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In addition to the information that you enter in each cell on a form, you can also include annotated
notes or comments using Informed Filler's annotation features. An annotated note is usually a com-
ment of some sort that's intended to bring something important to the reader’s attention. For exam-
ple, you might attach a note to an invoice to instruct the shipper to hold the order until the
customer’s account is paid.

Traditionally, notes have been hand written either directly on the paper form, or on small pieces of
yellow paper—sometimes called ‘yellow stickies'—and then stuck on the form.
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Informed Filler uses the ‘yellow sticky’ analogy to show annotated notes. You can place and posi-

tion notes on any form. You can enter a textual note, or if you're using a Mac OS compatible com-
puter, you can record a voice message. A note appears on your screen much like a small piece of
yellow paper appears attached to a paper form.
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The familiar appearance of a note is intended to make clear the distinction between a note and the
information on the form itself. An annotated note should contain auxiliary information that’s asso-
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ciated with the form to which it's attached. For example, unlike the order date on a purchase order
form (which appears on every purchase order form), a comment such as ‘Please get approval fron
Jane before submitting this purchase order.” applies specifically to one particular form only.

The remaining sections of this chapter describe the annotation features of Informed Filler. You'll
learn how to place and position notes, and how to record and playback messages. You'll also learr
how notes are affected when the design of a form is changed by the Informed Designer user. For
information about importing and exporting notes, see Chapter 13, “Exchanging information.”

Placing, Moving, and Removing Notes

Informed Filler allows you to place and position as many notes as you like. To place a new note,
first find the record that you want to annotate and bring the form window to the front. Then choose
Place Note from the Edit menu. A blank note appears centered in the form window.
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Each note contains controls for entering, changing, and playing back messages. For instructions o
using these controls, please see “Typing, Recording, and Playing Back Notes” later in this chapter

You can move a note to any position on your form by simply clicking and dragging it with the
mouse. You should always position a note next to the information to which it specifically applies.
For example, if you enter a note as a reminder that a customer’s telephone number has changed,
you should position the note next to the new number. Once you've created a note, it will automati-
cally appear whenever you see the record in the form window.

To remove an existing note, first click it with the mouse. The note will appear black to indicate that
it's selected. Then chooseear from the Edit menu, or press the Delete (or Backspace) key.
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By using the Cut and Paste Clipboard commands, you can move a note from one page or document
to another. To transfer a note to the Clipboard, select it and cbobf®m the Edit menu.

Informed Filler will remove the note from the form and place it on the Clipboard. Then, after
changing pages, chooBaste from the Edit menu to transfer the note from the Clipboard back

onto the different page of your form.

Typing, Recording, and Playing Back Notes

Depending on which operating system you're running Informed Filler on, different controls on
notes will be available. Windows supports text notes, so only the control for viewing and editing
text notes will be available. If you're using a Mac OS compatible computer, you can use controls
for recording and playing back voice notes in addition to the text note control.
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Textual Messages

Informed Filler displays the first few words of a textual note on the note itself. If the entire note
doesn't fit in the space provided, you'll see only the first few words followed by an ellipsis (...).

To enter, view, or change the text of a note, click the note’s Text control. The Note dialog box
appears.
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A textual note can be as long as you like. If you type past the end of a line, or if you press the Enter
(Windows) or Return (Mac OS) key, Informed Filler will start a new line for you. If you enter more
lines than the text box can display, you can use the scroll bar to scroll the text up or down.
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To dismiss the Note dialog box, click ‘OK.’ To cancel the changes you've made, click ‘Cancel’
instead.

Voice messages

13

If you're using a Mac OS compatible computer, you can also record a voice message. Recording ¢
voice message is much like leaving a message on a telephone answering machine. You simply
speak into a microphone and Informed Filler records your message. A voice annotated note can
later be played by clicking the Playback control on the note itself.

In order to use the voice annotation capabilities of Informed Filler, you must have a microphone
attached to your computer before you can record a message. If you don't have the required hard-
ware and software, the Playback and Recording controls on the note will be unavailable.

To record a voice message, click the note’s Recording control. The standard sound-input dialog bo
appears.
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To begin recording, click ‘Record.’ As you speak, the message length is displayed on the sound-
input dialog box. When you've finished recording, click ‘Save.’ The recorded message is saved with
the note.

You can listen to a recorded voice message by clicking the Playback control on the note. To chang
the message, simply record over the old message by following the instructions described above.

How Design Changes Can Affect Notes

It's quite common for the design of a form to be revised and updated from time to time by the form
designer. Certain design changes can affect the data that's already stored in a data document (del
ing a cell, for example). Other changes can affect notes that have been placed on the forms. For
example, if a note is placed next to the right edge of a form, and the form designer reduces the
form’s width, the note will automatically slide back onto the page when the form is next opened
with Informed Filler.
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Notes are affected when a form template is changed in the following ways:

reduce the size of the form
remove a page from the form

If the Informed Designer user removes a page of a form template that contains notes, the notes
themselves will be moved onto the work page the next time the data document is opened with

Informed Filler. You can then move the note from the work page back to a numbered page. For
information on how to move notes between pages, see “Placing, Moving, and Removing Notes
earlier in this chapter. For an explanation of the work page, see “The Work Page” in Chapter 3.
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