30 Meridian Training

3.1.2 Basic Search

Basic Searching gives users the option to search on a specific document property
across multiple vaults.

[l Project Archives - Documents; ‘es - InnoCielo Meridian Enterprise 2008a PowerUser
Basic Search tool
|I wault Edit Yiew Tools Help ———— :

Doc Sub Class Detad Fiecord ID

2=} All Files [Building-Project-CL...

The Basic Search tool properties drop-down list contains only the properties for the
vaultyouare currentlyin.

Depending on whether you search in 'this vault' or'all vaults', the search results will be
returned in a different format.

The Records Tools are available to assist users in finding Project Numbers, Project
Names, Building Numbers, Building Names, etc to search against.

] Project Archives - Documents
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3.1.21

Using Basic Search

1. Selectthe document property

InnoCielo Meridian Enterprise 2008a PowerlUser

Search Building Mame

j R IF'h_I,Isiu:aI Plant

ol 5 earch Building Marme

Search Building Murber

Search Description

Search DMS [nsert Uzer

Search D5 Maodify By

Search Doc Class

Search Doc Clazz Code

Search Doc Sub Clazs Detal
Search Doc Sub Clazs Detail Code
Search Doc SubClass

Search Doc SubClasz Code
Search Document Mumber

Search Legacy File Mame

Search Legacy Scale Factor
Search Mame

Search Project Description
Search Project Mumber
Search Project Source
Search Project Start Year
Search Record (D
Search Related Project Humbers
Search Security Level

Search Security Level Code
Search Source Company

Search Source Company Code
Search Univ Archive Mumber
Search Yolume

Search text properties

@~ e

| Wolume | Source Comparny

orn

2. Select the search condition

[

= XN
== COntains

v ctarts with
== contains multiple words

—
-_— W

lUse the Drop-Diown
Menu to select the
property to search

31
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3. Type Value in the search box

Search Project Murmber |_
T

yoe value to search
against in box

| -

Tip - When searching on building number, padding your number with zeros will resultin a

more concise search
example - building 67 should be 0067

4. Selet the Search Scope

© 2009 Michigan State University
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3.1.2.1.1 Records Tools

When searching on a specific document property, if the user needs to look up
information about the building or project, they can access the Tools Menu in Meridian
and choose the appropriate application.

| Tools Help

@

P Records Tools

Recordz Project D atabaze
Facilities Infarmation T aaol
Building Mumber List
Building Murnber Map

OF.

Cancel

33
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3.1.2.2

'This Vault' Search

A search conducted in 'This Vault' will take the user directly to the information they
searched for.

Itis important to remember the results will only contain the Document Types in the Vault
you are currently searchingin.

Yault Edit View Document Tools Help

B |e B8R | REE o

Bero-

Motice you are now in a new
view called 'Find Results'

J = - IF'hysicaI Plant

e - e

Mame ~ | Drocument Date Doc Class Doc SubClass I Doc Sub Class Detal I Diocur

E-Zi# Find Results

4 _DOC | *_PER... FPERFORMAMCE DA, DOCUMENT CORRESPOMDEMCE
0104_DOC_CORRESP_wRI WRINGER OUTDO DOCUMENT CORRESPOMDEMCE
0104_DOC_PRELIMCORR_T... 1142841934 12.00:0... | DOCUMENT PRELIMINARY COR...
0114_DOC_DESDOC_1930-0... 2/6/199012:00:00... | DOCUMENT DESIGN DOCUMENT
0114_DOC_PROJREG_1990-.. 2/21193012:00:00 ... | DOCUMENT PROJECT REQUEST
0643_DOC_aADD_01_1991-0... 3/54199112.00:00... | DOCUMENT ADDENDUM 0
0E49_DOC_CO_CO_02_1991... 54141991 12:00:00... | DOCUMENT CHAMGE ORDER CHANGE ORDER 02
0643_DOC_CO_PROJREG_D... MNTD 12121931 12000, | DOCUMENT CHANGE ORDER FROJECT REQUEST | 08
0B43_DOC_DESDOC_199141 12/6/1951 12:00:00 ... | DOCUMENT DESIGN DOCUMENT
0E43_DOC_SPEC_SPEC_19. 2/221931 12:00:00 ... | DOCUMENT SPECIFICATIONS SPECIFICATIONS
0E49_DOC_TESTBAL AIR_T... AlR 121041991 1200:0... | DOCUMENT TEST AWND BALANC...
2069_DOC_CO_CO_04_1994... 8/12/1934 12:00:00 ... | DOCUMENT CHANGE ORDER CHANGE ORDER 04
2069_DOC_DESDOC_19321.. 1048415992 12:00:00 ... | DOCUMENT DESIGN DOCUMENT
2089_DOC_DESDOC_BLAD... BLADE DAMPER 8/19/195212:00:00 ... | DOCUMENT DESIGN DOCUMENT
2069_DOC_DESDOC_HEATI... HEATING LOAD SU... | 8/3/199512:00:00 ... | DOCUMENT DESIGN DOCUMENT
2069_DOC_DESMOTES_159.. 5/13/199312:00:00 ... | DOCUMENT DESIGN NOTES
2069_DOC_DESMOTES_AIR... AR BALAMCE 1427415933 12:00:00 ... | DOCUMENT DESIGN NOTES
2069_DOC_DESMOTES_PU PUMPS 10/22/199212:00:0... | DOCUMENT DESIGN NOTES
2069_DOC_SPEC_SPEC_ME.. MECHANICAL 8/10/15932 12:00:00 ... | DOCUMENT SPECIFICATIONS SPECIFICATIONS
3011_DOC_PHOTO_193210... 1049415992 12:00:00 ... | DOCUMENT PHOTOGRAPHS
3118_DOC_ADD_01_1934-0... 141041954 12:00:00 ... | DOCUMENT ADDENDUM o
318_DOC_BUDGET_1936-0... 141241936 12:00:00 ... | DOCUMENT BUDGET
3118_DOC_CO_PROJREQ_O... MNTD 2/27199512:00:00 .. | DOCUMENT CHAMGE ORDER PROJECT REQUEST |1
3118_DOC_CO_PROJREG_D... MTD 4171935 12:00:00 .. | DOCUMENT CHANGE ORDER FROJECT REQUEST | 02
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3.1.2.3 'All Vaults' Search

A search conducted across 'All Vaults' will open a separate window that contains all the
Document Types across all Meridian Vaults with the property that was searched
against.

” Search Building Mame x| Physical Plant E (=

nts in all vaults

3118_DOC_CO_PROIREQ_04_NTD_1996-01-18.tif
9792_DOC_QUOTESUM_1990-08-21 1
3118_D0C_00_PROIED_D3_NTD_1995-07-24 b
RECOSE384_DOC_CORRESP_1997-07-15.HF
979z _DOC_PROJREQ_1991-05-01.6F
3118_DOC_C0_PROIED_DI_MTD_1995-02-27 b
CPOM415_D0C_IWE_2000-09-14,tf
118_DOC_SERYREC_1903-07-30.4F
3118_DOC_C0_PROIEQ_DS_WTD_1596-01-12,tF
RECOS9014_DOC_CORRESP_CODE_TRAIL_2006-11-01,HF
) 3118 _DOC_CORRESP_1996-01-12.HF
F11E_D0C_ADD_08_1994-01-10.6F
3118_DOC_MBEWEE_1995-12-04,1F
=) 3118 _DOC_CO_PROJRESD_02_NTD_1995-04-17 4
3118 _DOC_BUDGET_1996-01-12.5F
CFOE279_DOC_PROJREQ_PROBIES_2009-0%-16.6F
CPOGZ79_D0C_SERYREQ_DESIGN_2009-09-15.4F
8 go_ms:-'_m_msz.du
@ =0 0167 _01_BAsE.dwg
@ To_n167_01_BasE. pdf
& 00,0167 _G_BASE.dwf
@ |20 _01e7_G_EAsE.dwg
@ T 0_n167_c_pase pdf
40_0167_R_BASE.dwf
% _167_F_BASE.dwg
0_0167_F_BASE pf

Project Archives - Documents, General Warranbies

Praject rchives - Documents, General Warrankies
Project Archives - Documents, General Warrantiss
Praject Archives - Documents, General Warranbies
Project Archrves - Documents, General Warranties
Praject Archives - Documents, General Warranties
Praject Archives - Documents, General Warranbes
Project frcheees - Documents, General Warranbes
Profect Archives - Documents, General Warranties
Project Archives - Documents, General Warrantiss
Praject Archives - Documents, General Warranbies
Project Archrves - Documents, General Warranties
Project Archives - Documents, General Warranties
Praject Archives - Documents, General Warranbies
Project frchiees - Documents, General Warranbes
Project Archives - Documents, General Warranties
Project Archives - Documents, General Warrantiss
Operationa Documents and Drawings
Cperabional Documents and Drawings
Operational Documents and Drawings
Operational Documents and Drawings
Operationa Documents and Drawings
Ciperational Documents and Dravings
Operational Documents and Drawings
Operationa Documents and Drawings

Operabional Documents and Drawings

T
e

Hain Area
Main area
Main Area
Main Area
Main area
Main Area
Main Area
Main Area
Main area
Main Area
Main Area
Main area
Main ares
Bain Area
Main Area
Main Area
Main Area
bain Area
Maln Area
Main area
Bain Area
Main Area
Main Area
Main Area
Main Area
Main frea

S S s
e e e e e e e e
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36 Meridian Training

3.1.2.3.1 'All Vaults' Options

Within the window that contains the 'All Vaults' search return list, there are different
options the user can utilize.

File Displaying

- Documents in all vaults

|

=l 3118_DOC_CO_PROIJREG_04_NTD_1996-01-18.f
9792_DOC_QUOTESUM_1990-08-21 tf
3118_DOC_CO_PROJREQ_D3_NTD_1995-07-24.tf
RECO59394_DOC_CORRESP_1997-07-15.f
9792_DOC_PROJREG._1991-03-01 4
3118_DOC_CO_PROJREQ_D1_MTD_1995-02-27.4
CPO4415_DOC_IVE_2000-09-14.tF :
3118_DOC_SERYREQ_1993-07-30.Hf options to change the
3118_DOC_CO_PROJREG 05_NTD_1996-01-12.6) V&Y the files are
RECDS9014_DOC_CORRESP_CODE_TRAIL zaoe-A, I SPlayed.
3118_DOC_CORRESP_1996-01-12.tf
3118_DOC_ADD_01_1994-01-10.tf
3118_DOC_MBEWEE_1995-12-04 ki
3118_DOC_CO_PROJREQ_02_NTD_1995-04-17.tf
3118_DOC_BUDGET_1996-01-12.tf
CPO9279_DOC_PROJRED_PROS0465_2009-09-18. kF
CP09279_DOC_SERVREQ_DESIGH_2009-09- 15 tf

@ &0 N167_01_BASE.dwF

& =)0 0167 01 BASE.dwg

@ T 0_0167_01_BASE.pdf

@ &0 0167_G_BASE.dwf

& =)0 0167 G _BASE.dwg

@ T o_0167_G_BASE.pdf
40 0167 _R_BASE.dw
[

Toggle through these
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More Iltems Found
- Documents in all vaults

Display Mame
CPO2041_DOC_COREQUEST 67_2005-06-01 . 4F
2789_DOC_CORRESP_MOTIFICATION _OF MWASTE_ACCEPTAMN_1992-12-16,kF
CPO2041 DO INWOICES DRESSER._ RAMD FIELD SUPPORT SER_2005-09-18.t

CPOZ041_DOC_PAYMENT_GC_01_THE_CHRISTMAN_COMPANY_2004-07-31 .t
9406 _DOC_CORRESP_TAY_DOCUMENTS_FROM_JACK_MUMMA_1995-03- 15, ki
CPOZ041_DOC_BIDS_COMBUSTION_TURBINE_GENERATOR_2004-06-02. Lif Stup
2789_DOC_CORRESP_REMEDIATION_GOALS_1992-09-15, 4
CPOZ041_DOC_C0_REQUEST_ABE_REQUEST_2006-05-15.tf
CPO2041_DOC_CORRESP_STEAM_TUREINE_GEMERATORS_Cp7 ) )
| cPOz041_DOC_CO_REQUEST_63_2005-05-16.4F Click on "250 More...
CPO2041_DOC_CORRESP_DRESSER_RAND_PRoPosaL_at] @nd get the next 250
=) 2789_DOC_REPCORTS_PCDD_PCDF_AMALYSIS_REPORT_19 records. Eachtime
CPOZ041_DOC_Co_REQUEST 145 2006-01-10,kF you click the button, the
CPOZ041_DOC_CORRESP_LIST_OF _CHANGE_REQUESTS 2| Search results will

= cPossez_DoC_CONTRACT_GC_MOORE_TROSPER_zo0s-0] expand and the

= cPOz041_DOC_BRDREC_GC_RID_PACKAGE_3_-_CHRISTM previous records will
CPOZO41_DoOC MTEMIM 11 CUMMING_ BarMarD_ 11-1 still be in the window

) _ CTURAL_IMAGE_CONS, a5 wiel|.
[ Fay close attention to FFER_MASON_CONTRA

| the number of items | INFORMATION_1993-10-20.4F
found and number of kiF

Items showin E_GEMERATOR_-_(GENE_2004-0

A
ey . =FPLACE_TEST_REPORT_1992-10-09
= cPozod  DOC_EMAIL_METAL_CLAD_SWITCHGEAR PROPOSAL_2004
| crozg £DOC_EMAIL_CHANGE_ORDER_3_-_ITEM_1_- DRES_Z009-(]
| DOC_STUDY_VENTILATION_STUDY - BLACK__ WE_2007-07

G0 ko Details == 250 Mare, ..

e

37

Close |
CPO2041_DOC_CO REQUEST 91 2005-06-15. K Q§

EBES ikems found, 250 shown )
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Details
i Documents in all vaults

=) CP02041_DOC_CO_REQUEST 184 _2006-03-21. ki select afile, click on

=] cPOz041_DOC_PAYMENT_GC_29_FINAL_PAYMENT -_THE_CHRISTMaN_ 21 Details. This will
=] cPoz041_DOC_CORRESP_C_B_PRELIMINARY_PLANT_DRAwIN_zo01-0f expand the windowi to
RYATION_REPORT_2004-00-1  Include & thumbnail of
the document and also
the document
properties.

IInder Revizgian...

Mo W alues

Drezcription

<Moo alues:

Dacument D ate

3/28/2006 12:00...

COCUMEMNT

CHAMGE ORDER

Doz Sub Clazs ...

REGQLUEST

Dacurment Mum...

178

Source Company

<Mo Y alue:

Y alume

<Moo alues

Buildinn M ames

TR SIKMMOMN PN

Double-click on the thumbnail to open the document in the Meridian Viewer.

Click on 'Details' again to collapse the Details window.
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Go To

. Documents in all vaults

39

Display Marne

| Waulk

3116_DOC_CO_PROIREG 03_MTD_1995-07-24, ki
RECO59394_DOC_CORRESP_1997-07-15.Hf
9797_DOC_PROIRES_1991-03-01.kF
3115_DOC_CO_PROIRES 01 MTD_1995-02-27.4F
CPO4415_DOC_IYE_2000-09-14.4F
3116_DOC_SERVRES_1993-07-30.5F
3118_DOC_CO_PROIREG_0S_MTD_1996-01-12.kF
RECOS9014_DOC_CORRESP_CODE_TRAIL_Z006-11-01.4f

Project Archives - Documents, General Warranties
Project Archives - Documents, General Warranties
Project Archives - Documents, General Warranties

Project Archives - Documents, General Warranties Q

Project Archives - Documents, General Warranties
Project Archives - Documents, General Warranties
Project Archives - Documents, General Warranties
Project Archives - Documents, General Warranties

Project Archives - Documents, General Warranties
Project Archives - Documents, General Warranties
Project Archives - Documents, General Warrpekis
Project Archives - Documents, General Wa
Project Archives - Documents, General Wal Salact the file
Project Archives - Documents, General W and click 'Go to'
Project Archives - Documents, General 8

Operational Documents and Drawingd

3115 DOC_CORRESP_1996-01-12.kF
3115_DOC_ADD_01_1994-01-10.5F
3118_DOC_MEEWEE_1995-12-04
3118_DOC_CO_PROIREQ 02_MTD_1995-04-17 Hf
3115 DOC_BUDGET 1996-01-12.HF
CPO9273 DOC_PROJRED PROSO4ES 2009-09-13 HF
CPO9279_DOC_SERYREQ_DESIGN_2009-03-15 4
400 0167_01_BASE.dwf
0_0167_01_BASE.dwg
p20_0167_01 B
- P B 7—e-BASE-duul
& =) o_n167_G_BASE.dwg
T 0_0167_5_BASE.pdf
400 0167_R_BASE.dwf
0_0167_R_BASE.dwg

Operational Documerk ial-Ererrir T

Dperational Documents and Drawings
Dperational Documents and Drawings
Operational Documents and Drawings
Operational Documents and Drawings

_*l_I
Go ko Details == I 250 Mare, .. |
e

|1 19 items Found, 119 shown 4
Ifthe user selects afile in the Vault they are currently searching, then clicks 'Go to',
Meridian will take them right to where the document resides in the Vault.

If the user selects afile in a different Vault and clicks 'Go to', a separate Meridian
window will open and take you to the document in the Vault where it resides.
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