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Objective: This class will review TAM's Document Setup looking at the differences between Office 2003 and 2007. We
will take a look at:
e Applied Options, where are they now?
e Styles, Editing Tools, Document Mapping, 2003 & 2007 in a side by side view. Where they were then and where
they are now.
¢ New features in 2007 that might be used to expedite editing of documents both in document setup and once they
are merged by your users.

Assumptions: This seminar is based on the following
TAM Version 10.x
Microsoft ® Word Version 2007 and 2003

Note: This handout is designed to be printed in duplex mode, so that the Word 2003 pages will be on the left (or even
pages), and the Word 2007 pages on the right (or odd numbered pages) for a side by side view.
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Basic Document Editing and Setup
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Page Setup Options - 2003
Page Setup is located under File, Page Setup.

Though the screen layout is slightly different with 2007, the
information on the Page Setup window is the same. This
screenshot is of the Office 2007 Page Setup window.

Margins are located on the Page Setup Window or by clicking
and dragging on the ruler bar.

Headers and Footers are found from View, Header and Footer
in Office 2003, or by double clicking in an existing header or
footer (though you must use insert first).

Margins | Paper | Layout I

Margins

Top: Iﬁ Bottom: Iﬁ
Left: [ A g &
Gutker: m Gutker position: m
Orientation

| & =

Portrait Landscape

Pages

Mulkiple pages: INormaI VI

Preview

Apply bas IThis section vl

Defaulk... |

[ ]

Cancel
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Page Setup Options - 2007

Location for general Page Setup is under the Page Layout
Command Tab.

The familiar Page Setup window can also be accessed by double
clicking on the top side of the ruler bar within the document.

Margins are on the Page Layout Command Tab under the
Margins Gallery, with the option for Custom Margins at the
bottom of the tab, which will bring up the familiar Page Setup
Window.

Headers and Footers are found on the Insert Command Tab
under the Header and Footer section.

—) Home Insert
j n Colors U
= Faonts - -

Themes

= Effects ~ B

Themes

e

D EH9 610

Page Layout

[aa
U=

Margins Orientation Size Columns

S N O

References
Ij Y= Breaks ~
%__} Line Numbers ~
be~ Hyphenation ~

Mailings Review

View

Watermark Page

Add-Ins

\I

J v

Page

Page Backgroun

4 Calor~ Borders || £
Setup (F] d
- e x.\,\""-\.m,’,'\ T

) - 5 (& @ | = Mormal
Top: 1" Bottorm: 1°
Insert Page Layout Left: 1" Right: 1"
|:| i I Narrow
-j - Top: 05" Bottom: 0.5"
Margins Orientation  Siz Left 057 Right: 0.5"
Pag Moderate
Top: 1" Bottorm: 1°
4 B Left: 075" Right: 0.75"
tup é - Wide
- Top: 1" Eottom: 1"
Left: 2" Right: 2"
Mirrored
J;[uj Top: 1" Bottorm: 1°
Inside: 1.25" Outside: 1"
Office 2003 Default
Top: 1" Eottom: 1"
Left: 1.25" Right: 125"
> Custom Margins...
(D_.D NDEH9-0 3@ )+ Table Tools >
il Home Insert Page Layout References Mailings Review View Add-Ins Design Layout "

L |
Cover Blank Page Table

Page~ Page Break
Pages Tables

=T = ;
- — Tl e

DeEDp 2 @ 3 [

Picture Clip Shapes SmartArt Chart | Hyperlink Bookmark Cross-reference | Header Footer Page
Art - - - Number~

Header & Footer

ey
o or

e S Y
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Page Setup Options - 2003 - continued

The Header and Footer Toolbar opens along with the Header on  iheozozazszassnssssssesassosazasazoszesatases et snssassasazazazasase :
the document. Text can be typed and tools from the toolbar can ) :
be used to:

b Insert Page Number . W Ingert AutoText = N R | '-T-tl |28 | EE 5 &, | Close
 Insert Number of Pages — : ——— ] ]
¢ Format the Page Number A -
e Insert Date
: ,IAr::f:?erstsTI;rangee Setup Any time that the Header or Footer is selected; the Header and
e Show/Hid Document Text Footer toolbar will automatically appear.
e Link to Previous (Section)
e Switch between Header and Footer
e Show Previous
e Show Next
¢ And Close the toolbar
Page Numbers are included as part of the Header and Footer toolbar but X
can also be accessed through Insert, Page Numbers. If this option is Position: : Preview
used, Word 2003 will automatically place them in the header or footer LT” °f'°:ge e [ =
area of the document. Both the placement and the formatting of the e - p—
numbers can be controlled from the pop up windows. gl (1= =
Format. .. | Ok I Cancel

Page Number Format x|

™ Indude chapter number

Chapter starts with style  |Heading 1 VI
Uze separatar: - (hyphen) 'l

Examples:  1-1, 1-A

Page numbering
v Continue from previous section

" Startat: ﬂ
Cancel
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Page Setup Options - 2007 - continued

Blllni:-]n % -
When you select the drop down box under Header, or Footer the H
Gallery window opens. Select one of those shown, Remove -

Header, or Edit Header.

Blank (Three Columns)

e [Ty e [Ty ey

Alphabet

[Type the documans itls]

Annual

[Type the dacument tifle] | [Vear
-
S Edit Header
j Remove Header
. — EY . A (@ = "5
Edit Header opens a separate Contextual (&) JEE9- e Header & Footer Took o
— Home Insert Page Layout References Mailings Review View Add-Ins Design
Command Tab - Header & Footer Tools : T— _ - —
. . . 3 j j '?‘ = Elg JI j_': Previous Section Different First Page =i+ Header from Top: 0.5 =
. = = g = B4 B = [} Mext Section Different Odd & Even Pages || =4 Footer from Bottom: 0.5 % -
with all of the design options =] sl 0
Header Footer Page Date Quick Picture Clip Goto GOtD pEE———————— ) Close Header |~
- = MNumber~ || &Time Parts~ Art Header Footer ’—“,l; Link to Prevlous! V| Show Document Text j Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close
Spaumerkdl T i Al O oy L e il [I Ry e R N I IV ]

An easy option to access the Contextual Command Tab — Header & Footer Tools is to simply double click within the Header or
footer area of a document (even if one has not already been set up).

Page Numbers are located in the Header & Footer Command Set, and when the drop down is
selected many built in options for placement of page numbers in the document appear.

Top of Page
EBottom of Page
Page Margins

* v w v

LCurrent Position

| E E

Format Page Mumbers...

Bemove Page Mumbers

&

Page Setup Options - 2003 - continued

September, 2008 9 ﬁ

AN ner




Document Setup in TAM, Word 2003 vs. 2007 \)
ASCnet

Page Breaks and Section Breaks are found from Insert,

Break.
Break types at the top of the window are for: 2] x|
e Page
e Column break
e Text wrapping Break " Column break
{~ Text wrapping break
The bottom of the window includes the Section break types of: Section break types
e Next page " Next page
e Continuous ; Conindous
e Even Page - e pece
e (Odd Page Sddpace
0K I Cancel

In both versions of Office, Page Breaks can be entered by using
CTRL + Enter on the keyboard.
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Page Setup Options - 2007 - continued
Page Breaks and Section Breaks are located on the Page Zd9-03© -~ >
Layout Command Tab pme Insert Fage Layout References Mailings Review View }\dd-Insl
Calors ~ LYY ® = Breaks -
Fonts ~ u '—}‘I Ij j 55 Line Numbers ~ ‘j @ ‘j (
Margins Orientation Size Columns a ) Watermark Page Page(
Effects ~ - - - - be Hyphenation = - Color = Borders
25 Page Setup (F] Page Background
qv"”’\XU@'“‘ RN T IIRY SR Y

When the drop down arrow is selected, the Page Breaks and Page Breaks N
Section Breaks Gallery box drops down. e e

3
ﬁ and the next page begins,

Column
- Indicate that the text following the calumn
== break will begin in the next column,

B

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Mext Page
Insert a section break and start the new
section on the next page.

-

i

Continuous
Insert a section break and start the new
— section an the same page,

”

Even Page
Insert a section break and start the new
section on the next even-numbered page.

.
M |

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

i
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Formatting Options - 2003

Show / Hide Formatting Symbols can be selected from the Standard Toolbar in Word 2003. If
you view your Standard and Formatting Toolbars on one row, this command is usually not seen
and can be added to the toolbar. Select the down arrow at the end of the Standard toolbar, Add

or Remove Buttons, and Customize. Select the Commands tab, and in the Categories window

select View, then from the Commands window select the § symbol for Show All. Click and hold
and drag the command to the toolbar into the location desired.

View the Ruler through View / Ruler, left click Ruler to check or uncheck the option.

21
Tockars  Commands | ootions |
To add 2 command to a toolbar: select a category and drag the

command out of this dizlog box to a toolbar.,
Cammands:

Categories:

N Zo0m: - f’
j 5 Ruler
Ay Reveal Formatting. ..

&1 Document Map
= |{al viewField Codes =

o -| Rearrange Commands... |

Save in: [Normal.dot | Keyboard... Close |
Font formatting in 2003 is under Format / Font. The Font dialog box for 2003 is the same as
2007 and is shown here.
—P [ llll
. . 2/ T —
Formatting Paragraphs is also located under d - - | | Font | character Spacig |
. Indents and Spacin ine and Page Breaks
Format, and then Paragraph, opening the S e o e
Paragraph Formatting window, which looks o [fahoma Fesda | [u
slightly different from 2007 but includes the quinelevel ooty 1o 2] ol o i A
. . . . = aen Bl 10
same information (2007 Window is shown here). L b [ -
lﬂ — X Font color: Underling style: Underline color:
et o ol B I Aukornatic LI I(none) j I Aukornatic LI
Right: ID" ﬂ I(nDnE:l j I ﬂ Effects
I™ Mirror indents [ Strikethrough I shadow [ Small caps
™ Double strikethrough [ Dutline ™ allcaps
Spacing I™ Superscript I~ Emboss I” Hidden
Before: ID pt 5‘ Line spacing: Ak r.SubscriDt LlEpcrzce
After: ID pt ﬂ ISingIe j I ﬂ Previen
™ Don't add space between paragraphs of the same style Tahoma
This is a TrueType font. This font will be used on bath printer and screen.
Preview
TR Default... Cancel |
Tabs... Default... | OF I Cancel
Formatting Options - 2007
September, 2008 12
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Show / Hide Formatting Symbols is located on the Home ;/ Rl catbel 3B - E _ e
Command Tab in the Paragraph area. Home Insert Page Layout References Mailings Review View Add-Ins Design !
3 ’ Tahoma 1 AR o 1] Aak

Paste |B I U -abe x, x* Aa~||B2- A -

3 Copy
j Format Painter

= g

Clipboard (] Font F} Paragraph £} f
" N O e e e e T

View the Ruler through the View Command Tab, and check the % 1270 " 150 v e o o s o e

box for Ruler. ; e o I e e o R e = B T

““““““ P —_ 4

Font management is located on the Home Command Tab. () MEH9-862@ - s {
—/ Home Insert Page Layout References Mailings Review View Add-Ins Design

3
B,

When the dialog launcher is selected, the old familiar font box Jenons 2 A SP)E =N Aaky

faste jFurmatPainter [B 7 U -abex A"I'ar:')v é | == W= |'Q' m—_— “lj—y
appearS. Clipboard (7] Font £l Paragraph =

ol B o TG r“'/q T el

The Mini Toolbar for font formatting will appear and “hover” Tahoma ~ 11 ~ A" A7 A~ F
when text is first selected (or with a right click) so that text can B 7 =% A - =sEs
be quickly changed for some functions without having to move = T e mm T
the mouse too far.
Formatting Paragraphs is also on the Home Command Tab g EH2 030 E _ bt
With many of the often used shortcuts shown for easy access. = Home Insert Page Layout References Mailings Review View Add-Ins Design

=] Tahoma A EERR A S S =

aste 1=

B - 2 ~||282 « -
Format Painter (EE Rl e 8 i e I"i') A

Selecting the dialog launcher reveals the familiar Paragraph
setup window where Alignment, Outline level, Indentation and
Spacing can be controlled as well as Tabs, and Line and Page
Breaks on the separate tab.

Font iE]
T T o NIy
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Formatting Options - 2003 - continued

Tabs are set by a number of ways in Word 2003: Tab stop position: Default tab stops:

e by clicking on the symbol in the corner of the document T4 -
until the desired tab stop is selected and clicking on the Tab stops to be cleared:
ruler (same as in 2007)
e or by double clicking on the lower half of the top ruler to r
bring up the Tabs box. prpm—
The Tabs dialog box in 2003 is the same as that in 2007 and is ; IE::timal ; E::ter " Bight
shown here. = -
Leader
¥ 1 Mone C2 53—
L
Set | Clear | Clear gl |
ol I Cancel |
September, 2008 14
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Formatting Options - 2007 - continued

Tabs can be formatted through the familiar Paragraph T :

formatting window, or they can be formatted from the screen. AT — Ce
Clicking on the corner of the rulers repeatedly will change the : ' whentext :

shape of the icon there for the various tab stops. N Enmefﬁ‘rq = .

Font P Paragraph IF

s ————;

Once you have selected the tab shape you desire, merely click
on the ruler in the location you wish to place the tab.

Or, a double click on the lower half of the ruler will bring up the
familiar Tab set menu.
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Tables - 2003

Tables in 2003 are accessed through Table from the Standard toolbar, then Insert, and Table.
Tables can also be inserted using the Insert Table Icon from the Formatting toolbar.

The Insert Table box opens, and is the same in 2003 and 2007.

Table Tools are accessed from the Table menu on the
Standard Toolbar, or by a right click when inside a table.

1at  Tools | Table | Window Help

fb & -_-Enj Draw Table

loman = 1 Insert b
= Delete v [
Select 3
B Merge cells
[ splitcells...
Split Table

'ﬁ Table AutoFormat...
AutoFit 3
Heading Rows Repeat
Convert rE

‘él Sort...
Farmula. ..

Hide Gridlines I

Table Properties...

L

Table size

Mumber of columns:

Mumber of rows:

AutoFit behavior

Y

% Fived column width:  jauto

Ji)

" AutoFit ko contents
" AutoFit ko window

[ Remember dimensions For new tables
Ok I

Table Properties in 2003 are found on the Table menu as well
as by a right click when inside a table. The Table properties
dialog box once reached in 2007 is the same as 2003.

Zancel |

Table Properties ilil
Tahle | o IColgmnI Cell |
Size
rPreferredmdth ID ﬁ Measure in: IInches :l'
Alignment
Indent From left:
& == B =
Left Center Right
Text wrapping
More Around Positioning .. |
Borders and Shading. .. | Options. .. |

o]

Cancel |
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Tables - 2007

Tables are accessed through the Insert Command Tab.\

Pages

Docki" "ap 7

Cover EBlank Page
Page -~ Page Break

Table

Tables

PeT ,

N0 ESH9 -0
]
—/ Home Insert Page Layout

%j I_Ijﬂ]

Picture

References

L

Clip Shape
Art

[IIustra( L

‘“@_\ i

When the drop down arrow is selected the Insert Table Menu Insert Table
appears. This works similarly to what we are used to. EEEEEEEEEE
I [
Note that the Insert Table option is available where the table EEEEEEEEEE
properties can be set (including the Fixed ,Column Width so that OoooO000n0n
when data is inserted the table cell doesn't resize with the size of I o [
the data). e
—p | [ Insert Table...
j Draw Table
-iﬂil Excel Spreadsheet
1 Quick Tables »
Once you are |n a Table, the Contextual Dnj DEd9w-0 4@ Table Tools Document setup in TAM - changing from '.-‘.‘al'd(]ﬁt-j(]?-z.d-j.;
. Home Insert Page Layout References Mailings Review View Add-Ins Design Layout
Cc_)mmand Tab - T.able TOOIS dlsplays ¥| Header Row [¥] First Column e [ — & shading + 9 i j f
with both the Design SubTab (for TotalRow [ Lest Column = =l i, =
Table Styles, Shading, Borders, etc.), e oL e C[,i‘::;m;j“'e .
ot g s Tl il = L YN AT e eYa) /
and the Layout SubTab for PrOpertleS, D’ﬂ‘. jH: =] [“J rtU jg —M o e o s Ta::;:ms — Dacument setup in TAM - changing from Word 03 ta 07-2.docx - Microsaft Word -
Insertlng rOWS and COIumnsI spllttlng @‘ 4§_| ﬁ i j ]l Height: (019" 2 || ¥ Distribute Rows [Jij 2 J '%l ‘img fx
and merging cells, splitting the table, m b e E g e ] e | 3 Ao 7 S
cell sizes and alignment, and data R Tt et ,Jﬁ e e AL LD e SN

manipulation tools.

Note that the Rows and Columns and Cell Size Command Sets contain dialog launchers, which reveal the familiar dialog boxes.
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Bullets and Lists, Indentation Table Shading - 2003

Bullets and Lists are available in 2003 on the Formatting toolbar, along with Indentation and Table Borders (which are also
available on the Table Borders and Shading toolbar mentioned below).

File Edit View Insert Forma able  Window Help

MEHSISQIVE & @ F| 9T
4_4 Mormal + TimesMewRoman - 12 ~| B I U

Draw - |; |Autoshapes~ \ N [J O A& @ & | & - Z- A-===
L] O O T T
Borders and Shading 2| x|

Table Shading is controlled through Format,
Borders and Shading, or by right clicking inside
the table and selecting Borders and Shading.
There is also the option to turn on the Table
Borders and Shading toolbar through View

Borders | Page Border I Shading I

Setting

Style: Preview

-0 =~ Click on diagram below ar use
Hone buttons to apply borders

e

Toolbars. ] e | e
The familiar Borders and Shading box for 2007 H —rmnmem e =
is nearly the same as for 2003 and is shown — ol
here. E Grid I Autamatic ;I
— Width:
ﬂ Custam I 14 pt j ol
ITabIe j
Opkions, .. |
Horizontal Line. .. | K I Cancel |
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Bullets and Lists, Indentation Table Shading - 2007

Bullets and Lists are accessed from the Paragraph  |,) J5E9 -0 4@ - Table Tools Di

SeCtIOI'l Of the Home Command Tab, /__Hmilnsert Page Layout References Mailings Review l\-’iew Add-Ins Design Layout 1
T oo £ = P9 AaBb( AaBbCe

2eie ;fFo;n.'latPainter [B 7 O ~abex, x* Aav| - A~ - ||| T1-Headi.. ﬂl-Headi..{.

Clipboard iFl Font T o
P \mg_/

Tl e RGP A ikl

and also from the Mini Toolbar that hovers when text is first highlighted (note that the bullets /farmma 11 - AT AT
icon has a drop down box for options). ==

I
€
i
||1|
i

B I

Indentation is controlled from the same Paragraph area and is also on the Mini Toolbar.

Table Shading is controlled from the Contextual Command Tab b T i b bl
-Table Tools, Design SubTab. Table Borders are also located in = ™™ ™ =% =% =, S E—
the same area ' FE orders - ||\l =

Draw Eraser
ZPenCalor  Taple

Draw Borders )

e e

Table Styles pacia —
e L "’\..\A._m/
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Pictures and Drawing Tools - 2003

Pictures in 2003 are accessed through Insert / Picture and the = Frroiomoe e

drop down box allows selection for:
e Clip Art

From File

From Scanner or Camera

New Drawing

AutoShapes

WordArt

Organization Chart and

Chart

Drawing tools can be easily access by selecting the Drawing icon from the Standard toolbar, which will turn on the Drawing toolbar.
The toolbar can also be turned on using View / Toolbars / Drawing.

: Fle Edit Wiew Insert Format Tools Table Window Help
NEFEHS SQAIVE $2RAII-o-[f
{44 normal - TmesMNewRoman - 12 | B £ O
iDraw~ |3 | Autoshapes~ N\ N (1O & 4 ¢ & &

[l e REN RN RN REEE XERNERRE EERRERRE RN

The toolbar can be easily turned on and off using the icon at the top of the screen, and the toolbar can be located at the bottom on
the screen if desired.

Spelling & Grammar Checking - 2003

Spell Check can be run using the Spelling and Grammar icon on the Standard Toolbar.
The icon in 2007 is very similar and is shown here. %

The underline indicators in 2003 for spelling and grammar errors are the same in 2007.
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Pictures and Drawing Tools - 2007
Pictures in 2007 are accessed through Insert, and options .-’E:Q/\;, JESH9- V3@ )+ T
avai|ab|e are on the I”ustrations Command Set. Home Insert Page Layout Referances Mailings Review Vie(

Selecting Picture from the Command Set will automatically open

My Pictures. Selecting Clip Art opens the Clip Art search window,

the same as 2003.

Drawing in 2007 is accessed through the Insert Command Tab, and from the Illustrations Command
Set select the Shapes Gallery. Select the shape from the list and click and drag to draw the shape

Docunent Map - _‘ . 1 v
e — D ey

A2 0 LB P2l R
Cover Blank Page Table Picture Clip Shapes SmartArt Chart

Page~ Page Break = Art &
Pages Tables INustrations

Hyperlink Bookit,

g

|--'2r
——

Recently Used Shapes
E\NO0OA1LL2EG
CIRTAS NS 4

Lines

desired.

Spelling & Grammar Checking - 2007

Spelling and Grammar checking is located on the Review
Command Tab, Spelling and Grammar.

The underline indicators in 2003 for spelling and grammar errors
are the same in 2007.

v

SNNTLLR RRRNG G
Basic Shapes
HOOUSO®AMNOCD
COOO000@ ™Y &
a~oo )L

Block Arrows

PG RTELPR IS
& dwnpD D mhL A
B

Flowchart

Do Ol ecocaayd
onCN®B X & AVED
Qoo

Callouts

[0 0D 0.0 3 1 A AL
AN A 10 A0 AD dO
Stars and Banners

DA Y @B S IR
TR

-;]} Mew Drawing Canvas

N ULUEHEH9-0 4@ )7

in
]
—/ Home Insert Page Layout References Mailings Review View Add-Ins

MNuance PDF
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Document Setup in TAM, Word 2003 vs. 2007

Printing - 2003

Printing in 2003 is accessed from the Printer icon on the
Standard toolbar (for printing to the default printer), or through
File Print for selecting a different printer, printer properties, or
number of copies.

The Print window in 2003 has the same information as in 2007.

2]x]

Prinker

Mame: I -\:g hp afficejet 6100 series j Propetties |
Status:  Toner Low Find Prirker. .. |

(o] Mumber of copies: Il E‘

[ Current page " Selection 1

" Pages: I @ .1= % Collate
1

Type page numbers andfor page
ranges separated by commas counting
from the start of Ehe document ot the
section, For example, tvpe 1, 3, 5-12
ot plsl, pls2, pls3—p8s3

Tvpe: hp officejet #100 series

where! IP_192.168.1.150 I Print to File

Carmment: [~ Manual duplex
—FPage range —Copies

Prirk what: IDocument j r£aom

Prink: IF\II pages in range j Pages pet sheet: I1 page

Scale bo paper size: IND Scaling

Options. .. Ok I

Cancel |
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Printing - 2007

Printing in 2003 is accessed through the Microsoft Office Button, -'/62:3\ JEH Y- 0 (4 ® |  Docment setup in TAM - changing from Waord 03 to
Print, Quick Print, or Print Preview. The Print choice will open %

Review View
the traditional Print window, to change printers, set properties, j = Recent Documents B
or number of copies. ’ Preview and print the document == |
r'yr Open Print E= = El”
An icon for Quick print can be added to the Quick Access Toolbar @ Select a printer, number of copies, and Paragra
|f desired other printing options before printing.
) H =i @  Quick Print
@ Send the document directly to the default
|1T! Save As b printer without making changes.
15 Print Preview
"ﬂ Preview and make changes to pages before
@ Print L4 printing.

7 Publish »
= =

_T Close

TAM Document Setup
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Copyright S00E by A SCne

TS and Wi TAM are copyrg fed producis of A ppled Sy sfems, nc

ASChnet
TAM Data Fields - 2003
locost1og TAM Data Fields—Word 2003 Version
1] T &N it fie [ T ] (=1 =] L} a 5
Navigation:
Ltilitiers, + by Ganeral + by Documeant Maintenance, Documeant Setup and the Selaction Arrow
Step by Step
B " o [55 g
COnee your docurment has been named and created: E iﬁ'ﬁwx, :im IE;JHSHDTE =l
Amied | Heln £ Accourt Brokes Flce Phosis CUSTINSPHF
) sy Dot ke e P e CLIS TIN5 CONELDH
n.ﬂumass th e area of your docurment wheare E ==\ Eranch w: | I _J
you wish information to be pulled, and salect e | ~E5 Conglomenss [ats m:zm DESC Eﬂi: :ﬁiﬂ'ﬂﬂ DESC
Applied from the Menu Bar, and Diata, ¥ Sekement = E‘lf':":""cf et il USERT CLETINELISERT -
Ghassand £ Producar H1 Data Tl 1 &
Firdcat & Comnards =i Praducar B2 Dats I | o n‘-—i
?'HS alact I:!1§tg.rpa of data to pull from the | g Prochates 19 Dot Estecind &ﬁ ! ay Men= | [
ategony window. Apcar Libhrobdat | o T
e £k 5 Eraher Dt e it s
o l1mismg Campany
gFialda available from the selected category =1 Eiling Company
will appear in the Svailabl e window. e i
Catnomy Avaiabie ! |
ﬂsuull and salact any fiel ds desired o the 5eloctad E i:’:__:"";““_ |.."_" | “"..".:'.I-... . = |
winciow. ) b Erober T —— T —
=) fipenca Olain Atardion C_LINEATTH -
=1 Brerch Diata S kmal Audck C_LINESTAEET
) o< will drop all selected fields to the location of the £31 Conghomeinie st e Eihe LTy
cursar on the document E E:‘é-:-'-gﬁ'-::;i:““ I:Tﬁﬂ:ﬁdi- C_LIN=TF ' L’ﬂ
Fioducsr 21 Daa
@'I‘u‘lu'.ra any fields not in the proper spot to the desired g :m::; E:: Selectad Add | a I LI="| '-"‘""l
lacati on. 1 Liarkaldar Souice e
E =3 Hioke Dain Clard Daka g "‘—‘____{’ CLET
[ {=r lzmdng Corpany Podcy Detal Pualicss Tope CFOLF
£ Bilrg Compsmy Pokicy Deal Flicss Wanbies CFOLF
B = Cmdmt Dimis letdng Compsies Mg C_I.IHE
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ASCnet

TAM Data Fields - 2007

Ilnserting

TAM Data Fields—Word 2007 Version

MRS S § -

.....

Litilities, + by Genaral + by Document Maintenance, Document Setup and the Selection &rrow

h_'., Dk s gl
I T . o i I . i 2 vamy e Eaga sl Evigrsms Ligdngy B Wi i gl
e ) Y e r-\_-'- } W 0 oy TP e [_, p— il S TP - n
. Cuin r&'urlli-ﬂ-"l- Y
Ak Yurakle &
Once your docurnant has been named and e Loere Cpmrme
craatad: s

Bevdicat s Commendn

At
Tave i

n-ﬂxmau the area of your docurmeant
whaera you wish information to be pulled,
and saled the Add-lns Command Tab., MNext choose
Crata from the Applied meanu on the Rikkon,

eEEﬂECt the type of data to pull from the Cabe gory
Wi Ny

gFiEﬂdE availatle from the selected category will
appear in the Availakle win dowe

E’Euull and salact any fiel ds desired o the Seleckad
wi oo

EDI’iwiII drop all selected fields to the location of the
cursor on the document

@'Mwa any fields not in the proper spot to the desired
lacation.

Eﬂ"

th CHfice 2007

[ 2 T fovzhle
e [ Clierd Dt = [ vslun =]
£ #cccurd Producer Moke CUSTIMGHOTE
£ eccouri Brokes Fas Phane CUSTINSPHF
) eegarcy Data kv e M e CLIST IM5.OOMELCH
h
E E"‘“: D‘:L Dats MCTRLA CLIET IME METFLAM H
I pﬂk'“"’"'* MTPLAH_DESD CLET IS METFLAM_DESC
= b5y Poles Linksdlsve USERT CLIST IMS LISERT -
5 Podicp Distail i i
£ Praducser B1 Dala
B Producer H2 Data L 2 I Hen= | :'t.-.-m.i
-5 Praducer 03 Diats Seloled s
51 Erale) Dala Chent: Dot Fodes CUET]
Categmy s iabie
[ Chart Dals ke Y | Mk -
= Apcount Poduce I m E
£ dpcont Baker +
h Agency Dam LErion |:_||H51 arTh —
£ Hranch Data Sirmei ol C_LINGSTREET
B Corghoresial e Dmis Ciby C_LINSCITY el
i Palicy Lirked ke Siaim CLINGAT
et Pratel Code C_LINEAF -
I Fuolicy Detai il |
7] Pioducs: #1 Data
5 Fioducn %2 Dol d | l Mo | _r.,,x_.l
== Froduoe: 2 D Geetedw i 2 =
2 Li=nkaodder BT
™ Bickst Dot i Clsks a CL5TI
_‘_’_F_,.?B 155 8 oA Frobop Dt Polie T§ CFOLF
= Bilirg Connpang Polics Dot Folizy hhanhet CFOILF
- Cordant Dala brzaing Compary - Heome LIRS

Copyright SH008 by ASCnet
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Data fields continued - 2003

LData Cotegories,

® Clignt Cata = fidds on the Client Cetail screen

® Account Producer = fields on the Producar record for the
Producar on tha Cliant Detal soraan.

® Account Broker = fields onthe Broker record for the
Braokar an the Clignt Detail screan

& Agency Dala = fields within the Agency’s setup, or
oparatar logged into TARM.

= Branch Data = fields within the &gency’s setupinthe
Branch area

= Conglomearata Data = fields for the conglomerate clients
Policy Linked lterms:

® Paolicy Detail = falds an the Billing Screen

® Producer 1, 2, & 3 Cata = fields on the Producer record for
the Producer on the Billing Screen

® Lainholder Data = fields on the Leinhdder record for the
Leinhalder entared on the Billing Screen

® HBroker Data = fields on the Broker record for the Brokar on
the Billing Screen

® |zzuing Company Cata =fields on the Company record for
the company listed in the 120 field on the Billing Screen

= Billing Company Data = fialds on the Company recard for
the company listed in the BCO field on the Billing Screen

= Applicalon Data = fislds on the application th at was spaci-
fied as the policy type towhich this document appliesin
Ciocumant Setup

Contact Drata:

& Contact Irfo = fields on the Contact recordis] attachad to

[ LM Mwer sl

Funwesl  Dece  Tobls  Swokes  dgpked (ke

o Semie.. Sevsdoo. gl g ] (B[R | L B - - B BOE BE ] - e -
& Paewad - -z -B s N[ EEE-EEEE O - .

Frwi Shoning P, = Shos= |k mF @3 - mF = | U2~ g bl o

) — — R PR PR e e

-

wojms 4]
L == F T I LT

i T S = el bl P gy T

ol el

=CUSTINS. ADDRESS:]]

- =GP0 POLKEY TV PE > Polcy Musber -« CR0L POLISY PO

<C_ | IMS MAME>T

el

ar-<C UET RS HDG ]

2= -1 |

A8 A A

;
[
=
[
-
W
"
£
"
H
[
L]
2
-}
E
i
A

L

Mote: Though fislds within a particular
document can be copied and pasted,
they cannot ba copied from ane
docurnant and pasked to anather orthey
will "Break” and data will not pul through
to tha pasted fiel ds

Indude any fields that are stored in TAM as
data fiel d= in your documeants This will
aliminate the needfor users o manually
anter data on to docurnents, improving
afficiency and decreasing errors. This also
ancourage s that entries made to your
database are kept upto date and accurate
at all times.

Copyright S3008 by ASCne=t

Crealing Formlatters
Creating Proposal Templ ates
Inserting an A5K Variakle

Inserting an IF Satemeant

TABY mncd W TAM are copyrm fed prodhcts of A ppled Sysftems, nc

this eliart Fage L | FII S - LT - i | FEC TR B O Englehilis R o
® Driver Info = fields on the Driver Info tak of the Contact

racordl &) atached tothis client.

& |nfo Classes = codes used onthe |nfo Classes tat: of the

Contact recordis) attached to this dient

@09
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Data fields continued - 2007
Data Cotagories,
® Client Cata = fidds on the Client Detail screen ’ . . e - i
® Account Producer = fields on the Producer re cord "'?.:‘ J,_".“:_"::_. e R e ey -
far the Producar an the Client Detail soean. P TP - i
® Sccount Broker = fields onthe Broker record for the 1:_"::: e Pt g

Broker on the Client Delail soreen e —
& Agency Dala = fislds within the Agency’s satup, or Tail
oparatar logged into TARM.

= Branch Data = fields within the Agency’s setupin
the Branch area

= Conglomarate Data = fields for the conglomear ate
cliants

{EATE’ﬂ-'HmH-d:nlr'ﬂ
1

1
<CLUET MHEADDRESS-T

Eolicy Linkod Rems

® Policy Detail = fields an the Billing Screen

® Producer 1, 2, & 3 Data = fialds on the Producear
record for the Producar an the Billing Screan

® Lainholder Data = fields onthe Leinhdder record O INS HAMESY
far the Leinholder antarad an tha Billing Screen

# Broker Data = fields on the Broker record for the ik et e

Broker on tha Billing Scrasn

& |zsuing Company Cata =fields on the Company

record for the company listed in the 1C0 field on the

Billing Screan

® Billing Company Data = fields on the Company RAGEY SYSTEMIRN OO ML=

racord for the company lisked in the BCO field on the

Billing Screen

® Application Data = fields on the application that was specified as the palicy type to

which this document applies in Document Sebup

B+ =CPOL POLICY TYFlir Polcy Mumber <0POL POLICY POL-T

--u-g-q-q-q D e
i
=
-l

Lontact Data:

® Contact Info = fields on the Contact recordiz) attachad to this dient

& Driver Info = fields on the Driver Info tak: of the Contact recordis)

attached o this dient

#® |nfo Classes = mdes used onthe Info Classes tak of the Contad re cord i)
attached o this dient

>BRIGHT IDE?

Fly

Indude any fields that are stored in TAM as

Mote. Though fields within a particular data fislds in your documents, This wdll Creating Farmietters
document can be copied and pasted, aliminate the neadfor usars o manually "

thay mannot be copied from one aentar data on to doouments, improving Cresting EISEERSL RS0 st
document and pasted to anathaer arthey afficiency and decreasing ermors. This aso : :

will “break and data will not pul through | encourages that entries made to your Insert IR e Ak

tx th e pasted fialds database are kept upto date and accurate

Inzarting an IF Skatameant

at all times.

Copyrignt 2006 by ASCH @
TS snd W TAM are copyrg fied products of A ppled Sy stems, nc.
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ASK Variables - 2003
locosting an ASK Variable—Word 2003 Version

sk variakbl es allow for the customizaton of a document o include spedfic information that cannot be drawn from a field in TAM

Mawvigation:

Liilities, *= by General + by Document Maintenance, Document Setup and the Selaction &rrow

5 L .:_. E;:. ]_’:. Er_.' 5 I_ .:_. E;:. o) BLRRLETRTF - Moo T gl

Be E6i Wew [mot Fomx Tods Tk Wb
HoBERQAY | LB o

Onee the documeant has baen named and created,

or salected from the edisting list of documents: [ rorea +5n [ En 12 S SEE|IO- S

Fnal Showing Marup v Saomr | Wk EF JF x x| G

L [ L [ Bosery + '
n-ﬂxmaﬁ-s the area of the document where the Ask e : : Epicuts Commarca : : L R
Wariakle should be placed, and seled Applied from shouk:
the Menu Bar, &sk \Wariabl e. P——
Eln the Azk Wariakle Insartion dialog box:
Create a Variable Mame., Usa care in aeating this 1
name =0 as not tochoose afield name that might - =l
alrlaal:ry b in use by TAM (2.0 for effective date you £l
might use edate instead of eff). 1 E o st

5 b |

. Frompt

gln the Prompt box, enter text or the question o P e ———
prasant to the and user 2o that they will know what
data to bype in at their end (e.g. Enter the affectve
date of this endorsament).
ﬂlf a Dafault Value is desired, chack the Dafault ¥ Incude Detm it vale
box and enter the default in the box (e g S -
toindicate bo the usar what date format is desired, FRAEEEF
or what answer is axpected].
EE alact Insart.

@ Capyright SE008 by A S50
TAM and WinTAM are copyng ed products of A ppled Sy stems, o
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ASK Variables - 2007
[ncocting an ASK Variable—Word 2007 Version
Ask variakl s allow for the customization o a document 2 include spe dfic information that cannot Ba dravwen from a field in TaM
Wiith version 8.1, TAM is compati e with Cffice 2007, as shown in the screenshots
Nawvigation:
Litilities, + by Genaral + by Document Maintenance, Document Setup and the Seledion Arrow
[ Pt ~ 17 L,
(] I_ b o E" ]:_"I i () I_ “‘_E_’ 'tﬁ:l I I"EERTIE Y BT s s M e —
e [ tal P Livrd L LT o T L
Once the document has been named and created, 5 ;
or salactad from the edisling list of documents: i e *n" |
|
F Simiemsni .l : I . gt G
nAI:::Es-E- tha area of the document whera the Ghaziang
A=k Variable should be placad, and selact Fenbosne Conrand;
the Add-lns Cormmand Tak. MNext chooszse Ask et .
Variable from the Apfied menu on the Rikkon. Suen & Lot ATE\F WML o |
=CUST IMS ADCRE
ﬂln the Ask Wariakle Insartion dialog box: 1 .
Create a Variable Mame. Use care in oealing RE: ~+ =CROLPOLGCY. R A<k Variahla Incartion —l

o | IMS MARME T

thiz nama so0 as not o choose a field name that n
‘Iimrﬂl.lsflﬂ$ WG o

might al ready ke in use by TAM (2. g. for affective
date you might use edate instead of aff).

Theerdoraments e
gln the Prompt box, enter text or the guestion o : ﬂ—-" Entar %o affactive dabe of thia andarsemant
prasant ta the and user =0 that theay will know what Eincursdy 1
data to type in at their end (e.g. Enterthe effectve :
date of this andorsameant). q
AT Y SV ETEMENY. OFMAME=T]
[T p—— [¥ Inciude Defit vale

ﬂlf a Dafault Walue is desired, check the Dafault

box and anter the dafault in e boe (0 g S Jf VoeER
taindicate to the usar what date format is desired,
or what answer iz axpactad).

E Salact Inzart.

B—» e I Cancsl

@ Copyrinht SR00E by ASSn
TAS anc ¥ien TAM ace copyrgined products of Appled Sy stems, nc.
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ASCnet
ASK continued - 2003
@ ok tothe preview of what the Ask Variable will appear like to the end user. e 21|
Enter the effective dat= of this endorsem=nt
E’ Fommat of the sk Variable is:
Remambar that whan you insert an ASK field, it's with a default value included countarpart |
1
[ ASK EDATE "Enter the effective date of this-endorsement\d -t 5 REF- EDATE$) B—— o« | Canced
| !
or without a default value set
Ty k
. [
i FASKENDTDOES"Complete-the-sentence .- This-endorsement™H-REF-ENDTOOES T |
S -1
figld alzo gat: insarted - the REF field. The ASK asks the guestion and gets the responsa, the REF
insarts the responsa. Mormally when you first insert an 25K using the &pplied dialogue, it puts the
REF inautormaticaly right up naxt to the 25K like this:
{ A=k X "Prompt” W " Default Value” MRef X}
However, the REF does not have to goright up nex<t tothe A5 1t can be moved, duplicated, or
avan placed inside an|F or FORMULA field.
Continued next page.
______________________________________________________________________________________________________________________________________________________________________________________________________|
L - s . ®
If all of the &=k Yariakde is not Try nat fo use mare than four Ask

vigible one insarted inta the
document, use ALT + FSto
reveal the field coding.

Variakles within one document as it
becomes too ime consuming and
confusing for the usar. 2lzo, the use
of A=k Variables from within Proposals
iz not recommended bacause of the
complaxity of the many documents
merging data from different sources,

Copyrght SR00E by A 50 ns
THM and Wen TAM are copyrm e producs of A ppled Sy sfems, o
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ASCnet
ASK continued - 2007
HMicrosoft Word _?lﬁl

@ COF tothe praview of what the 2sk Variable will appear like o the end usar. Enter the effective date oF this end "

ﬁ' Fommat of the Ask Variable is:

Remambar that when you insert an A5K field, it's counterpart fisld alzo gets insarted -the REF field I
k . : . o " | ok | cancel

-ASK EDATE-"Enter-the effective- date-of this-endorsement"\d - siias 3 REF EDATE 1) G ,
L o o o o o e e o e e e e e e e !

|
I FASK-ENDTDOES "Complete-the-sentence - This-endorsement#REF-ENDTOOES :
Il o o -1

The ASHK asks the guestion and gets the rezponse, the REF inserts the response. Narmally whean you

first insert an A5K using the Applied dialogue, it puts the REF in automatically right up next to the A5k
like this

{ A=k X "Prompt” id " Default Value™ HRef X}

However, the REF does not have to go right up next to the 25K 1t can be moved, duplicated, or even
placed inside an IF or FORMULS fisld.

Continuad naxt page.

'[*.:.:._. - e

IF all of the 2=k Yariakde is not
vigible once inserted into the
document, use ALT + FGio
revaal the field coding.

Try nobte use more than four &sk
Variables within one document as it
beacomes too ime consuming and
canfusing for the usar. Also, the use
of A=k Variakl es from within Proposals
iz not recommeandad bacausa of the
complexity of the many documents
merging data from different sources

Caopyright 2008 by ASEnet E:::;
TAM and W TAM are copyrigited products of Appled Sy stems, o
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ASK continued - 2003

Ldvanceduzas of ASH,

Cnecathe format of the A5K variakle is understood, thay can be created by using CTHRL + FS3which
will craate a field within Word, that appears as beao special cudy brackets.

¥

Than tha usar can anter the farmatting rmanually, using &5k then assigning a Variakle Name, with
the gquestion endosed in guatation marks. If a default is induded, after the first set of guotation
marks around the question or staterment there follows a vd and then immediately the defadt value
is included within a second set of guotation marks.

Examges of ASK Variatdes:
Entar the numbar of pages included with this fae, with a default for a Blank that can be complebed manually ono: all pages are assambled. Fasult:
{ASK NUMBERPGS “Enter the Number of Pages-(including the cover)forthisfax"d-"__ "HREF

NUMBERPGS B

What iz the fax numbear? (with no defaultl FResult
§ASK-FNUMBER-"Enter-the fax-number"- & REF-FNUMBER-F

Entar tha effectve date of the cancellation. with a default of S8 so that the user knows the format thatiz expeded. FHesult:
{ASK CANDATE"Enter the-cancellation date "\d " B REF CANDATE-J

FN

'L-:-:-_- 'L.-:-:-_- R LRl L LR SRR AT S0

Usa &=k Variables in

Raturn if True and return if Falsa
can have anything insarted in
thern, words, phrases, Tam
Fidds, pictures, avan many
pages of Ext. Build your IF
statement as a “generic”, and
inzart the text or wording after it
is insartedinto your document

When working in docurnant
satup, you may wish to have
your paragraph markers turned
on o view spacas, tabs, and
ather coding.

combinalion with IF Statements
totake one leter and make it
sarve many possibilities. &
combination of 25K with IF can
provide the same letter with and
without a letterhead lago, or one
endorsement cover letber that
can work for additional preamium,
return pramium, and no premiam
change scanari os.

Creating Formlattars
Craating Proposal Termpl ates
Insarting TAM data fislds

Inzarting an IF Statemeant

Cagrgright SE00E oy AUSCnet
TASY and ¥ TAM are copyrg iied praducls of A pphed Sy sfem s, Inc
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ASK continued - 2007

Advanced uzes of ASK,

Cnce the format of the ASK variakle is understood, they can be created by using CTREL = F3which
will create a field within Word, that appears as bao special culy brackebs.

1

Than the user can enter the formatting manually, using ASK then assigning a Variakde Mama, with
the guestion endosad in guotation marks. If a default is ind uded, after the first set of gquotation
rmiarks around the gueastion or statameant thare follows a vd and then immediataly the defadt value
is included within a second set of guotation marks,

Examges of ASK Variables.

Enter the number of pages included with this fad, with a dafault for a Blank that can ke completed manually ence all page s are assambled. Fesult:
{ASK NUMBERFGS "Enter the Mumber of Pages-(including the cover) for-this faxd"___ " REF
NUMBERPGS 3T

Wihat iz the fax number? (with no default] Result
§ASK-FNUMBER-"Enter-the-fax-number- & REF-FNUMBER-J

Enter the affective date of the cancellation. with a default of &8 =0 that the uzer knows the fommat thatis expeded. Result:
{ ASK CANDATE "Enter the cancellation date "d "#2s4" B REF- CANDATE J

Flx

A SRRIGHT IDE? R

Uz A=K Variables in

When workingin docurment
satup, you may wishto have
your paragraph markars urm ed
on toview spaces, ks and
agthar coding.

combination with IF Statameants
b take one latter and make it
sarva many possibiliies, &
comkbination of AS5E with IF can
provide the same latbar with and
without a letterhead logo, or one
andorsameant covar lettar that
can work for additional premium,
return pramium, and no premium
change scanarios.

IF using &=k Variakzles in combination
with IF Statements, build your 25K, than
buildthe IF Staterment using
‘placaholdars™. Then cut the REF from
whera it has defaulted and insart it
within the Exprassion field in thelF
statarmant. Several IF Statements could
usa the same REF field yielding differant
results basad on the and users input.

Craalting Formlatbars
Craating Proposal Templates
Inzerting TAM data fields

Inserting an IF Skatermeant

Copyrght SR00E by A SCne
THM and W TAM are copyrsg fted producls of Appled Sy stem s, o
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ASK continued - 2003

ANATOMY OF AN ASK VARIABLE

The Applied |
Cialogue Box

¥ REF-X}

The REF iz wharathe
result of the ASK is
placad.

o — d i |
I
Frampt o —— 4
/ oK cancel |
I¥ Inchude Default Value //”
Default Valse =
The prompt the
usar is prasantaed
with when merging
tha Formlattar or
Proposal.
Ireert cance I
Copyright S0 by ASSne @
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ASK continued - 2007

The Applied
Cialogue Box

x
Frompt

Frampt

I+ Inchude Default valie

Default Vale

-ASK-X-"Promp

Microsoft Wored

t"\d-"Default-Value"- ¥

The REF iz wharathe
result of the ASK is
placed.

d B

Thea prompt the
usar is presanked
with when merging
the Formlatber or
Proposal.

Capyright S2006 by ASCnet
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IF Statements - 2003
lococtino an IF Statement—Word 2003 Version

umants and proposals.  &n understanding of the anatomy of an IF, and
ent. For g
g type on the po

IF Statements are a vary powerful toal to customize your
how to directy adit it is extremely important fe
craate an If Statament that would i nsert word

Navigation:

Litilities, + by General + by Document Maintenance, Document Saetup and the Saledtion Arrow

DL';!E_?' 1’;} DL'T,JFJ B ESL v [met Fywst Toce Tk Wi =
BB EREVF|LtmB-S oo Lo Elm =

COnece the document has bean named and created, or o+, = Sewa =12 =W I L SR - I o IR

salected from the existing list of documents, access the Prulzhewrghwhn = S | £X o = = M Sor—

area of the document where the IF Statement should be = = = Ll = = P Facara]

placed, and: L ot Coxmemmsin "

nSE|ECt Applied from the Menu Bar, IF Staterment.

Inthe Conditional Satameant Builder box:

ESulact Lz Fiald to pick the Expression to ba usad (2.9
Policy Bill Typel.

Dpara

o
< PO POLICY BLL 3 | - j..__g
4]

gSalact the O parator to apply (8.g. =)
Choices ara;

leszs than

aqual to ar less than

is not agual to

aqual to

graatar than

aqual to or greatar than

Fhumeric, Thedk this if the stabevent sl compare numbers only

If espracs on avaates to e, msert
Vo il FECEEE WL Irvkos cdractly Thon e carrian.

[ RN NN
H".I'II,G.“.I\

HSEIEct the Comparison Expression (e.g. O for Cirect Bill) HFaxprassor svalistes b fabe, reerk

ﬂNumaric. check the box if comparing numbers only.

O— rer | e | Cance,

@, Copyrinht SR00E by ASSn
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IF Statements - 2007
cocct 120 an IF Statement—Word 2007 Version

it o Rt ol B If Statements are a very powerful tool to cuslomize your documents and proposals.  An undarstanding of the anatary of an IF, and
how to directly edit it is extreamely important for anyone invalved in Docurmant Management. For purp of damonstrating this, wea will
create an If Statenent that would t wording in a dooument based upon the Lilling type on the policy screen for direct or agency kBl
This task is writen using Word 2007 which is conpalible with TaM 9.1 and higher

Navigatlions:
Litilitiez, + by General + by Document Maintenance, Document Satup and the Selection &rrow

R T O B R PR s bl * Gl ol

= ; =
o, . - w0 L, - - |.!_:|
g ] ] K [ . ] - L L] Frur Loyt L Lhgmm . W L il L
i | I_ s E_l }_r' _':.. ) |_ e E_-' S e —— a
(= [T — &
Znece the document has been named and created, or | = ,_._E

zal ected from the existing list of documents, access the |
area of the document whara the IF Satement should
ke placed, and:

1
§-OATE S PR oLy
1

nEEIact the &dd-lns Command Tab, the down arrow
by A ppliad from the Ribbon, IF Statement.

?-DDD'-'.ﬁ.F!IAELE{ﬂ.IE-T.Ih
T

PO PROLICY BLL 3 | =

i“ -+

Inthe Conditional Satament Builder box:

Esuluct Lz Field o pick the Exprassion to be used
(e.g. Policy Bill Type).

1
RE - JOCCVARIARLE C
CPOLPOLICY POLYE

D - CeG Y,
E ™ Chesch: this if the stab=vent sl compans numbes andp

BEEIEI:t the O perator to apply (e.g. =) e .t‘:'—ﬁ

Choices are: g || Irxpnesson avakatna s g, nsert:

®* = lass than o sl recmeE your rvoeos dinactly o e carrier.

® == agualto orless than

& == jg not equal to -

® = @agualto Sncemly

& = graater than

& == aqgualto or greatarthan

E’Ealact the Comparison Expression (e.g. D for Ciredt Bill)

ENumEric. chack tha box if comparing numbars anly. I I
1;——-.- Trgart L Pk Cancal
@. Copypright G006 iy 550 et
TR and Wen TAM are copyreg e products of A pplsd Sy sfems, nc.
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IF continued - 2003
@In the “if Expression is True” box insart the field or text desired (a.g. direct Bill wording)
Eln the “If Expression is Falsa” bax insert the field or text desired, or leave bBlank
(e g agency EHllwording).
glnmrt taxfinish the IF Statermeant.
Fesult of the sample usadis
I‘E IF--<CPOL.POLICY BILL>-=-"D"--"You willreceive your-invoice-directly-from- ThE."
icamier."-"Qurinvoice is-enclosed"$1 ,
L . i e Sy i i - i i i . - i
Format of the If Statemant is:
{ IF--"expression”- -operator-"comparson" “true-resulk™ -false result™ :n]
or with no falsa result:
_________________________ -
|§ IF--"expression"--operator-"companson-"true-res ult™ 31 I
Continued next page.
IF statermments might have a true and a false, or If all of the IF Skatement is not
parhaps only a true (whare the Blze result is el vigible once insarted into the
amply or eliminated). If there are many “trug” document, use ALT + F8 to reveal
resulk:, create sevearal IF statements and place the field coding.
therm right together, &z an example, you would
uza this For a situati on where PR1 is one value,
then his axtension and email address are
insartad, and a diferent extension and amail
address are inserted for a different producer code,
ate.
Copyright SE00E by A SCne E:: 55
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IF continued - 2007

@In the “if Expression is True™ box insert the field or text desired (. g. direct Bill wording)

Eln the °If Expression is False™ box insart the field or text desired, or leave Blank
(e g. agency Hilwording).

glnsart txfinish the IF Statement.

Fesult of the sample used is

[ =
if-1F -<CPOL POLICY BILL=-=-"D"-"You willreceive-your-invoice-directly-from-the- :
icamier.”-"Ourinvaice is-enclosed" # ,

———————————————————————— —
——————————————————————————

Continued next page.

IF statermant: might have a true and a false, or IFall of the IF Skatemeant is not
parhaps only a trug (whare the Ralse result is laft visible once inserted into the
amply or gliminatad). |Fthars are many “trug” docurmant, use ALT + FS o reveal
results, create sevaral IF staterments and place the field coding.

therm right together. 2z an exampls, you would
usa this for asituationwhare PR1 is one value,
then his extension and email address are
insarted, and a diferent extension and amail
address are inserted for a differant producer code,
[=]1=3

Caopyrightl 2008 by A SCnet
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IF continued - 2003
Advanced Uszes of I Statements,

Dince the forrmat of the IF Staterment iz understood, they can be ceated by using CTRL + F3which
will craata a fald within Word, that appears as

-
Than the uzar can enter the formatt ng rmanually, using |F then inseding the Exprassion within the
first sat of guotation marks, the operator, the compari son expression within the sacond set of guo-
tation marks, the return if true within the third set of quotation marks, and the return if falsa within
the faurth et of guotations ma ks (or if thara is nofalze return the fourth set of guatation marks
can ke aliminated).

Examples of 1IF Siatements,

If the Attention Line is not egual to a Blank, theninsert the attention field followed By a bard carriage retum. Result would appear.

¥ IF- " DOCVARIABLE-CUST INS AT TH-E'-==-"""{DOCVARIABLE -CUST IMS ATTH-EY

Insending a letlar reguesting renewal information to a client, have the If statement automatically ask for the address if the field intam is Bank., Reasult:

§-IF - COCVARIABLE-SUST CLIENT EMAIL-§'—=-""-"We-notice-that-we-da-not-have-a-
current-email address-for-our-files.--\We-would -appreciate-it- if- you-could -provide-itto- us-when-
you-returnthe-attached form-so-that we have another meansof contactng youin the-future = 31

IF rmuttipl & Eu-; and s are installed, create multiple if statemeants back o back toinsert the agency’s logo oo a docurmeant or proposal cover page. This
farmat would need to be duplicated foar each agency:

?J

||
=
i

{IF-"% DOCVARIABLE AGCY.INS.REC F'--=-"1" -1 "

7

N

Usa ASK Variables in combination with IF

Staternents to take one letter and make it serve Creating Formlatters

For working in propasals, you may wish to ceate

a ganeric IF, that says, IF the field is not Blank,
then insert the field. Copy and paste this generic
statement as many times as needead in your

The genaric statamant would be:

[IF "X = == ) ")

Thean replace tha X'swith the fislds you are using
as neadad.

docurmeant, then replace with the fields separately.

many possitiliies. & combination of 25K with IF
can provide the samea letber with and without a
letter head logo, or one endorsement cover lather
that can work for additional preamium, return
pramium, and no premium chan ge scenarios.

Copyright S2006 by A SC Nt
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IF continued - 2007

Advanced Uszes of I Statemants,

Once the format of the IF Statement is understood, they can be created by using CTHEL + F3®which
will creata a field within Ward, that appears as

£

Than the uszar can antar the farmatt ng manually, using IF then inseding the Exprassion within the
first sat of quotation marks, the operator, the comparison expression within the second set of quo-
tation mar ks, tha return if true within the third set of gu otation marks, andthe return iF false within
the fourth set of guotations madks (or if there is nofalse return the fourth sat of guotation marks
can ke eliminated).

Esamples of |IF Statements,

If the Attention Line is not equalto a Blank, theninsert the attention field folloewed by a bard carriage return. Result would appear.

¥ IF-"¥-DOCVARIABLE - CUST INS ATTH-§"-==-"-" " DOCVARIABLE-CUST INS ATTH-§T

Insending a letber regueasting renewal informalion ta a client, have the IF slatement automatically ask for the address if the field intam is Blank. Result:

- IF - DOCYARIABLE-CUST CLIENT EMAIL-§'-=-"-"- "We-nati ce-thal-we-da-not-ha ve-a-
current-email-address-for-our-files. - Ve-would -appreciate-it f- pou-could -provide-itto- us-when-
vou-returnthe attached form-so-that we have another means-ofcontacting vou-in the-future = §91

IF rmultipd & a!.;| andes are installed, create multiple if staterments back to back to insart the agency's logo onto a document or proposal cover page. This
farmat would need o be duplicated for each agency.

e

{IF-"§ DOCVARIABLE AGCY.INS.REC "-=-"1"" ‘ =l

e - — P ———
Sy ] T =
L s L 1 1 Y o ey n -

L= ASK Variakles in combidnali on with IF .
Creating Formlatiers

For workingin proposals, you may wish to ceate
a generic |F, that says, IF the fisldis not Blank,
than inzert the field. Copy and paste this genaric
statermant as many times as neadead in your

The generic statameant would be:

[IF %" = == % "}

Than replace the X's with tha fields you are using
as neaded.

document, then replace with the fields separately.

Staterments to take one letter and make it sarve
many possibiliies. & combinati on of 25K with IF
an provide the same letter with and without a
lattarhaad |ogo, or one andorsament cover latber
that can waoark for additional premiurm, raturn
pramium, and no pramium change scanarios.

Copyright G008 by A SCne
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IF continued - 2003

NATOMY OF AN IF STATEMENT

=
e,

| Applied's IF Field Cialogue Window |

Condrsonal Statement Butlder xII

Esxnrassion Dperator
| - - E
Comparison Expression

RE

[T Humeric. Check thisif the stetemerd wil compare numbers onky

If mxprescion evalisb=s io frus, incert:

| true

The IF field that is inserted into
your Word Forrml etter or Proposal,

If expnession evasluames to false, inssrt:

ii‘ i IF mn 1 URp— IEI U Lll_lEu_ o ra IS-E'" k ;1'[
e
Ires=rt Uiz Fisld Carce|

I-E-- IF--"this"--=-"that"-"true"-"false"-§|

ar with no falza

E—- IF--'1hi5"--:--"that"--"lrue"-m

Copyrght S2008 by 050 ne
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IF continued - 2007

ANATOMY OF AN 1F STATEMBENT

| Applied's IF Fisld Dialogue Window |

i ond iteomal Skatenment Builder HII

ik

Exnng cgion Dperator
A | - [
Comparison Expression

.-*I 2

[T Humeric. Check this if the statement vl compars numbers only

1f expresgion evalust=s io frus, insert

I true

The IF figld that is insared into
your Word Formletter or Proposal.

If expression cyaluates to false, inssrt:

fIF-"1" =-"2""true" "false" ¥
rue™-"Talse”
Irseart Use Fiedd | Carcel |

I-E--IF--'"tI'I's"--:--"lhal"--"hue"--"[alse"-iﬂ]

or with no falsa

f-IF-"this™="that™"true" ]|

Copyrght CR00E y 0S5 ne
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Word Styles - 2003
Coctoml 1o Documents with Word Styles—Word 2003 Version
SFio e, if usad proper Iy will mal i irma rit 13
Styles 2 alzoa vary W oway L 1 fr 1ee of oy ar
docurmant, important espacially for | ITiE
Nawvigation:
Litilities, + by Ganaral + by Document Maintenance, Documeant Setup and the Salaction Arrow
St e o BiE St D _
\_h-- A [ e Y P e Gt Weew Ineert | Format L
Ignore Word Styles at your parl. If you do : ::_:::b_
nat contral them, they will atbempt o assart - -
themsalves inways that will aggravate you! [w]
Tocregte and apply stvles in one document
nh"l.l'ithin your docurmeant, from the Menu 1
Bar, =alect Format, Styles and Formatting. ; Change Case. F
L T —— E B Ve Wl foewat (sl Dbk Wwdon  Sopled  selo TYHA - e b bl .=
- B rhere o P T R T P T 1 ) [ S
EFrum th e Sty e and Formatting Window, £ 5 | [l st + i - il 3 - pru[EEEEE-CESEE DS A
salect Available Formatting from the S how o & o o PEEEY EEENEERT FEEN VRN EEEN RN | —
box at the bottom, then Custom. it
Shples il Farmn ting... |
5 Ay Reyeal Fermatbng.. %
gSalact Stylas from tha Format setting : By o :
window at the lower left " T o S — — P T v g
ﬂNE‘W
Copyrght GE006 by A SSne
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Word Styles - 2007
Coctomioing Documents with Word Styles—Word 2007 Version
s Word Stylas, if used properly will make fommatling and updating o your proposal doocuments in a consistent manner much easier
Stylas are also a very easy way to contol Docume nt Magping which allows for ease of movemant Batvwean the pages of along
document, important ezpecially for proposal documents. This @sk is writben using Word 2007 which is compatible with TaM 91
and highar.
Nawvigation:
Litilities, + by Genaral + by Documeant Maintenance, Document Setup and the Selection Arrow
5 LDE:) b}' 5 LDE:"I D=0 Sahim RS e e oy ) et iy Lt o4 - B4 B oA S

Ignore Word Styles at your panl. If you do not
control them, they will attempt to assart tham-
zaly @z in ways that will aggravate you!

Jocroate and apely stas in one document,

n“l'rthin your documeant, from the Home

Cormmand Tak, salact the expand bulton in the
Stylas Comrmand Sat.

ﬂFrum the Styles dialog box, select the
Mew lcon at the lower |aft.

ﬂThu Craate Mew Style frorm Formatting
wi ndowy will appeaar.

| s e R Lt ey moan A LE ] K A3

L

-1 - W S B T [ | s AQBB AaBEC AsEb{ oo O 2“,
Pt Pt || R R ey o | b -] e D] (O B | treowe (et reeomgr  resamad ™ ey A
Feed b L rpa oty

it
I

s s s E R E R =

Copyright EE00E by 0S50
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Styles continued - 2003

Properfies

Plamne: E—"ll-llbuﬁ'ru 16 Bold
B Mame Style with some consistent Shyle: Cype: |Paragrapt =] |I =l
standard. Suggestion, start with the Sliylo basod on: | :'r:gr::g:. ~r| Cabegery;
numbzer 1 then a dagh, then what it is the i il = |avastatile stybes =l
styla will accomplish and perhaps the s pasagraphe | 1 Heading 1 = ¥ Ahsys shiss Hesding L though 3
font size andfeatures (e g 1-Heading 16 Fuasranak tin g
Bold), Keep the naming consistent so Arial =l = s r B &~
that all of your styles are grouped ': = = om |- = = = b= | &=

tagether (and a numbear will
put them at the lop of the list).

@' Salact:

® Siyle Type of Paragraph
® Siyle Bazed on should ba sat o “(no skyle)”

Fropeariys P o e Coeeramge

Hermal + Fosds {Eelauit) Adal;, 16 pt; Beld, Font color Bles,

b be Eure that individual workstation ssttings T Tl BT v Fiat T e Thte
have no impact on the merged proposal a-.lndmuut,nnnt atjus b spea e bk seean Acian Dest and
docurmant.
#* Salect the formatting features for Font, 9\":; W“w I mrrult.ul-r-d-u i
size, placermant, bolding, cdor, atc Camcel |
Faraiim
= Lunl:.. -

E Select addtional formatting characteristics Baragraph. .
from the format seledion: Iabt...
® Borders and shading Bl
® Paragraph for spacing bkefore and aftar, 2
autlineg leval, and line indantation. L

Frame..
Maota addit onal screanshots on the next page. Humbering...

Shorbout ke,
E} Chack box to add o emplate and OR.
Continued on next page

Shae Tav'bar EI Cancal |
Gopysight 2008 by A SCne
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Styles continued - 2007

Create Mepr Sy b Fronn Foansakb =
ﬂNan‘-E Style with some monsistent : 2 ll_ll
standard. Suggestion, start with the
number 1 then a dash, thenwhat it is the Deme=: [1-re=adrg 15 pdd b
style will accomplish and perhaps the Skyle bype: |P\g'.gr.g;l'\. :l
font size and features (eg. 1-Heading 18 Bold),
Kaep the naming consistent so e Based an: | ez ke E
that all of your styles are grouped B{ Shyln For folovdng peragreph; | W L-Heacing 16 Bold =l
tegether (and a number will ;
put them at the top of the list). ey o

il == = |® £ I -

... I =[5 = u || I
® Siyle Type of Paragraph ,_‘_[E e e i [ — | i= =] I £E
® Siyle Based onshould be setto"(no style )" to
e sure that individu a workstation sattings have
noimpad on the merged proposal
documant
& Select Style for following paragraph (gither
the same as this style, or you might want to use
your 1-Marmal once that is sat up)
® Salact the formatting features for Font, size,
placameant, bolding, oolor, atc,
@ seiect additional farmattin g characteristics T b
from the format selecton: b-olor [(REH[=E, L2, LBO]), L5 ptLine midth), Patbem: Clear [Bccenk 11, Dot adust spacs hetwaen
® Borders and shading Latin ard & sian bexk, Dont adjust space behwern Asian beet and runibers, Styple: Cuide Shyle:
® PFaragraph for spadng before and after, [+ Add ko Quick Sk st [ Augomabcaly Lpdate
l;luHinEl |E'.I:E_|, and line indentaton. ’ % oy in this docums et dicuments bagad an thic tempkta
(Hote additional sereenshots on the next page
Eﬂhach Lo to add o Quick Style List and CoiEzsa _lum ——

2inly in thizs document, and Ok

Continuad on next page

% Fommat - I i
Font...

o e I |

Faragraphi..
— mo=
Tabs...
Eorder... -
Language:. .. Ig e
Frams. .. Iﬂ @0
Humbering... =]
ks
Shartcut key..,

T A @nd W TAM are comyrgfted products of A ppled Sy sfems, nc
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Styles continued - 2003

E’ Reviaw the preview of the style and modify
as neadead.

'E' Salect Apply o apply this style to the

highlighted text. Alternatively, Salact line or

lines of text and apply Styles from Styles and
Formatting Window, or using Style box from

the Fommattng toolkar.

Mote, when a line iz seleded, the sty e that has
bBaan appliad will appaar in bath the Style box
on thea Formattng toolk:ar andin apply Styles

in the Styles and Forrmathing windos.

Continue this process until as many styles as
neadad are created.

Borders 2l Shadirg

Darders I Pane Deroer

hading |

Lalk: |'|" E Speraal: By

mobe [ frrer =] | =
Spscing

P [epr 31 Lige cpacing: &

N o B e B |
M Do aidd snace Bebween parsgr aphs of e samme syl
Previem

o |
]
L4
|!-l::rll:1hml :J
b= s
L-Headmg 16 Dold . I
Dalete |
F Headimg 1
k= Mo Lisk
Apply ba: b Mgl
Paragraph rE Tashile Mormmal
o= ]
Freview
| Arial o
Mormeal + Fomt: (Default) Adssl, 16 pi, Bold, Font
codiorr Blue;, Mo widosr‘'orphan control; Bord et Bowss
{Shademed Single solid bne, Blue, 1.5 pt Line
waidthl, Pabberee Clese (Pale Bloel, Don't od pest
rganizer... |
™
- 1)
e

Sopyrght SP00E by A SCnet
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Crocurmant Mapping and
autaomaticaly crealing a Table of
Contants will only work proparly
if the Cutline level is seleded
proparly whan defining your
paragraph sabip.
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Styles continued - 2007

E Faviaw the praview of the styla in the Quick Style
Lizt ar the Styles dialog box and right dick to modfy as
naadead. Mole that by hovering over the style in the
Quick Style List, you can sea the affedt the style would
hava on the test.

@' Apply the styles by salacting line or lines of text
and usethe Quick Styles list of the Stdes Window

Mote, when a ling is ssleced, the style that has baan
appliad will appear highlighted in both the Quick Style
List and in the Styles dialog box,

Continua this process until as many styles as neadead
are created.

ETTEEE———— 2w

carHral

Aok

ating

[REET ‘-\_\—\
Leke: F = 2oee: LY

ki F— = | =l

I prr s

[ =] Lipm spacnge B
e e = [ = =
I antt okt ettt petegrnpbc o He @k
Fravm
o | pt | e | e |

2=l

| Standai Coios

foply ol
[Famsrc =1

M s C) [ Aabinsc | SaBbGc AalIECE somoan
- [ (I L PR e EE A,

b TIE

Cracurmant Mapping and
automatically ogeating a Takde of
Conteants will only work carracty
if tha Cutling lavel is salectad
proparly whan defining your

. e kL T T
t 3 ra - - -

paragraph satup. = = | | P Headingi =

.“3 Memding & )

:'_l]"-ﬂ Tithe e

B e e il
Cop iyt SR00E by A0S0 ne

THSY ancd W TAM are copyrm Bed prochicls of A pphed Sy stems, o

September, 2008

49

ASCner



Document Setup in TAM, Word 2003 vs. 2007
ASCnet

Styles continued - 2003
B T . (- |

e B Eew [rest fgrmat [ssh Tghin Wedsw  Apsed el VDot st ot el [
o S e vt i e 83 (AT X BT e AR M B[] e - G oo ,
||.ﬁ|--urnu.-n.nu =12 =B & B EII!.,_-.— EE®iE DO -8
..|-- T EEIIEEEE D EEE SO ﬂ«vtmum -
Fasvenitia of peterted Rt
é) FTabks Comerts Ans 12 |
et A | | e Shp
| P osed - Covie PR By D 1 gy

: = Clear Fammamig =
T bLocws | Subjess Limie =3 Dl | Coverages Im' il
: e 3-Heading 2 Arial 13 87| Mate, the styles listed are

1-tharmra Arial 12 L] ~ | reflectad in the docurnent
o |_ 1 Tabl Conoris Arid |:i{ saction of this screenshot

n s
| e R \@/ 1-Tabée Header Ariad 1in |
q Heading 1 L]

T T Additiensf Coverages = Heading 3 Heading 2 1
. : & Headeng 3 L=
-
7 - Bleqrmal L
&
. N |~
w4 I L | Continued next page
Fnge i R 1 B ak 21 Ilm 7 Osld PEC TEE EXT 06 Enalth RS, KK -

'i* ErPRy __-}..

Wihen craating your age noy's formlatbars
and proposals, create your own styles

Whenworking in document satup and using Styles, it Locating the Styles araa will k. .
J k g Sty 3 A and make sura that every single line of

iz halpful to have the Styles salaction bax available differwith the varsion of Word on

anthe Farmatting Toolkar. Make sure it is availatle the Workstation. Instruct ons gach docurnent has one of your own
an your toalkar, or to s2e bath the Standard and hare are for Ofice XP and stylas applied toit. TAM's interface with
Formatting toolbars on byvo rows, access View, higher. Wyord E‘EE'T'E*_'D IF'EWE wour created styles
Toolbars, Customize, Options Tak, and select the alone whara it will affect Normal and

Body Text (especially) differently an

ophion to view on byo rows (choice of opt onwill vary i e

depending upan varsion of Word installed).

Copyright G008 by ASCne
TAAY and Wi TAM are copyrgited products of Applsd Sy stem s, nc
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Styles continued - 2007

e B - o BRI

T mame s LT g Frd A [T Abetn P l.ll.hl Cwragn

= aee : T = - - e
iyt it A e W S - e ARBEC: AnBbCc | AabioCc| AMBBCE Dypaccs i
o Ty B F I - X A W - _'E‘hl"ﬁlﬂg—ﬂ—- o LTS TP T (R (T TS UL TR s

PR T - med

Ty Londy

Mota, the styles usad
inthis documeant ara
reflected hare and in
the Quick Styles List

1-Heaaing & Arisl T
A-Mormal Agigll2 T

A-Tabke Header & T —

Fiormal

Py paeng

Hemding 1

Readimg 2
Tithe

Continued next page

¥ TIP

Wihen working in docurment sebup
and using Styles, it is halpful to
have the Sty es for your docurmeant
availatle in the Quck Styles List,
Forthat to oczur you must have
checked the Add o Quick Style List
B when craating your styles.

¥ TIp

Farmeambear that with Word 2007
you can salect your text and mearay
hover over a style on the Quick
Styles List to praview how that style
will rmake your text look if you
salact it.

T A an o Wi TAM are copyrgfed products of Appled Sy stems. nc.

Copyreght SRS by A S ne

*BRIGHT IDEAS

Wihen creating your agenoy's formletbars
and proposals, create your oen skyles
and make sure that every single line of
aach document has ane of your man
shyles applied toit. TANM's interface with
Word seems o leave your created shyles
alone wheara it will afect Mormal and
Body Text (espacially) differenty on
differant workstations.
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Document Mapping 2003

D n ing Feat (13

e Wees  Beiert Ggnesl  Took  Tghle  Whedes  Appked el

':I:'Dnca your styl es have been gealed based B sy cavege oA %S AT L BB - A BEOERD
upan the proper Oulline Levels, the docurment ] 1-vrmal Arial | [ Aril el 2 [ = - iz i= = et -
mapping Bature can ba wrmed on and off using 5 umﬂ | —— : ] 0 2 : J : 1 : L] =
the docurment mapping icon on the Standard = AT onal Covor s
Toolbar. Thewindow which opans onthe laft of
the docurmant will show the heading levels
I:-E-'Fl:lr thiz individual document we sat up only : q
two styes bazad on Heading 1 and Heading 2 B 1 -
pwhich is inset). Motice that the levels can be : plagcalie: | Sukjectn e oo | Bede | Core
expanded or collapsed using the + sign naxt to -
the autline. . 1 — -
& ITuh':e'u- | Coonbe ntma | = |'u- I: I-ﬂ
I:-jh:'TI:I move toa diferent area of the document, 'rlq-nr-a'-‘r.—.ccﬂ
maraly salact tha heading in the left window, and 1
mahiuﬁ;memtrggl“?wa to that heading =aladad - -:wm“r_,;m.“m“._ﬁm,m.a
.. 1 &
] h | TI
- &
ai 4 o | ot ; o
Fagn 1 Soc L 151 AL 1B Ls Il Col B EEL TR BNl O8E Bmpithges  BIE =
Whean the styles you set up are placed
consistanty in all proposal documeants
in a proposal satup, itwill allow the
uszarto move through a mulli-page
docurnent with eass to do their final
aditing once the proposal has been
margad on the client screen. Save
your usars the time every ime they
marge a docurmeant by spending time
tx learn and ulilize Stdes during
docurment satup. It will assist your
usars in improving their affidency.
Caopyright SR00E by 0S50
@ TAM and Wen TAM are copyrmined products of Applesd Sy stems, nc
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Document Mapping 2007

Locument Magging Fagturg,

(I}Dnca your styles have been oeated based
upaon the propar Oulline Levels, the documeant
mapping feature can be umed on and off uzing
the docurnent mapping checkboe on the View tak
of the rkbon. The window which opens on the
laft of the docurmant will show the heading lavals.

t:E'Fl:tr this individual documant we sat up only
two styles based on Heading 1 and Heading 2
fwhich iz insat). Motice that the levels can be
emepandad or ool lapsadusing the + sign naxt to
the outline.

@Tu move toa diferent area of the docurment,

maraly select the heading in the laft window, and
the document will move to that heading selected
in the right window.

oy T - Lok

;ﬁ T Wit P Lot

[0 L5 Lol ) =)

Frant NS Wis  Dutiees Do AR
By Lijed

Lipimd SO

L ]
D rwryrd Pl

- . .

b

When the shyles you sat up are placed
consistenty in all proposal docurmeants
in a proposal sstup, itwill allow the
uzarto move through a muli-page
documeant with eass to do their final
aditing once the proposzal has been
mergad on the client screen. Save
your usars the time evary time they
marge a docurnant by spanding time

gl W

[H]
AP

Farde

P W I e wCatinany poos] - BETOIE R Wt

B A3 W1
e P = E -
bl e P T E
imewm 1B Pile AN e
ol Fugl MR wwaiew  oE T

e

I Veew ke iy ke
T e s Rl
44 R n mredon Poisins

W

@4d

tex learn and ulilize Styles during
docurmant satup It will assist your
usars in improving their effic ency.

Cogryright SR00E by A S0t
Tasd and e TAM are copyrg ited products of A ppled Sy otems, nc.
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Moving Styles - 2003
Jo Move these Styles from ong docyment to angther,

Before Exiting Do cument with the Stdes oeated (or go back into a

eocment at emniains e Shies) T 1

ﬂ'&cmss Format Styles from the e no Bar. L Imhﬂc" I — = I e I
To Mormalk

relault Paranrapd Font =]
Mo Lisk

Mormal

Tabde Hormal

B’Frun‘- the Styles and Formatting Window, select Availakle

Foarmattng from the Show Box at the batbom, then Custom (sea
soraanshal an the first page of this task).

BSEWC': Styles from the Format settng window at the [ower laft

=
ﬂ'SEIBct Crrganizer Styles exailable in: Skyles aveil eble i
|FR=ERmE 0 (oo cune e =l [Mormaldot (ginbsl templare) |
BSEIEH:I: the styles created from the left hand window listing the —= | —— I
shyles in this document and ssled the Copy button to move them into = =
the right window which is Morrmal. Dot e sOripTinn

@Elusa.
E’Tu craate a naw docurmant (which will not have these styles in it),

repaat skeps 1to 4 above, then salact the Styles neadad from the
right han dwindow listing the styes in Mormal. Dot, and copy them
inta the laft ha nd window for this new document | then dose once
complate. The Styes will now be available for you to uza in this new
document

Thea Styles craataed reside inthe Morrmal. dot which is

i ; workstation specific. IF the document setup person uses the Craating Formlsttars
E;r:dn :"y;l.;r;fﬁagc:ulaﬁ:ianly same workstal on consistently, thosa styles will abwvays be )
createdina page of a proposal, there. Should there ke a diferent workstation used, merely Creating Proposal Templ ates
copy them all in anyway =o that call upan axisting docurnent that has the styles you wish to )
Ihey are available should you usa included, and copy tham to the Mormal. dot on the new Marging a Formlattar
decide to change your Farm in station to make them availakle b use for new documents )
tha future, or should you wish to orealedon this station. Merging a Froposal

ooy tham from here to the next
docurmant you craaks,

Copyright 20086 by A.5Cnet
TS anc Wi TAM are copyrmfied products of Apphsd Sy sftems, nc
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Moving Styles - 2007

-
dabei: RaBRDr seieirs "h. ::._
Joliove these Stvles from one documentto another, AL e e L - —
~e_ o Ry
Bafara Exiting Docurment with the Stdes created (or go B = "':!
back inte a document that contains the Styles): =

n'-"u'il:hin your document, fram the Home Command [
Tak, zelect the expand button in the Sty es Cormmand

Sal, than salact the Manage Styles lcon.

E From tha Manage Styles dialog box, salect the

ImportExport button.

E From tha Crganizer window, salact the styles

craated from the left hand window listing the stdes in
this docurmant and salect the Copy butben to move
therm inta the right windome which is Mormal Dot

ﬂl:-ll:lsa.

B To create a new document fwhich will not have

™~

—

L] ¥

ek 2o ]
Hezasling 1

4

]

F ]

: Title: u

= 1

these stylas in it], repeat steps 1 o 4 above, then select the Styles neadad from the right hand
window listing the styles in Mormal. Dot and mopy tham into the left hand win dow for this nesy
docurment. | then close onca complete. The Styles will now be availatle for you to use inthe new

docurment.

¥ r1E

Evan if you may not naceassarily
nead all the styes you have
creatadina page of a proposal,
o py tham all in anyway =0 that
they ara availakle should you
decide b change your farm in
the future, or should you wish to
o py them from here to the next
documant you craals.

The Styles created reside inthe Mormal dat which is
workstaton spacific. IF the docurment setup person uses the
same workstalion consistently, those styles will always be
thare, Should thare ba a diferent workstation used, mearaly
call up an existing document that has the styles you wish to
usa included, and copy them to the Mormal dot on the new
station to make them available to uze for new documeants
created on this stkation.

Copyright ER00E by A S0net
TASA anc ¥en TAM are copyrg fied products of A ppled Sy stems, nc

Creating Formletters
Craating Proposal Templ abes
Merging a Forml atter

Merging a Proposal

@a3)
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Styles in the Quick Styles Gallery - 2007

Sylas % v x
16 pt, Bold =
at, Bold, Cente
16 pt, Left:
1-Heading1 7
1-Heading 2 T
L

From the Home Tab select the Styles drop down arrow.

Select Options from the Styles window.

1-Heading 3

1-Mormal L
From the Style Pane Options box, select or confirm that All styles 1-Normal + 1
Select styles to show:

appears in the Select styles to show drop down box, then cancel [ \ - 1-Normal + Bold

that Wl ndOW. Select how list is sorked:
IAs Recommended E\

Select formatting to show as styles:

1-Normal + Centered

1-Normal + Right =l

With the Styles window open, highlight text in your document, ¥ paragraph level formatting

. . H v Font formatting V| Show Preview
and select the Styles that you wish to see in the Quick Styles T S T
WIndOW' Select how built-in style names are shown 4| |45 |4 Options. .,

I Show next heading when previous level is used
™ Hide built-in name when alkernate name exists

& Only in this document ¢ Mew documents based on this kemplate

Ok I Cancel

T e ..
7 __../ b ale.

Also, when adding a new Style, check the box in the lower left to Add to T B T
QU|Ck Style List. < v add to Quick Style lisk Automatically updat{

+ Only i this document ¢ Mew documents based o,

Farmak = |

The Styles you apply will move into  |[fy) J=d = wa@ - EHETSE
- - — Home Insert Page Layout References Mailings Review View Add-Ins Design Layout 1
the Quick Styles window. = I
B, Johona b | SE | S = =(30/| AaBbC AaBbC, AsBbeal|asphced| dasscer AaBbi | A b,
Pafte );F-g;matPamter B I U-absx, x Aa-||¥-A- = T1-Headi.. T1-Headi.. T1i-Headi.. | T1-Normal | Emphasis THeadingl - g:yﬂ‘:sgj :{
Clipboard E} Font ) Paragraph ] bl i jf’
e —— | ‘\_.\I"‘"ﬂ‘““*-« ey ey T —_—— N — —— .,‘/‘“\_w‘,-&_ ,,J“\x.. ey e JPMH"'"M"-_ Feore

September, 2008 56

ANL ner



Document Setup in TAM, Word 2003 vs. 2007

Cool Little Things you may not have noticed in 2007

The Format Painter is located on the Home Command Tab on
the Clipboard Command Set, and works the same as in earlier
Word versions.

To control the Preview size of your document onscreen, use the Zoom
Level controls at the lower right of the screen.

The preview size can also be controlled by using CTRL plus the scroll
wheel on the mouse (which is the same as in Word 2003).

Save As is accessed from the Microsoft Office Button and allows :-fl;-g;,\; DEd92-v

for saving documents in Office 97-2003 format.

New

7 QOpen

bl =
H Save As

2

55 Publish

J“‘ Close

j Format Painter

PR T

p EIEEE

Q@ )>

Save a copy of the document

ll:.‘ Word Document

Save the document in the default file
format.

i ‘Word Template

Save the document as a template that can
be used to format future documents.

IE j ‘Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003,
Find add-ins for other file formats
Learn about add-ins to save to other
formats such as PDF or XP5.
=—]| Other Formats

Open the Save As dialog box to select from
all possible file types.

|__] Word Options ||X Exit Word

Review

Document setup in TAM - changing from Word 03 to

Paragra
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Add items to the Quick Access Toolbar at the top of the
document by selecting the drop down arrow at the end of the

row and selecting the icons to include.

Autocorrect Options are located under the Microsoft Office
Button, and Word Options (at the lower right of the window),
then the Proofing choice, and AutoCorrection Options in the

window.

(0a) Q5 d -
e

¥

word Dptions

L Q |@ -

Customize Quick Access Toolbar

Home Insert FPage Layq
V| Mew
W v | Open
V' | Save
E-mail
CQuick Print

V' | Print Preview

Spelling & Grammar

v | Undo
V' | Redo
Draw Table

More Commands...
Show Below the Ribbon
Minimize the Ribbon

Popular
Display
Proafing
Save

Advanced
Customize
Add-Ins
Trust Center

Resources

ABC|
zﬁ Change how Word corrects and formats your text.

AutoCorrect options

Change how Word corrects and farmats text as you type:(_ AutoCorrect Options...
S —————

When correcting spelling in Microsoft Office programs

[V Ignore words in UPPERCASE

¥ Ignore words that contain numbers
¥ Ignore Internet and file addresses

[ Flag repeated words

™ Enforce accented uppercase in French
7 Suggest from main djctionary only

Custom Dictionaries...
French modes: | Traditional and new spellings ~

When correcting spelling and grammar in Word

[V Check spelling as you type

¥ Use contextual spelling

¥ Mark grammar errors as you type
[V Check grammar with spelling
™ show readability statistics

writing Style: |Grammar Only  v|  Settings...
Recheck Document

Exceptions for:

@] Document setup in TAM - changing from... ~ |

[T Hide spelling errors in this document only
™ Hide grammar errors in this document only

o
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wordOptions x|
Ad d o = f k- = h w d I d . h i Advanced options for working with Word.
vanced Options for working wit ord are located in the
same area but under the Advanced choice
' Save [ Typing replaces selected text
¥ When selzcting, automatically szlact entire word
‘Advanced
¥ Allow text to be dragged and dropped
H H H I, Customize ¥ Use CTRL = Click to follow hyperlink
Editing and Cut, Copy and Paste options for the workstation’s use | =" I Aoy vete o curms whan st Actshape
- . ¥ Use smart paragraph selection
of Word are controlled from this window. @ Ui ma o
Resources [T Usethe Insert key to contral overtype made
IT Use overtype mode
™ Prompt to update style
[ Use Hormal style for bulleted or numbered lists
¥ Keep track of formatting
™ Mark formatting inconsistencies
¥ Enable click and type
Defaut paragraph style: | Normal ~
Cut, copy, and paste
Pasting within the same document: Keep Source Formatting (Default) =
Pasting between documents: Keep Source Formatting (Default) =
Pasting between documents when style definitions conflict: W
Pasting from other programs: Keep Source Formatting (Default) =
Insert/paste pictures as: Inline with text =
¥ Keep bullets and numbers when pasting text with Keep Text Only option
[T Usethe Insert key for paste
" Show Paste Options buttons El

K Cancel |
7

10

] customize the Quick Access Toolbar and keyboard shortcuts.

The Quick Access Toolbar can also be customized from the —
same area by selecting Customize in the window, and selecting :

Choose commands from: i

Customize Quick Access Toolbar: ;

from left window and moving to the right. e | [Foa docaments st =

Save
Accept and Move to Next |5 Open

b Borders and Shading... i save

Add-Ins Draw Table ) Undo 3
Edit Footer & Redo

Trust Center Edit Header [ Frint review

Resources E-mail (@ Help
Font...

Insert Hyperlink
Insert Page and Section Breaks >

Add >>
Remove

Insert Picture from File
New

MNew Comment

Open

Page Setup

Paragraph

Paste Special...

Print Preview

Quick Print

Redo

Reject and Move to Next
Save

Show All

R S RS S T B ST

E

™ show Quick Access Toolbar below the Ribbon

Keyboard shortcuts: _ Customize..

[ |

Modify...

Reset
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Notes:
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