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1. Word Formatting and Editing Tools

At CDEV we have provided a great many Word tools over the last 10 years. These tools help to format
and edit documents and insert and create content.

This document describes some of the more popular tools which increasingly customers demand to
plug the gaps in Word's functionality and make it easier to use.

We deliver the tools in global addin template which shows up in Word as a toolbar from which users
can call the tools for any document, or if required from a specific set of documents.

A detailed User Guide is provided which describes the use of each tool.

Typically the toolbar may look as follows:

Eﬂerun dialog | ec Insert - | ec Tools = | e Styles - | ec Help - H

Annex

2 Autotext

| Table

|H_:ﬂ ChartfImage
Excel table data

EI, Portraitflandscape

€| Insert: User guide

Notice the | @) InsertiUserguide 1y 00 This button displays the User Guide at the section which
describes the Insert tools.

In the table below the Days column is an indicator of cost. Multiply the Days by £750 ($1500) + VAT
where applicable, our daily rate. 90 days support is included in the price.


mailto:chris@cdev.co.uk
http://www.cdev.co.uk

Tool Description Screenshot
Data entry Each template such as Letter, ECOTEC Report Template
front end Report etc has a front-end i
dialog data-_entry dialog which users  Lngrepart. (" Shost Fepnt
type into and then the data is
Date |June 2005
used to populate the .
document. Features include: -
Sub title |
data validation Docref. ||
Office selectable office. |London office =l
data. pOpu |ati0n Of {+ All graphics - for plain paper print, email or PDF
document and |tS ™ Mo graphics - for headed paper
metadata V¥ Executive Summary
dialog is rerunable to
enable users to change ECOTEC 4 B[ o | o
the data
Apply Menu drop-downs with Styles ~ |PublishDoc_ Help ~
individual required styles. Text Alt+T,5pace
styles
This makes it easy for the user Heading 1 Alt+H,1
to apply styles from a Heading 2 Alt+H,2
prescribed list.
Heading 3 Alt+H,3
HeadingTerms
Paste text Pasting text from other Audit Commission Paste text X
from other documents leads to corruption —
documents as the potentially alien styles \_‘{_J Do you wish to have the text pre-formatted before insertion into the document?
and formatting get brought into Pre-formatting the text will:
- Apply local styles to the text
the document. -Remove section and page breaks
- Set tables to inbuilt table styles
This tool intercepts the paste No Cancel
command and formats the
incoming text to remove all the
things that may corrupt the
target document's style and
layout.
Specifically it:
removes sections breaks
removes unrecognized
styles
applies local styles under
a style mapping rule
resets numbering
restyles tables to be the
same as the target
document
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Insert custom  Inserts table of reqwred ECOTEC Insert Table 3 1
formatted number of cells with numbered . —
table caption and footer all in the e e
company table text and border Coumns | 4 j‘ rows | 3 fl
style.
Caption |
Footer |
[+ Format first row as header (bold)
oK Cancel |
Insert/Paste Inserts Excel chart (or any ECOTEC Insert or Paste Chart or Image file X 15
EXCG' Chart graphlc) SUCh that: Chart legends
- objectis brought in as an Caption |
image rather than an Footer |
embedded Excel object - P
. elect source o ExnIDI
(embedded objects take = . .
Insert graphic file such as MyPic.bmp)
about 1MB eaCh and are {You will prompted for the required file)
Vefy StreSSfUI toa {+ Paste chart or image from the dipboard
document) {ou will prompted to copy the data to the dipboard)
resizgs object to fit to _ Cancel
margins (be they portrait
or landscape)
numbered caption and
footer source notes
added
Insert Excel Inserts table data from Excel ECOTEC Insert Excel data as table 3 15
data as such that: Table legends
formatted table borders are styled in Caption |
table the local table style Footer |
table data is formatted to v
required style
. . Mow copy the Excel data to the dipboard and then press Ok
fits margins (be they |
H For £
portl’alt or Iandscape) ‘-jlo;:ﬁra?:sprea_dsheet in Excel
header Caption and footer :iilicdtitﬂéiéiqu" ed area of table data
source nOteS added Mote that this tool works best when the data in Excel is not pre-
formatted and in particular when it does not have merged or
spanned rows and columns.
Insert _ inserts a P/L page and sets the Syngenta Summary Portrait / Landscape &| 1
Portrait/Land  headers and footers : s
scape page accordingly. Can have Landscape options

landscape or portrait headers
on the landscape page

{* Insert Landscape section

(" Convert rest of this section to Landscape

Header ffooter layout

* portrait " Landscape
1
|:| |:| 1

OK

Cancel :
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Insert Adds (or removes) a custom NewbirndVaterMark X
Watermark watermark to a document P P——
Type or select watermark text | Draft] ﬂ
Type or select font size | 80 -
Select font name | Verdana j
I Remove watermark Cancel ‘ oK |
Insert . Inser_ts a_ppendl_x In re_quweq Audit Commission Insert Appendix ['S_<|
Appendix location in required orientation. —
Appendix options
{* Insert at end of document;}
{" Insert gt current location
Appendix orientation
{% Portrait (" Landscape
oK | Cancel
Update TOC Updates Table of Contents and | Update Table of Contents ==
allows the specification of the TOC options
number of heading levels
included in the TOC Main document TOC
Mumber of heading levels in the TOC g
3
Appendix TOC
MNumber of heading levels in the TOC g
3
Indude the Appendix TOC in with the
main document TOC
[0]4 ‘ Cancel |
Signature The dialog is displayed UIB Insert signature 53
insel’ter ShOW|ng a” the UseI"S Click on the signature to insert

signature images. When the
user selects one a tag is
written into the document and
when printed the tag is
replaced by the correct image.
Signature images are not
stored in the document and
users can only print their own
images.

Tag:
Signature_Familiar_ChrisDevrell

@k —e——

(S5

Signature_Familiar Signature_Formal Signature_Initials

Remove signature

Cancel
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Label Printer

With a letter open in Word the
user presses the Label Printer
button and the recipient name
and address is read from the
letter and displayed in the next
available label position on the
dialog. The ser can print this
and the tool remembers the
next available position for next
use.

UIB Labels (Avery A4 - L7159)

To change the label pasition, dick the required label

1

11 wills Waly
Pantheon
London
SW13 4RT

into a label.

You can type your own label text and paste text

Insert frame

to hold charts

The frame can be set for the
required layout options.

Insert a chart frame

Mote: A page-break will occur at the current
cursor location so make sure this is the correct
location before continuing.

Insert a frame to contain:

" 3 charts in whole page

" 1 chartin whole page

OK Cancel

Insert margin
text

Inserts text in the margin in the
correct position. This text then
stays in that position in relation
to the source paragraph

Insert a Callout box

Click on the required callout style

X

Plain

Quotation

The quick brown fox

£f The quick brown fox

Bulleted

4 The quick brown fox

Cancel I

Symbols

Dialog to enable easy insertion  [EESE e X
of symbols, logos and so on ired symbol
+ {7 Notequal to Va © One Quarter
> {7 Greater than or equal to 14, i One Half
¥ " Gamma < (7 Less than or equal to 8/, " Three Quarters
& O Delta <+ 7 Divide by T © Cross
A O Lambda Vo Square root + ¢ Double Cross
B’ Mu = " Approx. equal to " CheckMark
wE P § " Section 3~ Crosg
A Theta — 7 Mot £ ™ pound
@ ™ Omega + © Plus or minus € © Euro
@ (" Infinity -~ " Elipses
o ¢ Degree 4 sum (™ Napp Logo - Building
g male TM ™ Trademark " Nepp Logo - Oval
2 " Female ¥  copyright " Mundipharma Logo
—3 " Registered
Cancel
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Insert Section

Ability to insert new sections
into the document (or slides
into a ppt presentation)

Insert Section = | Apply styles = | Insert Tal 1

Timetable

Table of Contents

Contact sheet
Confidentiality undertaking
Important notice

Authorisation letter

Key investment considerations
Executive summary

Summary Terms and Conditions

Insert Caption using required custom style .25
and numbering
Cross Inserts cross reference - .25
reference maybe just displays Word own
cross-reference dialogs
Apply Drop down buttons to apply 5
Colours Custom Colours to text. Select required font colour

—
E o bhcABC
I

I
I
I
I
I
|
Cancel Ok
Update fields  Updates all fields such as page .25
numbers, references and TOC
Help button Displays the template User .25
Guide or the help web page in
the web browser
About button  Displays version number, .25
contact details and some
diagnostic information
Fix paragraph  Styles are checked and 1->2
numbering/ refreshed. Numbering is re-
refresh styles  applied which results in most
numbering problems being
fixed.
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Restart Lists can be restarted or re- 1
paragraph linked
numbering
Check This tool performs a sanity ssaionul s = 2
Document check on the document to S I .
check things like: S B j
Cosita Gent ol
pe e
correct styles in use DeteComplred Botecompleted =~
all required key elements Check document optons —
Pre-select options
present * Typical .npﬁ.ght;hecks ¥ [¥ Update Tables of Contents/Figures | | 1 COmments removed.
Comments, annotations A s . :Sh”;“: )
¥ Check styles and language
and traCk Changes i ¥ [ Accept all track changes
removed & B RS
# |+ Remove hidden text
Spe”CheCked « [ Check Appendices & Exhibits
Document checked
" et
Insert In.se_rt f:alendar and mark dates  [F X 5
Calendar Wlthln It Select Month and Year
January 2000 -
Feb 2001
October 2002 Merch 2002
M TWTTF S s oy 2003
ay
June 2005 |
2006
1 2 3 4 August 2007
September 2008
7 8 g 10 1 October 2009
M b 2010
14 15 16 17 18 Decamber 21
21 22 23 24 25
28 29 30 31 et [[ o |
PDF This tool processes the 1->2
conversion document, adding and
removing graphics, removing
other formatting features, as
required, and then converts the
document to Adobe PDF
calling Adobe Acrobat with a
custom set of options.
HTML pre- This tool processes the 1->2
processing document, adding graphics,
removing other formatting
features, as required, and then
converts the document to
HTML format
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Select paper
trays at print

time

This print tool allows the user
to select a printer and then the
required trays in one dialog.

hlw PRINT V3.0

Select printer and trays

5

Select Printer: | Adobe PDF

HP LaserJet 6L

magicolor 2300W
magicolor 2300W {Copy 1)

Snaglté

First Page tray: [or g
Tray 1 (Multipurpose)
Auta

Microsoft Office Document Image Writer

Auta

Set page range and copies

" Current page

" Pages in the rangs: to

Advanced...

Other Pages tray: | Default tra:
Tray 1 (Multipurpose]

= Al Copies |1

s [ |

15

Template
Installer

A self installing exe that the
user runs to install Templates
and support files in correct
locations. This exe can be
emailed to the users.

Also a custom installer can be
provided based on the industry
standard InstallShield

[ 1Setup, version 1.7 [CDev Computing]

www cdev.co.uk

Welcome to the Installation Program

This setup program installs Word Contertt Library on your system. To extt
the installation click 'Cance! at any time

Click "Next >>"to continue to the next page of the installation

CDEV Computing, Sublatum Lid. © 2003-2005 All Rights Reserved

Cancel Neat >>

Metadata
editor

Allows easy access into the
active document properties.
Properties can be copied from
another open document and
updated and deleted

CDEV. Copy/Edit document properties

Document properties
Document: Mame
Title
CDEV_Word Tools.doc Subject
Author
Manager
Company
Category
Keywords
Comments

ES

Type  Vaiue
String __Props

Q
Strng  Chris Devrell

g
String  CDEV Computing

Q
Date  01/01/1999 01:00:00
No

Number 12345658
sting  thisis dosm eklug wiefgu isdu foiuszgd uyagsd sagyd iugsa foist
s

vame [Tige

o [ Props

| Type & sting

Undate/Add

Delete sl properties Length 5

Insert {DOCPROPERTY name}

* Copy selected ~

j " YesiNo
" Nomber

" pate
P Exit

ARAR Copy ALL AAAA

Document properties
Documen MName

Value

Props.doc
CDEV_Word Tools.doc
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1.1 Tools that insert standard content

Screenshot

o] Descripti

Insert Autotext is a very good way of 1

Autotext storing pieces of formatted
content inside a template. The
required piece can be selected
and inserted in the document

Autotext name Autotext content

ECOTEC Research & Consulting Limited is committed to
ensuring equality of oppartunity in the recruitment and
employment of staff.

150 Confirmation
Legal Bank Details
[The Company will sbide by the Race Relations Act and
amendments, the Sex Discrimination Act and amendments, the
Disabilty Discrimination Act parts 11V, the Employment Equality
(Religion or Belief) Regulations 2003 and theEmployment
Equality (Sexual Crientation) Regulations 2003,

|This palicy aims ta ensure:

that na job applicant ar employee receives less favourable
treatment than another on the grounds of gender, religian,
race, disability or sexual orientation;

that no applicant or employee is placed at  disadvantage by
requirements or canditions which have a dispropar tonately
dverse effect an his or her racial graup, sex, religion ar

Select the required sutotext name (the list will search-as-you-type) then press Enter ]
key or Insert button or Double~click to insert the autotext into your document.

Cancel

AutoDoc Assembles documents from AutoDoc_*** EVALUATION VERSION *+* E3
Select the Category Master paras  short desc Selected paras
Standard paragraphs' Try this one-5ample AL Company Header = a1
Jame B Evans A2 Redpientinfo =iy A
Joiner LettersgN A3 Agreement title > sorted Ad
h h h Leavers Letters A4 Licence intro ——— | B1
GENCO Persornel B1 Grant of licence B2
Paragrap S eac ave an ID Hammett B2 Grant - Systems Software send || B4
Jim Kerrgian B3 Grant - Storage Network —_— Co
and a new document can be Weouts S G o || o
c1 Rights and Limitations w ci1
assembled from these Select the Type G2 RAL-AwdemcEdBont | gouny || RZ
— T o c3 R &L -Not For Resale So —_—| 51
1 1 Short form single licence agreement c4 R &L -Ri Er 52
paragraphs. Pre-scribed lists of St o g Iemnce reomenttorameddvidia ||| o3 Ay eooetaner | dde
Licence agreement for export ce R &L -Rental .
parag raphs can be used to [icence scresment for Mitiles & Ril-Tradeaks (on dousie
K d Ful fom cence agrsenent 8 R &L -Appication Sharin | ovm e e
Full form licence agresment - Foreign c9 R &L - Support Services 1
create 'known' documents. Examples of costs c1wo R &L - Software Transfer
cil R &L - Termination
D1 Upgrades
E1 Copyright
F1 DUAL-MEDIA SOFTWARE ¥
3 5 Clear | Save
Actions Paragraph text
$69 per user |icence_ Edit Master garagraph:| Ingert paras into active doc |
Edit Index | Create New Document |
Help text
Help ‘ Register ‘ Preferences Cancel |

See autodoc product
description
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Content Allows easy insertion of Content Library Version 1.10 Dale Wyckoff Supe[‘>__<|

L | b rary formatted teXt Content held n Database Category / Sub MName {double-dick to insert)
databases. e =J-i_{ Company tables
New = {_\] Sections
. PUB o ﬁ Exec Summmary
£59 per user licence W] Tasole
Sample 1 + a._‘ -
Sample 2 W] contact details - blue
] W] Contact details - red
= {_\] Poems
=|--{Z Historical
ﬁ Sea Fever
ﬁ Tiger Tiger
-2 Modern
ﬁ I'Wanna Be Yours
ﬁ Parents
W] slough
=-{Z Mystical

W] Jabberwock

W] Jumblies

W] The Owl and the Pussy-Cat
—J-i_ | Refiective

W] anthem for Doomed Youth

W] 1 am not there

W] Ode to the Fallen

W

ﬁ The Charge of the Light Brigade

W] The Soldier

top all the clocks, cut off —
the telephone,

Prevent the dog from barking with a
juicy bone,

Silence the pianos and with muffled
drum

Bring out the coffin. let the mourners ¥

" Collapsed % Expanded

About | Help | _y Save item | lnsertiheml

[ cancel

Insert content A Iibrary of documents is Redstone Boilerplate text inserter  (Directory: C:\)
held in other  established in a suitable Lol & Saared
. * Pre-prepared " Your own text from file...

documents directory structure such as
Select Category, Type and document, then add to the list
Select folder Select sub-folder Select sub-folder Select sub-folder

.
Content\case StUdIeS J\H|Dad Personal Settings :gEEES'?"S

StarOffice AUTOEDIT
STUFF Cards

Documents and Settings VB
Content\CVs Hurri vasaript
Intel Web CONTACTS
Outiook WORD EXCEL
Outiook1503 WORDS7 HMFA
P Fil Wi e
Conte nt\Specs\L 1 'r;wggam = WWW_NEW J0BS
WINDOWS || _syncapp ~|| LaBOUR ~|
Conte nt\Specs\LZ Select doc (double-dick to preview)
BLT_0027.00C
BLT_0028.00C
Content\Specs\L3 BLT_0029.00C

BLT _0030.D0C

Content\Specs\L4 Return to document

Document details: BLT_0030.D0C (1,132 characters)

Name [BLT_0030.00C Author [Pine Jones-Smith Date[01/11/19%

Title |B\I\ Fine Computability <Business Letters: Subject |

This tool then interacts with i
this library of documents i
making it easy to insert the bl

contents of these documents
into the active document.

From: Chris Devrell
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DocufFill DocuFill displays a dialog of all R eilel: LA et CDEV Computing
the variable text in a document

ready for the user to type in Page 1of 2
replacement text for the Infil data Prompts:
variables. DocufFill then infills D

this text into the document. || crrrrrr

To markup adocument for || cereee e

DocufFill all the administrator Country <USAZ . .00 veveeeennnns, LSA
has to do to mark avariableis || - oo
put the variable in square EOTTITEIE .
brackets e.g. [Start Date]. || .o
. . ) -
Then 'Start date' will appear as author job title <Vice President> . . . . . . Vice President
a prompt in the DocuFill dialog. | ... .. .. i,
: | Cancel | Mext Page =>
$39 per licence.
DO C u Fl I I DB . CDEV Computing Ltd - DocuFill Database Docs Online E|
as Docufill above but data
|+ Program Files Wicrosoft Visual StudioVB38\NWIND. MDB | Browse... | Delete Db fromlist [ cpenob
comes from a database' 2) Select table 4) Search the field: [Companyhame] for text: ‘ |
Categories Py ‘t
$69 per licence Smbie  Sondl |7t
) Orders -
3) Select field tosearchon 5) Select required record (91) Fields Value
CustomerID Alfreds Futterkiste | |0 Customerld ARCUT
Ana Trujilo Emparedade™ | M CompanyName Around the Horn
Eggtéég\lﬁirge Antonio Moreno Tagueri: D Contactame Thomas Hardy
Address Berglunds snabbkap [J contactTitie Sales Representative
City B:au;r‘s‘aeDelikg‘tessen [ Address 120 Hanover 5q.
i Bl = t
R e sdido Comdas preparac | SV e
Country Bon app’ [0 Region
Phone Bottom-Dollar Markets [] PostslCode WAL 1DP
B's Bt
e Cactis Comassparalen | COUnEY e
Centro comercial Moctez [ Phone (171) 555-7788
Chop-suey Chinese O Fax {171y 5588750 H
Comérdio Mineiro
Consolidated Holdings
Insert placeholder in doc: Die Wandernde Kuh
[Customers_Companyiame] | | Drachenblut Deikatesse ~ | | 4] | |
About | Populate [Customers_<fieldname:] in doc ‘ Insert checked fields in doc | Insert whole record in doc ‘ Cancel ‘

The above is a sample of the tools available. Let us know any other tools that you require.

6 February 2008 Page 11 of 11 Word Formatting and Editing Tools



