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How to Use the Journal of Biblical Counseling Archive 

 

 

Thank you for your purchase of the Journal of Biblical Counseling Archive! The Archive contains 
over 1,000 articles from 1977 through last year. You have several options for searching through the 
Archive. 
 

Upon purchase of the JBC Archive, you will receive a download folder that contains the following 
files: 

 
 

 JBC Archive (20--) – This folder contains all of the PDF files of past JBC content, 
organized by Volume and Issue. 
 

 1. How to Use the JBC Archive – This document will walk you through how to access 
content in the Archive in addition to search options. 
 

 Credits and Permissions – This document contains copyright information that applies to 
the entire Archive as well as information about Permissions requests for sharing content. 

 
 Journal of Biblical Counseling Index – This document is a Microsoft Excel spreadsheet of 

all Archive content including titles, authors, volumes, issues, themes, page start numbers and 
descriptions. 

 
Archive Layout 
 
   
 
 
 
 

 
 
 Figure 1 - Root Folder 

The file “0102” corresponds to the 
JBC Volume 1, Issue 2 

Figure 2 – Sub-Folders 
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Upon opening any sub-folder, you will find a folder for individual articles from that Volume as well 
as a PDF containing the full Volume and Issue (in the example below titled “JBC 1-2 Digital”): 

 
  

 

 
 

The “Individual Articles” folder for each Volume and Issue contains the articles numbered in order 
that they appear in that issue. Additionally, the file name for each article includes the title and author 
of the article. 
 

Searching Through the Archive 

There are numerous ways to search through the content of the Archive which will depend on user 
computer configuration and preference. Three options will be discussed below: 

1. Using the Journal of Biblical Counseling Index 
2. Searching by Title (or Partial Title) 
3. Doing a Keyword Search within the Article Text 

1. Using the Journal of Biblical Counseling Index 

The Journal of Biblical Counseling Index can be a helpful tool in searching through the Archive and 
is available as a Microsoft Excel spreadsheet. It includes titles, authors, volume, issue, themes, page 
numbers (in complete volume) and descriptions. 

To begin, access the Journal of Biblical Counseling Index in your Archive product: 

  

Figure 3 – Individual Articles 
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The Index contains over a thousand entries and most individuals will find a basic search within the 
document to be helpful. 
 
Two useful options are the Find & Select button and the Sort & Filter button (located on the 
“Home” menu to the upper-right of the screen) 

 
 

 
 Select the “Find & Select” button and click “Find” to search for keywords within the 

document. Hit “Enter” to find the first match and hit “Enter” again to find the next match. 
o Alternately, you can press “CTRL + F” to bring up the “Find” window. 

 Select the “Sort & Filter” button and the “Filter” button to sort the sheet by any keyword: 
 

 
 

Upon selecting the “Filter” button, you will notice drop-down menu options appear for each 
column in the spreadsheet (see below). You can type a keyword (in this case “Edward T. Welch”) 
to draw out all of the articles written related to that keyword (see below): 
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The results of the filter will show up in the sheet, in addition, note that the “Filter” icon shows up 
next to the column that has been sorted:  

 

 
 
To undo the “Filter” setting, simply click on the “Sort & Filter” button and select “Filter” again (the 
drop-down menu options will disappear for the columns). 

 Alternately, the “Filter” option can be turned on or off by typing “CTRL + SHIFT + L” 
 
 

 
  

*Important Note about Searching* 
 

If your search doesn’t turn up any results, consider an alternate keyword or spelling of the 
keyword. 

 
 Example 1: If you search for “Ed Welch,” you will not see articles with the author listed 

as “Edward T. Welch.” Alternately, you could search for just the last name “Welch” to 
see all relevant results. 

 Example 2: If you search for “Teens” you will not see articles that are tagged with 
“Adolescents.” 

 
It is always important to keep this in mind if your search returns no results. 
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2. Searching by Title (or Partial Title) 
 
If you know the tile (or keyword in the title) of the article you are looking for, you can find it by 
opening the archive to the Root Folder screen (see below) and entering in a the title (or partial title) 
in the “Search” bar at the upper-right of the window: 
 
 

 
 
 
For example, if I wanted to find all articles with the term “Anger” in the title, I could enter the topic 
in the search bar and would see the following screen: 

 
 
If you see the article in the list, simply double-click it to access the pdf file. You can also note the 
folder listed in the file name description for future reference. 

 For example, the article “The Madness of Anger” is located in the sub-folder 2404 (Vol. 24, 
Issue 4). 

  

The search bar can be used to 
locate titles or partial titles 
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3. Doing a Keyword Search within the Article Text 
 
An extensive keyword search can be carried out using Adobe Reader. To begin a keyword search, 
simply open any pdf file in the Adobe Reader window. 
 

 By default, when you open an article in Adobe 
Reader and press “CTRL + F,” you’ll get a normal 
search box, located at the top right of the menu bar. 
 

 To use the advanced PDF search option, you can 
choose the “Open Full Reader (Acrobat) Search” in the 
drop-down menu of the search box (or press 
“SHIFT + CTRL + F”). 

 

 Enter the phrase or keyword you are searching for 
in the search box. Next, choose the “all 
PDF Documents” in addition to the 
location of the JBC Archive on your 
computer.  

 

 Choose the options for the search. 
These include “Whole words only, Case-
Sensitive, Include Bookmarks and Include 
Comments.” 
 

 Click “Search” and all PDFs under the 
current folder will be scanned for your 
term. Just click the hyperlink in the 
results to open the file!  
 

 

 

  

In this example, there are 152 
documents that contain the term 

“Parenting” 
 

Within JBC 0304, there are 3 articles 
that contain the word “parenting” 

If you do have questions, please feel free to contact Customer Service at customerservice@ccef.org. 

 


