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About conditional text

Conditional text is text that differs from one version of a document to another. Unconditional
text is common to all versions of the document.

You can make any unit of text conditional, from one character to entire sections. For
example, graphics, list items, index entries, tables, table rows, cross-references, footnotes,
and table rows can be conditional. You make an item conditional by applying condition tags.

Text may be conditional in the body of the document, footnote text, headers/footers, and call-
out text.

Qualidocs™ A

Qualidocs™ Quality Assurance for Microsoft Word Documents

Requirements —B
Mlicrosett Waord 2000, 2002 [RP] or 2005, Micreset Windows 98, 2000,
AP or 2003, Systerm administrator requires Microsoft Access 2000 or
later in order to add, edit or delete nilas.

Qualidocs™ A

Qualidocs™ Quality Assurance for Adobe FrameMaker Documents

Requirements

Abole Frameidaker & or 7. Microsoft Windaows 98, 2000, XP or 2003,
Systerm administrator requires Microseft Ao ess 2000 or [ater in ordear
to add, adit or delete ralas.

Two versions of a data sheet Conditional text can be used to create two data sheets in one
document. The text and graphics common to both data sheets are unconditional. The text and
graphics that appear in only one data sheet are assigned a condition tag that identifies the data
sheet.

A. Unconditional graphics and text.

B. The title and first paragraph contain both conditional and unconditional information.
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You can change the appearance of conditional text so that it's easy to identify by using
condition indicators — highlighting with various colors.

Requirements

Mlicresett Word 2000, 2002 [2F] or 20058550 RameMaksr & or 7.
Mlicrosett Windows 98, 2000, XF or 2005, Systerm administrator
recires Microseft Access 2000 or later in order to add, edit or delete
nales,

Condition indicators identify two conditions

You can view and print conditional text in several ways. For example, you can view all
versions of the document or hide selected versions, or you can show or hide condition
indicators. Whatever you display appears in the printed document.

Planning conditional documents

When planning a conditional document, you should examine the nature of the material and,
because others may have to work in or maintain a conditional document you create, look at
how several people can take turns working with it. Plan to treat conditional material
consistently to make the document easier to use and maintain. Others will need to know the
conventions you followed as you applied condition tags.

Use the following guidelines when planning a conditional text project:
Number of versions

Number of condition tags required

Organization of content

Graphics

Tagging strategy

O 0 0 0 0 0

Multiple authors

Number of versions

Define how many versions your finished project will contain. For example, if you're creating
a manual that describes a program that runs on both Windows and UNIX platforms, you
might want to be able to produce at least two versions: a Windows version and a UNIX
version. If you want to produce these versions with editorial comments sprinkled in the text
during the review process, you'll want even more versions: UNIX with comments, UNIX
without comments, Windows with comments, and Windows without comments.

IFN Solutions LTD®© 2009



V774

Planning conditional documents Conditional Text for Word

Number of condition  tags required

Decide how many condition tags you need to produce the desired versions. A version of a
document is defined by a unique set of condition tags. For example, a version of a finished
Windows manual might be defined by having a Windows condition tag showing, a UNIX
condition tag hidden, and a Comments condition tag hidden. In this example, you would need
to decide whether to use one condition tag for Windows comments and another for UNIX
comments, or whether to use a single condition tag for both Windows and UNIX comments.

Organization of content

Evaluate the extent to which the document can be conditional and how you can organize the
material to simplify development and maintenance. For example, you might be able to
organize a book so that conditional text is limited to a few documents. Or you might choose
to keep versions of a particular chapter in separate files rather than in conditional text, and
then use a different book file for each version of the book.

Graphics

If a document will contain linked graphics, consider creating separate folders for the graphics
in each version. This simplifies file management when you need to copy or archive a version
of the document with its graphics files.

Tagging strategy

Determine the smallest unit of conditional text. For example, if a conditional document will
be translated to another language, a whole sentence should be the smallest amount of text you
make conditional. Because word order often changes during translation, using conditional
text for part of a sentence could complicate translation.

Decide whether to make spaces and punctuation conditional. If conditional text begins or
ends with punctuation, make the punctuation conditional too. This makes the text easier to
read when you're viewing more than one version.

To avoid word spacing problems, such as having an unconditional space followed by a
conditional space, set standards for handling spaces following conditional text (either always

conditional or always unconditional).

Decide the order in which conditional text will appear and use this order throughout the
document. The order can help subsequent authors maintain the document.

Multiple authors

If a conditional document will have several authors, follow these guidelines:
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C Plan document organization and work flow. For example, you may want to break a
document into small files so several people can work on different parts of the document
at the same time.

C Decide how you will provide explanatory notes to other authors. To help explain a
conditional document, add helpful comments and define and apply a Comment condition
tag to them.

Creating, changing, and deleting condition tags

When you create condition tags, use condition indicators so that you can distinguish text in
one version from text in another. If your conditional document will be used to create more
than two versions, use color indicators.

To create or change a condition tag:
1. Click the Manage Tags toolbar button.
2. Do one of the following:

C Ifyou're changing a condition tag's indicators, select the condition tag in the scroll
list and click View tag properties, or double-click on the conditional tag in the scroll
list.

C Ifyou're creating a condition tag, click Add new tag, enter a name in the Tag name
box, and choose a highlight color to use as the conditional indicator. Try to use
meaningful names.

3. Click OK.

- Note: Conditional text appears in a separate color when it is assigned two or more
overlapping condition tags that use different colors as condition indicators. This overlap color

may be defined using the Options ||| Gz

To delete a condition tag from a document:
1. Click the Manage Tags toolbar button.
2.

Copying conditional tags between documents
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