
Document Search Instructions 
 
Property Files (closed Building Permits, Septic, Site, Subdivision files, Zoning & Historic district cases) 

- From Home tab, on right side enter address or street name in Address box then press enter 
- Click on file to view on right (if you double Click to view file – click Retrieve tab to return to list of 

documents) 
- Right click on document view to choose Zoom level 
- Files can be sorted by clicking column headers 
- On left side can click Action then Save a Copy or Print 
- Click Home tab to search for a different address or street 

 
Simple Search 

- At the top, type search term and press Enter or Search button 
- Files containing these words are listed on the bottom and can be sorted by clicking column headers 
- Double click a file to view it, Single click shows a preview screen on right side 

 
Minutes Folders 

- On the left, there should be a column containing Folders and Meeting Minutes (if you do not see this 
column click on the yellow triangle on the left side) 

- Click on the triangle to expand the list showing all committees and click on one to show list of files on 
bottom 

- Double click a file to view it, Single click shows a preview screen on right side 
- To search for word within these minutes use the Text section in the middle of the screen and click the 

Search button below it on the right 
- (to search for an address use double quotes, ex. "25 main" 
- Use the Clear button on the right top of the file list to clear all search selections 

 
 


