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1. Introduction

This Training manual will provide guidelines to using Public Search, view file detail, reserve file, My

new request, My request list, My feedback list and Request digital View.

1.1. Public Search

Figure : 1  

1. The public search consists 3 search criterias. They are Keyword, Date Range, and Owner.

• Keyword - Search file title

• Date Range - Search file's date

• Owner - Search source organization of file
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Figure : 2  

2. To search for files, enter search criteria and press "Search" button. The search result will be

displayed. 

Figure : 3 

1.2. View File Details

This section provide information on how to View Files.
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1. To view file details, click on file's title after search result displayed. 

Figure : 4  

2. The view file details screen as the following below. 

Figure : 5  

1.3. Reserve File

This section provide information on how to reserve file.

1. To reserve file, click on "Reserve Item" in the view file details page. After that, your file

will be added to your request list automatically. 

Noted: This has not complete the reservation process yet. It only add your item into the 
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request list. Please go to My New Request to complete your reservation. 

1.4. My New Request

1. The request item will be listed in the form. To submit the reservation, fill in the reservation

details and press "Submit" button. Your reservation will be completed.

Figure : 6  

Notes:

My New Request is accessible after sign in.

1.5. My Request List

1. All request submitted will be listed here as shown in figure 7. To view request detail, click on

the file title. 
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Figure : 7  

2. A pop up dialog will be displayed with the relevant detail of the request. To cancel request,

click on "Cancel Reservation" button. 
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Figure : 8  

1.6. My Feedback List

1. After sign out from Public Search, feedback rating will be displayed as below. 

2. Click on the smiley face to rate your experience, and click "Submit" button. 

Figure : 9  

3. To view your previous rating for Public Search, click on "My Feedback List", and feedback list

will be displayed as below. 
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Figure : 10   

1.7. Request Digital View

1. To request for digital view, search the record, enter search criteria and press "Search" button.

The search result will be displayed and click on the record title to view record details. 
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Figure : 11  

2. Record Details page as the screen shot below. Click on "Request for View Digital Record"

button, a pop up confirmation message will be displayed as below. 

Figure : 12  
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3. Click "Yes" button and your request will be submitted. 

Figure : 13  

4. To view your  submitted  request,  click  on  "My  Digital  View Request  List"  button  and  the

request list will be displayed. 

5. To view digital record, click on the record title and a pop up will be displayed as shown in

figure 15. 

Figure : 14  

6. Click on "View Digital Record" to view record. 
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Figure : 15 
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