
AF Administrative Record Search 

How do I Search for a Document?  
One of the first things you must do is select a base from the listbox on the left hand side. By not 
filling in any of the provided fields, and selecting Search, you will be given a list of all  
Administrative Records for that base in decending 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.  

What is Full Metadata Search?  
The Full Metadata Search field is used to 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.  

What does the Full Document Search do?  
The Full Document Search field is used to do a 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. 
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