Folio Quick Start Guide

Opening and Closing a File

Open

Menu Item - File|Open

Select File Type: Shadow File (.sdw)

(Note: Do not select Infobase File (.nfo), Highlighting and Note feature will not be available.)

Press "Open"

Several Shadow Files can be opened using the above feature without exiting the program.  You can then switch to a Shadow File that is open but not active by selecting it from the Window menu or by using CTRL+TAB to toggle between open Shadow Files.

Exiting or Closing a Shadow File

Close

Menu Item - File|Exit or File|Close

Important: If you are prompted to save a shadow file when exiting or closing, click Yes to save any notes, highlighting or bookmarks you have added.  Saving is also necessary the first time you exit a shadow file after receiving an update.  Saving after an update insures that your notes and highlighting are reconciled with the updated infobase.

View Tabs

All

Allows viewing of Table of Contents, Current Section, Infobase or Shadow File Text and Query Results

Search

Allows viewing of Current Section, Infobase or Shadow File Text and Query Results

Browse

Allows viewing of Table of Contents, Current Section and Infobase or Shadow File Text

Document

Allows viewing of Current Section and Infobase or Shadow File Text

Contents

Allows viewing of Table of Contents

HitList

Allows viewing of Query Results

Object

Allows viewing of objects in the Infobase or Shadow File

Viewing Tables and Documents

Note: If tables or documents become unreadable or appear distorted, adjust magnification from Menu Item - View|Zoom.  Be sure to change magnification back to 100% when finished.

Searches

Single Word Searches

Menu Item - Search|Query

Enter word and press "OK"

(Or enter word in search window at bottom of screen and hit Enter)

Status bar at bottom of screen will indicate number of hits

Use Arrow Buttons to view hit results or menu item Search|Next Hit

Use HitList Tab to view hit results and double click on result to view text

Boolean Searches

Menu Item - Search|Advanced Query

Enter search criteria using AND, OR, NOT and XOR

Searching Multiple Infobases

Menu Item - File|Find Infobases

Query:Enter search criteria

Look in:C:\Program Files\Looseleaflaw\Encon\Nfo

Click "Find Now"

To view results, double click infobase with hits

Exit infobase to return to hit results

Selected Searching

To search only the selected branches of the table of contents, choose Show Check Boxes from the View menu and then click in the checkboxes next to the headings in the Contents pane.

Click View|Clear All Checkboxes to search entire Infobase.
Clearing Searches

Menu Item - Search|Clear Query

Searching Notes

Menu Item - Search|Advanced Query

Select left bracket, Note, enter search criteria, select right bracket and press OK (Example: "[Note male ]" without quotation marks) 

Searching Highlighted Text

Menu Item - Search|Advanced Query

Select left bracket, Highlighter, enter Highlighter name, enter search criteria, select right bracket and press OK (Example:

"[Highlighter Highlighter 1: female ]" without quotation marks)

Highlighting

Highlighting Text

Menu Item - Tools|Highlighter

Select New

Accept default name and background color or enter a different name and color and press "OK"

Select Apply

Select Highlighter name from task bar, cursor will have a Highlighter pen attached to it. To turn Highlighting on and off, click the Highlighting pen symbol in the task bar.

Make sure Highlighting pen is turned on.  Highlight text by dragging the Highlighting pen over the text to be highlighted while holding down the left mouse button and releasing when done.

Remove Highlighting

Select Highlighted text while Highlighting pen is turned off.

Menu Item - Tools|Remove Highlighter

Notes

Creating Notes

Place cursor on line where note is to be placed.

Menu Item - Tools|Note

Enter text in pop-up window and press "Esc" key

Click "Yes" to save note

Viewing Notes

Double click Note icon

Remove Notes

Place cursor on line next to Note icon

Menu Item - Tools|Remove Note

Bookmarks

Setting Bookmarks
Menu Item - Bookmark

Accept default name or type in one of your own

Select Set

Go To Bookmark
Menu Item - Bookmark

Select Name

Select Go To

Search Hints

Exact Phrase

Enclose the phrase in quotation marks.  For Example:

"to be or not to be"

And

Use the And operator to search for multiple words in the same record. The And operator may be specified any one of three ways: a single space between words, the ampersand &, or the word and.

Query




Explanation


ham eggs

ham & eggs

ham and eggs
Finds all record which contain both ham and eggs


ham & eggs and "cold milk"
Finds all record which contain ham, eggs, and the phrase "cold milk"


Or

Use the Or operator to search for multiple words in the infobase (the words may or may not be in the same record).

The Or operator may be specified one of two ways: the pipe | or the word or.

Query




Explanation


me | you

me or you
Finds all records which contain either me or you (may contain both)


me or you and him
Finds all records which contain both you and him, records which contain me, or records which contain you, him, and me.


Not

Use the Not operator to search for all words in an infobase except for specified words.

The Not operator may be specified one of two ways: the caret ^ or the word not.

Query




Explanation


dog ^ cat

dog not cat
Finds all records which contain dog but which do not contain cat.


^ spinach

not spinach
Finds all records which do not contain spinach. (In this type of query, nothing is highlighted. Next & Previous Hit take you to the next and previous records which do not contain the term.)


Xor

Use the Xor operator to search for one word but not others that appear in the same record. 

The Xor operator may be specified one of two ways: the tilde ~ or the word xor.

Query




Explanation


john ~ smith

john xor smith
Finds all records which contain either john or smith but which do not contain both john and smith.


Wild Card Searches

Single Character Wild Card is the Question Mark ?.

Query




Explanation


Wom?n




Finds woman and women

Multiple Character Wild Card is the Asterisk *.

Query




Explanation


Work*




Finds work, worked, workhorse

Synonym Character Wild Card is the Dollar Sign $.

Query




Explanation


Work$




Finds toil, effort, trade

Results Map

The Results Map gives you a preview of your query before you actually apply it. Previewing your query allows you to modify it to yield more or less hits. Below is a sample Results Map:
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