
OFFICIAL CITY OF WINTER SPRINGS LASERFICHE 

DOCUMENTATION 
 

 

CITY OF WINTER SPRINGS DOCUMENT SEARCH 

  



City of Winter Springs Document Search  Last Modified: December 22, 2010 2:03:00 PM 

Pop-Up Blockers .......................................................................................................................................................... 3 

Browsing on Document Search ..................................................................................................................................4 

Searching on Document Search ............................................................................................................................... 16 

  



City of Winter Springs Document Search  Last Modified: December 22, 2010 2:03:00 PM 

POP-UP BLOCKERS 
 You will need to allow the City of Winter Springs document search website to show pop-ups for the 

PDF creation process. Here’s how to do that in Internet Explorer. 

1. Click on Tools -> Pop-Up Blocker -> Pop-Up Blocker Settings. 

 

2. In the settings under “Address of Web site to allow” type weblink.winterspringsfl.org and then 

click the Add button. 
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BROWSING ON DOCUMENT SEARCH 
1. Click on the “CITY CLERKS OFFICE” folder and you will see a drop down of all the different 

document type folders (Agenda Items, Agendas, Contracts, Minutes Ordinances, Proclamations 

and Resolutions). 
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2. Click on the type of document you want to browse (in this instruction guide we will be browsing 

Agenda Items). 
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3. Click on the name of the board or the committee you want to browse (we will be browsing in the 

City Commission folder). 
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4. Click on the year in which you want to browse for your document. 
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5. Within the year folder you selected will be a list of the meetings for that year in alphabetical or 

numerical order. 
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6. Within the folder you selected will be a list of all the attachments that pertain to that folder. 
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7. There are two pages of documents in the browse results for the 9/27/2010 meeting. To move to 

page two of our browse results, click on the “2” at the bottom left hand side of your screen. 
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8. Once at page two, you can click on the item you want to browse. This will open the document. 

 

  



City of Winter Springs Document Search  Last Modified: December 22, 2010 2:03:00 PM 

9. Once you have opened the document, to the left of the document are the fields of that document. 

The fields of a document give you general information on the document you are viewing. Above the 

document you will notice a pathway to the folder you are in. 
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10. You will notice to the left of the document above the fields are links. These links’ functions are as 

follows: 

a. Metadata – This shows the fields to the document you are viewing. 

b. Thumbnails – This displays the thumbnails of the document you are viewing. 

c. Annotations – This displays the annotations that are on the document you are viewing. 
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11. If you click on the Thumbnails link, it will display all the pages for this document. If you click on 

one of the thumbnails, Document Search will display the thumbnail you selected. 
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12. You will also notice there are icons above the document. These icons functions are as follows: 

a. Up and Down Arrows – These arrows allow to go to the next or previous page. 

b. Jump to Page – This feature lets you type in a page number and then you hit the “Go” 

button to jump to the page you typed in. 

c. Printer PDF – This will allow you to export the document to a PDF file. 

d. Hand – This tool will let you pan around the document by dragging it around. 

e. Zoom with a Hand – This zoom function lets you zoom in on the area where the hand is. 

f. Plus and Minus buttons – This zoom function just zooms at a uniform level. 

g. Page with Arrows Pointing Outward – This will fit the page down so that you can see all of 

it on the screen. 

h. Two pages with Arrows Pointing Horizontally – This will fit the page so you can see all of 

the page but only lengthwise. 
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SEARCHING ON DOCUMENT SEARCH 

1. Click the “Search” link to get to the search page. 
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2. Click on the Customize Search drop down to determine what type of search you want to perform. 
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3. Type in the word or phrase you wish to search and then click on the Search button at the bottom 

left side of the Search Panel. 
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4. These are the results of your search. These include the links to the documents themselves as well as 

the specific pages the search term was in. You can also click “Show more information” to display 

thumbnails of the pages. 
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5. Clicking on the links will bring you to the document or the pages within the document. When you 

go to that document, the search term will be highlighted in the pages. 

 


