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SIMPLE SEARCH 

Enter a term (such as 
earthquake) in the search 

box on the main page. 

 

 
 

Select the Content Types: 
• Library collection 

(published resources) 
• Archive collection (IFRC 

archives)  
• or both collections 

(published resources & 
IFRC archives) 

 

 
 

Click on Search 
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ADVANCED SEARCH 

Click on Advanced Search 
(both buttons link to the 

same web page)   

 

 
 

Select the Content Types: 
• Library collection 

(published resources),  
• Archive collection (IFRC 

archives),  
• or both collections 

(published resources & 
IFRC archives). 

 

 
 

The search fields will 
change according to the 
selected Content Type 

(Archives or Publications).  
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Add fields to refine the 
search. 
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SEARCH RESULTS (SIMPLE AND ADVANCED SEARCHES) 

If you select both 
collections (in Simple and 
Advanced searches), the 
page results displays the 
results in both collections 
(All). 
 
You can also select the 
Library or the Archive tabs 
to view the same results, 
but in their respective 
collection. 

 

 
 

In the All tab, you will be 
able to differentiate the 
publications from the 
archives by the 
information in the 
columns: 
 
• If some or all the first 

three columns contain 
information, they are 
publications 
 

• If some or all the last 
two columns contain 
information, they are 
archives 

 

 

To refine the search: 
 
• Filter by the options in 

the menu on the left 
(Content, Language, 
etc.) 
 

• Sort by any of the 
columns by selecting 
them in the drop-down 
menu on the top of 
the results list 
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Scanned versions of the 
publications or archives 
are identified by a PDF 
symbol in the following 
columns: 
  
• Attached Documents 

(Publications)  
 

• ARC Attachments 
(Archives)  

 

 
 

Search Results - System Issue with PDF Attachments 
Currently, when a catalogue entry features multiple PDF attachments, the system erroneously highlights all PDFs 
instead of specifically identifying those containing the searched terms. We have brought this issue to the 
attention of the supplier, and a resolution is scheduled for a future release. Meanwhile, users are required to 
manually search each PDF within a catalogue entry to locate those relevant to the search terms. 
 

Modify an existing search: 
 
In the search results page, 
click on Amend. 
 
Add information to the 
fields to obtain more 
precise search results. 
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CREATE REPORTS WITH THE SEARCH RESULTS 

Select catalogue entries to 
activate the Selected 

Records Action button.  
 

Select one of the 3 
options:  

Download 
Email 
Print 

 

 

 
 

For any of the 3 options 
above, 3 reports are 

available:  
 

• Archive Content 
Results:  for archives 
only (results in Archive 
tab)  
 

• Library & Archive 
Contents Results: for 
publications and 
archives (results in All 
tab) 

 
• Library Content 

Results: for 
publications only 
(results in Library tab) 
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VIEW CATALOGUE ENTRIES AND THEIR PDF ATTACHMENTS 

To view all the details of 
one specific catalogue 

entry, click on the 
catalogue entry’s title.  

 
A new page will open with 
the details of the selected 

catalogue entry.  
 

If the catalogue entry has 
a PDF attachment, it will 
be available for viewing 
and downloading from 

this page. 

 

 

To view the attachments 
from the search results 
page, click on the PDF 

icon.  
 

A new page will open with 
the PDF document.   
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SEARCH TIPS & ARCHIVE STRUCTURE NAVIGATION 

Click on Search Tips on the top 
menu for basic search syntax 

tips. 
 

 

 
 

For the Archive Collection, 
you can opt for a navigational 

search, in addition to the 
simple and advanced 

searches.  
 

On the main page, click on 
one of the three sections of 

the Archive Catalogue:  
Central Registry, Non-

Registry or Statutory Bodies 
 

Navigate these three sections 
through their hierarchical 

trees to provide context and 
help understand relationships 

between the records. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To get more information on 
the Archive Catalogue 

structure, click on Archive 
Catalogue Explained on the 

main page. 
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