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INSTALLATION notes
introduction

1. DocForm provides a complete document formatting system for Microsoft Word which allows the user to create any number of ‘settings’ files and to apply those settings quickly and easily.  The settings themselves are concerned with how a document ‘looks’ – i.e. how it is formatted.  Heading and numbering styles can be specified; how Page Numbers appear; how Annexes and Tables of Content should be designed – all these are user configurable and different settings can be created for different document types.

2. Standard paragraphs of text can be inserted into a document easily and DocForm has also been designed to work closely with voice dictation software, so that any required paragraph styling and standard paragraph insertion can be dictated using a marker system with the markers being replaced with the correct formatting using one command.

3. A complete on-line manual is provided with DocForm, which is available after installation from the Help menu within Microsoft Word or from a button on the DocForm toolbar, when the DocForm system is active.  The help system is a normal Windows help file [For those running Vista / Windows 7, please see the section at the end].
4. The DocForm software is provided as a self-extracting program and it is therefore necessary to install DocForm using the procedures described in the following sections.

5. This document has been produced and formatted automatically using Microsoft Word and the DocForm system, using the example commercial formatting styles in the settings file COMMERCE.STX.

WARNING – macro security level

6. Before you can install this system you MUST ensure that the macro protection system in Word is set low enough for the routine to run:
In Word choose 'Macro' from the 'Tools' menu and then 'Security'.  On the 'Security Level' tab, make sure the setting is Medium or Low – not any of the High levels.

7. Once the system is installed, you can revert to high security if you wish.  Some systems may not allow you to do this and in this case you must install the files manually as described below.

AUTOMATIC INSTALLATION

8. In all normal circumstances the automatic installation provided should be used, because the system files must be copied to the correct folders on the hard disk and in certain cases files need to be re-named.  The automatic procedure does all this and is also designed for both new installations and for future updates.  The routine checks for current installations and only modifies system files, not user data or settings files.

9. Note that this version of DocForm will only work with Word 2000, 2002 (XP) and 2003.  There is a different version for Word 2007.

10. To install the system, run the program DOCFORM.EXE.

11. This will unpack the files required by the system into a temporary folder.  The default is called C:\~DFTEMP and unless there is good reason to change this, it is recommended this is used (NB this temporary folder will be deleted at the end of installation, so be careful if you change it).  The folder is created automatically on your hard disk.

12. The installation routine itself is held in a Word document called INSTALL.DOC which will have been copied to the C:\~DFTEMP folder (or other chosen).  This will be opened in Word automatically when the files have been copied from the floppy disk.  Please note that you will probably get a warning that the file contains macros.  This is quite correct and you should “enable macros” otherwise the installation will not work!  There are no viruses in these macros.

13. If this is a new installation, a DocForm system folder will be created automatically.  It will be called DOCFORM and this will usually be under 'My Documents'.

14. The routine will install the following files as shown:

a. Program and control files (into the Word Templates and Startup folders):

DOCFORM.DOT
The DocForm program

DFSETUP.DOT
The DocForm Global template

SERVCTRL.MST
Configuration and control file

b. Common files (into the DocForm system folder):

DOCFORM.HLP
The DocForm on-line manual

DOCFORM.CNT
The Help contents file

MARKUP.MST
Configuration file for data on standard text

MILITARY.STX
Military standard for the MOD (Defence Writing style)

COMMERCE.STX
An example commercial settings file

MANUAL.STX
An example format for a technical manual

LEGAL.STX
A possible legal style formatting

UNINSTALL.DOC
The DocForm un-installation routine

c. Documentation files (into the DOCFORM\DOCS folder):

DF-INSTALL.DOC
This installation guide

DF-TECH.DOC
A technical guide about how DocForm works

d. Example Standard Paragraphs (into the DOCFORM\PRIVATE and DOCFORM\PUBLIC folders):

Some example paragraphs of standard text, signature blocks etc, to demonstrate how this functionality works.

15. The system is now ready for use within Microsoft Word.

MANUAL INSTALLATION

16. A manual installation is not recommended because certain files MUST be located in specific folders, however for those familiar with the technical workings of the file system and Microsoft Word, it can be performed as follows:

a. Download and unpack DOCFORM.ZIP to a temporary folder on the hard drive.

b. Under 'My Documents', create the folder structure of \DOCFORM, \DOCFORM\PRIVATE, \DOCFORM\PUBLIC, \DOCFORM\DOCS.

c. Move DOCFORM.DOT to the Word User Templates folder and DFSETUP.DOT to the Word Startup folder.

d. Move all .PRV files to the DOCFORM\PRIVATE folder and rename *.DOC.  Move all .PUB files to the DOCFORM\PUBLIC folder and rename *.DOC.  Move all .DCM files to the DOCFORM\DOCS folder and rename *.DOC.

e. Move SERVCTRL.MST to the Word User Templates folder.

f. Move all remaining files to the \DOCFORM folder (list as per paragraph 12b above).

g. Edit SERVCTRL.MST (use notepad) to alter any folder references if necessary.

17. It should be noted that copying files from an existing installation of DocForm from one PC to another may not give the required results as the program stores the installed state within its data files and will not automatically re-initialise itself on a new PC.  Always re-install from the original program.

How to get started with dOCForm

18. DocForm is an easy application to use for anyone with a basic knowledge of Microsoft Word.  In fact it will enable even occasional users to produce well laid out documents with correct, robust and accurate formatting and paragraph numbering.  Getting started may however appear a little daunting.

19. During installation, a new entry is added to the File menu called ‘New DocForm Document’ so starting a new document is as easy as choosing this option from the File Menu!  A blank page will open with the DocForm toolbar on the left side and a new entry on the top menu bar called DocForm.  Note that the top button on the special toolbar, the yellow question mark, gets you to the on-line manual and this is also available from the Help menu.  [For those running Vista / Windows 7, please see the section at the end].
20. Help.

a. When DocForm is active a toolbar giving access to the DocForm functions appears on the left side of the screen and each button has a ToolTip, which is a small phrase describing what the button does, that appears when the mouse cursor is placed over the button for a few seconds.

b. A full on-line manual/help system is provided with DocForm and this can be accessed in a number of ways.  The top button on the DocForm toolbar (the question mark) and the option “DocForm On-line Manual” from the Help menu both open the manual.  Use the manual to access any specific features that require explanation.  All the topics have keywords that are available when the index/search facility is used.  Most of the dialogs that appear when using the DocForm facilities also have a ‘Help’ button on them and this will take the user directly to the relevant part of the manual.

THE standard text/paragraph function

21. Built into DocForm is a function that allows the easy retrieval of blocks of text saved as ordinary MS Word documents.  It can be used to store and retrieve personal items such as signature blocks, or public items, in a workgroup scenario, such as distribution lists.  It can also be used to store standard paragraphs of text, or complete parts of documents, that can be easily used over and over again.

22. The practical limit for the total number of items is about 300.  The greater the number of items the longer it takes the menu to appear because the items have to be retrieved from file and sorted.

23. On installation two folders are created under the DocForm system folder, PRIVATE for the Private documents and PUBLIC for the Public documents.  These folders can be put anywhere that the user wishes and in a workgroup scenario, it will probably be useful to have the public files in a shared folder on the network.

24. Setup for the two folders and the means of editing or adding to the items is accessed through the Standard Paragraphs screen.  The function is described in detail in the help file.

25. The facility can be accessed from the DocForm toolbar, the DocForm menu or by using the hot-key {Alt+S}.

26. A number of items are supplied with the system on installation:

a. Private – Two example paragraphs that can be used to understand the process and an example letter ending.

b. Public – A more complicated multi-paragraph example written using DocForm to illustrate how larger parts of a document can be incorporated easily and an example distribution list for internal letters.
transfer of documents between users

27. There are no problems in transferring DocForm documents between users with the same version of MS Word and DocForm.

28. In general any document created with DocForm should be both readable and printable on a PC that does not have DocForm installed.  What will be missing is the DocForm functionality and so any but minor editing will be rather cumbersome since the styling and formatting will have to be accessed using standard MS Word methods, which may not provide the right result.

29. It is inadvisable to use DocForm on a system with more than one version of MS Word installed, although it may be possible.  This version of DocForm will only work with Word 2000, 2002 (XP) and 2003.

un-installing docform

30. In the event that you wish to remove DocForm from a PC, an un-install routine is provided in the Word document UNINSTALL.DOC that is in the DocForm system folder (usually \DOCFORM).

31. Open UNINSTALL.DOC and follow the instructions.  You will be given the opportunity to keep the Standard Paragraphs you have created and the DocForm system documentation.

support

32. There is very limited support available with this free version of DocForm, but send an email with your problem to docform@rlavies.co.uk and we will do our best to solve it!

windows help system for vista / windows 7
33. Vista / Windows 7 does not include the program to run the older version of Windows Help and currently the DocForm system help files are written in the older version.  Microsoft does have the program available and you will need to go to the following websites:
Vista - http://www.microsoft.com/download/en/details.aspx?id=5143
Windows 7 - http://www.microsoft.com/download/en/details.aspx?id=91
34. Follow the instructions to download the required program and install it.  The DocForm help system should now work correctly.

