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Locating a document in a large Research Management Services

Office file

This function is ideal for searching for critical documents (such as applications, contracts, etc) within files which may
have a large list of documents.

1. Search for the file in Records Online (for information on how to do this, please consult the ROL user manual for
Research Office filed — Searching for a Research Office file)
Copy the Records Online file number (at the top of the screen, eg. 2009/505)
Click on the Advanced Search tab at the top of the screen
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Click here to request 3 hard copy file cover to be sentte vou.



4. Select Contained Within from the Search Method drop-down menu and paste (or type) the file number you wish
to search within into the field on the right of that drop-down menu
Alternatively, if you know the RIMS number of the file, select RIMS Project ID from the Search Method drop-down
menu and type the number into the search field on the right of that drop-down menu

5. Select Title from the Additional Search Method drop-down menu and type a relevant title word for the
document into the field
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A list of documents which match the search criteria will appear.

The Unh-er.sily of Sydney Records Online

Uni Home / Staff / Records Online [ Search Results
Support | Contacts | Search Results

- New Admin Fils Records - Contained Within is '2009/505' and ""APPLICATION" in Title - 1
‘ File Transfer Record Found

Sort Document

b O Page 1 of 1

4 D poczoooia12ss3 Bland-Hawthorn DPO988751 Application (6/08/2009 at 9:39 AM)

Page 1 of 1

Back to Top



