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Module Objectives:



Basic Search

The search panel at the top left of the screen allows for simple or advanced 

searches in a project.  The search will populate results looking at the 

document or folder name (searching on “Title” is an option in “Advanced” 

search) . The “Items per page”  drop down gives you the choice to load 10, 50 

or 100 items on the screen.

Select a document from the search results 
and  click the “Source” link to go to the 
folder where the document is located.

You may customize 
the column view by 
clicking this icon.

Search results are limited to a maximum of 1000. Should 
your search result in “1000+ “documents, please log a 
ticket on the Energy Customer Collaboration 
Documentum Support Central site. Include the following 
information in your ticket: P&L Segment, Project Name 
(including IPS#) and the specific search criteria used.



Save a Search

After the results load, click the “Save” button to name and retain the search 

parameters in the “Saved Searches” node on the Navigation Tree. Check the 

“Include Results” box to save current results at time saved and the “Make 

Public” box to designate the search as shared (it will default to private).

“Restart”  will begin the search again.

Click “OK” to complete action



Run a Saved Search

To run a saved search for current data, select that search, right click and 

choose “Run Search”. You may also view the saved results (if option selected 

when the search was saved) by choosing “View Saved Results”.

Choose “Delete” to remove that saved search.

To view/run other saved searches, choose “All Saved Searches” in the 

dropdown at the top right of the workspace.  



Advanced Search

For advanced capabilities, click the dropdown button in the search window, 

then  click “Advanced” to open the “Advanced Search: General” screen.  

You can click “Last Results” to view the last search run.



Advanced Search

In “Advanced” search, you have to option to choose only the fields needed for 

your search.

The “Contains” text box at the top of the page may be used to search document 

content.  The "Contains" search could take extended period of time to run 

depending on the volume of documents searched.



Advanced Search Parameters

Input the search criterion in the “Contains:” field.  In the “Object Type:” box select 

accordingly (“Other Documents (ge_documents)” will include all documents in the 

project).   

You can choose a single or multiple properties (see next screen).



You can add more property fields to conduct an “and/or” search and also “Remove” the 

“Properties” field altogether. 

Then choose a parameter in the “contains” field and enter a value in the box to the 

right.

Advanced Search Parameters



Advanced Search Parameters

In the date dropdown, choose the parameter, then the time period in the next field.



Advanced Search Parameters

You may also choose a specific date range.  The last parameter is a file size choice.  There 

are two additional boxes for “hidden objects” and “all versions”.  

Click “Search” when done and the screen will refresh with the advanced search results 

where you can Save, Edit or Restart that search.



Export Search

A basic or advanced search may be exported to an Excel CSV file.  Run the 

search. Once the results load in the workspace, choose “Tools”, “Export to 

CSV”. You will be able to select certain column headings next.  Then the 

“File Download” window will open with the option to save in Excel format.


