











The Four-Step Search Process

After displaying the Personal Start Page, Loislaw guides subscribers through a four-
step search process. Each step leads to more focused content and culminates in the

retrieval of particular, relevant documents. The steps include:

1) Choose a database;
2) Construct a search;
3) Evaluate results; and

4) View documents.

On the Start Page, choose a type of law, jurisdiction, or secondary source.
(Subscribers who navigate by jurisdiction or secondary source may need to make
an additional choice to focus their search.) After selecting a general area of content,

subscribers then choose a database.

Step 1. Choose a database

A database is Loislaw’s standard unit of searchable information.

Select one or more databases on the Choose a Database page by checking the
box to the left of the database title. At least one database must be selected. Click

Continue when all selections have been made.

A

Choose one or more
databases by checking
the box to the left of
the database title
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Step 2. Construct a search

Enter search criteria into the Search Page for a given database (or range of
databases). Search criteria typically include keywords, but can become more
complex to facilitate more focused searches.
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Note that Search Pages are organized into fields. Fields represent units of text
within the documents that make up a database; a given field is marked off from
other parts of a document to facilitate quick and targeted searching.

For a given database (or set of databases), Loislaw will define which fields are
available for targeted searching and present them together on the Search Page.

Each available field is associated with a text box. When constructing a search,
enter search criteria—for instance, a docket number or an official citation—into
the appropriate text box, according to its label. (Enter criteria into the Search
Entire Document box to search all available fields simultaneously.)

Click Run Search to execute a search, or Clear All Fields to begin again.

To learn more about search criteria, including logical connectors, expanders, or
wildcards, see “Searching on Loislaw” beginning on page 15 below. For help on
searching particular types of primary law, see pages 24 and following.

Please note that help is also available from every Search Page on the website.
Click Expert Search Tips near the top of the browser window for online help.
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Click Search Within GlobalCite Results near the bottom of the screen to expose a
dialog box for this specially targeted search. Type keywords (or keywords and
connectors) into the text box. Searches conducted from this area run only within
documents retrieved by the most recent GlobalCite execution (i.e., those
documents presented in the active results list).

Presentation of citing documents

GlobalCite marks the text of citing documents with two special formatting
attributes to facilitate browsing. First, the citation of the original document is
highlighted with a yellow background in all documents retrieved by GlobalCite.
Second, GlobalCite renders 'case treatment terms' in blue font. This feature is
especially helpful for interpreting cases that result from GlobalCite. The user can
scan for case treatment terms more quickly, and with greater ease, in order to
determine the relationship between the original case and the cases citing it. Any
mention of terms such as 'reverse,' 'remand,' 'affirm," etc. might be helpful in
determining how a subsequent case treats a prior decision.

The table to the right lists case treatment .
terms handled by GlobalCite. Each of appearing in blue font:

these words as well as variants of the root ~ Agfrm Distinguish | Remit

term will be affected (e.g., 'reverse,’ Agree Grant Remove
'reversed,’ and 'reversing' will all appear ~ Concur Modify Rescind
in blue font). Note that treat ¢ Deny Overrule Reverse
n ue ront). ote at case treatmen Disagree Reafﬁrm Set aside
terms will not be affected when they Dismiss Reject Sustain
appear within the title or heading of a Dissent Remand Sphold
acate

case (a title or heading includes the case
name, source, citation, and date). The title and heading appear above the
contextual summary in the GlobalCite Results List.

Please note that all occurrences of case treatment terms receive formatting
emphasis regardless of whether they relate to the originally GlobalCited case. The
special marking is not offered as a substitute to a full reading of GlobalCite results.
Case treatment terms not listed in the table above will not be marked.

GlobalCite and "recent” ( £) cases

For many jurisdictions, Loislaw offers slip opinions directly in the source format
issued by the court, in order to make recent documents available as soon as

. <« » .
possible. Sets of “recent” documents are compiled only for case law, and are

typically available for browsing from the Choose a Database page.

Please note that “recent” cases accessed under the # icon will not yet be available
¥

to GlobalCite. A document that appears in a list of “recent” opinions would

typically be received from the court either that day or the preceding day. The

document is in process at Loislaw, and will be indexed into a permanent collection
p

within 24 to 48 hours. As soon as documents enter a permanent collection, they

become available to Loislaw’s GlobalCite and LawWatch services.
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FindCases by Citation and SelectCite

Loislaw provides two special tools for retrieving cases—Find Cases by Citation and
SelectCite—when users know the citation in advance.

Find Cases by Citation

Find Cases by Citation allows direct retrieval of single or multiple citations. To retrieve a
single citation known in advance, simply type it into the Find Cases by Citation dialog
box at the top of the screen. To retrieve multiple citations, click the Multiple Citations
link directly underneath the Find Cases by Citation box.

A new dialog window will appear for searching multiple citations. Users can enter
several citations, compile them into a list, and then retrieve all the documents at
once. Type the citations into the first box; click Add Cite to List after entering each
one. Click Look up List of Cites to retrieve all the documents. To remove a
citation, select it and click Delete Cite from List.

The forgiving feature of Find Cases by Citation: ‘normalization’ of citations
Find Cases by Citation does not require a strict match between a user’s entry and an
official citation. While the entry needs to approximate the form of an official citation,
Find Cases by Citation will often work without regard to case differences, punctuation,
or minor typos; users may actually omit periods or spaces (for example) and still
retrieve the correct document.

In a process called ‘normalization,” Find Cases by Citation compares irregular citations
or variants entered by the user to many known forms of official citations. Within a
certain range of variation, Find Cases by Citation will select the right form, normalize
the user’s entry, and retrieve the desired case.

SelectCite

SelectCite is a tool that is very similar to Find Cases by Citation for multiple citations.
Use SelectCite when both the source database and the citation are known in advance.

After selecting a single case law database from the Choose a Database page, users
will see a Search Page with a SelectCite link. Click the link to access the SelectCite
dialog. Enter the volume number, reporter, and page number as appropriate.

Note that the reporter abbreviation appears in a drop-down menu. Loislaw
determines in advance which reporters are available for a given case law database.

SelectCite can retrieve up to 5 cases at a time. When all cases are entered, click
Run Search near the bottom of the screen to retrieve documents. Click Clear All
Fields to begin again.

Note that in addition to Find Cases by Citation and SelectCite, other tools on Loislaw
facilitate case law searches. From any Search Page, users may enter citations in the
Case Cite box to execute a field search. See “Searching Case Law” on page 24

below for more detail.
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LawWatch and My Saved Searches

LawWatch

LawWiatch is a special search feature that notifies users whenever Loislaw indexes
new documents satisfying certain predetermined (and user-configured) search
criteria. LawWatch may be activated from any Results List or document-level
screen. To access the save dialog and configure LawWatch, click Save Search from
either a Results List page or a View Document page.

The save dialog allows users to save search criteria that led to an active document
or results list. The criteria will be saved between sessions, and kept until manually
deleted. Users may recall saved searches by clicking My Saved Searches on the main
tool bar near the top of the browser window.

My Saved Searches

My Saved Searches lists the names of searches saved during visits to Loislaw and
offers access to resulting documents.

Click My Saved Searches to view the saved search dialog screen. This link is
available at all times in the main Loislaw frame at the top of the browser window.
To see results for a previously saved search, click View Results.

My Saved Searches also records a user’s LawWatch status for each saved search.

If a search is “active,” LawWatch will post results automatically whenever Loislaw
indexes new content satisfying the search criteria. Click View Results to retrieve
results from a saved search. To execute a saved search manually at any time, click
Rerun Search. If a search is “inactive,” LawWatch has not been turned on for that
particular search.

To edit an existing search, change the LawWatch status, or request email
notification of search results, click Settings.

Subscribers who do not request email notification may check the status of searches
through the View Results link at any time.

To remove a saved search, click Delete Search.

Searching on Loislaw

The basic terminology of Boolean searching

Loislaw uses a Boolean search engine to search its extensive legal databases. The
search technology is based on Boolean logic, a system developed by the English
mathematician George Boole.
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Boole used certain mathematical symbols called ‘operators’ or ‘connectors’ to
describe relationships between sets. The same connectors are used on Loislaw to
specify relationships among keywords. Some of the basic terminology of Boolean
searching is described below.

Search Criteria

Search criteria include the keywords, logical connectors or ‘operators,” and
‘metacharacters’ that users may enter into a Loislaw Search Page.

Search Expression or Query

A search expression (or query) consists of search criteria combined according to
certain rules that make the expression comprehensible to a search engine.

Keyword

A keyword is a word that indicates the subject matter of a document. Keywords in
a search expression are compared with words in a document to produce matches.

Because they indicate the content of a document, keywords are important for their
meaning, as distinguished from any grammatical function; therefore, different
grammatical variants of a word in a document should not be excluded as a match
for a keyword. Loislaw retrieves many different forms of keywords, regardless of
their different grammatical uses (e.g., as singular or plural verbs, like ‘murder” and
‘murders’; or as present and past tense verbs, like ‘evades’ and ‘evaded, etc.).

Note that keywords are also commonly referred to as ‘search terms’.

Connector or Logical Operator

A connector or logical operator indicates the relationship between keywords in a
search expression. For example, the connector ‘and’ indicates to the search engine
that both keywords must be found in the target documents.

Connectors will never be construed as keywords unless they are enclosed in
quotation marks for exact-phrase searching. For example, the word ‘and’ occurring
in a search expression with quotation marks would 70z be understood as a connector;
rather, it would be considered part of the exact phrase to find in a document.

For more information on connectors, see “Connectors” on page 19 and “Multiple
connectors, parentheses, and search priority” on page 20. For more information on
connectors and phrase searching, see “Connectors and phrase searching with
quotation marks” on page 20.

Metacharacters

A metacharacter is a special character within a search expression that controls how
keywords and connectors are understood. Metacharacters include parentheses (),
wildcards ?’, and expanders .
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Parentheses allow keywords and connectors to be grouped together; they control the
priority in which search criteria are evaluated. Expanders are usually added to a
keyword; they stand in for a variable number of characters and allow multiple forms of
a keyword to be retrieved. Wildcards replace a single character in a keyword, and also
allow multiple forms to be retrieved. See “Expanders” and “Wildcards” on page 22 for
more information and examples. See “Multiple connectors, parentheses, and search
priority” on page 20 for more information on priority in evaluating search expressions.

Field

A field is a unit of text within a document. It is marked off from other parts of a
document to facilitate searching. For example, in the U.S. Supreme Court Reports
database, the “Appellant/Appellee Names” field is a special segment of text marked
off from the rest of an opinion.

Fields allow Loislaw to search for particular types of information without scanning
the whole document. The Search Page for a given database (or group of databases)
will define which fields are available for targeted searching.

General methods for Boolean searching

1. Begin with a simple search.

Keep search expressions simple. Start with two or three keywords, like “landlord”
and “deposit.” If the search produces too many results, try adding another
keyword, perhaps “landlord” and “deposit” and “damages,” to focus the search and
narrow the range of hits. When formulating a search expression, consider:

e the facts of the case;
*  the cause of action or legal principle; and
e the remedy to be illustrated.

2. Use caution with terms that might narrow research.

Certain keywords can narrow results inappropriately. If a search appears to return
fewer documents than expected, one or more keywords might be limiting the hits.
Try omitting a keyword, or replace it with a more general synonym.

For example, the word ‘automobile’ might limit search results in many contexts;
try using ‘automobile or vehicle or car or truck’ instead, and group the search
criteria as follows.

(automobile or vehicle or car or truck) and dr?nk*

Note the use of the wildcard and expander: drnk* retrieves ‘drunk, ‘drunken,’
‘drink,” ‘drinking,” etc. Depending upon results, try another search and substitute
‘intoxication’ for ‘dr?nk®. The related word ‘intoxication’ might broaden the
number of hits or vary the list of relevant results. For more information on
wildcards and expanders, see page 22.
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3. Search specific fields whenever possible.
Searching fields—as opposed to searching the entire text—may improve results.
If possible, search more than one field at a time.

For example, if users know the date range and subject matter of a case in advance,
the following fields on a case law Search Page might produce the best results.

Date Range: between |01] 01| [1990] AND |12| |31]| [1999|
Text of Majority Opinion = landlord and deposit and damages

Note that the Search Entire Document field may be combined with any other
field. The sample search above could be expanded to find the same keywords in a
dissenting or concurring opinion (in addition to the majority opinion), as follows:

Search Entire Document = landlord and deposit and damages
Date Range: between |01] |01 [1990] AND |12| |31] |1999|

4. When searching for proper names, use the near connector.

Proper names—for example, the names of appellants or judges, or the names of
buildings and landmarks—often appear inconsistently in the law. For example,
some jurisdictions use middle initials in reference to judges, whereas others use

the judges full names. Still others might use first and middle initials only. To

cover the range of options, use the ‘near’ connector when searching for names.

For example, type ‘william near3 johnson’ to find “William P. Johnson,” “William
Paul Johnson,” “Johnson, William P.,” and other variations. For more discussion on
connectors, see “Connectors” on page 19 and “Multiple connectors, parentheses,
and search priority” on page 20.

5. Narrow the search criteria if results are too numerous.
If a search returns too many documents, the search criteria are probably too broad.
To narrow the search:

e add another keyword using the ‘and’ or ‘not’ connector;

e exchange one or more keywords with a more narrow synonym;

e replace the and’ connector with ‘near’ (or ‘nearx’);

e exclude a common or broad keyword using the ‘not’ connector; or
e enter search criteria in multiple fields.

Loislaw also offers Search Within a Search, a special tool for narrowing a body
results. See “Search Within a Search” on page 8 above.

6. Expand the search criteria if results are too few.
If a search returns too few documents, the search criteria are probably too narrow.
To broaden the search:

* add an expander *’ to find more variants of a keyword;
*  use a broader synonym in place of a keyword; or
*  remove a keyword.
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Quick Reference Card

Find It Fast on Loislaw®

Find a case by citation
Enter an official citation into Find Cases by Citation
near the top of the Loislaw screen

Example
Find A Case: 531 U.S. 98

Find a case by name
Enter the plaintiff and defendant names into the Case
Name field on a case law Search Page

Example
Case Name: Bush v. Gore

Find a statute by citation
Enter an official citation into the Heading field on
Search Page for statutes

Example
Heading: 26 U.S.C. § 1

Note that the § sign may be entered by engaging the
Num lock key on a computer’s 10-key pad, holding
down Alt from the main keyboard, and typing the
number 21

Find primary law by keyword
Enter keywords into the Search Entire Document field
on any Search Page throughout the website

LawWatch and My Saved Searches

LawWatch

@ Notifies users whenever Loislaw indexes new
documents satisfying certain predetermined
(and user-configured) search criteria.

B May be activated from any results list page or from a
document-level screen.

To access the save dialog and configure LawWiatch, click
Save Search/Activate LawWatch from a results list page,
or Save Search from a document page.

My Saved Searches

M Lists the names of searches saved during visits to
Loislaw. My Saved Searches is available at all times
in the main browser window.

@ Records a user’s LawWatch status for each
saved search.

M Allows users to edit an existing search, change the
LawWatch status, or request email notification of
search results.

Search Tips

Start Simple, and Be Specific

Start with just a few terms. Do not include every
possible word, only the most important or
unique words.

Be Careful with Common Phrases

‘When researching a common topic like child custody,
take care to avoic% too many search hits. Refine the
search using the NEAR connector as follows:
Example

(child and custody) near3 joint

Use NEAR when Searching for
Proper Names

Proper names may not be used consistently. When
looking for a person’s name or any proper name, use
the NEAR connector to find all forms of the name.

Example
paul near2 jones finds “paul d. jones” and
“paul david jones”

Take Advantage of Field Searching

Loislaw divides all documents into various fields,
depending upon what type of law is represented

by the document. For example, case law has many
different searchable fields including official citation,
appellant/appellee names, docket number, date of
opinion, justices, etc. Searching within fields—as
opposed to searching entire documents—can help
refine searches and return more relevant information.

When users do not know an official citation, they need
not resort to the ‘search entire document’ field. If a user
knows, for instance, that a Supreme Court case was
decided in the 1980s, and that it treated tenant
damages in a rental property and involved a rental
deposit, the following fields of the U.S. Supreme

Court database could be searched:

Date Range: between |01] |01] [1990] AND [12| [31] [1999]

Text of Majority Opinion: tenant* and deposit* and damage*

Need Additional Help?

For additional help, consult the following sources.

B Throughout the website, click the Common Questions to open a help page for the screen at hand.

B For unlimited, toll-free technical support, call (877) 471-5632 or e-mail SupportServices@Loislaw.com,

Monday-Friday, 7 am - 10 pm Central Time.




Quick Reference Card

Connectors

Connectors allow users to combine two or more keywords in a search expression. Depending on their use,
connectors may help focus or expand search results.

Connector | Shortcut Symbol Effect

AND & Returns document containing both search terms
OR | Returns document containing either term

NOT % Returns document containing the initial term, but no term following “NOT”

NEAR / Returns document containing both terms within 20 words of each other

NEARX X Returns document containing both terms within X number of words of each other
THESAURUS - Returns document containing the term following the tilde (-) plus synonyms of that term

“xx’ “ Returns document containing an exact phrase

Multiple Connectors and Parentheses

For maximum refinement of search results, users may combine two or more connectors in a single query.

Compound Expression Effect
employee near2 (terminate Returns document containing ‘employee’ within two words of ‘terminate’ or ‘discharge’.
or discharge)
(smoking near5 death) not Returns document containing ‘smoking’ within 5 words of ‘death’ and excluding ‘cancer’.

cancer

(depression or anxiety) and ~ Returns document containing the terms ‘depression’ or ‘anxiety’ and ‘suicide’ within 20 words of
suicide near20 inhibitor ‘inhibitor’.

depression or (anxiety and sui- Returns document containing the terms ‘depression’ or ‘anxiety’ and ‘suicide’ within 20 words of

cide) near20 inhibitor ‘inhibitor’. Note the different use of parentheses compared to the previous example. The search
results differ because the terms are grouped differently.

Variant Forms of Expanders Wildcards

Search Terms The asterisk *’ can be used as The question mark ?’ can be used

Loislaw automatically retrieves most 2 word expander to retrieve all as a variable to replace a single

variant forms of words containing possible forms of a word. character anywhere in a word.

more than three letters. Example: librar* finds library, Example: S?nk finds sink, sank,

libraries, librarian and sunk

Example: murder finds murders,
murdered and murderer

GlobalCite®

GlobalCite lists all of Loislaw’s indexed documents that cite the current or ‘active’ document. Its range is
comprehensive; each GlobalCite search spans Loislaw’s entire collection of databases.

B Retrieve the full text of a case, statute, or regulation. Case treatment terms appearing in blue font

M Click the GlobalCite button near the bottom of any Affirm Distinguish Remit
View Document screen to begin the search. Agree Grant Remove
GlobalCite marks the text of resulting documents with two Soncur 1(\)/[0d1fy1 Eescmd
special attributes to facilitate browsing: Dieslz?éree Roaffirm Sy
* The citation of the original document is highlighted Dismiss Reject Sustain
with a yellow background in all documents. Dissent Remand Uphold
Vacate

¢ ‘Case treatment terms’ are rendered in blue font.

Find Cases by Citation and SelectCite

Find Cases by Citation SelectCite
Find Cases by Citation allows direct retrieval of single SelectCite is a tool very similar to Find Cases by Citation
or multiple citations. for multiple citations a]lp to 5 cases at a time). Use

. . . . SelectCite when both the source database and
M To retrieve a single citation known in advance, the citation are known in advance.

simply type it into the Find Cases by Citation dialog . .

box near the top of Loislaw’s main browser window. W After selecting a single database from the Choose
a Database page, users will see a Search Page

| ;Fo retrieve rglulpple”qtanons, C!le on the offering SelectCite. Click the link to access the
Multiple Citations” link that sits directly SelectCite dialo
underneath the Find Cases by Citation box. A new &
dialog window will appear for searching On the SelectCite dialoE page, enter the volume,
multiple citations. reporter, and page number as a§>pro riate. When
all cases are entered click Run Search to retrieve

documents. Click Clear All Fields to begin again.
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