Sample of a training manual for a software product

In October 2000, my department in New York Life was going to relinquish control of a product
reference manual online help project and we needed to teach someone from our Home Office
how to update it so they could take it over. A co-worker and I were tasked with the job. My co-
worker did the first day of training (the introduction to the software) and I did the second day
(training on updating the actual help file). It was a hands-on training course with the students
going through the procedures on a copy of the help project on provided computers.

I created a user's guide (using Doc-To-Help 2000) containing conceptual information and
procedures to be performed in the class. I also provided handouts to correspond with certain
parts of the guide.
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Chapter 1: RoboHELP HTML
Edition tutorial

Launching the
RoboOHELP HTML
program

Overview

Before you begin the procedures in this guide, it is recommended that you go
through the Basic and Advanced lessons in the RoOboHELP HTML
tutorial.

The tutorial gives you a background with which to work when learning the
procedures in this guide to update the Agent's Manual.

Procedures

The best way to work with the Quick Tour is to print it and complete the
lessons in order. You can print the Basic and Advanced lessons separately
or at the same time.

Follow the steps below to launch the RObOHELP HTML Edition program.
1. Click the Start button on the Taskbar.

i) Start |

Chapter 1: RoboHELP HTML Edition tutorial « 1
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2. Select Programs.

2 ¢ Chapter 1: RoboHELP HTML Edition tutorial
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3. Select RObOHELP Office from the next menu.
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4. Select RObOHELP HTML from the next menu.

oboHELF HTRL

Chapter 1: RoboHELP HTML Edition tutorial « 3



Updating Product Manuals in RoboHELP HTML

NOTE: You may also click the RoboHELP HTML icon on your
desktop to start the program.

FRoboHELF
HTHL

Opening the Follow the steps to open the RoboHELP HTML tutorial.

RoboHELP HTML 1.

tutorial

Once you have opened RoboHELP HTML (see "Launching the
RoboHELP HTML program" on page 1), you will see the following
screen.

RoboHELP HTML E

u_] " Cieshe anew Help Pioject
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C:h HelpDeptHTHMLHep' S aracel nde 20002 S apvlind MPJ _J;l
¥

1] |
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NOTE: The list of files you will encounter will vary according to

your system.

Click the [Cancel] button to proceed to this screen.
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Printing the Basic
lessons OR the
Advanced lessons

3. Select Tutorial from the Help menu.
Help
(2] Contents & Index

On Toolz F1
@ [ &elected Mo

Blue Sky Software Web Site

Beqizter Product...

Sbout RoboHELR HTML. .

4. Select Getting Started from the list under the Contents tab in
the left pane.

Cortents |Igdex I Search I Favorites I

Getting Started
/] Basic lessons
] advanced lessans
e What's Mewxt

5. Read the information displayed in the right window pane.

To print either the Basic lessons or the Advanced lessons, follow the
steps below. If you want to print both sets of lessons, see "Printing both the
Basic and the Advanced lessons at one time" on page 6.

1. Select the Basic lessons or the Advanced lessons item on
the Contents tab.

2. Click the [Print] button on your browser's toolbar.

=5

Print

The Print Topics dialog displays and includes one or more options
for printing.

Print Topics |

“'ou can print the zelected topic or all the topics in the
zelected heading. 'What would you like to do’?

£ Prirt the selected topic

" Print the selected heading and all subtopics

k. I Cancel

3. Ifthe option is available, you can select Print the selected
topic which will only print the topic showing in the right hand pane.

Chapter 1: RoboHELP HTML Edition tutorial « 5
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Print the selected heading and all subtopics will print
all the information displayed on the right-hand side, plus all of the other
topics listed in the left hand pane. (If you have Basic or Advanced
lessons open, everything in the topic prints.)

4. Alternatively, if the only option available is Print the current
page, then do the following:

¢ Open the Basic lessons book and print the first topic in this
book. All the Basic lessons are in one topic so all the Basic
lessons will print at one time. Then, open the Advanced
lessons book and print the first topic. All Advanced
lessons will print.

Printing both the You can print both the Basic lessons and the Advanced lessons at
Basic and the the same time. Follow the steps below. If you only want to print the Basic or
Advanced lessons at  the Advanced lessons, see "Printing the Basic lessons OR the Advanced

one time lessons" on page 5.
1. Open the Basic lessons.

2. Right-click inside the Basic lessons topic pane.
A popup menu displays.

Back
Eonwmard

Select All

Wiew Source

Brrirt...
Befresh

Froperties

6 ¢ Chapter 1: RoboHELP HTML Edition tutorial
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3. Select Print.
The Print dialog box displays.

4. Select the Print all linked documents check box at the bottom
of the dialog box.

NOTE: The Basic lessons topic has a link to the
Advanced lessons topic, so both lessons will print.

5. Click [OK].

Chapter 1: RoboHELP HTML Edition tutorial « 7
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Chapter 2: Changing the
Agent's Manual

Overview

This chapter provides procedures for making changes to current Agent's Manual
topics and adding new products to the project.

Procedures
Backing up your Before making changes to your project, you should make a backup copy of the
HTML Help project HTML Help project folder. This is so you can make changes and have a backup

copy to go back to if something goes wrong. Follow the steps below to create a

folder backup copy of your project.
NOTE: Before following the steps below, make sure you have closed
RoboHELP HTML Edition. Select Exit from the File
menu.

1. Open Windows Explorer and find the folder that contains your
HTML Help project.

2. Right-click on your HTML Help project folder, in this example the
folder is called AgentManual20002.

Chapter 2: Changing the Agent's Manual 9
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A popup menu displays.
-{_] Adobeapp ]
o & = U
2 Amo Explore
{23 Blender Open _ _ @
#-23 Compag Browze with Faint Shop Pro
{23 Diagdisk Browse 'Wwith Paint Shop Pra ¥
{27 Docs Find...

{17 eHelpSturf 8 Addta Zip
-2 ForHowie 9§ Add ta Agenttanual20002 zip

-1 Ftiz Scan with Marton Antiis

=27 FrormPublicU: B Zip and E44 &l Agenthd anual 20002 zip

-{I2 FTIS PDF
{0 FTISPatches  2end 1o

- FTISStatusRy

-2 Help Project -

L Furries m
=27 Graphics Paste

{22 Help101 Create Shaortcut
-2 HelpStorage Delete

{23 Hpfants Rename

{2 HTMLHelp

-2 JavascrptGo Properties

|27 Localizationlnfo

=

23 object(z) |'IF".'IMB [Dizk, free zpace; FO1H

Select Copy from the popup menu.

Right-click on the directory in which the HTML Help project folder

resides.

A popup menu displays again.

Open
Browse with Faint Shop Pro
Find...

Add to Zip

gfl Add to HTMLHelp.zip

Scan with Morton Antins

Send Tao 3

-2 Inforce | | |

B Install: Create Shortcut
-2 Install Delete
M- Interac Fename

9.0 Int :
E]g I:t:::i Properties

Select Paste from the popup menu.

10 « Chapter 2: Changing the Agent's Manual
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A copy of the folder is pasted into the same directory as the HTML
Help project folder. "Copy of" is inserted before the name of the
HTML Help project folder.

=1 HTMLHelp
-] Agenttdanual20002
- AgenttanualCurent

----- 23 AgentstdanualGloszan

F-C0 AnnuityProducts

a Copy of
{1 ForStevel
#-C0 Servicelnder20002
{1 ShileShests
Right-click on the "Copy of..." folder.
A popup menu displays.
=-1 HTMLHelp B
#-0 AgentManual20002 i)
{:l Agenthd anualCurrent
{:l AgentzbdanualGlozzany Inds:
{:l AnnuiteProducts a
a E
{:l ForStes Explore
-1 Service  DRER
L Stlesk  Browse with Paint Shop Pro
=+ HTMLHelp  Eind..
-0 Agents| 8 Addto Zip
{:l Gelgd Addto Copy of Agenttanual2000Z. zip
‘ H-L1 Up Scan with Maorton &nthinz
-] fishelp: I
-2 InforceFiles =end To 4
- Installation g i
-2 InstallD oo Copy ]
H-20 Interactivet — ]
H-20 IntranetFile: Create 5hartcut ]
7 IntranetSite Delete
3 dertoc T |
-1 Johdids &
-0 Misc Froperties
({1 PDFSample 1|

Select Rename from the popup menu.
The name of the folder becomes highlighted.
-

Delete "Copy of" from the beginning of the folder name and add
"Backup" to the end.

Your renamed folder should look something like the following:

B8

Chapter 2: Changing the Agent's Manual « 11
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Opening the Agent's

Manual project

Follow the steps below to open the Agent's Manual RoboHELP HTML project.

1.

2.

If RoboHELP HTML Edition is not open, see "Launching the
RoboHELP HTML program" on page 1.

When the program is open, the ROBOHELP HTML dialog box
displays.

RoboHELP HTHL

More Files...

iC:\Agenthd anualCurrent'digenttd an bP

C:5_HelpDepthHTMLHelp Agentzh anl nstructionshdgentt anualCurrentsag

C:5_HelpDepthHTMLH elp Agentzkd anl nstructions' T est. htm

C:5_HelpDepthHTMLHelp\Agentzhd anl nstructionshh aleStandardS maker. b

C:5_HelpDepthHTMLHelpAgentzk anl nstructionssS ample T able. htm _ILI
3

L« |
ITI Cancel | () Help |

If your project displays in the list of recently opened projects, select it.
For this example, select AgentMan.MPJ (this is your copy of the
Agent’s Manual).

If not, skip to step 4.

NOTE: It is a good idea to make a back up copy of the original of
this file prior to conducting and formatting changes,
additions, or corrections. See "Backing up your HTML
Help project folder" on page 9.

Click [OK].
Your project opens displaying a list of all the files in your project.

If your project is not displayed in the list of projects, select More
Files.

12 « Chapter 2: Changing the Agent's Manual



Updating Product Manuals in RoboHELP HTML

The Open dialog box dislays.

Lookin: | ‘2 AgentManual20002 =l §|

hitmn
WwiebHelp

File name: I.&genth’l ar kPl Open I
Files of type:  [RoboHELP HTML Project [*.mpj) =l Cancel |

5. Navigate to your project directory. For this example, we are using the
AgentManual20002 directory.
6. Select the AgentMan.MPJ file and click [Open]. You can also
double-click on the filename to open the project.
7. Click [Open].
Your project opens displaying a list of all the topics (files) in your
project.
Adding a new Each product in the Agent's Manual is contained in a folder within the project.
product folder When you add a new product, you need to add a new folder to contain the files
you create for that new product. Follow the steps below.
1. Open your project in RoboHELP HTML, if it is currently not open.
See "Launching the RoboHELP HTML program" on page 1, if
RoboHELP HTML is not open and "Opening the Agent's Manual
project” on page 12 if RoboHELP HTML is open but your project is
not.
2. When the project is open, click the plus sign () next to the HTML
Files (Topics) folder in the left pane, or double-click the folder to
open the folder.
3. Click the plus sign (&) next to the htm folder, or double-click the

folder to open it.

Chapter 2: Changing the Agent's Manual « 13
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This displays the folders that correspond with the products (Agent's
Manual) or sections (Service and Underwriting) within the help file.

=3 hitm
-0 Gt

&[] AccPro
-0 4p
-] Cal
&[] Eal
-0 Ewl
-2 Ewlgi
-] Glossany
-1 Ipt
-0 Mpwl
-2 Riders
&[] Spectra
&0 Specyul
-1 Sl
-0 Sl

4. Right-click on the htm folder.

A popup menu displays.

@ Hew Topic...

Irport...

| MNewFoder |
o Edit :
o e

Herame
> Delete

st Slcs Tiopie Links
Show lepic Helerences

Snart [Raey e,

Eraperties
Statis h

(z) Help
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5. Select New Folder from the popup menu.
A new folder is added and the text is highlighted.

(=45 htm -

- 20t

-0 Gt

#-(0] AccPro

B Ap

#-0] Cal

#-] E4l

-2 Ewil

-] Ewlgi

(17 Glossary

-] It
|:| ol el

6. Key in the name of the product, preferably using the acronym for the
product to keep the name short. For this example, key in Tiyl for
This is your Life.

=25 HTML Files [Topics)

=423 hitm
- Bt
#-(] AccPo
B0 Ap
&2 Cal
&-(Z3 Eal
-2 Ewl
-2 Ewlai
-2 Glossany
- It
- Mpwl
Q]

#-{_] Riders

7. Press the <Enter> key to accept the new folder name.

Adding new topics Once you have created a new product folder within the project, follow the steps
within a product below to add new topics within that folder.

folder 1. Right-click on the new folder you just created. For this example, that is
the Tiyl folder.

Chapter 2: Changing the Agent's Manual « 15
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The popup menu displays.

Iﬁ Mew Topic... k

nart | e EE eEE..

L EropeTties

ahatis:

2. Select New Topic from the popup menu.
The Create Topic Wizard dialog box displays.

16 « Chapter 2: Changing the Agent's Manual
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3. Key in Availability (TIYL) as the name of the topic in the TOpic

Title edit box.
[ Alink | 13 1ok Tpes | i Adearced
el I T e - ™
Tiopsn Tie: |4 mlability [TFrL

File Mams; |a-a L= I

[ ok | Caenl | @hee |

4. Click [OK].

The topic displays in the right-hand pane and the appropriate styles are
applied to the topic. Your screen will resemble the following:

Availability (TIYL)

Type topic text here,

5. Create another topic the same way. Give it a Topic Title of
Premium Rate Table (TIYL) anda File Name of
premiumratetabletiyl.htm.

Changing topic If you need to change a topic title, the file name or any other property of a topic,

properties follow the steps below.
1. Inthe HTML Files (Topics) section on the Project tab, double-
click the title of the topic for which you want to change the properties.
For this procedure, we are selecting the Availability (TIYL)

topic.
B2 Tems0
23 Ti
RN E il ability [T1'7L)
- [7] Premium Frate Table (TIYL]
D Tl

2. Right-click anywhere in the topic.

Chapter 2: Changing the Agent's Manual « 17
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A popup menu displays.

i (o0
[epy
E. Pazte

Edit Shyles...

Topic Properties...

|nzert/Edit Image. ..
% |nzert/Edit Huperlink...
ﬁ Show Topic Links
& Preview Topic

Clear Hoperlink,

(z) Help

3. Select Topic Properties from the popup menu.

The Topic Properties dialog box displays.

Tapic Propedieg E
e | (@ nomsienTaer | 4 Advenced
B Geresal | o s | 7] Appewance | £l Indes

Tepic Tite: | I

Eie M s |.|-.' bkl pgd B

Ok Cancel
I | |

| @ s |

4. Make any desired changes to the topic properties, such as changing the

Topic Title, and click [OK] when you are finished.

NOTE: When you change the Topic Title, the File Name
DOES NOT automatically change. If you want the
Topic Title and the File Name to be the same,
change the File Name manually to match the Topic
Title. Be sure to leave the .htm extension on the end

of the File Name.

In addition, when you change the Topic Title in the
Topic Properties dialog box, the title of the topic in
the topic on the right side of the RoboHTML window
does not automatically change. You must manually

change the title.

18 « Chapter 2: Changing the Agent's Manual
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Changing the topic
list view on the
Project tab

You can view the topic list on the Project tab in the left pane by filename
or by topic title. Follow the steps below to change the view of the topic list.

NOTE: Changing the view to By Topic Title will make it easier later
when creating Related Topics buttons. See "Adding a
Related Topics button" on page 49 for more information.

1. Click the Project tab at the bottom of the left pane.

|:| Project | (groc |€%Inde:-: |I3I|:|ssar_l,l | & Tools |

2. Select either By Topic Title or By File Name from the View
menu. The current selection has a check next to the option.

Toolbarz ¥
BoboHELP HTML Gallery Crrl+L
v Left Hand View
|7 Output iew
Fane »

MI

By File Mame

Expand &l
Collapze Al

|7 Ernpty Faolders

& availabilibytivl bt Chrl+waf

Chapter 2: Changing the Agent's Manual « 19
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Chapter 3: Converting rate
tables to HTML format

Inserting the table
placement code

Overview

This chapter provides procedures for converting rates tables to HTML format.
You can create the rate tables in Word or Excel and then convert them to the
necessary format to import to ROBOHELP HTML or you can create the tables
directly in RODOHELP. Before you begin the conversion process of the table,
you must set up the RODOHELP file with a code to accept the table. The
procedures cover converting rates tables created in Word and Excel.

Procedures

Before saving the table in Excel as and HTML table, you must insert a table
marker in the file in ROBOHELP HTML which you are going to insert the
table.

1. Open your project in RoboHELP HTML, if it is currently not open.

See "Launching the RoboHELP HTML program" on page 1, if
RoboHELP HTML is not open and "Opening the Agent's Manual
project” on page 12 if RoboHELP HTML is open but your project is
not.

2. Click the plus sign (&) next to the HTML Files (Topics) folder or
double-click the folder to open the folder.

3. Click the plus sign () next to the htm folder or double-click the
folder to open it. This displays the folders that correspond with the
Products (Agent's Manual) or sections (Service and Underwriting)
within the help file.

4. Click the plus sign (#) on the product folder containing the topic to
which you want to add a table or for which you want to change a table.
For this example, select the Tiyl folder.

-2 Temnd0

49 Tidl

o [7] Awailability (TIYL)

@ Premiurn Rate Table [TIYL]

Chapter 3: Converting rate tables to HTML format 21
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5. Double-click on the topic title to display it in the right-hand screen.
For this example double-click on the Premuim Rate Table
(TIYL) topic.

The topic displays in the right-hand pane and is available for editing.

Premium Rate Table (TIYL)

Type topic text here,

6. [If there is a table that needs to be replaced already in this file, highlight
the table and delete it.

NOTE: When higlighting a table to be replaced, be sure you
include both the opening table tag (<KTABLE...>) and the
closing table tag (</TABLE>). See the picture below for

an example.

<HTHL:

<HEAD >

¢ l— $MVD$: app( "REoboHELF HTHL Edition by
Dewv. Inc. ", "769") ——:

¢l— SHVDS: template("","0","0") ——>

$l— SMVDS : color{"18", "222b8a", "Blus Vio

¢ l— sHVDs: font=set( "Verdana", "Verdana")

<TITLE:Product Specification=s (SOL)Y«<-TIT
¢META HAME="generator" COHTENT="FEoboHELF
Edition"»
¢SCRIPT LAHNGUAGE="jawva=zcript" TITLE="BSS
£ SCRIFPT»«LINK
REL="StyleShest" HREEF="  ‘“=tylez. c==":{s
<BODY QNLOAD="BESSCOnLoad( )" OHCLICK="BES
¢HL:
Froduct Specifications (SUL)<-H1:

ABLE WIDTH="100%" CELLPADDING="2" CEL

TD WIDTH= VALTGH=TOE »

FALIGH=TOE »

< #BODY >
<<HTHL »

7. Click the TrueCode tab on the bottom of the right-hand pane.

m‘ =] TrueCode | sLink View | Topics |
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8. For this example, we want the “table” code to replace the text
“Type topic text here" so select those words in the topic.

NOTE: In general, highlight the text you want to replace and
delete it, or place the cursor at the location at which you
want to insert the table.

9. Key in the following with no spaces. It will display in green in the
TrueCode.

<l--##Table##-->

See the picture below for an example. Your code may look slightly
different depending on the contents of the file. However, the table
marker code should go below the topic heading, which is between the
<H1> and the </H1> tags.

NOTE: <H1> and </H1> are codes indicating formatting for
Heading 1. “"Tags" indicate formatting placement.

<HTHL >
<HEAD »
¢ l— SHMVD%:app( "RFoboHELF HTHL Editimo
Dev. Inc."."769") ——>
¢ l— SHVDS: template("" . "0"."0") ——>
¢l— SHVD%  colori"18", "=22b3a", "Blus
{l— SHVDS : font=et( "Verdana" . "Verdan
{TITLE:Premium Rate Table (TIY¥YL)<~TI]
<HMETA NAME="generator" CONTENT="Robol
Edition":»
¢SCRIPT LAHGUAGE="java=zcript" TITLE=
< SCRIPT»<LINE
FEL="5twleShest" HREF=". ~=tvles . c==
<META HAME="MS-HAID" CONTEHT="Tivl":»<
<BODY OHNLOAD="BSSCOnLoad():" COHCLICE
<H1:»
Premium Rate Table (TIYL)<-H1l:
L)
¢l —fpTableff——:=
<<BODY »
<~HTHL »

10. If the code </BODY> jumps to the same line as the Table code,
press <Enter> and it will return to its correct position.

11. Click the WYSIWYG tab.
.gw“r’SIW‘r’G | =] TrueCode | saiLink View | Topics |

The code you inserted into the file displays as <1>.

Premium Rate Table (TIYL)

==
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Converting a Word
table to Excel

12. Select Save All from the File menu or click the [Save All]

button to save your changes.

To convert a Word table into HTML, you will copy the table into Excel first.
Follow the steps below.

8.

A o

Open the rate table file in Word.

Select the table.

Select Copy from the Edit menu.

Open Excel.

Make sure the cell in Row 1, Column A is selected.

> Microsoft Excel - Bookl
”ﬁ File Edit Miew Insert Format To

NEEESRY & B
B

Arial - 10 =

e | L0 | | -

[

Select Paste from the Edit menu.

Format the table cells the way you want them, centering headings
across the whole table and bolding them, centering the rates within
their cells, etc. The following picture is an example of a rate table
formatted in Excel.

S, Miciasnil kscdl - SampheH okl abds, s

“)Ee Edt few [reert Fomst Took Dsta Window Help

DeH SRy LRl - LW M

.'.lt'-:l-:ra e F HIE@EEEH_';‘
a1 ;I ®| Class & Special Clazs Minnum Mosthl

& i B C i} E F

al | Class A& Special Class Minimum Monthly Premioms

) Per 1000

3 (Add 40,50 policy constant per month)

4 | AGE MALE & UNISEX FEMALE AGE MALE & UMISEX FEMALE

| [ 0.73 0.51 il &z 0,50

B | 1 021 0,17 a2 0.48 0,54

T 2 0.18 0,17 43 0.7 0,59

B 3 0.18 0,17 4 ECTl 0,63

9 a4 0.18 0.14 a5 (.56 .68

1[I 5 0.18 0,14 | i 0,23 0,72

To convert the Excel HTML format, follow the steps in see
"Converting an Excel table to HTML format" on page 25.
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Converting an Excel
table to HTML
format

Now that you have inserted a table marker into your file, you must save the
Excel table in HTML format. This procedure in Excel also inserts the
HTML code for the table into the HTML file where the table marker was

inserted.

For this procedure, a table that has already been inserted into the Term to 90
section is being used as an example.

NOTE:

The Internet Assistant Wizard should have been
installed when Microsoft Office 97 was installed on your machine.
If not, put your Microsoft Office 97 CD back the CD ROM drive
and install the Web Page Authoring (HTML) feature.
Follow the instructions provided with the installation.

Micinge Ofee 57 - Manbesee e

it Dipdicres . sebact e der: pou want rdsllad, clese the s pou manl o be revareed
B g i b vl h i el ek st Baal only pait of i canpsrenl vl b roteled To bkt
all componanty ks Dplion k. cick Seic il

Dpbone [aesonption:

i el B ZMEDN a ) Mimonl Eec, Posai®ent and
il Esace] EETE ‘Wiord componants b crasls

e peindl \aheadl TLE doeournents and foams hor e

i il | 04 .

4 Eeiil| Bos it BRIZE
i o] O uthosd FIAIE
i Pasee i by [HTHL] 30K

ol
o
A
b i | PPl JETEIE
A
i

et i B il [ i~ 13? 3
¥ Disbs e TIESSE Lmbuci Al

[¥ Qo T s fnsE =] I
Pt |oa Dl 3t I phioe:

L Pmgeam Fies Mmoot 0 ce'OiceLibeasy : _I

S neduned on 2HN0EK Cinnpaerids 10 Add 1]
S valahie o T Te0000 K Cinvpisesrids 1D R 1

j;ml:lhul Cace |

1.

Open the rate or other table in Excel, if it is not already open.

2. Highlight the cells of the table.

2 Meciosall Egcel - amphet ate ] abile gl

|[®] e gt ew jnser: Fgrmat Tooks (eta Wndow bHelp

DFd &GV sRT - 4% £ L

Werdans s = p f UHBESEEN _~=

. Al :J || Clazs A Special Class Minemurm Monthly
A, ] C 1] E F

]
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3. Select Save as HTML from the File menu.
The Internet Assistant Wizard dialog box displays.

4. Accept the default on the Step 1 screen and click [Next>].
The Step 2 screen displays.

5. Select the Insert the converted data into an existing
HTML file (just the table will be created) option.
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6. Click [Next>].
The Step 3 screen displays.

7. Select the Open the file directly option.
8. Click the [Browse] button.
The Select your HTML file dialog box displays.

] & alsimil= mime] =

9. Navigate to the directory containing your project and the subfolder for
the Product or section you are working on.

NOTE: The pathname we used for this example is:
c:\AgentManual20002\ htm\Tiyl.

10. Select the file into which you want to insert the table. For this
example, select premiumratetabletiyl.htm.

11. Click [Open].
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12. Click [Next>1].

If you haven't put the correct Table code into the selected file, you
will see a dialog box display that warns you to do so.

o ey i B E gl " l#mrptlmmli:r:d e L] e g e

HTHL s e, Tha =l maciy

=

See "Inserting the table placement code" on page 21 for procedures on
putting the correct table code into your HTML file.

If you have the correct table placement code in your file, the Step 4
screen displays.

Intmmst fsmstant Wizssd - Step 4 of 4
Which code pags do wou sant bo uss For wour 'Web pege?

| Lspwestaim Eropesn =|

Hiet o wiord ik Bo s thi Finksiead HTML Wb paget

™ Save b result o an HTML e
1™ Ahel e gt 1 iy FromtPages Wi,
T of broses: Hra pasthnane of Hre Pl vou want fo s,

Fili pgth
[ iZ by Dot | s H THAL Fibim

g |

ﬂ

i c.-r.:ul <gack |

13. Select the Save the result as an HTML file option.
14. Click [Browse].
The Save your HTML document as dialog box displays.

Carvn poop HIM L dyeweserd m

e 3 o o ol = i) 3

sl oy i

_ e |

Fis s I:“--r--cli-.:lﬁr"-l" v

[2d

Sore m L rill-|'1__\:.-m * |

28 ¢ Chapter 3: Converting rate tables to HTML format



Updating Product Manuals in RoboHELP HTML

15.

16.

17.
18.

19.

You will most likely see that you are already in the folder in which
your file is located. If not, navigate to the same directory as the
original HTML file within your project.

NOTE: The pathname we used for this example is:
c:\AgentManual20002\ htm\Tiyl.

Select the same file you selected on the Step 3 screen:
premiumratetabletiyl.htm.

Click [Save].
Click [Finish].

A dialog box displays telling you that the filename you selected is the
same as the existing file.

i bl e o specied 10 e s 88 Hee sl Fke Do po ward b eplace e sssieg hls

e ) He |

You DO want to replace the existing file, so click [Yes] on this
dialog box.

Your table will be inserted into the existing file replacing the Table
code you inserted. See "Formatting the table properties" on page 32
and "Formatting the cell properties" on page 34 for instructions on how
to format the table you just inserted.

F

Premium Rate Table (TIYL)

claxlzzlinsls
Class & Bpecial Class Minkimum Monthly Premiems
Per 51000
{add $20.50 pollcy constant par maath)
AUE | MALE B UNISESR | FEMALE | AUE MALE B UNMISEX FEMALE

0 0.73 0.51 41 0.6z 0, 50
1 0.21 0.17 a2 0.6E 0. =4
2 0.18 0.17 43 0.7z 0.59

o [ e [2e

NOTE: The lines above and below the table with the <I>
symbols on them are not needed. Highlight these lines
and delete them.
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Chapter 4: Formatting

Overview
This chapter provides procedures on formatting rate tables and text in topics.
Procedures
Creating a table in You can create tables and enter information directly into RoboHELP HTML
RoboHELP HTML by doing the following:

1. Click the [Table] button on the toolbar.

o

2. Select four squares to make a 2 X 2 Table.

2 = 2 table

3. Key in information in the cells. We have keyed in the following
information just for fun.

a. Cell Al — Woman

b. Cell A2 — Resident of the State of Acrylic
c. Cell Bl —Born on February 29

d. Cell B2 — Must smoke a corncob pipe.

Aunlabiite (TIVLY

PRI y— T T—

4. Click outside the table and press the <Enter> key to move the
insertion point one line below the table.
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Formatting the
table properties

Follow the steps below to put the correct table formatting on the rate table you
converted into HTML format in the previous chapter. For your project,
substitute your folder name and filenames for those provided in this tutorial.

NOTE: When you are finished formatting the rate table you imported, try
formatting the table you created in the "Creating a table in
RoboHELP HTML" procedure on page 31.

1. Launch RoboHELP HTML.
2. Open the AgentMan.MPJ project from the list.
3. Double-click the HTML Files (Topics) folder to expand its
contents.
4. Double-click the htm folder to expand its contents.
5. Double-click the Tiyl folder to expand its contents.
6. Double-click Premium Rate Table (TIYL) filename.
The topic displays in the right pane.
Premium Rate Table (TIYL)
FATRIMLIM MO THLY PREMTLIM
Applicabla to Base Policy and Othar Coverad Insurad Ridar
{Add £40.50 policy constant par mionth)
AGE |MALE & UNISEX | FEMALE| AGE |MALE & UNIEER | FEMALE
0.0 0.53 036 |41.00 041 0,33
L.00 0.14 011 |42.00 .45 0. 36
.00 0.12 0.11 | 43.00 0.4 0. 35
7. Select the entire table.

a.
b.

C.

Click anywhere in the table.
Select Select from the Table menu.

Select Table from the result submenu.

Inzert ¥ |

£ Merge Cell:
e Split Cells s

Colurnn

T able Properties...

Cell Properties...
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8.

Right-click anywhere in the table to get the following pop-up menu.

[-a

Edt S

P T opic Propertie:

B oot

B3 Show Top Lnk

i Paere Tops:

§= It Fiose

A Irssi Cobue

= [isdele Aosy

W Delets Column
Cell Propeiiies. .

Ciedete Tosble
[ Helo
Select Table Properties.
The Table Properties dialog box displays.

T able Fiaparisez E

width Dpdiors BmdesSpacing
[651 [ In Pels Thicknass: [0 =)
111 W AsaPescent | GeaThcknesz [z [

CetPsddng [T [

E pherisions... iox! Egnl:l:l] Help ]

NOTE: The Table Properties listed in the following steps
are the same for all tables formatted in the Agent’s

Manual.

10. Under Width Options, select the number next to As Percent.
11. Change it to 100 and press the <Tab> key.

12. Under Borders/Spacing, Thickness should be “0” (zero).
13. Grid Thickness should be “0” (zero).
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14. Cell Padding should be “2.”

Your input screen should resemble the following:

T abile Piapsarses E

Width Oplicris Barders S pacing
535 [ In Poels Thaness[0 [
[100 W AsaPecent | GegThckness [0 [o]

CelPstdng 2 [

E pherisions... DK} n:,n:el] Help ]

15. Click [OK].

Follow the steps below to correctly format the cells such that they display

Formatting the cell
correctly and within the width of the window when the data is viewed.

properties
1. With the entire table selected, right click anywhere in the table.

2. Select Cell Properties from the Table menu.

Inzert *
Delete ¥
Select k
£ Merge Cell:
B Split Cell:
Table Properties...

Cell Properties. .

3. Make sure under Width Options that neither the Pixels check
box nor the Percent check box are selected. There should NOT be a
check mark in either check box, as pictured below.

Cell Properties E |

" Properties Mwidth O ptions

Yert. Alignment: - ID—  Firek
Cell Shade: ||:| Drefault vI

1] = t

Hin. Height; ||:| E I [" Percen

Egtensiuns_.l QK. I EQHCE|| Help |

4. Click [OK].

5. Make sure the entire table is selected again.
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6. Center the text in the table by clicking on the [Center
justification] button on the toolbar.

7. Deselect the table by clicking anywhere outside of the table within the
same topic.

8. Add or remove table lines, bold information, or provide any other
formatting you deem necessary to make the table look the way you
want it to appear.

Creating a Follow the steps below to create a numbered list within a topic.
numbered list 1. Key in the list of contents without the numbers.
Sample list:

Products:

Whole Life (WL)

Modified Premium Whole Life (MPWL)

Survivorship Whole Life (SWL)

Universal Life Products

Accumulator

Protector

2. Select the items in the list. Do not select "Products:".

Products:
whale Life |

Maodified Premiumn Whole Life (MPwWL)

Survivorship Whole Life {Swil)

Universal Life products

Acocurnulator

Protector
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Creating a bulleted
list

3.

Click the [Numbered List] button on the toolbar.

1—
T—
T —

Products:
1. wWhaole Life (Wl
2. Modified Premiurm whole Life (MPWL)
3. Survivorship whale Life (Swi)
4, Universal Life products
5. Accurmulator

&, Protectar

Follow the steps below to create a bulleted list within a topic.

1.

2.

Key in the list of contents without the bullets.
Sample list:

Riders:

Accidental Death Benefit (ADB)

Disability Waiver of Premium (WP)

Option to Purchase Paid-up Additions (OPP)

Other Covered Insured (OCI)

Dividend Option Term (DOT)

Spouse's and Children's Insurance/Children's Insurance (SCI/CI)

Living Benefits Rider (LBR)

Unemployment Rider (UR)

Supplementary Term Rider (STR)

Select the entire list, except "Riders:".

Riders:
rtdl Dieath Banafit (ADB)

Dz abilty Wanver of Premmaum (W)

Dption 10 Purhcass Paed-up Additiong (GPF)

Gther Covered Insured (0:C1]

Dividend Dptsan Term (DOT)

Cpouse’s and Chddren's Insurance/Children's

Liwing Beneftts Rider (LBR

Unamployment Rides (L)

Supplermentary Termn Rider 5
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Formatting text in
topics

3. Click the [Bulleted List] button on the toolbar.

Sidar -\.'I
®  Aeoidentsl Death Benefit (ADE)
®  Digabiits Wk af Prameuen O
&  pkon to Purhcass Paid-up addiions [OPF]
w  Other Covered Irsured [OC1)
& [ividand Gpben Tarm (DOT)
®  Spouse’s and Chldren's Insuranos/Children’s Dnsuranoe [SCLACT
® bvng Banahits Ridar (LBR)
&  Unemployment Rader (LR

®  Supplermentary Term Rider [STRE)

The formatting completed to date in the text shows all Riders bolded, all
products displayed in italics, and other items bolded or displayed in italics as a
specific topic would warrant. Formatting is generally a matter of personal taste
or style, or a matter of bringing attention to specific words or concepts in a
particular file.

For Topic Titles, use the Heading 2 style, except for the
Introduction, which should be formatted with the Heading 1 style.

To change the style on a paragraph, select the style from the Style drop down list
in the toolbar. See the graphic below.

& RoboHELP HTML - AgentM an - Availability
File Edit “iew Inzert Faormat DHTML  Table

= 7R e R R o

Heading 1 F | Yerdana - | 12pt
1'| .
12pt
1
-, 10pt
Ty
10pt
1
10pt
1
1 |:||:lt -

Heading 1

Heading 2

Heading 3

Heading 4

Heading 5

m-( Mpwl
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Chapter 5: ALinks and
Related Topics

Inserting an ALink
through Topic
Properties

Overview

This chapter provides procedures on inserting ALinks, ALink buttons, and
Related Topics buttons into topics. These features provide easier reference
for the user when researching information on items that are related to the
currently selected topic.

Procedures

ALinks are used for connecting the files within one Product or section. For
example, all of the 5YLT topics have the 5YLT ALink associated with it. To
access the other SYLT topics, the user clicks an ALink button that displays a
dialog box listing all the available topics that relate to SYLT. Follow the steps
below to add an ALInK to a topic. We will be using the TIYL example
product for this procedure.

NOTE: See "Adding an ALink button" on page 43 to complete the ALink
procedures.

1. Double-click the filename of the topic on the Project tab to which
you want to add an ALink .

-2 Term30

=3 Tivl

IR - il bty (T1'L]

- [2] Premium Rate Table (TIYL)
D Tl

The topic displays in the right-hand pane.
2. Right-click anywhere in the topic pane (the right-hand pane).
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A popup menu displays.

i (o0
[epy
Easte

Edit Shyles...

Topic Properties...

|nzert/Edit Image. ..
% |nzert/Edit Huperlink...
ﬁ Show Topic Links
& Preview Topic

(2] Help

3. Select Topic Properties from the popup menu.

The Topic Properties dialog box displays.

ek | D inkmstionTyoes | 4k Advanced
B Gl | o Ss | 7] Apcemmnce | £l Indes

Tegic Tite: |TTTEIUDN

Eve M e |.|-.' ikl gl B

[ ok | cencs | | @ e |

4. Click the ALink tab.

5. Key in the name of the ALink into the ALink Names edit box.
For this example, key in TIYL.

6. Click [Add] or press <Enter>.
Add

40 « Chapter 5: ALinks and Related Topics



Updating Product Manuals in RoboHELP HTML

The ALink is added to the list.

P9 Gerwesl | o Stem | Y] Arpewance | L inde |
[ ALink | D inomaion Tyges | il Advanced |
AlLink [ smes

_ A |
o |
T

[ ok | cocel | doow | @ra |

7. Click [OK].

Inserting an ALink Another method of adding an ALink to a topic is to use the Index tab.
using the Index tab Follow the steps below.
1. Click the Index tab in the Project pane.

[ ] Project | I;[2|TEIE |€%Inde:-: |I3I|:|ssar_l,l | WTDDIS |

2. Click the down-pointing arrow to access the Index drop-down list
and select ALink Names.

IInde:-: j I e

| e
E.-'l'f:_Liru

&, 19513 Farm
&, 1990 C50 Tables
. 1996 Tax Act
E, 1zt pear
a, IvT
&, 20%ear Termn
&, 20%T
&, 20269
&, Farm

l=:._ Mamesz
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3. Keyin Tiyl in the edit box to the right of ALink Names.

aLink Names =] Tl Add

@ 20T
@ LT
@ AccPro
@ AP

@ Cal
@ EaL

4. Click the [Add] button.

&dd

Tiyl is added to the list.
5. Click the Topics tab in the right pane.

i wYSIwYG [ =] TrueCods | SaLink View | £ Topics |

[]

6. Click the down-pointing arrow to access the Folders drop-down list

and select Tiyl.
=3 1 Folcdert
[FreyTr— 1 Bl Eil L I f =
T M _7_Fiaben_X a _I_'\- He iy .
4 e g }

T Spillerd TPl iz Bl T
T Mgt Flshem T b —'_. H - .
¥ ptard_d_Mss X | j . I T
) MiptiLiwnleg FLate 1 ] VA re = .
T A ety e Femem B 5 He .

T Mg ikt v ™ 2l At " -

T X prue_ Useprari — G Pk — fin N

T S0 i _ M | = He £

7. Select all the topics in this folder.

| EX |
Fils Hawe Tie
]
[ ]

8. Place your mouse on one of the icons and drag them to the pane on the
bottom-left labeled Topics for: Tiyl.

Topics for: Tyl |
(7] &svailability [TIVL)
[7] Premium Rate Table [TITL)

The topic names display in this window.
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Adding an ALink
button

ALink buttons are inserted into topics so the user can easily access the other
topics from the current Product or section.

NOTE:

Be sure that each new topic you insert has an ALink associated
with it. See "Inserting an ALink through Topic Properties" on
page 39 or "Inserting an ALink using the Index tab" on page 41 for
procedures on adding ALink keywords to topics.

Click the Project tab.

|:| Project | (g Toc |@%Inde:¢ |E|DSSE|[_',' | g Tools |

Double-click the filename of the topic to which you want to add an
ALink button.

[+ Term30
=23 Ti

@ Aeailabilibg [T1VL]
~-[2] Premium Rate Table (TIYL]
m- T

The topic displays in the right-hand pane.

Put the cursor (insertion point) at the bottom of the topic where you
would like to insert the ALInK button.
W

PEETTTTITENTT

& Accdevis Dea Barafi [ADE)

i Copsbe by Warce o Premaam (&8

@ Cpden G Purhcdne Poslogp BikbSge s Coeme
L ety Ol il RSy |0

® Caeaerad Cption Term (00T

®  Gpeama’y and Ovibdeae lesurireasChdd e’ Irmorsnes (SCLACID
& Lrang Earsiver Exder [LER

d  Urersplaprrsed Beoder (UR]

I
L | _'l:I
NOTE: If there is a [Related Topics] button, put the cursor

to the left of that button on the same line.
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4.

Select ALink from the Insert menu.

% Hyperlink. .. Crl+E.

(=] Popup

Texrt-only Popup... Chl+F

Imange... Chrl+5
=4 Bookmark...

kultirmedia...

Marguee...

Harizontal Line

Script...

Symbal..

Achives .

Belated Topics...
F.emwmord Link...
Shortcut...
HTHL Help

Form

Form Element

2

The Button Options screen of the ALink Wizard displays.

ALimk Wizaad - Button Dpeona

= Lot

|':;¢|_- flzn

™ lmags

™ Huldar [Toi optz)

Accept the default choice of Text.

Change the text in the edit box to the acronym of the Product for which
the topic is applicable, or a shortened version of the section name, and

the word 'topics'.
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For our practice, key in TIYL Topics in place of See Also.

Alnk Wizaad - Bislhon Lpdions

Tl

F"ﬂ T iz

T Image

T Hidden e sciple]

Hest

=

Cancel I D Hep I

7. Click [Next>].

The ALink Names Selection screen displays.

Al iak Wiradd - slink Hames Salecian

Alirk Hames in Piogect:

TL

WL
WLIL 2000

Wl

 Back I Mewd > I

Alirk Hames in Contiot

Cancel | (D Hep |

8. Select the appropriate ALink from the ALink Names in
Project list on the left side of the dialog box.

9. Click [Add].
Add
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10.

11.

12.
13.

The ALink displays in the ALink Names in Control list on the
right side of the dialog box.

alnk Names Selechon

Al ik wiEadd

Alirk Mames in Contiot

Alink Hamess in Fiogeck:

Cancel | (D Hep |

< fack I Med

Click [Next>].
The Display Options screen displays.

ALimk Wizaad - Display 0 plicns
Crcose Topis From Deplsy Topic In
% o Found Diskog Window |Ir-:|: specified] :I
™ Popup Menu Erarme: | rol specited) :I
[ Mo hogics e asmocasied
with ary of the specied
bepmaondz, gieable the bulkon
< Back Bt » Cancel I () Helo ]

Select the Popup Menu option in the Choose Topic From
section.

DO NOT specify a Window or a Frame.
Click [Next>].
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Copy an ALink
button to all linked
topics

14.
15.

16.

The Font Options screen displays.

ALk Whizasd - Fant Dpdions

Eort Fork Zipke: g
l".l'l-n!rrl-l |=‘-a'.‘.g‘ 3 IE_E
TR e

I EEEEmE

T ‘wiake & Bake Sarple

T aiehdng:
T ‘whiteLake
B wirgdings

=
T wiorihimss Bum =
T e

AaBbTyEz

<Back [ Fnsh |  Concd | (D

|

Select Verdana from the Font list.

The Font Style should be Regular and the Size should be 8.

These should be the default values.
Click [Finish].

The [Related Topics] button is inserted at the cursor's location in
the topic. The following picture displays an example ALinkK button.

Ridard
®  fGoodental Death Benefs {a05)
® Dissbility Waiver of Fremium (WF)
- Ophan ta Purchass Pad-up Addibars (PP
®  (Othar Covered Insursd (O
® Dividend Option Term (DOT]
®  Spouse’s and Children's [nsurance/Chldran's Tnsurancs (5
®  Living Bansfits Rider (LER)
® Unemployment Rider (UR]

®  Supplersentasy Term BReder (STR]

TIWL T-:|r:|i-:5|

S

I3

The ALink button you created in the first topic needs to be copied to all topics
it is related and linked to.

1.

Click the Project tab.

|:| Project | I;[2|TEIE |€%Inde:-: |I3I|:|ssar_l,l | WTDDIS |
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2.

Double-click the filename of the topic to which you want to add an
ALink button.

-] Temn90
-2 Tiy

------ @ Areailabilitp [TIVL]
@ Premium Rate Table [TIYL]

The topic displays in the right-hand pane.

Right click the new ALink button and select COpy from the popup
menu.

& Cut

E. Faste

Edit Styles...
Topic Properties...

Inzert/Edit Image...
% |nzert/Edit Heperlink. .
% Show Tapic Links
& Preview Topic

Add Index E ntmy

(2] Help

Select the next topic in the project folder.

Move the insertion point to the end of the topic and to the line under the
last entry or under the table.

NOTE: Remember, if there is a [Related Topics] button,

put the cursor to the left of that button on the same line.

Right click the mouse on this line and select Paste.

el B

Edit Styles...
Topic Properties. .

|nzert/Edit Image...
% |nzert/Edit Heperlink...
ﬁ Show Topic Links
& Prexiew Topic

[zl Help

The button is copied to this page. Continue pasting the button to all
pages for that product.
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Adding a Related
Topics button

Some topics may have related topics to which you want the user to jump.
Follow the steps below to add a Related Topics button. If there is an
ALink button, the button goes to the left of it.

NOTE:

It is recommended that you switch to the Topic Title view on
the Project tab before creating a Related Topics button.
want the Topic Title and the File Name to be the same,
change the File Name manually to match the Topic Title.
Be sure to leave the .htm extension on the end of the File
Name. Sce "Changing the topic list view on the Project tab" on
page 19 for more information.

In addition, when you change the Topic Title in the Topic
Properties dialog box, the title of the topic in the topic on the
right side of the RoboHTML window does not automatically
change. You must manually change the title. See "Changing topic
properties" on page 17.

1.
2.
3.

W Hyparn . (M
& Porep

B Imege... Co+
B Bookmatk...

Put the cursor at the bottom of the topic.
Place the insertion point to the left of the ALink button.

Select Related Topics from the Insert menu.

Test-orly Popup... CiisP

Mukimedia...
M aiques. ..
Harigorval Line

|‘_-.|1 w] Topecs

Fepepoed Link. ..
Shorbout. .
HTHL Hsip L

Fioam
Fioam Elesmmnt L
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The Button Options screen on the Related Topic Wizard
dialog box displays.

Aelated Topic Wizand - Bulton Dpdiomns

i
|ic' e Topecs:

™ lmags

| =]

™ Hiddan [Toi scapis]

|Hu:-||;amd|@|-|q:.]

4. Accept the default selection of Text.

5. [Ifthere is only one related topic, delete the 's ' from the end of the
word 'topics’.

6. Click [Next>].
The Related Topic Selection screen displays.

Alafcd Topic ‘Wizand - Related Topic Selection

Topecs n Fioect Helsied Topics

[ (R 5 |
|¥] Accidendal Death Barefit | = =
Lhangs

|F] AD33 OFF [Rideis)

¥ ADF PP [Hicksis

¥ ADE8 OFF [Fides ; |
(F] ADB Aovalabaity [Fiders)

(¥ ADE Dieath Bensht [Riden) ﬂ

s ik [

v | R

< Back Bt » Cancsl I B Help ]

7. Select the product folder in which the desired related topic file resides
from the Topics in Project drop-down list. This reduces the
number of files you need to scroll through to find the desired topic.

a. Select Accidental Death Benefit (ADB) Rider
b. Click [Add].
c. Select Dividend Option Term (DOT) (Riders)
d. Click [Add].
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8.

9.

Continue to select related topics in this manner.

The topic names display in the Related Topics list on the right
side of the dialog box.

Aelated Topic Wizard - Related Topic Selection

Topos m Fioect Helsied Topics
Aceadertsl Death Beeht [0

|_']H|dn!|5 'ﬂ .!qﬁ |::".II|H'I1“||III Tt LN T )] |

| 7] Diisaality o/ sives of Posrriu... )
L] Drisability aainm of Peemiu.. g | CHSe

7] DOT Avvadabdily [Fades] at |

|F] DT Bensit [Riders)
DT Dizsbilitn W amer ol
D e

s |..'-.Hi|:h-|='-.|i'.-i:h-rl:|q:ﬁﬂu Iml.’“ sdernd O plion T

« Back Bt > Cancsl | ) Help ]

When you are finished adding topics to the Related Topics list,
click [Next>].

The Display Options screen displays.

Alated Topic ‘Wizarnd - Display Dplbons

Crcose Topis From Deplsy Topic In

i+ [Topics Found Dideg indoa |Ir-:|: o] :I

™ Popup Menu Erarme: | rol specited) :I

< Back Bt » Cancel I () Helo ]

10. Select the Popup Menu option in the Choose Topic From

section.

11. DO NOT specify a Window or a Frame.

Chapter 5: ALinks and Related Topics ¢ 51



Updating Product Manuals in RoboHELP HTML

12. Click [Next>].
The Font Options screen displays.

Aelated Topic Wizand - Fort Dplons

Fonk Font Stgle: S
T - | -
TR

% !.!;T:.’hﬁr.n: ﬂ rgmu:ﬁ‘

T wizke & Bake

I wishdngs = AaBhTyZz
11' il gk -

i | I L3

cBack [ Freh | Concd | Dre |

13. Select Verdana from the Font list.

14. The Font Style should be Regular and the Size should be 8.
These should be the default values.

15. Click [Finish].

The [Related Topics] button is inserted at the cursor's location in
the topic.

Ridars
®  Accidental Desth Benefit [ADB)
% [Deasbility Waivar of Pramim (WP]
® Opton to Purchase Paid-up additions (OFR)
®  Othar Covarad Indured (DCT)
®  Diwidend Option Term (DOT)
® Spouse s and Childran's [nduranca/Chaldren’s Tnsuranis (SCLACT)
#  Lving Benefits Rider (LBER}
»  Unemployment Ridar (LR}

® Sypplementsry Term Bder (STR)

Eelated Topics| TIYL Topics
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Chapter 6:

Hyperlink

Creating a

Overview

Hyperlinks allow you to refer to other parts of the manual for additional
information and allow users to access the additional information by merely
clicking on the link. A Hyperlink is displayed as underlined blue text.

Procedures

The following procedures explain how to create a hyperlink to add to text, and
how to create a hyperlink from existing text.

Creating a new To add a new hyperlink, follow the steps below.

Hyperlink 1.

2
3
4.
5
6

Launch RoboHELP HTML.

Open AgentMan.MPJ.

Double-click the HTML Files (Topics).
Double-click htm.

Double-click the Availability file.

Place the insertion point in between the word “Riders” and the
semicolon (1) in the topic text in the right pane.

Key in a set of parentheses and place the cursor between them.

Riders i
®  Accidental Death Benefit (DB

& Disability Wwaiver of Premiurm (WP

Click the [Insert Hyperlink] button on the Toolbar.

L)

Click the down-pointing arrow to access the Select Destination
(File or URL) drop-down list.
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10. Select the Riders folder.

11. Scroll through the alphabetic listing to find Riders Overview and
select it.

Select Destination [File ar URL)
|El Riders j

@ Fuolicy Purchaze Option [FPO] [Riders) ;I
@ PPO Availability (Riders)

[7] PPO Benefit [Riders)

[7] PPO Disability W aiver of Premium Rider ...

[7] PPO Mew Palicy [Riders]

[#] PPO Option Amaunt [Riders)

@ PPO Premium R ate Information [Riders)

@ FPPO Premium Rates per 1,000 (Riders) [
@ Premiurn Remittance [Riders)

@ PREMIUM REMITTAMCES [Riders]

[7] Q4 on OPP Rider [Riders)

@ Riderz on 5v'T Term Rider [Riders)

- =

NOTE: The Link from and the Link to edit boxes are
automatically filled in for you. The Link From edit
box pulls the text it places in the topic from the TOpic
Title of the topic you selected in the Select
Designation list.

Lirs. Freere | 7o =] |Fdess Do

[ o ]
Lk o | Fi o URL | Featvicder sorverviess b Cancel |
Fiane | =] Dispsley w Fooup Mo T

o
Sanlact Dltinglion [Fie o LFAL| o
m
| =1 Aiclery :J = Frzyness E Heip |
¥ PP Mo Probcy (Rl ;I -
(7] PPD Ol sl [Pk Hiders Dverviow

[} PP Presen Frade Idormalon (Flde)

{E] PP Presmiuan Fialesr pes 9,000 Flidess] Information abaut thie Pellasming

(7] Fremium Raritances [Fisr) riders i proviged arthin this

(7] PREMIIM REMITTAMCES Fideis| seohan

() Cried om0 PP Rider A idens]

1] Fidars or 56T Term Rl [Ficeey o - .' =5 LRl L1l
i Fices: v | ® Dieybolity Warvar of

[T Sckusdubed Doty 0 atas [Radsns Pramayrm [WP)

1 501 Face.dumgurd Tasble [Flidess] & Ponfhbe Diediobod

HEyar (e W)

[T SC1ATI fvwsdshility [Flickens| - e
[¥] 50101 Btz [Fliders) o i Addkrer (OPP]

e
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Creating a
Hyperlink from
existing text

12. Click [OK].
A link is established at that point.

Availability { TIVL)
™ oaman
Sandant of the Sisis of Rorphc
fradute
Wtk rtw 7ML}
Fied had Premum Whabe Wi [NFAL]
Surerearttep Whole Life {SWLI
4. Uareereal Lt Fradusds
L. Aesimid pti
Fraleots
S |HAATS oA R |

B g ceerisd Deyd Berestin CADIR]

® [pabiicy = aveer of Prsmionm © WP

Eorni oa Fabrusry 25

Flaat emipks cor

mceh ppe

You have the option of creating a hyperlink for text that you have already keyed

into the topic file. For example, Disability Waiver of Premium

(WP) is also a topic that may be found in the Agent’s Manual. You may

turn this list item, or any other like list item, into a hyperlink.

1. Select Accidental Death Benefit (ADB).

Riders (Riders Qwverview):

accidental Death Benefit (ADB)

®  Disability waiver of Premium (WP
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2. Click the [Insert Hyperlink] button.

b3
Btk H

LHB'M'TN :”ﬂ.-'_.'-dm-h D sl Bendd [ADE|
Link JeoFis ewmil =

Fravee: =] iy iz Fropups

i

Hew Trpx,.
Fured Tagpkc .

Salnct Dtinglion (Fie or AL

s =] F Pugen [ He

T Accidental D st fenafi (A0 Fide) =

7 ADEd OFF [Rideiz)

[ ALe OFF (Fiden]

) AL OFF [Fideis)

T AL vl kil [Fichars)

T ADE Desln Beneld [Fuei]

¥) ALE Preasn Fales Fliders)

Y AL Flider on 55T Taori Alicer [Flidec]

7] A8 "4y R E rucde [Fiahioes)

.ﬂ St o S0V ST OLT) Hadesss [Hicers|
PN ALTO-O0R [Py

T AVAILABILITY [Fidez|

T A pdabaliy of Faderd wath Mess Pokey [F :J

NOTE: The Link From edit box is already filled in with the
selected text.

3. Click the down-pointing arrow to access the Select Destination
(File or URL) drop-down list.

4. Select the Riders folder.

5. Scroll through the alphabetical listing and select Accidental
Death Benefit (ADB) (Riders).

Lrtj_m-jh.- j|..-.|..1-n-u| mh (el Al | i 8 I

Link Tas :]u.-ulllu _ﬂ| P e e e b b B b e Cacel |
l]-r-r] 1'||_ Ditpbay &1 Papup T
Figd T

Eemiagd Dhaptivgion [Fie- o LIALY _J

BT =] F P (f] Hew :l
[F] AL OFF (Ridara| 3 Accidaital Death Banalit |

1] ADSS DFF (Ridara| (A} (Rizlers )
T ALF3E OPF [Rede|

] a0 Avsinbdiy Fides]

(7] AL 1wl B wrestil | Fichens|

'ﬂ AL Frers Fissa (Fiden |

¥] ADE Fidn o 57T Tern Ak |Ridara|

[T] AL 'wheess Flaiei Eradi [Rickirs| ADE Whan Sider Ends [Ssjers)

(1] Aadd-Os od ALFSE BT (007 Pkt Fladet

(] AT -0 PP Fladess) LUE Prenpuin Eafes (Pudery | -
(1] SR LABLITY Pisds)

[T Aovalatay o Fichurr weilh R Policy (Fi :I Sxdimr kzpica :I

6. Click [OK].
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Riders (Riders Overview):

® Accidental Death Benefit (A0E)

&  [Disability Waiver of Premium (P}

® COption to Purchase Paid-up Additions (OPP)

The Accidental Death Benefit (ADB) text becomes a
hyperlink and replaces the plain text that was previously displayed.

NOTE: If the next item in the bulleted list jumps up to the same

line as the Accidental Death Benefit (ADB)
link, press <Enter>.
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Chapter 7: Indexing

Creating an Index
keyword

Overview

Indexing each topic is an important part of working with the HTML files.
Indexing allows users to quickly find and display the part of the manual that
they need in order to continue working.

Indexing is a matter of practice. Good indexing involves putting yourself in the
place of the average person that may be accessing the Agent’s manual. When
you are attempting to determine Keywords to use as indexes, think about what
word or words the user may be thinking when they are looking for that particular
page. For example, if the user wants to find the premium rate tables, they may
think of premium, premiums, rate, rates, or table. You can index each rate table
under all of these words.

Since there are so many premium rate tables, you will need to index them under
the main word “Premium” and a subkeyword, for example, “Female” in order to
not overuse the keywords.

Overuse of keywords will cause the program to truncate those topics that fall
outside the maximum usage of the keyword. These topics may or may not show
in the displayed list when the keyword is accessed through the index. To avoid
overusing one keyword, create a keyword and a subkeyword whenever possible.
See “Repairing truncated index entries” on page 64 to correct any keyword
overuse.

Procedures

The following procedures show you how to create a keyword and a subkeyword
for the Index.

Follow the steps below to create an index keyword for a topic.

1. Launch RObOHELP HTML. Refer to "Launching the RoboHELP
HTML" on page 1.

2. Open AgentMan.MPJ.

3. Double-click the HTML Files (Topics) folder on the Project
tab.

4. Double-click the htm folder.
5. Double-click the TIYL folder.
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6. Double-click the Availability (TIYL) file or the first file in the
folder.

7. It should be displayed in the WYSIWYG pane on the right.
8. Right click the mouse anywhere in the pane to get this pop-up menu.
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10. Select the Index tab.

| €L Index |
[y ALink | 12 Infcrmation Tyges | |
B Geressl | o Bas | 7 Appesance
Emsavonck

[ ok | caca | | @ s |

11. Key in availability in the edit box and press <Enter> or click
the [Add] button.

Add

NOTE: You do not have to key the words in any particular order.
They will be appropriately alphabetized in the Index list
with all the other words that are currently stored there.

Words may be keyed in all lowercase. Ifit’s a proper
name for a rider or a product, you will want to key it in
Initial Caps.

Taopic Propeshes

R Ak | (D nomastionTapes | adi Advenced |
(5 Garwid | o Sieur | 7] Appearancs £, inudes
Emmaside

O, avad bty
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12. Continue keying in index keywords until you think you have referenced
the topic as much as you can. Overindexing is better than not
providing enough index words for a topic.

13. Click [OK] to save the indexing.

NOTE: The indexing is not saved until you click the [OK]
button.

14. Double-click the next topic and repeat the above steps to index that
topic.

15. Continue indexing until you have provided keywords for all new topics
and/or new products added to the Agent’s Manual.

Creating Subkeywords break down the indexing into smaller parts. It eases the use of
Subkeywords for keywords that may be linked to a large number of topics. Subkeywords make
indexing creating and using the Index more manageable.

1. Launch RObOHELP HTML. Refer to "Launching the RoboHELP
HTML" on page 1.

2. Open AgentMan.MPJ.

3. Double-click the HTML Files (Topics) on the Project tab.

4. Double-click the htm folder.

5. Double-click the TIYL folder.

6. Double-click the Availability (TIYL) file or the first file in the
folder.

7. Tt should be displayed in the WYSIWYG pane on the right.

8. Right click the mouse anywhere in the pane to get this pop-up menu.

i (o0

[epy

Easte

Edit Shyles...

Topic Properties...

|nzert/Edit Image. ..
% Inzert/Edit Hyperlink. ..
ﬁ Show Topic Links
& Preview Topic

(2] Help
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9. Select Topic Properties.

10. Select the Index tab.

11. Key in the first keyword in the edit box.

NOTE: You do not have to key the words in any particular order.
They will be appropriately alphabetized in the Index list
with all the other words that are currently stored there.

12. Key in availability\TIYL in the edit box and press <Enter>
or click the [Add] button.
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Repairing truncated
index entries

NOTE: Use the backslash key (\) to indicate a subkeyword.
The forward slash is not a code for a subkeyword.

(% ALink | 12 Infumaation Topges | & Advanced |
B Geremal | o Swhs | 7] Appesance &L Indes
[z
E!g. drwailabaily &dd E pisting.

0, avadshityh THL

BRLLH

[ ok | cocel | doow | @ra |

13. Continue keying in Index subkeywords until you think you
have referenced the topic as much as you can.

14. Click [OK] to save the indexing.

NOTE: The indexing is not saved until you click the [OK]
button.

15. Double-click the next topic and repeat the above steps to index the next
topic.

16. Continue indexing until you have provided keywords for all new topics
and/or new products added to the Agent’s Manual.

When you compile the file to test it, make note of any error messages or
warnings that may appear. If you overused a keyword to index topics, it will
index what files that it can and truncate the rest. Truncated files may or may not
be viewable when using the Help feature.

To repair the Index so that there are no truncated files, do the following:

1. Select the Index tab in the Project Manager.

|_ ] Froject | (g Toc |@%Inde:¢ |E|DSSE|[_',' | g Tools |

2. Select the keyword that has been overused. (For this example, we
have used the keyword “‘table” to demonstrate how to make a
correction).

3. Select the keyword “table™ from the list.

4. Look through the list for topics that have a common theme. For
example, in this list there are ten (10) DOT rate tables. These tables
could be placed under a subkeyword that is under table.
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5. Right click the keyword “table" to get the following pop-up menu.

& tu
32 Copw

[ tew '}
e |

¥ Delele
Renampe

#%] Find Topic..
i St Indey Wizand..

P! Propesse:
() Hep

6. Seclect New.
7. Select Subkeyword from the resulting submenu.

&, Key

ward
Subkeyy

An input box displays for you to key in a subkeyword title.

& band "
8. band 2

. bard

qa. sl 4

EL female

B, lema= nonsmoker snnual

S, female noremoker annual [206T)

B Femal= nonsmoker COM [205T)

£, mala

L mrinimm Face amour

B, nda

EL ndera

B, specidl class

B, sumerder chaige

B unizex i

Y | e v i il -

N T RIECE
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8. Key in DOT rates and press <Enter>.

B, berd -

B, band 2

L band 1

qh sl A

00T sates |

&, femds

B, female noeemoker annual

B femal= nonsmoker snnusl [Z07T)

B temals roremoke COW 20T

&, mae=

!'-!E_ el Fass SOy

EL nder

B ndes

B spacial clacy

L surerder chaiges i

EL [F g -
A TRIECS
9. Click on the keyword “table” and scroll down to where the DOT

topics begin.

10. Right click on the first topic, and select Cut from the pop-up menu.

Mew Eepmword Topic...

A Edit Topic

& Preview Topic

> Delete
Renames

#4] Find Topic...
238 Show Topic Links

Show Topic References

Smart Index T opic...

Froperties

(2 Help
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11. Right click DOT rates and select Paste from the pop-up menu.

dh Cut

Copy

Easte [meide

Hew g

ke L

. Delete
Fename

St L4

#4] Find Topic...
5 Smart Indey wizard...

Properties

(2] Help

The topic is moved from the list of topics indexed to “table” to
DOT rates and is displayed in the Topics for: DOT rates
window.

Topics for; DOT rates |
@ DOT Female Monzmoker Special Class Extra Premiums [Fiders)

12. Select the topic “table” again.
13. Scroll to the DOT topics.

14. Right click the next topic to be moved, and select Cut from the pop-up
menu.

15. Right click the DOT rates subkeyword, and select Paste from the
pop-up menu.
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16. The next topic is moved from the list of topics indexted to “table” to
DOT rates and is displayed in the Topics for DOT rates
window.

Topics for; DOT rates |
@ DOT Female Monzmoker Special Class Extra Premiums [Fiders)
@ DOT Female Premium Fate Table [Riders]

17. Continue cutting and pasting topics until you have decreased the
number of topics from the overused keyword by the number of files it
reported were truncated. You may need to create several subkeywords
to divide the topics into logical indexes.

18. Re-compile. There should be no more problems or warnings in
regard to overused keywords reported during this compilation.
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Chapter 8: Table of
Contents

Overview

When you add a new Product to the Agent’s Manual, you need to add it to
the Table of Contents. Once you have added the new book(s), you will
need to print the Table of Contents (TOC) in order the create a
Browse Sequence in the help files. See "Chapter 10: The Browse
Sequence" on page 81 for information on creating a browse sequence.

Procedures
Creating a book in To create a new book in the table of contents, follow the steps below.
the TOC 1. Launch RObOHELP HTML. Refer to "Launching the RoboHELP

HTML" on page 1.
2. Open AgentMan.MPJ.
3. Click the TOC tab.

[ ] Project | (groc | €, Indesx |I3I|:|ssar_l,l |@TDDIS |

4. Click the [New Book] button on the toolbar.

al
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The Book Properties window is displayed:

5. Key in the Title for the new book as This is your life.

6. Under Type, make sure Book With no Links is selected.
7. Click the [Apply] button.
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8. Click [OK].

NOTE: Your book has been placed at the top of the list under the
Agent's Manual Overview page.

9. Place the mouse on the book and drag it to the location in the list where
you want it to be, and release the mouse.
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+

Singhs Fremius Lils [SFL)
Surereoiship Varisble Unfeeisal Lie (5000
Sirvivonship Wihoke Lits [SWL)]

FEHEEPEHBEBREE®

T o 40

Waniable Unieeizal Lie [WUL)

‘Wariabbe Unfeersal Life 2000 (VUL Z000)
‘wihole Lile W)

Flickiiz

L= C R D e S

I Dﬁm|gmn|glm |é|3m |?'I'ud1 |

NOTE: A yellow arrow moves to the new location. When you
release the mouse, the book moves to the line targeted by
the yellow arrow.

Adding pages Notice that the book is NOT preceded by a plus sign (#). This indicates that
(topics) to the book there are no topics within the book. It is very easy to add topics to the book.
The following steps explain this procedure.

1. Click the TOC tab on the bottom left if it is not already the active tab.

|_ ] Froject | g Toc | €L Index |G||:ussar_l,l |WTDD|S |

2. Click the Topics tab on the bottom right.

A WYSIWYG | =] TrueCode | 4zLink View | £ Topics |
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3.

Click the down-pointing arrow to access the Folders drop-down list
and select Tiyl.

The Tiyl folder displays and the topics are listed in the window.

| EX - | [
File: Kaars: Tl m
T s mlabald et birs B lascali g (7T H
LT e bed siobed oA e i Fonbs Tobde [TIVLE H

Select all of the topics from the TOpics list that you want to appear in
the Tiyl book when it is selected.

N E T ||
Filn Faarm Tia T
I_H

Place the mouse on the icon of one of the selected topics, hold the
mouse button down over the icon, and drag it to the This is your
life book in the TOC pane. Release the mouse.

- @ Target Life 50/

Thiz iz paur life

[+ " aniable | rsal Life PWLIL]
- @ Wariable Unrdsal Life 2000 (UL 2000

NOTE: A yellow arrow moves to the new location. When you
release the mouse, the topic(s) move to the line targeted
by the yellow arrow.

The screen displays the following:
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Printing the Table The Browse Sequence is set up in the order of the Table of

of Contents (TOC) Contents. It is recommended that you print the Table of Contents to
use as a guide when creating the Browse Sequence, as described in
"Creating a Browse Sequence" on page 81.

1. Click the TOC tab at the bottom of the left pane.

[ ] Project | I;r2|TEIE | %Index |I3I|:|ssar_l,l |WTDDIS |

2. Select Print TOC from the File menu.

Hew I
[igen. L0
[hose Props:t
Fienarma Props

= R il &
5 ezt Pramary Tagel L2
[Geneise L]
Epun

kt Plogect S eferaga. . Chie=kdie®
o ;
10y _elpllepth, . SEpenthlan bP
200 HepDept, \Sendlnd P
30 el APl i
AT Helplept,  Sedvplan HPJ
Ept

3. Click [OK] on the Print dialog box.

- Privkas
Nare  |EFETETEE - | Propeses |

Slaher  Dhefaull panber; Resdy
T HIF Lagasdet 8000 Sari FS
whae:  \NTSERVERA\Business
Comment

| ver e =l [ ok ]| cacel | Pagesem.
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Chapter 9: Saving,
Compiling, and Previewing
Your Work

Overview

NOTE: You should always work from a backup copy of
your file. It is not a good idea to work on the
original. You should be saving your work frequently
throughout the editing process. When you exit RObOHELP
HTML, your file will save any changes you made automatically.

Compiling the file when you are done allows you to preview the features
such as checking to make sure links take you to the correct file, clicking on
buttons to make sure appropriate lists display, etc.

This section will address saving your work, compiling the file, and previewing
the features you have created for accuracy.

Procedures
Saving the files in To save all the HTML files and settings in your project, follow the steps below.
your project 1. Click on the [Save All] button on the toolbar;
OR
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2. Select Save All from the File menu;

Hes E
Oper... D0
Dl Priect

Rerame Froject

T
Sefect Pemany Tanget *
[6 =rvmrshe k

Bun "
Pt
Pint Setup

I Peomct Satngs... ClikeShits?
Irvipecet k
| C\AgenidanusiAgenitan MP
24 HelpDapts. Vagenian P

305 HelpDepth,, \Test b
4 MabsSlancaSmcker him

Ext

OR

3. Hold down the <CTRL> key on your keyboard, and press the <S>
key.
Compiling the HTML If you wish to test related topics buttons, indexing, and/or hyperlinks, you must
Help file first compile the HTML Help file.

1. Click the Generate Primary Target button on the toolbar.

%)

You will see the following Output View screen at the bottom of your screen. This screen tracks the compilation
progress and notes any errors, warnings, etc. that may appear during the process.

T orapoiing o i gieriod el ' ool s el B0 =

NOTE: If you use a keyword too many times during indexing,
you will get a warning message that it has been overused
and some of the files it was indexed too have been
truncated. Truncated files may or may not be
accessible from the Index during use. See “Repairing
truncated index entries” on page 64 to repair truncated
indexing.
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Previewing your
work

Click the Run Primary Target button

£

After the file has been saved and compiled, you may preview it and check the
features you have set up.

1.
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The Index tab may not be the active tab when you run the help file.
If it is not the active tab, click on it to activate it.

Click in the Type in the Keyword to find: edit box.

Keyin availability. Notice the list jumps to the word

“availability.”

Click the [Display] button at the bottom of the listing.

Dizplay |

You will see a list of all topics that are indexed to the keyword

“availability.”

Click 4 lopic. then dick. Daplay
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6. Scroll through the list and select Availability (TIYL).

NOTE: Availability is used in every product. If you do not
reference the word “Availability” to the specific product,
you will have difficulty finding it in the displayed list.
Therefore, it is good practice to add the acronym of the
current product to the end of the topic titles associated
with that product. See "Changing topic properties" on
page 17 to fix a topic title.

Click 4 lopic. then dick. Daplay

Tiie | Location &
A mimbld g 5P | Agent's Henusl
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. T ol 5
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Byl il [P T —

4 | ®

[ pepen ]| cocat |

7. Click the [Display] button.

Display |

The Availability (TIYL) topic should display in the right pane of
the resulting window.

8. Click the Riders Overiew link to display the Riders
Overview page.
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9. Click the [Back] button on the toolbar.

EN
Back
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10. Click the Accidental Death Benefit (ADB) link to display
the link to that file in the Riders section of the Agent’s Manual.
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11. Click the [Back] button on the toolbar to return to the Tiyl
Availability page.

12. Scroll down to the bottom of the page and click the [Related
Topics] button.

Felated T-:upiu:sl

The Topics Found window displays a list of all topics linked to
this button.

Chick & topic, fren cliok Displa.

[T Akl (R 2 )

" Dimlw | Canesl |

13. Click the [Cancel] button.

14. Close the Run window by clicking on the [X] in the upper right
corner of the screen.

X
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Chapter 10: The Browse
Sequence

Overview

A Browse Sequence allows the users to move forward and backward in a
Product in an order that you define based on how you want the pages and
information to flow. The following procedures provide the steps necessary to
create and test a set of Browse Sequences.

Procedures

Creating a Browse You can be anywhere in the project to produce a browse sequence. You need
Sequence not be on a particular tab. However, we are instructing you to click the
Project tab for consistency only.

1. Click the Project tab on the right pane.

|:| Project | I;[2|TEIE |€%Inde:-: |I3I|:|ssar_l,l | WTDDIS |

Chapter 10: The Browse Sequence ¢ 81



Updating Product Manuals in RoboHELP HTML

2.

3.

Select Browse Sequence Editor from the Tools menu.

Beports

% Show Topic Links
Show Topic References
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Dptions...

The Browse Sequence Editor displays.
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NOTE: To view the topics by their titles rather than by their

filenames, click the View By Title check box in the
lower right corner of the Browse Sequence
Editor dialog box. This makes it easier to find the

topics.

Under Available Topics, click the down-pointing arrow to access
the Folder drop-down list and select Tiyl.
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Browso Sequence Edto |
kbl Topics
=T =

vty
| ] Fremium Flate Table

4. Click the [New] button to create a new Browse Sequence.
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5. Keyin This is your life as the title, and press <Enter>.
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6. Make sure This is your life is selected.
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7. Select the first topic you would like in the Browse Sequence
from the list under the Available Topics drop down list.

8. Place the mouse on the icon, hold the mouse button down over the icon,
drag the icon to the Tiyl folder, and release the mouse.

NOTE: A yellow arrow moves to the new location. When you
release the mouse, the topic(s) move to the line targeted
by the yellow arrow.
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9. The topic will display under the Product and a minus (=) sign
will appear next to the Product.
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10. Continue to drag and drop topics in the order you want them to appear
in the Browse Sequence when using the Help feature.

11. Click [OK].

12. Save your work. Refer to "Saving the files in your project" on page 75.
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Checking the Once you have created the Browse Sequence for the new Product, save
Browse Sequence the work, compile the project, and check the Browse Sequence for
accuracy.

1. Click the [Run Primary Target] button.

2

A message displays if you haven’t compiled your project since the last
change.

RaoboHELP HTML El

; !3 Thes compiad s s oot of date. "Would pou os o compils befors junming 17

R
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2. Click [Yes] to compile the file.

The Run screen displays after compilation is complete.
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3. Click the down-pointing to access the Browse Sequence drop-
down list.
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4. Select This is your life from the list.
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The first page in the Browse Sequence displays for this product.
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NOTE: The Browse Sequence pages are listed in a
window over the topic display.
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Close the Run window.
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Chapter 11: Intranet site
files and closing ROboHELP
HTML

Overview

After updates have been made to the Agent's Manual and the Service and
Underwriting manual, WebHelp files must be generated for use on the
Intranet site. The .CHM file that is generated when the HTML Help is
compiled cannot be run from a web server. It can only be run on a user's
computer or from a CD.

Procedures
Generating Follow the steps below to generate files that are ready for posting to the New
WebHelp York Life Online intranet site.

1. Openthe RODOHELP HTML. See "Launching the RoboHELP
HTML" on page 1 for instructions.
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2. Select Generate from the File menu and select WebHelp 3
from the resulting submenu.

Mew

Open...

LCloge Project

Fename Project...

Chl+0

Sawe
& Save sl

Ch+5
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Generate
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2 5\HelpDepts. . Woenthd an MPJ
2L _HelpDepth. . \ServUnd. MPJ
4 C:A_HelpDepth.. AT esthtm

E wit

The WebHelp Options dialog box displays.

3. Specify the settings as pictured in the graphic below. The default
location in Select output folder and start page for
WebHelp put the WebHelp files within a folder inside the project
folder. Call the start page index.htm.

NOTE:

It is good practice to double-check the location of the
WebHelp files. If more than one person is generating the
files, the directory structure (where they place the Agent's
Manual project on their hard drive) may be different from
other people working on the same project. Therefore, the
output directory might be different for each machine.
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4. Click [Finish].

RObOHELP HTML generates the necessary files. These files are
placed in a WebHelp folder within the project folder.

Faolders x

@ Dezktop =
|_':_|... My Computer

]£ 3% Floppy [4:]

|_——_|Q Dinive_c [C:]

- _FTISInfa

27 _HelpDept

23 ~mzsetup.t

B3 ~mestiaf.t

23 200025 urvey
-2 Admin

|23 Adobeapp

=20 Agenttd anual20002
- htm

5. Select Exit from the File menu to exit RoOboHELP HTML
Edition.

Adjusting the New The link below the Agent's Manual Overview link in the table of
York Life Online link contents links to the New York Life Online intranet site.

— Agent's Manual Overview
- % Mew ‘York Life Online
@ Five rear Level Term
@ Accurnulatar Protector

When you generate WebHelp, the New York Life Online link will display
the New York Life Online intranet site in the right frame, as pictured
below.
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To have the New York Life Online intranet site display in the entire
browser window, follow the steps below.

1. Open WordPad from the Start menu.

NOTE: You may use Notepad, however, the file you are about
to open is too big for Notepad to handle and will
automatically be opened in WordPad.
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2.

Select Open from the File menu.

The Open dialog box displays.
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Select All documents (*.*) from the Files of type drop
down list.

Navigate to the directory in which your WebHelp project was
generated. If you accepted the defaults when generating WebHelp,
this is a WebHelp directory within your folder.

Select the tocdhtml.htm file and click [Open].

Find the link to the New York Life Online intranet site in the
text. See the picture below the next step to see what that text looks
like.

Add target=""_top" to the A HREF tag. The graphic below
displays the line that contains the link with a box around it.
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WelFelp</ b« /HO3B></ P
<Px<HJBERr<k HREF="http://www.newyorklife.com" < IHF
SEC="hsactocd.glf" border=0:&nbap:Hew Tork Life</A-</HOBE:></F> _]
</DIV>
</BLOCEQOOTE>
<DIV ID="Eook3i0I0O0000Parent'™ CLASS=parent style="margin-
left:=0pt: ">
<Pr<HNCOHBE><L HEIF="#" onClick="TocExpandIt('Book300J0000'); return =
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Select Save from the File menu.

A dialog box displays telling you that you are about to save the
document in a format that will remove all the formatting. The dialog
box differs depending on whether you have Windows 95 or Windows
98.

Click either the [Yes] button (Windows 98) or the [Text
Document] button (Windows 95).

The New York Life Online link will now display the site in the
full browser window.
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Viewing WebHelp
files

3.

To view the WebHelp files in a browser, follow the steps below. These steps
cover viewing the files in Internet Explorer, which is the recommended browser
for New York Life employees.

1.
2.

Launch Internet Explorer from the Windows desktop.
Select Open from the File menu.

The Open dialog box displays.

Open !

E? Type the Internet addresz of a document or folder, and
* [nternet B xplorer will oper it for you.

Oper: i j

[T Open az ‘web Folder

I} | Cancel | Browse... |

Click the [Browse] button.

The Microsoft Internet Explorer dialog box displays.

Microzoft Internet Explorer HE
Look, in: ;Eﬂ WebHelp :! i EF! |
1 htm @ idxdhtral. htrm @ navpanes. htm

_blank.htm @ idsfarrm. htrn @ tabframe. htri

ftzbody. htm &] iddslist him &1 tocdhtml htm

ftzdhtrl bt dex.htm @ toclizt htrn

ftzform. bt @ navframe. htm

idsbody. htrm @ navpanel.htm

File name: Iinde:-:.htm Open I
Filez of twpe: IHTML Files j Cancel |

Navigate to the WebHelp folder within the Agent Manual or
Service and Underwriting project folder using the Look in
drop down list and the list box underneath the Look in list.

Select the index.htm file from the list.
Click [Open].
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Posting WebHelp
files to a server

Exiting RoboHELP
HTML

The Open dialog is displayed again with the selected file displaying
in the Open drop down list.

N 1]

E, Type the Intermet addreszs of a document or folder, and
* Internet Esplorer will openr it for you,

Oper: i@ C:\Agentt anualhy ebHelphindes. bitm _j
[T Open as'wWeh Folder

7. Click [OK].

The project is displayed in the browser window with a Contents tab,
an Index tab, and a Search tab available.
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To post the WebHelp project to the New York Life Online intranet server,
you need to copy all of the files within the WebHelp folder for each project to
a folder (one folder per manual - Agent's Manual and Service and
Underwriting). The files must be kept in their own folder (the name of this
folder doesn't matter to the WebHelp files) because the start file for each manual
has the same filename — index.htm. Also, you must preserver the directory
structure within the WebHelp folder such that the links within the project still
work.

You can exit ROBOHELP HTML in one of two ways:
1. Click the [X] in the upper right corner of the screen;
X|

OR
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2. Select Exit from the File menu.
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3. Did you Save your work before Exiting? Not to worry.
RObOHELP HTML saves the work as it exits.
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Appendix A: Updating
Underwriting Charts

Key Concepts

This chapter explains how to update Chart A, Chart B, and Chart C in the
Medical section and the EAL Chart in the Special Plans and
Programes section of the Service and Underwriting manual.

Procedures
Showing/hiding For the following procedures, you will need to switch between showing and
gridlines in Excel hiding the gridlines on the worksheet. Follow the steps below to do this.

1. Open Microsoft Excel and open the chart file you want to change.
2. Select Options from the Edit menu.
Tooks Data MWindew Help

¥ Spaling... F7

Shaen Workbook. .,
Track Charges F
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The Options dialog box displays.
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3. Click the View tab if it is not already the active tab.
4. Inthe Window options section of the dialog box, click the
Gridlines check box to turn on or off the gridlines.
If there is a check in the check box, the gridlines will display. If there
is no check in the check box, the gridlines will be hidden.
Applying lines/ When changing the charts in Excel, you may need to move the lines around the
borders to cells in cells to reshape the sections of the chart. Follow the steps below to add or delete
Excel lines from a cell.
1. For this example, open Chart A in Excel.
2. Select the cell in the chart to which or from which you want to add or

delete a line.

NOTE: If you want to see where the cells are to make it easier to
select a cell, turn on the gridlines. See "Showing/hiding
gridlines in Excel" on page 97.
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Creating a border
around a chart

7.

Select Cells from the Format menu.

The Format Cells dialog box displays.

Format Cells EHE |
Mumber I Alignment I Font | Patterns I Praokection I
Presets rLine

: Skyle:
Mong ===—==
M:II'IE gLIt"I'IE Ineide | e s _—_
= Text
g ] - Color:
I Aukomatic vI
The selected border stvle can be applied by clicking the presets, prewview
diagram or the buttons above,

O I Zancel

Click the Border tab.

The line style used is the fifth one down in the right column of the
Style box in the Line section. It is outlined in the picture above.
Click the Style to select it.

In the Borders section, click on the sides of the box on which you
want to put lines. In the picture above, the cell will have a line on top
of it and a line on the left side.

Click [OK] to accept your changes.

Each chart must start in Row 2, Column B, so that there is a blank border around
the chart. There should be empty rows above and below the chart and empty
columns on the left and right sides of the chart.

Follow the steps below to make the height of the empty rows consistent and the
width of the empty columns consistent.

1.
2.

Select any cell in the row directly above the chart.

Select Row from the Format menu and select Height from the
resulting submenu that displays.

The Row Height dialog box displays.
Row Height |
Row height: |?.5 ik I

Cancel |

Key in 7.5 in the Row height edit box.
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Creating a chart
graphic from a
chart Excel file

4.

Select any cell in the row directly below the chart and follow steps 2
and 3 again.

Select any cell in the column to the left of the chart and select
Column from the Format menu and select Width from the
resulting submenu that displays.

The Column Width dialog box displays.

Column Width

Column width: |1 (4 I
Cancel |

Key in 1 in the Column width edit box.

Select any cell in the column directly to the right of the chart and
follow steps 5 and 6 again.

In order to insert an updated chart into the Service and Underwriting
HTML Help project, you need to convert the chart from Excel format to .GIF
format. Follow the steps below.

NOTE:

This procedure assumes you have access to Paint Shop Pro.

Open Windows Explorer and navigate to the directory in which
the Excel file containing the desired chart is kept.

Double-click on the chart's filename to open the file in Excel.

Make sure there are empty rows directly above and below the chart and
empty columns directly to the left and right of the chart. See "Creating
a border around a chart" on page 99 for instructions and for the row
height and column width values.
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© o N o

NOTE: If you can't see the gridlines, see "Showing/hiding
gridlines in Excel" on page 97 for instructions on turning
on the gridlines.
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Highlight the chart with the rows and columns right around the outside.

Turn off the gridlines. See "Showing/hiding gridlines in Excel" on
page 97.

NOTE: If the gridlines are left showing, they will display on the
picture when saved as a graphic file.

Select Copy from the Edit menu.
Select Exit from the File menu.
Open Paint Shop Pro from the Start menu.

Select Paste As New Image from the Edit menu.
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10. Select Save As from the File menu.

The Save As dialog box displays.

S g [_ﬂ TastFOF Saousty j EJ E EI

Fecone. R e
Save &z lipe. |Fart Shop Fea kmage [* psp) = Qﬂ"“’
Hedn |

11. Select Compuserve Graphics Interchange (*.gif) from
the Save as type drop down list.

12. Enter a name for the graphic file in the File name edit box.

NOTE: The names used in the HTML Help project are:
ChartA.gif, ChartB.gif, ChartC.gif, and
EALChart.gif. Use whichever filename is applicable
for the current chart when saving the graphic. Updating
the charts in the HTML Help project becomes an
automatic process if these filenames are used. See
"Updating the charts in the HTML Help project" on page
102.

13. Navigate to the directory in which the Service and
Underwriting HTML Help project resides.

14. Click [Save].
Updating the charts Now that you have created a GIF graphic file out of the chart, you need to insert

in the HTML Help it in the HTML Help project. Follow the steps below.
project 1. Open the Service and Underwriting manual HTML Help
project.

2. Inthe Undmed folder under the HTML Files (Topics) folder,
open the corresponding topic, such as Chart A (Medical), by
double-clicking on the topic title.

3. If the graphic was placed in the main directory for the Service and
Underwriting HTML Help project, the graphic is automatically
updated within the topic. You do not need to reinsert the graphic file.
Be sure to double-check, however, that the graphic is the updated one.
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