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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:

[image: image1.bmp]
macrobutton HdkLink LNK0000009EPerformX™ Components
[image: image2.bmp]
macrobutton HdkLink LNK0000009FPerformX™ Process
[image: image3.bmp]
macrobutton HdkLink LNK000000A0Introduction to PerformX™ Designer
[image: image4.bmp]
macrobutton HdkLink LNK000000A1Start PerformX™ Designer
[image: image5.bmp]
macrobutton HdkLink LNK000000A2Creating and Modifying Author Templates - Process
macrobutton HdkTopic HDK3B9ACA60PerformX™ Components
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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PerformX™ Designer creates macrobutton HdkLink LNK000000A3Author Templates so documents can be created with consistent:

· paper presentation standards, e.g. layout, styles, fonts, headers, footers, tables, styles etc., and

· content structural standards based on the type of document that is being written, e.g. work instructions, system user guides, etc.

PerformX™ Designer is a wizard that queries the user about the required standards for a document or type of document.  These standards are then built into an author template.

The author template is then distributed to staff who have PerformX™ Author installed.  Staff can then write documents based on the prescribed standards stored in the author template.

Multiple author templates can be built and distributed as required.

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 HDK3B9ACAA0Start PerformX™ Designer
Step
Action

1
To start PerformX™ Designer, click on the Designer button on the PerformX™ Toolbar, shown below:

[image: image21.bmp]
Result:

The Start Panel is displayed.

2
Click on the Next button to continue.

Result:

The macrobutton HdkLink LNK00000020Choose Task Panel is displayed.

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 down 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 is displayed.

macrobutton HdkTopic HDK3B9ACAC0Designer option on the PerformX™ Toolbar is greyed out
If the Designer option on the PerformX™ Toolbar is greyed out, it means that the PerformX™ Designer component has not been installed. 

macrobutton HdkTopic HDK3B9ACAD0Creating and Modifying Author Templates - Process
The summary process for using PerformX™ Designer to create or modify an macrobutton HdkLink LNK000000A3Author Template is shown below.  Click on the double arrow icon to find out more about each stage.

Stage
Who
Description

1
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2
Select the task required, e.g. create or modify.
[image: image26.bmp]
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3
Select the text layout required.
[image: image27.bmp]
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4
Select the presentation styles required.
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5
Modify fonts, if required.
[image: image29.bmp]
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6
Select the header and footer layout and content required.
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7
Select the type of document.
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8
Modify the standard structure and content of the document.
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9
Select the template name.
[image: image33.bmp]
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10
Build the author template.
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This is the first panel of the PerformX™ Designer Wizard.  The PerformX™ Designer Wizard allows you to create customised author templates based on a pre-defined content standard.

What to do
To begin using the PerformX™ Designer Wizard, click on the Next button to go to the macrobutton HdkLink LNK00000033Choose Task Panel. 
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What do you want to do?
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Allows you to create a new macrobutton HdkLink LNK000000A3author template.
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Allows you to modify an existing author template.  You can either:

· create a new author template based on an existing author template, so you only have to modify one or two of the standards, or

· modify the standards of an existing author template.
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Launches PerformX™ Author, allowing you to create a new document based on the selected author template.
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Allows you to:

· add an author template to the list of existing author templates,

· distribute an existing author template into a different directory, and 

· delete author templates that are no longer required.

macrobutton HdkTopic HDK3B9ACB00Create a new author template
Step
Action

1
Make sure the Create a new author template option is selected.

2
Click on the Next button.

Result:

The macrobutton HdkLink LNK0000003BText Layout Panel is displayed. 

macrobutton HdkTopic HDK3B9ACB10Modify an existing author template
Step
Action

1
Click on the Modify the selected template option.

Result:

All existing author templates are activated.

Note:

A template listed with * next to its name is already open.  You need to close documents that have this macrobutton HdkLink LNK000000A3author template attached before you can modify the template.

2
Select the author template you want to modify from the list displayed.

3
Click on the Next button.

Result:

All the presentation and contents standards for the selected author template are now loaded into the PerformX™ Designer ready for you to modify.

The macrobutton HdkLink LNK0000003FText Layout Panel is displayed. 

macrobutton HdkTopic HDK3B9ACB20Write a document based on an existing author template
Normally, you would access PerformX™ Author to create a new document based on an existing author template.  However, you can also use PerformX™ Designer  to create a new document based on an existing macrobutton HdkLink LNK000000A3author template.

Step
Action

1
Select the Write a document using the selected template option.

Result:

All existing author templates are activated.

2
Select the author template with which you want to write a document.

3
Click on the Next button.

Result:

The macrobutton HdkLink LNK00000043Finish Panel is displayed. 

4
Click on the Finish button.

Result:

The PerformX™ Author wizard starts.

macrobutton HdkTopic HDK3B9ACB30Organise the author templates
Step
Action

1
Select the Organise the author templates option.

2
Click on the Next button.

Result:

The Organise existing templates panel is displayed, listing all existing author templates. 

3
What do you want to do?
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4
If you want to:

· close PerformX™ Designer, click on the Finish button.

· continue using PerformX™ Designer, click on the Back button to return to the macrobutton HdkLink LNK00000047Text Layout Panel.

macrobutton HdkTopic HDK3B9ACCE0Add an author template
Step
Action

1
Click on the Add button.

Result:

The Select Template popup is displayed.

2
Browse and select the template you want to add, then click on the Open button.

Important:

You should only add PerformX™ author templates.

Result:

The selected template is now displayed in the list of author templates.

macrobutton HdkTopic HDK3B9ACCF0Distribute an author template
Step
Action

1
Select the author template you want to distribute from the list of author templates displayed.

2
Click on the Distribute button.

Result:

The Browse for Folder popup is displayed.

3
Select the folder to which you want to copy the author template, then click on OK.

Result:

The selected author template is copied to the selected folder.

macrobutton HdkTopic HDK3B9ACD00Delete an author template
Step
Action

1
Select the author template you want to delete from the list of author templates displayed.

2
Click on the Delete button.

Result:

The selected author template is deleted and is no longer displayed in the list of author templates.

macrobutton HdkTopic HDK3B9ACB40Text Layout Panel
The text layout panel allows you to select the layout of your text, including whether it is formatted in tables and the indent required.

Step
Action

1
Click on the down arrow to view a list of the text layout options.

2
Select the text layout you require.

Important:

Once you have started writing documents using a selected text layout option, it is not easy to change text layouts.  Therefore, take care when selecting the text layout required. 

Note:

For more information, see: 
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Result:

An illustration of the text layout selected is shown in the preview box.

3
When you have selected the text layout you require, click on the Next button.

Result:

The macrobutton HdkLink LNK00000051Style Panel is displayed.

macrobutton HdkTopic HDK3B9ACB50Text Layout Options
There are three text layout options:

· Free Text

· Block Text

· Block Text with Block Line

Free text layout

Free text layout means that text is:

· indented to .5 Inches

· positioned below the block label (Heading 5)

Block text

Block text layout means that text is:

· indented to 1.25 Inches

· positioned beside the block label (Heading 5)

· contained within a table (with no borders)

Block text with a line

Block text with a line layout means that text:

· is indented to 1.25 Inches

· is positioned beside the block label (Heading 5)

· is contained within a table (with no borders)

· has a line at the top of the block to separate the blocks

macrobutton HdkTopic HDK3B9ACB60Style Panel
The Style Panel allows you to select the presentation standard, i.e. the way you want your document to look.  This presentation standard applies to paper presentation only.

Step
Action

1
Click on the drop down list arrow to view the style options.
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Result:

The available style options are listed.

2
Select the style you require.

Note:

For more information, see:
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Result:

An illustration of the style selected is shown in the Preview box.

3
When you have selected the text layout you require, click on the Next button.

Result:

The macrobutton HdkLink LNK00000057Fonts Panel is displayed. 

macrobutton HdkTopic HDK3B9ACB70Style Options
You can select from a set of pre-defined styles.  These are the styles that will be shown when a document is authored and is printed on paper.

There are currently 3 style options.  These are:

· Traditional

· Classic

· Professional

Traditional Style

Traditional style uses the traditional combination of Arial font for headers and Times New Roman font for the main text.

The Traditional style makes economical use of white space.

Classic Style

Classic style provides a simple, clear style of presentation using Arial font for both the headings and the main text.  Classic style provides plenty of white space.

Professional Style

Professional style adds a bit of professional flair to documents, using font and colour variations.

The headings are a mix of Impact and Arial Narrow Font.  The main text is Arial Narrow Font.

macrobutton HdkTopic HDK3B9ACB80Fonts Panel
The Fonts Panel allows you to modify the fonts in the presentation standard selected on the macrobutton HdkLink LNK0000005CStyle Panel.  You can change the style of font, the size of the font and whether the font is bold, italics, etc.  All other font settings default from the presentation standard selected on the Style Panel, e.g. line spacing, colour, etc.

Step
Action

1
Do you want to change the font settings for the presentation style you selected?

If yes:
go to step 2.

If no:
go to step 5.

2
Click on the drop down list arrow to view a list of styles that can be modified.
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Tip:

By changing these styles, you essentially change all styles related to the selected presentation style since all other styles are based on these core styles.  For example, changing the Body Text style will also change the List Bullet, Numbered List and Footer styles.

3
Select the style you want to modify.

Result:

An illustration of the style selected is shown in the Preview box.

4
Select the font settings required by selecting the relevant Font, Font Style and Font Size.

Tip:

The list of fonts from which you can select includes all the fonts available on your PC.  When building the macrobutton HdkLink LNK000000A3author templates, you need to ensure that the font selected will also be available on the authors' PCs.  If it is not, the documents will all look different because Word won't be able to find the required style.

Result:

The preview updates to show any changes to the style settings.

5
When you have selected the style settings you want to apply, then either:

· go to step 2 to modify another style, or 

· go to step 6 to continue.

6
Click on the Next button.

Result:

The macrobutton HdkLink LNK0000005EHeader/Footer Panel is displayed. 

macrobutton HdkTopic HDK3B9ACB90Header/Footer Panel
The Header/Footer Panel allows you to select the content and layout of the headers and footers.  These headers and footers apply to paper presentation only.

Step
Action

1
Click on the drop down list arrow to view a list of header and footer options that can be selected.  
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Result:

The header and footer options are listed.

2
Select one of the header/footer options.

Result:

The content and layout of the header is shown in the Preview Header, and the content and layout of the footer is shown in the Preview Footer.

If the option selected allows for a logo in the header, then the Logo browse button is activated, otherwise this button is greyed out.

[image: image47.bmp]

3
Preview each of the Header and Footer options, and decide which combination of Header and Footer you want to include in your document.

Tip:

The header and footer option selected here impacts the paper copy of your document only.  Different header and footer options are available when you publish online.

Result:

As you select each option, the Preview Header and Preview Footer are updated.

4
Does the selected Header and Footer option include a logo?

If yes:
go to step 5.

If no:
go to step 7

5
Click on the Browse button.
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Result:

The Select Picture popup is displayed.

6
Find the graphic file you want to use for your logo, select it and then click on OK.

Tip:

The graphic selected will be inserted and saved in your header, and will automatically be sized to fit in the space allocated to the logo in the header.  It will not be inserted as a linked graphic.

Result:

The path and filename selected for the graphic file is displayed in the Logo field.  

7
When you are satisfied with your selection of Header and Footer options, click on the Next button.

Result:

The macrobutton HdkLink LNK00000061Select Content Panel is displayed. 

macrobutton HdkTopic HDK3B9ACBA0Select Content Panel
The Select Content Panel allows you to select the content standard on which you want to base this author template.  Content standards are organised into Categories, Content Types and Content Standards.

Step
Action

1
Select the relevant category and content type.

More information:
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2
Select the content standard on which you would like to base this author template.

3
When you are satisfied with your selection of category, content type and content standard, click on the Next button.

Result:

The macrobutton HdkLink LNK00000069Modify Content Panel is displayed. 

macrobutton HdkTopic HDK3B9ACBB0Document Content Standards
Content standards are grouped into:

· Categories - groups of similar documents, e.g. systems related documents.

· Content Types - a  collection of related content standards, usually related to the concept of a manual, e.g. systems user guides.

· Content standards - individual document content standards, usually related to a chapter in a manual or a stand-alone document, e.g. one chapter in the systems user guide or a quality work instruction.

Content standards contain:

· Standard structure for a particular type of document.

· Standard content blocks for a particular type of document.

More information:
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PerformX™ comes with the following default content standards:
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macrobutton HdkTopic HDK3B9ACBD0Content Standard Add-ins
You can purchase additional content standards which you can add-in, so that they will also be available when using PerformX™ Designer. 

For more information, see the PerformX website at www.systemiksolutions.com or email the PerformX Support Team at PerformX@systemiksolutions.com.

To install a content standard add-in, follow the steps below.

Step
Action

1
In the PerformX directory, select the following directory:

Designer\Contents

Result:

All the sub-directories under the Contents directory represent the categories of content standards.

2
Copy the content add-in into the directory representing the category into which you want to add the content add-in.

More information:
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macrobutton HdkTopic HDK3B9ACBE0Creating or Changing the Document Categories
You can create new categories or change existing document categories.

Step
Action

1
In the PerformX™ directory, select the following directory:

Designer\Contents

Result:

All the sub-directories under the Contents directory are the categories of content standards.

2
Do you want to change an existing category?

If yes:
select the directory representing the category you want to change, and rename the directory.

If no:
create a new directory under the Contents directory; the name of this new directory will be the name of the new category. 

macrobutton HdkTopic HDK3B9ACBF0Customised Solutions
Systemik Solutions can help you customise PerformX™ to your organisation's particular requirements.

The following elements can be customised:

· Text layout

· Presentation styles

· Headers and footers

· Table styles

· Content standards

Publishing format, e.g. HTML, Lotus Notes, etc.

For more information, see the PerformX website at www.systemiksolutions.com or email the PerformX Support Team at PerformX@systemiksolutions.com.

macrobutton HdkTopic HDK3B9ACC00Modify Content Panel
The purpose of the Modify Content Panel is to allow you to view and modify the structural and content standards for the document you selected on the previous panel.

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

Result:

The macrobutton HdkLink LNK00000082Template Name Panel is displayed. 

macrobutton HdkTopic HDK3B9ACC10Understanding the icons
In the document structure the following icons are used:

Icon
Represents

Document

[image: image75.bmp]
The title of the document.

Heading
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The heading icons identify headings. 

Topic

[image: image78.bmp]
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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: image80.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).

This means that when the author is using the author template, they cannot remove mandatory headings.

Expand / Collapse hierarchy

[image: image82.bmp]
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Where you see plus or minus signs 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: image84.bmp] to expand the list and show all sub-headings, and 

· [image: image85.bmp] to collapse the list and hide the sub-headings.

macrobutton HdkTopic HDK3B9ACC20Add 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: image86.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: image87.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 LNK000000C3Understanding the document structure

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

[image: image89.bmp]

6
Click on the OK button.

Result:

The heading will be inserted above the heading you selected.

macrobutton HdkTopic HDK3B9ACC30Remove 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 LNK0000008AAdd a New Heading button.  However, if you remove a topic, you cannot add it back.

2
Click on the Remove Heading button.
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Result:

The selected Heading/Topic is removed.

macrobutton HdkTopic HDK3B9ACC40Toggle between Mandatory and Optional
Follow the steps below to change a heading/topic from mandatory to optional or vice versa.

Step
Action

1
Click on the heading or topic you want to change.

Tip:

If the heading/topic selected is:

· mandatory, then the ToolTip for the Make Optional/ Make Mandatory button will show "Make Optional".

· optional, then the ToolTip for the Make Optional / Make Mandatory button will show "Make Mandatory".  

2
Click on the Make Optional / Make Mandatory button.

[image: image91.bmp]
Result:

If the heading/topic has been made:

· mandatory, the heading/topic icon will have a tick and the text will be displayed in red, or

· optional, the heading/topic icon will not have a tick and the text will be displayed in red.

More information:
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macrobutton HdkLink LNK000000BCUnderstanding the icons

macrobutton HdkTopic HDK3B9ACC50Change 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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macrobutton HdkLink LNK000000C3Understanding the Document Structure

2
Click on the Move Up button to move the heading/topic up in sequence.
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3
Click on the Move Down button to move the heading/topic down in sequence.
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macrobutton HdkTopic HDK3B9ACC60Change the Heading Level
Step
Action

1
Click on the heading you want to change.

More information:

[image: image96.bmp]
macrobutton HdkLink LNK000000C3Understanding the Document Structure

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: image98.bmp]

macrobutton HdkTopic HDK3B9ACC70Edit 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 is changed in the display.

macrobutton HdkTopic HDK3B9ACC80Understanding 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 a 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, while 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 HDK3B9ACC90Template Name Panel
The Template Name Panel requires you to give the new author template name.

Step
Action

1
If you are:

· creating a new template, a template name is automatically generated.  Change the template name as required.

· modifying an existing template, that template's filename is displayed with _1 added on to the end.  You cannot change this filename.  Once the template has been modified, you can change the filename using Windows Explorer.

2
If different to the default displayed, enter the title for the author template into the title field.

3
If different to the default displayed, enter the version number into the version number field.

4
Do you want to run PerformX™ Author to test this author template?

If yes:
go to step 5.

If no:
un-select the Create a new document based on this author template option.

5
When satisfied with the information displayed, click on the Next button.

Result:

The macrobutton HdkLink LNK0000009AFinish Panel is displayed.

macrobutton HdkTopic HDK3B9ACCA0Finish Panel
The Finish Panel displays when you have completed all the Designer panels and are ready to build your author template.  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 build the author template


click on the Back and Next buttons to view the previous panels.

build the author template
click on the Finish button.

Result:

PerformX™ Designer builds the author template.  When finished, if you left the Create a new document based on this author template option selected, PerformX™ Author automatically starts so you can test the author template you have prepared.  The PerformX™ Author Wizard is displayed.

Next…

You are now ready to use PerformX™ Author to test the author template you have just built.  
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