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Search Documents & Entities

1. Select Search from the top menu
2. Enter the Search word/terms – click i to view the search conditions
3. Select Source Filters (defaults to the Entity Profile)
4. Select Search Types (defaults to All Types)
5. Click the Search button or Enter 
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View Search Results

1. Select results from the Type or Document/Entity Title column
2. Click on the result to open it within the same tab
3. Right click on result to open in a new tab or window
4. Clicking on the File Title opens the related File (permissions apply)
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Search for Documents

From My Recent Documents click View All to 
open the Document List

Documents are listed by most recent Created date 
Use the Filters to Search the Documents list. 
Columns can be sorted by clicking into the column header.
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Entity Profile related Documents

1. Open an Entity Profile
2. Click on the Document label to expand and view the related Documents list 
3. Click on a Document Title to open it in the same tab. 
4. Right click on a Document Title to open it in a new tab or window
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Make the Connection
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