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(@] How to Perform a Footnote Text W rd Search

This function may be used to search for a common word or phrase within

footnote text records. |Its primary use is to | ocate and/or update
footnote text records with a coormon word or phrase, e.g. all records
that contain the phrase "ENG 101". This search nmay be conducted for
only one To Institution at a time.
1. Sel ect the "Footnote Text" option fromthe M ntenance Menu.
(Refer to "How to Use the M ntenance Menu" [Sect. A] for
hel p.)
2. Use the "Find Wi ch Footnote" screen to retrieve the footnote

text records for the institution you want to search. (Refer
to "How to Search for Footnote Text Records" [Sect. K] for
hel p.)

3. You must be on the "Footnote Text" screen before you can begin
the search. For a conplete search, you should start with the
first footnote text record.

4. To begin the search, press the SEARCH function key (F11)
(Figure O1) . In the "Search Text" Message Box, type the
word or phrase in the space provided and press ENTER (Figure
O2). At this point you may update the record as needed.

5. To continue the search for the next occurrence, press the
CONTI NUE SEARCH function key (F21) (Figure O-3). Note: The
keyboard translation for F21 may differ depending on the
institution and individual computer. Refer to your "Keyboard
Transl ations"” list or use the alternate nmethod descri bed bel ow
to continue the search.

6. The "Text Not Found" Message Box indicates that all
occurrences have been found (Figure O 4).

An al ternate nethod of beginning a search is to select the "Search
footnote text" option fromthe File Menu . The search may be conti nued
by selecting the "Continue search” option fromthe File Menu (Figure O
5).

Use the Menubar function key (F7) or the arrow keys to nove the cursor
to the "File" nmenu itemat the top of the screen and press ENTER then
nmove the cursor to the "Search footnote text" itemon the |list and press
ENTER agai n.
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FI GURES O 1 THROUGH O-5 SHOW HOW TO PERFORM A FOOTNOTE TEXT SEARCH:

Figure O-1 shows how to begin a footnote text search using the F11 function key.

Figure O 1
File Help FKeys Go_To
04/ 12/ 93 Transfer Information System TI'S
Foot not e Text MB30523
---------------------------------------------------------------- More: - +
To Institution: UWLA CROSSE
Starting fromnunber: 1 and suffix:
Nunber Updated ---------------------------- Text -----mmmm oo
1 _ 10/ 26/ 92 STUDENTS SHOULD CONSULT W TH THE ACADEM C DEPARTMENT AT THE I N

STI TUTI ON TO WHI CH THEY ARE TRANSFERRI NG TO DETERM NE SPECI FI C
ALLY HOW THE DEGREE CREDI T FOR THE COURSE MAY BE APPLI ED.

2__ _ 10/26/92 STUDENTS SHOULD CONSULT W TH THE ACADEM C DEPARTMENT AT THE I N
STI TUTI ON TO WHI CH THEY ARE TRANSFERRI NG TO DETERM NE WHETHER
OR NOT DEGREE CREDI T WLL BE GRANTED FOR THE COURSE AND HOW AN
Y CREDI T MAY BE APPLI ED.

3__ _ 10/26/92 STUDENTS NMAY BE REQUI RED TO PROVI DE THE ACADEM C DEPARTMENT W
TH ADDI TI ONAL | NFORNMATI ON SUCH AS COURSE CURRI CULUM  SYLLABUS,
TEXT, AND/ OR | NDI VI DUAL TEST RESULTS.

Ent er - PF1- - - PF2- - - PF3- - - PF4- - - PF5- - - PF6- - - PF7- - - PF8- - - PF9- - - PF10—PF11- - PF12- - -
Updt Help Dtail PgUp PgDn MBar Retrn Mvenu Exit Srch Cancl
More than one footnote matches your query
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Figure O 2 shows the "Search Footnote Text" w ndow and the correct entry for
searching for footnote text records using the abbreviation "ENG' beginning with
f oot note #1.

Figure O 2
File Help FKeys o_To
04/ 12/ 93 Transfer Information System TI'S
Foot not e Text MB30523
---------------------------------------------------------------- More: - +
To Institution: UWMLA CROSSE
Starting fr
** Search Footnote Text **
Nunmber Upd | --------mmmmmm e e
1 10/2 Search for what footnote text? T AT THE I NS
ENG E SPECI FI CAL
| ED.
Enter search starting location: 1
2 10/2 1. Start search fromfirst footnote T AT THE I NS
2. Continue search fromcurrent footnote E WHETHER OR
ND HOW ANY C
ENTER=Pr oceed F12=Cancel

3 _ 10/ 2 PARTMENT W T
H ADDI TI ONAL | NFORMATI ON SUCH AS COURSE CURRI CULUM SYLLABUS, T
EXT, AND/ OR | NDI VI DUAL TEST RESULTS.

Ent er - PF1- - - PF2- - - PF3- - - PF4- - PF5- - PF6- - PF7- - - PF8- - - PF9- - - PF10- - PF11- - PF12- - -
Updt Help Dtail PgUp PgDn MBar Retrn Mvenu Exit Srch Cancl
More than one footnote matches your query
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Figure O3 shows that the next occurrence of "ENG' is found by pressing the
equi val ent of the F21 function key.

Figure O3
File Help FKeys Go_To
04/12/93 Transfer Information System TS
Foot not e Text MB30523

To Institution: UWNLA CROSSE
Starting fromnunber: 553_ and suffix: A

Nunber Updated ---------------------------- Text -------mmmm e - -

553_A 10/ 26/ 92 STUDENTS TRANSFERRI NG BEFORE JANUARY 1993 WHO HAVE COWVPLETED TH
E COMVBI NATI ON OF ENG 101 AND ENG 102 MAY | NSTEAD RECEI VE CREDI T
FOR UW LA CROSSE ENG 303.

553_B 10/ 26/ 92 ENG 102 NMAY BE USED TOMRD FULFI LLI NG THE ENG.I SH COVPCSI TI ON R
EQUI REMENT UNDER LI TERACY AREA OF GENERAL EDUCATI ON.

554_ _10/26/92 | F STUDENTS COVWPLETE ANY TWO OF THE FOLLOW NG UW COLLECGES COURS
ES - FOR 120, WL 140 OR NAT 170, THEY MAY RECEIVE CREDIT FOR G
EO 324 AT UW LA CROSSE.

Ent er - PF1- - - PF2- - - PF3- - - PF4- - PF5- - PF6- - PF7- - - PF8- - - PF9- - - PF10- - PF11- - PF12- - -
Updt Help Dtail PgUp PgDn MBar Retrn Mvenu Exit Srch Cancl
Found text ‘ENG in footnote #553A
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Figure O-4 shows the "Text not found"” nessage indicating that all occurrences of
"ENG' have been found.

Figure O 4
File Help FKeys Go_To
04/ 12/ 93 Transfer Information System TI'S
Foot not e Text MB30523
----------------------------------------------------------------- More: -
To Institution: UMLA CROSSE
Starting fr
** Search Footnote Text **
Nunmber Upd | --------mmmm e e e
1371 _ 04/0 Search for what footnote text? REA TECH CCOL
E

E Text not found | ocation: 2
omfirst footnote

ENTER=Pr oceed
ENTER=Pr oceed F12=Cancel

Ent er - PF1- - - PF2- - - PF3- - - PF4- - PF5- - PF6- - PF7- - - PF8- - - PF9- - - PF10- - PF11- - PF12- - -
Updt Help Dtail PgUp PgDn MBar Retrn Mvenu Exit Srch Cancl
Found text 'ENG in footnote #1371
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Figure O-5 shows an alternate method of begi nning and continuing a footnote text
search using the File Menu.

Figure O5
File Help FKeys &o_To
04 Di splay different footnotes |lInformation System TI'S
-------------------------- ot not e Text MB30523
- - Search footnote text R R More: - +
Conti nue search
St mmmm e ix:
Add new f oot note text
Nu Del ete footnote text... — |[--------- TeXt ----cmmmm e e - -
i R R T SULT WTH THE ACADEM C DEPARTMENT AT THE I NS
Edit Preferences... HEY ARE TRANSFERRI NG TO DETERM NE SPECI FI CAL
Exit TIS. .. REDI T FOR THE COURSE MAY BE APPLI ED.
2 F12 = Cancel SULT WTH THE ACADEM C DEPARTMENT AT THE I NS
HEY ARE TRANSFERRI NG TO DETERM NE WHETHER OR

WLL BE GRANTED FOR THE COURSE AND HOW ANY C
REDI T MAY BE APPLI ED.

3__ _10/26/92 STUDENTS MAY BE REQUI RED TO PROVI DE THE ACADEM C DEPARTMENT W T
H ADDI TI ONAL | NFORMATI ON SUCH AS COURSE CURRI CULUM SYLLABUS, T
EXT, AND/ OR | NDI VI DUAL TEST RESULTS.

Ent er - PF1- - - PF2- - - PF3- - - PF4- - PF5- - PF6- - PF7- - - PF8- - - PF9- - - PF10- - PF11- - PF12- - -
Updt Help Dtail PgUp PgDn MBar Retrn Mvenu Exit Srch Cancl
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