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Getting Started

A QUICK TOUR OF INSTANT TEXT

The Opening Screen

You start Instant Text and it appears at the bottom of the screen. Then you start Microsoft
Word, or any other client application and Instant Text automatically attaches itself to the

bottom of the client application window. The two applications are now linked and appear as
shown below:

F‘a- d « - 10 5 joumnaldocx - Microsoft Word =B

'.

- Home Insert Page layout References Mailings  Review View &

&

Microsoft Word

Address
Buszinezs
3 |Medstart
Drugs

|& Phrase Advisory

Word Advisory

We now have Instant Text, with its two advisories and the glossary list, conveniently placed
to be used with Word. You may also start Microsoft Word before Instant Text, in which case
linking happens when we click in the Microsoft Word window.
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Jumping Right In

Instant Text is very simple to use. In a moment we will go into some detail about various
options that Instant Text offers, but first let us jump right in and type something:

Cia d : v T journaldocx - Microsoft Word -8B X
- Home Insert Page Layout  References Mailings  Review \iew L]
5

wilf |

1. Type "wiit” here

3. Add a ;" to expand "“wtit" to:

Welcome to Instant Text |

o -

Page: 1 of 1

[ Instant Text ¢

Welcome to Instant Text 1 |Addreszs

Buginess

2. See the result here

Press Ctrl+2 to make sure that the Business glossary is the Current Glossary (the one
highlighted). Then type the four letters wtit in the word processor. As you type, the contents
of the Phrase and Word advisories change with every letter you add. By the time you have
entered wtit, there is only one entry listed. Expand that entry now by pressing the semicolon
marker. The document now reads Welcome to Instant Text. You have just used 5

keystrokes to produce 26 and you did it without having to memorize an abbreviation code.
Welcome to Instant Text!

For this quick tour, we use a marker key to expand: The marker tells Instant Text to expand,
and the marker itself disappears once the expansion has occurred. It is also possible to use
expander keys that cause an expansion but stay. For example, you may choose to use the
space bar and punctuation marks such as the comma and period as an expander key, in
which case the space, comma, or period are inserted after the expansion. We will see how to
use marker and expander keys in the next chapter.
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Identifying Elements of the Instant Text Screen

Now that you have been initiated as an Instant Text user, spend a moment identifying the
major elements of the screen. On the left of the title bar, after “Instant Text,” a green dot
indicates that Instant Text is linked. The green triangle to the right of the linking indicator
shows whether docking is on or off for the current client application window you are
working in. On the right are the C and S toggles for automatic capitalization and spacing, a
Client Configurator button, the Help button, and the usual Windows icons.

Under the title bar you will find the Advisories — one for Phrases and one for Words — and
the Glossary List. The Glossary List shows that four glossaries are active at the moment, the
highlighted one being the Current Glossary.

As you come to be familiar with Instant Text you will learn that most details of the screen
can be customized with the Options Menu. For instance, you can decide whether the Phrase
Advisory or the Word Advisory is on the left. You can specify the number of advisory lines
and their colors and fonts, show or hide the Glossary List, and so on. All of this is explained
later in this manual and also in the extensive online help that accompanies Instant Text.

Learning Instant Text

At this point, we are ready to get down to business. We are going to type the following short
test sentences:

Welcome to Instant Text! Instant Text is a new way of working with your
computer.

In the process of typing these sentences we are going to take a few detours and learn many
ways of using Instant Text. Just follow closely. Once we are through, you will be familiar
with the key characteristics of Instant Text and ready to start working with it yourself.
Should you get lost, backtrack a little and try again. There is plenty of detail to keep you on
the right track. We are off!

The first order of business is to double check the Glossary List and see that the glossary
called Business is the Current Glossary, that is, highlighted. If not, press Ctrl+2 to make it
the Current Glossary.

Then, type these three letters: wti. The advisories will now display the following:

Short Phrases

Welcome to Instant Text

withholdings
Business

Medstart
4 |Drugs
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As you type those three letters, notice what happens to the Phrase Advisory and the Word
Advisory. They change to display different expansion options after each letter typed.
Backspace and retype them to see again. The more letters you add, the better Instant Text
can narrow down the choices presented to match what you are looking for. In fact, if you
display 7 advisory lines, the phrase we are looking for — Welcome to Instant Text — first
appears on the screen after only two letters — wt — are typed, but by typing three or four
letters, the desired phrase is the only choice presented in the Phrase Advisory.

Notice also that as you type the letters wti, Instant Text presents you with lists of phrases
and words that all contain the letters wti in that order. You do not have to remember any
codes to use Instant Text. Simply type a few letters that make sense to you: Start with the
first letter and add one or more others. Instant Text knows all possible abbreviations for the
words and phrases in the glossary so you do not need to memorize any of them.

The choices displayed in advisories depend on which glossary is the Current Glossary. If you
use a different glossary, you get a different set of choices. To demonstrate this, switch to the
Medstart glossary, either by pressing Ctrl+3 or by highlighting it with the mouse. You still
have typed the same wti in the word processor, but now the Phrase Advisory and the Word

Advisory present you with these choices:

was thoroughtly irrigated

2 |wittrri wag taken to the recovery room in well-motivated

wag transferred to the recovery reom in well-positioned 3 |Medstart
well-differemtiated

Switch back and forth between Ctrl+2 and Ctrl+3 a couple of times, and while in
Medstart, erase wti (backspace) and retype it to see how things change in this context.

This ability to sense context is one of the greatest strengths of Instant Text. You can have
several glossaries open in the Glossary List and switch between them at will (or use the
Includes feature creating a combination of glossaries explained in a later chapter). Each
glossary represents a different context. If the phrase or word you are looking for is not in
one glossary, it may be in another. This allows you to use glossaries as reference materials.
For instance, medical transcriptionists can keep a glossary of drug names for quick
reference. Names and addresses can be kept in their own convenient Address glossary.
Legal terms used for writing contracts can be in another. The possibilities are endless.

Now that you know how to switch between glossaries, go back to Business so we can
continue with the Quick Tour.

Welcome to Instant Text withholdings
Business

Medsatart
4 |Drugs
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Your advisories should be back to this point, with wti being interpreted in the context of the
Business glossary.

We are now going to select the phrase Welcome to Instant Text from the Phrase Advisory.
There are several ways to select an advisory entry. Most of them — the fastest — use the
keyboard. Another option is to use the mouse to click on the entry we want. Do this now
and see what happens: The phrase Welcome to Instant Text now replaces wti.

For the rest of our examples, we will use the keyboard: You can do everything without using
the mouse in Instant Text, so type a semicolon marker after wti to expand it.

Add punctuation to the end of our first sentence, in this case, an exclamation mark. Like all
punctuation, the exclamation mark is automatically placed at the end of the previous word.
There is no need to manually adjust spaces after punctuation. Instant Text knows to add one
space after a comma, one or two spaces after a period according to the automatic spacing
settings. Likewise, Instant Text knows to capitalize the first letter of a sentence. Add the
exclamation mark now, without extra spaces.

Let us move on to the next sentence, which you will recall is as follows:
Instant Text is a new way of working with your computer.
Again, to use Instant Text, type what you think and let Instant Text keep up with you for a

change. It seems an obvious choice to try typing it to get Instant Text, so let us try it. Enter
the two letters it and your screen should appear as follows:

-

Cia d : v T journaldocx - Microsoft Word =

- Home Insert Page Layout  References Mailings  Review \iew L]

3]

Welcome to Instant Textl If | == Add new abbreviation "it" here.

t

First sentence expanded
with punctuation and spacing
adjusted automatically.

Page: 1 of 1

[ Instant Text £

Including the Iterative
Instant Text

in thiz caze integrate

in the end integrated
in the event integrating
in the future integration
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Lo and behold, the phrase we want appears in the Phrase Advisory, along with other phrase
and word choices that Instant Text calculated! We are now going to select the desired
phrase. This involves two steps: first highlighting it and then using a marker to tell Instant
Text whether to expand the Phrase Advisory or the Word Advisory.

An easy way to select the 2nd line of the advisories is to type 2 after it.

Welcome to Instant Text! 2]

[l Instant Text £

Instant Text
in this case
In the end
In the event
in the future

1 [Address
2 |Busginess

integrating
integration

There are also two keyboard commands to change which lines of the Phrase and Word
advisories are highlighted. You can use the left or right Shift key to move down and the left
or right Ctrl key to move up. Try each of these keys now to move the highlight, and note
that the list wraps around. This means that the fastest way to get from the top to the bottom
is to press Ctrl once, and vice versa.

In the present example we need to highlight the second phrase choice, Instant Text. So, a
fast way to do this is to press the Shift key once. Do this now to highlight the line that
contains the phrase Instant Text.

| |Short [Phrases ‘Words
it including the iterative
n=tant Text

in this case
in the end

Address
Buziness

inmtegrate Medatart
integrated 4 |Drugs
imtegrating

i i
Pressing the Shift key highlights both entries

i

HEE

In the event

The next step is to tell Instant Text whether we want the highlighted Phrase or Word choice,
and to do this we use markers. A marker is a special character such as the left or right
square bracket ([ or 1), slash mark (/), or even a punctuation mark (;) that is added to the
end of an abbreviation.

You can define which markers are associated with Phrases and which are associated with
Words to suit your personal needs and keyboard layout. This is done through

the Options/Marker selection dialog. Here we use the Instant Text default markers,
namely the phrase marker ; and the word markers ] and [ but you can also choose to use
the space bar for Phrase expansion, using so-called Classic Options.
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Now, to tell Instant Text to expand the highlighted Phrase entry, we append the phrase
marker to the end of the abbreviation it. So, type the semicolon now to get this:

Welcome to Instant Text! Instant Text|

[ Instant Text #

[T Fy [y [ PR

To summarize, a marker is used to tell Instant Text whether the abbreviation to be
expanded is the highlighted Phrase entry or the highlighted Word entry. In the event that
you want to type the word it itself, simply press the Space bar. Afterwards, the Advisories
are cleared and ready for the next string to be typed.

The remainder of this sentence will come out very quickly. At this point, you know almost
everything you need to know about using Instant Text for your own work. The rest is just
applying what you have learned. Onward and forward!

The rest of our sentence reads is a new way of working with your computer. As usual, to
use Instant Text, you type what you think and let Instant Text keep up with you. There are
several ways of proceeding available to us. We could type the word is and press the Space
bar. Or, we could see if the next two or three words are already listed in this glossary as a
phrase.

Let us try that. Type two letters ia.

Once again, we have hit pay dirt. Instant Text has calculated that the most likely phrases
and words in Business that use the input ia are as follows:

in addition Business

if approved by imagining Medstart
I am convinced Iinability
In any comiination Inaccessibility

Because the phrase we need is the most likely Phrase Advisory choice, it is already
highlighted. To expand, we need only tell Instant Text that we are interested in expanding
the highlighted Phrase entry, again by use of the phrase marker. Press the ; (semicolon)
phrase marker now, and your text will be as follows:

Welcome to Instant Text! Instant Textis a
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This process is repeated for the next part of the sentence. We now need new way of
working with your computer. One option is to type nw. Alternatively, you can see if the
phrase new way of is present in the glossary.

To try that, type what you think would be an abbreviation for it: nwo. Whatever you try,
Instant Text searches through the Current Glossary and comes up with choices. For the
purposes of this Quick Tour, enter the following two-letter abbreviation: nw. Instant Text
now presents you with several viable choices:

MEW Way
next VWednesday

next week
new way of

Address
Business

nowadays  |Medstart
Norweglan 4 |Drugs
notwithetanding

Selecting the first choice in the Phrase Advisory — the highlighted line - is one obvious way
of proceeding. This is also perhaps the simplest choice as all we need to do is append a
phrase marker to the abbreviation nw to expand.

new way of working

Another option is to type a line number or to use the Shift or Ctrl keys to change which
phrase choice is highlighted. Typing 4 or pressing Shift three times highlights the phrase
new way of. Typing 5 or a single Ctrl highlights the phrase new way of working. Either of
these can be entered in the usual way, with a phrase marker.

Yet another good option is to add a third or a fourth letter to the abbreviation so that there
are fewer possible matches for Instant Text to generate. In the present case, if we type the
three-letter abbreviation nwo then there are only three possible matches:

Short Phrases
new way of Address
Ly new way of working Buziness
|3 | mwoww new way of working with

Short Phrases

new way of working
TR DA neww way of working with

Words Glossaries

[EEEE

Address
Business

What makes Instant Text so easy to use is that these are all equally good options. You can
proceed however you like, whatever your style, and you can do it this way one time, that
way another. Most importantly, you do not have to think in a particular way because
Instant Text has all the options covered. For the purposes of this Quick Tour, we are going

to use a couple of different ways.
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Let us try that first option now. First, type the two letters nw and Instant Text will produce
three Phrase choices with the first one highlighted. Now, press the phrase marker and
expand nw to new way.

What follows is magic:

Welcome to Instant Text! Instant Textis a new way |

... and Instant Text knows how to continue this sentence!

K Instant Text *

of working
of warking with 2 |Business

What you see are called sentence continuations, and they are what makes Instant Text the
most powerful abbreviation system available, as well as the easiest to use. Because Instant
Text has compiled the glossary Business by analyzing actual text, it is able to discern that
after the phrase new way you are likely to need something starting with of working.
Instant Text offers you this Phrase choice before you type anything. And since it is already
highlighted, all you need to do is press a phrase marker again!

Do this now, and see what happens. Press a single keystroke — the semicolon.

Welcome to Instant Text! Instant Text is a new way of working |

No more input necessary...
| additional sentence continuations...

[ Instant Text
S5hort  |Phrases 9
with your

with your I:I:llTlpIJtEl' 2 Buszimess

That is one way of producing the test sentences; there are literally dozens of others that are
equally intuitive. Let us erase several words and try some alternate routes.

Instant Text has a unique feature that allows you to erase the last word by pressing
Ctrl+Space. Try this now, and notice that the text in the Word document disappears one
word at a time. Erase the last two words using the Ctrl+Space command until only the first
part, new way, is left. Then, type of:
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Short [Phrases Glossaries
Address

Business

I
(1]
2
3
L

Instant Text considers that perhaps of is an abbreviation and offers a selection of Word
entries that you may be looking for. You may ignore the Word Advisory entries and simply
press the space bar. Do this now.

As you can see, you have the option of typing any word directly in the event that it is not in
the glossary or it is so short that it is not practical to use an abbreviation for it.

Back up again until after is a using the Ctrl+Space command. Once again, we need to type
new way of working and once again Instant Text offers a dozen ways of doing it.

The last time we were here, we entered the two-letter abbreviation nw and Instant Text
provided sentence continuations for us. This time, try entering the three-letter abbreviation
nwo and see what continuations Instant Text may offer. Back up a little and try a different
three-letter abbreviation, nww. Back up again and try the four-letter abbreviation, nwow.
You can see that whatever route you take, you arrive at the same end. Instant Text is able to
take whatever input you give it and offer usable word and phrase choices and frequently
offer sentence continuations.

winding Up the Quick Tour

Welcome to Instant Text! Instant Text is a new way of working with your
computer.

In order to produce these two sentences with a standard typewriter or word processor it
takes 88 keystrokes. During this tour, we produced the very same text with the following
sequence of keys:

wti;lit<Shift>;ia;nw;;;.

Instant Text produced these same two sentences with only 18 keystrokes. That is a
reduction of about five to one, but even higher ratios are possible because the more
repetitive the work you do, the more sentence continuations you will get.

The most important point is that there are different ways of using Instant Text to achieve
the same results. Conventional abbreviation systems require the user to memorize
thousands of unique codes to achieve smaller reduction ratios. In short, they ask you to
think like the person who invented the codes. (Either that or invent your own set. Or forget
it and power type everything.)
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With Instant Text you never have to memorize a single code! You can think about the real
words and phrases that you need, and you can arrive at them in your own way, however
you think. Making the switch from conventional abbreviation systems to Instant Text is like
making the switch from a stick shift to an automatic transmission.

This concludes this Quick Tour of Instant Text. There are many more features at your
disposal that can help you tremendously. These you will learn as you wish by referring to
the manual and the extensive online help included with Instant Text. Having completed this
Tour, you now know the basics and can get down to business. Before you leave, though, try
one last thing. Enter the abbreviation magie, followed by a phrase marker to see an
anonymous quote that is applicable to Instant Text.
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INTRODUCTION TO INSTANT TEXT GLOSSARIES

Instant Text compiles glossaries for specific subjects by analyzing all words and phrases that
appear in corresponding documents. This process is called glossary compilation and it is
entirely automatic. It allows you to obtain glossaries that reflect the subjects on which you
are writing, by incorporating their frequent terms and phrases.

For example, you may ask Instant Text to scan the files in a folder that contains contracts to
compile a corresponding Contract glossary. Similarly, the files of a folder of medical reports
can be compiled to produce a glossary of frequent words and phrases used in the medical
specialty covered in these reports.

Glossary compilation is a simple process for the user, free of trouble and very easy to
complete. Instant Text glossary compilation routines provide hints and a user interface that
is easy to follow. One good way to learn about glossary compilation is to consult the
extensive online help system on the subject.

Prior to Glossary Compilation

There are a few things to consider before doing a glossary compilation. The primary
consideration involves selecting the documents that will be representative of your work. You
should try to accumulate enough documents so that you can represent as much of your
vocabulary as possible in the resulting glossary. No single piece of writing you do contains
every word in your working vocabulary. On the other hand, there comes a point where you
have included the vast majority of words and phrases that you are likely to use.

Along the same lines, you do not want to try glossary compilation from too little text or
from too much text at one time. Too little text may offer a weak glossary. Too much text
may reach diminishing returns and it can prove to be more than your computer can digest
during the process.

A good rule of thumb is to run the process on files that are between 200K and several MB in
size. As with everything else in the computer world, the more RAM you have available, the
faster you will be done and the more you can process in less time.

Instant Text can compile glossaries from a wide variety of document types. Files with
extensions of txt, doc, docx, wpd, htm, xml and many other standard text formats will be
automatically detected and processed accordingly. You can use text created by any DOS or
Windows program for the creation of your glossaries.

It is worthwhile to remember two things on this subject. The first is that if you have fed
your computer more than it can handle, Instant Text will alert you to the problem and
suggest that you try again with a smaller file or less demanding settings. Nothing is harmed
by trying to process too much text at once.

Getting Started 12



The other thing to remember is that once you have compiled Glossary A and Glossary B, you
can combine them either by merging or using glossary includes, and you can repeat the
process as often as necessary. Similarly, Instant Text is designed to allow for easy additions
to your glossaries. As you are typing along and come across a word or phrase you would like
to add, you can highlight it and use the shortcut Alt+= to add it to your glossary. You can
also select a few phrases and use the Glossary Enrich command available on the Glossary
menu.

Another good general tip is to try and compile separate glossaries for separate subjects or
distinct collections of documents. If you are in the habit of writing on a particular subject
more than any other, consider collecting documents that represent only that subject and
compiling a special glossary for use in that context. In such situations, you will make the
greatest use of continuations.

In medical transcription, you may want to compile separate glossaries for different doctors.
If reports for different doctors are in different folders, this can be done in a few seconds and
the glossaries produced by this method tend to be very effective: Doctors may say the same
things but they say them in different ways.

Sharing Glossaries

Instant Text glossaries are saved in text format. One of the benefits of this format is that
users can share Instant Text glossary files easily. A glossary compiled on one person's
computer will transfer perfectly to any other computer that can run Instant Text, by CD,
Flash drive, or e-mail.

Users of Instant Text therefore have the option of sharing glossaries with each other. They

can also purchase ready-made glossaries. The ability to combine customized and
professionally developed glossaries expands the capacities of Instant Text enormously.
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 Chapter
2

Overview

A SECOND PASS ON INSTANT TEXT

Now that you have read the first chapter, Getting Started, you may want to start using
Instant Text right away and get some hands-on experience before reading this chapter. But
if you prefer to read a slightly more detailed description, this overview is for you.

In particular, if you have used another expander before, we recommend you read this
chapter and the next one before starting to use Instant Text for daily production.

Instant Text is a software program for very fast text entry. Using Instant Text, you type
abbreviations that are tailored to the subject of your current text and you end up typing a
much smaller number of characters. Once familiar with the product, a slow typist will type
comfortably fast. A fast one could type faster than speech.

A few hours of practice is the only requirement.

How Instant Text works

The key concepts of Instant Text are explained in this overview. One early decision to make
is whether to use marker keys or expander keys to expand abbreviations, and we will start
with this subject. Then, we will review the following subjects:

Phrase abbreviations with the space bar and expander keys

Phrase abbreviations with marker keys

Word abbreviations and word completion

Word abbreviations used as wildcards and as a spell-checker

Words in phrase sections and phrases in word sections

Continuations

Custom glossaries and glossary compilation

1
T
1
)l
1
)l
1
1

The many ways to create glossaries
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Marker Keys and Expander Keys

In our first pass, we saw how to expand with a special key called a marker. For example, if
we have an abbreviation iac for the phrase in any case, then typing iac; expands to the
phrase in any case and we can continue typing thereafter.

What makes the semicolon marker key special is that it tells Instant Text to expand the
letters that precede and then the marker key itself disappears.

If you have used other expander programs before, or AutoCorrect or QuickCorrect, you have
certainly come across another way of expanding using punctuation marks and the space bar.

These are expander keys.

Like marker keys, expander keys tell Instant Text to expand what precedes. However, unlike
marker keys, expander keys do not disappear but stay after the expansion. So, if a comma is
used as an expander key, typing iac, produces in any case, with the final comma staying at

the end of the phrase.

Instant Text allows both styles. We will review later the pros and cons of using markers or
expanders. For the time being, let us see how to specify them.

Marker and Expander Selection

This is the first time we are opening an option dialog and here is how it works:

Irnporter

Clipboard Statistics
Document Statistics

Line Reporter

[J Instant Text & *

Advisories...
Advisory Colars...
Advisory Fonts...
Advisory Details...

Usage...
Screen Elements...

Screen Layout...

Marker selection...
Automatic Spacing...
Automatic Capitalization...

Continuations...

Singles...
Short Phrases - -
- Productivity Speral e
2 - -
Opticns Glossary Compilation...
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First, right-click on the heading of the Phrase Advisory, where the caption Phrases
appears. Then highlight Options with the mouse and follow the right arrow to open the
Glossary menu items. Now, you can click on Marker selection to open the dialog.

Alternatively, the shortcut keys Ctrl+/PO opens the Options menu and typing the letter M
selects the Marker selection dialog.

Later on you will see that other dialogs can also be opened with a right click or with similar
shortcut keys.

Instead of specifying the marker selection key by key, you can also use the two buttons for
Instant Text Options and Classic Options. The following picture illustrates what happens
when you press Instant Text Options.

Instant Text Options

If you press the Instant Text Options button, this sets the semicolon ; as phrase marker
and the square brackets | and [ as word markers. No key is used as a phrase expander.

Options
| Colors | Fonts | Details | Uzage | Elements | Layout |
| Automatic | Continuations | Singles | Keyz | Compilation |
Set Default Options:
Inzstant Text Options | Clazsic Options |
Set Your Own Options:
Word Phrase Phrase
Key Marker Marker Expander
space =
enter _
tak
[ v
] W
<
>
!
|
\/ 1] 4 x Cancel ? Help
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The Marker Selection dialog lets you customize which marker keys (or expander keys) to
use for abbreviation expansion. For each key, you can specify whether it is used as a phrase
expander or as a marker — either a phrase marker or a word marker — by clicking on the
desired column for that key. You can also have unassigned keys as shown here by the grey
rOws.

Classic Options

If you press Classic Options button, this sets the space bar, punctuation keys, and several
other symbols (such as brackets and parentheses) as phrase expanders.

Opticns
Advizories | Colors | Fonts | Details | Uszage | Elements | Layout |
Markers | Automatic | Continuations | Singles | Keys | Compilation |
Set Default Options:
Instant Text Options | | Llazsic Uplions |
Set Your Own Options:
Word Phrase Phrase
HKey Marker Marker Expander
space W
enter _
tak
[ v
] v
< V
> \/'
i v
y v
; v
v T
\/ 1] 4 x Cancel ? Help

The forward slash / is used as a word marker and the grave accent ~ as a phrase
marker.

In essence, this replicates options used by classical expanders such as Smartype. To be
completely the same as some of the classic expanders, you can also select the Enter and Tab
keys as expander keys. On the other hand, this is not recommended as these two keys are
assigned special functions by Windows in dialogs.
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Phrase Abbreviations With the Space Bar and Expander Keys

For this section, select the Classic Options, as our examples will all use expansion with the
space bar, and select also the Business glossary. We want to type | would like to receive
and know that this phrase is in the glossary. After typing iw, Instant Text lists possible
choices in the Phrase Advisory and | would is highlighted. Abbreviations are listed in the left
column - under Short - and expansions on the right - under Phrases:

Words Glossaries
Address

Business

1 will b

1
2
e 1 will have 3 Medstart
I 1 weill not 4 4 |Drugs
arm I weould mot 5

Should we type a space after iw, Instant Text would expand iw to | would followed by the
space. With more advisory lines than the current five, we might be able to see the full
desired phrase. So, we need to add one or more letters to restrict the number of possible
choices. And after typing iwl the advisories actually show what we want:

2 |t | would like to
3 |iewitr | would like to receive

The highlighted row does not come from the glossary. It is generated on the fly by Instant
Text to indicate that if you type an expander key after iwl it will give you just that. The
desired phrase itself is on the third line and there are several possible ways to select it and
expand it. One way is to move the highlight down twice with the Shift key or directly to the
bottom with the Ctrl key.

Short |Phrazes
iyl vl
it | would like to

| would like to receive
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Now that the phrase is selected, typing a space will expand it. Another way is to enter the
line number and typing iwl3 reduces the advisory to the one line we want:

Short Phrazes

| would like to receive

For those who prefer to avoid typing numbers, the solution is often to add more letters. So,
adding a t to have iwlt produces the following advisory choices:

Short Phrazes
i | would like to
2 |ievitr | would like to receive

Short Phrazes

| would like to receive

In summary, there are three ways to select the desired phrase: moving the highlight with
Shift or Ctrl, entering a line number, or adding more letters to reduce the number of
choices shown in the advisory. Once the desired choice is selected, adding an expander key,
such as the Space, expands the phrase.

Phrase Abbreviations with Marker Keys

Phrase abbreviations are even more powerful when using marker keys. To see why and
how this works, go back to the marker selection dialog and click on Instant Text Options.
This selects the semicolon as the marker key to expand phrases. Then press Ctrl+3 to switch
to the Medstart glossary, which will now be used for our examples.
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When Marker keys are used, the phrase abbreviation you type does not have to include all
letters of the short form. It only needs to include the first two letters of the short form. You
can add additional letters but do not need to. Essentially, this means that you can abbreviate
the abbreviation! You can also view it as dropping the letters of the short form you do not
consider to be too significant.

As a first example, let us enter the phrase the patient had no known allergies. We can
start thinking in telegraphic style -- this terse style was used when telegrams were charged
by the word -- and think of the patient... known allergies. So we will try the initials tp and
jump ahead to the end letters ka to enter tpka.

Let us see first what happens after tpk:

the patient has no known
the patient had no known allergies
the patient has no known allergies

We already see our choice on the second line and, just as we did previously when using
phrase expanders, there are several ways to select it. We can press Shift or add the line
number 2. Here, the easiest way is to add the letter a to get tpka:

Short Phrases
the patient had no known allergies
tphnka the patient has no known allergies

Now that the phrase is highlighted, pressing the semicolon marker expands tpka; to the
desired phrase and the semicolon marker disappears.

If you have used a traditional expander, there are two differences worth mentioning. First,
you do not have to think in terms of fixed memorized abbreviation codes. You can still use
the full short form tphnka as you will do for the ones that are so committed to memory that
you type them without having to think. But you can also drop letters and use many other
subsets of the short form: tpk, tphk, tpha, tpnka, and so on.

The second difference is that there is no need for each short form to be unique. Here, the
example shows identical short forms for two variations of the same phrase, one with had,
the other with has. With Instant Text, you do not need to overburden your memory with
code variations: Instant Text knows about them and shows them as needed.
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Using the Phrase Advisory with Marker Keys

Here is another example showing the use of the Phrase Advisory when marker keys are
used. Our purpose is to show the power of the approach and the keystrokes savings that are
made possible by its use.

We start by typing the phrase the patient tolerated the procedure well and, in telegraphic
style, this may become the patient... procedure well, which suggests that we type tppw.
Using our Medstart glossary, the Phrase Advisory now displays the following choices:

Phrases
the patient's last menstrual period was

1
E tptipw the patient tolerated the procedure well
|3 |tpttpwaw the patient tolerated the procedure well and was
| 4 |tpttpwawtrrs The patient tolerated the procedure well and was transfe
| 5 |tpttpaw the patient tolerated the procedure quite well
| B |tpttpvw the patient tolerated the procedure very well
7

Our phrase is now on the second line and can be expanded by typing 2 followed by the
semicolon marker.

Medstart follows the Instant Text default convention for short forms, which is to use the
initial letters of the words of each phrase. This means that selecting letters of the short
forms or selecting initials of some of the words amounts to the same thing:

tpimpw thepat i ent 6 s | pesiddwasenstr ual
tpttpw the patient tolerated the procedure well

tpttpgw the patient tolerated the procedure quite well

tpttpvw the patient tolerated the procedure very well

tpttpwaw the patient tolerated the procedure well and was

As in the previous example, the Phrase Advisory reveals other common variations for which
there is no need to remember an abbreviation code, namely the ones with quite well and
very well. With a traditional expander, the choice would be either to remember a large
number of codes or to type these variations in full.

With Instant Text, the thinking process goes differently: You hear a given sentence and, as a
professional, you recognize it to be something that is said frequently. But in that case, you
know it has to be in the glossary since glossaries are compiled from past reports. And if it is
in the glossary, you can try initials and the jump ahead and telegraphic style approach.
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So, you may try tpgw for quite well and tpvw for very well:

the patient tolerated the procedure quite well

the patient tolerated the procedure very well

And, as all roads lead to Rome, if you think about the patient tolerated... well you will get
to the same result in a different way by typing tptw:

Phrazes

11 ] the patient tolerated the procedure well
| 2 |tpttpwaw the patient tolerated the procedure well and was
| 3 |tpttpwawtrrs The patient tolerated the procedure well and was transfe
| 4 |tpttpgw the patient tolerated the procedure quite well
| 5 |tpttpvw the patient tolerated the procedure very well
|6 |tpwiw the patient was treated with
7

tpwdthw the patient was dizcharged to home with

Just as we did in the allergy example, you can now select the second line either by pressing
the Shift key or typing the line number and then expand with a semicolon.

Short forms may begin with digits; however, avoid placing digits in your short forms after
the second character. Digits placed in the first or second position of the short form are
harmless with regards to the potential ambiguity with line number selection, as line number
selection may only occur after you have typed two characters.

Word Abbreviations and Word Completion

What Instant Text calls Word entries has no equivalent in other expansion programs. They
can be used to achieve powerful word completion and they can also be used like wildcards.
If you open an Instant Text glossary in the Glossary Viewer (or in NotePad or WordPad) and
look at the word entries, you are likely to see a sequence of words on separate lines
preceded by a single-letter short form:

associations
asthmatic

asymmetrical

SR R O B )

asymmetry
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a asymptomatic

Obviously, there is no way the short form a can be used as an abbreviation for so many
different words and it is not. One of the ways to use word entries is for left-to-right word
completion. For example, after typing asy, the Word Advisory now shows:

asymmetry
asymptomatic

absolutely
anesthesiology
accessory

The first three entries all start with asy and pressing a word marker ] or [ enters the
highlighted entry asymmetrical. To get to other entries, you can use the Shift and Ctrl keys
or a line number, just as we did for phrase entries. You can also type additional letters. Even
better, as we will see next, with Instant Text you can skip letters and jump ahead right to
the end, unlike in traditional left-to-right word completion.

Here, the fastest way to get asymmetry is to jump ahead to the end and type another y
after asy. After asyy the desired entry is highlighted and directly available:

Words

= |em e | e P | e

There are actually many possible abbreviations that will give asymmetry. You need the first
letter but, other than that, you may pick any subset of letters you want:

asyy  asymmetry
astry  asymmetry
aymy  asymmetry
aetry  asymmetry

ammy asymmetry
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As these examples show, the abbreviations you type can be quite arbitrary. You can use
whatever style you prefer based on your knowledge of what is distinctive in the word. You
do not even have to be consistent and can vary the approach. This means that you do not
have to memorize abbreviation codes and it opens the door to abbreviating much more than
when you are constrained by the limits of memory.

When you type letters, the Word Advisory lists possible choices by order of “proximity,” with
the most likely at the start. For example, after typing the letters epg

Words
1 €]
2 |epigastrium iEastrium
3 |epiglottis ilottis
4 |Epogen oﬂen
5 |exposing osinf]
& |explaining laininfs]
7 |experiencing eriencin@

all entries start with an e. The first three have a p in the second position and a g in the
fourth, the next three entries have the p in the third position and then the g is at increasing
distances: at the positions eight, ten, and twelve, as shown on the right.

This subset approach used by Instant Text allows a higher keystroke reduction than a left-to-
right word completion approach. For example, going left-to-right for the word
hypoglycemia, you need to type hypogl — half of the word — because many words start
with hypo. In contrast, the subset approach shows the word with only hgy or hgc:

Words

b
hypoglycemic
hyperglycemia
histology
hematology
hypertriglyceridemia
hepatomegaly

[l oo~

Word Abbreviations Used as Wildcards

As we saw in the previous section, word entries have no predefined short form, which is
why they are just listed with the initial letter. Matching is done dynamically as you type, just
as when you use a query system that allows wildcards.
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Assume you hear something that sounds like cho...tomy but the actual word said remains
unclear because of the noise or the way it was pronounced. In query systems that allow
wildcards you would type eho*tomy or even cho*my. With Instant Text, it is even simpler.
You just type chomy and this is what you get in the Word Advisory:

choledochotomy
cholecystectomy
cholecystostomy
choledochoenterostomy
choledochojejunostomy

Here, we see words like cholecystotomy, cholecystectomy, and cholecystostomy which look
very similar but mean quite different things. A medical professional will know the difference
from the context. The proper choice can then be entered by typing the line number and a
word marker. For example, typing a 3 selects the word cholecystectomy.

If this is a word that is used all the time, chances are you end up memorizing an
abbreviation for it. On the other hand, the Word Advisory wildcards work very well for
these words that are long enough to be painful to type but not common enough to be worth
remembering a code.

Another example of the use of wildcards is when you hear the word correctly but want to
shorten it intelligently — intelligently, in the sense that it requires less effort in typing and no
memorizing — as when typing escopy:

esophagogastroscopy
esophagogastroducdenoscopy
endoscopy

Word Abbreviations Used for Spell-Checking

Often, the Word Advisory will save you a two-minute trip to the dictionary or to the spell-
checker. You are entering a word such as capsulorrhexis. You do know the word, but how
many r's and where is the h? A simple answer is to type some of its letters.
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So, you can type caps as on the left example, or go phonetically with key consonants and
type cplx as on the right:

capsulorrhexis capsulorrhexis
capsulotomy ciprofloxacin
Camptosar complex

Another example is when typing the name of a drug. After typing some initial letters, use
Ctrl+4 to switch to the Drugs glossary and see its correct spelling (we are assuming here
that Drugs is in fourth position in the Glossary List).

Words as Phrases Entries 8 Phrases as Words Entries

Word entries and Phrase entries are so named because Word entries are mostly words and
Phrase entries are mostly phrases. But nothing prevents having a normal word defined as a
Phrase entry or a normal phrase defined as a Word entry. For example, we can define the
Word entry:

a attorney at law

This will allow abbreviations such as aal, ayw, and atyal. Similarly, you can have words
defined as Phrase entries to impose a dedicated short form to a word. For example:

akgd acknowledged
dx diagnosis
Glossaries compiled by Instant Text have phrases as Phrase entries and words as Word

entries. On the other hand, if a glossary is created by importing a list from another
expander, all entries will be Phrase entries, as in the above example.
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Continuations

Continuations come as an additional bonus when typing documents that use standard
clauses as is often the case in contractual and technical documents. The key idea in
continuations is that once you have typed the beginning of a frequent phrase, Instant Text
will often be able to suggest its continuation. In the example that follows we assume that
we are using our Contract glossary. So after typing ico, the Phrase Advisory appears as
follows:

icot in congideration of the
icotm in congideration of the mutual

icotmc in consideration of the mutual covenants

icotmec in consideration of the mutual covenants contained
icwipot in connection with the performance of the

Let us select the highlighted phrase In consideration of by typing the marker ; and a new
list of phrases will appear in the Phrase Advisory:

the mutual covenants
the mutual covenants contained
the mutual covenants contained herein

Essentially, the advisory contains the most likely continuations for the phrase In
consideration of. So we select again the first phrase by typing the marker ; (or by a click on
the row if you use a tablet PC) and the advisory now contains continuations for

In consideration of the mutual:

covenants contained herein
covenants contained herein and
covenants contained herein and other

and likewise, after selecting the first row, another list of possible phrases will appear:
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herein and other
herein and other good
herein and other good and

other good and
other good and valuable
other good and valuable consideration

and valuable consideration

Short Phrases
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To summarize, we typed:

and obtained the expansion:
In consideration of the mutual covenants and other good and valuable consideration

This did not require to remember any abbreviation and the choices were made step by step
at the speed of a glimpse (which is quite fast). Note that this represents a reduction of 8 to 1
in the number of keystrokes: we typed 10 characters and obtained the resulting 82
characters. Continuations make this kind of ratio possible because they use the information
gathered by Instant Text when compiling your documents.

Custom Glossaries

Custom glossaries are another part of the answer to the efficient use of abbreviations.
Instant Text allows you to work with several glossaries at the same time.

To understand why this is useful, consider the use of the letters not as an abbreviation. In a
medical report this could abbreviate the phrase numbness or tingling. But it could stand
for Notice of Termination in a contract or just for none of the in ordinary prose. Similarly,
it is quite common to use the same initials for different terms in different contexts and most
people are comfortable using cd for certificate of deposit in one context and compact
disk in another.

Clearly, if the subject covered by the glossary is too broad, we can end up with hundreds

of phrases that abbreviate to not. This would lead to too many choices, and selection of the
right choice would not be efficient. Choices are a good thing as long as they have some
relevance to the subject we are currently addressing.

The Instant Text solution is to let you use automatic glossary compilation to produce
subject-specific glossaries. Then, when you type, you work with several active glossaries that
reflect the subjects you are dealing with. One of them, called the Current Glossary, is used
for expansion of abbreviations as you type.

We saw this reflected in our first example:

Short Phrases

Welcome to Instant Text Address

Business

worthwhile Medstart
4 |Drugs
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The Glossary List is on the right and shows four active glossaries. Business is the Current
Glossary and we can switch instantaneously to another active glossary with a single
keystroke: Ctrl+3 for Medstart, Ctrl+4 for Drugs, and Ctrl+1 for Address.

A right-click on the Glossary List opens the menu to open a glossary — thereby adding it to
the Glossary List and making it active.

Glossary Compilation

Instant Text compiles glossaries for specific subjects by analyzing all words and phrases that
appear in one or more documents. This process is called Glossary compilation and is entirely
automatic. It allows you to obtain glossaries that reflect the subjects on which you are
writing, with their frequent terms and phrases.

For example, you may ask Instant Text to process the files in a folder that contains contracts
to compile a Contract glossary. Similarly, you may compile the files of a folder of medical
reports for a given doctor or medical specialty, to produce a glossary of frequent words and
phrases for this doctor or medical specialty.

Glossary compilation is a very fast process, taking only a few seconds on today's computers.
So, this is something that you can do very easily every time you need to cover a new subject

or specialty.

In addition, you will see that it can be easily controlled: For example, you can set thresholds
to retain only words that appear with a certain frequency.

The Many Ways to Create Glossaries

Glossaries are central to Instant Text and there are several ways to create a new glossary
and to combine glossaries to form new ones.

First you can import from another program or add entries one by one:

Importing. If you have used another expander program in the past, the Importer can
convert its abbreviation lists into Instant Text glossaries. This may be an excellent way to
develop a base glossary containing abbreviations that you have already committed to
memory before you add others that you do not need to memorize. The Importer is
covered in Chapter 9. It also includes a Glossary Workshop that offers several techniques
for customizing glossaries.

Entry by Entry. The shortcut Alt+= lets you add entries one by one to a glossary. You
can even create an empty glossary by selecting Glossary New in the Glossary menu, and
add all entries one by one. But of course, there are more efficient techniques.
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The fastest way is glossary compilation and there are two ways to do it:

Compiling a Single File. Single File Compilation is the form used to compile a glossary
from the text of a single document, usually, a large one.

Compiling Multiple Files. Multiple Compilation is the form used to compile a glossary
from the text of several documents that are in the same folder and share a common
subject.

You may also create a new glossary by building on existing glossaries:

Merging Glossaries. In some cases, you may be dealing with a subject for which two
or more existing glossaries are relevant. Glossary merging provides a way to merge
these glossaries into a new one.

Using Includes. Glossary Includes offers a flexible way to combine several glossaries
without physically merging the glossary files. Includes are described in Chapter 7.

Enrich. The Glossary Enrich command is a fast way to enrich the Current Glossary with
entries that come from what you highlight in the text currently being typed. It works as
a quick compilation of the highlighted portion of the text.

These techniques are covered in later chapters and in the online help.
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- Chapter
3

Setting the Stage

PREPARING INSTANT TEXT

When you install Instant Text, it first comes up as we saw in earlier chapters. But everyone's
needs are different and you can customize Instant Text to suit your own style and needs.
First we review key elements of the Instant Text screen and common actions you can do
with them. Armed with that knowledge, we then discuss three easy steps that you should
use to prepare Instant Text for your own usage:

1 Selecting your Marker keys or your Expander keys
1 Selecting the number of Advisory Lines

9 Selecting your glossaries
As you will see, you may want to make temporary changes or more permanent ones, and
there are additional aspects of Instant Text that can be customized, but we suggest you do

these easy steps before you start using the product.

This chapter also gives a quick introduction to the Linking and Docking options and to
the built-in Editor.
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Using the Instant Text Screen

The diagram below shows the key elements of Instant Text, with its two advisories, the
Glossary List, the Linking indicator, the Docking indicator, the headings, and the toggles
and buttons:

Current Glossary
Help button
Client Configurator button

Docking indicator Spacing toggle

Linking indicator Capitalization toggle

1] 1]

| 2 | | 2 | Business

13 | EX Medstart

|4 | |4 |

|5 | |5 |

% Phrase Advisory % Word Advisory 5 Glossary List §
Phrase Advisory heading Word Advisory heading Glossary List heading

Let us review these key elements, starting from the top:
Title Bar, Buttons, and Toggles

The Instant Text Title Bar includes the Linking indicator B, the Docking indicator K, and
the usual Windows buttons to Minimize '=l, Restore Ol, or Close Xl the application. It also
includes the [E] and [El toggles, the Client Configurator button 41, and the Help button 2!
above the Glossary List:

[ Instant Text &
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Linking Indicator

The round green light at the right of the Instant Text caption indicates that Instant Text is
currently linked to a client application (the active application window you are currently
working in):

[ Instant Text &

A round orange light appears when Instant Text is linked to a client application but the link
is currently suspended: Use the toggle Ctrl+/L to relink or temporarily unlink.

[ Instant Text &

A round red light appears when Instant Text is not used with the application you are using
and will not interact at all while you type.

(1 Instant Text &

Docking Indicator

A triangle green light appears when Instant Text is docked to a client application window:

[ Instant Text &

A triangle red light appears when Instant Text is undocked. Use the toggle Ctrl+/D to
dock again.

[ Instant Text &

B The C toggle is green if automatic capitalization is on, red otherwise. Click on
this toggle or type Ctrl+9 to turn automatic capitalization on or off.

& The S toggle is green if automatic spacing is on, red otherwise. Click on this
toggle or type Ctrl+0 to turn automatic spacing on or off.

Click on this Client Configurator button or type Ctrl+/. when you want to
configure the interaction of Instant Text with current client applications. This
dialog is further explained in Chapter 11.

2 The Help button. Click on this button to see the contents of the Instant Text
online help. You can also type F1 when the focus is on Instant Text.
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Other options of Instant Text are accessible from menus that you open with a right-click
on the heading of the Phrase or Word Advisory or on the Glossary List.

Tools and Options on the Phrase Advisory Heading

This is our first example of a menu. We open it by a right-click on the Phrase Advisory
heading to show Tools such as the Importer, the Line Count options (Clipboard or
Document Statistics), the Line Reporter, and the Productivity dialog.

Importer

Clipboard Statistics
Document Statistics

Line Reporter

Short Phrases

Productivity
Options [

The last menu item opens the Options submenu containing the main options for
customizing Instant Text. We will only use a few options at this early stage, as our main
purpose is to make you aware of their existence. The time to revisit them will be when you
want to change something. As you will see by looking at these options, every aspect of
Instant Text can be customized from this menu.

Advisories...

Advisory Colors...
Advisory Fonts...
Advisory Details...

Usage...
Screen Elements...

Screen Layout...

Importer Marker zelection...

Automatic Spacing...

Clipboard Statisti . o
Ipheard statistics Automatic Capitalization...

Docw t Statistics ) )
FEHITTIEnE ShaE Continuations...

Line Reporter

Singles...
Productivity e il
Options [ Glossary Compilation...

Setting the Stage 35



Resizing the Advisory Lines

A right-click on the Word Advisory heading or the number columns opens a menu
with the choices for the number of lines. This is a quick and easy way to resize advisories to
the number of lines between 1 and 20.

Note that the keyboard shortcut Alt+- hides Instant Text. When hidden, Instant Text
expands just like traditional expander programs that do not offer visual feedback. Using
Alt+- again restores Instant Text.

Glossary Menu Items

A right-click on the Glossary List heading opens the Glossary menu:

Open...
Recpen current glossary
Close current glossary

Save As..,

View current glossary
View singles glossary
View shorts glossary
View typo glossary
Enrich current glossary

Condense current glossary

Mew...
Single File compilation...
Multiple compilation...

Glossary merge...
Reorder active glossary list

contract.glo

Drugs.gle

Glossaries

3 |Medstart

Setting the Stage 36



The menu items are documented in the online help. Note the Opené and
Close current glossary items, as well as the history at the bottom of the menu to open
recently used glossaries.

Special glossaries such as the Typo and Singles glossary are easily accessible in this menu to
be viewed and edited in the Glossary Viewer.

Condense current glossary: Writes the glossary entries in the order that is currently
defined in the Advisory Options dialog.

Condensing a glossary:

1 Eliminates frequency numbers
9 Eliminates duplicate entries

1 Condenses multiple word and phrase sections that are created when using the Enrich
feature.

Enrich current glossary and Glossary Merge are explained in detail in Chapter 7.

Reorder active glossary list allows you to change the order of glossaries in your active
glossary list.

Note: View shorts glossary only appears on this menu when using expander keys such as the
space bar.

Keyboard Shortcuts for Opening Menus

It is possible to open menus with keyboard shortcuts, without using the mouse. First, you
can use the shortcut Ctrl+/ to toggle the focus between Instant Text and the linked client
application. Then, when the focus is on Instant Text, additional shortcuts are available:
Ctrl+P does the same as a right-click on the Phrase advisory heading. Likewise,

Ctrl+W opens the Word menu, and Ctrl+G the Glossary menu.

For example, you can use the sequence Ctrl+/ Ctrl+P OM to open the Marker Selection
dialog. You can also use the shorter Ctrl+/P OM, releasing Ctrl only after the P.

Note that the / is needed when typing Ctrl+/P because typing only Ctrl+P opens the print
dialog of your word processor.

Selecting your Markers and Expanders

We are now back to the steps to prepare Instant Text for your own usage, and the first one
is selecting your Marker and Expander keys.
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In the Overview, the difference between Marker keys and Expander keys was explained,
along with how to select your choice of keys. A rule of thumb for selecting one of the two
expansion solutions is as follows:

Choose Expander Keys if you have used another expansion program such as
AutoCorrect, Shorthand or PRD in the past. Using Expanders may feel familiar since
these programs use Expander keys, such as the space bar and punctuation marks.
Hence, continuing to use them with Instant Text may result in a shorter learning curve.
It may allow you to concentrate on the other benefits Instant Text has to offer.

Choose Marker Keys if Instant Text is your first expander, or if you do not feel overly
committed to habits developed while using another expansion program.

Expander keys are a good choice for moderate-size glossaries whose entries are well
memorized. When a glossary is created by importing an abbreviation list from another
expander, all entries are in the Phrase section: not only phrases, but also all words for which
you have a dedicated abbreviation (such as dx for diagnosis). Phrase expanders such as
the space bar will therefore expand all imported entries.

Later on, if you include another glossary in the imported one, the Word section will no
longer be empty. Even if you opt for expander keys, you can still use a word marker to
expand entries from the Word Advisory. This is most useful for long words for which you do
not have dedicated short forms.

Hence, you may want to open the Advisory Minimum number of letters per word:
options dialog and select a value such as In ‘Word Glossary: lﬁi
8 or 10 for the minimum number of letters per In Word Advisory: P
word. This only keeps longer words when = )

loading a glossary.

You may also increase the number of letters needed to display a word in the Word Advisory
so that choices only appear after typing 3 or 4 letters.

Marker keys have distinct advantages for large glossaries and provide a more powerful
method of working with Instant Text. They give you a better control on when to expand,
making accidental expansion less likely than when using the space bar. In addition, markers
let you jump ahead, as explained in the Overview. They actually let you abbreviate
abbreviations - there is no need to memorize abbreviation codes. You can have long short
forms, but you only type some of the letters.

Continuations are also easier to expand with marker keys. You may want to use a marker to
expand continuations, even if you use expander keys otherwise.

Setting the Stage 38



Selecting the Number of Advisory Lines

You can choose to have between one and twenty lines visible while you work; you can also
hide the advisories completely if you wish. Whatever value you choose per client application
will be remembered by Instant Text.

A right-click on the Word Advisory heading or number columns lets you choose the
number of lines you wish to work with.

20 Lines
19 Lines
15 Lines
17 Lines
16 Lines
15 Lines
14 Lines
13 Lines
12 Lines
11 Lines
10 Lines
9 Lines
& Lines
7 Lines
6 Lines
5 Lines
4 Lines
3 Lines

2 Lines

_— _
Words

The Right Number of Advisory Lines

The number of advisory lines displayed is a very personal choice and it depends on

the amount of visual information you can handle comfortably. First of all, one should realize
that one does not read advisories: Reading advisories, as they change constantly, would be too
time-consuming. A better term for what goes on when you use advisories is that you are
recognizing some visual information.
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For example, you want to enter the phrase is not consistent with and start typing the letters
in. With two letters and six advisory lines, the Phrase Advisory may show six choices, none of
which matches the phrase. The human eye is able to recognize that none of the choices
matches, without reading them one by one. Then, after adding the letter ¢, we are down to
three choices. Again, the human eye is able to recognize that one of the choices is the phrase
we want. This recognition process is instantaneous and does not even require reading the
other two entries.

As with any human ability, the ability to recognize phrases improves with practice and you

Selecting Your Glossaries
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