SharePoint Fundamentals: Search

Search and Find SharePoint Content — Tips and Tricks
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Refine your SharePoint searches with KQL, application searches, views, and more!

Getting Started

With SharePoint search, you are able to find relevant content. You can find documents by keywords or metadata. You
can search for content assigned to you, or to a colleague.

SharePoint search is built to help you discover content

New or modified content is searchable after the “indexing”
process; for example, it could take 15 minutes before new
content is searchable

SharePoint also indexes and searches inside Microsoft Office
content

SharePoint also indexes and searches inside machine-readable
(“OCR”) PDF content (but not image-scanned content)

The Search box supports words, phrases, and KQL logic such as
AND, NOT, and NEAR

Use the Refinement panel to narrow results by content type,
file format (result type), created by (author), modified date ...
and more options

To leave search results, click the Home link

SharePoint Developers / Admins may expose or hide content
from searches
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Keyword Query Language (KQL)

The Search box supports words, phrases, and KQL logic such as AND, NOT, and NEAR.

Searching for Words and Phrases

Q: Case sensitive?
e Nope. SharePoint will search for words and phrases regardless of case — lower, upper, or mixed.

Topic Example — Try it
One Word — Simple e report

Two Words — Without quotation marks, you are searching for content e reporta
that contains both terms

Phrase — Use quotation marks to define an exact phrase e "reporta"

Searching with Operators

Q: What's an operator?
e With operators, you can make your searches more relevant.

Q: Case sensitive?
e Yes. All operators are ALL CAPS!

AND e report AND proposal
Result contains both words or phrases e report proposal

TIP: AND is implied with a space, so you don't even have to type AND Compare these two searches:
TIP: Remember, quotation marks indicate an exact phrase e new report proposal

e '"new report" proposal

OR e report OR proposal

Result contains either word or phrase e report OR proposal OR solution
NOT e report NOT proposal

Result contains the first term, but not the second term e proposal NOT report

NEAR Compare these two searches:

Result contains both terms, and they are near to one another e report AND proposal

e report NEAR proposal

ONEAR e report ONEAR solution
Result contains both terms, and they are near to one another, and they e solution ONEAR report
are in order

NEAR(), ONEAR() e report NEAR(3) solution
The default proximity is 8 words, but you can define another distance e report NEAR(9) solution
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Topic Example — Try it

WORDS Compare these two searches:
Result contains synonyms, and ranks (prioritizes) multiple occurrences of e notes OR abc
any combo higher e WORDS(notes, abc)

EXAMPLE: TV and "television" are synonymous. When a document uses
both terms interchangeably, then WORDS() would rank the document

higher than OR.

Wildcard * Compare these two searches:
Use the asterisk to represent one or more unknown characters e shake

NOTE: The asterisk is ineffective as the first character of a search; for e shake*

example, *project is not a special search Compare these two searches:

e pro

e pro*

Combining Searches
Left to Right — In general, compound statements read left to right Compare these two searches:
e report OR proposal AND solution
e solution AND report OR proposal

Parentheses — Use parentheses to combine elements together Compare these two searches:
e report OR (proposal AND solution)
e (report OR proposal) AND solution
Compare these two searches:
e report OR (proposal NOT solution)
e (report OR proposal) NOT solution

Reference Link
Learn more about KQL from Microsoft: Keyword Query Language (KQL) Syntax Reference
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https://msdn.microsoft.com/en-us/library/office/ee558911.aspx
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Discover Documents in SharePoint, Use Peripherals Tools to Search Inside

The SharePoint Search engine thoroughly indexes the contents of most file formats — including Word, Excel, PowerPoint,
Email, OneNote, Notes, and PDF.

Even if the term is not associated with any property, SharePoint will help you discover files that contain the term.

Moreover, you can open on-line files and search them via Microsoft Office, Office Web Apps, the Adobe web browser
plug in, or browser search.

Microsoft Word Web App

Word Document

1&1 hittp:/ frainunet P-G :!@G}Iumbia River.docx ® | | {}le:"_f

File Edit View Favarites Tools Help

Paperless Solutions * Columbia River.docx Microsoft Word Web App Sarah Wischmeyer 7 X
FILE EOHT DOCUMENT - PRINT SHARE l FIND l COMMENTS
fis 1o~ COLUMBIARIVER A
northwest x i i
; FROM WIKIPEDEA, THE FREE ENCYCLOPEDIA: HTTFS :,-","F.".- WIKIFEDALORG Wikl CoLune -=-_F‘:I WER
21 matches g E P
(in 24 of 24 pages) The Columbia Riveris the largestriverin the Pacific Northwest region of North America. The riverrises
Inthe Rocky Mountains of British Columbia, Canada. It flows northuwest and then south intothe US state
River is the largest river in the Pacific A of Washington, then tumns west to form most of the border between Washington and the state of
f P | Oregon before emptying into the Pacific Ocean, The river is 1,243 miles | 2,000 kmi) bong, and its largest
Morthwest region of North America. The i £
ey g I tributary is the Snake River, tts drainage basen is roughly the size of France and extends into seven US
TEr Fes i states and & Canadian province.
By volume, the Columbia is the fourth-largest niver in the United States; it has the greatest flow ofany
of British Columbia, Canada. It flows North American river draining into the Pacific. The river's heavy flowand relatively steep gradient gives
northwest and then south into the Us it tremendous potential for the generation of electricity. The 14 hydroelectric dams on the Colembia's
\_ state of LA main stem and many more on its tributaries produce more than 44 percent of total LS. hydroelectric

PDF with Machine-Readable (OCR) Text

'e ' @ hitps/ traineet P-¢ rﬁ Calumbia River.pdf * [_-I {\L‘* ﬁ {9}

File Edit® View Favarites Tools Help

Paperless Solutions b - Columbia River.pdf Microsoft Word Web App Sarah Wischmeyer ? X
Bleom NWORD B DOWNLOAD  PRINT  SHARE m
Vg A\
Find x A~
nnr‘thwestl x ]
21 matches 2 |
{in 24 of 24 pages)
Faver is the largest nver in the Pacfic ~ CD LU M B | A R | V E R
Northwest region of Morth America, The FROM WIKIPEDIA, THE FREE ENCYCLOPEDIA: HTTPS:/fEN. WitiPEDIA.CRiE,SwiksCoLunels_RiveR
H fises
e el Thie Codurr b River is the langest river in the Pecilic Nortlwed region of North America, The riser rises
in the Rocky Mourtains of British Columbia, Canada, it flows northwest and then south Into the US state
af Gritish Columbia, Canada. It flows of Washington, then tums west to form most of the border between Washington and the state of
BENRES 2 then couth mby tha 1S Qregon before emptying into the Pacific Ocean, The river is 1,243 miles {2,000 kmj long, and its largest
plET tribnutary is the Snake River, Its drainage basin is roughly the size of France and extends into seven LS
\_ y, states and & Canadian province,
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Search Microsoft Word (Client Application)
&l 2 = (5 | |HideSpellingErrors 1 A & T = Columbia River.docx - Word ?T EH -~ O
HOME | INSERT DESIGMN PAGE LAYO REFEREMNCE MAILINGS REVIEW VIEW DEVELOPE NITRO PRO ACROBAT QUICKHELR Sarah Wis.. = ;

o

b o |Calibri Body;-|11 -|A A Aa~ B =-i=-%~ £33 | T |apbeepd! AsBbCCDd A
[} L | " | = | Sac Replace
raste B T Uk x| A-W-A- == : Headingl |=| I+ Select~
Chphoard = Faont w i Editing *
( ! ; - x\ L ::-; . : -
Navigation -
—
s s OLUMBIA RIVER
Result 1 af 21 == FROM WIKIPEDIA, THE FREE ENCYCLOPEDIA: HTTPS:// EN.WIKIPEDIA. ORG/WIKI/COLUMBLA_RIVER
HEADINGS.  PAGES — RESULTS = The Columbla River Is the largest river In the Pacific Marthwest region of North America, The river rises
— — in the Rocky Mountains of British Columbia, Canada. It flows northwest and then south into the US state
River is the largest river in the of Washington, then turns west to form most of the border between Washington and the state of
Pacific Nn“mlﬂ region of Oregon before emptying into the Pacific Ocean. The river is 1,243 miles {2,000 km} long, and its largest
ROKVHL AT ARG e TV ISR M ) tributary is the Snake River. Its drainage basin is roughly the size of France and extends into seven US
Search Adobe Web App
. o
ﬂ'f—_' 2 bomfirainne, P20 |\$ Fram et _cl AwxD

hde  Edit Gato Fawontes Help

Search ] -
| 2\ E
Locking For
northwest in the current document 'ﬁ Find Newd in Cumend POF
Rl o Q Qpen Full Aoobal Search,, ShiH=Cirl=F
Q 1 documenti=) with 23 imstance(s)
OB WeERE o FLMEF
) FROMWRED Whale Words Only et _RLNER
new search | [
Cane Sensitive e river fzes
. rta the US stats
Rradfts: Trichuscde Resokimarks o state of
Ly 5 Colurnbia Rver ta e R qnd itz largest
J tributary |= the § Tredasde Cormminiy |
[ 2 instance(z) in metadats = states and a {a 4

By wnlume, the Calumbia i the fourth-largase riaer in the United States; it has the greatast flow of arvy

ﬂl- Iarhe Northwest regis ] BMarih Srresican eiver chsiring inte the Paclic, The e s bemey o g relstivebs deep pradisn) pives

Search Web Page with Browser Search

Press F3 to turn on. Click | ¥ to close.

(i3

e‘@ B P~-0 H 2 train.net X ‘ ‘

File Edit View Favorites Tools Help

( X Find: | north | Previous Next | Options » | 6 matches ]

\C

-

WIKIPEDIA. ORGJ’WIKI/COLUMBIR_RIVER N
Fific MWest region of North AZmerica. The river rises in the Rocky Mountains of British Columbia, C
:r in the United States; it has the greatest flow of any North American river draining into the Pacifi
. to the region's culture and economy for thousands of years. They have been used for transportation £

< >

© 2018 Sarah Wischmeyer | www.applesandelephants.com



SharePoint Fundamentals: Search Page 6 of 6
List and Library Views, Sort, Filter

Take advantage of list and library views, sort and filter by columns, or filter via Find an item/file!

—_— = 5
‘e . y . . N 3
AN y X SHAHE PO LW SYMC ]
BROWSE | pugs | Lopamy l v L = 5 &
r-; -1 [7 - Curen: View — =4 &-mail a Link '_| Most Popular Mems % A u‘: £ Form Wch Parts - &
1 ] (=
REE| ] g — e -} ] g -
m Al Dacaments - e Mg - 7 it Librasy # 1_‘$‘E| =
Wiew Quack Crpata Tags & Connect 10 Connad to = Library
=dit Yiew 1-1 Hoates m A5S Food Dutlook Qe « = Meow Quick Stap sptings
iew Format Manage Views Tans and hntes Share & Track Conreck L Fpart Cistamoa |ibeary Setirgs

Haormea @ new document or drag files here
Gai [AII Doguments By Projoct By Team (== ' TR 3 T jal
Wy Gontant I o
v 0 Hald Until
i Rlotas { Ll b
Tasks —
Ay k= My Documents
Dashboard a: ARG Conlrac! B Dessednprmenl PMh=w busmess 2017, BPRZOT No
Old Archives Gl tion
. ] AChives
o gc  ABC Froposal vi en Development  Conslruction B25201T  No
' Quick Edit
U \$:_ _ .
Tasks E ABC Proposal w2 En Dewelopment  Construction BR2O20MT  Ne

Example: Default view is All Document, and more public views available such as By Team, Hold Until

All Documents By Project Old Archives ... ( Find a file D J SAVE THIS VIEW
v B (_CJIII * ProjoctWT fiod 4 )
E_L Columbia River 4| Ascending Apple Cider October 4
L The Gettysburg Address . Tulip Bowl September 19
e EHary | Descending P P
ﬂé- The Bill of Rights Tulip Bowl September 19
B Proposal B Cherry September 19
a [ Pevelopment Blossom
#i Lorem Ipsum Evergreen September 19
Q 5 [ Management : P
w=  Handwritien Customer Letter Pumpkin June 5
— [1 Marketing Patch
ui The Declaration of Independence [] Service & Support Tulip Bowl June 2
= Confluence Columbia Initigtive Process to Create tests on Jirz Pumpkin June 1
using Zephyr 1 CLOSE Fatch

Example: Sort or filter by column headings or keywords
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