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Every SONISWEB® text has a table of contents. (Well, not every text; very short
texts and brochures don’t.) The text “Administration” provides a table of topics and
refers to the text that covers each topic.

For a master index of all texts, we use the Adobe® search function available with
Version 6 and higher. You need the free Adobe t® Readet™ 6.0 or later available
from Adobe®. This text illustrates how you search for subjects among the
SONISWEB® texts using the reader’s search.
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SEARCHING A COLLECTION OF MANUALS WITH ADOBE® READER

You need Adobe® Reader Version 6 or later! to search SONISWEB® version 2 documents.

The Adobe® reader calls this “Search”. You can use individual words or phases. Phases ate
usually better since individual words often yield thousands of results.

1. Start the Adobe® Reader. If you @ Search PDF
> « :
dOﬂt have a COPY: sec Gettlng a ‘What word ar phrase would vou like to search For?
Copy of the Adobe® Reader™” on il merge
page 5 Wwhere would vou like to search?
] ) ) |W| () Inthe current POFE Flocument
2. Click either the Search icon ===
or click Edit then pick Search from e LT TOEREED e

My Documents

the menu list. FEither way you get a
display like Figure 1 on the right side
of your display.

3. In Figure 1 enter the word or phase
you want to find.

To search a collection of manuals, you * Figure 1 Search Find Folder

fpllow the steps below. That collec- P T Ea]
tion? must all be in the same folder-
. ‘what word or phrase would you like to search for?
directory. ;
4. Click to turn on the radio button for Where would vou like to search?
“All PDF Documents in” outlined in O1n the current PO document
. (%) all FOF Documents in
Figure 1.

| C:YRIM SystemsiManualsso,, \SW2000Do ¥

5. Click “Browse for Location” shown
[J'whale wards anly

by the arrow in Figure 1. [ Case-sensitive
[J5earch in Bookmarks
6. From the browse prompt, work your [ search in Comments
way to the folder containing the
-S h
SONISWEB® documents.  Usually Lo ]

0
it’s named SW200Docs. o Figure 2 Search

7. In Figure 2 you see the search phase,
the folder-directory found in the browse, and the setting you want for “Whole
words” etc. Click the Search button. You see Figure 3.

! Reader version 5 required RJM to build a special Adobe® index in order to do searches. Reader versions 6 and later do direct searches
without the need for a pre-built index, so index building is not longer done.

2To search within a single manual, open it in the Reader and then, in Figure 1, enter your search word or phrase, click the radio button for
“In the current PDF document”, and click the Search button.
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8. In Figure 3 you see the results, a list [ @ Search PDF Hide
Of texts. Finished searching for:
mail merge
9. C(Click an underlined manual name or Finished searching in:
: : C41RIM Sysk M. Iss0...' SY200D,
the plus (+) sign beside a name and i ' o "sdems\ anualssO. *
acaments roung;
you see all the references to the 18
word or phase within that manual. Tekal nstances found:

10. Click a reference to see the page. A

slice of that is shown in Figure 4.

Results:
11. In Figure 4, the list of pages within a = v \ApplicantChe cklistsDispositio
manual is on the right_ Click an en- T C1 sAdministration. p df
tfy' and you see, on the left, the ac- Ef AL ADevelopmentFundRaising.pd
tual manual page with the word or EE C:AL AEinancialRecord keepingBilli
phase hlghhghted j Cf\1...\|mpon.|]-(lf
5 AL AIndex to Manuals.pdf
As Figure 4 illustrates, the first entries are EE G \MailE-Mailerqgel abels.pdi
usua]ly in the Table of Contents. When you T Ch. . \Dverview Activities Timed En
see the reference there, 51mply click the T CAL A Overview Recruiting and Adr

T CMLAParking.pdf

T C:MLARecrujtingProspective Studen
T C:AL U ARegistrationbyStaff. pdf
page. T CALAReports.pdf

= CAMLUASATImporter.pdf

T CAVLUASONISWEB Described.pdf

T CAL AStudentFacultyEtcRecords.pd

highlighted table of contents item with your
mouse and you’re taken directly to that

Al A Table ConfigurationMaintenal

T CML A TimedL etters.p df

< >

Sort byt | Relevance Ranking  »

Collapse file paths

Refine Search Results
Crone

@ Complete Adobe Reader 6.0 Help

e Figure 3 Search Results

ET MAIL MERGE AND MAIL MERGE £

MAIL MERGE AND MEMIBSINRES STUDENTS/APPLICANTS ..o cissmcmssssss s ssmsnsssssssesinns 8 AND MAIL MERGE STUDE

e Figure 4 Search Result Drill-Down Example
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NAVIGATING AND USING REFERENCES IN THE READER

When you’re viewing a manual, you’ll see reference to figures, pages, footnotes, etc. Move
y g > Y to ngures, pag
your mouse over them and you see a pointed-finger like that in Figure 5.

Neither radio button!?; a filled circle means it’s neither a timed letter nor an e-mail

‘The pointed finger means you've found a reference.

Click your mouse button and you're taken directly T —

a c o return to where you were . c
to that page, figure, table, or footnote rson e]-lglblewhen you clicked the reference, Tlll]lllg
and ‘Delta Days’ Explained” on p%‘é“ﬂ@. 6 03 Mbrrlls™ ey

L2

i4 4 45 of B4 S«

e Figure 5 Using References and the Back Arrow in the Adobe® Reader

You can click your mouse button and you’re taken directly to that reference. To return to
the place you were when you clicked the mouse, use the back arrow shown at the bottom of
Figure 5.
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GETTING A COPY OF THE ADOBE® READER™

To download a copy of the reader, go to the Web site:

www.adobe.com/products/acrobat/

You need the free reader, you do not need to buy Acrobat®. Acrobat® is the “composer”
used only by the authors of the texts.

Reader differences:

m  Readers at Version 3.x and eatlier cannot reliably read the Adobe® PDF files for
SONISWEB® since those manuals were created with Acrobat® Version 5 and later.

®  You can view, read, and print the SONISWEB® texts with the 4.0 and 5.0 readers
but they have no ability to search a collection of manuals. They can, however, search
for words within a manual.

m  To search a collection of SONISWEB® version 2 manuals you need Reader version
6.0 or higher with its ability to search a collection shown in Figure 2.

Adobe® is the registered trademark of Adobe Systems, Inc.
SONISWEB®, RJM Systems, and related logos are trademarks of RJM Systems, Inc.

(Index to Manuals.doc - 04/05/06 1:28 PM)

NEW IN THIS EDITION

m  Rewritten for the Adobe® Reader 6 and later manuals. The older index-function of
Adobe® Reader version 5 has been dropped.

DIAGNOSING AND FIXING PROBLEMS

Click Help in toolbar at the top of the Acrobat® B Adobe Reader
reader and ple the Search tab. File Edit Yiew Document Tooks Window
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