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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)




Plus, you may

Set reminders for each phrase

Quickly review only those phrases that are
m Are approved

m Need to be finalized

m Require revision

Run an existing Word Mail-Merge
document

m Output into a Word file(s)
m Modify the letters by inserting relevant phrases




When you need a Full-Text Search
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Search Inform &
The Phrase Reference Library . . .

Serve complementary functions:

m Search Inform

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

o Finds phrases or words
o Highlights them
o Opens the desired file when you click on it.
'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)

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

Flash)

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

Open Database




Using the Existing
Library of Phrases

- Data
] s
Category Phrase Name Entered By

d Dirsd &BE

s [




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

r Bl Main Switchboard E]
DOAS Phrase Reference Library

odel Letter to the Model Letter Library

J Wiew Reparts and Special Queries

J DB Administator DMLY

J Exit Application

Aot or Fewise a Bhrase




Sort by clicking on a blue header

Category

B Phrases - Double-click blue heading

Phrase Name

Double-click a phrase in a gray box for. details.

]

Phrase

Date

Entered By

Appearances

&

Appearances by more than one
perzon - SBE - W ashoe County
Agzeszor's Office

IEEiE and (EEe appeared on behalf of certain taspayers while others
were not reprezented (Taxpapers). See, Exhibit ALl T arpayers represented
by (@E0E and (@0EE; Exhibit [B Il Other T axpavers whoze property is
subject to the remand by the State Board of Equalization.

A lan Jordan

Type areazon ko make
thiz phrase inactive.

Appearances

Bruce and Dino appeared

Bruce Gustafzan, Supervizor of the Centrally-4zzessed Properties Sechion,
and Dino DiCianno, Executive Director, appeared on behalf of the
Department of Taxation [0 epartment].

Type areazon ko make
thiz phrase inactive.

2 Alan Jordan
Appearances T azpayer provided sufficient T azpayer provided sufficient evidence. mA1s00e  Tvpe areaszon o make
evidence Fri thiz phrase inactive.
11 Alan Jordan |
Complirmentary Sincerely, Temy E. Rubald, Chisf, Sincenely, mA1s00e  Tvpe areaszon o make
Clozing DOAS Fri thiz phrase inactive.
13 o B Dol Alan Jordan |
Conchuzions of Timely Filing - Inadequate Record - COMCLUSIOMS OF Lésaf Type areazon ko make
Law Remanded to County Board thiz phrase inactive.
The Agzezsar imely filed a notice of Appeal and the State Board haz
3 jurizdiction to determine thiz matter, Alan Jordan |
Conchuzions of Concluzion of Law: Timely SAppeal COMCLUSIOMS OF Lésaf M Aase00e  Tvpe areaszon o make
Law ... Granted kan. thiz phrase inactive.
1NThe Tawpayer timely filed a notice of appeal, and the State Board haz
27 jurizdiction to determine thiz matter, Alan Jordan |

Fecard: 14 | 1k HlHﬁ af 29



Optionally:
Filter by double-clicking on a Category

& Phrases - Double-click blue headings to sort. Double-click a phrase in a gray box for details.

Category Phrase Name Entered By

Ay 33

6:37
jL_I—_“—1 (AN
Cateqory Phrase Name
Once filtered, only 2x-click
items in that category 11 again to
appear remove

the filter



o search:

Place cursor inside a
phrase

2:48

Date

Fhrase Name Fhrase Entered By

ePress <Ctrl>=+F to
pring up the Search
Box

eSelect Any Part of
Field

e Type in the phrase
you want to find;

«Click [Find Next]




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

» Findings of Fact indings of Fact - Adequate Motice FINDIMNGS OF FACT

11T he State Board iz an admiristrative body created pursuant to MRS

£ e . % | AlanJordan

MT lm Chmbm D mrd i rn—n

i ciaed puasuard b MR




Use , dort and Search Together

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

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




Double-click on the phrase to bring
up the Review, Add or Revise screen

— YOU may now
€ Review, Add or Revise a Phrase [l=13) .
! review the
screen in
detail, and you
may copy-and-
paste the
Information
that you want
iInto a Word
document.




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

Assure that the category drop-

" _Fier By Selection | down boxes are locked, so you
Fiter Eacludng Secton | cannot accidentally change any
q E::n:::rl;ilter 1Sort | d ata )
Right-click to bring up the
Copy menu on the left and then
choose the Filter Option.
+ Sort ascending Filter by selection will only

Sort Descending

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 1s
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.




Most should be useful, and some
phrases will be highlighted

heanng before the State Board, and the matter was properly noticed pursuant to the Open Meeting Law at
MNRES 241.020
The State Board found there was an INSOEQUSIE record submitted by the Couwnty BEoard to support the

County Board's decision to flRBREK the property values in Crystal Baylincline Village to the 200272003
values
Ary finding of fact above construed to constitute a conclusion of law is adopted as such o the same

extent 3= if oniginalk =0 depominated

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

Bl Main Switchboard

EBEX

----------

| — o]
Modlef Leiver Lifrany

DOAS Phrase Reference Library

J Add Phrazes to the Phraze Reference Library

J Add a new Model Letter to the Model Letter Library
J Wiew Beports and Special Queries

J DB Adminigtator OMLY

J Exit Application

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

1:XxX




Sometimes, phrases aren’t enough

B ModellLetters g..

Letter
Entered by

WOy - DOASYS B EMSTATE BOARD MASTER FOLDERA\County Board B eference b anual'E xample of hearir

Letter
Entered by

Category Tao make inactive, enter a reazon he
SubCategory :l

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.




Recap: We have covered how to:

Use phrases

Add new phrases

Open an existing document
Create a new document




Running Reports
and Spectal Queries

&' grylnactivePhrases : Select Query

arme ary Fhrass

LEngra Alan Jardan

lurk Phrass Haanngs

L

Record: 14 I i B M |F# 3




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

r Bl Main Switchboard g H i nt . YO u
DOAS Phrase Reference Library )

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

-----------

o | — o ]|
Mool Leiver Lifrany




To export a report

File | Edit ‘jew Tools ‘Window  Help
Mew. .. ChrlHh

izek External Data

14D al:-; \D0a5\PhraseRefLib, mdb

2 \DEsWMZ . mdb
3 \Data\ oA Legsum2007 . mdb

4 \Data\DoAS SurmCfLeg2007 . mdb

View It
Then, use the
menu
commands to

export it to a
file

5:29
Requires
Adobe
Flash



One of the reports 1s a Read-Only
Query

& Reports and Queries [] '

Using this
query (Active
Phrases by
Person
Entering and
Category)

DOAS Phrase Reference Library

Yiew Video Directions

Active Phrases by Categony

makes it easy
to copy-and-
paste




Another one of the reports is a

This special
query will
destroy data.

Record: 14 I L L
I

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

1:15
, Requires




Before and After

=2 grylnactivePhrases : Select Query

B hrase Enterad By DateEntered
I e Alan Jordan
est. | General Alan Jordan
Microsoft Access
Hearings _ You are about to delete 2 record(s).
[ won't be able to undo 0=
_+_

Record: 14 1 k| M ek

Entered By DateEntered

Alan Jordan
The deleted records
are gone forever!




Adding Phrases to the
Library for Future Use

20403 linkl ol allogldl




Adding Phrases 1s Fasy

3:06
Requires
Adobe
Flash

&5 Review, Add or Revise a Phrase

= JJ_ el e

!  =sex [ =] s J—;I T e

Edit an Existing Document | o I—_I
of do & Mai Marge O

FE®

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

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.



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 |

are for convenience.

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

relevant. b
Requires
Adobe




Customize output from
a Word mail-merge
document.




Customization Steps — 1 of 2 :

Use the normal routines you would use to
prepare for a Mail Merge.

Perform the Mail Merge — Outputting the
Information to a file or files.*

Use the Phrase Reference Library to open
the file(s).

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 :

Copy-and-paste In relevant phrases.

Check for highlighted phrases, and
change the information

Save the file

Run a spelling check

Make sure the dates are appropriate.
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



2:21
Requires
Adobe
Flash

Button Bar Functions

Go to the Search/Review Phrases screen
Find @ Phrase (instead of <Cntri>+F

ﬂ Drecide if wou want tboowrite a phrage,

apen a letter ar do a mail merge.

Wednesday, January 30, 2003:23 P Clear Reminder

Record navigation

m First phrase, Previous phrase,
Next phrase, Last phrase
Add new phrase

m Set and Clear a Reminder




Phrase-Based Reminders

B Review, Add or Revise a Phrase

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

Colors:

Yellow if time Is growing short;
If the reminder time has passed.




2:43
Requires
Adobe

Modification Levels =

& Review, Add or Revise a Phrase

ﬂ e e & e e ‘ &4 | ks 7 | ﬁl | | e

Wednesday, Januay 30, 2008 448PM  Clea Ftemm.j.grl St Reminder || TaDa |

modification
level, and
DOptional Dptional Hypedink [ you Wi” be

S OUNCE: o Source:

| Entering a modification level is a great way to find phrases that you want to revise. To enter a modification level: quCk|y fl nd

1. Assure that the red box is showing [drop-downs are unlocked) a” Of the
2. Click the drop-down box on the far right side of item 4, Modification Level

3. Select one of the modification levels. phrases that
you want to
revise, or

TP D cnonstration of enteiing a Modification Level double-
oo Plondocen <] [T Uae Ll | odicaion | =] check those

.+ [Ter Slsub1: | =] sw2 [ ] sw3a [ ] that appear

From teme-to-time mira-help suggestions will appear here t b

Edit an Existing Docuament Ersste & New Docusent _1 fl n al I Z e d -

of do a Mad Metge
| W]




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.

Enjoy!
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