Tutorial

Introduction

This tutorial introduces the basic techniques required to effectively benefit from
JDOCSHELL. The tutorial works in conjunction with the “JDOCSHELL Tutorial”
knowledge base that was installed as part of the JDOCSHELL installation procedure.

Using this Tutorial

Throughout this tutorial, you will follow instructions to assist you in learning the
JDOCSHELL basics. Most instructions consist of a description of the required action as
well as a picture containing a graphical representation of the required action(s). The table
below lists the possible actions and their corresponding graphical representation.

Action Graphic Action

Single-click. Indicates that you should single click with the
left (or primary) mouse button at the arrowhead location.

Double-click. Indicates that you should double click with the
left (or primary) mouse button at the arrowhead location.

Right-click. Indicates that you should single click with the
- 5 right (or secondary) mouse button at the arrowhead location.
This almost always results in a context (or pop-up) menu.

Drag. Indicates that you should click and hold the left (or

— primary) mouse button at the non-dot arrowhead location and
then move the mouse to the dot arrowhead location and
release the mouse button.

vy
Move. Indicates that you should simply move the mouse to
- > the arrowhead location without clicking either mouse button.
1
e %1

Note: The number inside each action graphic represents the sequence order in which the action
should be performed when multiple actions are required.




Starting JDOCSHELL

After successfully installing JDOCSHELL, you are ready to launch it and start
learning about its features and capabilities. To start JDOCSHELL follow the instructions
below.

Choose “JDOCSHELL” from the )
Start Programs” menu. °
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Navigating Documents with
JDOCSHELL'’s Outline View

Most of your primary interaction with JDOCSHELL is done via the “Outline
View”. The outline view occupies the left-hand pane of JDOCSHELL’s main window
and contains the available documents. The following exercises illustrate the main
techniques required for navigating the outline view.

Expanding and Collapsing Outline View Items

Single-click the expand node
preceding the “JDOCSHELL
Tutorial” folder to reveal the
available documents.

Examples of expandable items

include:

e Knowledge bases — Expand
to reveal the available
documents.

e Documents — Expand to
reveal the document outline.

e Document Sections — Expand
to reveal subsections.
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Single-click the expand node sign
preceding the “Meeting Summary
Memo” document to reveal the
document outline.
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Single-click the expand node sign
preceding the “2 Synopsis of
Essential Information” section to
reveal its subsections.
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Finally, single-click the collapse
node preceding the “JDOCSHELL
Tutorial” folder to hide its contents.
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Notice how everything beneath the
“JDOCSHELL Tutorial” folder is
hidden.

Single-click the expand node
preceding the “JDOCSHELL
Tutorial” knowledge base to reveal
the previously hidden items.
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Resizing the Outline View

Some items in the outline view may not fit into the visible area. If this occurs,
scrollbars may be used to view the hidden items. Additionally, the outline view may be
resized to accommodate easier viewing and navigation.

Scroll the outline view horizontally
to the right by single clicking the
horizontal scroll bar located at the
bottom of the outline view.
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Resize the outline view by
dragging the splitter bar to the
right. Drag it far enough to reveal
the items currently displayed in the
outline view.
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Constructing a Document

Now that you are familiar with navigating the outline view, you’re ready to begin
using JDOCSHELL to generate documents. The two documents used by this tutorial are
a simple meeting agenda and a meeting summary memo. These documents are fictitious,
and are used to merely demonstrate JDOCSHELL ’s features and capabilities.

The general scenario governing this tutorial is that your company requires two
standard documents for every official meeting. First, a standard meeting agenda must be
completed prior to the meeting. Second, all official meetings require a meeting summary
memo for distribution to all attendees as well as management.

Since the content of these documents is determined by company policy, your
company has developed a small IDOCSHELL knowledge base to facilitate compliance
with the said policies. With this background information, lets look at what JDOCSHELL
can do for you.

Navigate to Fhe “Agenda” section IDOCSHELL - my meeting
of the “Meeting Planner” document .
found in the “JDOCSHELL Program Operations Help
Tutorial” knowledge base as o \Eﬁ e ||
shown on the right. bl

_ _ _ % {3 JDOCSHELL Tutorial
Single-click the “Agfnda” sestlon @ Meeting Planner
to highlight it. W|th“ Agenda ) ° 1 > Agenda
highlighted, select “Construct @ Meeting Summary Memao
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Constructing a document section
initiates a series of interview
guestions to gather required
information. The first question
asks the date of the proposed
meeting.

“Date” is one of many question
types found in JDOCSHELL.
Throughout this tutorial you will be
introduced to the various
JDOCSHELL question types.

Select a date by single clicking on
the calendar. Then single click on
the “OK” button to proceed to the
next question.

Note: The month and year may be
changed using the appropriate
drop down list boxes.

Question El
r Questio rCumments |
Cluestion
hatis thf fate ofthe proposed rfeting?
Date
/| September | /| 2003 | e Sep 10, 2003
Suw | Mo Tire Wied Theus Fri Sat
31 / 1 2 3 4 5 6
7 / g g / ] 1 12 13
14 / 15 16 / 17 18 19 20
21 / 22 23 ‘( 24 25 26 27
28 / 20 30 1 2 3 4
5 / 6 7 g 0 10 11
OK Cancel Help




Another feature of JDOCSHELL is
that all questions have associated
help topics.

View the question help by pressing
the “Help” box on the lower right.”

Quesktion

Cuestion

here will the proposed meeting be held?

String: 25

I /

OK || Backup Cancel Help

Question helps are displayed using
the standard Windows help
system.

After reviewing the question help,
return to JDOCSHELL by closing
the help window with a single-click
on the close button.

Question

Cuestion

here will the proposed meeting be held?

String: 25

OK || Backup Cancel Help




This question asks for a meeting

location for the proposed meeting. Questinh |
The Question Type calls for a W
string of not more than 25 n
. . st
characters. Single-click the e mn. . -
answer area to give it focus so that here will the proposed meeting be held?
you may type in an answer. Type
“Main Conference Room” as the
answer to the question and single-
click “OK” to move to the next
guestion.
String: 25
|ru15|in Conference Room ||
OK || Backup Cancel Help
. . Question ﬂ
The next question asks for the time -
of the proposed meeting in military W
format. This is an integer question | GQuestion

that accepts four digits as indicated
in the Question Type.

Type “0930” and single-click the
“OK” button to move to the next
guestion.

hat tirme will the proposed meeting take place?
(Enter time in 24HR format.)

Integer: 4

{n930]

OK .ﬂ Backup Cancel Help
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The next question asks for a brief

the topics of discussion for the
meeting. This is a “User List”
guestion that allows you to input a
list of items, one per line.

Type “Budget Crises” then press
enter on the keyboard. Type
“Work Picnic” then click the “OK”
button to move to the next
guestion.

L ki x
description of the proposed Questioh x|
meeting. This is a “Narrative” W
question type and allows Question
paragraphs to be entered. FProvide a brief description of the purpose ofthe proposed meeting.
Type “Weekly staff meeting.”
Single-click the “OK” button to
move to the next question.
Harrative
eekly staff meeting|
OK Backup Cancel Help
. . Question 5'
The next question asks you to list

Cuestion

Listthe topics to be discussed atthe proposed meeting.
(Enter one topic per ling.)

/
/

User List

Budoet Crises
ork F'il:ni|:|

OK ¥ Backup Cancel Help
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At this point, we see how the
interview questions displayed are
influenced by previous inputs.

as a discussion topic,
JDOCSHELL is now asking for a
brief description of this meeting
topic.

Type the information shown on the
right and click “OK” to move to the
next question.

Since we identified “Budget Crises”

Quesktion 5'
r Question rCummEMS
Question
Frovide a brief description of the meeting topic - Budget Crises.

Harrative

There has been a mandate from headguarters thatwe cut two of our
four missions due to declining sales inthe west region. We need to
discuss a preliminany prioritization plan for our existing missions as
ell as identify initial mission phase out prncedures.|

OK Backup Cancel Help

The next question asks if there is a
POC for the “Budget Crisis”
meeting topic. This is a single
guestion type and allows you to
choose one item from the possible
answer list.

Single-click “yes”, then click the
“OK” button to move on to the next
guestion.

Question 5'

r Question rCumments
Question
|5 there a POC far the meeting topic - Budget Crises?

Selectone

Wes
no

OK 1 Backup Cancel Help
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Since, you indicated that there is a
POC for the “Budget Crises”
meeting topic, JDOCSHELL asks
for the name of the POC.

Type “Abe Smith”, then click “OK”
to move on to the next question.

Question

Cuestion

ha is the POC for the meeting topic - Budget Crises?

String: 25 /

|abe Smith/

OK ﬁ Backup Cancel Help

JDOCSHELL now asks for a brief
description of the Work Picnic
meeting topic.

Type the information shown on the
right and press “OK” to move to the
next question.

Question ﬂ
Question
Frovide a brief description ofthe meeting topic - Work Pichic.

Harrative

The annual surmmer pichic is next maonth and itis time to elect
cammitte chairs. Mr. Kopp has already agreed to chair the clean-up

committee. Additional chairpersons are required for the entertainment
and food cummiﬁees.|

OK Backup Cancel Help
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There is no POC for the Work

Picnic topic, so single-click “no”

and then single-click “OK” to
procede to the next question.

Question

Cuestion

|5 there a POC far the meeting topic - Work Picnic?

Select one
VES
ha
’\ U —
o2
OK T Backup Cancel Help
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Since, there are no more questions required for the meeting agenda, you are
returned to the JDOCSHELL main window as shown in Figure 1.

IDOCSHELL - [untitled] 10| x|

Program Operations Help

o=] sl

© 3 JDOCSHELL Tutorial | Meeting Agenda for 09/10/2003
\ Meeting Planner i =2
% lBgenda | -
& B Mesting Sumnmary Memo Mlain Conferetice Rootn/0930
Purpose:
| Weskdy Staff Mesting —

§§ Topics of Discussion:

Budget Crices

There has heen a mandate from headquarters that we cut two of our four missions due
to declining sales in the west region. We need to discuss a prelitninary prioritization plan
for our existing rnissions as well as identify initial mission phase out procedures.

|POC: Abe Siith

| Work Picnic

The antual surnmer picnic is next month and it is time to elect comnitte chairs. W
Kopp has already agreed to chair the clean-up committee. Additional chatrpersons are
required for the entertainment and food comenittees.

Please be on time to this meeting.

Figure 1: JDOCSHELL Main Window

At this point there are two important observations to make about the state of
JDOCSHELL.

Note: The numbers correspond to the labels found in Figure 1.

1. The text view now displays the generated text for the newly constructed section.
2. The outline view section status has changed to a “check-mark” indicating that the
section has been completed
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File and Print Operations

Once you have constructed portions of a JDOCSHELL document, you probably
will want to save your information in a data file. The following exercise demonstrates
how to accomplish this as well as printing generated text.

To save your information to a
data file select “Save As...”
from the “Program” menu.

IDOCSHELL - [untitled]

Program | Operations Help

New U
Open... ; ;
G Tutorial i Ileeting Agenda |
e aAs...  Planner :
Save Text As... jT"\ | lain Conference
urmmary Mema i
Print Text... ° :
Exit | Purpose:
X | Weekly Staff Me
Topics of Discus
Budget Crises
Thete has heena
In the “Save As” dialog box m x|
type in “the meeting” as the
name for the data file then File HNames Already in Use

press the “Save” button.

At this point, you also may
specify a directory for the
data file by navigating to the
desired folder using the
Windows common “Save As”
dialog box.

File name:

1

_ Sawe

r| Cancel |

lthe meeting] | | / L

Notice the title bar now
displays the program name
and filename of the current
data file.

Program

Operations Help

(1| =

2B

JDOCSHELL - the meeting

|® C3 . DOCSHELL Tutarial

ER
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So far you've used
JDOCSHELL to create a
meeting agenda, and since it
is time to go home you
decide to exit JDOCSHELL.
Choose “Exit” from the
“Program” menu to quit
JDOCSHELL.

JDOCSHELL - my meeting

Program | Operations Help

New ﬂ

Open.. Tutarial | eetin

Save as... lanner
Save Text As... 12 A lain C

urmmany Mermao i

Print Text... i
: | Purpos:
Eat | wreetas
Topics
Budget
There !

The next morning you
resume your meeting
planning tasks and decide
that you want to print out the
meeting agenda for
distribution to meeting
attendees.

Start DOCSHELL as
demonstrated in the “Starting
DOCSHELL” exercise.

Hi-light “DOCSHELL
Tutorial.” Choose “Open”
from the “Program” menu.
Click on “my meeting” from
the new window. Click on
the “Open” box” in the lower
left of the window to open
the my meeting data file.

Note: You may also use the
“File-Open” menu item to
locate the “my meeting” data
file.

JDOCSHELL - [untitled]

Program | Operations Help

New i

vy Open...

Tutorial | =
Save as... :

Save Text As...
Print Text...

Exit

x

Availahle Files
Ty meeting

en Cancel
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Highlight (select) the
“Agenda” section of the
“Meeting Planner” document.
Use the techniques
discussed in the previous
“Navigating Documents with
JDOCSHELL'’s Outline View”
exercise to accomplish this.

Notice the check mark;
however, there is no text in
the text view. To display the
“Agenda” text, single-click
the “Display Text” button on
the toolbar (paper button).

JDOCSHELL - the meeting

Program Operations Help

D& (2| BlE

® 3 JDOCSHELL Tutora

@ Meeting Planner
—— P % Bgenda

@ [§ Meeting Summary Memao

With the Meeting Agenda
displayed in the text view,
Select “Program” on the
main tool bar. Then, click
“Print Text” from the drop
down menu.

JDOCSHELL - my meeting

y Program | Operations Help

New 1

Open... . -

op Tutorial | Meeting Agenda fi
Save as... lanner :

Save Text ds.. 12 Wain Conference

. urmmany Mermao
— Print Text...

Purpose;
| Weekly Staff Mee

Exit

Topics of Discuss

Budget Crises

There has heen a1
| declining sales in t
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Provided you have a printer
configured on your
computer, you simply press
the “OK” button on the “Print”
dialog box to print the
contents of the
JDOCSHELL's text view.

2%

— Printer
M arne:

Skatus:
Type:
Where:
Carnment:

Feady
HP Lazerlet 55 M
TECHLIET

Froperties... |

[ Frint o file

— Print range

@ Al

" Pages

from: |1 ba: |1

i Selection
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Exporting Generated Documents

The previous exercises demonstrated how to use JDOCSHELL to generate and
print a simple text document. Suppose that you would like to put some sort of clipart
image in your generated document. Currently there is no support for images in
JDOCSHELL; however, documents may be exported to a word processor so that more
advanced word processing may be performed on the generated document.

Note: Once a document is exported it may not be brought back into JDOCSHELL. This is
intended to be the final step in generating a document with JDOCSHELL.

JDOCSHELL - my meeting

Choose “Save Text As” from .
Program | Operations Help

the “Program” menu to

create an HTML file. New ﬂ

This feature exports the Open... Tutorial | Meeting Agen

current contents of the text Save as... lanner :

view. This may be an entire Ha g; .

document or simply a /' Save Text S L. nmary Memo BTG

document section depending Print Text... :

on the last IDOCSHELL — : Purposze;

operation you performed. L = | Weeldy Staff T
Topics of Disc

Type “agenda.txt” and press x|
the “Save” button to create

HTML file of th t o=
agenda in the specified | el |CJJDOCSHELL IS

location.

=T adapts [} useradmin.htmi
This newly created file may T docs
now be opened with your 3 UninstallerData
standard word processor =1
(e.g. MS Word or userdata
WordPerfect). [} default.htmi °
[} docshell.htmil
D serveradmin.html
[
File Hame: |agenda| r'ed / |
]
Files of Type: ‘ Hyper-Text Markup Language (.html) / - |
‘ Save ‘ | Cancel |
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More JDOCSHELL Features

At this point, you have experienced some general scenarios used to create
documents with IDOCSHELL. Simply put, you iterate through the document sections
via the outline view, constructing each and providing the necessary answers to the
interview questions. When all sections have “checkmarks”, the document is complete
and may be output to a printer or exported to your favorite word processor.

This final group of exercises will introduce additional features and capabilities of
JDOCSHELL including automatic document construction, data sharing between
documents, recommended answers, and commenting capabilities.

Auto-Constructing Documents

JDOCSHELL supports a feature called “Auto Construct” that will attempt to
complete a document with information you have previously entered. In our meeting
planning documents we can see this by auto constructing the “Meeting Summary Memo”
and observing what sections are automatically completed.

Let’s assume that the meeting has taken place, and we are now responsible for
creating a meeting summary memorandum for distribution.

mA
Right-click on the 1
“Meeting Summary - '
Memo” to display the JDOCSHELL - the meeting
context menu. Program Operations Help
Choose “Auto )& [ A
Construct” from the : s
¢ 3 JDOCSHELL Tutorial | testin
context menu. ® Meeting Planne : £
W% Agend 2
L i Wain C
© B Meeting Summar Memn :
Ayto Construct :
| Purpos
isplay Text Weekly
- Question Report
™ Comment Report Topics
Display Properties Budget
| There
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Expand the “Meeting
Summary Memo” and
section “2 Synopsis of
Essential Information”.

Notice the section
status images.
Specifically note that
sections 1 and 2.1 are
complete. Thisis a
result of using
information previously
entered while
constructing the
meeting agenda.

Additionally, a new
section status,
“gquestion mark”, is
displayed. This
indicates that the
section is partially
complete. To
complete the section
you must construct it
and provide the
additional information
required.

JDOCSHELL - the meeting
Program Operations Help

[ =] (2] B

] la._||:fICICSHELLTI.J’[IZIriEII
o Meeting Planner

% Agenda
Q Meeting Summary Memao
———» % 1 Purpose

% 2.1 Topic Backgrounds
/‘?ﬂ 2.2 Topic Conclusions
e 3 Required Actions

Z 4 Points of Contact

|Memorani

o W’ 2 Synopsis of Essential Informs S“h']ec“ Meet
1. Purpose.
| Weekly Staff Mest

2. Bynopsis of Ess

2.1 Mleetit

Budget Crizes.

b ol [SRPDURNIRES PR

Look at the contents of
the text view. Notice
the information you
entered for the
meeting agenda has
been shared with the
summary memo.

1. Purpose.

| Weskly Staff Mesting

—> Budget Crizes.

2. Synopsis of Eszential Information.

2.1 Wleeting Topic Baclogrounds.
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Recommended Answers, Comments, and “Other”

There are times when JDOCSHELL will make recommendations for answers to

interview questions while constructing a document section. The following exercise

demonstrates this feature.

Choose to construct
section “3 Required
Actions”.

Select “no” indicating that
you feel the meeting was
not successful, then press
“OK” to move to the next
guestion.

JDOCSHELL - the meeting

\/Eugram Operations Help

a
1

Question

r Question rCumments
Ciuestion

T 3 Required Actions
T 4 Points of Contact

|Sub
|1.Pu

|2 5y

| West

In your opinion, was the meeting fully successful?

Select one /
yes /
no
(]
OK Cancel Help
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Check “plan a follow-up
meeting” and check “other”
in lower left of window.

Question

r Question rCummerIts
Cuestion

Selectthe required actions resulting from this meeting.

Multiple &

plan a follow-up meeting

[¥| other

[_l none

OK Backup Cancel Help

. Since you selected
“other”, JDOCSHELL
offers you an active text
box to enter your other
required actions to the
right of the checked box
“other.”

Type the items shown on
the right then click the
“OK” button to proceed.

At this point, the text view
displays the text for the
newly constructed section.
In addition, a “check mark”
appears next to the section
indicating it is complete.

Question

r Question rCummerIts
Cuestion

Select the required actions resulting fram this meeting.

Multiple

plan a follow-up meeting

Ne

/)
Establish a new cnmmitte‘;/ (4
Fequire preaentatiun5|
(¥ ather o
[_] none
OK 'ﬂ Backup Cancel Help
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At this point, the text view
displays the text for the
newly constructed section.
In addition, a “check mark”
appears next to the section
indicating it is complete.

JDDCSHELL - the meeting

Program Operations Help
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% Agenda
] Meeting Summary Memo
W% 1 Purpose
@ 1.6 2 Bynopsis of Essential Infarmation
% 2.1 Topic Backgrounds
% 2.2 Topic Conclusions
% 3 Required Actions
% 4 Points of Contact

3. Required Actions.

The following are the required actions to t

# plan a follow-up meeting
# Establish a new comrnittes
# Require presentations

You may also provide
section level comments for
your documents. These
are usefull during the
document review/staffing
process. For example, say
you want someone to
review the “Required
Actions” section of your
memo.

Provide a comment for that
section by right clicking on
it an selecting “View
Comment” from the
context menu.

JDOCSHELL - the meeting

Program Operations Help

=] (2] B &

@ 9 JDOCSHELL Tutorial
0] Meeting Planner
o Aoenda
0] Meeting Summary Memao
% 1 Purpose

% 2.1 Topic Backgrounds
Py 2.2 Topic Conclusions

@ Ja' 2 Synopsis of Essential Information

|3, Required Ac

The following :

#plan a
# Eatahli

% 3 Regu

r@ 4 Point Construct

Auto Construct

# Feguit

Display Text

p Wiew Comment

Question Report
Comment Report
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The comments dialog
box is displayed. Type
the comment shown on
the right. Press “OK” to
dismiss the comment
dialog box.

Section Comment
Comments for section 3 Required Actions

oe

Flease check this outto see if| should add some required actions.

0K

Cancel

Notice the visual indication
(red dot) that a section
comment exists. Anybody
reviewing this document
may view your comment
as well as provide you with
comments using this
feature.

JDOCSHELL - the meeting

Program Operations Help

=] (2] B &

o 3 JDOCEHELL Tutorial
o] Meeting Planner
o Aoenda
o Meeting Summary Memao
% 1 Purpose
o Ja’ 2 Bynopsis of Essential Information
% 2.1 Topic Backgrounds
\ P 2.2 Topic Conclusions
% 3 Required Actions
Z 4 Points of Contact

3 F

| The

At this point, we have covered the main features and capabilities of JDOCSHELL. We
have used a very simple set of documents (agenda, memo), but we hope it has made you
comfortable with the techniques required to benefit from JDOCSHELL.

28




