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automatic installation
Security Settings
The automatic installation should work on most systems, but macro security may need changing to allow this to take place.  The installation routine is written as a visual basic program within a Word document which means that for installation to work, Word has to be told to allow macros (the bits of visual basic code) to run.
[image: ]The settings can be found in the Trust Center in Word 2007 and this can be accessed via the Office Button at the top left of the Word window.  Click this and then click the ‘Word Options’ button at the bottom.


The Options dialog is shown below, with the ‘Trust Center’ second from bottom.  To access the settings, click the ‘Trust Center Settings’ button as shown.
[image: ]

Choose the ‘Macro Settings’ option which gives the dialog shown below. 
[image: ]

To install the DocForm system, either choose ‘Enable all macros …’ which will allow all macros to run unchallenged – make sure you change this after the system is installed – or choose ‘Disable all macros with notification’ which will display a security bar at the top of the screen under the ribbon when a document containing macros (Visual Basic code) is opened.  This second setting is probably quite a good general purpose setting to have anyway, unless you automatically want to disable all macros.
Now you can install the DocForm system and if you have set the second option above, you will get Security Warning bar below the ribbon.  Click ‘Options’ and choose to allow macros to run.  When installation is complete, reset the macro settings if required.
Installation Procedure

All the system files are contained in the self-extracting executable program
DOCFORM-07.EXE.  Run this program to start the installation process.  There will be a number of dialogs informing you of what is going on or asking for input, so read them carefully and answer as required.  One of the dialogs asks where the installation files should be extracted to and the default location for the files is C:\~DFTEMP.  If this is not convenient, or you are not allowed access to your C drive, simply change this or browse for a different folder.  It is recommended that you specify a new folder because all the temporary files will be deleted at the end of installation.  When the files have been extracted, the Word document INSTALL.DOCM will then be opened which contains the installation routines and when it loads, you will get the security warning (unless you have set the macro security to the lowest level) so make sure you choose Options/‘Enable this Content’ from the security warning bar otherwise the installation will not work!  
When the document opens it briefly explains what it does, so click ‘Install Template’ and the system will be installed with all files put into the correct folders (as described below).  Word will then close.
manual installation
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:
Download DOCFORM-07.ZIP and unpack all the installation files to a temporary folder on the hard drive.
Create the folder structure of \DOCFORM, \DOCFORM\PRIVATE, \DOCFORM\PUBLIC  and  \DOCFORM\DOCS under the ‘My Documents’ folder.
Move DOCFORM.DOTM to the Word User Templates folder and DFSETUP.DOTM to the Word Startup folder (see below for where these are).
Move all .PRV files to the DOCFORM\PRIVATE folder and rename *.DOCX.  Move all .PUB files to the DOCFORM\PUBLIC folder and rename *.DOCX.  Move all .DCM files to the DOCFORM\DOCS folder and rename *.DOCX.
Move SERVCTRL.MST to the Word User Templates folder.
Move all remaining files to the \DOCFORM folder .  These are:
DOCFORM.HLP		The DocForm on-line manual
DOCFORM.CNT		The Help contents file
MARKUP.MST		Configuration file for data on standard text
MILITARY.STX		An example Military style settings file
COMMERCE.STX		An example commercial settings file
MANUAL.STX			An example format for a technical manual
LEGAL.STX			A example of legal style formatting
UNINSTALL.DOCM		The DocForm un-installation routine

Edit SERVCTRL.MST (use notepad) to alter any folder references.
The system is then ready for use.
Under the automatic installation the temporary files will be deleted, but if you have done a manual installation it is recommended that you delete the temporary folder and files.
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.
User Templates and Startup Folders
[image: ]These locations can be found in the Advanced section of the ‘Word Options’ system accessed via the Office Button at the top left of the Word window.  Click this and then click the ‘Word Options’ button at the bottom.
The Options dialog is shown below, with the ‘Advanced’ section selected.  To access the ‘File Locations’ settings, scroll down through all the possible settings to the bottom of the list and find the ‘File Locations …’ button.

[image: advopt]


Click this button and the locations of all the user definable folders are displayed.  The 2 folders that you will need for manual installation are shown below, namely the ‘User Templates’ folder and the ‘ Startup’ folder.  A long path name will not all be visible, so select the entry and click ‘Modify’ (or double click) and you will then be able to get to the full path.
[image: usertemploc]     [image: stuptemploc]


USING THE DocForm SYSTEM UNDER WORD 2007
[image: offmenu]To access the DocForm system, the Office Button menu has been modified to include a new item as shown in the picture.  Two options are available - 'New DocForm Document' and ‘Apply DocForm Template’.
The top one, ‘New DocForm document’, will load a new document with all the DocForm facilities available.
The bottom option on the menu is ‘Apply DocForm Template’ which allows you to add the system functionality to an existing document that has been created elsewhere.
You will now have a new document with the DocForm functionality and there will be a new tab on the ribbon called ‘DocForm’ which will be at the left end before the ‘Home’ tab.  This contains all the functions as shown below.
[image: C:\Documents and Settings\VirtualPC\My Documents\dfribbon.jpg]

[image: C:\Documents and Settings\VirtualPC\My Documents\helpsys\docform2007\dfribb3.bmp]All the main functions are shown with their own buttons with the exception of those that are more rarely used, which can be found in the Misc group on the right by clicking the ‘Other Functions’ button – shown in the picture.
To get help, click the ‘On-line Manual’ button in the Help group, which is a normal Windows help file [For those running Vista / Windows 7, please see the section below].  The manual is also available from nearly every dialog via the help button which will open the manual at the correct place.
If you are a new user, have a look at the first 3 sections under Introduction which will give you a good idea how the system works and will explain the DocForm ribbon and the Keyboard Shortcut keys.  Also have a look at the section under Hints and Tips about General Use.
windows help system for vista / windows 7
Vista and Windows 7 do 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

Follow the instructions to download the required program and install it.  The DocForm help system should now work correctly.
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