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Digital Collections
Search Tips

SEARCH, BROWSE, REFINE

There are many, many ways users can access the Library of Virginia’s digital collections. The Kaine Email
Collection is especially large. It is also full-text searchable, which can greatly enhance access but can also
overwhelm users with thousands of results.

This Tip Sheet explains at a high-level several access points to the Kaine emails.

From the main search page, users can search across all of the Library’s collections or narrow searching to high-
level collections, as seen here:

| Results | Previous Searches | e-Shelf

Users can search across all of the Library’s
digital collections, including Prints & Photos, Maps,
County and City Records, Civil War materials,

ERnp— | Advanced Search | Government Docs....you get the idea.
Select collection: | General 2
A word or phrase: ‘ \ (®)Contains (_)Exact (_)Starts With

This can be an extremely tricky proposition, especially since alarge
number of our modem digital records are full-text searchable. Unless
< you know EXACTLY what you want (and how to find it), this might be
Collections  amore frustrating than useful way to access the Kaine emails..

._?_’:‘;:‘: County & City Records (1479)
2 5oy Lost Records , Cohabitation Registers , Public Buildings and Grounds
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Or a little more specifically by selecting State Archives Collections:

Search | Results | Previous Searches | e-Shelf

Simple Search | Advanced Search |

The Kaine Email Collection “lives” in the

broader State Archives Collections. Searching

at this level returns results from all “sub-
collections in the State Archives Collections.

Select collection: | General

General
A word or phrase: l All Collections - Admin Unit LVAO1
Admin Unit ARCO1
County & City Records
Map Collections

Print, Photograph & Original Art Collections

Rare Books
Social Media Collection

Collectioprmrrrra—

_| State Government Publications
Virginia Civil War 150 Legacy Project
War of 1812 Bicentennial Collection

(s)Contains (_)Exact (_)Starts With

o : Lost Records , Cohabitation Reqisters , Public Buildings and Grounds

There is also the Advanced Search tab. You can do more complex searches using this tab since you can add extra
search terms. Again, searching can be at the highest “General” level or refined to “State Archives Collections.”

i Simple Search Advanced Search

Select collection:

@ Search in fields:

Media type:

| Al Fields

Title

Publisher
Creator/Contributor
Subject

Date

Language

Format of Original
Metadata Only
Full Text Only
Coverage
PartitionA
PartitionB

Source

General s ~«——— Use this pull-down to select State Archives Collections.
|_All Fields | And

Al Fields | And
| All Fields :)

@ Contains () Exact (_) Starts With

File format:

PDF
poc
RTF

The collections are searched by keyword.

When you limit the keyword(s) to a specific field, search results may be more refined and
specific. To search in the attachments text only, select Full Text Only.

Please note, Subject does not refer to the subject of an email string. That is more how you

search for a book by subject in a library

catalog.

In the Kaine Email collection we use the Title field to display subjects as listed on emails.
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Maybe you’d rather browse....

The Kaine Email is organized as a sub-collection within the State Archives Collections.

{ State Archives Collections (143169)
| Exsculive Orders , Mark R. Warner Administration (2002-2006 Search | Results | Previous Searches | e-Shelf Login | Preferences | Help
Records , Timothy M. Kaine Administration (2006-2010) Emails

Collecti > State Archives Collections > Timothy M. Kaine Administration (2006-2010) Emails

——————
Timothy M. Kaine Administration (2006-2010) Emails

m Visit www.virgini: i ine for project and helpful search tips! More...

—

. . All Emails from Kaine Administration (66422) L = 5 5 3
When you select Timothy M. Kaine e s
Administration (2006-2010) Emails, YOU'” see this o You can access ALL of the Kaine emails if you

select All Emails from Kaine A dministration (look
Cribbs, Beau (248) atthem all!)

More... We've also arranged the emails by Inbox. Select
the name of the person whose email interests you
and you’ll see every record we received as part

Emmett, Shane (71) of that person’s email transfer.

Folimer, Marc (5141)

Collections > State Archives Collections > Timothy M. Kaine Administration (2006-2010) Emails > All Emails from Kaine Administration

Search 'W-partitionA= kaineemail' in 'Admin Unit ARC01' Collection [ Sorted by: Title/Creator ]

Records 1- 20 of 66422 @

1 1. Thanks! 2. Ed Tumer 2 1st Oimstead Board meeting next week .
Tavenner, Marilyn (From:) Murray, Bill (From:) SoI you th | n k you Wa nt to
Harms, Stephen (To:) Harms, Stephen (To:) browse a I I 66 422 ema ||S |n the
2006-07-27 21:07 2006-03-01 11:44 . . 4 .

Kaine Email Collection, eh? Well,

=E =2E maybe not
) %)

3 2 language amendments 4 3 Decision Briefs
Harms, Stephen (From:) Tavenner, Marilyn (From:)
‘smassart@leg.state.va.us' (To:) Jaspen, Gail; Harms, Stephen (To:) B Ut once yo u get h e re' you Ca n
2006-02-13 17:25 2006-07-27 11:58 REFINE your search — that is, search
B - within the results set that is seen in
@ %) the Brief view to the left.

5 3 Performance Measures 6 3rd version - 2010 CMPPAJ/IEA Agreements for the
Kilgore, Marty H. <marty.kilgore@tsf.virginia.gov> State of Virigina mailed 5/22/09
(From:) Cavanaugh, Alicia (From:)
Jaspen, Gail; Harms, Stephen; Tavenner, Marilyn (To:) Harms, Stephen (To:)
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Begin refining your search results with the Refine link in the top right corner of the screen.

Collections > State Archives Collections > Timothy M. Kaine Administration (2006-2010) Emails > All Emails from Kaine Administration e

Search 'W-partitionA= kaineemail' in 'Admin Unit ARC01' Collection [ Sorted by: Title/Creator ] Rafine

Records 1- 20 of 66422
Original Search: W-partitionA= kaineemail

1 1. Thanks! 2. Ed Tumer @and Oor Owithout

Tavenner, Marilyn (From:) Search in field: [ All Fields

Harms, Stephen (To:)

2006-07-27 21:07 Search Text

= wl

3
3 2 language amendments

Harms, Stephen (From:) Tavenner, Marilyn (From:)

‘'smassart@leg.state.va.us' (To:) Jaspen, Gail; Harms, Stephen (To:)

2006-02-13 17:25 2006-07-27 11:58

B Ry SE=R ]

A A

Let’s say we want to find only email that contain the exact phrase “George Mason”. Enter your terms in quotes in
the Search Text box and click Refine.

Collections > State Archives Collections > Timothy M. Kaine Administration (2006-2010) Emails > All Emails from Kaine Administration

Search 'W-partitionA= kaineemail in 'Admin Unit ARCO1' Collection [ Sorted by: Title/Creator ] Refine

Records 1- 20 of 66422
e Original Search: W-partitionA= kaineemail

1 1. Thanks! 2. Ed Tumer @and Oor O without
Tavenner, Marilyn (From:) Search in field: ("All Fields
Harms, Stephen (To:)
2006-07-27 21:07 Search Text "George Mason"
==
3
3 2 language amendments
Harms, Stephen (From:) Tavenner, Marilyn (From:)
‘smassart@leg.state.va.us' (To:] Jaspen, Gail; Harms, Stephen (To:)
2006-02-13 17:25 2006-07-27 11:58
B = = wf

“george mason™ in 'Adn

Records 1- 20 of 436

That got the results set down quite a bit!

1 1st Quarter SWaM Expenditures
Stacy Burrs <Stacy.Burrs@dmbe.virginia.gov> (From:)
g A e S i U But you can refine this results set even more....
2006-11-09 17:12

=R

&
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By adding another refine term— tuition—the results are even more specific.

Collections > State Archives Collections > Timothy M. Kaine

(2006-2010) Emails > All Emails from Kaine Administration

Search 'W-partitionA= kaineemail AND W-All Words= "george mason" in ‘Admin Unit ARCO1’ Collection [ Sorted by: Title/Creator ]

Refine

ocure e 0K Sen Original W-partitionA= kaineemail AND W-All Words= "george
y mason”
1 1st Quarter SWaM Expenditures ~
Stacy Burrs <8t irgin (From:) Ox Go) G
. cy Burrs < e.virginia.gov> (From:,
NOtE. YOU can also refer to VOUF PBill: Baskerville, Viola; Farrar, Kim (To:) Search in flelt: [ Al Fields
. ° . 2006-11-09 17:12
Original Search term history.... SeachText oo
==
8
3 3rd Qtr 42104
Schewel, Michael (From:) Tumage, Wayne (From:)
Cabinet Secretaries (To:) Harms, Stephen (To:)
2004-04-27 09:39 2007-12-03 19:05
(== (==
] B
5 60th of FCCPS Certificate 6 2009 State of the Commomwealth DRAFT TWO.doc
mmwhipple@erols.com (From:) Kaine, Tim (From:)
Rubin, Mark (To:) Shepard, Brian; Tran, Lynda (To:)

2009-07-02 16:53

2009-01-12 06:58

Keep refining until you feel like you’ve got a reasonable number of emails to review. By default, the results are
displayed in alphabetical order by title. You can change the sort order to date—most recent to oldest— using the

Sort by pull-down on the right.

Title/Creator ]

Sort by: (EETIEED

Records 1- 20 of 127

1 2009 State of the Commonwealth DRAFT TWO.doc
Kaine, Tim (From:)
Shepard, Brian; Tran, Lynda (To:)
2009-01-12 06:58

05.27.08 News Clips
Kaine, Tim (From:)

Rubin, Mark; Denslow, Suzette; Skinner, Delacey; Shepard,
Brian; Roberts, Larry; Homer, Pierce; Rees

2008-05-27 16:40

08.17.09 News Clips
Kaine, Tim (From:)

Brown, Ric; Turnage, Wayne; Shepard, Brian; Rubin, Mark;
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2010-2012 Base Adjustments

Darr, Don (DPB) <don.darr@dpb.virginia.gov> (From:)
Turnage, Wayne; Harms, Stephen (To:)

2009-07-16 11:29

SR
e

05.27.08 News Clips
Kaine, Tim (From:)

Rubin, Mark; Denslow, Suzette; Skinner, Delacey; Shepard,
Brian; Roberts, Larry; Homer, Pierce; Rees

2008-05-27 16:40

08.17.09 News Clips
Kaine, Tim (From:)

Brown, Ric; Turnage, Wayne; Shepard, Brian; Rubin, Mark;
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