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Create Bookmarks in Adobe Acrobat Reader

Overview

Set up bookmarks in Adobe Acrobat Reader.
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Create Bookmarks in Adobe Acrobat Reader

Introduction

Use Adobe Acrobat Reader to create bookmarks in the navigation pane by learning to do
the following:

= open bookmarks in navigation pane

= expand topic headings

= collapse topic headings

= navigate topic headings

= zoom In/Out of pages

= close bookmark window

= quick Key Glossary

Open Bookmarks Navigation Pane
1. On Menu Bar, click View>Navigation Tabs>Bookmarks. A navigation pane appears.

% File Edit View Docum
2 BSaveaCUuy = @J W

e Options + X

RURIPOF Reference

Bookmarks ™|

|§ Pagez j

Expand the Topic Headings

1. Click beside “PDF Reference” to expand heading. A list of bookmarks appears.

S oOptionz ~ X

IEJPDF Reference

I Pages :l Bookmarks
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Collapse the Topic Headings

1. Click H beside “PDF Reference” to collapse headings. The list of bookmarks
disappears.

EMPYFDF Reference

@ Contents
D Figures
@ Tahles

@ Preface

— =

: Bookmarks

Navigate Topic Headings
1. Click on any heading to go to the corresponding page in the document.

Zoom In/Out of the Bookmarked Pages

1. Press Ctrl to zoom into the page.

2. Press Ctrl =l

to zoom out of the page.
Close Bookmark Navigation Pane

1. Click = toclose Navigation Pane.

E= Options - X

IRIPDF Reference

i Bookmarks

Quick Key Glossary

Key Function
Ctrl + Zoom In
Ctrl - Zoom Out
Ctrl 0 Sets Page to “Fit Screen” size
Ctrl 1 Zooms In (30%)
Ctrl 2 Zooms In (60%)
Ctrl 3 Reveals Bottom Slide Bar
F4 Hides Bookmark Navigation Panel
F8 Reveals Print Task Bar
F9 Reveals Task Menu Bar
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Create Screenshots Using FastStone Capture

Overview

Create screenshots using FastStone Capture.
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Create Screenshots Using FastStone Capture

Introduction

Use FastStone Screen Capture to create screenshots in the following ways:
= create a screenshot using capture active window
= create a screenshot using capture window/object
= create a screenshot using capture rectangle region
= create a screenshot using capture freehand region
= create a screenshot using capture scrolling window
= create a screenshot using capture full screen
= crop a selected screenshot
= copy a selected screenshot

Create a Screenshot Using Capture Active Window

1. From task bar, click = . Screen reverts to a new window with the screen image
selection.

2. Drag + cursor to select detail of image to capture.
Create a Screenshot Using Capture Window/Object

1. From task bar, click =) Screen reverts to a new window with a red rectangle border
and a hand cursor/icon.

2. Move hand within the red rectangle border and click on precise detail of image to
capture.

Create a Screenshot Using Capture Rectangle Region

1. From task bar, click ‘= . Screen reverts to a new window with intersecting red lines and
+ cursor.

2. Drag intersecting red lines and + cursor to precise detail of image to capture.

Create a Screenshot Using Capture Freehand Region

1. From task bar, click 4> . Screen reverts to a new window with a lasso icon.

2. Drag lasso icon and create organic detail of image to capture.

Create a Screenshot Using Capture Scrolling Window

1. From task bar, click £d . Screen reverts to a new window with a + cursor.

2. Drag + cursor to precise detail of image to capture.
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Create a Screenshot Using Capture Full Screen

1. From task bar, click ‘£, Screen reverts to a new window with screen image with a red
rectangle border and a hand cursor. This scrolls through all the information open on the
screen.

2. Move hand within the red rectangle border and click on precise detail of image to
capture.

Crop a Selected Screenshot
1. On task bar, click Crop. This crops the image to a specific size.

Copy a Cropped Screenshot
1. Ontask bar, click Copy. Go to the document to place image.
2. Right click mouse, and click Paste to place selection in the document.
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Create Mind Maps and Project Charts Using
SmartDraw

Overview

Use SmartDraw to create mind maps and project charts.
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Create Mind Maps and Project Charts Using
SmartDraw

Introduction
SmartDraw helps you to visualize your ideas.
Use SmartDraw to create mind maps in the following ways:

create a mind map from the home screen
add a topic to your mind map

add a subtopic to your mind map

move a subtopic from one topic to another
move an entire subtopic tree to a new topic
demote a topic or subtopic

promote a topic or subtopic

break large projects into smaller tasks
create a project chart from a mind map
email your mind map to your team

Create a Mind Map from the Home Screen

1. From Home Screen, select Mind Map.

2. Click Main Topic box and type subject of your presentation.

oy A e

e
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Add a Topic to your Mind Map
1. From the Smart Panel, click Add Topic.
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2. Click on topic box and type the name of another topic.

Add a Subtopic to your Mind Map
1. From the Smart Panel, click Add Subtopic.
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2. Click on topic box and type the name of the subtopic.

Move a Subtopic from One Topic to Another

1. Select the subtopic and drag it to another topic. Connector lines are automatically reset
and reconnected.

Move an Entire Subtopic Tree to a New Topic

1. Select a topic box and drag it to a new location under a different topic. All subtopics
connected to the topic you are moving go along with it. Connector lines are reset and
reconnected automatically to the next topic. The moved topic adopts the style of the
related topic.

11
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Demote a Topic or Subtopic
1. Click on topic or subtopic to demote.
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2. From Smart Panel, click Demote. Now the topic or subtopic is on a new level.

Promote a Topic or Subtopic

1. Click on topic or subtopic to promote.
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2. From Smart Panel, click Promote. Now the topic or subtopic is on a new level.

Break Large Projects into Smaller Tasks
1. From Home screen, select Mind Map.
2. Click on central object and type the title of your project.
3. From the Smart Panel, click Add Topic for each component of project.
4

From the Smart Panel, click Add Subtopic to add a task to each component of the topic.
Continue until all tasks of the project are identified.

12
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Create a Project Chart from your Mind Map

1. From the Smart Panel, click View As, and then select Project Chart. This creates a
chart showing the tasks to complete.

DIDIDIDEE

st 1

3. Change the duration time of the tasks or adjust the task bar.

Note: Change tasks if necessary. Any changes made on
project chart, change on the mind map.

Email Your Mind Map or Project Chart

1. Click rg on Task Bar.

peOELLLL

T
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2. Select Email to:, and then click on file to send.

Note: Tabs at bottom of window allow you to move from
mind map to project chart view.

Publish to Sharepoint Server

1. Click @ on Task Bar, and then click Sharepoint.

14
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Build Information Queries in Actuate Query

Overview

Use Actuate Query to create information queries.

15
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Build Information Queries in Actuate Query

Introduction

Actuate Query is a tool that uses Information Objects (a category describing a part of
your business such as customer, amount, or item) to organize information about your
company.
Use Actuate Query to do the following:

= choose information objects

= add fields to query

= sort returned data

= filter results of returned data

= select output format
= create a pie chart

Choose Information Objects
1. From Main Page, select object to begin the query.

&

g' My Jobs

Channats

Ermrplovess Data
LI Custormer Order Deladls - Souce Data
Actial Sales Dala

SHalas Foratast

Warld Wide Cess infarmation

2. This takes you to the Content tab on the Query Field Selection Page.

Add Fields to Query

1. Inthe Content tab of the Query Field Selection Page, select fields to include in your
query.

& ACTUATE

1. Cortent.

Choose the fields (o inchade to yous quesy.

Stletted Columns

-

»a
B
<
=3

I Allow user to changs column selechion when runnang the query

Preoew | Cantel | i | Net | Finigh |

16



March 2011
Technical Writing Portfolio

2. From Available Columns, click on field(s) of choice.

3. Then click >, to move selection(s) to Selected Columns box. Use >> to move all column
options to Selected Columns box.

Sort Returned Data

1. Inthe Sorting tab, click the down arrow at Specify the Sort Order, then click down
arrow for Ascending or Descending order. A list of data appears.

" ACTUATE

Spocity tha sort order,

I =] [Fscanamg 31

™ Mo 14801 10 Changs S0 Grabrwhin naaning o quesy

Preview Cancel Dack het | Finish |

Filter Results of Returned Data
1. Inthe Filters tab, click Predefined Filters (Parameters) drop down menu.

* ACTUATE

3. Fiters.

e wahues for the predefined flers and custom fiflers. Allow user
fo changs

Pregufined Filters (Parametars)

Cusien Fiseen

| =- = F

2. Choose Location to filter data by. In this screenshot, the user chooses the Location of NH
(New Hampshire). Only the data for NH will appear.

Select Output Format

1. Inthe Finish tab, select the format of your output document by clicking on one of the
following options:

& ACTUATE

Fimish ynn quaery, Towmal

Fage heager I

Ot farrrat & Buwser (DHTML)
© Eaal
€ pOF
 wAnaysis Fun |

¥ Mliow user 1o change output format when running e query

nnnnnnn Rrowss.

= Browser (DHTML)
= Excel

= PDF

= e-analysis
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Create Pie Charts and Pivot Table Formats

1.

2. The results are in a table format for easy analysis.

Click Excel, and then click Run.

| “"g. 4. Finish

I N
Finish your
Pagenester. |
UMt Browssr (DHTML)

& Fuel

HPoF

& i
=} 8 -t W QUsHy
Qe name: [Estes Dats informatien Object
Locatan [iShasta infoemation Dibjocts Brwee.
Duserptnn [

Save Ousry

The data displays in an Excel spreadsheet.

e — —
A [Costomer  lStawe  Order Amuount  llem Category Description |
2 Advanced Specralists Corp. NH 1785 134244 MSLIBA0  Static Ram 16M = 4 Statee Ram, 3.3 volls

3 |Advanced Spscialiste Cop N 1785 A48 MRMID  Dyraee am &M x 1 Dynamue Ram

4 _|Design Salutions Corp NH 1500 165360 MSLIZI0  Static Ram x 1 Static Ram, 3 3 volts.

5 Dasign Selutions Carp. HH 1240 20611 MRIGED  Dynaenic Ram x B Dynanic Ram

& |Design Selutions Ceep NH 1530 508 MR1ES0  Dymaenic Ram x 8 Diynarvi: Ram

7| Deaign Solulons Cerp. KH 1940 B2 MBRLM10  Dyrsenss Ram 1 Dynarec Ram, 3.2

& |Design Salutians Comp NH 1940 SO0 MRLIEH  Dynaene Ram Dynamue Fam, 33 whe
3 Design Soluti ] 1500 15540 MRLI290  Dynamic Ram Dynamic Ram, 33 woks
10 Dasign Selutions Carp HH 1980 103320 MRLIZS0  Dynaenc Ram Dynantic Ram, 3.3 vohs
11 | Design Solutions Cerp. NH 1340 53614 MS1650 Static Ram 16M x 9 Static Ram

12 | Design Solulions Cerp. KH 1580 MDD MDSPUM ' 32 x 16 Prograenmable DSP, 3.3
I’_I]ﬂﬁlgn Solutions Corp NH 1580 SrEE0 MSLOMB0  Static Ram AM x B Static Ram, 373 volis.

14 | Dosign Solutis NH 1940 112060 MSLIB4D  Static Ram 16M x 4 Static Ram, 3 3 volts

15 Dwsign Selutions Corp. NH 1940 271680 MWVIBE4  Drivir 52 bil Prograrenable Video Grap
16 Design Selutions Cerp KH 1940 772 MROMB0  Dnyrarvic Ram 4 x 8 Dynamic Ram

17 |Design Solutions Cerp. KH 1940 18656 MRLMX  Dynaensc Ram M x 9 Dynamc Ram, 3.3 vos

" I]ﬂﬁlgn Solutions Corp NH 1340 B0 MSLOBAD  Static Ram BM x 4 Static Ra wolis

1] ign Solutis o NH 1500 189630 MSLIBS0  Static Ram 16M x 9 Static Ram, 3 3 volts

o n Solutions Corp. NH 1940 188955  MP163Zx  Controlier 32 bit Programenable Contraller w
21 | Design Solutions Corp. KH 1340 17180 MSLM10  Static Ram 4M x 1 Static Ram, 3.3 vohs

z
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In the Finish tab, select e-analysis, and then click Run.

g. " w-_gﬂ I]'Er:{*.\'."“.": I ig;‘“‘%l A Finkshy

Finish yeur qury, ch toptionst).

Page haader: |

Ouputfmat — © Browser (DHTML)
£ Baal
< ror

" Do (o]

7 Allw user 1o change outpul forrest when running the query

Qusery nama: [Sales Data infarmation Cbjact
Locatioe Shasts Infarmation Objects Erowse
Description

Saye Query

527700
Hn¥ 1527500 1653 ars
1250 "0 4 s
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To create a pie chart from the e-analysis spreadsheet, click & .

dvareed Dasign e (11193

 Wbvaeend Design Corp. (B.5T)

“ratvaned Sagune b [IBEY)
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Schedule Reports with the HSBC Automated File
Delivery Tool

Overview

Configure the Automated File Delivery Tool for downloading report files to your
computer.

20
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Schedule Reports with the HSBC Automated File
Delivery Tool

Introduction

The HSBC Automated File Delivery tool allows you to schedule reports when you want
them.

Configure the Automated File Delivery tool to do the following:

= set up Automated File Delivery (AFD)
= create a New Schedule

= set up a download directory

= receive reports in bulk or individually
= schedule frequency of reports

= generate a report at a specific time

= generate a recurring report

= select reports to download

= view schedule summary

Set Up Automated File Delivery (AFD)

1. Contact the System Administrator.

Create a New Schedule

1. Infile menu, click Create New Schedule — Reports and File Download.

Automated File Delivery
Setup Automsated File Delivery Serwice (AFD]

Create Mewy Schedule - Reports and File Dovwnload

Schedule Summary

2. The AFD Schedule Maintenance window appears.

HSBCnet

[- PR (ST

21
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In the Short Name section, type a short name. This is a schedule identifier for quick
filtering purposes.

Schedule Details

Short name ™ I

3.

Schedule name I

4. In the Schedule Name section, type a schedule name.

Set up a Download Directory
In the Download Directory section, type a directory path. Find your file here. Leave

1.
space blank to download to the default directory.

| Dewiilsad dit etlory |

Receive Reports in Bulk or Individually
1. Inthe Receive Reports section, click either In Bulk or Individually.

Receive reports * ' 1 Bulk - All selected reparts will e received in one email

& Incividually - Repors wil be received individually per email

Schedule Frequency of Reports
1. Inthe Schedule Frequency section, click down arrow, then select from the following

options:

= Daily
= Weekly
= Monthly (end of month)

Schedulefrequensy © Db ¥l R Pre Fwed Fmo Beo Cs Dan

Generate a Report at a Specific Time

1. At Generate Report, click At Specific Time.
2. Inthe hh/mm section, enter a specific time to generate a report.

Generatzreport * st e 12270 whonn 1500 e [17:00 hnm
& every 4 x|ioutsy  rron 200 [ 2C.00 Frimm
Time zane [ Uit Wit (30T 1y =

Bazcal cn e line zonz a2 catos, oar svstem wil adoratizaly ocuzt dayiht saving where oapleasle

Generate a Recurring Report
1. At Generate Report, click Every to receive a recurring report.

Generatzroport * oo tne (1220 wemm 1300 aam|17:00 W
& Evers 4 Flikutsy  rron IT whnrTC ’Iﬂﬂ— thimm
Time 70ne United Kirggduen (SMT 1y =

Based entoe e zenz s oetee, our evcten wil adomelizaly acjust daylcht aving where aopleas:
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2. At the Hours drop down menu, click down arrow to choose specific number of hours for
report to recur.

3. Atthe From and To sections, enter hours to establish the recurring time period.
4. Atthe Time Zone drop down menu, click down arrow to choose appropriate time zone.

Select Reports to Download
1. Atthe Report Summary List, select a report.

[EST—— -
e

pre——
s
an

9999999999399 99959
E

N
2. Click , for AFD schedule to take effect.
3. Once all steps completed, the acknowledgement page appears.

i g
i

- Comm

Schedule Summary
1. Click the Schedule Summary.

Automated File Delivery
Setup Automated File Delivery Serwice [AFD)

Create Mewe Schedule - Reports and File Downlosd

Schedule Summary

Your report summary appears.

HSBCnet
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Customize the Internet Options’ Tabs for Internet
Explorer

Overview

Customize the internet options’ tabs for Internet Explorer.

24
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Customize the Options’ Tabs for Internet Explorer

Introduction
Here is a reference guide of the Options tab under the Tools section of Internet
Explorer:
Internet Explorer>Tools>Internet Options
Tab Option Function
General Homepage = customizes home pages
Browsing History Search = deletes browsing history
Search = changes default settings
Security Select a Zone to View or Change = |nternet
Security Settings = Local
= Trusted Sites
= Restricted Sites
Security Level for Zone = Appropriate for most sites
= Prompts before downloading
unsafe content
= Unsigned Active X controls will
not be loaded
Privacy Settings = Blocks third party cookies
Pop-Up Blocker = Prevents most pop-up windows
In-Private = Allows/disallows collection of
data for In-Private Browsing
Content Content Advisor = Ratings to help control internet

content

Certificates

Encrypts connections and
identifications

Auto Complete

Stores previous web page
searches and suggests matches

Feeds and Web Slices

Creates automatic feeds and web
slices for pages used frequently

Connections

Setup an Internet Connection

Sets up an internet connection

Dial-up and Virtual Private Network
Settings

Adds dial up connection
Adds VPN connection

Choose Settings for Proxy Server

Allows for setup of proxy server

LAN Settings

Sets up local area network
connections

Programs Default Web Browser = Sets Explorer as default browser
Manage Add ons = Enables or disables browser add-
ons
HTML Editing = Chooses program Explorer to use
to edit HTML files
Internet Programs = Chooses email program
Advanced Settings = Sets accessibility for windows
and tabs
Browsing = Notifies about script errors

25
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General Tab Task-Oriented Procedures

The Internet Options dialogue window allows you to do the following:

create Home page tabs
set or delete browsing history
change search defaults

change how web pages are displayed in tabs

change appearance of web pages

Create Home Page Tabs
1.

In the General tab, type name of URL address in Home Page box.

Internet Options ||

General | security | Privacy | Content | Connections | Programs | Advanced |

Home page
l/? To create home page tabs, type each address on its own line.
SN -7/ 0. micros oft. com/Twiink/7LinkId=69157) -

Usecurrent | [ Usedefault | [ useblank |

Browsing history

" Delete temporary files, history, cookies, saved passwords,
¥ ) and web form information.

[ Delete browsing history on exit

[ pelete.. [ setings |
Search
(;‘ Change search defaults.
Pa
Tabs
Change how webpages are displaved in
tabs
Appearance
[ Colors | [ tanguages | [  Fonts ] [ Accessibility |

Set or Delete Browsing History

1. Click Settings, to select from the following:

Temporary Internet Files a... g|

() Every tme I start Internet Explorer

(@) Automatically
O Never

ce to use (8-1029MB) 252 | &
ended; 50-250MB)

n:
:\Documents and Settings\Dana\ocal Settings\Temporary
Internet Files\

[(movefolder... | [ viewobjeets | [ viewfles |

History

Specify how many days
of wehsites y i

Days o keep pages n istory:
Cancel

Internet Explorer should save the list
sited.

26
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Change Search Defaults

1. Under Browsing History, click Settings to change default search settings.

Change How Web Pages Display
1. Under Tabs, click Settings to change how web page display.
Tabbed Browsing Settings g|

Enable Tabbed Browsing (requires restarting Internet Explorer)
Warn me when dosing multiple tabs
[ Always switch to new tahs when they are created
Enable Quick Tabs {requires restarting Internet Explorer)
[Jopen only the first home page when Internet Explorer starts

Enable Tab Groups {requires restarting Internet Explorer)
When a new tab is opened, open:

‘The new tab page £

When a pop-up is encountered:
() Let Internet Explorer decide how pop-ups should open
(® Always open pop-ups in a new window
() Always open pop-ups in a new tab
Open links from other programs in:
O A new window
(%) A new tab in the current window
() The current tab or window

[ Restore defaults ] [ OK I I Cancel ]

Change Appearance of Web Pages
1. Under Appearance, click the following:

Appearance

[ Colors ] [ Languages ][ Fonts ] [ Accessibility

= Colors - change display colors of page.
= Languages - change to preferred language.
= Fonts - choose font style.

Accessibility - ignore set formatting styles.

27
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Manage the Windows System Properties Dialogue
Box

Overview

Manage the Windows System Properties Dialogue Box.

28
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Manage the Windows System Properties Dialogue
Box

Introduction
Here is a reference guide for the Windows Systems Properties dialogue box:

Windows/Systems Properties/Change Settings

Tab Option Function
Computer Name Computer Description = Identifies computer on network
Network 1D = Creates identity of computer to join
domain or workgroup
Change = renames computer or changes
domain or workgroup
Hardware Device Manager = lists hardware installed on computer
and allows property changes to
devices
Device Installation Settings = allows for Windows to download

drivers for software and provides
details about drivers

Advanced Settings | Performance = adjusts visual effects, processor
(Changed by scheduling, memory usage and
Administrator) virtual memory
User Profiles = changes settings related to user
login
Startup and Recovery = customizes startup features

= handles system failure and
debugging problems

Environment Variables = adjusts desktop environment
System Protection | System Restore = restores computer back to previous
version after unwanted changes
occur
Protection Settings = allows for protection of drives
Configure = system administrator disables
Create = system administrator disables
restore point creation
Remote Remote Assistance = allows remote assistance to
computer
Remote Desktop = allows select users to gain access to

the computer

Change Settings Options

In the Windows System Properties> Change Settings dialogue box you have the
following options:

= create a name for your computer

= join a domain or workgroup

= rename your computer or change its domain name

29
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Create a Name for Your Computer

1.

In the Computer Name tab, type the name of your computer in Computer Description.

System Properties

Computer Name | Hardware I Advanced | System Protection I F{emuial

==

Windows uses the following information to identify your computer
5= onthe network.

Computer description: |

For example: "Kitchen Computer” or "Mary's
Computer”.

Full computer name: DTCO1L0364-09.ad beit.ca

Domain: ad beit.ca

To use a wizard to join a domain or workgroup, click
Network ID. Network |D...
To rename this computer or change its domain or
workgroup, click Change. e

Tip: follow the example for possible computer names.

Join a Domain or Workgroup

1. To join a domain or workgroup, click Network ID.

System Properties @

Computer Name | Hardware | Advanced | System Protection | Remote |

f l‘ Windows uses the following information ta identify your computer
b onthe networkc

Computer description |

For example: "Kitchen Computer” or "Mary's
Computer”

Full computer name: DTCO1L0364-09.2d beit.ca

Domain: adbct.ca

To use a wizard to join a domain or workgroup, click
Network 1D, Network ID..
To rename this computer or change its domain or
workgroup, click Change =

In the Join a Domain or Workgroup window, select an option that applies to your

computer and click Next.

In the next Join a Domain or Workgroup window, select the answer that best applies to

your company network domain and click Next.

In the next Join a Domain or Workgroup window, type user name, password and

domain name and click OK.

30
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Rename Your Computer or Change its Domain Name
1. To rename your computer or change its domain name, click Change.

System Properties @

Computer Name | Hardware I Advanced | System Protection | F{emotel

PL Windows uses the following information to identify your computer
S onthe network.

Computer description: |

For example: "Kitchen Computer” or "Mary's
Computer”.

Full computer name: DTCO1L0364-05 ad beit.ca

Domain: ad beit.ca

To use a wizard to join a domain or workgroup, click
Network 1D. Network |D...
To rename this computer or change its domain or
workgroup, click Change. ange...

[ oK ][ Cancel ] Apply

2. Inthe Computer Name/Domain Changes window, type Computer name.

Computer Name/Domain Changes @

You can change the name and the membership of this
ges might affect access to network resources.

Computer name:
DTCO1L0364-09

Full computer name:
DTCO1L0364-09 ad beit ca

Member of
@ Domain:
ad beit ca

) Workgroup:

31



March 2011
Technical Writing Portfolio

3. Click More, to add Primary DNS suffix of this computer and Net BIOS computer
name. Click OK.

DNS Suffix and NetBIOS Computer Name (==l

Primary DMS suffix of this computer:

Change primary DNS suffic when domain membership changes

NetBIOS computer name:
DTCO1L0364-09

This name i used for interoperability with older computers and services.

4. Select member of Domain or Workgroup, and add applicable name. Click OK.
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Import and View an XML File in the PADGen Program

Overview

Use the PADGen software program to import and view an XML file.
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Import and View an XML file in the PADGen Program

Introduction
Learn how to import and view XML files in the PADGen software program.
Here is a reference guide for the main window of PADGen:

PADGen Main Window

Tab Function
Company Info = describes contact information about the company
profiled
Program Info = describes information about program used (i.e. Flash

Media Player)

= describes language

= describes operating systems supported by

Descriptions = describes media program in descriptions ranging

from simple to detailed

Web Info = provides URL information

= provides download information

Permissions = provides field to enter Distribution Agreement
information

= provides field to enter End User License Agreement
information

Build Options = generates PAD and signature PFX files

= provides field for a password

Affiliates = fields to enter download sites that can sign up to be
affiliates of your products

ASP = field to enter membership number

(Association of

Software

Professionals)
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Use PADGen to execute the following:
" import an XML file in PADGen
. view an XML file in PADGen

Import an XML file to PADGen

1. Inthe Menu Bar, select File and then Import PAD file. The tabs populate with the data
from the PAD file.

A0 DADGen - Flash Media Player 39 e =]

File Edit Tools Help

Company: (SN = E Program: (SN = E PAD: [/ Verify [Z Generate !

Eampany I | Program Info | Descriptions | Wb Info | Pemissions | Buid Options | Affiistes | AP |
Company Info: Author Info:

Company Name: ‘GD‘dSU‘UtIUH Software, Inc, First Mame: ,Michaeli
Addiess 1: [china Last Mame:  [Lee

Address 2 ‘ Email: support@drivermagician.com

City/ Towin; ‘shanghai Contact Info:

State/Pravince: ’m Zip/Postal Code: ’W First Mame: ’N\Id‘\aeli
Country: ‘Ch\na Last Name:  |Lee

Campany URL: ‘htq:u:f’f'i\"Nw‘drivermagiaan.comfﬂash: g Email: support@drivermagician.com

Suppart Infa:

Email Fhane. Faw
General ‘support@dnvarmagluan.com ‘ |
Support: ‘suppurt@dnvarmagidan.cum ‘
Sales: ‘suppnrt@dnvermagidan.mm ‘

T— . The Association of Software Professionals is pleased to
&%Asp pravide PADGen to you free of charge:
hitp://pad. asp-softvare. org/
Association of Sharsware Professionals

Modified First name of the person that should be used to contact the company regarding this product

View an XML file in PADGen

1. Inthe Main Screen, click Company Info tab. Review, verify or update company contact
information.

=i PADGen - Flash Media Player 3.9
Hle Edit Tools Help
& Company: Bl ! Program: B - ! PAD: | Verify 4 Generate

{Company Info I Eroglamlnlo] Qes:mpl\ons} web \nfc} Eerm\ssmns] Build Upl\ons} Alflhales] ASP }

Company Infa: Author [nfo:

Company Name: ‘Goldsuluﬁon Software, Inc. First M ame: ’W
Addiess 1 [china Last Mame:  |Lee

fddioss2 | Emal [rupport@drivermagiian.com
City/Towr [shanghsi Contact Info:

State/Fiovinee: [shangha  Zip/Postal Code: [201800 FistMame:  [Micheel
County [china Last Name:  [Lee

Company URL:  |http:/fwww. drivermagidian.com/fiashp g Email ’m
Suppart Info:

Ernail: Phone: Fax

General [support@drivermagician.com [

Support ‘support@drwermagidan.com |

Sales [support@drivermagician. com [

. The Azzociation of Software Professionals iz pleased to
Sp provide PADGen to you free of chaige
hittp: /¢pad. s3p-software.oral

&

Association of Sharewars Professionals

Muodified
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In the Main Screen,

click Program Info tab.

= PADGen - Flash Media Player 3.9

File Edit Tools Help

@l Company: (518 ! Program: & - ! PAD:

Verify |4 Generate

Company Inf

Program Mame:  [Flash Media Player
ersion: 3.9

i
Descriptions | b Infa | Pemissions | Buid Options | Affiiates | ASF |

Category Class: |Audiu &Multimedia;::Video Tools j

Recent Changes: |Add function of assodating with .swf file exte

Release Date:  [03/05/2010 ~|  System Reg [
Type: Shareware ~ | Supported Android A
Operating Systems: BlackBerry =
Fielease Status  [Major Update hd Handheld/Maobile Other
iPhone
Cost [USS): 29.95 iPod
iTouch -
Cost [Other): hd Java
Linux
Install Support:  |Install and Uninstall = Linux Console
- Linux Gnome
Languages: (4 Engllsh_ A Linux GPL
i‘f’khaz'a” — Linux Open Source
ar Mac 05 X o
Afrikaans = -
Alb: irati
Am:;l:cn I~ Has Expiration Info Expire Based On
Arabic Nurn. of Daps/Uses: |15 & Daps
Armenian - " Uses
Assamese - Expiration Date: . - " Either/Or

Size (Bytes): | [4125686 Other Expie Infa; |

Modified

Review and verify the following:

= program that will run the XML file (in this case Flash Media Player)
= version, release date, type and status
= cost

= install and uninstall

= language of choice

= size

= category class

= recent changes

= system requirements

= supported operating systems

= expiration information

In the Main Screen, click Descriptions tab.

Fle Edit Tools Help
@ Company: [ & - ! Program: | G - E PAD: | Verify 7 Generate &

Qumpany\nfo} Program Info | Descriptions ] ww'eb \nfo} Eelmlss\ons} Build Upl\uns] Afl\\lates] A5P ]

Engich | Configure...|

Kepwords: |ﬂash player, flash screensaver, flash screen saver, macromedia flash player, flash kit

45 Char. Desc: [Macromediz fiash player and manager

80 Char. Dese: |Mar_rUmEdla flash player, manager and flash screensaver maker
250 Char. Dese:

IFlash Media Player is a handy flash kit designed as Macromedia flash player and manager. It
lhas several powerful flash tools: preview and browse flash movie, capture flash image and set
it as wallpaper, create flash screensaver with ease etc,

450 Char. Dese: [Fiash Media Player is @ handy fiash teal kit designed as Macromedia flash player and manager.

[Tt has several powerful flash tools: preview and browse flash movie, capture flash image and
set it as wallpaper, create flash screensaver with ease, make conversion between SWF and
[EXE flash movies etc, All of these features will help you enhance and extend the using
ipossibility of existing flash files,

2000 Char Dese: [Fjah Media Player is a handy fiash tool kit designed as Macromedia flash player and manager. | a

It has several powerful flash tools: preview and browse flash movie, capture flash image and
isetit as wallpaper, create flash screensaver with ease, make conversion between SWF and
EXE flash movies etc. All of these features will help you enhance and extend the using
lpossibility of existing flash files. And with friendly user interface, Flash Player Pro offers you a
ifantastic animated flash world!

IWith Flash Media Player you can:

Browse Macromedia flash movies with built-in viewer, v

Muodified
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4. Review the following descriptions:

= Keywords
= 45-2,000 word character description

5. In the Main Screen, click Web Info tab.

& PADGen - Flash Media Player 3.9
Fle Edit Tools Help
& Company: [ G~ ! Program: || G~ ! PAD: | Verify |4 Generate [

Company Infe | Brogram Infa | Descriptions Wb Info } Pemissions | Buid Options | Affiistes | AP |

General UL Infor

Application Info: [http: ffwww. drivermagician. com/Rashpiayer g
A pplication Order: [rttps: umw regsoft. netjpurchase. php 3productid=73132 g
Scigenshot: [Ittp:www. drivermagician. com fashplayer fpic/FlashPlayer g al
Fragram lcan [ al
PAD XML File: [Pttp: . drivermagician. com FlashMediaPlayer. xml al
Download URL Info
Primary Download:  |nttp:/fwww.drivermagician, com FlashMediaPlayer. exe g
Secondary Download: | e
Addtional DL URL #1: | e
Addtional DL URL #2. | e

Modified

Review or add the following URL information:

= Application information and order
= Screenshot

= Program icon

= PAD XML file

Review or add the following download URL information:

= Primary download

= Secondary download

= Additional DL URL #1
= Additional DL URL #2

6. Inthe Main Screen, click Permissions tab. Review or add the following information:

= Distribution agreements
= End-user License agreement

Verify # Generate
ions | Affliates | 43P |

G Company:
LCompany Infa | B

Distribution g

m

End User Licenss Agreement,

Modiied
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In the Main Screen, click Build Options tab. Review or insert PAD or PFX files to
generate.

& PADGen - Flash Media Player 3.9
Eile Edit Tools Help
E_ Company: | & - ! Program: | | & - ! PAD: .| Verify  Generate

Company Info | Bragram Info | Descriptions | Web Info | Bermissions {Buid Gpiions | ffiates | 5P |

Gererate PAD fle: | &
Signature PFX file: [ M

Signature passward. |

Typein 7 if you want to be queried for password on buid

Muodified

In the Main Screen, click Affiliates tab. Enter information to allow download sites to
affiliate with your company.

& PADGen - Flash Media Player 3.9
File Edit Tools Help
G Company: |5 - ! Program: | & - ! PAD: | Verify [ Generate

Company Infa | Frogram Info | Desciptions | Web Info | Bemissions | Build Options ;hi‘niiéi’é’é‘} asF |
¥ Inchude this Extension into PAD File

Affiliates PAD Extension :‘

If your payment processor supports an affiliate program, then you can enter the basic information
here, so that download sites can easily sign up as an affiliate of your products.

Affiliates information page & |

Avangate

Order page URL Z

|
Wendor 1D 2 |
|

PraductID &

Maximum commission rate |
5

BMT Micro

Modified

38



March 2011
Technical Writing Portfolio

In the Main Screen, click the ASP tab. Click if you are a member, and then add a

membership number.

% PADGen - Flash Media Player 3.9

File Edit Help
A Company: || G- ! Program: 1 fw ~ ! PAD: /| Verify ¥ Generate

Qompanylnlo} Eloglamlnfa} Qescmptions] ﬂeblnfo} Eermissions] Build Dptions] Affiliates A

[V Include this Extension into PAD File

Association of Shareware Professional's PAD Extension Form

Along with the standard information entered in your PAD file we would also like to ask the following
questions

I” 1am an ASP member.

If you are a member:

My member number is:

For more information on the Association of Shareware Professionals please visit our web site at
hitp:iiwww.asp-software.org

b odified
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Track Patient Information Using the ClinicPro
Administrative System

Overview

Track patient information using the ClinicPro administrative system.
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Track Patient Information Using the ClinicPro
Administrative System

Introduction

Track patient information by entering basic information in the List tab. Here is a
reference guide of the List tab of the ClinicPro software program:

Summary of ClinicPro List Tab

Tab Option Function
List Last Name Records patients’ last name
First Name Records patients’ first name
MI Records patients’ middle
initial
Patient No. Records patients’ “patient”
number
SSN Records patients’ social
security number
DOB Records patients’ date of birth
Phone Records patients’ phone

number

Review patient information in the Patient Detail tab. Here is a reference guide of the
Patient Detail tab of the ClinicPro software program:

Summary of Patient Detail List Tab

Tab

Option

Function

Patient Detail

Patient #

Displays patients’:
= Jast name

first name
middle initial
SS#

Date of birth
Gender
Marital status

Contact Information

Displays patients’:
= address
= Phone, fax, cell
= Email

Primary Dr. and Referring Dr.

Displays patients’
= Primary doctor
= Referring doctor

Legal Information

Displays patients’:

= |awyer

= Responsible party
= Legal representative

Job Information

Displays patients’:
= Employer

= Job title

= Status

= \Work number
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Manage the Transactions Tab in ClinicPro

The Transactions tab is a record of past payment transactions, and the section where you
enter new transactions. This section describes how to complete the following:

= search for completed transactions

= check for Alerts

= enter a new transaction

= modify a new transaction

= switch to different screens

Search for Completed Transactions

1. In the main window, use the down arrow to scroll through past transactions.

#4 Patients (BEATLE S. BUG) - Gender: F - Age: 49 - Financial Class: WC

List I Patient Detail Transactions ‘ Insurance / Dates 1 Plan 1 Custorn
o % K-Ray: [03118/2003 ~| Re-Exam: [ /1 x| [P+ FRsTHEALTH
5: AFLAC
New save Cancel | Delate piagnosis | [720.5 1 [7386 2 [8348 3 [ . 7 |1, campus
|pate |ceT |carrier [1ns Balance |Pat Balance [Tot Bal~"JTnstrance |Patient |
10/30f2002 72050 - %-RAY: CERVICAL, 4 YIEWS FIRST HEALTH $120.00 $120.00 $120.00 $0.00 A
10/30f2002 96941 - CMT 3-4 ACUITE FIRST HEALTH $40.00 &7D $42.70 $40.00 $2.70
10{30f2002 PAYMENT PATIENT $-100.00 $0.00 $-100.00
03/15(2003 72070 - %-RAY THORACIC, AP & LAT FIRST HEALTH $100.00 5100.00  $100.00 $0.00
031 - PNELMOY AX FIRST HEALTH $16.00 $16.00 $16.00
v
¢ 5
Totals 3,660,10 2,923.58 756,52
Service: [0311972003 ~] to [03192003 ~ [+ 2[1[n c[m[p[a] ¢ £ £ |
FIRST HEALTH
i Self |7y an -
Total: $16.00 |  Insurance: | $16.00  Patient: so.00 || Famibe [0 oea  pmss = craes
Mods 23 pxMMr 27304 Tax s || el ] o
Tyne of Claim: |MEDICAL -] pos: [11 @ vos: [os & Copay: | | Renewal bate: |
Autharization No. SF@F_ Repeat ‘ Receipt | Payment ‘ Work Note |
Exclude From Insurance Billing [ DateBilled: | // (Rebill | <% Notes

Primary: |EXCELLEN g Billing: [EXCELLEN E Ordering: ﬂ m S —— |
riginal chi ransfer
Supewising:‘ S Residem:| E Referring: ROSENRO‘SI

Note: red lines show overdue accounts and blue lines
show billed accounts.

2. Inthe main window, select a line and click on it. The bottom left section of the screen
gives a line item detail of the transaction.

Check for Alerts

1. Inthe main window, select a line, and click on it. The bottom right section of the screen
gives alerts that need attention.

Enter a New Transaction

O
1. Click New Type in procedure number or choose it from the lookup list. Once you
have chosen the procedure, the system automatically displays the fee and corresponding
information.
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Modify a New Transaction

. ) Mods . )
1. From the Transaction screen, click 4 to modify the transaction.

2. Enter a procedure number or select from the list.

’—
21 PROLONGED EYALUATION AND MG| ~
22 UNUSUAL PROCEDURAL SERVICES
23 UNUSUAL ANESTHESIA

24 UNRELATED EVAL. AND MGMT. SER
25 SIGNIFICANT, SEPERATELY IDENTIFI
26 PROFESSIONAL COMPONENT

32 MANDATED SERVICES

50 BIALTERAL PROCEDURE

51 MULTIPLE PROCEDURES

52 REDUCED SERVICES

53 DISCONTINUED PROCEDURE

54 SURGICAL CARE ONLY j

Double-click an item to mowe it from one list to another
or key in @ modifiers code and press enter.

& |

Cancel

[
[ -

Switch to Different Screens

1. From the Transaction screen, click on each menu bar item to switch screens.

1 | 2 Il HHCMP A
Click On Switch To Information Screen

2 Disability and Hospitalization
| Insurance
H HCFA
C Chiropractic
M Medical and Pediatric
P Podiatry
A Ambulance

43



