
© Search Technology, Inc. 1997 ï 2018  

 

 

 

 
 
 
 

VantagePoint User's Guide 

 

Version 11.0         

 
 



 

© Search Technology, Inc. 1997 ï 2018  

SEARCH TECHNOLOGY, INC.  

SOFTWARE SINGLE -STATION LICENSE AGREEMENT  

VantagePoint 

NOTICE TO USER:  Please read this agreement carefully.  This is a legal agreement between you, the end-user, and Search Technology, Inc. 

("Search Technology").  The enclosed Search Technology software program (the "SOFTWARE") is licensed by Search Technology for use 

only on the terms set forth herein. By using all or any portion of the SOFTWARE you accept all the terms and conditions of this agreement. 

You agree that this agreement is enforceable like any written negotiated agreement signed by you.  If you do not agree, do not use this 

SOFTWARE. THE SOFTWARE CANNOT BE USED WITHOUT A LICENSE. 

 

GRANT OF LICENSE : Search Technology grants you the right to use one copy of the enclosed SOFTWARE on a single-station computer 

system.  No right to copy, display, or print the SOFTWARE or Documentation, in whole or in part, is granted. 

COPYRIGHT : The SOFTWARE is owned by Search Technology and is protected by United States copyright laws and international treaty 

provisions.  You may either (a) make one copy of the SOFTWARE solely for backup or archival purposes provided that you 

reproduce all proprietary notices that are on the original copy of the SOFTWARE provided to you, or (b) transfer the SOFTWARE 

to a single hard disk provided you keep the original solely for backup or archival purposes.  You may not copy the written materials 

accompanying the SOFTWARE. 

LIMIT OF LIABILITY : In no event will Search Technology, Inc. be liable to you for any loss of use, interruption of business, or any direct, 

indirect, special, incidental, or consequential damages of any kind (including lost profits) regardless of the form of action whether in 

contract, tort (including negligence), strict product liability or otherwise, even if Search Technology, Inc. has been advised of the 

possibility of such damages.  Some states or jurisdictions do not allow the exclusion or limitation of incidental or consequential 

damages, so the above limitation or exclusion may not apply to you.  

 

EXPORT LIMITATIONS : This SOFTWARE is subject to the Export Administration Regulations (EAR), issued by the U.S. Department of 

Commerce. Distribution to places, entities or persons prohibited by the EAR is strictly forbidden. Additionally, the export or re-

export of this SOFTWARE to any party listed in the U.S. Department of Treasury's Office of Foreign Assets Control (OFAC) List 

of Specially Designated Nationals and Blocked Persons is prohibited. 

 

In the following certification, "Any Denial List" refers to any listing of prohibited Parties and Countries published in the EAR and 

OFAC:  

 

By using this product you are certifying that you:  

 a. are not a person listed on Any Denial List; 

 b. are not using this SOFTWARE in a country listed on Any Denial List; 

 c. are not affiliated with an entity listed on Any Denial List 

 d. will not export or re-export this SOFTWARE to any person, place or entity prohibited by U.S. Export laws and regulations. 

By using this product you are certifying that you are not a national of Cuba, Iran, Iraq, Libya, North Korea, Sudan, Syria, 

or any country to which the United States embargoes goods and that you are not a person on the Denied Persons List, the 

Entity List, or the Specially Designated Nationals and Blocked Persons List. 

 

REVERSE ENGINEERING : You agree that you will not decompile, reverse engineer, or otherwise attempt to discover the source code of 

this SOFTWARE. 

 

OTHER RESTRICTIONS : This License Agreement is your proof of license to exercise the rights granted herein and must be retained by you.  

You may not rent, lease, sell, or give away the SOFTWARE. 
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SEARCH TECHNOLOGY, INC.  

SOFTWARE LIMITED WARRANTY  

 

LIMITED WARRANTY.  Search Technology warrants that the SOFTWARE will perform substantially in accordance with the 

accompanying documentation for a period of ninety (90) days from the date of receipt.  The media on which the SOFTWARE is furnished 

will be free from defects in materials and workmanship under normal use. 

 

CUSTOMER REMEDIES.  Your sole remedy under the warranty during this ninety (90) day period is that Search Technology will 

undertake to correct within a reasonable period of time any reported "SOFTWARE Error" (failure of the SOFTWARE to perform 

substantially the functions described in the documentation), correct errors in the documentation, and replace any media which proves 

defective in materials or workmanship on an exchange basis without charge.  In order to make a claim under this warranty you must return the 

defective item to Search Technology, postage prepaid, within ten (10) days after the warranty period.  If Search Technology is unable to 

replace defective media or if Search Technology is unable to provide corrected SOFTWARE or corrected documentation within a reasonable 

time, Search Technology will, at its sole and exclusive option, either replace the SOFTWARE with a functionally equivalent program at no 

charge to you or refund the purchase price.  These are your sole exclusive remedies for any breach of warranty during this ninety (90) day 

period. 

 

Search Technology does not warrant that the SOFTWARE will meet your requirements, that operation of the SOFTWARE will be 

uninterrupted or error-free, or that all SOFTWARE errors will be corrected.  Search Technology is not responsible for problems caused by 

changes in the operating characteristics of computer hardware or computer operating systems that are made after the release of the 

SOFTWARE nor for problems in the interaction of the SOFTWARE with non-Search Technology software.  Search Technology will have no 

responsibility to replace or refund the license fee of media damaged by accident, abuse, or misapplication. 

 

The above warranties are exclusive and in lieu of all other warranties, whether expressed or implied, including the implied warranties of 

merchantability, fitness for a particular purpose, and non-infringement.  No oral or written information or advice given by Search 

Technology, its employees, distributors, dealers or agents shall increase the scope of the above warranties or create any new warranties. 

 

Some states do not allow the exclusion of implied warranties, so the above exclusion may not apply to you.  In that event, any implied 

warranties are limited in duration to ninety (90) days from the date of delivery of the Software.  This warranty gives you specific legal rights.  

You may have other rights, which vary from state to state. 
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WELCOME TO YOUR NEW VANTAGEPOINT! 

VantagePoint is a powerful text-mining tool for discovering knowledge in search results from patent and 

literature databases. VantagePoint helps you rapidly understand and navigate through large search 

results, giving you a better perspectiveða better vantage pointðon your information. The perspective 

provided by VantagePoint enables you to quickly find WHO, WHAT, WHEN and WHERE, helping you 

clarify relationships and find critical patterns - turning your information into knowledge. 

If this is your first time using VantagePoint, this manual will help introduce you to the many features and 

tools built into VantagePoint. If you are a long time user, you will notice a new User Interface, which 

should simplify the workflow and improve the user's experience. Ribbons are used to organize 

VantagePointôs tools in workflow steps of Import, Refine (Clean), Analyze, and Report. See the Quick 

Reference page for an overview of the Ribbons. 
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INTRODUCTION 
 

Files and Datasets 

A VantagePoint file (*.vpt) contains all of the data for a given set of documents. The creation and use of 

a VantagePoint file is illustrated in the following diagram: 

 

 
 
The user queries a bibliographic database and receives raw bibliographic data. When a raw 

bibliographic data file is imported into VantagePoint, the pre-processor parses the text in the following 

manner: 

1.   First, the text is divided into individual records. A record is the largest individual segment of 

information in the file. A raw data file consists of several (tens, hundreds, or maybe 

thousands) records, each of which has a similar structure.   

2.  Then the pre-processor divides each record into fields. For the most part, each record 

contains the same field structure (e.g., title, authors, keywords, abstract, etc.). On rare 

occasions, a field may be missing from a record. 

3.  Next, the pre-processor divides the text fields (e.g., the abstract and title) into words or 

phrases, and creates a new field for them (e.g., abstract words, title words, and abstract 

phrases).   

4.   Finally, the pre-processor creates a database relating all of the contents of the fields to all 

of the records. For example, if the word "chemistry" is found in at least one record, then the 

word "chemistry" is entered into the database and that word is linked to every record that 

contains the word "chemistry."   

 
The VantagePoint file consists of this database relating the words to the records. As the user defines 

groups of list items, the group membership information is stored in the VantagePoint file. Additionally, 

as the user creates views (also called ñsheetsò) of the data, they are saved in the VantagePoint file. 
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Records and Fields 
The most basic form of raw data for VantagePoint is a bibliographic record. In bibliographic databases, 

a record consists of a single abstract of a scientific article or technical paper along with the associated 

information (e.g., the title, the authors' names, the affiliation of the primary author, the dates, etc.). Each 

type of information in the record is a field. The following is an illustration of a single bibliographic record.  

In this record, the fields are Authors, Affiliation, Title, Journal, Date, etc. In many cases, the fields 

delivered by the bibliographic search engine contain more than one "chunk" of data. The highlighted 

areas of text illustrate how VantagePoint parses some of the fields of the record to a greater level of 

detail. 
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GETTING STARTED WITH VANTAGEPOINT 

Registration Code - Activating/Reactivating your License 

Your Registration Code is your key to unlock VantagePoint. This procedure may be used for new 
installations or to Reactivate your VantagePoint License. (First see Registration Code - Moving 
VantagePoint from one computer to another for important instructions on Deactivating your License. 
You would also need to deactivate your License before your computer is reformatted, if possible. 
Otherwise, your Registration Code cannot be used again.) 

For most customers, there are two methods of Activating (or Reactivating) your VantagePoint License: 
Using Internet (automatic, and the preferred method), or Using Email. Click on the tab offering the 
Activation method of your choice.   

If your company has the "floating License" model, follow the instructions found in the Activating 
VantagePoint Using License from Server topic. 

 

Using Internet: 

1) Download VantagePoint from www.theVantagePoint.com/downloads and follow the installation 
procedure. 

2) When you start VantagePoint, you will be prompted for your Registration Code. Copy and 
Paste the Registration Code into the New Registration Code field, enter your Email Address, 
and  click Activate New Registration Code. 

 

You should receive a "License Successfully Activated!" message.  Click OK and VantagePoint will 
open. 
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Using Email: 

If you do not have Internet access, you can activate your Registration Code Using Email.  (Note: This 

Process may take a few hours or as many as two business days, depending on your location.)  

Select the Using Email tab. 

1. Copy and Paste your Registration Code into the "New Registration Code" field.  

Click Create Activation Request 
Email. 

An email message addressed to 
"activate@searchtech.com" will be 
created containing the 
Registration Code and Activation 
Request Code. Send the email 
message.   
 
In response, you will receive an 
email containing an Activation 
Code.  

 

 

 

 

 

2. Copy and Paste the code into the 

Activation Code field.  

Click Activate now!.  

 

A "License Successfully Activated!" 

message box will appear. Click OK and 

VantagePoint will open. 
 

 

 

 

 

See Also: 
 Registration Code - Moving VantagePoint from one computer to another 

 Registration Code - Repair License 
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Activating VantagePoint Using License from Server 

 
Important Note: You cannot activate a VantagePoint Registration Code from this tab. If you have a 
VantagePoint Registration Code, go to the previous Topic to activate. 
 
VantagePoint is offered with a floating license model. To use a floating license, the computer must (a) 
be connected to the internet and (b) have continuous access to the License Server on the internet.   
 
The credentials for using the License Server are:  

1. License Server address 

2. Port number 

3. Company ID 

4. Username 

5. Password 

6. Your email address.   

If you have purchased floating licenses, the steps to start using VantagePoint are: 

1. Launch VantagePoint. You will be presented with a dialog box to enter your License Server 

credentials. 

 

 

2. You will be given credentials to enter as shown in the illustration.  All items are required. 

3. If you want to automatically retrieve your license from the License Server when you start 
VantagePoint, click the checkbox ñAlways use License Server at startup.ò  If you leave this 
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unchecked, you will be prompted to activate each time you start VantagePoint. Your 
credentials are saved on your computer, so all you have to do is click the Activate Using 
License Server button each time you startup. 

4. Click Activate Using License Server to activate your license. 

You can test your connection to the License Server (ñServer Addressò and ñPortò) using the Test 

Network Connection button. If the test is not successful, please check your firewalls and internet 

access. 

If you look at this tab after successfully activating, all fields will be populated.  (Registration Code 

field will reflect "License Server".) From here you can enter updated credentials, and you can 

modify the choice of whether or not to always use the License Server at startup. Make the desired 

changes, and click Activate Using License Server to save the changes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

© Search Technology, Inc. 1997 ï 2018  7 
 

Starting VantagePoint 

When you first open VantagePoint, you are presented with a Startup dialog box where you choose 

whether to Import Raw Data File, Import Database Table or Open Existing VantagePoint File. 

 
 

(Context-Sensitive Help is available for most VantagePoint functions by pressing F1.) 

1. If you choose to Import Raw Data File, you are taken to Step 1 of the Import Wizard (see 

Note below, then continue to #2.) 

 

Note: If you choose to Import Raw Data File, the Wizard method of import becomes your 

default. To change, see Changing the import data method to change to the Classic Interface, 

or to be asked each time which import method to use. 

 

If you choose Import Database Table, a dialog box will appear where you choose the data 

source (either the file name or browse for the location. When the file is located and selected, 

click Open or double-click the file name). If more than one sheet exists in the file, you will be 

presented with a "Select Information to Import" box. Make your selections and press OK. A 

Summary View will appear. Continue with Step  5.  (See Import from Excel for full details.) 

 

If you choose Open Existing VantagePoint File, select the file to be opened. For your 

convenience, a recent list of VantagePoint files is displayed for selection. If the file you want to 

use is not displayed, double-click More Files..., which opens a dialog box where you select 

the file location. When the file is located and selected, click Open, or double-click on the file. A 

Summary View is displayed. (Continue with Step 5.) 

 

Checking "Don't show this dialog box again" prevents this dialog box from appearing each 

time VantagePoint is started. See Enabling or Disabling the startup dialog box to change the 

setting while running VantagePoint. 
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2. Import Wizard; Step 1 of 3: Here you choose the file to import. Use the Select Files button to 

locate the file. 
 
Once the file is located and selected, 
the "Data Preview" window is filled. 
Click Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Step 2 of the Import Wizard selects the database for the file. VantagePoint automatically 
detects which file to use. 
  
Note: Files shown are for illustration 
purposes ï your list of database files 
may differ. 

 
Note: You may override this selection 
by clicking on another file (or files) 
displayed or by clicking Select New 
Filter Directory. Unless you are 
certain of which file to use, it is 
recommended that you accept the 
VantagePoint selection. 
 
Click Next. 
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4. Step 3 of the Import Wizard shows a list of fields to be imported. Initially, all primary fields are 
selected. To accept all, click Finish. To 
select certain fields, use Ctrl-click keys to 
multi-select desired fields, then click 
Finish. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: Some database import filters have 
some fields defined as "Secondary 
Fields" - fields that are not normally 
imported at first. Check the "Show All 
Fields" checkbox to view these fields 
(see below). You can then select fields 
from the entire list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If your dataset is very large, it may take a few minutes to import. When it is open, you will see 
a Summary View presenting an overview of the dataset, including total number of records, the 
date of the original search, and a list of fields with the total number of unique items in each 
field. 
 

5. The first thing you will want to do is open a listing of one of the fields (see Lists). This can be 
accomplished using any of the three following methods: 
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a) Double-click the field name on the Summary View. 

b) From the Home Ribbon, click List.... A Create List dialog appears with all the Fields 
presented. Select the desired Field from the given list, and click OK (or simply double-click 
the field name). 
 

 
 

c) Press Ctrl-L. Select the desired field name from the given list, and click OK (or simply double-
click the field name). 

 

A List view of the selected field will be shown. It is displayed as a separate sheet with the field name 
on a tab at the bottom of the window. You can create more Lists and then access them by clicking on 
the tabs. 

 
 
 

 
 

Context-Sensitive Help 
 
Context-sensitive Help is available for most VantagePoint functions by pressing F1. 
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THE VANTAGEPOINT WINDOW 
 
The VantagePoint window consists of: 

1) the Ribbons, 2) the Title Window, 3) the Main Workspace, 4) Detail Windows, 5) the Analyst Guide, 
and 6) the My Keywords windows, and 7) the Notices area. 
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Ribbons: Quick Reference 
Following is a Quick-Reference view of the VantagePoint App Button and Ribbons, and the functions 
found within each. For additional details on each, follow the links to the Topic. 
 
 
App Button 

This menu features easy access to recent VPT documents, as well as Options, where you set personal 
preferences in VantagePoint. See the App Button topic for more details. 

 
 
 
Following are illustrations of each Ribbon and a summary of the functions found on each: 
 
 
Home 

From the Home ribbon you can Import data/Start a New Analysis, Open a dataset (VantagePoint file), 
Save, and Close VantagePoint files. 
 
With a VantagePoint file open, you can Create Sub-datasets; Create a new List and Matrix; perform 
Find, Select, Copy, and Paint functions; and Manage and Delete Sheets. 
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Refine 

Further refine an open VantagePoint file by performing Datasets functions such as merging datasets or 
records, combining or removing duplicate records; functions related to Fields, such as List Cleanup, 
apply a Thesaurus, Import more fields; and Create and manage Groups.  

 
 

 
 
Analyze 

Add Lists, Matrices, Maps, perform List Comparison, assign Record Classifications, run Terms by Year 
report, create Factor Matrix, PCD, TFIDF, Calculate Emergence Indicators, Browse Classification Tree, 
and Run Scripts/Edit Script Menu.  

 
 
 
 
Report 

Create Visualization Reports, Export Records, Export Image. 

 
 
 
 

Editors 

Edit a Thesaurus, Fuzzy file, Import Filter, Meta Tags. 
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View 

Contains the Reset to Default button; Select Workspace Windows to show/hide, Add Detail Window, 
Manage and Delete Sheets.  

 
 
 
 

Help 

On this ribbon, you can Display the VantagePoint Help (press F1 for Context-sensitive Help), Display 
(or hide) the Analyst Guide, Check for Updates, Go to the VantagePoint Downloads page, Contact the 
Help Desk, and Manage your License. About VantagePoint displays the Build code and links to other 
important information. 

 
 
 
 
Quick Access Toolbar 

The Quick Access Toolbar includes the Save Command and Sheet Navigation. Add your own 
frequently-used commands for quick and easy access.  
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App Button 

From the App Button, you can Start a New Analysis, and open a VPT file using the list of Recent 
Documents.  

In addition to the Open/Save/Save As/ and Close functions, the App Button connects to Options where 
you set preferences for certain VantagePoint activities, such as Checking for Updates, method used for 
importing data, Confirmation when deleting sheets, and Color customization.   

The App Button also provides a link to Dataset Properties, where you can view characteristics of the 
current dataset. 
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Quick Access Toolbar 
You can add frequently-used commands to the Quick Access Toolbar, which will always appear for 
handy access. Commands can also be removed from the Quick Access Toolbar, or the Toolbar can be 
repositioned below the ribbon. 

To add a command, click the dropdown box, as shown below: 

 
 

 
 

 

Commands are presented in the 
left window, and those on the 
Quick Access Toolbar appear on 
the right. 

There is a dropdown box under 
"Choose commands from:" 
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In this case, the user 
will select "Report" 
from the dropdown 
box. 

 
 
The commands for the Report Ribbon appear. The user wants to move "Bubble Chart" to the Quick 
Access Toolbar. The user selects that command, and then clicks the Add button: 
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Bubble Chart is moved to the window on the right. Note the up/down arrows to the right of that window. 

Use them to reposition the 
commands on the Toolbar: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now the Quick Access Toolbar contains the Bubble Chart icon: 

 

 

 

Show Quick Access Toolbar Below the 
Ribbon: 

 
 

 
 

Result:  
 

 

 

 

 

Here is the result 
of choosing 
Minimize the 
Ribbon:  
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Main Workspace 
The Main Workspace displays all of the List, Matrix, Map Views, etc. you create. 

1.   Each view you create is displayed as a separate Sheet as shown below. You can access each 
view by clicking on the Sheet tabs. 

2.   You can scroll through the Sheet tabs using these buttons. (The Navigation tool bar is also helpful 
for moving between sheets. See Sheet Management for detailed information.) 

3.   You can scroll within the active sheet using the Workspace scrollbars. 

4.   You can select among multiple open datasets using the Dataset tabs, or using the dropdown 
arrow shown in the illustration below. 

 

See Also: 
Sheet Management 
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Summary View 
The Summary View provides an overview of your dataset. It lists the fields, the number of unique items 
in each field, the percent coverage, and the attributes of each field. See Field Statistics for a definition 
of "percent coverage". 

By placing the cursor over a field name and right-clicking the mouse, you can perform several basic 
operations on the fields, as illustrated below.  
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You can filter the Summary View by using the boxes under the column header to enter the desired 
criteria (minimum % Coverage, particular Data Type, minimum # of Items, etc.). 
 

 
 

The items that fall outside the criteria are removed from the View.  Note that this is simply a change in 
the way the Summary View is displayed for that session, and is not saved with any other changes to 
the dataset. 

You can also change the sort of the Summary View by clicking the column header for which the sort is 
desired. 

Additionally, you can choose which columns to display in your Summary View by clicking the 
"Columns" button": 

 
 

Initially, ñShow Allò is checked.  By unchecking that box, the others are available to check/uncheck. 

 

The òiò button next to the Columns button toggles on/off the display of the file information above the 

SUMMARY SHEET header.  (You can also view the file information by hovering the mouse over the òiò 

button. 

 

 

Description of Right-Click Menu items: 

 

Create List - Create a List view of the selected field. You can also create a List view of a field by 

double-clicking on a field name. 

List Cleanupé Reduce or clean a list. Presents the List Cleanup dialog box. (See Cleaning a List.) 

Thesaurusé Apply a thesaurus to a list. Presents the Thesaurus dialog box. (See Applying a 

thesaurus to a list.) 

Find and Replace... Apply a "Find and Replace" thesaurus to a list.  (See Find and Replace.) 

Further Processing - Lets the user apply Import Engine text processing commands to an existing field 
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without modifying the Import Filter. When Further Processing is used, a new field is created in the 

dataset and the original field is left unchanged. (See Further Processing.) 

Extract My Keywords - Lets the user apply Sample Keywords, StopWords, or user's own list of 

Keywords to a selected field, resulting in a new field. (See My Keywords). 

Rename Field... Rename the selected field. 

Copy Field... Make a copy of the selected field. 

Set Data Type - Set the data type for the selected field. The data type tells VantagePoint how to handle 

data in the field. 

Category - The data in the field are a small set of discrete items. This data type is useful for 

creating detail windows that can be compared across selections and sub-dataset operations. 

Link - The data in the field are links to web pages (URL) or file names with file path. When the 

user clicks on the data item in the Fielded Record View, VantagePoint should launch the 

application associated with that file name in the link. Examples of files are: Internet links  (e.g., 

*.htm, *.html), images (e.g., *.jpg, *.bmp), documents (e.g., *.pdf, *.doc), spreadsheets (e.g., 

*.xls), and intranet links (e.g., *.ndl). 

General - The data in the field are text. All fields are of this type unless specifically assigned 

another type. 

Number - The data in the field are numeric. This affects how the data are sorted in List and Co-

occurrence views. Also, the data in this type of field are summarized using statistical box-plots in 

the Field Statistics window and pop-ups on maps. 

Year - The data in the field are four-digit years. The data in this type of field are summarized 

using column charts in the Field Statistics window and pop-ups on maps. 

Meta Field - The data in the field contain generic information about a record. 

Set Meta Tags... Open the Add/Remove Meta tags dialog for the selected field. (See Adding Meta 

tags for fields.) 

Delete Field... Delete the selected field. 

View Statistics... Open the Field Statistics window for browsing the summary statistics of the fields in 

your dataset. 

Zoom - Allows you to enlarge or reduce the size of the print in the Summary view. You can also use a 

mouse wheel to accomplish the same by holding down the Ctrl key and rolling the mouse wheel. To 

restore the default setting, select Restore from the right-click menu. 
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Field Statistics 

The Field Statistics window is accessed from the Summary View by right-clicking on a field name 

and selecting View Statistics. 

 

Field Name: the name of the field. Another field can be selected using the drop-down menu or the 

scroll buttons. 

# of Items: This is the total number of unique items in the field (i.e., also the number of rows in the 

List View). 

Data Type: Either Category, Link, General, Number, Year or Meta Field. This is set by right-

clicking on a field name in the Summary View and selecting Set Data Type in the pop-up menu. 

Used in Title Window: "Yes" if this attribute was set for this field in the import filter when the raw 

dataset was imported. 

Used to Import More Fields: "Yes" if this attribute was set for this field in the import filter when the 

raw dataset was imported. 

Under Records: 

# In Dataset: Total number of records in the dataset 
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# Without <field name>: Number of records that do not have this field. 

Coverage: The percentage of the records that do have this field. 

Most Frequent: The most frequent item based on record count. Multiple instances of an item in a 

single record do not count toward this total.  

Std. Dev.: Standard Deviation of the # Records column for the field. 

Under Instances: 

Total: The total number of items for this field found in the dataset. Duplicate occurrences within a 

single record do count toward this total. 

Avg. Items Per Record: This is the average number of items in this field per record. Again, 

duplicate occurrences within a single record count toward this total. 

Most Frequent: The most frequent item based on instance count. Multiple instances of an item in 

a single record count toward this total.  

Std. Dev.: Standard Deviation of the # Instances column for the field. 

Plot for "Year" Fields: For fields set as Data Type "Year", the Field Statistics window shows a 

histogram of the chronological distribution of the records in the dataset. 

Plot and Statistics Summary for "Number" Fields: For fields set as Data Type "Number", the Field 

Statistics window shows several summary statistics of the numeric data in the field, and a "Box-Plot" 

shows a graphical depiction of the data. 

How Many Decimal Points: Set the number of decimal places to show in the statistical summary. 
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Title Window 

The Title Window displays the titles of records in the dataset for a selected list item. When an item in a 

list view is selected (by clicking on a cell), the titles of records in the dataset containing that list item are 

displayed. When a cell is selected in a co-occurrence matrix, the Title Window displays the titles of 

records that contain both the row and column item of two list items. 

 

The following example shows the Titles of 41 records in the selection (2001) from Grant Publication 

Year list. Of the 41 Titles, the user has selected four (4). 

 

Icons next to a Title indicate that the record has been annotated in the Record View and/or that a 

record is marked to be omitted from new datasets.  

You can also multi-select records in the Title Window using Ctrl-click and Shift-click. Right-click in the 

Title Window and a menu is displayed with the following options: 

View Records - displays selection in Record View. 

Find Similar Records - displays similar records based on the content of the title(s) and 

abstract(s) in the record(s). 

Copy Title Names - copies selection to a clipboard for pasting into another application. 

Select All - selects all the titles in the Title View. Then use "Copy Title Names" to copy all titles 

into another application. (The button next to the Title bar will also Select All Titles in the Title 
Window.) 

Create Sub-Dataset From Selection - takes whatever records are selected in the Title Window 

and creates a sub-dataset. 

Omit Selected Records From New Datasets - tags record(s) for omission when creating a new 

dataset or exporting raw records. 
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Don't Omit Selected Records From New Datasets - if a record was previously tagged for 

omission, this removes the tag. 

Classify Records - allows the user to assign an existing classification to a record or records. 

(See Record Classifications in the Record View.) 
 
 

How to update the Title Window 

The Title Window is updated when you click on another cell in the Main Workspace. 

 
 

How to display a Record 

To display a record, double-click on the title of the record displayed in the Title Window. Or, using 

the right-click menu in the Title Window, select View Records. 
 

 
 

You can display a new record in the Record View by double-clicking on another title in the Title 

Window. Or, use the Previous / Next arrows in the Record View to browse each record in the Title 

Window.  
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Record View 

The Record View is accessed by double-clicking on a title in the Title Window. The Record View shows 

one or more records at a time. In this example, the user's Keywords are highlighted. 

 

Records can be viewed as Fields, as shown above, or as a Raw Record.  

In the Fielded view, the presentation can be in Table, Row, or Column format. The selection is made 
here: 
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Here is a record displayed in Table format: 

 

 

Here is the first of several records in Row format: 
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Here are several records shown in Column format: 

 

 

Following is a description of the buttons at the top of the Record View display (numbered in the picture 
for reference): 

 

1. Record Classifications: Displays the Manage Record Classifications dialog, where user can set or 
change assignments. See Record Classification for details.  

2. Find Similar Records: Displays similar records based on a selected record. Resulting records will 
have a similarity score. The default features are Title and Abstract, but the user can change the 
training fields (by assigning the "Training Field" Meta Tag to the desired field. See Adding Meta 
Tags for Fields for details). 

3. Print: Prints the record in the format of the current view ("raw" or "fields") 

4. Copy: Copies the highlighted (selected) portion of the record to the clipboard (for pasting to another 
application). 

5. Select All: Selects the entire record (for copying to the clipboard). 

6. Find: Brings up the Find dialog to find text. 

7. Raw: Switches from the Fields view to the Raw Record view. 

8. Fields: Switches from the Raw Record view to the Fields view, showing the parsed fields. 

9. Field Order: User can change the order of Fields displayed in Fielded View. See Field Order in the 
Record View for details. 

10. Wrap: Word wrap. Applies to the Raw Record view only. 
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11. Fixed Font: Displays record in a fixed-width font. This improves readability for some record 
formats. 

12. Highlight Keywords: If the user has created a "Keywords" List, this button will turn on or off the 
highlighting of those terms in the Record View. 

13. Colors: Allows you to assign the color of your choice to terms in a Keywords List. 

14. Previous: Displays previous record in Title Window (disabled if more than one record was selected 
in the Title Window). 

15. Next: Displays next record in Title Window (disabled if more than one record was selected in the 
Title Window). 

16. Exit: Closes the Record View. 

 

At the bottom of the Record View window, the following appear: 

Notes about this record:  (Also known as "Editable Note" for certain Import/Export functions.)  Add 
annotations for the viewed record. Adding an annotation also adds an icon beside the record in the 
Title Window.    

Omit from new datasets: Marks the viewed record for omission when a new dataset is created. 
Marking a record for omission adds an icon beside the record in the Title Window. 

Note: "Omit" only comes into play when you subsequently perform an operation that 
creates a new dataset (for example, Create Sub-Dataset, Export Raw Records, Export 
Fielded Records, Remove Duplicate Records, and Data Fusion). For Create Sub-
Dataset, Export Raw Records and Export Fielded Records, there is a checkbox in the 
operation to Omit records marked for omission. For Remove Duplicate Records and Data 
Fusion functions, if any of the records involved in your operation are tagged "Omit from 
new datasets", you will see a confirmation question, "This action involves records that 
have been marked for omission. Do you want to omit these records?" If you answer Yes, 
then the tagged records will be omitted from the new dataset. If you answer No, the 
"omit" tag will be ignored. 

 

You can view another record by double-clicking on another title in the Title Window without closing the 
Record View. Or, use the Previous / Next arrows to browse each record in the Title Window. 

 

See Also: 

How to Display a Record 

My Keywords 

Record Classifications and Auto Classifier 

Summary View 

Title Window  
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Field Order in the Record View 

Field Order: Click this button to change the way records are displayed in the Fielded Record View. 

 
 
This leads to the Field Order for Record View dialog box (data are for illustration purposes -- 
whatever field names are in your dataset will be shown). 

 

Fields available for selection appear on the left; Fields selected for display in the Fielded Record View 
appear on the right. The arrows between the windows are used to move fields from the Available 
Fields into the Selected Fields, or vice versa. To change the order that the fields are presented in the 
Fielded Record View, click on the field name (in the Selected Fields window) and use the Up and 
Down arrows to move the field names. You can also sort them alphabetically, in ascending or 
descending order. 

The ñAvailable Fieldsò window offers the ñType to filterò feature to help easily locate Field names. 

Click OK to save changes and return to the Record View.  
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Your selection of Field order can be saved as a Template to be recalled for future use: 

Use the field in the upper right of the dialog to type a name for the template and click the save icon. 

 

Then click OK at the bottom of the dialog. 

Now, your saved Field Order can be retrieved and applied in the future by using the dropdown box. 

If there are fields defined in that profile that are not found in the current dataset to which it is being 
applied, the fields will be highlighted in red, as shown below. 
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Detail Windows Overview 
Detail Windows provide details of the records selected in the Main View. They show the co-occurrence 
of items in one field with items or nodes selected in a view. There are two types of views in the Detail 
Windows: Lists and Charts. 

The List-type Detail Windows display the co-occurrence values, the "expectancy arrows", and the text 
of the co-occurring items. The Chart-type Detail Windows show the same data as the List-type Detail 
Windows, except that the co-occurrence values are graphically displayed and the expectancy arrows 
are not shown.  

You can switch between view types, change the chart type, zoom in on the column charts, copy and/or 
print the data, and perform other operations using menus accessed by right-clicking on the Detail 
Windows. Each menu is described in the sub-topics listed at the bottom of this page. 

The following illustration shows three Detail Windows on the right-hand side of the screen, each 
showing details about the records selected in the List view. The Detail Windows are updated as you 
make selections in the Main View, in the same way the Title List is updated when you make a new 
selection. 

 

When you click on an item in a Detail Window, the records are highlighted in the Title Window. In the 
illustration shown above, the user has clicked on the year "2011" in the "Publication Details: Publication 
Year" Detail Window, and the 14 record titles (out of the 53 records selected in the List view) from 2011 
are highlighted in the Title View. They are also moved to appear at the top of the list of Titles in the Title 
Window. 

Any field can be viewed in the Detail Windows ï the selection is made from a drop-down menu at the 
top of each Detail Window, or by typing the name of a field. The fieldname window will populate with 
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fields matching the entry for easy selection.  

 
See these Topics for additional details: 

Detail Window - Expectancy Arrows 
Detail Window - List Pop-up Menu 
Detail Window - Chart Pop-up Menu 
Detail Window - Record/Parent Item Scope 
Detail Window - Sorting Lists 
Detail Window - Zooming in a Chart 
Detail Window - Docking 
Detail Window - Colors for Charts 
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Analyst Guide 
The Analyst Guide provides an Internet Browser-type "window" to materials that help you learn how to 
apply VantagePoint to analytical tasks. These are updated from time to time, but the general topics 
include things like... 

¶ How-to Videos 

¶ Analyst handbook (overview of the basic analytical process) 

¶ Walkthroughs of common analyses 

¶ Frequently Asked Questions 

You can hide (or display) the Analyst Guide by clicking Analyst Guide in either: 

The View Ribbon  or the Help Ribbon 

 

 

 
The Analyst Guide Window can be "docked" anywhere on the screen by clicking and dragging the 
banner line. 
 
 
See Also: 

Docking the Title Window, My Keywords Window, and Analyst Guide Window 
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My Keywords Window 

A user can use the ñMy Keywordsò feature to extract terms of interest from a field and highlight the 
terms in the Record View. This extraction results in a new List and creates a new field, reflected in the 
Summary View. 

If it isn't already visible, enable the ñMy Keywordsò display:   

From the View ribbon, click My Keywords.  

 

 

The My Keywords window appears (default location is the lower right-hand corner of the VantagePoint 
Window.  In this case, the Sample Keywords is presented: 

 

 
See Also: 

My Keywords 
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Canceling VantagePoint Processes 

During the most compute-intensive processes, VantagePoint displays this dialog box. You can cancel 

the current process by clicking the Cancel button. A confirmation dialog box will then appear asking you 

to confirm that you want to cancel the process.  

 

If you check the Notify Upon Completion checkbox, VantagePoint will provide an audible alert when 

the process is complete (if your computer has speakers).   

The final steps of some VantagePoint processes cannot be interrupted. The most notable are the steps 

that create fields in Import and New Dataset, and the step that creates the List Cleanup Confirmation 

dialog box. On these operations VantagePoint will notify you of the interim completion of the task and 

remove the Cancel dialog box while the uninterruptible portions of the task are completed. 
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 HOME 

The Home ribbon has the tools you need to start a new analysis, open and save files, perform frequent 
tasks, and manage sheets in your dataset. 

 
 

 

File 

 
 
New Analysis - Import data, Import from Excel file, Smart Data Exchange.  Follow the links to the 
individual Topics. 
 
Open - Open a VantagePoint file 
 
Save - To Save a VantagePoint file, click the Save icon on the Home ribbon;  
or press Ctrl+S on the keyboard. 
 

Save As - to save with a new file name. If you have not saved the current file since importing the raw 

data or creating a new dataset:  In the Save As dialog box, select the drive, folder, or network location 

in which you want to save the VantagePoint file, and type the new file name in the File Name box. 
 
Close - close the current dataset. The current dataset can also be closed by clicking the "x" in the lower 
right corner of the workspace: 
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Import (Start a New Analysis) 

To Import data, click the New Analysis icon on the Home Ribbon: 
 

 
 
You are then taken to the steps for Importing a Raw Data file or Importing from Excel . 
 

Or, click the App button and select Start New Analysis. Depending on your default, you are presented 
with the Import Wizard or Import data dialog.  

 

 
 

 
 

Importing a Raw Data file 

 
The first time you Import Data, you are presented with the following dialog box, where you choose 
which import method to use: the Import Wizard 
or the Classic Interface. 

 
Note: If the "Don't Ask Again" box is checked, 
whichever method you choose becomes the 
default for future Data Imports. See Changing 
the import data method for information on how to 
change the import method. 
 
Select from one of the following for detailed 
instructions on either import method: Classic 
Interface or Using Import Wizard. 
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Importing a Raw Data file using Import Wizard 

 
From the Choose Import Method dialog,  

1. Click Use Import Wizard. You are presented with Step 1 of the Import Wizard. Here you 
choose the raw data file (or files) to import. Use the Select Files button to locate the file(s). 
(Use Ctrl-Click or Shift-Click to select multiple files.) 

2. Once the file is located and selected, the "Data Preview" window is filled. Click Next. 

3. In Step 2 of the Import Wizard, VantagePoint automatically selects the appropriate database 
for the file(s). Note: Your list of databases may be different from those shown here.  

 
Note: You may override this selection by 
clicking on another file (or files) displayed 
or by clicking Select New Filter 
Directory. Unless you are certain of 
which file to use, it is recommended that 
you accept the VantagePoint selection. 

 

Click Next. 

 

 

 

 

 

 

 

 



 

© Search Technology, Inc. 1997 ï 2018  41 
 

4. Step 3 of the Import Wizard shows a list of fields to be imported. Initially, all primary fields are 
selected. To accept all, click Finish. 

 
To select certain fields to be imported, use Ctrl-Click keys to multi-select fields, then click 
Finish. 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Some database import filters 
have fields defined as "Secondary 
Fields" -- fields that are not normally 
imported at first. Check the "Show All 
Fields" checkbox to view these fields. 
You can then select fields from the 
entire list (shown here). Click Finish. 

 

 

 

If your dataset is very large, it may take a few minutes to import. When it is finished, you will see 

a Summary View presenting an overview of the dataset, including total number of records, the 

date of the original search, and a list of fields with the total number of unique items in each field. 
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Importing a Raw Data file using Classic Interface 

 
1. From the Choose Import Method dialog box, click Use Classic Interface 

 
or From the Home Ribbon, select New Analysis, then Use Import Filter.  

 
or press Ctrl+i on the keyboard. 

 
 

2. In the Import Data... 
dialog box, select the 
drive, folder, or network 
location that contains 
the raw data file(s) you 
want, click on the file (or 
select multiple files 
using Ctrl-Click or Shift-
Click), and click Open. 

 

 
3. You should then see a 

Choose Database and 
Fields dialog box with a listing of your database import filters. The list of database import filters 
comes from *.conf files located in your Import Filters folder. The database import filter contains 
information about the structure of the raw datasets (record startƅend indicators, field 
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labels/delimiters). (Note: If VantagePoint cannot find the 'Program Files\VantagePoint\Import 
Filters' folder, you will see a Browse For Folder dialog box, where you can specify the location 
of your database import filter.) 

Note: Your list of databases may be different from those shown here. 

 
 
If your raw dataset comes from more than one database, you can manually select multiple 
databases in the left-hand window by clicking on one and then holding down the Ctrl key while 
clicking on other database names. Alternatively, you can click the Auto Sense Databases 
button to have VantagePoint automatically compare the database formats with the raw dataset 
and select the appropriate database format(s). 

4. When databases are selected on the left, the Primary fields from the selected databases are 
listed and automatically selected in the right-hand window. You can select only the fields you 
want to import using Click, Ctrl-Click, and Shift-Click. 

5. Some database 
import filters have 
some fields 
defined as 
"Secondary 
Fields" -- fields 
that are not 
normally imported 
at first. Check the 
"Show All Fields" 
checkbox to view 
these fields in the 
right-hand 
window, as shown 
here. You can 
then select fields 
from the entire list. 
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6. If you want to use a different database import filter, click Select New Filter Directory, choose 
the folder containing the new import filter in the Browse For Files or Folders dialog box and 
click OK. 

7. Click OK in the Choose Database and Fields dialog box to begin importing the data. 

 
 
If your dataset is very large, it may take a few minutes to import. When it is finished, you will see 
a Summary View presenting an overview of the dataset, including total number of records, the 
date of the original search, and a list of fields with the total number of unique items in each field. 

VantagePoint monitors the import process and notifies you of unusual situations. For example, if 
VantagePoint encounters a problem 
during import, you may see a 
warning (illustrated here). 

This may indicate that you chose 
the wrong database and the record 
StartƅEnd indicators do not match 
anything in the raw data file. 
However, if your raw data file 
contains very large records, there 
may be nothing wrong. In that case, 
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you should click Continue and ignore this message.  

Other warnings, such as those below, may indicate you have chosen the wrong import filter.  

 
 

 
 
You can Continue, Choose Another Filter (cancels the import and opens a dialog box where you 
select the folder containing your import filter), or Cancel Import. You are given a time limit to 
respond. If no response is received, VantagePoint will Continue (the default).   

The Help option cancels the import and offers a link to contact Customer Support or to the 
VantagePoint download site, where you can choose another import filter. 
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Import from Excel 
 

VantagePoint can import MS Excel files (and MS Access files). VantagePoint uses the first row of 
data as the field names.  

 
To import a file from Excel: 

1. From the App Button, select Start New Analysis (Import) and Import from Excel File. 
 

 
 

2. In the Choose Data Source to Import dialog box, click Browse to locate the database file you 
want to use. When the file is selected, it appears in the "File Name" field.  Click OK. ("Show 
Database Controls" button is for other databases such as SQL Server and Oracle - at this time 
this is an unsupported beta feature.) 

 
 

3. VantagePoint identifies the type of data being imported. 

In this illustration, VantagePoint has identified an MS Excel file is being imported. If the file 
contains more than one worksheet, you will be prompted to select which sheet to use: 

 
 

4. Next, you are presented with a list of fields that are found in your file. VantagePoint gives you 
tools for working with those fields. The "Field Type" for each field is at first assumed to be 
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"Single Value". You can change it to either "Divide Text" (for multi-valued, delimited fields) or 
"NLP" (for English text such as Abstracts and Titles). If you select "Divide Text", you must enter 
a single character delimiter (the default is semi-colon). If you select "NLP", the original field is 
imported also. In this example, the user will have a field with the full text of the Abstract and 
another field with the NLP Phrases. The data preview window shows you examples of the 
results you will get using the selected approach. You can browse through the dataset record-
by-record using the < Prev Record and Next Record > buttons. 
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You can multi-select fields to assign ñField Typeò to more than one field at a time. In the 
following illustration, the user has selected four fields and set their ñField Typeò to ñDivide Textò 
with a semi-colon delimiter.  

 

You can also save a default delimiter that will be used with ñDivide Textò in the future for quick 
imports. 

When you have set each of the fields, you can save the settings as an Import Filter so you can 
use it again later. 

Finally, click Import to begin importing the data. 

5. When import is complete, a Summary View is presented.  
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Opening a VantagePoint (*.vpt) file 

There are four methods for opening a VPT file:  

1.) Using the Startup dialog box (lists Recent Documents) 

 

The default is Open Existing VantagePoint File. You then select the file to be opened. For your 
convenience, the window displays recently used files which can be opened by double-clicking on the 
file name or by selecting the file and clicking OK. If the file you want to use is not displayed, double-
click More Files... (above the list of recently used files) which opens a dialog box allowing you to 
select the file location. 

or, if the startup dialog box is disabled, 
 

2.) Use the App Button   3.) Use the Home Ribbon 

 

 

4.) or press Ctrl+O on the keyboard. 

In the Open dialog box select the drive, folder, or network location that contains the *.vpt file you 
want.   

Double-click on the file you want to open. 
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Datasets 

 
 
See the Create Sub-dataset topic for details. 
 
 

 
 

 

Add Sheet 

 
 

 

List   Matrix 

    
 

Matrix 

For details, see the List View and Matrix sections under Analyze Ribbon description. 
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Edit 

 
 
 

Find 

1. From the Home ribbon, select Find.  
or press Ctrl+F on the keyboard. 
 

 

2. In the Find dialog box, type in the string of characters you want to find. 

3. Click Find to search for the string. Once the string is found, click Find again to find the next 
occurrence. Click Select All to have VantagePoint highlight and select all records containing 
the string. 

 
The next topic contains an expanded explanation of the choices in the dialog box. 

 
 

The Find String dialog box 

 
Find What: Type in the character string you want to find. 

 

Match Whole Word Only: Click this checkbox if you want the search to match the entry as a whole 
word only. 
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Match Case: Click this checkbox if you want the search to match the upper and lower case exactly as 
you typed it.   

Use Regular Expression: You can use a matching syntax called Regular Expressions.  

(A full discussion of regular expressions is beyond the scope of this Help Guide. You can find 
many useful resources on the Internet by searching for "Regular Expressions.") 

If you want to find a simple string of text, just type the text in the box. If you want to find all 
items that begin with "example text", you can enter "^example text". To find all items that end 
with "example text", you can enter "example text$".   

However, regular expressions have reserved characters that require special treatment - most 
notably, to match the "." ("period") character, you must use "\." ("back slash" followed by 
"period").  For example, to match "Inst." you must enter "Inst\."  

If you click Use Regular Expression "off" (remove checkmark), then a simple string match is 
performed. 

Direction: Choose the direction you want to search. 

Select All: Click on this button to search for the character string and add all items containing the 
string to the selection list. 

Add to Group: When items are found, the matching items can be added to a group by pressing this 
button. Brings up a dialog box to select from an existing group or you can create a new one. 

Add to Keyword List: Add selection to Keyword List (then choose the Keyword List.) 

Clear Selection: After "Select All" is performed, this de-selects those found. 

Find: Click this button to simply find the character string 

Select Item: Click this button to add the item just found to the selection list. 

Find and Select Item can be used in combination to interactively search for and select 
items in a list. 

Advanced: Clicking this button expands the dialog box for advanced search operations. 
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Operator Description Diagram 

Adjacent 
The Secondary term must appear next to 
the Main term, but the order of the terms is 
unimportant. 

 

And 
The Boolean ά!ƴŘέ ς matches when the 
Main (A) and Secondary terms (B) appear 
together. 

 

And Not 
Matches the Main term (A) when it appears 
in the absence of the Secondary term (B). 

 

Followed by Adjacent 
The Main term must be directly followed by 
the Secondary term.  

Followed by And 
{ƛƳƛƭŀǊ ǘƻ ά!ƴŘέ ŀōƻǾŜΣ ōǳǘ ǘƘŜ aŀƛƴ ǘŜǊƳ 
must appear before the Secondary term.  

Followed by 
Near2/Near3/Near4* 

Asserts that the Main and Secondary terms 
are within 2, 3, or 4 words of each other, 
and that Main term comes first.  

Near2 
Near3 

 Near4* 

Asserts that the Main and Secondary terms 
are within 2, 3, or 4 words of each other. 
The terms can be in any order.    

Or 
¢ƘŜ ōŀǎƛŎ .ƻƻƭŜŀƴ άhǊέ ƻǇŜǊŀǘƻǊ ς Matches 
if either of the Main or Secondary terms is 
found 

 

Or Not 
Matches if Main term is found OR if the 
Secondary term is NOT found. (inclusive). 

 
 

* Note: In practice, Near2 will match when the terms are adjacent to one another, OR when the Main 
and Secondary search terms have one (1) word between them. It follows that Near3 will accept up to 
two (2) words in between, and Near4 permits up to three (3) words separating the Main and 
Secondary terms. 
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Finding and selecting multiple items in a list 

 

1. From the Home ribbon, select Find.  
or press Ctrl+F on the keyboard. 

2. In the Find dialog box, type in the string of characters you want to find and select. 

3. Click Select All to search for and select all items containing the string. 

 

 

Select All 

 

 
 
Select All is enabled when viewing a List or Matrix. Selects all text in the current window for 
copying/pasting into another application. 

 
 

 

Copy / Copy with Headers 

 
You can Copy items from a List view.   

1. Select the item(s) you want to copy.   

2. Select the Home ribbon and click Copy or select from the Copy dropdown menu.  
 

 

 
(or, right-click on your selection, as shown below). 
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3. Select either Copy or Copy with Headers.   

 

Here is an illustration of the results of each function, after pasting into an Excel file. Under the Group 
names, "1" designates membership in the group; "0" indicates it is not in the group. 

 

The preference for copying Records and Instance columns is set in the Options dialog (accessed via 

the App button ): 
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Paint 

 
Use the Paint feature to highlight items in a List view or in a Matrix.  (See "Painting cells in a matrix") 

 

 
 

 

Sheets 
 

 
 
Manage Sheets (activate, move, rename) and Delete Sheets.  Additional details are found in the 
following subtopics. 
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Sheet Management 

 
The Sheet Navigation Toolbar helps you quickly navigate the sheets within a VantagePoint file. The 
dropdown box lists all the sheet names in the current VantagePoint file. When you select a sheet from 
the dropdown box, that sheet is presented. 

 

 

Use the blue arrows or dropdown list to quickly and easily move between sheets in the current 
VantagePoint file. 
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The Sheets Dialog is used to rename sheets and to rearrange the order of the sheets. The Sheets 
Dialog is accessed by selecting the Manage Sheets icon on the Home ribbon:  

 

Click on a sheet name in the list to enable the up/down arrows to the right of the file name. Use the 
arrows to rearrange the order of the sheets.  

Note: The Summary sheet cannot be moved or deleted. 

 

Activate Sheet: Activate a sheet by either double-clicking on the sheet name or by clicking on the 
sheet name and then clicking Activate Sheet. 

Delete Sheet(s): Select one or more sheets (Click and Shift-Click or Ctrl-Click) and click Delete 
Sheet(s) to delete these sheets. 

 
*** Caution:  The Delete Sheet(s) action cannot be undone. *** 
 
Rename Sheet: Select the sheet to be renamed and click Rename Sheet. The Rename Sheet 
dialog appears where you can enter a new name. Click OK to complete. See the next section, 
ñRenaming a Sheetò for rules pertaining to Sheet names. 
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Renaming a Sheet 

In addition to the Rename Sheet function in the Sheets dialog, you can right-click on a Sheet 
name to rename it.   
 

 

 

A text edit box appears where you can enter a new name for the sheet: 

 

Note: You may not rename a sheet with the "empty" string (blank). You may not rename a sheet 
with a name that is already in use. 

 
 

Deleting the Current Sheet 

 
To delete the current sheet, simply click the Delete Sheet button on the Sheet Navigation Toolbar  

 

*** Caution: The Delete Sheet action cannot be undone. *** 
 

Or, click the Delete Sheet icon from the Home Ribbon. 

 
 
Note: Unless you have changed the Confirm When Deleting setting in the Options dialog, 
VantagePoint will prompt you for confirmation before the sheet is deleted.  
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Add Note 

 
Add Notes to your Sheets for explanation.  Right-click on the Sheet tab and select Add/Edit Note: 
 

 
 
Here, the existing Note is displayed with the List: 
 

 
 

 

Choose Tab Color 

 
You can assign unique colors to Sheet tabs. Right-click on a Sheet tab and choose a color from the 
Color dialog. 
 

 
 

See Also: 
  Options - Sheet Tabs 
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REFINE 

The Refine ribbon has many tools that help you work with Datasets, Fields, and Groups. 

 

Datasets 
 

 
 
The sub-topics in this section describe these functions for working with datasets: 

 
1) Create Sub-dataset 
2) Dataset Fusion (Merge two VantagePoint files) 
3) Record Fusion 
4) Remove Duplicate Records 
5) Combine Duplicate Records 

 
 

Create Sub-dataset 

 
You can extract all or a portion of the current dataset into a new, smaller dataset. The new dataset 
can be extracted using groups or selected list items. The new dataset will contain all of the records 
that contain any of the selected list items (or any of the list items in the selected group). 

 

1. Select the Sheet to be used to create the new dataset. If a group is defined for extraction, 
continue to step 2. If no group is defined, create a selection by highlighting the selection (rows, 
columns, or cells) to be used to create the new dataset. If the list items are consecutive, you can 
"click and drag" to highlight all the items to be used. Otherwise, use the Ctrl key and click multiple 
items. 

2. From either the Home or Refine ribbon, select Create Sub-dataset 

 

 

 
or press Ctrl+N on the keyboard. 
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3. The Create Sub-dataset dialog box is displayed.   

4. Choose to Create the New Dataset from All 
Records, a Selection, or Groups (if your dataset 
contains groups).   

5. If you select Group, select the group you want to 
use as the basis for extracting the Sub-dataset. 

 

The dropdown list will display the fields containing 
Groups (indicated by the ñ+ò sign).  

 

 

Here, the user selects the Field containing the 
desired Group. 

 

Next, the user selects the Group(s) of records to 
be included in the new dataset. (If a Field had 
more than one Group defined, all groups would be 
displayed.) 

 

6) Select Normal or Complement. ñNormalò results in the creation of a sub-dataset consisting of the 
selected records or group. "Complement" excludes the group or records selected, and creates a 
sub-dataset using all the other records. 

7) If your dataset contains records marked for omission (see Record View), they will be omitted from 
the sub-dataset if this box remains checked. (This checkbox is displayed only if there are records 
marked for omission.)  

8) The number of records that will be created in the sub-dataset is displayed above the window 
where the group names appear. 
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The illustration below shows the user has selected the "Top 10" Group in the Inventor::Country field. 

The user has also chosen to Omit records marked for omission. At the top of the Create Sub-dataset 

dialog, you see the New Sub-dataset will contain 1815 records. Notice the Title Window shows 1816 

Titles, with one record visibly marked for omission. 

  

 

9) Click OK to begin the extraction process. 
 

Depending on the size of the dataset, the extraction may take a few moments. You will know the 
process is complete when a Summary View of the new dataset is displayed. 
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Dataset Fusion 

 
One of the principal reasons for meta tags is to facilitate the fusion of data from dissimilar data 
sources. 

From the Refine ribbon, Select Dataset Fusion. (The datasets you want to fuse must already be 
open). 

 

  

The following dialog box appears: 

 

Select the Source Datasets using the drop-down lists above the left and center windows. The 
available fields are shown in the main window. The fields that have meta tags appear with a "+" 
beside the field name. Click the "+" to expand the item to show the meta tag name. 

Your new dataset is "built" in the right-hand window in one of three ways: 

1. Click and drag a field from the Source Dataset windows to the New Dataset window. 

2. Right-click on a field name in one of the Source windows, and from the pop-up menu, select "Add 
Field by name" or "Add Field by Meta Tags" as desired. 

3. Click Add All Fields under the Source Dataset windows. This adds all the fields from the Source 
Dataset into the New Dataset. 

These operations are affected by the state of the "Add Fields By" radio buttons. If "Field Name" is 
selected, the field(s) will be added to the new dataset with the same name as in the Source Dataset.  
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If "Meta Tag" is selected, the field(s) will be added with the name of the meta tag as the field name. In 
the illustration above, the "Abstract [NLP][Phrases]", "Descriptors [Cleaned]", and "Identifier" fields 
from the first dataset and the "Abstract [NLP][Phrases]" and "Title [NLP][Phrases]" from the second 
dataset will be merged into a field named "Concept" (a meta tag name) in the new dataset. 

Fields may be combined by either Name or Meta tag (e.g, field name "Authors" and meta tag 
"Concept") and the new field can be renamed by the user (right-click on the field name in the New 
Dataset window and Rename Item). Note that the "Concept" field in the New Dataset will consist of 
the combination of multiple fields from each of the Source Datasets. 
 
To remove a field from the New Dataset window, right-click on the field name and Delete Item. 

Keep Groups ï If this is checked and the fields in the Source Dataset(s) have groups, the groups will 
be retained in the new dataset.  If this is left unchecked, groups will not be retained in the new 
dataset. 

Combine groups with same name ï If this is checked and the source fields have groups that have 
the same name, then the group memberships will be merged. 

Resolving Indeterminate Group Tags ï If there are conflicts combining groups, this selection 
specifies how you want the conflict resolved. See the section Applying Thesaurus to a List for an 
explanation of these options. 

Click OK to proceed with data fusion. 

Note: If any of the records in your files are tagged "Omit from new datasets" (see Record 
View), you will see a confirmation question, "This action involves records that have been 
marked for omission. Do you want to omit these records?" If you answer Yes, then the 
tagged records will be omitted. If you answer No, the "omit" tag will be ignored. 

 
 

 

Record Fusion 

 

As the name implies, the Record Fusion operation takes records from two different datasets and 

combines them into a third dataset based on a user-defined association. One of the original datasets 

is designated as the "Master" and the other as "Accessory". The resulting dataset will have the same 

number of records as the Master dataset. Each record in the Accessory dataset is examined based 

on the user-defined association and is attached to a Master record if the association is satisfied. An 

Accessory record can be attached to one or more Master records, and a Master record can have any 

number of Accessory records (including zero). If an Accessory record does not satisfy the user-

defined association with at least one Master record, the Accessory record is discarded. 
 

From the Refine ribbon, Select Record Fusion.  
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The following dialog box appears: 

 

The Record Fusion dialog box is displayed. In this first step of the wizard, you select the Master 
dataset in the left-hand window, select the Accessory dataset in the middle window, and add the 
desired fields for the new dataset in the right-hand window. 

Master Dataset: The ñorganizingò dataset containing the core records upon which you 
want to ñhangò records from the Accessory Dataset. 

Accessory Dataset: The ñresourceò records that you want to merge into the records in the 
Master Dataset. 

All of the user interaction follows the same conventions as Dataset Fusion. 

Click Next. 
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The second step of the wizard specifies how to match a record in the accessory dataset to a record in 
the master dataset. The match is determined by ñstringò or ñfuzzyò match between data in each 
record.   

Must... 

Be a Subset of: The field in the accessory record must match a subset of the field in the 
master record. 

Match Exactly: The field in the accessory record must match the field in the master 
record item-for-item.  However, the match between each pair of items may be ñfuzzyò. 

Match Type 

Fuzzy:  Specifies a fuzzy match between items. 

String:  Specifies that the two items must match (not fuzzy). 

Click Finish.  

When the operation is finished, a summary is presented. 

Notice that accessory records that do not ñfind a homeò with a master record are discarded. 

 
 

Remove duplicate records 

 
With a dataset open, select Remove Duplicate Records from the Refine ribbon.  

 

 

The following dialog box will appear: 
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First you should specify the type of match you desire for each field ("Exact" or "Fuzzy"). You toggle 
this selection by double-clicking on the text under the column named "Fuzzy Module". You may 
change the fuzzy module to use by double-clicking on the file name under "Match Type." 

Finally you may select multiple fields to use in the fuzzy comparison by multi-selecting field names 
(click, shift-click, and/or control-click).  Click OK to begin the creation of a new dataset with the 
duplicate records removed. 

Note:  If any of the records in your file are tagged "Omit from new datasets" (see Record 
View), you will see a confirmation question, "This action involves records that have been 
marked for omission. Do you want to omit these records?" If you answer Yes, then the 
tagged records will be omitted. If you answer No, the "omit" tag will be ignored.  

 
 

 

Combine duplicate records 

 
When your dataset contains two or more records that can be considered as the same record, you 
might want to combine them (i.e., keep all of them, but as one record) instead of keeping only one 
and discarding the rest as in Remove Duplicate Records. This might be useful if the records contain 
information about the same publication but from different data sources with, for example, different 
coding schemes or different content (abstracts, claims, etc.). 
 

With a dataset open, select Combine Duplicate Records from the Refine ribbon.  

 

The following dialog box will appear: 

 

As explained in Remove Duplicate Records, you should specify the type of match you desire for each 
field (ñExactò or ñFuzzyò).  

Finally you may select multiple fields to use in the comparison by multi-selecting field names (click, 
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shift-click, and/or ctrl-click).  Click OK to begin the creation of a new dataset with the duplicate 
records combined. 

Note:  If any of the records in your file are tagged ñOmit from new datasetsò (see Record 
View), you will see a confirmation question, ñThis action involves records that have been 
marked for omission.  Do you want to omit these records?ò  If you answer Yes, then the 
tagged records will be omitted.  If you answer No, the ñomitò tag will be ignored.  

 
 

Fields 

Tools for working with Fields include: 

 
 
List Cleanup - The List Cleanup function helps reduce or cleanup a list. Performing List Cleanup does 

not affect the original list; VantagePoint creates a new list each time. 

Thesaurus - Use the Thesaurus function to reduce a list. Applying a thesaurus to a list does not affect 

the original list; VantagePoint creates a new list each time you apply a thesaurus. 

Manage Fields - Copy, Delete or Rename fields.  

Create Field From - Create Field from Group Names or Create Field From Group Items. 

Merge Fields - Combine/Merge fields 

Import More Fields - If you did not initially import all the fields from your data, use this to Import More 

Fields. 

Further Processing - Further Processing lets the user apply Import Filter text processing commands to 
an existing field without modifying the Import Filter.  When Further Processing is used, a new field is 
created in the dataset. The original field is left unchanged. 

Concatenate Terms - Concatenate two fields in a record into a new field. The second field can have 

multiple values per record. See the Concatenate Terms topic. 

Extract Nearby Phrases - Using this feature, you can extract NLP Phrases from a free text field that 
occur in proximity to any of the terms in a group. See the Extract Nearby Phrases topic. 

Count Terms | Record -  Count the number of unique items in a record and put this in a new field. See 
the Count Terms | Record topic. 

Create Key Field - A Key Field contains a short, unique identifier for each unique record in your 

dataset. This is useful for creating groups of records during an analysis. 

Additional details for each function are found in the individual topics. 

 

 

 

List Cleanup (Cleaning a List) 

 
Use the VantagePoint List Cleanup function to reduce or cleanup a list. Performing List Cleanup does 
not affect the original list; VantagePoint creates a new list each time. 

VantagePoint cleans a list by attempting to identify list items that may be equivalent. For example, the 
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terms "human-computer interaction" and "human computer interaction" will appear as separate items 
in a list (because of the hyphen between "human" and "computer" in the first instance). The List 
Cleanup algorithms in VantagePoint will catch this as well as plurals and simple misspellings. In 
addition, VantagePoint can identify equivalents such as ñJ. Smithò, ñJames Smithò, and ñSmith, J.ò. 
VantagePoint presents these possible equivalents to you for confirmation. 

1. To clean a list, open the List Cleanup dialog by clicking List Cleanup on the Refine ribbon. 
 

 
 

2. In the List Cleanup dialog, choose the field to clean up and the tools to apply. There are several 
tools available, but only two choices are necessary: 

a) Field to clean: Select the field that you want to clean up. Click the down arrow on the right to 
display a list of fields, and/or type-to-filter to narrow down the list. 

b) Matching ruleset: Select the fuzzy-matching ruleset to use. In many cases, a recommended 
one will automatically be pre-selected. The fuzzy-matching rulesets are usually located in a 
folder named ñFuzzyò in your VantagePoint installation folder (e.g., C:\Program 
files\VantagePoint\Fuzzy). They specify rules and parameters that guide the process of 
matching one term to another. As you select a *.fuz file, a description of the fuzzy module 
appears in the window at the bottom of the dialog. 

 

 
 

3. In the "Name of new field" box, VantagePoint suggests a name for the new field that will be 
created. You can type in another name if you wish. 
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4. You have the option to apply a thesaurus before applying the fuzzy ruleset. This is useful if you 
have saved the result of a previous List Cleanup as a thesaurus. 

5. Click ñMore Optionsò to use some more advanced tools. 

- Set the cleanup level slide to the desired setting (Faster, More Complete, or in-between). 

- Using the "Show confirmation tree" checkbox, you can choose to confirm the changes that List 
Cleanup suggests or to allow the changes to occur without confirmation. The default operation 
is with the checkbox checked (i.e., to confirm changes). For large lists the creation of the 
Cleanup Confirmation dialog can take a long time. 

- Select "Verify Matches with another field" if you want to set a condition such that terms are 
considered a match and are combined only when the set of records which contain each term 
contains matching data in another (user-chosen) field.  

- In the Select Field dialog box, pick the field you want to use to verify matches made by List 
Cleanup. By clicking the "Use matching ruleset" box, you can verify matches based on close 
agreement of items in this verification field.  

6. Click OK to clean the list. 

VantagePoint may take a few moments to search your list and suggest equivalents. When it is 
finished, if you checked the "Show confirmation tree" box, you will see the Cleanup Confirmation 



 

© Search Technology, Inc. 1997 ï 2018  72 
 

dialog. See the next Topic, List Cleanup Confirmation, for the next steps. If you did not check the 
"Show confirmation tree" box, a view of the cleaned List will appear. 

 

 

List Cleanup Confirmation 

This is the dialog for confirming list cleanup operations. Here you can accept, change, or delete the 
list cleanup operations suggested by VantagePoint. Note the three buttons at the bottom. 

 
Accept - When you are satisfied with your cleanup, click Accept to create the new field. No 
operations are actually performed until you click the "Accept" button. At any time before Accepting, 
you can save the session and resume at a later time. See Saving the Cleanup Session for details. 

Save as Thesaurus - saves the cleanup operation as a thesaurus (*.the). This allows you to save 
the automatic cleanup recommendations and your manual cleanup operations so you can use them 
again later (see Applying a thesaurus to a list). 

Cancel - Click this button to cancel the List Cleanup operation. Any changes that you made in the 
Cleanup Confirmation dialog will be lost (unless you saved the session). 

1. Cleanup Summary. The bar graph at the top of the window shows a summary of the cleanup 
process. The full bar represents the total number of unique items in the source list (in this 
illustration, approximately 2,700 items). VantagePointôs algorithm has identified potential 
matches creating 348 sets, cleaning up 455 Items, and reducing the new list to approximately 
2,250 Items. 

a. The solid gray area represents ñItems in 1 recordò: 1,626 items in the list occur in only one 
record. This does not mean these are ñbadò items; it simply means these occur in only one 
record and did not match any other items in the list. It is not uncommon for this to be more 
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than half of the total number of items. 

b. The purple area represents ñItems in > 1 recordò: In this graph, 300 items occur in more than 
one record AND did not match any other items in the list. 

c. The blue area represents ñSetsò: 348 sets that VantagePointôs algorithm created. 

d. The gray hashed are represents the progress of the cleanup. In the process of the automatic 
cleanup in the illustration, the list has been reduced by 455. Note these 455 are not lost ï 
they have been combined with other items in the Sets (blue area). 

e. If the user has removed items from the list, they will be represented by a white area with a 
red border on the far right of the bar. (Not illustrated in the graph above.)  See below under 
ñRemove Item(s) from Final Fieldò for more information. 

2. Dual View Workspace. The largest portion of the dialog box is for a list of potential matches 
found by the VantagePoint algorithms. 

a. Two levels of list items shown here ï the Set names (next to the ñ+ò or ñ-ñ signs) and the 
potentially equivalent source list Items, which appear under each set name when the 
grouping is expanded. 

b. Two Views of the cleanup results are shown. These can show different views of the same 
field. The data in each view is kept in sync as you perform additional manual cleanup 
operations. You can click and drag items and sets within a view and between the two views. 

c. Sorting. The set names can be sorted alphabetically by clicking on the ñItem Nameò header. 
Or the groups/sets can be sorted by number of records by clicking on the ñ# Recordsò 
header. Reverse sort order is achieved by clicking on the header again. 

d. ñ# Recordsò is the total for each grouping. You will note that the total number of records in the 
set may not equal the sum of the number of records for each of the items. When this 
happens, it means that some records contain more than one of the items in the set. 

e. Expanding/Collapsing groups ï by clicking on the ñ+ò sign in the box to the left of a list item, 
you can expand the group/set of suggested equivalencies. You can collapse the grouping by 
clicking on the ñ-ñ sign. 
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f. Within each view you can select which items or sets to see using the ñViewingò menu.  

i. ñAll Itemsò shows all the items in the field. 

ii. ñCombined Itemsò shows only the sets of items that 
have been combined by the algorithm or the userôs 
manual operations. 

iii. ñCombined by Thesaurusò shows only the sets of 
items that are created by applying a thesaurus before 
automatic cleanup. 

iv. ñUncombined Itemsò shows only the items that have 
not yet been combined into a set. 

v. ñCustom Viewò shows a selection of items and sets 
defined by the user (see below). 

vi. Use ñtype to filterò to reduce the number of items and 
sets in the View.  NOTE: If you find a View is 
unexpectedly empty, make sure the ñtype to filterò box 
is empty. 

g. When you Right-Click on a list item, a pop-up menu appears. Some of the menu items will 
be disabled from time to time because they are not appropriate for certain operations. The 
pop-up menu has the following selections: 

i. Find ï Displays the Find dialog box. Can also be performed using the shortcut Ctrl+F. 

ii. Select All ï Selects all displayed items. Can also be performed using the shortcut Ctrl+A. 

iii. Create New Set ï Creates a new set beginning with the highlighted (ungrouped) list item. 
This action is enabled if you Right-Click on an ungrouped item (one without a "+" or "-"). 
Can also be performed using the "Insert" key. 

iv. Remove Item from Set - Removes the highlighted item from the set. The item is removed 
from the set and moved to the main level. Can also be removed using the "Delete" key. 

v. Rename Item - Opens the name of the item/set for editing. Can also be performed using 
the shortcut Ctrl+R. 

vi. Make This Item the Set Name - Makes the highlighted item the name of the set. Can also 
be performed using the shortcut Ctrl+N. 

vii. Disband Set - Removes all items from the set and deletes the set. The items are moved 
to the main level. Can also be deleted using the "Delete" key. 

viii. Cut - Cuts the highlighted set or item from the tree. When used in combination with Paste 
(see below), this is a convenient way to move items around. After you cut a set or item, it 
shows as gray text and remains in its place until you Paste it somewhere else. If you 
Accept the list cleanup before Pasting, the item remains in its current location (i.e., List 
Cleanup does an "Uncut" before completing the list cleanup). Can also be performed 
using the shortcut Ctrl+X. 

ix. Uncut - After a "Cut" operation, this restores the set or item to the position from which it 
was cut. Can also be performed using the shortcut Ctrl+Z. 

x. Paste - After a "Cut" operation, places the cut set or item into the highlighted set. Can 
also be performed using the shortcut Ctrl+V. 

xi. Collapse All Sets - Shows only the set names and hide the items underneath. 

xii. Expand All Sets - Shows the source list items within each set.  

xiii. Add Item(s) to Custom View - Creates a "Custom Set of Items" using the item(s) selected 
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in the display. 

xiv. Remove Item(s) from Custom View - Removes the selected item(s) from the Custom 
View. 

xv. Remove All Items from Custom View - Removes all items from the Custom View. 

xvi. Sort ï  

1. All Items ï Sort all sets and items by Name, or by Number of Records. 

2. Sets ï Sort all Sets (only) by Name, or by Number of Records 

3. Items in Selected Sets ï Sort items of selected sets by Name, or by Number of 
Records. (Note: Changes to ñSiblingsò when right-clicking on an item within a group.) 

xvii. Remove Item(s) from Final Field ï Removes the selected items from the cleanup 
operation and marks them for deletion. When the cleanup is accepted, items that have 
been marked for deletion will be permanently removed from the final field. NOTE: This 
may reduce the dataset percent coverage of the final field and omit records from 
subsequent analysis that uses the final field. 

xviii. Restore Item(s) to Final Field ï Presents a list of items that have been marked for 
deletion.  Select the items to restore.  Items are restored to the main level. 

xix. Search Google/LinkedIn/Wikipedia ï Opens the default internet browser and searches for 
the selected item. 

xx. View Records - Opens the VantagePoint Record View and displays the records for the 
selected item(s). NOTE: Check # Records first. This operation opens all these records in 
one Record View and may take a very long time to complete. 

h. Custom View. When Custom View is selected from the ñViewingò menu for one of the 
windows, a smaller, customized set of items is shown for manual cleanup/confirmation.  
When Custom View is first selected, the view is empty. 

i. You can click and drag items from the other window into the Custom View. 

ii. Then you can use ñFind Close Matchesò in the ñCustom Viewò controls at the top to 
search and add more items to the Custom View.   

 

The percentage controls the degree of similarity required to match items. The lower the 
percentage is, the lower the threshold for matching, so more items may match. The 
percentage is changed using the up/down arrows to the right of the button. 

iii. Use ñRemove Allò to remove everything from the Custom View. NOTE: ñRemove Allò 
does not affect the list cleanup operations. Any changes you make remain and can be 
seen in the other Views. ñRemove Allò only clears out the Custom View. 

iv. Use ñInvertò to change the Custom View to toggle to show everything that is not in the 
current Custom View. 

3. Detail Windows for List Cleanup Confirmation. You can display Detail Windows for the item(s) 
selected. One Detail Window is opened by default. In the Detail Windows menu, be sure Show 
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Detail Windows is checked.  

Any number of Detail Windows can be added by choosing Add New Detail Window from the 
Detail Window menu.  

Detail Windows are useful when manually checking cleanup results, because an analyst can 
employ co-occurring data from other record fields when deciding if a suitable match was made 
or if an unmatched term should be added to a grouping. 

Dual View Cleanup Confirmation menus are described below: 

Under Save Session: 

Save Session to Finish Later - saves session so it can be resumed later. See Saving the 
Cleanup Session. 

Load Saved Session - loads a previously saved session. See Saving the Cleanup Session. 

Auto-Save Cleanup Session ï toggles on/off the automatic saving of the cleanup session. 

How Often to Auto-Save ï sets the time period between auto-saves. The default is 5 minutes. 

Under Thesaurus: 

Save as Thesaurus - saves the cleanup operation as a thesaurus (*.the). This allows you to save 
the automatic cleanup recommendations and your manual cleanup operations so you can use 
them again later (see Applying a thesaurus to a list). After you click Save As Thesaurus, the 
Save As dialog box will allow you to name the *.the file and place it in an appropriate folder. You 
can create a new thesaurus file, or you can merge the thesaurus entries into an existing 
thesaurus file. See Managing Multiple Matches in a Thesaurus. Once you've finished working 
with the thesaurus, you will then be returned to the Cleanup Confirmation dialog box to 
complete (or cancel) the cleanup operation on the current list. 

Thesaurus Options - 

Require Exact Match - This allows you to specify the degree of match in your new 
thesaurus. If Require Exact Match is checked, then all thesaurus entries that are 
added will be encoded to require that an item exactly match the entry to be matched 
(including leading or trailing white space). Left unchecked, the thesaurus entries will 
be encoded to simply match any item that contains the thesaurus entry. For example, 
without requiring an exact match, a thesaurus entry of "Land, R." would also match 
"Auckland, R.". 

Prompt to Save before Accepting - When this is checked, you will be prompted to save the 
cleanup as a thesaurus when you click Accept. 

Under Rename Sets: 

Select New Name Using... 

Most Frequent Name - Assigns the set/grouping name according to the entry with the 
most number of records. 

Longest Name - Assigns the set/grouping name according to the entry with longest 
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name. 

Shortest Name - Assigns the set/grouping name according to the entry with shortest 
name. 

Rename sets as I work - Based on the Set Name selection, renames sets as work is performed 
on each set. 

Rename Current Set - Changes the current set name based on the Set Name selection. 

Re-name all Sets - Renames all sets based on the Set Name selection. 

Under Detail Window: 

Show Detail Windows ï Toggle showing/hiding the Detail Windows for List Cleanup 
confirmation. 

Add New Detail Window - Adds a new Detail Window for List Cleanup confirmation. You can 
have several open at a time. 

 

 

 

Saving the Cleanup Session 

 
If you are unable to finalize the list cleanup and want to resume the session at a later time, select 
Save Session from the Cleanup Confirmation menu and Save Session to Finish Later.   

Reminder: If a Custom Set of Items was created, 
it is not saved with the Cleanup Session. 
 

 
 
 

 

You will then be prompted to enter a session name which you can retrieve at a later time and 
resume where you left off.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click either Save and Continue or Save and Exit Cleanup. A confirmation appears stating your 
cleanup session was saved.  
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Click OK.  

If you clicked Save and Exit Cleanup, the Cleanup Confirmation window closes. Otherwise, the 
Cleanup Confirmation window remains, allowing you to proceed with the cleanup.  
 

 
 

 
 

Resuming the Cleanup Session 

 
Once a session has been saved, you can select Resume Saved List Cleanup from the Refine 
ribbon.   
 

 
 
 
You are presented with a list from which to choose the session to be resumed. Cleanup sessions 
created with the current dataset are displayed.  
 

 
 
Select the session and click OK. You will then be presented with the Cleanup Confirmation dialog. 
 
Note:  When a cleanup session is resumed and Cleanup is performed, that session is no longer 
available for retrieval. If you want to use the session in the future, save it again before Accepting 
cleanup. 
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Thesaurus - Applying a Thesaurus to a list 

 
You can use the VantagePoint Thesaurus function to reduce a list. Applying a thesaurus to a list does 
not affect the original list; VantagePoint creates a new list each time you apply a thesaurus. 
 

1. From the Refine ribbon, choose Thesaurus.  
 

 
 

2. Select the field to which you want to apply a thesaurus. 

 
 
In the "New Field" box, VantagePoint enters a name for the new list that will be created. You can 
type a new name if you wish. 

3. In the Thesaurus box, select the thesaurus you want to use. Use the drop-down button to see the 
standard thesauri. These are usually located in a folder named "Thesaurus" in your VantagePoint 
installation folder (e.g., C:\Program Files\VantagePoint\Thesaurus). You can use the browse 
button to locate other thesauri you may have saved elsewhere. 

4. Click OK to apply the thesaurus and create the new field. 

There are some additional selections you can make under More Options. 

5. Check the box for "Allow Multiple Matches" if you want to allow a field item to match thesaurus 
sub-items of more than one main item. (Default state is unchecked.) 
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6. If you want items from your starting field that are unchanged by the thesaurus to be included in 
your new field, leave the check in the box for "Include Unmatched Items in New Field".  (Default 
state is checked.) 

7. You can apply the thesaurus as a Find and Replace operation. (See the next topic ñFind and 
Replaceò.)  (Default state is unchecked) 

 
Once the operation is complete, a view of the new list is created and displayed. 

 

 
 

Find and Replace 

 
Using "Find and Replace" thesaurus enables you to apply a thesaurus to a list and replace only a 
portion of a list item with another string. This has a variety of uses, one of which is to convert from 
one spelling convention to another. This is best explained using a simple illustration.   

Suppose a list contains the following items: 

"airplane"   
"aeroplane"  
"jet airplane" 
"jet aeroplane" 
"turboprop aeroplanes" and 
"turboprop airplane," 
 
and your thesaurus contains an entry that converts anything that contains "airplanes," 
"aeroplane," or "aeroplanes" to the alias "airplane." (See Thesaurus Editor.)  
 

Using the standard thesaurus function (explained earlier), applying this thesaurus to this list 
combines all of these items into one list item: 

"airplane" ï combining all six original list items. 
 

When you apply this as a "Find and Replace" thesaurus, the resulting list contains: 

"airplane" ï combining "airplane" and "aeroplane" 
"jet airplane" ï combining "jet airplane" and "jet aeroplane" ï and  
"turboprop airplane" ï combining "turboprop aeroplanes" and "turboprop airplane." 

 
Note: The Find and Replace thesaurus can be quite powerful, but it should be used with a 
great deal of thought, because it can have unintended results. A simple bad example is trying 
to short-cut alternative spellings using fragments of words, as in matching colour:color and 
behaviour:behavior using our:or. This has the unintended consequence of changing all 
occurrences of the word "our" to "or." 

 
To apply a "Find and Replace" thesaurus to a list, select Find and replace... from the Thesaurus 
dropdown on the Refine 
ribbon.  
 
Or, from the Summary 
View, right-click on the field 
name and select Find and 
Replace é.   
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The user interaction is the same as described in the section Thesaurus - Applying a Thesaurus to a 
list. 

 
 

 
 

Manage Fields 

 

Select Manage Fields to Copy, Delete, and Rename a Field.   
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Copying a field 

 
You can use VantagePoint to create a copy of a field. Copying a field does not affect the original 
field; VantagePoint creates a totally new field.  You can elect to copy the old field's groups in the 
new field.  

 
1.   From the Refine ribbon, choose Manage Fields and Copy field. 

 
 

2. The lists (or fields) in your dataset are shown in the 
Manage Fields dialog. Select the field you want to 
copy. (You can also type to filter the matches, as 
illustrated here.) 

3.   In the "New field name" box, VantagePoint enters a 
name for the new list that will be created. You can 
type in another name if you wish. 

4.   If your original field has groups, you can choose to 
preserve those groups in the new field by checking 
the checkbox "Copy groups".   

5.   Click OK to copy the field.  

Once the action is complete, a view of the new list is 
created and displayed. 
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Deleting a field 

 CAUTION:  Deleting a field permanently removes the field from the dataset. This is not the 
same as deleting a sheet (Manage Sheets and Delete Sheet). Deleting a sheet simply removes a 
view of a list or matrix, but has no effect on the dataset. Deleting a field actually removes data from 
the dataset. You will no longer be able to view a field after deleting it. Additionally, all views created 
from the deleted field will be deleted automatically. 

 

1. From the Refine ribbon, choose Manage Fields and Delete field. 

2. You are presented with a list of fields in the current dataset. Click on the field(s) you want to 
delete, and click OK. (You can delete more than one field by multi-selecting the fields to be 
deleted.) 

3. You then must confirm the operation through a confirmation dialog box to complete the 
deletion.   

 

 
 

Renaming a field 

 
You can rename a field in VantagePoint.  

1.  From the Refine ribbon, choose Manage Fields and Rename field. 

2. The lists (or fields) in your dataset are shown in the Manage Fields dialog box.  
Select the field you want to rename. 
 
 
 
 
 
 
 
 
 
 

 

3. In the "New name for field" box, the existing 
name appears. Type the new field name.  

4. Click OK to rename the field. 

  
 


































































































































































































































































































































































































































































































































