User Manual for Records Online AR M

Archives and Records
Searching for a Research Office file Management Services

This is the most efficient method for finding the files necessary for use in the Research Office.

1. Select a search criterion from the drop-down menu. This can be Title Word if you want to search for words in
the title of the research project, account code or principal investigator. It can be Records Number if you know
the ROL records number. It can be RIMS Project ID if you know the RIMS number.
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2. Type in the search criteria into the search field to the right of the drop-down menu
3. Click <Search>
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4. Click on the correct file
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The file will appear in the screen. Scroll down the file to find electronic records. If the file also has paper documents, the
location of the file will be next to the word assignee — click on the name and their contact details will appear.
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Record Number ®o000/505
Title{Structured TEACHING & RESEARCH - Research management - Grants - Froject management
Part)

Title(Free Text Part) Galactic Archaeology: a Challenge for the Cold Dark Matter Paradigm - DP0988751 - L2663 A7448 - Bland-
Hawthorn, Jonathan

Who may see this file View Metadata: {Research Finance} & Research Office

Date Created 16/01/2008
Business Unit Research Office
Location

Assignee Electronic]
Requests

Click here to reguest a hard copy file cover to be sent to vou.



