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macrobutton HdkTopic HDK3B9ACA50Introduction to PerformX™
Purpose

The purpose of PerformX™ Technology is to provide a suite of wizard templates for use in Microsoft® Word for Windows 97 or 2000 so that the design, authoring and publishing of documentation can be easily managed.  

Aims

The aims of PerformX™ are to:

· allow organisations to set and manage their documentation presentation and layout standards

provide authors with content outlines for different types of documents based on proven document design principles, so they only need to “fill in the blanks”

· provide authors with easy-to-use tools to help them write documentation quickly and easily, to a consistent standard

· manage the entire design, authoring and publishing process within Microsoft® Word for Windows, thus minimising the:

· requirements for training - there is no need to develop and maintain skills in a particular online publishing product

impact of changes to technology -  Microsoft® Word for Windows is a product with a long future while individual online publishing products change rapidly

Benefits

The benefits of the PerformX™ approach include:

· reducing training time and support for authors

· allowing expert staff without significant writing experience or expertise to contribute content easily

reducing authoring time as less time is spent planning the structure and layout of documents

· increasing standardisation and consistency 

· centralising document management and control

More information:
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PerformX™ Technology is made up of the following components:

Components
Description

PerformX™ Designer
Encapsulates consistent presentation and content standards into authoring templates.

PerformX™ Author
Simplifies the authoring of documents to a consistent presentation and content standard, based on authoring templates developed using PerformX™ Designer.

PerformX™ Preview
Quickly publishes single documents into HTML so an author can check the document's presentation, structure and linking.

PerformX™ Publisher
Publishes multiple documents into a collection for delivery via Intranet or Internet.  The collection is published to a publishing standard including presentation styles, headers and footers, and publishing format, e.g. HTML.

More information:
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Stage
Description

1
Create/modify author templates using PerformX™ Designer to set the presentation, structural and content standards for a particular type of document, e.g. Procedure Manual.

2
Distribute the author templates to authors who have access to PerformX™ Author.

3
Use PerformX™ Author to create a new document based on the standards encapsulated in an author template.

4
Write the document, using PerformX™ Author to:

· format text

· add headings

· add tables

· insert hypertext links

· insert graphics

5
Preview the document, using PerformX™ Publisher Preview, to check how the document will look when it is formally published.  In particular, the author can check the document's:

· layout

· linking, and

· structure.

6
When all documents are ready for publishing, PerformX™ Publisher is used to formally publish the documents ready for delivery via Intranet or Internet.  In particular, using PerformX™ Publisher you can select the publishing:

· standard, e.g. HTML, and

· presentation and layout, e.g. headers and footers.

PerformX™ Publisher will combine multiple documents into one collection, producing a combined table of contents, and, if selected, a combined index.

More information:
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The purpose of PerformX™ Author is to assist authors in the creation and authoring of documents to a consistent style and standard that can be published using the PerformX™ Publisher.

PerformX™Author reads macrobutton HdkLink LNK000000E7Author Templates created using PerformX™ Designer.  PerformX™ Author asks the user questions about the document they are creating, such as what headings they require, the document title, version number, etc.  PerformX™ Author then creates a document using the prescribed standards in the author template, providing a document outline into which the author adds the required content by "filling in the blanks".

PerformX™ Author has a macrobutton HdkLink LNK0000001CPerformX™ Authoring Tools Toolbar and a macrobutton HdkLink LNK0000001DPerformX™ Menu that provide the standard tools required by the authors to add content, including text, bulleted lists, numbered lists, icons, graphics, hypertext links and tables.

Once a document has been created, it can be printed or published online using PerformX™ Publisher.

PerformX™ Author has two key phases:

· creating the document, and

· writing and editing the document.

More information:
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PerformX™ Author uses author templates as the basis for creating and writing documents.  

Each author template contains the following authoring standards for a particular type of document:

· text layout

· presentation

· headers and footers

· standard document structure (list of headings)

· standard content (e.g. standard blocks and tables)

macrobutton HdkTopic HDK3B9ACAA0Toolbars and Menus
PerformX™ provides a set of tools to help you write your document.  These tools are available by clicking on:

· a button on the macrobutton HdkLink LNK00000024PerformX™ Authoring Tools Toolbar, or

an option on the macrobutton HdkLink LNK00000025PerformX™ Menu.

More information:
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The PerformX™ Authoring Tools Toolbar is shown below.
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 Button
Title
Description

[image: image28.bmp]
Author Wizard
Displays the Author Wizard again so the user can:

· add more content

· change the document control information, e.g. release date and version number.

[image: image29.bmp]
Heading 1
Inserts a Heading 1.
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Heading 2
Inserts a Heading 2.

[image: image31.bmp]
Heading 3
Inserts a Heading 3.
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Heading 4
Inserts a Heading 4.
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Block
Inserts a text block.
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Heading 5 / Label
Inserts a Heading 5 (Label), used to provide labels to text blocks.
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Text
Applies the text style, making sure it has the correct indentation.
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Code
Applies the code style, a fixed proportional font.

[image: image37.bmp]
Bulleted List
Applies the Bulleted List style, making sure it has the correct indentation.
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Numbered List
Applies the relevant Numbered list style, making sure it has the correct indentation.
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Bold
Applies the Strong style to the selected text, making the text bold.

[image: image40.bmp]
Italics
Applies the Emphasis style to the selected text, making the text italics.

[image: image41.bmp]
Remove Character Formatting
Removes any text formatting from the selected text; for example, it will remove the bold, italic and code styles.
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Decrease Indent
Decreases the indentation of the text, bulleted list or numbered list.
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Increase Indent
Increases the indentation of the text, bulleted list or numbered list.
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Icons Wizard
Displays a range of graphical icons that can be inserted into your document.

[image: image45.bmp]
Linking Wizard
Allows the user to create links within the document, between documents and to other types of files, e.g. Excel spreadsheets.

[image: image46.bmp]
Tables Wizard
Opens the Tables Wizard that allows the user to select from a range of pre-prepared tables.

[image: image47.bmp]
Media Wizard
Opens the Media Wizard that allows the user to insert a media into the document, e.g. picture, graphic, chart, movie, sound, animation.

[image: image48.bmp]
Check Your Document
Checks the heading structure, internal linking and graphics.  It will help you to identify formatting problems in your document and will even help you fix these problems.

macrobutton HdkTopic HDK3B9ACAC0PerformX™ Menu
The functions provided on the macrobutton HdkLink LNK00000028PerformX™ Authoring Tools Toolbar are also provided on the PerformX™ Menu.  The PerformX™ Menu has the following additional functions.

Button
Description

[image: image49.bmp]
Updates media links and the table of contents.
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All text within the document has styles applied.  These styles control how text appears.  The Style Area displays down the left panel of the screen, identifying the style attached to the text.  This option allows you toggle between seeing and not seeing this Style Area.
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Remove the hints and tips from the document.

The PerformX™ Author Menu is shown below.
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macrobutton HdkTopic HDK3B9ACAE0Starting PerformX™ Author
If you want to…
Then…

edit an existing document created using PerformX™ Author
open the existing document.  

Result:

PerformX™ Author automatically starts and the macrobutton HdkLink LNK00000029PerformX™ Authoring Tools Toolbar is displayed.

create a new document based on an existing author template
click on the Author button from the PerformX™ toolbar (shown below).
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Result:

The macrobutton HdkLink LNK0000002APerformX™ Author Templates Panel is displayed listing the author templates (title, filename and date last modified) that are currently available.

Possible problems:
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If the PerformX™ Toolbar is not displayed, follow the steps below.

Step
Action

1
Select View|Toolbars.

Result:

A list of available toolbars is displayed.  Those toolbars with a tick next to them are visible.  

2
Is PerformX™ shown on the list?

If yes:
click on PerformX™ to make the PerformX™ toolbar visible.

If no:

go to step 3.

3
Select Tools|Templates and Add-ins.

Result:

The Templates and Add-ins popup is displayed.

4
Is PerformX™ shown in the Global templates and add-ins box (as shown below)?
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If yes:
click on the PerformX™.dot option and then click on OK.  

Result:   The PerformX™ toolbar is now displayed.

If no:
go to step 5.

5
Select Tools|Options, then select the File Locations tab.

Note the directory path for Startup.

6
Open Windows Explorer.

7
Go to the PerformX™ directory and copy the PerformX™.dot file.

8
Go to the startup directory path noted in step 5.

9
Paste PerformX™.dot into the startup directory.

10
Close and re-open Word.

Result:

The PerformX™ toolbar will be displayed.

macrobutton HdkTopic HDK3B9ACB00Author option on the PerformX™ Toolbar is greyed out
If the Author option on the PerformX™ Toolbar is greyed out, it means that the PerformX™ Author component has not been installed.

macrobutton HdkTopic HDK3B9ACB10PerformX™ Author Templates Panel
What do you want to do?
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Step
Action

1
On the PerformX™ Author Templates Panel, click on the Add button.

Result:

The Select Template popup is displayed.

2
Select the template you want to add (it must be an author template created using PerformX™ Designer).

3
Click on Open.

Result:

The template is now displayed in the list of templates.

macrobutton HdkTopic HDK3B9ACB30Delete an Authoring Template
Step
Action

1
On the PerformX™ Author Templates Panel, click on the template on the list that you want to delete.

2
Click on the Delete button.

Result:

The authoring template is no longer displayed in the list.

macrobutton HdkTopic HDK3B9ACB40Create a New Document
Step
Action

1
On the PerformX™ Author Templates Panel, click on the template on the list on which you want to base your new document.

2
Click on the New button.

Result:

The PerformX™ Author Wizard starts.

macrobutton HdkTopic HDK3B9ACB50Author Wizard
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The table below identifies the summary process for using the PerformX™ Author Wizard to create a new document based on an author template.

Stage
Who
Description

1
Review the headings and content for the document.
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2
Provide document control information about the document, including:

· Title

· Document number

· Issue date

· Version number
[image: image65.bmp]
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3
Select the directory where you want to save the document, and give the document a filename.
[image: image66.bmp]
macrobutton HdkLink LNK0000003FDocument File Panel

4
Click on the Finish button to build the document based on the selections made.
[image: image67.bmp]
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5
Use the macrobutton HdkLink LNK00000041PerformX™ Authoring Tools Toolbar and macrobutton HdkLink LNK00000042PerformX™ Menu to write the document.
[image: image68.bmp]
macrobutton HdkLink LNK00000043Writing and Editing a Document

macrobutton HdkTopic HDK3B9ACB70Start Panel
The Start Panel is the first panel of the PerformX™ Author Wizard.

To begin using the PerformX™ Author Wizard, click on the Next button.

Clicking on the Next button will take you to the macrobutton HdkLink LNK00000044Content Panel. 
macrobutton HdkTopic HDK3B9ACB80Content Panel
The purpose of the Content Panel is to allow you to view and modify the structural and content standards for the document you are creating.

Step
Action

1
Review the structure and content displayed.

More information:
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2
Change the structure as required, using the following buttons:


Button
More information:


[image: image70.bmp]
[image: image71.bmp]
macrobutton HdkLink LNK000000F0Content Panel
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macrobutton HdkLink LNK000000F5Remove a Heading
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macrobutton HdkLink LNK000000F6Edit a Heading Title
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macrobutton HdkLink LNK000000F7Change the Order of Headings/Topics


[image: image80.bmp][image: image81.bmp]
[image: image82.bmp]
macrobutton HdkLink LNK000000F8Change the Heading Level
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macrobutton HdkLink LNK000000F9Reset Heading Titles

3
When satisfied with the structure and content for this author template, click on the Next button.

Result:

The macrobutton HdkLink LNK0000004DDocument Control Information is displayed. 

macrobutton HdkTopic HDK3B9ACB90Understanding the icons
In the document structure the following icons are used:

Icon
Represents

Document

[image: image85.bmp]
The title of the document.

Heading

[image: image86.bmp]
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The heading icons identify headings. 

Topic

[image: image88.bmp]
[image: image89.bmp]
The topic icons represent the standard content of the document.  Each Topic icon represents a block of information, which may include a text block, hints and tips, and tables.

Mandatory / Optional

[image: image90.bmp]
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Each heading and topic may be mandatory (indicated by a dark red tick and red text) or optional (no dark red tick and black text).

Mandatory headings and topics cannot be deleted or edited.

Expand / Collapse hierarchy

[image: image92.bmp]
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Where you see a plus or minus sign next to a heading, it means that heading has sub-headings.  You can expand and collapse the view of the hierarchical structure by clicking on the:

· [image: image94.bmp] to expand the list and show all sub-headings, and 

· [image: image95.bmp] to collapse the list and hide the sub-headings.

macrobutton HdkTopic HDK3B9ACBA0Add a New Heading
Step
Action

1
Click on a heading below where you want the new heading to be inserted.

Tip:

You can only add headings.  You cannot add topics.

2
Click on the Add New Heading button.

[image: image96.bmp]
Result:

The Add/Edit Content Heading popup is displayed.

3
Enter the heading title you want to add in the Heading Title field.

4
Select the Heading Level required by clicking on the up and down arrows.

[image: image97.bmp]
Note:

To maintain the structural integrity of the document, only valid heading levels will be available.  For example, to add a new heading after an existing Heading 1, you will only be able to select from Heading levels 1 and 2.  To add a new heading after an existing Heading 3, you will be able to select from Heading levels 1, 2, 3 or 4.

More information:
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macrobutton HdkLink LNK000000FAUnderstanding the document structure

5
If you want to make the new heading mandatory, check the Make the Heading Mandatory check box.

[image: image99.bmp]

6
Click on the OK button.

Result:

The heading will be inserted above the heading you selected.  

macrobutton HdkTopic HDK3B9ACBB0Remove a Heading
Step
Action

1
Select the heading or topic you want to remove.

Tip:

If you remove a heading, you can add it back by using the macrobutton HdkLink LNK000000F0Content Panel, add a New Heading button.  However, if you remove a topic, you cannot add it back.

2
Click on the Remove Heading button.

[image: image100.bmp]
Result:

The selected Heading/Topic is removed.

macrobutton HdkTopic HDK3B9ACBC0Change the Order of Headings/Topics
Step
Action

1
Click on the heading/topic you want to move.

Note:

To ensure the structural integrity of the document, the heading level may change as you move it up and down.  

More information:
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2
Click on the Move Up button to move the heading/topic up in the order.

[image: image102.bmp]

3
Click on the Move Down button to move the heading/topic down in the order.
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macrobutton HdkTopic HDK3B9ACBD0Change the Heading Level
Step
Action

1
Click on the heading you want to change.

More information:
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2
To promote the heading level, e.g. from Heading 2 to Heading 1, click on the Promote Heading Level button.
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3
To demote the heading level, e.g. from Heading 1 to Heading 2, click on the Demote Heading Level button.

[image: image106.bmp]

macrobutton HdkTopic HDK3B9ACBE0Edit a Heading Title
Step
Action

1
Click on the heading you want to change.

Tip:

You can only change headings.  You cannot change topics.

2
Click on the Edit a Heading Title button. 
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Result:

The Add/Edit Content Heading popup is displayed.

3
Change the heading title as required in the Heading Title field.

4
Click on the OK button.

Result:

The heading title will be changed in the display.

macrobutton HdkTopic HDK3B9ACBF0Understanding the Document Structure
Heading levels must be used in sequence, for example Heading 1, Heading 2, Heading 3, and Heading 4.  You cannot have, for example, a Heading 1 followed by Heading 3.

PerformX™ checks the existing heading structure to determine what changes can be made.  It will work out if you can demote a heading, e.g. from Heading 3 to Heading 4 whilst maintaining the structural integrity.

When PerformX™ determines that you cannot demote a heading, the Demote Heading level button is greyed out.

Remember these rules:

· You cannot demote or promote a mandatory heading.

· You cannot demote or promote a topic.

· If you cannot demote, the Demote Heading Level button is greyed out.

· When you have reached the maximum promote level, i.e. Heading 1, the Promote Heading Level button is greyed out.

macrobutton HdkTopic HDK3B9ACC00Reset Heading Titles
When you make changes to the structure and content, but then change your mind, you can reset the structure and content back to the original settings. 

Step
Action

1
Click on the Reset Heading Title button.
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Result:

The headings, topics and structure originally displayed when you first accessed this panel are re-displayed, undoing all changes made.

macrobutton HdkTopic HDK3B9ACC10Document Control Information Panel
The document control information is used to create the header and footer information for the document.  The document number is also used as the basis for implementing hypertext links between documents.

Step
Action

1
Type in the title for the document in the What is the title of this document? field.

2
Give the document a unique ID number in the What is the document number? field.

Tip:

PerformX™ automatically generates a number.  You can change it to a more meaningful ID.  This ID is used as the basis for naming the file and the directory in which it is saved.  

3
If different to the default value provided, type in the relevant version number in the What is the version number? Field.

4
Type in the release date in the What is the release date? field.

Tip:

If you do not yet know the release date, leave the default date (today's date) in this field.  You can change this value at any time after the document is created.

The date adopts the current system date and date format set up for your PC / Workstation.

5
Click on the down arrow in the Select optional document information field.

Result:

All additional document information which can be stored in your document is listed.

6
Select the type of document information you want to add.

Result:

The current setting (if any) is displayed in the Complete selected document information field.

7
Enter the text required in the Complete the selected document information field.

Result:

The entered text will be stored as customised document properties in the document you are creating/modifying.

8
Repeat Steps 5 to 7 for each document information type.

9
When satisfied with the information entered, click the Next button.

Result:

The macrobutton HdkLink LNK0000005BDocument File Panel is displayed.

macrobutton HdkTopic HDK3B9ACC20Document File Panel
The Document file panel allows you to specify the file name of the document you are creating, and the directory in which you want to save the document.

Step
Action

1
Do you want to change the directory to which this document is to be saved?

If yes:
go to step 2.

If no:
go to step 4.

2
Click on the Browse button.
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Result:

The Select Folder popup is displayed.

3
Select the required directory, then click on the Open button.

Tip:

PerformX™ automatically creates a sub-directory for your document, using the document number you entered on the previous panel.

Result:

The new directory path is displayed in the In which directory do you want to save this document? field.

4
Enter the filename for this document in the What is the name of this document field.

Tip:

PerformX™ automatically uses the Document Number from the previous panel as the basis for the filename.  

5
Do you want to include hints and tips in the document that you are creating?

If yes:
make sure the Include Hints and Tips in this document option is checked.

If no:
un-check the Include Hints and Tips in this document option.

Tip:

When you are first writing a document, it is a good idea to leave the hints and tips in the document.  You can always remove them later.

6
When satisfied with the information displayed, click on the Next button.

Result:

The macrobutton HdkLink LNK0000005DFinish Panel is displayed.

macrobutton HdkTopic HDK3B9ACC30Finish Panel
The Finish Panel displays when you have completed all the wizard panels and are ready to create your new document.  It gives you the opportunity to return to the previous panels to check or change the selections you have made.

If you want to…
Then…

Review the selections you have made before you create a new document
click on the Back and Next buttons to view the previous panels.

Create a new document
click on the Finish button.

Result:

PerformX™ Author creates the new document. 

When finished, the headings and content will be ready for you to add to.  The macrobutton HdkLink LNK0000005FPerformX™ Authoring Tools Toolbar and macrobutton HdkLink LNK00000060PerformX™ Menu are displayed.

Next…

You are now ready to write your document. 

More information:
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macrobutton HdkLink LNK00000061Writing and Editing a Document
macrobutton HdkTopic HDK3B9ACC40Writing and Editing a Document
PerformX™ provides a set of writing tools to make writing a document easier.  These tools also ensure that the document is created to a consistent standard, and can be published using the PerformX™ Publisher.

The tools include:

· macrobutton HdkLink LNK00000062PerformX™ Authoring Tools Toolbar, and

macrobutton HdkLink LNK00000063PerformX™ Menu
Tip:

If you do not use the PerformX™ tools to write your document, then the document may not be successfully published using PerformX™ Publisher Preview or PerformX™ Publisher.

More information:
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macrobutton HdkLink LNK00000064Author Wizard for Adding Content to an Existing Document
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macrobutton HdkLink LNK00000065Tables Wizard
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macrobutton HdkLink LNK00000066Media Wizard
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macrobutton HdkLink LNK00000067Linking Wizard
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macrobutton HdkLink LNK00000068Headings
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macrobutton HdkLink LNK00000069Add a heading
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macrobutton HdkLink LNK0000006AChange a heading
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macrobutton HdkLink LNK0000006BRemove a heading
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macrobutton HdkLink LNK0000006CPromote and Demote
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macrobutton HdkLink LNK0000006DFormatting Text
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Insert a macrobutton HdkLink LNK000000FBBlock
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Apply the macrobutton HdkLink LNK000000FCHeading 5 (Label) style
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Apply macrobutton HdkLink LNK000000FDText formatting
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Create a macrobutton HdkLink LNK000000FEBulleted List
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Create a macrobutton HdkLink LNK000000FFNumbered List
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macrobutton HdkLink LNK00000100Bold text

[image: image127.bmp]
macrobutton HdkLink LNK00000101Italicise text
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Present macrobutton HdkLink LNK00000102Code extracts or text screen dumps
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macrobutton HdkLink LNK00000103Remove Character Formatting
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macrobutton HdkLink LNK00000077Promote and Demote (Indent and Unindent)
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macrobutton HdkLink LNK00000078Styles
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macrobutton HdkLink LNK00000079Update Links and Table of Contents
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macrobutton HdkLink LNK0000007AHints and Tips
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macrobutton HdkLink LNK0000007BCheck Your Document
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macrobutton HdkLink LNK0000007CSaving a Document

macrobutton HdkTopic HDK3B9ACC50Author Wizard for Adding Content to an Existing Document
Once you have built your document using the PerformX™ Author Wizard, you may want to add more content based on the content standards provided in the PerformX™ Author Wizard.

The Author Wizard is available from the macrobutton HdkLink LNK0000007DPerformX™ Authoring Tools Toolbar and can be used to insert additional headings and topics into your document.

Note:

The Author Wizard can also be used to change the document control information.

Step
Action

1
Position your cursor where you want to insert additional content.

Tip:

The cursor needs to be positioned outside a table.

2
Click on the Author Wizard button on the macrobutton HdkLink LNK0000007EPerformX™ Authoring Tools Toolbar.
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Result:

The first Author Wizard panel is displayed.

3
Click in the check box next to the heading/topic you want to insert into your document.

4
When you have selected the required headings/topics, click on the Finish button.

Result:

The standard content will be inserted where you positioned your cursor.

macrobutton HdkTopic HDK3B9ACC60Author Wizard to Change Document Control Information
Once you have built your document using the PerformX™ Author Wizard, you may want to change the document control information you selected when you created the document.  

The Author Wizard is available from the macrobutton HdkLink LNK00000080PerformX™ Authoring Tools Toolbar and can be used to change the document control information, which will, in turn, update the Header and Footer information and the document control table at the beginning of the document.

Note:

The Author Wizard can also be used to add additional standard content.

Step
Action

1
Click on the Author Wizard button on the macrobutton HdkLink LNK00000081PerformX™ Authoring Tools Toolbar.
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Result:

The first Author Wizard panel is displayed.

2
Click on the Next button to view the next panel.

Result:

The Document Control Information Panel of the Author Wizard is displayed.

3
When you have changed the required information, click on the Finish button.  For more information, see Document Control Information Panel.

Result:

The document control information is updated.

macrobutton HdkTopic HDK3B9ACC70Icons Wizard
The Icons Wizard inserts icons into your document.  These icons are designed to provide the reader with visual queues about the type of information being provided.

For example:
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To insert an icon, follow the steps below.

Step
Action

1
Position your cursor where you want to insert the icon.

2
Click on the Icons Wizard button on the macrobutton HdkLink LNK00000083PerformX™ Authoring Tools Toolbar.
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Result:

The Icons Wizard panel is displayed.

3
Click on the icon you want to insert then click on OK.

Result:

The icon is inserted with the name of the icon next to it.  Below the icon is the instruction to [Type Here].

4
Type the required text.

Tip:

If you want the text following the Icon to align with the icon label, rather than with the icon itself, then click on the Demote button on the macrobutton HdkLink LNK00000084PerformX™ Authoring Tools Toolbar.
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macrobutton HdkTopic HDK3B9ACC80Tables Wizard
To ensure tables have the same look and feel, and also have the correct text formatting, insert tables using the Tables Wizard provided.

Tips:

If the Tables Wizard does not contain the exact type of table you want, you can select the closest-looking one and modify it.

· You can use the Insert Table function available in Word to create tables.  However, these tables should not have borders.

· The Table Heading style is usually applied to the first row of a table.  However, it can be applied to any text in a table. 

Rules:

There are some rules you need to understand when working with tables to ensure they can be effectively published using PerformX™ Publisher, and also ensure that they look OK when viewed using HTML.

Keep tables simple.  Complex tables are harder to read online.  If necessary, break complex tables into multiple smaller tables.

· You can merge and split cells as required using the normal Word table functions.

· Borders need to be either applied to all lines or no lines – HTML will not display tables with only some lines displayed.

· A table must contain the Table Heading style somewhere within it.

Step
Action

1
Position your cursor where you want to insert the table.

Tip:

The cursor needs to be positioned outside a table.

2
Click on the Tables Wizard button on the macrobutton HdkLink LNK00000086PerformX™ Authoring Tools Toolbar.
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Result:

The Tables Wizard panel is displayed.

3
Select the type of table you want to insert.

Result:

A preview of the selected table is shown.

4
If you want to give your table a caption, type the caption in the Caption (Optional) field.

Note:

The caption will be displayed in bold above the table.

5
Click on the OK button.

Result:

The table is inserted into your document.

macrobutton HdkTopic HDK3B9ACC90Media Wizard
You can add media objects to your document to give it that extra pizzazz or to provide instructive diagrams.

Media objects may include:

· GIF files

· JPEG files

· Movie files

· Avi files

· midi files

Rules:

There are some rules you need to understand when working with media objects to ensure they can be effectively published using PerformX™ Publisher, and also ensure that they look OK when viewed using HTML.

· Keep graphics small – you want to be able to view the whole graphic on one screen.

Reduce the number of colours as far as possible to reduce the size of the graphic and download time – 256 colours is usually a good guide.

Step
Action

1
Position your cursor where you want to insert the media object.

2
Click on the Media Wizard button on the macrobutton HdkLink LNK00000088PerformX™ Authoring Tools Toolbar.
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Result:

The Media Wizard panel is displayed.

3
Select the alignment you want for the media object.

4
Click on the Browse button to find the media object you want to insert.
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Result:

The Select Picture popup is displayed.

5
Select the media file you want to insert and then click on the Open button.

Result:

The filename and path for the graphic is displayed.

6
If you want to give the media object a caption, type the caption in the Caption (Optional) field.

7
Click on the OK button.

Result:

The media object is inserted into your document.  The media object file is also copied into a macrobutton HdkLink LNK00000125media sub-directory in the directory in which your document is saved.  

macrobutton HdkTopic HDK3B9ACCA0Media sub-directory
The media object is copied into a media sub-directory in the document's directory.

The media object is not saved as part of the document; instead it is inserted as a link to the file saved in the media directory.

If you move either the document file or the media file, then the link will not work and the media object will not be displayed in your document.

If you need to copy a document, you need to copy the whole directory, including the media directory and all media files.

macrobutton HdkTopic HDK3B9ACCB0Linking Wizard
You can insert hypertext links into your document.  When the document is published online, the viewer will be able to click on the hypertext links to quickly navigate through the document and to jump to other documents.

Before linking

Linking is based on tags attached to the headings of documents created using PerformX™ Author.  If any of the tags are missing, then the Linking Wizard will not be able to recognise these headings as headings that can be linked to.  Therefore, before running the linking wizard you need to run the Check Your document wizard on the document you are going to link to.  When running the Check Your Document wizard, make sure the Automatically fix errors option is selected.

Linking

Step
Action

1
Position your cursor where you want to insert the hypertext link.

Tip:

Where you want to include a link with specific wording to fit into the sense of sentence, then select those words.  The Linking Wizard will automatically select these words and include them in the Show Link As field.

2
Click on the Linking Wizard button on the macrobutton HdkLink LNK0000008BPerformX™ Authoring Tools Toolbar.
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Result:

The Linking Wizard panel is displayed.

3
If you want to link to…
Then…


a heading in the current document
go to step 4.

Tip:

The What do you want to link to? field always defaults to the current document.  All the headings in the current document are displayed in the What heading do you want to link to? field.


a heading in another PerformX™ document
· click on the Browse button

· select the document to which you want to link 

· go to step 4.

Result:

If the document is a valid PerformX™ document, all the headings in that document are displayed in the What heading do you want to link to? field.






another type of file, e.g. Word, Excel, PowerPoint, etc.
· click on the Browse button

· select the document to which you want to link

· go to step 5.

4
Select the heading to which you want to link in the What heading do you want to link to? field.

Result:

The heading title selected is displayed in the What do you want to display in the link? field.

5
If you want the link to show…
Then…


the heading title
· select the Heading option

· go to step 6.

Result:

The heading currently selected in the What heading do you want to link to? Field is displayed in the Show Link As field.


text other than the heading title

Hint

Do not use this option if Publishing to Lotus Notes
· select the Text option

· type the required text in the Show Link As field

· go to step 6.


a graphic

Hint

Do not use this option if Publishing to Lotus Notes
· select the Graphic option

· click on the Browse button

· select the graphic you want to display

· go to step 6.

Result:

The file selected is displayed in the Show Link As field.

6
Click on the OK button.

Warning:

Links to other documents will not work until the document has been published online using PerformX™ Publisher.

Result:

The hypertext link is inserted into your document.

Tip:

When a link is inserted, the text has the Hypertext style applied.  Sometimes as you continue typing after a link, the text you type also has the Hypertext style applied.  If you want to remove the Hypertext style, simply highlight the affected characters and click on the Remove Character Formatting button from the macrobutton HdkLink LNK0000008CPerformX™ Authoring Tools Toolbar.
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macrobutton HdkTopic HDK3B9ACCC0Title
A document must always have a title.  The title is the first heading in a document.  It has the Title style applied.  

macrobutton HdkTopic HDK3B9ACCD0Headings
Headings build the structure of your document.

There are four heading levels you can use to build your document.  The headings are used to:

· identify individual topics (each online page begins with a Heading)

· build the index (each heading becomes an entry in the index)

· build a table of contents (the table of contents is displayed in the left panel online).

Rules:

There are some simple rules you need to remember when using headings:

· Headings should be as descriptive as possible to allow readers to easily identify the information covered under that heading.

· Headings should be used sequentially, i.e. Heading 1, Heading 2, Heading 3, Heading 4.  Heading 3 should not follow Heading 1.  Heading 4 should not follow Heading 2.

· Headings 1, 2, 3 and 4 cannot be inserted into a table

It is important to use the PerformX™ Authoring Tools for adding headings to your document.  These tools create tags on your headings so that hypertext links can be implemented once the document is published online.

More information:
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macrobutton HdkLink LNK0000008EAdd a heading
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macrobutton HdkLink LNK0000008FChange a heading
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macrobutton HdkLink LNK00000090Remove a heading
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macrobutton HdkLink LNK00000091Writing and Editing a Document
macrobutton HdkTopic HDK3B9ACCE0Add a heading
It is important to use the tools provided on the macrobutton HdkLink LNK00000092PerformX™ Authoring Tools Toolbar or macrobutton HdkLink LNK00000093PerformX™ Menu for adding headings to your document.  These tools create tags on your headings so that hypertext links can be implemented once the document is published online.

To add a heading, follow the steps below.

Step
Action

1
Position your cursor where you want to add the heading.

2
Select the relevant heading button from the macrobutton HdkLink LNK00000094PerformX™ Authoring Tools Toolbar.
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Result:

The paragraph in which the cursor was positioned has the Heading 1 style applied.

More information:
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macrobutton HdkLink LNK00000095Headings
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macrobutton HdkLink LNK0000008FChange a heading
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macrobutton HdkLink LNK00000090Remove a heading
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macrobutton HdkLink LNK00000098Promote and Demote
macrobutton HdkTopic HDK3B9ACCF0Change a heading
There are two ways you can change a heading level.

By selecting the relevant heading button from the macrobutton HdkLink LNK00000099PerformX™ Authoring Tools Toolbar [image: image160.bmp][image: image161.bmp][image: image162.bmp][image: image163.bmp], or
· By pressing the Promote and Demote buttons:
[image: image164.bmp]
demotes the heading level, e.g. from Heading 1 to 2.
[image: image165.bmp]
promotes the heading level, e.g. from Heading 2 to 1.

More information:
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macrobutton HdkLink LNK00000095Headings
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macrobutton HdkLink LNK0000008EAdd a heading
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macrobutton HdkLink LNK00000090Remove a heading
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macrobutton HdkLink LNK00000098Promote and Demote
macrobutton HdkTopic HDK3B9ACD00Remove a heading
To remove a heading, simply select one of the text formatting buttons, for example, macrobutton HdkLink LNK0000009EText.

More information:
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macrobutton HdkLink LNK00000095Headings
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macrobutton HdkLink LNK0000008EAdd a heading
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macrobutton HdkLink LNK0000008FChange a heading
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macrobutton HdkLink LNK00000098Promote and Demote
macrobutton HdkTopic HDK3B9ACD10Formatting Text
What do you want to do?
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Insert a macrobutton HdkLink LNK000000FBBlock
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Apply the macrobutton HdkLink LNK000000FCHeading 5 (Label) style
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Apply macrobutton HdkLink LNK000000FDText formatting
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Create a macrobutton HdkLink LNK000000FEBulleted List
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Create a macrobutton HdkLink LNK000000FFNumbered List
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macrobutton HdkLink LNK00000100Bold text
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macrobutton HdkLink LNK00000101Italicise text
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Present macrobutton HdkLink LNK00000102Code extracts or text screen dumps
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macrobutton HdkLink LNK00000103Remove Character Formatting (Default Paragraph Font)
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macrobutton HdkLink LNK000000ACPromote and Demote (Indent and Unindent)

macrobutton HdkTopic HDK3B9ACD20Block
Blocks are simply chunks of information.  A block combines a label (Heading 5 style) and text. 

Step
Action

1
Position your cursor where you want to insert the block.

Tips:

· You cannot insert a block inside a table.  

· The block will be inserted above the position of the cursor.

2
Select the Block button from the macrobutton HdkLink LNK000000ADPerformX™ Authoring Tools Toolbar.
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Result:

A block is inserted.

macrobutton HdkTopic HDK3B9ACD30Heading 5 (Label)
The Heading 5 style is applied to labels in blocks.  In general, you would insert block, which will automatically include a label.  However, you can apply the Heading 5 style to other text, if required.

Step
Action

1
Either position your cursor in the paragraph or highlight the relevant words.

2
Select the Heading 5 (Label) button from the macrobutton HdkLink LNK000000AFPerformX™ Authoring Tools Toolbar.
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Result:

The selected paragraph/text has the Heading 5 style applied.

macrobutton HdkTopic HDK3B9ACD40Text
The Body Text style is style applied to paragraph text.   There are four Text styles, each with a different level of indent.

· Body Text


0" indentation

· Body Text Indent 1
0.5" indentation

· Body Text Indent 2
1.0" indentation

· Body Text Indent 3
1.5" indentation

Note:

When using Free Text Layout, Body Text Indent 1 is the main text style used.  Body Text style is only used within tables.

Apply text formatting

Step
Action

1
Highlight the relevant paragraph(s) you want to format as text.

2
Select the Text button from the macrobutton HdkLink LNK000000B1PerformX™ Authoring Tools Toolbar.
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Result:

Depending on the level of indentation of the selected text, the relevant Body Text style will be applied.

macrobutton HdkTopic HDK3B9ACD50Bulleted List
The List Bullet styles are applied to bulleted lists.   There are four List Bullet styles, each with a different level of indent.

· List Bullet


0.25" indentation

· List Bullet Indent 1
0.75" indentation

· List Bullet Indent 2
1.25" indentation

· List Bullet Indent 3
1.75" indentation

Note:

When using Free Text Layout, List Bullet Indent 1 is the main List Bullet style used. List Bullet style is only used within tables.

Bulleted lists are always indented by 0.25" from the equivalent Body Text style.  For example, List Bullet Indent 1 is indented 0.25" more than the Body Text Indent 1 style.

Create a bulleted list

Step
Action

1
Highlight the relevant paragraph(s) you want to format as a bulleted list.

2
Select the Bulleted List button from the macrobutton HdkLink LNK000000B3PerformX™ Authoring Tools Toolbar.
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Result:

Depending on the level of indentation of the selected text, the relevant List Bullet style will be applied.

Adding more bullets

When you want to create more bulleted items, simply go to the end of the line of an existing bullet and press ENTER.  Every time you press ENTER a new bullet will be created.

Stopping bullets

When the bullet style is currently applied and you want to stop adding more bullets, you can either click on:

· other formatting buttons, e.g. Text, Numbered List, Heading 5, to apply a different style, or

· the Bulleted List button to stop the bulleted list and return to the relevant Body Text style. 

macrobutton HdkTopic HDK3B9ACD60Numbered List
The List Number styles are applied to numbered lists.   There are four List Number styles, each with a different level of indent.

· List Number



0.25" indentation

· List Number Indent 1
0.75" indentation

· List Number Indent 2
1.25" indentation

· List Number Indent 3
1.75" indentation

Note:

When using Free Text Layout, List Number Indent 1 is the main List Number style used.  List Number style is only used within tables.

Numbered lists are always indented by 0.25" from the equivalent Body Text style.  For example, List Number Indent 1 is indented 0.25" more than the Body Text Indent 1 style.

Create a Numbered List

Step
Action

1
Highlight the relevant paragraph(s) you want to format as a numbered list.

2
Select the Numbered List button from the macrobutton HdkLink LNK000000B5PerformX™ Authoring Tools Toolbar.
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Result:

Depending on the level of indentation of the selected text, the relevant List Number style will be applied.

Adding more numbered items

When you want to create more numbered items, simply go to the end of the line of an existing numbered item and press ENTER.  Every time you press ENTER a new numbered line will be created.

Stopping numbered lists

When the List Number style is currently applied and you want to stop adding more numbered items, you can either click on:

· other formatting buttons, e.g. Text, Bulleted List, Heading 5, to apply a different style, or

· the Numbered List button to stop the numbered list and return to the relevant Body Text style. 

macrobutton HdkTopic HDK3B9ACD70Code
Code will apply a proportional font to the selected text characters.  This means that every character takes up the same amount of space on the screen.  It is designed to present formulas, codes, and text-based screen dumps.

For example, the following codes without the code style applied do not line up:

B0010 – 80 – 9X

W00Q0 – WW – JX

However, with the Code style applied they do line up.

B0010 – 80 – 9X

W00Q0 – WW – JX

Tip:

Tabs will not be recognised and will be treated as a space.  Two or more spaces will not be recognised and will be treated as a single space.

Apply Code style

Step
Action

1
Highlight the text you want to format as code.

2
Select the Code button from the macrobutton HdkLink LNK000000B7PerformX™ Authoring Tools Toolbar.
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Result:

The selected text will have the Code style applied.

Remove Code style

Step
Action

1
Highlight the text from which you want to remove the Code style.

2
Select the Remove Character Formatting button from the macrobutton HdkLink LNK000000B8PerformX™ Authoring Tools Toolbar.
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Result:

The selected text no longer has the Code style applied.

macrobutton HdkTopic HDK3B9ACD80Strong (Bold)
The Strong style makes text bold similar to the Bold button in Word.  

It is a good idea to use the PerformX™ Strong feature, rather than the Word Bold feature, because the Word Bold feature tends to lose its formatting when different styles are applied, in particular when a whole sentence is made bold.

Apply Strong style

Step
Action

1
Highlight the text you want to format as bold.

2
Select the Strong (Bold) button from the macrobutton HdkLink LNK000000BAPerformX™ Authoring Tools Toolbar.
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Result:

The selected text will have the Strong style applied.

Remove Strong style

Step
Action

1
Highlight the text from which you want to remove the Strong style.

2
Select the Remove Character Formatting button from the macrobutton HdkLink LNK000000BBPerformX™ Authoring Tools Toolbar.
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Result:

The selected text no longer has the Strong style applied.

macrobutton HdkTopic HDK3B9ACD90Emphasis (Italics)
The Emphasis style italicises text similar to the Italics button in Word.  

It is a good idea to use the PerformX™ Emphasis feature, rather than the Word Italics feature, because the Word Italics feature tends to lose its formatting when different styles are applied, in particular when a whole sentence is in italics.

Apply Emphasis style

Step
Action

1
Highlight the text you want to italicise.

2
Select the Emphasis (Italics) button from the macrobutton HdkLink LNK000000BDPerformX™ Authoring Tools Toolbar.

[image: image193.bmp]
Result:

The selected text will have the Emphasis style applied.

Remove Emphasis style

Step
Action

1
Highlight the text from which you want to remove the Emphasis style.

2
Select the Remove Character Formatting button from the macrobutton HdkLink LNK000000BEPerformX™ Authoring Tools Toolbar.
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Result:

The selected text no longer has the Emphasis style applied.

macrobutton HdkTopic HDK3B9ACDA0Remove Character Formatting
Character formatting is formatting that is applied to individual characters, rather than to whole paragraphs.  If you want to remove the formatting applied to a character, but maintain the formatting that has been applied to a paragraph, then you can use the Remove Character Formatting button.  This will reset the characters formatting to the default paragraph font.

The Remove Character Formatting will remove formatting from, for example:

· bold characters

· italicised characters

· characters with the Strong style applied

· characters with the Emphasis style applied

· characters with the Hypertext link style applied.

Remove character formatting

Step
Action

1
Highlight the characters from which you want to remove character formatting.

2
Select the Remove Character Formatting button from the macrobutton HdkLink LNK000000C0PerformX™ Authoring Tools Toolbar.
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Result:

The selected characters are reset to the default formatting for the paragraph.  

macrobutton HdkTopic HDK3B9ACDB0Promote and Demote
The Promote and Demote buttons change the level of a style.  For example, clicking on text with the:

· Heading 2 style applied, then clicking on the:

· Demote button will change the Heading 2 to a Heading 3

· Promote button will change the Heading 2 to a Heading 1.

· List Bullet Indent 2 style applied, then clicking on the:

· Demote button will change the List Bullet Indent 2 to a List Bullet Indent 3

· Promote button will change the List Bullet Indent 2 to a List Bullet Indent 1.

Indentation

When using the Promote and Demote buttons on the Body Text, List Bullet and List Number styles will change the indentation of the text. 

Tip:

You cannot promote or demote a Heading 5 (Label) style.

macrobutton HdkTopic HDK3B9ACDC0Hints and Tips
Hints and Tips are provided in some content standards.  There are two types of hints and tips:

· Green – provides authoring guidelines, and

· Red – prompts you to add information by clicking on the text and then typing the required information.

Removing hints and tips

Hints and tips can be removed when you are creating a new document.

Alternatively, once you have created a document, you can remove the hints and tips by selecting the [image: image196.bmp] option from the macrobutton HdkLink LNK000000C3PerformX™ Menu.

This option will go through your document and delete all occurrences of the Hints style (Red text) and the Hints and Tips style (Green text).

Warning:

Before running Remove Hints and Tips, make sure you have not accidentally added text with these two styles applied.  Text with the Hints and Tips Style applied will be deleted.  

macrobutton HdkTopic HDK3B9ACDD0Styles
Styles play a very important role in the presentation and layout of PerformX™ Author documents.  Styles control fonts, line spacing, size, indentation, etc.  Styles also allow PerformX™ Author, Preview and Publisher to identify specific types of content and to run macro routines on documents.  

Sometimes it is useful to be able to visually see the style that has been applied to a paragraph.  For more information, see macrobutton HdkLink LNK000000C5Styles Area.

The table below identifies and describes the styles used in PerformX™ Author documents.

Style Group
Styles
Description

macrobutton HdkLink LNK000000C6Title
Title
The title is the first heading in a document.  A document must always have a title.  The title is automatically created when you create a new PerformX™ Author document.

macrobutton HdkLink LNK000000C7Headings
Heading 1
Identifies the structural hierarchy of the document.

When a document is published online, each heading becomes a page online.


Heading 2



Heading 3



Heading 4


macrobutton HdkLink LNK000000C8Blocks
Block Line
Identifies the block line in a block.  Only used for Block with a Line text layout.

macrobutton HdkLink LNK000000C9Label
Heading 5
Provides descriptive labels for your blocks of text.  The label allows the reader to quickly scan content so they can find the information they are after.

macrobutton HdkLink LNK000000CAText
Body Text
Used to present the text in your document.  Each style provides a different level of indent.


Body Text Indent 1



Body Text Indent 2



Body Text Indent 3


macrobutton HdkLink LNK000000CBBulleted Lists
List Bullet
Used to present the bulleted lists in your document.  Each style provides a different level of indent.


List Bullet Indent 1



List Bullet Indent 2



List Bullet Indent 3


macrobutton HdkLink LNK000000CCNumbered Lists
List Number
Used to present the numbered lists in your document.  Each style provides a different level of indent.


List Number Indent 1



List Number Indent 2



List Number Indent 3


Character Formatting
macrobutton HdkLink LNK000000CDStrong
Provides unique formatting for individual characters.

The Strong, Emphasis, Code and Hypertext styles change the appearance of the characters.

The Hypertext style is applied when you insert a hypertext link using the macrobutton HdkLink LNK000000CELinking Wizard.

Icon is used to identify icons inserted into your document using the macrobutton HdkLink LNK000000CFIcons Wizard.


macrobutton HdkLink LNK000000D0Emphasis



macrobutton HdkLink LNK000000D1Code



Hypertext



Icon










Headers and Footers
Header
Formats text in the headers and footers.


Header Right



Footer



Footer Right


Tables
Table Heading
Usually formats the text in the heading row of a table.

The Table Heading style can be applied to any text in a table, not to just the first row.  However, a table must contain the Table Heading style somewhere within it.

Caption
Caption
The caption style is applied when you choose to add a caption to a table (using the macrobutton HdkLink LNK000000D2Tables Wizard) or to a media object (using the macrobutton HdkLink LNK000000D3Media Wizard).

Tables of Contents
TOC 1
These styles are used to present the table of contents at the beginning of the document (if the type of document you are writing includes a TOC).


TOC 2



TOC 3



TOC 4


Hints and tips
Hints
Hints and Tips are provided in some content standards.  There are two types of hints and tips:

· Hints and Tips (Green) – provides authoring guidelines, and

· Hints (Red) – prompts you to add information by clicking on the text and then typing the required information.


Hints and Tips


macrobutton HdkTopic HDK3B9ACDE0Styles Area
The Toggle the Style Area function on the PerformX™ Menu displays all the styles in the left side of the screen.  

View the Style Area

To view the style area, select the Toggle the Style Area button on the macrobutton HdkLink LNK000000D5PerformX™ Menu.
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Limitation:

The Style Area will only display the names of styles that are positioned outside of tables.

macrobutton HdkTopic HDK3B9ACDF0Update Links and Table of Contents
Your document may contain a table of contents and links to media files.  The Update Links and Table of Contents option on the macrobutton HdkLink LNK000000D7PerformX™ Menu will update these to make sure they are up-to-date and accurate.

To update the links and the table of contents, select the Update Links and Table of Contents option on the macrobutton HdkLink LNK000000D8PerformX™ Menu.
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Result:

The table of contents and links to media files will be updated.

Tip:

This will not update your Hypertext Links.

macrobutton HdkTopic HDK3B9ACE00Check Your Document
The Check Your Document function allows you to check that your document is ready to be published using either PerformX™ Preview or PerformX™ Publisher. 

The Check Your Document function will check that the:

· document has a title.  Every document must have a title.

· title has a bookmark assigned.

headings have the correct hierarchy to ensure the structural integrity of the document.

· headings each have a bookmark assigned to them.

· Media objects and icons inserted into your document are saved in the documents media sub-directory.

Automatically fixed Errors:

The Wizard can automatically fix the following errors:

· If the title is missing, inserts a title based on the document's document properties (you can edit the title when the wizard has finished, if required).

· If the title does not have a bookmark assigned, assigns a bookmark.

· If the heading structure is not correct, automatically corrects the heading level to the lowest of the possible correct heading levels.  For example, if a Heading 4 is following a Heading 1, then the Heading 4 will be changed to a Heading 2, even though it would also be structurally correct to change it to a Heading 1.

· If a heading does not have a bookmark assigned, assigns a bookmark.

Step
Action

1
Select the Check Your Document button from the macrobutton HdkLink LNK000000DAPerformX™ Authoring Tools Toolbar.
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Result:

The Check Your Document Wizard is displayed.

2
Do you want the wizard to automatically correct any errors? 

If yes:
go to step 3.

If no:
uncheck the Automatically fix errors check box.

3
Click on the Check button.

Result:

The document is checked.

The errors found in the document are detailed.

If you decided to fix errors automatically, then any errors that are fixed are identified.

4
If you want to print the results, click on the Print button.  

Result:

The results will be printed out.

5
When you have finished viewing the results, click on the Close button to close the Wizard.

Sample:

A sample of the results of checking your document is shown below.

Checking document C:\Data\System Basics.doc'

Checking document title...

Document title missing.

Document title added.

Checking headings...

Incorrect heading level for 'Screen Layout'.

Heading changed to level 1

Bookmark BK47338069 added.

Incorrect heading level for 'Menus'.

Heading changed to level 2

Checking file path...

C:\Data\Media\graphic.gif not found.

Checking finished.
macrobutton HdkTopic HDK3B9ACE10Saving a Document
You save your document created using PerformX™ Author in exactly the same way as you do when you save a Word document.

Tip:

When you save the document any changes made to the attached author template will not be saved.  This is to ensure, as far as possible, that all documents created using the same author template maintain a consistent presentation standard.

So don't be surprised if you change a style and that change does not appear next time you open the document.
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