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1.0 Summary  

The AFCEC Administrative Record (AR) provides a means to search, review and manage public 

documents regarding environmental testing and sampling conducted at Air Force installations. 

This document provides the user information to properly utilize the system. 

1.1 AR Purpose 

The documents in AR form the basis for environmental response actions and demonstrate the 
public’s opportunity to participate in and comment on the selection of the response action. AFCEC 
continuously updates the Administrative record for each installation until the remedy selection 
documentation is complete. 

1.2 Acronyms 

Before we get started it’s a good idea to become familiar with the acronyms used throughout this 

document: 

 

 AFCEC:   Air Force Civil Engineer Center 

 AR:  Administrative Record 

 BRAC:   Base Realignment and Closure 

 OU:  Operable Unit 

 ROD:  Record of Decision 

 SWMU:  Solid Waste Management Unit 
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2.0 Search Methods 

 

· Simple Overall Search  - If you would like to do a search of documents from an entire 

base, first select one of the following three radio buttons:  

Active Duty 

Air National Guard 

BRAC 
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Select a base from the list box on the left hand side. By not filling in any of the provided fields, and 

clicking Search, you will be given a list of all Administrative Records for that base in descending order 

by date. Since many of the bases have thousands of records, it is best to fill in a few of the fields to 

help limit your results. 

 

 

2.1      Narrow Your Search - In most cases you will be searching for information about 

specific     subject matter. To accomplish this, you start filling out the individual fields. These 

fields include: 

 Subject or Title: Search by subject key word (e.g. “ water”  - This will give you any 

document which contains the word water).  To open a document, click on the 

magnifying glass on the left.  
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 Full Meta Data Search: Search against the data input fields that were manually entered 

into the database. These fields include the AR Number, the Subject or Title, Filename, Author, 

Author Affiliation, Corporate Author, Recipient, and Recipient Affiliation. 

 

 Full Document Search: Text search against the words in the actual document. Please note 

that nearly all of the documents have been scanned into the system and the conversion of the 

scanning to text is not 100%. This is only used to provide assistance to your search. The actual 

images in the PDF pages are the official content. Try to be as specific as possible as there are 

over 4 billion words in the search library.  

 

When using the Full Document Search field, a score will be provided in the right hand column. 

Scoring is 1%-100%. 

 1% - This would mean that the words entered into the Full Document Search field have the least 

chance of appearing in the document or at a lower frequency within the document 

 100% - This would mean that the words entered into the Full Document Search field appear at a 

higher frequency than other results or has more exact matches within the document. 
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Author: Search by the name of the person who created the document, article, or report. You 

can use first or last name or both. 

 

Author Affil: Search by the affiliation of the author, usually a university, research institution 

or organization: 

 Institution/organization related to the author 

 Institution/organization that is providing essential funding/resources 

The screen below lists Carroll Paul as the Author and AFCEC/Air Force Real Property Agencies as 

the Author Affiliation. 
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Recipient: Search by the person that receives the document.  

 

Recipient Affil: Search by the institution/organization that receives the document. 

 

 

AR #: Does a text search against the AFCEC ID Number field or the Installation Number input 

field. 

 

Documents Before: This field searches documents before the date entered into the field. The 

correct format is mm/dd/yyyy.  

 

Documents After: This field searches documents after the date entered into the field. The 

correct format is mm/dd/yyyy. 



Administrative Record (AR) User Manual 

Page 10 

 

 

Keep in mind that all of these fields support logical operators. What that means is that you can place 

the words “and/or” between search words (e.g. “water and surface”). Using this example, the search 

result would render all documents containing the words “water” AND “surface.  

 

If you use the word “or” instead of “and”, the result would render documents containing the word 

“water” OR “surface” but not necessarily both. As you can see, this function gives you the versatility 

of using multiple words in your search. 



Administrative Record (AR) User Manual 

Page 11 

 

 

 

If you would like to search multiple lines of each list, you can select each item by holding down the 

control key and clicking on each item one at a time. If you want to select a block of lines, hold down 

the shift key, then click on the first and last items on the list. 

 

 

 

Reset Search and Reset Page – If you would like to reset your search but still have the ability to 

search the same installation highlighted in the left hand column, click the Reset Search button. This 

will clear all of the search parameters you entered. Clicking Reset Page will clear the entire search 

form including the installation. Think of it as a master reset.  
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Viewing, Saving and Printing Search Results – To view documents after performing a search, 

click on the magnifying glass icon in the view column located on the left side. When you click on the 

icon, the document will automatically open in the default PDF viewer set for your system. Depending 

on the PDF viewer, you have the option to save the document to your local hard drive or network 

drive.  You may also print the document to your local or network printer. 

Note: If you are inactive for 20 minutes or more on the Administrative Record website, your 

browsing session will expire. You will need to close and re-open your browser to start a new search 

session.  


