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1. Getting started

Xerox ViewPoint Long Document Options is an optional software
application for the 6085 Professional Computer System and 8010
Information System. Using VP Long Document Options, you can
automatically generate footnotes, an index, or a table of contents
for a VP document or book, and you can manage the creation of
a single book by more than one author.

When you finish this training guide, you will be able to do the
following:

* Create footnotes, automatically number them, and control their
attributes and placement.

Create and modify a multi-level index.

Create and modify a table of contents.

Generate an index and a table of contents for a book.

Create and use a shared book

This training guide assumes that you have completed the
ViewPoint QuickStart and the VP Document Editor: Document
Creation training guides. If you have not yet worked through
those guides, complete them now before continuing with this
guide.

Training guide exercises

This training guide provides exercises that illustrate typical ways
of working with VP Long Document Options software. In these
exercises, you begin with a nine-page sample text and create
footnotes, an index, and a table of contents for the text.
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After you perform applications of VP Long Document Options on
a document, you repeat them on a book containing more than
one document, including the original sample. Finally, you use
the same samples in a shared book, learning how to effectively
collaborate with others in writing a single work being written or
revised by you and other users on network-linked workstations.

The same training sample continues through the entire VP Long
Document Options training. The actions you take on that sample
are cumulative, and the sample enlarges as the various
applications are applied to it.  This training mimics the
procedures you are most likely to use when completing your own
long documents.

For complete information on VP Long Document Options, refer
to the Document Editor Options Reference volume of the VP
Series Reference Library.

Hardware and software you need to begin training

GETTING STARTED

Before you begin your training, make sure you have the following
hardware and software:

* An operating 6085 or 8010 workstation with a desktop, a fully
qualified user name, and a password. If you have a 6085 or
8010 workstation that is part of a network, you can get help
from your system administrator. If your workstation is a
StandAlone or Documenter, you can get help from the
Workstation Administration and System Resources Reference
volume.

» Default User Profile settings. The User Profile lists the settings
that control your desktop. The procedures in this training
guide are designed for desktops using the default User Profile
settings. Check with your system administrator to make sure
your desktop has the default User Profile settings, or refer to
the General User Reference volume.
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Check the status of your applications before you begin training;
consult with your system administrator or follow the next
procedure.

Checking the status of applications

GETTING STARTED

O=

Directory

1. Open the Directory icon.
2. Open the Workstation divider.
3. Open the Loader.

4. Compare the list of applications in the Loader window
with the application listed here.

¢ VP Document Editor

You also need one or more of the following applications,
depending on which you will be using:

* Footnotes

* Index Generator

e Table of Contents Generator

e Shared Books

Additional applications may also be running.

If the Loader lists the applications you need and their STATUS
column is set to RUNNING, select [Close All] in the Loader
window header.

If the applications you need are not listed in the Loader, consult
your system administrator or refer to the General User Reference
volume for information on installing applications.

If the applications you need are listed, but the STATUS column is
set to IDLE, change the status of the applications as described
next.
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Running applications

If the STATUS column of an application you need is set to IDLE, it
must be changed to RUNNING.

1. Select the application.
2. Select [Run] in the Loader window header.

3. Select [Close All] in the Loader window header when
you are finished setting applications to RUNNING.

You can also set applications to run automatically; refer to the
General User Reference volume for this procedure.

Training exercise documents

’/_\
Training:
VP Long :E,.*g

Documen Eid *j

* %
LOG
Ex2%

7

To assist you in completing the training exercises, a training
folder named “Training: VP Long Document Options”
accompanies this training guide. This folder is located on the
floppy disk titled “VP Training Exercises.”

If the training folder and exercise documents are not already on
your desktop, copy them there now. If you need help, refer to
the following procedures.

Copying the training folder to the desktop

GETTING STARTED

P
§ oo
Banesnenn

Floppy
Drive

1. Insert the “VP Training Exercises” disk in the floppy disk
drive, and close the door.

2. Open the Floppy Drive icon.
The Floppy Drive window lists the contents of the floppy disk.

If you do not have a Floppy Drive icon on your desktop, refer to the
General User Reference volume for the procedure to copy the icon,
or ask your system administrator.
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3. Select the “Training: VP Long Document Options”
folder, and press <COPY>.

4. Select a location on the desktop.
5. Select [Close] from the Floppy Drive window header.

6. Remove the floppy disk from the floppy disk drive, and
put it in a safe location.

Copying the exercise documents to the desktop

N,

Training:
VP Long

Documen

* % * X
LDO LDO
EX1% EX2%

GETTING STARTED

Do not work with the exercise documents inside the training
folder. Copy the exercise documents to the desktop.

1. Open “Training: Lon§ Document Options,” and select
the documents in the folder.

2. Press <COPY>, and select a location on the desktop.

3. Select[Close] from the “Training: VP Long Document
Options” folder window.

The exercise documents are now on the desktop.
Two final notes before you begin:

* This training guide uses underlining to indicate information
that you type; however, you do not need to underline the
information you type.

* As you use this training guide, you will see terms in bold italic
type. You can find more information on these terms in the
Glossary, which is located in the Quickfind Reference volume.

You are now ready to start training.
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2. Creating footnotes

The footnotes feature in VP Long Document Options helps you
to automate the process of footnote creation, management, and
printing. You can number (or sequence) the footnotes
automatically, and you can automatically resequence them to
accommodate insertions of new footnotes or deletions of old
ones.

You can have the footnotes printed at the bottom of the page or
at the end of the document (technically, called endnotes). You
determine what reference marks are used to indicate the
footnotes, how they will look, and whether the sequences begin

again on each page or continue through the length of the
document.

Inserting footnotes into text

Examining the

You now insert a footnote into a sample text. Footnotes can

either be created during the writing of a document or after the
document has been written.

sample text

1. Open x%xLDO EX1%x%.
2. Select [Show Structure] in the document auxiliary menu.

3. Examine %% LDO EX1%%.
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CREATING FOOTNOTES

This is the primary text sample you will be using throughout the VP
Long Document Options training. The following illustration shows
page 1 of x%LDO EX1%k %.
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BTHE LONG DGCURENT

An Examination of the Parts af Books, Lengthy Fepuorts, and
Scholarly Papers

INTRODUCTIONM

Long documents—-books lengthy reports  and  scholar
papers—are cormposed of three basi ctions: the froo?
matter or prefirninaries: the fextr and the and matter o
reference matter,

Iy
ot

The front matter and the end matter are both
sections of a docurnen Their tunction is
information that in some way ¢
rnore accessible the text proper,

Der the years, rules of stylef)* have devely
form and function of the waric
docurment, This paper presents the cu

pedeegarding the
ctions of the long
W staredards,

Though few long domurnents will have all the parts described
in the following pages, rmost contain at lzast some tront
raatter and back matter as supplements to the text,

18

<> [ Theword Tstyle” fiere is Used techinically anid refers ta
editorial standards of usage,

Li-» £

Notice that there is already a footnote on the screen page.
When you select [Show Structure], you can see the footnote
reference character after the word “style” in the text, and again at
the bottom of the page with an associated text frame.
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There is an asterisk immediately to the right of the footnote
reference character in the sample. A variety of reference
character symbols are available in the footnotes feature. The
asterisk, dagger, etc. sequence has been preset in this sample.

Notice the first sentence in the text, and the secondary phrase in
that sentence: “--books, lengthy reports, and scholarly papers--.”
In the next section you convert that phrase into a footnote.

Inserting a footnote

CREATING FOOTNOTES

1. Select [Edit].

2. Select the letter “s” in the word “documents” in the first
sentence of the text (as shown in the illustration below).

3. Press <KEYBOARD >, <SPECIAL>, and <B>.

A footnote reference character is inserted at the selected location in
the text. The message area reads “Inserting Footnote... Done.”

**LDO Ex1 %%

S 1] «

BTHE LOWNG DOCUMENT

An Examination of the Parts of Books, Lengthy Reports_and
scholarly Papers

INTRODUCTION FOOTNOTE REFERENCE CHARACTER
' 7

Long documentsf-books, lengthy reports. and scholarly
papers—are composed of three basic sections; the fromt
matter or preliminaries: the text: and the end matter or
refarence matter,

-1 = - |+

B = 1]
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CREATING FOOTNOTES

Notice the flashing cursor in the newly created footnote frame, lower
on the page.

Thaough few long documents will hawve all the parts described ¥
in the following pages, most contain at least some front _{
matter and back matter as supplements to the text, -
L -
>
...
t 4
FOOTNOTE FRAME ad
t
== = I3

4. Type: Primarily books, lengthy reports, and scholarly

papers.

*%LD0 E¥1 k% Close | Save | Reset ){ save&Editk [ |

Though few long documents will have all the parts described 4
in the following pages. most contain at least sorme front | ]
matter and back matter as supplements to the text, -
v -

B Primarily biaks Tengthy réports and scholarly papers,
-
+
il
t

-1 = < |+

You have now created a footnote. The character and placement
properties of the footnote reference and the footnote text body were
determined by the preset Footnote Options sheet.

5. Press <NEXT>.

This brings the cursor back to the text at the position immediately
after the inserted footnote reference character.

6. Delete from the first sentence of the text the Phrase “o-
books, lengthy reports, and scholarly papers--,” and add
a blani( space.

The secondary matter in the first sentence of the text is now set as a
footnote.
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Sequencing the footnotes

Footnotes are automatically sequenced when a document is
paginated. The sequencing properties are determined in the
Footnote Options sheet.

1. Select [Paginate Displayed Pages| from the document
auxiliary menu.

Any of the pagination options would work for this instance, but
[Paginate Displayed Pages] is the fastest.

Notice, after pagination, that the first symbol, the asterisk, is now
assigned to the new footnote entry. A dagger has been assigned to
the second footnote, “style.”

Hg D& *LO0 ExT1 Kk Close | save | Reset § savesdit f ) E Bl
+
i —
8
BTHE LG DOCQUMERT :
an Exarninatinn of the Parts of Books, Lengthy Reports and
scholacly Papers
HTRODITION
Long docurnents@* are composed of three basicsections: the
front matter or preliminaries; the text: and the end matteror
refersnce rmatter,
The frant ratter and the end matter are both supplemental
sectiors of a docurmnent, Their function 5 to prowide
information that in same way enhances, explains, or makes
more accessible the text proper,
Coer the years rube . ot yle@f have developed regarding the
form and funcluo ol the wvarious sactiors of the long
docurnent, This paper presents the currentstandards,
Though few lung dacunents wilt have all the part
in the following pages rmost contain at least zom
matter and back ratter as supplements to the tea
[ Frimarcily books lengthy reports. sud scholacly papers,
[t Thesiard 7style” here isused 1échnically and refers to
zditorial standards of usage, ;
!
t
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Modifying footnote options

A variety of footnote placement, sequencing, and character
format options are available to you. In the first exercise, you
used the default options for everything except the reference
symbol sequence.

Ordinarily, you should select the desired footnote options before
you begin inserting footnotes, since only the numbering and
placement options can be used to change previously created
footnotes.

Using the Footnote Options sheet

CREATING FOOTNOTES

You select the desired footnote properties in the Footnote
Options sheet. The Footnote Options sheet is divided into three
sections: numbering and placement, reference creation, and
body creation.

Using numbering and placement options

The numbering and placement options control the type of
reference symbols used, how the sequencing is to proceed, and
whether the notes are to be set on the same page or at the end
of the document.

Numbering and placement options are implemented during
pagination of the document.

1. Select [Show Footnote Options] in the document
auxiliary menu.

2. Select [Numbering & Placement] (if not already selected).

The footnote numbering and placement options are displayed, as
shown on the following page.

VP LONG DOCUMENT OPTIONS
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CREATING FOOTNOTES

Flace footnote body

Atstart of each page

Reference symbaols

@—J —3 - |+

Notice that the At start of each page option is set to [restart] and that
the Reference symbols option is set to the asterisk-dagger sequence.

These were preset in the sample. The default settings are [continue]
and [1, 2, 3...].

3. Select [1, 2, 3...].
This will replace the symbols with numbers.

4. Select [continue].

This will cause the numbering sequence to continue over page
boundaries.

u

Reference Creation IBod}-' Creatixﬂl é

Flace footnote body @]at end of docurnent | 4

- -]

Atstart of each page H
Reference syrmbaols

t

- = ~ 1+

The numbering and placement options have been chosen but will not
be activated until the next pagination.

The reference creation and body creation properties will not be
altered in this section of the training, but view those option
sheets now to gain an understanding of the options.

VP LONG DOCUMENT OPTIONS
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CREATING FOOTNOTES

Viewing the reference creation options

1. Select [Reference Creation].

wone E apply f Cancal f Defaults f Reset O 'S

Display | Numbering & Placement |[531 Bl Body Creation
Piay 9 i

size [6 8 [10 KEW 14 [16 23 [30[36 | Other |
Face [Eold ] llla&its] lStrikeout I Underline Jl{ﬂ_ Couble

Pusition @XD xXUXXGXXDXXD

Fedlining IHr:v.«‘ised Text ] LDeleted Teuxt ]

= « |+ K

The reference creation options control the appearance of the
footnote symbol. Reference creation options are implemented
during footnote creation. They cannot be altered later by means
of the Footnote Options sheet.

For this sample, you use the default reference creation
properties, as shown.

Viewing body creation options

1. Select [Body Creation].

m:E ,“t-:pply’ E Caniel E Defaults E Reset E |m}

Display [ Mumbering & Placement | Referance Craauonm
Margins -
Top e Bottom

Alignment | ReIRRIRa vertically

Span | } Z
Initial text [ B j

t

B = = L+
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CREATING FOOTNOTES

The body creation options determine the properties of the
reference body: the text included in the footnote frame, and the
positioning of that frame. Body creation options are
implemented during footnote creation and cannot be altered
later by means of the Footnote Options sheet.

For this sample, you use the default body creation properties, as
shown.

Applying the numbering and placement options

The only footnotes options you altered were numbering and
placement. These alterations will be implemented in the next
pagination.

1. Select [Donel.

It is not necessary to return to the numbering and placement options
first.

2. Select [Simple Paginate] in the document auxiliary menu.

You may select either [Simple Paginate] or [Paginate]l. When the
pagination is completed, the correctly numbered reference symbols
appear in both the text and footnotes.

3. Select [Don’t Show Structure] in the document auxiliary
menu.

This allows you to see the document essentially as it will look when
printed.

The illustration on the following page shows the sample as it now
appears.

VP LONG DOCUMENT OPTIONS
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CREATING FOOTNOTES

T A ALDO EXt Ak

lose | Save F Reset b SavesEdith [ B BEOE

1

THE LONG DOCURENT

An Examination of the Parts of Books, Lerngthy Reports, and
Scholarly Papers

INTRODUCTION

Long documents' are composed of three basic sectiors; the

front matter or preliminaries; the text: and the endmatteror
reference matter,

The front matter and the end matter are both sup
sections of a docurnent,  Their furiction is
inforrnation that in sorae way enhances. explains, ar r
rnore accessible the text proper,

Cnser the years, rules of style® have dewveloped regarding the
form and function of the warious sections of the long
document, This paper presents the current standards

Though few long docurnants will have all the parts described

in the following pages. most contain at least same front
matter and badk matter as supplements to the text,

1, Primarily books, lengthy reports, and scholarly papers
2, Theword “style” here is used technically ard refers to
editorial standards of usage,

-
t
gl = = +@

4. Examine the placement and numbering of the footnotes.

5. Scroll to page 2, and examine the footnote on that page.
It has correctly been numbered 3, in sequence.

6. Select [Close].

Save the working version of %% LDO EX1%%. You will continue
to use it in chapter 3.

For more information on how to use footnotes, refer to the
Document Editor Options Reference volume.

VP LONG DOCUMENT OPTIONS
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Creating endnotes: optional training

The following optional training shows you how to create chapter
endnotes with VP Long Document Options. Additionally, it
shows you how to change the properties of already existing
footnotes.

Since this section is optional and the changes made to the sample
are not used in the next chapters of this training guide, you use
a new copy of the original training sample, and then delete it or
put it to one side before continuing with the training.

Creating the optional sample

1. Copy a new % %LDO EX1%% to the desktop from the
Training: Long Document Options folder.

This is a separate exercise from the one just completed, and the
sample should be given a different name.

AN 2. Rename the sample Endnotes Sample.
Endnot
23

Sarnple

Setting the endnotes option

1. Open Endnotes Sample, select [Edit], and select [Show
Structure].

Previously, you used preset footnote properties. Now you set new
properties.

2. Select [Show Footnote Options] in the document
auxiliary menu.

3. Select [Numbering & Placement].
4. Select [at end of document].

CREATING FOOTNOTES
VP LONG DOCUMENT OPTIONS 16




5. Select [continuel.
6. Select [1, 2, 3...].

Vi
\é
Place footnote body ]
-
Atstart of each page MG nurnbering
Reference symbaols ‘,’r,t,f_s_...l ab.c.. IA,B,C_,, | -
Digits () |123456739 t
Bl = < |3

7. Select [Body Creation].
8. Select [floating].

¥
&
4
Margins [~
Top 06 Bottoarn - [l!
Alignment | flush bottarm (iig i vertically -:
Initial text jlﬂ."’ ] "

@-1 = < [+

The [flush bottom] option forces the notes to the bottom of the page.
The [floating] options allows the notes to rise to the first available
space on the page.

9. Select [Donel.

CREATING FOOTNOTES
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Inserting the page break

CREATING FOOTNOTES

1.

Scroll to page 9, and select after the blank space
immediately following the final word, “proper.”

. Press <KEYBOARD >, <SPECIAL>, and <2>.

This inserts the page break character.

. Press <RETURN> twice.
. Press <F2> (<BOLD>).
. Type: NOTES: and press <RETURN> twice. (Remember

to type the colon after NOTES.)
Select [Simple Paginate] in the document auxiliary menu.
After pagination, a new endnotes page appears.

Scroll to page 10, and examine it.

Fﬂf\fr RERETIR §}‘T’§‘ |u'§m} F:;efj‘:‘va-uvzd zf‘m[D] Dbn? i‘tg

v !

NOIES:

sed tevhinically and vefers1a

CEUTLT the aboréwation " (opr.” car o2
opyright syb o
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Page 10 has been added to the sample document as a separate page
for endnotes. Notice, however, that the endnotes are flush bottom,
even though you chose [floating] in the Footnote Options sheet. This
is because footnote body creation properties are implemented when a
footnote is created, not when it is paginated.

Changing body creation properties for already existing footnotes

CREATING FOOTNOTES

g wh=

&

Select the top footnote frame.
Press <PROP’'S>.

Select [floating].

Select [Donel].

Repeat the same procedure for the bottom footnote
frame, number 2.

Select [Simple Paginate] in the document auxiliary menu.

After pagination, the endnotes page appears as shown on the
following page.

VP LONG DOCUMENT OPTIONS
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Creating a new endnote

CREATING FOOTNOTES

Now you create a new endnote.

1.
2.

3.

Scroll to page 1.

Select the letter “s” in the word “documents” in the first
sentence of the text.

Press <KEYBOARD >, <SPECIAL>, and <B>.

After the message, “Inserting Footnote... Done.” appears, the
footnote frame at the bottom of the screen page is ready for the
notation.

Type: Primarily and move “books, lengthy reports, and
sclgolarly papers” from the text to the footnote frame.

Type a period.

VP LONG DOCUMENT OPTIONS
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CREATING FOOTNOTES

. Press <NEXT>.
. Delete the four hyphens from the text, and add a blank

space.

So far, this is the same action you performed earlier in this chapter,
You now generate the sequencing using the new footnote options
you selected.

. Select [Simple Paginate] in the document auxiliary menu.

After the pagination is completed, examine the text.

. Scroll to page 10, and select [Don’t Show Structure].

The illustration is on the following page.

VP LONG DOCUMENT OPTIONS
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CREATING FOOTNOTES

[Endnotes saraple

E SaveEdit |

4
10 N

-

NOTES:

1. Primarily books, lengthy reports, and scholarly paperz,

2. Theword “style” here is used technically and refers to

editorial standards of usage,

3. Theward “Copyright.” or the abbreviation “Copr.” can be

used in place of the copyright syrnbal,
A
’—_
t

EHe1 = - [+

As you see, the new footnote body has floated to the proper position.
The endnote creation process is now completed.

10. Close Endnotes Sample.

For more information on using endnotes, refer to the Document
Editor Options Reference volume.

VP LONG DOCUMENT OPTIONS
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3. Creating an index

The VP Long Document Options Index Generator extracts index
entries from text, and then it compiles and orders these entries
to form an index.

The Index Generator is a powerful and complex tool, allowing
you to tailor it to meet your special requirements. The orderin
and combination of Index Generator procedures taught throug
this training will give you a solid understanding of how to
generate indexes.

You will be using the continuing sample document from the
footnotes training. If you have skipped the footnotes training,
you can still use the Index Generator training by copying
*kLDO EX1%% from the training disk to your desktop at this
time. Note, however, that your indexes may vary slightly from
the illustrations in this chapter.

This trainin% introduces you to essential features of the Index
Generator, but it does not exhaust the possibilities. For further
information, refer to the Document Editor Options Reference
volume.

VP LONG DOCUMENT OPTIONS
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Creating indexes through the screening dictionaries

The most fully automated method for using the Index Generator
involves using one or more screening dictionaries. These
dictionaries extract words from the text: either words not to be
listed in an index (the exclusion dictionaries), or words that are to
be listed (the inclusion dictionaries).

After you have completed the screening process for a given
document or book, you can use the same screens to generate
new indexes reflecting changes to the text. You choose the
screens, select the document to be indexed, and initiate index
generation. The system automatically generates the index.

Creating the default (exclusion) index

CREATING AN INDEX

You bring three default folders and one default document to
your desktop through this training. In order to do that, you must
check to see that none of these icons is already on your desktop.
Make sure the following folders and document are not on your
desktop as you begin this training: INDEX: Exclude These Terms;
INDEX: Include These Terms; INDEX: Use These Tables; and
INDEX: Layout Guide.

1. Select [Index Generator] in the desktop auxiliary menu.

This brings the Index Generator option sheet to the screen, as
illustrated on the following page.
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Type of Result Desired @

Mart Eiamel EMake Blank Indes Table b O

¥
l Capitalize First Letter of Each Entry I -~
search within Main Text And | ENG OIS EINl= Caplicns
when analyzing Items Apply [H\IC-EH; Include These Terms 1
INDEX; Exclude These Terms
[H‘JDEK; lUse These Tables |
Showe Separate Entry when [ALL LETTERS CAPITALIZED ] Er‘st Letter Capitalized }
sort The Index Entries [E) Alphabetically N
Show Occurrence Counts For [Ea(h Entry I [Ea&h Page Mumnber Listed J t
e-r - OO < l+ﬁ
The options selected in the Index Generator option sheet determine
the creation process for an index, or indexes. The Index Generator
option sheet is brought to your screen with its default values, as
shown.
2. Select (highlight) % %LDO EX1%%.
This will be the subject document for the index generation.
3. Select [Start] in the Index Generator option sheet.

This initiates the index generation procedure in default mode. In the
default mode, text is analyzed using the screening dictionaries
contained in the INDEX: Exclude These Terms folder.

A number of icons need to be brought to the desktop. A message
appears for each icon the Index Generator does not find on your
desktop. For the first, the following message appears in your desktop
message area:

Initializing...
Object not present on desktop: INDEX: Layout Guide

Do you want a copy of the default object? [YES] [NO]

4.

Select [YES].
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In a moment, the INDEX: Layout guide is brought to the desktop.

INDEX:
Layout
Guide

The NEXT message appears in your desktop message area:

Obtaining data from INDEX: Layout Guide...
Object not present on desktop: INDEX: Exclude These Terms

Do you want a copy of the default object? [YES] [NO]

5. Select [YES].
S~

INDER:
Exclude
These

The INDEX: Exclude These Terms folder is brought to the desktop.
This folder contains three exclusion dictionaries. Later in the training
you create your own exclusion dictionary and add it to the folder.

The index generation procedure continues, operating as a background
activity.  When it is completed, the document INDEX - % %LDO
EX1% % appears on your desktop.

INDER

* %

6. Open INDEX - x%LDO EX1%%.
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7. Examine INDEX - %% LDO EX1%%.

Du-ms:< ~ % *L0O EXTh % S NS E Y

-]

INDE X
A
accessible 1
acknowledge S
acknowledgments 3,5
appendix &
appendixes 8
authorship 5
B
Bibliographic 9
bibliography &, & -9
C
Cataloging 2
charts 4
chronology &
P 2-3
Copr 2
copyright 2 -3
copyrighted 3
o
dissertations 2
docurment 1,3-5.7-8

E
editorial 1

elabi

enhances 1
epigraph 3

F

first-level 7
font 2
tontnote 9
foreword 4 -5
form 1-2.4

=l = =

E=o T+

Some words in the index are appropriate. Others are not. This is
the starting point in your index creation. For the remainder of
this chapter, you refine the index generation.

The index can be edited just like any ViewPoint document. This
procedure would be satisfactory for creating a final index, if you
were sure that there would be no revisions made to the text. By
modifying the index generation process, rather than the index
directly, you create a means for easily generating new indexes for
future versions of the document.

CREATING AN INDEX
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INDEX
WERSIONS

Storing the index version

1. Copy a Blank Folder icon to the desktop.
2. Rename the folder “INDEX VERSIONS.”

By storing indexes as you create new versions, you avoid
confusion, keeping only the most recently generated index on
your desktop. The stored versions provide a record of how your
indexes have progressed. Note, however, that if your system is

low on disk pages, you may delete prior index versions rather
than storing them.

Creating new index exclusions

CREATING AN INDEX

There are a variety of ways to use the Index Generator to further
modify the subsequent index:

* By using an additional or modified exclusion dictionary or
dictionaries

* By creating and using an inclusion dictionary or dictionaries
* By using index tables
* By marking individual text

* By using combinations of exclusion dictionaries, inclusion
dictionaries, index tables, and marked text

You are introduced to all of these features in this training.

Creating the list of exclusions

First, you create a document containing all the words from the
first index that you want excluded from subsequent indexes.

1. Copy a Blank Document icon to the desktop.
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EXCLU
DE

Rename the blank document “EXCLUDE.”
Open the EXCLUDE document, and select [Edit].

Some words, such as “accessible” and “acknowledge,” should be
removed from the index. Others, including “acknowledgments,”
“appendix,” “appendixes,” “bibliographic,” and “bibliography,” should
be retained.

Position the two open documents so that both can be
viewed simultaneously on your desktop.

CO&Y “accessible” from INDEX - %%LDO EX1x% to
EXCLUDE, and press <RETURN>.

. Copy the other words, one at a time, from INDEX -

*%xLDO EXT%% to EXCLUDE what you don’t want in
subsequent indexes, and press <RETURN > after each.

The completed list of exclusions appears below.

1 «

accessible
ackriowledge
authorship
Cataloging
document,
editorial
elaborates
enharnces
form
schalarky
supplemental
tithad
uniquely

BL=]

B = =]

- e [+

7.

Once the list has been completed, it must be converted into a
dictionary in order to operate as a screen in index generation. Note
that the list need not be alphabetical.

Close EXCLUDE.
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CREATING AN INDEX

- Ny

INDEX |

INDEX
VERSIONS

8. Close INDEX - %% LDO EX1%%.

Since you will be creating a series of indexes in this chapter, each
having the same name (INDEX - %% LDO EX1% %), you may want
to create a folder to store old version as you create improved
ones.

9. Move INDEX - %% LDO EX1%% to INDEX VERSIONS.

You may want to review the indexes later. Note, however, that
you may delete the index from your desktop if you need the disk

pages.
Changing the document into a dictionary

1. Select [Index Generator] in the desktop auxiliary menu.

2. Select [Dictionary] for “Type of Result Desired.”

f Make Blank Index Table | Bt

Tty

Type of Result Desired [g

search Within tain Text And (YA sYs NIl

=2

-I - -« ]+

3. Select (highlight) EXCLUDE.
4. Select(Start].

In a moment, the dictionary appears on your desktop.

m
e
)
iy

IIDE
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Generating the new index

1. Move the EXCLUDE dictionary to the folder titled INDEX:

== e Exclude These Terms.

Ewl INDEX:

EXCLUDE | — Exclude Be sure you move the EXCLUDE dictionary, not the EXCLUDE
These document.

2. Select [Index Generator] in the desktop auxiliary menu.
3. Select [Capitalize First Letter of Each Entry].

This will normally capitalize the first letter of each first-level index entry
generated from an inclusion or exclusion dictionary.

4. Select % LDO EX1%%.

The subject document must always be selected at the moment you
start index generation.

5. Select [Start].

A new index is now being generated.

6. Open INDEX - % %LDO EX1%%, and examine it.

CREATING AN INDEX
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INDEX - % %LDO EX1%k %

1 [ -«

]
INDEX
A
Acknowledgments 3.5
Appendix §
Appendixes 8

B
Bibliographic @
Bibliography 6,8 -3

C

Charts 4
Chronology €
P 2-3

Copr 2
Copyright 2-3
Copyrighted 3

o

Cissertations 2
E

Epigraph 3

=l = < [+5

- [+]

The index is improving, but it still needs work. Your next index
refinement will be made through use of an inclusion dictionary.

7. Close INDEX - %% LDO EX1%%.

8. rlcave INDEX - %% LDO EX1%% to the INDEX VERSIONS
older.

Creating the inclusion index

There are some words being excluded by the exclusion
dictionaries that should be in the index. One such word is
“index;” another is “glossary.”

The best way to see that such words are added to a subsequent
index is to create an inclusion dictionary.
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INCLUD

Creating an inclusion dictionary

1. Copy a blank document to the desktop, and rename it
INCLUDE.

. Open INCLUDE, and select [Edit].

. Type: glossary and press <RETURN >,

Type: index.

Close INCLUDE.

Select [Index Generator] in the desktop auxiliary menu.

Ne gk e

Select [Dictionary].

The INCLUDE document is still highlighted on your desktop.

8. Select [Start].

In a moment, the INCLUDE dictionary appears on your desktop.

CLUDE

Pt

Bringing the inclusion folder to the desktop

1. Select [Index Generator] in the desktop auxiliary menu.
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2. Select [INDEX: Include These Terms] in the Index
Generator option sheet.

3. Deselect [INDEX: Exclude These Terms].

tart E’Cancelfi Iake Blank Index Table fO ) 8
Type of Result Desired @ '

I Capitalize First Letter of Each Entry I

Search Within Main Text And |G TETES M

when Analyzing Iltems Apply ([0S SR IE s IR I

]

[IMDEX: Exclude These Terms |

[INDE®: Use These Tables |

Show Separate Entry when i ALLLETTERS CAPITALIZED an‘s« Letter Capitalized

Sort The Index Entries @ Llphabetically

show Occurrence Counts For I Each Entry l |Each Page Murnber Listed ]

E‘j» [+]

=l = = [«

4. Select xxLDO EX1x%.
5. Select [Start].

Since there is no INDEX: Include These Terms folder on the desktop,
a message appears in your desktop message area:

Object not present on desktop: INDEX: Include These Terms

Do you want a copy of the default object? [YES] [NO]

6. Select [YES].

In a moment, the default INDEX: Include These Terms folder appears
on the desktop.

e S

INDEX:
Include
These

CREATING AN INDEX
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The default INDEX: Include These Terms folder is empty. In a
moment, the following message appears:

*INDEX: Include These Terms’ is empty (or its content is completely invalid for the action requested)

Please correct the problem and retry

7. Select [Cancel] in the Index Generator option sheet
window header.

Creating the new index with new inclusions

You could run index generator now with only the inclusion
option. This would generate an index of two words, “index” and
“glossary.” By using both the inclusion and exclusion options,
you add the two new words to the others.

1. Move the INCLUDE dictionary to the INDEX: Include
These Terms folder.

2. Select x%LDO EX1%%.
3. Select [Index Generator] in the desktop auxiliary menu.

4. Select [INDEX: Include These Terms], and select
[Capitalize First Letter of Each Entry].

_ ‘_ tart F cancel | Make Blank Index Tabiz f O} E
IQ Index

¥
when Analyzing Iterms Apply [l AT Tr;—n
INDEX: Exclude These Terms
IINDEX: Use These TablesJ
Show Separate Entry When 1 ALL LETTERS CAPITALIZED l
Sort The Index Entries @ Alphabetically
4]
Show Gocurrence Counts For | Each Enh'_‘d IEach Page Number Listed ;
gl = < |3

CREATING AN INDEX
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5. Select [Start].

In a moment, the new INDEX - k*LDO EX1k% appears on the
desktop.

6. Open INDEX - ¥ %LDO EX1% % and examine it.
Dmosx—**mo —

- R

]

a
INGE X

Acknowledgments 3.8
Appendix 8
Appandixes §

B

Bibliographic 9
Bibliography 6. 8-9
C

Charts 4
Chroonology 6

Cp -3

Capr 2

Copyright 2-3
Copyrighted 3

[w]
Cissertations 2
E

Epigraph 3

F

First-level 7
Font 9
Footnote 9
Forewiord 4-5

G
Glossary 8-9
|

Index 3,9
Indexes 9
15BN 2-3

=

i —— < |+

“Glossary” and “Index” are properly added to the index. Notice,
however, the separate entries for “Index” and “Indexes,” “Appendix”
and “Appendixes,” and “Bibliography” and “Bibliographic.” It is
unlikely that you want such variants of terms to be listed separately.
The means for dealing with this is through index tables.

CREATING AN INDEX
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7. Close INDEX - %%LDO EX1%%, and leave it on your
desktop.

Creating indexes using tables

Index tables increase your control over index generation. You
use them for complex entries such as phrases, variant words from
a single root, subentries, cross references, substitute words, or
text that requires other special handling.

Completing the index table for our sample represents the most
comf)lex aspect of this training. The steps are broken into
smaller sections, but they represent one progressing example,
and you need to go through them in sequence.

Beginning the index table creation

CREATING AN INDEX

In order to use index tables in index generation, you must brin
the INDEX: Use These Tables folder to your desktop. The default
of this folder contains a blank index table, which you can use to
create your initial index table.

1. Select x*xLDO EX1%%.
2. Select [Index Generator] in the desktop auxiliary menu.

3. Deselect [INDEX: Exclude These Terms], and select
[INDEX: Use These Tables].
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i e

Type of Result Desired  (F)

art | Cancel | Make Blank Index Table O 2

q

Index

I Capitalize First Letter of Each Entry l

=1

when Analyzing ltems applh INDEX: include These Terrns
k PPiY

Search within Main Text And | EIETIEEE)

[ INDEX: Extlude These Terms !

ICEX

Show Separate Entry when [ ALLLETTERS CAPITALIZED | [First Letter Capitalized |

Sort The Index Entries @ Alphabetically

Show Docurrence Counts For Each Entry ] IEach Page Mumber Liileﬂ

= [+]

Sl = < [+

4. Select [Start].

The following message appears:

Object not present on desktop: INDEX: Use These Tables

Do you want a copy of the default object? [YES] [NO]

CREATING AN INDEX

5. Select [YES].
The folder INDEX: Use These Tables in now brought to the desktop.

o W

INDEX:
Use
These

The following message appears:

Obtaining data from INDEX: Use These Tables: Blank Index Table...

*Index Table’ is empty (or its content is completely invalid for the action requested)

Please correct the problem and retry

6. Select [Cancel] in the Index Generator option sheet.
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N

INDEX:
Use

These

Creating the index table

1.

Open INDEX: Use These Tables.

The folder contains a document named Blank Index Table. Since you
can use several such documents in the folder, you need to rename
this document.

Rename the Blank Index Table document “MODIFY.”

The new index table document, MODIFY, is now ready for your
entries.
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Including phrases as index entries

Inclusion and exclusion dictionaries only handle single word
entries. In our training sample, you may have noticed that some
appropriate entries, such as “table of contents,” were not
included in the index. The best method for adding such entries
to the index generation is to list them in an index table.

Typing a phrase entry into the index table

1. Open MODIFY, and select [Edit].

2. Stretch the window so that all five columns of the table
are displayed.

3. Press <NEXT>.

Notice the message that appears in your desktop message area.
When you use the next key in this table, a series of messages appears
describing the function of each column.

The caret is in the ITEM column.
4. Type: Table of contents.

§i¥ EJINDEY: Use Theze Tables| JMODIFY FILEY Close | Closz 21 | shows Next | Show Previous f Save | Rezel | SaueSEditR | 0 |
+
Index Table -
o]
Hint: To begin filling in a blank Inde.. Table press <MEXT >,
ITEM WARIATIONS LIST UNCER SORT A% CODES ||
{Opticnal) {Optionaly tOpticnall (Cplional) Fly
—4
Table of cantents 4
Bg =] = « 1+

5. Press <NEXT>.
6. Press <SKIP> (by pressing <SHIFT> with <NEXT>).

The caret is now in the LIST UNDER column. If you had pressed
<NEXT >, you would have created a sub-row for VARIATIONS.

7. Press <NEXT> twice.

CREATING AN INDEX
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The caret moves to the CODES column.
8. Press <NEXT>.

This creates a new table row, ready for an additional table entry.

Listing variations for index entries

CREATING AN INDEX

There are many occasions when you will want to list variations of
a word under a single term in the index. The plural and singular
form of a word is a good example. The addition of an “s“ to a
word causes the Index Generator to see it as a separate item
from the same word without the “s“. The words are listed
separately, unless you direct otherwise.

Other words in the sample also should be combined: “copyright”

with  “copyrighted,” “bibliographic” with “bibliography,” and
others. The process is not difficult.

Listing single variations of entries

1. Open the most recently generated INDEX - %%LDO
EX1%%.

From this list you can copy to the table the words you want treated
as a single entry in the index.

2. Copy “Appendix” from the index to the second row,
ITEM column, in the table.

WARNING: If you copy trailing or leading blanks with the
word or phrase, those blanks will appear in the
index.

3. Copy “Appendixes” from the index to the second row,
VARIATIONS column, in the table.

A sample index table is shown on the following page.
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EINOEX: Lse These Tables[YMODIFY

Close § Close All | Show Next | show Previous § Suve | Reset | save&Edit f L B ETE LB

4
Index Table -
Hint: To begin filling in a blank Index Table, press <NEXT >,
ITEM VARIATIONS LIST UNDER AORT &3 CODES
' {Optional) (Opticnal) {Optional) {COptional)
Table of contents N
Appendix Appendices I}
Bl = < 13

5.

6.

Any occurrence of “appendixes” in the text will now be listed as if it
were an occurrence of “appendix.”

Select inside the CODES cell in the second row, and
press <NEXT>.

This creates an additional table row.

Copy “Bibliography” from the index to the third row,
ITEM column, and copy “Bibliographic” to the third row,
VARIATIONS column.

Select the CODES cell ending the row, and press
<NEXT>.

Listing multiple entry variations

1.
2.

Copy “Copyright” to the fourth row, ITEM column.
Copy “Copr” to the fourth row, VARIATIONS column.

This variation is an abbreviation and should end with a period. The
period was stripped in the initial screening, since it would ordinarily
represent the end of a sentence. You can employ punctuation in an
index entry by means of a table.

Type: a period.

Note that if you have double clicked the selection, there will be a
trailing blank space after “Copr”; you will need to delete that space
before typing the period.

Press <NEXT>.
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50

This creates a sub-row for an additional variation of “Copyright.”

Copy “Copyrighted” to the sub-row, VARIATIONS
column.

FINDEX: Use These Tables[ JMODIFY

| Close | Close All f Show Blext § shaw Previous f Saw

Resei} SavesEdit) I FEIR DK & B

Hint; To begin filling in 2 blank Index Table, press <NEXT >,

Index Table

ITEM WARIATIONS LIST UMDER SORT A5 CODES
(Optional) (Optional} (Optional (Optional)
Table of cantents
Appendix Appendixas
Bibliographys Bibliographic
Copr, e
Caopyright M
Copyrighted +
H-T = = T+H

6.

Select inside the CODES cell ending the row, and press
<NEXT>.

Completing the entry variations

Continuing to use these techniques, you now complete the index
table variations.

1.

Copy “Index” to the fifth row, ITEM column, and copy
“Indexes” to the VARIATIONS column.

“Index” was an entry you created in the inclusion dictionary. The table
entry will win the match with that dictionary, and “Index” will be listed
only as defined by the table.

Select within the CODES column, and press <NEXT>.

Copy ““Subheadings” to the sixth row, ITEM column, and
copy “Subheading” and “Subheads” to the same row,
VARIATION column.

The table should now look as shown on the following page.
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EIINDEY: Use These Tables[ JMODIFY

| Close f Close All f Show Mext | Show Previous | Save | Reset B SavesEdit [ § E]g

Index Table
Hint: To begin filling in a blank Index Table, press <HEXT >,
ITEM VARIATIONS LIST UNDER SORT AS CODES
(Optional) {Optional) {Optional) (Optional)
Table of cantents
Appendix Appendixes
Bibliography Bibliographic
Copr.
Copyright
Caopyrighted
Index Indexes
Subheading o]
subheadings H
Subheads
+
E- = < [+

Creating second-level index entries

Second-level entries (or third or fourth-level entries) are aids to
the reader of an index, used to group related words and phrases

under umbrella terms.

Second level entries are normally

indented in an index, and are sometimes in a smaller type font
than the main entries.

Subentries can be easily created and defined using index tables.

In the training example, the index entries CIP and ISBN are
catalog numbers associated with book copyrights. You list them

now under the entry “Copyright.”

1. Select inside the CODES cell in the bottom row of the

index table, and press <NEXT>.

A seventh table row is created.

2. Copy “CIP” from the index to the eighth row, ITEM

column.

3. Copy “Copyright” from either the index or the fourth
row of the table to the new row, LIST UNDER column.

VP LONG DOCUMENT OPTIONS



CREATING AN INDEX

4.

5.

CIP will now be listed as a subentry under “Copyright” in the index.

Select inside the CODES cell in the bottom row of the
table, and press <NEXT>.

Copy “ISBN” to the new row, ITEM column, and copy
“Copyright” to the new row, LIST UNDER column.

FHNDER: Use These Tables[ JMODIFY

Index Table -
>
Hint: To begin filling in a blank Index Table, press <HNEXT>,
\TEM VARIATIONS LIST UNCER SORT A5 CODES
’ {Optional) (Optional) iCptionali {Dptional)
Table of contents
Appendix Appendixes
Bibliography Bibliographiz
Copr.
Copyright
Copyrightzd
Index Indexes
Subheading
Subheadings
Subheads
CIF Copyright ':‘
15BN Capyright $
Wl = - 3+

Select inside the CODES cell ending the eighth row, and
press <NEXT> to create a ninth row.

The subentries “first-level” and “second-level” should be listed under
“Subheadings,” but they involve a special situation. In an index where
the first letters of entries are capitalized, they are generally not
capitalized for subentries.

In changing “First-level” to a second-level entry, you need to use a
lower case “f“ in the table.

Type: first-level in the ninth row, ITEM column.

Copy “Subheadings” to the ninth row, LIST UNDER column.

VP LONG DOCUMENT OPTIONS

a5



9. Select the CODES cell, and press <NEXT> to create an
eleventh row.

10.Type: second-level in the tenth row, ITEM column, and
copy “Subheadings” to the tenth row, LIST UNDER
column.

mEINDEH: Use These Tables[YMODIFY

[LEH

\
Index Table H
Hint: To begin filling in a blank Index Table, press <MEXT >,
ITEM WARIATIONS LIST UNDER SORT A3 CODES
(Optional) (Optional) {Optional (Dpticnal)
Table of contents
Appendix Appendixes
Bibliographey Bibliograghic
Copr.,
Copyright
Copyrighted
Index Indexes
Subheading
Subheadings
Subheads
ap Copyright
1SBM Copyright
first-level Subheadings -
+
second-level Subheadings s
gl = = 1=+
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Using codes in index tables

CREATING AN INDEX

Codes exist for a variety of special circumstances in index
generation. If you don’t have a problem creating what you want,
then you probably don’t need to use codes.

Only one index table code is used in this training: “V”, the
“variations only” search code. This code is useful in several

situations. In this instance, it is used in connection with cross-
referenced indexing.

Creating cross references with codes

1.

2.

Select the CODES column in the bottom row, and press
<NEXT>.

Type: Foreword see also Preface.

Notice the italics. ITEM entries print in the index exactly as you enter
them, so the italics will appear in the index.

The item entry “Foreword see also Preface” does not itself exist in the
document text. You want the Index Generator to search for
“Foreword.”

Press <NEXT>.
This brings you to the VARIATIONS column.
Type: Foreword.

This ensures that the phrase “Foreword see also Preface” will appear in
the index if the word “foreword” is found in the text. Still, the Index
Generator is going to expend its time (and yours) looking for the ITEM
phrase, which you already know isn’t going to be found.

Select the CODES column in the same row, and type: V.

Be sure to use a capital “V”. Using a lower case “v* produces an error
message.

The use of the “V” code insures that the Index Generator will search
only for the VARIATIONS entry, not for the ITEM entry. Your table
should now appear as illustrated on the following page.
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EINDEY: Use These Tables| JMODIFY Ful

o Close | Close AllE Show Mext b Shew Previous | 5ave f Reset poaveSEdit )

+
Index Table -
]
Hint: To begin filling in a blank Index Table, press <REXKT >,
ITEM VARIATIONS LIST UNCER SURT A5 CODES
' {Optional) {Optional) {(Qptional (Optional)
Table of contents
Appendix Appendixes
Bibliography Biblicgraphic
Copr.,
Copyright
Copyrighted
Index Indexes
Subheading
subheadings
Subheads
(3 Capyright
15BN Capyright
tirst-level Subheadings
secand-level Subheadings ||
+
Foreword see ako Froface Foreward . m
t
e —— =+
When you reference “Foreword” to “Preface,” you also want to

e © ® NP®

reverse the reference.

Press <NEXT>.

Type: Preface see also Foreword.

Press <NEXT>.
Type: Preface.

Select inside the CODES column in the same row, and

type: V.

Be sure you type “V” in upper case, as shown.

causes an error message for an index generation using the table.

A sample entry is shown on the following page.

A lower case “v”

CREATING AN INDEX
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FINDEY; Use These Tables]JMODIFY

E Close E Close Al E show Mext § show Previous | Save | Resat f saveSEditE )

& ] -

Index Table
Hint: Ta begin filling in a blank Index Table, press <NEXT>.
ITEM \.-’:ﬁ.RIA.TIONS LISt L,JNDER SOR‘T ASA ) CODES
{Optional) (Cptional) {Optional} (Optional)
Table of contents
Appendix Appendixes
Bibliography Biblingraphic
Copr,
Copyright
Copyrighted
Index Indexes
Subheading
Subheadings
subheads
Cie Capyright
15BN Copyright
first-level Subheadirngs
secand-level Subheadings
Foreward see afo Prefac: Forewurd W
Preface see also Foraword Preface W
g =l = < I+

> [+]

11. Select [Close-All] to close MODIFY, INDEX - %% LDO

EX1% % and INDEX:Use these terms.

12. Move INDEX - %% LDO EX1%% to the INDEX VERSIONS

folder.

If your system is low on disk pages, you may delete INDEX - x%LDO

EX1% % rather than storing it in the INDEX VERSIONS folder.
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Generating the index using index tables

CREATING AN INDEX

You now generate an index using the same dictionary screens as
before, together with the index table document, MODIFY.
MODIFY must be inside the INDEX: Use These Tables folder (if it
is not there already, move it into the folder before continuing).

1. Select *%LDO EX1k*%.

2. Select [Index Generator] in the desktop auxiliary menu.
3. Select [Capitalize First Letter of Each Entry].

4. Select [INDEX: Include These Terms].

5. Select [INDEX: Use These Tables].

§ Start i Cancel g Make Blank Index Tabla EE
Type of Result Desired @

Search Within Main Text And

When analyzing iterms apply

INDE®: tse These Tables

Show Separate Entry \when [ALL LETTERS CAPITALIZED

Sort The Index Entries @ Alphabetically

Show Occurrence Counts For LEa(h Entry ] lEach Page Number Listed]

+
t
) < 1+14

6. Select [Start].

This index generation uses the dictionary screens and index table
instructions you created. If an item is listed both in a dictionary and in
an index table, the table’s instructions take precedence. When the
process is complete, the new index appears on your desktop.
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CREATING AN INDEX

7. Open INDEX - ¥ %LDO EX1%%, and examine it.

{OINDES — %K LD0 EX1 % % 18

&
Acknowledgrments 3.5
Asppendix &
B
Bibliography 6.5-9
C
Charts 4
Chronology 6
Copyright 2-3
P 2-3
1SBN 2-3
=]
Dissertations 2
E
Epigraph 3
F
Font 9
Footnote 9
Forewsrd see a3lio Proface 4-5

L5

Glossary 5-2

|

B
INDE®

— I{..

Index 3.9
ﬂ =

- +

Notice how the new index is affected by the index table instructions

you created.

8. Close INDEX - % %LDO EX1%%.
9. Move INDEX - % %LDO EX1%% to the INDEX VERSIONS

folder.
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Marking individual entries

You may sometimes need to index one occurrence of a word and
ilgnore other occurrences of the same word. The word
“introduction,” for example, occurs on pages 1, 3, 5, and 7 of the
sample. On pages 5 and 7 it should be indexed. On pages 1 and
3 it should be ignored.

The Index Generator allows you to mark individual text for
special treatment. The marked words or sections of text are
called index objects. There are a variety of uses for index objects.
This training covers only one: marking items for index entry.

Creating the index object

CREATING AN INDEX

1. Open % %LDO EX1k %, select [Edit], and select [Show
Structurel].

2. Scroll to page 5, and select “Introduction.”

&la**m-:- £k G

1Y wme[:s-«-.]amvifs»:rq.»gr\l,ﬁij(;m
o - i

ta st permission ta we aacks and achrowled j
sssisuance.

M oworks inowvhizh the e tedy
cormplec. they are fre
alied  aduoatedgments,
< if the buthor o

wis| 0
a: ce ard . the ackravwied e
used in plaie o apraface
a praface thoule be $igned Ly iU auihor andy when thzre
might bie some question as tao autharzhp

ce preceding the for
tid Preface to Secerdior Third 2

A number of ather front matter
frequaniy used bulmmay Grae inta play for 4
They are derdrivad iv the follewing paragrapie.

incduded with U

tively lang intr:
natter of the tect |

atoresiated. 3 nst of abore
the front matter for the

T
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CREATING AN INDEX

2 o

3.

Be sure that you don’t include the period following “Introduction.”
This punctuation would become part of the index entry.

Select [Establish Index Object] in the second document
auxiliary menu.

**LDO EX1 %%

This inserts brackets around the word “Introduction,” defining it as an
index object.

econdoary Hont ma

-

A number of other front matter dassitications are less
frequently used, but may come inte play for a given work,
They are described in the following paragraphs,

W‘ A relatively long introduction that is not
part of the subject matter of the text itself should be
incduded with the preliminaries,

[+] & 1]

List of abbreviations. For some works in which there is
repeated reference to sources that might be easily
abbreviated, a list of abbreviations can be introduced in

El=1 = -

E=

4.

Select the next instance of “introduction” on the same
line, and select [Establish Index Object] in the document
auxiliary menu.

Scroll to page 7.

Select the instances of “introduction” on page 7, and
establish each, in turn, as an index object.

By marking all occurrences of the word “introduction” you want
indexed, should subsequent editing place them on separate pages,
the selected words will still be indexed correctly.

Close %% LDO EX1%%.
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Generating the index using index objects

For a short text with only a few index entries, you may want to
generate the entire index using only index objects. You use that
method now to reveal how the index objects you have created
will appear in an index.

1. Select X %LDO EX1%%.
2. Select [Index Generator] in the desktop auxiliary menu.
3. Deselect [INDEX: Exclude These Terms].

@Elndex Generato tart f Cancel f Make Blank index Table f LI | =
Type of Result Desired @

L(apitali:e First Letter of Each Entry I

] « B

Search Within Main Text And

Lnchiored Frames g Captian:

¥Yehen Analyzing Items Apply IINDEX: Include Thase Terms ]

[ INDEX: Exclude These Terrms ]

!INDEX: Use These Tables I

Shiow Separate Entry When | ALL LETTERS CAPITALIZED | [First Letter capitali

sort The Index Entries @ Alphabetically

St Orccurrence Counts For [ Each Entry I Ea(h Page Number Listed l

= [+

@-l => - |+

By selecting no index folder for analyzing the sample document, only
marked text can appear in the index.

4. Select [Start].

After index generation is completed, the new index icon appears on
your desktop.

INDEX

* %

CREATING AN INDEX
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CREATING AN INDEX

5. Open INDEX - % %LDO EX1%%, and examine it.

NS = Fek D0 Extdok

]
INDE®

|
introduction 5.7

- (4|

-1 = - |+

The index object “introduction” has appeared, referenced to page 5
and 7, while omitting references to pages 1 and 3.

Notice that although some marked text occurrences were in italics,
the index entry appears in the font determined by the layout guide.

You could now run the full index, with the exclusion dictionaries,
inclusion dictionary, and the index table you created, and the word
“Introduction” would be inserted neatly in its place. Before you
generate that last training index, you modify the layout guide, as
detailed in the next section.

. Close INDEX - %% LDO EX1%*%.
. Move INDEX - % %LDO EX1%% to the INDEX VERSIONS

folder.

If your system is low on disk pages, you may delete INDEX - kx*LDO
EX1% % rather than storing it in the INDEX VERSIONS folder.
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Changing the index appearance

You can use a template named INDEX: Layout Guide to set your
index format before you generate the index. Earlier in this
training you brought the §efault INDEX: Layout Guide to the
desktop. By alter|n§ the layout guide, you can generate future
indexes in whatever format you desire.

Altering the index page format

CREATING AN INDEX

The default INDEX: Layout Guide generates an index in 8.5 by 11-
inch page format, set in single column. You now alter the layout
guide to create indexes set to two columns and a 6.5 by 8-inch
page. This page dimension matches the continuing sample.

1. Open INDEX: Layout Guide, and select [Edit].

The default guide is created with [Show Structure] selected.

Clase | Save | Reset} Savesfdit | ﬁ]

-

& ]

xThrs layout guide specifies the appearance of a desired indee, er alt
'faelds belove, and by editing inside them you determine how the inde. w 3
‘(Don t delete the fields or change their properties, Edit only their content Th:,
‘f(eld, thermnselves will not appear in the resulting index,

i Material appearing before the first field may be edited freely.
-I:-z:gmmr\g of the index, Material inserted after the last field

will appear at me
will appear atthe and
of the index, (Material between the fields will nat appear in the index.)

.
'Re‘ler to the MiewPoint reference and training docurnentation for further!
‘m?mmatnn - such as how to assign distinct a fpéarame (e.q. boldfaze) to pa)e
.nurnber' listed for Index Objects with the 'classification’ property,

nThl‘ framme will not ocour in the index, Delete itif you wish,
xTo continue, select a character above this frame and press <MNEXT =

INDEXT

Ar=Jrir
iteeo JU JF3AF. JST - 47T
Jsubentry

ri
H-T > « T

*
H-»m
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Select the Page Format Character, and press <PROP'S>.

Select [PAGE LAYOUT], and select [OTHER] for the Page
Size option.

Set the width and height values at 6.5 and 8 inches.

Set the page margins at LEFT: 1, RIGHT: .5, TOP: .75, and
BOTTOM: .75.

Set [Number of columns] to 2.

- Page Forrnat Prapertias Sheet

Dotz b apply | Sl § Cotanlts b Feset B OB S ERY

Oisplay SRR P4 GE HE ADINGS | PAGE NUMBERING |

Units

bage siee [s1/zan1 [1%6172 8172713 1400172 IR wadih 5.5] Height | 3

Page rargins

BindingMargin [ 0] First Pay= Binding Pusitio: [[EEER RIGHT
Colunn Direction fight To Left
Humpzr of columns Columns Spacing Between Columas .25

Gzl =

® [

[T+~ E

Fquzal Talumn Aidthe o

+
a
t

7.

Select [Done].

This completes the changes to the page layout. Next you alter
individual entry characteristics.

Changing index entry characteristics

CREATING AN INDEX

1.

Press <NEXT> twice.

Notice the messages displayed as you move from one field to the
next using <NEXT> in the layout guide. These messages describe
options and functions associated with each layout guide field.

The caret should now be in the field that determines the properties of
the letter heading each index section. You now make it bold.

Press <F2> (<BOLD>).
Select the word “INDEX,” and press <PROP'S>.
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NS 1 e

Select [CHARACTER]; then select [Bold].
Select [PARAGRAPH]; then select [Flush Left].
Select [Donel.

Close INDEX: Layout Guide.

Generating the composite index

CREATING AN INDEX

ﬂ»i Index Generator ﬁ

Select xkxLDO EX1%%.

Select [Index Generator] in the desktop auxiliary menu.
Select [Capitalize First Letter of Each Entry].

Select [INDEX: Include These Terms].

Select [INDEX: Use These Tables].

bl

"j}; Start f Cancel § kake Blank index Table FOE &

Type of Result Desired @ Index. l

Show Separate Entry when AL LETTERS C&RITALZED

Sort The Index Entries (&) lﬁ.lphabelically |

Show Creurrence Counts For [ Earh Entry | [Each Page huraber Listed

-

B
u
ﬁTl-b «-roh

6. Select [Start].

The index entries are automatically directed into a copy made from
the layout guide you modified. When the index generation is
complete and no significant problems are encountered, the new index
appears on your desktop.
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CREATING AN INDEX

INDE=

* &

AR

A [INDEX - **LDO EX1 %k |

7. Open INDEX - ¥ %LDO EX1% %, and examine

T

it.

8 straduction 5, 7
INDEX Introduction S, 7
1]
A Preface soe 3/s0 Fovowvord 3.6
Acknowledgrments 3.5 O ot T ot
e . Freliminaries 1.5
sppendix &
R
B Revision 2
e - = - guwision 2
Bibliography 6.8-3 EuEn
S
¢ subheadi 3-4.7
ezdings 3 -4, 7
charts 8 subhieadings -5,
N ) first-level 7
Chranology 6
R second-lewel 7
Copyright 2-3 Sunole s 1.8
P 2-3 supplemen N
ISER 2 -3 T
b Table of contents 3-43,7
Cissertations 2 Thesis 7
E
Epigraph 3
F
Fant 3
Footnote 3
Foreword see also Freface 4 -
S
[¢]
Glossary 3-3
I
Index 3.9
= < |+

E=T

The generated index is now highly refined and can easily be further

modified.

8. Close INDEX - *%LDO EX1%%.
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CREATING AN INDEX

Save the screening folders and layout guide you have created in
this chapter. You will use them again in chapter 5, when index
generation is applied to a book.

For more information on using the Index Generator, refer to the
Document Editor Options Reference volume.
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L]
4. Creating a table of contents

The table of contents generator automatically creates a table of
contents for a prepared document or book. You prepare the
document or book by marking the headings in the text that you
want to be listed in the table of contents. Once the headings
have been marked, revisions to the text are automaticaﬁy
reflected when you generate a new table of contents.

In the following training, you continue to modify the sample you
used in the footnotes and Index Generator training.

If you skipped chapters 2 and 3, you need to copy %%LDO
EX1%% to your desktop from the Training: Long Document
Options folder at this time. The table of contents training will
work with this sample, but since it does not include changes
made in chapters 2 and 3, what you see on your screen will not
exactly match this chapter’s illustrations.
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Marking the text headings

Before you generate a table of contents, you mark the desired
headings in the text.

Marking first-level headings

CREATING A TABLE OF CONTENTS

[

1. Open % %LDO EX1%%, and select [Edit].
2. Select [Show Structure] (if not already selected).
3. Select the word “INTRODUCTION” in the text.

(1% *LDO EX1 k% |

3

1 -

BTHE LOMNG DOCUMEMT g

An Examination of the Parts of Books, Lengthy Reports, and
Scholarly Papers

(TRODUCTIONN L

X . ) *

Lang docurnents@' are composed of three basic sections: the —

front matter or preliminaries; the text: and the end matterar t
reference matter,

2 I = 1

4. Select [Mark Text Sequence] in the second document
auxiliary menu.

The [Mark Text Sequence] command creates a single set of bounding
characters around the word “INTRODUCTION,” as shown in the
illustration on the following page.

VP LONG DOCUMENT OPTIONS

62



LDO EX14 %

4
1
I
R, |
BTHE LOMG DOCUREMNT
An Examination of the Parts of Books, Lenathy Repaorts, and
Scholarly Papers
WINTRODUCTION

Long documents@' are cornposed of three basicsections: one, *]

the front matter or preliminaries! two, the fos2; and three,
the back matter or and nratter or reference rmattar, 4

%-]’ — (— L+

5. Scroll to page 2, select “FRONT MATTER,” and select
[Mark Text Sequence] from the document auxiliary menu.

Marking second-level headings

To get a second-level heading, you select [Mark Text Sequence]
twice in succession.

1. Select the heading “Half title page.”

2. Select [Mark Text Sequence] twice.

¥

2 -

EFROMT MATTERT !

{217 t1tle pa R

The half title page, if used, contains the titlz of the work,

The author’s narne and other material are ornitted, -

+

Tithe page ]

i t
The exact form of the title page can vary, For scholarly

-] = = | +

CREATING A TABLE OF CONTENTS
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3. Select the heading “Title page;” then select [Mark Text

Sequence] twice.

*hLDO EX1 %%

4
2 -
EFRONT MATTERT >
EEH /T title pagedd

The half title page, if used, contains the title of the work,
The author’s name and other material are omitted, -
+
RO 1 3 o
The exact form of the title page can vary, Far scholarly t
== - |+ @

Notice the double bracket sets about second-level headings. Through
the same means of multiples of the [Mark Text Sequence] commands,
further levels of headings can be generated.

Completing the marking for table of contents headings

CREATING A TABLE OF CONTENTS

1. Mark the remaining headings for either first-level or

second-level table ot contents heading, as appropriate.

You don’t have to mark them all, but the training illustrates a
completed sample. The table of contents you generate will reflect
the headings you have marked.

2. Close % %LDO EX1%%.
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Generating the table of contents from the marked text

CREATING A TABLE OF CONTENTS

1. Select x%xLDO EX1%%.

2. Select [Generate Table of Contents] in the desktop
auxiliary menu.

When the process is completed, the table of contents icon appears on
your desktop.

3. Open TOC - x%xLDO EX1%%.

oLl

Table of Contents

INTRODUCTION oo . e !
FROMT MATTER ...,
Half titi= page .
Title page .....
Copyright page
Dedication ... ..
Epigraph ... .....
Table of Contents
List of Mustrations
List of Tables ..
Foreword .......... . T,
Prefate ana Acknowleagrnents

Secondary front matter ..

TEXT

e el el e e U B o B D3 L

BACK MATTER |
Appendix
MNotes
Glossary ...
Bibliography
Index

(Rt

.- = - T-F:E
4. Examine TOC - %% LDO EX1%%.

Your table of contents should contain the text headings you
marked in the sample document.

For more information on table of contents generation, refer to
the Document Editor Options Reference volume.
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Formatting the table of contents: optional training

CREATING A TABLE OF CONTENTS

The table of contents generator, unlike the Index Generator,
does not have a layout guide that allows you to control the
format before table of contents generation. A table of contents is
automatically generated to an 81/2 b?/ 11-inch page layout. To
change the table of contents page layout or appearance, you
must edit it after the generation process is completed.

"As optional training, you can make the generated table of

contents match the continuing sample by changing the page
layout and the tab properties.

Set the page size (accessed through the Page Format Properties
Sheet) to 6.5 by 8 inches. Set the margins as follows: left at 1
inch, right at .5 inch, and top and bottom at .75 inch.

Units @
Page Size (B3/zx11 [11 %6172 [81/2%14 [14%61/2 CHEA =~ width Height

Page Margins

LEFT 1 RIGHT
@—I = < 1+F]

Set the tab stops (in the Text Property Sheet) at 3 and 56.
the dot leader and tab type selections as illustrated below.

§'Cone | apply | Cancel | Detaults | Reset f O F = : ")

Display | CHARACTER
Style [_E_] :] Froperties Shawn Style ﬁ'efaull—l,ﬁ,ppearanue l ¥
Show | Paragraph Layout EEE properties Il
Tabs

Pasition Tab Type
ATV Y] Dot Leader N
TS L] A
o =

After pagination, the table of contents is changed to the
corrected size.
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Inserting the page numbering character

CREATING A TABLE OF CONTENTS

£

WARNING: The page number delimiter character must be in
the “Pattern” field of the page numbering option
of the Page Format Properties Sheet when the
final pagination is made prior to a table of
contents generation. If it is not, the table of
contents will list “page equivalents,” appearing

as =1, =2, =3, etc.

The way page numbers in the table of contents will appear is set
in the page numbering option of the Page Format Properties
Sheet of the subject document. In the sample it has been preset,

but you need to know how to correctly set it for your own
documents.

1. Open % %LDO EX1% %, select [Edit], and select [Show
Structure].

2. Select the Page Format Character, and press <PROP'S>.
3. Select [Page Numbering].

gg Pade Format Properties Sheet

Display | FAGE La¥OUT | PAGE HEADINGS [ EEE NN
resTarT EEIERETI I |

¥

Page Murnbering | NOWE | CONTINUE

Patiern l

rargin S OTTON ]
Fazition LEFT | RIGHT |[EedShaRianE OUTEFR. t
F[ = “«— | =

Notice the page number delimiter character in the Pattern field. If it
had not been entered, you would create it by selecting that field and
pressing <KEYBOARD >, <SPECIAL>, and <4>.

4. Close the Page Format Properties Sheet, and close
*x%xLDO EX1*§'.

You will continue to use this sample in the next chapter.
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CREATING A TABLE OF CONTENTS

For more information regarding
contents generation, consult t
Reference volume.

h

age format options or table of
e Document Editor Options
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5. Using VP Long Document Options
with books

The VP Lonﬁ Document Options applications have special
capabilities when you use them in conjunction with the books
feature of VP Document Editor. If you are not already familiar
with the books feature, refer to the Document Editor Options
Reference volume.

You can assemble documents within a book icon and process
them as a whole. Both the Index Generator and the table of
contents generator bridge document boundaries when applied to
documents collected within a book.

You can also use the footnotes application on a book icon, but it
works on each contained document as a separate entity. The
footnotes feature cannot create a single composite list of notes,
or a consecutive numeric series for the book as a whole.

Preparing for the books exercise

In this chapter, you continue to use the samEIe * % LDO EX1k%.
In addition you use %% LDO EX2% %, which you copied to your
desktop in chapter 1 of this training.

*%LDO EX2%% is an addition to the text of the continuing
sample. You generate a new table of contents and a new index
based on this combined text.
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1. Open %% LDO EX2%%.

(Y& *LOD EX2k K

T

BEOTHER CONSIDERATIONS3

EEThe function of suppiernantai setions33

The suppletnerdal sections of a long docurnent must
be directed tovward helping the reader understand and
assimilate  the information p nted in the test
‘wthether a table of cantents, footnotes an appendix.
ar an index should be used depends on the subject
matter of the text and on its intended audience, If
used, these supplements must be created with the
eventual reader in mind.

EEStandardized usage for supplermerntal sections3]
Through cornmon standards of wsage. a reader
bezomes accustomad to the means by which to ot
information from a document. For example, the
reader knowss what 1o expect from an index_ or a table
ot contents. or a biblingraphy. and can  gquickly
interpret that information becawse it is given in an
accustorned form.

b

to source material must be checked

s Errors in referer anbe
particubarly unfortunate for the reader. as it is here
that the reader is referred to research and related
rnaterials,

e Werify the source.  Check the listings in the
bibliography to be sure the author names, titles,

— B - .(_}%

Notice that the new sample has been pre-marked for table of contents
entries, as shown by the brackets, which are visible when [Show
Structure] is selected.

2. Close x%LDO EX2% %.

USING VP LONG DOCUMENT OPTIONS WITH BOOKS
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Creating the book

USING VP LONG DOCUMENT OPTIONS WITH BOOKS

N
BOOK
EX1

You must first create the book to work in.

1.

g ewN

[ *&LDOEXT Kk 1

Copy a Blank Book icon from the Basic Icons folder to
your desktop.

Rename the icon BOOK EX1.

Open BOOK EXT.

Move %% LDO EX1k% to BOOK EX1.
Move %% LDO EX2% % beneath % xLDO EX1%%.

CJEOOKEXT B e Red

& MAE VER 4

t

E-1 = < |+

The book feature reads the documents in the order (top to bottom)
that they appear in the book icon.

In order to properly paginate the two samples, the second must be
set to [CONTINUE] in the page numbering option of the Page Layout
Properties Sheet. Since that is preset in the sample, you may
continue.

Close BOOK EX1.

. Select [Paginate] in the desktop auxiliary menu.

The book is now being paginated in background processing. When
the process is complete, you can use the VP Long Document Options
applications on the book icon.
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Using footnotes in books

USING VP LONG DOCUMENT OPTIONS WITH BOOKS

The footnotes feature performs on books as a collection of
individual documents. Paginating a book containing footnotes
has the same effect with regard to footnotes as paginating the
separate documents one at a time.

Footnotes cannot be sequenced beyond document boundaries,
nor can the second document in a book be set to start at some
number other than 1. Therefore after the pagination of a book,
each document in the book has its first footnote numbered 1 (or
the first symbol in a non-numeric sequence).

It is possible to have the notes collected at the end of each
document, as chapter endnotes, but this stylistic practice is no
longer common. More likely, for multiple documents in a book
icon, you will use same-page footnotes. Each document then
represents a chapter, with the notes numbered from 1. If there
are only to be a few notes, you can use the asterisk-dagger
sequence, beginning with the asterisk on each new page.
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Using the Index Generator in books

You apply the Index Generator on a book icon using the same
methods you use for a document icon. When applied to a book,
the Index Generator can span document bouncﬁxries. A single
index can be generated for a sequence of documents in a book.

In this section, you use the index dictionaries, layout guide, and
index table you created in chapter 3. Be sure that the folders
INDEX: Exclude These Terms, INDEX: Include These Terms, and
INDEX: Use These Tables, as well as the document INDEX: Layout
Guide, are on your desktop.

If you did not complete the chapter 3 training, use the default
options in the Index Generator option sheet and follow the
message area prompts. An index will be generated for the entire
book, but it will not match the subsequent illustration.

1. Select the icon BOOK EX1.

You paginated this book earlier in the chapter. If you were not sure
that it had been paginated, you would repaginate before indexing.

2. Select [Index Generator] in the desktop auxiliary menu.
This brings the Index Generator option sheet to the desktop.
3. Select [Capitalize First Letter of Each Entry].
4. Select [INDEX: Include These Terms].
5. Select [INDEX: Use These Tables].
Pllmoe enermtor Jo 2 Star | Cancel | faave slanv o Tabe] O] E
‘

Iype of Result Desired |§J

T

Show Separate Entry when | &LLLETTERS CAPITALIZED |

alphabetically

Gart The Indes Entries L':J

Shiows Docurrence Caunts For { Each Entry J ‘E.al.h Fage Muraber Listed I

1+
t
=1 = = =0
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6. Select [Start] .

In a moment, the index appears on your desktop.

-
B d
INDEX F
A ;an: 9' '
sotrote 9
Acknowledgments 3.5 ootnote 9
. N Footnotes 10 - 11
Appendix 8,10 :
. Foreword see si50 Freface 4 -
Assirilate 10 [
Attribution 11 Frustrating 11
B G
Biblicgraphy 6.8 -11 Glossary 8-9
(S 1
harts 4 ) Index 3,9-11
ugy Indexed 11
tively 11 Introducticn 5.7
IDERATIONS 10
Copyright 2-3 11 L
P 2-3 Listings 10
1SBl 2-3 M
D Margins 11
Dissertations 2 P
E Preface see afso Foreword 3,5
Editar's 11 Preliminaries 1,5
Epigraph 3 R
Erroneous 11 Revision 2
Ethics 11
Eventual 10 s
Standardized 10
Subhieadings Z-4,7
[+]
t
== < [+

Notice the additions to the index. Any entry on pages 10 or 11 must
be new, as * % LDO EX1% % is 9 pages in length.

The new index entries are from the same screens applied to the new
text of **LDO EX2%%*. Some of these entries are appropriate for
the index; others are not. As detailed in chapter 3, you can now
modify the index directly, or indirectly, by adding new exclusions to a
dictionary in the exclusion folder. Refer to the Document Editor
Options Reference volume for further information.

8. Close INDEX - BOOK EXT.
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Using the table of contents generator in books

You apply the table of contents generator on a book icon usin
the same methods you use on a document icon. When applie
to a book, the table of contents generator can span document
boundaries. A single table of contents can be generated for a
sequence of documents in a book.

Preparing for table of contents generation on a book

USING VP LONG DOCUMENT OPTIONS WITH BOOKS

Before generating the table of contents, you mark the desired
headings in the text, and complete the book’s pagination.

In chapter 4, you marked the %%LDO EXT1%% for table of
contents generation. (If you did not complete that training, mark
at least some of the headings in the sample now.) The sample
* & LDO EX2% % is pre-marked for table of contents entries.

The newly created index, however, needs to be marked if it is to
be added to the book and listed in the table of contents.
Additionally, the page numbering option needs to be set.

Marking the headings

1. Open INDEX - BOOK EX1, and select [Edit].
2. Select the word “INDEX” in the document.

3. Select [Mark Text Sequence] in the second document
auxiliary menu.
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This inserts the table of contents bounding characters, as shown in the
following illustration.

[INDEX — BOOK EX1

[{INDE Xy F
: S
Acknawledgments 3.5 othote 5 ]

< i Footnotes 10 - 11
Appendiz 8,10

= pacacd o mlee Dixafaca A

The new heading is now marked for table of contents generation.

Setting the page numbering

1. Select the page format character, and press <PROP’S >,

2. Select [PAGE NUMBERING], select [CONTINUE], and
select [NUMBER AND PATTERN].

Fage Numbering conTinUE [N TR UMEER AN PATTERR

5 I < |+

3. Select [Donel.
4. Close INDEX - BOOK EX1.
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Generating the table of contents for a book

USING VP LONG DOCUMENT OPTIONS WITH BOOKS

You must insert each document in a book in the order you
intend for the table of contents.

1. Open BOOK EXT.
2. Move INDEX - BOOK EX1 to below %% LDO EX2% %.

| [[YB0OK Ex1

MAME VER
& LDO EX1 %% 1
* *xLDO EX2% % 1
INDEX — BOOK EX1

t
== = T
3. Close BOOK EX1.

4. Select [Paginate] in the desktop auxiliary menu, and wait
for the pagination to finish.

5. Select BOOK EX1.

6. Select [Generate Table of Contents] in the desktop
auxiliary menu.

In a moment, the TOC - BOOK EX1 icon appears on your desktop.

For more information on using the table of contents generator
with books, refer to the Document Editor Options Reference
volume.
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Formatting the book table of contents: optional activity

The table of contents is automatically generated in an 8 1/2 by 11-
inch page format. As explained in chapter 4, in order to conform

to the continuing text sample it must be formatted after table of
contents generation.

As an optional activity, format TOC - BOOK EX1 to match the
format of the continuing sample.

Set the page size (accessed through the Page Format Properties
Sheet) to 6.5 by 8 inches. Set the margins as follows: left at 1
inch, right at .5 inch, and top and bottom at .75 inch.

§1§ Page Forrat Properties Sheet |

[SIETCANR) M5 CE LAY OU

Done | 4pply | Cancel | Detoults | Reset fOE 2

PAGE HEADINGS | PAGE NUMBERING |

Page Size [Brzxn [1rxstiz [erizxie [ 147610 [OIEE width [ 6.5] Height

Page Margins

LEFT 1 RIGHT 5
Top 73] soTTOM 75
=l = - - | +F

Set the tab stops (in the Text Property Sheet) at 3 and 56. Set
the dot leader and tab type selections as illustrated.

TEXT PROPERTY SHEET Dione | apply B Lancel | Detaults | Resel | O K

Display | CHARACTER (TN
Style @ I:: Properties Shown [Nanem Style Ltnefauu ].-‘-.ppr:arann:e I i‘
Show | Paragraph Layout Tab-Stop properties M
roe [0 -

Puosition Tab Type
(EE_W_]L Dot Leader ':
L__S_é.[ i \ Dt Leader R
gl o < T8

Finally, paginate the document. After pagination, the table of
contents matches the format of the continuing sample.
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Examining the table of contents

1. Open TOC - BOOK EX1, and examine it.
CloseE'BaﬂResetESa‘:e-‘s&Editj

TOC - BOOK Ex E

+
g
Table of Contents

INTROCUCTION e !
FROMT MATTER L e 2
Halftitlepage .. .. ... ... ............ ..ot e
Title page oo 2
. opjynght page ... N 2
fcation o 3
Epigraph ... ... . 3
Table of Cantents .. . .. . .. . ... . 3
Listof Nlustrations ... .. .. ... .. ... ... 4
List of Tables . oo 4
Foreword ..., .......... PR 4
Preface and acknowledgrne T S
_-yernndan. frontrmatter S
S 7
Untraduction ... 7
Parts 7
Chaplers ?
Subfieads L e 7
BACK MATTER | e &
APPENAD L 5
RS e &
L o 2T o g
Bibliography ... ... El
L2 LSS @
OTHER CONSIDERATIONS L e g
The function of supplemental sections ., , ., 10
Standardized usage for supplemental sections 10
Checking referance material ... . . L 10
Thermanuscript oo 00 1
D E N e e 12

+

}_.

: t

L= < [+F

lllustrated is the table of contents from fully marked samples,
reformatted to a 6 1/2 by 8-inch layout.

2. Close TOC - BOOK EX1.
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Completing the book

The new table of contents can now be moved to the book. VP
Long Document Options is designed so that in any subsequent
index generation performed on the book icon, it will not read
text within either an index generated by the Index Generator or a
table of contents generatefby the table of contents generator.

1. Open BOOK EX1.
2. Move TOC - BOOK EX1 to the top position in BOOK EX1.

2-Feb-26 14:35:06

KAk LDnS Bt kok Z-Feh-&8 14:27:43
Kk LDO EXZ R I-Feb-&8 14:28:06
INDEX - BOOK £X1 I-Feb—53 14:28,25

USING VP LONG DOCUMENT OPTIONS WITH BOOKS

3. Close BOOK EX1.

For more information on using books, refer to the Document
Editor Options Reference volume.
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6. Using a shared book

A shared book is a publication management tool that allows you
and users on other workstations to share the writing and revising
of a book. A shared book helps you keep tracE of previous
versions of the documents it contains, it prevents another user
from editing the document you are working on, and it lets you
exclude certain documents from the final puElication.

A shared book exists in two places: the remote shared book on a
file server, and the local copies on the workstations of the users
of the shared book. Changes you make to your local copy can
be saved to the remote shared book, where they become
available to the other users.

The Shared Books application includes many of the same features
as books, such as pagination across document boundaries, and
index and table of contents generation for several documents.

In the following training, you first practice using a shared book
without actually having to share it. Second, as an optional
exercise, you practice using a shared book with a coworker.

For more detailed information on the features of the Shared
Books application, refer to the Workstation Administration and
System Resources Reference volume.

Requirements for using shared books

To use the Shared Books application, your workstation must be
on the network. You must have access to a file drawer and to the
Librarian data base used by the Shared Books application.
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Librarian

data base

=

File
Drawer

Before you begin the training session, be sure you have the
following information:

¢ The fully qualified name of the Librarian data base

* The pathname of the file drawer, and the folder or folders (if
any), in which the shared book is to be stored

Spaces are provided on the next page for you to write down this
information. You need it to create and use a shared book.

Determining your access rights

USING A SHARED BOOK

To use Shared Books, you must have read, write, add, and remove
access to the file drawer. You can determine your access rights
by looking at the property sheet of the file drawer.

1. Select the file drawer, and press <PROP'S> to open the
property sheet.

2. Look for your name or the name of your group under
“Access Rights: User.”

In  the illustration below, members of the group «called
“ProdEAWS:ES LBC:Xerox” have read, write, add, and remove
access rights to the file drawer Workstation Documentation.

Name: ‘workstation Documentation

File Service: MULES LBC Rerox
Owrner; CRIMTIES LBC: Yerox
Sorted By: Sorted (&-Z)
Uniguely Mamed Contents; NO
Number Of Contained fterns: 111

Sizein padss, 116536 disk pages uszd out of
4294367295

sccess Rights: User;

R

write Change add Rernove John SraithcES LB “erox

Read Faria Roberts % LEC Kerox

Fead Wreite add alevander Johnzon €5 LEC Heros

Ezad Elizabeth Baldwin €S LEC “erax

Fead Write add Bermove ProdEdw s E% LEC: Heroy

Read Mark Baldwin ES LB

= [+]

[ = “«~ |4

If you do not have appropriate access rights, consult your project
leader or your system administrator. You must either have your
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access rights changed, or you must find another file drawer to
which you do have appropriate access rights before you can
proceed with this training.

For more information about access rights, refer to the
Workstation Administration and System Resources Reference
volume.

You cannot proceed with the training if the Librarian Service is
not available to you. Consult your project leader or your system
administrator if you are not sure whether the Librarian Service is
available.

Creating a new shared book

USING A SHARED BOOK

You use the property sheet of the Blank Shared Book icon to
create a new shared book. Once the shared book is created, it is
available to the other members of the user group.

Spaces are provided below for you to write down the information
you .need to create a shared book. This training cannot provide
the names of the Librarian data base and file drawer appropriate
for you. They must be obtained from your project leader or
system administrator.

On the following page, you choose the name for the shared
book. The shared book name must be unique to the file drawer.
The space below is provided for you to record that name.

Librarian data base name:

Pathname of the file drawer:

Name of the shared book:
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1. Open the Basic Icons folder in the Workstation divider of
the Directory, and copy the Blank Shared Book icon to
your desktop.

Sharr;:d g
et 2. Select the Blank Shared Book icon, and press <PROP’S >
to open the Shared Book Properties sheet.

hared Book Properties b

Mame: lBIank shared Book ‘ 4

Rewision;  --- Last Modified:  26-Aug-87 13:08:02 5

Mumber Of Entries: 0 Total Disk Pages: 1 Shared Book Pages: 1

Motes: 1 |

Database: L J ]

Rernote Location: [ | :
E}-l = — < lOE

You must always change the name of the Blank Shared Book icon and
give it a unique name to identify your shared book. Use your first
name, your initials, or any other name you wish for your shared book.

3. Delete “Blank Shared Book” from the Name field.

4. Type: your name and then Shared Book in the Name
field.

5. Record the name you have chosen in the space provided
on the previous page (if you have not already done so).

6. Type: the fully qualified name of the Librarian data base
in the Database field.

Use the following format:

DataBaseName:Domain:Organization

7. Type: the pathname of the file drawer where the shared
book is to be stored in the Remote Location field.

Use the following format:
(FileService:Domain:Organization)File Drawer
or

(FileService:Domain:Organization)File Drawer/Folder

USING A SHARED BOOK
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The following illustration is an example of how the property sheet
should look. Yours will have a different name, database, and remote
location.

Narme: LTerm’s shared book “ ¢

Revision: - Last Modified: 26-Aug-87 13:08:02 -]

Murnber Of Entries: 0 Total Disk Pages: 1 Shared Book Pages; 1

totes: [

Catabase: (E!ockels:l‘ﬁpﬂ:%en:u J ]

Remote Lacation: l\'A|pha:lvlF‘FT1>i-‘:r-‘w 1Technical Do J :
- = - < |+ £
8. Select [Donel.

Each shared book on a file server must have a unique name. If the
name you entered in the Shared Book Properties sheet is the same as
an existing shared book, a message in the message area now asks if
you want to create a local instance of the shared book. Select [NQ],
go back to step 4, type another name for your shared book, and
repeat step 8.

If your shared book name is unique, the following message appears in
your message area:

Confirm to create a new Shared Book. [YES][NO]

9.

Select [YES] when this confirmation message appears.

Watch the message area for a series of messages that inform you of
the steps in the process of creating a new shared book. In a moment,
the new shared book icon appears in place of the Blank Shared Book
icon.

The name you chose appears on the shared book. You have created
both a remote shared book and a local copy on your workstation.
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Adding documents to the shared book

* %
LDO
Ex1%

* %
LOG
ExZ2%

USING A SHARED BOOK:

Once you have created the shared book, you add documents to
it. These documents can then be used by the other members of
your group.

You use the continuing sample documents %% LDO EX1%% and
*kLDO EX2%%, which you copied to your desktop in
chapter 1. If you skipped the earlier chapters of this training,
copy x%LDO EX1%k% and %%LDO EX2% % to your desktop at
this time. The shared books training will still work, but since the
samples do not include changes made in earlier chapters, what
you see on your screen may not exactly match the illustrations.

1. Select the shared book, and press <OPEN> to display
the Shared Book window.

T sk Redioplas | o [' hien E‘lei:ﬂl:i ¥ f DfE { !I!

Hame Rew Class Created Pages [ates

2. Select % %LDO EX1%%, press <COPY>, and select
anywhere inside the Shared Book window.

3. Select x%LDO EX2% %, press <COPY>, and select
below %% LDO EX1%% in the Shared Book window.

Watch the message area for a series of messages about adding a
document to the shared book.

The documents are now in the remote shared book and also in the
local copy of the shared book on your workstation.

o) haved & 2ab. S NI e Gy (S Eee S e H

flame e C Created Pages [lotes
A [ *kiDoExixk & 00y 2d-Feh-86 203955 54
@ [0 *klDOE<2hk G
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Entry

Lock

Documents and other VP objects that have been added to the
shared book are called entries.

The heavy black lock means the entries are locked by you. No
one else can change them until you unlock them.

A light gray lock means that an entry is locked by another user.
You cannot edit an entry (ViewPoint document) that is locked by
another user; however, you can open and read it. This lock does
not appear during this training exercise, but it does appear
during the optional exercise for two users.

The tiny workstation icon means that there is a local copy of the
entry on your workstation.

Notice that the two sample documents you copied into the
shared book are locked by you.

Unlocking entries

USING A SHARED BOOK

While the entries are locked by you, other users can only read
them. If you want to make these entries available for use by the
other members of your group, you must unlock them.

1. Select outside the Shared Book window.

This removes the selection from any entry within the window.

2. Select the Shared Book auxiliary menu in the header of
the Shared Book window.

F
%

3. Select [Save Minor Revision] from the Shared Book
auxiliary menu to unlock the two entries.
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Close | Redizsplay |

Lock E‘Show Diztails E s}’

Narme Rev Class Created - >
SharedBuokProperties
@ O **LDOEXId* a1 Body 29-Feb-88 13:13:37 gave:'qn'gorgevgséonc-
A D) **LDGEX2Zk* IN Body 29-Feb=5510:30:08 | poes Loval Files
Showe Rermote Files
-] >

- | +f7

In a moment, the tiny lock icons are gone from both entries. The
entries are no longer locked.

l»:l:’.&li Fedizplay | @uok ﬁ Sho Coztails E:

MNarne Rev Class Created Fages [otes
[ **LDCEXI k% &1 Body 29-Feb-8513:13:37 & 54
[ **LDCEXZHhK &1 Body 2-Feb-dd10:300s & o1¥

When the entries are unlocked, they are available to other
members of your group for editing.

Performing basic Shared Books operations

You perform most Shared Books operations from within the
Shared Book window.

Changing entry classifications

You use the Shared Book Entry Details option sheet to change
the class of the entry (from body to auxiﬁary or vice versa), to
leave notes about the entry or a reason for locking it (for the
other users), and to change the access rights of the entry.

Body entry  Body entries are text and graphics that you want included in the
final publication. Only body entries are included when you
paginate, generate an index or table of contents, or print the
entire (closed) shared book. [Body] is the default.

USING A SHARED BOOK
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Auxiliary entry  Auxiliary entries are supporting documents, like a project
schedule or correspondence, that you do not want included in
the final publication.

The shared book is closed when the Shared Book window is
closed. You use the closed shared book when you want to
perform operations like pagination and printing on the body
entries only.

The shared book is open when the Shared Book window is open.
You use the open shared book when you want to edit and save
entries or perform operations like pagination and printing on
auxiliary entries and some of the body entries.

Access list and access rights  You also use the Shared Book Entry Details option sheet to
change the access list and access rights for the entry. You use
the Shared Book property sheet to change the access list and
access rights for the shared book.

Access rights are not covered in the training guide. If you would
like to %(now more about them, refer to the Workstation
Administration and System Resources Reference volume. You
may want to experiment with the practice shared book before
youkset up access rights for the shared book you will use in your
work.

Using auxiliary entries

Auxiliary entries in a shared book are normally documents not
intended for publication or final copy. You create such an entry
now.

1. Copy a Blank Document icon to the desktop, and
rename it “Project Schedule.”

Project
Schedul

- 2. Move Project Schedule to the first position in the shared

book.

USING A SHARED BOOK
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10se f Redspiy | faiiok § ahow Detais b 43 § LI = ENA

A 2S(naras) share

Iaine Rev Class Createa Paga: [lotes
@ O Prued sinedule a1 Budy 24-Feb-8838:30:40 G 4

M *kLDGENT k% ad Body 23-Feb-8513:13:37 B 54
0O *%LDoErzhkk A1 Body 23-Feb-8810:30:08 @ 17
== - - e

3. Select Project Schedule in the Shared Book window, and
select [Show Details] in the window header.

This opens the Shared Book Entry Details option sheet.

Name: Proje adule |4
iz [T & wsilary | ]
Revisiua: 1 Lazt Mudified;  24-F20-535 13;30:40 a
Cizk Pages: 4
Erntry 13 tacked [ Ciﬂrmelﬂ'.rdrt-!'wl
Byt Philhpoane bt e dideray Qn: 20 Foh-HB 1B SHTS
teasan: nitial reation |
mocess List {Same 25 Container)
foew Access Entrys | ]
o Fights. [ READ | [WRITE | [remove | [cwner ]
| CHAMGE ACCESS LiST l ]MAKE ACCES D LIST SARME A5 SHARED BOOR™ j
n
y
| = ~ 16

The entry is locked. If it were not, you would need to lock it before
making changes to the Shared Book Entry Details option sheet.

4. Select [Auxiliary] to change the class of the entry.

5. Type: Notice of slip in scheduled completion date. in the
Notes field.
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i § i]l] Cw:»negrian-:ei Eﬁ}%”i} ;
v
Revision; 1 Last Moditied: 23-Fep-88 13;30;40 |
Cizk Page: 4
Futes: [Nutite ol slip in sdieduled completion date
Eriry 1o Jocked,
By: Phillip 310 ES LEC Perox On: 25-Feb-BE 13:28:05
Feasan: Ir.itia'\ ,m::nwn |
soean st (Same &5 ontainer)
N Aveess entry: j
JLEANGE ACCES: Livt | |IMAKE AuCEd: L) 3&kAE A3 sHAREL BULI S |
4
*
u,'—]"-o' o N e fii
WARNING: Do not attempt to change the access list or
access rights until you read and understand the
section titled “Access control” in the Workstation
Administration and System Resources Reference
volume.

6. Select [Donel.

The changes to the project schedule entry are reflected in the Shared
Book window. Notice that the entry is locked. It remains locked to
other users until you unlock it.

52k hedipas E@iock Fotow Detsic o FOLEE '

Marne Rev Class reateg Pages [jate:
& [ Project Schedule & Ausiiiary 24 Feb 351 Flotioz 57 5hp o schaduled completion date,
3 **DOEN*% 4% Buoay 23-Feb-88 13:13:37
[ **LDTUEX2k% &1 Body a-teb-duiuisous @ 14

B =

Locking and editing an entry

Before you can edit an entry, you must lock it. You lock an entry
before you open it. Locking prevents two users from editing a
ViewPoint document entry at the same time. Once you have
locked the entry, you have exclusive use of it until you unlock it.

USING A SHARED BOOK
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Note that you can edit an unlocked mailnote, but you cannot
save the edited version of the unlocked mailnote. You cannot
change the remote entry unless it is locked by you.

The easiest way to lock an entry is by using [Lock] in the Shared
Book window header.

1. Select the third entry (kx *LDO EX2% %).
2. Select [Lock] in the header of the Shared Book window.

You must lock the entry before you can edit it or perform other
Shared Books operations on it.

S KO L) (o GIOq 0N ol fu) |

Reyv Class Pages hote:

&1 Auxilary 2 2b-55 153 R Footice of 2ipan scheduted completion date
21 Bady

=

10

&1 ]

BEOTHER CONSIDERATIONS]

EET%e function of supplernental sectionsy

The supplemental cections of & long document must
be directed toward helping the reader understand and
assimilate the inforrmation presented in the text,
Wwhether a table of contents, fooinotes, an appendic,
or an index should be used depends on the subject
matter of the text and on its intended audience If
T = «— |+

E o J+]

4. Change the heading “OTHER CONSIDERATIONS” to
“FURTHER CONSIDERATIONS.”
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E Show Next |

190

S 1] «

1y FURTHER CONSIDERATIONS]

EBEThe function of supplementaf sectionsdd

The supplemental sections of a long docurnent must
be directed toward helping the reader understand and
aszimilate the information presented in the text,
Whether & table of contents. footnotes. an appendix
or an index should be used depends on the subject
1) 4 SN ) 1€ -, = ] its intende dience f

ey
E = ]

Close | Redisplay J @Lack f show Details B #4 L) = R

[NETOTS Pages Notes
Froject Schedule

Fde L0 EX1 %k

g Motice of slip in scheduled cormpletion date,

[ *%LDOEX2%% 29-Feb-8810:30:08 B 17

+ sign  The + sign after the revision number in the Shared Book window
means that the entry has been edited, but has not yet been saved
to the remote shared book.

&\ The small triangle, a delta symbol, means “change.” Read it as
“change 1” or “change 2.”

Saving and unlocking an entry

Once you have edited the entry, you want to save it to the
remote shared book to make your changes available to the other
users. Saving an entry stores it in the remote shared book and
unlocks it.

1. Select xxLDO EX2%% (if it is not already selected).

2. Select [Save Minor Revision] in the Shared Book auxiliary
menu.

USING A SHARED BOOK
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In a moment, the entry that you edited (k*LDO EX2% %) is saved to
the remote shared book.

Created Pages  hares

Project wineduie o Louxilary 24~ —HH 4 4 Feance of siipin sineauiea campletion date
FRLOC ERt k% s Body 29-F=2L-5513:13.37 54

Deleting an entry

Notice that the + sign is gone, and the revision number has been
updated.

You can also use [Save Minor Revision] to unlock entries that
you have not edited, as you did at the start of this exercise.

From time to time you may want to remove an entry from the
shared book.

1.

4.

Select the first entry (Project Schedule).

An entry must be locked before you can delete it. Verify that the
selected entry is still locked, and then continue.

Press <DELETE>.

Select [YES] when the confirmation message appears in
the message area.

The entry disappears from the Shared Book window. It is deleted
both from your local copy of the shared book and from the remote
shared book.

Select [Close] in the Shared Book window header.

Using the Shared Book pop-up menu

Pop-up menu  The Shared Book pop-up menu lets you view the remote shared
book and the local copy of the shared book that is on your
workstation. This is especially useful whenever you cannot open

USING A SHARED BOOK
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0
0O

the shared book because, for example, the Librarian Service is
temporarily unavailable for some reason.

1. Move the pointer to the closed Shared Book icon.

2. Press and hold down both mouse buttons on the closed
shared book.

The Shared Book pop-up menu appears.

th o
(hame)
Shared
Shared Boolc File Felders faok

N AR N

Show Local Files
Show Remote Files

3. Select [Show Local Files].
The folder of local files window appears.

4. Press and hold down both mouse buttons on the closed
shared book again (you may have to move or resize the
local files window to do this).

5. Select [Show Remote Files].

6. Position the remote files folder window and the local
files folder window so that you can see both at the same
time on your desktop.

| Closef Redisplay FOJ S P

MNAME - Local files VER &TE
Kk LDO EX1 %% 1 29-Feb-851313 27
* kLODO ERZ% % i 29-Feb-8519:22:22
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[ **LDOEx1 %% 1

[ *%LDOEXZ%k%

0 Close Y Redisplay FOE S L1

MAME - Rernote files VER

*kLDC EXZH % 1

7. Compare the two windows.

Notice that the remote file folder contains two versions of k% LDO
EX2% %, the entry you edited, and that the local file folder contains
only one version.

The folder of local files contains only those entries that have local
copies on your workstation.

The folder of remote files contains the entire contents of the remote
shared book, including previous versions of the entries.

You can copy entries from either of these folders to your desktop.
Try it, if you like. However, you cannot copy documents from your
desktop into these folders, or from one folder to the other.

Refer to the Workstation Administration and System Resources
Reference volume for information about when and how to use these
folders.

8. Close both folder windows.

Deleting your local copy of the shared book

USING A SHARED BOOK

You can delete your local copy of the shared book to free up disk
space on your workstation. Always save and unlock entries you
have edited before you delete your local copy of the shared
book.

1. Select the closed shared book.
2. Press <DELETE>.
3. Select [YES] to confirm, if necessary.

The local copy of the shared book is deleted from your
workstation. This does not affect the remote shared book, which
is still on the remote file server.
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Retrieving a copy of an existing shared book

You use almost the same procedure to retrieve an existing shared
book as you used to create a new shared book.

1. Open the Basic Icons folder, and copy the Blank Shared
Book icon to your desktop.

2. Select the Blank Shared Book icon, and press <PROP’S >
to open the Shared Book Properties sheet.

Marne: |Blank Shared Book l ¥
Revision: --- Last Modified: 26-Aug-87 13:08:02 B
MNurnber Of Entries: 0  Total Disk Pages: 1 Shared Book Pages; 1 T
Motes: l |

Catabase; ‘ J B
Rernote Location: I ] ;
I = = l*ﬂ

3. Delete “Blank Shared Book” from the Name field.

4. Type: in the Name field the name of the shared book
you created earlier.

Refer to the section titled “Creating a new shared book,” if necessary,
for the shared book name you used. Type the name exactly as when
you created the shared book.

5. Type: the pathname of the file drawer where the shared
book is stored in the Remote Location field.

Refer to the section titled “Creating a New Shared Book,” if
necessary, for the pathname you used.

You do not need to type in the name of the Librarian data base.

The following illustration is an example of how the property sheet
should look. Yours will have a different name and database.
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Name; l Terrys shared book ] ¥

R -

Revision:  --- Last Modified; 26-4ug-6713:08:02 -
Furnber Of Entries: 0 Total Disk Pages: 1 shared Book Pages: 1

Wotes: | ]

Database: I l -

+

Remote Location: [ (alpha;MPFT:Reros)Technical Do | N

=l = = _[+i

6. Select [Donel.

If a message appears asking you if you want to create a new shared
book, select [NO]. Go back to step 4, and retype the name of the
shared book so that it matches exactly the name of the shared book
when you created it. Be sure the pathname is also correct (step 5).
Then repeat step 6.

If the name of the existing shared book is correctly entered, the
following message now appears in your message area:

The Shared Book already exists on the File Server. Confirm to create a local instance of it. [YES][NO]

7. Select [YES] when this confirmation message appears.

In a moment, your shared book appears in place of the Blank Shared
Book icon.

Using other VP Long Document Options applications on a shared book

Footnotes sequencing (through pagination), table of contents
generation, and index generation can all be performed on a
shared book icon much as they can on a book icon (as described
in chapter 5). However, there are a few important differences
rou need to know. These concern auxiliary entries, and entries
ocked by another user.

USING A SHARED BOOK
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First, when you paginate, generate a table of contents, or
generate an index on a closed shared book icon, only the
documents that are body entries will be used as subject
documents. All auxiliary entries will be skipped.

Second, if any body entry is locked by another user, you will not
be able to paginate, generate a table of contents, or generate an
index on tﬁe closed shared book icon containing that locked
body entry.

For more information on using these applications with a shared
book icon, refer to the Document Editor Options Reference
volume.

Deleting the remote shared book

USING A SHARED BOOK

When you delete the remote shared book, it is removed from the
file drawer without a trace. Never delete a remote shared book
unless you have a backup copy, or you and the other members of
your group are certain that you will never need the information
again.

You must delete the entries from the shared book before you
delete the shared book from the file drawer.

1. Open the shared book.

2. Lock and delete all the entries from the Shared Book
window.

3. Close the Shared Book window.

4. Open the remote file drawer where the shared book is
stored.

5. Select the shared book in the file drawer window, press
<DELETE>, and confirm.

6. Close the file drawer.

7. Delete the local copy of the shared book from your
desktop.
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Sharing a shared book: Optional exercise for two users

You now use a shared book with a coworker. It may be helpful
for you and your coworker to coordinate your activities, either in
person, if you are in the same room, or by telephone.

Using a shared book with another person is more complicated

than using a shared book by yourself. Although the steps in this

exercise are broken into smaller sections, t eK represent one
r

progressing example, and you need to go through them in
sequence.

One of you should follow the steps for User A and the other for
User B.

Creating a shared book and adding entries

User A
User B
User B

User B

User A
User A
User B

1. Create a new shared book.
2. Retrieve the shared book.

3. Open the shared book.
4

. Add the two training documents, % %LDO EX1%% and
*%LDO EX2%%.

Open the shared book.

@

6. Add two short ViewPoint documents from your desktop.

7. Redisplay the Shared Book window to show the two new
entries.

Looking at a locked Shared Book Entry Details option sheet

USING A SHARED BOOK

The shared book now contains four entries. Two are locked by
User A and two are locked by User B. Notice the tiny lock icons
are black or gray, depending on who locked the entries.

VP LONG DOCUMENT OPTIONS

100



UserA 1. Select one of the entries locked by User B (the gra
lock), and select [Show Details] to open the Shared Bool
Entry Details option sheet.

UserB 2. Select one of the entries locked by User A (the gra
lock), and select [Show Details] to open the Shared Boo
Entry Details option sheet.

Notice that all the information on the Shared Book Entry Details
option sheet is read-only and that the name of the person who locked
the entry appears, along with the date and time the entry was locked.
The contents of the Shared Book Entry Details option sheet change,
depending on whether the entry is locked and who locked it.
Compare this Shared Book Entry Details option sheet with the one
illustrated in the previous exercise.

UsersAand B 3. Select [Done] in the Shared Book Entry Details option
sheet window header.

Changing the class of an entry

When you are working on entries that are on your workstations,
you can both use the shared book at the same time because you
are really working on your own local copies of the entries.

Users Aand B 1. Select one of the entries that is locked by you (the black
lock), and select [Show Details] to open the Entry Details
option sheet.

Users Aand B 2. Change the class of the entry to [Auxiliary]l, and select
[Done] to close the Shared Book Entry Details option
sheet.

UsersAand B 3. Redisplay the Shared Book window to show that the
class of the entries was changed.

Editing, saving, and unlocking entries

Users Aand B 1. Select the body entry that is locked by you, open it,
make a small change, and close it.

USING A SHARED BOOK
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Users Aand B 2. Redisplay the Shared Book window to show that the
entries have been updated but not saved.

The Shared Books application allows operations that access the
remote shared book to occur only one at a time. For example, if two
users try to save their entries at the same time, one user gets
“control” of the shared book, while the other user gets a message
saying the shared book is “in use.” If you both try to save your entries
at about the same time, one of you may get this “in use” message.

Users Aand B 3. Save the edited entry to the remote shared book.

Users Aand B 4. Redisplay the Shared Book window to show that the
entries have been saved and unlocked.

Locking entries

You can read (open) an entry (ViewPoint document) that is
locked by another user, but you cannot edit it. When you open
an entry that is not on your workstation, it is automatically
retrieved for you.

User A 1. Open the body entry that is locked by User B, try to edit
it, and then close it.

User B 2. Open the body entry that is locked by User A, try to edit
it, and then close it.

Two users cannot lock the same entry at the same time. One user will
get control, and the other user will get the “in use” message.

UsersAand B 3. Select the first unlocked entry, and lock it.

You both should be trying to lock the same entry.
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Users A and B

4. Redis

Elay the Shared Book window, if necessary, to show
that the entry is now locked.

One user will have a black lock for the entry. The other will have a
gray lock.

Printing entries in an open shared book

USING A SHARED BOOK

Users A and B

Some operations behave differently, depending on whether the
shared book is open or closed.

When the shared book is open, you can paginate or print
both body and auxiliary entries that you select.

When the shared book is closed, all the body entries are
paginated or printed and the auxiliary entries are not
paginated or printed.

Locking affects pagination and printing also.

Before you paginate or print an open shared book, be sure
that none of the entries you select is locked by another user.
If a selected entry in an open shared book is locked by
another user, the operation terminates when that locked
entry is reached and you get partial results (only the entries
preceding this locked entry are paginated or printed).

Before you paginate or print a closed shared book, be sure
that none of the body entries is locked by another user. If a
body entry in a closed shared book is locked by another user,
the operation terminates immediately and you get no results
at all.

These operations leave all affected entries locked by you. You
must unlock them so that other users can use them.

Unlock any entries that you have locked.

You can use [Save Minor Revision] to unlock entries that have not
been edited.
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UserA 2. Select a block of three entries in the open Shared Book
window (be sure you have included at least one body
entry and at least one auxiliary entry in the selection).

Remember which entries you selected.
User A 3. Select [Paginate] from the desktop auxiliary menu.

User A 4. Copy the repaginated entries to the printer, and select
[Start].

When printing is completed, User A should have printed copies of the
three entries that were selected. The pagination and printing
operations lock the selected entries.

User A 5. Unlock all the entries so that User B can continue the
exercise.

User A 6. Close the shared book, and delete your local copy of the
shared book.

User A has now completed the exercise.

Printing a closed shared book

User B 1. Redisplay the Shared Book window to be sure that all the
entries are unlocked.

User B 2. Close the Shared Book window.

User B 3. Copy the closed shared book to the printer, and select
[Repaginate] and [Start].

When printing is completed, User B should have printed copies of the

two body entries only. The pagination and printing operations lock all
the body entries.

Deleting the remote shared book

User B 1. Delete the remote shared book.
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Other features of Shared Books

USING A SHARED BOOK

Some of the other features of Shared Books that are not covered
in this training guide are the following:

You can number the pages of the closed shared book (body
entries only) or number the pages of individual entries in the
open shared book.

You can paginate the closed shared book (body entries only)
or paginate individual entries in the open shared book.

You can generate an index or table of contents for body and
auxiliary entries in an open shared book; you get one index or
table of contents for each entry selected.

You can generate an index or table of contents for the closed
shared book; you get one index or one table of contents for
the entire shared book and only body entries are included.

You can keep several revisions of the entries in the remote
shared book.

Refer to the Workstation Administration and System Resources
volume for more information.

You have now completed the VP Long Document Options
training. You should now be able to use footnotes, The Index
Generator, and the table of contents generator on your own
documents, books, and shared books.

Refer to the appropriate volumes of the reference library for
more information.
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