How to search the pdf library

1. Save the file by clicking on the “save” button at the top of the screen.
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How to search the pdf library

2. Save the file under the name “search” on your “desktop” (or the folder of your choice).
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3. Navigate to the file “search”, and open it.
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4. At the top of the screen, click on “edit”, and the click on “search” (Alternatively you can
press Shift+Ctrl+F at the same time).

Undo Ctri+Z
Redo Shift+ Ctri+Z
Cut Ctrl+X
Copy Ctri+C
Paste Ctrl+V
Delete

Copy File to Clipboard

Select All Ctrl+A

Deselect All Shift+Ctrl+ A

Check Spelling L4

Look Up Selected Word...

Find Ctrl+F /
Search Shift+Ctrl+F

Search Results 3
Preferences... Ctri+K

5. This will open the following search box.

F=30 e 5

Where would you like to search?
@ In the current document
(") All PDF Documents in

| Decuments =

What word or phrase would you like to search for?

[T]Whole words only
[7] Case-Sensitive

[T1nclude Bookmarks
[[Include Comments

Search

6. Select “All PDF Documents in”.

| B2 Search (=EEE

ED Arrange Windows

Where would you like tf search?

() In the current dgfrument

|y Documents -

What word or phrase would you like to search for?

[ Whole words only
[T Case-Sensitive

[l Include Bookmarks
[TInclude Comments

Search
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7. From the drop down list select the CD-ROM drive that contains the water and sanitation
CD, in this case the drive is E: however yours may be different, so take care.

y E Search -E-E-
Where would you like to search?
() In the current document

@ All PDF Documents in

@ Dacuments / f.]
| (h Documents
Whi Bl Desktop
| Computer
&, Local Disk (C:)
E Local Disk (D:)
I§ =% DVDRW Drive (E)
== Removable Disk (H:)
Browse for Location...
. Ch\Users\Jacob..\\Water And Sanitation

Search

8. Type in the phase you would like to search for.

| B8 search ===

Where would you like to search?
() In the current document
@ All PDF Documents in

# DVD RW Drive (E:) Water San'n;tén VI

‘What word or phrase would yofike to search for?

Water and Sanitation

[ Whole words only
[] Case-Sensitive
[ Include Bookmarks

[ Include Comments

9. Click the search button.

B search [EEIrE=E]

Dj Arrange Windows

Where would you like to search?
() In the current document
@ All PDF Documents in

# DVD RW Drive (E) Water Sanitation | |

What word or phrase would you like to search for?

Water and Sanitation

[[1Whole words only
[7] Case-Sensitive
[TInclude Bookmarks
[]Include Comments
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10. This will display a box with all of the results. There are hundreds of documents so searching
for phrases, rather than single words, will yield faster searches. To navigate to the paper
simply click on the result.

E Search

iﬂ Arrange Windows

[= ===

Lecking For:
water and sanitation in DVD RW Drive (E) Water Sanitation

Results:
70 documents with 4809 instances

Results:

T Gender guidelines: water supply and sanitation 4
E2 7=
T GMSP Cover_14-November.pmd
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