to complete than those that do not use this

feature.

5. Click the Search button to execute the search. A list of documents meeting your
search criterion will be displayed in a Search Results window. The Search
Results window is described in Viewing Search Results below.

Multiple Word or Phrase Searches
To perform a basic search for two words or phrases:
1. Choose the Basic Search option from the Retrieve menu or click the Search

button. The Basic Search dialog box will be displayed. (See Figure 6
above.)
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2. Click the And, Or, or Not button, depending on the type of search you want to
conduct. The Phrase field on the Basic Search dialog box (Figure 7) will be
replaced with a Phrase 1 field and a Phrase 2 field.

FIGURE 7: BASIC SEARCH DiALOG Box - AND, OR, orR NOT SEARCH

+ And: Finds documents that contain both words or phrases entered in the
Phrase 1 and Phrase 2 fields (for example, Phrase 1 = stalin And
Phrase 2 = hitler finds documents that contain both Stalin and Hitler).

¢ Or: Finds documents that contain at least one of the words or phrases entered
in the Phrase 1 and Phrase 2 fields (for example, Phrase 1 = stalin Or
Phrase 2 = hit ler finds documents that contain either Stalin or Hitler or
both Stalin and Hitler).

+ Not: Finds documents that contain the word or phrase entered in the Phrase 1
field but not the word or phrase entered in the Phrase 2 field (for example,
Phrase 1 = korea Not Phrase 2 = north finds documents that contain the
word Korea but do not contain the word North). '

3. Enter a word or phrase in each of the Phrase fields.

4. Click the Fuzzy Word Search box if you would like to find words that are spelled
similarly to the ones you entered in the Phrase field. Note: Searches that employ
the fuzzy-search feature will take significantly longer to complete than those that
do not use this feature.

5. Click the Search button to execute the search. A list of documents meeting your
search criteria will be displayed in a Search Results window. The Search Results
window is described in Viewing Search Results below.
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Proximity Searches

A proximity search retrieves documents that contain words or phrases located within a
certain number of words from each other. To perform a proximity search:

1. Choose the Basic Search option from the Retrieve menu or click the Search

rs'.'

2] button. The Basic Search dialog box (Figure 8) will be dlsplayed

2. Click the Within button. The Phrase field will be replaced by three fields:
Phrase 1, Within, and Phrase 2.

FIGURE 8: BASIC SEARCH DIALOG BOX - PROXIMITY SEARCH

+ Within: Finds documents in which the word or phrase entered in the Phrase 2
field is located within a specified number of words of the word or phrase entered
in the Phrase 1 field (for example, Phrase 1 = stalin Within 25 Words of
Phrase 2=hitler finds documents in which the word Stalin appears within 25
words of the word Hitler).

3. Enter a word or phrase in each of the Phrase fields.

In the Within field, enter the maximum number of words that can separate the
words or phrases entered in the Phrase 1 and Phrase 2 fields.

5. Click the Fuzzy Word Search box if you would like to find words that are spelled
similarly to the ones you entered in the Phrase field. Note: Searches that employ
the fuzzy-search feature will take significantly longer to complete than those that
do not use this feature.
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6. Click the Search bution to execute the search. A list of documents meeting your
search criteria will be displayed in a Search Results window. The Search Results

window is described in Viewing Search Results below.

Advanced Searches

In addition to offering a simple way to conduct basic searches, CREST offers the
capability to design complex searches via its Advanced Search function. Advanced
searches find documents that contain three or more words or phrases, or documents that
contain certain words or phrases and also meet other search criteria. For example, you
can search for documents that contain the word Korea and were created within a three-

year timeframe.

Advanced Search Features

Unlike the Basic Search function, the Advanced Search function allows the use of
parentheses and embedded operators to compose searches. Parentheses permit the
nesting of search terms within other search terms, which can be nested to any level.

Advanced search operators and their keyboard equivalents are shown below.
e AND: & (ampersand)
s OR: |(vertical bar)
e NOT: - (minus sign)
« WITHIN: "# (caret followed by the number of words that may separate the
terms)
For example, if you want to find all documents pertaining to either Khrushchev or
Eisenhower and also related to the U-2, you can enter the following search term:
(Khrushchev | Eisenhower) & U-2. The vertical bar represents OR and the
ampersand represents AND.

You can also perform proximity searches by entering a caret (") followed by the
maximum number of words separating the two phrases. For example, if you are
interested only in documents in which U-2 is located within 25 words of either
Khrushchev or Eisenhower, the query would read:

(Khrushchev | Eisenhower) *25 U-2.
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Text Searches
To conduct an advanced text search:
1. Choose the Advanced Search option from the Retrieve menu or click the

Advanced Search button [I. on the CREST main Tool Bar. The
Advanced Search dialog box will be displayed.

(DOCUMENT-[DOCUMENT
DATE[>="01/0171955"}£ {DOCUMENT-[DO
CUMENT DATEk="12731/1955"} Ducument Title

ESDN
Document Date

Orig Class

Document Type
Pages
Copyright
Decision
Exempt Code
Parent Docl#
Folder Title

FIGURE 9: ADVANCED SEARCH DIALOG Box USED FOR TEXT SEARCHES

2. Enter your text search criteria in the Word Search field. Use parentheses and
operators as described above to clarify your search.

3. Click the Fuzzy Word Search box if you would like to find words that are spelled
similarly to the ones you entered. Note: Searches that employ the fuzzy-search
feature will take significantly longer to complete than those that do not use this

feature.
4. Click the Search button to execute the search. A list of documents meeting

your search criteria will be displayed in a Search Results window. The Search
Results window is described in Viewing Search Results below.
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Date-range Searches
To conduct a search for documents produced within a certain date range:

1. Choose the Advanced Search option from the Retrieve menu or click the

Advanced Search button [| #¥%]] on the CREST main Tool Bar. The

Advanced Search dialog box will be displayed (see Figure 9 above).

. Enter your date search criteria in the Word Search field, using the following

format:
{DOCUMENT:[DOCUMENT DATEP="mm/dd}yyy "} &
{DOCUMENT:[DOCUMENT DATE}<="mm/dd/yyyy”}

For example, {document : [document date]>="01/01/1961"} &
{document: [document date]<=712/31/1961"} will find all
documents produced in 1961.

. Click the Search button to execute the search. A list of documents meeting

your search criteria will be displayed in a Search Results window. The Search
Results window is described in Viewing Search Results below.

Date-range and Word Searches
To conduct a search for documents produced within a certain date range and containing
specific text:

1. Choose the Advanced Search option from the Retrieve menu or click the

Advanced Search button [|.* on the CREST main Tool Bar. The

Advanced Search dialog box wiﬂ be displayed (see Figure 9 above).

. Enter your date and word search criteria in the Word Search field, using the

following format:
{DOCUMENT:{DOCUMENT DATEP>="mm/dd/yyyy”}&
{DOCUMENT:[DOCUMENT DATE]<="mm/dd/yyyy”} &search word

For example, {document : [document date]>=*01/01/1961"} &
{document: [document date]<=*12/31/1961" } &cuba will find all
documents produced in 1961 that also contain the word Cuba.

. Click the Fuzzy Word Search box if you would like to find words that are spelled

similarly to the ones you entered. Note: Searches that employ the fuzzy-search
feature will take significantly longer to complete than those that do not use this

feature.

. Click the Search button to execute the search. A list of documents meeting

your search criteria will be displayed in a Search Results window. The Search
Results window is described in Viewing Search Results below.
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Index Searches
To conduct an advanced search of CREST index data:
1. Choose the Advanced Search option from the Retrieve menu or click the

Advanced Search button [| #%] on the CREST main Tool Bar. The
Advanced Search dialog box will be displayed.

2. Select the Document template from the Template drop-down list on the upper
right side of the screen. (The General template is not used.)

3. Enter search criteria in any of the fields on which you want to search. Use the
arrow keys or the TAB key to move from one field to the next.

4. Click the Search button to execute the search. CREST will return documents
that meet a/l the criteria entered. The documents will be displayed in a Search
Results window, which is described in Viewing Search Results below.

Note: You can use the Date field only to search for documents produced on a single date.
No wildcards or operators can be entered in this field (only numbers). If you would like
to search for documents produced during a certain time period, use the date-range
formulas described in Date-range Searches and Date-range and Word Searches
above. :

The values in the Collection field correspond to the six collections defined on pages 3-4.
This allows the user to focus a search on only one collection, such as STAR GATE. Also
the Year Released field corresponds to the fiscal year in which the records were released
to the public. This allows the user to search against just the most currently released

records, for example.
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‘Viewing Search Results

After executing a search, any documents meeting the search criteria will be presented in a
hit list in the Search Results Window Figure 10).
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FIGURE 10: SEARCH RESULTS WINDOW

The Search Results Window is divided into two panes. The top pane displays the
documents meeting the search criteria. The documents are ranked in descending order
from those containing the most hits to those containing the fewest hits. The bottom pane
of the window, displays for the selected document in the top pane the actual “hit”
(criterion met) along with the number of the page on which the hit is found. (Note: Hits
are displayed in the bottom pane of the Search Results Window only for text searches.)
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Viewing Hits
To view the hits in a document without opening the document:

1. Select the document of interest in the top pane of the Search Results Window.
The hits in that document, along with the context in which the hits are found, will
be displayed in the lower pane of the Search Results Window.

2. Use the arrow keys in the lower pane of the window to scroll through the hits for
the selected document.

Viewing Documents

To view a document on the hit list:
1. Double-click the document you would like to view in the top pane of the Search
Results Window. The first page of the document will be displayed (Figure 11).
Hits will be highlighted where they appear in the document.
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FIGURE 11: DOCUMENT WINDOW

2. To increase the magnification of the document image, click the Zoom In button
[-] or choose the View — Scale Image — Enlarge menu option. To decrease the
magnification of the document image, click the Zoom Out button [I&] or
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choose the View — Scale Image — Reduce menu option. Double-click the
document image to return it to its original scale.

3. To rotate a page image 90 degrees clockwise, click the Rotate button [E] or
choose the View —Image — Rotate menu option. This page orientation remains
in effect until the image is rotated again; however, it will not affect the
orientation of the page if it is printed.

4. To navigate though the document, use the Page NaVIgatlon buttons at the
bottom of the Document Window.

a. Click the up arrow [ = §] to display the previous page of the document.

b. Click the down arrow [ﬁ] to display the following page of the
document.

c. Click the Page X of Y button [E #2]) and enter the desired page
number to display a specific page of the document.

5. Choose the Close option from the File menu to close the document and return to
the hit list.

Viewing Hits in Context _
To view the place in the document in which a hit is found:

6. Double-click the hit you would like to view in the bottom pane of the Search
Results Window. The document will open to the page on which the hit is
located. The selected hit, as well as any other hits on that page, will be
highlighted where it appears in the document.

1. Choose the Close option from the File meru to close the document and return to
the hit list.

Printing Documents

To print a document:

1. Select one or more documents on the Search Results Window or double-click to
open the desired document.

2. Click the Print button [i,] on the Tool Bar.
3. Complete the Print dialog box and click OK.

Printing Hit Lists
To print a hit list:
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1. From the Search Results Window, choose the Print Hit List option from the File
menu. The LaserFiche Hit List Printout dialog box will be displayed.

2. Click Yes if you would like to include information from the lower pane of the
Search Results window (see Figure 12). Select No if you would like the printout
to include only the list of responsive documents.

Conducting Multiple Searches

It is possible to conduct another search directly from the Search Results Window by
selecting the Basic or Advanced Search function. However, it is advisable to close the
Search Results Window when you have finished reviewing the documents on the hit list.
If too many windows are left open at one time, CREST will stop conducting searches and
return the following error message: Search error: Failed to initialize search [6550:7824]

( ~ NOTE: USE STANDARD CUT AND PASTE FUNCTIONS TO COPY
| SEARCH CRITERIA FROM ONE SEARCH DIALOG BOX TO ANOTHER.
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APPENDIX A

In addition to a document image and OCR text, each document in CREST has a number
~ of associated index fields that identify and provide descriptive information about the
document. The following table describes the index information stored on CREST

documents.

Table: Index Information

DOCUMENT TITLE

The unclassified title/subject of the document with’
classified data removed. If an obvious title does not
exist on the original document, this field will state
‘UNTITLED.”

ESDN

unique alphanumeric string for documents. The

The Executive Standard Document Number. A

format consists of: Agency ID (3 characters) +
hyphen + job number + box number + folder number
+ document number (up to 24 characters) + hyphen + |-
check digit (1 character).

DOCUMENT DATE

The date the original document was created as
indicated on the physical document.

ORIG CLASS

} The classification of a document as indicated on the

original document.

DOCUMENT TYPE

The type of document (e.g., Memo).

PAGES

The total number of pages in the original document
image. (If the original document was double sided,
each side will be counted as a page.) This field does
not refer to the actual page numbers on the document,
but to the total number of pages in the electronic
document image.

COPYRIGHT

A flag used to indicate whether or not a document
contains copyright material.

DECISION

"1 the reviewer.

The final review decision applied to a document by

EXEMPT CODE

A list of all annotation codes applied to a document.
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PARENT DOC#

The ESDN of the parent document to which this
document is attached.

FOLDER TITLE

The unclassified title of the folder with classified
information removed.

JOB NUMBER

A reference identifier defined by the Agency for a set
of records retired by an Information Management
Officer. The first two characters of the job number
indicate the year the records were retired and
characters four through nine are sequentially assigned
within the year.

BOX NUMBER

The number assigned by the Agency to a specific box
within a job.

FOLDER NUMBER

A sequential number assigned to folders within a box.
It represents the physical order in which the folders
are arranged within the box.

DOCUMENT NUMBER

A sequential number assigned to documents within a
folder. It represents the physical order in which the
documents appear in the folder.

MEDIA ID

Represents the number of media used to load the
document into CREST.

COLLECTION

Identifier for the collection which corresponds to the
name of the primary folder in the browser. Available
to allow users to search for records by collection.

YEAR RELEASED

Identifier for the fiscal year the documents were
released. Available to allow users to search records

by year.
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