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1. Send document(s) to the Document Manager
by checking the box:
■ Individual document:

  —Box above a selection in search results
  —Box at bottom center of an open document
 ■ ALL documents from a results list (box at top right

 of the search results display).
  Note: Up to 100 documents may be stored in the

 Document Manager during a research session. 2. Open the Document Manager byOpen the Document Manager byOpen the Document Manager
  clicking the Document Manager icon:
  ■ At the top right corner of a search

  results lists 
  ■ At bottom center of an open

  document

To save multiple document(s) to Document Manager 
for downloading, emailing or printing later . . .

Save and share your search results 
quickly and easily with Loislaw’s
dynamic Document Manager Tools



3. Choose your Document Manager
settings:
■ Whether to include Keyword Highlighting  
 and/or Live Links within documents
■ Which Download or Email Format to use
■ Which items to print, email or download 
■ Click an action: Print, Download or Email  
 your selected items

Tip: When emailing, you can choose to:

  —NOT SEND pdf attachments 
  —INCLUDE LINKS to document(s)
   Note: Recipient will need Loislaw

  subscription to access the full-text
  document within Loislaw).

To Process a Single Document
You can print, email or download a 
single document from a results list or 
from a document in full text view by 
simply clicking the appropriate icon
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