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Searching

Tax News

The large search bar on the Tolley®Library homepage
is a keyword and document title search; simply type
the relevant keywords of any topic or the title of any
document into the search bar and hit enter. This will run
a search over the most relevant tax content within
your subscription.

This page allows you to see all news results in one
place and includes a dedicated search function. Each
homepage has a breaking news news-pod and space for
three more. You can change which news-pods appear on
the page by clicking on the ‘Edit’ button.

You can use the filter option to the right of the search
bar to limit your search to your pinned sources, or the
content type filters situated above the search bar to
narrow by content types. Additionally, when you see
the ‘More search options’ go from grey to white you
can select this to further narrow your search by using
content type specific search fields such as Act or Section
for legislation or Case name and Citation for cases.

Results Page
Like the homepage search bar, you can filter your results
by using the content filters at the top of the page to
only show results that match that area. To the left of the
search results page you can filter your results further
by sources or topics. The most relevant sources to your
search query sit at the top of the list. Clicking ‘More’ will
surface all sources where results have been identified.
Applying a combination of these filters is a great way
to focus your results. Additionally, you can also use the
‘Search within Results’ feature above the filters to drill
down into your results further.

Pinned Sources

Alerts
To create an alert, navigate to the ‘Alerts’ tab and click
on the ‘Create New Alert’ link to begin customising
your alert.

My Documents
If you have saved a document, it can be found in the ‘My
Documents’ tab for quick access. You can store up to
1000 documents in this folder and they will remain there
indefinitely. You can add a document to ‘My Documents’
by selecting ‘Add to My Documents’ when viewing a
document page. These can be easily deleted, emailed,
downloaded and printed, saving you valuable
searching time.

Research History
View up to 1000 of your document views within
Tolley®Library. From the History page, you can view the
title of the document along with the date and time you
last accessed it. Additionally, you can easily download
this history into a report to use as evidence to support
your CPD.

‘Pinned Sources’ gives you instant access to the sources
that you rely on, no matter the time, place, or device.
Simply click a pinned source card to open a dedicated
source page where you can explore the source further.
From the homepage, visit the ‘Explore’ section to view
recommend sources which you can add to your pinned
sources area. These are helpfully categorised into ‘Tax
Areas’ and contain key information regarding that source
to aid your research. To view all your subscribed sources
simply select the ‘All’ tab within the explore section.
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General Search
The large search bar on the Tolley® Library homepage is a
keyword and document title search; simply type the relevant
keywords of any topic or the title of any document into the
search bar and hit enter. This will run a search over the most
relevant tax content within your subscription. If you wish to
narrow your search to specific content types, you can click
on the filters above the search bar to select content such as
legislation, cases or HMRC guidance.
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More Search Options
Selecting either Capitalise Legislation, Cases and Journals as
a content type filter will enable the ‘More Search Options’
button. Clicking this will reveal additional search fields which
allow you to search with more precision.
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Pinned source filters
Select the ‘Filters’ button within the search bar to load a
view of your pinned sources. From here you can choose to
limit your search to your pinned sources or a combination of
your pinned sources.
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Pinned Sources
‘Pinned Sources’ gives you instant access to the sources
that you rely on. Simply click a pinned source card to open
a dedicated source page where you can explore the source
further. From the homepage, visit the ‘Explore’ section to
view recommend sources which you can add to your pinned
sources area. To unpin a source simply click the pin icon
within the source card.
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Explore sources
Explore sources is a handy way to find sources which
are most relevant to your research. These are helpfully
categorised into ‘Tax Areas’ and contain key information
regarding that source to help aid your research. To view all
your subscribed sources simply select the ‘All’ tab within the
explore section. Use the search and A-Z filter to quickly find
the source needed. You can also access our archived sources
by selecting the ‘Archive’ tab within this section.
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Tax News
Selecting the ‘Tax News’ icon within the page header takes
you to a page displaying news across all tax areas. The page
has a dedicated search function to search specifically for
current awareness.
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My Documents
The My Documents folder is a useful way of saving any
documents found through searching or browsing. Up to
1000 documents can be stored here for an indefinite time.
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Alerts
The Alerts tab allows you to set up news alerts or view
previously created Alerts.
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More
The ‘...More’ Button allows access to History as well as our
Help and Support pages.
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Product Switcher
Access additional platforms using the Other Tolley
Services dropdown.
4

USER GUIDE
Tolley®Library Source Page
Source pages give you an easy and convenient way directly into any sources from your subscription. From here you can focus
your research by using the search or exploring the full page view Table of Contents. These pages can also be bookmarked and
shared, making them the ideal starting point for your research.
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Search
Use this search bar to run a keyword or document title
search across the source which you’re viewing. As with the
homepage search, when available use the ‘More Search
Options’ button to show additional search fields to search
with more precision.
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Table of Contents
From here you can navigate the contents within a source.
Click the down arrow beside the heading title to load the
content within. Select checkboxes beside headings to limit
your search to these areas.
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To view bitesized help videos
for additional
assistance
please click on
the video icon in
the top right of
the product or
visit:
tolley.co.uk/
librarytraining
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Scroll down the page to view the latest news in each
news-pod.
Click on ‘View more’ to expand each news-pod.
Use the search box to search within the news page.
The check boxes can be used to limit your search to
one or more area(s).

Visit tolley.co.uk/librarytraining
or call us on 0330 161 1234
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To view bitesized help videos
for additional
assistance
please click on
the video icon in
the top right of
the product or
visit:
tolley.co.uk/
librarytraining
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The ‘Sort by’ dropdown allows you to view your
results either by date or relevance.
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Click on the blue hyper-linked document title to
open it in the same window. Alternatively, you can
right click the hyperlink to open into a new tab
within your web browser.
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Use ‘Search within results’ to enter additional
keywords or terms to search across your current
set of results.
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You can filter your results by content type at the
top of the page.
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You can also filter your results by sources or topic
on the left. Up to 5 of the most relevant sources
for your search query will sit at the top of the
source filter list. Click ‘More to view the full lists.
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You can run a new search using the search box at
the top. This will also reset any active filters.

Visit tolley.co.uk/librarytraining
or call us on 0330 161 1234
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To view bitesized help videos
for additional
assistance
please click on
the video icon in
the top right of
the product or
visit:
tolley.co.uk/
librarytraining
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Use the Table of Contents to navigate within the
source you are currently viewing.
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You can choose to turn the keyword highlights on
or off using this toggle.
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Click on the arrow tab to expand or minimize it for
a larger reading pane.
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The link in ‘View whole of’ will show the whole area
in which the document appears.
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The Previous and Next buttons enable you to move
to the preceding or following page of the source
you are currently viewing.
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The delivery icons at the top of the page can be
used to add the page to print, download or email
the page, or add it to your ‘My Documents’ page.
These delivery icons can be used in conjunction
with the tick boxes in the table of contents.

Visit tolley.co.uk/librarytraining
or call us on 0330 161 1234
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Think Tax. Think Tolley.

Tolley is dedicated to guiding and empowering you through every
stage of your career. We have been the definitive voice on the
UK tax market for 100 years, that’s why when tax professionals
are looking for certainty, they rely on Tolley’s depth of experience
for concrete answers. Our content is always up to date, always
accurate, always simple to use - providing personalised, focused
answers exactly when you need them.

Visit tolley.co.uk/librarytraining
or call us on 0845 370 1234
Tolley, Lexis House, 30 Farringdon Street, London, EC4A 4HH
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