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Keyword Search Connectors (for Terms & Connectors Searches)

To locate documents: Use: Example:

containing at least one instance of each of my keywords Space, &, AND funding defi ciency

containing any of my keywords OR, | funding OR defi ciency

containing one keyword but excludes another ^, NOT funding NOT defi ciency

containing my exact phrase “ “ “funding defi ciency” 

containing variations of my keywords * (asterisk) deprecia*

within n words of another (in any order)
/# (where # equals 

number)
“disclosure exception” /7 negligence

within the same sentence (20 words) as another (in any 
order)

/s “tax year” /s dependent

within the same paragraph (50 words) as another (in any 
order)

/p “tax year” /p dependent

 Note: Using a hyphen (-) in your search retrieves related compound words. For example, e-mail retrieves e-mail, e mail, and 
email. Typing the singular form of the word retrieves documents containing both the singular and plural forms of the words. 
Using a # symbol in front of your search term disables pluralization (e.g., #case ). With reverse pluralization, if you search for 
“children,” for example, Checkpoint also displays search results for “child.”  And a search of “leaves” fi nds both “leave” and 
“leaf.”

Other Ways to Search

Use Checkpoint’s pre-designed citation search templates 
to retrieve a specifi c federal code section, state statute, 
case decision, or revenue ruling.

Each practice 
area has different 
citation templates 
that you can access 
under Find By 
Citation.

In the citation keyword fi eld, enter the 
citation you want to fi nd. Use the example 
as a guideline for formatting the citation.

Click Search 
to retrieve your 
search results.

3

Citation Searching



24

Table of Contents and Index Searching
Select Titles to create and save a list of your most commonly 
used sources for easy recall and review.  All source titles that 
you subscribe to will appear in alphabetical order.

Indexes provide an A-Z listing of topics in several source sets. You can also search specifi c indexes from the Table 
of Contents screen.  Expand the index listing and select the applicable check boxes to include them in your search.

See the Table of 
Contents level 
you are currently 
viewing.

Click the + symbol to expand a Table of Contents 
category. Select the check box next to the source 
name to include it in your search.

Use the Browse 
links to expand 
or collapse the 
different levels 
of the Table of 
Contents.

Document Navigation Tabs Make Your Research Easier

Document List displays 
a list of documents that 
contain your search terms.

Outline is enabled when you review search 
results for Tax Code and other large documents. 
Click this tab to display an outline view of the 
current document.

The Contents tab, like 
a table of contents, 
displays a list of 
documents surrounding 
the document you are 
viewing.

Document Options:
To print a document, click the Print 
icon. Checkpoint displays a separate 
print window and the Print dialog 
box. Click OK to print the document.

You can Export or 
E-mail a complete 
document.

Click the Open icon 
to open the document 
in another window 
(link viewer).

Click the Text icon 
to print, copy, or 
e-mail selected 
text.

Click the Save 
icon to save 
the document 
to My Folders.

Search Tools displays 
additional search functions.

Links are enabled when you review search 
results within Tax Code. Click this tab to 
display a list of associated documents with 
every top line and side line link type.
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