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Manipulating Documents

This chapter presents information about Informed documents and how they are manipulated. You'll
learn about Informed document types and password security, as well as how to create, open, close,
and save data documents.

Informed Documents

The termdocumentefers to a file that contains information. An Informed document is a file that
contains information about a form. There are four types of Informed documents: form template
documents, form data documents, package documents, and interchange documents.

Form Template Documents (.ITP)

= A form template document contains a form template. A form template is the layout or framework of
= aform that's created using Informed Designer. It contains all the intelligent features of the form as
well as its graphic elements. You fill out a form by entering values in the blanks—or cells— on the
template. In order to use templates with Informed Filler, you must place them in a folder named
“Template” (Windows) or “Templates” (Mac OS) in your Informed folder. See Chapter 1,
“Overview” for more information.

Form Data Documents (.IFM)

= A form data document contains only a form’s data. When you fill out forms with Informed Filler,

the information entered is stored in a form data document. You can store one completed form—or
record—in each data document, or you can store many records in a single data document and take
advantage of Informed Filler’s built-in database capabilities. To open and manipulate a data docu-
ment, you must have the appropriate template in your templates folder. A data document is the most
common format to use when sending forms to other users.

Package Documents (.IPK)

using Informed Filler and is used primarily when you mail a form to someone who doesn't have the
corresponding template. When Informed Filler opens a package, the data document and template (if
needed) are extracted. If your templates folder does not already contain the template, the one
extracted from the package is copied there and opened. The data document is opened into an unti-
tled form window.

@ A package document combines a form template and its associated data in a single file. It is created

Informed Interchange Documents (.1IF)

Informed Interchange documents contain all the data for one or more completed fopusr(y,
and are used primarily for transferring information between different applications, and different
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versions of Informed. They are created and read using Informed Filler, and store all types of infor-
mation including stylized text values, pictures, signatures, and annotations.

Other Interchange Documents

In addition to the Informed Interchange documents, Informed Filler can import and export form
data stored in other standard formats, including tab-delimited and comma-delimited text. These for
mats are used primarily for transferring form data between Informed Filler and other applications.

The Templates Folder

Although you don't create and manipulate form template documents like you do form data docu-
ments, template documents are necessary to the use of Informed Filler. Whenever you create a ne
data document, you're asked to select a template to use. When you open a data document (that is
document that contains only form data), Informed Filler automatically locates and opens the appro
priate template document.

For these reasons, it is necessary that Informed Filler know where to find the templates that you
use. By default, Informed Filler finds your templates in a folder named “Template” (Windows) or
“Templates” (Mac OS) located in your Informed folder. You can change this location using
Informed Filler's Preferences command. For information about moving your templates folder, see
“Moving Folders” in Chapter 1, “Overview.”

Template Information

Whenever you create a new data document or open an existing data document, the appropriate te
plate is opened and used as a means to present and manipulate the form data. Detailed informatic
about the current template is available by choorengplate Information... from the View menu.

The Template Information dialog box appears.
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Template Information

r ldentification
Ternplate narme : Trawvel ltinerary
Unique template ID:  TI9/ 96

Fevision number : 1

r Author

Marne : Torn Szabo

Organization: Szabo's Kingston Tours

Description

s

=

The ‘Template name’ might offer a more descriptive title compared to the filename of the template
document. ‘Unique template ID’ and ‘Revision number’ are intended to identify the template and
its version. Since templates and data documents are separate files, the template ID is stored with
each data document so that Informed Filler can automatically identify and open the appropriate
template when a data document is opened.

The Name and Organization information identify the person who created the form template. The
form designer can also provide a brief description of the template.

Licensing Options

Unlike many software products, Shana offers flexible options for licensing Informed Filler. You can
license Informed Filler for use will all types of forms, or form designers can license individual form
templates for use with the free version of Informed Filler. Information about licensing and register-
ing Informed Filler can be found in yolnformed Filler Getting Started Guide

Depending on the licensing details of your copy of Informed Filler and the form templates you use,
you may be restricted to use only certain form templates. If you attempt to use the free version of
Informed Filler with a template not licensed for this use, you’ll see a message indicating so.
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Creating a New Data Document

The data for the forms that you fill out is stored in data documents (see “Informed Documents” ear-
lier in this chapter for a detailed description of data documents). To create a new untitled data doc
ument, choossew Document... from the File menu. The New Data Document dialog box

appears.

=——————————— New Data Document

® Select from the termplates below to create a new empty data docurnent
firom an available template.
TR

'.m [ ® Click " Add Other Template... ” to add another temnplate to your templates
folder.

| [T Local Templates v|

Dezcription:

[ pistributed

[ other Templates
Inventory

Purchase Requisition
Facking $lip

Travel Planner

[

=

[ Add Other Template... ] Cancel l Open l

The New Data Document dialog box shows a list of all templates in your templates folder. To select
a template, click it in the scrolling list, then click ‘New,” or simply double-click it in the list. The
templates can be organized hierarchically in folders within the templates folder. To open a folder,
select it in the list and click ‘Open’ or simply double-click the folder.

To select a template that is not in your templates folder, click ‘Add Other Template.’ The standard
Open dialog appears, allowing you to select a template anywhere on any accessible volumes or
disks. Informed Filler then copies and places the selected template in your templates folder.

You can also access distribution centers to obtain new templates using controls on the New Data
Document dialog. For more information, see “Obtaining a New Template” later in this chapter.

Once you've located the template you would like to use, select it and click ‘New. A new untitled
data document for that template is created and displayed in a form window. A blank record is addec
and any cells configured with default or calculated values are filled in automatically.
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Changing the Password

Each data document can have a password. Passwords allow you to protect your data documents by
preventing other users from opening and changing them with Informed Filler. If a data document
has a non-blank password, you will be prompted to enter it when you attempt to open the document
using Informed Filler's Open command (see “Opening a Data Document”).

You can change the password for a data document using Informed Filler's Preferences command.

ChoosePreferences... from the Edit menu. When the Preferences dialog box appears, click the
Security icon in the scrolling list. The dialog box changes to show the Security preferences panel.

Preferences

H Security Preferences
.L",. [Digital Signatures
General

@' |:| Lisplay ternplate authorization when verifying data

A,
I'_if |:| Autornatically verify signatures on current record
Printing [rata Document Password
@ [ Set Password... ]
Security
Spelling

[ Cancel ] [[ 1] 4 ]]

Click the ‘Set Password’ button. The Set Password dialog box appears.

Set Password

0 passward: I |

Mews password: || |

Confirm password: I |

[ Cancel ][[ 0K ]]
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If you haven't entered a password before, only the ‘New password’ and ‘Confirm password’ text
boxes are available. If a password already exists, the ‘Old password’ text box is also available.

If no password exists, type your new password in the ‘New password’ text box, then press Tab. The
insertion point moves to the ‘Confirm password’ text box. Type the password again, then click
‘OK. Informed Filler will display a message confirming that you have successfully changed the
password.

If a password already exists, you must enter that password in the ‘Old password’ text box before
entering the new password.

Opening a Data Document

To open a data document, choosgen... from the File menu. The standard Open dialog appears,
allowing you to select a data document to open. If you're using a Windows compatible computer,
you'll see a dialog box similar to the one below.

Open

File Name: Directories:

|invnice_ilm c:\informed

expdata.ifm et - Cancel

iy

inf d

podata.ifm = I;I.I:"me
travel.ifm ] filler A

1 plug-ins

1 prefs

1 spelling -
List File of Type: Drives:
|Infnlmed data [=.ifm] j |c: ms-dos_B j

Select a data document, then click ‘OK.’

If you're using a Mac OS compatible computer, you'll see a dialog box similar to the one shown
below.
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Note

i My Data +

Expense Data [:] = Macintosh HD

Inventory Data

Invoice Data il

Personnel Record Data Desktop

[_Oopen ]

5

Document Type | Al available |

Select a data document, then click ‘Open.’

If the data document has a password, you'll be asked to enter it.

Enter pazsward: |

ak. | Cahicel |

Informed Filler will not open the data document unless the correct password has been entered.

Passwords are case sensitive. This means that upper and lower case letters are considered to be
different. Be sure that the Caps Lock key on your keyboard is not on when you enter your pass-
word.

For information about changing your password, see “Changing the Password” earlier in this chap-
ter.

When you open a data document, Informed Filler first examines the document’s Template ID. The
Template ID identifies which template is needed for displaying and manipulating the contents of
the data document. Informed Filler looks in your templates folder for a template with the same
Template ID as that in the data document. If found, the data document is opened along with the
template and displayed in a form window.

If your templates folder does not contain the needed template, Informed Filler might attempt to
obtain one automatically from a distribution center in your organization. Chapter 14, “Form Tem-
plate Distribution,” describes Informed Filler’'s built-in forms distribution features. If the form
designer has made the needed template available in one or more distribution centers, and if the dis-
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tribution information is available in the data document that you’re attempting to open, Informed
Filler will display this message:

open this data document, but there appears to be one ina

f ‘our Templates folder does not contain the template required to
distribution center. Would you Tike me to try to get it?

This message indicates that the template you need is available from an accessible distribution cer
ter. If you click ‘OK,’ Informed Filler will place a copy of the template in your templates folder,
then continue to open it along with the data document.

If your templates folder does not contain the needed template, and the template is not available
from a distribution center, you'll see a message asking if you'd like to look for the template your-
self.

There iz no ternplate correzponding to that data docurnent in your
Templates folder. Would you like to choose a temnplate to uze®

Cancel 0K

If you have the appropriate template located at a different place on your hard disk, you can locate
and select it by clicking ‘OK’ on the message dialog. To cancel the Open command, click ‘Cancel’
instead.

You locate and select a template using the standard Windows or Mac OS Open dialog box. When
you select the correct template, Informed Filler copies it to your templates folder and then opens it
along with the data document.

Opening a Locked Data Document

If you choose to open a locked data document, or a data document that resides on a locked disk ¢
volume, Informed Filler will warn you.

The selected file iz locked or resides on a locked disk. Changes can
be zaved only uszing Save A=, Would you like to continue ?
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If you continue, the data document will be opened as usual. However, you won't be able to save any
changes made. To save any changes, use the Save As command to save the data document, along
with any changes made, into a new file. For more information about the Save As command, see
“Saving Copies of a Data Document” later in this chapter.

Opening a Data Document in Use

You cannot open a data document that is already open for use by another user or application. If you
attempt to do so, a warning message will appear.

‘would you Tike to continue trying to open the document?

f The selected docurnent could not be opened (it may be in use).

Cancel 114

If you click ‘OK;’ another dialog box appears telling you that Informed Filler is waiting for the data
document to become available. When the document becomes available, Informed Filler will open it
automatically. To cancel the Open command instead, click ‘Cancel.

Opening a Package

As explained earlier (see “Informed Documents”), a package document contains both a form data
document and a form template document together in a single file. The purpose of package docu-
ments is to be able to save, mail, or transfer completed forms—or records—along with the appro-
priate form template in a single document.

If a person sends you a form using e-mail, and is unsure whether or not you have the required form
template, he or she might send you a package document instead of a data document. That way you
will be able to open the form even if you don’t have the required template.

When you open a package document, Informed Filler automatically extracts the form data and, if
necessary, form template document. If your templates folder already contains a template with a
Template ID that matches the one in the data document in the package, then that template is used.
That is, the template in the package document is not extracted. If your templates folder does not
contain the necessary template, Informed Filler will extract the template from the package, copy it
to your templates folder, then open it along with the data document.

Unlike data documents, when Informed Filler opens a package document, it does not open the doc-
ument in place. That is, once you've opened the package and made changes to the data, saving your
changes will not update the original data document in the package. Instead, Informed Filler will
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save the data in a new data document, just as though you were saving a new untitled data documel
You'll be asked to name the data document and specify its location the way you normally do.

Duplicate Template IDs

It is important that each of the templates in your templates folder have a unique template ID. If two
templates have the same template ID, Informed Filler will not know which template to use when
you open a data document or package with the same template ID.

If Informed Filler detects two or more templates with the same template ID, it will select and use
one of them and mark the others as duplicates. Once a duplicate template has been marked, it wil
appear with a small warning sign on Informed Filler's New Data Document dialog box.

Mew Data Document

® Select from the ternplates below to create a new ermpty data docurnent
from an awailable ternplate.
Th

hrm B # Click * Add Other Template...* to add another template to your templates
folder.

| [ Local Templates v|

Description :

[ Distributed

[T other Templates
& Daily Cash Form
Expense
Inrentory
Personnel Record

2

[

[ Add Other Template... ] Cancel I Open I

The warning sign is an indication that you should resolve the duplicate templates. That is, you
should choose the template that you want to use and remove the duplicates.

Missing Fonts

When you open a template (as a result of opening a form data or package document, or creating
new data document), Informed Filler checks to make sure that the fonts used on the template are
available in your system. Different systems on different computers can have different fonts
installed. If a template is drawn on one computer, then transferred to different computer, that com-
puter might not have the fonts that were originally used to draw the template.

If Informed Filler detects that at least one font is missing from your system, you’ll see the following
dialog box.
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Missing Fonts

Seript MT Eold R These fonts are used in
Mew Century Sehibk 1 this ternplate but are not
available in your system.
They should be added in
arder to dizplay the
template properly

=

Any text that uses an unavailable font will display using a font that's available in your system.

Closing a Data Document

The Close command closes the currently active data document—that is, the document which corre-
sponds to the front-most form window on your screen.

To close the currently active data document, cheosse from the File menu, or click the win-
dow’s close box. Depending on the kind of document that you're working with, and the work that
has been done, one of the following situations will arise.

Closing a New Data Document

If you're closing a new data document that has not been changed, the document is closed immedi-
ately. If you're closing a new document to which changes have been made, Informed Filler will
warn you to save the changes.

Informed Filler <]

.--r : Save changes ta "untitled?

es Mo | Cancel |

If you're using a Mac OS compatible computer, the button names on this dialog box will be differ-
ent. Instead of ‘Yes’, you'll see ‘Save’, and instead of ‘No’, you'll see ‘Don’t Save.’ Clicking the
‘Yes’/'Save’ button displays the Save dialog box. If you're using a Windows compatible computer,
you'll see the standard Windows Save dialog box.



Manipulating Documents @ 2-13

Save data document as

File Hame: Directories: 0K |
Im c:hinformed
expdata_ifm - e = Cancel |
invoice_ifm inf d
podata.ifm %I:Irlme
travel.ifm ler :
[_] plug-ins
21 prefs
(21 spelling -
Save File as Type: Drives:
Ilnfnlmed data [=.ifm]) j Ic: ms-dos_b j

Type the name of the new data document and select a location to store it, then click ‘OK.

If you're using a Mac OS compatible computer, you'll see the standard Mac OS Save dialog box.

= My Data =
Expense Data [+] = Macintosh HD
Inventory Data —

. Pt
Invoice Data
Personnel Record Data Desktop

=

Save data document as: Iﬁ Save iﬂ
|untit|ed | Cancel

Type the name of the new data document and select the location to store it, then click ‘Save.’ Click
ing ‘Cancel’ instead cancels the Close command and leaves your data document open.

If a document with the name you specify already exists at the selected location, Informed Filler will
warn you with options to replace the existing document or to cancel.

Clicking ‘No’/'Don't Save’ closes the data document without saving any of the work you've done.
Clicking ‘Cancel’ cancels the Close command and leaves your data document open for editing.

Closing an Existing Data Document

When you close an existing data document (that is, a document that was previously opened),

Informed Filler first checks to see if you've made changes to the document. If your data document
has not changed since you last opened it, then it's closed immediately without warning.

If you've made changes to the document, you'll be asked if you want to save the changes.
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f S$ave changes to “Inventory Data™?

If you're using a Windows compatible computer, the button names on this dialog box will be differ-
ent. Instead of ‘Save’, you'll see ‘Yes’, and instead of ‘Don’t Save’, you'll see ‘No.’ Click ‘Yes’/
‘Save’ to save the changes and close the data document. Click ‘No’/'Don’t Save' to discard the
changes and close the document. Click ‘Cancel’ to cancel the Close command and continue editing
your document.

Saving a Data Document

The Save command saves the currently active data document—that is, the document that corre-
sponds to the front-most form window on your screen. This command is available only when
changes have been made to the currently active data document.

To save a data document, cho®see from the File menu. If the data document corresponds to an
existing document (that is, it has been saved at least once before), it will be saved without warning.

If you're saving a new data document for the first time, you'll be asked to name the document and
specify the location to store it. Depending on which operating system you're using, you'll see either
the standard Windows Save dialog box or the standard Mac OS Save dialog box.

Type the name of the new data document and select the location to store it, then click ‘OK.’ Click-
ing ‘Cancel’ instead cancels the Save command.

Saving Copies of a Data Document

Use the Save As command to save a copy of a data document with a different name, or at a different
location. You can also use the Save As command to create a package document containing both the
active data document and its accompanying template.

Choosesave Rs... from the File menu. If you're using a Windows compatible computer, you'll see
the standard Windows Save dialog box.
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Save data document as E2
File Name: Directories: 0K |
Im c:\informed

expdata.ifm - et =~ Cancel |
invoice.ifm inf d
podata.ifm %I?_Irlme
travel.ifm tler .
[ plug-ins
1 prefs
1 spelling A
Save File as Type: Drives:
Informed data [=.ifm] j Ic: ms-dos_b j
Include: I All records ﬂ

If you're using a Mac OS compatible computer, you'll see the following dialog box.

=5 My Data *

Expense Data [+] = Macintosh HD
Inventory Data >

. Lipgt
Invoice Data
Personnel Record Data Desktop

=

Save data document as: |m|
|I]|:t 96 Invoice Data | [ Cancel ]
Include: | All records |

[[I™ake Package (include template)

When saving a new data document using the Save As command, you can choose to include the ci
rent record only, the currently collected records, or all records. Make your selection from the
‘Include’ drop-down list.

You can save a new data document or a new package document. If you're using a Windows compa
ible computer, you make your choice from the ‘Save File as Type’ drop-down list. If you're using a
Mac OS compatible computer, leave the ‘Make package (include template)’ option unchecked to
save a data document. If you check the ‘Make package (include template)’ option, Informed Filler
will create a package document instead.
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After saving a new data document, Informed Filler will leave the new document open for editing
and close the original document. If you save a new package document, however, the original data
document will remain open instead.

Collecting Data Documents

If you're responsible for approving forms, you'll likely receive forms one at a time from other peo-
ple for approval purposes. If you want to retain a copy of these forms, you might want to collect
them into a single data document. That way you can sort the forms, list them on the Record List,
and use Informed Filler's other database features.

Informed Filler allows you to import the data from one data document into another. You can do this
using Informed Filler's Import command. If you use a Mac OS compatible computer, you can drag
a data document onto the form window that corresponds to the data document you want to collect
into. For detailed information about Informed Filler's Import command, see “Importing Records”

in Chapter 13, “Exchanging Information.”

Updating a Data Document

As explained earlier (see “Opening a Data Document” and “Opening a Package”), Informed Filler
automatically locates and opens the appropriate form template when you open a data document.
Whenever Informed Filler opens a form template (as a result of opening a data or package docu-
ment), it automatically checks to make sure that the data matches the template.

If the template has changed since the last time you opened the data or package document, or if
you've received a data or package document from someone else who has a different version of the
template, Informed Filler might notice differences between the data and the template. For example,
the template might contain a new cell for which there is no data in the data document. Or maybe a
cell's type has changed.

If differences are detected, Informed Filler will update the data to match the template. The time that
is takes to update the data depends on the particular differences and the number of records in the
data document. You'll see a progress dialog box during the update process.

Obtaining a New Template

Chapter 14, “Form Template Distribution,” describes Informed’s built-in forms distribution fea-
tures. After designing a new form template, the form designer can make the template available at
one or more distribution centers. Different types of distribution centers are supported, including file
servers and FTP servers.
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Obtaining a new template from a distribution center is an easy process. As explained earlier in
“Opening a Data Document,” it can be as simple as clicking ‘Yes’ on a message dialog. Informed
Filler does the rest for you.

The most common method of obtaining a new distributed template is by means of Informed Filler's
New Data Document dialog box. This dialog box appears when you choose the New Document
command from Informed Filler's File menu.

Mew Data Document

® Select from the templates below to create a new empty dats docurnent
from an awvailable ternplate.
TR

'.m [ ® Click "#dd Other Template..." to add another template to your templates
folder.
Services =
Lrezcription:
[ Local Templates [ e
[ World Corp Templates .
= o

[ Add Other Template... ] Cancel l Open l

When you choose the New Document command, Informed Filler, by default, shows you the tem-
plates that are found in your templates folder. The last item in the drop-down list above the scrolling
list is ‘Services. When you select this item, the list changes to show the distribution centers that
correspond to the distribution center profiles found in your distribution centers folder (hamed “DIS-
TCTRS” on Windows, “Distribution Centers” on the Mac OS). A distribution center profile is a file
containing the information necessary to identify and connect to a distribution center. See Chapter
14 for more information about distribution center profiles.

To display the templates available at a particular distribution center, select its name in the list then
click ‘Open.’ The scrolling list changes to show the available templates. Templates might be orga-
nized in folders. To open a folder, select it in the list and click ‘Open, or simply double-click the
folder itself. Once you've located the template that you want, select it in the list then click ‘New.’
Informed Filler copies the distributed template to your templates folder and opens it, creating a new
untitled data document.

Once you've obtained a new template from a distribution center, Informed Filler will automatically
notify you when a new version of the template is available. For detailed information about how
revision checking works, and the various commands and preferences associated with template dis
tribution, please see Chapter 14, “Form Template Distribution.”
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