ACCESSING & USING YOUR D&S EXTRANET

Logging On

Login:
User name : enteryour username

Enter your User Name and Password; then click Logon.
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Point to Documents and click Search Document.
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Simple Searching

Search Crit g 111 1 i

earch Criteria Fill in the field you wish to search by

Location _All Values- =

State _All Values- =

Document Type | -All Valuss- & Click either the Binocular icon in the upper right hand corner or
Tie test

Attorney_Comments

Area_of Law Corporate [v] ... the Search button in the lower left hand corner.
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Tip: Further define your search by filling in a few more
fields.
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Additional Search Options & Features
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100 Control how many documents appear in the Display Panel.
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Text Query:

Note: Documents need to be “full text searchable” in order for this feature to work. A

Use Text Query to search the contents of documents.

PDF document is not necessarily “full text searchable”.

The Display Panel

The Display Panel toolbar allows you to mark documents for further use
ot add/remove fields that are displayed.
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Title
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{ll"). Sort Ascending .
THhtit Sort D nding}iﬂ?ﬁl}ﬂ-ﬂ 08:40:20 AN

Record count: 1907

4 Prev - page |1 [ of13

Showing record: 1 to 150

To sort, click the column headings.

Navigate through and see how may documents are
contained in your results.

Customizing the Display Panel

®

Click the View Settings icon to add/or remove fields that are displayed.

] Confidential
Creation_Date
Description
Document_date
Document_Type
Location
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View Fields

Click Modify.

Viewing Documents

oo

This is my test document

Printing Documents
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Check/Uncheck the fields you wish to display.

Tip: This is a great way to further “filter” your results.

Click the document link from the Display Panel.

While viewing the document, click the Printer icon.

Returning to the Display Panel and/or Search Results
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Point to Document and click Search
Document.

DS Extranet - Accessing and Using Your DS Extranet (4).doc

Rev 6/



