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Chapter 1

Using This Guide

This section helps you get the most out of this Guide.

In This Chapter

WhO This GUIAE IS FQL........uiiiiiiiiiiiie e 1
What ThisS GUIAE COVELS.......uiiieiiiiiiie et e e e 1
What You Should Already KNOM.........ccoooiiiiiiiiiiiee e 1
Typographical CONVENTIONS. ........uuuiiiiiiie e ceeiii e eee 2
Your Feedback PlEASE...........oii i 2

Who This Guide Is For

This Guide is for anyone who uses Autfitor

What This Guide Covers

This Guide tells you about:

The Authorit Interface (see 'Introducing the Authotit Interface' on pager)
Understanding Authotit's Conceptgon page43)

The Documentation Process With Authibr{on page51)

Using the Authofit Importer (on page63)

How To Use Autheit (on pagel05)

Offline Authoring(on page401)

Using Authorit Project Manager(on page417)

The Authorit Objects and Their Propertigsee The Authorit Objects on page433

What You Should Already Know

Before you read this Guide you need to be comfortable working with the Windows
environment and its applications. For information about this, refer to the separate Windows
user documentation, including th@/indows online Help systerfsee 'Getting Help About
Microsoft Windows$ on paged).

O 0O 0 00 0 0 O
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Typographical Conve ntions

Before you start using this Guide, it is important to understand the terms and typographical
conventions used in the documentation.

The following kinds of formatting in the text identify special information.

Formatting convention Type of Information

Special Bold Items you must select, such as menu option:
command buttons, or items in a list.

Emphasis Use to emphasize the importance of a point,
or for variable expressions such as
parameters.

Monospace Information that you must type, or

informationlike folders and filenames.

CAPITALS Names of keys on the keyboard, for example
SHIFT, CTRL, or ALT.

KEY+KEY Key combinations where you must press anc
hold down one key and then press another,
for example, CTRL+P, or ALT+F4.

Tab > Command Group > Command option paths are written in the

Comnand order you access a command button from th
ribbon, for exampleEdit > Insert > Insert File
Object

Your Feedback Please

To help us improve what we offer you, we would like your feszk about this Guide, and

about any other aspect of Authét. Go on, we can take it (and that includes compliments,

too). Every comment counts, as far as we are concerned. You'll find we're very responsive, and
we act on your suggestions as swiftly asoaa.

Contacting Us

Page?

Author-it Software Corporation
PO Box 30273

Albany 0752, Auckland

NEW ZEALAND

Ph: +64 (9) 9155070

Fax: +64 (9) 9155071

Email: info@authoit.com



Chapter 2

Getting Help

This section describes how to get help when you have questions or problems using-ituthor

In This Chapter

Many Ways t0 Get Help..........ouuiuiiiiiiiiiiieee e 3
Using Authotit's Help SYSIEM..........cooviiiiiiiiiiiiieeeieeeeeeee e 4
Using Authotit's Product Documentation...............oovieevveeviieeeiiineeeeeeeiinnnn. 5
LOQQING @ SUPPOIt CASE.....eeviiviiiriiiriiiiieeeeeeeeeeeeeeeasrbereeeeeeeeeeeeeesnnernnes 5

Many Ways to Get Help

There are many ways to get helfhv@n you have questions or problems while working with
Author-it.

Help Yourself

Most people like to be able to find their own answers. It's often quicker than other ways, and
it's usually more satisfying. There are a few options whanwant to find the answers
yourself. If you can't find the answer quickly, don't hesitate to ask us for help directly.

8 Use the standard HTML Help systdéage 'Using Authoiit's Help Systerhon page4) that
ships with Authotit.

8 Use the printed product documentatio(see ‘Using Authoiit's Product Documentatich
on pageb) aboutGettingStarted With Authaoit, Using Authotit, Using Authotit
Administrator Using Authotit Project ManagerandUsing Authoiit Localization
Manager.

8 Use ouronline Knowledge Centghttp://www.author -it.com/kc/index.my, which
contains the entire suite of documentation for all Authibproducts, as well as answers
to frequently asked questions (FAQS), troubleshooting tips, and information on how you
can customize Autheit to meet your needs. To go there, press tHelpbutton and
chooseAuthor-it Website > Knowledge Center

Ask Other People Who Use Author -it

Ask Us

When you have a problem or question that does not require an urgent answer ayoask
the members of the free onlinAuthor-it User Groughttp://www.author -
it.com/?page=usergrouprhis is also a particularly good option when you have a question
about differert ways of implementing Authaeit.

For Help

We pride ourselves on our responsive, friendly support. Authoffers a variety okupport
options (see Support pagehttp://www.author -it.com/index.mv?service$svhich allow you
to log cases with our online Help de¢see 'Logging a Support Cdsen pages) when you
have questions, prdems or suggestions about Authibr
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Using Author -it's Help System

Author-it's HTML Help system contains most of the information you'll need to successfully
work with Authorit.

4 To Use Authoiit Help

1) Press theHelpbutton and choos€ontents The HTML Help file opens, and the most
recently viewed tab is shown first.

2) Find the information you need by:
4 Using theContentstab. Read about finding the information you need in this Guide.
4 Using theindextab to find topics contming those terms that have been indexed.

4 Using theSearchtab to find all occurrences of a word in the Help file, no matter how
trivial.

Getting Context Sensitive Help

Use Autho#it's contextsensitive help to find duabout each field or screen you're working
with.
4 To Get Context Sensitive Help
1) Choose the screen and tab you want help on, then
2) Press the F1 button. The Help topic for that screen or tab pops up.

3) When you've finished reading, close the window.

Getting Help About Microsoft Windows

We assume you already know how to use standard Microsoft Windows applications. For more
information about using Windows applications, please refer to the Windows user
documentation- induding the online Help which you can open by:

8 Choose the WindowStart button, then choosdHelp.
_or_

8 Click on a blank part of your Windows Desktop, then pres&they at the top of your
keyboard.

Page4
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Using Author -it's Product Documentation

Author-it's product documentation set helps you use the range of Authprograms. The
documents are:

8

TheGetting Started With Autheit Guide, which explains how to install Authgrand
includes a Tutorial to get you stad.

TheUsing Authoiit Guide, which explains how to use the Authibprogram.

TheUsing Authotit AdministratorGuide, which explains how to use the separate Author
it Administrator program used to manage user security, Library administration, aed oth
settings.

TheUsing Authoiit Project ManageGuide, which explains how to use the separate
Author-it Project Manager program that manages projects and tasks.

TheUsing Authoiit Localization Managemhich explains how to use the separate
Author-it Loalization Manager to manage and produce documentation in multiple
languages.

All documentation can be downloaded from the Authbwebsite (http://www.author -
it.com/index.php?page=documéation), or viewed online in the Authdt Knowledge Center
(http://lwww.author -it.com/kc/index.my.

Logging a Support Case

Sometimes you can't fththe answer you need on your own. We're happy to lend a helping
hand.

4 To Log a Support Case

1

2)
3)

Go to the Help desk page on our website:
4  Press theHelpbutton and choosé.og Support Call
_or_

4 In your Internet browser, go to thily Author-it Client Portal(http://my.author-
it.com/)

You'll need to type in your email address, and password. If you haven't registered on the
Author-it website, you'll need to do this first. Select tRegistedink and follow the

wizard. Makesure to enter a valid email address as an email is sent to that address to
activate your account.

When logging a case, you are prompted to enter details including the build of Aitithor
you are usingFind out which Buildsee 'Finding Which Build of the Software You Are
Using on pageb) of the Authorit program you are using.

Write a briefSubjectwhich says what the case is about, in as few words asiles

Tell us your problem, question or suggestion. Pleasehbgone issue in each casso
we can pass them easily between the appropriate people on our team.

If you're logging a problem, please write exactly what you were doing and where, so we
can quickly find an answer for youwithout a flurry of emails seeking and supplying more
details. Paste the text of any error messages that appear. To solve a problem we often
need to reproduce it so if you can describe exactly what steps we have to tdiat, t

helps too. Think of it as a procedure that you're writing (Stepgen Authorit, then

open the Library called XYZ, Step 2 ...). The more you tell us, the easier it is for us to help
you swiftly.
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Using Authotit

4) Click on thesavebutton. You'll get a confirmation #t the case has been successfully
logged (and an email will also follow). Note the case number.

Finding Which Build of the Software You Are Using

When youlog a Support Callsee 'Logging a Support Casen page5), we need you to tell us
exactly which Build of Authet you are using. This is easy to find.
4 To Ildentify the Software Build:

1) Press thedelpbutton (near the topright corner) and choos@bout Author-it Editor. A
window appears, containing details about the software including the Version you are
using (for example, 5.3.48.4159).

2) The Build is displayed in brackets (for example, Build 5.3.48.4159).

Pageb



Chapter 3
Introducing the Author -it Interface

This Chapter describes the work environment and the interface elements you will encounter
while you're using Autheit.

In This Chapter

Ribbons, Tabs, and ComMMAanAS..........ccoccuiiiiiiiieee e 8
LiDrary EXPIOTEL........ooiiiiiiiiiiiiiiiieee ettt 9
Author-it Button Menu- Main WIiNAOW...........ccuuiiiiiiiiiiiiiieeee e 10
Quick Access Tdrar - Main WINAOW..........coveeiiiiiiiiieeeiice e 11
NaVIgation Pane...........ooiiiiiiiiiiiiieee e 12
ODJECT LISE PANE. ...t 15
PreVIEW Pan@........ooiiiiiiii et e e e e 15
Library Command RIiDDONS.............uuuuiiiiiiieen et 16
The Editor INterface......ccoveveeiiii e 23
OpPeniNg the EdItQr.........ueiiiie et 23
Author-it Button Menu- EditOr..........covveviiiiiiiie e 25
Quick Access TOOIDAEITOr............oeeiiiiieiiiii e 26
QI Lo =[] (o ST 1= L 27
Editor Command RiDDONS...........oiiiiiiiiie e 30
StYIES TOOIDAL......ccieeiiee e e 35
Topic Editor Status Bar.............oiiiiiiieiieeecs e ee e e e 35
Keyboard ShOMCULS...........iiiiiieiice e een e e e 35
F W 1 Lo T @] o] [=ox £ 36
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Ribbons, Tabs, and Commands

Pages

One of the first changes you'll notice in Autkibb is that menus have been replaced with
Ribbons. The Ribbon is designed so you can quickly find the commands you need by bringing
menu ogions into full view. Whether you are an Author or Designer, or if you are Reviewing

or Publishing your documents, you can find the commands you need at a glance.

The Ribbons contain a series of rbl@sed tabs for working in the Library, or in the Edito

Each tab includes commands that are grouped according to an action, for example formatting
text, or inserting images, symbols, and links. Some command groups also include a Dialog Box
Launchel’=, giving yu immediate access to settings for the action you're working with.

In addition to the standard tabs, there are also contbased tabs that only display when you

are completing certain actions. An example is the Layout tab that contains all of the
commards for formatting tables. When the cursor is inside a table the Layout tab is accessible,
when you continue working with topic text the Layout tab is hidden.

0 4
A “ | * 3 Book Tools —. .-
3= Revew dea Pubhad o
B e Bz ™Mui =% T 3 '_ w F
Paste  [gos) Yot DM EE W EE S ~ J D B Voriables  Template L» .::—'
(2] ©
Tab

Command Group

® o @

Dialog Box Launcher

@ Command

In our procedures you'll notice that the namg convention we use is based on the "path” to
the command;Tab > Command Group > Commaiior exampleEdit > Insert > Insert File
object.
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Library Explorer

The Library Explorer is your base for working with all the objects inlybrary. This is where
you store and select the components that you'll assemble into documents.

%

Drag and Drop objects from the Library Explorer into your Books, Topics, or other
objects. You can use theaticut menu to work with your objects.

Author-it's main window gives you access to the objects in your Library. The main window
includes the Library Command Ribbons, Object List, and Navigation Pane (giving access to
Folders, Search, Project Managemenmtgl &ublishing).

4 v e -
0 — R
® ) D N B &
(2 1

O —— ta ok T Wi i
- . . - By

1 phamcts) eisest

29‘* - | P

Folders | Sample\ Technical Publications\X1000

Model X3000 = e world's st weomoble persenal ransporter. The X3000 Personal Teirportation device weighs enly 13 sounds and
Comes wih 115 Owm added CarTying (e (anti-theR syvtem 100 separately) e the X1000 3 tranaport yoursell 10 amy iocation within
# 150 mile radun The X5000 4 Puarantend 10 re-Locate vou WA fuw el of your Gosgrated Target Lte. ACme'S encivive
Surtaceianar. vouds emdartaasing sub-turface re-amtry

3 Set ool Feinere 50
T senpmerns . St = »®
- ang

Sher (vuperymon

Author-it Button
Command Ribbons
Library Folder List
Navigation Pane

Preview Pane

@ OO0 ®0®0

Object List
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Author -it Button Menu - Main Window

The Authof#it Button is located in the top left corner of the main window. When selected, the
button's menu is opened giving you access to general library commands, and the-Author

Options window.
A
ﬁ

ﬂ'_’ Open Library

1ds B )
Folders i HNew Library
[l

| .{\;)t’ Mansge \Vanablas

ﬁ Style Toolbar Manager

ik
] Printer Sattings

Recent Libranies
C:A\Program Files\dathor-it S\0atall ibranes\ACME Sample.adl
C\Program Files\Author-it SData\Libraries\ACME French. adl

C:\Program Files\Author-it S\0ata'Libraries\ACME Chinese. adl

Authar-it Options | X Exit Aathor-it

This Button

Does This

'!Qj Open Library

Used to close the current library and open a library chose
from the Select Library window (Open Recent tab).
Alternatively, select a library fro the Recent Libraries list.

Note: Close all library windows before switching to a
different library.

iz
’E, New Library

Used to close the current library and create a new library
using the Select Library window (New Lifyrtab).

Opens a window listing the variables used in the library. |
the window to drag and drop variables from the window
into a topic.

a% Style Toolbar Manager

Opens the Cstomize Styles Toolbar window. Use the
window to add, remove, and organize styles in the toolba

Printer Settings

Sets page margin and layout options for printing topics in
the Editor.

|ﬁuthor—it Options ||

Opens the Authait Options window so you can update or
modify settings applied to the library when you login.

[ X ExitAuthor-it|

Closes your current session in Author
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Quick Access Toolbar - Main Window

The main window's Quick Access Toolbar lets you access folder and navigation options, and
open the Quick Search window.

A ™) + <= Back = ¢

This Button  Does This

=3 - Select a folder from theecently selected foldedrop-down list to
display its contents in the object list.

When the Folders tab is open, the selected folder is highlighted
the library's folder list.

A Back Selects the previous folder from the recently selected folder list
relative to the current folder.

5 Selects the next folder from the recently selected folder list,
relative to the current folder.

@l Opens theQuick Searclisee "Author-it Quick Searchon page
119 window.

Recently Selecte@olders List

The recently selected folders list records the name, and order, of each folder you select or
open during the current session. The current folder (the folder with contents displayed in the
object list) is displayed with a check mark. When mgymmthenextor previousfolder, the
selection is always relative to the currently selected folder.

A=
3001

X200
X1000
i] Technical Publications

Special Purpose
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Navigation Pane

The Navigation Pane on the left of the Authbmain window is gur access point for locating
content in the Library. Using the Navigation Pane you can:

Open the LibraryoldersList

DisplaySearchoptions, as a basic text search or an advanced object search

Display youiTasKiist

Open theProject Manager

O 00 0 00 00

Open thePubishing Console

The Navigation Pane includes the content pane where the Library Folder List, Search options,
and user tasks are displayed. When the Publishing and Projects buttons are selected the
content pane displays as part of the console areas for batdishing and project

management.

The tabs at the bottom of the pane, can be customized to provide more room for the content
pane.

e HN\ LIS QQ B & B P o

— @
Tolders . |
& rem g

€ The Navigation Pane

#  Navigation Pane Content

€ Navigation Pane Tabs

The Navigation Pane can be resized by dragging the right border, making the pane narrower or

wider. To esize the pane, move the cursor to the pane's right border, when the cursor
changes a doublbeaded arrow drag the border to the left or right.
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The Navigation Pane Tabs

The Navigation tabs are located at the bottom of thevigation pane, and can be displayed
as:

8 Expanded, using large buttons
-Or-

8 Collapsed, using small buttons
-Or-

8 A combination of both views

bl Folders

_z\.\ Search

ﬁ Tasks

L"\.,;I Projects

‘g\‘] Publishing

i| | Folders

"i\ Search

ﬁTasks
b T,
L i ﬁ _\_ %g;x_ ?

You can maximize the space in the folder pane by resizing tise Eafhercustomize(see
"Customizing the Navigation Panen pagel4) the tabs by removing buttons, or collapse the
tabs so the buttons are shown in a single button trég quickly resize the tabs just move your
cursor to the top of the group, when the cursor turns to a dodhdaded arrow drag the top

of the pane to make the area larger or smaller.

Folders Tab
i

You can organize the items in your Library using customizable Library Folders with associated
user security. The folders in thlders tab(see 'Working with Library Foldet®n pagel10)

of the Library Explorer expand and collapse the same way as the folders in Windows Explorer,
SO you can see more or less of each folder's contents.

Search Tab
2

Youcan find and open all objects and object templates in the Library usin@lifect Search
(see 'Searching for Object®n pagelld).
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Tasks Tab
A

Tasks are listed alphabetically in different Task Folders ifakks tak{see 'Working with
Task$ on page292) of the Library Explorer, according teethprogress through the task's life
cycle.

The tab is visible when your organization is using the optional separate Atifhmject
Manager program.

Projects Tab

=
T

el
The Projects Tab ops the Authofit Project Manager displaying current projects and related
tasks.

The tab is enabled when your organization is using the optional separate Atfraject
Manager program.

Publishing Tab

Wy

The Publishing tab is used to publish a number of jobs at once. Select the Publishing tab to
open the publishing console.

Customizing the Navigation Pane

The Navigation control butto= opens the options for customizing the navigation pane. You
can limit the number of buttons shown (the remaining buttons are displayed as icons in the
button tray), add or remove buttons from the pane.

| .| Folders
< Show More Buttons 4, Search
#  Show Fewer Butkons & Tasks
Mavigation Pane Options. .. T Projects
&dd or Remove Bukkans - " Publishinig
ﬁ s I g |
| Wiy (e
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...or use theNavigation Pane Optionto change the order of the buttons.

Mavigation Pane Options (==

Dizplay buttong in thiz order

Falders Mewve Up

Search
Tasks bove Down
Projects =
Publishing

4 Show Mare Butkons

®  Show Fewer Euttons

ak C |
Mavigation Pane Options. .. I I ance

—mrv. i.ﬂ._dd or Remowe Buttons -
T Wy [

R e

Object List Pane

The Obiject List pane (to the right of the navigation gJadisplays objects that are:

8 Stored in the selected library folder

-or-
8 Identified in the results of a library search.
For each object, these details are shown:
8 The object'sype (for example, Topic, Book, Stylehown by the icon, which you'll
become ery familiar with.
The object'slescription
Theobject templatethe object is based on.
The last time the object was modified.
Who last modified the object.
The object's uniquéD number
Theversionof the object.
The object'slocument release state

0 00 0O 0O 0 00 0 o

If an object is a variant, the object's variant criteria are displayed.

Preview Pane

Depending on what preview options aselected(see ‘Author’ on pagel6), the Preview pane
dispays either:

8 A preview of the selected object's contents, when Topics, File Objects, and Style Objects
have been selected
_or_

8 Alist of the selected object's Edit History

_Or_
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8 The object's properties.

Choosing a File Object, Style Object, Topic, or Engaeddpic from the object list displays the
image or text in the preview pane. Choosing other objects displaysphadertiesin the
preview pane.

Although you cannot edit a Topic or Book object directly in the preview pane, you can right
click and opentifrom a menu. When a Topic being previewed contains a File Object,
Embedded Topic, or Hypertext Link Object, you can-Glitk on that object and open it from
the menu.

The preview pane can liisplayed(see View Options on page301) below, or to the right of
the object list.

Library Command Ribbons

Author

Pagel6

Author-it's main window has several components that are described in this section:

TheAuthor (on pagel6) tab.
TheDesign(on pagel8) tab.
TheManage (on pagel9) tab.
Thelmport (on page20) tab.
ThePublish(on page2l) tab.
8 TheProjects(on page2l) tab

0 0O 0 0

Some of the tab options carry out commands immediately, and others display a window so
that you can enter additional information. If an option iddaled by "...", it will display a
window. Otherwise, the command is carried out immediately.

TheAuthor tab is where you'll do most of your work when creating new documents and
projects. The ribbon contains the commands authors neecbtoplete daily tasks.

This Button Does This

% Create Book Creates a new Book based on the last selected template. Selec
arrow to choose a template from the list of Book Templates.

D Create Topic Creates a new Topic based on the last selected template. Sele
the arrow to choose a template from the list of Topic Templates

o Create File Createsa new File object based on the last selected template.
Object Select the arrow to choose a template from the list of File objec
Templates.
__p Create Creates a new Hyperlink based on the last selectetptate.
Hyperlink Select the arrow to choose a template from the list of Hyperlink
Templates.
%b Create Index Creates a new Index Entry based on the last selected template
Entry Select the arrow to choose a templdt®m the list of Index Entry
Templates.




This Button
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Does This

il Object List

Shows each object's details in the Object List of the Library
Explorer, but no preview.

Object Preiew

Shows a preview of an object (Topics or File objects) in the Lib
Explorer's Object List. If the object type doesn't allow a preview
details are shown.

The preview pane can liisplayed(see View Opions' on page
301) below, or to the right of the object list.

Object History

Shows the edit history for each object in the Object List of the
Library Explorer.

'_l Object

Properties

Displays the properties for the selected object in the preview
pane.

ur;E Show
Relationships

Opens the Show Relationships window for the selected object.

. A Obiject Locate

To use Object Locate you must select an object from the searc
results object list in the Library Explorer. Object Locate highligh
the library folder (in the Folders list) that contains théested
object, and displays the folder's contents in the object pane.

D Print Image

When Author > Show > Object Preview is selected, Print Image
shows the File or picture that will be used in your printedrav
output.

@ Help Image When Author > Show > Object Preview is selected, Help Image
) shows the File or picture that will be used in your Windows Hel|
output.
0 Web Image When Author > Show > Object Preview is selected, Web Image
shows the File or picture that will be used in your HTML, XHTM
HTML Help, Java Help and Oracle Help outputs.
I:,} List Variable Lists the variables that have been used in the selected object.
— Usage
I:,} List Variable Lists the variables that have had new values assigned in the
—  Assignment selected object. Variables using the default valueravedisplayed
in the object's list.
|_ Set Variable Sets a new variable value for the selected object.
“%7 Assignments
‘@ Assign Used to assign a termgdie to the selected object. Templates listec
Templates are based on the type of object selected. Apply templates to

individual objects, or muHselect a group of objects and assign tl
template.

P] Assign Release

Stae

Used to assign a release state to the selected object. Apply rels
states to individual objects, or mullielect a group of objects and
assign the release state.

%, Find Finds text in the selected topar book.
"-giu Find and Finds and optionally replaces text in the selected topic or book.
~  Replace
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Design

Pagel8

TheDesigntab is used to create less commonly used objects, and those that control your
standards (formatting and layout). The tab contains buttons for ten types of objects. Click on a

drop-down arrow to display a list of available templates the object can be based on.

To create new objects you can also:

8 From the Book Contents toolbar, ch@odhe New Topidcbutton.

8 In the Book Contents, rigitick and choosslew, then select the object and template

from the shortcut menu.

8 In the main Library Explorer rightick an empty area then chood&ew, then select the

object and template from the shaztit menu.

This Button Does This
dl Create New Creates a new Style object based on the last selected
Style template. Select the arrow to choose a template from the li

of Style object Templates.

"_l Create New Creates a new Media object based on the last selected

Media Object  template. Select the arrow to choose a template from the li
of Media object Templates.

\-':]' Create New Creates a new Publishing Profile.
Publishing
Profile

m E Create New Creates a new TOC object based on the last selected temg
Table of Select the arrow to choose a template frdtre list of TOC
Contents object Templates.
Create New Creates a new TOF object. Select the arrow to choose a

a

Table of Figures

template from the list of TOF object Templates.

J Create New Creates a new Index object based on the last selected
Index template. Select the arrow to choose a template from the li
of Index object Templates.
%b Create New Creats a new Index Entry object based on the last selectec
Index Entry template. Select the arrow to choose a template from the li
of Index Entry object Templates.
c Create New Creates a new Glossary objectlegethe arrow to choose a
Glossary template from the list of Glossary object Templates.
l Create New Creates a new Title Page object based on the last selected
Title Page template. Select the arrow to choose a telage from the list

of Title Page object Templates.

n:,}" Create New
Macro
Procedure

Creates a new Macro Procedure object. Select the arrow tc
choose a template from the list of Macro Procedure object
Templates




Manage

Commands for working with folders, version functions, offline options, XML, and variants are
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found on theManagetab.

This Button Does This

L_’J Create New Creates a new folddselow the selected folder.
Folder

L@] Refresh Refreshes the library's Folder List.
Folders

x

Delete Folder

Deletes the selected folder.

E’J Move Folder  Opens a window so you choose a new location for the selected
folder.
Show Folder  Opens the folder's properties.
Properties
Rename Opens a window for renaming the selected folder.
Folder
Duplicate Used to create a copy of the selected object, with a new object
Object code, and move the object to a specified folder.

Replace Objec

Replaces one object with another object in all the object's
relationships.

Create New
Version

Used in version control. Creates a new versiba selected object,
with the same object code. The original version of the object
remains active until you are ready to make the new version acti

Make Version
Active

Used in version control. Makeké selected version of an object
the active version.

Make Folder  Makes the objects in the folder available as read only in the offl
Available library. The objects cannot be updated in the iofl library.
Offline

& Make Folder  Makes the objects in the selected folder, and all of its child folde
and available as read only in the offline library. The objects cannot t
Descendants updated in the offline library.
Available
Offline

Ld Checkout Marks all objects in the folder to be checked out in the offline
Folder library. Objects added to the folder after you have marked it will

also be checked out.

L-d Don't Used to exclude folders (and objects) from the offline library.
Checkout
Folder

@ Checkout Adds the selected object to the offline folder.
Object

.a Don't Excludes the selected object from the offline library.
Checkout
Object
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Import

Page?20

This Button

Does This

=

View Objects
as XML

Opens a browser window so you can view the selected objects
XML.

View Objects
as XML Style
sheet

Opens a browser window so you can view the selected objects
XML. This option uses a style sheet.

o

Save Objects
asXML

Saves the selected objects as XML. Opens the Save As dialog
you can name the XML files and save them to a specific locatio

B u

Zip and Save
Objects as
XML

Saves and zips the selected objectXkt . Opens the Save As
dialog box so you can name the XML files and save them to a
specific location.

Email Objects

Saves the selected objects as XML. Opens an email message \

as XML the XML files inclded as attachments.

_'_Eil Zip and Email Saves and zips the selected objects as XML. Opens an email

b Objects as message with the zipped XML files included as attachments.
XML

» Delete Object Deletes the selected object from the library.
YA' Aspect Opens the Aspect Book Settings window. Used to assign an As
. Site Reference to a book before publishing into the Aspe
Database.

J}.; Structure Opens the structure builder for the selected book or topic
Builder template.

@) Create New Creates a new variant from thelseted object, and applies varian
Variant criteria as metadata.

W7 Edit Variant Used to modify the variant criteria, or values, applied to an obje
Criteria

@ Renove Removes the link between the variant object and the primary
Variant object.

W Convertto Converts an existing standard object to a variant object.
Variant

The Import tab providethe options to import content into your library.

This Button Does This
E Word Opens the Select file to import window so you can browse to th
location of the Word document (.doc).
_i_;- Rich Text Opens the Select file to import window so you can browse to th
= location of the Rich Text Format document (.rtf).
FrameMaker  Opens the Select file to import window gou can browse to the

@




This Button
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Does This

location of the FrameMaker file (.mif).

@ WinHelp Opens the Select file to import window so you can browse to th
location of the WinHelp file(.rtf).

‘:@ WinHelp Opens the Select file to import window so you can browse to th

) Project location of the WinHelp Project file (.hpj).

2 HTML Help Opens the Select file to import window so yoan browse to the

e location of the HTML Help file (.hhp).

0: RoboHelp Opens the Select file to import window so you can browse to th

= location of the RoboHelp file (.xpj).

3 HTML Pages Opens the Select file to import window so you can browse to th

- location of the HTML Pages (.html).

@ Rules Opens the library's Import Rules.

B Profiles Opens the library's Import Profiles.

'__l XML Select Authoiit XML files or Localization Manager XML files to
import.

j Library Import from another Authorit Library.

,-,,'f; Batch Import  Imports selected files as a batch import.

Publish
Using the Publish tab, you can select a Book then publish to one of the availablespEesidé
profile is based on an output type, but can be customized to meet your requirements.
This Button Does This
D Print Select an option from the dredown list to publish to PDF or Word
0 Web Select an option from dropgown list to publish to HTML Pages,
JavaHelp, Oracle Help for Java, Website, or XHTML Pages.
@ Help Select and option from the dregown list to publish to HTML Help
) or WinHelp.
'__l XML Select an option to publish to Aspect, DITA or XML.
Projects
The Project Manager Ribbon provides the commands used for working with progesits,
and actions.
This Button Does This

E__‘| Project

Creates a new project. Once the project has been created sumn

tasks, milestones, and tasks can be added.
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