How to use the Document Library

The Document Library is the central repository for documents issued by, and relating to the Church of
Ireland. There is a plethora of information here, with documents going back as far as the Journal of the
General Convention of the Church of Ireland in 1870.

All documents have one or more flags applied to them, so that they may be easily flagged.

To successfully navigate this Document Library, filters have been added to enable users to check as many of
the flags as they require.

In the following exercise, we will try to find a Response document from the Church in
Society committee in 2007.
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What are we looking for? Something issued by a Committee — so click on Add Filters
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What type of document are we looking for? A Response by a particular
committee, we have already selected the committee, now we need to
select the type of document.

Click on the filter ‘Types of Document’ to expand it, and scroll down until
you see ‘Responses’ and click on that.

The documents in the right-hand page are now filtered to show only
Responses from Church in Society and has reduced to 2 pages of results.

But, we are looking for a Response from 2007, so we can filter further, but
clicking on year, and selecting 2007.

We now have three filters applied to the Document Library:

1. Church in Society
2. Responses
3. 2007

And this will return 4 documents which are in those categories.
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You can either click the check mark to the right of the filter to remove that
filter (red), or click on ‘Clear all filters’ to reset your search completely (blue).
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Searching for a Newsletter issued by Safeguarding Trust in Spring 2011. Add Filters

What are we looking for?

What category would best describe Safeguarding Trust?

It seems to fall into the first category of ‘Areas of Interest’, so please click on that
option to expand the list.
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You will now see all documents which have been flagged as relating to Safeguarding trust listed in the pane
on the right-hand side.
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What is the Type of Document we are looking for?
We are looking for a Newsletter, so click on ‘Types of Document’ and scroll down to select
Newsletters.

2012
What was the year of Publication?

We are looking for Newsletters published in 2011, select that year.
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Returned results shows two newsletters published in 2011, click on the Read More link for the Spring
edition, then click on the download button to download the PDF.
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Safequarding Trust (RI) newsletter, Autumn 2011

Safequarding Trust (RI) newsletter, Spring 2011
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