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About this guide

This guide provides instruction for Users and System Administrators in the use of the Wilbur application on the
Research Analysts FIRECREST network. The guide is divided into two major parts:

Part 1 - User guide

This part comprises nine chapters providing a description of the application, detailed instruction on how to search
for data, build indexes and schedule updates. It also includes details of how to view, edit, copy and print the
retrieved data, with specific instruction on manipulating BRS records.

A number of appendices are referenced from the User guide, containing detailed or technical information.

Part 2 - System Administration

This part gives details on the configuration of the application at installation, including the directory structure created
for the Research Analysts, and the application preferences. It also includes a summary of System Administration
tasks required to maintain the indexes and instructions for installing the application on a new workstation.

2 - About this guide Information Retrieval Guide Edition 1.0



PART 1

User guide



Contents

Part 1 - User Guide

Overview
What is Wilbur?
Why Wilbur?
How is Wilbur organised?
Wilbur Roles
Support
1 Getting started
ACCESSINIG WIIDUL ...ttt sttt et e st st e b e st et et et et et et e te b et e benbebenbesbenbenbenbensensansensansansan 1-2
Performing @ SEATCH.......couiiuiiiiiee sttt sttt b e bbb et e b e b e b et e b e b e besbe b e bebenbenbenee 1-6
STArtingG @ NEW SEATCH ...ttt sttt ettt et et et et et et et et esbebesbesbebesbenbebebensensensenes 1-8
WRAE TIEXE? ..ottt ettt ettt b et a et st e h et bt b e s s st h st h et h e bt a et s a st h e e bt s e n st e ne e 19
GEHNIG NEIDP ...ttt ettt s b e s b e s b e s b e b e b e b e b e b e b e b et et e b et et e be b et e bebe b e benbebebebentas 1-10
2 Wilbur display
|13 0) 2RSSR 2-2
MIEIIU BAY ...ttt ettt ettt sttt st h et bt ettt h et a et e st r e r e b nnenes 2-3
TOOIDAT ....ueuieiiieiiietetetee ettt sttt et b ettt h et bt a et a et h et et et h et h e st nennenee 24
FIlE LIST PAIIE ....eveieieieeeeecte ettt ettt ettt e e et et e st e e b e s teesseessasseasseesse st eesseessesseasseesseessanseesseassanseansesseeteenseaseentanns 27
SELECHNG COIUIMITIS ...ttt ettt s 2-7
Changing order Of COIUIMINS................cccciciiiiiiiiiiici et 29
RESIZING COIUIMTIS ...ttt ettt 2-9
SOTHNG RO S ...t s 2-10
File CONMIENES PAIIE ......ocuviiiiiicieciete ettt ettt et et e et este et e ete e teesseesaesssessessaessaessesssesseassesssesseensesssassenssesssensenssensen 2-13
OULNE TNOME ...ttt et ettt ettt ettt st st 2-14
STATUS DAY ...ttt ettt ettt h et h et Rttt ae s a et n et b e nenenes 2-15
SCLECHNG Q Ile.......ooee e 2-15
INAUIGAEING IMETIUS ...ttt ettt st 2-16
NAUIGAHING LOOIDAL ...ttt 2-17
Building/updating Qn iNdeX ....................ccccooiiiiiuiiiiiiiiiiiiee e 2-17
3 Searching
INEPOAUCHION ...ttt ettt sttt b et s e et s et bt e b et et s bt e b et ebesa st nae st snemene 3-2
SEATCH WINIAOW ...ttt et st b bt b ettt b bttt b bttt e b bt st et e b eat st s bebenetten 35
ENtEring SEAICH CIILEIIA ....ccuevtiriiiiiiiiitiriestire ettt ettt s bbbt e st et et e st e st et e sbesbebesbesbebenbensebensenee 38

Information Retrieval Guide Edition 1.0 Contents - i



Creating @ tEIMPIALE .....cc.eiiviiiiiriereese ettt ettt s b st e bt e b e s b e s b e b e s be s b et e be b et e bebebebebesbebenbebebebentas 3-11

SeleCtiNG @ tEMPIALE......ccuivviriiriiririrtererecere ettt et sttt et et et e s b e s bt e bt e st et et e besbebebesbenbebesbebenbenbentens 3-12
DELEHING LEIMPIALE ... eouiitiriieiiriirteeieeteeerese sttt sttt st b e s b e s b e s b s b s b e s b e b e s b e sbesbesb et e bebebesbesbenbesenbensensensenee 313
CleAriNG tEIMPLALE ....c..eiuiriirtirtitertecteresese ettt et s et s b b e st et esbe st et e st e be b e besbebebesbesbenbenbesensensensensensensensensans 313
AMENAING LEIMPIALE ....cuveieieiiietetetet ettt et ettt e st et et e bestebesbebesbensensensensensensensensensensensensensensensensan 313
SEIECHNEG AN IMAEK ....cuviviiiiiiirieriertect ettt st ettt et et e be st et e b e besbe st et et e bebebenbassenbenbenbenbanbensensensensensensensenses 3-14
INIHAING @ SEATCH ....cuitiiiiiie bbbt b e s b e st s b s b s b s bt esb et e s b e sbesbesbesbesbesbenbenbebenbensans 317
CaNCEIlING @ SEATCH ..c..oviiiiiiiii ettt ettt b e s bbb e s be s b et et e b et e bebenbebebenbebenbenbebenbenean 3-18
SEATCH TOOLS ...ttt ettt sttt b et st et h et e st a et r et r e ae e nes 319
WILACATAS. ...ttt ettt sttt b et b et st st s et bttt b s se s st s n et b e e enenenes 319
LOGICAL OPEIALOYS ...c.veviiiiitietieieeieetesteste sttt sttt ettt sttt st s b st s b s b e s b e b e s b e s b e s b e s besbe b e s b e b et e sbesbe b e bebesbebebebenbensenbensensensenes 319
INEAT OPEIALOYS .......eeiuieiieieciieieetesteeteete st esteeteeseeseesseastassaessesssassaassesssassaasseassassaesseassasssenseassassaanseassasssansenssasssensenssensean 3-20
FCRATACKET ...ttt et h et et s h et h et b bt a et a et r et en e enes 3-22
SOUNAEX ....eeveuiriietiieiertetrte ettt sttt ettt b ettt st e st b e bt e et s et e b et b et bt s s st s s e st e b et e bt s e st s b st e b e st ebeaeeaesa st sneneebeneeneannes 3-22
REVEISE SEATCH ....ciiiiiiiic ettt ettt et b et sa et b et b e b s st saeneas 3-22
RefiNING the SEATCH ....c.eiiiiiiii ettt b e st et s bt e st e st e be s b e besbesbenbesbenbenaensens 3-24
LOCAL SEATCH. ...ttt ettt ettt sttt et h et bbbt a et h et h e bt nenenaenean 3-26
QUICK SEATCH... vt ittt ettt ettt e et e ettt e e te e eebeeebeeeabeeetse e aeeebeeeaseessseentesensaesasaeesssenseeenteeseseesaseentseenseesseesnseenns 3-29
STOPPING @ SEATCH .....iiiiiiiiiierie ettt ettt st e b et e b e b et et e s be b e b e besbenbenbenbenbenbebesbenbebensensensensan 3-29
4  Using retrieved data

INAVIGATINEG FESULILS ....cuirtiitiriiitirtieteeieeteetes ettt sttt sttt b e s b b s b s b s b s b e s be s b e b e s b e s b e s besbesbesbesbesbebebesbesbesbenbenbansensensensan 42
VEEWIIIG fILES ...ttt sttt ettt et et et et e be b et et e b et et et e benbenbenbenbenbensensensensebensansensensensans 44
[0 05 010V 11T 45
COPYING fIlES ..ttt sttt b e st s b e st s b e b e s b et e be b e b et e be b et e b et esbe b e b e besbenbenbenbenbenbensenbensanee 4-6
PHINTNG FILES ....evetieiiitieieeteeteet ettt b e bbb s b s b s b b e s b e s b e s b e s b e b e s b e s be b e s besbesbesbebesbebenbenbenbenbensensensen 47
EQIHING fILES...cveitietiriieietieeees ettt ettt s b e s bbb b s b s b s b s b e s b e b e s b s b e b e b e b e b e be b e e bebe e b e be b e besbebebebebenbetenten 4-8
USING fILE LIST..c.vivitiiistiitietistest ettt ettt s b s b s b e b e st e b et e be st e b et et e be b et enbebe b et enbenbenbenbenbenbenbensensensanee 49
EXPOItING FUle LISE ...ttt et 4-9
Printing FUle LISt ............ocoooiiiiiiiiiiiiiiieit ettt 4-11
COPYING FilE LISL ............coiiiiiieiiee ettt 4-11
USING fIl€ COMEEINTS ....evitiiiiiiiitiiestestesteses ettt ettt ettt e st et e s b e be b e st et et e bebe b e besbesbanbanbensenbensessensensensensensensan 4-12
COPYING QL. ettt ettt 412
EXPOTHING AALQ ..............ooooiciie et 4-13
Selecting MUIIPLE fIlES......ccuivuiiiiiriieteee ettt sttt b ettt e st et et et et e bebebesbesbensebensensensansan 4-15
CONEEXE METIU ...ttt ettt ettt b ettt st b et b e et a et s a et s et bt e bt a st st e b et b e e enesa st sne st s emeenenenes 4-17

ii - Contents Information Retrieval Guide Edition 1.0



5 Indexes

INETOAUCHION c.. ettt bbb st bbb bbb bttt b bttt b bt s bbbt st et bene et ebene 5-2
CrEAtING NEW INAEX ...cuveiiniiiiieieietestese ettt ettt st et et et et et e st e s be st e bebesbesbe b essesbenbensensensansensensansensensensensensensensensensansans 53
INCIUAE FIIES ...ttt sttt st st b et se et s st sa et s bt e b e e enennenes 54
AQAING I GIUTY ...ttt 54
Deleting QI @NUTY ...........c.cooiiiiiiiiiiiieii e 5-6
EQUEING QI GIUTY ...t s 5-6

(000) 1) e 2] L= PP 57
CUBAT ...tttk btk ekttt ettt ettt 57
EXCIUAE fIlS ...ttt ettt sttt st st b et b et a et sa et s h et h e b e 57
(075710 s V-7 USSP 58
(€T e TR oY o1 Lo} £ KPP 5-9
AdAItIONAL CRATACIETS ...ttt ettt ettt ettt sttt 510
LATNGUAZE ... eveveietiitesteetest sttt st sttt s bt st st st st e s b s b e s besbesbe st e st esbesbesbesbesbe b e be b e be b e be st e be b e bebenbebenbebebebebebenbebenbebentens 513
Additional Ianguage CAATACIETS ...ttt 513
WOTA SKIDP FAlE....ccuiieieiiee ettt ettt et et e et este et e st e et e esseeseasseessesssasseessesssasseassesssassaessessaansaensesssensanns 5-14
DOS SEYIE TEXEFIIES ...ttt ettt ettt 5-14
BUIIAING QN INAEX ..euvitiiiiiieierieiesest ettt ettt ettt s b b s b et e b e s b e b et e s be st e b e besbesbebesbenbenbesbesbensensensensensensan 515
CrEAtING WOIT COUNL ...ttt ettt ettt et et et et et et e st e besbesbesbesbesbesbensensestensenbebensenbensensansansensansensansensansenes 5-18
IMPOTtING SKIP WOEPAS .....iitiitiiiiiiiiiciiieeseseste sttt ettt ettt b et et e st e b e st e st e st e sb e be b e besbenbenbenbesbesbenbenbensensensensan 5-20
UPAAtiNG QN IIAEX ..ottt sttt ettt et s b e st et et et et estesbesbess e besbebansessestensebesbensensensensansentensensensensensansenes 5-24
IMANUAL UPAALE ....ooeiiiieeiieiieiieteceete ettt et et e e et e st e et e e taesbeesseesa e seesseesaasseesseassasseessesssenseessasssenseansesssassenssesssensenssansean 5-24
MANUAL FEDUILA.......viieiiieirieieiiiee ettt sttt et sttt b st teb et b e st sa et sa et neseenenenes 5-27
Automatic Update/ r€DUILA ............cooiieiiieece ettt be s te et e sb e e ra e teenbesra e teenaeeaeeraans 5-27

6  WilburUtil

WRat I8 WIIDUIUTI? .....ceoiiiiicieece ettt sttt sttt s a et st be e b e a st sne st naeneen 6-2
Scheduling an UPAAte/DUILA.......cc.couiriiriirieieieteeeeserte ettt ettt ettt et e be st besbebe b e bebesbesbensebanbessansessensansans 6-3
AAAING AN INAEX .. .ceuteteieieietet ettt ettt e st e st e st et et et e tesbesbestessestententensansansensansansensensansansensensensensensensansans 6-4
REMOVING AN IIAEX. ...c..eitiitiiiiiriiiesteeestes sttt ettt et sttt e s be s b e s be st e s b e s b et e sbe st e bebasbesbenbesbensesenbessensensensensensan 6-6
Editing the SChEAUIE........cciviriiiiei ettt ettt et s b s b et e b et et et e besbesbesbesbenbenbensensensan 6-7
RUNNING the SChEAULE ....c..oiiiiiiiii ettt ettt et et et e st e be st e besbesbesbenbensenbensas 6-8

Information Retrieval Guide Edition 1.0 Contents - iii



7 WilburNote

WHhat IS @ WIIDUE INOEEY ...ttt sttt ettt sttt b et sa et b et se et sa et sa et enemene 7-2
CreatiNg WilDUL NOTES ....c.ivtiiiiiiiiieriesesteses sttt ettt ettt ettt b et sbe s b e s b e b e s b et et e be b e b ebesbebesbebebenbensensensanee 7-3
Creating POStt INAEX .....iouiiiiriiiiiirieriestesesesesese ettt sttt et et b st e s be s b e b e b et et et esbesbe b esbebebesbesbenbenbenbensensenee 74
UPdating POStit INAEX ...cueiiiiieeieee ettt sttt st et st e s bt et st e s bt e bt s st e s bt ebeeabesbeenbeensesneenbenas -7
Editing @ WIIDUIINOLE .....oouiiiiiiirieiestisesec ettt sttt st b e s bbb s b s b s b e s b e b e sbesbesbesbesbesbebesbesbenbensenbensens 78
Deleting @ WIIDUIINOLE .......couiiiiiiiiriirieseses ettt st st s b e sttt b e s b s b s b s b e be b e sbe st e sbesbesbesbesbebesbenbensensensens 79
8 Manipulating BRS records
INEPOAUCHION ..ottt ettt sttt a et b et b et s a et st b et b e bt s s e st s b et ebemeenenenes 8-2
BRS TEIMPIALE ......oeeieiieiiceececte ettt ettt e et e bt e b e e te e teesbeeseesseesseesaesseesseessasseesseesaaseanseess e seenseesaeseenseenaasaenseanes 8-2
BRS TOOIDAT ...ttt ettt ettt ettt a et a et h et h e st n et ne e 83
WEIDUY DUIEON.........c.c..ciiiiiieiec ettt ettt et ettt ettt et ettt 83
BRS IN DULOMN ...ttt ettt et etttk et sttt ettt 85
BRS QUL DULOMN ...ttt etttk et ettt et st b ettt st nbene s 85
AMENAING BRS FECOIAS ...ttt ettt ettt s b st e st et et et e besbe b et esbebebebesansenbensansensensensans 86
9 Hints & tips
CrEATING SNOTTCULS ....evititiitieticieetestesest sttt ettt et st s b s b e b e s b e b e s besbesbe st e be b e b e besbesbe b e b esbebebebesbenbenbensensensense 93
WIIDUL NEIP IMAEX ...ttt ettt et et e st et e et e st e e beesbe s s e esseessasseasseessesseansessaesseasseessasseensenssaseansenses 9-6
Using the WIIDUIHEID INAEX .......ccuivuiriiriiriiriiniiciesiesesest ettt ettt sttt ettt et b et e st e besbesbesbesbenbesbessensensas 99
DELEHING INAEXES ....c..evueiieiriirtieteetertese sttt sttt sttt b e s b e b e s b s b s be s be s b e s b e s besbesbesbesbesb e besbesbesbesbesbesbesbesbebensesensansensans 9-11
Generating liSt Of OIARTS .......co.eviririiiiiiicieec ettt st s bbb et e s b e s b e s b e s b e sbesbesbesbesbenbessesbenbensens 9-12
Creating @ CONCOTAAIICE. ......couevtiriiriiitirteeteste sttt sttt sttt s bt st st e s b e st e s besbesbesbesbesbesbesbesbesbesbesbasbesbebentenbenbensessensensensensensensen 9-13
ViIewing Words [N COMIEXL..................cccoiiiiiiiiiiiiiiii e s 9-15
CTEALING A GIOSSATY ...t 9-15
SEATCIING O AALES ...c.vitiiiiiiiieieeecesesese ettt sttt b et b et b e s b e b et e s be b et e besbebesbesbebebebesbensebensensensensan 9-16
ITUAEX POPETHES ..ottt ettt etttk et et b e bbbt e b e e b e ek et et et et e b e beebeebe et e abeebeebeasensenaennen 916
KNOWN @XACE AQLES ...ttt ettt ettt ettt 916
Dates With SOME IMPIECISION...............ccoueiieieiiiest ettt ettt ettt ettt ettt h ettt she ettt esbe et eatesbe e bt sanenaeen 917
Dates following @ KeYWOTd...................cccccooiiiiiiiiiiiiiiii it s 917
Appendices
A Shortcut keys
B File list columns
C Soundex
D Skip file
E File types

iv - Contents Information Retrieval Guide Edition 1.0



Overview

Overview

This section gives a brief overview of the Wilbur application for use by
Research Analysts
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Overview Part 1

What is Wilbur?

Wilbur is an application that enables you to index all the files on your network or local hard disk. You then use this
index to search for information held in the files. Once the search has successfully found files containing the
information you require, you can view, edit, copy, export or print the information.

Why Wilbur?

Traditionally, Research Analysts (RA) have developed a number of information systems to organise and store the
information required to support the department's work. Data has been stored in the word processing area, Uniplex
and BRS on the ARAMIS platform. Large databases have been created using BRS to hold records containing
Keywords and data. These data have been migrated to the FIRECREST platform.

Since the migration to FIRECREST, the ARAMIS Registry and BRS engine have been replaced by FIRECREST Registry.
Similarly, the BRS applications are to be replaced. Each BRS record is to be converted to a separate MS Word
document keeping the same Keyword/Data structure. This enables a flexible mechanism for updating these records;
Wilbur is a search mechanism that affords the same functionality (and more) employed by the BRS engine.

All the data used by RA, whether sourced from ARAMIS word processing area, Uniplex, FIRECREST or BRS records
can be indexed using the Wilbur applications.
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Part 1 Overview

How is Wilbur organised?

Wilbur is installed on each Research Analyst user workstation on the FIRECREST network. At installation, a sub
folder is created for each Research Group on the Member server. This sub folder is used to store the main index or
indexes for that group, and these are maintained by the System Administrator. See Part 2, Chapterl - Directory
Structures. The permissions set on each Index folder allow only members of that Research Analyst group to have
access to that index or set of indexes.

Directory structure

Access from

@ ——— Group A users
only
BRS IndexA1
FIRECREST Member Server ‘
— BRS IndexA2 1
1
1
| BRS IndexA3 1
|
|
Group B Indexes ~—— T BRSIndexB1
|
|
Uniplex Files :
|— - BRS IndexB6
BRS data

Group C

ie Group A users have access to | ndex Al and | ndex A2, butnottol ndex Bl, etc.

In addition, users can also create an index (or indexes) for their own use. This index is stored on the workstation and
is maintained by the user. A new Group index (to be located on the Member server) can be requested by advising
the System Administrator.
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Overview Part 1

Wilbur Roles

System Administrator

Maintenance and administration tasks are performed by the nominated System Administrator. These tasks include:
* configuring Wilbur

* building initial index(es) for each Research Group

¢ scheduling index updates

¢ adding new indexes

¢ manually rebuilding and updating indexes

¢ installing Wilbur when required
Super User

The Super User is the nominated Research Group member who acts as the expert for that group. Each Super User is
responsible for:

* training members of that group

* inducting new staff

¢ the provision of first line information-specific support
¢ manually rebuilding and updating indexes

The Super User can develop new indexes for the System Administrator to install on the Member server.

User

All Research Analysts have access to the Wilbur application and for the purposes of this guide are referred to as
Users.

Support

Any problems experienced by the User should be referred initially to the Super User. If the problem is with the
Wilbur application, for example, the user cannot find some data or an index appears to be missing, then the Super
User will resolve the issue. If, however, there is a major problem with an index, or the system, the Super User will
escalate the problem to the System Administrator.
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Getting started
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Chapter 1 - Getting started Part 1

Accessing Wilbur

When Wilbur is installed on the FIRECREST system a shortcut is created on the desktop. To start the Wilbur

application, double click the Wilbur icon:

If this shortcut is not present you can also start Wilbur from the Programs menu. Click Start, Programs, Wilbur,

(ENE Wingip wilbur 4 &7 Read e First!
WinZip Yo Wil
Cempaq Information Center ¥ @g Microzoft Access @ Wilbur Help
B » % Microzoft Binder @ “filburtdote
=4

3% Microsoft Excel & wilburllti
Mew Office Document ) Microsaft Dutlook

Q Micrazoft Phata E ditor

Microsoft PowerPoint

¥ Microsoft 'Word

E Mzoffice. exe

t T Microsoft wiord - wiburlD.d...
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Part 1 Chapter 1 - Getting started

The first time you open Wilbur, Internet Explorer is launched to display a Getting Started help file, and a Wilbur
new index window:

& Unlitled - wilbur I =] ]
File Edit Indes Seach View Help

D=E] B =] alal=] & E wss 2 2] 2k
Files Found Type [ Folder [ Last Modified [ Size [ Rank [ tributes | Yolme |

Index Properties

| 1
ing Starte Intranet Browser

Incluce Files | Exchde File+ | Options | Language | Zip Encryption|

Eile

w Q 3 B 5
Back gz el Shop. Refresh Home Seach  Fawoites  History  Charnels | Fullsoreen ail Print Edit
Addiess [] C\Program Files!\RedTree\wilbur\Help\gattingstarted him =l H Links
-
Getting Started
The first time you run Wilbur, your web browser will be fired up and you should
end up looking at this page. This will only happen the very first me vou min
TWilbur, but you can always return here by selecting "Getting Started” from the
sittur an the || help mem
Welk
G Started Content:
= etting ed Contents
Help Contents T T il
& Reading the Doc - Yeah right!
General + Buiding Your First Index
4 e Doing a Search
For Help, press F1 Wilbuwr’s
[iris sioa I would also recommend having a look at the Wilbur Display help and at the
Wibur's Preferences help. Tou don't really need to know anything about the preferences
Display to get going, but it is a good idea to just have a look and see what it there
Getting
Suritd If things still seem confising or you have any questions or comments, please do
Misc. not hesitate to Ebdail us, post a message to WilburTalk or leave a message on
Tips Fte. our secure message page. Lou can even <shudder= faz us at
+1.250.423.6519.
Menu
Commands L‘
|48 Finding site: wilbur redree. com [ 1 [ 2 MeComputer W

1.  Close the Help file and the Index Properties window.
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Chapter 1 - Getting started

This leaves the Wilbur Display window:

@ Indexing Untitled - wilbur =1 B3

File Edit Index Seach View Hslp

] ] &) S 2(3] wlsls] m{s(s] T o 2(e]]

Files Found [ Tupe [ Folde [ Last Modiied [ Size [Rark [ Atibutes

4] | |
3

4 I »

Bytes: 318422 Indexing: \Frogram Files\Microsoit Office}Office\Headers\ FOST HTM HUM v

Part 1

2. From the File menu select Open Index FIEErXTET L0
Edit Index Search Wiew Help
Hew Index Chil+H ﬁlﬂ B -l' FI ] EI ?lp
= et = i
DOpenlr Chl+0
Save Index CHl+5 | Last Modified [ size
Save Index As..
Erint. ISt ¢
Frint Setup..
Exlt CtlE
Latmeh (il #l
Copy T, E&
Bt Earmrmatid sith gt I _’I
File List ﬂ
Preferences...
1 Index-tat il

2 C:AProgram Filesh.. \HT .l
3 C:AProgram Filess. \SOPs il
4 Index-docs Wil

S AIDOC and TRT. Wil

B AN T=T Wil

7 Spreadsheets \wil

Exit

14
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Part 1 Chapter 1 - Getting started

3.

The Open window is displayed:

Look in: Iaindexes j gl
Localwil

File name: I Open I
Files of type: [wilbur Inder [l = Cancel |

Browse to C: \ Program Files\RedTree\Local.Wil. This is a local index of all the files on your hard drive. Use
this index to familiarise yourself with Wilbur.

Note:  When you wish to access the indexes for your RA group on the member server, browse to: [Member
Server]:\RA\[Group name]\Indexes

Click Open. The Searching window is displayed.

© Local Wil - wilbur
Bic Edi Index Seaich View Help

[ | B =] wlelal il =T Ll el
Index name —I%l—lé—h%g Searching - Local Wil

| Blank fields match all fles in a categon

B

Contains [ =l

File: Mame I

Folder Mame I

You can now enter a search word/phrase to
search the local index.

Last Modified  After I Before I

Size i I May I

Altribules l— 3‘

The name of the index is displayed in both the T RovsoSeach [~ UsoSaundes
Searching window and the Display window. i ~ & se

Clear Template | SaveTemplete | DeleteTemplate |

Chenge o lndes. | =

Last incexed Fridzy, March 08, 2002 2 11:03
by

No Numbers
Englsh Characters
Min/Mas Woid sizz 3 - 16

»
Dane [ [NOM A

Information Retrieval Guide Edition 1.0 1-5



Chapter 1 - Getting started Part 1

Performing a search

This section describes a simple search. For more details on complex searches, see Chapter 3 - Searching

Searching - Local Wil

-

| e
[ e
I

Enter a search word in the Cont ai ns field and click OK.

The system checks all the files on the latest selected index for the search word, and displays the results in the
two pane Wilbur display.
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Part 1

Chapter 1 -

Getting started

The display lists all the files that are found containing the search word in the top pane, and all the lines containing the

search word in the bottom pane:

@ Local Wil [_[O]x]
Elle Edit Index Search Yiew Help
Di(E| =l 8| gl2|3] o[58 Dw(s] ~]> 5| 2]
Files Found | Tvpe | Fulder I Last Modified I Size | Rank | Attributes | Wolume: -
Form - Registration doc  dac c:A\Program...  ‘wedMov 20,1996 B3488 ket a
Form - Survey.doc doc c:A\Program...  ‘WedMov 20,1996 51200 El a
Form - Feedback. doc doc cAProgram... ‘WedMov 20,1996 49152 7 a
P_08ARCSERVE DOC  DOC cATEMPY Thu Apr 0B, 2000 2E7FTE 2 a
Multilanguage build ins... dac cATEMPL..  ‘wiedJan 23, 2002 36352 2 a
UKSM A3 82 doc doc c:\Wisio_dr...  FriFeb 08, 2002 807336 2 a -
LKSN A4 8.2 doc doc oMW isio_dr. Fri Feb 08, 2002 807336 2 a
HTML 50F Installation. . doc cMWINNT Thu Oct 18, 2001 196096 k=] a
HTML S0P Installation...  doc cWINNT...  Fridun 29, 2001 194048 9 a
SOPS PASSPORT PR... doc cWAINNT...  ‘wed Sep 26. 2001 141312 2 a
screens.doc doc cAWINNT WedJul 11, 2001 90112 2 a LI
g? Forms.HTML:Select.1 Embedded [iJjig]| Forms.HTML:Select.1 9%q g¢ SELECT> B
g¢ Forms.HTML:Checkbox.1 Embedded Control Forms.HTML:Checkbox.1 9%q g? INPUT TYPE=
g¢ Forms.HTML:Checkbox.1 Embedded Control Forms.HTML:Checkbox.1 9%q g? INPUT TYPE=
g¢ Forms.HTML:Checkbox.1 Embedded Control Forms.HTML:Checkbox.1 9%q CompObj Objinfo
g¢ Forms.HTML:Text.1 Embedded Control Forms.HTML:Text.1 9%q g? INPUT TYPE= TEXT"
g¢ Forms.HTML:Text.1 Embedded Control Forms.HTML:Text.1 92q CompObj Objlnfo OCXDATA
g¢ Forms.HTML:Text.1 Embedded Control Forms.HTML:Text.1 9%q g? INPUT TYPE= TEXT"
g¢ Forms.HTML:Text.1 Embedded Control Forms.HTML:Text.1 92q CompObj Objlnfo OCXDATA
g¢ Forms.HTML:Text.1 Embedded Control Forms.HTML:Text.1 9%q g? INPUT TYPE= TEXT"
g? Forms.HTML:Text.1 Embedded Control Forms.HTML:Text.1 9%q CompObj Objlnfo OCXDATA
g¢ Forms.HTML:Text.1 Embedded Control Forms.HTML:Text.1 9%q g¢ INPUT T [ERETE A ] bur [_ (Ol x]
g? Forms HTML:Text.1 Embedded Control Forms.HTML:Text.1 9%q CompObj Ol " g e ey Search Wiew  Help
g¢ Forms . HTML:Text.1 Embedded Control Forms.HTML:Text.1 9%q g? INPUT T =~ = = =
g¢ Forms.HTML:Submitbutton.1 Embedded Control Forms. HTML:Submitbutton. D) S| E S| gA=| » |8 & Om|E] £ 2| 2K
g¢ Forms.HTML:Reset.1 Embedded Control Forms.HTML:Reset.1 9°q g? INPUT Fies Found e (i s T e T =
Form - Registrationdoc. doc chProgram.. Wed Mow 20,1936 53488 15 a
Forrm - Survey.doc doc chProgram...  wied Mow 20,1996 51200 9 a
Form - Feedback. doc doc chProgram... Wed Mov 20,1956 49152 7 a
P_08 ARCSERVE.DOC DOC cATEMPA.. Thu&pr 06, 2000 267776 2 a
Multilanguage builldins..  doc cATEMPY WedJan 23,2002 36352 2 a
UKSM A3 8-2.doc doc chisio_dr. Fri Feb 08, 2002 807936 2 a i
i I I UKSH A4 8-2 doc doc c:\Wisin_dr. Fri Feb 08, 2002 807936 2 a
HTHML S0P Installation...  doc coWINMT... Thu Oct 18, 2001 196098 9 a
Form - Registration.doc. Modified: Mo 20, 96, 23:00 Size E3488  Attrbutes(a] File 1 of 19 HTHL S0P Installation...  doc cAWINNT FriJun 28, 2001 134048 k] a
SOPS PASSPORT PR... doc chWINMT..  Wwed Sep 26, 2000 M2 2 a
screens.doc doc CWANNT...  WwedJul 11, 2001 an112 2 a ;I
Root Entry O\ Odoc’s Data Times New =]
. . P alic WordDocument alic Balt MonoObjectPool _903774055 g? @x PRINT CompObj Objlnfo
To see all the text in a file containing the
_ N
B 0
search word, click on the toolbar. &
g¢ Forms.HTML:Select.1 Embedded Forms.HTML:Select.1 9q g: SELECT>
. . . OFTION YALUE= Option 1" Option
To highlight the first match on the search ’ P
OFTION VAL OCXDATA OCXNAME 903774066 g PRINT UE= Option 2" Option
ﬁ OFTION YALUE= Option 3" Option
word click : SELECT> HTMLSelectl
S E
Fisad G34E8 bytes of o \program fileshmicrosaft officehofficehweh page templateshoontentsform - registration. do - click t stop HLUM i
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Chapter 1 - Getting started Part 1

L
[ I ]

Press F3 or L=== to move to the next match on the word. As you move through the occurrences of the search word,
the file highlighted in the top pane indicates the file containing this line of text.

Details on how to navigate and use the search results are given in Chapter 4 .

Starting a new search

Click E to display the Searching window again:

Searching - Local. Wil

The previous search word is displayed in the Contains field. Clear
[contral this word and enter another search word or phrase.

Searching - Local Wil

ooy

See Chapter 3 - Searching for details of
how to perform more complex
searching.

A .
T .
I
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Part 1 Chapter 1 - Getting started

What next?

Before you can start using the Wilbur application for your research you need to know a bit more about the
application. There are three main areas:

* The Wilbur display, which displays the results of a search. See Chapter 2 for a description of the display and how
to customise it. Chapter 4 tells you how to use the results of the search.

e Searching window, which allows you to enter the search criteria. See Chapter 3.
* Index Properties window, which allows you to create new indexes and edit existing ones. See Chapter 5.

Read through this guide and use your local index to familiarise yourself with the functionality of the application. An
online Help guide is also provided with the application. See page 1-10 for more details.

If you have any problems with the running of the application on your workstation, contact your System
Administrator.
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Chapter 1 - Getting started Part 1

Getting help

The Wilbur application Help files are installed with the application. To access the help files press F1 key The Help
Contents page is displayed using your internet browser.

#J File List Columns - FCO Intranet Browser =] B3
J Ele Edit “iew Go Favoites  Help |
e x Q) =
Banl el Stop Refiesh  Home Search  Favmites  History  Channels | Fullscieen  Mail Frint Edit
Addr CAPy Files\RedT ree\wilburHelphindex. hi 1| | Links
[ 1 Lo e el ook Il Note: You do not have to be connected to the
Wilbur's Help Contents [ internet to view the Help pages.
for Version 2.1
General
Sethur on the » Wilbur's Mission
ShEmLs L e T ALY
et Il Wﬁ“r SS?;;:: 5 File List Columns - FCO Intranet Brawser o=
* Lrettng started
sG] | e Edt Wiew Go Favoites Help ‘
* Miscelaneous lips Lic.
Help Contents . =
S ) | @ €8 @ & =
Commands Back  Fonward Stop  Refresh Home | Seaich Favoites Histoy Channels | Fulscreen  Mal  Pint  Edit
Ceneral | Address [ C:\Program Files\RedTrestwilbur\Help\flemenu hir | ks
s File menu =
Wilhur's + Edit menu . —
Mission I ‘ File Menu
% s Search menu >
Jisplay * View menu
Getting. « Hel
Started R The File menu offers the following commands:
#’_js“i]c Miscellaneous
s, | Hew Index  Creates a new index
o » Command Line Farameters Stilbur on the i i
i « OLE Automation Routines Lty Open Opens an extisting index.
« WilburUtil frices
. WilburNot Help Content i i
File mewu : C[I)Wl":lrb:r i S Save Index  Sawves the current index in its original file.
Edit menu
P T— Coneral Save Index  Sawes the current mdex to a specified file name
[& \ = T —— 45
Mission Print Prints the document being viewed,
Wilhur's
Display
. . . ) . Print Setup  Selects a printer and printer connechion.
Click on a link to display the help file required. Getting
. . . . Stavied Edit Edit the selected file with the default text editor
eg Click on File menu to display the File Menu Mise,
help page Tips Eic. Launch Open the selected file m its associated application
% Copy To Copy highlishted files in file list to new location
ommands
Eun ERuns a supplied conmand on each selected file in the file st
File menu Cemmand
Tndex menn |
[ [T [ = My Computer A
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Chapter 2

Wilbur display

The Wilbur application searches an index for a word or phrase and
displays the results in a two pane window. The purpose of this chapter is
to familiarise you with the elements of the display and, where applicable,

show you how to modify them to display the data in the format you
require.

Information Retrieval Guide Edition 1.0
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Chapter 2 - Wilbur display

Display

Wilbur uses a simple two pane window with a menu and tool bar to display the results from a search of the database.

Part 1

M
D@l 7| 8| 9|29 al&l& DnE| £+ 2| 2w o

| Filas Found | Type |Folder | Attrit
search_him tibm doDevelopmeant|ProjectsiWILBUR Vhelpy  Mon Jun 15, 1938
filelizt. hirm 1] d-yDevelopmantyProjects\WILBURVhelpy, Mon Jun 15 1998 6724 n
display. him hitmi d-\Development Projects \WILBUR\helpy,  Mon Jun 15, 1998 5499

—— Menu bar
Tool bar

File list pane

matching your m into the file
meet the new criteria will be in the final list. If ®
any file meeting the new criteria will be added to

File contents pane

1 o

For Help, prass F1 HUM | @—

Status bar

The elements of the display labelled above are described in more detail on the following pages.
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Part 1

Menu Bar

Chapter 2 - Wilbur display

All the functionality of the Wilbur application is accessible from the menus displayed on the Menu bar:

2 All T=T Wil - wilbur

A8 Edit Index Seach “iew Help

Some menu options are not available depending on where you are in the application. These are greyed out and

cannot be selected:

& All TXT. Wil - wilbur

[REW Edit Index Search Wiew Help

Hew Index Chel+h
Open Index... Chrl+0
Save Index Chrl+5

Save Index fs...

Print... Chil+F
Frint Setup...

Edit Chl+E
Launch Chrl+L
i [l 5
P B arnTar WAt [
File List 3
Preferences...

1 AITRT il

2 CAProgram Filesh.. AWSOPz il

3 Spreadshests Wil

AAIDOC and THT Wil

Exit

Shortcut keys to menu
option

Menu options are greyed out if
they are not available:

Where a shortcut keystroke exists for a menu option it is displayed on the right of the menu. A comprehensive list of

shortcuts is given in Appendix A.

To select a menu option press the shortcut keys OR click the menu option.

Information Retrieval Guide Edition 1.0
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Chapter 2 - Wilbur display Part 1

Toolbar

The toolbar at the top of the display provides a number of buttons which are shortcuts to menu options:

& All TXT. Wil - wilbur

Eile Edit Index Search Wiew Help
D|=|E| 2| g g2 » & & D=ls| 2] @] 28

Click on the appropriate button to perform the required action.

Button Action Menu option
D Create a new index. File, New Index
u Open an existing index. Wilbur displays the Open dialog box, in File, Open Index
which you can locate and open the desired file.
E Save the current index with its current name. If you have not File, Save Index
named the index, Wilbur displays the Save As dialog box.
Copy the selection to the clipboard. Edit, Copy
% Print the contents of the view pane. File, Print
@ Specify the files to include and exclude from the index Index, Edit
| } Build the index from scratch for the specified files. Index, Build
I%I Update the index to reflect any changes since the last full build. Index, Update
" Search the index for a word or combination of words. Search, Find
| ﬁ' Repeat the last search, searching forward in the file. Search, Find Next
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Part 1

Chapter 2 - Wilbur display

Ilcon Action

Menu option

Repeat the last search, searching backwards in the file.

Search, Find Previous

I

Invoke the default text editor on the selected file.

File, Edit

Copy the file currently selected

File, Copy To..

Run Command file
Do NOT use this option

File, Run Command
with

M (|E | |2 =

Change the font in the file list or file content pane.

View, Font

Toggle the File contents pane Outline mode on /off.

View, Outline

ES

This option does not work. See Chapter 9, Wilbur help index

|
@ Halt the current build or update operation. Index, Stop
.;E Show the version number of Wilbur and information about the Help, About
= current index.
Context sensitive help. None

Note:  The tool bar is toggled ON/OFF on the View
menu.
If ticked, the toolbar is displayed.

& All TXT. Wil - wilbur

File Edit [ndex Search

D|=|d| =| &

Help

v Toolbar ®o——————
Statuz Bar
Fant

v Outline MHumpad +

v Hide HTML Tags
All International Characters
s Sty Teqt Files

Quick Yiew Chl @
Autornatic Quick view Ctrl

Mext File Ctrl PaDin
Previous File Chrl Pglp
Columns »

Information Retrieval Guide Edition 1.0
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Chapter 2 - Wilbur display Part 1

File list pane

The top pane of the window lists all the files that meet the current search criteria that you entered.

& N, wal — wilbur

Ele Edt [ndex Search Miew Help

Dl © | 8| slA9| ulklal DwlE| £ 2| 2%

Filas Found Laat Modified
dADevelapmentyProjects\WILBURhelpy, Mon Jun 1%, 1998
filelist. htm hitires d\DevalopmantiProjects\WILBUR \helpy, Mon Jun 15 1998 6724 n
display, him ] d:ADevelopmentiProjects \WILAUR helpy, Mon Jun 15, 1998 6499 =&

i | i

Selecting columns

The available columns above the file list are selected from the View menu:

H & All TXT. Wil - wilbur

. Eile Edit |ndex Search EECS

l Dl@lnl@l v Toolbar J - EI

Status Bar

‘l Files: Fruind I T Earit

Dutlire Mumpad +
v Hide HTHML Tags

All Intermational Characters

NG Etleext Fes:

Huick Yiew Chl @
Automatic Quickview Chl M
Mest File Ctl Pghin
Previous File Ctl Pglp
LColurnz
:E”'tde'_ The columns ticked are displayed.
Extension @——— .
oo e e Click to toggle ON/OFF.
v Size
Bank
Attributes
Wolume

A full description of the available columns is given in Appendix B.
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Part 1 Chapter 2 - Wilbur display

Changing order of columns

The order in which the columns appear can be changed by dragging the column header to a new position. A small

indicator shows where the dragged column will be inserted.

Click on the column
header and drag

@ All TXT Wil - wilbur
File Edit Index Search ‘iew Help

D=8 | & slA2| als]& DEE 25 2] 20 il‘_"

Files Found | Tupe | Folder | Sz LastModified = L . B
PPREADS. TXT T=T c“\Program Files\Microzoft Officeh0ffice. 32815 Fridul 11,1997 "assaaad

In this example the Size column has been moved to the right of the Last Modified column:

€ All TXT. Wil - wilbur =] B
File Edit Index Search “iew Help

Dl=(E] | Z| Sla[=] »[&[& 5w(s] [+ =] 2]

Files Found | Tupe | Folder | Last Modified | Size | =]
PPREADE. TRT TwT o \Program Files\Microzoft Office\0fficeh FriJul 11,1957 3z2a15
razread tut 73 o WIMM T sustem32hrash tan Oct 14, 1936 52537

Resizing columns

To change the width of a column place the cursor over the border on a column header. Drag to the left or right.
In the example the Last Modified column has been dragged to the left to reveal more columns:

¢ All TXT Wil - wilbur =] B3
File Edit Index Seach ¥iew Help

D=8 =] 2] sl alalal ulss| ~fFf.ehe]

Files Found | Type | Folder E | L ast Modified | Size | Fiank | Attributes | Yilumne |:|
FPFREADE.THT TsT c:\Program Files\Microzaft Officed0ffice’ L Fri .Jl.dlﬂ LT 32815 3 a
rasread. txt bt o WWIMMT Lepstem32vash FohOct 1 4.1 g . 6253?: . 7 a

L]

Information Retrieval Guide Edition 1.0
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Chapter 2 - Wilbur display Part 1

Sorting the files

The files can be sorted on any column. Click on the column header eg Files Found. The list is sorted in alphabetical
order.

Example 1

@ All TXT Wil - wilbur 1 ] B3
Ele Edit |ndex Search Miew Help

D|=(E] = 2| g2 « &8 DEE] 2 2| 2D

Files Faiind [ Tope | Foldsr | Last Madified [ | Fiank | Aiibltes 4=
ADOreadme. st bk c:vProgram Files\Common FilessS pstemtadat Fridan 22,1933 20273 2 a
adoxreadme, bt bk c:vProgram Files\Common FilessS pstemtadat Thu Mo 05, 1938 B3 I3 a
IE4 Setup Log. Txt Tut MM T TueJul 11, 2000 125629 2 a i
IE4.THT T=T c:WProgram Filez\Plugl\Microzoft [nterneth Thu Map 07, 1938 16334 1 a
Installation Instructions... bt oMM ThProfilesadministrator 001 %DesktoptDesktop fold...  Wed May 30, 2001 1613 2 a
Installation Instructions... bt oMM ThProfilesadministrator 001 %DesktoptDesktop fold...  Wed May 30, 2001 1613 2 a
Installation Instructions...  tst c:WINN TYProfilestadministrator 001 %DesktoptDesktop fold...  Wed Feb 07, 2001 1835 2 a

or [T y f i 2 =

",I
| ¥

The previous column sort orders are remembered. Where two files have the same value in a column, they are sorted
by previous sorts. See Example 2.

Example 2

The list has been sorted firstly by Files Found and then by Folder. The two files which have the same Folder name
are in the order as previously sorted by File Found.

@ All TAT Wil - wilbur =] B3
File Edit Index Search “iew Help

niza| = 2| sla=| »(El& oEEl 2 S 2]

Files Found | Tope | Foider | Last Madified | Siee | Riank e

reference. bt bt oh Wed Apr 25, 2001 533 2 a
LR N acimAnb bl s altb snnn s Fiwsnnnnnnnnssnnnnnnnnnnnnnnnnnnnnnnnnnnnnn JHEdEH Eaadliunna il annnnnndnnnnnnnnndnnnnnnnnnnnnplannns,
B[ Oreadme. et tut o \Program Files\Common FileshSyetemiadat. Fridan 22, 1999 20273 2 a il .
e N SN -0a - 1 LB N SO | 11, -y M 1 | S R, WO i N
SULOLEDB. TXT LEA) ¢ “Pragram Files\Comrmat FileshSystemiole dBb Mon Jun 15, 1933 Ry =] 2 a

PPREADE.THT THT c:“Pragram Files“\Microsoft Office\0ficet Fridul 11,1337 32815 3 a

XLREADB.TRT FriJul 11,1997 32775 1 a

; 5 : ;
.. (¥} .-J-. ﬂﬂ“GO .110".! _ILI
4 | »

If the list was already sorted on that column, then the sort order is reversed i.e. from ascending to descending or vice
versa.
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Example 3

Click on Size column to order by size

@ All TXT. Wil - wilbur ] B3
Eile  Edit Index Search Miew Help

D|=(E] =] 8| sl2=] « &6 n=s] 2] 2] 20|

Files Fotind [ Tope | Folder | Last Madifisd e 4 =
reference. bt bt ch Wed Apr 25, 2001 533
Installation [ngtructions...  tat c:WwIMMTProfileshadministrator, 00150 esktopsDesktop Folders\SECRET Standalone S0P: 14-8%  ‘wWed May 30, 2001 1613
Installation [ngtructions...  tat c:vwIMMTWProfileshadministrator, 001 \D esktopsDesktop foldershSort ME1A SOPs BB Wed May 20, 2001 1613 |
Installation [nstructions... st oMM T SWProfileshadministrator. 00150 esktopsDesktop Falders\UK. CONF 27-4 amend 30-4% Wed Feb 07, 2001 1895
Installation Instructions...  tat oMM T Profileshadministrator. 00150 esktopsDesktop falders\UK. Conf S0Pz Ed 2.1% Wed Feb 07, 2001 1895
SOLOLEDE.THT THT c:MProgram FileshCormmon Files'Systembale dbb Mo Jun 15, 1338 3768
README. TT TXT chSWIFT_CFY Thu Oct 08, 1998 5159

Al e it \ ) 5
nco T T T oLy m? Y CeiCme 0 1007 N0 i
4 T | r

Click on Size column again to reverse the order:

& All TXT. Wil - wilbur [_ (O] ]
File  Edit Index Search Yiew Help

D|{E| =] 8| sl»=| » (& & DEE| 25 2] 2]

Files Found [ Tupe | Folder || Last Modified | Siee .
IE4 Setup Log. Tt Tk WM TS Tue Jul 11, 2000 120639
readme. tat bt c:hProgram FilessHetwark Associates\WVirusScan® Wed Mar 08, 2000 h8480

rasread. bt but WM T hapstem32hrash Maon Oct 14, 1996 R2R37 i
FFREADE TT TwT o\Program FilegsMicrozoft Office\Officel, FriJul 11,1957 32818
HLREADB.THT THT c:hProgram FilessMicrosoft Office\Officet Fridul 11,1997 32775
RunOnceEx Log bt but WM T Tue Jul 11, 2000 23506
A0 0readme. bt [y c:\Program FileghCommon FileghSpetembado, Fridan 22,1999 20273

] d[ bkt

CATWT T T b Demmr e Dilmnd Dnd b b ime e P L b mrsn by I Tl kd -, N7 1000 AR774A _lLI
4 L4
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Chapter 2 - Wilbur display Part 1

File contents pane

The lower pane displays the text of the file highlighted in the file list above. The first occurrence of the search word is
highlighted.

& fot, wil - wilbur

Eile Ed# [ndex Search Yew Help

DjEE| | 8] glA®| a|&l& Dn|s| [ 2| 2w

Files Found Type | Folder Last Modified

saanch_hbm hibim diDevelopmentiFropects \WILBUR\helpy Mon Jun 15, 1998
filelizt.him hitim d:yDevalopmeaniProjects\WILBUR\helpy, Mon Jun 15 1998 6724 &
displany. him hibm dADevelopmentiProjects \WILALURYhelpy, Mon Jun 15, 1998 6498 n
[ | X
:|||-'-.||.i|;.'_:---ll.’mnl':l.'.hl' file i|
meet the new criteria will be in the final list. If
any lile meeting the new criteria will be added to

For Hedp, press F1 LI

If the lower pane is yellow as in the example above, then Outline mode is selected.

1
Use to toggle Outline mode ON/OFF
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Part 1 Chapter 2 - Wilbur display

Outline mode

In Outline mode the File contents pane displays only lines that contain a search word. To view all the text in the
file highlighted in the top pane switch Outline mode OFF.

Outline mode ON:

L i
Remote Access Support for M Dynamics ACE Server ﬂ

Remote Access Support for Security Dynamics ACE Server

users using the Security Dynamics ACE Server. To enable authentication with the Security

Dynamics ACE Server, you need to install a special module from Security Dynamics

Inc. You can reach Security Dynamics Inc. at the following address:

Security Dynamics

K} i

Outline mode OFF:

RELEASE NOTES -
Remote Access Service Yersion 3.51

To easily view this file on screen, maximize the
Notepad window, and then, from the Edit menu,
choose Word Wrap.

CONTENTS

GENERAL NOTES
Starting the Remote Access Server
Browsing Remote Networks
RAS Authentication
Using Winchat with RAS
Registry Key Name Changes and Additions
RAS Compression
Remote Access Support for [TIEIIEY Dynamics ACE Server
Shadow RAM Conflicts
NetBEUI Bindings on Computers with Multiple Network Cards
Using RAS with PCMCIA Cards

CONNECTING TO WINDOWS NT 3.51 RAS SERVERS -
i} o

The File contents pane displays all the text in the highlighted file and the first occurrence of the search word.
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Chapter 2 - Wilbur display

Status bar

Part 1

The Status bar is displayed at the bottom of the Wilbur window. If the Status bar is not displayed, click Status Bar on

the View menu.

The right side of the Status Bar always displays the status of the Caps Lock, Num Lock and Scroll Lock keys. If the
key name is displayed then it is locked. If the area is blank, the key is not locked.

Different information is displayed on the left side of the Status bar depending on the current action as shown in the

following examples:

Selecting a file

When a file is selected in the top pane, the Status Bar shows information about the file such as filename, date

modified, size etc.

2 All TAT Wil - wilbur Mi=] &=
File Edit |ndex Search Yiew Help
D|=(E] | 8| sla2] « &8 DEs| 2= =] 2he|
Filzz Faund | Type | Falder | Laszt Modified | Size | F ank. | Abtributes | Wolumne | ;I
SOLOLEDB.THT TeT c:'\Program FileshCommon Filez\Spstembole dbh Man Jun 15, 1938 a7ER 2 a
RunOnceEs Log.tat bt NI T TueJul 11, 2000 23506 1 a
Rescued Documett. et bt =3 TueJan 22, 2002 16031 2 a
reference. tut bt oh Wwied Apr 25, 2001 539 2 a
README. TT Tl chSWIFT_CFY Thu Oct 08, 13323 5183 1 a
readme. tut c:vProgram FileshMetwork AssociatestirueSca..  wed Mar 08, 2000 F34380 4 a
rasread. tet bt C Mk hon Ot 14, 1996 & I 7 a
FPREADS.TKT ogram FileghMicrozoft Office\Dficet FriJul 11,1997 32315 3 a
ORDER.TRT Program Filesywiniph Fri Sep 26,1997 Fma 1 a
rsirmn bt Proararm Files DNuHank Fenres s ban Feh 09 19958 141572 ? A ;I
Remote Access Support f Dynamics ACE Server -
Rempte Access Support foy'Security Dypamics AGE Server — —— - - - —._._._._._.o._. -

5

KIS
rasread byt Mo?ed: Oct ¥4, 96, 02:38 Size 52637 Attibutes(a] FiIeSof? W #4 SCRL 2
Information on highlighted file Number of files found Key locked
containing search word(s) indicators

212
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Navigating menus

Chapter 2 - Wilbur display

As you navigate through the menus, the Status Bar displays a description of the menu item highlighted:

@ All TXT. wilbur =] =3
File Edit Seach Yiew Help
Ol Ede- Chl+l - ] 2 ‘
JRIE [y e 1818 DBIS] £f D] R
Files Fourn  [pdate Chil+L | L ast Modified | Size | Rank | Attributes | Wolume | o
#LREADS. Sion Esc Files\Microsoft Dffice’0ffice’, Fridul 11,1957 32778 1 a
SOLOLEDI_ = ileshComman FileshSystembole dby MonJun 15,1938 768 2 a
Fun0ncek b TueJul 11, 2000 23506 1 a
E 2 3 I
referenice.t Import Skip Words L 2001 53 2 a
README. TT T=T _ Thu Oct 08,1338 5154 1 a
readme. st [ cX:Program Files\Mebwork Associates\WirusSca..  Wed Mar 08, 2000 Ra480 4 a
rasread. st [ AWM M T weystem32irash Mon Oct 14, 15996 R2A37 7 a
PPREADE.TT TaT c:\Nrogram Files'\Microsoft Qfficehffice’ FriJul 11,1997 328158 3 a
NRNFR TT T Fri Sen 261997 71114 1 a i
Software Mﬂ -
must be reported to the Systemq Manager via your Post Security Officer f Departmental
:Security Co-ordinator. s N e R R
I _>I_I
Create a text file with wonﬂ{ncies ir it CAP [HUM T ]
Description of action if Scroll Lock key
menu item selected is NOT locked
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Navigating toolbar

Similarly, when navigating the toolbar, the Status Bar displays the action of the selected toolbar button.

@ All TXT Wil - wilbur =]
File Edit Index Search Yiew Help

D[R] = 8 gl «lElE Dl £ 2

Files Found | Tope | Folder N\ N\ | Last Modified | Size
| gdoweadmetat | Wt c\Program FilestCommon Files\S sl File Copy oo oo oo oo ThuMow 051888 _ BO13_ _

KT o
Copy highlighted filez in file list bo new location MUK |SCRL

Description of action if
toolbar button selected

Building/updating an index

Whilst building or updating an index, the Status Bar displays the current group of files being processed and the
percentage completed.
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Chapter 3

Searching

This chapter describes how to enter search criteria to find the files
containing that data from a specified index.
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Introduction

To speed up the search process it is important to realise that you do not have to search the entire index. Wilbur
allows you to enter search criteria that restricts the search to a subset of the index. You can restrict the search to the
index entries for files that:

* have specified folder or file names

* have been modified in a specified period
* are a specified size

* have specified attributes

Example

The following diagram illustrates that by entering different search criteria you limit the search to a subset of the
index. Index A holds information on Medical, Staff and Financial records for the years 2000 to 2002. The three
example searches show which subset of the index is searched when different search criteria is entered.

Search 1
Index A Criteria: Search on any file modified in year 2000
( \Medical * txt, *.doc Subset of index: ( 2000 )
2000 ( 2000 )
( ] ( 2000 )
( 2002 )
Search 2
( \Staff * doc Criteria: Search on any file modified in year 2002, in folder Staff
[ 2000 Subset of index: ( \Staff *.doc )
( 2001 ( 2002 )
( 2002
Search 3
\Financial *.xls, *-docj Criteria: Search fle type *xI
< riteria: Search on any file type *.xls
2000
[ 2001 Subset of index: (\Financial *xls )
2002 ( 2000 )
( 2001 )
( 2002 )
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Any search criteria that you enter can be saved as a template for use at another time. This enables you to perform
multiple searches on the same subset of the index without having to manually re-enter the search criteria.

For example, you could save the search criteria for Searches 1 to 3 in the illustration as templates.

Example

Search 1

Subset of index:

Search 2

Subset of index:

Search 3

Subset of index:

Criteria: Search on any file modified in year 2000

Save as template Filename
C:\Program Files\Redtree\Wilbur\

E ::3((: } ) Year 2000 Year 2000.wtp
( 2000 )

Criteria: Search on any file modified in year 2002, in folder Staff

(\Staff

*.doc )

(

: > 2.W
2002 ) )  Staff 2002 Staff 2002.wtp

Criteria: Search on any file type *.xls

(

(\Financial *xls )

2000 ) ‘ Spreadsheets Spreadsheets.wtp
( 2001 )

2002 )

(

Each template must be given a unique name. The templates are automatically saved at C:\Program

Files\Redtree\Wilbur\

Note:  Templates are created by a User on the workstation and therefore are only available to the originator.
They can be made available to other users by copying to a shared area.

Additionally, a set of records returned from a search can be searched with a second set of search criteria. This
cascading of searches is described on page 3-19, Refining the search.

The following pages give detailed instructions on how to enter search criteria.
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Search window

All search data is entered on the Searching window. This window is displayed automatically after you have built an
index, or is accessed as follows:

Press F2 key OR Click . ]

Title bar Searching - Index-txt. Wil

Enter search criteria

Template contents

Select template

Select Index

Index
Properties

The main elements of the Searching window are described opposite:
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Title bar

The Title Bar indicates the last index selected.
Enter search criteria

The Searching window enables you to enter all the conditions that a file must satisfy to be included in the File
List at the end of the search. See Chapter 2 - Wilbur display.

Only files which match ALL the search criteria entered are included in the File List.

If a field is left blank then all files in the index satisfy this criterion. For example, if you do not enter a Last
Modi f i ed date range then files with any date are included, provided they satisfy the other search criteria entered.

Instructions on entering search criteria is given on page 3-6.

Select template

You can create a template to save the search criteria information you enter, or you can select a template that has
been saved previously.

Note: A template can include all the search criteria fields except the Cont ai ns field.

Template buttons

These buttons allow you to clear, save, delete or obtain template details and are fully described on pages 3-8 to 3-10.

Select index

You can select a different index from the drop down list. When an index is created it is added to this list.
See Chapter 5 - Indexes. The Title Bar and Index Information on the Searching window are NOT immediately
updated.

Index Properties

The information displayed at the bottom of the screen refers to the last index selected.

Note:  If you change the index in the Change to Index field the Title Bar and Index information do not
immediately refresh to show the new index information. Click OK to update.

Apart from the date and time which are system generated, the properties are specified on the Options tab on the
Index Properties window. See Chapter 5 - Indexes.

OK/Cancel

Use these buttons to either proceed with the search/change of index or cancel the search. See pages 3-11 and 3-14.
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Entering search criteria

What you enter here determines which files are found in the index. The more information you can enter, the more
restricted your results. The search criteria can be very simple, for example, find [one word] in all files in the year
1998 to more complex expressions using wildcards and logical operators.

Searching - Index-txt Wil

— Blank fieldz match all files in a categaory

Cortainz || j

File M ame |

Folder Name I

Last Modified  After I Beforel
Size Min I Max I
Attributes I

" Rewverse Search [~ Use Soundex

1. Enter the search criteria as detailed in table opposite
OR

] Searching - Index-docs Wil >
2. Enter a search word/phrase in Cont ai ns field

and select a template to complete the other fields.

— Blank fieldz match all files in a categony

See Selecting a template, page 3-9. Contains | [
File: Marne HM?_ -
. medi®
Note:  You can also select a previously used Folder Mame tele™
search word/phrase from the drop fn'f;'c'ﬁg egister =

down list. Last Modified E-maill -

Size kin I [GEH I
Attributes I

¥ Reverse Search ™ Use Soundex
FileT emplate Isecu[ity j Get
Clear Template | Savel emplate | DeleteT emplate |
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Complete the search criteria fields as detailed below:

Field name

Enter or select

Contains

Either

Enter a search phrase; this may contain any number of characters or words,
including logical operators and wildcards. These are described in more detail in
the section Search Tools.

Or

Select a previous entry from the drop down list

File name

Enter a file name, file extension or part of a file name.
Wildcards are commonly used in this field, and the following logical operators are
valid: &, |, eg 4*.txt & 4*.htm See Search Tools pages 3-14

Folder Name

Enter the full path name of the folder containing a file, or part of the folder name(s)
using wildcards and logical operators as for Fi | € Nane above.

Last Modified - After

Enter a date to restrict the File List to those files modified on or after the date
entered. A date can be entered in one of several formats:
Sept 8 8 September 1998 September 8, 1998 Sep.25, 1998 9/25/1998

Last Modified - Before

Enter a date to restrict the File List to those files modified before the date entered.

Size - Min

Enter a number of bytes to restrict the File List to those files that are at least this
size. A value of zero (0) is ignored.

Size - Max Enter a number of bytes to restrict the File List to those files that are less than this
size. A value of zero (0) is ignored.

Attributes Enter one or more attributes. The only logical operator available is # preceding
the attributes ie the File List does NOT include files with these attributes. See
Appendix B for a description of file attributes.

Option Select to....

Reverse Search

Find the last occurrence in the last file first. See page 3-18 for more details

Use Soundex

Include matches which sound like the search criteria entered. See page 3-18 for
more details.
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Creating a template

Having completed the search criteria fields, you may save this information to use at another time in a template. A
template saves all the information except the search word/phrase in the Cont ai ns field ie you are saving a subset
of the index to be used for searching.

Templates are automatically saved as .wtp files in C:\Program Files\RedTree\Wilbur\.

Searching - SOPs Wil

— Blank fieldz match all filez in a categom

Containg medi® -

File Mame Ix_d,:,c

Falder Mame |>='-\5taff\“

Last Modified — After ||:|1 A0 22000 Before ||:|1 0122002
Size Mt I b ax I
Abtributes I

Fields saved
in template,
identified by
File Template

™ Reverze Search [T Use Soundes
FileTemplate  [staff 20002001 = Get
Clear Template | | Cavelemplats I DelsteTemplate |

1. Choose a meaningful name for the template, for example, Staff 2000 to 2001 and enter in the Fi | e Tenpl ate
field.

2. Click Save Template.
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Selecting a template

If templates already exist on the system, you can

Either: Select a template from the drop down list:

Searching - Index-docs. Wil

1938 records
Archive
Agian

Or : Type in a template name and click Get.
Searching - 50Ps. Wil

The template details are displayed.

Note:  You can change the search criteria TIEET 17121999

displayed for the template.

I
I

L

eg In this example, you may deselect
the Use Soundex option for this

search. EE
To change the template permanently

see Amending template, page 3-10.
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Deleting template

To delete a template from the list of templates click Delete Template.

Clearing template

The Clear Template button allows you to remove all template details from the screen.

Note: Itdoes NOT clear the Cont ai ns field as this is not part of the template.

This button clears entries from all the template fields whether or not they have been saved to a template.

Amending template

To amend the template details:

1.  Select the template to display the details.

2. Make any changes to the search criteria fields as required.
3. Click Save Template

The new details are saved to the template.
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Selecting an index

The current index, ie the index that is searched if you do not select another index, is displayed in the Title Bar.

Current index

Searching - S50Ps. Wil

/0141938 3N1215938

Select new index
from drop down list

To change the index to be searched, select an index from the drop down list. Each time you create an index it is

added to this list. See Chapter 5, Building an Index.
The Title Bar and Index Properties at the bottom of the screen are not immediately updated. To confirm that

you have selected the correct index, click OK.

311
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You are returned to the Wilbur Display window. Press F2 key OR click . to return to the Searching

window.
The index selected is now displayed in the Title Bar and the Index Properties shows details relating to this
index. Check these details before proceeding to confirm that you have selected the correct index.

. 2arching - Index-txt Whl

I
Title Bar and . _
I ndex Properties [

updated to show details
for latest index selected

In particular, check the date that the index was last updated. If this date indicates that a scheduled update has
been skipped, you can manually update or rebuild the index. See Chapter 5, Updating an Index.

If you have a schedule of indexes running locally and Wilbur is not open, the next time Wilbur is

Note:
opened the index presented is the last index built or updated.
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You can also change the index from the Wilbur display. If you have recently been using another index you can select
this from the File menu. Click on the appropriate index in the list:

8 Index-docs. Wil - wilbur 19 [=1 B3
BB Edt Index Seach View Hel

Do ool B8] m(m(s] £ S 2|

St CikS  |der [ Last Modified [ 5ize [Rank_ [ Atrbutes | Volume

Save Index s

Erf i

Fint Setup

Edit Ciike

(zunch il

GopyTo i

Pl Cerniand Wi Wi

Fle List 3

Freferences

1
2 Izt Wil
3 CAPragram Filest,..\Localwil
List of previous 44T
—— @y

index files used. 6 C\Program Filest...\Notes Wi

7 himbdoo wil
See Note below. 8 C:\Program Filest,. \Local Wil
3 CAProgram Filesh, A5 wil

Lfl=

Exit

N 5
Open this document '— IW ’_ y

The Searching window for this index is then displayed.

Note:  The number of files displayed on the File menu is determined by the setting on Preferences.
See Part 2, Chapter 2, Wilbur Preferences.
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Initiating a search

Part 1

Once you have entered the search criteria, saved the template details, if applicable, and selected the correct index,
you are ready to initiate the search. To do this: Click OK.

Searching - Local. wil

The search results are displayed in the
two pane window described in Chapter 2.

FEEFEEFIEFIETSITFI Ik

the 4 and FCO Telecommunications
of Firecrest 4 and FTN, which Firecrest users averseas a permanently
FIRECREST prowides both inte ind external e-mall {acilities, E-mail Best Practice

bag or mail, particularly where FirecresFTN olfers rapid, reliable e-mail.
This will reduce the cost of transmission. WinZip is being included on Firecrest

* Record or register Important messages using the FIRCCACST registry. I this Is

e-grams will nol lake place unl

same FIRECREST network to ensure that p marked are not sent unp
standard application an Firecrest far this purpose. The following guidance is intended
to use. Users of the Firecrest Registny must use “Microsoft Rich Text Formar®,

E—__!g_i‘n
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Cancelling a search

If you do not wish to proceed with the search:

Chapter 3 - Searching

Click Cancel.

The results for the previous search are displayed. If you press F2 to perform another search, the details from the
previous search are also displayed in the Searching window:

Note:

from the list of previous entries. See page 3-6.

o/ Lacal Ibur i [=] 3
File Edit Index Search Yiew Help
n|=(E| 5| 8] sl22| «&(al oEE] 5 S 2k
Files Found [ Tupe | Folder [ Last Modified [ Siz= [Rark [ Attbutes [ Vohme |
E-mail code of practice... htm e \WINNT Profilesh admiristrator 0014 Desktop\Desktop fald Mon Sep 24, 2001 20484 1 a ool
Welcome Conf.htm htm e \WINNT Profileshadministrator 001%\Desktop\Desktop fold... FriJan 04, 2002 o252 2 a
checking for viruses him  htm e \WINNT Profilesh administrator 0014\ Desktop\Desktop fold FriJan 04, 2002 B426 2 a
Cont Special userreq....  htm cWWINNTAProfilestadministratorn 0014Desktop\Desktop fold..  FriJan 04, 2002 3399 3 a
Conf Special Users Tip... htm c\WINNT Profilesh administrator 0014 Desktop\Desktop fold FriJan 04, 2002 1250 1 a
Conf user accreditation... htm e \WINNT Prafiles] s hi ' = Lwil - = B '" <] a
f tarifer aubhim b SAWINNT Proies -
list of officers. htm htrn cWINNTProfiles | p1ook fialds mateh all fil (o8 a
mecis register him htm CAWINNT Frofles| [ e a
MNAY HTM HTHM c\WINNTWProfiles | Containg ﬂ a
user request htm htm e WINNT Profiles| a
Conf admin contents.htm - htm cvwINNTSProfiles | | File Mame: | htrr a
Conf Admin personnel .. htm e WINNT Profiles| a
Canf Adriin physical se... htm e WwINNTWPrfiles| | Folder Mame | a
Conf Admin respons.htm  htm e WWINNT Profiles| a
Conf Admin Software 5 htm eNwINNTAProfiles i a
Last Modified  Aft Bef
Cont Admin system ik, . him AWINNT Profles || e = [3112/99 ore | a
content admin_forms htm bt eV INNTAProfiles, 5 M M a
content admin_poced... im CAWINNT Frofes| || 5122 el @ ] a
cortent admin_tespon... Rt cwWINNTProfiles a -
< Abtributes ¥
must have a unique Name and Passwor( I Reverse Seaich [~ Use Soundss =
All authorised Users must have a unique User o
‘When a User signs onto the FIRECREST systg FileTemplate = Gt
a password. The User is prompted to change { I J —EI
access permissions on receipt of a Special Di Clear Tample | SaveTemplate | | DeleteTempiste |
user account. Guest Accounts in effect allow a
Change to Index: I j
Last indexed Tuesday, March 12, 2002 at 11:18
by
o Numbers
English Characters
MindMax word size 3 - 16
L 1
For Help, press F1 NUM 4

The Cont ai ns field entry is not saved, and is not subsequently available for selection
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Search tools

Various search tools are available for use when entering search criteria:

Wildcards

Wildcards are used in place of one or more characters when entering search criteria. Wildcards are time saving (you
do not have to type in the complete word) and useful when you do not know the exact spelling of the word/name

you are searching for. There are two available wildcards which can be entered in the search criteria fields: ?and *.

?- replaces ONE character. For example, HM? finds HMC, HMG, HMO etc

*. replaces any number of characters, (including none). For example, FIRE* finds FIRECREST, Firewall, fire

Logical operators

Logical operators enable you to find files which contain A AND B, A OR B, A but not B. The logical operators
available are listed in the following table:

Logical Operator | Meaning Description

& Logical AND | The search only lists files containing both words separated by &.

Note: This is the system default if two words are entered in a search field
with no other operator.

i.e budget control finds the same matches as budget & control

Logical OR The search lists files containing either word separated by |.

e.g. financial | fiscal lists all files containing either financial OR fiscal

A Exclude The search lists all files excluding these matches.
eg ~ *jpgin the Fi | e Nane field excludes all files having the extension
Jpg

( ) Order Emphasise the order in which a search operation is performed.

By default, the system evaluates an expression from left to right. Adding ()
reinforces the order.

Example 1 red blue| green is the same as (red & blue) | green
Example 2 green | red blue is the same as (green | red) & blue

Note: Notall logical operators can be used in every search field. Where there is a limitation, this is
documented in the field description.
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Near operators

Near operators enable you to find files containing two words which are in close proximity, ie separated by a defined

number of words.

Chapter 3 - Searching

Note: If a near operator is used without a number, e.g. retirement < medical, the system uses the [number]
defined in File Preferences. See Part 2 - Chapter 1, Wilbur preferences.
If a number is entered with the near operator, it overrides the setting in File Preferences.

Near Operator

Meaning

Description

<

Before

First word is within [number] words BEFORE second word.
e.g. retirement < 5 medical finds files containing the word retirement
provided the word medical appears no more than five words after retirement.

After

First word is within [number] words AFTER second word.

e.g financial > 2 budget finds files containing the word financial provided it is
no more than two words after budget.

Note: financial > 2 budget is the same as budget < 2 financial

Near

First word is within [number] words of second word (before or after)
e.g office : 3 security finds files containing the word office provided it is no
more than three words before or after security.

Next to

Words in " " quotes are effectively separated by <1.

eg " high level security" is the same as high<1 level<1 security

which finds files containing the word office followed immediately by level
followed immediately by security.

Exceptions

There are some combinations that do not work correctly with Near operators:

1.  You cannot use a statement within ( ) with a near operator.

Example 1

(high| medium) < security must be written as (high<security) | ( medium< security)

2. Only the < operator works in a series:

Example 2

Origin<ethnic<minority finds files containing origin, ethnic and minority in that order, however,

Origin : ethnic: minority does NOT find files containing origin, ethnic and minority in close proximity
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+ character

If a search word or phrase is preceded by the + character, then files containing this word/phrase are found but the
word/phrase is NOT highlighted in the File Contents pane.

Examples
security+classification finds files containing both security and classification, but ONLY security is highlighted.

+plan+budget finds files containing both plan and budget, but no words are highlighted.

Soundex

Normally a search only returns files containing exact matches to the search word(s) you enter.
Example 1 (Soundex not selected)

If you enter Steve* in the Cont ai ns field, the system finds files containing Stevens, Stevenson, Steveman. The
underlined letters match the criteria entered exactly.

The Use Soundex option allows you to search for a word(s) which sounds like the word(s) you enter in the
Cont ai ns field. This is useful if you do not know an exact name, spelling etc

Example 2 (Soundex selected)

If you enter Steve* in the Cont ai ns field, the system finds files containing Stevens, Stevenson, Steveman, Steive,
Steiventon, Steevely

In this example, the underlined letters sound like the criteria entered.

To use the Soundex search facility click Use Soundex checkbox. (When this option is selected a tick is displayed)

Note:  Whilst this is can be a useful facility, Soundex can produce a large number of spurious
matches. For a detailed explanation of how Soundex searching works see Appendix C.

Reverse Search

This option allows you to search the index in reverse. ie it finds the last occurrence in the last file rather than the first
occurrence in the first file. To select this option click the Rever se Sear ch checkbox.

Warning: Indiscriminate use of wildcards and near operators can result in longer search times.
Try using a series of nested searches instead. See Refining the search, page 3-19.
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Refining the search

The results from the current search can be used as a basis for another search using the AND or OR operators.

Precede with... Meaning Description

& Logical AND | Only files in the current File List AND which also satisfy the new criteria are
selected for the final File List.

| Logical OR Only files in the current File List OR any other files satisfying the new search
criteria are selected for the final File List.

Example 1
If you enter Hil* in the Cont ai ns field, the system finds all the files containing Hills, Hilton, Hillman.

If you then enter &David in the Cont ai ns field to perform a second search, the system finds all the files which also
contain David ie you have found all files relating to personnel with a Christian name of David, and a surname
beginning with Hil.

Example 2
Using the Example 1 given on page 3-17, (high<security) | ( medium< security) can be arranged as two searches:
1.  (high<security)
2. | (medium< security)
Example 3
Using the Example 2 given on page 3-17, origin : ethnic: minority must be arranged as two pairs of near searches.
1. origin: ethnic
2. &ethnic : minority
Note:  You could also use &origin : minority for the second search. Similarly, you could

choose ethnic : minority for the first search, and then perform a second search using
any combination including origin.
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Local search

This feature allows you to perform a local search in a file that is currently being viewed.

1. Click in the File Contents pane. The text changes from grey to black.

& Al TXT bur [_[O]=]

File Edi Index Seach View Help

D=E| = 8 glA=] «|& & Dwsl 2= < 2k

Files Found [ Tupe | Folder [ Last Modified Cize [Rank [ Atvibutes [voume [ =
memary. TXT T=T cAEXTRASY  Tue Dec 18, 2001 31 4 a

MDACRzadMe et bt ©:A\Program Tue Jun 22,1333 21037 27 a

97sr1_0.twt bt ©:A\Program Tue Jul 11, 2000 BA06E 26 a )
WDREADB TXT TXT ©:A\Program Fridul 11,1937 39706 4 a

FPREADS.TAT TAT c:\Program...  FriJdul 11, 1937 32815 4 a

#LREADE.TXT TAT c\Program... Fridul 11,1337 32775 4 a

OFREADBTAT TAT c\Program... Wed Nov 20,1936 17474 7 a

readme.tat [ c\Program... Wed Mar 08,2000 52420 10 a

msimn byt bt ©:\Program Mon Feb 03, 1933 14182 5 a LI
S1IPPOAT TXT TSI c4Pracram  Thuban (7 1998 99650 n 5

MICROSOFT EXCEL 97 README FILE -
(c) 1985-96 Microsoft Corporation. All rights reserved.

This document provides late-breaking or other information that
supplements the Microsoft Excel 97 documentation. If you
installed Microsoft Excel 97 with Microsoft Office 97, see also
the Microsoft Office 97 readme file [OfRead8.t<t] for information
that is relevant to all Microsoft Office 97 products.

All refi in this d apply to Mi ft Excel and .— .
Microsoft Excel Service Release 1 (SR-1) or Microsoft Office 97 File Contents pane
and Microsoft Office 97 SR-1.

CONTENTS

INSTALLING MICROSOFT EXCEL 97
IMPORTANT: Disable Virus Protection Before Running Setup
Mi System Requi for Microsoft Excel 97
Requirements for Microsoft Excel 97 with Windows NT
Workstation 4.0
Using Punctuation Characters in Directory Names May Cause
Problems
Using Delrina WinFax Pro 4.0 with Microsoft Excel 97

4 ¥
ZLREADS TET Muodified: Jul 11,37 0200 Size 32775 Attibutes(s] File B of 26 MUM Z

2. Start typing the search word. The Contents Search window is displayed:

Loak. for IDLEl j

I Reverme Seamh [ |Jze Soundex

Lazt indexed Thursday, February 14, 2002 at 171:56
b

Mumbers Arnpahere

Englizh Characters

Min/tax Word size 3 - 16

0k I Cancel
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3. Complete the search phrase and select Reverse Search or Use Soundex options if required. Click OK.

4. The system displays the search word highlighted. You can scroll through the occurrences of the search word in
the usual way as detailed in Chapter 4, Navigating the search results.

@ All TXT Wil - wilbur _[O] x|
File  Edit Index Search Miew Help

Di=lE| | 8| o2 »|&]& DElS| £ 2| 2|

ALREADB.TXT TAT c:\Progray Fridul 11,1997 32778 4 a
OFREADAETHT TT chProgram...  Wed Mow 20, 1936 17474 7 a
readme. bt bxt c:\Program...  Wed Mar 08, 2000 58480 10 a
= bxt c:\Program...  Mon Feb 03, 1935 14182 5 a
SUPPORT.THT TT c:hProgram...  Thu May 07, 1935 22650 8 a
IE4ATET T=T cA\Program...  Thu May 07, 1998 15334 5 a
wilbur Installation, bt bxt c:\Program...  WedJan 30, 2002 4288 12 a
includelist, st bxt c:\Program...  WedJan 30, 2002 16 4 a
WMZIR TT TT ~\Pronrann Fri Sen 75 1997 FA7R 4 a

OLE Objects Are Set to "Edit" When You Open a Microsoft
OLE Objects Are Set to "Edit" ¥When You Open a Microsoft
OLE object [such as Microsoft Graph, Organization Chart, and clip
click the OLE object, the source program for the OLE object
the object to None. For information about how to change

LIl

0 i

OLE found - press F3 for nest occurrence CAR [MLUM s

Note:  This local search has overwritten the previous search which was used to
find the files containing the original search word/phrase.
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Chapter 3 - Searching Part 1

Quick Search

The quick search facility fills in the Contains field for you. To use this:

1. Highlight the word/phrase in the File Contents pane and press F4. This automatically displays the highlighted
word/phrase in the Cont ai ns field.

2. Enter any other search criteria as required.

Stopping a search

Most searches are very fast but if you wish to stop a search that is taking too long, click in either the File List or File
Contents pane or press any key on the keyboard. Refine the search criteria to narrow the search.
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Chapter 4

Using retrieved data

This chapter shows you how to view the files retrieved from the search,
copy/print/export the file lists, edit/print the file contents and copy extracts
from the files.
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Chapter 4 - Using retrieved data Part 1

Navigating results

When the system has found the files matching the search criteria they are displayed in the two pane display; the files
are displayed in the top pane and the file contents in the lower pane. For more details see Chapter 2 - Wilbur Display.

This example shows a display in Outline mode, where only the lines containing the search word are displayed. The
file containing the search word is highlighted in the top pane, and the search word is highlighted in the lower pane.

8 Indox-docs 1oL
File Edi Index Seach Yiew Help
D|=@] 5] 3| slals] =kl D] 2 ] 20
Files Found [ Tupe [ Foider [ Last Modiied Sice Rark | Atrbutes |4
EM Mon Dec 1 =
P 10
Hullanguage build ins...  doe A TEMP\Documents' WedJan 23, 2002 36352 2%
Instaling ‘indows 200... doc CATEMP\Documentsh Fridan 18, 2002 20992 2
How.doc: dac o Wisio_drawingsh ThuMow22,2001 1172392 4
Docl doc doc \Visin_drawings' Thubow22,2001 1172480 4
UK. Conf Net 2501 doc  doc \Visin_ drawings' Fiidan 25, 2002 454556 2
UK CONFIDENTIALN... dac o Wisio, dramingsh ThuFeb14,2002 443024 1
FIRECREST UK RES... dac o Wisio_dramingsh MonFeb25, 2002 436224 1
UK Conf Network.doe  doc \Visin_ drawings' MonMov 12,2000 357312 1
UK Conf Domiandoc  doc o Wisio_dramingsh Monhow12,2001 342016 2
FRS RESTRICTED Sy... dac o Wisio_dramingsh MonFeb 25,2002 229376 2
FRS RESTAICTED.doc  doc o Wisio_ drawings' Fridan 25, 2002 22189 2
UK. Service Metwork Bl doc \Visin_ drawings' Fii Feb 02, 2002 1na7es 2
UKSN block.dos dac o Wisio drawingsh Fri Oct 19, 2001 102312 2
BTl Conf Network doc~ dac CAWINNT Profiestadministrator 001\Des.. Thudan 31,2002 151080 2
& Ind

File Edit Index Search Wiew Help

g n[=(R] = 2| 9l2= &8 0=E 2 ] ek
Edition 1.0 System SRR 2.3 | Filles Fiound [ Tepe | Foldes | Last Modfied | Size [ Rank [ Atibutes [

System Build 2.3 Edition 1.0 470528

doc .\ TEMFY bon Dec 17, 2001 P
Desktop Folder: POAC Build: P/ 08 ARCSERVE. DOC TDS15* TDS15: Temporary ltems: DOC A TEM| Thi & 0 a
Word Work File A 606 TDS151TDS15: Desktop Folder: POAC Build: P} 08 ARCSERVE. ATEMPAD oeUments', wed Jan 23, 2002 36352 Z a
TDS, ISD{ BU) TDS Workstation 1: Desklop Folder: POAC Build: Pf 08 ARCSERVE. Instaling Windaws 200.. doc cATEMPAD cumentst Fiidan 18, 2002 20952 2 a
DOC TDS1Cheryl' s 2nd Zip. POAC Build: Ff 08 ARCSERVE. DOC TDS- TDS 1: POAC f[')ﬂWf;ﬂ SDD e xﬁ!ﬂf;fawmm: mu Eﬁv gg ggg} H;gigg j a

-, S . . ocl.doc o Wisio_dranings' i Now 22, a
Ei'l‘;"k Paos.g(; TE[')"ST;JF#D"; ‘:‘_Rggﬁgvg;ﬂ?g%;g?g:imﬂ%a“’;a%‘;'g%é'”ggéw"'d Work e Cont Net 2501 doc o £ Wisin_drawingsh Filan25, 2002 4GSR 2 a
& ) 5 % UK CONFIDENTIAL M. doc c:MWisio_drawingsh Thu Feb 14, 2002 449024 1 a
FIRECREST UK RES... doc \Wisio_drawingss MonFeb 25,2002 436224 1 a
UK Conf Network doc~ doc o Wisio_drawings, MonMNov12, 2001 397312 1 a
UK Conf Damian. doc doc c:\Wisio_drawingsh Mon Now 12, 2001 342016 2 a
FRS RESTRICTED Sp.. doc \Wisio_drawingss MonFeb 25,2002 229376 2 a
4 FRS RESTRICTED.doc  doc c:MWisio_drawingsh Fri.Jan 25, 2002 221696 2 a
UK Service Netwark Bl.. doc \Wisio_drawings, Fri Feb 02, 2002 nna7e4 2 a
L A s UKSN block doc doo o Wisio_draningst Fii ot 19, 2001 102812 2 a
BTI Conf Netwark.doc doc cNWINNTProfileshadministrator. 0014 Des. Thu Jan 31, 2002 151040 2 a
Click ﬁ to find the next occurrence of the

search word. ol '
Edition 1.0 System Build 2.3

System Build 2.3 Edition 1.0

Desktop Folder: POAC Build: Pf 08 ARCSERVE. DOC TDS15* TDS15: Temporary Items:

Word Work File A 606 TDS151TDS15: Desktop Folder: POAC Build: P} 08 ARCSERVE.

TDS, ISD[ BU) TDS Workstation 1: Desktop Folder. POAC Build: P} 08 ARCSERVE.

DOC TDS1Cheryl' s 2nd Zip. POAC Build: P} 08 ARCSERVE. DOC TDS-TDS 1: POAC

Build: POAC P} 08 ARCSERVE. DOC TD515+ TD515: Temporary ltems: Word Work

File A 3534 TDS15- TDS 1: POAC Build: POAC Build: P} 08 ARCSERVE. DOC

Bl

[ ;I"
build found - press F3 for nest occunence MNUM 4
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Part 1 Chapter 4 - Using retrieved data

If there are no more instances in the current file, Wilbur proceeds to the next file in the File List pane.

& Index-docs Wil - wilbur [_ O] x]
File Edit Index Search View Help
D|=(E] 5 8| 8l2=] » &8 DEE| £ 5] 2]
Files Found [ Type [ Folder | Last Modified | Siz= [ Rank [ Atiibutes [ %
conf net.doc doc cATEMPY Mon Dec 17, 2001 470528 1 a
P_08 ARCSERVE.DOC : 2000 267776 a :
F i £ 22 El
STEM men 18, 2 a
oWigio_drawings' Thu Nov 22,2000 1172352 4 a
oWWisio_drawingsh Thu Moy 22, 2001 1172480 4 a
UK Conf Net 25-01.doc doc o:Wisio_drawingsh FriJan 25, 2002 454656 2 a
UK COMFIDENTIAL M... dac o:Wizio_drawingsh Thu Feb 14, 2002 449024 1 a
FIRECREST UK RES dac ©:Wizio_drawingsh Mon Feb 25, 2002 436224 1 a
UK Conf Network.doc doc ©Wisio_drawings Mon Mo 12, 2001 IFN2 1 a
UK Conf D omian.doc doc cWisio_drawings Mon Mo 12, 2001 42016 2 a
FRS5 RESTRICTED Sy... doc o:WWisio_drawingss Mon Feb 25, 2002 223376 2 a
FRS RESTRICTED.doc  doc oWigio_drawings' Fridan 26, 2002 221636 2 a
UK Service Network BL.. doc oWWisio_drawingsh Fri Feb 08, 2002 118784 2 a
UKSH block. doc doc o:Wisio_drawingsh Fri Oct 19, 2001 102912 2 a
BTl Conf Network.doc doc i INNT \Profiles\administiator. 0014Des...  Thu.an 31, 2002 151040 2 a
| | |
djt, Instructions to m a Windows 2000 Multi-Language client PC ﬂ
The procedure to build a workstation from the PDC using a floppy diskette is similar
You will require media marked the "Windows 2000 Multi-language Workstation build
} CD". [Build disc]
join the domain during the build process. While Windows 2000 PC's are being built
Insert the build disc into the new workstation and switch on the PC. The PC will
boot from the build disc to MSDOS 6.2,
This will be extended automatically by the build process later.
Netbeui will be selected by default. This will provide the fastest build speed but
the PC must be on the same subnet as the build server.
Enter the name of the Domain Build account Enter Admin Password Enter the password
for the Domain Build Account Select Locale from list Enter the number of the option -
KT _>lJ
Mulllanguage bulld insHOED doc Modified: Jan 23, 02, 17:44 Size 36352 Attrbutes{a] File 3 of 16 [ [WOM 7

Similarly, to view the previous instance of the search word/phrase, click ﬂ | . Wilbur highlights the previous
occurrence in the same file, or if there are no more in this file, then the last occurrence in the previous file in the File
List pane.

Use | ﬁ | and ﬂ | to move forwards and backwards through the search results.

Note: Remember you can switch Outline mode OFF to view the entire file.
See Chapter 2, Outline mode.

You can also navigate through the files in the File List pane using the Up and Down arrow keys on the keyboard.
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Chapter 4 - Using retrieved data Part 1

Viewing files
Options on the View menu allow you to customise how the files are displayed:

4 htmEdoc. Wil - wilbur

File Edit Index Search |

Dliﬂ-lnl @ v Toolbar

v Statuz Bar
Eont

v Dutline Mumpad +
v Hide HTHL Tags

All Intemational Characters

D EteTest Files

Buick YWiew Ctl 0
Automnatic Quickyview Ctrl M
HeqtFie Etrl Falmn
Previous File Ctrl PgUp
Colurinz >

You are already familiar with the Outline option which allows you to view just the lines containing the search word.
See Chapter 2, Outline mode.

Other menu options allow you:
¢ to view/hide international characters
* to view/hide HTML formatting in html files

¢ view files in Quick View. This application does not support all file types on FIRECREST.
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Part 1 Chapter 4 - Using retrieved data

Opening file

To view the highlighted file in its original application, double click on the file. The file is opened in the appropriate
application:

Example

instructions to buiid a Windows 2000 Multi-Language client FC

The procedure to build a workstation from the PDC using a floppy diskette is similar to
building a standard IT4 workstation.

Pre-Requisites.

The Domain controller at the post must have first been upgraded to contain the Windows
2000 multi-language Work station source. (Supplied by STT)

Touwill require media marked the "Windows 2000 Multi-language Werkstation build /
CD". (Build disc)

Installation

L Disable INI(SE) on the domain.

Onthe PDC double click on d'\ssurcelntse2intseupgradeldisablese.reg

This will dizable Windews INT(SE) funtionalility so that the Windows 2000 PC's can join
the domain during the build process. While Windows 2000 PC's are being built no other
users will be able to change their domain passwords

2. Physically Connect PC to the network
Connect [patch) the new PC physically to the same network as the PDC. ( The boot disk

You can edit, copy, save, print this file in the normal way. Close or minimise the application to return to Wilbur.

Note:  The details held on Wilbur for this file (eg date modified, size) are not updated until
you update the index.
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Chapter 4 - Using retrieved data

Copying files

Part 1

To copy files in the File List to a new location, select one or more files from the File List pane. From the File menu

click Copy To.

& Index-docs. Wil - wilbur
Fle Edt Index Seach Yew Help

1 [=] 3

pl=Bl 2| 2| sl21=] slnlsl s=lE 2= = 2kl

Files Found Type [ Foldet [ Last Modfied Size

&

[ Rark_ [ Auributes
1

conf net doc: cATEMPY Mon Dee 17, 2001 470528

FIRECREST LK RES.
UK Conf Network doc
UK Conf Domian.doc
FRS RESTRICTED Sy.
FRS RESTRICTED. doc

Mon Feb 25, 2002
Mon New 12, 2000
Mon Mo 12, 2001
Mon Feb 25, 2002
FriJan 25,2002
FriFeb 08, 2002
FriOct 19, 2001
ThuJan 31. 2002

436224
397312
342016
229376
2216%
118784
102912
151040

cWisio_dramingsh.
c:Wisin_drawingsh
c:Misio_dramingsh
c:Wisio_dramiingsh
c:\Wisia_dranings\
c:sio_cramingsh,
c:Wisin_dravings\
AWINNT Profileshadmiristrstor. 001\Des.

UK Service Network Bl
UKSN block, doc
BTI Conf Netwark doc

4] |

To select consecutive files:
Click the first file, press the Shift key, click
the last file.

To select non consecutive files:
Click the first record, press the Ctrl key, and
click each file required.

Serial: 12 w00 3rEqU fElxilagqe Loc 'l *"E Egil EMIE'ing "IDIF-IDE _S [0V

Tl
UK CONFIDENTIAL Metwork 14-02.doc Modified: Feb 14, 02, 1545 Size 443024 Attributes(a] File B of 168

»
[EAp INDH [

Llrll=

To select all the files see page 4-15

Browse to the destination in the Save As window:

Type in a File name for the destination file(s). If more
than one file is selected then they are saved to a
folder with this name.

If a folder is copied then all its contents including all
sub directories and their contents are copied, and the
directory structure is preserved.

Save Az
Save in;
My Computer |§| Ruizlip
lzm, Metvaork, Heighborhood (£ Desktop folders
E‘;&h. Microsoft Access [Z3 New Falder
P& Microsoft Excel [Z3 Mew Falder [2]
| Microsaft PawerPaint (23 Mew Falder [3]
i Feachiut (20 New Falder (4]

I
Save I
j Cancel |

File: narne: I

Save az type: I

46
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Printing files

To select a printer or amend the printer set up from the File menu click Print Setup

Automatically Select

To print the file currently being viewed, from the File menu click Print

doc:
. dee CATEMPADocuments', Wed Jan 21, 2002 2 [}
doe eATEMPADocuments', Fiidan 18, 2002 e 2 a
o \Wi_chavengs’s T Moy Z2. 200 nraE A s
doe e \Wisio_deawngts Thu Now 22, 2001 M72400 4 Ll
doe e Wisia_dramsingsh. FiiJan 25 2002 ABLERE 2 a
o \Wi_chavengs’s Thea Febs 14, 2002 R ral 1 s
doe e \Wisio_deawngts MonFeb 25,2002 435224 1 Ll
doe e Wisia_dramsingsh. MonNew 12, 2001 397312 1 a
UF, Conl Domsan doc: o \Wi_chavengs’s MonNev 12200 342006 Zz s
FRS RESTRICTED Su.. dec e \Wisio_deawngts MonFeb 25,2002 223076 2 Ll
FRS RESTRICTED doe  doe e Wisia_dramsingsh. Fiidan 25 2002 el 3 2 a
UF. Servce Networh BL. doc \Wi_chavengs’s Fn Febs U8, 2002 TsRee Zz s
UKSH Block doc. doe @ \Wisio_deawangt’s Fii Qe 19, 2001 102312 2 Ll
BTICord Metwork doc doe e \MWINNT Profileshadmiristrator (01 \Dies. Thudan 31, 2002 151040 2 a

Cdition 1.00  System Duild 2.0

System Huild 7. Edition 1.0

Desktop Folder: POAC Bulld: Pf 08 ANCSEAVE. DOC TDS15% TDS15: Temporary ems:
Ward Work Tile A GO6 TDS151TDS15: Deskop Folder: POAC Duild: Pf 00 ARCSCRVE.
T0E, IS0] HU) TDS Workstation 10 Desklop Folder: POAC Build: Pf 08 ARCEFHVE .

DOC TDS1Ch 2nd Zlp. POAC Bulld: PY 08 ARCSERVE. DOC TDS- TDS 1: POAC

: P/ 00 ARCSCRVL. DOC TDS15+ TDS15: Temporary Items: Word ‘Work
34 TDHE16- TS 12 POAC Huild: POAC Huild: Bf 08 AHCEEHRVE. DOC

Information Retrieval Guide Edition 1.0 4-7



Chapter 4 - Using retrieved data Part 1

Editing files

From the File List menu click Edit. This option allows you to edit the file with the default text editor. The highlighted
file is opened in, for example, Notepad:

Bl P_08 ARCSERVE.DOC - Notepad =] B3
Ele Edt Seach Hel

i m s B,
F4 I o i, <0 m2 0 ianm "

i 1 ] il } “h

4 1] n 1] ]
Gl iin (1]
"y in E: mm &7 »0 ©m

iin d 3 n n H5

BARCservelAbout this SectionBThis section describes how to install and configure ARCserve. ARCserve
is a utility that is used for daily and monthly backups and for restoring lost or corrupted files
from tape.NThe steps required to complete ARCserve installation and configuration are:BPre
installation checksEInstalling ARCserveNConfiguring ARCserveBVhat you NeedlTo perform the ARCserve
installation you need:ER EEEPre-installation Checks BThis section
details the checks you need to make before you install ARCserve. You need to:ECheck the tape driveliC
heck Dr Solomon*s Anti Uirus Toolkit (AUTK) is NOT installedMCheck for a specific user accountBCheck
the correct backup tape is loadedENCheck the Tape DriveNYou need to check that the tape dewice is
installed and configured on the server but that no driver software is loaded as ARCserve installs its
oun tape device driver. To do this: Double-click Tape Devices. The system should tell you a new
SCSI tape device has been found and prompts you to click OK to install the driver. If this happens,
make sure that [driver not loaded] is displayed in the list next to the tape device name. Click
Cancel, then close the Control Panel.B However, if the window shows that a tape driver is installed
and loaded, select the Drivers tab, highlight the driver shown in the list, it should be the only
device shouwn. Select Remove to unload the driver. Click OK.ECheck Dr Solemon’s Anti Uirus Toolkit is
not installed®Dr Soloman's AntiVirus Toolkit (AUTK) should not be installed before you install
ARCserve. If it is installed, all AUTK functions should be switched off. To switch the AUTK functions
of f:E0  Double-click Services. A list of services is displayed in alphabetical order.BScroll doun the
list to see if any Dr Solomon’s services are shoun. If they are, and if Started appears next to them
in the Status column, turn them off by highlighting the service you want to stop, then clicking Stop.
when asked if you are sure you want to stop the service, click Yes. After a few seconds the service
is stopped and the list is redisplayed.Euhen all the Dr Solomon’s services have been stopped, click
Close then close the Control Panel. Creating POAC accountBAt this screen...WDo this .. _EEDesktopll ;I

Note: If the text editor selected is not suitable you can change it in Preferences.
See Part 2, Chapter 1, Wilbur Preferences.
You may find it easier to edit the file in the original application. See Opening file, page 4-5.
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Part 1 Chapter 4 - Using retrieved data

Using file list

The File List can be printed, exported or copied to the clipboard:

Ed\l Index  Search “iew Help

Mew Index Chrl+h ﬁ ﬂ |E|

Dpen Index... Chrl+0
Save Index Chrl+5
Save Index As..

Print. Chil+P
Frint Setup...

Edit Chi+E
Launch Cirl+L
Cope To... F&
Run Command "with, Chl-R

Export File Ligt... Al
Erint File List... Al-P
Copy to Clipboard  AF-C

Preferences.

1 Index-docs Wil

2 C:\Program Files'. . \Local Wil
BAITAT il

4 C:\Program Filesh. . \Moteswil
5 htmbdoc. wil

B Indes-tat il

7 C:\Program Filesh. . ALocal Wil
8 C:\Program Files'. ASOPs. Wil

Exit

Exporting File List

From the File List menu click Export File List. SRRl 2] x]
The list is exported as a tab delimited text file. Savein. | indeses =l gl B
The Save As window is displayed allowing you to | Member Server Ddoc.fil htrndado. off Index-docs
b to a destination for the file and ; [a#] & TRT Ddoc.off htmédac. ski Index-dacs
rowse to a destination for the file and type in a [2] 4l TR o Ddoc.ski himédoe. Wil Index-docs
File name. A THT ski Ddoc.wil hitmédac. wor Indes-tst il

Al THT Wil Ddac.war Index-dacs. fi Indes-tst.0
All THT wor htmtdac. fi Index-dacs.off Indesx-tst sl

el | I3
Save I
Save as type! j Cancel |

File name:
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Part 1

If the .txt file is opened in MS Word the text can be easily converted into a table.

This enables you to easily extract a list of the filenames, file types or directories which you can subsequently use

when building a new index. See Chapter 5 - Indexes.

conf net.doc doc c:\TEMP\Mon Dec 17, 2001 470528 1 a
P_08 ARCSERVE.DOC DOC c:\TEMP\Documents\ Thu Apr 06,2000 267776 10
a
Multilanguage build ins#06D.doc doc c:\TEMP\Documents\ Wed Jan 23, 2002 36352
22 a
[nstalling Windows 2000#5E3.doc doc c:\TEMP\Documents\ Fri Jan 18, 2002 20992
2 a
flow.doc doc c:\Visio_drawings\ Thu Nov 22, 2001 1172992 4 a
Docl.docdoc c:\Visio_drawings\ Thu Nov 22, 2001 1172480 4 a
UK Conf Net 25-01.doc doc c:\Vis
conf net.doc | doc c:\TEMP\ Mon 470528
UK CONFIDENTIAL Network 14-02.doc 2D($(f1 17,
1 a
FIRECREST UK RESTRICTED Network.doc || P-08 DOC ¢:\TEMP\Documents\ | Thu 267776
1 a ARCSERVE. Apr 06,
UK Conf Network.doc doc c:\Vis DOC 2000
Multilanguag | doc c:\TEMP\Documents\ Wed 36352
e build Jan 23,
ins#06D.doc 2002
Installing doc c:\TEMP\Documents\ Fri Jan 20992
Windows 18, 2002
2000#5E3.do
C
flow.doc doc c:\Visio_drawings\ Thu 1172992
Nov 22,
2001
Docl.doc doc c:\Visio_drawings\ Thu 1172480

410
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Printing File List

From the File List menu click Print File List. If more than one file is highlighted then only the selected entries are
printed, otherwise the entire File List is printed. The File List is printed in columns exactly as displayed.

Copying File List

From the File List menu click Copy to Clipboard. The contents of the clipboard can be pasted into MS Excel for
further processing.

ﬁ File Edit Yew Insert Format Tools Data wWindow Help ;Iilﬁﬂ

DeHERY tands- - ez 2 8|8 a) w5

e w0 - BIU|ISEEEE|F %, BB[EE

7 | =]
A [ c [ D [E T F [ & T3

| 1 |confnet.doc doc CANTEMPY Mon Dec 17, 2001 470528 1a I—
| 2 |P_03 ARCSERYE.DOC Dac cATEMPYDocumentst  Thu Apr 06, 2000 267778 103
| 3 |Multilanguage build ins#060 doc doc cATEMP\Docurentst  Wed Jan 23, 2002 36352 2a
| 4 |Installing Yindovws 2000#6E3. doc doc cATEMP\Documentsh  Fri Jan 18, 2002 20932 2a
| 5 |flow.doc doc c:Wisio_drawingst Thu Mow 22, 2001 1172932 43
| 6 |Doct doc doc o Wisio_drawingst Thu Mow 22, 2001 1172480 4 a
| 7 |UK Conf Met 25-01.doc doc cWisio_drawingsh Fri Jan 25, 2002 454656 23
| 8 |UK CONFIDENTIAL MNetwork 14-02 doc doc c:Wisio_drawingst Thu Feb 14, 2002 449024 1a
| 8 |FIRECREST UK RESTRICTED Metwark doc |doc o Wisio_drawingst Mon Feb 25, 2002 436224 1a
| 10| Uk Conf Metwork.doc doc cWisio_drawingsh Mon Moy 12, 2001 3|7H2 1a
| 11 |UK Conf Domian.doc doc c:Wisio_drawingst Mon Moy 12, 2001 342018 2la
| 12 |FRS RESTRICTED Systern.doc doc o Wisio_drawingst Mon Feb 25, 2002 229376 2la
| 13 |FRS RESTRICTED. doc doc cWisio_drawingsh Fri Jan 25, 2002 2216596 23
| 14 |UK Service Metwork Block Diagram.doc doc c:Wisio_drawingst Fri Feb 08, 2002 118784 2la
| 15 |UKSN block doc doc o Wisio_drawingst Fri Oct 19, 2001 102912 2la
| 16 | BTI Conf Metwark doc doc cWWINNTYProfileshadmil Thu Jan 31, 2002 151040 2a

17
| 18 |
119
|20 |
|21 |
|22
123 |
| 24|
|25

T
[4 [« ]» ¥} Sheet1 {Sheetz £ Sheets / 14l

Ready [ [ v i
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Chapter 4 - Using retrieved data

Using file contents

Part 1

Using the options on the Edit menu you can copy data from the File Contents pane, export selected text from a file, or

select everything currently displayed in the File Contents pane.

@ htm&doc Wil - wilbur

File Index  Search
0 Copy Chel+C
E xport Lyl
Select Al Chel-d

Copying data

Drag the cursor over the text in the File Contents pane to select the text you wish to copy. From the Edit menu click
Copy. This text is copied to the clipboard. Paste the text into a suitable application eg MS Word or Notepad.

] MI THT. Wil - wilbus

Ele ESt Index Sewch View Hel

DiE|E| & S| S|A%| al6|&@ 0ws 2] ] 2%

Fies Fourd Ty [ Fuiiee T Lt Mockimed !E-m— Vol
Toenae o o T\ Progran Fies Hetrok Aesoogerina, WedMa 08,2000 1MET 2

asiesd bt o CAWINNTAgptes2aih boe Oct 14,1595

teadintd (] 2000

14, 11 you install the VirusScan soltware lo its

then reinstall it into a different pragram
directory, Microsoft Outloak will not lacate the
extenslon It needs to open the C-Mall Scan
application,

xll=

4-12
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Part 1

Exporting data

This command allows you to export selected text to the end of a text file named export.txt located in the default

Chapter 4 - Using retrieved data

indexes directory C :\Program Files\RedTree\Wilbur\Indexes. This function enables you to extract text from
various files and collect them all together in this file.

3 Al TXT [_[o]x]
File Edit Index Seach View Help
D[E] 2 2] sl2=] alsla& os(s] =] =] 202
Files Found Type [ Folder [ Last Modified [ Size [Rank [ Atrbutes [ Volume
msirn. kst [ e \Program Files\Outiook Expressh Mon Feb 09, 1338 14182 = a
OFREADB.TXT THT c\Program Files\Microsoft Office’ Difice's WedMov 20,1936 17474 3 a
OLREADME.TXT THT c\Program Files\Microsoft Office’ Office's WedMar 11,1998 19662 8 a
rasread.tyt tat cAWINNTAspstem32bras’, ton Oct 14, 1938 52637 5 a
readme. st et c\Program Files\Network AssociateshVinu, ‘wed Mar 08, 2000 53480 25 a
WDREADBTXT TXT c\Program Files\Microsoft Officet Office's FiiJul 11,1337 39708 ] a
4l I N
- You can set ges to Ity d load to the preview pane xt - Motepad
by clicking the Tools menu, clicking Options, clicking the Read i |l S e
tab, then selecting the Automatically Show Messages in the Preview — —
[Pane check box, Pane check box. B
r o - To view the e-mail address of someone who has sent you a message
To view the e-mail address of someone who has sent you a message,| N N z o
double-click the message to open it, then double-click the author's duuhlg click the nessage o open it, then d[.'”hle click the author’s
o A b name in the From field. You can also add this person to your Address
name in the From field. You can also add this person to your Address] Book b ight-clicki th d th licki add To Add
right-clicking the name, and then clicking Add To Address Bg:k Y right-clicking the name, and then clicking o ress
- To view responses to a particular message in a newsgroup, click the
plus sign (+) next to the message. The responses appear indented
below it.
- In mail, you can leave a copy of your messages on the server. To set
this option, click the Tools menu, and then click Accounts. Select
i : " > . the mail account you want to modify, and then click Properties. Click
the mail account you want to modify, and then click Properties. Click the Aduanced tab, and then select the Leave A Copy OF Messages on
the Advanced tab, and then select the Leave A Cop Server check box.
Ll
- You can search for newsgroups that contain specific words in their
e e B s L L nanes. To do this:The Office 97 sounds available in the Microsoft Office 97
ValuPack don’t work if you use Windows NT Workstation 3.51, even
if the Provide Feedback With Sound check box is selected on the
General tab in the Options dialeg box (Tools menu) in the Office
prograns. Note that the sounds available with the Office
Assistant do work with Windows NT Workstation 3.51 if you have
selected the Hake Sounds check box on the Options tab in the
. . 0ffFice Assistant dialog box.Microsoft Office 97 Sounds Don't Work with Windows NT Workstation
1. Highlight the text. a.51
2. From the Edit menu click Export. The
selected text is saved to Export.txt.
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To append more text repeat Steps 1 and 2.

8 All TXT
File Edit Index Search View Help

D[R | 2| sl2=] a5 & Oss] 2] S 2|

File: Found [ Tupe  Folder [ Last Modfied [ Siee [Rark [ awibues [ Wolume
msimn.tat [ c:\Program Files\Dutlook Expressh Mon Feb 03, 1338 14182 3 a
OFREADE.THT TRT c:hProgram FilesiMiciosoft Office\Officel ‘Wed Nov 20,1996 17474 3 a
OLREADME.TXT =T c:\Program Files\Microsoft OfficedOfficel WedMar 11,1338 13662 8 a
ragread bt bt coINN T hspstemn3z2irash Mon Oct 14, 1936 62537 ) a
readme. st kst c:\Program Files\Netwaork Associates\Win WedMar 08, 2000 58480 25 a
WDREADE.TXT T=T c:\Program Files\Microsoft Office’Dfficel, Fridul 11,1997 39706 3 a

txt - Notepad

Search Help

he Office 97 sounds available in the Microsoft Office 97
aluPack don't work if you use Windows NT Workstation 3.51, even|
if the Provide Feedback With Sound check box is selected on the

- To view responses to a particular message in a newsgroup, click the
plus sign (+) next to the nessage. The responses appear indented
below it.

programs. Note that the sounds available with the Office|
Assistant do work with Windows NT Workstation 3.51 if you have]
selected the Make Sounds check box on the Options tab in the
[Office Assistant dialog b

In mail, you can leave a copy of your messages on the server. To set
this option, click the Tools menu, and then click Accounts. Select
the mail account you want to modify, and then click Properties. Click
the Advanced tab, and then select the Leave A Copy 0f Hessages On
Server check box.

PRINTING

- You can search for newsgroups that contain specific words in their
names. To do this:The OFfice 97 sounds available in the Microsoft OFfice 97

Solutions for Printing Drawing Objects UaluPack don't work if you use Windows NT Workstation 3.51, even

4 if the Provide Feedback With Sound check box is selected on the
General tab in the Options dialog box (Tools menu) in the OFfice
For Help. press F1 programs. Hote that the sounds available with the Office

Assistant do work with Windows NT Workstation 3.51 if you have

selected the HMake Sounds check box on the Options tab in the

0ffice Assistant dialog box.Microsoft Office 97 Sounds Don't Work with Windows NT Workstation
3.51

The selected text is appended to the
. g . The 0ffice 97 sounds available in the Hicrosoft Office 97
eXIStlI’Ig eXpOrt.tXt flle: —. UaluPack don't work if you use Windows NT Workstation 3.51, even

if the Provide Feedback With Sound check box is selected on the
General tab in the Options dialog box (Tools menu) in the OFfice
programs. Note that the sounds available with the OffFice
Assistant do work with Windows NT Workstation 3.51 if you have
selected the Hake Sounds check box on the Options tab in the
Office Assistant dialog box.
Microsoft Office 97 Sounds Don't Work with Windows NT Workstation
3.51

Note: You must manually clear the export.txt file.
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Selecting multiple files

From the Edit menu click Select All to select everything currently displayed in the File Contents pane. In Outline
mode this selects the lines containing the search phrase:

@ Index-docs. Wil - wilbur [C[O[x]
File Edit Index Seach Yiew Help

D= B & olr=] s k& oss] 2= =] 2]

File: Found [ Tupe [ Folder [ Last Modified [ Size [Bark [ awibutes [v
‘cont net doc doc CATEMPY MonDec 17,2001 470528 1 a
P_08ARCSERVE.DOC  DOC GATEMPADacumentsh Thudpr0E,2000 267776 10 a
Multlanguage build ins... dac GATEMPADacumentsh Wedlan23, 2002 3632 22 a
Instaling Windaws 200... doc A\ TEMPADacuments’ FiiJan 18, 2002 20932 2 a
flow,doc doc c:Wisio_drawings’ ThuMov22, 2001 1172392 4 a
Doct doc dac & Wisio_drawingst, ThuMev22 2001 1172480 4 a
UK Conf Net 2501 doc  dac & Wisio_drawingst, Fridan 25, 2002 454656 2 a
UK CONFIDENTIAL N... dac e:Wisio_drawings’ ThuFeb14,2002 443024 1 a
FIRECREST UK RES.. doc c:Wisio_drawings’ MonFeb 25,2002 438224 1 a
UK Conf Network dos~ dae o Wisio_drawingsh, MonMow12,2001 337312 1 a
UK Conf Domiandoc  dac & Wisio_dramingst, MonMov12,2001 342016 2 a
FRS RESTRICTED S50 dac & \WisioL drainingss MorFeb 25 20027 2293762 5
FRS RESTRICTED.doc  doc c:Wisio_drawings’ Fridan 25, 2002 206% 2 a
UK Service Netwark Bl.. doc c:Wisio_drawings’ FiiFeb 08, 2002 18784 2 a
UKSN block doc dac & Wisio_drawingst, Fri Det 19, 2001 10z 2 a
BTI Conf Network doc dac e WINNT\Profiles\administrator 0014Des..  ThuJan 31,2002 151040 2 a

Bl

1l ®Eg: n¥ii <1 Loc EUIO Oix zii

Id'inguiE Ub[GOIIE in415! Room
gs [llo'b gl AVEG R'QA@® Loca llinIAE %Z{ Bu

g Ibzlin 0_G AVO &x0R Room b

4 _yl—l
For Help, press Fi i

If Outline mode is switched OFF the contents of the file highlighted in the File list pane are selected. The selection can
be pasted to any other suitable application for further processing or can be printed.
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Similarly, if the focus is on the File List pane, this option selects all the files in the File List:

& Index-docs. Wil - wilbur [_ =] x]
File Edit Index Search “iew Help

D[] 5 2] glA2| » 5|8 uEwB|El <L of 2k

Files Found Fiun Command an files|

Attributes
a

Serial: iz wU0 3rEgU fElxiliqé" Loc 'l °E Egii EMIMing 'IbP=7IbE _S W
19 U@nixil @ 2P0, @@k @1 &{ili 5w Oidi B ¥8X qmi zG0ld Admiral ty Build

=l

a1 o

Run a command with files as parameters CAP [NUM v

This is useful for exporting/copying all the File List entries or sending to print.
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Context Menu

Right click a file in the File List pane to display a menu. This menu provides options which allow you perform

Chapter 4 - Using retrieved data

various operations on the file. Some of these options are not available through the other menus, for example, Add to

Zip, Send To - Mail Recipient

& Local Wil - wilbur [_[O] %]

File  Edit Index Search Wiew Help

D@l = 8| 9|25 «l&|& EBE] 2] 5| 2]

DOpen
New
Frrint
Scan for Minuses
Buick Wiew

B5i4dd to Zip

e3h4dd to Phatodse. zip

Cut 1=J 3% Floppy (4]

LCopy <] Mail Recipient

Create Shortcut @ My Briefcase

Dielete T

Fropeities
1] |
If you are unsure of your rights under this agreement or would like to use an image =]
in a printed book, music CD, album or tape, in software packaging, or in
any for-sale product produced in quantities larger than 100,000 units, please contact _|

PhotoDisc at 206-441-9355, or at license@photodisc.com for more information.

WARRANTIES

PhotoDisc warrants the digital copy of the Image in the form downloaded by you to

be free from defects in material and workmanship for 90 days from delivery. Your

sole and exclusive [T for a breach of this warranty is the replacement of the

digital copy of the Image or refund of the purchase price, at PhotoDisc’s option.

PHOTODISC MAKES NO OTHER WARRANTY, EXPRESS OR IMPLIED, INCLUDING, WITHOUT LIMITATION,
ANY IMPLIED YWARRANTIES OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE. Some
states do not permit the exclusion of implied warranties, and you may have other

rights which may vary from state to state, NEITHER PHOTODISC NOR ITS LICENSORS SHALL

BE LIABLE TO ¥OU FOR ANY GENERAL, SPECIAL, DIRECT, INDIRECT, CONSEQUENTIAL, INCIDENTAL,
OR OTHER DAMAGES ARISING OUT OF THE LICENSE OF THE IMAGES.

GENERAL
All rights to the Image are owned by PhotoDisc and its licensors and are protected

o1 o

PHOTODSC.DOC Modified Oct 16, 36, 23:00 Size 216064 Atnbutes(s] File 1 of 1 NUM 4
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Chapter 5

Indexes

This chapter shows you how to create a new index, and update an existing
index. It also shows you how to schedule automatic updates to an index.
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Chapter 5 - Indexes Part 1

Introduction

All Research Groups have a number of indexes created at installation, which are stored on the server. These indexes
are created from all the files relevant to the group, with standard index properties as defined in Part 2,
Chapter 1 - Configuration.

A user may need to create a new index for a specific purpose. Circumstances which may require you to create a new
index include:

¢ To search on numbers or other characters that are not included in the standard index properties

* Ifasearch is only required on certain file types. It saves time, both when searching and updating, to create an
index to include only those file types

e If files are located in a different area

All indexes have to be updated on a regular basis to ensure the information is up to date. Group indexes are stored
on the server and maintained by the System Administrator. User-created indexes are stored on the workstation and
maintained by the user.

This chapter gives instructions for:
* C(Creating new index

¢  Building an index

¢ Updating an index

*  Scheduling an update
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Part 1 Chapter 5 - Indexes

Creating new index

To create a new index click ’ﬁ on the toolbar. The Index Properties window is displayed:

Index Properties

Tabs

File types

Before you can build an index you need to understand the contents of all the pages on the Index Properties window.
These are described in the following sections.
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Include Files

The Include Files page allows you to specify which type of files are to be included the index. Initially Wilbur displays
all common file types. (See page 5-3). A complete list of these file types is given in Appendix E.

Note: It is not advisable to include all files in this list and then exclude unwanted files in the Exclude Files
list as this creates a huge index. It is better practice to select the files and file types that you definitely
want to search through on the Include Files list and use the Exclude Files to exclude specific files/sub
directories.

Adding an entry

1.
2.

To clear the file types displayed click Clear.
To add a file type click Add. The Include Path window is displayed:

Include Path E3

Enter the paths of files to be included

I Browse |
ak. I Cancel |

Either: Enter a path for the file type. Note how wildcards and subdirectories may be included:

Wildcards

This path can contain wildcards * or ?. See Chapter 3, Search Tools.
eg *.* htm to include all HTML files, or, in the directory name eg C:\admin\rep*\*.doc or in place of the drive
letter eg *:\Admin) to include all local drives

Subdirectories

All subdirectories of a path are included in the search eg C:\Word\*.doc searches C:\word AND all the
subdirectories for document files.

OR

Click Browse to browse to the directory that you wish to select.

5.4
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The Open window is displayed. Browse to the folder you wish to include in the index.

Open
Look in: I w2 (T j gl E

|1 Aciobat3 &) Mzsql? [ Programs

) Compaq @ mydocu™1 (3 Provisia

) Config.Msi (3 Outlook, 98 Setup @ Recycler

-1 Data (23 Pictures st

123 dri [ Postfield (3 Swift_cf

|23 Extras ] Program Files & Sepundo.sav

N i

File name: Ii Open I
Files of wpe: I j Cancel |

™ Open as read-only

Click Open. The path is inserted in the Include Path window:

Include Path E3

Enter the paths of files to be included
IC:\F'F!EIGHAMS\Database'\LivekSt Browse

oK. Cancel Index Properties [ %]
Include Files | Exclude FiIesI Dptionsl Languagel Zip Encryptionl
Click OK. This path is copied to the Include Files window =~ doc

— @ him
C:APROGRAMS D atabaseiLiveStandardWFRON
Delete

Edit
Clear
Copy

Paste

_Dele |
_ e |
&5 |
_Cw |
_pae |

Mote that any changes to these lists take place immediately and
are not reversed by the Cancel button

ak Cancel Spply Help |
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Deleting an entry

To delete a file type from the Include Files list, highlight the path in the list:

Index Properties

Inciude Files I Exclude Filesl Dptionsl Languagel Zip Encryptionl

** doc

Delete

Edit

Clear

Lapy

dulddd;

Fazte

are hot reversed by the Cancel buttan

MHote that any changes ta these lists take place immediately and

0K I Cancel | Sl |

Help

Click Delete. The entry is removed from the list.

Editing an entry

Part 1

Highlight the entry and click Edit. Manually edit the entry or browse to a new path.

Include Path

Enter the paths of filez to be included

Browse |

Cancel |

56
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Copy/Paste

Highlight one or more entries and click Copy. The entries are copied to the clipboard. Click Paste to add entries to
the Include Files list from the clipboard. This is useful when wishing to copy entries from one index to another.

Clear

Click Clear to clear all entries from the Include Files list.

Note:  If you inadvertently clear the list, the Cancel button does NOT reverse the action.
To restore the list:
1. Exit from the Index Properties window,
2. Close the index WITHOUT saving
3. Re-open the index. The original file list that was saved with the index is displayed.

Exclude files

Click on Exclude Files tab. Use this list to specify files that you wish to exclude from the index.

Index Properties [ %]

Include Files ~ Exclude Filss | Options | Languagel Zip Encryptionl

Delete
Edit
Clear

Copy

sl |
_ o |
[E= ]
_&m |
_E=e |

Paste

Mote that anp changes to these lists take place immediately and
are not reversed by the Cancel button

aK | Cancel | Ll | Help |

This page is used in exactly the same way as the Include Files page.
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Options
Click on Options tab. The Options page allows you to specify how the files are indexed.

Index Properties

Notumbers =
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General options

Chapter 5 - Indexes

Option

Select to....

Treat zip files as directories

Index files which are inside Zip archives. These files can be searched in the same
way as any other file.
Note: Do NOT add the Zip files to the Include Files list

Include word counts

Keep track of the number of times search word appears in each file. This value is
displayed in the Ranking column on the File List pane. See Chapter 2.
Note: To save space the system only counts the first 256 occurrences.

Track all files

Store information on ALL the files in directories or subdirectories that are checked
by the system as determined by the Include Files list.

Files explicitly stated in the Include Files list have their contents indexed; other
files in the same directories or subdirectories have the following information only
stored on the index : file name, file folder, size, date modified, and attributes. See
Example opposite.

Field

Enter/Select

Minimum Word Length

A number. This is the minimum number of characters in a word that the system
will index eg if set to 3 no 2 letter words are indexed.

Maximum Word Length

A number. This is the maximum number of characters in a word that the system
will index.

Information Retrieval Guide Edition 1.0
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Additional characters

The normal default characters that can be searched for are A to Z and a to z.

Additional Characters ta Index
Mumbers

Trailing Mumbers Only Others not gtarting word
All Murmnbers I
I

Ok I Cancel Sl Help

The Additional Characters to Index options on this window allow you to extend the characters that are included
on the index.

Field Enter/Select

Numbers Select one of the following options from the drop down list:
No numbers - default
Trailing numbers only - numbers cannot be at the start of a word
All numbers - number characters can be searched in the same way as alpha
characters.
Others anywhere Any non alpha numeric character that you wish to be included in the search.
egs, $
Note: If you specify a character that has a special use, ie any of the following:
*?2 | & () <>:.A+
then this character is no longer treated as a special character.
Others not starting word Any non alpha numeric character that you wish to be included in the search that is
NOT the first character of a word eg %

Warning: If the Others anywhere field contains a decimal point then number searching fails.
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Example: To illustrate the use of the Tracking all files option

Include Files Track all files Result

C:\Programs\*.txt NO The system indexes the content of all *.txt files that are in
directory C:\Programs AND in any subdirectory eg
C:\Programs\Reports\

C:\Programs\*.txt YES The system indexes the content of all *.txt files that are in
directory C:\Programs AND in any subdirectory

AND

The system stores index information on ALL other files in
C:\Programs AND any subdirectory eg *.doc or *.htm files
C:\*.aaa YES The system stores only index information on all the files on
your hard disk, since aaa was chosen as an invalid file
extension.
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Language

Click on Language tab. The Language page allows you to specify international characters for inclusion in the index. If
none of these options is selected, Wilbur indexes only English alphabet characters and the underscore character _.
All other characters are deemed to terminate or separate words.

Additional language characters

If it is possible that the files you are searching contain a foreign language(s) you should click the appropriate
option(s). If the language you require is not listed it is preferable to leave these options unchecked, and enter the
required characters on the Options page in either Others not starting word or Others anywhere. See page 5-10.

Index Properties

Enter Skip file name
without extension.

Leave blank to index
all words
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Word Skip File

Wilbur is installed with a list of common English words that are skipped when an index is built in the interest of
speed and disk space. This file is stored in C:\Program Files\RedTree\Wilbur\skip.txt. The contents of this file are
given in Appendix D.

You can create a different skip file if required. To create a new skip file either copy the existing skip file and edit or
create a new text file. Save the file to the same directory as shown above and ensure it has a .txt extension. The
Create Word Count and Import Skip Word facilities can be used to partially automate the creation of a new skip
file. See Create word count on page 5-16, and Import skip word on page 5-18.

Type in the appropriate skip file name in the Word skip file field to select the skip file used when the index is built.

Do NOT enter the .txt extension. See the sample screen opposite.

Note: Leave this field blank to index ALL words

DOS Style Text Files

Unless you are sure that the files you are indexing have been created by DOS programs, do NOT tick this checkbox.
Windows based programs, such as Notepad, create text files that use the Windows style of international characters. If
you tick this checkbox Wilbur assumes that any text file should have DOS style handling of international characters.
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Building an index

Having selected the properties for the new index you are ready to initiate the build. The Wilbur build utility scans all
the files as specified in the Include/Exclude file lists, and builds an index according to the Options/Language/Zip
encryption settings on the Index Properties window.

1. Click OK on the Index Properties window.

Index Properties [ ]

Include Files |Exc\ude F\\esl Elplmnsl Languagel Zip Enclypl\onl

rdoC Add

Nate that any changes ta these lits take place immediately and
st ot 1sversed by the Cancel button

[ oK@ —twmea | [ e | Click to start build

2. The Status bar shows the progress of the build:

-
4 3

Bytes: 112527 Indexing: c:%\Program Files\CompaghCpgwebDmit\DMIAGENTHENGY @ T st o
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3. When the build is complete a message is output showing the total number of files scanned, number of files
indexed, number of unique words, and time taken to index.

wilbur

Murmber of files = 15401

MHumber with contents indexed 88

Murnber of unique waords = 7520

Murnber of bytes = 1013918

Indexing time hours: 00, mine: 00, sece: 30

Do pow vaish bo save the index nght away?

Click Yes.

4. The Save As window is displayed. Browse to C:\Program Files\RedTree\Wilbur\Indexes to save the index
and enter a name.

Save As K E3
Savein: | indeves =l = e

Al THT il
Ddac Wil
htmifdae. il
Index-doc:s Wil

Indes-tat Wi

File name: | ntitled '

Save I
Save az type; IWiIburInde:-: [ il j Cancel |

Note 1: This index is added to the list of available indexes on the Searching window.
See Chapter 3, Selecting an index.

Note 2: A shortcut to an index file can be created and placed on the desktop.
Double clicking the shortcut opens Wilbur with that index loaded.
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Creating word count

This facility enables you to create a file of all indexed words and the number of times they occur, in effect a
concordance. See Chapter 9, Creating a concordance. This information can be used for:

¢ data mining

e data cleanup

¢ translation and language manipulation

¢ context analysis

The word count identifies the common words in your index, and you may wish to create a skip file to include these

words. To create the word count file:

1. From the Index menu click Create word count. The Word Count window is displayed:

Word Count E

Results File I Brawss .
Cinhy list words that appess in more than the Ign
following pecentage of files

L% | (s

2. Enter the path for the target file in the Results File field or click Browse to browse to the path where the target file
is to be saved. The Save As window is displayed:

Save As BEE
Save in: Ia Temp j g| IE;

_istmpU.dir CAworda.0
Backup

Default

Documnents

Ve

Wwilbur unzipped

File: name: IFrench.th Save I
Save as upe I j Cancel |

3. Enter a filename for the Word count file. Click Save.
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4. Enter a value in the next field to list only words that appear in this percentage of the files.

eg avalue 100 would only include words that appear in 100% ie ALL the files,
a value 0 lists words that appear in any file ie ALL words

‘Word Count

Fiesults File | CATEMPYFrench.tat

Percentage of files in which
words must appear

Orly list words that appear in mare than the |2D o—

following pecentage of files

(.4 Cancel |

Click OK

5.  When the file is created a message is displayed:

& Count File Created

Click OK.

6. Open the text file created. It contains a list of the common words, followed by the number of files, followed by
the total number of occurrences of the word.

File  Edit Search Help

8¢, 47,271

xii 50,374

T n@rs 1* number: Number of
s

¢3,47,218 files containing word

i, 47,264

0e,49,278

#6,51,324

qif, 47,413 o7 humber: T 1

ki, 46 . 20@ umber: Tota

50,45 ,294 number of occurrences

iii,55,395 of word

dd,63,486

1c,53,398

CcC,U45,226

ic,u6,318
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Importing skip words

This facility allows you to append a plain text file of words to the current skip file. You could, therefore, create a
Word Count file, edit out any words you do not want skipped, and then import this file. This would append the
additional words in the word count file to the current skip file. Duplicates are ignored.

Note 1: Only the first word of each line is read from the text file, therefore the numbers in a Word Count file
are ignored.

Note 2: Do NOT use this command with the standard skip file skip.txt unless you have a backup. You do not
want to overwrite this file.

To check which skip file is current, click _| Click Language on the Index Properties window. The current Word
Skip file is displayed.

To import text file:

1.  From the Index menu click Import skip words. The Open window is displayed:

Open

Look in; I £ Temp

_istmp(.di [(Awords.0
Backup rench, bt
Drefault

Documents

Vhe

Wilbur unzipped

File narne: IFrench.tr:t Dpen

Files of type: I ﬂ Cancel

[ Open as read-only Help

i

Browse to the Word Count file you wish to import. Click Open.
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2. A message is displayed to show that the import has been successful:
wibu |

& Impart successiul

Click OK. The words in the imported word count file are added to the skip file attached to the current index.

File  Edit Search Help
windouws
type
background
images
style
clear
value
microsoft
text

dtd

htm

right
public
time
content
|h,."‘ Tuetiva
ec

xii
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Updating an index

It is important to regularly update your indexes. The Wilbur update facility scans your disk for files that have been
modified since the index was built and updates the index accordingly. An update is quicker than a rebuild of the
index, and unless new folders have been added to the index, you should use the update facility. However, all
indexes should be rebuilt at least once a week. Indexes can be updated/rebuilt manually or automatically as
described below:

Manual update

Use the manual update:
* when you have made amendments to one or more files in the index
* prior to performing a search on the index

* when a scheduled update has been skipped

1. Click El to update the current index. The progress of the update is shown in the Title bar and Status bar:

— O [-[o[x]
File Edt Index Seaich View Help
oj=8]| B =] =R EiEE s 2T ] whe
Files Found [ Tups [ Folder [ Last Modified [ Sie [ Fank [ buibutes [ Volme |

COM DOC DOT XL? MD? ¥XD 386 S¥'S BIN RTF OBD DLL SCR OBT PP? POT SHS MPP MPT XTP -
COM DOC DOT XL? MD? ¥XD 386 S¥'S BIN RTF OBD DLL SCR OBT PP? POT OLE SHS MPP MPT XTP
Percentage of

update completed

v

ol | r
L @ \Undsting27x [ [NUM 7
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When the update is complete, a message is displayed:

2. Click OK.

This update is reflected in the Index Properties information at the bottom of the Searching window:

Searching - SOPs Wil

Date built or updated
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Manual rebuild

Use the manual rebuild:
* when you have made added/deleted one or more folders to the index

* when a scheduled rebuild has been skipped

To manually rebuild an index click I_l The progress of the build is shown in the Title bar and Status bar, and
when the build is complete a message is displayed:

Mumber of filez = 1106

Mumnber with contents indexed 1101
MHumber of unique words = 20516

Mumber of butes = 5574383

Indexing time hours: 00, mins: 00, secs: 27

Do pou wizh to zave the index right away?

The Index Properties information is also updated. See Step 2 above.

Note: A manual update/rebuild is completed even if a scheduled update is running.

Automatic update/ rebuild

Use the automatic update/rebuild to perform regular updates. Indexes can be updated or rebuilt automatically using
the scheduling facility. See Chapter 6, Scheduling an update/build.
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Chapter 6

WilburUtil

This chapter describes the WilburUtil facility. It allows you to schedule
updates to indexes and rebuilds of indexes.
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What is WilburUtil?

WilburUtil is a small companion program to Wilbur which allows you to schedule updates to indexes. It is installed
on the Start menu, which places an icon in the tooltray when Wilbur is opened:

iﬂStﬂnl 2 Personal Folders—Mi...l |<ﬂ-f:}§,§ :5:06 Ph

Right click this icon for a menu:

Mote

il

wdilbur 2nd Copy
Schedule

E xit

Cahcel

1OS041

From this menu you can:

¢ Launch Wilbur

¢ Launch a second copy of Wilbur

¢ Launch WilburNote - See Chapter 7 - WilburNote

e Exit from WilburUtil - this removes the icon from the tooltray

e (Cancel - close the menu
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Scheduling an update/build

How often you update or rebuild your indexes depends on how often the files are modified and how large the
indexes are. Both these tasks can be scheduled to run automatically run using the WilburUtil application.

Click Schedule. The Schedule window is displayed:

Schedule

Time of next wn Index

A

Remove

E dit

il

Use this screen to:

* add an index to the schedule

¢ remove an index from the schedule

e edit the schedule details for an index

Information Retrieval Guide Edition 1.0 6-3



Chapter 6 - WilburUtil Part 1

Adding an index

To add an index to the schedule:

1. Click Add. The Schedule window allowing you to enter schedule details is displayed:

Schedule %]

Index I Browse |

Start Time Igg; 0o

Interval I'I

[Muzt be less than 45 daps)  Minute

0K I Carcel | Just update T

2. Type in a path for the index
OR

Click Browse to C:\Program Files\RedTree\Wilbur\Indexes to find the index that you wish to schedule for an
update/rebuild.

Open

Look in: I 23 indexes
Mates. wil

A THT il
Ddac. Wi
htmidac. wil
ndex: Wi

L

File name: IInde:-:-chs.WiI Dpen I
Filez of tupe: I\-\-’ilburlndexes [ wil] j Cancel |
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3. Click Open. The selected index is displayed in the Schedule window.

Schedule

Index IC:\F’rogram Files\FedTreeiwilburtinds Brawse |

Start Time IE;DD

Interyal |1 " Hour
[Muszt be lezs than 45 days] 1 Minute

oK I Cancel Just update [~

Field name Enter or select

Start Time The time that the index is to be updated. The system saves the time in the
format hh:mm:ss eg 06:00:00

Interval Unit Select the appropriate unit:
Day, Hour or Minute

Interval A number.

The Interval and Interval Unit together give the frequency of the update.
Note: If the Interval Unit is Day, the Interval must be less than 45.

Option Select to.....

Just update Limit the scheduled task to updating the index(es).
Leave blank to rebuild the indexes.

4. The index is shown in the Schedule window. Repeat from Step 1 to add more entries for automatic update.

Schedule [ x|
Time of nest rwn Index

03/03/02 06:00:00  C:\Program Files\RedTree\wilburiindexesh ndes-docs Wil

Remove |
Edit |

ok | Cancel |
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Removing an index

To remove an index from the schedule:

1. Highlight the entry in the Schedule window

Schedule [%]
Tirne of nest e Index

-4 Program FilestFedT reetwWilburiind
C:\Program FileshRedT reetWwilburlind

oK I Caniel

2. Click Remove.
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Editing the schedule

To edit the schedule for an index:

1. Click Schedule on the WilburUtil menu. See page 6-2.
2. Highlight the entry you wish to edit:
3. Click Edit.

03402 14:14:00 oaré
13/03/02 16:45.00 \Progra
13/03/02 16:50:00 C:\Program Files\RedT reevw/filburindesesihtmbdoc Wil

4. Make any changes and click OK.

Chapter 6 - WilburUtil
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Running the schedule

Providing WilburUtil is running, the update or rebuild runs at the scheduled time. If a schedule is set to update or
rebuild several indexes and one is still running when the next one is due to start, the index not started is skipped ie

the update is not run.

Warning: No message is displayed to tell you when an index update has been skipped.
You must check that the scheduled update has run before using an index.
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Chapter 7

WilburNote

This chapter describes the WilburNote utililty. It allows you to record
notes/reminders electronically.
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What is a Wilbur Note?

WilburNote is a Post-it type mechanism used for recording ad-hoc material quickly. It still uses Wilbur to retrieve the
information lodged in each Post-it entry. There are a number of issues to be aware of when using this utility:

¢ The Post-it record is stored on the C:\ drive of the workstation on which it was created. It does not follow you
around if you have a number of workstations that you use frequently.

* The records created are simple Textpad files with no formatting.

* The saved files are viewable and editable by all other Users. To secure them would require setting the NT
Permissions manually.

The Post-it records are stored as files with the following filename format:
C:\Program Files\RedTree\Wilbur\WNyyyymmdd_nnn.txt

where yymmadd is the system date and nnn is the increment of the file saved that day.
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Creating Wilbur notes

1. If WilburUtil is active, right click the Wilbur icon on the tooltray:

gMstart| RiPersonal Folders-Mi.| &S soapM

2. From the menu click Note.

Mote

Wwilbur

Wwilbur 2nd Copy
Schedule

E it

Cancel

LOSO40i

# wiburNote [_TO[ =]
File

® [

3. The WilburNote window is displayed:

Type in any text and click OK.

Note: You may wish to create a shortcut for

WilburNote on the desktop  wibumoe.nk  to point to
C:\Program Files\RedTree\Wilbur\WilburNote.exe

u]: I Cancel
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Creating Post-it index

To be of any use your Wilbur notes need to be included in an index so you can search on them. Using the
instructions in Chapter 5 for creating a new index, create an index Post-it as follows:

Part 1

1. On the Include Files list include the path to the WilburNote files: C:\Program Files\RedTree\Wilbur\WN*.txt
Index Properties [X]
Include Files | Exclude Files| Dptions' Language' Zip Encryptionl
Delete |
Edit |
Clear |
Copy |
Paste |
Mote that any changes to these lists take place immediately and
are not reversed by the Cancel button Include Files  Exelude Files I Dptionsl Languagel Zip Encryption |
Add
Delete |
Ok, | Cancel | Ll | Help |
Edit |
. . Clear
2. On the Exclude Files list exclude all sub-folders: Lo |
C:\Program Files\RedTree\Wilbur\*\ Cepy |
Paste |
Mate that any changes to these lists take place immediately and
are not reversed by the Cancel button
QK I Cancel | Appll | Help I
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3. On the Options page ensure Track all files is unticked:

Index Properties

Al Mumbers =

%

Index Properties

4. On the Language page remove the Word skip file
reference:

5. Click OK.
6. Save the Index as Post-it. Wil.

7. Create a shortcut for the Post-it. Wil index on the Desktop:

)
Postlt.Wil.Ink to point to
C:\Program Files\RedTree\Wilbur\indexes\Post-it. Wil

Chapter 7 - WilburNote
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Updating Post-it index

To be of any value, the Post-it. Wil index must be frequently updated. This can be done manually, or as is
recommended, scheduled using WilburUtil. See Chapter 5, Scheduling an update for instructions.

Example

A schedule is set for a 10 minute update as the user creates Wilbur notes on a frequent basis.

Schedule

Index

Start Time |D3;|JD:DD

Interval |1 ]

[Muzt be less than 45 daysz) & Minute

oK I Cancel Just update [V

The Update process takes under a second and is totally automatic:

Schedule 1]
Time of next wn Index
05/03/2002 18:30:00 C.\Program Files\RedT reevwilburindexes"Postit wil @ - ; Scheduled update for Post-it

06/03/2002 18:31:00 C:\Program Filez'RedT reeWilburindexes Kenpa wil index
06/03/2002 18:52:00 C:\Program Filez\RedT reeVwWilburtindexes\KenpaZ 'wil

06/03/2002 19:00:00 C:\Program Filez\RedT reeiwWilburindexes Full ADS Wil Remove |

06/03/2002 19:17:00 C:\Program Filez'RedT reeiwilbutindexes Kenpa wil

07/03/2002 01:00:00 C:\Program Files\RedT reehwilburtindexes Al il Edit |

07/03/2002 03:00:00 C:\Program Files'RedT ree\wWiburindexes\Practice Wil

10/03/2002 03:11:00 C:\Program Files\RedT reewWilburindexes w/ords.wil

oK Cancel
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Editing a WilburNote

To edit a WilburNote:

Chapter 7 - WilburNote

1.  Open the WilburNote index. Right click the note in the File List:

o hoewid - witonr ]
T [ Indee Sowsh Yiew Heb

Dl=E| 7] 8| SlA|%)| »lk| &l EIQIEI&IT_I_I_I
[Fosrond — Tipe [rom b

[ Rk Imn [Vohme |

WNZIGFR_7 bk

n 1
n r 1
b, 5 1
n T 1
\ 1

2. Click Open.

3. The WilburNote is opened in the default text editor. Make the amendments.

B wN20020318_3.txt - Notepad
File Edit Search Help

Dates September 2008, NHovember 2081

Times 18:80, 14:00 18:00

Broune, HMarkes, Green, Travers

4. From the File menu click Save. Click Exit.
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Deleting a WilburNote

To delete redundant notes

1.  Open the WilburNote index. Right click the note in the File List:

[ Lt Index Seach Yiew Heb
D=8 & 8] sl2|@| al&|8| melE = 2] 2pe]

Fiet Found Tips Ian Imrw [see  [Rark Imm [Vohme |
WNANLXIE_2 b o 117 g %

2. Click Delete. A confirmation message is displayed:

Confirm File Delete

Are pou sure vou want bo send "W 20020318 7 txt’ ko the Recucle
Bin?

Mo |

3. Click Yes. The file is removed from the File List.
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Chapter 8

Manipulating BRS
records

This chapter describes how to use the BRS template for
viewing/updating/creating BRS records.
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Introduction

Part 1

Each BRS record migrated from ARAMIS is held on FIRECREST as a Word document comprising keywords and data.

These BRS records are identifiable by ** (two full stops) preceding the keywords. Indexes of these BRS records are

created for each Research Group at installation, and these indexes can be searched using Wilbur as described in

Chapter 3 - Searching.

Additionally, to facilitate the manipulation of these records, a template has been created to allow you to reformat the

BRS documents, separating the keywords from the data.

BRS template

The MS Word template BRS.dot is placed in the Startup directory of MS Word, which creates an extra toolbar called

BRS.

To view the BRS toolbar right-click in the toolbar region at the top of the MS Word window, or from the View menu

click Toolbars. The toolbar menu is displayed. Ensure BRS is ticked.

|7 Standard
|7 Farmatting
AutoText

Control Toolbax
Dakabase
Drawing
Farms
Picture
Reviewing
|7 Tables and Borders
Visual Basic
Web
Wordfrk
|T Annoyances
I~ EE—
Consular

Reqgistry

Custarnize. ..
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BRS toolbar

The BRS toolbar provides three buttons:

e Wilbur
¢ BRSIn
e  BRS Out

“ Wlilnr | BRS In | BRS ok |

Wilbur button

This opens a second or subsequent instance of the Wilbur application, using the Local. Wil index. The search
performed is dependent on what is under the MS Word cursor or has been highlighted when the Wilbur button is

clicked:
1. If the cursor is on a word, it automatically places that word in the Contains field and searches for that word.
Example
docujment records
The word document is under the cursor; the Contains field shows document.

2. If aword is highlighted, it automatically places that word with an asterisk in the Contains field and searches for
that wild-carded word.

Example
records
The word document is highlighted; the Contains field shows document*.

3. If a phrase is highlighted, it automatically places that phrase within double quotes in the Contains field and
searches for that quoted phrase.

Example

document records

The phrase document records highlighted; the Contains field shows “document records”.
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BRS In button

The sole function of this button is to take a BRS record and place the BRS Keywords in the left column of a table with
the related information in the right column of the table. This allows:

* Keywords to be easily identified.

* Information to be quickly highlighted separately from its Keyword, for copying and pasting.

BRS Out button

This allows you to update a BRS record to be updated, clone a BRS record to a new record or a create a new BRS-
type dataset.
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Amending BRS records

1. Using one of the BRS indexes created for your group, perform a Wilbur search to find files containing the
required data.

Searching - Kenya2 Wil
r— Blank fields match all files in a category
Containz j
File Mame I
Falder Mame I
Last Modified  After I Before I
Size Min I [ I
Altributes I
™ Reverse Search ™ Use Soundex
FileT emplate I j Ett
& Kenya wilbur 9 [=] B3
Clear Template | SaveTemplate | DeleteTemplate | File Edt Index Search ¥isw Help
D@l & & S|A2| alE|&l Dw|s| 2] 5| 20|
Change to Index: I j Files Found [ Rack [ Type T LestModfied [ Size Attibutes | Yolume | Foid
KEN'A 1937 doc 1 doc Thubug 31,2000 3314176 ¢ s
K5 KS5 KDn KSn 19331007 20011215 121242.doc 1 doc Tue Mar 12,2002 2004 e
(] 3 I Cancel | K5 KS5 KDr K5n 19991007 20020312 120804.doc 1 doc: Tue Mar 12,2002 2002 it
kS KSS KDn KSn 19391007 - 20011218 121242 doc: 1 doc TueMar12,2002 2009 s\e
Last indexed Tuesday, March 12, 2002 at 1252 | | ]
by
Mumbers Anpwhere ..Document-Number: iI
Intemational Characters + "£4"" + %" 000000000
Wi/t 2 wiord size 2 - 16 ~SRCE:
KS K35 KDn KSn 19991007
..CLAS:
UNCLASSIFIED
..DATE:
0610799
UNTL:

2. With Outline mode switched OFF, the BRS BT

. . . . KEN'YA 8182. Kenya. Corruption. Simeon Nyachae said that he had decided to leave the governm
record 1S dlSplayed mn the Flle Contents Pane- rather than accept demotion after he had found a secret fund of Shs 229 million. His had
been constantly tapped and police followed him evenywhere. He had discovered the criminals were pl
the country. He had been trying, as Minister for Finance to retire mean financial controls on cutting
down on spending when he was suddenly told that he was being removed to the Ministry of Industrial |
The reason he was moved was because he had been vigilant in fighting corruption. The Committee's
also mentioned Biwott & Saitoti in connection with a failed Soya bean project which lost more than shil
800 million. Biwott wanted his name removed from the report but was warned by the Speaker not to me
himself the subject of debate in this he was ready to face the consequences. Biwott said he was not
connected with the project and the Report was incorrect. The Public Accounts Committee also reported
that the Asian tycoon, Ketan Somaia, had again defied a summons to appear before it. [KDn) [Kenya In

8183. Kenya. The Assistant Minister for Home Affairs, Heritage and Sports and KANU MP for Msan
Marere Mwarapayo Mwachai, faced bankruptcy after the High Court placed a receiving order on her est
She could only escaped bankruptey if her estate proved sufficient to offset her debts. Otherwise she
would be disqualified from being an MP. She had failed to pay a debt of Shs572,515 to an official of
jilElEmi"" Commission of Kenya who had been the returning officer when she had challenged the liE'LI
L] 3
K5 K55 KDr KSn 13391007 20011218 121242 doc Modified: Mar 21, 02, 16:32 Size 2004 Attributes(a] Fils 2 of 4 '_'_ 2
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3. Double click the file in the File List to open the BRS record in MS Word:

. .Document-Number:
000000000
.SRCE:
KS KSS KDn KSn 19991007
.CLAS:
UNCLASSIFIED
.DATE:
06/10/99
.UNTL:

.TEXT:

KENYA 8182. Kenya. Corruption. Simeon Nyachae said that he had
decided to leave the government rather than accept demotion after he
had found a secret fund of Shs 229 million. His telephones had been
constantly tapped and police followed him everywhere. He had
discovered the criminals were plundering the country. He had been
trying, as Minister for Finance to retire mean financial controls on
cutting down on spending when he was suddenly told that he was being
removed to the Ministry of Industrial development. The reason he was
moved was because he had been vigilant in fighting corruption. The
Committee's report also mentioned Biwott & Saitoti in connection with
a failed Soya bean project which lost more than shillings 800 million.
Biwott wanted his name removed from the report but was warned by the
Speaker not to make himself the subject of debate in this he was ready
to face the consequences. Biwott said he was not connected with the
project and the Report was incorrect. The Public Accounts Committee
also reported that the Asian tycoon, Ketan Somaia, had again defied a
summons to appear before it. (KDn) (Kenya Internal).

8183. Kenya. The Assistant Minister for Home Affairs, Heritage
and Sports and KANU MP for Msambweni, Marere Mwarapayo Mwachai, faced
bankruptcy after the High Court placed a receiving order on her
estate. She could only escaped bankruptcy if her estate proved
sufficient to offset her debts. Otherwise she would be disqualified
from being an MP. She had failed to pay a debt of Shs572,515 to an
official of the Election Commission of Kenya who had been the
returning officer when she had challenged the election of the then MP
for Msambweni, Kassim Mwamzandi, when she, as a Democratic Party
candidate, had challenged his victory in the December 1992 General
Election. (KS)
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4. Click BRS In button on the toolbar to format:

. .Document-Number: 000000000
. .SRCE: KS KSS KDn KSn 19991007
..CLAS: UNCLASSIFIED
.DATE: 06/10/99
. .UNTL:
.TEXT: KENYA 8182. Kenya. Corruption. Simeon Nyachae

said that he had decided to leave the government
rather than accept demotion after he had found a
secret fund of Shs 229 million. His telephones had
been constantly tapped and police followed him
everywhere. He had discovered the criminals were
plundering the country. He had been trying, as
Minister for Finance to retire mean financial
controls on cutting down on spending when he was
suddenly told that he was being removed to the
Ministry of Industrial development. The reason he
was moved was because he had been vigilant in
fighting corruption. The Committee's report also
mentioned Biwott & Saitoti in connection with a
failed Soya bean project which lost more than
shillings 800 million. Biwott wanted his name
removed from the report but was warned by the
Speaker not to make himself the subject of debate
in this he was ready to face the consequences.
Biwott said he was not connected with the project
and the Report was incorrect. The Public Accounts
Committee also reported that the Asian tycoon,
Ketan Somaia, had again defied a summons to appear
before it. (KDn) (Kenya Internal).

The information is now formatted into a table separating keywords in the left column, and data in the right
column. Edit the data as required.

5. To save the changes click BRS Out button: Create or Update Record, or Cancel <]

Do pow want a new record of the changes created?
ez to create a new record, retaining the old one;

Mo bo avenarite the cunrent record;
Cancel stops and returnz to the document.

Mo | Eancell
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6.

Part 1

Click Yes to create a new record. The system replaces the date and time information in the file name with the

current system date and time. The old record is retained.

Save As

Save in: ||:| Temp

= &) &) o [e

[ 7]

Exceld.0
gmccavitt
mganney
mhorne
pwhitehead
Whe
Wordd.0

Save I
Cancel |
Options... |
Save Yersion... |

Today's date and time in
format:

File name:

Save as type:  |MS-D0S Texk (%, Exk) j

yyyymmdd hhmmss

OR

Click No to overwrite the existing file with the changes.

Save Az

deleldll=

Save in: I[:l Temp

(7]

Excels.0
graccavitt
mganney
mhorne
pwhitehzad
Vhe
Wordd. 0

File name:

Save as type: IMS-DOS Text (*.bxt) j

Save I
Cancel |
Oplions... |
Save Wersion. .. |

Note: The date/time information is NOT changed.
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OR
Click Cancel to return to the record without saving.

7. Click Save to save the record

In practice, the file is saved as a text file and then renamed to an MS Word (*.doc) file to ensure there is no
spurious MS Word formatting copied over into the BRS record. BRS records are therefore small, clean and easier
to read.

If you click Cancel on the Save As window the following message is displayed:

Microsoft Word

& This document contains Formatting that cannat be saved in text format, Do vou want ta save changes to "KS KSS KDn KSn 19970125 - 20011218
120955, doc"?

o | Cancel |

Click Yes to revert to the BRS word document.
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Chapter 9

Hints & tips

This chapter provides additional information that you may find useful
when you are more familiar with the Wilbur application.

Information Retrieval Guide Edition 1.0 91



Chapter 9 - Hints & tips

This chapter provides instruction for:

Creating shortcuts

Building an index to find Wilbur help files
Deleting indexes

Generating list of folders

Creating a concordance

Searching on dates

Part 1

92
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Creating shortcuts

It is useful to create shortcuts in your desktop for indexes that you use frequently. To do this:

1. Click Start, Programs, Windows NT Explorer

2. Navigate to C:\Program Files\RedTree\Wilbur\Indexes

3. Right click the index .Wil file:

Chapter 9 - Hints & tips

Mame | Size | Type | M odified | Aftribukes |
. S0Pz Wil 1BEKE  wilbur Index 07 /03702 12:37 &
SOPs.ki 32KB 5Kl File 07 /0302 12:36 &
SO0Psz.off 1,024KB  OFF File 21/02/02 1218 A
SOPfil 1,024KB  FIL File 21/02/02 1216 A
. SOPz.wor 1288 'w'OR File 210202121 A
“wilbur Indes 30/01/0217:09 &
Spreadshests fil edd to Zip FIL File 304014021700 A
Spreadsheets.off. e4dd to S preadshests. zip OFF File 30/01/02 16:59 A
Spreadsheets. ski SKI File 30/01/02 16:59 A
Spreadshests.wor) Send Ta » | "wOR File 30/01/02 16:59 &
AIDOC and TRT 10 weilbur [ndes 30401402 16:21 &
[ &0 DOC and T32T. Eo;:_l,l OFF File 30401402 16:20 &
[#] 41 DOC and TT. = FIL File 30401402 16:20 &
&I DOC and TXT.| Create Shartcut WIOR File 30401402 16:20 &
[ 8] 41 DOC and TT. | Delete Sk File 30401702 16:20 )
Rename
Properties
] Mame I Size I Tupe
W] S0P Wil 1BEKE  wilbur Index
a SOPs.ski 32KB 5K File
@ SOPs.off 1.024KB  OFF File
@ SOPsfil 1.024KE  FIL File
4.  Click Create Shortcut. A shortcut is created in the same 2] 50Ps wor 18£8 w/OR File
. a Spreadshests Wil 165KE  Wwilbur Index
folder: 2] S preadsheets.fi 1.024KE  FIL File
@ Spreadshects. off B4KE  OFF File
@ Spreadshests.ski 32KB 5K File
@ Spreadshests, wor 128KE  WOR File
a A1D0OC and TAT wil 1BEKE  wilbur Index
@ AID0C and THT.off 512KB  OFF File
a AIDOC and T=T.fil 1.024KE  FIL File
@ a1D0C and TAT.war 2.048KE  WOR File
@ AI00C and TxT.ski 32KE 5Kl File

cut to Spreadshe

KB Shortcut
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5. Place the cursor on the shortcut, click and drag to the desktop.

6. The shortcut icon appears on the desktop:

7. Double click this shortcut to launch Wilbur with this index open. If Wilbur is already running, this index is
opened ready for searching:
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Wilbur help index

The Context Help tool provided on the application does not work. Its function is to enable you to select this

tool and place the ? over a toolbar button or menu item and jump to the relevant page in the Wilbur Help files.
As a workaround, you can build an index to include only the Help files, then search that index. To do this:

1. Build a new index to include files C:\Program files\RedTree\Wilbur\Help\*

Index Properties

.\ Prooram Files\Ped] restwilburtHelnh?

Information Retrieval Guide Edition 1.0 9-5



Chapter 9 - Hints & tips Part 1

2. Set the Options as follows:

Index Properties

&l Murnbers -]

Index Properties

3. Include all international characters and do not use a
skip file.
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4. Save the index as WilburHelp.wil

5. Create a template on this index to find all html files and give it a suitable name.

Searching - WilburHelp Wil

Chapter 9 - Hints & tips
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Using the WilburHelp index

You can use the WilburHelp index to find the appropriate Wilbur help file.

1. Enter a search phrase in the Contains field:

Searching - WilburHelp. Wil

frares ]

[
[
[ el
I

The files containing this search phrase are
listed:

Astomation Poutines

Cantacting
Us

Aedfiee
Hame

D Mt Comenand
5enrch Wens|

The ScarchfFind Next command leaks for the next instance of he soeght
aihier text. The search starts irsm the carser location in the contends

pone snd procesds dewnwaids, Il there are ne more occurences of By
]

wutds i the search phinas. Wilhur will proceed to the mex il

i the fist
1 you wish te halt & sesrch, simply press sny key an the keybosd
it elick the muusr in cither panc,
Shadtcuts

Toolbsr:

%——-—m
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3.

Select the relevant file from the File List and double click to open:

3 File List Columns - FCO Intranet Browser [_ O] %]

J File Edit “iew Go Favorites Help ‘

J@.ﬁ.@@ﬁ@@ B &

Besh FEorard Stop. Refresh Home Search  Favortes  Histow  Channels | Fullscreen  Mail Print Edit

JAddless I@ C:\Program Files\RedTreetw/ilbursHelp\findnest. htm ﬂ H Links
-

Find Next Command
(Search Menu)

The Search/Find MNext command looks for the next instance of the sought after
text. The search starts from the cursor location in the contents pane and
proceeds downwards. If there are no more occurrences of any of the words in
the search phrase, Wilbur will proceed to the nest file n the list

Hithor an the
Hel

Help Contents TFyou wish to halt a search, simply press any key on the keyboard or click the st

mouse in either pane.
General

Dission Shortcuts

Display
+ Toolbar:

Mise Keys: F3

Wl

3 ,_'_,_ M Computer

The Wilbur help file is opened in the Internet browser.

Chapter 9 - Hints & tips
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Deleting indexes

Indexes cannot be easily deleted as the index names are stored in the Windows NT Registry and are not directly
accessible. An index has a number of associated files:

Example

C\Program Files\RedTree\Wilbur\indexes\Kenya.fil
C:\Program Files\RedTree\Wilbur\indexes\Kenya.off
C:\Program Files\RedTree\Wilbur\indexes\Kenya.ski
C:\Program Files\RedTree\Wilbur\indexes\Kenya.Wil
C:\Program Files\RedTree\Wilbur\indexes\Kenya.wor

After using the system for some time you may find that you have a number of indexes that are no longer required.
Each time you open an index or select one from the Searching window you are presented with a long list of indexes
which can be time consuming to scroll through.

Note: Use shortcuts for frequently used indexes. See page 9-3.

Searching - WilburHelp Wil [ %]
. . — Blank field h all files i I
You can delete the index files from C:\Program i eids mateh s fiss n & estegery
. . . . Contai -
Files\RedTree\Wilbur\Indexes using Windows NT Explorer. s dsply |
File: M ame I".htm"
However, this does NOT remove the index from the drop down Foldor Name |
llSt on tl'le SearChlng Wlndow' Last Modified After I Beforel
Size Iir I Iax I
. . . . Attribut
The only reliable way to purge the indexes is to uninstall and RS [
reinstall Wilbur. I” Reverse Search [~ Use Soundex
. .. FileT epl S
This must be performed by the System Administrator. leTemplae | = et
Clear Template | SaveTemplate | DeleteT emplate |

Change ta Index:

\Prngram Flles\Fl edTre hur\in
. C:AProgram FileshR edTree\Wllbur\lndexes\htm&doc Wil
taﬂ indexed Tuesdf . “Program Files\FedT ree'wilbursindexes\ndex-docs.

W C:AProgram Files'RedTreeiwilburindexes ndex-tat Wil
Numbers Anywhere | C\Program FilesyR edT reetwilburiindexes\Local wil
In_tematlonal Eha_rac: C:%Program Files'R edT ree\wilbursindexesihember Ser
MinsM 2 Wwiord size | ¢ “Program Files\RedT res'wwilburindexes\Member Ser
C:\Program Files\RedT reeiwilbursindexeshMates. Wil
C:A\Program Files'RedT ree\Wilburindexes\wilburH elp.
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Generating list of folders

You may wish to generate a list of all the folders in a particular index. To do this:

1. From the File menu click Open Index.

Select the required index and click Open.

2
3. Inthe Fi | enane field type: 4*.* This excludes all file types.
4

Click OK. The search finds all the folders in the index and displays them in the File List pane.

@ NetworkAssoc - wilbur
Fle Edt Index Search View Help

08| 2| 2 sla=] alslal o=E] 21 = z2be]

Files Found

<Folder>
«<Folders
«<Folders
<Folder>
«<Folder>
«<Folders
<Folder>
<Folders
«<Folders
<Folder>

R

T

- yprogram fleshnetwerk associales WinisSean NTY
c\program flssinetwark associstestinisSoan NTA0IdD atst
c:\program flssinetwark associstestinusSoan NTAOIGE nginet
:program lesnetwark associatestinsSean NTAT emp,
c\program flssinetwark associstestinusSoan NTAT empizyeT emph
c:\program flssinetwark associatesinusSoant

2 program les\netwark associates'ZAC Clentl

\program flssinetwork associates'ZAC Clent\CONFIGY
c:\program flssinetwark associstes\ZAC Clent\DLLY

c:\program fles\netwark associales\ZAC ClentyIUTEOR!

Last Modif

WedJun |
Thuug €
Thuug €
Tugdun 1
MorJun 1
Thudun 2
Tue Dec 1
Tue Des 1
Tue Dec 1
Tue Mar 1

Last Written Time File Size Attributes

2001J06{21 09:28:36 0
2001J06{/13 16:00:54 0
200112{18 14:31:40 0

oo e

File Name

VirusScan
VirusScan NT
ZAC Client

5. From the File menu click File List, Copy to Clipboard.

6. Open Microsoft Excel and paste the :
contents of the clipboard (Ctrl + V).

Lirll=
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04 |
04 |
04 |
04
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04 |
0
0 |
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—
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Creating a concordance

You can create a concordance file for an index as described in Chapter 5, Creating word count. Similarly, you can
create a concordance for ONE file. This may be used where further examination of the context of a word is important,
or where you wish to generate a glossary or list of, for example, personalities.

Part 1

To do this:
1. Build a new index for the file. Add[Path]\[Filename]*.* in Include List, and remove word skip file.
2. Save the index as Document.Wil for future use.

3. Create a word count file as detailed in Chapter 5. Set the percentage to 0% and name the results file
[Path]\[Filename][space]concord.txt.

4. Click il to open Searching window. In the Cont ai ns field type a suitable word chosen from the
concord.txt file

B Concordance - Notepad < ——
Eile Edit Search Help BLATERTEEETTETE 8 [
html,1,3 Eile  Edit |ndex Search View Help
head,1,2 B T —r— o i =
meta,1,2 0|=|d Z| 8|23 pemmrye—
http,1,1 i
Qquﬁu 11 i M [[Losth
22 UK. Conf Admin phyzical security htm 4 Ed 2,14k confule conf admink Thul
content,1,3 Ela |secunt51 j
type,1,2
text,1,2 File Marme |
charset,1,1
windows,1,1 Folder Name |
name,1,1
generator,1,1 Lesthlodiied  Afer | Befare |
microsoft,1,1 4] _’I
vord,1,1 = - - Size Min I M I
title,1,2 UK Conf Admin physical security -
conf,1,1 3 - Physical Security Attributes li
admin,1,1 3.1FIRECREST equipment must r|
hysical,1,2 A complete list of FIRECREST eqi " Reverse Search ™ Use Soundex
TR 2.4 report. Equipment must not be ad
ink,1, 5 ini i
ystem Administrator. who must FileTemplate = Gat
rel,i,1 Information about FIRECREST eq | 1

stylesheet,1,2 be noted in the List of Equipment DeleteTemplate |

Clear Template | SaveTemplate |

cellpadding,1,1
width,1,28
valign,1,27
top.1.27
bgcolor,1,27
FEFFFF,1,27
fFirecrest,1,6
equipment,1,14

1

be locked when left unattended fc
logged-in Yorkstation must be lo
Where this is not possible, unatt
must be switched off when not in
Monitors [of ¥Workstations where
not in use.3.5Printers must be tre

For Help, press F1

2::‘:1'11’3 can be used 24 hours a day

cs5.1.2 The system can be used 24 hour, e

bud; 12 not in use. However, they may hz I |
table,1,2 for any period.

cellspacing,1,1 |During the week Workstations m Cancsl

border,1,1 maintenance - otherwise the Anti

Last indexed Tuesday, Maich 19, 2002 at 11:19

i
Mo Numbers

Enalish Characters
Minbax Wird size 3 - 16

YWhen the system is running. printers MUSTDE Mealed a5 OPEN cOpooards [Le. qocaments
Ll

ot

L i
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Viewing words in context

You can also examine a word in context using the Quick search (F4) function. See Chapter 3, Quick search for details.

B 3| 5|27 b [5] er———
L e i B

B e e T

UK Conf Admin physical security
3 - Physical Security
3.1FIRECREST equipment must not be ad
A complete list of FIRECREST equipment
report. Equipment must not be added, re
System Administrator, who must seek ad
Infarmation about FIRECREST equipment
be noted in the List of Equipment Added T
can be used 24 hours a day

The system can be used 24 hours a day.
not in use. However, they may have to he
for any period.
During the week, Workstations must be le
maintenance - otherwise the sof
be locked when left unattended for any pe.
logged-in Workstation must be locked in 4
Where this is not possible, unattended W|
must be switched off when not in use
Monitors [of Workstations where the user
not in use.3.5Printers must be treated as

Creating a glossary

Copy the concordance file to a Microsoft Word file. Using MS word tools you can convert the contents to a table,
extract the words in a list and sort them for use.
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Searching on dates

Date formats are wide and variable and therefore difficult to define and search. Here are a few examples of the Index
Properties and dates that can be searched for:

Index Properties

If the date format has a Forward Slash date separator as in dd/mm/yyyy then:

1. Index Properties,Options, Others not starting word field MUST include a forward slash '/'.
If the date format has a Minus Sign date separator as in dd-mm-yyyy or a date range dd-DD with no spaces
between the two days then:

2. Index Properties,Options, Others not starting word field MUST include a minus sign -\

If the date format has a Minus Sign date separator as in dd - DD with spaces on either side of the two days then:

3. Index Properties,Options, Others anywhere field MUST include a minus sign -\

Known exact dates

Examples of exact dates which you could search on:
e 24/04/97

e 27/01/1997

e 110398

* 19970124

e "21 March 1997" - this is a wildcarded phrase as spaces act as normal word breaks.
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Dates with some imprecision

The following are examples of the search criteria which you enter in the Contains field to find various date formats:

Contains field This search finds...

24/72/* the 24th of some period with a month of two digits or characters and optionally a full
century year: 24/mm/(yy)yy.

24/* a date beginning with the 24th.

24/*/* 24/March/97, 24/11/1997, 24/JUN/ or some other construct.

"March 1997" all dates in the month and year, but does not allow a wildcarded year.

ma* <1 *97 a phrase like May 1997 or March 97.

1? <1 feb* <1 *9? 18 February 1999 and other dates such as 10 - 19 February in the 90s.

1?-728 <2 *9? a date range like 10-18 or 10-28 sometime in the 90s.

1*-3* dates 1 to 3, 1 to 30 or 31, 10-19 to 30 or 31.

12-3* dates 10-19 to 30 or 31.

?1-2? 11 or 21 or 31 for the first date to a range of 20 to 29 for the second date; some
permutations would not be realised in practice.

Dates following a Keyword

*SRCE <5 19970125 - finds the specified date no more than 5 words from the ..SRCE: Keyword.

e *DATE: 19970125 - finds the specified date near the ..DATE: Keyword to the limit set in
File.Preferences...Separation. The colon is acting as the near operator.
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Shortcut keys

This appendix shows the shortcut keys which can be used instead of the
toolbar buttons or the menu options.
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Shorteut keys

The following table shows the equivalent menu option and shortcut key for each toolbar button. They are given in
the order they appear on the toolbar:

Button Menu option Shortcut keys Button Menu option Shortcut keys
D File, New Index Ctrl + N Search, Find Next F3
E"H File, Open Index Ctrl+ O Search, Find Previous | Shift + F3
E File, Save Index Ctrl +S File, Edit Ctrl + E
Edit, Copy Ctrl + C File, Copy To F8
File, Print Ctrl +P File, Run Command Curl +R
With
View, Font Alt+V+F

=i
@ Index, Edit Ctrl +1
7
I%I

Index, Build Cirl +B View, Outline Numpad +
Index, Update Ctrl+U Index, Stop Esc
Help, About Alt+H+A

m Search, Find Ctrl + F or F2

The Context Sensitive Shift + F1
Help does not work on
this application

AR RERCCEEE
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Shorteut keys

The following table shows the shortcut keys for the menu options which are not accessible via the toolbar buttons:

Menu option Shortcut
keys
File, Launch Ctrl +L
File, File List, Export File List Alt+X
File, File List, Print File List Alt+P

File, File List, Copy to Clipboard Alt+X

Edit, Export Ctrl + X
Edit, Select all Ctrl+ A
Search, Quick Find F4

View, Automatic Quick view Curl+ M
View, Quick View Ctrl+Q
View, Next File Ctrl PgDn
View, Previous File Ctrl PgUp

Information Retrieval Guide Edition 1.0 Appendix A - 3



Appendix B

File list columns

This appendix shows the columns that can be displayed in the File List
pane of the Wilbur Display.
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File list columns

The following table shows the columns that can be displayed on the File List pane when a search is performed. See
Chapter 2 - File list pane.

Column Header Description

Files Found Name of the file eg rasread.txt If the item is a folder, then the filename is
<folder>

Folder The path name of the folder containing the file eg C:\Windows\

Extension The characters after the last dot in the filename eg doc for Installation.doc

Modified Time The last time the file was changed (Note: This can only be accurate to the time
it was indexed)

Size The size of the file in bytes

Rank An estimate of the number of times the search word(s) appear in the file

Attributes File system attributes. One or more characters are automatically assigned to a

file to indicate the system attributes. These are:
a - archive bit is set

c - compressed file (NT file system only)

d - directory

s - the file is a system file

h - the file is a hidden file

r - the file is a read only file

Volume The volume label of the disk that the file is on
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Soundex

This appendix shows how Soundex searching works.
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Soundex

If the Soundex option is selected when searching, search words are encoded by the system to a four character
Soundex code as follows:

1.  The first letter is retained

2. Numbers are substituted for the next three characters as given in the table below.

3. Adjacent duplicate characters are encoded as a single character

4. Characters that do not appear in the table are ignored

5.  Up to 3 zeros can be appended to make the four character code

If the soundex code is the same then the words are deemed to sound the same and are returned in the search
results.

Soundex codes

Character Substitute

B,F,P,V
CGJKQS, X, Z
D, T

L

M, N

R

| W N

Example
SMITH is encoded as follows:

S (first letter), M substitute 5, [ not in table so ignore, T substitute 3, H not in table so ignore
This gives a code of S53, a zero is added to make four characters ie S530

Similarly, SMYTHE also is coded as $530, thus SMYTHE is returned when a soundex search is made on SMITH.
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Skip file

This appendix shows the contents of the Research Analysts skip file.
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Skip file

The following table lists all the words that are in the default skip file set up for Research Analysts:

A, B C,D,E,F,G H,I L, J, L M, N, O P,R,S T uv,wy
a came had i made page table up
about can has if make public take use
after cellpadding have images man reserved text valign
align cellspacing he img many right than value
all center head in may rights that very
also clear height inc me s the vlink
alt color help index meta said their was
an com helvetica information | microsoft same them way
and come her into more search then we
another content here is most see there well
any copyright hi it much she these were
are could him its must should they what
arial did himself ipg my since this when
as do his just name size those where
at doctype home left new SO through which
back dtd how like no some time while
backgrou | each href link not src title who
nd equiv htm now still to width
be even html of style too will
because face http on such top window
been iiiiid one type windows
before file only with
being font or would
besides for other WWW
between | from our you
bgcolor get out your
body gif

border got

both

but

by

Note:  Wilbur can be pointed to use other skip files.
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File types

This appendix shows the default file types that are included in an index.
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File types

The following table lists all the default file types:

Default file types
** alx ** dic **h *:* java ** pl *:* uin
*:*.asa *:*.dob *:* hpp *:* job *:* ppt ** url
** awx **.doc *:* htm **js **rc *:* vbp
*:*.bas *:*.dot *:* html *:* Ink *:* reg *:* vbz
*:* bat *:*.dsm *:* htt *:* log *:* roff ** vef
**.c *:*.dsn ** htx ** s ** rtf *:* vrml
** cdf **.dsp *:* hxx *:* . man *:* sam ** wdb
**.cls ** dtq **idc *:* map **.scp ** wks
**.cmd **etx *:* inf *:* mbx *:* sh ** wpd
*:* cnf *:* exc *:* ini *:* . me **.src *:* ' Wps
*:*.cpp ** frm *:*.inl *:*. msg ** stg ** wri
**.csv ** ipr *:* obd ** tar ** xla
**.ctl *:*.obt ** el ** xlm
**.exx *:*.0dl ** text ** xls
** tsv ** xlt
** xt

The file containing these file types is in C:\Program Files\RedTree\Wilbur\includelist.txt.

These file types usually contain meaningful information in a useful, readable format.
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A description of the different file extensions is given in the table below:

Extension Description

asa Microsoft Visual InterDev file

bas BASIC code

bat Batch file

C C code

cdf Microsoft Channel Definition Format file

cls Visual Basic Class Module

cmd Command file for Windows NT (similar to a DOS .BAT file)
cmd DOS CP/M command file

cmd dBase-Il program file

cnf Configuration file used by Telnet, Windows, and other applications
cpp C++ code

csv Comma-separated values file

ctl Used in general to mean a file containing control information.
CXX C++ source code file

dic Dictionary

doc FrameMaker or FrameBuilder document

doc WordPerfect document

doc Microsoft Word document

doc WordStar document

dot Microsoft Word document Template

dsm Dynamic Studio music module (MOD) file

dsp Microsoft Developer Studio project

frm Form

frm WordPerfect Merge form

frm FrameMaker or FrameBuilder document

frm Visual Basic form

frm Oracle executable form version 3.0 and earlier
h C program header

hpp C++ program header

htm Hypertext document

html Hypertext document

htx Extended HTML template

File types

Information Retrieval Guide Edition 1.0
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File types

Extension Description

inf Information file

ini Initialization file

java Java source code

is JavaScript source code

log Log file

map Map file

map Duke Nukem 3D WAD game file
msg Microsoft Mail message

obd Microsoft Office binder template
obd Microsoft Office Binder

pl Perl program

ppt Microsoft PowerPoint presentation
rc Microsoft Visual C++ Resource Script
reg Registration file

rtf Rich Text Format document

sam Ami Professional document

scp Dial-Up Networking Script

tar Tape Archive

txt Text

url Internet shortcut

vbp Visual Basic Project

vef Vevi Configuration File; defines objects for use with Sense8's WorldToolKit
wdb Microsoft Works database

wks Microsoft Works document

wks Lotus 123 Worksheet spreadsheet
wpd WordPerfect Document

wpd WordPerfect Demo

wps Microsoft Works document

wri Write document

xla Microsoft Excel add-in

xXlm Microsoft Excel macro

xls Microsoft Excel worksheet

xlt Microsoft Excel template
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Chapter 1

Configuration

This chapter provides details of the configuration of the Wilbur application
on the FIRECREST network for use by Research Analysts.
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Chapter 1 - Configuration Part 2

Configuring Wilbur

The configuration of the Wilbur application is carried out at installation under the supervision of the installation team.
This includes:

¢ Directory structure

* Scheduling of updates/rebuilds

*  Wilbur preferences

This information is included for completeness, or for the rare event that the server has to be rebuilt. The original
configuration should not in normal circumstances be changed, though the System Administrator needs to know how

to make changes to this configuration if necessary. Additional indexes may be required by the Research Groups and
changes to the scheduling may be required.
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Directory structure

Directory structures are created on the RA FIRECREST Member server during the Research Analysts Data Migration
as follows:

Directory (RA Group) (Indexes)

RA\ ARG\

Africa Chronology (AFKR)
Africa Section Contacts (AFCO)
Africa Section Minutes File (AFMN)
Africa Section Visits and Meetings Database (AFVS)
African Organisations Database (AFOR)
African Section Groups' Database (AFPG)
African Section Personalities (AFPC)
Indexes
Uniplex Files

AmRG\
Indexes
Uniplex Files

CEEARG\
C&EE Section Academics Contacts Database (EECO)
East European Bibliography (EEUR)
East European Personalities Database (EESP)
East European Section - Quick Reference (EESQ)
East European Section Substantive Work (EESW)
East European Visits Database (EESV)
Indexes
Uniplex Files
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RA\

EASTRG\ Contacts Database (SVSC)
Eastern Research Group requests database (REQS)
Indexes
Russia - FSU Information Prompter (SVIP)
Russia - FSU Legislation (SOVL)
Russian Regional Database (RURD)
Soviet Republics - Agreements and Relations (SVRA)
Soviet Section - Quick Reference (SOVQ)
Soviet Section Bibliography (SOVT)
Soviet Section Chronology (SVKR)
Soviet Section Contacts (SVCO)
Soviet Section Groupss Database (SVPG)
Soviet Section Individuals' Database (SVPI)
Soviet Visits Database (SVST)
Ukraine Regional Database (UKRD)
Uniplex Files

GIRG\ Indexes
International & Commonwealth Bibliography (INTL)
International R.U. Academic Contacts Database (INTA)
International Section Substantive Work Database (INTW)
Uniplex Files
United Nations Document File (UNDB)

MENARG)
Academics and Journalists with ME interest (ACJO)
Indexes
ME Section Visits and Meetings Database (MEVS)
Middle East Chronoloqy (KRON)
Middle East Groups (GRUP)
Middle East Personalities (MEPR)
Middle East Personalities Database (MEPS)
Middle East Press (PRES)
Muslim Organisations in UK (MOUK)
Pilot Project Bibliography (BIBL)
Substantive Work Database (SWDB)
Terrorist Incident Database (TERR)
UK personalities - Middle East (MEUK)
Uniplex Files
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RA\

NAPRG\

RACentral\

SSEARG\

WSERG)\

Far East Chronology (FEKR)

Far East Groups' Database (FEPG)

Far East Personalities (standby) (FEPI)
Far East Section Bibliography (FEST)
Far East Section Contacts Database (FEAC)
Far East Section Quick Database (FESQ)
Indexes

North Korean Organisations (NKOG)
North Korean Personalities (NKOI)
S&SE Asia - Substantive Work (FESW)
Uniplex Files

Indexes

Outward register of CFSP - Allies Material (CFSP)
RD Notes and Memoranda Database (RDNM)
Thesaurus Use and Maintenance Guide (DTHS)
Uniplex Files

Indexes

S&SE Asia - Academic Contacts and Journalists (SEAC)
S&SE Asia - Substantive Work (SEAW)

S&SE Asia - Visits and Meetings (SEAV)

S&SE Asia Bibliography (SSEA)

South East Asia Personalities (SEPC)

South East Asian Groups' Database (SEAG)

South East Asian Individuals Database (SEAP)

Uniplex Files

Indexes

Uniplex Files

W&S European Academics and Journalists (WSEC)
W&S European Personalities Database (WSEP)
W&S European Substantive Work Database (WSEW)
W&S European Visits Database (WSEV)

WSE Section Filing Database (WSEF

Chapter 1 - Configuration
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Chapter 1 - Configuration Part 2
Directory permissions
Each Group Directory and its contents are set to NT Change Permissions for that Group alone.

The Indexes sub-directories hold the Wilbur Indexes; these are set to NT Change Permissions for the nominated
Super Users only. The remainder of the Group will have NT Read (RX) Permissions.

The same structures are placed in a Read-only area (RA\$S$Imported Data$$) ...); the related Wilbur Indexes are
created once and locked.

The System Administrator has full control over all directories.

1-6 Information Retrieval Guide Edition 1.0



Part 2 Chapter 1 - Configuration

Scheduling of updates/rebuilds

The file C:\Program Files\RedTree\Wilbur\schedule.dat is used by WilburUtil Schedule to run builds or updates
of indexes. To ensure WilburUtil is always available, the system is configured to run WilburUtil when Wilbur is
started.

Note: A build or update can be initiated at any time in addition to the scheduled times
Updates

The BRS indexes are set to run nightly as updates, each 2 minutes apart at a set time each early morning. The Group
directories are run separately around 10 minutes apart. These are scheduled for the following times:

BRS applications  02:00 - 04:30
Group files 05:00 - 06:30

An update for a typical BRS document structure is around 2 seconds/ 1000 files of 5 MB:

wilbur

MHumber of filez = 1106

Mumber with contents indexed 1101
Mumber of words = 20616

MNumber of bytes = BHBEE43

Indexing time hours: 00, ming: 00, secs: 02

Builds

A build schedule is set to run on a weekly basis. The build for the wilbur

me in is 2 nds:
same index is 27 seconds Number of fles = 1108
Mumber with contents indexed 1101

Murnber of unique wards = 20616
Murmber of bytes = 5574963
Indexing time hours: 00, mins: 00, secs: 27

Do you waish bo zave the index nght away?

Information Retrieval Guide Edition 1.0 1-7



Chapter 1 - Configuration

Wilbur preferences

Part 2

The preferences enable you to define various global settings that are used by all Wilbur users. Users may change the
preferences if required. For example, it may be necessary for a particular search to change the maximum number of
words separating search words, or increase the size of the contents buffer.

1. From the File menu click Preferences

[ @ Local.wil - wilbur

SN Edit [ndex Search Miew Help

New Index Ctrl+M
OpenIndex.. Cti+0
Save Index Chil+s
Save Index As...

Firite.. [EtrlE
Print Setup...

Edit [StrlE
Launch I o7 15
[Eapuiia., =5
B EEmm At et (BT
File List

1 C:\Program Files'. . \Local Wil
20filburH el wil

The Preferences window is
displayed:

Preferences

Text Editor Command:

Browse |

Diirectory for Indexes: IE:\F'mgram Files\RedT ree\Wilburindexes

Temparany Zip path: IE:\F'mgram FilezhRedT reetwilburstempziph,

b &% words separation for near;

Contents tab size

Start in Outline Mode

8

A

e
[v

EnTEE

File Higtom Size

|1 E
Wwiord wrap size Ign
Max Contents Butfer |-| 0oo0oo

Cancel |
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Chapter 1 - Configuration

When Wilbur is first installed the Preferences are set to the default as follows:

Field

Description

Text Editor Command

The command to be given when File/Edit is chosen. The
path name of the file selected is supplied as a parameter to
this command. The browse button allows you to browse to
the correct path.

Set to: Notepad.exe

Directory for Indexes

The default path for saved indexes. Indexes can be saved
anywhere, but this mechanism helps promote keeping
them all in one place. The default path is to the indexes
folder in the folder where the Wilbur executable file is
stored. Wilbur will create this folder as necessary.

Set to: C:\Program Files\RedTree\Wilbur\Indexes

Temporary Zip Path

The directory where zip files are temporarily expanded. It
is also used for temporary files during index builds and
updates.

Set to: C:\Program Files\RedTree\Wilbur\tempzip

Max words separation for near

The separation allowed, in words, for a near search (See
Chapter 3, Searching tools)
Setto: 8

Contents tab size

The number of character widths (based on the letter ‘A”)
represented by a tab in the contents pane.
Set to: 4

File History Size

The number of previously opened indexes that Wilbur
displays on the File menu.
Set to: 16

Word wrap size

The line length in characters before the line is wrapped
back to the left edge of the window.
Set to: 80

Max Contents Buffer

This is the largest amount of information that Wilbur will
attempt to read into the File Contents pane. This is
provided to save time when very large files are highlighted
in the file list.

Set to: 1000000

Start in Outline mode

If this option is selected the File Contents pane is displayed
in Outline mode when Wilbur is started. Set ticked.
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Chapter 2

Administration
tasks

This chapter provides details of the tasks that the System Administrator
needs to carry out to ensure the smooth running of the Wilbur application.
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Chapter 2 - Administration tasks Part 2

Tasks that the System Administrator is required to perform on a regular basis include:
¢ Building indexes
¢ Scheduling updates/builds

¢ Installing Wilbur on a workstation
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Part 2 Chapter 2 - Administration tasks

Building indexes

As System Administrator you may be requested to build a new index for a Research Group on the server in addition
to those created at installation.

Instructions for creating a new index are given in Part 1, Chapter 5. When a new index is created it must be added to
the schedule for updates. See page 24.

Rebuilding an index

An update to an index scans for files that have been modified since the index was built and amends the index
accordingly. Whilst the application removes deleted files from the index it does not recover the disk space until the
index is rebuilt. It is necessary, therefore, to rebuild indexes regularly. You can schedule a rebuild in the same way
as an update using WilburUtil. See Part 1, Chapter 6. Alternatively, you can rebuild an index manually.

To manually rebuild an index , open the index and click I&l
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Chapter 2 - Administration tasks Part 2

Scheduling updates/builds

A schedule for updating the indexes created for the Research Groups is set up at installation. If you add new indexes
you must add these to the schedule. Instructions are given in Part 1, Chapter 6.
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Part 2 Chapter 2 - Administration tasks

Installing Wilbur on a workstation

The System Administrator has to install Wilbur on a workstation in the following circumstances:
¢ on new workstations which are added to the network
* to purge user created indexes
* in the event of an problem with the application
Note:  Where Wilbur has been previously installed you must first save the

C:\Program Files\RedTree\Wilbur\Indexes folder to a temporary area, then remove the old
installation using the standard Add/Remove Programs wizard.

Installation procedure

1. Logon to the workstation using your Administrator username and password.
2. Open Windows NT Explorer.

3. From the Tools menu click Map Network Drive

4

Choose a free drive letter eg U:

TS 5
Path: |\\apdom01\80urce$ =] Cancel |
Qonnect.ﬁ.s:l Help |

[v Beconnect at Logon

Shared Directornies: V¥ Expand by Default

- PDOMX
* = sPDOMM
* B sPDOMOZ
I APMEMDT
* L 4PMEMDZ
* I sPHEMOS
I sPMEMO7
* = sPMEMDE
* = sPMEMDA
* I sPMEM14
I SPMEM1S

* B APMEM13 [ |
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Chapter 2 - Administration tasks Part 2

5. In Explorer navigate to:
U:\bespokedatabases\WilburInstallation or \\APDOMO01\Source$\bespokedatabases\WilburInstallation

Double click the setup.exe file to run the installation script.

Accept all the defaults presented. Using Explorer create a shortcut for Wilbur.exe and copy to:
C:\WINNT\Profiles\All Users\Desktop

Wilbur.Ink  This provides a shortcut to the Wilbur application on the user's desktop.

7. Copy a shortcut for WilburUtil to C:\WINNT\Profiles\All Users\Start Menu

WilburUtil.Ink Thjs places an icon for the WilburUtil function in the tooltray, enabling the user to set up

scheduled updates for personal indexes.

#Start| L1Persanal Folders - Mi | W 506 PM
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Building local index

1.  Using Explorer, replace the includelist.txt file in C:\Program Files\RedTree\Wilbur folder with
S:\Universal Share - All Depts\ADS-TG(S)\Ra\SM112686\Wilbur\WilburInstallation\includelist.txt

2. Copy MASTERincludelist.txt from the S:\ Universal Share ......\WilburlInstallation folder into
C:\Program Files\RedTree\Wilbur

3. Double click Wiburink  to open the application

4. Onthe Index Properties window, click tab. Set the options as shown:

Index Properties

Include FiIesI Exclude Files  Options | Languagel Zip Enc:r_l,lptionl

General Option
v T ¥ Include weord counts
I Track all fles
Mimimum *»ord Length b aximum ‘word Length
Additional Characters to Inde:
Mumbers
IAII Mumbers j
Others anpwhere Others not starting word
Jis %

QK I Cancel | Lol Help

Click OK to initiate the build.

5. Save this index as C:\Program Files\RedTree\Wilbur\Local. Wil.
6. Delete C:\Program Files\RedTree\Wilbur\includelist.txt

7. Rename MASTERincludelist.txt as includelist.txt.
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