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How to Use the Archive 
 

1. In your new drive, you’ll find the Archive. 
As long as you have Adobe Acrobat, you’ll be able to open it.  
(Contact CSS if you do not have Acrobat.) 
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How to search: 
 

1. Type a key word in the first text 
box (e.g. “Engineering”) 

2. Select the radio button where it 
says “In the index named 
Searchable Index for Faculty 
Minutes.pdx” 

3. Click on the Search button 

2. When you open the archive, you should see a search window on the right 
hand side. If you do not, click on the Search icon at the top 
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The results will appear like the image on 
the right.  
 
It will tell you how many documents had 
the key word, and then how many total 
instances there were.  
 
In the sort by pull-down menu, you’ll be 
able to arrange the results according to 
the titles. When you do this, it will put 
your results in chronicle order. 
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Click on the desired link and the document will appear. 

 

The results are .pdf documents.  
 
 
If you have any questions, feel free to contact Rebecca Whitaker (5-6026). 
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