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“Tip of the Month” for October 

 
Sorting Feature:  Note Sort Length 

 
Did you know that there is a setting called Note Sort Length which affects how many characters of 
a given entry are used to calculate the sort order (and therefore the number of items which will 
show up in your Tally list)? 
 
It is important to adjust this value in order to achieve accurate Tally results. The following is an 
example using the Issues field. 
 
 

If the Note Sort Length were set 
to 5, for example, all issues 
mentioning the first 5 
characters (negli) would be 
tallied together as shown 
below: 
 

If the setting is adjusted to 20, 
Negligence; Negligent; 
Construction; Negligent Design, 
etc. would be itemized 
separately as shown below: 
 

 
 
 
To adjust this setting, go to Options | Defaults | Database and change the Note Sort Length to 
the desired number (use 99 if you wish to sort by as a many characters as possible) and click OK. 
 
 



 
 
 
 

For further training tips or to arrange for a Summation training session, contact your Account 
Representative or one of our Certified Trainers at 1-866-LAW-SCAN (529-7226.) 
 

 
Please visit our website at www.commonwealthlegal.com 
 
 


