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The Documatrix Search Screen 

The Search Form enables you to construct queries, using any information that has been coded/entered into the database. The 
results of any Search will be displayed as 'Hits' in the Document List. You can search for specific values in particular fields, any 
and/or all text (including annotations), a range or subset of documents -- or any combination thereof. Once you have decided 
what documents you would like to retrieve, you can also specify the sort order they should be displayed in. 

You can search different field types (short text, date, text etc) simultaneously. When the Search screen is opened, you will see 
a scroll list of the fields in the database on the left and a scroll list of the values that have been coded into a given field on the 
right. As you select a field and its corresponding value, it will be placed in the area at the bottom of the Search screen. As 
outlined in the Building Compound Searches section, all selections that appear in the criteria area can be grouped and defined 
to create the simple or compound search that will yield your desired result. 
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Searching All Fields 

To search across all fields in the database, select the All Fields option at the top of Available Fields list. This option provides the 
ability to conduct a wildcard text search across all short text and text fields of the database simultaneously. Simply enter the 
desired search string in the text search box that is displayed and click Add. 
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Searching Specific Fields 

You can also restrict the search to fields of a selected type or a field group by using the field type selector: 

 
  

Please see the section entitled Database Structure for more information about Field Types and Field Groups. 

To select a field name, scroll through the list of available fields in the left column of the screen until you find the field name you 
wish to search on. Click once to highlight the field name. 

Note: If you already know the field name you would like to search on, you can place your cursor in the Available Fields list and 
start to type in the field name. As you enter each letter, DocuMatrix automatically displays the first field name that contains the 
letter(s) you entered. If you use this "type ahead" feature, you must click once on the field name or press Enter to select that 
field.  

Once you have selected the field you wish to search, the search options available for that field will be displayed in the panel on 
the right. The options differ depending on the field type. For example, short text fields show a list of all values currently 
available for that field and text fields show a text search box for entering a search string. 
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Using Parentheses 

Group search terms using parentheses to define the logic and/or order within which the terms are searched.  Any criteria within 
parentheses will be treated as logical priority. 

Please bear in mind that using parentheses to group search terms is like using parentheses in any other logical or mathematical 
equation -- left and right parentheses are used in pairs.  If using nested parentheses, then there must be an equal number of 
right-parens corresponding to left-parens. The following is an example of a fully-developed compound search.  
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Using Search Tools Menu 

DocuMatrix has the ability to save, load, import and export searches.  In order to access these functions, click on the Search 
Tools Menu button. 

1. Load Search Criteria – will populate the search window with previously saved criteria 
 

2. Save Search Criteria – will save the currently populated search criteria; the user must name the search and click OK 
 

3. Delete Saved Search Criteria – removes previously saved search 
 

4. Import Search Criteria – will open a system browse window to allow navigation to a locally saved search in CSV format 
 

5. Export Search Criteria – will open a system browse window to allow saving a search locally in CSV format 
 

6. Recent Search Criteria – will display the last 5 search criteria loaded in the Search window 
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Proximity Search Operators 

Proximity operators retrieve terms having the specified spatial relationship in the text. 

If the two specified words are adjacent to each other their proximity is counted as 1. If one word separates them their distance 
is counted as 2 and so on.  

Operator Description Example 
NEARN Returns documents where the second 

term is within N words of the first term—
that is, the terms are N or fewer words 
apart.  

Note: if you don’t specify N, NEAR 
defaults to 5. 

red NEAR1 green 

Returns documents where the term red is adjacent to the term 
green. 

These examples are returned: 

'red green' 

'green red' 

But this example is not returned: 

'red orange green'  
DNEARN Directed NEAR. Returns documents 

where the second term is within N words 
of the first term, in the specified order.  

Note: if you don’t specify N, DNEAR 
defaults to 5. 

red DNEAR2 green 

Returns documents where the term green follows the term red, 
and is no more than 2 words away from the term red.  

This example is returned: 

'red orange green' 

But these examples are not returned:  

'green orange red' 

'red orange blue green' 
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Searching For Punctuation 

Most punctuation, such as the list below, is treated as a delimiter during indexing and cannot be searched.  

! " # $ % & ' ( ) * + , - . / : ; < = > ? @ [ \ ] ^ _ ` { | } ~  

If your search term contains punctuation replace the punctuation with a space and put the whole term in quotes. 

For example, to find the term: 

AT&T 

Use the following search syntax: 

"AT T" 

Stop Words 

The following words are stop words: 

and, as, at, because, but, furthermore, however, if, indeed, is, moreover, no, of, on, or, such, that, the, then, this, was, with 

Stop words are not indexed and cannot be searched. 

Precedence Of Operators 

Boolean and proximity operators have the following precedence, from strongest to weakest: 

NEAR; DNEAR; NOT; AND; OR 

 
Searching For Operator Words 

If you would like to search for an operator word you must escape it. Words can be escaped by surrounding the word with {curly 
brackets}.  

For example: "could {not} be found" 
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Full Text Search Reference  

Search  Command  Example  

One word AND another in order 
as a phrase 

word1 word2  

OR 

“word1 word2” 
 
Insert words separated by a space.  

baseball autograph  
 
Returns items with the words baseball AND autograph in 
that order; might be separated by a space, comma, dash 
or other symbol 

One word AND another, not 
necessarily in order 

word1 AND word2 

Insert words separated by AND 

baseball AND autograph 

Returns items with the words baseball AND autograph 
somewhere in the document 

One word OR another  word1 OR word2  
 
Insert words separated by OR   

baseball OR autograph 
 
Returns all items with the words baseball OR autograph 

EXACTLY these words  "word1 word2"  
 
Insert a sentence exactly as you wish to search 
it surrounded by quotes (including punctuation 
and word sequence).  

"baseball autograph"  
 
Returns items with EXACTLY the words baseball and 
autograph, in that specific order, separated by a space  

PROXIMITY between words  word1 NEAR# word2  
 
Insert w/# after search terms to specify the 
desired proximity of the search terms without 
regard to the order in which the words appear.  
 
 

motion w/10 dismiss 
 
Returns expressions where the words motion and dismiss 
are within 10 words of each other, regardless of the 
order in which the words appear. This search will 
therefore identify either of the following strings: “motion 
to dismiss” and “dismissal of motion”  
 

One word BUT NOT the other  word1 NOT word2  
 
Insert NOT – all caps  

baseball NOT autograph 
 
Returns items containing the word baseball and will 
EXCLUDE all items containing the word autograph in the 
title  
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Any words starting with a 
SPECIFIC SEQUENCE OF 
LETTERS  

word*  
 
Insert asterisk symbol after word.  

base*  
 
Returns items with words starting with "base" such as 
baseball and baseboard.  

Any words ending with a 
SPECIFIC SEQUENCE OF 
LETTERS  

*word 

Insert asterisk symbol before word.  

*base  

Returns items with words ending with "base" such as 
database and airbase. 
 

FUZZY searching  FUZZYword  
 
Insert the percent symbol and a level, which 
sets sensitivity.  
 
 

FUZZYmortgage  
 
Returns the word mortgage and other words within a 
90% margin, such as mortgagee or mortgagor.  
 
 

 

  


