
eLibrary: Using the General Search Form in the New eLibrary 
 

Note: Please be aware that this content will be available in video format in the top right of the eLibrary 
General Search form. The link will be titled “Help Using this Form”. 

 
 

Using the General Search Form – What’s New 
 

eLibrary includes three forms: General, Docket, and New Docket Search. (See Fig. 1) 
 

Figure 1: eLibrary Home Page 



General Search consolidates criteria previously available in General, Advanced, and Daily search. 

Information on how to perform advanced searches can be found in Search Tips. 

The link to Search Tips is located in the top right of each of the three search forms. (See Fig. 2) 

There you will learn how to perform a partial search and use Boolean operators in a keyword search. 
 
 

Figure 2: eLibrary Search Tips 



Let’s perform a General Search using a Docket Number, and then we’ll add other criteria to refine the 
results. Before we start, know that searching with a reference number, like a docket number or 
accession number, is optional. 

We’ll now open the Reference Number drop down and select “Docket”. Notice that each selection in the 
drop-down includes sample formats. (See Fig. 3 and Fig. 4) 

By the way, if you only have part of a number, you can still perform a partial search. See Search Tips for 
more info. 

 

Figure 3: General Search - Reference Number Field 
 
 
 
 
 
 

Figure 4: Reference Number Drop-Down 



Let’s try a search now utilizing a Docket Number. First, let’s enter a Docket Number in the field directly 
to the right of the Reference Number field where we selected “Docket” from the drop-down. We’ll enter 
Docket Number “er11-4046”. Let’s also enter several Sub-Dockets in the next field to the right using the 
following format: “006,007”. (See Fig. 5) 

 
 
 

Figure 5: Performing a General Search - Using a Docket Number and Sub-Dockets 



For a search utilizing a docket number on the General Search form, the “Filed Date” and a 60-day date 
range are used by default. But you can also change the Date Type from “Filed Date” to “Posted Date” by 
using the Date Type drop-down. 

To change the date range, use the Date Range drop-down where “Past 60 Days” is entered by default or 
enter a custom date range in the “From” and/or “To” fields to the right. 

For this search we’ll use a custom date range by changing the year in the “From” field to “2000”. (See 
Fig. 6) 

For this search let’s also add a keyword to narrow the search. We’ll type “spring canyon” into the 
Keyword Search field, which is below the Date Range fields. (See Fig. 6) 

 

Figure 6: Entering a Custom Date Range and Keyword Search Terms 



We can narrow this search further using the multi-select fields beneath the Keyword Search Field. These 
fields include the Category field and multi-select drop down fields for Industry Sector, Security Level, 
and Document Class/Type. 

By default, all Categories, Industry Sectors, Security Levels, and Document Class/Types are included in 
your search. Also, notice the new terms in this form. Industry Sectors was formerly called Libraries, and 
Security Level was formerly called Availability. Once you make a selection, it will stay selected until you 
change it. 

To better support accurate searches, Document Class/Type uses a hierarchical look-up control. Simply 
select the Document Class/Type drop down and type a value into the look-up field which will pop up. 
The control will match your entered value with any relevant Document Class or Type in the list. For this 
example, let’s type in “Notice” and observe the Document Class/Type(s) that appear in the list. (See Fig. 
7) 

You can then add any of the returned Document Class/Type values to your search criteria by selecting 
the checkbox to the left of the value in the list. 

We won’t add any Document Class/Type(s) to our search criteria for this example search, so we’ll exit 
the drop-down and click Search in the bottom right of the General Search form or hit Enter on the 
keyboard after clicking into one of the search form fields to launch our search. 

 

 

Figure 7: Using the Document Class/Type Look-Up Control 



General Search Results Page – What’s New 
 

Once you launch your search you will be taken to the General Search Results Page. Your search criteria 
and the results filter appear in panels at the top of the page, above the results table. (See Fig. 8) 

 
Figure 8: General Search Results Page 



The results filter allows you to refine your search result without having to go back to the search form. 
Any filters selected in the panel will be applied to all the results returned for the search. 

Please note that you can hide or display the search criteria and results filter panels at any time. You may 
remove either panel by clicking the X button in the top right of each panel. You may also add or remove 
either panel by hovering over Select View on the top bar of the page and toggling the checkboxes for the 
“Display Criteria Panel” and “Display Filter Panel” options. (See Fig. 9) 

 

 

Figure 9: Options to Remove and Display the Search Criteria and Results Filter Panels 



You can sort and filter certain columns in the results table. Sortable columns are identified by arrow 
icons next to the column name in the results table. (See Fig. 10) 

To sort, simply click on the sortable column header you’d like to sort by in the results table. 

You can also add or remove columns to the results table by hovering over Select Columns on the top bar 
of the page and toggling the checkboxes for the various column options. Any greyed-out options must 
be included in the results table. (See Fig. 10) 

 

Figure 10: Sorting, Adding, and Removing Columns in the Results Table 



The accession menu – which will pop up when you hover over a specific accession number in the results 
table – allows you to consolidate and download all files for an Accession Number to a zip or PDF file. 
(See Fig. 11) 

You can also click the PDF Generation icon located under the Files column for each result to generate a 
FERC PDF. (See Fig. 11) 

 

 

Figure 11: Accession Menu and PDF Generation Button 



Additionally, you may select files to Zip by clicking on the “+” icon next to any file name under the Files 
column for an Accession Number in the results table. You may zip files across Accession Numbers by the 
same method (simply click the “+” icon for all files you’d like to add to your Zip Folder). You can even 
navigate to other pages of your results and add files to your Zip Folder. Your Zip Folder icon is located 
directly above the results table and will indicate the number and size of files you have added. (See Fig. 
12) 
 

 

Figure 12: Zipping Files Across Accession Numbers 



To view your Zip Folder simply click on the green Zip Folder icon above the results table. (See Fig. 13) 

A pop-up modal will appear displaying your selected files in a table. From this pop-up modal you have 
several possible actions. (See Fig. 13) 

You may do each of the following actions in the modal: 

1. Clear your Zip Folder by clicking the “Remove All Files From Zip Folder” button at the top right of 
the modal; 

2. Zip and download all the files in your folder by clicking the “Zip & Download Files” button at the 
bottom center of the modal; 

3. Zip and download an individual file by clicking the cloud-shaped icon under the Action column 
for a specific file in the modal table (the cloud-shaped icon is on the left-hand side within that 
cell); 

4. Remove an individual file from your folder by clicking the circled minus sign directly to the right 
of the cloud-shaped button referenced in action 3 above. 

 

Figure 13: Viewing Your Zip Folder and Using the Zip Folder Modal 



Finally, all Search Results pages will allow you to save, email, or print the search results – please see the 
buttons for these functions available in the top bar of the Search Results pages. (See Fig. 14) 

For more information on additional enhancements, please see the Help feature available in the banner 
from any screen. (See Fig. 14) 

 

Figure 14: Save Search, Email Result, Print Page, and the Help Feature 
 
 
 
  

New Saved Search Option for General Search 
 
 

Save Search - General Search Screen 
If you are conducting a General Search then the Save Search feature provides additional functionality 
than the other two search options. You can easily convert from a Fixed (Custom) search to a Relative 
date range using the conversion feature in the modal.  

 
 

1. Click the Save Search link at the top of the screen.  You can save your search Criteria using a Fixed date 
range or a Relative Date range. If your original date ranch for your search was fixed, then the Convert 
to a Relative Date Range link will display.  

 



 
Figure 15: Save Search Criteria 

 
2. Click the convert to a Relative Date Range link.  A Relative date range will allow you to change the 

date range based on the day you open the Saved Search link. For example, if you select a relative date 
range of “Past 60 days as your date range on 01/01/2022 and open the link on 11/04/2022, the 
“From” date will be 09/05/2022 and the “To” date will be 11/04/2022. 

 
3. Select a different date range from the drop-down options to change the date from the original 

search.  
 
4. Click the Apply button to apply the change.  

 

 
Figure 16: Convert to a Relative Date Range 

 
5. If your original search was relative then the edit link will display when you click the save search 

button and you can change your search to a fixed date range.  
 



 
   

6. Click the Copy link button to copy the link to a browser to save as a favorite or to another location.  
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