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Open the Phrase Ref Library Database

Install SearchInform



The DOAS Phrase Reference Library



 

Is a library of phrases that are useful for finding 
phrases and for building letters; 



 

Allows several experts to compile a list of phrases;



 

Makes it easy for users to find needed phrases and 
modify them, as necessary;



 

Facilitates organizing letters that you want to 
reference (Model Letter Library feature)

Open Database



Plus, you may


 

Set reminders for each phrase



 

Quickly review only those phrases that are 


 

Are approved


 

Need to be finalized


 

Require revision 



 

Run an existing Word Mail-Merge 
document 


 

Output into a Word file(s)


 

Modify the letters by inserting relevant phrases



When you need a Full-Text Search

Install Search Inform 

File List

Selected File

Word or Phrase Highlighted 

Options

Pre-defined search area

Text of File
with . . . 



Search Inform & 
The Phrase Reference Library . . .



 

Serve complementary functions:


 

Search Inform


 

Indexes the parts of your hard drive or network drive 
that you want to search



 

Finds phrases or words


 

Highlights them


 

Opens the desired file when you click on it.



 

The Phrase Reference Library’s features 
are described in the rest of this show.



 

May be used together.

Note:  This version of Search Inform is freeware.



Phrase Ref Library
 Major Features

 (Hyperlinked Table of Contents)

Use the existing library of phrases
Print out various reports

Add phrases to the library for future use
Open or Create a Word document

Customize output from a Word mail-merge document

(As you review this show, click on icons like 
this to watch video tutorials that use Adobe 
Flash)

Open Database



Using the Existing 
Library of Phrases



Click on Search/Review Phrase 
Reference Library (or <Alt>+P)



Sort by clicking on a blue header
0:42



Optionally:
 Filter by double-clicking on a Category

Once filtered, only 
items in that category 
appear

2x-click 
again to 
remove 
the filter

6:37



To search:  

Place cursor inside a 
phrase

•Press <Ctrl>+F to 
bring up the Search 
Box 

•Select Any Part of 
Field

• Type in the phrase 
you want to find;

•Click [Find Next]

2:48



If you don’t find the info you want . . 



 

. . . Click 
[Find Next]



 

Does this 
look like 
what you 
want? If so 
. . . 



Use Filter, Sort
 

and Search
 

Together


 

Filter – To reduce the number of 
records to examine.



 

Sort – By date, person entered, 
phrase name or category to help 
you scan the data.



 

Search – To find specific phrases, 
NRS sections, etc.

4:44



Double-click on the phrase
 

to bring 
up the Review, Add or Revise screen

You may now 
review the 
screen in 
detail, and you 
may copy-and- 
paste the 
information 
that you want 
into a Word 
document.

2:26



Filter by category and sub-category to 
save time and effort.



 

Assure that the category drop- 
down boxes are locked, so you 
cannot accidentally change any 
data.



 

Right-click to bring up the 
menu on the left and then 
choose the Filter Option.



 

Filter by selection will only 
show the phrases to those with 
that exact category.



 

When done, Right-click and 
select Remove Filter/Sort.

1:01



Sometimes, you may find a phrase that is 
not useful. Make it inactive.



 

Type a brief reason for not using the 
phrase. 



 

The next time that you open this screen, 
the record will be hidden, not deleted. 
(How to delete the phrase.)

1:00



Most should be useful, and some 
phrases will be highlighted

This means that the person entering the phrase 
thought it was likely that this information will need 
to be customized.
After you copy-and-paste this phrase, change the 
wording, if necessary.



In addition to searching for a phrase you 
may BROWSE through phrases



 

Click the Browse 
button. In the 
next screen, click 
the forward and 
back arrows to 
find the 
information you 
want.  

1:xx



Sometimes, phrases aren’t enough



 

That’s when the Model Letter Library 
comes in handy.  Click on a hyperlink to 
quickly open the file you want.



 

Hint:  If there are many model letters, you might want to 
filter the selection first.

1:16



Recap:  We have covered how to:
Use phrases
Add new phrases
Open an existing document
Create a new document



Running Reports 
and Special Queries



Navigate to the Reports and Special Queries 
Menu; click on the item you want to run.



 

Hint: You 
may view 
the report, 
print it or 
export it to a 
Word 
document or 
Excel 
spreadsheet.



To export a report 


 

View it


 

Then, use the 
menu 
commands to 
export it to a 
file

5:29 
Requires 
Adobe 
Flash



One of the reports is a Read-Only 
Query

Using this 
query (Active 
Phrases by 
Person 
Entering and 
Category) 
makes it easy 
to copy-and- 
paste



Another one of the reports is a Delete 
Query.  



 

This special 
query will 
destroy data.



 

Do not use this 
query unless 
you are certain 
the data is junk. 
Instead, make 
the record 
inactive.

To  use it, highlight the rows that 
you want to delete and 
press the <DEL> key.

1:15  
Requires 
Adobe 
Flash



Before and After

The deleted records 
are gone forever!



Adding Phrases to the 
Library for Future Use

Add phrases to the library for future use;



Adding Phrases is Easy


 

Follow the steps 
1, 2, 3, 4, 5



 

Note:  The red 
box must be 
showing if you 
want to change 
the data in drop 
down boxes.



 

When you are 
not adding a 
record, these 
are locked to 
assure that you 
don’t change 
data when you 
filter for a 
category.

To manually unlock the boxes, click on the lock/unlock button.

3:06 
Requires 
Adobe 
Flash



Open or Create a 
Word Document



There are several ways to open a Word 
Document



 

Word button opens Word only. 


 

The top hyperlink opens a specific source— 
useful for reference 



 

Buttons and the file section boxes in Step 6 
are for convenience.



 

The Model Letter Library is useful for 
quickly locating documents earmarked as 
relevant.

3:29 
Requires 
Adobe 
Flash



Customize output from 
a Word mail-merge 

document.



Customization Steps –
 

1 of 2 :
1. Use the normal routines you would use to 

prepare for a Mail Merge. 
2. Perform the Mail Merge – Outputting the 

information to a file or files.*
3. Use the Phrase Reference Library to open 

the file(s).
4. Use the Phrase Reference Library to find 

additional phrases.

* If you have many letters to generate, it is easier to create 
several smaller files rather than one huge file.



Customization Steps –
 

2 of 2 :
5. Copy-and-paste in relevant phrases.
6. Check for highlighted phrases, and 

change the information
7. Save the file 
8. Run a spelling check
9. Make sure the dates are appropriate.
10. Print the letters.

* If you have many letters to generate, it is easier to create 
several smaller files rather than one huge file.



Special Features



Button Bar Functions


 

Go  to the Search/Review Phrases screen


 

Find a Phrase (instead of <Cntrl>+F



 

Record navigation 


 

First phrase, Previous phrase, 
Next phrase, Last phrase         

Add new phrase


 

Set and Clear a Reminder

2:21 
Requires 
Adobe 
Flash



Phrase-Based Reminders

If you enter a reminder, the next time you 
view that phrase, it will be displayed.

Colors: 

Yellow if time is growing short; 
Red if the reminder time has passed.

1:52 
Requires 
Adobe 
Flash



Modification Levels
Enter a 
modification 
level, and 
you will be 
able to 
quickly find 
all of the 
phrases that 
you want to 
revise, or 
double- 
check those 
that appear 
to be 
finalized.

2:43 
Requires 
Adobe 
Flash



Recap:  You may


 

Use phrases


 

Add new phrases


 

Open an existing document


 

Create a new document


 

Run a mail-merge document and 
customize the output



 

Link to key documents (through the 
Model Document feature), modify 
those documents and save them.
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