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RoboHelp/Site Help for Web

Overview
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What is Help?

* Online ‘self-help’ tool that provides
users step-by-step instruction and
policies for using Advance
—Advance Standard Help

 Displays standard ‘generic’
procedures for navigating and using
the application
—Site Help

» Custom help file that includes policies
and procedures specific to the
institution and their use of Advance
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Help Author Goals

+ Define the audience and what information
would be helpful for them to know

» Develop the site help file in a way that
allows users to easily navigate and find
information

* Include fully-tested and institution specific
procedures/policies for using Advance

« Maintain consistency in look and feel of the
help project

» Keep the help file current and
communicate updates to users regularly
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Advance Standard Help

Help - Windows Internet Explorer [ 1ol x|

9y = [ hitpsfjlocahost AdvanceWeb3400jHelpiadvanceiAdvance_Web_fccess o] 3| X | [Live search |2~

File Edit View Favortes Tools Help

Table of Contents
Getting Started
Lookups

Biegraphic
Dataleader
Document Management
Gift/Fledge

Events

Membership

Prospect Management
Repaorting

Ticketing

Accessibility

YYYYYYYYYYYY

U§ @ @ Advance Oniine Help

Home : Table of Contents —|Link to Site Help

Welcome to Advance
e

Welcome to the Advance Help Suite. The Help Suite contains topics that cover conceptual
and task-related information as well as reference topics that describe fields and buttons
on the pages, applications and forms in the system.

In this Help Suite, you can:

-

Navigate to a help topic using the Table of Contents

Locate a help topic using the Index.

Search for a help topic using the full text search.

Access site-specific SiteHelp, if installed.

This Help Suite contains information on the following areas of Advance:

Mew Users: Learning the Basics
Learn Advance Concepts and Terminclogy.

Locking Up and Finding Cata =
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Sample Site Help File

=lol x|

o0

+ | http:/fiocahostAdvanceweb400/Helpjadvance jAdvance _iteb_Access_onii T | #1 || X | [Lve Search P~

File Edit View Favorites Tools Help

U¢ 4 @ advance Online Help 2 - ) - = - FPage - (G Took -

Home : Biographic : Biographic Attributes : Addresses

Table of Centents =
» Getting Started
» Lockups
¥ Biographic

¥ Biographic Attributes

Addresses

The Addresses Form displays information about an entity's addresses. Individuals or
organizations may have multiple current and former addresses, but may only have one

How Do [ View Biographi='|  current address marked as ‘preferred’.

How Do I Create a New |

How Do I Create a New ¢ See also;

How Do I Designate a St Creating a New Person Entity

Biographic Views Creating a New Organizaticn Entity

Activities

Addresses

Address Verification To display Addresses for an entity:

Admissions Velunteer Ac 1. Perform a Lookup, using either the Entity's name or Entity 10 to display the Entity
Affiliations Prefile.

Alerts 2. Expand 'Bicgraphic’ on the Entity Profile Page Tree.

Attention

A 3 A .
Awards / Honors 3. Click ‘Addresses’ and the Addresses Form displays.
AWC Email Forwarding 4. Click the appropriate row on the list and the detail displays.
AWC Rights =
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What is Adobe RoboHelp Office?

« The TOOL we use!
* RoboHELP is the industry standard in help
authoring

* RoboHelp is the fastest, most user-friendly
way to develop professional Help systems and
documentation for desktop and web-based
applications

. Datatel+SGHE | www.sungardhe.com

RoboHelp Office

* Includes RoboHelp for Word and RoboHelp
HTML applications
—RoboHelp for Word is used to create help files
for Advance Windows; RoboHelp HTML is used
for Advance Web Interface
» Can generate WebHelp, HTML Help,
FlashHelp, WinHelp, JavaHelp, Oracle Help,
and pure HTML outputs and printed
documentation all from one source project
— We support:
* WebHelp for Advance Web
* WinHelp for Advance Windows
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What is WebHelp?

+ The VEHICLE we use to create Help for the
Advance Web Interface!

+ HTML-based format designed to run on
various browsers/platforms

* Generates .HTML, . XML and graphic files that
can be deployed to individual users or placed
on a server

. Datatel+SGHE | www.sungardhe.com

System Requirements

« Microsoft® Windows Vista® with Service Pack
2, Windows® XP with Service Pack 3, or
Windows 7

» Microsoft Word 2010, 2007 or 2003 (for printed
documentation)
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T\ e
===N0
+ Open Adobe RoboHelp9 HTML

* Open sample WebHelp Project using File > Open or
‘Open’ link under Recent Projects heading

+ Navigate to where RoboHelp 9 Was installed and
access the sample ‘Salesbuilder-Help.xpg’ file

Bl I Program Files
B I Adabe

= [ Adobe RoboHelp 9
E 1) RebaHTHL
Bl ) Samples

= en US

Bl 5 Salesbuilder
[ (S dleshuiiderP
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Questions? Comments...
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Developing Your Help File

1. Design and create project

Develop table of contents/add topics
Add topic content and format

Build hyperlinks

Add graphics

Develop Index

Generate help file

NoOaRob
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Design and
Create
Project

4

=z

. Datatel+SGHE | www.sungardhe.com

Datatel+SGHE - Confidential and Proprietary

3/9/2012



RoboHelp for Web 3/9/2012

What is a Project?

« All of the files that are used to generate the site
help file

* Includes all of the policy/procedure text (content),
graphics, other formatting properties and what the
output will look like

+ Assists in organizing/managing the help file
+ The project file will have an extension of .xpj

« This is the file you will access when trying to re-
open your project after it has been created

. Datatel+SGHE | www.sungardhe.com

Designing a Project

« There are many approaches to designing a
project

« Some important areas to think about before
building your help file include:
—Develop an outline of topics
—Ildentify naming convention for topics, files,

projects

—Determine style sheet/look of help file

* Quick start your project by purchasing the site
help starter kit
—Pre-defined topics, nhaming conventions, links

. Datatel+SGHE | www.sungardhe.com
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Multiple Help Projects

* No difference in the finished help system if you use
one or multiple projects

* Necessary when you have multiple help authors
needing to work at the same time

» Helpful when your help system includes different
types of information that may/may not all be
deployed to same users

» Assists in organization

. Datatel+SGHE | www.sungardhe.com

Planning

+ Understand your audience, application and subject
matter and put this in your design specification
document

* Create user task lists

* Determine the type and number of help topics
you’ll need

» Coordinate your efforts with other authors, subject
matter experts, and application developers
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Designing Your Help System

* Create an outline of the Contents tab

 List any topics you won’t include in the
Contents tab

« Create a storyboard/flowchart showing how
users will navigate through the help system

. Datatel+SGHE | www.sungardhe.com

What are Help Topics? ‘ oF |
|

» Help topics are the basic building blocks
—Generally they cover a single idea

+ Help topics are like papers in a folder or pages
in a book

« There are many types of help topics

. Datatel+SGHE | www.sungardhe.com
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Information Types / Topic Types

A good help system is a collection of answers to
anticipated user questions:

« Overview (“What?) « Policy (“Why? When?”)
» Task or Procedure « Example (“Give me an
(“How?”) example”)

 Definition or Glossary « Navigation (“Where?”)
« HTML/Link to Topics

. Datatel+SGHE | www.sungardhe.com

Topic Titles

» Verb first and concept second

» Action verbs best (e.g., Reversing a Gift)
+ Avoid jargon

+ Avoid single-word titles

» End user oriented

. Datatel+SGHE | www.sungardhe.com
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Procedure Topics

« Written to answer the question “How do I...?”
» Contain step-by-step instructions

» May have links to reference, definition, show me,
or example topics

+ User learns how to take action

. Datatel+SGHE | www.sungardhe.com

Guidelines for Procedure Topics

- One action per step buttons and fields as

. they appear
» Simple language

. « Enough information for
» One method for doing a beginner or
the action

experienced user

» Values or variables
needed to complete the
step are available
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Definition Topics

Written to answer the question “What does this
word/term mean?”

Typically display in popup windows or a glossary
and are therefore short

User gets the accurate definition

. Datatel+SGHE | www.sungardhe.com

Guidelines for Definition Topics

Repeat the word being defined
Present tense

If the term is an object, describe how it looks or
acts, or what it does

Provide an example if it helps define the term

Avoid nesting other popup definitions in the
definition topic

. Datatel+SGHE | www.sungardhe.com
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Navigation Topics
« Show the user how to get from one place to
another in the application
* May include step-by-step instructions
« May have links to example topics
« May appear in popup windows

» Give your user a way to get back to your
navigation topics easily

. Datatel+SGHE | www.sungardhe.com

HTML/Link to Topics

* You may link to or make Internet/Intranet pages
their own topics

* Provides the look and feel of the Web within your
help system

* Opens a world of information to your users

. Datatel+SGHE | www.sungardhe.com
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Planning Tools

» Create a Desigh Document: define audience,
requirements, platforms, organization,
navigation, content

« Build a Prototype: show a small subset of

planned topics, show structure, appearance,
and navigational devices

» Build a Schedule: Show dates and
dependencies, and priorities

. Datatel+SGHE | www.sungardhe.com

Prototype & Schedule

» The prototype communicates your vision for the
help system

« Demonstrates everything that you will do but on a
smaller scale

» Get feedback & approval on the prototype
+ Build your project schedule and budget:

—Rough estimate is that each topic takes
between 2-5 hours

. Datatel+SGHE | www.sungardhe.com
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Implementation Tools

+ Let’s look at some tools to help you get started
and track your work...

—Building a topic list
—Establishing Format and Design
—A Help Author’s checklist
—Tracking development

. Datatel+SGHE | www.sungardhe.com

as =\
Task E\&Q

You are assigned to design and produce a prototype
of Site Help for your institution. Consider using the
topic list document to brainstorm topics and
tracking spreadsheet to help begin outlining your
help project.

Note: While eventually we need online help for all of
your institution’s policies and procedures, let’s start
with a small subset!

. Datatel+SGHE | www.sungardhe.com

Datatel+SGHE - Confidential and Proprietary

3/9/2012

16



RoboHelp for Web

Task (Continued)

Begin to design your Site Help system

—Take a look at what you want to document
online

—Consider what topics you’ll need, if there is
existing content, how you will format this
information in site help, etc.

—What topic titles will you use?

—How do you want to structure the Table of
Contents tab?

Sketch out your design

. Datatel+SGHE | www.sungardhe.com

Questions? Comments...

. Datatel+SGHE | www.sungardhe.com

Datatel+SGHE - Confidential and Proprietary

3/9/2012

17



RoboHelp for Web

Getting Started

HTML

OR

V4

» Click the RoboHelp Starter shortcut on your desktop

» Navigate to the RoboHelp program files directory
from the Windows Start menu and select RoboHelp

rﬂ Programs

fﬁ Adobe RoboHelp 8

RoboHelp HTML

. Datatel+SGHE | www.sungardhe.com

RoboHelp Starter

project

Recent Projects
i ccc
i cce
=

5 Open..

Create New

‘) Blank Project

& Application Help

& eleaming

& Knowledge Base

& Folicies and Frocedures

3 Wore...

Import
€ Microsot HTWIL Help Project
BZ Word Document

3 More

» Create a new blank project or open an existing

Resources

& Adobe User Forum

@& RoboHelp Developer Center
& Knowledge Base Articles
@ Skin Collection

@ RoboHelp Support Center

News Announcements
& sdobe Framelaker
& sdobe Captivate

# adobe Acrobat

. Datatel+SGHE | www.sungardhe.com
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*If replacing standard Help, Project Name must be:

Project Wizard

he site help content kit

dvance_Web_Access_Online_Help * OR if you purchased

Title users will see in

New Project Wizard

R browser/viewer
er the title is project:
oo /

Enter the file name for the project:

ste_te <—Project file name

Enter the location for the project:

Erter the title of the first topic:
|Carfidentiality Statement —

project

Enable WebSearch

First topic in

fUﬂCtlona“ty M [v] 5ave as Default

Language: | English

[ Finish ] [ Cancel ] [@ fido ]

Default
language

. Datatel+SGHE | www.sungardhe.com

Program Window

RoboHelp HTML - Advance_Web_Access_Dnline_Help - [Confidentiality Statement *]

 Ele Edt Vew Fomat Inset DHTML Table Teok lindow Help
HABRR Y S /o sBXoannm
‘ Hormal > | aial - 1zpt ~w00% - |ESA-L-| T
 Project Manager 2 x % Confidentiality Statement * X
BYdam || R pesion]| (S
[-L(# Project Files | T Te——— 2 | 3 oo 4 A s
(@ Bioken Links & o
(g URLs =
B T oo Conenty Confidentiality Statement
-{[g] Index
& E‘DT‘W Information in the Advance system is the exclusive property of the SGHE
e 308 iea University Foundation and may be used only within the parameters outlined
below. As a Foundation employee, if you view, enter, request or retrieve
information from the Adwvance system, you agree to abide by this policy. In
addition, if you share any information obtained from the Advance system with a
(I Projec... | o Profec... | 4] Snipp... Jllr\i\aarcmo amnlaea unlintaar ar ame athar narean wha e ot an armnlaea of _'ﬂ
4 »
* Single Source Layouts 2 x
YT  TopicList 3 x
LR I Al Folders MCED)
Adobe AR - -
@ WebHeb Prina Layou] | File Name / | Title [Toc_ [ 70CMame Al
v (7] Adding_an_Address him Adding an Address Yes Advance_Web_Acce—1
Q WebHelp Pro (7] #dding_an_Assigrment him Adding an Assignment Yes Advance_Weh_Acce
FlashHelp (7] Adding_ Marktal_Information.him Adding Marital Information Yes Advance_Web_Acce
&3 FlashHelp Pro 7] Confidentislity_Statement him Confidenisliy Statement ‘Yes Advance Web_ficce _
O S lge e
| &3 Single Source... | 77 Conditional B... | | THTepiclist | g User Defined Varisbles | 2 Output View |
yA
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Pods

* A pod is a quadrant or pane of the program window
that can be moved/organized as the user desires.
Available pods:

*Project Manager *Toolbox
«Conditional Build Tags +Bug Hunter
*User-defined Variables <RoboHelp Server
*Single Source Layouts -Link View

*Project Set-up *Topic List
*Shippet *File Status
*Output View Starter

. Datatel+SGHE | www.sungardhe.com

Environments s =

The Environment defines the pods, toolbars and
options that display in your program window. You can
use several methods to alter this look:

1. Click different options in one of the pods

* For example, open the Table of Contents folder in the Project
Manager pod and double click one of the TOC’s that is listed.
Your TOC will now appear in a new pod to the right;

2. Save new environment

* Click the Workspace Switcher button in upper right > Save
3. Reset to the default environment

» Click the Workspace Switcher button in upper right > Default
4. Load an environment that you have previously defined

* Click the Workspace Switcher button in upper right > Load

. Datatel+SGHE | www.sungardhe.com
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Table of Contents -
Topics

. Datatel+SGHE | www.sungardhe.com

Table of Contents Entries

+ TOC entries appear in the TOC tab of the Help
Topics window as books & pages

* You can create the TOC as you work or at the end
of the project

* You do not have to include every topic in the TOC

* You must keep the TOC entries in synch with the
actual topics in your help project

. Datatel+SGHE | www.sungardhe.com
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Table of Contents

Project Manager a x
« Helpful organizational |[L2X2&E
0 +-(2] Project Files
tool when used prior to | 2w
adding the content

! URLs

Table of Contents
Index

Glossary

g Ses dlso QYIE e » &8 |5 !
------ [7] what is Salesbuilder?

[ @ How does Salesbuilder Help re’?

gproiectMa“_ EBF @ S alesbuilder Tour

@ Coparate Travel

@ Installing and Configuring
- How do |7
@ C5H Topics

. Datatel+SGHE | www.sungardhe.com

Table of Contents Buttons

JOE e &8 EHEEGE
405 67 8 9 W

1. Create new book 6. Move up

2. Create new page 7. Move down

3. Auto Create TOC 8. Create/View TOC

4. Move left 9. Insert placeholder
5. Move right 10.New merged project

11.Discard changes

. Datatel+SGHE | www.sungardhe.com
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Creating Books in the TOC

1. Click the New TOC
Book button

2. Enter a title for the
book

3. Click OK

. Datatel+SGHE | www.sungardhe.com

New TOC Book

[7) Gereral |rs% Advamed|

Book Tile:  [Basic Navigation |

Valablz Varables
| | s

™ Book with Link

- Book Destination
Existing Tiopics:
[& anFolders
7] Activity Lookup
7] Adding a Contact Repart
7] Adding & Degres
(7] Adding a Prospect
@ Adding an Address
(7] Adding an Assignment
@ Adding Marital Information
[#1 Crnfirentiality Statement E]

‘ New Tapic.. . Eind Topic...

Lirik b I

L (L

——[ K | ceeel | [l Hep

Creating Pages in the TOC

1. Click the New TOC
Page button

2. Enter the topic title

3. Click the New Topic
button

. Datatel+SGHE | www.sungardhe.com

New TOC Page

i

@ General ‘@ Advancedl

Page Title 5|‘.DOkII‘1g- up an‘ E-n:tlty 1

Page Destiristror

Existing Topics:

{23 all Folders v
[7] Corfidertislity Statement

—
(EienTonie

Link to: B

@ Find Topic...

[ ok J[ cencel ][ e

)
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Creating Pages (cont.)

4. Topic Title will default

5. File Name will default.
Change as necessary
or desired

6. Click the various other
tabs to add attributes
to the topic if desired

7. Click OK (twice)

General |J Slalusl kil Appearancel [El \ndexl = SeeAIsol & Advancedl

Topic Title: |KEEREE

File Name: |Newjnpm hitm

Master Page: [ [Hone)

=l vl @

Language: INona j
Author: [

Keywards |

™ Execlude From Search

x|

I R

. Datatel+SGHE | www.sungardhe.com

Reordering TOC Entries

+ Drag and drop
OR

+ Select a book or topic,
and then use the arrow
buttons to move it where
you want

@ ¢ |4l > 4+ & |
o Confidentiality Statement
=-|[) Basic Mavigation

@ Using the GoTo Page
=) Bio Information

- @ Creating an Entity

------ [#7] adding Addresses

. Datatel+SGHE | www.sungardhe.com
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Task =\
D5,

=

Add Books and Pages to Project

. Datatel+SGHE | www.sungardhe.com

Saving and Viewing Your Work

« Throughout developing your help file, you will
want to save and compile your work

1.To Save, click |G
2.To Generate (compile the project), click %

3.To View, click the ‘View Results’ button in the
popup box that appears

Result: WebHelp has been successfully generated

g ~\ WebHelp [WebHelp) was built successfully.

Click Yiew Result to view: Advance_Web_access_Online_Help.htm

— iew Result | Pubdish Done 7| Help

. Datatel+SGHE | www.sungardhe.com
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Task — B
Doy

Save and Generate Project
View Help File

. Datatel+SGHE | www.sungardhe.com

Topics Properties

+ Topic properties are characteristics such as the
title, index entries and topic status
* You can view and change topic properties in the
“Topic Properties” dialog box by right clicking on a
topic
—Often used to assist in managing a project
—Will display in Reports for tracking purposes

: Topic List

£ 4l Folders - @
Title: Toc TOC Name Indest

File Mame

. Datatel+SGHE | www.sungardhe.com
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Topic Properties

File Name ¢ Title: TOC Index | Status Modified Date
@ Adding_aAddresses.htm Adding Addresses Yes MNo In Progress 10/15/2004 4:14 AM
@ Confidentiality_Statement.htm Confidentiality Statement Yes Mo In Progress 10/15/2004 4:12 AM
@ Creating_an_Entity_Record... Creating an Entity Record ‘fes Mo In Progress 10/15/2004 3:15 AM
@ Looking_up_an_Entity.htm Yy - -
@ popup_Maintenance_Mode. ... Tup]{: Propertles ﬁ
%En.derstand\ng_me_HDme_‘.. ‘ Eﬂ See Also || @ Advanced || File |
sing_the_GoTo_Page.htm =
[@) http: faww.sungardbsr.com v States | [F] fopesrmnce | @, index
[#] mailto:records @sungardbsr. .. i To Do List:
[JFirst Draft
STl 1 o &=
Friority: Lf__ﬁ_i HDurs.-Lu__ﬁ Eﬁ‘;‘:’:d To TOC
Comment [[Index keywords
—  |[JRan Smart Index

| [[]5ee Also keywords

| Oimages

| [JBrowse Sequences

| [OTested

I [JFinalized

| [ ]Reviewed

. Datatel+SGHE | www.sungardhe.com

Changing Properties for a Group of Topics

1 In the Topic List, select all the topics whose
properties you want to change (use Shift-click
and Ctrl-click, as necessary)

2 Right-click one of the selected topics, and then
from the shortcut menu choose Status, Author,
Priority, or another property you want to change

. Datatel+SGHE | www.sungardhe.com
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Task @@%

=

View Topic Properties
Change a Group of Topic Properties

. Datatel+SGHE | www.sungardhe.com

Questions? Comments...
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Topic
Content and 5@ A
Format \j/}
N

. Datatel+SGHE | www.sungardhe.com

Topic Content

» There are several methods for getting content into
the help file

—Type text directly in to the topics
—Copy and paste text from other documents
—Import document using RoboHelp

. Datatel+SGHE | www.sungardhe.com
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Creating Topics by Importing Existing Documents

* You can import existing .DOC files into your help
project
—Can also import .PDF, .HTML plus more

» It's a good idea to import external files into a new,
empty help document

* RoboHELP can automatically convert imported
text into help topics

. Datatel+SGHE | www.sungardhe.com

Importing Word Docs

1. Create a New Topic
folder for your
imported docs
(Project Manager pod -4l HTML Fies (Topics)
> right click Project 5 3 Myndiimport]
files folder to create
new) then highlight
the folder T e

2. From File menu, | B o Mo ® >
select Import > Word ||| et
Document -
3. Navigate to where
the file is stored

i ] | 1l >

4. Double-click the o v £t s =~
. ile name ow_| « Import.doc | ([ Open ]

selected WORD file _ - —
Files of type: |Word Documents (*.doc) M [ Cancel I

OR click ‘Open’
| [osiel sGre mmaungarsnecom ]

Datatel+SGHE - Confidential and Proprietary
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Importing Word Docs (cont.)

4. DO NOT select
any options in the
Content Settings
popup box.

Content Settings

[~ Table of Contents
I~ Corert Table of Contents
{5 fiddto evisting TOC

 Create Tammua_mr—l— =
popore

[ Index

|%

[ alesbuider (Defaul) |

5. Click ‘Next’

6. Click the ‘Edit’
button in the
section titled

‘Word Document’

™ Convert Ind Load Settings from: | Custom) Erowse.
Lo
558 for Style Mapping; |salesbuider ces =] Edtwin

1 Creale

¢ addio| [ FrameMaker Documen
™ Apply Frametates Temslate before import

- Glossary
Bi
I~ Corvert Gl I |

= Addlto
Edit conversion sefings for FrameMaber documents: Ed

1 Create ‘word Diocument

to apply a style or
apply later

’7&" e s e demmrs Edit J

Save Setlings to Export

<Back Frish | Cancel | ZiHep |
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Importing Word Docs (cont.)

Conversion Settings x|

6. CIiCk the plus (+) Word Document Settings
sign nexttothe &=

Paragraph listing mg
7. Click Heading 1

8. Click the i‘ﬁ‘:m
Pagination v
checkbox

9. Click OK

10.Click Finish

11.Import completed

resutts

Style Preview:
Word RoboHelp

’ Text Text

Select the RoboHelp style bo be mapped with the chosen Word style,

RoboHelp Style: | [Source] =

Edit Style:

I™ Glossary Definition

I clossary Term

¥ Pagnation)
I™ user Defined HTML Tag

—_— oK I Cancel | 7| Help

Successfully imported the file GADocuments and SettingsicbarringiDesktopiSarmpleRH_d =]
Successfully imported the file C\Documents and SetlingsicbarringiDe sktopiSarmpleRH_d

Successfully imported the file CADocuments and Settingsicbarring'DesktopiSampleRH_d
Successfully imported the file ClDocuments and Settingsicbarring'DesktopiSample RH_d

Successfully imported the fils CADocuments and Saﬂmgs\chamng\Dasklnp\EampIeRH:dJ

Successfully imported the file CADocuments and SetlingsicbarringiDesktopiSarmpleRH_d

Close

<

i)
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Word Import Results
[ S|

‘ Ble Edt Vew Fomat Took Window Help
HOWRRRY S /owm shBXoclinn Rk s & B
¢ [Heading 1 -] [t ~Jrest T B A2 T IR
: Project Manager B X T stenter | &) Confidenishty Statement >’ 12 Welcome Statement * X w®
- T 2
SYdam [ Desion | [SHm ]
5 1 P T R SERRERE EERERE EERRERE o
(@ Broken Links ra D—|lz
(g URLs j E
- Toble of Conneny Welcome Statement i
#-Z) SafeGuard Enterprise e
B Sttt ncyption Welcome to the SGHE University help project. Please contact us at XXX
g See ko YOOLIOUOK if you have questions/suggestions or email us at
wit n rcom, You may also view additional information on our
website at www surpniseaz.com,
(| Projec.... | g Projec... | 4] Sripp... 3 =
: Single Source Layouts 5 x 4 o
© Topic List 2 x
(7 All Folders MIC
| File Name / [ Tite [10C_ [TOCName =
E‘lvimg_an_mﬁgnmnl him Wiewing an Assignment No
[7] Viewing_Gift_Clubs htm Wiewing Gift Clubs No
(7] Viewing_Maiial_lnfomation him Viewing Masital Information No |
7] Viewing_the_Giving_Summary him Viewing the Giving Summary No -
{5 Microsoft HTML Help =l|a1 ¥

| G Srge Source... [ 7 CardiionaiB. | | T Topkc st | g User Defied Varables. | 4 Ot Vewr |

4
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Add New Topic to TOC

1. Click the Topics List pod

2. Highlight the topic to add to the TOC and drag and
drop it in the proper location in the TOC
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Task W\
==
Import Word Documents

Add Topics to TOC
Save and Generate Project
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Importing Topic Content Manually

* You can also import content by utilizing the
copy/paste functionality

» Create your topic then copy the content from the
external document and paste into the desired topic

* Formatting will often be lost when text is copied
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Task N\ A
e

Manually Enter Content into an Existing
Topic
Save and Generate Project
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Importance of Styles

* RoboHELP uses styles to determine how to
convert imported text to help topics

» Check for consistent use of style in the document
you are importing; if styles are inconsistent or
incorrect, adjust them before converting the
imported text
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Cascading Style Sheet (.CSS)

+ A style is a formatting element that controls font
size/color, line spacing, alignment and other
attributes alighment

» Style sheets are a collection of styles that can be
attached to HTML files to control the layout and
appearance of multiple HTML topics without
editing the topics individually

—Example, change Heading of each topic to Arial
12 Bold

. Datatel+SGHE | www.sungardhe.com

Creating a Style Sheet

1. Open any topic

2. Click Style Sheet
button on toolbar — 5 | =¥

3. Click New

4. Enter name of new
style and folder

location Create New Style Sheet =)
5. Click Copy Styles from Name: My new syle |

checkbox if you wantto | s [ 7opLevelrom (]

build your new style Bl

from an existing one. [aeicons B

Select base style from

dropdown (|_meate D[ cancel | [EHep |

6. Click Create

. Datatel+SGHE | www.sungardhe.com
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reformat

10. Click Apply

12. Click OK

Creating a Style Sheet (continued)

7. Under ‘Styles’, click plus sign (+) to expand the
section that contains the element you want to

8. Click the element (e.g. Heading 1) to view the
current settings and a preview of the element as
it will display with these settings

9. Change format (font size, color, style,
indentation, etc.) as desired

11. Repeat #8-10 as needed

. Datatel+SGHE | www.sungardhe.com

styles

Creating a Style Sheet (continued)

Nosrnal
Table

I™ Hide inherited stles
Ayadable in:

Shes: Passgreph Pieview:
ol SO oo
Lt
Mullevel List
[ Otther Wb P3G0S P AN
&- Paragragh
P Heading 1
breadcrumbs P —
Heading 2
Heading 3
Heading 4
Hsad!mﬂ Fomalting
o oo o S5 4] 2] 7] 7]

- Spacing: [Before =] [iapt
Change as desired |~
Sile: | Normal (Style for following pasagraph]

[by mew sty oo | New = | Fomst v |  Deete |

oy | P

e
Heading 1 + font-weight bold; font-size: 24.0pk:

|Lastslep|—--[! Cancel |- Hep |
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Viewing Topic Style

To determine what
style is applied to a
topic:

1. Highlight the topic
in the Topic List
2. Right click and
select properties
3. Click on the
Appearance tab

* To change style, click
desired .css file and
click Apply then OK

Topic Properties

| ol Se=dln I i Advanced | File |
General " Status 1 Appearance [E Index
Style Sheet:
Mone; Background 5ound
fmatyles css [ Nore] |
HimiHelp.css
MS_Help.css Sound Loop Count, |

wiShelp.css

*Indicates default property for the cunently selected template.

. Datatel+SGHE | www.sungardhe.com

Apply Style to All Topics

1. Click the Topics Tab

2. Highlight the topics in
the list

3. Click the Properties
button &
OR
Right-click while
hovering over the
highlighted area and
click Properties

4. Click the Appearance
tab

5. Highlight the desired
style sheet

6. Click Apply

7. Click OK

|3 amoicers v

File Name Titie TOC Index | Status

| 7] Adding_Addresses.him ‘Adding Addresses Yes Mo In Progri
7a _Statementhtm C tiality Statement Yes No In Progre
@ Creating_an_Entity_Record.., Creating an Entity Record Yes MNo In Progre
Z]Looking_up_an_Enity.htm  Looking up an Entity Yes No In Progre
7 _the_Home_... L Yes No 1In Progre
[#]ieing_the GoTo Pagehtm  Using the GoTo Page Yes Mo In Progr

Topic Properties

<] ]

General | o Status( (7] Appearmnce [, index | R See Aso | 8 Advanced

Style Shest
{None)

default css
Myndi_import\New_Entity|
Mnd-impanLoga
HtmiHelp cas
MS_Help.css New...
My new style.css
wibhelp.css

(Multiple Style Sheets)

Background Sound
‘\_None) M

Sound Loop Count: 1

* Indicates dsfautt property for the cursntly sslected template

Lok [ Concel J[ ool ][ Heb

J
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Task \;;‘/\@ \

—
\_//*/

Modify a Style Sheet
Apply Style to All Topics
Save and Generate Project

. Datatel+SGHE | www.sungardhe.com

Skins

« Skins allow you to integrate your output visually
with your institutions ‘look’

« Change colors, buttons, fonts, backgrounds for
TOC icons and navigation buttons in your final
help product

. Datatel+SGHE | www.sungardhe.com
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To Create a Skin

View | Format  Tools  Window  Help

B ¥ EBRBX oo

1. Access the Project = Y e
Set-Up pod by clicking
the tab OR by clicking 3
View > Pods > Project ey
Set-Up []Pages
[#l-jug Context-Sensitive Help
2. Right click on the T
Skins folder and select
New Skin
3. Click radio button for  r==grmm =]
‘Create custom e
WebHelp skin R
4. Click OK @ Create custom WebHelp skin
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To Create a Skin (cont.)

5. Click the Toolbar or Navigation
tab to view the items whose et
display you can edit

6. Click the item you wish to edit | 14 2=l

7. Modify information as desired - ——= 3;
(change font, add image, etc.) —> e —

8. Click OK Emcse o3 = |

9. Enter a name for your new | et Be
skin

10. Click OK to save your new ‘
skin A

E Toaolbar |E Mavigation
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New Skin!

YebHelp Skin Editor

[ Toobar | ] Mavigation |

ki B z 8 - Search -
() Book 1
- Topicl
* topic
* ropicd This is a sample topic
@ yahoo for skin preview.

[2] Updsteliew | 6" Freview |  MName [COBSKm

I~ Main

~Mav Bar

Contents Previous
Index Mext
Search Sync TOC
Glassary Hide
Search Input

About

[ 13

S e |
Image: EI

[ SelectedButton

Color: Lime - -
R r— |

Font | Georgia, Bt Black

oK |

Concel | ZlHep |
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Change Primary Layout

1. View the Single
Source Layouts
Pod

2. Highlight WebHelp
(Primary Layout)

3. Right click and
select Properties

4. Choose desired
Skin from Skin
dropdown list

5. Save

(In RoboHelp Version 9,
your new skin may appear
under WebHelpPro
instead of Primary Layout,
and you may need to click
“Save and Generate rather
than just “Save.”)

& webtielp General - Webtielp
~Select Dutput Foldsr and Start Page
[uments and Seltings\charring\Desklop\S arpleRH_delele\ISSLINWebHelp\S ample him .'?..l
™ Use Lowercase Fie Mames (Recommendad for INEX)
- Condional Build Expression
[iMone) =] _ Define..
Skin
Galery..
- Content
Table of Contents: | <Dfauit Table Df Cordents> =]
s |<Defzit Index |
Glossasy: |<Defoul Glossays =l
Vasiables Set: [<Oefaut Vatiable Set> =]
Default Topic: [Fist_Topichim Select .
- Addtional Oplions
I~ Section 508 Compliant Dutput I~ W3E Compliant Topics
I Apply to all Topics I~ AddMark of the Web
© MasterPage | =l
& 055 [Blahcss I |
<Back Newt > Concel |1 Hep |
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New Look!

/= sample - Windows Internet Explorer =10l |

av [@c i =159 [ | s -
@;. b I.é CriDocuments and Settmgs\cbarrmg\Desktop\SampleRH_de\ete\\SSL\\WebHeJ ‘ll |5| Ilee Search ‘P ‘
Fie Edt View Favortes Tools Help

oy e & samle G- - e v b Page v (pTooks +

T

Home = Adding Records = Adding a Degree

4 Welcome Statement
# Confidentiality Statement
([ Adding Reeords

*

# Adding s Prospect

# Adding sn Addres=

# Adding sn Assienment

Adding a Degree

1. Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
2 Sample Text Sample Text Sample Text Sample Text Sample Text
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Task — f/:\
\,:7\\3 D

Create a New Skin
Save and Generate Project
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Questions? Comments...
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Hyperlinks
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Hyperlinks

« Hyperlinks (links) allow users to navigate through
the help system to quickly find information

Datatel+SGHE | www.sungardhe.com

Types of Links

« Common types of links include:

—Text Links — Text that when clicked jumps the
user to a new destination (hotspot)

—Popups — A link that displays an HTML topic in
a window that pops up

—Expanding and Dropdown Hotspots — links that
display additional text in the topic content when
clicked

—Link Controls - List of additional similar topics

)
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Text Link

« Text links typically display in a blue font with an
underline (color can be changed)

» Clickable text that when a user moves the mouse
over the text, the pointer turns into a hand

. Datatel+SGHE | www.sungardhe.com

Text Link

1. Place the cursor
where you want

the link (or

highlight the text

for the hotspot)
2. Click Insert Y

Hyperlink

or

Insert >

Hyperlink/Popup

3. Select the

Destination for

the link
4. Click OK

Hyperlink

Linkta: (]| Looking_up_an_Eniityhim

2 E

Hyperlink Dpticns

() Display in auto-sizing popup

(&) Display nframe: |Page Defait [nonc]
O Diglynewstomsiedpopup: Wit || Heght ||

Screen Tip test:

Select destination [fle or URL)

|23 Mynci_mport

scord
117] Lookin an Entity.

Looking up anH

N

Use the Entity Lookup window t
affiliation, and/or address inform
allow users to lookup an entity b

You must be in Maintenance Mode to cn

To Lookup an Entity by Nam

PR
3 - 3]

1. Click the Entiti on the F.[ 5 [ ) (@)
2. Perform anEntity Lookup Yo see
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Link to Web Addresses

1. Place the cursor
where you want the

link (or highlight the Fpetink

text for the hotspot)
2. Click Insert ™Y
Hyperlink

3. Select Web Address
from the Link to
dropdown

4. Enter the web
address

5. Indicate display in

frame (New window)

Link ta: hittp: /4w sungardbsr. com

Vb Address Db,

Emal
lo-sizing papup

Wultimedia...
P stom-sized popup.  Width: D Ha\ghtlzl

Usenst News
File...

Screen Tip lest:

Select destination (e or URL) Previsw

3 Rremote UALs v
[#]httpsungardbsr com

6. Click OK

watd sundardhe com |,

:

. Datatel+SGHE | www.sungardhe.com

Link to Email

1. Place the cursor
where you want the
link (or highlight the
text for the hotspot)

2. Click Insert ™
Hyperlink

3. Select Email from
the Link to
dropdown

4. Enter the email
address

Hyperlink

Screen Tip test|

"
Select destination e or URL) \\ Preview
|33 Remote UALs Nl [

Screen tips will display
when a user pauses
over hotspot

5. Click OK

supportEsungardhe.com

|5 3 e | >

ok ][ cance | [2Hep
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Task N\ A
e

Link Text, Web Address, Email
Save and Generate Project

. Datatel+SGHE | www.sungardhe.com

Popups
Hyperlink : x|
1. Place the cursor e — (2w
where you want the N e e
link (or highlight the s IR G
text for the hotspot)
- _ New Topic zl
2- C||Ck Insert Popup [% ﬁ'ﬁmd'./ Status | (7] Appesiance | (] Index | iy See Also| 43 Advanced |
= kel |
[7) Adding a Degree il Name: [popun_CDB him
o - [T Adding & Frospec | paier page [l =
3. Click the New topic  [gim i f : o xlgl
button Maybe adda =
&l g prefix to file name
v for reference
4. Enter a topic title et
5. Adjust filename as =] o | e
necessary (prepend
with ‘popup_’, etc.)
6. Click OK twice
| [ st saE jwmsungardhecom |
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Popups (cont.)

6. In the Topic List

pod, navigate to the

popup topic you
just created

7. Double-click the
topic to open it

8. Add/edit text that
you want to display
for the popup

9. May consider
changing the
style/font size for
popup topics to
smaller text

You must be@nance IMode t9 create entity records.

1.
2.

3.
4

5
s]

~ Last Enter the persd

Click the Entities butf
Perform an Entity Lo
Last Name and First
Click the New button

and punctuation.
First: Enter the First

Maintenance Mode E
Click the Cptions link fram the

Home Page to switch fram inquiry
{view only) to maintenance 1
{add/change) mode.

_ Middle: Enter the full middle name or middle initial if kni

. Datatel+SGHE | www.sungardhe.com

Quick Text Only Popups

1.

g~ W

Place the cursor
where you want
the link (or
highlight the text
for the hotspot)

. From the Insert

menu, select Text
Only Popup

. Enter the text
. Click OK
. To Edit text after

creation, double-
click on hotspot or
right click and
select Text Popup
Properties

Uni

The Entity Person Policy statesPr,
that new entity records will anly|

Text

y S s
be created f the individual o
donates a gift to BSR
. 5 5
Text Popup Properties “
Popup test: Fant:
The Entity Person Policy sl
states that new entity
records are only created for H Action Jackson g
an individual if they have B Adal Helj
donated money to BSR B Anal Baltic
Universiy, are a maduating B rial Black
student or & major gift B adisl CE
prospect B Arial CYR
T Arisl Greek
T Avial Namow
T sl THR [ll
Sl ] [

Margires

Color: | [ Plack Veticat |10 12
see[s v Horeontal: |10 %)
Background colar ‘l:| Pale v ellow H
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Task < =
Doy

Create Popups and Text Only Popups
Save and Generate Project

. Datatel+SGHE | www.sungardhe.com

Expanding/Dropdown Hotspots

« Expanding: Users clicks text and it expands to
display additional information after the linked
word(s); click again and text disappears

—Oftentimes used for definitions

« Dropdown: User clicks text and additional
information displays below the hotspot

—Frequently used for graphics
—NMore detailed steps for a procedure

. Datatel+SGHE | www.sungardhe.com
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Expanding Hotspot

1. Place the cursor
where you want
the link (or
highlight the text

for the hotspot)

2. From the DHTML
menu, select
Create Expanding

FoN ]

. Perform an Entity Lookup to see if entity is currently in Advance. R|

by Last hame-ae hlame Initial
. Clickt ick outside this editor to close it] *

. Last Er
capitaliz Only the legal name should be entered here.

_ First E Additional alterate names should be maintained in
. Middle:

with a pe

Hotspot and Text

3. Enter text and
when complete
click outside of
the text editor box

2. Perform an Entity Lookup to see if entity is currently

Search by Last Name and First Name Initial.

Click the New button (F&) on the Edit Bar.

. Last Only the legal name should be entered here.
should be maintained in ‘Names': Enter the perso
the Foundation's guidelines for capitalization and py

3
4

4. Click Preview to

view hotspot

Note: Hotspot formatting can be
changed by modifying the style

. Datatel+SGHE | www.sungardhe.com

Dropdown Hotspots

1. Place the cursor
where you want the
link (or highlight the
text for the hotspot)

2. From the DHTML

menu, select Create

Dropdown Hotspot

and Text

3. Enter text and when
complete click
outside of the text
editor box

4. Click Preview to view

hotspot

Datatel+SGHE | www.sungardhe.com

ETIITY T

17. County: Motu
13. Phone: Enterf{
19 Country: Leay
20. Source: Seleg
21. Click the Save

19 Country: Leave blank for United States; othg
20. Source: Select the source of the information
21. Click the Save button (F8) on the Edit Bar.

Notes
The Mail Name, Report Name, and Salutation will def]
modified if needed. It isimportant to check that a preg
personal suffix (e.g., | or II) are chosen, that the comm)
Advance will also remind you to add a degree record
been saved.
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Task T
Doy

Create Expanding and Dropdown Hotspots
Save and Generate Project
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Link Controls

» Link controls provide another navigation option in
the form of text, buttons or images that display a
list of related topics

—Related Topics
—See Also
—Keyword Links

. Datatel+SGHE | www.sungardhe.com
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Related Topics

1. Click Insert Nav
Control button

2. Select Related
Topics and the
Wizard will open

3. Select radio button
options and click
Next

4. Highlight the Topics
in Project and click
Add to include them
in the Related Topic;
click Next when done

Related Topic Wizard - Link Options m
® Button
©label  |Related Topics |
Owee [ |
O Text [Reiated Topics |
O Hidden ffor scripts)

| Related Topic Wizard - Related Topic Selection

Topics in project Related topics

‘3 All Folders

@ Adding Addresses

[7) Corfidertialty Statement,
[7] Creating an Ertity Recor
[ Maintenance Mode

[2] Understanding the Homese|

[ 3

< Im ] &
[ < Back ” Next > ] [ Cancel ] [@ Help ]

. Datatel+SGHE | www.sungardhe.com

Related Topics (cont.)

5. Indicate Display
Options for when the
users click the
control

6. Click Next to set up
font options

7. Click Finish

8. If you need to change
your Related Topics
options, double-click
the button/listing
within your help
document

Related Topic Wizard - Display Options u

Choose topic from Display topic in

Frame: | Default inone)

(2 Topics Found dialog

(%) Popup menu
Related Topic Wizard - Font Options m
Fort: Font style Size
(A | [Reguiar [v] W [v]
T Ation Jackson 4| [] Underins
H Anal
By Aral Batic =y
B Arial Black
B Anal CE
B Aval CYR R
Arizl Gresk M
SLow ] [
<Back ([ Frsh )| Cancel ) Help

Related Topics |
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Task

T

Create a Related Topic Link
Save and Generate Project

. Datatel+SGHE | www.sungardhe.com

link in Project
Manager pod
 Click ‘Edit’
« Type See Also
keyword in box and

« Highlight See Also
keyword and then
drag topics from
Topic List pod to
‘“Topics for:’ box

. Datatel+SGHE | www.sungardhe.com

° Right CIiCk ‘See AISO, : Project Manager 2 X i Seedlso 1 x

click ‘+” sign or Enter o

See Also Topic Properties

Wi ‘Bl

(@ HTML Files [T apics) Py
{4 Images

1@ Mulimedia
L&} Syle Shests
-zl Baggags Files
[@ Broken Links

(@ URLs

I Table of Contents
A& Index

|| Projec... ‘@Pro]ac”. | NEE | LE A
Topics for: Batch Closing

Topics elated o 'Goe Alsa’ | —- | 2] Batch Closing Procedures Vﬂ
[2] Bateh Processing WWorkfow

You can also link ‘See Also’ keywords to topic
through ‘See Also’ tab in Topic Properties
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See Also Links

—t

. Click Insert Nav 2
Control icon

and click Next

5. Highlight the See
Also Keywords in
Project and click

2. Select See Also
3. Wizard will Open See Also Wizard - Link Options =]
4. Select radio ©Buton

button options Ol [0 |

Omge |

O Text

O Hidden

See Also Wizard - See Also Keywords Selection

See Ao keywords in projsct

See Also keywords in control:

Add to include
them in the See

Lookup Lookup

Also Control

6. Click Next when
done

[ < Back ][ Mext > ][ Cancel ]l@ Help

1

. Datatel+SGHE | www.sungardhe.com

See Also Links (cont.)

5. Indicate Display
Options for when
the users click the
control

6. Click Next to set up
font options

7. Click Finish

See Also Wizard - Display Options

Choose topic from Display topic in
(®) Topics Found dialog

O Popup menu

Frame: | Defautt fnone)

See Also Wizard - Font Options

SeeAlsol

Forit Fort style: Size
|Ana| ‘ ‘Regu\ar Il] |'|l1
B Action Jackson H [ Undedine

Agial

Sampl

T Arial Ballic s
T Arial Black

Arial CE
Hp Ansl CYR HEEZ
TFr Al Gresk [ll
(% w | (2]

P
[ < Back ]( Finish )l Cancel ] [@ Help

]
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Task

Create a See Also Link
Save and Generate Project
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Questions? Comments...
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Bookmarks ==
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Bookmarks

1. POSition your CUISOr s
where you want — 5
bookmark

Bookmarks alieady defined in this topic:

2. CI ic k I nsert % Mame Paragraph
Bookmark button bookmark  Tolsarn mo re about the WSIwG Editor, pressF1 fuith

or
Insert > Bookmarks

3. Enter a name for the
bookmark < =
4. Click OK Remove ok | [ cecel | [ Hep |
5. RoboHelp will insert
a bookmark icon \
: Ct';lelgtg:onﬁae rl‘||(l? r'é:r? @est for bookmark insertion
any topic using ™y
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Task

T

Add a Bookmark
Create a Link to a Bookmark
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Find & Replace
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Find and Replace in Multiple Files

(3] E w WN =

. Click Edit > Find and Replace in Files
. Enter the text/symbols to find in your documents
. Enter the text/symbols to insert in place of your

‘Find’ options

. Use Browse to identify the location of your

RoboHelp project

. Place checks in checkboxes as needed. Case

Sensitive is one that you might want to use

. Click Find

Find and Replace in Files = Dlﬁl

Find.  [View ]| I case Sensiive I~ Make Backups Fid |
Replace: [\m I~ Whole Word I™ Gvenwite Backups Ciota
Nemed [hm' ] | [ loneeHTMLTags ¥ Include Subfolders =

L2] Hep

‘Where: IC.’\Dwumen\sam:lSellirlgs\cbarling\oe*!up\saﬂpleﬂH_defeta 3 Browse... I
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Find and Replace in Multiple Files (continued)

6. RoboHelp will find all files in your chosen

folder/location that contain the ‘Find’ data you
specified.

7. Select files and click action buttons (Replace,

Replace All, etc.) as needed

IMPORTANT NOTES:

Refer to RoboHelp Help for additional
information and definition of various options
RoboHelp saves your changes upon completion of
the action. So...you might want to save a backup of
your project before doing a Find and Replace
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Find and Replace in Multiple Files (continued)

Find and Replace in Files ] 3
Find I\"ie""i"'g =l | P case sensiive ™ Make Backups Find Newt

Fieplace; [View ~| | T Whole ward

Mamed: |"htm" =

= Ovenite Backups
I™ lgnore HTML Tags ¥ Includs Subfoldsrs

Close

Whete: [C:\Documents and Settingshobarring\Desktop\SampleRH_delete || Browsa

|7 Hep

L findk {
calor: HOO0OFF;

i
Sl Astyle
</head>

<body>

<h1>Adding a Degize</hl>
<p><a href="
(ui&m E0:</p>
4

the_Giving_Summary. htm#Christie_bookmark"> Go to Bookmarkc /a3 </p: Rieplace Al

;I Whda
Replace
J Feplace &l In File

L'_I Mest File |

Mame Folder

Adding_a_Deare... C:\Dacuments and Seflings'charing'Desklo..
Adding_s_Demre..  C:\Documents and Setiingshcbaring\Deskio

i

Confidentiality_St..  C:\Documents and Settingshcharing\Deskto 1
Confidentiality_St... C:\Documents and SettingshcbaringhDeskio.. 1
Home_Page_Ow C:ADocuments and SettingshcbaringWDeskto. 2
Home_Page_Ov.. C:\Documents and SettingshcbaringbDeskio. 3
ftDBCD htm C:ADacuments and SettingshcbaringiDieskio. 2
Sample.htm C:ADocuments and SettingshcbaringtDeskto.. 17
Understanding_t . C:\Documents and Gettings\charting\Deskto, 2

Select Al
Clear Al
Wigw
= Edit
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Find and Replace in a Single File

a w » W

. Open the Topic you wish to edit
. Click Edit > Replace

* NOT Edit > Find and Replace in Files *

in your documents

. In the ‘Find what:’ box, enter the text/symbols to find

. In the ‘Replace with:’ box, enter the text/symbols to

insert in place of your ‘Find’ options

one that you might want to use

. Place checks in checkboxes as needed. Match Case

. Click the button for the action you want to take
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Questions? Comments...
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Types of Images

« Recommended file type for graphics is .GIF or
.JPG image files

—.BMP files do not display properly in some
browsers

. Datatel+SGHE | www.sungardhe.com

Capturing Graphics
« ALT+Print Screen captures the active screen;
CTRL+V will paste it into a topic
OR

« Use a screen capture program (i.e. Hypersnap) to
obtain image files
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Inserting a Graphic
1. Position cursor
where you want
the graphic to — =)
display = B
2. CIiCk the Insert :::z:ir:emlell :Dh::cumentsar\dSettmgs;Sr:Il;jGESH DDHDesklnp/thnHelp_Xﬁ_
Qare: [
Image button o M —svavcE
3. Click Browse - ack Forn
button to locate i
image file
4. Indicate image [t
attributes : e
5. Click OK
Soentis | |
* We recommend sizing (s ] [agre. | [ Dodes. |
before inserting ok [coen ] (@]
. Datatel+SGHE | www.sungardhe.com
Horizontal Lines
1. Insert > HTML >
Horizontal Line
. Horizontal Line g
2. Position cursor on [Horasreai e |
line that RH creates e T
3- DOUbIe'CIiCk to Alighment Y
display line il
attributes S
4. Modify line Filcolor. [Teal W [Ceeces.
attributes
5. Click OK
[Lok J[ conce J[ ooty | (B Hep |
| [ 0atielSGHE [wmsngardhocom
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=Y

2.

Clickable Graphic (Shed)
1.

Open the topic
containing the image
Click Insert > Image
Map

. From the submenu,

select a shape that will
outline the click area

. Drag shape to place
. In ‘Select Destination

(file or URL), select
Topic to which you
want to link. If you
nheed to create a new
Topic, click New Topic
button and create

. Click OK

Image Map

Link to: D shed_GoTahtm

Hyperink Dptions:
© Display in frame:

Screen Tip e

Select destination [fle or URL)

<7 Displey n slosizng papp—>

© Display in custom-sized popup:  idth

Height:

Preview

|3 Top Level Fader

7] Adding Addresses

7] Confidentiality Statement
7]GoTa

7] Mainienance Mode

7| Understanding the Home pags
7] Using the GoTo Page

am|

GoTo

Enter the application id and enti

0K Cancel & Help

. Open Topic (if you

created new) and add
text — MME Update
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Clickable Graphic (cont.)

Type tapic text here.

Using the GoTo Page

IF you know the application that you wisi
not sure of the application’s referenc
the list balew.
Enter the 1D that you v

Go To Application
Open with 1T

Go To Applications

e value or mi

view in the selected applicat

b to go to, yeu may enter it here. If you
nemenic, select an aplicazon

ion and press Go.

GoTo

|5 | Activives

0| Addresses

|22t | admissicns velunteer Activities
| ]| affliations

| alerts

il | Alerts and Messages

n Notes
ewardees
{51 | Rliocation Tasks

| Appeals

Go To Options Print Help

dre
from

it s

E Font Help |

f

Enticy |
Entity 3
Entity

Enter the application id
and entity id
2103 AFFIL
152 | ALERT
150 ALMSG
80352 | ALLOC

80815 ALLOCNEV
30353 | ALLOCA
| 40354 | AlLOCB
20255 | ALLOCF
20355 ALLOEN
80357 | ALLOCS
20358 ALLOCT
330 | APPEAL

Alloeation|

Enticy
Entity
Entity
allacatien|

Allacation|
Zllocation!
Allocat

Entity
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Other Image Options

« Select a graphic from the gallery

« Create a dropdown link graphic

» Create a popup link graphic

- Add a background image to a topic

* Use images as links (jumps) to other topics
« Multimedia

* Insert tables and text boxes

. Datatel+SGHE | www.sungardhe.com

Task —\ /A:_\
NS

Add a Graphic to a Topic
Create a Dropdown Graphic Link
Add a Horizontal Line
Save and Generate Project
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Questions? Comments...
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Indexing

« An index is a list of words that a user thinks of
when he/she has a question about an application

» Allows users to find words associated with their
question and to display relevant topics

« An index gives users quick access to information

in your help file

+ Using an index is faster than searching through
the table of contents to find something

« An index is created by associating a keyword with

a topic

« Smart Index Wizard will auto create index words

. Datatel+SGHE | www.sungardhe.com

Creating an Index Manually

1. Click on Index tab
with Topic tab
displaying in the
right pane

2. Drag and drop
topics into the Index
box on the left

3. And/or Type a word
in the open box at
the top and click
Add then drap the
appropriate topic to
the left to link

Index & Add

%ﬁ' % + 3 A

&, Adding Addresses

8, Confidentislity Statement

@, Creating an Entity Record

8, Looking up an Entity

8, Understanding the Home page
@, Using the GoTo Page

To link topics to an index keyword, drag &
topic from the right to the lower-left pane and
release the mouse button, To create index
keywords using the Smart Index Wizard, dick
the Smart Index Wizard button below.

150 #4)

Topics for: Using the GoTo Page
Using the GoTg Page

([smart Index Wizard... ][ Hide Topics << |

File Name

[#] Adding_addresses.him

[®] confidentiality_Statement.htm
[®] creating_an_Entity_Record...
[#] Loaking _up _an_Entity him

[7] popup_Maintenance _Mode. ...
[®] Understanding_the_Home_...
[®] using_the_coTo_page.hm
[®] http: /. sungardber.com
[®] mailto records @sungardbsr.. .

|Earr @ Toc]|@ynd.. [EEGl |Igg#To |
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Task @\ﬂi%%

=

Manually Create an Index ltem
Save and Generate Project
View Index
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Questions? Comments...
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Generate
Site Help
File
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Generating Primary Output

+ WebHelp is an uncompiled output that
supports standard Help features (TOC, index,
and search) and customized appearance

« Generate the project when ready to view

—RoboHelp creates output files in a single folder
(called "WebHelp") within your project folder
that you distribute to end users or publish to
another location
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Generating Primary Output

« Throughout developing your help file, you will
want to save and compile your work
1.To Save, click |
2.To Generate (compile the project), click | 2
3.To View, click ‘View Results’

Review ©
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Project Reports

« Project reports provide various details about a
project including a list of table of content entries,
keywords, missing links, unused files, status of
topics etc.

* Reports can be printed, emailed or exported as .txt
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Viewing Reports

menu > Reports

« To view various reports,
select from the Tools

Tools Help

Reports

o Project Status

E]

{1 T2ble of Contents

& Index

@f Smart Index Wizard...

Eﬁ See Also
Glossary

[2] Topic Properties

@ Browse Sequence Editor...

43 Topic References
30 Unreferenced Topics

Spell Check All Topics. ..

& Tapics by Priority

Edit Topic References. .

Edit External Topic References...

Spell Check Project... 42 Used Fles
¥ Unused Files
Remove Unused Map IDs. ..
E¥ style sheets
XML Handler Manager... @} Images
@& Resolys Broken Links... 2h Map IDs

hy, Duplicate Map IDs
€@ Broken Links

Options...

Update DHTML Effects in Topics. .

[7] External Topics
% Unused Index Keywords
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Project Status Report

Reports

+ Project Status

Author:

Topics:

Topics:

Priority 0:

Project Status for: Site_Help
Created by Simo on 10/15/2004 11

5 AM

Project Location: C:\Simo“WebHelpSample\Site_Help xpj

Unassigned author

Project Status Summary
Total Topics: 8
Total Estimated Time: 0 hour(s)
In Progress

4
Estimated Time: 0

hours

Atopic(s)

Ready for Review

Author: |<|

=

[v]  Foder |E3aiFoders

[u Save As

] [@ Print...

] [ Copy ] [E Mail To... ] [ Close

JErr—
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Table of Contents Report

Reports

() Table of Corterts ‘& Index: | 594 See Alsa | =] Glossary|

RoboHelp HTML Report

Table of Contents for: Site_Help - Overview

Created by Simo on 10/15/2004 11:10:57 AM
Project Location: C:\Sima“\WebHelp Sample'.Site_ Help xpj

Author: Unassigned author
E Confidentiality Statement

(=] Basic Mavigation

E Understanding the Home Page
E Looking up an Entity

E Using the GoTo Page

(==l Bio Information
E Creating an Entity Record

E Adding Addresses

]

2]

Folder: |29 all Folders a| Report: |Qverview »

Bm|
Author: | EUREssigned v

J

Close

| (& Help |

3/9/2012

| [B el To

] Bz Copy.

(@ sevets. | (& Bt

Datatel+SGHE | www.sungardhe.com

)

Task

e

=

View Several Project Reports

O
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Conditional Build
Tags

. Datatel+SGHE | www.sungardhe.com

Creating Conditional Build Tags

» Access the Conditional Build pod:
1. Click the Conditional Build tab at the bottom of the Single
Source Layouts pod or;
2. Click View -> Pods -> Conditional Build Tags

» Right click anywhere in the pod and choose ‘New
Conditional Build Tag’

* Enter a name for tag

» Click the icon to the right of the new name to choose
the tag color

+ Click OK to save your tag

I Conditional Build Tags a x |

New Conditional Build Tag

&
Gereral |
Right Click in this Pod Condifional Build Tag: |Mot_Used_in_Advance_web ‘ |
1 ) [ [ [
[ msCmE0
[ () (o] (] o] (5]
] ()

&3 Single Source.... | 27 Conditional B....
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Applying Conditional Build Tags from Table of Contents
1. Right click on the TOC item for which you want to apply a
conditional build tag
2. Click ‘Apply_Conditional_Build_Tag’
3. To apply to both TOC item and Topic (topic won’t be included
in published TOC or Help files):
i. Choose New/Multiple

ii. Click the TOC and Topics checkbox beside the Build
tag(s) you want to apply

" Conditional Build Tags X
ili. Click OK TOC Togs  ConindBiTap
¥l W Notsed_in_Advance_web | [ bew.
r r
7t it
Check A1

4. To apply to the TOC item only:
i. Click the row of the Build tag you want to apply

Apply Condtional Buid Tag ¥ |[w] Mor_used_in_advance_web
Verified_in_v34_
| Hew/Multiple. ..

. Datatel+SGHE | www.sungardhe.com

Applying Conditional Build Tags from Topic Pod

1. Right click on the row of the Topic for which you want to apply
a conditional build tag

2. Click ‘Properties’
3. Click the ‘Advanced’ tab
4. Inthe Topic-Level Tags box, click the checkbox beside the
Build tag(s) you want to apply
5. Click OK - : 5
| Gererdl | o Staws | [7] dppeaance | [E index |
| gseessn | 4 Advanced
Topic Build Tag column e
should now display the :
name of the build tag you
applied Fropertes Eomat
Browse Sequences: Azsigned Map IDs:
(Mo Browse Sequences]
Edit Map IDs
[ ok | [ concel | [ tppy | [ Hep |
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Printing Your
Help File
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Creating Printed Documentation Layouts

1. Access the Single Source Layouts pod:

i. Click the Single Source Layouts tab at the bottom of the
Conditional Build pod or;

ii. Click View -> Pods -> Single Source Layouts

2. Right click anywhere in the pod and choose ‘New
Layout’

3. Enter a name to identify the printed documentation
layout (e.g. Barringer University Advance Web Help,
TEST Print, etc.)

4. Choose ‘Printed Documentation’ from the Output Type
dropdown list.

5. Click OK to save your layout —

Layout Name: ‘Eamngav Uriversity Advance Wb Help‘

Quiput Type: | & Printed Decumentation v

I, oK. ” Cancel Hl Help ]

. Datatel+SGHE | www.sungardhe.com

Datatel+SGHE - Confidential and Proprietary

3/9/2012

73



RoboHelp for Web

Formatting Printed Documentation Layouts

1. If Print Document General box is not open, right click
on the name of the printed doc layout you want to edit
and click ‘Properties’

2. Click the checkbox(es) of the output formats you want
to generate (WORD, .pdf, both?)

3. Enter a name to identify the printed documentation
layout (e.g. Barringer University Advance Web Help,
TEST Print, etc.)

4. Change ‘Name’ in Printed Documentation box, if
necessary. This is the name that will print on the cover
page of the generated document

Change output folder/location as necessary

If you want to exclude topics/TOC items to which a
conditional build tag has been applied, click the
‘Define’ button in the Conditional Build Expression
section. Click a tag on the left and use arrows to move
to right. Click OK to apply to print layout

. Datatel+SGHE | www.sungardhe.com

o o

Formatting Printed Documentation Layouts (continued)

7- Choose a plicable 2N Print Document General - Barringer University Advance Web Help
Table of Contents, IndeX | ;...
and Glossary from i =
dropdowns in Content | Coreeweder o
section. In most cases, | e [saweomemasmeweone ]
defaults are acceptable_ Locatierc | C:\Documents and Settings\chasiing\D esktop\RH_project_test\Sam|

8. If you do not want to T 9
include images in your | com
main output file, click ek fCoes et a2 o Oy
the ‘Link to documents’ | ™ F‘
radio button in the L '
Images section. In most | w- .
cases, you will embed il e
images o

9. Acﬂust the settings itk
radio buttons as
hecessary.

Back [ Mew> |[ save | [ Canc (2 Hep |

10.Click ‘Next’ button
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Formatting Printed Documentation Layouts (continued)

1 1 n Use arrows to 4 Print Document Content - Barringer University Advance Web Help
remove and/or add g P
To p i CcS th at Wi | | be TLapics [ &how slltopics Chapter lapaut
1 ©Q w |
printed. By default, | (g commsmm /W e[+]e]2]

& g % Confidentiality Statement A

H avigation e I

all topics not & Eoomtic Y 7
@ Gift and Pledge

excluded by a & Frospec Haomgerent [l ki

Enlity Overview

% Navigalion Tips
[7] Navigation Terms
[7] Favorites Page Tree

>
conditional build b Sl [»]
E 7] Main Menu
(#]

tag will be printed

[7) Menu Commands
(7] Mawigation Shoteuts

12.Click ‘Next’ button i Ll I

(7] Sorting Data in Farms

[7) Using GoTo : . v

<
[ Maintain HTML heading lavels

<Back || Mew> [ save | [ Cancel [ Help

. Datatel+SGHE | www.sungardhe.com

Formatting Printed Documentation Layouts (continued)

13.Use ‘+’, -’ and
arrows on the right
side of the page to
remove and/or add  [ET T - )

sections that Will De | o,... i e tsor oo e s
printed. By default, | == e g
H H All Folders 1~ & + | ¥
a" sections will be 7] Acknowedgmert £ <Diefault Titls Page>
included B i DY
B b ekmto Chate Lo
7] Advanced Lookups - Expett Mods & Incen
@ Affiliation
- ¢ 5 :
(7] Allocation »
1 4' Cllck Next bUtton (7] Allocation Beneficiarizs
(7] Allacation Financial E]
[7] Allacation Lackup
(7] Allocation Nate
(7] Allocation Stewardse
(7] Appeal
(7] Appeal Headsr
@ /j\ppea\ Lookup v
< | @ |l
[ < Back ” Next » ” Save ] [ Cancel ][l Help ]
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Formatting Printed Documentation Layouts (continued)

15.1f you want to
globally apply a
stylesheet to your
printed topics (this -';1! Print Document Section Layout - Barringer, University Advance Web Help |X‘1
iIs unusual as you

Organize the sections of your document using the section layout.

would normally T iz

apply styles within T s [ el

project), choose a 7y oogm

stle fromthe Qurs e D
pply oa B st ’

Topics’ dropdown D T St [¢]

7] Allocation Lookup
[7] Allocation Nate

A ‘ 5 [7] Allocation Stewardee
14.Click ‘Save’ button I ey otenes

7] Appeal Header
7] #ppeal Lackup d
[ i TS

[ cBack ][ mMew> [ save | [ Concol [l Hen |
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Generating Printed Documentation

Access the Single Source Layouts pod:

Right click on the printed documentation layout you

want to generate

Click ‘Generate’

If you need to make changes to your print options,

change items as necessary and use the ‘Next’ button to

move from page to page

Click the ‘Finish’ button when you are ready to produce

your printed documentation

6. RoboHelp will begin generating your printed
documentation in your selected output format

7. When RoboHelp has completed your document

generation, you will see a popup box. Click ‘View
Result’ to see your document.

SRS

o

. Datatel+SGHE | www.sungardhe.com

Datatel+SGHE - Confidential and Proprietary

3/9/2012

76



RoboHelp for Web

Final Build/
Publishing
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Formatting the Final Build/Publishing

1. Access the Single Source Layouts pod:
i. Click the Single Source Layouts tab at the bottom of the
Conditional Build pod or;
ii. Click View -> Pods -> Single Source Layouts

2. Right click on the ‘Web Help (Primary Layout)’ item
3. Click ‘Properties’

4. In the ‘Select Output Folder and Start Page’ box,
indicate where you want to publish your project.
i. Plublish the file locally. Publishing to the server can be very
slow.

ii. Remember that your output file needs to be named
Advance_Web_Access_Online_Help.htm if you are replacing
standard Advance Web Online Help.
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5.

9.

Formatting the Final Build/Publishing (continued)

If you want to exclude topics/TOC items to which a
conditional build tag has been applied, click the
‘Define’ button in the Conditional Build Expression
section. Click a tag on the left and use arrows to move

to right. Click OK to apply.

The ‘Skin’ section should already be populated with
your chosen skin. Change if necessary

Choose applicable Table of Contents, Index and

Glossary from dropdowns in Content section. In most
cases, defaults are acceptable.

Click ‘Next’ button
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Formatting the Final Build/Publishing (continued)

# WebHelp General - WebHalp

Select Dulput Folder and Start Page

X

| gers_Site_Help\Published Files\0CT11_2010%Advance_wh

[ Use Lowercase File Names [Riecommended for UNIX)

Conditional Build Expression

eh_Acoess_Oniine_Helphim|

[NOT Not_Used_in_Advance_Wweb | [Cefine
Skin

[ Putgers 1 ~| [(Galey. ]
Content

Table of Contents: | <Default Table OF Cantenis> ~]

s | <Defauit Index> ~|

s | <Default Glassanys ~|

Variables Sat <Default Variable Seb>

Default Topic: | Confideniaiity_Statement him | [ Select. |

Additional Dptions

] Section 508 Complant Qutput [CJW3C Compliant Topics
[ &pply to all Topies L] Ackd Mark of the ‘web
Master Page
css Awib,_Syle ces
<Back Ned> | Save | [ Concel J(Z Hep |
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Formatting the Final Build/Publishing (continued)

10. Edit the Toolbar, Navigation, Search Options and
Additional Options checkboxes as necessary.

+ If you do not want to display the ‘path’ to the Help File topic on
the topic page, uncheck the ‘Add Breadcrumb Links’ box

* Use ‘Help’ button for more information about these options
11.Click ‘Next’ button
12.Click ‘Next’ button again

13.1f you want RoboHelp to prompt you before overwriting
files during publication, click the ‘Prompt before
overwriting files’ box. This option is usually off.

14.Click ‘Next’ button and then the ‘Save’ button
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Generating the Published Files

Access the Single Source Layouts pod
Right click on WebHelp (Primary Layout)
Click ‘Generate’

If you need to make changes to your publication
options, change items as necessary and use the ‘Next’
button to move from page to page

Click the ‘Finish’ button when you are ready to publish
your Help file

RoboHelp will begin generating your files.

When RoboHelp has completed your document
generation, you will see a popup box. Click ‘View
Result’ to see your published Help file.

ERRCORIIN =

Ne o

. Datatel+SGHE | www.sungardhe.com

Datatel+SGHE - Confidential and Proprietary

3/9/2012

79



RoboHelp for Web 3/9/2012

Moving the Help File To Advance Web

» Once the project is complete, the necessary files
will need to be copied to the web server

1.Navigate to the c:\inetpub\wwwroot\ directory
where AWA is installed, and open the
"\Help\Advance folder and delete the contents
(you may make a copy if desired)

2.Navigate to the directory where you published
the site help file and select/copy the contents of
the entire directory

3.Paste the contents you copied in step 2 to the
now empty folder you emptied in step 1

4.Use Advance Web to access the Online Help to
verify the correct file is in place
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Archiving Project Files

« Archive and backup all project files regularly to a
separate location on your server/removable
storage device

» Archive current copies of .CSS and Skins

« Copy zipped files to network folder

« Keep record (perhaps in excel) of modifications
made

» Keep daily copies on your c: drive
* Keep 3 — 4 backups in chosen locations
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Questions? Comments...
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