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D. Searching

I. Name Search

1. To search for folder and document name, select the folder which you want to search. For
example, if you want to search for the entire folder tree, you should select the root folder
(e.g. Home).
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2. From the top blue bar, select “Name” as search type.

v Name Keyword Search

Content

3. Input the search keyword (e.g. agreement).

N -

4, Press “Enter” or click the search icon.
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5. The search result will display, click the hyperlink to open the objects.

= e Name ~ | agreement x Q a e O~
Home
Folders Index v (64 1to5(Page1) ~
Advanced Search . | File Name Size Version Version Date Version By
Q 9 4 - v 1 .+ Agreement Signing Schedule 1.0 2024-05-07 11:17:59
UCross Profile Pog « Agreements 2024-04-04 12:05:04
Folder Path o o Real Estate Purchase Agreement.pdf 227 KB 1.0 2024-04-04 12:05:08  Administrator
o o o - Residential Lease Agreement.pdf 106 KB 1.0 2024-04-04 12:20:33  Administrator
B o W g v SamplePurchase Agreement.pdf 116 KB 1.0 2024-04-05 15:57:07  Jennifer Tam
ocument Content

Document Profile

General v
File Name v like v »
+ and v

Search Results

Workflow Applications

System

Note: Name Search does not support folders under “Quick Access”.

Il. Full-Text Search

1. To search documents by its content, select the folder which you want to search. For
example, if you want to search for the Agreement folder, you should select it before
searching (e.g. Home\Demo Purpose\Agreements & Contracts).

2. From the top blue bar, select “Content” as search type.

v Name Keyword Search

3. Input the search keyword (e.g. agreement).

D I - <

4. Press “Enter” or click the search icon.
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5. The search result will display, click the hyperlink to open the objects.

Home > Demo Purpose > Agreements & Contracts

Folders Index v c 1t02(Page1) v

Advanced Search | File Name Size  Version Created Date Version Date Versic
Q 9© 4 > w = e i - Redaction.pdf 411 KB 10 2022-11-26  2022-11-26 16:53:45 Cleme
Folder Path D Purpose C this is Alan typing, please comment CONFIDENTIAL AGREEMENT A

Home\Demo Purpose\Agreements &amp;

w ~  Confidential Agreeement.docx 715 K8 31 2022-08-16  2024-05-2217:11:45 Cleme
Document Content
AGREEMENT Antelope International Limited THIS DOCUMENT IS FOR DEMONSTRATION PURPOSE ONLY CONFI
agreement
Document Profile
General v
File Name v like ¥
-2 and v
Search Results

[ Content contain agreement

lll. Advanced Search

1. Advanced search, or index search, is for searching documents according to their
document profiles and index fields. Click the “Advanced Search” tab on the left-hand side

= e Name vI K x Q A 0 O
Home > Account > Invoices
Folders + New v T Upload Index v View v Edit Columns Recycle Bin c 1to5(Page1)
Advanced Search | File Name Size  Version Version Date Version By Hash Tag Invoice N
Qa 9 - @ gp - INV24001pdf 200 KB 20 2024-05-22123431 DSO INV24001
—Cross Profile & gy - INV24002pdf 205 KB 20 2024-05-2212:3344 DSO #SampleCorp #PO123 INV24002
Folder Path % gy - INV24003pdf 205 KB 20 2024-05-22123350 DSO INV24003
Homa\AGGounIvoices % gp v INV24004pdf 191 K8 20 2024-05-2212:3446 DSO INV24004
T & g - INV24005pdf 205 K8 20 2024-05-22123357 DSO INV24005/

Document Profile

Invoices v
File Name v like v »
+ and v

2. The “Folder Path” and “Document Profile” is already selected for you.

Folder Path
Home\Account\invoices

Document Content

Document Profile

Invoices v

File Name v like v o»
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3. For example, if you want to search all invoices within June 2024, select “Invoice Date >=

2024-06-01".

Document Profile

Invoices ¥

Invoice Date v >= v »

[2024-06-01 ]
ot and v

4. Click the add button [ + ] to add another search field, select “Invoice Date <= 2024-06-

30”.

Document Profile

Invoices

Invoice Date

2024-06-01

Invoice Date

2024-06-30

v >=

and

v <=

v »

»

5. Finally click the search icon to perform the advanced search.

Advanced Search

Qa 9© 4

6. The search result will display on the document list panel.

Home > Account > Invoices
Folders

Advanced Search

Qa 9 4

Folder Path
Home\Account\invoices

Document Content

Document Profile

Invoices

Index v

x Q

Y e v

| File Name

INV24005.pdf

Size

205 KB

Version Version Date

Version By

2.0 2024-05-2212:33:57 DSO

1t01(Page1) -

Hash Tag

a0

<

Invoice N

INV24005
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IV. Save Search Template

1. After you perform an advanced searching, your search setting will be listed at the bottom

of the panel.
Invoice Date vi<= v o»
2024-06-30
4 and ™

Search Results
1 Invoice Date >= 2024-06-01 a...

A Invoice Date >= 2024-06-01 a...

2. To save your search setting for future use, click the flag icon. N

3. The “Save Search Template” window will appear. Input a “Template Name” for your
search template.

Save Search Template Save X

Template Name

[ Invoice within June 2024| ]

Personal

Shared

4. If you want to save the search template for personal use, select the “Personal” checkbox.

Save Search Template Save X

Template Name

Invoice within June 2024

Personal

Shared
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5. If you want to share your search template to other users, select the “Shared” checkbox,
and then select the folder you want to save in.

Save Search Template Save x

Template Name

Invoice within June 2024

Personal
Shared

Folder Path

Home\Account\Invoices

6. Note: If you do not save your search template, once you refresh the web browser screen,
all your search history will be cleared.

V. Load Search Template

1. Once your personal search template is saved, it will appear in the Advanced Search
panel.

Search Template

b 4 Invoice within June 2024

For shared search template, go to the folder that you saved the template.

” E] Home

v [ Account

v [ Invoices

‘*._ Invoice within June 2024

2. Click the template “Invoice within June 2024” to load your search template.
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3. Antelope will perform the search result for you.

(©)g
Home
Folders Index v e 1to1(Page1) ~
Advanced Search | File Name Size  Version Version Date Hash Tag Version By
Qa 9 4 - % g - INV24005pdf 205 kB 20 2024-05-2212:3357 #DSO INV24005,

ICross Profile

Home\Account\invoices

Document Content

Document Profile

Invoices -

File Name v like v »
i and v

Search Template

X Invoice within June 2024

VI. Delete Search Template

1. To delete the personal search template, click the cross icon.

Search Template

x Invoice within June 2024

To delete the shared search template, right-click to bring up the context menu, select
More > Delete.

‘Q'- Invoice v smem s
More ’ Temporary Permission
Delete
Permission

2. A confirmation message “Are you sure to delete?” will appear.

3. Click “Confirm” to delete the search template.
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