Content Controls and Making Beautiful Documents!

By Katriel Reichman, Method M Ltd., www.methodm.com

I Accelerated Authoring™ and Content Controls

In a previous post we talked about Accelerated Authoring™ as a collection of tools and methods to enable
improved productivity for knowledge workers. Content controls are part of the Accelerated Authoring
collection and are the subject of this post. Specifically, we will talk about using Content Controls to create
highly formatted documents. Future posts will discuss other applications for Content Controls.

I The Starting Point - A Series of Designed Documents

Most companies have multiple series of documents — say case studies or application notes — that will be
prepared over time. It might be a good idea for the first one in each series to be prepared by a graphic
designer (or at least by a team member with design skills).
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Figure 1 Sample Designed Document

In practice, keeping the design from slipping over time as writers and subject matter experts edit
documents in the series can be challenging. Inadvertent clicks tend to cause images to move, alignment to
be lost and other changes that result in:

e Design deterioration — documents have a less consistent and less professional look.

e Time and energy lost in trying to get back to the original formatting.

I Identify the Parts of the Document that Need Editing and Control

The first step is to identify the regions in the document that need editing, and the areas in the document
that should be fixed.

For each area that users edit, specify a content control that governs how the user interacts with the
document.

Let’s look at a simple example — a title for the document. For the title, we want to make sure that the same
title appears on the cover page, on the first page of the body of the document and in the header of the
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document — and we want to make sure that the design is preserved even as the size of the title varies
between documents in the series.
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Figure 2 Document With Content Controls for Title

I Type in the Title on the Cover Page

Once the content controls are setup, all that | need to do is type in the title just one time.
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In the example above, | have typed in the title and not yet clicked outside of the control. As soon as | do,
the title appears on the first page and in the header. (Note also that the position of the graphic adjusted
automatically without losing pagination.)
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I Control How the Date Appears

International companies that create documents sometimes cause confusion when numbers are used for
dates (for example, is 3-4-07 March 4 2007 or April 3 20077?). Let’s prevent any confusion by using a date
picker content control that will always insert the date using the name of the month.
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Figure 3 In Word 2007, Add Content Controls from the Developer Ribbon

Once the date picker content control is selected, choose properties to control how the date is displayed.



Content Control Properties

General

Title: | |

Tag: | |
[ use a style to format contents

U

Locking
Content control cannot be deleted
[] contents cannot be edited
Date Picker Properties
Display the date like this:
MMMM d, yyyy

26-Mar-07
Maonday, March 26, 2007

5

26-Mar-2007

2007-03-2%

26,/Mar /07

Mar, 26, OF

26 March 2007 b

Locale:

English (L1.5.) w

Calendar type:

Western W

Store XML contents in the following format when mapped:

Date and Time (xsd:dateTime) L

n]4 l [ Cancel

Figure 4 Properties Determine How Content Controls are Displayed

For users of the documents, a simple box will appear while editing:

Click here to enter o date.

Figure 5 How the Content Control Appears When the Document is Edited

I Bottom Line

Worries about formatting of the date, over placement of the date or even if the date should be included
have been eliminated. Concerns about the consistency of the title of the document and how it should be
displayed throughout the document have been eliminated. Our writer are free to write — and to create
great content, and create great-looking content.
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