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Search

Keyword searching allows you to search for the occurrence of words in your permissioned Mylnsight content. A keyword is
a word or phrase found in the content that identifies it to you in some way.

The Search field accepts wildcard characters:

Wildcard Uses
Character
Asterisk (*) Use the asterisk as a substitute for zero or more characters. If you are looking for content that you know

starts with "Pro" and you want to find all instances of that within the content, type the following:
pro*

This locates all content that contains "pro" including production, product, and profit.

Question mark Use the question mark as a substitute for a single character in a name. For example, if you type G?P, you will
(?) locate the content containing GDP and GNP.

Basic Search

To perform a basic search, enter partial or full words or phrases in the Search field and press Enter or click on Search.
Phrase Search

To perform a search for a phrase, just enclose your phrase in quotation marks "list this."

Search Results

The retrieved content will appear in the middle panel of the resulting Web page, sorted by relevance.
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When your search returns more than 10 results, a more results link will show as a double arrowhead on the right of the
page for viewing additional pages of results.

Re=sults 1to 10 of 23733 |%|

Click on the double arrowhead to display the next ten result items.

Note: if you want to return more result items than ten per page, and up to 100 per page, use the Results per page feature
of Advanced Search.
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A Filter Sea!-ch Results panel appears on the ri_ght side of the results page after EILTER-SEARCH-RESULTS
you do a basic search. Use these click-to-select filters to narrow down your search to

return a more manageable number of content items for your review. As with all Pericds

MyInsight selection lists, use Shift-click to select multiple adjacent items or Ctrl-
click to select multiple non-adjacent items from each category. Click on the

Filter button at the bottom of the panel to perform your search using newly selected
criteria.
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Document Formats

HThIL Page[21709]
PDF Documerd[1732]
Excel File[179]

WWiard Document[S]

Advanced Search

You may add additional criteria to narrow your search by clicking on the “Advanced Search” link.

| | SEARCH —

amg‘ﬁg]n SERRCH »
S

Using this feature with a keyword/phrase/expression, you can select a specific Service, one or more Document Types, in
one or more Geographies, and in one or more Document Formats. You can also select an actual date span or a more
general period of time to search for content before, after, or within. To select multiple items in document types,
geographies, and document formats use Shift-click for adjacent items and Ctrl-click when selecting non-adjacent items.
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