Installing and using THE JSP101 system
with WORD 2000, 2002 (XP) AND 2003
INSTALLATION and USE

1. This is version 32 for MS Office 2000, 2002 (XP) and 2003.  There is a different version of the software for Word 2007.  It conforms to the changes to the Defence Writing Guide (JSP101) version 3-1 effective from June 2010.  (It has also been tested and should work with Office 97 too).
automatic or manual installation

2. The automatic installation is recommended, because it makes the whole process easy, but if you are worried about downloading an executable (.EXE) file and running that on your computer then you can download the .ZIP version and install the system manually so that you can check all the files with your virus checker and know exactly what files are being copied where!  Both ways of installation are described below.
AUTOMATIC INSTALLATION - recommended
WARNING – macro security level
3. Before you can install this system using the automatic routine, 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.

4. 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.

5. All the system files are contained in the self-extracting executable program
JSP101-2003.EXE.  Run this program from the disk/folder where it is stored.  There will be an information dialog to inform you of what will happen with a reminder to read the security section above if you have not done so!  The next dialog asks where the installation files should be extracted to and the default location for the files is C:\~JSPTEMP, but 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 you are ready, click the Next button and the files will be extracted.  The Word document JSPINSTL.DOC will then be opened which contains the installation routines and when it loads, you will get warned that the document contains macros unless you have set the macro security to the lowest level.  This warning will be a dialog box so make sure you click ‘Enable Macros’ otherwise the installation will not work!  
6. 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

7. If you have downloaded the JSP101-2003.ZIP file so that you can install the system manually, then extract all the files to a temporary folder of your choice.  You must now manually install the system as follows:
a. Copy jsp101.dot directly to the Word User Templates folder.

b. Copy jspsetup.dot directly to the Word Startup folder.

If you need to find out where the Word User Templates folder or the Word Startup folder is located, then open Word and choose 'Options' from the 'Tools' menu and click the 'File Locations' tab.  Double click (or select and choose Modify) the 'User Templates' or 'Startup' entry in the list.  If you click the down arrow at the right end of the 'Look in' box at the top of the dialog, you will see the folder structure.

c. Now create a folder called 'JSP101' under 'My Documents' or under your profile folder (usually C:\Documents and Settings\'username').  You can actually create the folder anywhere you wish, but when you run the system you will be asked to show where the files have been put if the JSP101 system can't find them!

d. Copy the following files to this new folder:

jsplmtemp.dot

jspheadlettemp.dot

jspplainlettemp.dot

jspagendabody.doc

jspminutesbody.doc

jspbriefbody.doc

jsp101.hlp

jsp101.cnt

8. If there is a file called JSPINSTL.DOC, it can be ignored and deleted if copying the files manually because it is there simply to handle the automatic installation.

9. The system is then ready for use.

10. 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.  You will need to edit the document templates to personalise them for your use - address, logos etc.  This is covered in full in the help manual - open Word and choose 'JSP101 Online Manual' from the 'Help' menu.

USING THE jsp101 system
11. The JSP101 system is for creating normal documents or reports in the JSP101 style and allows easy automatic paragraph numbering, page numbering, protective markings, Annexes etc.

12. When you want to use one of the templates, from the 'File' menu choose one of the 4 options available from the 'New JSP101 Document' sub-menu - 'New Blank JSP101 Document', 'New Loose Minute Document', 'New Headed Letter Document' or 'New Plain Letter Document'.  This will load a new document of the type chosen and where the Loose Minute or Letter style has been chosen, there will be dialogs allowing you to tailor it to produce other document types (Minutes of a Meeting for example).

13. You will now have a new document based on the JSP101 template and you will see a special toolbar on the left of the screen and there will be a new item on the Menu bar titled 'JSP101'.  To get help, click the Help button on the toolbar (the one with a little book) for the full user manual, which is a normal Windows help file [For those running Vista or Windows 7, please see the section at the end].  The manual is also available from the 'Help' menu by choosing 'JSP101 Online Manual'.

14. If you are a new user, have a look at the first 4 sections under Introduction which will give you a good idea how the system works and will explain the Toolbar, the JSP101 Menu and the Keyboard Shortcut keys.  Also have a look at the section under Hints and Tips about General Use.  There is also a full section about using and editing the document templates.

windows help system for vista and windows 7
15. Vista and Windows 7 do not include the program to run the older version of Windows Help and currently the JSP101 system help files are written in the older version.  Microsoft does have the program available and you will need to go to the following website:
Vista:

http://www.microsoft.com/downloads/details.aspx?familyid=6EBCFAD9-D3F5-4365-8070-334CD175D4BB&displaylang=en
Windows 7:

http://www.microsoft.com/downloads/en/details.aspx?FamilyID=258aa5ec-e3d9-4228-8844-008e02b32a2c
16. Follow the instructions to download the required program and install it.  The JSP101 help system should now work correctly.

Any queries to the author Robin Lavies:

E-mail:

robin@rlavies.co.uk 
Updates from:
http://www.rlavies.co.uk/jsp101.html
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