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removing notes 7-3
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attaching files 5-4
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attaching files 5-4
deleting 5-7
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overview 5-2
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C
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boolean 8-21
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described 3-2
display only 3-5, 3-18
entering 3-3
format of 3-5
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lookup 3-24
mail 10-6
memorizing values in 3-11
selected 3-3
signature 4-4
types of 3-4

changing pages 3-16
changing the location of folders 1-
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check box cells 3-7
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styles 3-19

Clear Record command 8-17
clearing a record 8-17
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adding 8-5
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changing width of 8-9
removing 8-5
selecting 8-10
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Clear 5-7
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Close 2-12
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Cut 7-4
Duplicate 8-17
Export 13-7
Extra Choices 3-22
Extract 5-5
Find 8-17
Find Again 8-23
Find All 8-22, 8-23, 8-26
Help 3-19
Hide Attachments 5-2
Hide Balloons 3-23
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Hide Record List 8-3
Import 13-12
Insert Date 3-7
Insert File 3-8
Insert Row 3-13
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Omit 8-24
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Place Note 7-3
Preferences 2-6, 4-11, 6-2, 9-4
Print 9-5
Record 8-25
Remove 8-10, 8-26
Remove Column 8-7
Remove Format 8-15
Remove Row 3-14
Remove Tag 8-28
Revert 8-17
Revision Status 14-6
Save 2-14
Save As 2-14
Save Format 8-14
Select All 8-11
Send 10-3
Set Value 3-9, 3-18
Show Attachments 5-2
Show Balloons 3-23
Show Choices 3-20
Show Record List 8-3
Show Signed Cells 4-5
Sign 4-8, 4-14
Sort 8-10, 8-23
Submit 12-2
Tag Records 8-27
Totals 8-12
Tracking Status 11-4
Verify 4-9, 4-14
Verify Template 4-7, 4-10

creating a new data document 2-5
current record 8-2

D
data documents

closing 2-12–2-14
collecting 2-16
creating new 2-5
described 2-2

opening 2-7–2-10
saving 2-14
saving copies of 2-14

data formats 10-5
data verification 3-18
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entering 3-7
deleting attachments 5-7
delimited text files 13-2

limitations of 13-6
merge format of 13-3
multi-line values in 13-5

delimiter character 13-2
dialogs

Add Columns 8-6
Attach 5-4
Browse 1-11
Change Page 3-17
Change Record 8-25
Check Spelling 6-4
Column Title 8-9
Export 13-7
Extra Choices 3-22
Extract 5-6
Help Message 3-23
Missing Fonts 2-12
New Data Document 2-5, 2-11,

2-17, 14-3
Note 7-4
Open 2-7
Page Setup 9-3
Preferences 2-6
Print Job 9-5
Print Setup 9-2
Remove Saved Format 8-15
Remove Tag 8-28
Revision Status 14-6
Save 2-13
Save As 2-15
Save Attachment As 5-6
Save Current Format 8-14
Send 10-3
Set Password 2-6
Set Value 3-9, 3-18
Sort 8-23
Suggested Route Detail 10-8

Suggested Routes 10-8
Tag Collected Records 8-27
Template Information 2-4
Totals 8-13
Tracking Details 11-5
Tracking Status 11-5
Verify Signature 4-10

digital signatures
automatic verification 4-13
overview 4-2
showing signed attachments 4-
showing signed cells 4-5
signature icon 4-12
signing attachments 5-7
signing date 4-9
signing multiple records 4-14
signing plug-ins 4-4
signing with Informed Filler 4-3
verifying 4-8

display in black and white option
1-15

display only cells 3-5
distribution center profiles 14-3
distribution centers 2-8, 2-17, 14-3

accessing 14-3
described 14-2

distribution centers folder 1-9
Duplicate command 8-17
duplicating a record 8-17

E
editing a record 8-16
entering

boolean cells 3-7
check box cells 3-7
date cells 3-7
number cells 3-6
picture cells 3-8
text cells 3-6
time cells 3-7

entering checkbox values 3-7
entering information 3-3
error checking 3-18
exchanging information 13-2

file formats 13-2
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expandable rows in tables 3-14
Export command 13-7
export options

by column 13-4
by row 13-4

export settings 13-10
exporting notes 13-9
exporting records 13-7

cell selection 13-7
choosing the data format 13-8
record selection 13-9
saving export settings 13-10
to a new file 13-9
to an existing file 13-9

extra choices
adding 3-22
removing 3-22

extracting files 5-5

F
faster scrolling 1-14
file formats

delimited text files 13-2
Informed data 13-7
Informed Interchange 13-6

filling out forms
overview 1-6

filling out tables 3-12
Find Again command 8-23
Find All command 8-22, 8-23, 8-

26
Find command 8-17
find options 8-21

add to collection 8-22
go to first match 8-22
look through all records 8-22
look through collected records

8-22
omit from collection 8-22

finding
all records 8-23
boolean values 8-21
dates 8-20
names 8-20
words 8-20

finding records 8-17
match options 8-19
search criterion 8-17
search value 8-18

First 8-25
fonts

changing 3-5
changing size 3-5
changing type style 3-5
missing 2-11

form numbers 3-26
errors obtaining 3-27
sources of 3-26

form template distribution 14-2
checking for revisions 14-4
overview 1-4, 14-2
revision status 14-6

form tracking 10-7, 11-2
described 11-2
overview 1-7

form window 1-13
format of cells 3-5
forms

entering information 3-3

G
general preferences 1-14

H
help

on-line 1-9
help messages for cells 3-22
Hide Record List command 8-3
hiding totals 8-14
how forms are designed 1-2

I
ImageWriter options 9-3
Import command 13-12
importing notes 13-16
importing records 13-12

errors when 13-14, 13-15
indexed cells 8-23
Informed data files 13-7

Informed documents 2-2
form data 2-2
form template 2-2
interchange 2-2
package 2-2

Informed Filler application
location of 1-8
starting 1-12

Informed folder 1-7, 6-3, 14-3
Informed Interchange files 13-6
Informed overview 1-2
Informed preferences 1-10
intelligent features 1-2, 3-17, 3-

17–3-27
calculations 3-18
choice lists 3-19
data verification 3-18
examples of 3-17
form numbers 3-26
help messages 3-22
lookups 3-24

Interchange documents
described 2-2

invalid digital signatures 4-15

L
language dictionaries 6-3
language options 6-3
Last 8-25
lookups

errors performing 3-25
multiple matches 3-25
overview 3-24

M
mail cells 10-6
mail preferences 10-2

mail service 10-3
suggested routes 10-3

mailing forms 10-2
data formats 10-4
mail cells 10-6
mail preferences 10-2
specifying recipients 10-4
suggested routes 10-5
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manipulating records 8-2
match options 8-19
memorizing values 3-11
moving folders 1-10
moving notes 7-3
multiple part pages 3-15

N
name cells

entering 3-6
finding with wild card symbol

8-21
Next 8-25
number cells

entering 3-6
numbered pages 3-15

O
obtaining a new template 2-16
Omit command 8-24
Omit Others command 8-25
omitting records 8-24
on-line help 1-9
opening a data document 2-7–2-10
overview of Informed 1-2

P
package documents

described 2-2
opening 2-10

page controls 3-16
page setup 9-2

Apple ImageWriter 9-3
Apple LaserWriter 9-2
HP LaserJet 9-2

Page Setup command 9-2
pages 3-15

changing 3-16
numbered 3-15
of a form 3-15
work page 3-16

passwords
changing 2-6–2-7
entering 2-8

pencil indicator 3-2, 8-12, 8-16
picture cells

entering 3-8
on the Record List 8-4

placing notes 7-3
playing notes 7-4
plug-ins

data access 11-3, 12-2
described 1-3
distribution 14-2
mail 10-2
types of 1-3

plug-ins folder 1-8, 11-3, 12-2
location of 1-3

preferences
folders 1-10
general 1-14
revision checking 14-4

Preferences command 9-4
preferences folder 1-8
Previous 8-25
Print command 9-5
print data only option 9-4
print options 9-6

blank form 9-7
collate 9-7
collected records 9-7
current record 9-7
repeating 9-7
work page 9-7

printing blank forms 9-7
printing forms 9-2

collating 9-7
from the Record List 9-9
page setup 9-2
performing 9-5
preferences 9-4
print options 9-6
repeating 9-7
tiling 9-6

printing labels 9-7
printing offset adjustment 9-4
printing preferences 9-4

offset adjustment 9-4
print data only 9-4

printing records in a list 9-10

printing the work page 9-7

Q
quick-tabs 3-12
quote characters 13-3

R
Record List 8-3

adding columns 8-5
changing column alignment 8-

10
changing column position 8-8
changing column titles 8-9
changing column width 8-9
contents of 8-4
current record indicator 8-11
formats 8-14
indexed cells on 8-5
picture cells on 8-4
printing from 9-9
removing columns 8-5
removing formats 8-15
saving formats 8-14
selecting records 8-10
showing and hiding 8-3
showing totals 8-14
table cells on 8-4
totalling columns 8-12

Record List window 1-5, 4-14, 6-
6, 8-3, 12-3

recording notes 7-4
records

accepting 3-3
activating 3-2
adding new 8-16
adding to tagged collection 8-28
browsing through 8-25
clearing 8-17
collection of 8-2
current 8-2
duplicating 8-17
editing 8-16
entering information 3-3
exporting 13-7
finding 8-17
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finding all 8-23
importing 13-12
information boxes 8-3
omitting 8-24
recalling tagged collections 8-

27
Record List 8-3
removing 8-26
removing tags 8-28
reverting 8-16
selecting on Record List 8-10
setting values for multiple 3-8
sorting 8-23
submitting 12-2
submitting multiple 12-3
tagging 8-27
tags 3-10

Remove Column command 8-7
Remove command 8-10, 8-26
Remove Format command 8-15
Remove Tag command 8-28
removing notes 7-3
removing records 8-26
removing tags 8-28
Revert command 8-17
reverting a record 8-16
revision checking preferences 14-

4
revision number 2-4
revision status 14-6

current 14-6
discontinued 14-6
non-current 14-6

Revision Status command 14-6

S
Save Format command 8-14
saving a data document 2-14–2-16
scripts

attachable applications B-3
overview B-2

scrolling fields 3-10
scrolling tables 3-14
Select All command 8-11
selecting columns 8-10

Send command 10-3
send options

collected records 10-4
current record 10-4
entire Record List 10-4
selected records 10-4

Show Record List command 8-3
signature cells 4-4
signing attachments 5-7
signing forms 4-8
Sort command 8-10, 8-23
sorting records 8-23
spell checking

from the Record List 6-6
invalidating a check formula 6-

6
language dictionaries 6-3
language options 6-3
overview 6-2
performing 6-4
questionable words 6-5
setting preferences 6-2

spelling folder 6-3
spelling plug-ins 6-2
spelling preferences 6-2
starting Informed Filler 1-12
Submit command 12-2
submitting forms 12-2

errors performing 12-4
overview 12-2

suggested routes
adding 10-7
changing 10-7
described 10-6
removing 10-7
selecting 10-5

T
tab delimited text 13-3
tab order

described 3-11
tables

expandable rows in 3-14
exporting 13-3
filling out 3-12

inserting and removing rows 3-
13

scrolling 3-14
Tag Records command 8-27
tagged records 12-3
tagging records 8-27
template documents

described 2-2
template ID 2-4, 14-4

duplicate 2-11
template information 2-3

revision number 2-4
template ID 2-8
template name 2-4

template name 2-4
template preferences folder 1-9
templates

checking for revisions of 14-4
described 1-2
location of 14-2
obtaining new 2-16
verifying 4-6

templates folder 2-3, 2-8, 14-2
location of 1-5

text cells
entering 3-6

text messages 7-4
tiling 9-6
time cells

entering 3-7
times 8-20
Totals command 8-12
tracking forms

displaying tracking status 11-4
performing 11-3

Tracking Status command 11-4
types of cells 3-4
typing notes 7-4

U
using buttons 3-15
using digital signatures 4-2

V
verifying digital signatures 4-8
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verifying templates 4-6
voice messages 7-5

W
where everything goes 1-7
work page 3-16, 7-6, 9-7

Y
yellow stickys 7-2


